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Introduction 

Who should use Manager Services? 

Managers as well as benefit, human resources and payroll administrators can access 

employee information through the Web. It can be used at your corporate location as well as 

remote locations. 

 

Benefits of Manager Services 

 Easy accessibility (from home or work or any location with Internet access) 

 24-hour access 

 Easy-to-navigate pages 

 Consolidated pages with more information and less search 
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Getting Started 

Signon Page 

To sign into Manager Services, you need a Customer ID, a User Name, and a Password. 

The Customer ID will be the same for all users within a company. The User Name and 

Password will be assigned to you. Your password can be changed once you log onto the 

system. Click on login. 

 

 
 

If you forget your password, enter your User Name and click on the recover my password 

button. If you have set up a recovery question and answer, your recovery question will be 

displayed. If you enter the correct answer, a new password will be generated and e-mailed to 

you. 

 

Enter Customer ID, 
User Name and 
Password in the 
appropriate fields. 
 

Click on login. 

If you forget your 
password, click on 
recover my password. 
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Manager Services 

Follow these setup steps for Manager Services: 

 Grant security to Function Security in Manager Services for the security administrator. 

This must be done as the first step; otherwise, all users will have access to it. 

 Each user of Manager Services or iCON Tools must be set up in the User 

Administration function. Verify that correct access has been granted in the User Access 

function. 

 Set up Security Rules for user passwords.  

 Set up Function Security for users. Note that Function Security from iCON Tools does 

not apply in Manager Services. 

 Enter User Security information to determine the security method that will be used to 

determine which employees this user can access. 

 If the User Security setting involves security by organization levels, go to Organization 

Security and set up the levels to which this user has access. This determines the 

employees that the user is allowed to see, whether using Manager Services or iCON 

Tools. 

 To use the employee search feature by Reports To, this information must be entered for 

employees in Work Profile, Report To or Reports To By Organization. This 

information must be entered if you use the Reports To option in User Security. 

 Enter Legal Entity Authorization for each user. This determines the information that the 

user is allowed to see in payroll-related functions, whether using Manager Services or 

iCON Tools. 

 If you have set up any Notes Categories to require authorization, set up the 

categories to which this user has access in Notes Category Authorization. 

 For access to information in Employee Files, set up the file types to which this 

user has access in File Type Security. 

 In HR COD Security and Payroll COD Security, set up the user’s permissions 

if he or she may change common objects. 

 You may use the User Setup Copy function to copy a user's settings to another 

user. This can be used to streamline the process of adding new users. Note that 

this process does not copy the information that is stored in User Security; this 

must be set up for each user. The following areas may be copied: 

o Benefit Deduction Defaults 

o File Type Security 

o Function Security 

o HR COD Security 

o Legal Entity Authorization 
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o myWorkSpace 

o Notes Category Authorization 

o Organization Security 

o Payroll COD Security 

 To have an e-mail message sent based on actions performed in Manager Services or 

Employee Self Service, set up the message formats in the Messaging Setup function. 

Note that separate messages are entered for actions performed in iCON Tools, Manager 

Services, and Employee Self Service. For Manager Services actions, use “MS”; for 

Employee Self Service actions, use “ES.” 

 If messages will be sent to employees’ supervisors (Reports To) or payroll 

administrators, make sure those employees’ e-mail addresses are entered in the E-Mail 

Addresses function. 

 Enter setup information in HR System Defaults. 
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Main Menu 

Once you have signed in, you will see a page similar to the following. On this page, your 

company can display their company news, future events, etc., on the Home page. 

 

 
 

You may use the Employee Search feature to find an employee whose number is unknown. 

Employee Search options include First Name, Last Name (if employee has a Second Last 

Name, you may enter both the Last Name and Second Last Name, separated by a space or 

dash), Organization and Reports To. You may use the Menu Search feature to find a 

function. Enter a word or partial word in this field, and the system will display a list of 

function names containing the search criteria. Click on the function with which you wish to 

work. You may also use the down arrow to go to the selected function. When it is 

highlighted, press Enter to access the selected function. Or, you may click on any of the 

menus in the Menu Bar: Employees, Benefits, HR, Payroll, Reports or Tools. Either a 

submenu or a list of functions will appear. Click on the function that you wish to access. 
 
 
 
 

 

Menu 
Bar 

Select Employee 
Search Method 

Enter Function 
Search Criteria 

Enter Employee 
Search Criteria 

Icon Bar 

Session Bar 
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The functions that you see in the Manager Services menu depend upon your security access. 

Functions that you are authorized to use will be shown in alphabetical order within each of 

the menu areas, with the exception of the Payroll Processing menu. Payroll Processing 

functions are shown in the order in which a pay cycle is processed. 

 

If you wish to group selected functions together thereby creating your own menu entry, see 

instructions for setting up myWorkSpace in this chapter. 
 

Above the menu bar, the following are shown in the icon bar: 
 

 

My Employee List: click on this option to display the employees that report to you. 

From here you may access the Overview, Demographics or Work Profile function. 

The Overview button will appear if you have defined functions in Employee 

Overview Functions. 

 

Job Server Queue: hover over this option to see the jobs in the Job Server Queue 

at the time that it was last refreshed. You may click Refresh in the Job Server Queue 

to see the latest jobs. 

 

Reports: hover over this option to display a list of the reports and files in Report 

Master Listing at the time that it was last refreshed. This will bring you to the same 

listing as when you select Report Master Listing from the Tools menu. You may 

click Refresh in the Report Master Listing to see the latest reports. 

 

To Do List: click on this option to display workflow transactions in which you are 

involved. The system will default to showing the pending transactions that are 

awaiting your review and approval. You may change the selection to see workflows 

that have been approved or rejected or are in process. 

 

HCA Reporting: if Human Capital Analytics metrics have been defined, click on 

this option to display dashboard charts. 

 

WebReportHR: if you have access to the adhoc report writer, click on this option 

to open a separate window with the list of reports you have created.  

 

Compliance Corner: click on this option to display BNA’s Compliance Corner 

where you can search for information related to benefits, human resources and 

payroll. 

 

Above the icon bar, the following are shown in the session bar: 
 

 

Notifications: click on this option to view notifications that have been sent to you. 

 

 

Help: this section will display information about the area of Manager Services from 

which it is accessed. If you go to another function while the Help window is open, 

click on Refresh in the Help window to display help text applicable to that function. 

The following are also available from the Help menu bar: 

 Documents: This section gives you access to documents that describe 

various areas of the system. They are grouped in the following areas: 
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Benefits, Human Resources, Payroll, Product Manuals, Release Notes and 

Tools. 

 Webinars: This section gives you access to recorded webinars on various 

topics and Releases. 

 How To: This section shows a list of frequently asked questions about 

procedures in iCON. 

 Forms: If you have outsourced your payroll processing to Unicorn HRO, 

use this section to access commonly-used forms. They are shown as fill-in 

PDF forms which may then be e-mailed to Pay Support. 

 COD: This displays a list of all Common Objects. Help for any common 

object may be accessed here. Help for a particular common object may also 

be accessed from within the Common Object Dictionary function. 

 Index: This displays a list of all Help topics. Help for any function may be 

accessed here, in addition to accessing it from the function itself. 

 

My Account: you may change information such as your password, password 

recovery question and answer, your e-mail address and your default home page 

setting. You may also log off the system using this icon. 

 

myWorkSpace 

 

If you wish to group selected functions together, thereby creating your own menu entry, click 

on the four horizontal bars to the left of the menu bar to access the myWorkSpace menu. 

Then click on myWorkspace Setup. See the Help document called WorkSpace Setup for full 

instructions. The myWorkSpace Menu will also display previously defined Workspaces. In 

the following example, the user has defined a WorkSpace called Hiring New Employee.  
 

 

myWorkSpace menu 
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If you access a Workspace, the MyWorkspace bar will appear in place of the Main Menu. 

You may click on the left arrow to scroll left, or the right arrow to scroll right. At the right of 

the MyWorkspace bar is a checkmark; click on this to advance to the next function. 

 

To return to the main menu, put your mouse pointer over the four horizontal bars at the left 

of the MyWorkspace bar; click on Main Menu at the top of the list. 

 

 
 

My Employees Functions 
 

If you wish to show a list of commonly used functions beneath the main menu bar when you 

are accessing an employee-related function, you may define them in My Employees 

Functions. By doing so, the functions will be shown as links in the My Employees bar; you 

may click on any of these to quickly access that function. In this example, the user has set up 

Demographics, Work Profile, Employment Status, etc.  

 

 
 

My Employees bar 
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If you have selected more functions than can fit on the My Employees bar, four horizontal 

lines will appear on the right of the bar; put your mouse pointer over this area to access the 

remaining functions. 



 

Main Menu 
 

 
 

 

 

12  iCON Payroll Course 

Employee Overview Functions 

 

Another way to quickly view commonly-used employee functions is to set them up in 

Employee Overview Functions. You may select up to four functions. If you do so, an 

Employee Overview icon will appear in the Summary section of the side bar. When you click 

on this icon, the main page of each of the functions you selected will be shown as view only. 

You may click on any of the function names to go directly to that function. In this example, 

Demographics is the first function. You may click on the down arrow to the left of the 

function name to hide the details; a right arrow will then display, which you may click to 

show the details. 
 

 
 

The last three functions in this example are Training History and Enrollment, Update One 

Employee (where the user has hidden the details) and W-2 History: 
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The icon bar contains areas for My Employee List, Job Server Queue, Reports, To Do List, 

HCA Reporting, WebReportHR and Compliance Corner.  

 

Reports 

 

When you put your mouse pointer over Reports, the system will display a list of the reports 

and/or files that you have created within the past week. This is the same as selecting the 

Report Master Listing function from the Tools menu. Click on the desired file to open it in 

a separate window. You may print or save the file. To delete files, click in the Select For 

Deletion column and then click on the delete button. 
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My Account 

 

Put your mouse pointer over the User icon in the session bar. When you click on My 

Account, a page similar to the following will appear.  

 

 
 

To change your password, enter the new password and then reenter it in the next field. Your 

password must meet all of the security rules set up for your company. 

 

To select or change your recovery question, click on the drop down box and select one of the 

predefined questions or click in the second box and enter your own security question. The 

recovery question field has a maximum value of 100 characters and spaces. Enter the answer 

in the ‘Recovery Answer’ field, which has a maximum value of 50 characters and spaces.  

 

To enter your e-mail address, enter it in both the ‘E-mail Address’ and ‘Re-Enter E-mail 

Address’ fields. Make sure that your e-mail address is correct since this is where your 

password will be sent if you change it or it is regenerated. 
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If you want to display a list of the employees that report to you when you log on to Manager 

Services, select My Employees in the Home Page field. Select the My Employees Default 

option that you wish to use to determine which employees are shown on the initial list.  

 

If Dashboards have been defined on your system, you may select a Home Page in order to 

automatically display your selected Dashboards when you log on to the system. 

 

If you wish to use Employee Search criteria other than Employee Number as your default, 

select the search method in the Employee Search Default field. 

 

In Workflow Notification Election, select whether you wish to be notified by email and/or 

text message when you are part of a workflow approval process. 

 

In Payroll Report Distribution Delivery, if you are set up in Report Distribution to receive 

payroll workflow reports, select whether you would like to receive individual PDF reports, or 

a single zip file containing the PDF reports. 

 

Help 

 

When you click on Help, a separate window will be displayed with information about the 

area of the system that you working with. If you go to another function while the Help 

window is open, click on Refresh in the Help window to display help text applicable to the 

function you are on.  

 

 

 
 

The following are also available from the Help menu bar: 
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 Documents: This section gives you access to documents that describe various areas 

of the system. They are grouped in the following areas: 

o Benefits 

o Human Resources 

o Payroll 

o Product Manuals – this section contains manuals for modules such as 

Employee Self Service, Manager Services and Human Capital Analytics 

Dashboards 

o Release Notes – this section contains descriptions of the features added in the 

last few releases 

o Tools – this section has instructions for functions in iCON Tools 

 Webinars: This section gives you access to recorded webinars on various topics and 

Releases. 

 How To: This section shows a list of frequently asked questions about procedures in 

iCON. 

 Forms: If you outsource your payroll processing to Unicorn HRO, use this section to 

access commonly-used forms. They are shown as fill-in PDF forms which may then 

be e-mailed to Pay Support. 

 Links: Links to UnicornHRO websites are shown, including a tour of the Compliance 

Corner. 

 COD: This displays a list of all Common Objects. Help for any common object may 

be accessed here. Help for a particular common object may also be accessed from 

within the Common Object Dictionary function. 

 Index: This displays a list of all Help topics. Help for any function may be accessed 

here, in addition to accessing it from the function itself. 

 

You may click on the back button at any time to see the previous help page that you 

accessed. 
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My Employee List 

 

When you click on the My Employee List icon, a page such as the following will be 

displayed, showing the employees that report to you. You may access the Employee 

Overview, Demographics or Work Profile function by clicking on the appropriate button on 

the right hand side. 

 

 

My Employees 

 

For additional information about the employees who report to you, use the My Employees 

function. A page such as the following will be displayed, showing the employees that report 

to you: 

 

 
 

The system will display the employees that report to you, using the preference you set up in 

My Account. Employees to which you have Organization Security will be displayed. If you 

have No Salary security, the Compensation Rate column will display “Unavailable”. The 
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system will default to displaying only employees who have an active Employment Status; 

you may select other Employment Statuses if desired.  

 

The list of employees will be sorted by name. To change the sort order, click on a different 

column heading. To change the sort from ascending to descending, or vice versa, click on the 

column heading again. The column that is used for sorting will be indicated with a yellow 

triangle, pointing either up or down. 

 

To access additional functions for one of the employees on the list, click on the employee 

number. This will display a list of functions that have been selected in My Employees 

Functions. If none appear, go to My Employees Functions in the Tools menu and select up 

to 20 functions. The functions that you define here will also be available when you click on 

Quick Links from the heading of any employee-level function. 

 

You may also access My Employees from a separate function in the Tools menu. 

 

To display an employee’s full organization structure, put the mouse pointer over the 

Organization. A separate window will display each level of the employee’s home 

organization. 

 

You may change the default selection criteria as follows: 

 

 Organization: click on the icon to select a different organization level. Remember to 

clear the Reports To field and change Employees To Show to “All Employees” if you 

wish to see employees who report to other managers. 

 Job Title(s): click on the icon to select one or more job titles. The page will show 

employees whose primary job title is one of the selected titles. 

 Reports To: this defaults to your employee number, but may be changed. To see 

employees who report to all managers (subject to your security settings), clear this 

field. 

 Employees to Show: If you are displaying employees that report to you, you may 

select your direct reports, 1 level down (from your direct reports), 2 levels down or 3 

levels down. You may also choose All Employees. 

 Employment Status: this defaults to the statuses that are defined as Active in 

Employment Status Definition. You may select other statuses as needed. 

 Time Card Exempt: this defaults to showing all employees, both exempt and non-

exempt. You may select a different option if needed. The system looks at the 

employee’s Misc. Payroll record for the current year to determine if he or she is time 

card exempt. 

 Rows Per Page: the system defaults to showing 20 employees per page. You may 

change this to 50, 100 or 200. 

 

Click refresh after you have changed your selection criteria. The system will display the 

updated list of employees. To go back to your default selections, click reset. If you wish to 

work with only one employee, click Single Employee. 
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myWorkSpace 

The myWorkSpace menu allows you to select functions that you use for a particular purpose 

and have them displayed at the top of the page as tabs. For example, you may wish to add a 

WorkSpace that contains functions for entering a new employee onto the system. 

 

Put your mouse pointer over the four horizontal bars at the left side of the menu. Then click 

on myWorkspace Setup. 

 

 
 

Any previously-defined Workspaces will appear. Click on the add button to add a 

Workspace. 

 

 
 

 

 

myWorkSpace 
menu 
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A page similar to the following will appear: 

 

 
 

Enter the name for myWorkSpace. This is the name that will appear in your menu. The name 

of the WorkSpace can contain up to 40 alphanumeric characters. Note that special characters 

such as commas and dashes are not permitted. 

 

Select the functions that you wish to include from the column on the left side of the page. 

You may select multiple entries by either using Shift+click to select a range of functions or 

CTRL+click to select individual functions. Click on the Add Selected button. This will move 

them to the column on the right side of the page. Reposition the functions in the order you 

wish them to appear by clicking on a function and then clicking on the Move Up or Move 

Down button. When you are finished making your selections, click on the submit button to 

save the information. The system will refresh the page and add the WorkSpace you just 

created to the myWorkSpace menu. 
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The functions to which you have authority will be available for selection. You may select up 

to 20 functions in each WorkSpace. You can set up an unlimited number of WorkSpaces. 

 

Below is an example of a WorkSpace that is being added called Address and Withholding 

Changes, where the Address, Tax Elections and Misc. Payroll functions have been chosen. 

 

 

 

 
 

 

Enter the name of your new 
WorkSpace in this field. 



 

Main Menu 
 

 
 

 

 

22  iCON Payroll Course 

When you click submit, the system will add your entry to the myWorkSpace menu. 

 

  
 

When you click on this entry in the Workspace menu, the system will display the first 

function that you selected. Each function will appear in the Workspace bar so that you may 

click on the function with which you wish to work without using the menu. 

 

 

 

 

 

 
 

Set up WorkSpaces to group together functions that you use on a regular basis. 

Each function has its own section in 
the Workspace bar. 



 

Main Menu 
 

 
 

 

 

iCON Payroll Course  23 

Working with Employee Information 

When you wish to work with an employee’s data, the Employee Search area is available. 

There are several options by which you can find a particular employee in the system: 

 Employee Number 

 Social Security Number (if your system has been configured to use this option) 

 Last Name (or Previous Last Name) 

 First Name 

 Preferred Name (nickname) 

 Report To (Last Name) 

 Organization 

 

 
 

If you know the employee number, select the Employee Number option and enter the 

number. Click on the Manager Services function that you want to access. 

 

You can enter either the full value or partial value for any of the search methods. For 

example, you could enter the first three letters of the employee’s last name. If the system 

finds only one matching value, the employee number will be populated in the employee 

number field. If there is more than employee matching the search criteria, a list will be 

displayed from which you can choose the employee with whom you wish to work. 

 

When searching by Last Name for an employee with a Second Last Name, you may enter all 

or some of the letters of the Last Name, followed by space or dash, and then all or some of 

the letters of the Second Last Name. If you enter only one last name, the system will search 

both the Last Name and Second Last Name fields. When the search results are shown, the 

matching letters in employees’ Second Last Names will be highlighted in yellow.  

 

When searching by Preferred Name, or nickname, the system will first display employees 

with matching Preferred Names. It will then display employees with First Names that match 

your selection criteria. 
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Once the search results are displayed, you may click on “Search for employees by previous 

name”. You may also click on the checkbox to Include Terminated Employees. 

 

If you would like to see all employees in a division, for example, select search by 

Organization and the function that you want to access. Click on the Search icon. A page 

similar to the following will display.  Select the organization level you need. You can drill 

down to as many levels as you wish; click on the plus sign (+) to display lower levels, or 

click on the minus sign (-) to hide lower levels. Click on select. 

 

  
 

After drilling down to select the 
appropriate level, click on select. 
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Click in the checkbox in the Select column next to the employee record that you want to 

access. If you wish to look for a terminated employee, click on the ‘Include Terminated 

Employees’ checkbox. To speed processing time, the system will only display the first 100 

records that meet your search criteria. If the employee whose records you wish to access is 

not displayed, modify your search criteria to reduce the number of records that match your 

criteria. Note that if you do not have access to a particular employee, the information will be 

grayed out and not selectable, and the employee’s Social Security number will not be 

displayed. The word “No” will be displayed in the Authority column in this scenario. 

 

 

 

If you want to search by an employee’s previous last name, click on ‘Search for employees 

by previous name’. A page similar to the following will appear with the search results. 
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When you have selected an employee, basic information about the employee will appear in 

the side bar. This includes the employee name, job title, levels of organization, employee 

number and employment status. If an employee with a future hire date and employment 

status has been entered, the status date will appear in parentheses, such as: 

 

Employment Status: Active (as of mm/dd/yyyy) 

 

If the employee has a work e-mail address set up in the E-Mail Addresses function, a link 

will appear that will enable you to send an e-mail message to the employee. 

 

If you have defined functions in My Employees Functions, you will see the functions in the 

MyWorkspace bar. From here you may click on a function, rather than navigating through 

the menu to access the function. In the following example, the user has defined 

Demographics, Work Profile, Absences, Disciplinary Actions, etc. in My Employees 

Functions. If there are additional functions than what can be displayed on this bar, four 

horizontal bars will appear at the right side of the MyWorkspace bar. Click on this to see the 

additional functions. 

 

 
 

Once an employee has been selected, you can access the functions described on the following 

pages, depending on your security profile. 
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User Defaults 

User Defaults allows you to set up default values for various fields in the system. All users 

have access to this function; Function Security does not need to be granted. 

  

 
 

When you add a record in the functions shown below, the system will populate the State, 

Country and/or Currency fields with the default values you have entered, where applicable. 

You may change the value if needed. Note that the system will never change the values in the 

existing record; the default values are only populated when you add a record. 

 

 Add Employee 

 Address 

 Agency Information 

 Benefit Enrollment (Beneficiaries) 

 Emergency Contacts 

 Injuries 

 Job Review 

 New Hire 
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 Previous Employment 

 Salary Change 

 Organization Setup 

 Training Enrollment 

 Training Facilities 

 Training Schedule (Training Costs) 

 

If you leave the Country field blank in User Defaults, the system will default to U.S. (code 

USA) when adding a record in the applicable functions noted above. If you leave the 

Currency field blank, the system will default to U.S. Dollar (code DOL). 

 

If you specify Organization levels, Legal Entity, Payroll Processing Group, Pay Period End 

Date and Selection, the system will default to these values in the following functions, but 

they may be changed as needed: 

 

 Time & Attendance SB Entry 

 Time and Attendance Report 

 Time and Attendance List 

 Taxable Life Process 

 Payroll Feeder 

 On Demand Payment Feeder 

 Net To Gross Payment Feeder 

 Pending Payment Log 

 Pending Payments Over Limit 

 Pending Payments Over Limit Report 

 Combined Register 

 Payment Register 

 Pending Payments 

 Close Payment Log 

 HSA Deposit Creation 

 Close Payments Over Limit Report 

 Electronic Payment Register 

 Employee Payroll Totals Report 

 Paid Time Off Report 

 Manual Payment Register 

 Net Payment Register 

 Payment Register Voids 
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iCON Payroll Course  29 

 HED Register 

 G/L Report By Date 

 Submit Payroll For Processing 



 

Main Menu 
 

 
 

 

 

30  iCON Payroll Course 

Report Master Listing 

The Report Master Listing function is used to view, print, or purge existing reports and files 

that were generated by running iCON functions. For information on generating reports, 

please see the corresponding report function. 

 

Reports are stored by run date and time, report name, and the User ID of the person who 

created them; you are only able to see the reports you create. The reports are listed in the 

Report Master Listing by name and the date and time created. 

 

To view PDF files, you must have Acrobat Reader on your computer. You may access the 

webpage to download this reader from the Report Master Listing function. 

 

You may view a file by clicking on the Report Name or on the Open icon. Once you have 

viewed a file, the Report Name will be displayed in red to let you know that it has been 

viewed. The colors will be reset when you access another function or log off the system. 

 

 
 

The system defaults to displaying reports and files for the previous seven days. To display a 

list of reports and files that were created within a different date range, enter the From and To 

Dates and click Refresh. 

 

Click on the report name or file name that you wish to view, or click on the Open icon. A 

separate window will appear with the selected information. 

 

If you wish to save a file, click on the Save icon next to the file you wish to work with. 

Specify the location and file name. 
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To remove entries, click in the Delete checkbox(es) and click the Delete button. You may use 

Select All and Unselect All. 
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(blank)



 

COD Tables 
 

 
 

 

 

iCON Payroll Course  33 

COD Tables 

In the section, you will learn how to set up common object dictionaries for use throughout 

Manager Services. 
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Common Object Dictionary 

Common object dictionaries are used to store valid entries for many tables used throughout 

the system. Whenever you see selections in a drop down list, those selections are probably 

stored in a common object dictionary. This is done to ensure data integrity by only allowing 

certain values. The Common Object Dictionary function allows you to access Common 

Objects that are available on the iCON system and maintain those values. Your security to 

each Common Object is determined by the setup in HR COD Security and Payroll COD 

Security.  

 

Some common objects are passworded. If you try to update, add or delete a record, a 

password is required. If your system is hosted by Unicorn HRO, these common objects will 

be maintained by Unicorn HRO.  

 

 
 

Click on the down arrow to select the appropriate common object dictionary, then click on 

submit. The entries will be displayed, sorted by the Code. You may sort the list by Short 

Description or Long Description by clicking on the column heading. 
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To add a code, click on add. To delete a code, click on the delete button located to the right 

of the code you wish to delete. If the code is required, no delete button is available. 

 

Some common objects are passworded. If you try to update, add or delete a record, a 

password is required. If your system is hosted by Unicorn HRO, these common objects will 

be maintained by Unicorn HRO.  

 

 

 
 

When you click on the add button, the Add Common Dictionary for … page is displayed. 

 

 
 

Complete the appropriate fields and click on submit to add the code or cancel to end the 

process. 
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(blank) 
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Payroll Setup 

In this section, you will learn how to define and maintain: 

 Legal entities 

 Chart of accounts 

 Direct deposit preferences 

 Employer deduction contributions 

 Deduction pay exclusions 

 Deduction taxation exemptions 

 Deduction definition 

 HSA deductions 

 Account manager 

 G/L Account organization setup 

 G/L Account translator setup 

 SUI and W-2 manager 

 Tax manager 

 Pay calendars 

 Pay calendar listing 

 Pay code definition 

 Pay taxation exemptions 

 Eligible retirement plan earnings 

 Pay rate overrides 

 Shift overrides 

 Special rate overrides 

 Garnishment exemptions 

 Garnishment payees 

 Legal entity by year 

 Payroll administrators 

 Payroll limit setup 

 Work day index 

 G/L Account Validation Report 

 G/L Setup Report 
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Chart of Accounts Definition 

This function is used to define the structure of your general ledger account numbers. Account 

numbers can have up to 9 segments, with a maximum of 32 characters. Each legal entity may 

have its own chart of accounts definition, or you can have more than one legal entity using 

the same chart of accounts definition. Once the chart of accounts is set up, it is associated 

with a legal entity in Legal Entity Definition. 

 

If you wish to use Benefit Journal Entry Generation, enter the Chart of Accounts ID in the 

applicable Benefit Group common object values. 

 

General ledger account numbers are used by the following functions: 

 

 Account Manager 

 Lump Sums 

 Employer Deductions 

 Manual Payment 

 Pay Code Definition 

 Time and Attendance functions 

 

 
 

Depending on your security access, you may see add and delete buttons on this page. To add 

a chart of accounts, click on the add button. To update an existing chart of accounts, click on 

the blue text in the left-most column to access that record. To save any additions or changes 

that you make, you must click on submit at the bottom of the page. If you do not wish to 

save any changes that were made, click on the cancel button. 

 

To delete information, click on the delete button to the right of the entry. 

 

To add a chart of accounts, click on the add button. Enter the mandatory fields and any 

optional fields that you wish. When you have finished entering information, click on 

segment definition to add the segments of the account number. If you do not wish to define 
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segments at this time, click submit at the bottom of the page to save the data or cancel to 

ignore the selections that were made. 

 

Below is an example of a chart of accounts definition. The Segment Delimiter is a character 

that will be used to mark the end of a group of digits in the account number. For example, in 

the account number 1234-5678-9012, the dash (-) is the segment delimiter. The Label 

Definition appears above the account number in certain functions. The Wild Card Symbol is 

used with the G/L Account Translation Process. The system will use a pound sign (#) if 

this field is blank. If you enter a character in this field, it will be used to fill in blank 

segments on the G/L Account Translator Setup. 

 

 
 

You may click on the segment definition button from the Add or Update page. Below is an 

example of three segments that have been defined. Once segments have been defined, you 

may only delete the last segment that appears on the list. 
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Legal Entity Definition 

This function is used to define legal entities on your system. Once you have entered the 

necessary information into this function, you can click on the details button to enter the 

following information: 

 

 G/L Account 

 Bond Controls 

 Bank Accounts 

 W-2 Information 

 Additional W-2 

 

 
 

Depending on your security access, you may see add and delete buttons on this page. To add 

a legal entity, click on the add button. To see legal entity information without changing it, 

click on the view button. To work with information associated with the legal entity, click on 

the details button. To update an existing legal entity, click on the blue text in the left-most 

column to access that record. To save any additions or changes that you make, you must click 

on submit at the bottom of the page. If you do not wish to save any changes that were made, 

click on the cancel button. 

 

To delete information, click on the delete button to the right of the entry. Note that deletion 

is not allowed if there is employee information associated with the legal entity. 

 

When you add a legal entity, the system will first ask you to enter the record in the Legal 

Entities common object. It will then display the Add Legal Entity Definition page, where you 



 

Payroll Actions 
 

 
 

 

 

iCON Payroll Course  41 

will enter basic information such as the legal entity name (as reported to the IRS), the FEIN 

and address information. 

 

Once added, the main information can be updated. Below is an example of this page. 

 

 
 

In the Month field, click on the down-arrow and indicate the last month of the legal entity's 

fiscal year. This is used by the fiscal year accumulators. It is also used when voiding a 

payment. If you void a payment at the end of the year and next year's records have already 

been created using New Year Administration, the system will only update the future year's 

Fiscal amounts if the Month is January through November, meaning that the Fiscal Year is 

not the Calendar Year. 

 

If you withhold income tax in Arizona, you may have the ability to suspend withholding 

during the month of December. Contact the state for any approvals that you need in order to 

do this. To not withhold Arizona income tax for Check Dates in December, select the 

checkbox called Suspend Arizona SIT in December. This checkbox must be reviewed 

annually to ensure that the checkbox is marked correctly for the current year's withholding. 

 

If your Legal Entity Employs J-1 Visa employees, you can select this checkbox. If this 

checkbox is selected, when processing Payroll Activation, you can identify an employee as a 

J1Visa Employee, and when the resulting Tax Elections are generated, the following taxes 
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will not be assigned to the employee: Federal FICA, FICM, FUTA, State NY SIT, NYSDI, 

NY FLI, Local NYC. 
 

In the Paystub Additional Information Usage field, select CA if any of your employees elect 

to not have their direct deposit vouchers printed. By so doing, the hourly rate required by 

California will be displayed in the Paycheck Information function in both Employee Self 

Service and Manager Services. If you pay employees who work in New York, select the NY 

option. By so doing, From and To Dates will appear in Employee Lump Sums, Time and 

Attendance and Time and Attendance Express functions. If you are entering information for 

pay earned in a prior date range, enter the From and To Dates. Per New York regulations, 

this date range will appear on the employee paystub. If you have employees in both 

California and New York, select New York, since this setting handles both scenarios. If you 

pay employees who work in Oregon, select the OR option. By so doing, the legal entity's 

phone number and SIT Account Number will print under the company's and address. Also, 

dates that have been entered for lump sums or time and attendance that are paid for a prior 

period will print (same as the New York payments). If you have employees in Oregon as well 

as California and/or New York, select Oregon, since this will meet the requirements of all 

three states. 
 

If you have employees subject to local Pennsylvania taxes under Act 32, and you wish to 

report all localities to one tax collection agency, click on the agency in the drop-down list in 

the Tax Collection Agency field. When using the Tax Collection Agency Data Generation 

and W-2 Local Data Generation functions, select this agency. 
 

When you click on the details button from the main page, a page similar to the follow will 

appear. When you go to the update page on the G/L Account, you may enter account 

numbers for this legal entity. 
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If you offer savings bonds to your employees via payroll deductions, click on the Bond 

Controls tab and enter information for the federal reserve bank that you use. 

 

Click on the Bank Accounts tab to associate bank accounts with this legal entity. 

 

Click on the W-2 Information tab to enter contact data and other information about the 

company that will be written to federal, state and local W-2 files. 

 

Click on the Additional W-2 tab to enter company data that is associated with a tax year, that 

will be reported on W-2 files.  
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Direct Deposit Preferences 

If employees in your company have access to Direct Deposit Accounts in Employee Self 

Service, you can use the Direct Deposit Preferences function to define rules on the number 

and type of accounts that employees can add. 

 

 
 

Depending on your security access, you may see add and delete buttons on this page. To add 

a new deduction, click on the add button. To see data about direct deposit preferences 

without changing any data, click on the view button. To update an existing direct deposit 

preference, click on the blue text in the left-most column to access that record.  

 

To delete information, click on the delete button to the right of the entry. 

 



 

Payroll Actions 
 

 
 

 

 

iCON Payroll Course  45 

To add direct deposit preferences, you will see a page similar to the one below. All fields 

with red headers are required fields.  

 

 
 

Complete the following fields as necessary: 

 Company 
Select the company to which these rules apply. 

 Maximum number of accounts 
If your policy specifies a maximum number of direct deposit accounts, whether 

checking or savings accounts, enter the number in ‘Maximum Number of Accounts’. 

If your policy has separate maximums for checking accounts and savings accounts, 

leave this field blank. Note that this maximum does not apply to the number of direct 

deposit accounts that print on the employee’s pay stub; that will remain the same. If 

the employee selects more direct deposit accounts than what can fit on the pay stub, 

most formats print a line called “Other” and combine the amounts of the remaining 

accounts. 

 Maximum number of checking accounts and Maximum number of savings 

accounts 
If your policy has separate maximums for the number of checking and savings 

accounts, enter them in the ‘Maximum Number of Checking Accounts’ field and 

‘Maximum Number of Savings Accounts’ field. If you have, for example, a 

maximum of two checking accounts and two savings accounts, Employee Self 

Service will only display the savings account type as available once the employee has 

entered two checking accounts, and vice versa. 
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 Pre Note 

To have the system send a prenote entry to the bank the next time payroll is run after 

the employee adds new direct deposit accounts, select Yes for the ‘Pre Note’ field. 

For all new direct deposit accounts that an employee enters, prenote entries will be 

generated. During this pay cycle, the employee will receive a live check for the 

portion applicable to any new accounts. On the pay cycle following the prenote, the 

employee will receive a direct deposit voucher. If you do not wish to prenote, click on 

the No radio button. 

 Days before pre-noted accounts go into effect 
To allow time to make any corrections to prenoted direct deposit account information, 

enter a number of calendar days in this field. If this number is greater than zero, this 

number of days will be added to today’s date and populated in Effective Date when a 

direct deposit account is added. In Employee Self Service, the employee will not be 

allowed to enter an Effective Date less than the calculated date. In Manager Services 

and iCON Tools, the user will be allowed to enter an Effective Date prior to the 

calculated date, in case this is needed for special circumstances. 

 Partial Pay 
If you allow employees to send only a partial amount of their net pay to direct deposit 

and the remainder in a live check, click on the Yes radio button in the ‘Partial Pay’ 

field. If you require either all direct deposit or no direct deposit, select the No radio 

button. By selecting the No option, the system will require the employee to first enter 

a direct deposit account where the balance of his or her net pay will go. Depending on 

the maximum number of accounts that you have set up, the employee will then be 

able to select other accounts in addition to the first one. 

 

Once you have completed entering the information, click on submit to save the data or 

cancel to ignore any data that was entered. 

 

Set up direct deposit preferences for each company on your system where employees have 

access to Direct Deposit Accounts in Employee Self Service. If you do not set up 

preferences, employees will be allowed to enter an unlimited number of direct deposit 

accounts. All new accounts will be prenoted and partial direct deposit will be allowed. 
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Employer Deduction Contributions 

This function is used to identify the payroll deductions used by a legal entity. If applicable, 

you can also specify any contributions made by the company toward the deduction. When 

you access this function, select the legal entity and tax year that you wish to work with. After 

you click on the next button, the system will display any deductions that have already been 

set up, similar to the following example. 

 

 
 

Depending on your security access, you may see add and delete buttons on this page. To add 

a new deduction, click on the add button. To see data about a deduction without changing 

any data, click on the view button. To update an existing deduction, click on the blue text in 

the left-most column to access that record.  

 

To delete information, click on the delete button to the right of the entry. 
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To add a deduction, you will see a page similar to the one below. All fields with red headers 

are required fields.  

 

 
 

Complete the following fields as necessary: 

 Payroll Deduction 
Select the deduction to which these rules apply. 

 Employer Contribution 
If there is an employer contribution for this deduction,  enter fields in one of the 

following areas: 

o Fixed Deduction Amount and/or Fixed Amount – Supplemental: if the 

amount is the same each time, enter the amount in these fields. 

o Percent of Regular Wages and/or Percent of Supplemental Wages: if the 

employer contribution is based on a percentage of the employee’s pay, enter the 

percentages in these fields. 

o Percent of Employee Contribution and Maximum Employee Percent: enter 

the percentage of the employee contribution that is matched by the company. If a 

percent is entered in this field, the maximum employee percent must also be 

entered. If the employer matches the entire employee contribution, enter 100%. If 

the employer contribution varies based on the employee contribution, leave these 

two fields blank and select the Tier Formula. 
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o Tier Formula: if employer contributions vary based on the employee’s 

percentages, select the Tier Formula checkbox. For example, an organization 

makes employer match contributions using the following tiered schedule for 

employees' 401(k) plans: 
 

Employee Contribution Employer Match 

Up to 3% of salary 100% of employee’s contribution 

4% of salary 75% of employee’s contribution 

5% of salary 50% of employee’s contribution 
 

 If the employee contributes 3% of $1000, his deduction will be $30, and 

the employer match will be $30. 

 If the employee contributes 4% of $1000, his deduction will be $40, and 

the employer match will be $37.50 (100% of 3% = $30, plus 75% of the 

remaining 1% = $7.50). 

 If the employee contributes 5% of $1000, his deduction will be $50, and 

the employer match will be $42.50 ($30 + $7.50 + the remaining 1% times 

50% = $5.00). 

 If the employee contributes more than 5%, the match will still be $42.50, 

since nothing is matched after the first 5%. 

 Frequency 
Select the payroll frequency that applies to this deduction. 

 Start Number of Days After Hire and Date Option 
If employees must wait a certain amount of time after being hired to be eligible for 

this employer deduction, enter the number of days after hire, the rounding date 

option, or both. If a number of days is specified, the system will add this to the 

employee’s most recent hire date. The rounding date option will then be applied, 

following the rules set up in the Date Rounding Formula function. 

 Maximum Amounts 

To limit the amount of the employer deduction for any of these time frames, change 

the default value of 999,999,999.99 to the corresponding amount. 

 Allow ESS Enrollment 

This field will only appear if the Deduction Type is not blank in the Payroll 

Deductions common object. Select this option if you give employees access to the 

Retirement Deductions function in Employee Self Service, and this is a deduction for 

which on-line enrollments should be allowed.  

 Display Employer Amount 

Select this checkbox if you want to display the employer deduction amount in 

Paycheck Information in Employee Self Service and Manager Services. From that 

point forward, the system will store the employer year-to-date amount with each 

payment that is generated. In Paycheck Information, if a deduction has an employer 

year-to-date amount, it will be displayed along with any employer deduction amount.  
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 Allow Auto Switch To 

This field will only appear for deductions with an associated Deduction Type in the 

Payroll Deductions common object, and if a catch-up deduction exists for that 

deduction. For example, if you have associated Deduction Types with 401(k) and 

401(k) Catch-Up deductions, this field will appear when adding or updating the 

401(k) deduction; the 401(k) Catch-Up deduction will appear in the drop down list. If 

you want to allow an employee’s catch-up retirement deduction to only start after the 

ceiling for the main retirement deduction has been reached, select the catch-up 

deduction in the drop down list. By so doing, the Auto Switch To field will appear in 

the Deductions function when working with the main retirement deduction such as 

401(k). If the catch-up deduction is selected in this field, the catch-up deduction will 

not be taken until the main deduction’s ceiling has been reached. If the field is not 

selected, the deductions will be taken concurrently. 

 On the payment where the employee reaches the retirement deduction maximum 
This field will only appear for deductions with an associated Deduction Type in the 

Payroll Deductions common object, and if a catch-up deduction exists for that 

deduction. Select how the catch-up deduction should be processed when the 

employee’s deduction reaches the maximum annual amount: 

 Take the full amount of catch-up deduction (this is the default setting) 

 Do not take a catch-up deduction. Wait until the next payment to start taking the 

catch-up deduction. 

 Calculate the catch-up deduction and subtract the retirement deduction from it; 

only take the remainder. 

 Apply employer match to combined deductions with the same Algorithm Category 

This field will only appear for deductions with an associated Deduction Type in the 

Payroll Deductions common object. This option can be used with employer 

deductions that are a Percent of Employee Contribution or a Tiered formula. If you 

select this checkbox for a 401(k) and Roth 401(k) deduction, for example, the 

combined employer match will not go above the maximum percent. If your company 

matches 50% up to the first 6%, and an employee contributes 4% to 401(k) and 4% to 

Roth 401(k), and this checkbox for both deductions is off, the employer deduction 

will be 50% for each deduction. If the checkbox for both deductions is on, the 

employer match will be capped at 6%. The first deduction that is processed will have 

the 4% match applied; the second deduction will have the remaining 2% applied. 

 Account Numbers 

Enter G/L account numbers in this section. 

Once you have completed entering the information, click on submit to save the data or 

cancel to ignore any data that was entered. 
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iCON Payroll Course  51 

Deduction Pay Exclusions 

This function is used to specify which deduction(s) should not be taken from a pay type. 

This information is used to determine the amount to subtract from an employee's gross pay 

before tax withholding rates are applied. 

 

 
 

Depending on your security access, you may see add and delete buttons on this page. To add 

a new deduction pay exclusion, click on the add button.  

 

To delete information, click on the delete button to the right of the entry. 

 

Select the legal entity and deduction that you wish to work with. To add deduction pay 

exclusions, click on the add button. Next, click on the checkbox next to each pay type from 

which the deduction is to be excluded; click submit to save your changes. 

 

If you wish to see which deductions have been excluded from a particular pay type, click on 

the Type of Pay radio button on the main page. Select a Type of Pay from the drop-down list 

and click refresh. To add deductions that are not to be taken from this pay type, click on 

add. Next, click on the checkbox next to each applicable payroll deduction; click submit to 

save your changes. 
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Deduction Taxation Exemptions 

This function is used to specify which taxes should not be taken from a deduction (the pre-

tax deductions), by legal entity. Once this information has been entered, you can enter the 

special cases (exceptions) as necessary. 

 

This information is used to determine the amount to subtract from an employee's gross pay 

before tax withholding rates are applied. A sample page is shown below. Note that this is for 

illustration only; these do not represent actual deduction taxation rules. 

 

 
 

Depending on your security access, you may see add and delete buttons on this page. To add 

a new deduction taxation exemption, click on the add button. To update an existing 

deduction taxation exemption, click on the blue text in the left-most column to access that 

record. To work with exceptions to the deduction taxation exemption, click on the 

exceptions button. 

 

To delete information, click on the delete button to the right of the entry. 

 

Click on add to set up taxes that are exempt from the selected deduction. Select the tax(es) 

from which this deduction is exempt. If you are exempting a deduction from State Income 

Tax, make sure that you include all of the various tax types, such as Income Tax, Arizona 

Income Tax Percentages, Maryland State/County taxes and Alternate New Jersey Income 

Taxes if applicable. 

 

If this is a pre-tax deduction, the Exempt checkbox should be selected. If the exception is 

exempt, rather than the entire tax type, leave this checkbox empty.  

 

There may be exceptions to the rules you've just setup, For example, if all state income taxes 

apply except for one, the State Income Tax option would be selected and the Exempt field be 

set to "yes." Then, you would specify the one nonexempt state using this function. If a 
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deduction is exempt from only a few state income taxes, you would select the State Income 

Tax option and set the Exempt field to "No." Then, you would use this function to identify 

the states that are exceptions. To do this: 
 

1) Click on the exceptions button next to the tax you wish to work with. 

2) Click on add in the Deduction Taxation Exceptions window. 

3) In the listbox, select the exceptions that you want to apply. 

4) After all exceptions have been selected, click on submit to save the information or 

cancel to return to the previous page without saving. 

 

Because some taxes are related, the following edits have been added to the system to help 

ensure that all of the correct taxes are included for pre-tax deductions: 

 

 When you add FICA but not FICM, or vice versa, the system will add both taxes 

automatically, since they are similar. A message will notify you of this. 

 When you update FICA but not FICM, or vice versa, a message will ask if you want 

to update both taxes. 

 When you delete FICA but not FICM, or vice versa, a message will ask if you want to 

delete both taxes. 

 When one but not all of the following tax types are being added, the system will add 

the missing tax types: FLI (Family Leave Insurance), SDI (State Disability 

Insurance), SMT (State Medical Tax), SUI (State Unemployment Insurance) and 

SWD (State Workforce Development). A message will appear to inform you of this 

action. Please make sure that all four taxes apply to the deduction you are working 

with. If not, delete the taxes that do not apply to the deduction. 

 When you update one but not all of the above four tax types (FLI, SDI, SMT, SUI, 

SWD), a message will appear to remind you to check whether the other three tax 

types should be updated. Note, however, that they will not be automatically updated. 

 When you delete one but not all of the above four tax types (FLI, SDI, SMT, SUI, 

SWD), a message will appear to remind you to check whether the other three tax 

types should be deleted. Note, however, that they will not be automatically deleted. 

 If you add a tax type beginning with "SIT" (state income tax), a window will display 

all other tax types beginning with "SIT" that are not yet selected. For all of the state 

income tax types that apply to the deduction that you are working with, select them 

from this window. In addition to the standard SIT tax type, there are other state 

income tax types for Arizona, Maryland and New Jersey that may need to be included 

as well. 

 If you update a tax type beginning with "SIT", a window will display all other tax 

types beginning with "SIT" that are defined as exempt. The system will ask you to 

select the other tax types that should also be updated. 

 If you delete a tax type beginning with "SIT", a window will display all other tax 

types beginning with "SIT" that are defined as exempt. The system will ask you to 

select the other tax types that should also be deleted. 
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Deduction Definition 

This function is used to set up deductions by Deduction Group. This is part of the set up for 

new deductions, in addition to Employer Deduction Contributions, Deduction Pay 

Exclusions and Deduction Taxation Exemptions. In Deduction Definition, enter default 

information for fields such as Arrears Option, Pay Frequency, Maximum Per Year, eligibility 

rules, Assign on Activation, etc. 

 

 
 

Depending on your security access, you may see add and delete buttons on this page. To add 

a new deduction definition, click on the add button. To see data about a deduction definition 

without changing any data, click on the view button. To update an existing deduction 

definition, click on the blue text in the left-most column to access that record.  

 

To delete information, click on the delete button to the right of the entry. 
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To add a deduction definition, you will see a page similar to the one below. All fields with 

red headers are required fields.  

 

 
 

Complete the following fields as necessary. For the optional fields, enter values if you would 

like to populate default values when a deduction is added for an employee. 

 Payroll Deduction 
Select the deduction to which these rules apply. 

 Fixed Deduction Amount and/or Fixed Amount – Supplemental: if the amount is 

the same each time, enter the amount in these fields. 

 Percent of Regular Wages and/or Percent of Supplemental Wages: if the 

employer contribution is based on a percentage of the employee’s pay, enter the 

percentages in these fields. 

 Rate Per Labor Hour: enter the dollar amount per SUI Labor Hour worked. 

 Deduction Based on Class: if a Percent of Regular Wages was entered, select the 

type of percentage that applies. 

 Arrears Option 
Select the arrears option that should be applied when the employee does not have 

enough net pay to take the full amount of the deduction. Note that the *Arrears 

Option is a required field. Here are the definitions of the options available for that 

field. 

 

Click on the down-arrow and select one of the following options:  
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 Full Deduction/Arrears - if there isn't enough money available to cover the full 

deduction amount, skip the deduction and take it from the next pay. If the 

deduction cannot be taken in full, do not take any amount but put the full amount 

in arrears.   

 Full/No Arrears - if there isn't enough money available to cover the full deduction 

amount, skip the deduction and do not attempt to make up the difference. If the 

deduction cannot be taken in full, do not take any amount and do not put anything 

in arrears. 

 Partial Deduction/No Arrears - if there isn't enough money available to cover the 

full deduction amount, take what can be paid and do not attempt to make up the 

difference. If the deduction cannot be taken in full, take a partial deduction for as 

much as possible and do not put the remainder in arrears. 

 Partial Deduction/Arrears - if there isn't enough money available to cover the full 

deduction amount, take what can be paid and make up the difference in the next 

pay. If the deduction cannot be taken in full, take a partial deduction for as much 

as possible, and put the remainder in arrears. 

 No Pay/Full Deduction/Arrears - if there isn't enough money available to cover 

the full deduction amount, skip the deduction and put the amount in arrears even 

if the employee doesn't get paid. Put the deduction into arrears even if the 

employee has no time and attendance data for the pay date. 

 No Pay/Partial Deduction/Arrears - if there isn't enough money available to cover 

the full deduction amount, take what can be paid and put the remaining amount in 

arrears. If the employee is not paid, put the full deduction into arrears. 

 Frequency 
Select the payroll frequency that applies to this deduction. 

 Algorithm Category 

If the deduction is classified as a garnishment in the Payroll Deductions common 

object, you may select from various methods of handling this deduction when the 

employee has additional garnishments. If the deduction is associated with a 

Deduction Type, options are available to combine this deduction with other 

retirement plan deductions when checking the maximum amounts. 

 Maximum Amounts 

To limit the amount of the employer deduction for any of these time frames, change 

the default value of 999,999,999.99 to the corresponding amount. 

 Date Option, Days After Hire To Start 

If the employee must wait a certain amount of time before being eligible for this 

deduction, enter one or both of these fields to have the system calculate the Start Date 

when the deduction is assigned. 

 End Date 

If the deductions are to end on a specific date, enter it in this field. Otherwise, leave 

this field blank. 
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 Priority 

Enter the priority for this deduction. Zero is processed first; 999 is processed last. 

 Assign On Activation 

If you want this deduction to automatically be assigned to employees who are added 

in either the New Hire or Payroll Activation function, select this checkbox. For 

deductions associated with benefits, leave this checkbox blank, since the system will 

automatically assign benefit-related deductions. 

 Populate Amount/Percent When Manually Adding 

If you want to automatically populate the following fields when a user manually adds 

this deduction for an employee in the Deductions function, select this checkbox: 

Fixed Amount – Supplemental, Fixed Deduction Amount, Percent of Supplemental 

Wages, Percent of Regular Wages, Rate Per Labor Hour, Deduction Based On Class 

and Frequency. 

 Garnishment Rule Description 

If the deduction is defined as a garnishment, this field will appear. Select the 

exemption rule that applies to this deduction. These values are displayed from the 

Garnishment Exemptions function. 

Once you have completed entering the information, click on submit to save the data or 

cancel to ignore any data that was entered. 
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HSA Deductions 

 

If you wish to allow employees the ability to direct deposit their HSA (Health Savings 

Account) deduction amounts (employee-paid as well as employer contributions, if any) to a 

bank account, set up the allowable deductions in this function. Next, go to HSA Direct 

Deposit and set up a bank account for each employee who has an HSA deduction. 

 

If Unicorn HRO processes your payroll, HSA Deposit Creation will be run as part of your 

payroll process. If you process your own payroll, run the HSA Deposit Creation after the 

Close Payroll process, and before Check Print, Voucher Print and Direct Deposit File 

Creation. HSA Deposit Creation can be run from either Manager Services or Payroll 

Workflow. 

 

 
 

Select the Legal Entity you wish to work with. Depending on your security access, you may 

see add and delete buttons on this page. To add a new HSA deduction, click on the add 

button. To delete information, click on the delete button to the right of the entry. 

 

To add a deduction record, click on the add button. Select the deduction that you wish to 

add. When you have finished making your selections, click on submit at the bottom of the 

page to save the data or cancel to ignore the selections that were made. 
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Account Manager 

This function is a time-saving tool that provides quick access to the functions used to 

maintain the following types of account numbers: 

 

 Legal Entity 

 Deductions 

 Pay Codes 

 Federal Taxes 

 State Taxes 

 Local Taxes 

 Paid Time Off Accruals 

 

When you first access this function, the system will default to the Legal Entity tab. If you 

wish to work with this information, select a legal entity and click update. 

 

 
 

Once you have completed entering the legal entity information, click on submit to save the 

data or cancel to ignore any data that was entered. 
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Click on the Deductions tab to enter account numbers for deductions. Select the Legal Entity 

and Tax Year that you wish to work with. The system will display a page similar to the 

following. Select the deduction that you wish to work with and click update. 

 

 
 

Once you have completed entering the deduction information, click on submit to save the 

data or cancel to ignore any data that was entered. 

 

Click on the Pay Codes tab to enter account numbers for pay codes. Select the Legal Entity 

that you wish to work with. The system will display a page similar to the following. 

 

 
 

Once you have completed entering the pay code information, click on submit to save the 

data or cancel to ignore any data that was entered. 
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Click on the Federal Taxes tab to enter account numbers for federal tax types. Select the 

Legal Entity that you wish to work with. The system will display a page similar to the 

following. 

 

 
 

Once you have completed entering the federal tax information, click on submit to save the 

data or cancel to ignore any data that was entered. 

 

Click on the State Taxes tab to enter account numbers for state tax types. Select the Legal 

Entity and State that you wish to work with. The system will display a page similar to the 

following. 

 

 
 

Once you have completed entering the state tax information, click on submit to save the data 

or cancel to ignore any data that was entered. 
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Click on the Local Taxes tab to enter account numbers for local taxes. Select the Legal 

Entity, State and Locality that you wish to work with. The system will display a page similar 

to the following. 

 

 
 

Once you have completed entering the local tax information, click on submit to save the data 

or cancel to ignore any data that was entered. 

 

Click on the Paid Time Off Accruals tab to enter account numbers for paid time off plans. 

Select the Legal Entity that you wish to work with. The system will display a page similar to 

the following. 

 

 
 

Once you have completed entering the paid time off accrual information, click on submit to 

save the data or cancel to ignore any data that was entered. 
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G/L Account Organization Setup 

Use this function to enter "default" or "home" account numbers for organization levels, 

positions, and/or employee position assignments, rather than entering them individually in 

the Misc. Payroll function. If a value is entered in this function, it will be the initial value for 

the General Ledger account that is created when a payment is generated. If G/L segments are 

entered in any other functions, the remaining hierarchy will still apply, and override any 

existing segments. Use of this function is optional. If an account number is entered in Misc. 

Payroll, it will override any account numbers in G/L Account Organization Setup.  

 

In the Select Population window, drill down through the organization until the level you wish 

to work with appears. In the left-hand window, click once on the level above the one you 

wish to work with. In this example, if you wish to work with locations Charlotte, Florham 

Park, etc. in level 3, click on Value Solutions in level 2. This will display the level 3 values 

in the right hand window. 

 

 
 

Click on the value you wish to work with in the right-hand window. 
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A page similar to the following will appear. In this example, “1250” has been entered in the 

first segment of the Account Number. For each organization level, position and employee 

beneath this level whose “Inherit changes made at higher level” checkbox is on, the system 

will copy “1250”. This checkbox defaults to on for all values. 

 

 
 

Once you have completed entering the information, click on submit to save the data or 

cancel to ignore any data that was entered. 

 

If you update a record and delete a segment, and you wish to delete the same segment for all 

lower values, select the “When segment in this level is cleared, also clear it from all lower 

levels where Inherit checkbox is on” checkbox.  

 

The Inherit and Clear Segments fields can be used when entering default G/L account 

numbers. Note that these fields are not used when the account number is created when a 

payment is calculated; they are only used to streamline entry in this function. 
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In our example, when “1250” was entered for Charlotte in organization level 3, the system 

also populated “1250” to positions where the Inherit value was on. 

 

 
 

If you need to change any of the account numbers in the right-hand window, click on the 

value to access the update page. 
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Account numbers may be entered for organization levels, positions or employees. To enter an 

account number for an employee, select the desired organization levels in the left-hand 

window. In the top of the right-hand window, select the job title from the drop down list. The 

system will display the employees who are currently assigned to this job title.  

 

 
 

Click on the employee number that you wish to work with. Below is an example of the 

update page when an employee has been selected in the right-hand window. 
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G/L Account Translator Setup 

Use this function to set up rules that will be used to “translate” general ledger account 

numbers from one value to another. The translation process occurs after you have run your 

payroll close, G/L Interface Estimate Generation and G/L Interface Reversal 

Generation, as necessary. Using the resulting entries in the G/L table, the G/L Account 

Translation process is then run, which will use the translation rules that are set up in G/L 

Account Translator Setup. When the job completes, new entries will exist in the translated 

G/L table. At that point you may run the G/L Translated Data Report to view the results. 

The translated G/L information can be interfaced to your financial system or other business 

application. The new table can be purged as necessary using the G/L Translated Data 

Purge function. 

 

 
 

Depending on your security access, you may see add and delete buttons on this page. To add 

a new G/L account translator record, click on the add button. To see data about G/L account 

translator records without changing any data, click on the view button. To update an existing 

G/L account translator record, click on the blue text in the left-most column to access that 

record.  To delete information, click on the delete button to the right of the entry. 

 

When you view the main page that shows a list of the existing translator entries, you may 

display the entries in a different order. Click on one of the following radio buttons: 

 

 Processing Order: to view in the order in which they will be translated 

 Alpha By Original: to view in alphabetical order by Original Account Number 

 Alpha By Translated: to view in alphabetical order by Translated Account Number 
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When you add a record, a page similar to the following will appear, explaining how the 

translation process works. 

 

 
 

The segments that you wish to leave as is should be left blank. The system will automatically 

fill in these segments with ‘#’, or the value that you selected as a Wild Card Symbol in 

Chart of Accounts Definition. When you run the G/L Account Translation Process, the 

system will check each existing G/L entry from the payroll to see if it matches the segment 

value(s) entered in the Original Account Number. If the entry matches more than one 

Original Account Number, it will use the one with the most matching segments. It will then 

look at the Translated Account Number. Any segments that do not contain wild card symbols 

will overlay the corresponding original segment values. If an account number has no 

translation setup, it will be written unchanged to the translated G/L table. Below are some 

examples of how G/L Translator Setup entries will process original account numbers and 

translate them into different account numbers: 

 
Setup: Original Setup: Translated Original Account 

Numbers 
Translated Account 
Numbers 

####-3000 ####-4422 1000-3000 1000-4422 

  2000-3000 2000-4422 

4000-#### ####-1234 4000-0100 4000-1234 

  4000-9999 4000-1234 
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SUI and W-2 Manager 

Use this function to maintain set-up information for SUI and W-2 reporting. It includes: 

 

 SUI Reporting by State: define the Numeric Code for wage reporting, and the paper 

reporting columns for the wage continuation form 

 SUI and W-2 Legal Entity Setup: define the SUI and SIT Account Numbers, contact 

information and W-2 information 

 SUI Location Setup: define locations if you are required to report wage information 

by location 

 Employee Locations: assign employees to SUI Locations 

 Employer Withholding Reconciliation Return: enter totals to be reported on W-2 

files. As of this writing, only Idaho and Maryland require this information. 

 

When you access this function, the following page will be displayed. Select the radio button 

that represents the information you wish to work with. Enter any required information and 

click next. 
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If you select the first option to work with SUI Reporting by State, the system will display the 

information that exists for the selected state. Click update if you wish to change the 

information. A page similar to the following will be displayed.  

 

 
 

The Numeric Code is required in order for the SUI wage information to be produced. The 

“Print” checkboxes are used when the Detail option of the SUI Quarterly Report is produced. 

When electronic files are produced, the system is programmed to use each state’s current file 

specifications; the checkboxes are not used. If the state requires Weeks Worked and it has 

specified a maximum number of weeks per quarter, enter that number here. If a state has 

specified a minimum weekly amount that the employee must earn in order to be counted as 

having work for the week, enter the amount here. 
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If you select the second radio button to view SUI and W-2 Legal Entity Setup, you will be 

required to enter a Legal Entity and State. Below is an example of the information that is 

stored in this section. 

 

The amount fields are provided for states that require this information on the SUI file. Refer 

to the SUI Reporting Set Up by State document on the UnicornHRO website for details, or 

access the state’s website for filing requirements. 

 

 
 

For states that require additional data fields, you may specify up to two fields in the State 

Codes common object. For example, the North Carolina page shown above includes the 

Remitter Number field. This field is defined in the State Codes common object. These fields 

are included with the system. 

 

You may also specify the length and type of the SUI Account Numbers in the State Codes 

common object. If a state defines the format that the SUI Account Number must be in, enter 

the format here. Each digit of a numeric account number is represented with a “9”; each 

character of an alphanumeric account number is represented with an “X”. In this example, 

the SUI State Account Number must be entered as 7 digits in the SUI and W-2 Manager 

function, since it is defined as 9999999.  
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If a state requires SUI Locations to be reported, and defines the length of the Location 

Number, enter the format here. 

 

 
 

If you select the third radio button to view SUI Location Setup, you will be required to enter 

a Legal Entity and State. Below is an example of the information that is stored in this section. 
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If you are required by a state to include each employee’s location when you report quarterly 

wage information, set up the locations in this option.  

 

When you add a location, a page similar to the following will be displayed. The SUI 

Location field is formatted according to the Location Number Format in the State Codes 

common object. 

 

 
 

If you select the fourth radio button to view Employee Locations, you may view data for a 

particular employee, or for the entire legal entity. This is the same information that is 

accessed from the Employee Locations function. Note that your function security to the 

Employee Locations function determines whether you may add or delete information in this 

section. 

 

Below is an example of locations for a particular employee. The system shows the history of 

the locations to which the employee was assigned. You may click on any of the column 

headings to sort by that column, or you may specify multiple sort criteria by clicking on the 

Add Sort Field button. 
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You may click on any of the column headings to sort by that column, or you may specify 

multiple sort criteria by clicking on the Add Sort Field button. You may add sort criteria to 

the right-hand box, and then move them up or down as desired. 

 

 
 

To assign the employee to a new location, click on the add button. A separate window will 

appear, as shown in this example. 
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You may also select the Legal Entity option. By so doing, you may view employees that 

meet the following criteria for the selected legal entity and state: 

 

 All employees that are not in any SUI Location 

 All employees that are in any SUI Location 

 All employees that are in a particular location 

 

If you wish to add one or more employees to a particular location, click on the checkbox(es) 

in the Select column, and click add. Select the location to which they are to be assigned. 

 

 
 

You may click on any of the column headings to sort by that column, or you may specify 

multiple sort criteria by clicking on the Add Sort Field button. You may add sort criteria to 

the right-hand box, and then move them up or down as desired. 
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If you choose to see employees that are in any SUI Location, choose the second radio button. 

A sample page is shown here. You may assign employees to different locations as needed. 

 

 
 

You may choose to see employees that are in a particular SUI Location. Select the location 

you wish to work with. A sample page is shown here. 
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If you select the fifth radio button to view Employer Withholding Reconciliation Return 

information, you will be required to select a legal entity, state and tax year. Information is 

entered here if it is required by the state on the W-2 file. As of this writing, only Idaho, 

Maryland, and West Virginia require this information. 
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Tax Manager 

This function is a time-saving tool that provides quick access to the functions used to 

maintain all federal, state, and local tax rate information for employees and the employer. In 

the main Tax Manager window, you start by selecting the tax type you want to work with 

(federal, state, or local). Then you indicate whether you want to work with the employee or 

employer information. Based on the selections made here, different areas of the window 

activate. Enter the necessary information and click on the submit button to access the 

appropriate function. 

 

 
 

All taxes (federal, state, and local) are defined by tax type and effective date. This means you 

can enter future tax information at any time, and the system will pick up that information on 

the specified date. When a payment is being processed, the system will use the payment's 

Check Date to find the taxes that are in effect as of that date.  
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Your company tax rates for FICA, FICM, FUTA, state unemployment, disability, workers 

compensation, etc. are maintained in this function. An example of a State Unemployment 

Insurance tax record is shown below. 

 

 
 

Employee-paid taxes are maintained at the global level and are shown as view-only in this 

function. An example is shown below for Federal Income Tax rates. 
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How Pay Is Calculated: Taxes and Deductions 

 

Once the employee's gross pay has been determined, the system gets active taxes from the 

Tax Elections function and refers to the Pay Taxation Exemptions function to reduce gross 

wages by any non-taxable pay types, if applicable. Then, the system calculates the taxable 

wage base for both regular and supplemental wages (as defined in the Pay Code Definition 

function). 

 

Next, the system calculates deductions, from regular and supplemental pay, using the most 

current definitions in the Deductions and Employer Deductions functions. The Deduction 

Pay Exclusions function is checked to see if deductions should not be taken from certain pay 

types. If any of the deductions have been exempted from taxation in the Deduction Taxation 

Exemptions function, the appropriate tax bases will be reduced. The system then calculates 

taxes based on the taxable wages, utilizing the current rates in Tax Manager. Taxes are 

calculated according to the payment Check Date, not the Pay Period End Date. 

 

Taxes 

 

To calculate taxes, the system annualizes taxable wages, calculates the tax, and then divides 

by the number of pay periods in Pay Frequencies common object to determine the tax 

amount for this payment. If any overrides exist in Tax Elections, such as an Additional 

Amount, these are applied. 

 

If the tax is a ceiling tax (defined as when the last Upper Income Level in Tax Manager is 

not equal to 999,999,999,999.99), and the employee’s year-to-date wage amount is equal to 

or higher than the wage ceiling specified by a government authority, no tax will be 

calculated. In the case of common paymaster, employee wages earned in all of the associated 

entities will be accumulated to determine if the ceiling has been reached. Once the employee 

reaches the tax ceiling, the system will continue to accumulate wage amounts, even though 

the tax is no longer calculated. Thus, if the wage ceiling is raised during the year, it can be 

changed in Tax Manager and the employee’s next pay check will automatically be adjusted 

for the difference in tax.  

 

The system treats ceiling taxes as "self-adjusting". This means that when an employee’s 

check is processed, the system will add the year-to-date and pending taxable wages together, 

and calculate the tax on that amount. If it is not equal to the sum of the year-to-date and 

pending tax withheld, the employee’s tax amount will reflect the adjustment necessary to 

bring the yearly tax in line with the yearly wages. An example of this would be the FICA tax. 

The upper income level is not 999,999,999,999.99; therefore, any adjustments that are 

needed will be made to the employee’s tax amount in his/her next check. An exception to the 

year-to-date self-adjusting occurs for SUI taxes, which are adjusted back to the first day of 

the quarter of the Effective Date of the tax. This is to handle rate changes that are effective 

the first of the quarter. 
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Workers Compensation Rates 

 

To enter workers compensation rates, select the Workers Compensation Insurance state tax 

type (code “WCTX”). After entering the header record that contains the Effective Date and 

Calculation Method, add a rate record for each workers compensation code. When a payment 

is being created and the workers compensation amount is being calculated, the system will 

get the employee’s workers compensation code from his or her primary job title and look for 

a rate with the matching code. If none is found, it will look for a rate with a blank workers 

compensation code. If one is found, it will be used to calculate the workers compensation 

amount. 
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Tax Collection Agency Setup 

Act 32 standardizes the local earned income tax system in Pennsylvania. Employers must 

withhold the higher of the non-resident tax for the employee’s work location or the resident 

rate for the employee’s residence. The tax must be remitted to the tax collection agency for 

the work location. For this reason, the earned income tax for the employee’s work location is 

assigned to the employee. 

 

Effective for check dates starting January 1, 2012, when a payment is calculated, the system 

will determine which earned income tax rate is higher, the non-resident rate or resident rate. 

The higher rate will be withheld. 

 

Employers may report to individual tax collection agencies, or designate one collection 

agency to which all local taxes will be reported, except for Philadelphia (locality code 

“PHI”). Philadelphia is not covered by Act 32. 

 

iCON currently supports the creation of monthly and quarterly files for the following tax 

collection agencies: 

 

 Keystone Central School District Tax Office 

 Keystone Collections Group 

 Lancaster County Tax Collection Bureau 

When data is generated, the system will select all employees who have a Miscellaneous 

Payroll record for the selected Tax Year, and then go to Tax Accumulators to get the Tax 

Base and Tax Amount for the local taxes that are handled by the selected tax collection 

agencies, based on the chart from Pennsylvania’s website. If you have chosen to report all 

localities to one agency, the system will gather all Pennsylvania local tax records (except for 

Philadelphia), both for the earned income tax (Tax Types CTYX or CNTX) and local 

services tax (Tax Type OCTX). If both the Tax Base and Tax Amount are greater than zero 

for the selected month or quarter, the employee will be included on the file.  

If the employee’s Payment History for the selected month or quarter contains payments 

earned while living in more than one PSD Code for the same Work Locality tax, the system 

will write a separate record for each PSD Code. The system will get the PSD code from the 

payment, and find the Address record with the matching PSD code. Note that if the PSD 

Code on the Payment does not match any PSD Code in the Address function, the system will 

write those wage and tax amounts with the employee’s current active mailing address. 

The employee’s Work PSD will be populated from the record in the Localities common 

object that matches the Locality on the Tax Accumulator record. The Resident PSD will be 

populated from the record in the Localities common object that matches the employee’s 

Resident Locality in Miscellaneous Payroll. If the Resident Locality is blank, or has no PSD 

Code on the Localities common object record, the system will write 990000 for “Unknown” 
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if the employee lives in Pennsylvania; it will write 880000 for “Out of State” if the employee 

does not live in Pennsylvania. 

For agencies that require that employees be grouped by work location on the file, with the 

work location address, such as Keystone Central School District Tax Office, Keystone 

Collections Group and Lancaster County Tax Collection Bureau, the system will look for a 

record in Tax Collection Agency Setup for each Locality for which tax has been withheld. If 

no record is found in that function, the system will look for a record that matches the 

employee’s Work Locality in Misc. Payroll. 

The following set-up steps are performed in iCON prior to creating tax files: 

 Set up the work locations in Tax Collection Agency Setup 

 If you choose to report all localities to only one agency, select the agency in Legal 

Entity Definition 

 

For tax collection agencies that require work location addresses and/or account numbers, 

enter a record in this function for each location for which taxes are assigned to employees. In 

most cases, this will represent your work locations. If a work location does not have a tax, 

and you are withholding the resident tax for an employee, enter a record for that location 

also. The Keystone Central School District Tax Office, Keystone Collections Group and the 

Lancaster County Tax Collection Bureau require work addresses to be reported. Shown here 

is a sample page: 
 

 
 

Depending on your security access, you may see add and delete buttons on this page. To add 

a new agency click on the add button on the bottom of the page. To update an existing 

agency, click on the blue text in the left-most column to access that record. To save any 

additions or changes that you make, you must click on submit at the bottom of the page. If 

you do not wish to save any changes that were made, click on the cancel button. 

To delete information, click on the delete button to the right of the entry. Before the system 

deletes the selected record, the following message appears: “Are you sure you want to delete 
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this information?” Click OK to delete the information or Cancel if you want to retain the 

information. 

 

Click add to set up a new record. Enter a record for each work location as follows: 

 

 Legal Entity: select the legal entity. A record for each legal entity/locality must be 

entered. 

 State/Province: select Pennsylvania.  

 Locality: select the locality for which employees have a local tax record. If you select a 

Locality that is handled by an agency supported in iCON, the system will automatically 

populate the Tax Collection Agency field. 

 Tax Collection Agency: select the agency to which the information will be reported. If 

the Locality is handled by one of the agencies that iCON supports, the system will 

automatically populate this field. If you are reporting all localities to one agency, you will 

need to select the agency if the locality is normally handled by a different agency. 

 Account Number: if the agency requires an account number, enter it in this field. As of 

this writing, the Keystone Central School District Tax Office and Lancaster County Tax 

Collection Bureau both require that the Local Account Number be entered for employers 

with multiple accounts for a single EIN. 

 Address: enter one or two lines of address information, the City, State and Zip Code 

 

 
 

Once you have completed entering the information, click on submit to save the data or 

cancel to ignore any data that was entered. 
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W-2 Local File Manager 

Use this function to indicate which local tax information should be written to W-2 files. All 

of the information for each tax authority is stored here. 

 

 
 

Depending on your security access, you may see add and delete buttons on this page. To add 

an entry for a local tax agency, click on the add button on the bottom of the page. To save 

any additions, you must click on submit at the bottom of the page. If you do not wish to save 

any changes that were made, click on the cancel button. 

 

To delete information, click on the delete button to the right of the entry. Before the system 

deletes the selected record, the following message appears: “Are you sure you want to delete 

this information?” Click OK to delete the information or Cancel if you want to retain the 

information. 
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Currently, W-2 files for the following local tax agencies can be created. An entry must first 

exist in the W-2 Local Tax Agencies payroll common object before adding it to this function. 

 
Tax Authority  State 

Battle Creek  Michigan 

Berks E.I.T. Bureau Pennsylvania 

Capital Tax Bureau Pennsylvania 

Central Collection Agency  Ohio 

Centre Tax Agency Pennsylvania 

Cincinnati Ohio 

Columbus  Ohio 

Cumberland County Tax Bureau Pennsylvania 

Dayton  Ohio 

Detroit  Michigan 

Findlay  Ohio 

Grand Rapids  Michigan 

Jordan Tax Service Pennsylvania 

Keystone Collections Group Pennsylvania 

Lancaster County  Pennsylvania 

Perrysburg Ohio 

Philadelphia  Pennsylvania 

Pittsburgh  Pennsylvania 

Reading (earned income tax)  Pennsylvania 

Reading (local services tax)  Pennsylvania 

R.I.T.A. (Regional Income Tax Agency) Ohio 

St. Louis  Missouri 

West Shore  Pennsylvania 

York (earned income tax)  Pennsylvania 

 

If your organization wishes to create W-2 files for any of these local tax agencies, they must 

be entered in this function. If a tax agency accepts W-2 information for more than one 

locality, an entry must be made for each locality. If a tax agency requires an account number, 

add an entry for each legal entity. 

 

When you click on add, a page similar to the following will appear. Enter the information 

that is required by each locality for which you will be creating W-2 files. 
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Once entries exist here, you can create data using the W-2 Local Data Generation function. 

Then, copy the data to a file using the W-2 Local File Creation function. 
 

 

 

 

Tax Reporting Entities 

This function allows you to combine more than one legal entity for quarterly state 

unemployment wage reporting purposes if you are required to do so by the state. Currently, 

only the state of North Carolina is supported. 

 

If you have more than one legal entity with the same SUI Account Number assigned by the 

state, the main legal entity is defined as the Tax Reporting Entity. Additional legal entities 

are linked to the tax reporting entity. By doing so, the system will consider wages earned in 

any of these legal entities as being earned in the tax reporting entity; the wage ceiling will be 

applied to the total amount of wages and the unemployment tax will stop when that ceiling is 

reached. When generating the following, employees will be considered as working for the tax 

reporting entity, and all wages will be reported to that legal entity: 

 

 Quarterly SUI Report 

 SUI File 

 Tax Frequency Report 

 

If you run one of the above functions for a “linked” legal entity, the employee will not be 

included. He or she will only be included with the tax reporting entity. All other payroll 

reports, such as Payment Register, will show the wage and tax amounts in the legal entity 

where the payment was paid. 
 

 
 

Depending on your security access, you may see add and delete buttons on this page. To add 

a tax reporting entity click on the add button on the bottom of the page. To update an 

existing tax reporting entity, click on the blue text in the left-most column to access that 

record. To save any additions or changes that you make, you must click on submit at the 

bottom of the page. If you do not wish to save any changes that were made, click on the 

cancel button. 
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To delete information, click on the delete button to the right of the entry. Before the system 

deletes the selected record, the following message appears: “Are you sure you want to delete 

this information?” Click OK to delete the information or Cancel if you want to retain the 

information. 
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Enter information for the tax reporting entity as follows: 
 

 Tax Reporting Entity  

Select the legal entity that reports wage and tax information to the state. 

 State  

Select the state that you wish to work with. 

 Locality  

Currently no localities are supported in this function. Leave this field blank. 

 Tax Type  

Select the state tax type that you wish to work with. 

 From Date  

Enter the start date that should be used for reporting information to the state using this 

tax reporting entity and linked legal entities. 

 To Date  

If the tax reporting entity is only valid until a particular date, enter it in this field. 

Otherwise, leave this field blank to indicate an ongoing set-up. 
 

Save the Tax Reporting Entity set-up information. The main page will then be displayed. To 

link legal entities to the tax reporting entity, follow these steps. 

 

1) Click on the “+” to the left of the Tax Reporting Entity. 

2) Click on the add button. 

3) In the Legal Entity Selection list, select the checkbox next to each legal entity that 

will be linked to the Tax Reporting Entity. 

4) Click submit. The list of the selected legal entities will appear, as shown in the 

following example. Click back to return to the main page. 
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Pay Calendars 

This function is used to identify when employees in the legal entity and payroll processing 

group are paid. 

 

After you select the Legal Entity and Payroll Processing Group that you wish to work with, 

the system will display a calendar. I any pay period end dates have been defined, they will be 

highlighted on the calendar, as in the example shown below. Click on the date you wish to 

work with; click next. If the selected date is defined as a pay period end date, click on the 

date to update information, or click on delete to delete the date from the calendar. Only dates 

with no associated payments may be deleted. 
 

 
 

To add or update a pay period end date, enter the necessary information as follows: 
 

 Legal Entity  

This field displays the selected legal entity. This field cannot be changed in this 

function. 

 Payroll Processing Group  

This field displays the selected payroll processing group. This field cannot be 

changed in this function. 
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 Pay Period End Date  

This field displays the selected pay date. This field cannot be changed in this 

function. 

 Closed  

If payments have been released for this pay date, this field will display “Yes”; 

otherwise, it will display “No”. 

 Tax Data Created  

If the Payroll Tax Summary has been run for this pay date, this field will display 

“Yes”; otherwise, it will display “No”. 

 

 

 

 Check Date  

Enter the date checks will be issued.  

 Number of Weeks Worked  

Enter the number of work weeks being paid. This information is used for reporting 

quarterly SUI wage data to states. The system also updates Weeks Worked in Work 

Profile when a payment is processed. This field accepts up to 2 digits. 

 End of Month  

Click on this option if payments made on this date represent the end-of-month pay. 

This information is used for lump sum payments and deductions that only occur at the 

end of the month.  
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 End of Quarter  

Click on this option if payments made on this date represent the end-of-quarter pay. 

This information is used for lump sum payments and deductions that only occur at the 

end of the quarter. 

 Semi-Annual  

Click on this checkbox to indicate that the payment being made on this date occurs on 

a semi-annual schedule. This information is used for lump sum payments and 

deductions that only occur on a semi-annual basis. 

 End of Year  

Click on this option if payments made on this date represent the end-of-year pay. This 

information is used for lump sum payments and deductions that only occur at the end 

of the year. 

 1st Pay Period of Month  

Click on this checkbox if this is the first payment of the month. This is used for lump 

sum payments and deductions that occur on a specific timetable.  

 2nd Pay Period of Month  

Click on this checkbox if this is the second payment of the month. This is used for 

lump sum payments and deductions that occur on a specific timetable.  

 3rd Pay Period of Month  

Click on this checkbox if this is the third payment of the month. This is used for lump 

sum payments and deductions that occur on a specific timetable.  

 4th Pay Period of Month  

Click on this checkbox if this is the fourth payment of the month. This is used for 

lump sum payments and deductions that occur on a specific timetable.  

 5th Pay Period of Month  

Click on this checkbox if this is the fifth payment of the month. This is used for lump 

sum payments and deductions that occur on a specific timetable.  

 

To delete information, click on the delete button to the right of the entry. Before the system 

deletes the selected record, the following message appears: “Are you sure you want to delete 

this information?” Click OK to delete the information or Cancel if you want to retain the 

information. 
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Pay Calendar Listing 

Use this function to view Pay Calendars that have been set up on your system. You may 

select a particular Payroll Processing Group within a Legal Entity, or display all groups 

within the selected Legal Entity. Enter the date range for the Pay Period End Dates that you 

wish to view.  

 

Below is an example of the search results. Information may only be viewed in this function; 

no data can be changed or added. If Service Dates have been defined for running the pay 

cycles, they will also be displayed. 
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Pay Code Definition 

This function is used to define the pay types that will be used to pay employees associated 

with the legal entity. To sort information using a different column, click on the column 

heading. 

 

Once you have entered the necessary information into this function, you can proceed to the 

following tabs as needed: 

 

 Pay Taxation Exemptions 

 Pay Rate Overrides 

 Eligible Retirement Plan Earnings 

 

 
 

Depending on your security access, you may see add and delete buttons on this page. To add 

a new pay code click on the add button on the bottom of the page. To update an existing pay 

code, click on the blue text in the left-most column to access that record. To save any 

additions or changes that you make, you must click on submit at the bottom of the page. If 

you do not wish to save any changes that were made, click on the cancel button. 

 

To delete information, click on the delete button to the right of the entry. Before the system 

deletes the selected record, the following message appears: “Are you sure you want to delete 

this information?” Click OK to delete the information or Cancel if you want to retain the 

information. 

 

Complete the following fields as necessary: 

 

 Type of Pay  

Click on the down-arrow and select the pay type. This field can only be selected in 

Add mode. 
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 Payroll Deduction 
If the pay type is for imputed income, click on the down-arrow and select the payroll 

deduction. 

 Account Number 
Enter the G/L account number for this pay code.  

 Pensionable 
Click on this option if any amount paid using this pay code should be accumulated for 

the pension calculation. Currently this field is informational only. 

 Supplemental Pay 
Click on this option if this pay type is supplemental pay and should be taxed 

accordingly. When processing deductions, the Fixed Amount Supplemental and 

Percent of Supplemental Wages will be used. 

 Use Secondary Supplemental Tax Rate 
Click on this option if the pay type needs to be taxed at the secondary supplemental 

tax rate. This currently only applies to California bonuses and stock options. 

 Severance Pay for State Income Tax Purposes 
Click on this option if the pay type represents severance pay that is to follow state 

rules for income tax purposes. As of this writing, Alabama considers the first $25,000 

of severance pay exempt from state income tax. Georgia and Washington, D.C. do 

not tax severance pay for non-residents.  

 

 
 

 Puerto Rico Christmas Bonus 
Click on this option if the pay type is a Christmas bonus and the pay is subject to 

Puerto Rico income tax. If this option is selected, the system will also automatically 

select the Supplemental Pay option. Also, the Use Secondary Supplemental Tax Rate 

will be unselected, and these two fields will become display-only. When an employee 

is paid this pay type, special tax calculations will be performed. 
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If you are adding a pay code, the Pay Process Control page displays to allow you to assign 

the process controls that apply to this new pay code. If you do not want to assign process 

controls, click on Cancel. To accept the default settings, click on Submit. If you are updating 

a pay code, save the changes you have made and then click on Pay Process. Enter fields in 

Pay Process Controls as follows. 
 

 Hourly Rate Override 

Enter an amount here if you wish to override the employee’s base rate and any 

differentials that may exist. 

 Use Hourly Rate 

This field is used in conjunction with the compensation method of Designated Hourly 

Rate (DHR). If an employee is paid by this method, up to 5 hourly rates can be 

entered. Enter the corresponding number (1 - 5) in this field. 

 Accrue Paid Time Off Hours 

If this is set to "on", when the employee gets paid, the hours worked will accumulate 

for purposes of accruing paid time off which are based on hours worked. 
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 SUI Labor Hours 

If this is set to "on", hours for this pay code will be accumulated into Tax 

Accumulators (employee and/or employer hours, depending upon the tax’s definition 

in Tax Manager). The Payroll Feeder will write hours into Pending Hours for the 

employee’s federal, state and local taxes. The close process will move them into 

MTD, QTD, YTD and GL buckets. Manual Payments will immediately update MTD, 

QTD, YTD and GL buckets. When SUI reports or files are created, the system will 

pull the appropriate quarter’s hours from Tax Accumulators when Hours Worked is 

required. It does not add up the sum of hours from each pay type in Payment History. 

This is also used to calculate insurance rates based on hours, such as those for 

Washington state. In that situation, the number of SUI Labor Hours is multiplied 

times the rate. If a record in Deductions has a Rate Per Labor Hour, it is multiplied 

times the number of SUI Labor Hours to determine the deduction amount. 

 Include in Base Wage 

For pay that represents tipped hours, this checkbox must be on. For non-tipped hours, 

it must be off. 

 Taxable Life 

An "on" status signifies that this pay code will be processed as imputed income for 

employees who receive greater than $50,000 in group term life insurance. The 

Taxable Life Process creates a lump sum with this pay code. No more than one pay 

code per legal entity should be marked as Taxable Life. 

 Include in SUI Weeks Worked 

Weeks Worked is stored in Pending Payments when the update is run. It is only 

stored on payments that are "standard", meaning they originated from time and 

attendance data, both exempt and non-exempt. When the pay period is closed, Weeks 

Worked are written to the Payment History table. Lump sums paid as separate 

payments or manual payments (where Standard Payment is "off") are not standard 

and therefore have no weeks worked associated with them. For unemployment 

quarterly reporting, if a state requires that Weeks Worked be reported, the system will 

accumulate weeks worked for all pay types where this flag is set to "on". 

 Eligible for Retro Pay 

When creating a lump sum payment from the Retroactive Pay Adjustments function, 

an "on" status in this checkbox signifies that retroactive pay increases will be applied 

to this pay type. For example, regular pay would be eligible for retroactive pay 

adjustments, but commission pay would not. 

 Include in Lifetime Hours Worked 

In Paid Time Off Policies, if Hours Of Service is selected (rather than Years/Months 

of Service), hours worked in pay codes that have this checkbox "on" will be 

accumulated for lifetime hours. These hours are used for purposes of paid time off 

accruals. 
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 New York Other Wages 

Select this checkbox if this pay type represents "other wages" for New York quarterly 

wage reporting purposes. This represents the first six months of sick pay, severance 

pay, and reimbursable moving expenses. Note that if you use this checkbox for sick 

pay, you must set up another pay code for sick pay paid after six months, since that is 

not considered "other wages". 

 Declared Tip 
This checkbox must be on if it represents amounts declared to be tips by tipped 

employees. In most cases, this type of pay must have an offset deduction, since the 

employee has already received the money and it is only being recorded. 

 Algorithm Method 1 

By default, when the three Algorithm Methods are blank, the system processes 

differentials as follows for all Compensation Methods: 

If a Special Rate Override exists, it will be calculated. If none exists, then any Pay 

Rate Override will be applied. Next, any Shift Override will be applied. 

Within each of the Override functions, the Additional Amount will be added first, and 

then the Factor will be applied, unless you specify otherwise. 

If you wish to change the order in which differentials are calculated, enter the three 

methods here. The differential that is entered in Algorithm Method 1 will be 

calculated first, Method 2 will be calculated next, and Method 3 will be calculated 

last.  

If you enter at least one of these methods, the system will force you to enter all three. 

If the Algorithm Methods are specified, the system will use all 3 overrides if they 

exist: Special Rates, Pay Rates and Shift. If the Algorithm Methods are blank, the Pay 

Rate Override will only be applied if no Special Rate Override exists, as described 

above. 

 Algorithm Method 2 

The field indicates the second type of differential that is to be applied. See Algorithm 

Method 1 for a full explanation. 

 Algorithm Method 3 

This field indicates the third and last type of differential that is to be applied. See 

Algorithm Method 1 for a full explanation. 

 No Pay Pay Type 

An "on" status signifies that this pay type will only post hours, rather than dollars. An 

hourly rate of zero will be processed. 

 Average Rate Overtime 

If set to "on", the system will pay this pay code for employees who receive overtime 

pay based on an average hourly rate. See the Average Rate Overtime document for 

full set-up instructions. 

 Include in Average Rate Hours 

All pay types set to "on" will be included in the calculation of an employee’s total 

number of hours, divided into the total amount of pay, for average overtime purposes. 
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 Include Pay in Average Rate 

All pay types set to "on" will be included in the calculation of an employee’s average 

rate, for overtime purposes. 

 Use Shift to Calculate Pay 

If set to "on", any shift differential which exists for the employee’s home shift will be 

applied to this pay type. This will occur for hours entered through time and 

attendance entry, manual checks and lump sum earnings. 

 Third Party Sick Pay 

If set to "on", and an employee has a year-to-date amount for this pay type, the W-2 

form and federal diskette will indicate that the employee received third party sick pay. 

This field is also used in conjunction with the Payroll Tax Summary Interface. For 

any payments containing this type of pay, FICA and FICM amounts will be written to 

a separate record on that file. 

 Include in Workers Compensation Hours 

This checkbox should be "on" if a workers compensation tax is calculated as an 

amount per labor hour, and this pay code should be taxed. If this checkbox is on, the 

hours worked will be accumulated in Tax Hours. 

 Tip Credit 

If you pay tipped employees, define only one pay type per legal entity as the tip 

credit. When the system processes a standard payment for a tipped employee, it will 

compare the employee's rate of pay to minimum wage, and create a tip credit if 

necessary. 

 

Note: To enter factors that apply to pay (such as overtime rates) or additional hourly amounts 

(such as shift differentials) see Pay Rate Overrides, Shift Overrides, and Special Rate 

Overrides. 
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Pay Taxation Exemptions 

This function is used to identify pay types that are exempt from taxation for the selected legal 

entity. Once this information has been entered, you can enter the special cases (exceptions) as 

necessary. 

 

This information is used to determine the amount of pay to be excluded before tax 

withholding rates are applied. A sample page is shown below. Note that this is for illustration 

only; these do not represent actual pay taxation rules. 

 

 
 

Depending on your security access, you may see add and delete buttons on this page. To add 

a new pay taxation exemption, click on the add button. To update an existing pay taxation 

exemption, click on the blue text in the left-most column to access that record. To work with 

exceptions to the pay taxation exemption, click on the exceptions button. 

 

To delete information, click on the delete button to the right of the entry. 

 

Click on add to set up taxes from which the selected pay type is exempt. Select the tax(es) 

from which this deduction is exempt. If you are exempting a pay type from State Income 

Tax, make sure that you include all of the various tax types, such as Income Tax, Arizona 

Income Tax Percentages, Maryland State/County taxes and Alternate New Jersey Income 

Taxes if applicable. 
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If the pay type is exempt from withholding, the Exempt checkbox should be selected. If the 

exception is exempt, rather than the entire tax type, leave this checkbox empty. If the pay 

type is exempt from withholding, but the amount should be added to taxable wages (such as 

group term life insurance over $50,000 for Federal Income Tax), select the Add To Taxable 

Wages checkbox. 
 

There may be exceptions to the rules you've just setup, For example, if all state income taxes 

apply except for one, the State Income Tax option would be selected and the Exempt field be 

set to "yes." Then, you would specify the one nonexempt state using this function. If a pay 

type is exempt from only a few state income taxes, you would select the State Income Tax 

option and set the Exempt field to "No." Then, you would use this function to identify the 

states that are exceptions. To do this: 
 

1) Click on the exceptions button next to the tax you wish to work with. 

2) Click on add in the Pay Taxation Exceptions window. 

3) In the listbox, select the exceptions that you want to apply. 

4) After all exceptions have been selected, click on submit to save the information or 

Cancel to return to the previous page without saving. 

 

Because some taxes are related, the following edits have been added to the system to help 

ensure that all of the correct taxes are included: 

 

 When FICA is added but not FICM, or vice versa, the system will add both tax types. 

A message will be displayed to advise you of this. 

 When FICA or FICM is updated, the system will ask if you wish to update the other 

tax also. 

 When FICA is deleted but not FICM, or vice versa, the system will ask if you wish to 

delete both taxes. 

 When one but not all of the following tax types are being added, the system will add 

the missing tax types: FLI (Family Leave Insurance), SDI (State Disability 

Insurance), SMT (State Medical Tax), SUI (State Unemployment Insurance) and 

SWD (State Workforce Development). A message will appear to inform you of this 

action. Please make sure that all four taxes apply to the deduction you are working 

with. If not, delete the taxes that do not apply to the pay type. 

 When you update one but not all of the above four tax types (FLI, SDI, SMT, SUI, 

SWD), a message will appear to remind you to check whether the other three tax 

types should be updated. Note, however, that they will not be automatically updated. 

 When you delete one but not all of the above four tax types (FLI, SDI, SMT, SUI, 

SWD), a message will appear to remind you to check whether the other three tax 

types should be deleted. Note, however, that they will not be automatically deleted. 

 If you add a tax type beginning with "SIT" (state income tax), a window will display 

all other tax types beginning with "SIT" that are not yet selected. For all of the state 

income tax types that apply to the deduction that you are working with, select them 

from this window. In addition to the standard SIT tax type, there are other state 
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income tax types for Arizona, Maryland and New Jersey that may need to be included 

as well. 

 If you update a tax type beginning with "SIT", a window will display all other tax 

types beginning with "SIT" that are defined as exempt. The system will ask you to 

select the other tax types that should also be updated. 

 If you delete a tax type beginning with "SIT", a window will display all other tax 

types beginning with "SIT" that are defined as exempt. The system will ask you to 

select the other tax types that should also be deleted. 
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Eligible Retirement Plan Earnings 

This function is used to specify which pay types should be accumulated for retirement plan 

earnings for participating employees. When a payroll is run, if the employee is eligible for a 

deduction that is associated with pay types in this function, and if he or she has the 

Accumulate Retirement Wages checkbox selected in Miscellaneous Payroll, those amounts 

will be added to his or her accumulators. The employee is eligible if he or she has met the 

Days After Hire To Start and Date Option in Deduction Definition for a deduction whose 

Deduction Type is not blank in the Payroll Deductions common object, and who has met the 

Minimum Age set up in Retirement Plan Preferences. 

 

The amounts can be viewed in Wage Accumulators as Retirement Plan Wages. 

 

 Select the legal entity that you wish to work with. 

 Select a deduction that you wish to work with. Only deductions that have a Deduction 

Type in the Payroll Deductions common object and where the W-2 Retirement Plan 

checkbox is selected will appear in the Payroll Deduction drop down list. 

 

Click on the refresh button to view pay types that have already been defined. 

 

 
 

Depending on your security access, you may see add and delete buttons on this page. To add 

a pay type, click on the add button. To delete information, click on the delete button to the 

right of the entry. 
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When you click on the add button, a page similar to the following will appear, displaying the 

pay types that have been defined on your system.  

 

 
 

Select the pay types that should be accumulated for employees in the selected legal entity 

who have the selected deduction. Once you have completed your selections, click on submit 

to save the data or cancel to ignore any data that was selected. 

 

Once the pay types for a deduction have been added, they may be copied to another legal 

entity and/or deduction by using the copy fields at the bottom of the main page. 

 

If you have defined pay types for multiple deductions, and an employee has more than one 

deduction, e.g., 401(k) and 401(k) Catch Up, the system will only accumulate wages once for 

that employee; wage amounts will not be duplicated if an employee has more than one of the 

retirement plan deductions. 

  



 

Payroll Actions 
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Pay Rate Overrides 

Use this function to enter overrides for pay codes. Overrides can be expressed as an 

additional amount (such as 50¢ more per hour), a multiplying factor (such as time and a half), 

or a combination of the two (time and a half plus 50¢ per hour). 

 

You can specify which differential comes first, the additional amount or factor. If this is not 

specified, the system will add the additional amount first, and then apply the factor to that 

amount. 

 

 
 

There are three hourly overrides that can be entered: Pay Rate Overrides, Shift Overrides and 

Special Rate Overrides. You can specify the order in which these are applied in Pay Code 

Definition. If no Algorithm Method order is entered, the system will process differentials as 

follows: 

 

If a Special Rate Override exists, it will be calculated. If none exists, then any Pay Rate 

Override will be applied. Next, any Shift Override will be applied. Within each of the 

Override functions, the Additional Amount will be added first, and then the Factor will be 

applied, unless you specify otherwise. 

 

If the Algorithm Methods are specified in Pay Code Definition, the system will use all 3 

overrides if they exist: Special Rates, Pay Rates and Shift.  

 

Each override record is associated with an effective date. The system will use the record that 

is in effect as of the Pay Period End Date.  

 

For purposes of workers compensation premiums (State Tax Types "WCTX" and "WCAF"), 

amounts that are added to the employee's pay as a result of Pay Rate Overrides will not be 

included in subject wages. 

 

Depending on your security access, you may see add and delete buttons on this page. To add 

a new pay rate override click on the add button on the bottom of the page. To update an 

existing pay rate override, click on the blue text in the left-most column to access that record. 
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To save any additions or changes that you make, you must click on submit at the bottom of 

the page. If you do not wish to save any changes that were made, click on the cancel button. 

 

To delete information, click on the delete button to the right of the entry. Before the system 

deletes the selected record, the following message appears: “Are you sure you want to delete 

this information?” Click OK to delete the information or Cancel if you want to retain the 

information. 

 

When you add a pay rate override, you will see a page similar to the following. Fields with 

red headers are required fields. You must also enter either an Additional Amount or Factor. 

 

 
 

Once you have completed entering the information, click on submit to save the data or 

cancel to ignore any data that was entered. 
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Shift Overrides 

Use this function to enter overrides for shifts. Overrides can be expressed as an additional 

amount (such as 50¢ more per hour), a multiplying factor (such as time and a half), or a 

combination of the two (time and a half plus 50¢ per hour). 

 

You can specify which differential comes first, the additional amount or factor. If this is not 

specified, the system will add the additional amount first, and then apply the factor to that 

amount. 

 

 
 

There are three hourly overrides that can be entered: Pay Rate Overrides, Shift Overrides and 

Special Rate Overrides. You can specify the order in which these are applied in Pay Code 

Definition. If no Algorithm Method order is entered, the system will process differentials as 

follows: 

 

If a Special Rate Override exists, it will be calculated. If none exists, then any Pay Rate 

Override will be applied. Next, any Shift Override will be applied. Within each of the 

Override functions, the Additional Amount will be added first, and then the Factor will be 

applied, unless you specify otherwise. 

 

If the Algorithm Methods are specified in Pay Code Definition, the system will use all 3 

overrides if they exist: Special Rates, Pay Rates and Shift.  

 

Each override record is associated with an effective date. The system will use the record that 

is in effect as of the Pay Period End Date.  

 

Depending on your security access, you may see add and delete buttons on this page. To add 

a new shift override click on the add button on the bottom of the page. To update an existing 

shift override, click on the blue text in the left-most column to access that record. To save 

any additions or changes that you make, you must click on submit at the bottom of the page. 

If you do not wish to save any changes that were made, click on the cancel button. 
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To delete information, click on the delete button to the right of the entry. Before the system 

deletes the selected record, the following message appears: “Are you sure you want to delete 

this information?” Click OK to delete the information or Cancel if you want to retain the 

information. 

 

When you add a shift override, you will see a page similar to the following. Fields with red 

headers are required fields. You must also enter either an Additional Amount or Factor. 

 

 
 

Once you have completed entering the information, click on submit to save the data or 

cancel to ignore any data that was entered. 
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Special Rate Overrides 

Use this function to enter overrides for special rates. Overrides can be expressed as an 

additional amount (such as 50¢ more per hour), a multiplying factor (such as time and a half), 

or a combination of the two (time and a half plus 50¢ per hour). 

 

You can specify which differential comes first, the additional amount or factor. If this is not 

specified, the system will add the additional amount first, and then apply the factor to that 

amount. 

 

 
 

There are three hourly overrides that can be entered: Pay Rate Overrides, Shift Overrides and 

Special Rate Overrides. You can specify the order in which these are applied in Pay Code 

Definition. If no Algorithm Method order is entered, the system will process differentials as 

follows: 

 

If a Special Rate Override exists, it will be calculated. If none exists, then any Pay Rate 

Override will be applied. Next, any Shift Override will be applied. Within each of the 

Override functions, the Additional Amount will be added first, and then the Factor will be 

applied, unless you specify otherwise. 

 

If the Algorithm Methods are specified in Pay Code Definition, the system will use all 3 

overrides if they exist: Special Rates, Pay Rates and Shift.  

 

Each override record is associated with an effective date. The system will use the record that 

is in effect as of the Pay Period End Date.  

 

Depending on your security access, you may see add and delete buttons on this page. To add 

a new special rate override click on the add button on the bottom of the page. To update an 

existing special rate override, click on the blue text in the left-most column to access that 

record. To save any additions or changes that you make, you must click on submit at the 

bottom of the page. If you do not wish to save any changes that were made, click on the 

cancel button. 
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To delete information, click on the delete button to the right of the entry. Before the system 

deletes the selected record, the following message appears: “Are you sure you want to delete 

this information?” Click OK to delete the information or Cancel if you want to retain the 

information. 

 

When you add a special rate override, you will see a page similar to the following. Fields 

with red headers are required fields. You must also enter either an Additional Amount or 

Factor. 

 

 
 

Once you have completed entering the information, click on submit to save the data or 

cancel to ignore any data that was entered. 
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Garnishment Exemptions 

This function is used to setup the systemwide rules that apply to garnishments of employee 

pay. These rules establish how the system determines what part of the employee's pay is 

protected from garnishment. 

 

For example, the federal pay exemption rate for a weekly payroll insures that either 75% of 

the employee's pay or 30 times the current minimum wage is exempt from garnishment, 

whichever is greater. However, state governments and court orders can have special 

requirements, and this information must also be entered in this function. 

 

 
 

In order to use the "Default to Fed Formula" checkbox, you must set up a Rate Definition, for 

the same Garnishment Deduction, where the Type Of Garnishment is "fed". This is where the 

system will get the Federal default exemption rules. If an exemption rule is set to default to 

the federal formula, and there is no "fed" garnishment type set up, an error will occur when 

the employee's payment is generated. 

 

Garnishments are handled as a special deduction. To establish a garnishment deduction: 

 

1) Go to the Payroll Deductions Common Object, select or enter the deduction, and set 

the Garnishments option to "yes." 

2) In the Payroll Deductions Common Object table, for any deductions that will reduce 

disposable income before calculating the garnishment deduction, set the Reduce 

Disposable option to “yes”. An example of this might be a Medical deduction.  

3) In the Garnishment Exemptions function, establish the rules used to calculate the 

employee's exempt pay. A garnishment exemption rule may have one or more 

methods to determine the amount of exempt pay, such as 75% of disposable income 

or 30 times the hourly minimum wage amount. When more than one rule exists, the 

system will perform each calculation and exempt the highest amount that is 

calculated. 

4) Use the Deductions function to assign the Payroll Deduction to the employee. 
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Select the Garnishment Deduction you wish to work with and click refresh. Depending on 

your security access, you may see add and delete buttons on this page. To add a new 

garnishment exemption, click on the add button. To see data about garnishment exemptions 

without changing any data, click on the view button. To update an existing garnishment 

exemption record, click on the blue text in the left-most column to access that record.  To 

delete information, click on the delete button to the right of the entry. 

 

To add a garnishment exemption, click on the add button. A page similar to the following 

will appear. Enter the mandatory fields and any optional fields that you wish. When you have 

finished entering information, click on submit at the bottom of the page to save the data or 

cancel to ignore the selections that were made. 

 

 
 

 In the Type of Garnishment field, enter a unique code that will identify this entry to 

the system. This field accepts up to 3 alphanumeric characters. 

 In the Rate Definition field, enter a description of this rule. This field accepts up to 20 

alphanumeric characters. 

 In the Percent Exemption field, enter the percentage of the employee's pay that should 

be protected from garnishment. This field accepts up to 7 digits in the format 

NNN.NNNN. 

 In the Minimum Wage Multiplier field, enter the number that current minimum wage 

amount should be multiplied by, on a weekly basis, to establish the amount of pay 

exempted from garnishment. The calculation will use the federal minimum hourly 

wage amount unless the employee's work state's amount is higher than the federal 

amount. If the employee is paid on a basis other than weekly, the system will 

automatically use the correct frequency. For example, if the federal exemption is 30 

times the minimum wage amount, and the employee is paid bi-weekly, the system 

will calculate 60 times the minimum wage amount. This field accepts up to 7 digits in 

the format NNN.NNNN. 

 In the Annual Fixed Amount field, enter the amount of pay (total for the year) 

exempted from garnishment. This field accepts up to 11 digits in the format 
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NNN,NNN,NNN.NN. If a court order has specified that a certain amount is exempt 

per week, month, etc., annualize this amount and enter it in this field. 

 For the Default to Fed. Formula field: if the exemption uses the federal formula to 

determine exempt pay, click on this option. If you select this option, you must also set 

up an exemption with a Type of Garnishment "FED" for the same deduction. 

 The Court ID and Judge Name fields may be entered if applicable. 

 

When you have finished entering information, click on submit at the bottom of the page to 

save the data or cancel to ignore the selections that were made. 
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Garnishment Payees 

This function is used to define payees who will receive payments generated by the payroll 

system, as either a garnishment check or a child support payment, electronically. 

 

 
 

Depending on your security access, you may see add and delete buttons on this page. To add 

a garnishment payee, click on the add button. To see garnishment payee information without 

changing it, click on the view button. To update an existing garnishment payee, click on the 

blue text in the left-most column to access that record. To save any additions or changes that 

you make, you must click on submit at the bottom of the page. If you do not wish to save 

any changes that were made, click on the cancel button. 

 

To delete information, click on the delete button to the right of the entry. 
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To add a garnishment payee, click on the add button. A page similar to the following will 

appear. Enter the mandatory fields and any optional fields that you wish. When you have 

finished entering information, click on submit at the bottom of the page to save the data or 

cancel to ignore the selections that were made. 

 

 
 

If this is a child support agency and payment is to be made electronically, select the 

‘Electronic Payment Receiving Agency’ checkbox. If the state requires the same FIPS code 

for all payments, enter it on this page. Select the ‘Use Electronic Funds Transfer’ checkbox if 

you have gone through the approval process with the state agency and are ready to create 

electronic payments. If this checkbox is blank, a garnishment check rather than an electronic 

payment will be generated. 

 

When you have finished entering information, click on submit at the bottom of the page to 

save the data or cancel to ignore the selections that were made. 
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Legal Entity By Year 

This function is used to validate a legal entity for a particular year. At least one legal entity 

must be defined before you can use this function.  

 

A legal entity must be associated with a year before you can setup taxation definitions and 

activate employees in payroll for that year. 

 

 
 

Select the Tax Year you wish to work with. Depending on your security access, you may see 

add and delete buttons on this page. To add a new legal entity, click on the add button. To 

delete information, click on the delete button to the right of the entry. 

 

To add a legal entity record, click on the add button. Select the checkbox next to each legal 

entity that you wish to add. When you have finished making your selections, click on submit 

at the bottom of the page to save the data or cancel to ignore the selections that were made. 
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Payroll Administrators 

Use this function to define one or more employees who are the Payroll Administrators for 

each of the pay groups in your company. You can then set up a Message to automatically be 

sent to an employee’s Payroll Administrator(s) when a particular event has occurred on the 

system. 

 

 
 

To specify the payroll administrator(s) for a particular pay group, first select the Legal Entity 

from the drop down list. Then select the Payroll Processing Group. Only the groups that have 

a Pay Calendar for the selected Legal Entity will be shown in the Payroll Processing Group 

drop down list. Employees who have already been defined as that group’s Payroll 

Administrators will be displayed. Depending on your security access, you may see add and 

delete buttons on this page.  

 

In the ‘Add Payroll Administrator’ field, enter the employee number that you wish to 

designate as a payroll administrator. If you do not know the person’s employee number, click 

on the Employee Search button and make your selection from the search page. Then click 

on the add button. 

 

There is no Update page in this function, since employees are either added or deleted as 

Payroll Administrators. 

 

To delete information, click on the delete button to the right of the entry. Before the system 

deletes the selected record, the following message appears: “Are you sure you want to delete 

this information?” Click OK to delete the information or Cancel if you want to retain the 

information. 

 

See the Messaging Setup section of this manual for instructions on how to set up messages to 

automatically be sent to employees’ Payroll Administrators when certain actions take place. 
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Payroll Limit Setup 

Use this function if you wish to have the system check the following for amounts that exceed 

pre-determined limits when payments are being calculated: 

 Total Gross Pay for the pay group 

 Total Net Pay for the pay group 

 Gross Pay Per Individual Payment 

 Net Pay Per Individual Payment 

 Total Hours Per Individual Payment 
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To define a payroll limit, click on the add button. A page similar to the following will 

appear: 

 

 
 

Select the Legal Entity for which you wish to define limits.  

 

If you want to apply these payroll limits to a specific Payroll Processing Group in the 

selected Legal Entity, select it from the drop-down list. If you want the payroll limits to apply 

to all groups within the Legal Entity, select the All Groups option. Note that you may set up 

payroll limits for All Groups and then enter payroll limits for one or more specific groups. 

When processing payroll, the system will first look for payroll limits for the Pay Group being 

processed. For any payroll limit that is not found at the Pay Group level, the system will then 

look for payroll limits for All Groups for the Legal Entity being processed. 

 

Enter the payroll limits that you wish the system to check when calculating gross to net 

payments. You may enter one or more of these amounts. At least one limit must be entered. 

 

The ‘Active’ checkbox defaults to “on”. If you wish to deactivate this payroll limit at a later 

time, you may unselect the ‘Active’ checkbox, and it will no longer be in use. You may also 

delete a payroll limit when you no longer wish to use it. 

 

You may prevent the Close Process from being submitted if any amounts have exceeded the 

individual payment limits and they have not been approved. To do this, select the checkbox 

called ‘Stop Close Process If Limit Exceeded’. If you only wish to display a warning 

message and not stop the Close Process from being submitted when there are unapproved 

limits that have been exceeded for individual payments, do not select this checkbox. Note 

that the Close Process will not be stopped if only the Total Gross Payroll or Total Net 

Payroll amounts are exceeded. 

 

The following functions are also associated with payroll limits: 

 Pending Payments Over Limit 

After payments have been calculated, use this function to see which amounts 

exceeded payroll limits. You may approve individual payments that have exceeded 
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the limit or make corrections if any of the payment amounts are incorrect. When you 

save your changes, the Pending Payments Over Limit Report will be generated. 

 Pending Payments Over Limit Report 

This report can be generated from the Pending Payments Over Limit function or 

can be run separately from this function. It will show the amounts that have exceeded 

the pre-determined payroll limits. If any individual payments have been approved, the 

approval information will be printed. 

 Close Payments Over Limit Report 

If you need to print information about payments that have been closed, use this report. 

It prints the same information as the Pending Payments Over Limit Report, except 

that it prints information for closed payments instead of pending payments. 
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Work Day Index 

Use this function to define the standard number of hours in a work week. If an employee in 

the related payroll processing group works more than the standard number of hours, they 

may be eligible for overtime pay at the average rate they earned for the standard hours. To 

designate an employee as eligible for average rate overtime, select the Eligible For Average 

Rate Overtime option in the Work Profile function. 

 

For example: The standard number of hours in a work week is 40. An employee who is 

eligible for average rate overtime worked 48 hours in one week. She worked 32 hours at 

$10.00 per hour and 16 hours at $12.00 per hour. The average rate she earned ($11.00 per 

hour) is what will be used when calculating the differential for the 8 hours of overtime. 

 

The Work Day Index function is typically used only for weekly and bi-weekly payrolls. 

 

 
 

Depending on your security access, you may see add and delete buttons on this page. To add 

a work day index record click on the add button on the bottom of the page. To update an 

existing record, click on the blue text in the left-most column to access that record. To save 

any additions or changes that you make, you must click on submit at the bottom of the page. 

If you do not wish to save any changes that were made, click on the cancel button. 

 

To delete information, click on the delete button to the right of the entry. Before the system 

deletes the selected record, the following message appears: “Are you sure you want to delete 

this information?” Click OK to delete the information or Cancel if you want to retain the 

information. 
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When you add a work day index record, you will see a page similar to the following.  

 

 
 

Once you have completed entering the information, click on submit to save the data or 

cancel to ignore any data that was entered. 
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G/L Account Validation Report 

This function allows you to print information for missing or invalid general ledger account 

numbers for pending payments. 

 

Based on the Legal Entity, Payroll Processing Group and Pay Period End Date that you 

select, the system will review all pending payments. The program will look at data in the 

Time and Attendance tables as well as lump sums that are being processed for the selected 

date. If there are any blank G/L account number segments, they will be printed on the report. 

Also, if the ‘Validate Account Segments’ checkbox is on in HR System Defaults, the report 

will indicate invalid or inactive accounts, as compared with entries in COA Segment 

Validation. 

 

 
 

Select the Legal Entity and Pay Period End Date for which you wish to generate a report. 

You may select a Payroll Processing Group, or leave this field blank to process all groups 

within the selected legal entity. 

 

When all selections have been entered, click on the submit button. Once the report has 

completed processing, it will be displayed as a PDF file in the Report Master Listing 

function . If you wish to clear your selections, click on the cancel button.  

 

If any information for the selected pay period end date is missing or incorrect, make changes 

to the source data and then re-run those employees through the Payroll Feeder. You may re-

run this report as many times as needed prior to closing the payroll. 
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G/L Setup Report 

Based on the legal entity that you select, the system will print general ledger account 

numbers for the legal entity, taxes, deductions and pay types. If the ‘Validate Account 

Segments’ checkbox is selected in HR System Defaults, the report will indicate invalid or 

inactive accounts, as compared with entries in the COA Segment Validation function. 

 

 
 

This report includes: 

 

 Net pay, tax type (also state and locality if applicable), deduction or pay type 

 Employer Debit Account 

 Employer Credit Account 

 Employee Credit Account 

 

This report can be run at any time to verify that your general ledger account numbers are set 

up properly. 

 

Select one or more companies from the list. Select the tax year for which you wish to access 

data. Employees who have a Miscellaneous Payroll record matching these companies and tax 

year will be processed. 

 

When all selections have been entered, click on the submit button. Once the report has 

completed processing, it will be displayed as a PDF file in the Report Master Listing 

function. If you wish to clear your selections, click on the cancel button.  
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Labor Distribution Definition 

 

Using the fields that are set up in this function, the Labor Distribution Report will print 

pay, taxes and deductions, as well as gross and net pay, for the selected employees and Pay 

Period End Dates. Depending on the organization levels where the employee worked, his/her 

pay amounts will be printed. Taxes and deductions are prorated according to the percent of 

pay in each organization. When a payment is generated, organization levels default to the 

employee’s home levels as stored in Work Profile. They can be overridden in Time and 

Attendance, Lump Sums or Manual Payments. The report uses the Check_Pos table, 

which is populated when payments are closed. 

 

In addition to printing Gross Pay and Net Pay, you have the ability to specify up to 26 fields 

that will print on the Labor Distribution Report. For each employee, up to 13 columns are 

printed, with 2 fields in each column. 

 

To add a record, click on the add button. Enter the Header Number; this will default to the 

next available field number, but can be overridden. You can define up to 26 fields. Next, 

enter Line 1 and Line 2 of the column header for this field. If this field represents hours, 

select the checkbox to print three decimal places instead of two. 

 

The fields, or Header Numbers, that you define will appear in the following order on the 

report. Header Numbers do not print; only Line 1 and Line 2 print as the field heading. 

 
1 3 5 7 9 11 13 15 17 19 21 23 25 

2 4 6 8 10 12 14 16 18 20 22 24 26 

 

For example, if you want to define Header #1 as Regular Wages and Header #2 as Regular 

Hours, you would enter the following information: 

 

Header Number:  1 

Line 1:   Regular 

Line 2:   Wages 

Hours Checkbox:  off 

 

Header Number:  2 

Line 1:   Regular 

Line 2:   Hours 

Hours Checkbox: on (If this checkbox is on, Hours will print with 3 decimal 

 places. If it is off, Hours will print with 2 decimal places.) 

 

Once the Header Number has been defined, assign amounts to be included in that field. 
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From the main page, click on the details button next to the field number that you wish to 

work with. Click update on the Labor Distribution Definition – Select Types page. It will 

display all of the deductions, pay types and taxes that exist on your system. 

 

One or more of the entries on the left side of the window can be selected and added to the 

right side. Use Ctrl and the mouse click to select multiple entries; use Shift and the mouse 

click to select a range of entries. For example, if you wanted to print a field that included all 

of the Indiana county taxes, you would select all of the Indiana county taxes from the 

TaxLocal section and click add to move them to the right side of the window. 

 

To move a Type from the Selected Fields column to the Unselected Fields column, highlight 

it and then click remove. 

 

Below is an example of the field that would be selected for Regular Wages: 

 

 
 

The following types of data are available for selection: 

 
Type Description 

DeductEE Deductions from the Payroll Deductions common object are displayed. On the 
report, the employee-paid portion of the deduction will print. 

DeductER Deductions from the Payroll Deductions common object are displayed. On the 
report, the employer-paid portion of the deduction will print. 

PayType Values from the Pay Types common object are displayed. On the report, the dollar 
amount will print. 

PayTypeH Values from the Pay Types common object are displayed. On the report, the 
number of hours will print. 

TaxFed Employee-paid federal taxes that are defined in Tax Manager are displayed. The 
report prints employee-paid amounts. 

TaxFedER Employer-paid federal taxes are displayed. The report prints employer-paid 
amounts. 

TaxLocal Local Taxes that are defined in Tax Manager are displayed. The report prints 
employee-paid amounts. 

TaxLocalER Employer-paid local taxes are displayed. The report prints employer-paid amounts. 

TaxState State Taxes that are defined in Tax Manager are displayed. The report prints 
employee-paid amounts. 

TaxStateER Employer-paid state taxes are displayed. The report prints employer-paid amounts. 
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You do not need to define Headers for Gross Pay and Net pay. These will automatically print 

in the top and bottom sections of the right-most report column, respectively. 

 

If you need to change the Header Number, column heading, or Hours format for any of the 

fields, click on the Header Number in the left hand column of the main page. Please note that 

the system will not allow you to change a header number to one that already exists. 

 

If you wish to delete a Header Number, click on the Delete button. The system will ask if you 

want to renumber the subsequent headers. If not, all of the header numbers will remain the 

same. If you want to renumber the headers, the next header number will be changed to the 

deleted header number, and so on. 

 

Below is an example of the report that is created by running the Labor Distribution Report 

function. 
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Retirement Plan Preferences 

If employees in your company have access to Retirement Deductions in Employee Self 

Service, use the Retirement Plan Preferences function to define rules corresponding to your 

plan documents. 

 

 
 

The following are also part of the set-up that must be performed in order to allow employees 

to add or update retirement plan deductions: 

 

1. In Employer Deduction Contributions, select the Allow ESS Enrollment checkbox 

for each deduction that employees may update. This field is only available if the 

deduction is associated with a Deduction Type in the Payroll Deductions common 

object. This must be done for deductions in each applicable legal entity. 

2. In Employer Deduction Contributions, if you specify an employer match, the 

system will automatically create an Employer Deductions record as well as a 

Deductions record when an employee adds a retirement deduction. 

3. If you want to send an e-mail notification when an employee adds or updates a 

retirement deduction, go to Messaging Setup and select ES Retirement Deduction in 
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the Process field. You may define different messages for when an employee adds a 

deduction or when an employee updates/stops a deduction. 

4. After the above steps have been completed, go to Employee Security and grant 

access to the Retirement Deductions function. You may grant Update, Add or Delete 

authority, or any combination of these. If you wish to allow only view authority, 

select the Retirement Deductions function but leave the checkboxes blank for Update, 

Add and Delete. 

 

When the employee logs on to Employee Self Service, the Retirement Deductions function 

will appear in the Payroll menu if access to this function has been set up in Employee 

Security, and if there is at least one deduction set up to Allow ESS Enrollment for the 

employee’s legal entity (or entities) for the current year. 

 

An employee will only see allowable “catch up” deductions if he or she will reach age 50 by 

the end of the year. 

 

Enter the necessary information as follows: 
 

Field Description 

Legal Entity Select a legal entity if this preference applies only to employees in this legal 
entity. Leave this field blank if this preference applies to employees in all legal 
entities. 

Benefit Group Select a benefit group if this preference applies only to employees with this 
primary benefit group. Leave this field blank if the preference applies to all 
benefit groups. 

Deduction Select a deduction if this preference applies only to this retirement deduction. 
Leave this field blank if the preference applies to all retirement plan deductions 
that have the Allow ESS Enrollment checkbox selected in Employer Deduction 
Contributions. 

Number of Days 
Required for 
Eligibility 

If the plan specifies that the employee must be employed for a minimum 
number of days, enter the number of days in this field, such as 365 if you 
require a year’s service before the employee can select the deduction. The 
system will add this number of days to his or her Adjusted Hire Date to 
determine if the deduction can be selected. Leave this field blank if there is no 
length of service eligibility requirement. Note that the system will not use the 
eligibility rules that exist in Deduction Definition; they must be specified in 
Retirement Plan Preferences. 

Date Rounding 
Option 

If the calculation of the eligibility date is rounded, select the rounding option 
from Date Rounding Formula, such as Next 1st of month, Next 1st of Quarter, 
etc. This field can be used in conjunction with the Number of Days Required for 
Eligibility to calculate the employee’s eligibility date. If no rounding is to be 
done, leave this field blank. 

Minimum Age If the plan requires that the employee be a minimum age, enter the age in this 
field, such as 21. Leave this field blank if there is no age requirement. 

Provider Name If you wish to display a link to a provider website, enter the name of the 
provider. It will be shown as mouse-over text on the Details link in the 
Retirement Deductions function. 

Provider Link If you wish to display a link to a provider website, enter it in this field, such as: 
http://www.abcretirementplans.com 

Frequency This field determines the frequency with which employees may make changes 
to the deduction. If the plan allows changes to the deduction only at certain 
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Field Description 

intervals, select it from the drop down list. If employees may change their 
deductions at any time, select Unlimited. 

 If the employee must wait until January 1 to make a change, select 
Annual. 

 If the employee must wait until the first day of the next quarter to make 
a change, select Quarterly. 

 If the employee must wait one month until the next change, select 
Monthly. 

 If the employee must wait seven days until the next change, select 
Weekly. 

Note that once a future deduction is created, it can be changed until that date. 
If the employee tries to update the deduction after the Start Date, the 
Frequency rules will again be applied, and a new deduction record will be 
created. 

Allow Percentage If the plan allows the employee to select a percentage of gross pay to be 
deducted from his or her paycheck, select this checkbox. 

Allow Fixed 
Amount 

If the plan allows the employee to select a fixed amount to be deducted from 
each paycheck, select this checkbox. One or both of these checkboxes must 
be selected. If you select both checkboxes, the employee will be allowed to 
enter a percentage or amount, but not both. 

Allow different 
percentage for 
Supplemental Pay 

If the plan allows the employee to select a different percentage to be deducted 
from supplemental pay than from standard pay, select the Yes radio button. If 
the percentage from supplemental pay must be the same as the percentage 
from standard pay, select the No radio button. If this field is set to No, the 
system will populate the Supplemental Percentage with the same value as the 
Regular Percentage when an employee adds a deduction. It will also change 
both fields when an employee updates a deduction. 

Allow different 
amount for 
Supplemental Pay 

If the plan allows the employee to select a different amount to be deducted 
from supplemental pay than from standard pay, select the Yes radio button. If 
the amount from supplemental pay must be the same as the amount from 
standard pay, select the No radio button. If this field is set to No, the system 
will populate the Supplemental Amount with the same value as the Regular 
Amount when an employee adds a deduction. It will also change both fields 
when an employee updates a deduction. 

Minimum 
Percentage 

If the plan allows the employee to have a percentage deducted from gross pay, 
and specifies that the employee must select a minimum percentage, enter it in 
this field, such as 2.0000. 

Maximum 
Percentage 

If the plan allows the employee to have a percentage deducted from gross pay, 
and specifies that the deduction is limited to a certain percentage, enter it in 
this field, such as 15.0000. 

Minimum Amount 
Per Pay Period 

If the plan allows the employee to have a fixed amount deducted from each 
paycheck, and specifies that the employee must select a minimum amount, 
enter it in this field. 

Maximum Amount 
Per Pay Period 

If the plan allows the employee to have a fixed amount deducted from each 
paycheck, and specifies that it cannot be greater than a certain amount, enter it 
in this field. 

Minimum 
Percentage For 
Supplemental Pay 

If the plan allows a separate percentage for supplemental pay, and specifies 
that the employee must select a minimum percentage, enter it in this field. 

Maximum 
Percentage For 
Supplemental Pay 

If the plan allows a separate percentage for supplemental pay, and specifies 
that the deduction is limited to a certain percentage, enter it in this field. If your 
plan allows all of net pay after taxes to be contributed, enter 100%. 

Stop Employer If you allow your employees to stop a retirement plan deduction in Employee 
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Field Description 

Deduction When 
Employee 
Deduction is 
Stopped 

Self Service (by selecting the Delete checkbox in Employee Security), select 
this checkbox if you want any employer deduction to automatically be stopped 
when the employee stops the deduction. If you do not select this checkbox, the 
employer deduction will not have an End Date populated. It will continue 
according to the settings in Employer Deductions. 

Supplemental Pay 
Description 

If you allow employees to enter a separate percentage to be deducted from 
supplemental pay, the column heading in Employee Self Service will be 
“Percent from Supplemental Pay”. If you allow employees to enter a separate 
amount to be deducted from supplemental pay, the column heading in 
Employee Self Service will be “Amount from Supplemental Pay”. If you wish to 
display something other than “Supplemental Pay” in these column headings, 
enter the text in this field. For example, if you want the column heading to say 
“Percent from Bonuses and Commissions”, enter “Bonuses and Commissions” 
(without the quotes) in this field. 

 

If employees in your organization are subject to different plan rules, set up a Retirement Plan 

Preference for each scenario. When an employee goes to the Retirement Deductions 

function in Employee Self Service, the system will use the first matching Retirement Plan 

Preference that it finds, according to this sequence: 

 
Matching Legal Entity Matching Benefit Group Matching Deduction 

Yes Yes Yes 

Yes Blank Yes 

Blank Yes Yes 

Blank Blank Yes 

Yes Yes Blank 

Blank Yes Blank 

Yes Blank Blank 

Blank Blank Blank 
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Notification Setup 

The Notification Setup feature allows employers to send messages to employees. Employees 

may choose which type of message to receive, either an e-mail message, text message or 

both. This is done using the Notification Elections function in Employee Self Service or 

Manager Services. 

 

You may set up a Paycheck Notification record, which sends employees an e-mail and/or text 

message when their paycheck is available on-line. If you wish to use this feature, follow the 

set-up steps listed below. Early each morning, a job automatically runs that will search your 

database to see if any payments will become available in Employee Self Service in the 

Paycheck Information function (using today’s date plus the “Days prior to Check Date to 

display payments in Paycheck Information” in HR System Defaults; if this equals the Check 

Date for any non-voided payments that have been assigned check or voucher numbers, they 

become viewable in Employee Self Service). If any payments are found, and if the employee 

has elected to receive a notification, the system will send the message to the employee.  

 

Depending on your security access, you may see add and delete buttons on the main page. 

To add a notification setup, click on the add button. To update an existing notification setup, 

click on the blue text in the left-most column to access the record. To save any additions or 

changes that you make, you must click on submit at the bottom of the page. If you do not 

wish to save any changes that were made, click on the cancel button. 

. 

To delete information, click on the delete button to the right of the entry. Before the system 

deletes the selected record, the following message appears: “Are you sure you want to delete 

this information?” Click OK to delete the information or Cancel if you want to retain the 

information. 

 

To enable the paycheck notification feature on your system, follow these steps: 

 

 In Notification Setup, add a record for each legal entity whose employees will 

receive a message. In the Message field, the default message will appear when you 

add a record. You may override this by entering your own message. You may insert 

any of the following data fields into the message. A data field must have a back tick 

(not a single quote) at the beginning and end of the field name. 

Employee Number: `employee#`, `emp#`, `employeeno` or `empno` 

Employee’s First Name: `firstname` 

Employee’s Last Name: `lastname` 

Employee’s Full Name: `name`, `empname`, `employeename` or `fullname` 

Check Date: `checkdate` 

Legal Entity: `legalentity` or `entity` 

The URL for Employee Self Service (http://emp.unicornhro.com): `link` or `url` 

http://emp.unicornhro.com/
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 In Common Object Dictionary, access the Cell Carrier table. If you are aware of any 

additional cell carriers that your employees use, add this information. Note that you 

will need the SMS address for each carrier; this can be obtained via an Internet 

search.  

 Once the above set-up steps have been completed, go to Employee Security and give 

access to Notification Elections. This is where your employees will elect to receive an 

e-mail message, a text message, or both. In order for your employees to maintain their 

cell phone information, they will need access to the Address Information function. In 

order for them to maintain their e-mail addresses, they will need access to the E-Mail 

Address function. Review the security settings for these functions. 

 Employees must go to the Notification Elections function in Employee Self Service 

if they wish to receive a message when their paycheck is available. If they wish to 

receive an e-mail message, it must first be entered in E-Mail Addresses. If they wish 

to receive a text message, both their cell phone and the cell carrier must first be 

entered in Address Information. Below is a sample page: 
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Report Distribution 

 

If you choose to have payroll workflow reports posted in the Report Master Listing, add 

specific users in the Report Distribution function.   

 

 
 

The Report Type field is hard coded for “Payroll Reports”.  

 

Enter the legal entity and payroll processing group, if applicable. Then select a user from the 

drop down list and click add.  

 

After pdf files are copied to the Report Master Listing, the user will receive a notification 

email advising the reports are available. The email address of the user is retrieved from the 

User Administration function.  

 

You may receive individual PDF reports in Report Master Listing when a workflow 

completes, or may receive one zip file containing all of the PDF reports for that workflow. 

Go to My Account and select the desired choice in Payroll Report Distribution Delivery. 
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Payroll System Defaults 

This function allows you to set up systemwide variables relating to payroll.  

 

 
 

Enter the necessary information as follows: 

 

 If supplemental pay codes are to be taxed as regular tax rates, select the Treat 

Supplemental Wages as Regular for Withholding option. If supplemental pay codes 

are to be taxed at supplemental tax rates as defined in Tax Manager, leave this checkbox 

empty. 

 The Process payments matching selected organization checkbox may be used in 

conjunction with Position Control. If this checkbox is selected, and you select employees 

by Organization levels in any of the following functions, employees will be displayed for 

each position that matches the selected organization. If this checkbox is not selected, and 

you select employees by Organization levels, they will only be displayed once, according 

to their "home" organization from Work Profile. Selections by Legal Entity and/or 

Scheduled Group are not affected by this checkbox. 

 Payroll Feeder: if checkbox box is selected, employees must be in at least one position 

in order to be paid. 

 On Demand Payment Feeder 

 Pending Payments 

 Payroll Feeder, On Demand Payment Feeder: if checkbox is selected, the organization 

levels from the first pay record being processed will be written to the payment header 
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table (PCheck_Mast). If the checkbox is not selected, the employee's "home" 

organization levels from Work Profile will be written to the payment header table. 

 Time and Attendance: if checkbox is selected, the organization and title of the 

employee's position will be written to time and attendance records that are added. If 

checkbox is not selected, the employee's home organization and title will be written to 

time and attendance records. 

 Global Lump Sums Entry: if checkbox is selected, the organization and title of the 

employee's position will be written to lump sums that are added. If checkbox is not 

selected, the employee's home organization and title will be written to lump sum records. 

 Select the Payee and Docket Number are required for garnishments checkbox if you 

wish these fields to be mandatory when a user is adding or updating a record in the 

Deductions function that is set up as a garnishment. If you remit garnishment amounts to 

payees via checks or electronic payments created in iCON, these two fields must be 

entered.  

 Select the Allow overrides in Tax Elections checkbox to display the Override Tax 

Percent and Additional Tax Percent fields in the Tax Elections function in Manager 

Services. This applies to Federal and State tax elections. If this checkbox is blank, these 

fields will not be available for Federal and State taxes in Manager Services.  

 Select the Show IAT Information in Direct Deposit Accounts checkbox to display IAT 

fields when adding or updating a direct deposit account for an employee. This should 

only be done if the bank that processes your checks and vouchers has approved the bank 

file with IAT information. Clients whose payroll is processed by Unicorn HRO are 

approved for IAT transactions.  

 In the Federal W-2 Forms field, enter the filename of the form your organization uses to 

print federal W-2 forms. If you’re using the form that shipped with iCON, enter w2forms 

or leave this field blank.  

 In the Puerto Rico W-2 Forms field, enter the filename of the form your organization 

uses for Puerto Rico Form 499 R-2/W-2 forms. If you're using the form that shipped with 

iCON, enter w2formpr or leave this field blank. 

 In the Date W-2 is available on Employee Self Service field, enter the 4-digit field 

representing the month and day when employees are able to view their information in the 

W-2 History function in Employee Self Service and Manager Services for the previous 

year. For example, if you created the W-2 History file on January 20, but do not wish 

employees to see their on-line W-2s until February 1, enter 02/01 in this field. 

 

Click on submit to record your selections or click on cancel to exit without saving. 
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Consolidated Group 

To streamline payroll processing, Consolidated Groups are available. Within each group, you 

can specify the organization levels, legal entities and/or payroll processing groups to be run 

in various payroll functions. When you select a Consolidated Group in the Payroll Feeder 

function, all employee populations within that group will be processed. This eliminates the 

need to submit multiple organization levels, legal entities and/or pay groups. When running 

reports by Consolidated Groups, the system will produce a separate report for each selection 

within the group. The ability to select a Consolidated Group is available in the following 

functions: 
 

 Taxable Life Process 

 Payroll Feeder 

 Combined Register 

 HED Register 

 Pending Payments 

 Payment Register 

 Payment Register By Check Date 

 Manual Payment Register 

 Payment Register Voids 

 Payment List 

 

 
 

Depending on your security access, you may see add and delete buttons on this page. To add 

a new consolidated group, click on the add button. To see data about a consolidated group 

without changing any data, click on the view button. To update an existing consolidated 

group definition, click on the blue text in the left-most column to access that record. To work 

with employee populations within a consolidated group, click on the details button. 

  

To delete information, click on the delete button to the right of the entry. 
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When you click on the details button for a consolidated group, a page with tabs will be 

displayed, as shown in this example. 

 

 
 

You have the option of selecting any of the following for each consolidated group: 

 

 Organization 

 Organization and Pay Group 

 Legal Entity 

 Legal Entity and Pay Group 

 

Click on the tab that you wish to work with. Click on add to select an employee population 

to be included with the consolidated group. You may select unlimited populations with each 

group. Below is an example of two legal entity/pay group combinations that will be 

processed when this consolidated group is selected in a payroll function. 
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Payroll Actions 

In this section, you will learn how to enter/maintain the following: 

 Payroll activation 

 Miscellaneous payroll 

 Tax elections 

 Global tax assignment 

 Workers compensation assignment 

 Payroll status 

 Employee deductions 

 Employer deductions 

 Deduction mass entry 

 Deduction data import 

 Clear deduction data import 

 Global employee deduction update 

 Global employer deduction update 

 Deduction limit update 

 Deduction arrears adjustment 

 Employer deduction import 

 Clear employer deduction import data 

 Direct deposit accounts 

 HSA direct deposit 

 Account distribution 

 Employee locations 

 Lump sums 

 Rehire (Payroll) 

 Retirement plan wage adjustment 

 Retirement plan wage adjustment log 

 Retirement plan wage adjustment report 

 Retroactive pay adjustments 

 W-2 healthcare coverage import 

 Notification elections 
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Payroll Activation 

Use this function to activate a new hire on payroll after his or her basic information has been 

entered by HR using the Add Employee function. If you used the New Hire function to 

enter a new employee, the Payroll Activation was part of that process and you do not need to 

enter information here. 

 

If an employee’s payroll information already exists, you will receive an error message to this 

effect. If you need to change existing information, use the Miscellaneous Payroll function. 

 

All fields with red headers are required fields. If you wish to require Scheduled Hours for 

non-exempt employees, select Require Scheduled Hours in HR System Defaults. If you 

wish to be notified if a time card exempt employee, whose salary is not expressed as Hourly, 

has Scheduled Hours that do not equal Annual Hours divided by the Number of Pay Periods 

(for his/her Pay Frequency), select Warn if Scheduled Hours <> Annual Hours/Pay Periods 

in HR System Defaults. The default for Accumulate Retirement Earnings is maintained in 

HR System Defaults. Enter information as necessary and click on submit to save the 

information or click on cancel to end the process. 

 

 
 

After you click submit to save the information, if the employee’s Work State has no state 

income tax, and if the Residence State has a state income tax, the system will ask if income 

tax should be assigned for the Residence State. 
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You will be prompted with the page below if the employee’s work state is different than his 

or her residence state. Select the income tax for the state(s) which apply. If a filing status was 

selected that is not valid for both states, a message will inform you of this; the option to 

assign state income tax to that state will not be available. Click on the submit button when 

you have made your selection. 

 

 
 

If there are different tax rates available for State Income Tax, such as in Arizona and New 

Jersey, a page similar to the following will appear with the available options. Select the 

appropriate one or accept the regular withholding rate (as shown) and click on submit.   
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If either a SUI Account Number or SIT Account Number is missing or inactive for the 

employee’s resident or work state, an error message will appear and you will not be able to 

save the employee’s information until the account number(s) have been entered into the 

system.  

 

When you click on submit, the Tax Elections page is displayed, similar to the page shown 

below: 

 

 
 

To add a tax, click on the add button beside the appropriate tax type. To update a tax, click 

on the effective date of the tax. To view a tax, click on the view button beside the tax you 

wish to display. To delete a tax, click on the delete button. 

 

To help with determining whether an employee is subject to certain local taxes, links to 

websites that provide address lookup searches are provided. When you click on one of these 

links, a separate window will appear with the state’s website. Enter the employee’s address 

information to determine if he or she is subject to the tax. 

 

If the employee’s Work State is Pennsylvania, the system will automatically assigned an 

earned income tax and local services tax for the Work Locality. According to Act 32 

requirements, the system will withhold the earned income tax at the higher of the resident 

rate for the employee’s resident locality or the non-resident rate for the employee’s work 

locality. If additional local taxes need to be assigned, click Add in the Local Tax section. 

When you add a local tax for an employee, and both resident and non-resident tax rates are 

defined in Tax Manager, the system will display a message if the employee’s Resident 

Locality is not the same as the tax being assigned. The system will allow you to update the 

Resident Locality if applicable. 
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Miscellaneous Payroll 

Using this function, you can view the employee’s basic payroll information: hours worked 

per pay period, time card exempt status, primary legal entity (“Yes” if the legal entity 

corresponds to the employee’s second level of organization in Work Profile), etc. 

 

 
 

Depending on your security access, you may see add and delete buttons on this page. To add 

a new record, click on the add button on the bottom of the page. Note that adding a record 

should not be necessary since the New Year Administration function is run each December 

to create records for the new year. 

 

If you wish to delete a record, click on the delete button. Note that you will not be allowed to 

delete a record if there are any payroll dollars associated with this employee. 
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To update an existing record, click on the blue text in the left-most Payroll Year column to 

access that record.  

 

 
 

Additional information on this page is shown in the following example: 

 

 
 

Once you have completed entering the information, click on submit to save the data or 

cancel to ignore any data that was entered. 

 

When saving a record, the system will check to see if the SUI tax has been set up for the 

Work State. If not, an error will appear. Make sure that an active SUI Account Number has 

been set up in SUI and W-2 Manager, and that a tax record exists in Tax Manager. 

 

When updating a record, if you have changed the employee’s home General Ledger Account 

Number, and the employee has lump sums, the system will ask if you wish to change the 
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Account Number on the lump sums. If you choose to update the Account Numbers on lump 

sums, all records with valid organization levels and pay types will be updated. 

 

If you change a Work Locality for an employee whose Work State is Pennsylvania, the 

system will prompt you for the Effective Check Date of the change. If you enter a date, the 

system will automatically write inactive local tax elections for the employee’s current taxes, 

and add active local tax elections for the new Work Locality, since local taxation in 

Pennsylvania is based on the work locality. This will not happen for Philadelphia, since it is 

not subject to Act 32. 

 

 

 



 

Payroll Actions 
 

 
 

 

 

146  iCON Payroll Course 

Global Check Distribution Change 

Use this function to change one Check Distribution Code in Misc. Payroll to another. 

Note that, since Check Distribution Codes can affect multiple legal entities, no security is 

performed on this function. Access can be restricted through the use of Function Security if 

necessary. 

 

To make individual changes to the Check Distribution Code, use the Misc. Payroll function. 

 

 
 

In the From Check Distribution Code field, enter the current code. In the To Check 

Distribution Code field, enter the new Check Distribution Code. This field accepts up to 5 

alphanumeric characters. Enter the Tax Year to be used to select Misc. Payroll records to be 

updated. 

 

Click on submit to send the request to the job server, or click cancel to reset your selections. 
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Tax Elections 

To view or change tax withholding options for an employee, access the Tax Elections 

function. The employee’s primary legal entity will be displayed at the bottom of the page. 

The payroll status for the selected Legal Entity will be shown as display only. If you need to 

change this, select another legal entity from the drop down list and click refresh. The 

employee’s tax elections as of today’s date will be shown. If you wish to see the employee’s 

tax elections as of a different date, enter it in the ‘As Of Date’ field. 

 

When a payment is being processed, the system will get the employee’s current tax elections 

as of the Check Date of the payment. 

 

 
 

Depending on your security access, you may see add and delete buttons on this page. To add 

a new record, click on the add button on the bottom of the page. To see information without 

changing it, click on the view button next to the tax information you wish to see. 

 

To delete information, click on the delete button to the right of the entry. Before the system 

deletes the selected record, the following message appears: “Are you sure you want to delete 

this information?” Click OK to delete the information or Cancel if you want to retain the 

information. 

 

To update an existing record, click on the blue text in the left-most Effective Date column to 

access that record. To save any additions or changes that you make, you must click on 

submit at the bottom of the page. If you do not wish to save any changes that were made, 

click on the cancel button. 
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If you need to add Federal Tax information, click on the add button beside the Federal Tax 

header. Once you select the Federal Tax Type, additional fields may appear. A page similar 

to the following will appear when Federal Income Tax is selected. 

 

 
 

All taxes will display the ‘Active’ and ‘Exempt’ fields. If a tax election is active, taxable 

wages will accumulate and the system will calculate tax. If a tax election is inactive, no 

taxable wages will accumulate and therefore no tax will be calculated. 

 

If a tax election is exempt, wages will accumulate but no tax will be withheld. If an employee 

is subject to a tax but exempt from withholding, the ‘Active’ field must be “Yes” and the 

‘Exempt’ field must be “Yes.” 

 

If you are working with an income tax, enter the information for filing status, exemptions, 

and additional withholdings. If you are working with federal income tax, the following 

additional fields will appear: 

 

 Exempt Expiration Date: If the Exempt field is yes, the system will automatically 

populate the Exempt Expiration Date with February 16 of the year following the 

Effective Date. This can be overridden if necessary. If a Check Date is processed on 

or after this date, and the employee has not submitted a new W-4 form claiming 

Exempt status, the system will use the filing status and number of exemptions from 

the last non-exempt FIT tax election. If the employee has no non-exempt FIT tax 

election records, the system will withhold FIT as Single with zero exemptions, per 

IRS regulations. 

 Non-resident Alien Exemption: If this field applies to the employee, enter the annual 

amount specified by the IRS as a negative number. For taxes such as unemployment 

where there are no filing statuses, these fields will not appear. 

 IRS Lock-In in effect (yes/no), IRS Lock-In Letter Date, Filing Status, Maximum 

exemptions: If an IRS Lock-In letter is received, enter the information in these fields. 
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When the IRS Lock-In checkbox is on, users will not be able to change the 

employee’s elections so that a lesser amount of withholding is calculated. 

 

Note that next to the Company Name, the system will display “Home Company” if you are 

adding a record for the employee’s second level of organization. It will display “Non-Home 

Company” if you are adding a record for a company other than that linked to the employee’s 

second level of organization. When you click submit and you are adding a record for the 

non-home company, a warning message will display to ask if you are sure you want to add 

the record for the non-home company. This is to prevent information from being added for 

companies where the employee is no longer working. 

 

If you need to make a one-time adjustment to the tax, enter the amount, either positive or 

negative, in the Adjustment Amount field. Enter the Pay Period End Date when the 

adjustment should be taken in the Adjustment Effective Date field. When the Pay Period End 

Date is equal to or greater than the Adjustment Effective Date, the adjustment will be taken. 

Once the adjustment is taken, the system will clear the two adjustment fields from the Tax 

Election record. 

 

When all data has been entered, click on submit to record data or cancel to end the process. 

 

If you need to add State Tax information, click on the add button beside the corresponding 

section. If you are adding a state tax type that has been classified as an income tax, fields 

such as ‘Filing Status’ and ‘Number of withholding allowances’ will appear. If income tax 

tables have been defined in Tax Manager for certain filing statuses, the Filing Status drop 

down list will display the valid filing statuses for the state you are working with. If only one 

tax table exists for all filing statuses, the drop down list will display all filing statuses. If you 

are entering information for Nebraska income tax, an extra field for ‘Allow Less Than 3%’ 

will appear. Click on the Yes radio button if the employee has proven that withholding 

amounts less than the mandatory 3% can be withheld. 
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To help with determining whether an employee is subject to certain local taxes, links to 

websites that provide address lookup searches are provided in the Local Tax section. When 

you click on one of these links, a separate window will appear with the state’s website. Enter 

the employee’s address information to determine if he or she is subject to the tax. 

 

If you need to add Local Tax information, click on the add button beside the corresponding 

section. When you add a local tax for an employee, and both resident and non-resident tax 

rates are defined in Tax Manager, the system will display a message if the employee’s 

Resident Locality is not the same as the tax being assigned. The system will allow you to 

update the Resident Locality if applicable. You may also update the Resident Locality or 

Work Locality from the main Tax Elections page. The employee’s current Resident Locality 

and Work Locality are shown in the drop down list. To change either locality, select the new 

value and click Save. This will update the information that is stored in the Misc. Payroll 

function. If you change a Work Locality and the employee’s Work State in Misc. Payroll is 

Pennsylvania, the system will prompt you for the Effective Check Date of the change. If you 

enter the date, the system will suspend the employee’s current local tax elections as of this 

date, and add local tax elections for the new Work Locality as of this date, since local 

taxation in Pennsylvania is based on the work locality. This applies for all localities except 

for Philadelphia, which is not subject to Act 32. 
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Global Tax Assignment 

This function can be used to automatically assign a new state tax to employees with an active 

payroll status, based on your selection criteria. You have the option to create only a report 

that would show you which employees would be assigned the new tax, or you may run the 

update which will create state tax records in the Tax Elections function. An example of this 

would be when the Family Leave Insurance tax was added in New Jersey; this function could 

be used to find all active employees with the New Jersey Unemployment tax, and 

automatically add the FLI tax to these employees. 

 

Enter the selection criteria for the employees that you wish to print or update. If you enter 

only the Required Information for New State Tax Election, the report will include all 

employees in the selected legal entity who have an active payroll status. You may limit the 

employees by selecting other criteria as needed. 
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The remaining selections in this function are shown here: 

 

 
 

Two processing options are available: 

 

 Print report only; no state tax elections will be added 

 Add state tax elections and generate report 

 

Warning! There is no Undo option on this function. If you want to produce a report but 

accidentally click on Add State Tax Elections and Generate Report instead, you’ll have to 

delete each employee’s Tax Election. 

 

Click on submit to send the job to the job server. Click on cancel to reset your selections. 
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Workers Compensation Assignment 

Use this function if you wish to automatically add workers compensation records (state tax 

type "WCTX") in Tax Elections. New records will be assigned as follows: 

 

 Employees will be included if they are in the selected legal entity and optional pay 

group and their current Payroll Status as of the Effective Date has Process Time and 

Attendance or Process Standard Payment selected in the Payroll Statuses common 

object. 

 Each employee's Work State from Misc. Payroll will be retrieved for the year of the 

Effective Date. If Tax Manager has a record for the Work State with Tax Type 

WCTX, a record will be added in Tax Elections for the Effective Date that was 

entered. 

 

When the job completes, a report will be created showing the taxes that were assigned. If the 

state did not have a tax record in Tax Manager and therefore no tax was assigned to the 

employee, a message will print. If any additional workers compensation records need to be 

added to Tax Manager, enter the rates and re-run Workers Compensation Assignment. 

 

 
 

At the Legal Entity field, click on the down-arrow and select the one you want to work with. 

At the Payroll Processing Group field, click on the down-arrow and select the group for 

which workers compensation tax records will be added. Leave this field blank if you wish to 

assign tax records to employees in all Payroll Processing Groups in the selected Legal Entity. 

At the Effective Date field, enter the date that you wish to use to add workers compensation 

records. If you don't want to use the default name, go to the Report ID field and enter a name 

that will uniquely identify your report. Click on submit to submit the job or click on cancel 

to clear the fields. 
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Payroll Status 

To view or add a new employee payroll status, access this function. 

 

 
 

Depending on your security access, you may see add and delete buttons on this page. To add 

a new payroll status, make sure that the correct Legal Entity is shown near the bottom of the 

page. If not, click on the drop down list and select the legal entity you want to access. Click 

on the add button. To update an existing status, click on the blue text in the left-most column 

to access that record. To save any additions or changes that you make, you must click on 

submit at the bottom of the page. If you do not wish to save any changes that were made, 

click on the cancel button. 

 

To delete information, click on the delete button to the right of the entry. Before the system 

deletes the selected record, the following message appears: “Are you sure you want to delete 

this information?” Click OK to delete the information or Cancel if you want to retain the 

information. 
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If you need to add a new payroll status (for example, temporarily deactivate for leave of 

absence), click on add. A page similar to the following will display. Select the new status 

from the pull-down list and enter the effective date.  

 

 
 

Note that next to the Company Name, the system will display “Home Company” if you are 

adding a record for the employee’s second level of organization. It will display “Non-Home 

Company” if you are adding a record for a company other than that linked to the employee’s 

second level of organization. When you click submit and you are adding a record for the 

non-home company, a warning message will display to ask if you are sure you want to add 

the record for the non-home company. This is to prevent information from being added for 

companies where the employee is no longer working. 

 

Click on submit to record information or cancel to abandon the process. 
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Deductions 

To view or add a new deduction formula for an employee, access the Deductions function. 

Deductions for the selected employee will appear. When you first access this function, the 

current, active deductions as of today’s date will be displayed, as well as any future-dated 

deductions that may exist. You may change the Display As Of Date to view deductions that 

were in effect for a different date. You may also select the Show Inactive Deductions 

checkbox to see deductions that were previously in effect. If you wish to see information for 

a different legal entity, select it from the drop down list. After changing any selections, click 

on the refresh button to see the new information.  

 

 
 

This function is used to set up deductions for an employee. To assign an employer-paid 

deduction to an employee, use the Employer Deductions function. Before assigning 

deductions to employees, they must first be set up in Employer Deduction Contributions 

and Deduction Definition. 

 

There are several ways that deductions are assigned to an employee: 

 

First, when an employee is added to the system using either the New Hire or Payroll 

Activation function, deductions that are defined as “Assign On Activation” in the Deduction 

Definition function are assigned to the employee (based on the deduction group that the 

employee is assigned to). If any eligibility date rules are specified, the system will use these 

to calculate the Start Date of the deduction, based on the employee’s Adjusted Hire Date. 

 

Then, when the employee’s benefits selections (including defined contribution plans, FSAs 

and HSAs) are entered into the system, any deductions associated with the selected benefits 

are assigned to the employee. Benefit selections can be entered through the Benefit 
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Enrollment, Flexible Spending Accounts and Health Savings Accounts, as well as First 

Time Enrollment, Open Enrollment and Life Events in Employee Self Service. 

 

You can use the Deductions function to assign deductions to an individual employee. You 

may add a deduction that has been defined for the employee’s Deduction Group in 

Deduction Definition, and that has been defined for the employee’s legal entity in 

Employer Deduction Contributions. To do a mass entry of deductions, the Global 

Employee Deduction Update and Global Employer Deduction Update may be used. The 

Deduction Data Import function is available if you have deduction information in a 

spreadsheet. The Deduction Mass Entry function may also be used to assign deductions to 

employees. 

 

If an employer-paid portion has been defined in Employer Deduction Contributions, a 

corresponding record is automatically created in the Deductions function when the deduction 

is added through the above functions. If any eligibility rules have been defined in Employer 

Deduction Contributions, the system will use these to calculate the Start Date of the 

employer deduction, based on the employee’s Adjusted Hire Date. If you change a deduction 

to Inactive or update the End Date, and there is corresponding records in Employer 

Deductions, a message will appear and ask if you would like to make the same change to the 

Employer Deduction record. If you select OK, the system will update the Employer 

Deduction record with the same Start Date, or the most recent Start Date. 

 

If you change a deduction to Inactive or update the End Date, and there is corresponding 

records in Employer Deductions, a message will appear and ask if you would like to make 

the same change to the Employer Deduction record. If you select OK, the system will update 

the Employer Deduction record with the same Start Date, or the most recent Start Date. 

 

You can enter multiple occurrences of the same deduction for an employee. When the system 

calculates deductions, the deduction with the most current Start Date (equal to or less than 

the Pay Period End Date) is used. This is used to keep a history of the employee's deduction 

definitions for future reference. 

 

Once the deduction has been added to the system, the following criteria must be met before 

the deduction will be taken: 

 

 the deduction must be active (the Active option must be selected in the definition) 

 the deduction's Start Date must be less than or equal to the Pay Period End Date and 

the Pay Period End Date must be less than or equal to the End Date 

 if the deduction is defined for supplemental pay, the pay type must be supplemental; 

if the deduction is defined for regular pay, the pay type must be regular pay 

 the pay must not be excluded in Deduction Pay Exclusions 

 the amount to be deducted must be less than the ceilings defined for the deduction 

 a negative fixed deduction amount can be used to "pay" expense reimbursements to 

an employee 
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Depending on your security access, you may see add and delete buttons on this page. To add 

a new deduction, make sure that the Legal Entity is correct. If the employee works for more 

than one company, select the Legal Entity from the drop down list. The payroll status for the 

selected Legal Entity will be shown as display only. Select the Deduction to add and click on 

the add button on the bottom of the page. To update an existing deduction, click on the blue 

text in the left-most column to access that record. To save any additions or changes that you 

make, you must click on submit at the bottom of the page. If you do not wish to save any 

changes that were made, click on the cancel button. 

 

To delete information, click on the delete button to the right of the entry. Before the system 

deletes the selected record, the following message appears: “Are you sure you want to delete 

this information?” Click OK to delete the information or Cancel if you want to retain the 

information. 

 

To add a deduction, select the deduction you wish to add and then click on the add button. 

You will see a page similar to the following. All fields with red headers are required fields.  

 

 
 

Note that next to the Legal Entity, the system will display “Home Company” if you are 

adding a record for the employee’s second level of organization. It will display “Non-Home 

Company” if you are adding a record for a company other than that linked to the employee’s 

second level of organization. When you click submit and you are adding a record for the 

non-home company, a warning message will display to ask if you are sure you want to add 

the record for the non-home company. This is to prevent information from being added for 

companies where the employee is no longer working. 
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Note that the *Arrears Option is a required field. Here are the definitions of the options 

available for that field. 

 

Click on the down-arrow and select one of the following options:  

 Full Deduction/Arrears - if there isn't enough money available to cover the full 

deduction amount, skip the deduction and take it from the next pay. If the deduction 

cannot be taken in full, do not take any amount but put the full amount in arrears.   

 Full/No Arrears - if there isn't enough money available to cover the full deduction 

amount, skip the deduction and do not attempt to make up the difference. If the 

deduction cannot be taken in full, do not take any amount and do not put anything in 

arrears. 

 Partial Deduction/No Arrears - if there isn't enough money available to cover the full 

deduction amount, take what can be paid and do not attempt to make up the 

difference. If the deduction cannot be taken in full, take a partial deduction for as 

much as possible and do not put the remainder in arrears. 

 Partial Deduction/Arrears - if there isn't enough money available to cover the full 

deduction amount, take what can be paid and make up the difference in the next pay. 

If the deduction cannot be taken in full, take a partial deduction for as much as 

possible, and put the remainder in arrears. 

 No Pay/Full Deduction/Arrears - if there isn't enough money available to cover the 

full deduction amount, skip the deduction and put the amount in arrears even if the 

employee doesn't get paid. Put the deduction into arrears even if the employee has no 

time and attendance data for the pay date. 

 No Pay/Partial Deduction/Arrears - if there isn't enough money available to cover the 

full deduction amount, take what can be paid and put the remaining amount in arrears. 

If the employee is not paid, put the full deduction into arrears. 

 

To save any additions or changes that you make, click on submit at the bottom of the page. If 

you do not wish to save any changes that were made, click on the cancel button. If you 

entered a Start Date that is before the eligibility date that the system calculates (according to 

rules set up in Deduction Definition), a message will appear when you click submit. You 

will have the opportunity to keep the date that you entered or accept the date calculated by 

the program. 

 

If you are working with a retirement deduction that has been associated with a Deduction 

Type in the Payroll Deductions common object, and a deduction has been defined in 

Employer Deduction Contributions as Allow Auto Switch To, the Auto Switch To field will 

appear. If you select the catch-up deduction in the Auto Switch To field, the catch-up 

deduction will not be taken until the ceiling has been reached on the main retirement 

deduction (e.g., 401(k) deduction). The system will first look for the ceiling in the Annual 

Maximum field. If this amount is not 999,999,999.99, it will use this amount. If the amount is 

the default of 999,999,999.99, the system will use the global annual ceiling. If you leave the 

Auto Switch To field blank, the retirement deduction and catch-up deduction will be taken 

concurrently. 
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If you are updating or viewing a deduction that was created as a result of enrolling in a 

benefit plan, FSA or HSA, the associated plan data will be shown as display-only. 

 

If you are working with a deduction that is classified as a garnishment in the Payroll 

Deductions common object, you will see additional fields at the bottom of the page, such as 

the Garnishment Exemption, Payee Name and Administration Fee. 
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Employer Deductions 

To view or add a new employer-paid deduction formula for an employee, access the 

Employer Deductions function. When you first access this function, the current, active 

deductions as of today’s date will be displayed, as well as any future-dated deductions that 

may exist. You may change the Display As Of Date to view deductions that were in effect for 

a different date. You may also select the Show Inactive Deductions checkbox to see 

deductions that were previously in effect. If you wish to see information for a different legal 

entity, select it from the drop down list. After changing any selections, click on the refresh 

button to see the new information.  

 

You can enter multiple occurrences of the same employer deduction for an employee. When 

the system calculates deductions, the employer deduction with the most current Start Date 

(equal to or less than the Pay Period End Date) is used. This is used to keep a history of the 

employer deductions for future reference. 

 

In most cases, an employer deduction is automatically added or updated when the 

corresponding employee deduction is added or updated. Examples of this would be benefit-

related deductions: when the Benefit Update is run, any cost changes automatically create 

new employee deductions and/or employer deductions. However, if you need to maintain 

employer deduction formulas, use this function to do so. 

 

You may use the Employer Deduction Import function to add records to the system. 

 

 
 

Depending on your security access, you may see add and delete buttons on this page.  

 

To add a new employer deduction formula, make sure that the Legal Entity is correct. If the 

employee works for more than one company, select the Legal Entity from the drop down list. 

The payroll status for the selected Legal Entity will be shown as display only. Select the 

Deduction to add and click on the add button on the bottom of the page. To update an 

existing deduction, click on the blue text in the left-most column to access that record. To 
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save any additions or changes that you make, you must click on submit at the bottom of the 

page. If you do not wish to save any changes that were made, click on the cancel button. 

 

To delete information, click on the delete button to the right of the entry. Before the system 

deletes the selected record, the following message appears: “Are you sure you want to delete 

this information?” Click OK to delete the information or Cancel if you want to retain the 

information. 

 

When you click on add to enter an employer deduction, you will see a page similar to the 

one on the following. All fields with red headers are required fields.  

 

 
 

Note that next to the Legal Entity, the system will display “Home Company” if you are 

adding a record for the employee’s second level of organization. It will display “Non-Home 

Company” if you are adding a record for a company other than that linked to the employee’s 

second level of organization. When you click submit and you are adding a record for the 

non-home company, a warning message will display to ask if you are sure you want to add 

the record for the non-home company. This is to prevent information from being added for 

companies where the employee is no longer working. 

 

To save any additions or changes that you make, click on submit at the bottom of the page. If 

you do not wish to save any changes that were made, click on the cancel button. 
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Deduction Mass Entry 

Use this function to enter new deductions for multiple employees and/or deductions. This 

will generate records in the Deductions function. For deductions that have an employer 

match, corresponding records will also be generated in the Employer Deductions function. 

 

 
 

On the first page, enter information that is common to all of the deductions that you will be 

adding. Select the Legal Entity that you wish to access. Also enter/select data in the ‘Arrears 

Option’, ‘Start Date’ and ‘Frequency’ fields, in which data is mandatory. You may also enter 

one or more of the optional fields. If you do not enter information in these fields, the new 

deduction records will be populated with values from Deduction Definition. Click on 

submit to continue to the next page. 
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The information you entered will appear as view only at the top of the next page, as shown in 

the following example.  

 

 
 

Enter the employee number and deduction information. You can use the employee search 

button to find employee numbers. 

 

NOTE:  Garnishment deductions cannot be entered using this function since they require 

additional data elements that do not appear on this page. 

 

To save the data and reset the fields so that you may continue entering data, click on the 

submit button. To save the data and return to the main page of this function, click on the 

done button. You may enter different selections if you need to add more deductions. If you 

wish to return to the setup page without saving the data, click on the cancel button. If you 

wish to clear the data from this page without saving it, click the refresh button. 

 

When you click either submit or done, the system will write new records to the Deductions 

function. If an employer match exists for any of these deductions, the corresponding 

Employer Deduction records will be written. If any errors are found, the system will display 

error messages and the incorrect data will be highlighted in red. 

 



 

Payroll Actions 
 

 
 

 

 

iCON Payroll Course  165 

Deduction Data Import 

Use this function to upload a file containing employee deduction information into the 

Deductions function.  

 

 
 

Click on the Browse button to select the file you wish to import. The file name must contain 

your Customer Number and it must be in the .csv format. 

 

The file must contain one header row. Enter the field names in the header row, separated by a 

comma. You only need to enter the fields you wish to populate, but at least the mandatory 

fields must exist on the file. The mandatory fields are: Legal Entity code, Employee#, 

Deduction Code, Start Date, Frequency, Arrears Option and one of the following: a 

percentage with the Deduction Class, an amount or a rate per labor hour. For any optional 

fields that you do not include, the system will use the fields in Deduction Definition when 

writing the new employee deduction record. Optional fields can be entered as needed. 

 

If an employer match exists for any of the deductions being added, the corresponding 

Employer Deductions will be automatically created. 

 

Garnishment deductions cannot be entered using this function since they require additional 

data elements. 

 

The fields on the file do not need to be in any special order, but the field names in the header 

record must be exactly as shown below. 

 Legal Entity code 

 Employee# 

 Deduction Code 

 Start Date 

 End Date 

 Frequency 

 Arrear option 

 Priority 

 Maximum per month 
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 Maximum per Quarter 

 Maximum per Year 

 Maximum per P/P 

 Maximum Total 

 Algorithm Option 

 Deduction Amount 

 Ded Supp Amount 

 % Regular Pay 

 % Supp Pay 

 Deduction Class 

 Rate Per Labor Hour 

 Auto Switch To 

 

Click on submit to begin the process. The job will be sent to the job server. When the job 

completes, check the Deduction Exceptions Report in Report Master Listing. If no errors 

were found, the report will print No Errors Found. If any errors were found, the report will 

tell you which employee was affected and the reason for the error. All of the system edits that 

exist in the Deductions function will be applied when using the Deduction Data Import 

function. Correct the data and import only the rejected records. 

 

Here is an example of a file to be imported: 

 

 
 

If the header row contains optional fields but no data is to be imported into those fields, a 

comma must be included as a placeholder for that field. For example, if the header row in the 

above example contained the End Date after the Start Date but the first employee’s record 

did not have an end date, the record must contain an extra comma after the Start Date: 

 
olym,300,ade,4/1/2008,,0.50,P 

 

If you find that data populated by Deduction Data Import function needs to be deleted, use 

the Clear Deduction Import Data function. 
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iCON Payroll Course  167 

Clear Deduction Import Data 

Use this function to delete records that were created using the Deduction Data Import 

function. This function will not delete Deduction records that were manually entered; only 

records created by Deduction Data Import will be deleted. 

 

 
 

Select the Legal Entity that you wish to access. You may delete records that were imported 

on a certain date or within a certain date range. Use the ‘Import Date From’ and ‘Import Date 

To’ fields for this purpose or you may delete deductions based on their Start Date. Use the 

‘Start Date From’ and ‘Start Date To’ fields in this situation. You may use Import Dates, 

Start Dates, or both to determine which deduction records to delete. Click the submit button 

to send the job to be processed. 
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Employer Deduction Import 

Use this function to upload a file containing employer-paid deduction information into the 

Employer Deductions function.  

 

 
 

Click on the Browse button to select the file you wish to import. The file name must contain 

your Customer Number and it must be in the .csv format. 

 

The file must contain one header row. Enter the field names in the header row, separated by a 

comma. You only need to enter the fields you wish to populate, but at least the mandatory 

fields must exist on the file. The mandatory fields are: Legal Entity code, Employee#, 

Deduction Code, Start Date, and either a percentage or an amount. For any optional fields 

that you do not include, the system will use the fields in Employer Deduction 

Contributions when writing the new employer deduction record. Optional fields can be 

entered as needed. 

 

The fields on the file do not need to be in any special order, but the field names in the header 

record must be exactly as shown below. 

 

 Legal Entity code 

 Employee# 

 Deduction Code 

 Start Date 

 End Date 

 Frequency 

 Maximum per month 

 Maximum per Quarter 

 Maximum per Year 

 Maximum per P/P 

 Maximum Total 

 Deduction Amount 

 Ded Supp Amount 
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 % Regular Pay 

 % Supp Pay 

 Tier Formula 

 

Valid values in the Tier Formula column are yes, no or blank. If the value is blank, the 

system will write the value from the corresponding Employer Deduction Contributions 

record. 

 

If the header row contains optional fields but no data is to be imported into those fields, a 

comma must be included as a placeholder for that field.  

 

Click on submit to begin the process. The job will be sent to the job server. When the job 

completes, check the Employer Deduction Exceptions Report in Report Master Listing. If 

no errors were found, the report will print No Errors Found. If any errors were found, the 

report will tell you which employee was affected and the reason for the error. All of the 

system edits that exist in the Employer Deductions function will be applied when using the 

Employer Deduction Import function. Correct the data and import only the rejected 

records. 

 

If you find that data populated by Employer Deduction Import function needs to be 

deleted, use the Clear Employer Deduction Import Data function. 
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Clear Employer Deduction Import Data 

Use this function to delete records that were created using the Employer Deduction Import 

function. This function will not delete Employer Deduction records that were manually 

entered; only records created by Employer Deduction Import will be deleted. 

 

 
 

Select the Legal Entity that you wish to access. You may delete records that were imported 

on a certain date or within a certain date range. Use the ‘Import Date From’ and ‘Import Date 

To’ fields for this purpose or you may delete deductions based on their Start Date. Use the 

‘Start Date From’ and ‘Start Date To’ fields in this situation. You may use Import Dates, 

Start Dates, or both to determine which deduction records to delete. Click the submit button 

to send the job to be processed. 
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Global Employee Deduction Update 

This function is used to make and apply changes and updates to employee deduction 

formulas. This function takes the new information and applies it to all employees that match 

the selection criteria. 

 

There are four options available in this function: 

 

 Update All Active Deductions - updates all deductions where the Active option is 

selected and the end date is greater than the effective date of the change. 

 Update All Existing Deductions - updates all deductions (including inactive deductions) 

with a current or future effective date. 

 Update Ceilings - updates ceiling amounts. 

 Add if Deduction not Assigned - used to add this deduction to employees who are in the 

deduction group, but do not have the deduction assigned. 

 

Enter the selection criteria for the employees whose deductions are to be updated. Click next 

to continue. 
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A page similar to the following will appear. If you are updating existing deductions, enter 

only the information that needs to be changed. 

 

 
 

If a deduction record matches the criteria you specify, the fields are updated with the new 

information. If there isn't an exact match, a new record containing the specified information 

is created. 

 

Note: When a new record is created, the new, updated information is used where 

applicable and the remaining fields are populated with the data from the original record. 

If any errors are encountered when the job is running, they will be written to an error log. 

When the job completes, check Report Master Listing to determine if any errors occurred. 

Make any corrections to the information in the Deductions function, and either re-run the 

Global Employee Deduction Update, or manually make the changes in the Deductions 

function. 

 

Click on submit to send the job to the job server. Click on cancel to reset your selections. 
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Global Employer Deduction Update 

This function is used to make and apply changes and updates to employer deduction 

formulas. This function takes the new information and applies it to all employees that match 

the selection criteria. 

 

There are two options available in this function: 

 

 Update All Active Deductions - updates all deductions where the Active option is 

selected and the end date is greater than the effective date of the change. 

 Update All Existing Deductions - updates all deductions (including inactive 

deductions) with a current or future effective date. 

 

Enter the selection criteria for the employees whose employer deductions are to be updated. 

Click next to continue. 
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A page similar to the following will appear. If you are updating existing employer 

deductions, enter only the information that needs to be changed. 

 

 
 

If an employer deduction record matches the criteria you specify, the fields are updated with 

the new information. If there isn't an exact match, a new record containing the specified 

information is created. 

 

Note: When a new record is created, the new, updated information is used where 

applicable and the remaining fields are populated with the data from the original record. 

 

You can also access the Employer Deduction Contributions function to identify the payroll 

deductions used by a legal entity and specify any contributions made by the company toward 

the deduction. 

 

If any errors are encountered when the job is running, they will be written to an error log. 

When the job completes, check Report Master Listing to determine if any errors occurred. 

Make any corrections to the information in the Employer Deductions function, and either 

re-run the Global Employer Deduction Update, or manually make the changes in the 

Employer Deductions function. 

 

Click on submit to send the job to the job server. Click on cancel to reset your selections. 
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Deduction Limit Update 

This function allows you to print a report of employees who have a deduction that has a 

Global Deduction Limit setup; e.g., 401(k), where the employee’s Max Per Year is not equal 

to 999,999,999.99. In most cases, this is the result of an employee being hired during the year 

who has contributed to a 401(k) plan at a previous employer and can only contribute the 

remainder of the amount as an employee of your company. Once the end of the year has been 

reached, those employees will be able to contribute the full amount allowed by the IRS in the 

next year. 

 

 
 

Once you have run the Report Only option, review the report to see if all employees can be 

changed to use the Global Deduction Limit. If so, you may then run the Report and Update 

option to create a new deduction record for these employees with the selected Deduction 

Start Date that has a Max Per Year of 999,999,999.99. By having this amount in the ‘Max 

Per Year’ field, the system will then use the global deduction limit rather than the overridden 

Max Per Year amount. 

 

This report should be run at the end of each year so that any overridden Max Per Year 

amounts, such as for employees hired during the year, can be changed to 999,999,999.99 

effective January 1 of the new year. By doing so, the deduction will use the global deduction 

limit. When the Report and Update option is run, the system will get the first Check Date 

on or after the Deduction Start Date you entered and create a new deduction record with a 

Start Date equal to the Pay Period End Date that corresponds to the first Check Date or the 

Deduction Start Date, whichever comes earlier. After running the Report and Update 

function, you may view the new records in the Deductions function.  

 

If you run the report and determine that some of the employees’ overridden Max Per Year 

amounts must stay in effect for the coming year, you may decide not to run the Report and 

Update option. In that case, you may manually add records in the Deductions function for 

those employees whose Max Per Year as of January 1 should be 999,999,999.99. 
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176  iCON Payroll Course 

Deduction Arrears Adjustment 

Use this function to change an arrears amount for an employee’s deduction. When you first 

access this function, information for the employee’s deductions will be shown, similar to the 

Deduction Accumulators function. 

 

 
 

If necessary, change the Legal Entity, Tax Year and/or Month to see the data you wish to 

access. Click on refresh after changing any of the selections in order to see the new 

information. When you have identified the deduction you wish to update, click on its 

description in the left-hand column. 

 

A page similar to the following will appear. Deduction amounts for month, quarter and year-

to-date will be shown as view-only fields. If there is an Amount in Arrears, it will be 

displayed. 

 

 
 

Enter the new Amount in Arrears and click on submit to save the data or cancel to ignore 

any data that was entered. 
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Direct Deposit Accounts 

You can enter an employee’s direct deposit information using this function. During the pay 

process, the system uses the effective date that's closest to the Pay Period End Date, and then 

looks for the employee's account(s) with the direct deposit start date that's currently in effect. 

Multiple accounts can be associated with each effective date record. 

 

If the employee already has direct deposit accounts set up, you will see one or more Effective 

Dates in the listing. To change existing accounts, click on the date that is currently in effect. 

 

To add new accounts for either an employee who already has direct deposit accounts or for 

an employee who is currently receiving live checks, check that the correct Legal Entity is 

shown. If the employee works for more than legal entity, the primary company will be shown 

here. Select a different legal entity from the drop down list if necessary. Enter the Effective 

Date and click on the add button. 

 

 
 

Depending on your security access, you may see add and delete buttons on this page. To add 

a direct deposit account, click on the add button on the bottom of the page. To update an 

existing account, click on the blue text in the left-most column to access that record. To save 

any additions or changes that you make, you must click on submit at the bottom of the page. 

If you do not wish to save any changes that were made, click on the cancel button. 

 

To delete information, click on the delete button to the right of the entry. Before the system 

deletes the selected record, the following message appears: “Are you sure you want to delete 

this information?” Click OK to delete the information or Cancel if you want to retain the 

information. 
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When you click on add to enter new direct deposit information, the following page will 

appear and it will display any current direct deposit accounts with the corresponding dollar or 

percentage.  

 

 
 

Click on the add button to enter specific account information. On the page that is displayed, 

enter the bank information, account number and type, and either an amount or percentage of 

net pay to be deposited. If you click on Yes in the Deposit Balance field, the system will 

automatically populate 99 in the Priority field; this is required by the system. All fields with 

red headers are required fields. 

 

 
 

Click on submit to record the information or cancel to abandon the process. Continue adding 

direct deposit accounts as requested by the employee.  

 

Note that next to the Company Name, the system will display “Home Company” if you are 

adding a record for the employee’s second level of organization. It will display “Non-Home 

Company” if you are adding a record for a company other than that linked to the employee’s 

second level of organization. When you click submit and you are adding a record for the 

non-home company, a warning message will display to ask if you are sure you want to add 

the record for the non-home company. This is to prevent information from being added for 

companies where the employee is no longer working. 
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Before an employee’s pay can be sent as direct deposit, a test or “pre-notification” record 

may be required by the bank. The pre-notification record also notified the receiving bank that 

the account will be receiving electronic credits. The test transfer contains the same 

information as a standard transfer entry, except it has a zero amount. If any of the pre-

notification information is invalid, the employer will be notified so that the errors can be 

resolved. 

 

Because direct deposit information includes a start date, future employee distribution options 

can be entered immediately. The system will process a pre-notification if requested the next 

time a payroll is run. The live direct deposit will not occur until the Effective Date. 

 

To suspend direct deposit and create live checks, add an Effective Date for the next Pay 

Period End Date. When the system displays the page for adding bank accounts, delete any 

accounts that appear and click on the back button. By only entering an Effective Date, the 

system will produce a live check. 

 

 
 

To suspend direct deposit for a set period of time, enter the date to suspend direct deposit and 

click add from the main page. Then enter the date to resume direct deposit and click add. 

Then click on the date to suspend direct deposit, and delete all of the bank accounts. Click 

back when complete. 

 

You may allow employees to add or update direct deposit information in Employee Self 

Service. Follow these steps: 

 

1) Set up your company rules for direct deposit accounts in Direct Deposit Preferences, 

such as the maximum number of accounts, etc. See the help text for this function for 

detailed instructions.  

2) In Employee Security, grant access to the Direct Deposit Accounts function. 

 

Note that IAT fields will not appear in Employee Self Service. If an employee currently has 

IAT information, he or she will not be able to add or update direct deposit account 

information. It must be done by your Payroll Department or other authorized user in Manager 

Services. 
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HSA Direct Deposit 

If you wish to have Health Savings Account (HSA) deductions directly deposited to 

employees’ bank accounts, first define the allowable deductions in HSA Deductions. Next, 

set up one bank account per employee in the HSA Direct Deposit function. 

 

To add a new account for an employee, check that the correct Legal Entity is shown. If the 

employee works for more than legal entity, the primary company will be shown here. Select 

a different legal entity from the drop down list if necessary. 

 

 
 

Depending on your security access, you may see add and delete buttons on this page. To add 

a direct deposit account, click on the add button on the bottom of the page. To update an 

existing account, click on the blue text in the left-most column to access that record. To save 

any additions or changes that you make, you must click on submit at the bottom of the page. 

If you do not wish to save any changes that were made, click on the cancel button. 

 

To delete information, click on the delete button to the right of the entry. Before the system 

deletes the selected record, the following message appears: “Are you sure you want to delete 

this information?” Click OK to delete the information or Cancel if you want to retain the 

information. 
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When you click on add to enter new direct deposit information, a page similar to the 

following will appear. Enter the bank information, account number and type 

 

 
 

Click on submit to record the information or cancel to abandon the process. 
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Account Distribution 

Use this function to specify a default G/L split for employees who regularly work in more 

than one department, location, etc. For example, if an employee regularly works 50% of the 

time in Department A and 50% of the time in Department B, the corresponding G/L account 

numbers and time allocations can be entered in this function. When the employee is paid, the 

system will automatically apply these percentages to his or her hours and pay. You may still 

override G/L account numbers in time and attendance, lump sums and manual payments. 

Overridden account numbers will not have the account distribution percentages applied. If an 

employee has an override G/L account number in Miscellaneous Payroll, he or she cannot 

have entries in Account Distribution. You must first delete the override G/L account 

number in Miscellaneous Payroll if you wish to enter information in the Account 

Distribution function. 

 

 
 

For an employee who does not have any Account Distribution entries, the Status will show 

“Undefined.” Click on the Legal Entity to add entries. You may add as many entries as 

needed to split the employee’s hours and pay into the appropriate general ledger account 

numbers. For each G/L account number, enter the corresponding percentage. The total of all 

percentages must equal 100%.  
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You may add up to ten files in this function. To add a file, click on add in the Employee Files 

section. A page similar to the following will appear. Click on Browse and select the file that 

you wish to associate with this employee. Click on upload to store the file. 

 

 
 

The file that you uploaded will appear. If the Account Distribution record in the File Types 

common object has Employee Accessible set to Yes, a message will advise you of this: 

Documents may be viewed in Employee Self Service. 

 

 
 

Click on submit to save your changes, or cancel to abandon the process. 
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Employee Locations 

Use this function to assign employees to locations. If a state requires that quarterly wage 

information include employee locations, set up the locations in the SUI and W-2 Manager 

function. Employees may be assigned to locations using either the SUI and W-2 Manager 

function or the Employee Locations function. 

 

You may view data for a particular employee, or for the entire legal entity. Below is an 

example of locations for a particular employee. The system shows the history of the locations 

to which the employee was assigned. You may click on any of the column headings to sort 

by that column, or you may specify multiple sort criteria by clicking on the Add Sort Field 

button. 

 

 
 

You may click on any of the column headings to sort by that column, or you may specify 

multiple sort criteria by clicking on the Add Sort Field button. You may add sort criteria to 

the right-hand box, and then move them up or down as desired. 
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iCON Payroll Course  185 

To assign the employee to a new location, click on the add button. A separate window will 

appear, as shown in this example. 

 

 
 

You may also select the Legal Entity option. By so doing, you may view employees that 

meet the following criteria for the selected legal entity and state: 

 

 All employees that are not in any SUI Location 

 All employees that are in any SUI Location 

 All employees that are in a particular SUI Location 
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If you wish to add one or more employees to a particular location, click on the checkbox(es) 

in the Select column, and click add. Select the location to which they are to be assigned. 

 

 
 

You may click on any of the column headings to sort by that column, or you may specify 

multiple sort criteria by clicking on the Add Sort Field button. You may add sort criteria to 

the right-hand box, and then move them up or down as desired. 
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If you choose to see employees that are in any SUI Location, choose the second radio button. 

A sample page is shown here. You may assign employees to different locations as needed. 

 

 
 

You may choose to see employees that are in a particular SUI Location. Select the location 

you wish to work with. A sample page is shown here. 
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188  iCON Payroll Course 

Lump Sums 

If an employee is to receive a special lump sum payment, i.e., car allowance, you can assign 

the payment to him or her using this function. When the Payroll Feeder is run, active lump 

sums for the selected pay period end date will be processed if they have been set up with 

either the ‘Combine With Regular Payment’ or ‘Separate Payment’ option. Lump sums with 

an option of On Demand payment will be processed when the On Demand Payment Feeder 

is run. 

 

Lump sums may also be entered in the Global Lump Sum Entry function. Records may be 

imported using the Employee Lump Sum Import function. If these entries need to be 

removed, the Employee Lump Sum Reversal function may be used. 

 

The employee’s primary legal entity will be displayed at the bottom of the Lump Sums 

page. If you need to change this, select another legal entity from the drop down list.  

 

You can enter multiple occurrences of the same lump sum for an employee. When the system 

processes lump sums, active records with a Start Date on or before the Pay Period End Date 

and an End Date equal to or greater than the Pay Period End Date will be processed. This is 

used to keep a history of the lump sums for future reference. 

 

When you access this function, the system will display the current record for each pay type, 

as well as any future records. It will display records whose End Date is today or in the future. 

Lump sums that are no longer in effect will not be shown, unless the lump sum is the current 

record for the pay type. If you wish to see all lump sum records, select the Show Historical 

Data checkbox. 
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Depending on your security access, you may see add and delete buttons on this page. To add 

a new lump sum, click on the add button on the bottom of the page. To update an existing 

lump sum, click on the blue text in the left-most column to access that record. To save any 

additions or changes that you make, you must click on submit at the bottom of the page. If 

you do not wish to save any changes that were made, click on the cancel button. 

 

To delete information, click on the delete button to the right of the entry. Before the system 

deletes the selected record, the following message appears: “Are you sure you want to delete 

this information?” Click OK to delete the information or Cancel if you want to retain the 

information. 

 

To update an existing record, click on the blue text in the left-most column to access that 

record. To save any additions or changes that you make, you must click on submit at the 

bottom of the page. If you do not wish to save any changes that were made, click on the 

cancel button. 

 

To add a lump sum, click on the add button. A page similar to the following will appear. All 

fields with red headers are required fields. 

 

 
 

Enter the information for type of pay, from pay period and to pay period, hours or payment 

amount, and frequency. Enter additional information as needed. When all information has 

been entered, click on submit to record data or cancel to end the process. 
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If the employee’s legal entity is set up with the New York option in Legal Entity Definition, 

additional fields will appear for ‘From Date If Earned in Prior Period (NY Only)’ and ‘To 

Date If Earned in Prior Period (NY Only)’.  Enter these dates if the payment represents pay 

earned in a prior pay period, according to New York’s Wage Theft Prevention Act.  

 

By entering these dates, they will appear in the pay section of the employee’s paystub, as 

well as in the Paycheck Information function in Employee Self Service and Manager 

Services. A sample section from paycheck Information is shown below. A separate line will 

be shown for each pay type/date range combination, so that the employee may see the dates 

to which the pay amount applies. 

 

 
 

These dates may also be entered in the Time and Attendance function. 
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Deductions will be taken from the lump sum according to the payroll rules that have been set 

up on your system for this pay type. If you need to further define which deductions to include 

or exclude, click on the Deductions button next to the lump sum. A page similar to the 

following will appear, showing the deductions that are assigned to this employee. 

 

 
 

Both employee-paid and employer-paid deductions for this employee will appear. Put a 

checkmark in the checkbox next to each deduction that should be taken from the lump sum. 

You can use the Select All or Unselect All buttons.  

 

When all information has been entered, click on submit to record data or cancel to end the 

process. 
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Global Lump Sum Entry 

This function is used for mass entry of lump sums. Employees are selected by Organization, 

Pay Period End Date and Payroll Processing Group (optional). They are displayed in the 

order of time card exempt status (No/Yes) and then alphabetically by name. Lump sums 

added in this function can also be viewed or changed in Lump Sums function. Please note 

that lump sums are not included as part of the average overtime rate calculation. To include 

these payments, they must be entered in any of the Time and Attendance functions. 
 

Click on the Organization button and select the organization levels you wish to work with. 

Enter the Pay Period End Date you wish to work with. If you wish to limit the entry to 

employees in one Payroll Processing Group, click on the down-arrow and select the group. 

Select *no value for employees in all Payroll Processing Groups. Click on the down arrow in 

the Filter field and select whether you want to include all employees, time card exempt 

employees or non-exempt employees. Click next to continue. 

 

If you selected all employees, the non-exempt employees will be shown first. Employees will 

then be sorted by name. Click in the checkbox in the Select column for all employees who 

will receive the lump sum. You may click on Select All On Page to select all employees who 

are displayed on the current page. After all of the desired employees have been selected, 

click on add. The Add Lump Sum section will appear at the bottom of the page, similar to 

the example shown below. 
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Enter information as follows: 

 

 Pay 

This listbox will default to the first employee's Default Type of Pay from Misc. 

Payroll, if any, otherwise it will show Regular Pay. Select the pay type to be paid. All 

valid pay types for the legal entity are displayed. 

 Hours 

If the lump sum is to be paid as a number of hours, enter that number in this field. 

This field accepts up to 7 digits in the format N,NNN.NNN. Either the number of 

hours or an Amount must be entered. If both are entered, the Amount will be paid, 

and Hours will be informational only. 

 Amount 
If the lump sum is to be paid as a specific dollar amount, enter it in this field. This 

field accepts up to 13 digits in the format NNN,NNN,NNN.NNNN. 

 From Pay Period 

Enter the date the lump sum is to begin in the From Pay Period field. If the Pay 

Period End Date being processed is in the From and To Pay Period date range, and 

the lump is Active, and the Frequency is set up to be processed, the lump sum will be 

paid. 

 To Pay Period 
If the lump sum is to end on a specific Pay Period End Date, enter it in the To Pay 

Period field. If this field is left blank, the End Date will be the same as the Start Date. 

 Frequency 
The Frequency field defaults to Each Pay Period. It can be changed if necessary to 

specify when the lump sum should be paid, i.e., last pay period of the month. 

 Check Print Option 
The Check Print Option defaults to Separate Payment. It can be changed if this 

payment should be combined with the employee's regular check, or paid as an on-

demand payment. 

 Tax Over Number of Periods 
If the Check Print Option is Separate Payment or On Demand Payment and if the 

lump sum represents pay for more than one pay period, such as three weeks advance 

vacation pay, and you wish to tax the payment as if it were separate payments, enter 

the number in this field. The system will divide the pay by this number, calculate the 

tax for one payment, and then multiply the tax amount times the number of periods. 

 Tax At Frequency 
If the Check Print Option is Separate Payment or On Demand Payment and if the 

lump sum represents a payment with a different frequency (such as a monthly bonus), 

you may select the frequency to be used for tax calculation purposes. You must enter 

a valid code from the Pay Frequencies common object. The system will get the Pay 

Periods Per Year from this value and use it to annualize wages for taxation purposes, 
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rather than using the Pay Frequency in Misc. Payroll. This field does not affect the 

frequency with which the lump sum is paid. Number of Checks must be zero in order 

to use Tax At Frequency. This field is mutually exclusive with Tax Number of 

Periods. 

 

Click on submit to save the information. A lump sum record will be created for each selected 

employee. 

 

You may click on View Totals to see the total number of hours and dollars by pay type that 

have been entered during this session. These numbers are reset to zero when you exit this 

function. 

 

If you need to enter additional data for a particular record that has been added during this 

session, click anywhere on the line of employee data. This will display a section at the 

bottom of the page with the employee’s lump sums. To change this data, click on the Type of 

Pay that you wish to work with. Enter the necessary information as follows. 
 

 Organization ID  

This section displays the organization structure the employee is assigned to. To make 

a change, click on the Organization button. 

 Legal Entity  

This field displays the legal entity that pays the employee. This field cannot be 

changed in this function. 

 Type of Pay  

This field displays the pay type. This field cannot be changed in this function. 

 Active  

A checkmark in this field indicates this information is currently being used in the 

system, and will be processed in the corresponding date range. 

 From Pay Period  

This field displays the start date of the pay period that this earning is going to be 

applied to. This field cannot be changed in this function. 

 To Pay Period  

This field displays the end date of the pay period that this earning is going to be 

applied to. This field cannot be changed in this function. 

 Hours Related to Earning  

If this earning is associated with hours worked, enter the total number of hours here. 

This field accepts up to 7 digits in the format N,NNN.NNN. 

 Payment Amount  

Enter the amount to be paid to the employee. This field accepts up to 11 digits in the 

format NNN,NNN,NNN.NN. 
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 Frequency  

This field indicates when the employee is paid. This field cannot be changed in this 

function. 

 Type of Absence  

Click on the down-arrow and select the reason for the employee's absence. 

 From Work Date  

Enter the last date worked in the pay period.  

 To Work Date  

Enter the date that the worked ended.  

 Job Class  

Click on the down-arrow and indicate the job class. 

 Job Grade  

Click on the down-arrow and indicate the job grade. 

 Check Print Option  

Click on the down-arrow and specify how the payment should be made. If it's to be 

included in the employee's regular check, don't make a selection. If it's to be in a 

separate check within the regular pay cycle, select the Separate Payment option. If it's 

to be included in the On Demand Payment Feeder, select the On Demand Payment 

option. 

 Number of Checks  

If this amount should be split into more than one check, indicate the number of 

checks to be used here. This field accepts 1 digit. 

 Job Title  

Click on the down-arrow and select the employee's job title. 

 Override Direct Deposit  

Select this option if you do not want to pay this earning into an employee's Direct 

Deposit Account. A paper check will be generated. 

 Account Number  

Enter the G/L account number for this pay code.  
 

Click on submit to save the information. 
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Rehire (Payroll) 

This function contains typical actions performed by the Payroll Department when an 

employee is rehired into the same legal entity as he or she previously worked. If you need to 

rehire an employee in a different legal entity, use the Payroll Activation function. 

 

There will likely be additional payroll functions that are used to make any necessary changes 

when an employee is rehired, such as Direct Deposit Accounts and Deductions. It is 

recommended that a myWorkSpace be set up to group all of these functions together. The 

Rehire (Payroll) function should be the first function in the myWorkSpace, followed by any 

other functions needed by the Payroll Department. 

 

The Rehire (Payroll) function will first display a tab for Payroll Status, similar to the 

example shown below. Add the employee’s new payroll status. 
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Next, click on the Misc. Payroll tab. The system will first check to make sure than an entry 

exists for the selected Legal Entity and the current Tax Year. If a record does not exist, the 

system will copy the last record for the selected legal entity to the current year. This is the 

same as running New Year Employee Copy in iCON Tools. Make any necessary changes to 

this record. When the changes have been made, scroll to the bottom of the page and click 

submit to save the changes. 
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Retirement Plan Wage Adjustment 

This function allows you to make adjustments to the wage amounts or hours associated with 

an employee’s retirement plan wage. You may also view the details about adjustments that 

have been made by using the Retirement Plan Wage Adjustment Log, or by running the 

Retirement Plan Wage Adjustment Report. 

 

 
 

The update button will appear if you have Update authority to this function.
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Select the legal entity, tax year and month (optional) to be adjusted. Then click on the update 

button. A page similar to the following will appear. 

 

 
 

Enter the new hours and/or amounts. If you adjust a month’s amount, the system will 

automatically adjust the corresponding quarter and year-to-date amounts. If you adjust a 

quarter’s amount, it will automatically adjust the year-to-date amount. 

 

You may enter Comments; these will be stored and can be viewed in the Retirement Plan 

Wage Adjustment Log. Click submit to save your changes, or cancel to reset the 

information on the page.  
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Retirement Plan Wage Adjustment Log 

This function allows you to view information on adjustments to the wage amounts and hours 

associated with an employee’s retirement plan wages that were made in Retirement Plan 

Wage Adjustment. You may also print a report with this information by running the 

Retirement Plan Wage Adjustment Report. 

 

 
 

The system will default to showing the employee’s home legal entity and the current tax 

year; these may be changed if needed. Click refresh if you change either of these fields.  

 

Click on view next to the adjustment that you wish to see. A sample page is shown below, 

where the Previous and Adjusted Hours and Amounts are shown. 

 

 
 

Data is shown as view-only in this function. Click on ok to return to the main page. 
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Retirement Plan Wage Adjustment Report 

The Retirement Plan Wage Adjustment Report prints information about changes that have 

been made in the Retirement Plan Wage Adjustment function, including the user who 

made the change as well as the date and time of the change. You may also see the 

information in the Retirement Plan Wage Adjustment Log function. 

 

 

 

Select a legal entity from the list, as well as the Tax Year. If you wish to limit the report to 

changes made in a certain date range, enter the From Change Date and To Change Date. 

 

You may enter a different Report ID if you wish. This name will appear in the Report 

Master Listing so that you may identify the report. 

 

When all selections have been entered, click on the submit button. Once the report has 

completed processing, it will be displayed as a PDF file in the Report Master Listing 

function in the Tools section. If you wish to clear your selections, click on the cancel button.  
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Retroactive Pay Adjustments 

Use this function to apply a retroactive pay adjustment to one or more employees. This is 

done after the new salary amount has been entered. The system will calculate any difference 

between what the employee was paid and what should have been paid for the specified time 

period. New pay rates must be updated in one or more of the following functions, whichever 

is applicable, before the retroactive pay can be calculated: 

 

 Salary Change   

 Rate Indexes   

 Pay Rate Overrides   

 Shift Overrides   

 Special Rate Overrides   

 

You can process an adjustment for one employee, the employees in a payroll processing 

group and legal entity, or the employees in a payroll processing group and organization. You 

can also select the type of pay to be processed, or apply the adjustment to all pay types that 

have the Eligible for Retro Pay option selected in Pay Code Definition. When the system sees 

that prior payments should be adjusted, it will create a lump sum record for the difference. 

 

Situations that may require retroactive adjustments include: 

 

 An employee is given a raise effective July 1, but the increase isn't processed until 

September 15. This function calculates the difference between her previous salary and 

the increased salary from July 1 to September 15 and creates a lump sum payment for 

that amount. 

 A new union contract, effective May 15, gives employees an increased overtime rate 

retroactive to January 1. This function calculates the difference between the previous 

overtime rate and the increased rate from January 1 to May 15 and creates lump sum 

payments for the employees who received overtime pay during that time period. 

 

When you process a retroactive pay adjustment, a report of the payments is automatically 

created. The report displays the selections that you made as well as information from the 

employee payments that were processed. The following information is provided on the 

report: 

 

 selected organization structure and payroll processing group 

 from and to pay period end dates 

 lump sum pay type 

 from and to work dates 

 date of lump sum payment 

 each employee's name and ID number 

 pay type 

 pay period end date 
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 work date 

 hours worked  

 original amount paid 

 amount calculated (by the Retroactive Pay Adjustment process) 

 difference (amount of lump sum payment) 

 special rate, if any 

 shift, if any 

 pay rate override, if any 

 

Before you use this function: 

 

 employees must be active on payroll and their Payroll Status must have the Process 

Lump Sums checkbox "on" 

 payments must exist for the time period to be adjusted 

 the new compensation data must be entered with the date it should have become 

effective, in any or all of the five functions previously noted 

 the pay type(s) to be recalculated must have the Eligible For Retro Pay checkbox "on" 

in Pay Code Definition 
 

 
 

Enter information as follows: 
 

 From Pay Period End Date 
Enter the first pay date the adjustment applies to.  

 To Pay Period End Date 

Enter the last pay date the adjustment applies to.  
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 Percent of First Pay Period 

Enter the percentage of the first pay period that the adjustment applies to. For 

example, if the employee is paid on a monthly basis and the salary change is effective 

on the 15th of the month, enter 50 in this field because the adjustment applies to half 

of the pay period. This field accepts up to 5 digits in the format NNN.NN. 

 Percent of Last Pay Period 

Enter the percentage of the last pay period that the adjustment applies to. For 

example, if the employee is paid on a monthly basis and the salary change is effective 

on the 15th of the month, enter 50 in this field because the adjustment applies to half 

of the pay period. This field accepts up to 5 digits in the format NNN.NN. 

 Process Pay Type (Blank for all) 

Click on the down-arrow and select the pay type for which the adjustment will be 

calculated. If more than one pay type is affected, don't make a selection in this field. 

One lump sum amount will be created for each pay type that is adjusted. 

 Lump Sum Pay Type 

If you wish to combine adjustments for all pay types and pay it to the employee as 

one pay type, click on the down-arrow and select the type of pay for the adjustment. 

If you leave this field blank, a lump sum will be created for each pay type for which 

an adjustment was calculated. 

 From Work Date  

If the retroactive pay adjustment is to be based on certain days, and Work Dates have 

been defined in Time and Attendance functions, enter the first date worked. If Work 

Dates are entered, retroactive pay adjustments will only be calculated for time and 

attendance records with Work Dates. 

 To Work Date  

If the retroactive pay adjustment is to be based on certain days, and Work Dates have 

been defined in Time and Attendance functions, enter the last date worked.  

 Lump Sum Date  

Enter the date the payment is to be issued. It must be a valid pay period end date.  

 Report ID  

Enter a name for the report in this field if you don't want to use the default name. If 2 

or more reports are given the same name by the same user, the only way to 

distinguish them is by the time and date they were created. 

 Payment Options  

Indicate how the lump sum(s) should be paid. If you want to combine this payment 

with the employee's regular check, select the Combine With Regular Payment option. 

If you want to issue an on-demand payment, select On Demand Payment. If you want 

to issue a separate check with the regular pay cycle, select Separate Payment. 
 

Click on submit to send the job to the queue or cancel to reset your selections. 
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Please note the following: 

1) Only pay that is associated with a number of hours will be adjusted. Fixed 

amounts are not adjusted. 

2) Retroactive pay adjustments for employees paid by the Job or Position method 

will only be created for payments which were processed after iCON 2.039 was 

installed. 

3) If a payment includes the pay type designated as Average Rate Overtime in Pay 

Code Definition and the Eligible for Retro Pay checkbox is selected, the system 

will recalculate the average rate overtime amount for that payment. 

4) If a payment includes Average Rate Overtime pay, and you select a Pay Type 

other than the Average Rate Overtime pay type, the system will not recalculate 

average rate overtime. 

5) If a payment includes Average Rate Overtime pay, and you enter Work Dates, 

and the Average Rate Overtime pay does not have a Work Date, it will not be 

recalculated. 
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W-2 Healthcare Coverage Import 

Using this function, you can import the Healthcare Coverage Amount from a Comma 

Separated Value (.csv) file into the Miscellaneous Payroll function. If you have an Excel 

file, you must convert it to CSV format before importing it. 

 

The file may contain one header row, but it is not required. If you wish to use a header row, 

enter the following headings in this order:  

 

 Employee# 

 LegalEntity 

 TaxYear 

 HealthCoverageAmount 

 

Enter the field names in the header row, separated by a comma. All four columns are 

mandatory. If any data values start with a zero, such as employee number or legal entity 

code, format the cells for these fields as Text (or another applicable format) in Excel so that 

any leading zeroes are stored. 

 

If you want to change an employee’s Health Coverage Option to “Use System Calculation” 

and clear any Coverage Amount override that may exist, enter either 0 (zero) or C in the 

HealthCoverageAmount field. 

 

If you wish to change an employee’s Health Coverage Option to “Do Not Report Health 

Coverage”, enter D in the HealthCoverageAmount field. 

 

If you enter an amount in the HealthCoverageAmount field of the import file, it will change 

the Health Coverage Option to Use System Calculation if necessary. 

 

The system will use the following edits: 

 

 The file name must contain your Customer Number.  

 The file name cannot contain spaces. 

 The worksheet name cannot contain spaces or dashes.  

 The lump sum import file must contain all fields in the lump sum file. The header row 

with column headings is optional.  
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iCON Payroll Course  207 

Use the Browse button to select the file. If the file has header information in the first row, 

click on the checkbox called ‘Row 1 contains Header Information’. 

 

 
 

Once you have selected a file, click on the submit button to start the process. 

 

Shown here is a sample file: 

 

 
 

When you import the CSV file, the system will validate the data contained in the file and 

attempt to import the amount(s) into Miscellaneous Payroll.  If all data was successfully 

imported, a report called “W2HealthCovImport” will be created in Report Master Listing, 

showing all data from the CSV file. The system will write the W-2 Healthcare Coverage 

Override Amount, and will also set the Health Coverage Option to “Use Health Coverage 

Override Amount”. 
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208  iCON Payroll Course 

If all records cannot be successfully imported, then an error log will be created in Report 

Master Listing, showing all rows in the CSV file that had errors.  It will also specifically state 

what the error is for each problematic row in the CSV file.  If there was a header row in the 

file, that will be considered Row 1. Please note that if there were one or more errors 

encountered during the import, then no records from the CSV file were loaded into the 

system (i.e., the data in the file will only be imported if all rows contain valid data).  If you 

see the error report, then you will need to open up the CSV file and correct the rows that had 

issues before you will be able to successfully import the data in the file into the database.   

 

After correcting any errors in the file and saving the changes, import the file again.  When all 

errors are corrected, the report will show all of the data on the file, and it will be successfully 

imported into the database. To view the data that was imported, access the Miscellaneous 

Payroll function, enter an employee number, and click on the corresponding record. 
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Notification Elections 

This function is used to choose the method(s) in which the employee receives notifications 

from your company. You may select whether the employee should receive notifications via 

e-mail messages, text messages, or both. The employee may specify these elections in 

Employee Self Service if you grant authority to the Notification Elections function in 

Employee Security for the employee’s login group. 

 

The system is currently programmed to send a message when an employee’s paycheck is 

available for viewing in Employee Self Service. To have the paycheck messages sent 

automatically, use the Notification Setup function to define the message that will be sent for 

each legal entity. 

 

In order for an e-mail address to be chosen for an employee, it must be set up in E-Mail 

Addresses. In order for a text message to be chosen, a cell phone number must exist in the 

employee’s current, Active address in the Address function; it must also include the cell 

phone carrier name. If an employee has an Active address for more than one Address Type, 

the Cell Phone number from the current record for each Address Type will be shown in the 

drop down list. If the employee does not have an e-mail address or cell phone, a message will 

advise you of this. 

 

 
 

To set up the employee to have an e-mail message sent, click in the checkbox and select the 

desired e-mail address from the drop down list. To set up the employee to have a text 

message sent, click in the checkbox and select the desired cell phone number from the drop 

down list. 

 

Select the e-mail address and/or cell phone where notifications should be sent. Click on 

submit to save the information, or click on reset to ignore any data that was entered and 

display the original information. 
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(blank) 
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Payroll Information 

In this section, you will learn how to access/maintain the following payroll information: 

 Paycheck information 

 Payment history 

 Payroll listing 

 Tax accumulators 

 Wage accumulators 

 Pay distribution 

 Pay modeling 

 Deduction accumulators 

 Garnishment payment inquiry 

 Tip inquiry 

 Paycheck calculator 

 Net-to-gross calculator 

 Pending payments 
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Paycheck Information 

Use this function to view paycheck information for an employee. This is similar to the 

Paycheck Information function in Employee Self-Service. 

 

 
 

The ‘From Date’ will default to January 1st of the current year and the ‘To Date’ will default 

to today’s date. These dates can be changed if necessary. If you enter different dates, click on 

the refresh button to display a list of paychecks for the selected dates. 

 

To view the pay type, tax and deduction details for any of the payments, click on the Pay 

Period End Date in the left-most column. The details of the payment will be shown. You may 

click on the back button to see the previous payment, or the next button to see the next 

payment in the list. Click ok if you wish to return to the list of payments. 

 

Note that the Paycheck Information function in Employee Self Service does not include the 

following payment types: 

 

 “P” (arrears/paid time off only) 

 “M” (manual adjustments where Display in ESS is no) 

 

The Manager Services function contains all payment types. 
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Payment History 

Use this function to view a list of payments for the selection criteria, as well as view details 

for each payment.  

 

After payroll has been closed, payments may be viewed here. If gross to net payments have 

been calculated but the payroll has not yet been closed, use the Pending Payments function 

to view the payments. 

 

 
 

Select either an employee number or legal entity. Continue to make selections to refine your 

search. A maximum of 5000 payments will be displayed, but it is recommended that you 

make your search as small as possible for easier viewing. You may also change the default 

sort order by adding or removing sort criteria, and moving the selected sort criteria up or 

down in the list. Click submit when all selections have been made. 
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The results of your search will be displayed, as shown in this example. 

 

 
 

There are four areas of data that you may view for each of the payments. The system will 

default to the Pay, Taxes and Deductions radio button at the top of the page. To see this data 

for any of the payments, click on the Employee Number in the left-hand column. A separate 

window will appear as shown in the example below. Click ok when you are finished viewing 

the information. 
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Click on the Job and Absence Data radio button and then click on an employee number to 

view any hours worked in a job class and job grade, as well as any absence hours that were 

associated with this payment. A separate window will appear. Click ok when you are 

finished viewing the information. 

 

 
 

Click on the Direct Deposit and G/L Accounts radio button and then click on an employee 

number to view bank accounts to which pay was deposited, as well as general ledger account 

numbers for this payment. A separate window will appear. Click ok when you are finished 

viewing the information. 
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Click on the Payment Header radio button and then click on an employee number to view the 

legal entity, payment status, dates and other information associated with this payment. Click 

ok when you are finished viewing the information. 

 

 
 

When you are finished viewing the payments, click on ok to return to the main selection 

page.  
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Payroll Listing 

This function allows you to view a list of the employees assigned to a specific payroll 

processing group. Select the legal and effective date of the group, as well as the sort criteria. 

When you click refresh, the system will display a list of the employees who belong to the 

group, along with each employee’s payroll status as of the effective date. This is an inquiry-

only function; data cannot be changed here. The data is displayed from Misc. Payroll and 

Payroll Status. 
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Tax Accumulators 

Use this function to view the employee’s taxable wages and tax amounts for various time 

periods.  

 

If this employee was active on payroll and has received pay, you will see the data under each 

section for federal, state and local taxes. This information cannot be changed here.  

 

 
 

The selections will default to the current Tax Year and the employee’s primary Legal Entity. 

If you wish to view tax information for a different year or company, select the appropriate 

values in the drop down lists and click on the refresh button. 
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To view detailed information about any of the taxes, click on the information in the left-most 

column. A page similar to the following will appear. 

 

 
 

Here you will see tax information for any pending payments, month-to-date amounts, 

quarter-to-date amounts, year-to-date amounts, and general ledger amounts. Click ok to 

return to the list of taxes. 
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Wage Accumulators 

Use this function to view the employee’s total wages for various time periods. This function 

includes amounts for all pay types, whether or not they were subject to taxation. To see 

taxable wage amounts, use the Tax Accumulators function. If the employee is set up in 

Miscellaneous Payroll to Accumulate Retirement Wages, and pay types have been set up in 

Eligible Retirement Plan Earnings and the employee meets the eligibility requirements for 

a retirement deduction, a separate line for Retirement Plan Wages will appear. 

 

If this employee was active on payroll and has received pay, you will see the data for each 

time period, including pending payments, month-to-date amounts, quarter-to-date amounts, 

year-to-date amounts, GL amounts and Fiscal amounts. The information is shown as inquiry 

only; it cannot be changed here.  

 

 
 

The system will default to displaying wage information for the current year and the 

employee’s primary Legal Entity. If you wish to view different information, change the 

information on the bottom of the page. 



 

Payroll Information 
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Click on Retirement Plan Wages to see the accumulators for the pay types that have been set 

up in Eligible Retirement Plan Earnings. 
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Pay Distribution 

Use this function to view amounts and hours by pay type for an employee. 

 

 
 

The system will default to the current year and the employee’s primary Legal Entity. To 

change these values, click on the drop down list and select another value. 

 

To see the details on any of the line items, click on the blue text in the Pay Type column. 

The system will display the details for the first Account Number. You may click on any 

account number to view the corresponding amounts. 
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Pay Modeling 

Use this function to determine how an employee’s net pay will be affected if their deduction 

and/or tax information is changed. This function only processes “what if” calculations; it 

does not process payments or permanently change employee information. It is similar to 

Paycheck Calculator, but allows you more flexibility by first calculating taxes and 

deductions and then allowing you to change individual amounts. 

 

When you enter the employee’s information, the system will display his or her federal, state 

and local withholding information as of the Pay Period End Date you enter, as shown in the 

following example. 

 

 
 

As this point you can change any combination of the following information to calculate 

“what if” situations: 

 

 Federal, state and local filing status 

 Number of federal, state, secondary state and local exemptions 
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224  iCON Payroll Course 

Click on the add button to enter pay information. A page similar to the following will appear. 

 

 
 

Click submit when you have finished entering pay information. You may add as many pay 

records as needed. When you are finished, click on the calculate button from the main page. 
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The system will use the pay information and tax withholding elections that you have entered 

to calculate taxes and deductions. A page similar to the following will be displayed. 

 

 
 

To change an amount, click on the highlighted area. In the case of taxes, click on the Tax 

Type. In the case of deductions, click on the actual deduction amount to be changed. When 

you have updated the selected amount, the system will calculate all tax bases, taxes and 

deductions. Click on ok to return to the main page and display the new net pay amount. 
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Deduction Accumulators 

Use this function to view the employee’s deduction amounts for various time periods.  

 

If this employee was active on payroll and has had deductions taken from pay, you will see 

the data for pending and YTD amounts. This information cannot be changed here.  

 

 
 

The selections will default to the current Tax Year, the employee’s primary Legal Entity and 

the Employee portion of deductions. If you wish to view deduction information for a 

different year or company, to view employer-paid amounts, or to view totals for a particular 

month, select the appropriate values and click on the refresh button. 
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To view detailed information about any of the deductions, click on the information in the 

left-most column. A page similar to the following will appear. 

 

 
 

Here you will see deduction information for any pending payments, month-to-date amounts, 

quarter-to-date amounts, year-to-date amounts, and the total amount taken. If there is a 

maximum for the year or a lifetime maximum, the system will display the Deduction 

Balance. Click ok to return to the list of deductions. If the selected deduction is linked to 

another deduction and they are both using the same ceiling, such as 401(k) and Roth 401(k) 

deductions, a message will appear that year-to-date amounts for all linked deductions were 

used in the calculation of the Deduction Balance. 
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Garnishment Payment Inquiry 

Use this function to view details of garnishment checks. Information in this function is 

display-only; it cannot be changed. 

 

You can specify what payments you want to work with by selecting a check date range, 

employee number, garnishment payee, or check number range, or you can work with all 

garnishment payments. You can also select whether you want to work with printed payments, 

transmitted payments or all payments. 

 

 
 

Amounts that were transmitted electronically will have a system-generated check number. 

This is only used for internal tracking purposes. In the "Type" column, electronic payments 

will show "Transmitted" rather than "Printed" or "Stub" for printed checks. 
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Tip Inquiry 

 

After processing allocated tips in the Employee Gross Receipts function, you may use Tip 

Inquiry to see if any amounts have been calculated for the employees. Please see the section 

on Establishment Gross Receipts for more information on allocating tips for directly tipped 

employees. 

 

 
 

If you select by establishment, you will see the allocated tips for each employee by pay 

period. The system will display all directly tipped employees, the amounts used in the 

calculation, and any allocated tips. 
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If you select by employee, you will see the month-to-date, quarter-to-date and year-to-date 

allocated tips. 
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Paycheck Calculator 

This function is the same as the Paycheck Calculator in Employee Self Service. It can be 

used to calculate what-if scenarios based on various gross pay amounts, tax withholding 

elections and deduction rules. Selections that are made in this function do not change iCON 

information in any way. The data is used for calculations only and no employee information 

will be changed. 

 

In the General Information section, the system will display the employee’s primary company 

and default to the ‘Use Last Paycheck’ option. You can keep these selections, enter a gross 

pay amount, or select a paycheck from a drop down list showing the net pay from the 

employee’s last few payments. 
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In the Tax section, the system will display the employee’s federal, state and local tax 

withholding elections. These can be changed if necessary. The Work State and Resident State 

can also be changed. 

 

 
 

In the Deductions section, the system will display the employee’s active deductions. These 

can be changed if necessary. There is also space to enter up to three additional deductions for 

purposes of this calculation. Deductions can be entered as a flat amount, a percent of gross 

pay, a percent of net pay, a percent of standard pay (scheduled hours times base hourly rate), 

or a rate per hour. 
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If, for example, an employee has asked you what the effect on his net pay would be if he 

changed his 401(k) percent from 3.5% of gross pay to 7%, you can use this function to 

calculate all taxes and deductions based on that information and display the new net pay.  

 

Once you have changed the necessary information, click on the submit button. For the legal 

entity that was selected, the system will get the employee’s pay group from the current year’s 

Misc. Payroll record. From that group’s Pay Calendar, the system will get the next Pay 

Period End Date. Taxes will be calculated using the year of the corresponding Check Date. 

 

On the left side of the next page that is displayed, the system will display the gross pay, 

taxes, deductions, and the calculated net pay. On the right side of the page, the selections 

from the previous page will be shown. A message will be displayed to let you know that this 

may not be the exact amount of the net pay under these circumstances, due to adjustments, 

etc. 

 

 
 

If you need to make additional changes, click on the modify button to return to the initial 

page. 

 

To set all selections back to the original amounts, click on the reset button. 
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Net To Gross Calculator 

This function allows you to enter a net amount of pay for an employee and have the system 

calculate the corresponding gross amount, along with any applicable taxes and deductions, to 

arrive at the desired net pay amount. These types of payments are also called “gross-ups.” 

 

When you access the Net to Gross Calculator function, a page similar to the following will 

appear. Select the Tax Year, Legal Entity, Payroll Processing Group and Pay Period End 

Date for this payment. Click on the calendar button if you need to choose from a list of 

available pay dates for this group. Select the Type of Pay that is to be paid to the employee. 

Enter the Net Amount to be paid. Click on the calculate button. 

 

 
 

The system will calculate the gross amount of pay as well as the taxes and deductions that 

apply to the selected pay type. If the pay is defined as supplemental pay, the system will use 

any supplemental tax rates that apply. The calculation may take several seconds. 
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Click on the review button when it becomes active. The system will display the taxes and 

deductions that have been calculated, similar to the example shown below. 

 

 
 

Click on ok to return to the main page. Then click on the process button if all of the 

information is correct and you wish to continue.  

 

If you wish to cancel this payment and begin a new payment, click on the refresh button. 
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Once you click on the process button, the system will display information similar to the 

following page. If you wish to print a payment document for the employee, leave the ‘Print 

Payment Document’ checkbox on. This will cause the payment to be included the next time 

that the Check Print function is run (or Voucher Print, for a direct deposit voucher). If you 

do not wish to print the payment, unselect this checkbox. You must then select a bank 

account, enter a payment number and the check date. 

 

 
 

If you wish to pay the employee a “live” check rather than a direct deposit voucher, leave the 

‘Override Direct Deposit’ checkbox on. If the employee has direct deposit accounts and you 

wish to pay the amount as a voucher, unselect this checkbox. Click on the process button to 

save the payment. If you do not wish to save the payment, click cancel to clear the 

information. 
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Pending Payments 

This function allows you to view details about payments that have been calculated by the 

Payroll Feeder process. Payments may also be released to the close queue from this 

function. You may limit the pending payments by entering a minimum and maximum gross 

pay amount or you can select payments with any gross pay amount. You may select to 

display the payments in the order of employee number or employee name. 
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To release a payment, click on the ‘Select’ checkbox and then click on the release payments 

button or you can click on the release all payments button to send all payments to the Close 

Queue. 
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To see pay, tax and deduction information for a particular payment, click on the view button. 

A page similar to the following will appear, showing hours and dollars per pay type, 

employee and employer tax information as well as employee and employer deduction 

information. No data may be changed in this function. 
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240  iCON Payroll Course 

W-2 History 

Use this function to reprint an employee’s W-2 forms from a previous year. When you click 

on the desired Tax Year, the system will bring up a separate window and the display four 

copies of the employee’s W-2 as a one-page PDF file. You may print this or save the 

information. When the W-2 is being displayed, you may receive a message about pop-ups if 

your system is configured to do so. Select the option to temporarily block pop-ups, and then 

click Cancel on the message that subsequently appears. 

 

Each W-2 form will contain “REISSUED STATEMENT” per IRS regulations.  

 

Click on the appropriate year in the Instructions column to print instructions for the 

employee.  

 

If a W-2C form has been provided to the employee, the W-2C column will say “yes”; 

otherwise it will be blank.  
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W-2 History Log 

Use this function to view who created W-2 History information. This information is 

generated by selecting the “Official Employee Copies Available on Employee Self Service” 

checkbox in the W-2 Data Generation For Administrators function. By generating this 

data, you can allow employees to view PDF copies of their W-2 forms in the W-2 History 

function in Employee Self Service. 

 

After selecting the legal entity and tax year that you wish to work with, click refresh to 

display data for W-2 History information that was created. 

 

Information cannot be changed in this function; it is shown for historical purposes only. 
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(blank) 
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Payroll Processing 

In this section, you will learn about the following payroll processes: 

 Manual payments 

 Time and attendance import 

 Clear time and attendance data 

 Time and attendance 

 Time and attendance express 

 Time and attendance SB entry 

 Time and attendance report 

 Employee lump sum import 

 Employee lump sum reversal 

 Taxable life process 

 Payroll feeder 

 On demand payment feeder 

 Net to gross payment feeder 

 Pending process queue 

 Pending payment log 

 Pending payment over limit 

 Combined register 

 Payment register 

 HED register 

 Pending payments exception report 

 Submit payroll for processing 

 Update One Employee 

 Establishment gross receipts 

 Employee gross receipts 
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Manual Payment 

Use this function to generate a manual payment. When a manual payment is processed, it is 

submitted to history immediately without going through the pending and close pay cycle 

processes. Month-to-date, quarter-to-date, year-to-date and general ledger accumulators are 

updated and the payment is written to Payment History. 

 

Some examples of when manual payments are issued include: 

 An employee is hired at the end of a pay cycle after checks have been printed. A 

manual check is created, printed, and given to the employee. 

 An employee requested a change in her 401(k) deduction from 4% to 6%. The change 

was incorrectly entered as 60%. The employee receives her check with a small 

amount of net pay and brings it to the Payroll Department. Payroll voids the check, 

corrects the deduction, and issues a new manual payment for the employee. 

 An employee loses his check. Payroll voids the original check and issues a new 

manual payment.  

 An employee takes a vacation day during the pay period and is paid. In the next pay 

cycle, he tells his manager he wanted the day off to be a floater, not a vacation day. 

Payroll issues a manual check with -8 hours of vacation and 8 hours of floater. No 

amount is paid and the adjustment has an audit trail. 
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When you access the Manual Payment function, a page similar to the following will appear: 

 

 
 

The system will default to the current tax year, the employee’s primary company and payroll 

processing group, and the next pay period end date and check date. These can be overridden 

if necessary. Click on the calendar button if you need to choose from a list of available pay 

dates for this group. 

 

Several checkboxes are displayed which allow you to specify how this payment is to be 

processed. Select all that apply. 

 Print Payment Document 
Select this option if you want to print the check or voucher. If this checkbox is blank, 

you will be required to select the bank account and check stock and enter the payment 

number. It will not be available to print in Check Print or Voucher Print. 

 Standard Payment 
Select this option if you want to include the weeks worked for SUI reporting. If this 

checkbox is selected, paid time off plans that accrue by Hours Worked and Pay 

Period will accrue. If this checkbox is blank, they will not accrue. All other paid time 

off accrual types will accrue according to plan rules, regardless of this checkbox. If 

the checkbox is selected, deductions that are set up for arrears will be placed into 

arrears if there is not enough net pay; arrears amounts that already exist will be taken 

if there is enough available net pay. If the checkbox is off, no arrears processing will 

be done. 

 No Taxes 
Select this option if you do not want taxes to be calculated on this payment. The 

payment amount will be added to taxable wages. 
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 No Deductions 
Select this option if you do not want to calculate deductions for this payment. 

 Override Direct Deposit 
Select this option if you do not want to pay this earning into an employee's direct 

deposit account. A paper check will be generated. 

 Manual Adjustment 
Select this option if the payment represents an adjustment only and will not be printed 

and given to the employee. This option can be selected only if the Print Payment 

Document checkbox is blank. If the payment represents a manual adjustment, an 

internal check number will be automatically assigned to the payment and no bank 

information will be required. 

 Deposit To Balance Bank Account 
Select this option if you wish to have 100% of the net pay deposited to the 

employee’s “balance” bank account. A balance bank account is one marked as 

Deposit Balance or where the Percentage is 100%. 

 Display in ESS 
This checkbox will only be available if you select the Manual Adjustment option. 

Typically, adjustment payments are not shown in the Paycheck Information function 

in Employee Self Service. However, you may select this checkbox if you want the 

payment to be shown to employees. Note that all payments are shown in Paycheck 

Information in Manager Services, regardless of this checkbox. 
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When you have marked the appropriate checkboxes, click on the add button to enter pay 

data. Below is an example of this page. 

 

 
 

Enter the necessary information as follows: 

 Type of Pay 
Click on the down-arrow and select the pay type you want to use. 

 Work Hours 
Enter the number of work hours. 

 Pay Amount 
Enter the amount to be paid to the employee. 

 Shift 
Click on the down-arrow and select the shift associated with the hours worked. 

 Special Rate 
If a special rate is being used, click on the down-arrow and select the rate to be used. 

 Job Class 
Click on the down-arrow and select the job class. 

 Job Grade 
Click on the down-arrow and select the job grade. 

 Job Title 

Click on the down-arrow and select the employee's job title if other than the default 

value. 

 Account# 

Enter the G/L account number if you wish to override the standard account number 

for the selected pay type. 

 From Date If Earned In Prior Period (NY Only) 

This field will only appear if the company has been defined as a New York company. 

If this pay was earned in a prior period, enter the beginning date of the period. If you 

enter this date, you must also enter the To Date 
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 To Date If Earned In Prior Period (NY Only) 

If you entered the From Date for New York purposes, enter the last date of the period 

to which the pay amount applies. 

 Organization Structure 
The system displays the organization structure where the employee works. To change 

this information, click on the organization button. 

 

Click on submit to record the information or cancel to ignore the data and return to the 

previous page. The system will return to the original page, where you can click on the add 

button to enter more pay information. 

 

The system will display the payment record(s) you have entered, similar to the following. To 

delete a pay record, click on the del button to the left of the Type of Pay. 
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When you have finished entering pay information, click on the calculate button to view the 

amounts for taxes and deductions. A page similar to the following will be displayed, showing 

the tax base and employee/employer taxes as well as employee/employer deduction amounts. 

 

 
 

If you need to adjust a tax or deduction amount, click on the either the Tax Type or the 

deduction amount. You will see a page similar to the following, where you can change the 

amounts as necessary. Below is an example of how an employee deduction is changed. 

 

 
 

From either the tax or deduction adjustment page, click submit to save the changes or click 

cancel to abandon the changes. When all necessary adjustments have been made, click on ok 

to continue to the main Manual Payment page. 

 

To process the payment, click on the process button. This will save the payment and allow 

you to enter another manual payment if necessary. If you do not wish to process the payment, 

click on the cancel button to clear all information and reset the page. 
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Time and Attendance Import 

Use this function to upload a time and attendance file, for either exempt or non-exempt 

employees, from your PC into the iCON system. A Browse button is provided for you to 

select a file. 

 

Only plain text files such as .txt, .csv and .html can be transferred. If a binary file is selected, 

it will not be transferred. You must include your customer number in the file name. If it is not 

included, a message will be displayed and you will not be allowed to continue. The customer 

number can be anywhere in the file name. 

 

When the job server processes the job, it will write records from the uploaded file to either 

the time and attendance exempt table or the time and attendance non-exempt table, 

depending on your selection. If there are any invalid entries in the file, i.e., an invalid 

employee number or invalid pay code, they will print in the Labor Exceptions Report when 

the job completes. This report should always be checked for error conditions. A second 

report will be created which will show the total hours per pay type as well as total hours on 

the file. 

 

Click on submit to begin the process. 
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File Format for Non-Exempt Employees 

 

There should be no header row. 

The Customer Number must be part of the file name. 

If a field is blank, a comma must exist as a placeholder. 

 
Field# Field Name Attributes 

1 Legal Entity X(05) 

2 Employee No X(12) 

3 Pay Ending Date 99/99/9999 

4 Work Date 99/99/9999 

5 Pay Type X(03) 

6 Hours Worked -Z,ZZ9.999 

7 Week Ending Date 99/99/9999 

8 Shift X(03) 

9 Rate Index X(03) 

10 Rate -ZZZ,ZZ9.9999 

11 Rate Type X(01) 

12 Account Number X(32) 

13 Unused  

14 Unused  

15 Absence Type X(03) 

16 Job Class X(03) 

17 Job Grade X(02) 

18 Order Number X(07) 

19 Batch Number 9(07) 

20 Corp Code X(05) 

21 Comp Code X(05) 

22 Level 3 X(05) 

23 Level 4 X(05) 

24 Level 5 X(05) 

25 Level 6 X(05) 

26 Level 7 X(05) 

27 Job Title X(05) 

28 Unused  

29 Unused  

30 Unused  

31 Special Rate X(03) 

32 From Date NY (only if the company is defined as a New 
York company) 

99/99/9999 

33 To Date NY (only if the company is defined as a New 
York company) 

99/99/9999 

 

Here are sample entries: 

 
YK2,108,5/15/2010,5/14/2010,REG,8,5/10/2010,1,,9.99,H,1234567890,,,VAC,,, 

224466,,CONS,OLYMP,USA,ALPSK,,,,MGR,,,,DBL,, 

YK2,108,5/15/2010,5/13/2010,VAC,8,,,,,,,,,,,,,,,,,,,,,,,,,,, 

YK2,108,5/15/2010,5/12/2010,SIK,8,,,,,,,,,,,,,,,,,,,,,,,,,,, 

YK2,108,5/15/2010,5/11/2010,FLT,8,,,,,,,,,,,,,,,,,,,,,,,,,,, 
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File Format for Exempt Employees 
 

There should be no header row. 

The Customer Number must be part of the file name. 

If a field is blank, a comma must exist as a placeholder. 
 

Field# Field Name Attributes 

1 Legal Entity X(05) 

2 Employee No X(12) 

3 Pay Ending Date 99/99/9999 

4 Work Date 99/99/9999 

5 Pay Type X(03) 

6 Week Ending Date 99/99/9999 

7 Shift X(03) 

8 Rate Index X(03) 

9 Rate -ZZZ,ZZ9.9999 

10 Unused  

11 Rate Type X(01) 

12 Account Number X(32) 

13 Hours Worked -Z,ZZ9.999 

14 Unused  

15 Absence Type X(03) 

16 Job Class X(03) 

17 Job Grade X(02) 

18 Order Number X(07) 

19 Batch Number 9(07) 

20 Corp Code X(05) 

21 Comp Code X(05) 

22 Level 3 X(05) 

23 Level 4 X(05) 

24 Level 5 X(05) 

25 Level 6 X(05) 

26 Level 7 X(05) 

27 Job Title X(05) 

28 Special Rate X(03) 

29 Replace Logical (T or F) 

30 From Date NY (only if the company is defined as a 
New York company) 

99/99/9999 

31 To Date NY (only if the company is defined as a 
New York company) 

99/99/9999 

 

Here is a sample entry: 

 
YK2,403,5/15/2010,5/15/2010,REG,5/10/2010,1,,15.00,,H,122333,40.00,,VAC,,, 

123456,,CONS,OLYMP,USA,ALPSK,,,,MGR,HOL,T,, 
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Clear Time and Attendance Data 

This function can be run to delete selected entries from Time and Attendance (Exempt) and 

Time and Attendance (Non Exempt) tables. It can be used to purge old data that is no longer 

required or to delete entries that were entered in error.  

 

 
 

Choose whether you wish to select the employee population by organization structure or 

legal entity. If you select organization structure, click on the organization level that you wish 

to work with. If you select legal entity, select the Legal Entity.  

 

Select the Payroll Processing Group and Pay Period End Date that you wish to clear. Using 

the Legal Entity (using organization level 2 if you selected an organization structure) and Pay 

Period End Date, the system will get the corresponding entry in Pay Calendars. From the 

selected Pay Period End Date, the system will get the Check Date. Using the Legal Entity 

and year of the Check Date, the system will get the Misc. Payroll record for each employee. 

It uses this record to determine if the employee is in the selected Payroll Processing Group. If 

so, records will be cleared for this employee if the other selection criteria are met. 

 

If you wish to clear only entries for a certain Work Date, enter it in the Work Date field. 

Leave this field blank to clear entries for all Work Dates. 
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If you wish to clear only entries for a certain pay type, select it from the Type of Pay drop 

down list. Leave this field blank to clear entries for all pay types. 

 

Select whether you want to delete data for Non-Exempt employees, Exempt employees, or 

both.  

 

Select whether you want to delete only entries that were imported, entries that are marked as 

recurring, or all time and attendance data. If you select all time and attendance data, the 

system will delete all entries for the selections you have made, including time and attendance 

records that were manually entered. Note that these entries cannot be restored after being 

deleted unless you retrieve them from a backup of your database. 

 

Click on submit to begin the process or cancel to clear your selections. 
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Time and Attendance File Reversal 

Using this function, you can remove time and attendance entries that were brought into the 

system using the Time & Attendance Import function. The system will default to 

displaying files that were imported within the last seven days. You may change the Import 

Date From and Import Date To field to display files imported on other dates. Click refresh to 

see the new search results. 

 

Find the file that you wish to reverse and click on the reverse button next to it. When the 

records have been deleted, a confirmation message will appear and the list of files will be 

refreshed. The file that was reversed will no longer appear in the list. 
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Time and Attendance 

This function may be used to enter time and attendance data for individual employees. To 

enter data for multiple employees, use the Time & Attendance SB Entry function. You may 

use the Time & Attendance Import function to add records to the system. 

 

To enter time and attendance data, select the employee whose data you wish to enter. 

Depending on his or her time card status in Miscellaneous Payroll, the system will display 

Exempt or Non-Exempt. 

 

The ‘Display as of date’ will default to today’s date. The employee’s primary Legal Entity 

will be displayed. Change the Legal Entity if necessary. Enter the Pay Period End Date with 

which you are working to see if any records already exist for this pay period. Click on 

refresh to see the new information. 

 

If you wish to add records, enter the Pay Period End Date in the ‘Select Pay Period End Date 

to Add’ field. The date in this field defaults to the Pay Period End Date on or after today’s 

date. Click on the drop down arrow to select from a list of valid Pay Period End Dates. 

 

Click on the add button. 

 

 
 

Enter the employee’s type of pay and hours worked plus any other information you need. 

Click on the Organization button to change the organization level where these hours were 

worked.  
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Notice that for time card exempt employees, the ‘Replacement Hours’ field appears and 

defaults to “No.” To replace an exempt employee’s regular hours with the hours you entered, 

select the “Yes” option.  

 

 
 

If the employee’s legal entity is set up with the New York option in Legal Entity Definition, 

additional fields will appear for ‘From Date If Earned in Prior Period (NY Only)’ and ‘To 

Date If Earned in Prior Period (NY Only)’.  Enter these dates if the payment represents pay 

earned in a prior pay period, according to New York’s Wage Theft Prevention Act.  

 

By entering these dates, they will appear in the pay section of the employee’s paystub, as 

well as in the Paycheck Information function in Employee Self Service and Manager 

Services. A sample section from paycheck Information is shown below. A separate line will 

be shown for each pay type/date range combination, so that the employee may see the dates 

to which the pay amount applies. These dates may also be entered in Lump Sums. 

 

 
 

To save the data that you entered, click on submit at the bottom of the page. If you do not 

wish to save the data, click on the cancel button. 
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Time & Attendance Express 

If you enter the time and attendance data on a daily basis, you may want to use the Time & 

Attendance Express function. This is an alternative to the Time & Attendance function. 

 

The system will default to the employee’s primary Legal Entity. If you need to change this, 

select another Legal Entity from the drop down list and click on refresh. Select the pay 

period end date that you wish to access. 

 

Fill in one line for each day worked. 

 

Click on submit to record the information. 
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After you submit the changes, the system will display the list of entries for the selected Pay 

Period End Date. If you wish to change any of this data or enter additional data associated 

with any of these entries, click on the blue text in the left-most column. 

 

 
 

A page similar to the following will appear. Make any necessary changes. Note that the Type 

of Pay cannot be changed on this page. To change the type of pay, delete the entry and add a 

new entry. 

 

 
 

To save the data that you entered, click on submit at the bottom of the page. If you do not 

wish to save the data, click on the cancel button. 
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Time & Attendance SB Entry 

The Time & Attendance SB Entry function allows you to select the employee population 

that you wish to access, as well as create columns for the pay types to be entered. You can 

also specify the type of entry, either Hours or Amount, to further refine the page for minimal 

tabbing. You can create templates to save your selections. 

 

Upon accessing the Time & Attendance SB Entry function, the Time and Attendance – 

Select Organization page will be displayed. Select at least the first two organizational levels. 

This is necessary in order to get the associated legal entity from the Company level. To drill 

down to lower levels, click on the “+” button or double click on the organization name. If 

you select an organization that contains lower levels, all of the employees in that level and 

below will be displayed on the Time and Attendance entry page. Once you have highlighted 

the organization, click on the select button. 
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On the Time and Attendance – Specify Criteria page, the Organization that you selected will 

be displayed as well as the corresponding Legal Entity. Enter the Pay Period End Date for 

which payroll data will be entered. Click on the calendar button to select a date from the 

calendar. To have the calendar display a list of valid pay period end dates, first select a 

Payroll Processing Group. 

 

 
 

To use a Template that has already been set up with the sort option and pay types, select it 

from the drop down list. The system will populate the Payroll Processing Group (if one was 

specified), the sort option and the pay types. 

 

To change an existing Template, select it from the drop down list. Make changes to the 

Payroll Processing Group, sort option and/or pay types as necessary. Click on the save 

template button. To change the existing template, do not change the template name. To copy 

it to a new template, enter a different template name. Click on the submit button to save. 

 

To delete a template, select it from the drop down list. Click on the delete template button. 
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To add a new template, select the following: 

 Payroll Processing Group 
If you wish to enter time information for a particular Payroll Processing Group, select 

it from the drop down list. If this field is left blank, employees from all groups within 

the selected organization will be shown. 

 Sort By Employee Name or Employee Number 
Select the method of sorting to be used when the employees are displayed. 

 Select Pay Types 
From the drop down lists, select up to fifteen pay types to be displayed on the top of 

the time entry page. At least one pay type must be selected. Beneath each pay type, 

you can specify whether hours or amounts will be entered. Click on the ‘Absence 

Code’ checkbox if you wish to enter absence and work date information for this pay 

type. 

 

Click on the save template button. A separate page will appear. Enter the template name and 

click on submit to save it. 

 

 
 

If you do not wish to use a template, enter your selections. 

 

Select up to 15 pay types to be entered. Next to each pay type, specify the following: 

 

 Select whether Hours or Amounts will be entered for this pay type. 

 Select the Display Absence Data checkbox if you wish to select an Absence and enter 

a Work Date. 

 Select the Replacement Hours Default checkbox if you want the Replacement Hours 

checkbox to default to “on” for this pay type when entering information for time card 

exempt employees. 

 

Click on the submit button once you have completed your selections. 

 

The next page that appears will display non-exempt employees from the selected 

organization. This is based on the employee’s ‘Time Card Exempt’ checkbox in the 

Miscellaneous Payroll function. 
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At the top of the Time and Attendance By Organization – Non-Exempt Entry page, your 

selections will be displayed. Beneath that will appear column headings with the selected pay 

types. Running totals are displayed for non-exempt and exempt employees by pay type. 

These are updated as data is entered. 

 

In the employee section, employees are sorted in the selected method. For each pay type, 

enter either the number of hours or dollar amount, depending on the type of entry you 

selected. Column headings for each pay type reflect the type of entry that is to be made, 

either in hours or a dollar amount. The maximum hours to be entered are 9,999.999. The 

maximum dollar amount is 999,999.9999. The dollar amount that is entered will be paid as a 

flat amount (not an hourly amount).  

 

 
 

If you selected the ‘Absence Code’ checkbox for any pay types, additional fields for 

‘Absence Code’ and ‘Work Date’ will appear. If you enter an Absence Code, the Work Date 

is required. 
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If you need to view or change other employee information, place the mouse pointer over the 

Employee Number field. A menu will be displayed from which you can select the area with 

which you wish to work, as shown below. Click on the option you wish to use. 

 

Note that in order to see the Time & Attendance Details option in the menu, you must have 

Function Security to Time and Attendance Details. 
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If you click on Salary Change, a page such as the following will be displayed. Manager 

Services displays a page similar to the Salary Change function that can be found in the HR 

Actions menu. Based on your function security, you can add, update or delete salary 

information. When you have made the necessary changes, click on close this window in the 

upper right corner of the window to return to the Time and Attendance page. 

 

 
 

If you select Deductions from the menu on the Time and Attendance page, you will be 

brought to a page such as the one shown here. Manager Services displays a page similar to 

the Deductions function that can be found in the Payroll Actions menu. Based on your 

function security, you can add, update or delete deduction information. When you have made 

the necessary changes, click on close this window in the upper right corner of the window to 

return to the Time and Attendance page. 
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If you select Tax Elections from the menu on the Time and Attendance page, you will be 

brought to a page such as the one shown here. Manager Services displays a page similar to 

the Tax Elections function that can be found in the Payroll Actions menu. Based on your 

function security, you can add, update or delete tax information. When you have made the 

necessary changes, click on close this window in the upper right corner of the window to 

return to the Time and Attendance page. 
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After all entries for non-exempt employees have been made, click on the next button to 

continue. Manager Services will then display the Time and Attendance By Organization – 

Exempt Entry page. All time card exempt employees for the selected organization will then 

be displayed. Entry for exempt employees is the same as for non-exempt employees, with the 

exception of the ‘Replacement (REP.)’ checkbox. If this is indicated with a check mark (the 

default value, unless it was overridden as part of your selection criteria in the Replacement 

Hours Default checkbox), the hours that are entered here will replace the same number of 

hours of the employee’s scheduled hours. If the checkbox is not selected, the hours will be 

added to the employee’s regular hours. If the information is entered as dollars, this field does 

not apply.  

 

For example, if an employee’s scheduled hours are 86.667 and 8 hours of vacation is entered 

with the ‘Replacement’ checkbox selected, the employee will be paid 78.667 hours regular 

pay and 8 hours vacation pay. 

 

When all information has been entered, click on the next button to save it to the database. 

 

 
 

After the last page of exempt employees has been submitted, a confirmation page will appear 

to let you know that the information has been submitted. This page will also include the 

totals for both non-exempt and exempt employees. 
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Time and Attendance Report 

This function allows you to print time and attendance information, lump sums, and paid time 

off overages for the selected employee population and Pay Period End Date. 

 

 
 

If you wish to select a population by organization structure, go to the area called Select 

Employee Population, drill down through the organization chart and click on the appropriate 

organization. The levels will then appear in the Selected Levels box. If you wish to select a 

Legal Entity, click on the radio button ‘By Legal Entity’, and select the company you wish to 

access in the Legal Entity drop-down list. If you wish to print information for only one 

payroll Processing Group, select it from the drop down list. Enter the Pay Period End Date. 

 

In the Select Report Parameters area, you may enter a different Report Name if you wish. 

This name will appear in the Report Master Listing so that you may identify the report. 

 

You may break the report by the employee’s home organization structure or home account 

number. If you select the organization structure, select the organization break level. 

Employees will be sorted by this organization level, and summary totals will be provided at 

this level. 

 



 

Payroll Processing 
 

 
 

 

 

iCON Payroll Course  269 

If you wish to print only employees who are non-exempt and have no time card information 

for the selected Pay Period End Date, click on the checkbox named ‘Print only employees 

with no time card data’. To print all information for the selected Pay Period End Date, 

including employees with no time card data, leave this checkbox blank. 

 

If you wish to print hourly compensation rates for time card exempt employees, click on the 

checkbox named ‘Print rate for time card exempt employees’. To print only hourly rates for 

non-exempt employees, leave this checkbox blank. 

 

If you wish to print the negative replacement hours for time card exempt employees, click on 

the checkbox named ‘Print negative replacement hours’.  To print only the positive 

replacement hours for time card exempt employees, leave this checkbox blank.  This field is 

OFF by default. 

 

Select the sorting method for this report, whether by employee name or employee number. 

 

When all selections have been entered, click on the submit button. Once the report has 

completed processing, it will be displayed as a PDF file in the Report Master Listing 

function. If you wish to clear your selections, click on the cancel button.  
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Time & Attendance Export 

When using a timekeeping system, it may become necessary to update the files in that system 

with new hires, status changes, etc. Use this function to produce such a file. Click on the 

radio button corresponding to the method you wish to use to select the employee population. 

 

 
 

Depending on your selection, the system will display a page where you may define the 

employee population. The example shown below is for the Organization selection type. 

 

 
 

If you chose the Organization and Group radio button, select the Organization Structure, 

Payroll Processing Group and Effective Date you wish to work with. 
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If you chose the Employee radio button, select the Employee Number and Effective Date you 

wish to work with. 

 

If you chose the Legal Entity radio button, select the Legal Entity and Effective Date you 

wish to work with. 

 

If you chose the Legal Entity and Group radio button, select the Legal Entity, Payroll 

Processing Group and Effective Date you wish to work with. 

 

If you chose the Adjusted Hire Date radio button, enter the From and To Adjusted Hire Dates 

that you wish to work with. 

 

Click on submit to export data to a file, or back to restart the process. When the job has 

completed, access the file in Report Master Listing. It will be named TA Export-<job 

number>. It is then available to be imported into your time and attendance product. 
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Employee Lump Sum Import 

Using this function, you can import information from a Comma Separated Value (.csv) file 

into the Lump Sums function. If you have an Excel file, you must convert it to CSV format 

before importing it. 

 

The system will use the following edits: 

 

 The file name must contain your Customer Number.  

 The file name cannot contain spaces. 

 The worksheet name cannot contain spaces or dashes.  

 The Override Direct Deposit column must contain yes or no (cannot be blank). 

 The lump sum import file must contain all fields in the lump sum file. The header row 

with column headings is optional.  

 

Use the Browse button to select the file. If the file has header information in the first row, 

click on the checkbox called ‘Row 1 contains Header Information’. It is recommended that 

you use the template file provided by Unicorn HRO when importing lump sum data into your 

system. The template can be obtained by contacting a Support Representative. 

 

 
 

Once you have selected a file, click on the submit button to start the process. 
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To create a MS-Excel file that can be saved as a CSV file and then imported using the 

Employee Lump Sum Import function, first open the MS-Excel file template that was 

provided by Unicorn HRO.  It should look like the screen shot below. 
 

 
 

For each Employee Lump Sum Earning record that you want to import, enter data in each of 

the columns listed in the table below as indicated (note: you may notice that some of the 

columns shown here are hidden in the MS-Excel file template provided by Unicorn HRO – 

these hidden columns should not be deleted even though they are not required for your use of 

this function).  There should be one row in the MS-Excel file for each Employee Lump Sum 

Earning record. 
 

MS-Excel 
Column 

Field Name What should be entered in this column Sample 
Value(s) 

A Legal Entity 
Code 

Enter the legal entity code as found in the Legal Entities 
payroll common object. 

ABCDE 

B Employee 
Number 

Up to 12-character employee number (including leading 
zeros if applicable). 

12345678 

C Pay Type 
Code 

Enter the pay type code that should be used. BON 

D From Pay 
Ending Date 

This should be the pay period ending date when the 
lump sum begins. It must be entered using 
MM/DD/YYYY format. 

05/14/2010 

E Last Pay 
Ending Date 

This should be the last pay period ending date. It must 
be entered using MM/DD/YYYY format. 

05/14/2010 

F Active? This should always be set to Yes for lump sums that 
are imported and that you want to be active.  If No is 
entered, then the Employee Lump Sum Earning record 
that is imported will not be marked as Active in the 
system. 

Yes or No 



 

Payroll Processing 
 

 
 

 

 

274  iCON Payroll Course 

MS-Excel 
Column 

Field Name What should be entered in this column Sample 
Value(s) 

G Pay 
Frequency 

Enter a P in this column to represent “Each Pay 
Period”, unless the lump sum is to be paid only for 
specific pay frequencies. 

P 

H Amount Enter the amount for the Employee Lump Sum Earning 
(with up to two decimal places).  No dollar sign should 
be included in this field. 

450.00 

I Hours Enter the hours for the Employee Lump Sum Earning 
(with up to three decimal places).  Enter 0.000 if there 
are no applicable hours for a given Employee Lump 
Sum Earning. Either an Amount or Hours, or both, must 
be entered. 

0.000 

J Print Option Enter the Check Print Option as needed: blank to have 
the lump sum combined with the standard payment, S 
for a separate payment, or X for an on demand 
payment. 

S, X 

K Override 
Direct Deposit 

Enter Yes in this column to override direct deposits and 
to force the system to print a check for the given 
employee. If this value is No, direct deposit will not be 
overridden. 

Yes or No 

L GL Acct.  
Override 

For scenarios where the GL account number where you 
want the pay charged is different than the default 
account number for the employee based on their home 
department and pay code, use this field to enter a GL 
account number override.  For example, if you want the 
amount charged to a department that is different than 
the employee’s home department, you would enter the 
correct GL account number here.  Make sure to enter 
spaces as needed to represent blank segments. If no 
GL Account Override is needed, leave this column 
blank.    

  

M 
 

From Work 
Date 

This is an optional field and is hidden on the MS-Excel 
file template. 

 

N 
 

To Work Date This is an optional field and is hidden on the MS-Excel 
file template. 

 

O Number of 
Checks 

This should always be set to 0 (zero) unless you want 
the lump sum divided into a certain number of checks.  

0 

P 
 

Ceiling This is an optional field and is hidden on the MS-Excel 
file template. 

 

Q Absence Type This is an optional field and is hidden on the MS-Excel 
file template. 

 

R Job Class This is an optional field and is hidden on the MS-Excel 
file template. 

 

S Job Grade This is an optional field and is hidden on the MS-Excel 
file template. 

 

T Corp Code This should only be used to indicate an organization 
structure that should be stored with the payment and 
that is different than the employee’s default 
organization structure (as found in the Work Profile 
function).  Otherwise it should be left blank. 
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MS-Excel 
Column 

Field Name What should be entered in this column Sample 
Value(s) 

U Company 
Code 

This should only be used to indicate an organization 
structure that should be stored with the payment and 
that is different than the employee’s default 
organization structure (as found in the Work Profile 
function).  Otherwise it should be left blank. 

 

V Level 3 This should only be used to indicate an organization 
structure that should be stored with the payment and 
that is different than the employee’s default 
organization structure (as found in the Work Profile 
function).  Otherwise it should be left blank. 

 

W Level 4 This should only be used to indicate an organization 
structure that should be stored with the payment and 
that is different than the employee’s default 
organization structure (as found in the Work Profile 
function).  Otherwise it should be left blank. 

 

X Level 5 This should only be used to indicate an organization 
structure that should be stored with the payment and 
that is different than the employee’s default 
organization structure (as found in the Work Profile 
function).  Otherwise it should be left blank. 

 

Y Level 6 This should only be used to indicate an organization 
structure that should be stored with the payment and 
that is different than the employee’s default 
organization structure (as found in the Work Profile 
function).  Otherwise it should be left blank. 

 

Z Level 7 This should only be used to indicate an organization 
structure that should be stored with the payment and 
that is different than the employee’s default 
organization structure (as found in the Work Profile 
function).  Otherwise it should be left blank. 

 

AA Job Title 
Code 

This should only be used to indicate a job title that 
should be stored with the payment and that is different 
than the employee’s current job title.  Otherwise it 
should be left blank. 

 

AB Retro Rate This is an optional field and is hidden on the MS-Excel 
file template. 

 

AC From Date NY From Date NY (only if the company is defined as a New 
York company) 

 

AD To Date NY To Date NY (only if the company is defined as a New 
York company) 

 

AE Tax Over 
Number of 
Periods 

If the Check Print Option is Separate Payment or On 
Demand Payment, and the lump sum represents more 
than one period (such as 3 weeks advance vacation 
pay), you may enter the number of periods in this field. 
It will be used to divide pay into this number of periods, 
calculate the tax for one period, and then multiply that 
amount by the number of periods. It does not affect the 
number of checks that are created. Number of Checks 
must be zero in order to use Tax Number of Periods. 
This field is mutually exclusive with Tax At Frequency. 

3 
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MS-Excel 
Column 

Field Name What should be entered in this column Sample 
Value(s) 

AF Tax At 
Frequency 

If the Check Print Option is Separate Payment or On 
Demand Payment, and the lump sum represents a 
payment with a different frequency (such as a monthly 
bonus), you may select the frequency to be used for tax 
calculation purposes. You must enter a valid code from 
the Pay Frequencies common object. The system will 
get the Pay Periods Per Year from this value and use it 
to annual pay for taxation purposes, rather than the 
employee’s Pay Frequency in Misc. Payroll. This field 
does not affect the frequency with which the lump sum 
is paid. Number of Checks must be zero in order to use 
Tax Number of Periods. This field is mutually exclusive 
with Tax Number of Periods. 

M 

 

Note: for columns A, C, D, E, F, G, I, J, K, and O, you can simply copy the values from the 

first row to every other row as they should be the same for each row in the file. Also, please 

make sure that there are no rows of data on the worksheet after the last row containing valid 

Employee Lump Sum Earnings data to be imported.  For example, if you have inserted totals 

calculations at the bottom of the entries they must be removed. 

 

Once all data has been entered, click File, then Save As, then select a file name and location 

on your computer (preferably somewhere on the c:\ drive).  Close the CSV file.  
 

When you import the CSV file using the Employee Lump Sum Import function, the system 

will validate the data contained in the file and attempt to import it into Lump Sums.  If all 

records were successfully imported, a report will be created in Report Master Listing, 

showing all rows from the CSV file that were imported (see screen shot below for an 

example).    

 

 
 

If all records cannot be successfully imported, then an error log will be created in Report 

Master Listing, showing all rows in the CSV file that had errors.  It will also specifically state 

what the error is for each problematic row in the CSV file (see screen shot on the following 

page for an example).  If there was a header row in the file, that will be considered Row 1. 

Please note that if there were one or more errors encountered during the import and you see 

the error report on your screen, then you should note that no records from the CSV file were 

loaded into the system (i.e., the data in the file will only be imported if all rows contain valid 
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data).  If you see the error report, then you will need to open up the CSV file and correct the 

rows that had issues before you will be able to successfully import the data in the file into the 

database.   

 

 
 

After correcting any errors in the file and saving the changes, return to step 1 above and start 

the process over.  When all errors are corrected, then the data will be successfully imported 

into the database. 

 

To view the data that was imported using the Employee Lump Sum Import function, access 

the Lump Sums function, enter an employee number and legal entity, then click on the data 

in the left column to see the corresponding record. 
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Employee Lump Sum Reversal 

Using this function, you can remove lump sum entries that were brought into the system 

using the Employee Lump Sum Import. Find the file that you wish to reverse and click on 

the reverse button next to it. 
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Taxable Life Process 

This function allows you to create imputed income lump sums for the taxable portion of 

group term life insurance over $50,000. This process can be run for an organization and 

group, a payroll processing group, a consolidated group or an individual employee. You have 

the option to process the earnings each pay period, each month or annually. It must be run 

prior to running the Payroll Feeder in order for the lump sums to be included in the payroll. 

 

One of the selection methods available to you is a Consolidated Group. This feature allows 

you to set up multiple employee populations that use the same Pay Period End Dates and 

then submit just one job for the Consolidated Group. This eliminates the need to submit 

separate jobs for multiple organization levels, legal entities and/or pay groups. When you 

select this method, a dropdown list will show all of the entries that have been defined in the 

Consolidated Group function. The Consolidated Group function is used to set up various 

employee populations, such as multiple organization levels, legal entities and/or payroll 

processing groups to be run in various payroll functions. 

 

After you have selected the population and the Pay Period End Date you wish to access, a 

page similar to the following will appear. Select the Type of Pay from the drop down list. 

Only those pay types that have been defined as Taxable Life will be available for selection. 

Select the period range and enter any other information that you wish to change. Click on the 

submit button to send the process to the job server or click on cancel to reset your selections. 

 

Once you have submitted the job, the system will calculate the value of the employee’s 

taxable life insurance benefit and create a lump sum for the pay period end date you selected. 
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Payroll Feeder 

You can submit a group of employees for the gross-to-net pay calculation using this function. 

Choose the method you wish to use to select your employee population. If you have entered a 

value in the Selection field of User Defaults, the system will automatically highlight the 

selected radio button. In this example, the user has selected Legal Entity and Group. 

 

 
 

One of the selection methods available to you is a Consolidated Group. This feature allows 

you to set up multiple employee populations that use the same Pay Period End Dates and 

then submit just one job for the Consolidated Group. This eliminates the need to submit 

separate jobs for multiple organization levels, legal entities and/or pay groups. When you 

select this method, a dropdown list will show all of the entries that have been defined in the 

Consolidated Group function. The Consolidated Group function is used to set up various 

employee populations, such as multiple organization levels, legal entities and/or payroll 

processing groups to be run in various payroll functions. 

 

Based on your selection, the system will prompt you for more information. For example, the 

page shown below is displayed after a selection by Payroll Processing Group is made. You 

can click on the Calendar button next to the Pay Period End Date to select a date after you 

have specified a Legal Entity and Payroll Processing Group.  
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If you wish to produce live checks instead of direct deposit vouchers, select the ‘Override 

Direct Deposit’ checkbox. 

 

If you wish to have 100% of the net pay of separate lump sums be deposited to employees’ 

“balance” bank accounts, select the ‘Deposit Net Pay to Employee’s Balance Bank Account’. 

A balance bank account is one marked as Deposit Balance or where the Percentage is 100%. 

 

When you make your selections and click on the submit button, the system will display how 

many employees were submitted to the Pending Process Queue. If any employees were not 

submitted, the reason will be displayed, such as the selected Pay Period End Date being 

closed. 

 

 
 

After you have submitted employees, you may use the Pending Process Queue function to 

view their progress. When no employees appear in the queue, go to the Pending Payment 

Log to see if any errors have occurred. Some examples of errors that would prevent a 

payment from being created are: 

 

 Employee does not have a Salary Change record as of the Pay Period End Date 

 The employee has a deduction that has not been set up in Deduction Definition or 

Employer Deduction Contributions. 

 Employee does not have an active mailing address. 

 

Correct the information that was noted in the Pending Payment Log and send the employees 

through the Payroll Feeder again. Check the Pending Payment Log to see that no errors 

appeared. You may run the Payment Register or other payroll reports to verify that all 

payments are correct. 
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On Demand Payment Feeder 

Use this function to submit employees to the Pending Process Queue to have on demand 

payments generated. The system will process all active lump sums whose Check Print Option 

is On Demand Payment, and whose Start and End Dates are valid for the Pay Period End 

Date you select. On the first page of this function, choose the method you wish to use to 

select your employee population. 

 

 
 

Based on your selection, the system will prompt you for more information. For example, the 

page shown below is displayed after a selection by Payroll Processing Group is made. You 

can click on the Calendar button next to the Pay Period End Date to select a date after you 

have specified a Legal Entity and Payroll Processing Group.  

 

If you wish to produce live checks instead of direct deposit vouchers, select the ‘Override 

Direct Deposit’ checkbox.  

 

If you wish to have 100% of the net pay of separate lump sums be deposited to employees’ 

“balance” bank accounts, select the ‘Deposit Net Pay to Employee’s Balance Bank Account’. 

A balance bank account is one marked as Deposit Balance or where the Percentage is 100%. 
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When you make your selections and click on the submit button, the system will display how 

many employees were submitted to the Pending Process Queue. If any employees were not 

submitted, the reason will be displayed, such as the selected Pay Period End Date being 

closed. 
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Net To Gross Payment Feeder 

Use this function to create net to gross payments, or “gross ups”, for multiple employees. It 

creates payments in a manner similar to the Net To Gross Calculator function; however, the 

Net To Gross Payment Feeder allows you to import net pay amounts for employees from a 

file, or enter a net pay amount that all employees in a particular pay group will receive. 

 

 
 

If you wish to import a file, the following edits will be used: 

 

 The file name must contain your Customer Number.  

 The file name cannot contain spaces. 

 The worksheet name cannot contain spaces or dashes.  

 The lump sum import file must contain all fields in the lump sum file.  

 A header row must exist. 

 Leading zeroes must be included in Employee Numbers if applicable. 

 

The file must contain a header row with the following field names: 

 

 Employee# 

 Legal Entity 

 Pay Group 

 Pay Type 

 PE Date 

 Net Amount 
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Below is a sample file: 
 

 
 

Use the Browse button to select the file.  

 

When the job is submitted, the system will create pending payments with the gross amount 

that has been calculated based on the net amount you provided. The Net To Gross Payment 

Feeder is similar to the Payroll Feeder and On Demand Payment Feeder in that it will 

first remove any existing pending payments for the employee(s) being processed. For this 

reason, you must set up a separate Pay Period End Date for the net to gross payments. If you 

submit the Net To Gross Payment Feeder and any pending payments exist that were created 

by either the Payroll Feeder or On Demand Payment Feeder, a warning message will be 

displayed to let you know that these payments will be removed. Likewise, if you submit the 

Payment Feeder or On Demand Payment Feeder and pending payments exist from the 

Net To Gross Payment Feeder, a warning message will be displayed. 

 

When the job has completed, a Net To Gross Log will be created and can be viewed in 

Report Master Listing. If no errors were found, the log will show “No Errors Found.” If 

any errors will found, they will be described, along with the row number of the file. Below 

are examples of errors on the Net To Gross Log. 
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The following error conditions will be checked: 

 

 Invalid date 

 Blanks or zero field values 

 Employee not in Workforce table (Work Profile) 

 Employee not in Payroll (Misc. Payroll) 

 Legal Entity not in Legal Entities common object 

 Legal Entity not in Legal Entity Definition 

 Pay Type not in Pay Codes common object 

 Pay Type not in Pay Code Definition 

 Pay Type is marked as a No Pay Pay Type 

 Pay Period End Date does not exist in Pay Calendar 

 Pay Cycle is closed 

 Net Amount is negative 

 Net Amount is greater than $500,000,000.00 
 

If any errors exist, no pending payments will be created. Errors on the file must be corrected 

and the function must be run again. When all data is correct, pending payments will be 

created and entries will be generated in the Pending Payment Log. 

 

If you wish to pay all active employees in a pay group the same net amount for the same pay 

type, select the second radio button in this function. Enter the required information: 
 

 Legal Entity 

 Payroll Processing Group 

 Pay Period End Date 

 Pay Type 

 Net Amount 

 

Whether you import a file or pay all employees in the pay group the same net amount, you 

may specify direct deposit rules. You may Override Direct Deposit, in which case all 

employees will receive a live check, whether or not they regularly have their net pay direct 

deposited. Or, you may direct deposit the entire amount of net pay to the employee’s 

“balance” account; this will be done if the employee has a bank account marked as either 

“Deposit Balance” or 100 Percent Deposited. 

 

The payroll may be closed after all pending payments are correct. 
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Pending Process Queue 

This function allows you to view the payments that are currently being processed in the 

queue or are in a waiting status after being submitted from the Payroll Feeder function. 

Click on the refresh button to see the current information. 

 

When payments have been processed through the queue and no longer appear in this 

function, you may view the detailed payment information in Pending Payments. 
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Pending Payment Log 

This function allows you to view any errors that caused an employee to not be paid or 

warnings about possible missing or incorrect data. You may also view a list of all pending 

payments that were created. It is recommended that you run this report after all payments 

have been processed through the Pending Process Queue. 

 

Examples of errors include the following. Pending payments will not be created in these 

scenarios. 

 

 Rate Index has expired. 

 Set up deduction in ER Deduction Contribution and/or Deduction Definition. 

 EE has no payroll status. 

 EE has no compensation date. 

 

Examples of warnings include the following. Pending payments will be created. 

 

 Reports To is invalid. It will be changed to blank in the Close Process if not 

corrected. 

 No Workers Comp code exists for the employee’s job title/position. 

 

Enter your selection criteria, including the Pay Period End Date range. If any errors exist, 

they will be displayed. To see all payments that were processed, clear the checkbox in the 

‘Show Only Errors’ field. To print this information to a report, click on the checkboxes next 

to the records you want to include and then click on the submit button. 
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Pending Payments Over Limit 

Use this function after pending payments have been created to see if any payments have 

exceeded the amounts you set up in Payroll Limit Setup. Select the Legal Entity, Payroll 

Processing Group and Pay Period End Date you wish to access. 

 

 
 

The system will see if any payments were shown to be over the limits while the gross-to-net 

payments were created. If so, they will be displayed, similar to the following example. 
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Research the payments that appear. If any corrections need to be made, change the data and 

send the payments to the Payroll Feeder again. Only the corrected payments need to be 

processed. For example, a new hire may have been given a salary of $20,000 per hour instead 

of $20,000 per year. In this example, go to the Salary Change function and make the 

correction. Then go to Payroll Feeder and submit the employee’s payment again. 

 

If certain payments are allowed to exceed the payroll limits, the person with the proper 

authority should click “Yes” in the Approve column. 

 

If the total gross payroll or total net payroll exceeded the limits, this will be shown also. No 

approval process is required for these two amounts. 

 

After approving the payments that are allowed to exceed the payroll limits, click on submit 

at the bottom of the page. The system will record the user name, date and time of each 

payment that was approved. The system will also submit the Pending Payments Over Limit 

Report, which can be viewed in Report Master Listing. 
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Combined Register 

This function allows you to print hours and dollars for employees. It will print amounts for 

pending payments, as well as month-to-date, quarter-to-date and year-to-date information. 

 

 
 

In the area called Select Employee Population, drill down through the organization chart and 

click on the organization on which you wish to report. The levels will then appear in the 

Selected Levels box. Or, you may select a legal entity. If you wish to print information for 

only one Payroll Processing Group, select it from the drop down list. Enter the Pay Period 

End Date. 

 

In the Select Report Parameters area, you may enter a different Report Name if you wish. 

This name will appear in the Report Master Listing so that you may identify the report. 

 

You may break the report by the employee’s home organization structure or home account 

number. If you select the organization structure, select the organization break level. 

Employees will be sorted by this organization level, and summary totals will be provided at 

this level. 
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If you wish to add current (pending) amounts to the monthly, quarterly and year to date 

totals, select the checkbox so marked. 

 

If you wish to print only totals, select the checkbox marked ‘Print Summary Report Only’. 

 

If you wish to include active employees only, select the checkbox marked ‘Print Active 

Employees Only’. This will only print employees whose payroll status as of the Pay Period 

End Date has either ‘Process Time and Attendance’ or ‘Process Standard Payment’ selected 

in the Payroll Statuses common object dictionary. 

 

Select the format(s) in which you would like the report to be created: PDF, XLS, XML, CSV 

or TXT. 

 

Select the sorting method for this report, whether by employee name or employee number. 

 

When all selections have been entered, click on the submit button. Once the report has 

completed processing, it will be displayed as a file in the Report Master Listing function. If 

you wish to clear your selections, click on the cancel button.  
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Payment Register 

This function allows you to print either pending or historical payment information. Manual 

payments and void payments can be included or excluded. You may select a Legal Entity, 

Organization or an individual Employee Number. 

 

If you select the Organization option, a page similar to the following will appear. 

 

 
 

In the area called Select Employee Population, drill down through the organization chart and 

click on the organization on which you wish to report. The levels will then appear in the 

Selected Levels box. If you wish to print information for only one Payroll Processing Group, 

select it from the drop down list. Enter the From Pay Period End Date and To Pay Period End 

Date. 

 

In the Select Report Parameters area, you may enter a different Report Name if you wish. 

This name will appear in the Report Master Listing so that you may identify the report. 

 

You may break the report by the employee’s home organization structure or home account 

number. If you select the organization structure, select the organization break level. 
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Employees will be sorted by this organization level, and summary totals will be provided at 

this level. 

 

If you want to print information for pending payments, leave the radio button as is. If you 

want to print information from payment history, click on that radio button. Note that 

payments with a Payment Type of “P” will not be included on the report, since they include 

no pay amounts; they are only used to update deduction arrears and/or paid time off accruals. 

The one exception to this is for payments that contain “no pay” pay types. If the Payment 

Type is “P” and there are “no pay” pay types, the payment will be included on the Payment 

Register. 

 

If you want to produce only the Summary Totals and Grand Totals reports, select the 

Summary Only option. If you wish to also print the detailed report, leave this checkbox 

empty. 

 

Make your selections in the following fields: 

 

 Include manual payments from the selected date range 

 Include prior period payments voided against the selected date range 

 Include payments issued and voided against the selected date range 

 Include payments issued in the selected date range but voided against future pay 

periods 

 

Select the format(s) in which you would like the report to be created: PDF, XLS, XML, CSV 

or TXT. 

 

Select the sorting method for this report: 

 

 Sort by Employee Number 

 Sort by Payment Number 

 Sort by Employee Name 

 Sort by Check Date 

 

When all selections have been entered, click on the submit button. Once the report has 

completed processing, it will be displayed as a file in the Report Master Listing. If you 

wish to clear your selections, click on the cancel button.  
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HED Register 

This function allows you to print information for hours, earnings and deductions for the 

selected population and date. 

 

 
 

If you wish to select a population by organization structure, go to the area called Select 

Employee Population, drill down through the organization chart and click on the organization 

for which you wish to select levels for reporting. The levels will then appear in the Selected 

Levels box. If you wish to select a Legal Entity, click on the radio button ‘By Legal Entity’, 

and select the company for which you wish to access data in the Legal Entity drop-down list. 

If you wish to print information for only one Payroll Processing Group, select it from the 

drop down list. Enter the Pay Period End Date. 

 

In the Select Report Parameters area, you may enter a different Report Name if you wish. 

This name will appear in the Report Master Listing so that you may identify the report. 

 

Select the organization break level. Employees will be sorted by this organization level, and 

summary totals will be provided at this level. 
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If you want to add current totals to the monthly, quarterly, and annual amounts, click on the 

next checkbox. 

 

If you wish to include active employees only, select the checkbox marked ‘Print Active 

Employees Only’. This will only print employees whose payroll status as of the Pay Period 

End Date has either ‘Process Time and Attendance’ or ‘Process Standard Payment’ selected 

in the Payroll Statuses common object dictionary. 

 

Select the format(s) in which you would like the report to be created: PDF, XLS, XML, CSV 

or TXT. 

 

You can produce separate reports for deductions and earnings. Mark these checkboxes as 

desired. You can also print information for only one deduction or one pay type. If you wish 

to do this, select either the deduction or pay type from the drop down list. 

 

Select the sorting method for this report, whether by employee name or employee number. 

 

When all selections have been entered, click on the submit button. Once the report has 

completed processing, it will be displayed as a file in the Report Master Listing. If you 

wish to clear your selections, click on the cancel button. 
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Pending Payments Exception Report 

This report prints information about payments that are in the pending status. One way to use 

this report would be to run it after your payroll has been closed to make sure that no 

payments were missed, or that there are no “old” payments remaining open. If any payments 

appear on the list, they should be researched and corrected or removed as needed. 

 

 
 

Select the Legal Entity and Payroll Processing Group (optional) on which you wish to report. 

 

When all selections have been entered, click on the submit button. Once the report has 

completed processing, it will be displayed as a PDF file in the Report Master Listing 

function. If you wish to clear your selections, click on the cancel button.  
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Submit Payroll For Processing 

If UnicornHRO processes your payroll, this function is available for you to notify the 

Outsource Department that your payroll is ready to be processed. By using this function, an 

e-mail message will be automatically generated via the iCON Messaging Server. After all of 

your payroll data has been entered and verified, access this function. Select the Legal Entity, 

Payroll Processing Group and Pay Period End Date that you wish to be processed and click 

on the submit button. A confirmation message will appear, similar to the one shown below. 

 

If your User ID is associated with an Employee Number in the User Security function, and 

you have an e-mail address in the E-Mail Addresses function, a confirmation e-mail 

message will also be sent to you. 
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Update One Employee 

To calculate an employee’s gross to net payment(s) for a particular Pay Period End Date, you 

may use this function instead of the Payroll Feeder function. The Update One Employee 

function allows you to calculate the standard and/or separate lump sum payments 

interactively, or the process may be submitted to the queue. Note that this function does not 

process on demand lump sum payments. 

 

 
 

If you submit the employee to the queue, you may use the Pending Process Queue function 

to view the status of the employee. Once processing has completed, use the Pending 

Payments function to view any payments that were generated. 
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Establishment Gross Receipts 

 

When processing allocated tips for directly tipped employees, the following functions are 

used. After a payroll has been closed, follow these steps to calculate allocated tips: 

 

 In Establishment Gross Receipts, enter the amount of gross receipts for each 

establishment. Establishments must all be defined at the same organization level. 

 In Employee Gross Receipts, enter the total amount of food and beverage sales for 

each establishment where the employee worked. This is only done for directly tipped 

employees. The total of all employees’ gross receipts must equal the establishment 

gross receipts for the same Pay Period End Date. When they do, click on the Process 

button. 

 You may access the Tip Inquiry function to view any allocated tips that have been 

calculated, either by establishment or employee. 

 You may run the Tip Allocation Report to see the amounts used for allocating tips. 

 

Below is an example of the Establishment Gross Receipts function. 

 

 
 

After selecting the organization structure, enter the receipt date and the gross amount: 
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Employee Gross Receipts 

 

After the payroll has been closed, enter the total amount of food and beverage sales for each 

directly tipped employee. The Tip Type field, whether Directly Tipped or Indirectly Tipped, 

is stored in the Job Titles and Position Control functions. The Declared Tip Amount 

column displays pay types that have been defined as Declared Tips in the Pay Process 

Controls section of Pay Code Definition.  

 

When the total of all employees’ gross receipts equals the amount for the matching 

establishment in Establishment Gross Receipts, the Process button will appear. Click on 

this button to calculate any allocated tips. 

 

 
 

When you first access this function after the payroll has been closed and select an 

establishment, the directly tipped employees will appear. Click on information in the left 

column to access the entry page as shown in this example, where you will enter the 

Employee Gross Amount: 

 

 
 

After all amounts have been entered and you click on the Process button, you may use the 

Tip Inquiry function or Tip Allocation Report to see if any tips were allocated for this pay 

period. 
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(blank) 
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General Ledger 

In this section, the following topics concerning general ledger (G/L) processing and reporting 

will be discussed: 

 G/L interface estimate generation 

 G/L interface reversal generation 

 G/L account translation process 

 G/L translated data purge 

 G/L report by date 

 G/L interface purge 

 G/L translated data report 
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G/L Interface Estimate Generation 

This function allows you to generate estimated general ledger entries as a percentage of the 

amounts from one or more pay period end dates. This is used to estimate payroll expenses 

from your last pay period of the month until the end of the month. After the selected month is 

closed, you may then run the G/L Interface Reversal Generation to reverse the estimated 

amounts. 

 

Based on the Legal Entity and optional Payroll Processing Group, the selected date’s general 

ledger amounts will be multiplied by the percentage that you enter. The resulting amounts 

will be printed using the G/L account numbers for estimates that can be found in Legal 

Entity Definition or Account Manager. 
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G/L Interface Reversal Generation 

If you have created estimates using the G/L Interface Estimate Generation, you may run 

this function to reverse those estimates. 

 

Based on the Legal Entity and reversal date, the system will create reversal amounts of the 

original estimated amounts created using the G/L Interface Estimate Generation. The 

resulting amounts will be printed using the G/L account numbers for reversals that can be 

found in Legal Entity Definition or Account Manager. 

 

In the Reversal Date field, enter the effective date of the reversal entries that you want to 

create. In the Use Estimate Date field, enter the date for which the estimate entries were 

created. This is the same date that was entered in G/L Interface Estimate Generation. 
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G/L Account Translation Process 

This function allows you to translate general ledger account numbers from one value to 

another, using the predefined records from the G/L Account Translation Setup function. 

Run the G/L Account Translation Process after your pay cycle has closed. Select the Legal 

Entity and Pay Period End Date whose data you wish to translate. You may enter the optional 

Payroll Processing Group, or leave this field blank to process all groups within the selected 

Legal Entity. Once the G/L Account Translation Process job has completed, you may run 

the G/L Translated Data Report to see the results. 

 

 
 

If the G/L Account Translation Process was run and some translation entries were set up 

incorrectly, you can delete the translated entries using the G/L Translated Data Purge. 

Correct the entries in G/L Account Translation Setup, and then re-run the G/L Account 

Translation Process. 



 

General Ledger 
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G/L Translated Data Purge 

If you run the G/L Account Translation Process, you may use the G/L Translated Data 

Purge to periodically purge old data from your system. You may also run this function if 

data was generated using the G/L Account Translation Process, and it was later determined 

that the translation entries were incorrect and need to be corrected and regenerated. If that is 

the case, purge the corresponding entry using the G/L Translated Data Purge function. 

When the job has completed, correct the entries in G/L Account Translation Setup, and 

then re-run the G/L Account Translation Process. 

 

When you select the Legal Entity, optional Payroll Processing Group and Pay Period End 

Date, the system will display any existing entries. To purge all of the displayed entries, click 

on the submit button. This will submit a job to the Job Server Queue. 
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G/L Report By Date 

This report will print the general ledger entries for all closed payrolls for the selected Legal 

Entity, optional Payroll Processing Group and Pay Period End Date range. 

 

 
 

Select the Legal Entity for which you wish to generate a report. You may select a Payroll 

Processing Group, or leave this field blank to process all groups within the selected Legal 

Entity. Enter the ‘From Date’ and ‘To Date’. You may print this report for one pay period 

end date, or for a range of dates. If account numbers have been entered for paid time off 

plans, a separate report will print when you submit this job, showing G/L information for 

paid time off accruals. No information is updated when running this report; it can be run on 

an as-needed basis. 

 

Select the format(s) in which you would like the report to be created: PDF, XLS, XML, CSV 

or TXT. 

 

When all selections have been entered, click on the submit button. Once the report has 

completed processing, it will be displayed as a PDF file in the Report Master Listing 

function. If you wish to clear your selections, click on the cancel button.  
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G/L Interface Purge 

Use this function to clear the general ledger entries that are created by payroll processing 

functions (Pending Payments, Manual Payments, Net To Gross Calculator, Void 

Process, G/L Interface Estimate Generation and G/L Interface Reversal Generation). 

Records from the GL_JE_EE and GL_JE tables are deleted. When you access this function, 

the system defaults to displaying entries from the previous 31 days. You may change these 

dates as needed. 

 

When you select the Legal Entity and optional Payroll Processing Group, the system will 

default to displaying entries for the previous month. You may change these dates if needed; 

click refresh to redisplay the list. Select the entry you wish to purge and click on the submit 

button. This will submit a job to the Job Server Queue. 
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G/L Translated Data Report 

If you run the G/L Account Translation Process after closing each payroll, use this report 

to print the results of that process. The G/L Translated Data Report is in the same format 

as the G/L Report By Date, except that it prints the translated entries rather than the original 

entries. 

 

 
 

Select the Legal Entity for which you wish to generate a report. You may select a Payroll 

Processing Group, or leave this field blank to process all groups within the selected Legal 

Entity. Enter the ‘From Date’ and ‘To Date’. You may print this report for one pay period 

end date or for a range of dates. If account numbers have been entered for paid time off 

plans, a separate report will print when you submit this job, showing G/L information for 

paid time off accruals. No information is updated when running this report; it can be run on 

an as-needed basis. 

 

When all selections have been entered, click on the submit button. Once the report has 

completed processing, it will be displayed as a PDF file in the Report Master Listing 

function. If you wish to clear your selections, click on the cancel button.  
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Reports 

The following reports are reviewed in this section: 

 Client Setup Report 

 Common Object Report 

 Pending Payment Over Limit Report 

 Pending Local Tax Report 

 Close Payments Over Limit Report 

 Duplicate Payment Log 

 Employee Payroll Report 

 Employee Payroll Totals Report 

 Employee W-2 Information 

 Audit Report 

 Employee Audit Report 

 Employee Change Report 

 Employee with No FICA/FICM 

 FIT Exemptions Expiring Report 

 Manual Payment Register 

 Payment Register Voids 

 Payment List 

 Payment Register By Check Date 

 Electronic Payment Register 

 Garnishment Register 

 Paid Time Off Liability Report 

 Net Payment Register 

 Time and Attendance List 

 Payroll Funding Statement 

 Labor Distribution Report 

 Tip Allocation Report 

 State New Hires Report 

 Payroll Exception Report 

 Tax Exception Report 

 Total Population Report 

 Direct Deposit Accounts Report 
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 Employee SSN Change Report 

 Employee SSN Verification Export 

 Employee SSN Verification Import 

 Monthly SUI Data Generation 

 Monthly SUI File Creation 

 Monthly SUI File Inquiry 

 Pennsylvania Local Tax Report 

 Quarterly Disability Report 

 Quarterly FIT/FICA/FICM Report 

 Quarterly FUTA Report 

 Quarterly Local Tax Report 

 Quarterly Local Tax Wage Listing 

 Quarterly Puerto Rico FICA/FICM Report 

 Quarterly State Income Tax Report 

 Quarterly SUI Report 

 Quarterly Workers Compensation Report 

 SUI Data Generation 

 SUI File Creation 

 SUI File Inquiry 

 Tax Collection Agency Data Generation 

 Tax Collection Agency File Creation 

 Tax Collection Agency File Inquiry 

 Tax Frequency Report 

 Tax Rate Report 

 W-2 Data Generation 

 W-2 Data Generation for Administrators 

 W-2 File Creation 

 W-2 File Inquiry 

 W-2 Healthcare Cost Report 

 W-2 Local Data Generation 

 W-2 Local File Creation 

 W-2 Local File Inquiry 

 W-2 Register 

 W-2 Validation Report 
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 Workers Compensation Setup Report 

 Year To Date FIT/FICA/FICM Report 

 Year To Date FUTA Report 

 Year To Date Puerto Rico FICA/FICM Report 
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Client Setup Report 

Use this report to print detailed setup information about the selected legal entity or entities. 

This report can be run at any time to verify that the setup information for a company is 

correct. The report includes the following information: 

 

 legal entity name, doing business as (if applicable), address, phone number and FEIN 

(from Legal Entity Definition) 

 SUI and SIT account numbers (from SUI and W-2 Manager) 

 Pay codes and deductions (from Pay Code Definition, Pay Taxation Exemptions, 

Employer Deduction Contributions, Deduction Taxation Exemptions and 

Deduction Pay Exclusions) 

 Employer federal and state tax rates (from Tax Manager) 

 SUI Locations (from SUI and W-2 Manager) 

 Check stock and bank information (from Customer Bank Information) 

 

You can select a particular legal entity or all entities. To select one legal entity, click on the 

Select Entity option and choose a legal entity from the pull down list. To select all legal 

entities, click on the All Legal Entities radio button. 

 

Enter the As Of Date that you wish to use. The system will use this date to get the current 

records for information that is date-driven. 

 

If you don't want to use the default name, go to the Report ID field and enter a name that will 

uniquely identify your report. This field accepts up to 25 alphanumeric characters. 

 

If you wish to print only the employer tax rates, select the checkbox next to Include 

Employer Tax Rates Only. Leave this checkbox blank to print all set-up information. 

 

When all selections have been entered, click on the submit button. Once the report has 

completed processing, it will be displayed as a PDF file in the Report Master Listing 

function. If you wish to clear your selections, click on the cancel button.  

 

 



 

Reports 
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Common Object Report 

This report allows you to print information from the Common Object Dictionary function. 

Use this report to review the records that have been set up for one or more common object. 

You may print a list of only the codes and descriptions, or a detailed report containing all of 

the fields that are associated with the records. 

 

 
 

Select Human Resources or Payroll, depending on the type of common objects that you wish 

to work with. 

 

Highlight one or more common objects. 

 

If you wish to print only codes, descriptions and the Required setting, select the Listing 

option. If you wish to print all field values for each record, click on the Detail radio button.  

 

Select the sort option that you wish to use. 

 

You may enter a different Report Name if you wish. This name will appear in the Report 

Master Listing so that you may identify the report. 

 

When all selections have been entered, click on the submit button. Once the report has 

completed processing, it will be displayed as a PDF file in the Report Master Listing 

function. If you wish to clear your selections, click on the cancel button.  
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Pending Payments Over Limit Report 

Use this report to see which pending payments have exceeded the amounts defined in 

Payroll Limit Setup. This report is also generated when you click submit in the Pending 

Payments Over Limit function. 

 

If payments have been approved, the name of the approver will be printed, along with the 

date and time of the approval. The gross pay, net pay and number of hours for each payment 

exceeding a payroll limit will be printed. The total gross payroll and total net payroll for the 

selected payroll processing group will be shown, along with any corresponding payroll 

limits. 

 

 
 

Select the Legal Entity with which you wish to work from the drop-down list. Select a 

Payroll Processing Group. Enter the Pay Period End Date. 

 

You may enter a different Report ID if you wish. This name will appear in the Report Master 

Listing so that you may identify the report. 

 

Select the sorting method for this report, whether by employee number or employee name. 

 

When all selections have been entered, click on the submit button. Once the report has 

completed processing, it will be displayed as a PDF file in the Report Master Listing 

function. If you wish to clear your selections, click on the cancel button.  
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Pending Local Tax Report 

This report prints information from pending payments where an employee has a tax base for 

a local tax (other than Occupational Taxes) greater than zero and a tax amount of zero. These 

payments should be researched to ensure that the zero tax amount is valid. A zero local tax 

amount could be caused by: 

 

 The Exempt checkbox is selected in Tax Elections 

 A large number of exemptions was entered, such as 44 instead of 4, in Tax Elections 

 The local tax is set up with only a resident rate, such as New York City, and the 

employee’s Resident Locality in Misc. Payroll is not the same as the local tax 

 

If you find that there was incorrect setup data, make the change in the appropriate function. 

Process the affected employee(s) through the Payroll Feeder and re-run this report. The tax 

information may be reviewed in Pending Payments. 

 

 
 

The report includes the following information: 

 

 Legal entity, payroll processing group and pay period end date 

 Employee number and name 

 Employee’s city and state 

 State, locality and tax type for the local tax 

 Tax base  

 Tax 

 Employee’s filing status, number of exemptions and Exempt status 

 Employee’s Resident Locality 

 

Select the Legal Entity with which you wish to work from the drop-down list. Select a 

Payroll Processing Group. Enter the Pay Period End Date. 

 

You may enter a different Report Name if you wish. This name will appear in the Report 

Master Listing so that you may identify the report. 
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When all selections have been entered, click on the submit button. Once the report has 

completed processing, it will be displayed as a PDF file in the Report Master Listing 

function in the Tools section. If you wish to clear your selections, click on the cancel button. 
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Close Payments Over Limit Report 

Use this report to see which closed payments have exceeded the amounts defined in Payroll 

Limit Setup.  
 

If payments have been approved, the name of the approver will be printed, along with the 

date and time of the approval. The gross pay, net pay and number of hours for each payment 

exceeding a payroll limit will be printed. The total gross payroll and total net payroll for the 

selected payroll processing group will be shown, along with any corresponding payroll 

limits. 

 

 
 

Select the Legal Entity for which you wish to print a report from the drop-down list. Select a 

Payroll Processing Group. Enter the Pay Period End Date. 

 

You may enter a different Report ID if you wish. This name will appear in the Report Master 

Listing so that you may identify the report. 

 

Select the sorting method for this report, whether by employee number or employee name. 

 

When all selections have been entered, click on the submit button. Once the report has 

completed processing, it will be displayed as a PDF file in the Report Master Listing 

function. If you wish to clear your selections, click on the cancel button.  
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Duplicate Payment Log 

Use this function to produce a report showing employees who have more than one non-

voided payment where gross pay and net pay are the same, for the same legal entity and pay 

period end date. This could represent a duplicate payment that was inadvertently entered and 

should be researched. 

 

It is recommended that this report be run after payments have been closed, but before checks 

and vouchers are printed. If there is in fact an erroneous duplicate payment, it should be 

voided prior to printing payment documents and payroll reports. 

 

  

 
 

Select the Organization Structure that you wish to use; the Legal Entity will be displayed. If 

you wish to include only employees in one Payroll Processing Group, select it from the drop-

down list; otherwise, select *no value to include employees in all groups. Enter the From and 

To Pay Period End Dates that you wish to use.  

 

When all selections have been entered, click on the submit button. Once the report has 

completed processing, it will be displayed as a PDF file in the Report Master Listing 

function. If you wish to clear your selections, click on the cancel button.  
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Employee Payroll Report 

Based on the selection criteria, this report will print human resources and payroll information 

for each employee. Any information which is associated with a date will be printed based on 

the Effective Date you enter when you submit the report. You can report on active employees 

or active and terminated employees within a selected legal entity, payroll processing group, 

or organization. 

 

The report displays the following: name, employee number, Social Security number (if HR 

System Defaults are set up to allow Social Security Numbers to print), date of birth, 

organization structure, legal entity, date of hire, status and job title. The following payroll 

information is also printed: home G/L account number, payroll processing group, payroll 

status, pay frequency, salary, time period that applies to the salary amount, date of last salary 

change, federal and state withholding status, federal and state allowances, additional federal 

and state withholdings, workers' compensation group and work state. 

 

On the first page, choose the selection method you wish to use. 
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After you click on next, a page similar to the following will be displayed. Depending on the 

selection method you chose, other fields may be displayed. 

 

 
 

Click on the next button after you have specified your selection criteria. A page similar to the 

following will appear. 
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You may enter a different Report Name if you wish. This name will appear in the Report 

Master Listing so that you may identify the report. 

 

Select the break method and sorting method for this report, whether by employee number or 

employee name. 

 

You may print employees who were terminated as of a specific date. If you do not wish to 

print terminated employees, leave this field blank. 

 

When all selections have been entered, click on the submit button. Once the report has 

completed processing, it will be displayed as a PDF file in the Report Master Listing 

function. If you wish to clear your selections, click on the cancel button.  
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Employee Payroll Totals Report 

Based on the selection criteria, the report will print pay, tax and deduction information for 

each closed payment in the Current column, as well as month, quarter and year-to-date 

amounts. The report is separated into a detailed section and a grand totals section. Manual 

payments can be included or excluded. 

 

 
 

You may enter a different Report Name if you wish. This name will appear in the Report 

Master Listing so that you may identify the report. 

 

Select the sorting method for this report, whether by employee number or employee name. 

Select whether you wish to include manual payments. 

 

When all selections have been entered, click on the submit button. Once the report has 

completed processing, it will be displayed as a PDF file in the Report Master Listing 

function. If you wish to clear your selections, click on the cancel button.  
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Employee W-2 Information 

This function allows you to print a report, one employee per page, showing the employee’s 

name, address and Social Security Number. In addition to this, the employee’s current state 

and local tax assignments will be shown. If the employee has had any tax withheld for other 

state or local taxes during the year, that are no longer being withheld, these “prior” 

jurisdictions will also be shown. 

 

This report is intended to be given to employees prior to the end of the year so that they can 

verify that their Social Security Number, address and state and local tax jurisdictions are 

correct. The report is formatted so that the pages can be folded and inserted into a standard 

window envelope. 

 

 
 

You may add report instructions, which will tell employees how the report is to be used and 

who to notify in case there are any discrepancies. 

 

Click on the checkbox marked ‘Include Terminated Employees’ if you wish to include 

employees who were paid in the selected companies during the selected tax year, but who are 

currently inactive. 
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Below is a sample of the report. The date when the report was run prints on the report, so in 

case the employee has made recent withholding changes, he or she will know whether the 

report was printed before or after those changes were put into effect. 

 

 
 

You may enter a different Report Name if you wish. This name will appear in the Report 

Master Listing so that you may identify the report. 

 

The report is first sorted by company, and then by employee name. 

 

When all selections have been entered, click on the submit button. Once the report has 

completed processing, it will be displayed as a PDF file in the Report Master Listing 

function. If you wish to clear your selections, click on the cancel button.  

 



 

Reports 
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Audit Report 

When records are added to the system, updated or deleted for various tables in the system, 

audit records will capture the changes at the field level. To report on the system set-up table 

changes, use the Audit Report. For records that have been added, all fields containing values 

other than the default values will be printed. For records that have been updated, the old and 

new values of the updated fields will be shown.  

 

If you wish to see employee table changes, use the Employee Audit Report. 

 

 
 

You may leave the default of reporting on All Tables, or you may select a specific table on 

which to report. You may also leave the default of All Users, or you may select a specific 

user on which to report. 

 

Enter the From and To Dates for which changes are to be included. The report will print 

changes made within this date range, regardless of any Effective Dates that may exist on the 

selected table(s). 

 

Select whether you wish to output the results to a report or a file. You may only select the 

File option if you select an individual table; it cannot be selected when All Files are chosen. 

If you select the File option, select the file separator that will be used between each field 

value. 

 

You may enter a different Report/File Name if you wish. This name will appear in the Report 

Master Listing so that you may identify the report and/or file that are produced. The report 

will be in PDF format; the file will be in TXT format. 

 

When all selections have been entered, click on the submit button. Once the report or file has 

completed processing, it will be displayed in the Report Master Listing function. If you 

wish to clear your selections, click on the cancel button.  
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Employee Audit Report 

When records are added to the system, updated or deleted for various tables in the system, 

audit records will capture the changes at the field level. To report on the table changes for 

employee-level data, use the Employee Audit Report. For records that have been added, all 

fields containing values other than the default values will be printed. For records that have 

been updated, the old and new values of the updated fields will be shown.  

 

If you wish to see system set-up table changes, use the Audit Report. 

 

 
 

Select the employee population that you wish to work with. The system will prompt you for 

the applicable selection fields, such as legal entity, payroll processing group, employee 

number, etc. Enter the From and To Dates for which changes are to be included. The report 

will print changes made within this date range, regardless of any Effective Dates that may 

exist on the selected table(s). 

 

You may enter a different Report ID if you wish. This name will appear in the Report Master 

Listing so that you may identify the report that is produced. 

 

Select the format(s) in which you would like the report to be created: PDF, XLS, XML, CSV 

or TXT. 
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Select whether you wish to break the report by organization level, home account number or 

user. As an alternative, you may also create separate reports by user if you wish. Select the 

sort option that you wish to use. 

 

When all selections have been entered, click on the submit button. Once the report has 

completed processing, it will be displayed in the Report Master Listing function. If you 

wish to clear your selections, click on the cancel button.  
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Employee Change Report 

Based on the selection criteria, this report will print information about records that have been 

added, or for changes that have occurred in certain tables within the date range. The system 

looks for records that have been added to the following tables within the Effective Date 

range: 

 

 Previous Names  

 Compensation Methods  

 Salary Change 

 Adjusted Hire Date 

 Work History 

 Employment Status 

 Payroll Status 

 Tax Elections (for FIT and SIT records, as well as a SUI where the state is different 

from the prior SUI record) 

 

You may also use the Employee Audit Report to see information that has been changed for 

employee-level tables. Use the Audit Report to see information that has been changed for 

set-up tables. 

 

When you access the function, click on the radio button next to the employee selection 

method that you wish to use: 
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Enter your selection criteria on the next page, depending on your previous selection. This 

example shows the page that is displayed when Organization and Group are chosen. Select 

the organization level you wish to report on, the payroll processing group, and the from and 

to dates of the changes. 

 

The last page allows you to select sort criteria and additional information. You must have 

Full Authority or Salary Inquiry Authority in order for employee data to print on this report. 

 

 
 

The report prints the following: 

 

 Employee number 

 Employee name 

 Effective Date of the change 

 Description of the change 

 ‘Before’ value 

 ‘After’ value 

 If the change involved a new compensation rate within the same compensation 

method, the report will print the difference between the two values as well as the 

percentage change. 
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If you wish to include all types of changes on the report, select *All Areas. To select a 

particular area, such as Deductions or Work History, click on the drop-down area and select 

the area you wish to report on. 

 

 
 

You may enter a different Report Name if you wish. This name will appear in the Report 

Master Listing so that you may identify the report. 

 

Select the break method and sorting method for this report, whether by employee number or 

employee name. 

 

When all selections have been entered, click on the submit button. Once the report has 

completed processing, it will be displayed as a PDF file in the Report Master Listing 

function. If you wish to clear your selections, click on the cancel button.  
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Employees With No FICA/FICM 

Use this report to see if any employees have been assigned FIT (federal income tax) but do 

not have FICA or FICM records, or their FICA or FICM records are inactive. If changes need 

to be made after reviewing the report, access the Tax Elections function. This report can be 

run as needed; no information is updated. 

 

 
 

Select one or more companies from the list. Select the tax year for which you wish to access 

data. Employees who have a Miscellaneous Payroll record matching these companies and tax 

year will be processed. 

 

When all selections have been entered, click on the submit button. Once the report has 

completed processing, it will be displayed as a PDF file in the Report Master Listing 

function. If you wish to clear your selections, click on the cancel button.  
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FIT Exemptions Expiring Report 

Use this report to see if any employees have claimed Exempt status for FIT and the Exempt 

Expiration Date is on or before the selected date. The report will also print any employees 

with an Exempt status whose Exempt Expiration Date is blank. This allows you to contact 

the employees for a new W-4 form if they still wish to claim Exempt status. This report can 

be run as needed; no information is updated. 

 

 
 

Select one or more legal entities from the list. Enter the date that you wish to use. 

 

When all selections have been entered, click on the submit button. Once the report has 

completed processing, it will be displayed as a PDF file in the Report Master Listing 

function. If you wish to clear your selections, click on the cancel button.  



 

Reports 
 

 
 

 

 

iCON Payroll Course  335 

Manual Payment Register 

This function allows you to print information for manual payments that have been processed. 

 

 
 

If you wish to select a population by organization structure, go to the area called Select 

Employee Population, drill down through the organization chart and click on the organization 

for which you wish to select levels for reporting. The levels will then appear in the Selected 

Levels box. If you wish to select a legal entity, click on the radio button ‘By Legal Entity’, 

and select the company for which you wish to access data in the Legal Entity drop-down list. 

If you wish to print information for only one Payroll Processing Group, select it from the 

drop down list. Enter the From Pay Period End Date and To Pay Period End Date. 

 

In the Select Report Parameters area, you may enter a different Report Name if you wish. 

This name will appear in the Report Master Listing so that you may identify the report. 

 

You may break the report by the employee’s home organization structure or home account 

number. If you select the organization structure, select the organization break level. 

Employees will be sorted by this organization level, and summary totals will be provided at 

this level. 
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If you wish to include manual payments that have been voided against the selected date 

range, click on the ‘Void’ checkbox. 

 

Select the sorting method for this report, whether by employee name or employee number. 

 

When all selections have been entered, click on the submit button. Once the report has 

completed processing, it will be displayed as a PDF file in the Report Master Listing 

function. If you wish to clear your selections, click on the cancel button.  
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Payment Register Voids 

This function allows you to print information for payments that have been voided. 

 

 
 

If you wish to select a population by organization structure, go to the area called Select 

Employee Population, drill down through the organization chart and click on the organization 

for which you wish to select levels for reporting. The levels will then appear in the Selected 

Levels box. If you wish to select a Legal Entity, click on the radio button ‘By Legal Entity’, 

and select the company from which you wish to access data in the Legal Entity drop-down 

list. If you wish to print information for only one Payroll Processing Group, select it from the 

drop down list. Enter the From Pay Period End Date and To Pay Period End Date. These 

represent the Pay Period End Dates against which the payments were voided. 

 

In the Select Report Parameters area, you may enter a different Report Name if you wish. 

This name will appear in the Report Master Listing so that you may identify the report. 

 

Select the organization break level. Employees will be sorted by this organization level, and 

summary totals will be provided at this level. 

 

Select the sorting method for this report, whether by employee name or employee number. 
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When all selections have been entered, click on the submit button. Once the report has 

completed processing, it will be displayed as a PDF file in the Report Master Listing 

function. If you wish to clear your selections, click on the cancel button. 
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iCON Payroll Course  339 

Payment List 

Based on the Selection Criteria, the report will print a one line entry for each payment. 

Subtotals will be printed at the selected break level, along with grand totals at the end of the 

report. 

 

When you select a specific Payroll Processing Group, the system will print payments if the 

employee’s group at the time of payment is the same as the selected group. 

If you have no security to an organization structure, payments for employees in that 

organization will not print. 

 

If you need to print details about each payment, use either the Payment Register or 

Payment Register By Check Date function. 

  

You may select by any of the following methods: 

 

 Consolidated Group 

 Organization and Group 

 Legal Entity 

 Organization and Date 

 Payroll Processing Group 

 Employee Number 

 

If you select the Payroll Processing Group option, a page similar to the following will appear. 
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In the Select Report Parameters area, you may enter a different Report ID if you wish. This 

name will appear in the Report Master Listing so that you may identify the report. 

 

You may break the report by the employee’s home organization structure or home account 

number. If you select the organization structure, select the organization break level. 

Employees will be sorted by this organization level, and summary totals will be provided at 

this level. 

 

Make your selections in the following fields: 

 

 Include manual payments from the selected date range 

 Include prior period payments voided against the selected date range 

 Include payments issued and voided against the selected date range 

 Include payments issued in the selected date range but voided against future pay 

periods 

 

Select the Print Voids Only checkbox if you only wish to print information for voided 

payments. 

 

Select the format(s) in which you would like the report to be created: PDF, XLS, XML, CSV 

or TXT. 

 

Select the sorting method for this report. 

 

When all selections have been entered, click on the submit button. Once the report has 

completed processing, it will be displayed as a PDF file in the Report Master Listing 

function. If you wish to clear your selections, click on the cancel button.  
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Payment Register By Check Date 

This function allows you to print either pending or historical payment information. Manual 

payments and void payments can be included or excluded. The system allows you to select 

payments based on a range of Check Dates. If you need to select payments by a range of Pay 

Period End Dates, or wish to report on pending payments, use the Payment Register 

function. 

 

You may select by any of the following methods: 

 

 Consolidated Group 

 Organization and Group 

 Legal Entity 

 Organization and Date 

 Payroll Processing Group 

 Employee Number 

 

If you select the Payroll Processing Group option, a page similar to the following will appear. 

 

 
 

In the Select Report Parameters area, you may enter a different Report Name if you wish. 

This name will appear in the Report Master Listing so that you may identify the report. 
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You may break the report by the employee’s home organization structure or home account 

number. If you select the organization structure, select the organization break level. 

Employees will be sorted by this organization level, and summary totals will be provided at 

this level. 

 

If you want to produce only the Summary Totals and Grand Totals reports, select the 

Summary Only option. If you wish to also print the detailed report, leave this checkbox 

empty. 

 

Make your selections in the following fields: 

 

 Include manual payments from the selected date range 

 Include prior period payments voided against the selected date range 

 Include payments issued and voided against the selected date range 

 Include payments issued in the selected date range but voided against future pay 

periods 

 

Select the sorting method for this report. 

 

When all selections have been entered, click on the submit button. Once the report has 

completed processing, it will be displayed as a PDF file in the Report Master Listing 

function. If you wish to clear your selections, click on the cancel button.  
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Electronic Payment Register 

Use this function to generate a report based on bank entries that were created by the 

Electronic Payment Generation function. Only a report will be generated; no data is 

updated using this function. 

 

Before you use this function: 
 

 your payroll processor must enter bank information for the garnishment payee 

 the Electronic Payment Receiving Agency must be entered in Garnishment Payees 

 for states that accept child support deductions and require FIPS codes on the bank 

transmission records, FIPS codes must be entered in Deductions 

 the Electronic Payment Generation function must be run 

 

 
 

At the Legal Entity field, click on the down-arrow and select the one you want to work with. 

 

At the Payroll Processing Group field, click on the down-arrow and select the one you want 

to work with.  If you don't select a payroll processing group, all groups will be included in 

the report. 

 

At the Pay Period End Date field, enter the date you wish to process. If you selected a Payroll 

Processing Group, the system will require that the Pay Period End Date exist in the Pay 

Calendar for this group. You may click on the Calendar icon and select a date from the 

calendar. 

 

You may enter a different Report ID if you wish. This name will appear in the Report Master 

Listing so that you may identify the report. 

 

When all selections have been entered, click on the submit button. Once the report has 

completed processing, it will be displayed as a PDF file in the Report Master Listing 

function. If you wish to clear your selections, click on the cancel button.  
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Garnishment Check Register 

Use this function to report on payments created in Garnishment Check Print made to the 

entities defined in Garnishment Payees that are not set up to receive payments 

electronically. Select the legal entity and payee you want to work with and the date the 

checks were issued to them. If you wish to select a specific pay processing group or pay 

period end date, use the By Pay Period End Date option. If you wish to run the report for 

only one employee, click on By Employee Number. Enter the employee number and select 

the legal entities that you want to include. 
 

The report displays the following information: 

 

 name and address of the selected payee 

 legal entity 

 check number 

 Check Date 

 total amount of check 

 name and ID number of employees whose garnishments are included in the check 

 amount garnished from each employee 
 

 
 

If you leave the "By Pay Period End Date" checkbox empty, enter the necessary information 

as follows: 

 

Select one or more legal entity, or click on the All radio button in the Legal Entities section. 

At least one legal entity must be selected. 
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Click on the down-arrow and select the payee you want to report on. If you want to report on 

payments made to all garnishment payees, don't make a selection in this field. 

 

In the From Check Date field, enter the first pay date in the range you want to report on. You 

may click on the Calendar icon to select a date from the calendar. 

 

In the To Check Date field, enter the last pay date in the range you want to report on. 

 

If you select the "By Pay Period End Date" checkbox, enter the necessary information as 

follows: 

 

Select a legal entity from the drop-down list.  

 

Select a specific Payroll Processing Group from the drop-down list, or leave this field blank 

for all groups within the selected legal entity. 

 

Enter the Pay Period End Date you want to report on. You may click on the Calendar icon to 

select a date from the calendar. 

 

 
 

You may enter a different Report ID if you wish. This name will appear in the Report Master 

Listing so that you may identify the report. 

 

Select the format(s) in which you would like the report to be created: PDF, XLS, XML, CSV 

or TXT. 

 

When all selections have been entered, click on the submit button. Once the report has 

completed processing, it will be displayed as a PDF file in the Report Master Listing 

function. If you wish to clear your selections, click on the cancel button.  
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Paid Time Off Liability Report 

Based on your selections, the system will print employees' current paid time off balances and 

retrieve G/L amounts that have been created for accrued paid time off plans as of today's 

date. G/L amounts accrue each pay period if you have set up paid time off  account numbers 

in Account Manager. The amounts are reduced when a payment is voided. 

 

If you have not set up paid time off account numbers, you can still run this report to print 

calculated liability amounts. However, no G/L liability amounts will print. 

 

This report lists employees and their accrued paid time off balances. You can include 

negative and zero amounts if desired. Subtotals will print at each break level, with grand 

totals at the end of the report.  
 

The report includes the following information: 

 

 legal entity 

 pay group 

 paid time off group 

 organization levels 

 employee number 

 employee name 

 hire date (adjusted hire date) 

 current rate (employee's base hourly rate of pay) 

 paid time off 

 hours balance (from Paid Time Off, not including pending amounts) 

 calculated liability (hours balance times current rate) 

 G/L liability (amount generated by pay checks and reduced by voided payments, for 

the current year) 

 last accrual (number of hours accrued during the last payroll) 

 

Specify the method you wish to use to select the group of employees to be included in the 

report.  
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On the Selection page, enter your selections and click next. A page similar to the following 

will appear. 
 

 
 

Select the Paid Time Off Group that you want to work with. 

 

The system will automatically highlight the paid time off plans for which account numbers 

have been defined. You may leave these plans highlighted, or add or remove plans as needed. 

If you choose plans for which no account numbers have been defined, the system will 

calculate the liability, but no G/L liability will print on the report. 

 

You may enter a different Report ID if you wish. This name will appear in the Report 

Master Listing so that you may identify the report. 

 

Select the organization break level. Employees will be sorted by this organization level. 

 

Select the Include negative balances checkbox if you wish to include negative amounts. 

 

Select the Display Paid Time Off with zero amounts checkbox if you wish to include paid 

time off plans whose accrual amounts are zero. 

 

Click on the Sort By Employee Name option to sort the records by employee name or click 

on the Sort By Employee Number option to sort the records by employee number. 
 

When all selections have been entered, click on the submit button. Once the report has 

completed processing, it will be displayed as a PDF file in the Report Master Listing 

function. If you wish to clear your selections, click on the cancel button.  
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Net Payment Register 

Based on the selection criteria, the report will print the net amount for each payment, by 

check type and check date. Totals will print. 

 

When you select a specific Payroll Processing Group, the system will print payments if the 

employee’s group at the time of payment is the same as the selected group. 

 

This report requires that you have Organization Security in order for employees to print. 

 

 
 

In the Legal Entity section, choose whether you wish to print all legal entities or selected 

legal entities. If you choose Selected legal entities, select one or more legal entities from the 

list. You may select a Payroll Processing Group or leave this field blank to include all groups 

within the selected legal entities. Enter the date range for Pay Period End Dates to be 

included, as well as the date range for payments voided against Pay Period End Dates. 

 

You may enter a different Report ID if you wish. This name will appear in the Report Master 

Listing so that you may identify the report. 

 

Select the format(s) in which you would like the report to be created: PDF, XLS, XML, CSV 

or TXT. 

 

The following will print: legal entity, check type, check date, check number, payment type, 

pay period end date, employee number, employee name and net pay amount. The report will 

also show total checks per check date, total checks per check type and total void payments. 

 

When all selections have been entered, click on the submit button. Once the report has 

completed processing, it will be displayed as a PDF file in the Report Master Listing 

function. If you wish to clear your selections, click on the cancel button.  
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Time and Attendance List 

This function allows you to print Time and Attendance information, lump sums, and paid 

time off overages for the selected employee population and Pay Period End Date. 

 

 
 

If you wish to select a population by organization structure, go to the area called Select 

Employee Population, drill down through the organization chart and click on the organization 

for which you wish to select levels for reporting. The levels will then appear in the Selected 

Levels box. If you wish to select a legal entity, click on the radio button ‘By Legal Entity’, 

and select the company for which you wish to access data in the Legal Entity drop-down list. 

If you wish to print information for only one Payroll Processing Group, select it from the 

drop down list. Enter the Pay Period End Date. 

 

In the Select Report Parameters area, you may enter a different Report Name if you wish. 

This name will appear in the Report Master Listing so that you may identify the report. 

 

Select the format(s) in which you would like the report to be created: PDF, XLS, XML, CSV 

or TXT. 
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Select the organization break level. Employees will be sorted by this organization level, and 

summary totals will be provided at this level. 

 

If you wish to print only employees who are non-exempt and who have no time card 

information for the selected Pay Period End Date, click on the checkbox named ‘Print only 

employees with no time card data’. To print all information for the selected Pay Period End 

Date, including employees with no time card data, leave this checkbox blank. 

 

If you wish to print the negative replacement hours for time card exempt employees, click on 

the checkbox named ‘Print negative replacement hours’.  To print only the positive 

replacement hours for time card exempt employees, leave this checkbox blank.  This field is 

blank by default. 

 

Select the sorting method for this report, whether by employee name or employee number. 

 

When all selections have been entered, click on the submit button. Once the report has 

completed processing, it will be displayed as a PDF file in the Report Master Listing 

function. If you wish to clear your selections, click on the cancel button. 
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Payroll Funding Statement 

This report prints information from Payment History for the selected payroll, including taxes, 

deductions and impound information. 

 

 
 

The report includes the following information: 

 

 Legal entity, FEIN and payroll processing group 

 Check date and pay period end date 

 Gross payroll 

 Taxes paid by employee and employer 

 Offsets as a result of taxes on third party sick pay payments 

 Garnishment withholding (for deductions in the Payroll Deductions common object 

where Garnishment is selected) 

 Benefit deductions/contributions for employee and employer (for deductions in the 

Payroll Deductions common object where Benefit is selected) 

 Special withholding (deductions that are not defined as either garnishments or 

benefit-related) 

 Net payroll, funding and account information 

 

You may enter a different Report Name if you wish. This name will appear in the Report 

Master Listing so that you may identify the report. 

 

Select the format(s) in which you would like the report to be created: PDF, XLS, XML, CSV 

or TXT. 

 

When all selections have been entered, click on the submit button. Once the report has 

completed processing, it will be displayed as a PDF file in the Report Master Listing 

function. If you wish to clear your selections, click on the cancel button. 
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Labor Distribution Report 

 

Before running this report, make sure that the report columns have been defined in the Labor 

Distribution Definition function in the Payroll Setup menu. 

 

This report will print pay, taxes and deductions, as well as gross and net pay, for the selected 

employees and Pay Period End Date. Depending on the organization levels where the 

employee worked, his or her pay amounts will be printed. Taxes and deductions are pro-rated 

according to the percent of pay in each organization. When a payment is generated, 

organization levels default to the employee's home levels as stored in Work Profile. They 

can be overridden in Time and Attendance, Lump Sums or Manual Payments. The report 

uses the Check_Pos table, which is populated when payments are closed. 

 

Select the method by which you will define the population. Click next; depending on the 

method you chose, the system will ask for more information. 
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The report prints the following information:  

 

 legal entity 

 Pay Period End Date 

 organization 

 employee name 

 employee number 

 wages by pay type 

 hours by pay type 

 employee federal tax amounts 

 employer federal tax amounts 

 employee state tax amounts 

 employer state tax amounts 

 employee local tax amounts 

 employer local tax amounts 

 employee deduction amounts 

 employer deduction amounts 

 gross pay 

 net pay 

 

In the Select Report Parameters area, you may enter a different Report ID if you wish. This 

name will appear in the Report Master Listing so that you may identify the report. 

 

Select either the Detail report, showing employee information, or the Summary report, 

showing totals only. 

 

You may break the report by the employee’s home organization structure or home account 

number. If you select the organization structure, select the organization break level. 

Employees will be sorted by this organization level, and summary totals will be provided at 

this level. 

 

Select the sorting method for this report, whether by employee number or employee name. 

 

If you wish to create a CSV file in addition to the report, select the CSV File checkbox. 

 

When all selections have been entered, click on the submit button. Once the report has 

completed processing, it will be displayed as a PDF file in the Report Master Listing 

function. If you wish to clear your selections, click on the cancel button.  
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Tip Allocation Report 

 

In addition to using the Tip Inquiry function to view allocated tips, you may use the Tip 

Allocation Report. Please see the section on Establishment Gross Receipts for more 

information on processing allocated tips for directly tipped employees. 

 

 

 
 

In the Establishment Organization Structure field, drill down through the organization chart 

and click on the organization that you wish to report on.  

 

In the Select Report Parameters area, enter the Pay Period End Date to be used. 

 

Select the organization break level. Employees will be sorted by this organization level, and 

summary totals will be provided at this level. 

 

Select the sorting method for this report, whether by employee name or employee number. 

 

You may enter a different Report ID if you wish. This name will appear in the Report  

Master Listing so that you may identify the report. 
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When all selections have been entered, click on the submit button. Once the report has 

completed processing, it will be displayed as a PDF file in the Report Master Listing 

function. If you wish to clear your selections, click on the cancel button.  

 

Below is an example of the report. 
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State New Hires Report 

For the selected population, the system will print information for newly hired and rehired 

employees. It will include all employees whose Pending State New Hire Reporting checkbox 

in Work Profile is Yes. When this report is run, it will not update either the Pending State 

New Hire Reporting or Date Reported to State as New Hire fields. Those fields are only 

updated when a state new hire file is created, or when the State New Hire Report For 

Administrator is run. 

 

When an employee is entered into the system using either the Add Employee or New Hire 

function, the employee’s Pending State New Hire Reporting field is set to Yes. The next time 

a state new hire file is created, all employees with this field set to Yes will be included. When 

their information is written to a new hire file, Pending State New Hire Reporting is changed 

from Yes to No, and the date is populated in the Date Reported to State as New Hire field. 

Both of these fields may be viewed in Work Profile. 

 

The report breaks by state of the hiring location. If the hiring location is in Maryland, each 

employee's pay rate and pay frequency will print. 

 

Choose the method you wish to use for selecting employees: 
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On the next page, enter your selection criteria for the employee population and the date 

range. A sample page appears below when the selection is by Organization and Group: 

 

 
 

Enter the remaining information to process the job. 

 

 
 

You may select a state, or leave the State field blank to include all states. Enter information 

for the person to contact in case of a question. 
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You may enter a different Report ID if you wish. This name will appear in the Report 

Master Listing so that you may identify the report. 

 

Click submit to send the job to the queue. Two reports will be produced. The State New 

Hires Report lists the employees who were hired within the specified period of time. It also 

indicates if they and their dependents are eligible for medical coverage with your 

organization. The Medical Coverage column displays a Yes if the employee is assigned to a 

benefit group where at least one plan has the Medical Coverage option selected in Benefit 

Plans. 

 

The Refusal of Employee Offer Report lists applicants who have refused job offers from your 

company. The report displays the date each applicant refused an offer and the job title they 

turned down. This information is entered in the Applicant Job Positions function. 

 

Once the report has completed processing, it will be displayed as a PDF file in the Report 

Master Listing function. If you wish to clear your selections, click on the cancel button.  
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360  iCON Payroll Course 

Payroll Exception Report 

The Payroll Exception Report prints employees with an active Payroll Status whose 

Scheduled Hours in Misc. Payroll do not equal Annual Hours divided by the Number of Pay 

Periods from the Pay Frequency common object. The system will use the Misc. Payroll 

record matching the legal entity and year of the As Of Date. The system does not require that 

Scheduled Hours equal this calculation, but it will alert you to any possible errors. If any 

changes need to be made, use the Misc. Payroll function. 
 

Select a legal entity from the list. You may select a Payroll Processing Group if you wish to 

include only employees in that group; leave this field blank if you wish to include all Payroll 

Processing Groups within the selected legal entity. Enter the As of Date that you wish to use 

to retrieve employee data. 

 

 
 

You may enter a different Report ID if you wish. This name will appear in the Report Master 

Listing so that you may identify the report. 

 

When all selections have been entered, click on the submit button. Once the report has 

completed processing, it will be displayed as a PDF file in the Report Master Listing 

function. If you wish to clear your selections, click on the cancel button.  
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Tax Exception Report 

The Tax Exception Report prints various criteria related to quarterly reporting that may 

indicate error conditions or missing data. The report can be run at any time; no data is 

updated. It is recommended that you review the report before creating quarterly reports and 

wage files. The system will check for the following conditions: 

 

 In Tax Accumulators, federal, state or local gross wages, taxable wages, tax or hours 

for the selected quarter are negative 

 In Pay Calendars, no Check Dates in the selected quarter have Weeks Worked 

 SUI and W-2 Manager record is missing for state that has information in Tax 

Accumulators 

 Unemployment account number is missing from SUI and W-2 Manager or contains 

blanks or nulls 

 Income tax account number is missing from SUI and W-2 Manager or contains 

blanks or nulls 

 Employee's mailing address state has a state income tax, and that tax is not assigned 

to the employee, or the tax is not active, or the current tax election is inactive, for 

employees with an active payroll status 

 Employee has no active SUI Tax Election for his or her Work State in Misc. Payroll, 

for employees with an active payroll status 

 Employee’s Work State in Misc. Payroll is different than the state on his/her active 

SUI Tax Election 

 Values in the Payroll Statuses common object are not marked to be included in SUI 

reports and magnetic media. 

 Employee has FUTA wages but no SUI wages (if the SUI/FUTA Wage Validation 

checkbox is selected) 

 Employee has SUI wages but no FUTA wages (if the SUI/FUTA Wage Validation 

checkbox is selected) 

 Employee does not have an active FICA or FICM Tax Election, for employees with 

an active payroll status (this edit will be performed only if the FICA/FICM 

Assignment checkbox is selected) 

 

The system will also check the following areas, although these error conditions would only 

occur as a result of a data migration. The system will not allow these types of conditions to 

be created within the iCON functions. 

 

 Demographics or Work Profile record (Employees and/or Workforce table) is 

missing but wages (SIT and/or SUI) exist for the quarter 

 Employee social security number is missing but wages (SIT and/or SUI) exist for the 

quarter 

 Unemployment state on the tax record is blank or invalid but wages exist for the 

quarter 
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 Income tax state on the tax record is blank or invalid but wages exist for the quarter. 

 

Select a legal entity from the list. Select the Tax Year and Quarter to be checked. You may 

select a Payroll Processing Group if you wish to include only employees in that group; leave 

this field blank if you wish to include all Payroll Processing Groups within the selected legal 

entity. If you do not wish to perform the SUI and FUTA edit, unselect the SUI/FUTA Wage 

Validation checkbox. If you do not wish to check for FICA/FICM Tax Elections, unselect the 

FICA/FICM Assignment checkbox. 

 

You may enter a different Report ID if you wish. This name will appear in the Report 

Master Listing so that you may identify the report. 

 

 
 

When all selections have been entered, click on the submit button. Once the report has 

completed processing, it will be displayed as a PDF file in the Report Master Listing 

function. If you wish to clear your selections, click on the cancel button.  
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Total Population Report 

Based on the selection criteria, the report will print information for employees whose 

employment status, as of the date range you select, has an Active value of “Yes” in the 

Employment Status Definition function. The report will not print employees for which the 

user has no Organization Security. 

 

 
 

There are 4 options for the format of this report: 

 The Table of Organization Detail report groups employees within their organization 

structure and provides the following information for each employee: ethnic code, hire 

date, gender, EEO code, job title, job category, salary grade, employee name and 

number 

 The Table of Organization Summary report groups the number of employees 

within the selected organization structure by EEO code, ethnic code and gender 

 The EEO Code Detail report groups employees by EEO code and provides the 

following information for each employee: ethnic code, hire date, gender, EEO code, 

job title, salary grade, employee name and number 

 The EEO Code Summary report provides the number of employees in each EEO 

code, ethnic group and gender 
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Note that beginning with 2007 EEO-1 reporting, a new job category called ‘Executive/Senior 

Level Officials and Managers’ was created. Also, a new Race category called ‘Two or More 

Races’ was created. The ‘Asian or Pacific Islander’ Race category was split into two 

categories, ‘Asian’ and ‘Native Hawaiian or Other Pacific Islander’. The OFCCP compliance 

reports (Applicants Report, New Hires Report, Terminations Report and Total Population 

Report) do not yet recognize these categories. As a result, the following will take place when 

running these reports: 

 

1) Employees in the Executive/Senior Level Officials and Managers category will be 

reported with First/Mid-Level Officials and Managers. 

2) Native Hawaiian or Other Pacific Islanders (Race code ‘P’) will be combined with 

Asians (Race code ‘A’). 

3) Employees who are Two or More Races will print with Race code ‘T’ on the Detail 

report. However, they will not be included in the Summary report since there is no 

column provided for this category. If your company is required to keep OFCCP 

compliance reports, select the ‘Require Primary Race for Two or More Races’ 

checkbox in HR System Defaults, and make sure that no employees have code ‘T’ in 

the Race field in Demographics. Instead, the Two or More Races checkbox must be 

selected, and a Primary Race must be chosen in the Race field. 

 

In the area called Select Employee Population, drill down through the organization chart and 

click on the organization for which you wish to select levels for reporting. The levels will 

then appear in the Selected Levels box. Select the organization break level. Employees will 

be sorted by this organization level, and summary totals will be provided at this level. 

 

Enter the effective date, and whether you wish to print information by table of organization 

or EEO Code. 

 

If you wish to print detailed information, select the ‘Detail’ radio button. For Summary totals 

only, select the radio button next to ‘Summary’.  

 

If you selected the Detail report, click on the radio button next to the sort option you want to 

use, either Employee Number or Employee Name. 

 

You may enter a different Report Name if you wish. This name will appear in the Report 

Master Listing so that you may identify the report. 

 

When all selections have been entered, click on the submit button. Once the report has 

completed processing, it will be displayed as a PDF file in the Report Master Listing 

function. If you wish to clear your selections, click on the cancel button.  
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Direct Deposit Accounts Report 

Based on the Selection Criteria, the report will print current and future direct deposit 

accounts for employees, as stored in the Direct Deposit Accounts function. It will include 

employees with an active payroll status, as stored in Payroll Status. The report will print the 

effective date, priority, ABA number, account number, account type and deposit. 

 

The system will use your User Security setting to determine which employees to include on 

the report. 

 

 
 

Select either the Organization Structure or Legal Entity you wish to use to select the group of 

employees to be included in the report. If you wish to include only employees in one Payroll 

Processing Group, select it from the drop-down list; otherwise, select *no value to include 

employees in all groups. 

 

Enter the Effective Date that you wish to use. Each active employee’s current direct deposit 

accounts as of this date will be included, as well as any future-dated records. If you want to 

summarize your data at a specific organization level, click on the Break by Organization 

Level and specify the level.  
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You may enter a different Report Name if you wish. This name will appear in the Report 

Master Listing so that you may identify the report. 

 

Select the format(s) in which you would like the report to be created: PDF, XLS, XML, CSV 

or TXT. 

 

Click on the sort method that you wish to use, either Employee Number or Employee Name. 

 

When all selections have been entered, click on the submit button. Once the report has 

completed processing, it will be displayed as a PDF file in the Report Master Listing 

function. If you wish to clear your selections, click on the cancel button.  
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Employee SSN Change Report 

The report will print all employees whose Social Security Number has been changed in the 

selected quarter. It will include each quarter and year in which the employee had SUI taxable 

wages. Use this to determine if amended returns need to be filed. 

 

The report includes the following information: 

 

 Employee number 

 Employee name 

 Old SSN number 

 New SSN number 

 Date of change 

 State (where SUI wages were earned) 

 Quarter and year in which wages were earned 

 

 
 

Select one or more legal entities that you want to include on the report, or all legal entities. 

 

At the Year field, click on the down-arrow and select the year that you wish to work with. 

Social Security Numbers that were changed in the selected quarter and year will be included. 

 

Select the Quarter that you wish to include.  

 

You may enter a different Report Name if you wish. This name will appear in the Report 

Master Listing so that you may identify the report. 

 

When all selections have been entered, click on the submit button. Once the report has 

completed processing, it will be displayed as a PDF file in the Report Master Listing 

function. If you wish to clear your selections, click on the cancel button.  
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Employee SSN Verification Export 

 

The purpose of this function is to create a file to interface with Social Security Number 

Verification Service of Business Services Online (BSO) at the Social Security 

Administration web site. This service allows you to complete an online form or submit 

specifically formatted files to request verification of names and Social Security Numbers of 

employees of your company for the purpose of ensuring correct information on W-2s. To use 

this service, you must register at https://secure.ssa.gov/acu/IRESWeb/registration.jsp.  

 

Being this function creates a file with names and Social Security Numbers, it is important 

that only users authorized to view Social Security Numbers be allowed to access this function 

– so you must set Legal Entity Authorization, Organization Security, and Function Security 

appropriately.  

 

The first screen of the function will allow you to select one of three filtering methods: By 

Organization, By Legal Entity, By Legal Entity and Group. 

 

 
 

Once that selection is made – click next to access the second screen which allows the user to 

enter specific selection criteria. You may only want to select Payroll Active Employees as of a 

specific date, who have New Hire dates within a specific date range. Or you may want to select 

Terminated employees as of a certain date, hired within the current tax year – who will also still 

be getting W-2’s. 
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Once these filtering options have been made, click next to access the final screen which displays 

your selections and allows you to enter a file name. The export process can be viewed in the Job 

Server Queue, and once the job is complete, the resulting file will appear in Report Master 

Listing with the file name you specified appended by the job number. 

 

 
 
From Report Master Listing, you should save your file locally, so you can then login to the BSO 

site, and use the instructions they provide to submit the file. The BSO website then provides the 

ability to retrieve a results file tied to your file submission, based either on confirmation number 

or submit date and time. For more information on the specifics of using BSO for Social Security 

Verification – see the handbook they provide: (link valid as of the date of these release notes) 

https://www.ssa.gov/employer/ssnvsHandbook.pdf. 
 

Employee SSN Verification Import  

 

The purpose of this function is to import the results file returned from the Social Security 

Number Verification Service of Business Services Online (BSO) at the Social Security 

Administration web site, to create an easily readable report in PDF format.  

 

The import process will also create a CSV formatted file which will notify the user of any errors 

or issues with the process.  

 

You must ensure that the file you are importing contains your Customer ID in the file name and 

is a *.TXT formatted file. If the results file you retrieve from the BSO website does not contain 

your Customer ID, you must rename the file before attempting to import it.  

 

Click the browse button to browse to the location of the file, and click submit. 
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The import process can be viewed in the Job Server Queue. When the job completes, if the 

import is successful, there will be two resulting files in the Report Master Listing. One file is the 

Results Report in PDF format named EeSSNVerificationResultsRep-NNNNN.pdf where 

NNNNN is the job number. The other file is the status file for the import process. If the process 

completes without errors – the file will be named EmpSSNVerificationImport-NNNNN.csv 

where NNNNN is the job number. If the process encounters errors, the file will be named 

EmpSSNVerificationErrors-NNNNN.csv and there will be no PDF file generated. 

 

 

 
 

The Results Report will contain the information from the results file in readable format.  
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Monthly SUI Data Generation 

Use this function to create data that will be submitted to the states for monthly wage 

reporting, either electronically or on magnetic media. Currently, only Illinois requires 

monthly wage reporting, and only for months that are not quarter-end months. For quarter-

end months, the monthly file is not generated; only the quarterly SUI file is to be generated 

and submitted for March, June, September and December. 

 

All payments for the selected month must be closed prior to generating data. 

 

If you select a legal entity that is defined as a Common Paymaster, the system will generate 

data for all of the entities within that common paymaster. 
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Select the Tax Year, Transmitter and Month (January, February, April, May, July, August, 

October or November). In the State field, only Illinois is shown, as display-only. Select one 

or more legal entities to be included. Click submit to send the job to the queue, or cancel to 

reset your selections. 

 

When the job has completed, use the Monthly SUI File Creation function to copy the data 

to a file. Files can be viewed in Report Master Listing. 

 

The Monthly SUI File Inquiry function can be used to view when data was generated, and 

whether or not a file was created. 
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Monthly SUI File Creation 

Use this function after running Monthly SUI Data Generation to create state quarterly wage 

files. 

 

 
 

Select the Tax Year and Month that you wish to work with. Illinois is shown as display-only, 

since this is currently the only state that requires monthly wage reporting. The available data 

will be shown in the list. Click in the Select column next to the entry you wish to process; the 

legal entity or entities to be included in the file will be shown. Click process to create the file 

or cancel to reset your selections. 

 

When the job has completed, go to Report Master Listing. The report name will include the 

job number, a dash, and the file name required by the state. Open the file and save it to your 

computer or network folder. Rename the file with only the information after the job number 

and dash. In the following example, 75372-ILUIMonthlyWage012013_01.csv must be 

renamed ILUIMonthlyWage012013_01.csv before it is sent to the state. 
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Monthly SUI File Inquiry 

Use this function to determine if a SUI file was created for a specific legal entity, month and 

year. The function displays the User ID of the person who created the data using Monthly 

SUI Data Generation, along with the date and time the data was created. If the file was 

created using the Monthly SUI File Creation function, the File Status column will display 

“File Created”. 

 

 
 

Select the Tax Year, Month and whether or not to display data generated by all users. Click 

on refresh. Next, click in the Select column next to the information you wish to view. The 

legal entities and states will be shown in the bottom section of the page.  

 

If a file has already been created, you can recreate it if needed. Select the file you wish to 

recreate, and click Recreate File. 

 

You may purge data that is no longer needed. Select the file you wish to purge, and click 

Purge. Note that you may only purge data that you created; you may not purge data that was 

created by a different User ID. 
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Pennsylvania Local Tax Report 

This report is intended to be used to ensure that all data is correctly set up to comply with Act 

32, which affects earned income taxes for localities in Pennsylvania. Based on the Selection 

Criteria, the report will print information for the following possible error conditions for 

employees who have an active Payroll Status and who also have an active Pennsylvania 

income tax record: 

 

 The employee has a blank Resident Locality in Misc. Payroll for the current year or 

future year. 

 The PSD Code in the employee's current active Mailing address does not equal the PSD 

Code for the Resident Locality for the current or future year. 

 The employee doesn't have a PSD Code in the current active Mailing address. 

 The employee doesn't have an active Pennsylvania tax option for earned income tax (tax 

type CTYX or CNTX). 

 The employee has an active local tax option for a Pennsylvania locality whose PSD Code 

is blank in the Localities common object. 

 The PSD Code in the employee's active Mailing address does not match any PSD Code in 

the Localities common object. This may be a valid condition if you do not have all 

Pennsylvania localities entered in the Localities common object. 

 

 
 

In the Legal Entity section, click on the entity or entities that you wish to process. If you 

select only one legal entity, you may specify a Payroll Processing Group. To process all 

groups, leave this field blank. 

 

You may enter a different Report Name if you wish. This name will appear in the Report 

Master Listing so that you may identify the report. 

 

When all selections have been entered, click on the submit button. Once the report has 

completed processing, it will be displayed as a PDF file in the Report Master Listing 

function. If you wish to clear your selections, click on the cancel button. 
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The report will page break by legal entity and payroll processing group. If an employee has 

more than one error condition, a message will print for each occurrence. 

 

The following will print: legal entity, payroll processing group, employee number, employee 

number, locality (if applicable) and the comments describing the possible error condition. 

 

Below is a sample report. Make any necessary data corrections based on the errors that 

appear on the report. 
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Quarterly Disability Report 

Based on the selection criteria, the detail report will print all employees who have wages 

subject to the state disability tax. Wage and tax totals are provided by payroll processing 

group within each state. The summary report provides totals only. If you select an entity that 

has been defined as a common paymaster, all of the entities within that common paymaster 

will be printed, and a separate report will be generated containing totals for all entities. 

 

 
 

Select the Legal Entity with which you wish to work from the drop-down list. Select a 

Payroll Processing Group if needed. If you leave the Payroll Processing Group field blank, 

you may elect to break the report by Payroll Processing Group. 

 

The report includes the following information: legal entity, doing business as (if applicable), 

common paymaster (if applicable), state, SUI account number, quarter ending date, payroll 

processing group, Social Security number, employee name, gross quarterly wages paid, 

quarterly taxable wages and disability withholding. The totals section for the payroll 

processing group and state include: quarterly gross wages, quarterly taxable SDI wages, 

employer percentage, actual disability withheld and total quarterly disability contribution. 

 

You may enter a different Report ID if you wish. This name will appear in the Report 

Master Listing so that you may identify the report. 

 

When all selections have been entered, click on the submit button. Once the report has 

completed processing, it will be displayed as a PDF file in the Report Master Listing 

function. If you wish to clear your selections, click on the cancel button.  
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Quarterly FIT/FICA/FICM Report 

Based on the selection criteria, the detail report will print all employees who have wages 

subject to FIT, FICA and/or FICM. Wage and tax totals are provided by payroll processing 

group within each state. The summary report provides totals only. If you select an entity that 

has been defined as a common paymaster, all of the entities within that common paymaster 

will be printed, and a separate report will be generated containing totals for all entities. Wage 

and tax totals are provided by pay group. 

 

 
 

Select the Legal Entity with which you wish to work from the drop-down list. Select a 

Payroll Processing Group if needed. If you leave the Payroll Processing Group field blank, 

you may elect to break the report by Payroll Processing Group. 

 

The report includes the following information: legal entity, doing business as (if applicable), 

common paymaster (if applicable), quarter ending date, FEIN, payroll processing group, 

Social Security number, employee name, quarterly wages and amount withheld for FIT, 

FICA and FICM. The totals section for the payroll processing group include: quarterly FIT, 

FICA and FICM wages, quarterly FIT, FICA and FICM withheld, employee and employer 

FICA percent and amount withheld and employee and employer FICM percent and amount 

withheld. Beginning in 2013, FICM wages over $200,000 will be printed. Grand totals by 

legal entity are also printed. 

 

You may enter a different Report ID if you wish. This name will appear in the Report 

Master Listing so that you may identify the report. 

 

When all selections have been entered, click on the submit button. Once the report has 

completed processing, it will be displayed as a PDF file in the Report Master Listing 

function. If you wish to clear your selections, click on the cancel button.  

 

For FICA and FICM information for employees who work in Puerto Rico, use the Quarterly 

Puerto Rico FICA/FICM Report. 
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Quarterly FUTA Report 

Based on the selection criteria, the detail report will print all employees who have wages 

subject to FUTA. The summary report provides totals only. If you select an entity that has 

been defined as a common paymaster, all of the entities within that common paymaster will 

be printed, and a separate report will be generated containing totals for all entities. Wage and 

tax totals are provided by payroll processing group. 

 

 
 

Select the Legal Entity with which you wish to work from the drop-down list. Select a 

Payroll Processing Group if needed. If you leave the Payroll Processing Group field blank, 

you may elect to break the report by Payroll Processing Group. 

 

The report includes the following information: legal entity, doing business as (if applicable), 

common paymaster (if applicable), quarter ending date, FEIN, payroll processing group, 

Social Security number, employee name, quarterly gross wages, quarterly FUTA wages, 

taxable wages and FUTA tax. The totals section for the payroll processing group include: 

quarterly gross wages, FUTA wages, employer FUTA percent and FUTA tax. Grand totals 

by legal entity are also printed. 

 

You may enter a different Report ID if you wish. This name will appear in the Report 

Master Listing so that you may identify the report. 

 

When all selections have been entered, click on the submit button. Once the report has 

completed processing, it will be displayed as a PDF file in the Report Master Listing 

function. If you wish to clear your selections, click on the cancel button.  
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Quarterly Local Tax Report 

Based on the selection criteria, the detail report will print all employees who have wages 

subject to local taxes. It sorts employees by tax type within each locality. Wage and tax totals 

are provided by state, locality and payroll processing group, with a page break by locality. A 

grand total report will be produced with one line of totals per locality. The summary report 

provides totals only. If you select an entity that has been defined as a common paymaster, all 

of the entities within that common paymaster will be printed, and a separate report will be 

generated containing totals for all entities. 

 

 
 

Select the Legal Entity with which you wish to work from the drop-down list. Select a State 

and Locality if you wish to print information for only one locality. Select a Payroll 

Processing Group if needed. If you leave the Payroll Processing Group field blank, you may 

elect to break the report by Payroll Processing Group. Select a month for the month-to-date 

information. 

 

The report includes the following information: legal entity, doing business as (if applicable), 

common paymaster (if applicable), quarter ending date, local tax, locality, payroll processing 

group, Social Security number, employee name, resident status, MTD, QTD and YTD 

taxable wages and local tax. The totals section for the payroll processing group include: 

MTD, QTD and YTD taxable wages and local tax. 

 

You may enter a different Report ID if you wish. This name will appear in the Report 

Master Listing so that you may identify the report. 

 

When all selections have been entered, click on the submit button. Once the report has 

completed processing, it will be displayed as a PDF file in the Report Master Listing 

function. If you wish to clear your selections, click on the cancel button.  
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Quarterly Local Tax Wage Listing 

This report is very similar to the Quarterly Local Tax Report. It prints information about 

local tax withholding and sorts employees by tax type within the same locality, and also 

includes each employee's address. 

 

Based on the selection criteria, the report will print all employees who have wages subject to 

local tax.  Wage and tax totals are provided within locality, state and tax type. 

 

 
 

Select the Legal Entity with which you wish to work from the drop-down list. Select a State 

and Locality if you wish to print information for only one locality. Select a Payroll 

Processing Group if needed. Select the Tax Year and Quarter that you wish to report on. 

 

The report includes the following information: legal entity, quarter, doing business as (if 

applicable), year, locality, state, tax type, Social Security number, employee name, mailing 

address, PSD Code (Pennsylvania only), taxable wages, tax amount and totals. 

 

You may enter a different Report ID if you wish. This name will appear in the Report 

Master Listing so that you may identify the report. 

 

When all selections have been entered, click on the submit button. Once the report has 

completed processing, it will be displayed as a PDF file in the Report Master Listing 

function. If you wish to clear your selections, click on the cancel button.  
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Quarterly Puerto Rico FICA/FICM Report 

Based on the selection criteria, the detail report will print all employees working in Puerto 

Rico who have wages subject to FICA and/or FICM. Wage and tax totals are provided by 

payroll processing group within each state. The summary report provides totals only. If you 

select an entity that has been defined as a common paymaster, all of the entities within that 

common paymaster will be printed, and a separate report will be generated containing totals 

for all entities. Wage and tax totals are provided by pay group. 

 

 
 

Select the Legal Entity with which you wish to work from the drop-down list. Select a 

Payroll Processing Group if needed. If you leave the Payroll Processing Group field blank, 

you may elect to break the report by Payroll Processing Group. 

 

The report includes the following information: legal entity, doing business as (if applicable), 

common paymaster (if applicable), quarter ending date, FEIN, payroll processing group, 

Social Security number, employee name, quarterly wages and amount withheld for FICA and 

FICM. The totals section for the payroll processing group include: quarterly FICA and FICM 

wages, quarterly FICA and FICM withheld, employee and employer FICA percent and 

amount withheld and employee and employer FICM percent and amount withheld. 

Beginning in 2013, the FICM wages over $200,000 will print. Grand totals by legal entity are 

also printed. 

 

You may enter a different Report ID if you wish. This name will appear in the Report 

Master Listing so that you may identify the report. 

 

When all selections have been entered, click on the submit button. Once the report has 

completed processing, it will be displayed as a PDF file in the Report Master Listing 

function. If you wish to clear your selections, click on the cancel button.  

 

For FIT, FICA and FICM information for employees who work in the states, use the 

Quarterly FIT/FICA/FICM Report. 
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Quarterly State Income Tax Report 

Based on the selection criteria, the detail report will print all employees who have wages 

subject to state income tax. Wage and tax totals are provided by payroll processing group. 

The summary report provides totals only. If you select an entity that has been defined as a 

common paymaster, all of the entities within that common paymaster will be printed, and a 

separate report will be generated containing totals for all entities. 

 

For states that allow multiple income tax records, the report will total the employee’s wage 

and tax amounts and print them as one line entry. Currently, this applies to Arizona, 

Maryland and New Jersey. 

 

 
 

Select the Legal Entity with which you wish to work from the drop-down list. Select a State 

and if you wish to print information for only one state. Select a Payroll Processing Group if 

needed. If you leave the Payroll Processing Group field blank, you may elect to break the 

report by Payroll Processing Group. Select a month for the month-to-date information. 

 

The report includes the following information: legal entity, doing business as (if applicable), 

common paymaster (if applicable), quarter ending date, state, state account number, payroll 

processing group, Social Security number, employee name and number, MTD, QTD and 

YTD taxable wages and state tax. The totals section for the payroll processing group include: 

MTD, QTD and YTD taxable wages and state tax. 

 

You may enter a different Report ID if you wish. This name will appear in the Report 

Master Listing so that you may identify the report. 

 

When all selections have been entered, click on the submit button. Once the report has 

completed processing, it will be displayed as a PDF file in the Report Master Listing 

function. If you wish to clear your selections, click on the cancel button.  
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Quarterly SUI Report 

Based on the selection criteria, the detail report will print all employees who have wages 

subject to state unemployment tax, in the format of Wage Continuation sheets that are 

available from forms vendors. The columns that print in the detail option are based on 

selections made in SUI and W-2 Manager. Note the following exceptions: 

 

 Massachusetts: gross wages rather than taxable wages are printed 

 New York: taxable FIT wages rather than New York taxable wages are printed 

 Michigan, Oklahoma and Wyoming have special formats; separate reports are 

produced for these states. 

 

Also note that for Arkansas, Illinois and Massachusetts, when payments are created and the 

employee has an employer match for a deduction marked as Employer Match SUI Taxable in 

the Payroll Deductions common object, the employer match is added to the SUI Taxable 

Wages. 

 

No negative wages are included, per state requirements. To print employees with negative 

wages, use the Negative Wages option. 

 

If you select a legal entity that has been defined as a tax reporting entity, wages earned in all 

associated legal entities will be reported as being earned in the tax reporting entity. 
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Select the Legal Entity with which you wish to work from the drop-down list. Select a 

Payroll Processing Group if needed. Select a State if you wish to print information for only 

one state.  

 

The work report will print detailed information for employees in a standard report format, 

including total taxable wages, taxable wages up to the ceiling, excess wages and tax. 

 

The summary report will print, by location, wage totals and the number of employees 

working on the twelfth of each month. If you run the summary report for a common 

paymaster for all states, a second report will print containing common paymaster totals for 

each state. 

 

You may enter a different Report ID if you wish. This name will appear in the Report 

Master Listing so that you may identify the report. 

 

When all selections have been entered, click on the submit button. Once the report has 

completed processing, it will be displayed as a PDF file in the Report Master Listing 

function. If you wish to clear your selections, click on the cancel button.  
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Quarterly Taxable Wage Balancing Report 

This report can be used to balance your gross payroll to the wage amounts on Form 941 for 

FIT, FICA and FICM. The Summary report will print Total Gross Wages, minus Non-Taxed 

Pay Types and Pre-Tax Deductions. Taxable Wages will then be calculated and shown, and 

compared to the total of Taxable Wage amounts in Tax Accumulators. If a difference exists, 

it will be printed. Typically there will be no differences, but this report will allow you to 

check for differences in case the pre-tax definition was changed mid-year and adjustments 

were not made to employee totals, for example. If any differences are shown on the 

Summary report, run the Detail report to see which employees are affected. 

 

 
 

Select the Legal Entity with which you wish to work from the drop-down list. Select the 

Quarter and Tax Year. Select each federal tax type that you wish to include. A separate page 

will print for each selected tax type. 

 

Select the Summary or Detail option. 

 

You may enter a different Report ID if you wish. This name will appear in the Report 

Master Listing so that you may identify the report. 

 

When all selections have been entered, click on the submit button. Once the report has 

completed processing, it will be displayed as a PDF file in the Report Master Listing 

function. If you wish to clear your selections, click on the cancel button.  
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Quarterly Workers Compensation Report 

Based on the selection criteria, the detail report will print all employees who have wages 

subject to a workers compensation tax. Wage and tax totals are provided by payroll 

processing group for each workers compensation class and state. The summary report 

provides totals only.  

 

Workers compensation taxes are assigned to employees in Tax Elections. When pay is 

calculated, the system will get the workers compensation code from Work History to 

determine which tax rate should be applied. 

 

 
 

Select the Legal Entity with which you wish to work from the drop-down list. Select a State 

if you wish to print information for only one state. Select a Payroll Processing Group if 

needed. If you leave the Payroll Processing Group field blank, you may elect to break the 

report by Payroll Processing Group. 

 

You may enter a different Report ID if you wish. This name will appear in the Report 

Master Listing so that you may identify the report. 

 

When all selections have been entered, click on the submit button. Once the report has 

completed processing, it will be displayed as a PDF file in the Report Master Listing 

function. If you wish to clear your selections, click on the cancel button.  
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SUI Data Generation 

Use this function to create data that will be submitted to the states for quarterly wage 

reporting, either electronically or on magnetic media. All payments for the selected quarter 

must be closed prior to generating data. 

 

If you select a legal entity that is defined as a Common Paymaster, the system will generate 

data for all of the entities within that common paymaster. 

 

If you select a legal entity that is defined as a Tax Reporting Entity, employees in all of the 

linked entities will be included on the file. These employees will only be included when you 

select the Tax Reporting Entity; they will not be included when the file is created for the 

linked entities. 

 

 

 

Select the Tax Year, Transmitter, Quarter and State information. Select one or more legal 

entities to be included. Click submit to send the job to the queue, or cancel to reset your 

selections. 

 

When the job has completed, use the SUI File Creation function to copy the data to a file. 

Files can be viewed in Report Master Listing. 

 

The SUI File Inquiry function can be used to view when data was generated, and whether or 

not a file was created. 
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SUI File Creation 

Use this function after running SUI Data Generation to create state quarterly wage files. 

 

 
 

Select the Tax Year, State and Quarter that you wish to work with. The available data will be 

shown in the list. Click in the Select column next to the entry you wish to process; the legal 

entity or entities to be included in the file will be shown. Click process to create the file or 

cancel to reset your selections. 

 

When the job has completed, go to Report Master Listing. The report name will include a 

prefix of a job number and dash, the file name required by state, and a suffix of “.txt”. Open 

the file and save it to your computer or network folder. Rename the file by removing the 

prefix and suffix. In the following example, 86954-WR2244.TXT.txt must be renamed 

WR2244.TXT before it is sent to the state. 
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SUI File Inquiry 

Use this function to determine if a SUI file was created for a specific legal entity, quarter and 

year. The function displays the User ID of the person who created the data using SUI Data 

Generation, along with the date and time the data was created. If the file was created using 

the SUI File Creation function, the File Status column will display “File Created”. 

 

 
 

Select the Tax Year, Quarter and whether or not to display data generated by all users. Click 

on refresh. Next, click in the Select column next to the information you wish to view. The 

legal entities and states will be shown in the bottom section of the page.  

 

If a file has already been created, you can recreate it if needed. Select the file you wish to 

recreate, and click Recreate File. 

 

You may purge data that is no longer needed. Select the file you wish to purge, and click 

Purge. Note that you may only purge data that you created; you may not purge data that was 

created by a different User ID. 
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Tax Collection Agency Data Generation 

Use this function to generate data for local tax collection agencies. iCON currently supports 

the creation of monthly and quarterly files for the following tax collection agencies in 

Pennsylvania: 

 

 Keystone Central School District Tax Office 

 Keystone Collections Group 

 Lancaster County Tax Collection Bureau 

 

Prior to using this function, you must set up information in Tax Collection Agency Setup. 

 

Select the Transmitter who will be submitting the file to the tax collection agency. Select the 

tax year of the data to be reported. Select one or more tax collection agencies for which files 

are to be created, and then select the legal entity or entities to be included on the file(s). 

 

You may select a quarterly or monthly file. If you select Quarterly, select the quarter to be 

reported. If you select Monthly, select the month to be reported. 

 

Select whether you wish to include Earned Income Tax and/or Local Services Tax on the 

file(s). 

 

 
 

Once the job has completed, go to Tax Collection Agency File Creation to create the files 

that may be viewed in Report Master Listing. After the files have been created, you may 

view entries in Tax Collection Agency File Inquiry. 
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Tax Collection Agency File Creation 

Use this function after the job that you submitted in Tax Collection Agency Data 

Generation has completed. This will create files that can be viewed in Report Master 

Listing. 
 

 
 

The available data will be shown in the list. Click in the Select column next to the entry you 

wish to process; the lower portion of the page will display tax agency for which data is 

available. Click on the file that you wish to create. Click process to create the file or cancel 

to reset your selections. 

 

When the job has completed, go to Report Master Listing or click on Reports in the menu 

bar. The file that was created will appear. It will be in the format required by the agency, 

such as “.txt” or “.csv”. Right click on the file and save it to a folder on your computer or 

network. File names will be created as follows: 

 

Agency code_Legal Entity code_Q (quarterly file) or M (monthly file)_1-digit quarter or 2-

digit month_tax year_job number 

 

An example of a file name for the first quarter of 2012, for Lancaster County, is:  

 

LC_DD_Q1_2012_70806.txt. 
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A sample list of files is shown below. 

 

 
 

A section of a sample file is shown here. In this example for the Lancaster County Tax 

Collection Bureau, the EFW2 format is used. An RA record is written for the transmitter. An 

RE record is written for each work location. For each employee and tax type, an RS record is 

written. Separate records are written if the employee has both an earned income tax and local 

services tax. 

 

 
 

Submit the file to the agency per their reporting instructions. 
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Tax Collection Agency File Inquiry 

Use this function to determine if data for a local tax collection agency file was created for a 

specific legal entity. The function displays the User Name of the person who created the data 

using Tax Collection Agency Data Generation, along with the date and time the data was 

created. If the file was created using the Tax Collection Agency File Creation function, the 

lower portion of the page will display the User Name, Creation Date and Creation Time. 

 

 
 

Click in the Select column next to the data you wish to work with. The local tax authority 

name will be shown in the bottom section of the page.  

 

You may delete a file if needed.  
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Tax Frequency Report 

Based on the selection criteria, this report will print, for each tax, employees who have wages 

subject to the tax.  Gross wages are printed, which include all wages the employee earned.  

Taxable wages print gross wages minus any pay types or deductions that were exempt from 

the tax.  Wage and tax totals are provided for each tax type by payroll processing group. 

When running the Detail report, if you select an entity that has been defined as a Common 

Paymaster, all of the entities within that common paymaster will be printed. A separate report 

will be generated containing totals for all entities. 

 

You may select the Summary or Detail option. The Summary report shows: legal entity, 

common paymaster (if applicable), tax year and quarter, tax level (federal, state, or local), tax 

type, state, locality, payroll processing group, pending gross wages (or Tax Base, when the 

tax type is SUI), taxable wages, tax withheld and employer tax, month-to-date gross wages 

(or Tax Base, when the tax type is SUI), taxable wages, tax withheld and employer tax, 

quarter-to-date gross wages (or Tax Base, when the tax type is SUI), taxable wages, tax 

withheld and employer tax and year-to-date gross wages (or Tax Base, when the tax type is 

SUI), taxable wages, tax withheld and employer tax. 

 

The Detail report prints the same fields as the Summary report information and also provides 

each employee's name, number, and amounts withheld. 
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For states that allow multiple income tax records, the report will print each tax type 

separately. Currently, this applies to Arizona, Maryland and New Jersey. 

 

Select the Legal Entity and Tax Year with which you wish to work from the drop-down lists. 

Select a month for the month-to-date information. Select a Payroll Processing Group if 

needed. If you wish to include all Payroll Processing Groups, but sort by group with subtotals 

by group, leave the Payroll Processing Group blank and select the Break By Payroll 

Processing Group checkbox. If you do not want to sort employees by group, leave the Break 

By Payroll Processing Group checkbox blank. 

 

You may print any of the following: 

 

 All Federal, State and Local taxes 

 All Federal taxes 

 One Federal tax 

 All State taxes 

 All State taxes for a particular state 

 One State tax  

 All Local taxes 

 All Local taxes for a particular state 

 All Local taxes for a particular locality 

 One local tax type for a specified locality 

 

Select the Tax Level you wish to work with. Based on your selection, corresponding fields 

will become active. Make additional selections or leave these fields blank to print all 

matching taxes. 

 

You may enter a different Report ID if you wish. This name will appear in the Report 

Master Listing so that you may identify the report. 

 

When all selections have been entered, click on the submit button. Once the report has 

completed processing, it will be displayed as a PDF file in the Report Master Listing 

function. If you wish to clear your selections, click on the cancel button.  
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Tax Rate Report 

Based on the selection criteria, the report will print, for each tax, the employee-paid rates that 

are stored in Tax Manager. 

 

 
 

Based on the Tax Level you chose, other fields will become active. If you chose only state or 

local taxes, the State field will become active and you can choose the state to print, or select 

all states. 

 

If you chose only local taxes, the State and Locality fields will become active and you can 

choose the locality to print, or select all localities. 

 

If you chose either federal, state or local taxes, the Tax field will become active. Based on the 

tax type you chose, the list box will display the available taxes. Select a tax if you only want 

to print that tax. Otherwise, all taxes will print based on your other selections. 

 

If you want to include all taxes that meet your selection, enter a date in the “Include current 

and future taxes as of” field. For each selected tax, the report will print the rates that are 

currently in effect, as well as any future-dated records. 

 

If you wish to only print tax rates that have a specific date, enter the date in the “Include only 

taxes with Effective Date” field.  

 

You may enter a different Report Name if you wish. This name will appear in the Report 

Master Listing so that you may identify the report. 

 

When all selections have been entered, click on the submit button. Once the report has 

completed processing, it will be displayed as a PDF file in the Report Master Listing 

function. If you wish to clear your selections, click on the cancel button.  
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W-2 Data Generation 

Overview 

Three options are available in this function: 

1) Select the Magnetic Media option to generate data based on the federal and/or state 

criteria that you select. To create the files after the job has completed, go to W-2 File 

Creation. Once a file has been created, it may be viewed or recreated using the W-2 

File Inquiry function. 

2) Select the Forms option to generate four reports in Report Master Listing: one for 

federal/state/local W-2 forms, one for Puerto Rico 499R-2/W-2PR forms, a report 

showing the totals by legal entity, employee count, forms count and grand totals, and 

a report showing the number of Puerto Rico forms that were produced. 

3) Select the Summary option to generate only the report showing the totals by legal 

entity, employee count, forms count and grand totals. 

 

If a legal entity that is defined as a common paymaster is selected, all of the entities within 

that common paymaster will be included. 

 

When you select the Magnetic Media option, a page similar to the following will appear. If 

you will be producing a Puerto Rico W-2 file, enter the 5-digit access Code and the Sequence 

Number range that has been assigned to you by Hacienda (the same range used to print 

Forms 499 R-2/W-2).  The access Code is not printed on forms; it is only written to the file. 
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Data Generation 

 

Data for W-2 forms and files will be generated for all employees who have an amount greater 

than zero in at least one of the following boxes: FIT wages, FIT tax, FICA wages, FICA tax, 

FICM wages, FICM tax or Box 12. No negative amounts will print. If the employee has tax 

information for more than one state or locality, another W-2 form will be printed with only 

the state or locality information. Federal information is not reprinted on subsequent forms. A 

second W-2 form would also be produced if the employee has more than four Box 12 entries, 

or more than five Box 14 entries. In this case, the form will print immediately following the 

first form; no Federal information is reprinted on the subsequent form(s). 

 

The employee’s current payroll status must have the "Generate W-2" checkbox set to "on" in 

order to print a W-2 form. 

 

If you do not specify sort parameters, the W-2 forms will sort by: legal entity, state, 

employee name. If you wish to change the sort options, click on the Additional Options 

button. There, you can select any of the following sort options: Organization Levels 1 - 7, 

Check Distribution Code, Employee Name, Employee Number, Payroll Processing Group 

and/or State. If you choose the Check Distribution Code as part of your sort, you may also 

print it in the upper right hand corner of the Company Address box. You also have the option 

to print employee number in the Control Number box if you use the 8 1/2" x 11" forms.  
 

W-2 Forms 

 

Unicorn HRO supports the laser W-2 forms available from American Solutions For Business, 

Centro Information Systems, RR Donnelley and Proforma Print Solutions. 
 

Puerto Rico Form 499 R-2/W-2 
 

If your organization paid employees in Puerto Rico, a separate entry is written to Report 

Master Listing for the Puerto Rico Form 499 R-2/W-2 PR forms. These forms must be 

printed on a laser form available from American Solutions For Business, Centro Information 

Systems, RR Donnelley or Proforma Print Solutions. If an employee has wages that are 

subject to Puerto Rico income tax, and not Federal Income Tax, only a Puerto Rico W-2 form 

will print. If the employee is subject to both Puerto Rico income tax and FIT, both forms will 

print. The same rules apply to the Federal and Puerto Rico W-2 files.  
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W-2 Forms Procedure 

 

To create W-2 forms, select the Tax Year and Legal Entity or Entities. 

 

 
 

To create a W-2 for a specific employee, click on the One Employee option. Enter the 

employee's ID number in the Employee Number field. If you don't know the ID number, 

click on the Employee Search button. After entering the employee number, click on Refresh 

to view the legal entity or entities in which the employee worked. 

 

Select the type of form that you will be using, either the 8 1/2" x 11" form, or the pressure 

seal 8 1/2" x 14" form. 

 

If you will be printing Puerto Rico W-2 forms, enter the Sequence Number range that has 

been assigned to you by Hacienda. Note that the access Code is not printed on forms; it is 

only written to the W-2 file. 

 

If you want to change the sorting order of the W-2 forms, click on the Additional Options 

button. 
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W-2 Additional Options Procedure 

 

In order to change the default sort of W-2 forms, or to print additional information on the 

forms, click on Additional Options and complete the necessary information as follows. 

 

1) Click on the first sort you want to use in the left-hand box and then click on the add 

button. This will move the selected sort into the right-hand box.  

2) To select a secondary sort, click on another option in the left-hand box and click on 

the add button. You may make as many selections as you wish. The sort on the top of 

the list will be the first sort, and the remaining sorts will be used in descending order. 

To select an organization level, select only the level that you wish to use. The system 

will automatically sort by the selected level and any higher levels. For example, if 

you select Organization Level 4, the system will sort by Organization Level 1, then 

Organization Level 2, then Organization Level 3, and then Organization Level 4. 

3) To remove a sort level that you have chosen, click on it once in the right-hand box to 

highlight it, and then click on the Remove button. 

4) To move a selected sort level up or down in the right-hand box, click once on the 

entry to highlight it, and then use either the Move Up or Move Down button as 

needed. 

5) Click on the Print Employee Number in Control Box checkbox if you wish to print 

the employee number in Box "d" of the W-2 form. This is an optional box and can be 

used for this purpose. This applies only to the 8 1/2" x 11" forms, since the 8 1/2" x 

14" forms do not have a control number box. 

6) Click on the Print Check Distribution Code in Address Box checkbox if you wish to 

print the employee's Check Distribution Code from the Employee Payroll function in 

the upper right-hand corner of Box "c" with the employer address. 

7) Click on the submit button to save your changes, or click cancel to abandon the 

process. 
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W-2 Data Sources 

 

Information for W-2 forms can be viewed in the following functions. 
 

W-2 Box iCON Source 

A - Employee's Social 
Security Number 

National ID/SS# from Demographics. 

B - Employer ID number Federal Employer ID Number in the Legal Entity Definition function 

C - Employer's name, 
address, and zip code 

Address, City, State, and Zip from Legal Entity Definition 

D - Control number On 8 1/2 x 11" forms, the employee number will print if you select 
Print Employee Number in Control Box on the Additional Options 
page of the W-2 Data Generation function. 

E - Employee's name, 
address, and zip code 

Employee's name is taken from Demographics in the following format: 
First Name, Middle Initial, Last Name, Second Last Name. Address is 
taken from Addresses. iCON uses the active mailing address (type 
01) that is active (status A) with an effective date that is the same as 
or earlier than the day you run the W-2 process. 

1 - Wages, tips, other 
compensation 

Year-to-date base wages for federal income tax are taken from Tax 
Accumulators (tax type FIT). 

2 - Federal income tax 
withheld 

Year-to-date tax for federal income tax is taken from Tax 
Accumulators. 

3 - Social Security wages Year-to-date base wages for the Social Security portion of FICA are 
taken from Tax Accumulators. If the amount is greater than the FICA 
maximum found in Tax Manager, the maximum is printed. 

4 - Social Security tax 
withheld 

Year-to-date tax for the Social Security portion of FICA is taken from 
Tax Accumulators. 

5 - Medicare wages and 
tips 

Year-to-date base wages for the Medicare portion of FICA are taken 
from Tax Accumulators (tax type FICM). 

6 - Medicare tax withheld Year-to-date tax for the Medicare portion of FICA is taken from Tax 
Accumulators. 

7 - Social Security tips Year-to-date amount of declared tips as defined in Pay Code 
Definition. 

8 - Allocated tips Year-to-date amount of allocated tips. 

10 - Dependent care 
benefits 

If a Dependent Care Amount exists in Misc. Payroll, it will print. If not, 
the system will go to the Pay Codes and Payroll Deductions CODs 
where the Box 10: Dependent Care option is selected and print the 
year-to-date amount from Pay Distribution and Deduction 
Accumulators. 

11 - Nonqualified plans If an entry in the Pay Codes or Payroll Deductions COD has G or Y in 
the W-2 Box 11: Nonqualified Plans field, the year-to-date amounts 
from Pay Distribution and Deduction Accumulators will be totaled and 
printed. 

12 a, b, c, d The IRS has specified certain one-letter or two-letter codes that 
represent amounts to be reported. If a code exists in the W-2 Box 12: 
Code field in either the Pay Codes or Payroll Deductions COD, the 
year-to-date amounts from Pay Distribution and Deduction 
Accumulators will be totaled and print in this box next to the code. 
One exception to this is code "DD", whose amounts come from 
Benefit History or Misc. Payroll. Available codes are: 
A: uncollected Social Security or RRTA tax on tips 
B: uncollected Medicare tax on tips 
C: cost of group term life insurance over $50,000 
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W-2 Box iCON Source 

D: elective deferrals to a section 401(k) cash or deferred 
arrangement. Also includes deferrals under a SIMPLE retirement 
account that is part of a section 401(k) arrangement. 
E: elective deferrals under a section 403(b) salary reduction 
agreement 
F: elective deferrals to a section 408(k)(6) salary reduction SEP 
G: elective deferrals and employer contributions (including 
nonelective deferrals) to a section 457(b) deferred compensation plan 
H: elective deferrals to a section 501(c)(18)(D) tax-exempt 
organization plan 
J: nontaxable sick pay (not included in boxes 1, 3 or 5) 
K: 20% excise tax on excess golden parachute payments 
L: substantiated employee business expense reimbursements 
(nontaxable) 
M: uncollected Social Security or RRTA tax on cost of group term life 
insurance coverage over $50,000 (former employees only) 
N: uncollected Medicare tax on cost of group term life insurance 
coverage over $50,000 (former employees only) 
P: excludable moving expense reimbursements paid directly to the 
employee (not included in boxes 1, 3 or 5) 
Q: nontaxable combat pay 
R: employer contributions to an employee's medical savings account 
(MSA) 
S: employee salary reduction contributions to a section 408(p) 
SIMPLE (not included in box 1) 
T: adoption benefits (not included in box 1) 
V: income from exercise of nonstatutory stock option(s) (included in 
boxes 1, 3 (up to social security wage base), and 5) 
Y: deferrals under a section 409A nonqualified deferred compensation 
plan 
Z: income under section 409A on a nonqualified deferred 
compensation plan 
AA: Designated Roth contributions to a section 401(k) plan 
BB: Designated Roth contributions under a section 403(b) salary 
reduction agreement 
CC: HIRE exempt wages (printed for 2010 only: this code is not 
available for selection in the common objects, since the amount is 
reported from the HIRE Exempt Wages table). 
DD: beginning with W-2s for the 2012 tax year, the cost of healthcare 
benefits will print. See the W-2 Healthcare Cost Report section for 
more information. 
EE: Designated Roth contributions to a section 457(b) plan 

12 Code FF The IRS has specified Code FF in Box 12 to represent amounts to be 
reported as Permitted Benefits Under a Qualified Small Employer 
Health Reimbursement Arrangement (QSEHRA). This amount is 
entered on Misc. Payroll in the QSEHRA Amount field. 

12 Codes GG or HH The IRS has specified Code GG in Box 12 to represent Income from 
qualified equity grants under section 83(i) and Code HH in Box 12 to 
represent Aggregate deferrals under section 83(i) elections as of the 
close of the calendar year. These amounts are entered on Misc. 
Payroll in the 83(i) Qualified Equity Grants (GG) and/or 83(i) 
Aggregate Deferrals (HH) fields. 

13 Statutory employee: if the Statutory Employee option in Misc. Payroll 
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W-2 Box iCON Source 

is selected, an X will print in this box. 
Retirement plan: an X will print in this box if the Retirement Plan 
option in Misc. Payroll is selected or if an employee has a positive 
year-to-date amount in Deduction Accumulators for a deduction 
where the W-2 Retirement Plan option in the Payroll Deductions COD 
is selected 
Third-party sick pay: if the Third Party Sick Pay checkbox in Pay Code 
Definitions is selected, and the employee has year-to-date amounts in 
Pay Distribution for the pay code(s), an X will print in this box. 

14 Other This box can be used by employers for any other information to be 
given to employees. Examples would be union dues, health insurance 
premiums, etc. Entries in this box are optional. If the W-2 Box 14: 
Other option is selected in the Pay Codes or Payroll Deduction COD, 
the year-to-date amounts from Pay Distribution and Deduction 
Accumulators will be totaled and printed. If you are using the 8 1/2" x 
11" forms, the first 7 characters from the Short Description will print to 
the left of the amount. If you are using the pressure seal forms, the 
first 5 characters from the Short Description will print. Also, if you 
have defined taxes in the W-2 Additional State Taxes function, they 
will print in this box. 

15 - State, Employer's state 
ID No. 

If an employee has state income tax withheld, the 2-character state 
code from Tax Accumulators will print in the first area of Box 16. The 
State Income Tax Account # from SUI and W-2 Manager will print in 
the second area. If an employee had income tax withheld for more 
than 1 state, the first state alphabetically will print on this form. A 
separate form will print the employee's second state information with 
no federal data. 

16 - State wages, tips, etc. The year-to-date base wages from Tax Accumulators will print for the 
state printed in Box 15. An exception to this is New York, which 
requires that Box 1 wages be printed here. 

17 - State income tax The year-to-date tax amount from Tax Accumulators will print for the 
state printed in Box 15. 

18 - Local wages, tips, etc. If an employee is subject to a local tax, and the Print on W-2 option is 
selected in the Local Tax Types COD, and the Print on W-2 field is 
selected in the Localities COD, the year-to-date base wages from Tax 
Accumulators will print. An exception to this is Yonkers, NY, which 
requires that Box 1 wages be printed here. If employee is subject to 
more than one local tax, another W-2 form will print. 

19 - Local income tax Year-to-date tax amount from Tax Accumulators. 

20 - Locality name The Short Description of the Locality from Tax Accumulators will print. 
For Pennsylvania localities subject to Act 32, the 6-digit PSD Code 
will print. 
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Boxes on Puerto Rico Form 499 R-2/W-2 PR are listed below with the functions where the 

data is stored. 
 

Puerto Rico Form  
499R-2/W-2 Box 

iCON Source 

1: First Name, Last Name, 
Employee’s Mailing 
Address 

Employee’s first name from Demographics prints in the first box. 
Employee last name and second last name print in the second box. In 
the third box, the employee’s Address is taken from the Address 
function. iCON uses the Mailing Address (type “01”) that is Active 
(status “A”) and equal to or less than the day you run the W-2 
process.  

Date of Birth The employee’s date of birth from Demographics will print if the 
employee has exempt salaries under section 1031.02(a)(36) of the 
Code of up to $40,000 (Code E of Box 16 or 16A). 

2: Employer’s Name and 
Mailing Address and 
Telephone Number 

Name, Address, City, State, Zip and Phone Number from Legal Entity 
Definition. 

Cease of Operations Date Cease of Operations Date from Legal Entity Definition 

Electronic Filing 
Confirmation Number 

Puerto Rico Electronic Filing Confirmation Number from the 
Additional W-2 page of Legal Entity Definition for the selected Tax 
Year 

Control Number The system will print the first Control Number you enter on the W-2 
Data Generation page, and increase the number by one for each 
subsequent W-2 form. 

3: Social Security No. National ID/SS# from Demographics 

4: Employer’s Ident. No. 
(EIN) 

Federal Employer ID Number from Legal Entity Definition 

5: Cost of employer-
sponsored health coverage 

If there is an override amount in Misc. Payroll, it will print. If no 
override exists, the system will determine the coverage the employee 
had during the year for Benefit Plans marked as Report Cost on W-2. 
If Health Costs exist for any of the Benefit Plans, they will be used. If 
no Health Costs exist for the plans, the employee and employer costs 
from Benefit History will be used. 

6: Charitable Contributions Year-to-date amounts for deductions which have a “D” value in the 
Puerto Rico W-2 field of the Payroll Deductions common object are 
totaled from Deduction Accumulators. 

Employer (Checkboxes) Indications on which type of services employee’s wages represent, 
based on the Pay Codes identified in Pay Codes common object as 
one or more of the following: 
-Puerto Rico W-2 Physician Service 
-Puerto Rico W-2 Domestic Service 
-Puerto Rico W-2 Other Services 

7: Wages Year-to-date Base Wages from Tax Accumulators for Puerto Rico 
income tax, minus any Commissions, Allowances or Tips 

8: Commissions Year-to-date amounts for pay codes which have a “C” value in  
the Puerto Rico W-2 field of the Pay Codes common object are 
totaled from Pay Distribution. 

9 - Allowances Year-to-date amounts for pay codes that have an A value in the 
Puerto Rico W-2 field in the Pay Codes COD are totaled from Pay 
Distribution. 

10 – Tips Year-to-date amount of pay types defined as declared tips, from Pay 
Distribution 

11 - Total= 7+8+9+10 Year-to-date base wages from Tax Accumulators for Puerto Rico. 
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Puerto Rico Form  
499R-2/W-2 Box 

iCON Source 

12 - Reimbursed Expenses 
and Fringe Benefits 

Year-to-date amounts for pay codes that have an R value in the 
Puerto Rico W-2 field in the Pay Codes COD and deductions that are 
designated in the Payroll Deductions COD are totaled from Pay 
Distribution and Deduction Accumulators. 

13 - Tax Withheld Year-to-date amount of Puerto Rico income tax withheld from Tax 
Accumulators. 

14 – Governmental 
Retirement Fund 

iCON does not populate this box. 

15 - Contributions to CODA 
Plans 

Year-to-date amounts of deductions where the W-2 Deferred Comp. 
(PR CODA, Annual Comp. Limit) field is selected in Payroll 
Deductions common object are totaled from Deduction Accumulators 

16, 16A, 16B: Exempt 
Salaries 

Code and the year-to-date amount for pay codes which have a value 
in the Puerto Rico W-2 Exempt field of the Pay Codes common 
object.  Three amounts may be printed: in sections for 16, 16A, and 
16B. The codes are as follows: A. Public employees’ wages for 
overtime worked during emergency situations under Act 324-2004; B. 
Income from overtime worked by a Puerto Rico Police member under 
Section 1031.02(a)(34) of the Code; C. Stipends received by certain 
physicians during the internship period under 
Section 1031.02(a)(9) of the Code; D. Compensation paid to an 
eligible researcher or scientist for services rendered under Section 
1031.02(a)(26) of the Code; E. Salary not over $40,000 
per year under Section 1031.02(a)(36) of the Code; F. Vacation and 
sick leave liquidation payment to public employees under Act 211-
2015; G. Disaster Assistance Qualified Payment according to 
Administrative Determination No. 17-21; H. Payments to public 
employees under the Voluntary Transition Program, according to 
AAFAF's Administrative Orders OA-2017-05 and OA-2017-06; I. 
Compensation or indemnification paid to an employee due to 
dismissal under Section 1031.01(b)(11) of the Code. 
The payments corresponding to Codes E and F must appear only in 
Box 16 with their corresponding exemption codes. The remaining 
exempt salaries under the other concepts must be totalized in Boxes 
16A and 16B with the corresponding exemption codes. 

16C – Contributions to the 
Save and Duplicate your 
Money Program 

Year-to-date amounts for deductions that have an M value in the 
Puerto Rico W-2 field in the Payroll Deductions COD are totaled from 
Deduction Accumulators. 

17 - Social Security Wages Year-to-date amount of FICA base wages from Tax Accumulators, up 
to the FICA ceiling. 

18 - Social Security Tax 
Withheld 

Year-to-date amount of FICA tax withheld from Tax Accumulators. 

19 - Medicare Wages and 
Tips 

Year-to-date amount of FICM base wages from Tax Accumulators. 

20 - Medicare Tax Withheld Year-to-date amount of FICM tax withheld from Tax Accumulators. 

21 - Social Security Tips Year-to-date amount of pay types defined as declared tips. 

22 - Uncollected Social 
Security Tax on Tips 

Difference between the calculated amount of PR FICA/OASDI tax 
based on PR FICA/OASDI wages vs. actual amount of PR 
FICA/OASDI tax withheld. 

23 - Uncollected Medicare 
Tax on Tips 

Difference between the calculated amount of PR FICA/Medicare tax 
based on PR FICA/Medicare wages vs. actual amount of PR 
FICA/Medicare tax withheld. 
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W-2 Data Generation for Administrators 

In addition to the options available in the W-2 Data Generation function, the W-2 Data 

Generation for Administrators function allows you to do the following when the Forms 

option is selected: 

 Export Form Data to File: if Unicorn HRO prints W-2 forms for your employees, 

select this option when you are ready to create the file with W-2 data. 

 Official Employee Copies Available on Employee Self Service: select this option 

when all W-2 information is ready. It will create information to enable employees to 

view their federal W-2 information or Puerto Rico 499R-2/W-2PR forms as PDF files 

in the W-2 History function of Employee Self Service. 

 

 

 

Please refer to the W-2 Data Generation section of this manual for instructions on how to 

create data using this function. 
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W-2 File Creation 

Use this function after the job that you submitted for the Magnetic Media option in W-2 

Data Generation has completed. This will create files that can be viewed in Report Master 

Listing. 

 

 
 

The available data will be shown in the list. Click in the Select column next to the entry you 

wish to process; the lower portion of the page will display the federal and state data that is 

available. Click on the files that you wish to create. Click process to create the file or cancel 

to reset your selections. 

 

When the job has completed, go to Report Master Listing. For the federal file, the report 

name will include the job number, a dash, the file name required by the Social Security 

Administration, and a “.txt” extension. Open the file and save it to your computer or network 

folder. Rename the file with only the information after the job number and dash, and without 

the “.txt” extension.  
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The following example shows the federal W-2 file, followed by state W-2 files. 

 

 Federal file 68044-W2Report.txt should be renamed W2Report 

 Alabama file 68044-W2ReportAL.txt should be renamed W2Report 

 Iowa file 68044-IAW2.001.txt should be renamed IAW2.001 

 

Since many state agencies, along with the Social Security Administration, require a file name 

of W2Report, it is recommended that you create separate folders for each agency and tax 

year, or use a similar method so that you can keep the files in separate, recognizable folders. 
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W-2 File Inquiry 

Use this function to determine if data for a federal or state W-2 file was created for a specific 

legal entity and year. The function displays the User Name of the person who created the 

data using W-2 Data Generation, along with the date and time the data was created. If the 

file was created using the W-2 File Creation function, the lower portion of the page will 

display the User Name, Last Creation Date and Last Creation Time. 

 

 
 

Click in the Select column next to the data you wish to work with. The legal entities and 

federal or state name will be shown in the bottom section of the page.  

 



 

Reports 
 

 
 

 

 

iCON Payroll Course  411 

W-2 Healthcare Cost Report 

Based on the Selection Criteria, the report will print all employees who have a record in 

Miscellaneous Payroll for the selected legal entity and tax year. The report will calculate the 

healthcare cost amount that is expected to be printed on the W-2 form. Note that this amount 

may change between the time the report is printed and the time that W-2 forms and files are 

generated. This report is to be used to verify that the system is set up correctly in order to 

report healthcare cost amounts on W-2s. You may also create a CSV file. If you need to use 

the W-2 Healthcare Coverage Import function for many employees, you may first wish to 

create the CSV file from the W-2 Healthcare Cost Report, since the columns are arranged 

in the necessary order for the import. You will need to delete the three name columns before 

importing the data; these columns are shown for identification purposes only when working 

with the CSV data. 

 

Prior to running this report, information must be set up in the following areas: 

 

 Benefit Plans: define applicable plans as Report Cost On W-2; enter employee and 

employer costs 

 Benefit Plans: if your benefit plans are costed by smoker status, age, or have separate 

costs for dependents, or the standard benefit costs cannot be used for any other 

reason, you must enter the W-2 Healthcare Cost 

 Benefit Enrollment: your employees must be enrolled in healthcare benefits 

 Miscellaneous Payroll: for any employees whose W-2 healthcare amount cannot be 

calculated by the system, enter the Health Coverage Amount, or use the W-2 

Healthcare Coverage Import to populate this field. 
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The report will print the legal entity, employee name, employee number and healthcare cost. 

A total cost amount per legal entity will be printed. The system will calculate the W-2 

healthcare cost for each employee as follows: 

 

 If the Health Coverage Option in Miscellaneous. Payroll is “Do Not Report Health 

Coverage”, nothing will be reported on the W-2. This scenario applies, for example, if 

your company is exempt from healthcare coverage reporting and you choose not to report 

these amounts. 

 If the Health Coverage Option in Miscellaneous Payroll is “Use Health Coverage 

Override Amount”, the override amount will be reported on the W-2. 

 If the Health Coverage Option in Miscellaneous. Payroll is “Use System Calculation”, 

and the employee worked in only one legal entity during the year, the system will go to 

Benefit History to find the benefit plans that are set up to Report Cost On W-2 (in 

Benefit Plans), and will get the later of the eligibility date, enrollment date, or January 1 

of the selected year. If a Coverage End Date exists, coverage will only be calculated up 

until that date, otherwise, it will be calculated until December 31. The system will use 

these dates to calculate the employee’s benefit plans for each day of the year. 

o After the dates of coverage are determined, the system will go to Benefit 

Plans to see if any W-2 Healthcare Costs have been entered. If they exist, the 

system will calculate the amount of coverage using these costs. 

o If no W-2 Healthcare Costs exist for the employee’s benefit plan(s), the 

system will use the costs set up for the benefit plan(s). Note that benefit cost 

records at the end of the year will be ignored if they are equal to or greater 

than the Pay Period End Date that has the first Check Date in the next year. 

For example, if there is a benefit cost record dated 12/28/2013, and the 

employee’s Pay Calendar has a Check Date of 1/2/2014 with a Pay Period 

End Date of 12/27/2013, the 12/28/2013 benefit cost record will be ignored 

for purposes of calculating the W-2 healthcare amount. The previous benefit 

cost record will be in effect until 12/31/2013. 

o After the cost per day has been determined, the system will add up the 

amounts to arrive at the total amount for the year. 

 If the Health Coverage Option in Miscellaneous Payroll is “Use System Calculation”, 

and the employee worked for more than one legal entity during the year, the system will 

go to Deduction Accumulators for each legal entity. Since Benefit History is not 

associated with a legal entity, deduction information must be used in this situation. The 

year-to-date amounts, as well as any amounts in arrears for deductions that are linked to 

benefits marked as “Report Cost on W-2” will be totaled per legal entity. 

 If an employee works for one or more legal entities that are part of a common paymaster, 

the amount for each legal entity will be determined and a total amount will be calculated 

and reported for the common paymaster legal entity. 

o If the Health Coverage Option in Miscellaneous Payroll is “Use Health 

Coverage Override Amount”, the override amount for that legal entity will be 

used. 
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o If the Health Coverage Option in Miscellaneous Payroll is “Use System 

Calculation”, the system will total the Deduction Accumulator year-to-date 

and arrears amounts. 

 

In the Legal Entity section, select one or more legal entities from the list. You may select a 

Payroll Processing Group or leave this field blank to include all groups within the selected 

legal entities. Select the Tax Year. The report will group by legal entity; select the sort 

option. Select the PDF File and/or CSV File option. 

 

When all selections have been entered, click on the submit button. Once the job has 

completed processing, the results will be stored in the Report Master Listing function. If 

you wish to clear your selections, click on the cancel button. 

 

If you create the CSV file, and if any of your Employee Numbers or Legal Entity Codes have 

leading zeroes, please follow these steps in order to open the CSV file in order to retain the 

leading zeroes: 

 

1. From Report Master Listing, save the CSV file to your computer or a folder. 

2. Open Excel. 

3. Import the CSV file. Depending on your version of Excel, this may be:  Data – Import 

External Data – Import Data, or Data – Get External Data From Text. 
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4. A pop-up window will appear, similar to the following. Use the selections shown here 

and click Next. 
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5. On the second window select only the Comma checkbox. Click Next. 
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6. On the third window select the first column and click on the Text radio button. Click 

Finish. 

 

 
 

7. Click OK. 
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8. Save the file. Below is a sample file showing the leading zeroes in the Employee 

Number field. 
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W-2 Local Data Generation 

Use this function to generate W-2 data for local tax agencies. Once the job has completed, go 

to W-2 Local File Creation to create the files that may be viewed in Report Master 

Listing. After the files have been created, you may view entries in W-2 Local File Inquiry. 

 

Prior to using this function, you must set up information in W-2 Local File Manager. 

 

Note that tax information for many localities is written to the corresponding state file. 

Indiana county tax information is written to the Indiana state file; New York City and 

Yonkers information is written to the New York state file, and Ohio school district tax 

information is written to the Ohio state file. Please refer to the section for W-2 Local File 

Manager for a listing of the localities for which separate W-2 files may be created. 

 

Select the Transmitter who will be sending the file to the authorities. Select the Tax Year. 

Select one or more Tax Authorities, and one or more Legal Entities. If you select a 

Pennsylvania tax agency, you must select either the Earned Income Tax, Local Services Tax 

or both. These checkboxes will be ignored for agencies that are not subject to Pennsylvania 

Act 32. 
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W-2 Local File Creation 

Use this function after the job that you submitted for the Magnetic Media option in W-2 

Local Data Generation has completed. This will create files that can be viewed in Report 

Master Listing. 

 

 
 

The available data will be shown in the list. Click in the Select column next to the entry you 

wish to process; the lower portion of the page will display the local tax data that is available. 

Click on the file that you wish to create. Click process to create the file or cancel to reset 

your selections. 

 

When the job has completed, go to Report Master Listing. The report name will include the 

job number, a dash, the file name required by the local tax agency, and a “.txt” extension. 

Open the file and save it to your computer or network folder. Rename the file with only the 

information after the job number and dash, and without the “.txt” extension.  
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In the examples shown below: 

 

 68111-W2REPORT.txt should be renamed W2REPORT 

 68108-RDGOCP.txt should be renamed RDGOCP 

 68102-W2REPORT.TXT.txt should be renamed W2REPORT.TXT 

 68101-W2cca.txt should be renamed W2cca 

 68100-w2battlecreek.txt should be renamed w2battlecreek 

 

 
 

Since many agencies require a file name of W2Report, it is recommended that you create 

separate folders for each agency and tax year, or use a similar method so that you can keep 

the files in separate, recognizable folders. 
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W-2 Local File Inquiry 

Use this function to determine if data for a local W-2 file was created for a specific legal 

entity and year. The function displays the User Name of the person who created the data 

using W-2 Local Data Generation, along with the date and time the data was created. If the 

file was created using the W-2 Local File Creation function, the lower portion of the page 

will display the User Name, Last Creation Date and Last Creation Time. 

 

 
 

Click in the Select column next to the data you wish to work with. The local tax authority 

name will be shown in the bottom section of the page.  
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W-2 Register 

Based on your selection criteria, this report will print all employees who have wages subject 

to FIT, FICA and/or FICM tax. Wage and tax amounts are provided by federal, state and 

local tax type. The report will print the amounts that are stored in the system. These amounts 

can be viewed in the Tax Accumulators function. It will then calculate the employee’s wage 

base for each tax, based on gross wages minus any pay types or deductions that are not 

subject to that tax. If there is a difference between the wage base stored in Tax Accumulators 

and the calculated amount, the difference will be printed in a separate column. The report 

prints a variety of other differences. It is recommended that you print this report quarterly, 

research any differences that appear, and make corrections where necessary. The differences 

should be researched and corrected if necessary before the final W-2 forms are printed. 

 

 
 

The following audits are performed when this report is run. If any differences result between 

the amount that is stored in the ‘Tax Base’ field in Tax Accumulators and the calculated 

amount of taxable wages, the results will be printed in a separate column of the report labeled 

“Calculated Wages/Diff.” If any differences result between the amount that is stored in Tax 

Accumulators and the calculated amount, the results will be printed in the right-most column 

of the report labeled “Calculated Amt/Diff.” 

1) The year-to-date FIT taxable wages are compared to the following calculation: gross 

wages, minus pay that is exempt, minus deductions that are exempt. This calculation 

is also performed for state income tax and local income tax where the year-to-date 

gross wages are equal to FIT year-to-date gross wages. Where these two amounts are 

not equal (indicating that the employee was only subject to the tax for part of the 

year), this calculation will not be performed. 

2) The year-to-date taxable FICA wages are multiplied by the FICA percentage. If the 

result is not equal to the year-to-date FICA withheld, the difference is shown. 
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3) The year-to-date taxable FICM wages are multiplied by the FICM percentage. If the 

result is not equal to the year-do-date FICM withheld, the difference is shown. 

4) If year-to-date taxable FICA wages (ignoring the ceiling) are not equal to year-to-date 

FICM wages, a separate line will print showing both amounts. 

5) If a year-to-date deferred compensation amount in Deduction Accumulators is greater 

than the Max Per Year in Employee Deduction Formulas, a separate line will print 

showing both amounts. 

 

An asterisk will print next to any state or local tax that is not set up to print on W-2 forms. If 

this occurs, check the ‘Print On W-2’ checkbox in the corresponding common object 

dictionary (State Tax Types, Local Tax Types or Localities). 

 

Another option in the W-2 Register is to print negative amounts. Since negative amounts are 

not permitted on W-2 forms or diskettes, you will not know if they exist. By selecting the 

option to print negative amounts only, this information can be verified and corrections can be 

made if necessary. 

 

In the Select Report Parameters area, select the Legal Entity with which you wish to work. If 

you wish to print only employees in a specific Payroll Processing Group, select it from the 

drop-down list. Select the Tax Year with which you wish to work.  

 

You may enter a different Report Name if you wish. This name will appear in the Report 

Master Listing so that you may identify the report. 

 

Select the sorting method for this report, whether by employee name or employee number. 

 

If you wish to only print negative amounts, select the ‘W-2 Register Negative YTD’ option. 

 

You have the ability to print all employees, whether or not a difference is calculated, or to 

print only the employees with a difference in any of these three areas.  

 

When all selections have been entered, click on the submit button. Once the report has 

completed processing, it will be displayed as a PDF file in the Report Master Listing 

function. If you wish to clear your selections, click on the cancel button. 
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W-2 Validation Report 

You may use the reports in this function to help you balance the total of your Form 941s to 

the W-2 totals. Three options are available: 

 

1) W-2 Validation Report: select this option to print employees with a federal W-2 amount 

whose current Payroll Status is not marked to Generate W-2, or if an amount that should 

print on the W-2 is negative and therefore was not printed. These amounts include: 

a. Federal taxable wages and tax amounts (from Tax Accumulators) 

b. State taxable wages and tax amounts (from Tax Accumulators) 

c. Local taxable wages and tax amounts (from Tax Accumulators) 

d. Pay amounts that are set to print on the W-2 (from Pay Distribution) 

e. Deduction amounts that are set to print on the W-2 (from Deduction 

Accumulators) 

2) W-2 Summary: select this option to create a report showing W-2 totals by legal entity, 

including the employee count, forms count and grand totals. This is the same Summary 

report that is generated by the W-2 Data Generation function when the Forms option is 

selected. 

3) Both: select this option to submit jobs for both the W-2 Validation Report and The W-2 

Summary report. 
 

 
 

Select the Tax Year with which you wish to work. Select the Legal Entity or Entities with 

which you wish to work. If you wish to print only employees in a specific Payroll Processing 

Group, select it from the drop-down list.  

 

You may enter a different Report Name if you wish. This name will appear in the Report 

Master Listing so that you may identify the report. 

 

When all selections have been entered, click on the submit button. Once the report has 

completed processing, it will be displayed as a PDF file in the Report Master Listing 

function. If you wish to clear your selections, click on the cancel button. 



 

Reports 
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Workers Compensation Setup Report 

This report prints information from the following areas: 

 

 Pay Code Definition (the value of Include Workers Comp Hours will print) 

 Pay Taxation Exemptions (includes whether the tax is exempt from the pay type, as 

well as any exceptions that have been set up) 

 Workers Compensation Rates from Tax Manager (by effective date and risk class, 

including the employer ceiling and tax percent) 

 Workers Compensation Policies (Policy ID and Expiration Date) 

 

 
 

To run this report for all legal entities, leave the All Legal Entities radio button selected. To 

run the report for one legal entity, click on Select Legal Entity and select the legal entity you 

want to work with. Select the checkbox next to each type of workers compensation area that 

you wish to include. Note that the Workers Compensation Fee, as of this writing, only 

applies to the quarterly amount withheld in New Mexico. At the As Of Date field, enter the 

date that you wish to use to retrieve the current workers compensation rates. At the Sort By 

field, click on either Pay Code or Pay Description to indicate the sorting method you wish to 

use. Select the Print Rates Only checkbox if you do not wish to include Pay Code Definition 

and Pay Taxation Exemptions information. If you select Print Rates Only, the Print Current 

and Prior Rates checkbox becomes available. Select this option if you wish to print the rates 

that are currently in effect as of the date you entered, as well as the rates that were in effect 

for the previous effective date. This allows you to verify that new rates were entered 

correctly, and that rates for all applicable workers compensation codes were entered. 
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When all selections have been entered, click on the submit button. Once the report has 

completed processing, it will be displayed as a PDF file in the Report Master Listing 

function. If you wish to clear your selections, click on the cancel button. 
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Year To Date FIT/FICA/FICM Report 

Based on the selection criteria, the detail report will print all employees who have wages 

subject to FIT, FICA and/or FICM. Wage and tax totals are provided by payroll processing 

group within each state. The summary report provides totals only. Year to date amounts will 

be printed based on the end of the selected quarter. If you select an entity that has been 

defined as a common paymaster, all of the entities within that common paymaster will be 

printed, and a separate report will be generated containing totals for all entities. Wage and tax 

totals are provided by pay group. 

 

 
 

Select the Legal Entity with which you wish to work from the drop-down list. Select a 

Payroll Processing Group if needed. If you leave the Payroll Processing Group field blank, 

you may elect to break the report by Payroll Processing Group. 

 

The report includes the following information: legal entity, doing business as (if applicable), 

common paymaster (if applicable), quarter ending date, FEIN, payroll processing group, 

Social Security number, employee name, year to date wages and amount withheld for FIT, 

FICA and FICM. The totals section for the payroll processing group include: year to date 

FIT, FICA and FICM wages, year to date FIT, FICA and FICM withheld, employee and 

employer FICA percent and amount withheld and employee and employer FICM percent and 

amount withheld. Grand totals by legal entity are also printed. 

 

You may enter a different Report ID if you wish. This name will appear in the Report 

Master Listing so that you may identify the report. 

 

When all selections have been entered, click on the submit button. Once the report has 

completed processing, it will be displayed as a PDF file in the Report Master Listing 

function. If you wish to clear your selections, click on the cancel button.  

 

For FICA and FICM information for employees who work in Puerto Rico, use the Year To 

Date Puerto Rico FICA/FICM Report. 
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Year To Date FUTA Report 

Based on the selection criteria, the detail report will print all employees who have wages 

subject to FUTA. The summary report provides totals only. Year to date amounts will be 

printed based on the end of the selected quarter. If you select an entity that has been defined 

as a common paymaster, all of the entities within that common paymaster will be printed, 

and a separate report will be generated containing totals for all entities. Wage and tax totals 

are provided by payroll processing group. 

 

 
 

Select the Legal Entity with which you wish to work from the drop-down list. Select a 

Payroll Processing Group if needed. If you leave the Payroll Processing Group field blank, 

you may elect to break the report by Payroll Processing Group. 

 

The report includes the following information: legal entity, doing business as (if applicable), 

common paymaster (if applicable), quarter ending date, FEIN, payroll processing group, 

Social Security number, employee name, year to date gross wages, year to date FUTA wages, 

taxable wages and FUTA tax. The totals section for the payroll processing group include: 

year to date gross wages, FUTA wages, employer FUTA percent and FUTA tax. Grand totals 

by legal entity are also printed. 

 

You may enter a different Report ID if you wish. This name will appear in the Report 

Master Listing so that you may identify the report. 

 

When all selections have been entered, click on the submit button. Once the report has 

completed processing, it will be displayed as a PDF file in the Report Master Listing 

function. If you wish to clear your selections, click on the cancel button.  
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Year To Date Puerto Rico FICA/FICM Report 

Based on the selection criteria, the detail report will print all employees who work in Puerto 

Rico who have wages subject to FICA and/or FICM. Wage and tax totals are provided by 

payroll processing group within each state. The summary report provides totals only. Year to 

date amounts will be printed based on the end of the selected quarter. If you select an entity 

that has been defined as a common paymaster, all of the entities within that common 

paymaster will be printed, and a separate report will be generated containing totals for all 

entities. Wage and tax totals are provided by pay group. 

 

 
 

Select the Legal Entity with which you wish to work from the drop-down list. Select a 

Payroll Processing Group if needed. If you leave the Payroll Processing Group field blank, 

you may elect to break the report by Payroll Processing Group. 

 

The report includes the following information: legal entity, doing business as (if applicable), 

common paymaster (if applicable), quarter ending date, FEIN, payroll processing group, 

Social Security number, employee name, year to date wages and amount withheld for FICA 

and FICM. The totals section for the payroll processing group include: year to date FICA and 

FICM wages, year to date FICA and FICM withheld, employee and employer FICA percent 

and amount withheld and employee and employer FICM percent and amount withheld. 

Grand totals by legal entity are also printed. 

 

You may enter a different Report ID if you wish. This name will appear in the Report 

Master Listing so that you may identify the report. 

 

When all selections have been entered, click on the submit button. Once the report has 

completed processing, it will be displayed as a PDF file in the Report Master Listing 

function. If you wish to clear your selections, click on the cancel button.  

 

For year to date FIT, FICA and FICM information for employees who work in the states, use 

the Year To Date FIT/FICA/FICM Report. 
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Tax Report Repository 

This function allows users who have access to this function to view and save Quarterly 

Company Tax Package PDF files as well as Annual Employer Copies of W-2s. 

 

Files must be selected by Tax Year and Legal Entity – then the files are listed alphabetically 

by description. 

 

To view PDF files, you must have Acrobat Reader on your computer. You may access the 

webpage to download this reader from the Report Master Listing function. 

 

The system defaults to displaying the current Tax Year in the *Tax Year field. Select your 

desired *Tax Year in that field. Then select the desired Legal Entity in the *Legal Entity field 

and click Refresh. 

 

 
 

 

A list will be displayed of the files available to be open or saved for that Tax Year and Legal 

Entity. The Quarterly Company Tax Package PDF files are quarterly data files so the 

description name will indicate the MMDD of the end of the quarter. At most you will see 4 

files in the list for a given legal entity and tax year. 

 

The Employer Copies of W-2s are annual files, so the description name will indicate W2s, 

and generally you should only see one file in the list for a given legal entity and tax year. 

However, if a Legal Entity has produced an extremely large number of W-2s for a given tax 

year, there will be multiple files, and the descriptions will be W2s - File 01, W2s - File 02, 

W2s - File 03, etc… 

 

If you wish to open a file, click on the Open icon next to the file you wish to work with.  
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If you wish to save a file, click on the Save icon next to the file you wish to work with. 

Follow the prompts on your browser, and if your browser allows, specify the location and file 

name 



 

Reports 
 

 
 

 

 

432  iCON Payroll Course 

 


