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UNION PAYROLL ISLAND BUSINESS GROUP, INC.

Introduction

UNION PAYROLL 1.01  was developed in conjunction with a Union construction company. The intent of
the software is to provide a construction company a powerful tool to automate payday and payroll related
accounting functions, including the Job Costing and Union Account aspects of payroll. The software was designed
to integrate with the Microsoft Office Suite for additional powerful tools such as mail merges, graphs, labels  and
other database functions.

The following documentation assumes sufficient knowledge in Windows applications and some
familiarity with Microsoft Office.  We also assume a working knowledge of networking if your application will be
installed on your network.

Our consultants are always available to assist and help with the installation and/or use of this product.
Email any questions to info@islandbusinessgroup.com or call us at 631-467-6162.



                  

Page 2 of 29

UNION PAYROLL ISLAND BUSINESS GROUP, INC.

INSTALLATION INSTRUCTIONS

Place the CD ROM into the CD ROM Drive of your computer. The installation program  will
automatically launch. Answer the simple questions during installation.

RUNNING UNION PAYROLL
To run UNION PAYROLL 1.01 , press START/PROGRAMS/ to launch the program. The first time

the program is run, you will have to tell it where the data is. The data will either be on the machine that you are
installing on, or somewhere else on the network. Subsequent running of the program will automatically find the
data, or you can relink to the data from the system management screen. Proceed as follows:

Setting the Authorization Code and Linking To The Data

Step1 – Authorization Code
If you are installing a DEMO version, enter DEMO for your authorization code, which will provide you with

a limited number of entries.  If you have purchased UNION PAYROLL, you will need to call us for your
authorization code.

Step2 – Finding the data directory.
Click the Path to Data - FIND button.  Navigate to the directory of the machine where the data is located.

Click OK on the Browse for Folder dialog, and then CONTINUE on the Setup Information dialog as  shown below:
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SECURITY/ LOGON INFORMATION
You can control access to the databases via our special security module. The concept is to assign User

ID’s, Passwords and tasks to your users. This is done from the System Management | Security Menu.  First,
select Task Rights menu option and define the tasks and the security assignments, then add in the users and
assign them tasks. For additional details refer to the Security Menu section.  The software will come with the
master account already set. Use this account to first log on to the software.

Logon Security Screen. User ID: administrator Password: administrator is the default administrative
account.
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GENERAL DATA ENTRY INFORMATION

MS Access is a powerful database and if you spend some time familiarizing yourself with some of the basic
functions, you will be able to move around Union Payroll and find information quickly.

On each form, you can  toggle between  FORM VIEW and DATASHEET VIEW by clicking the form  view , datasheet
view buttons on the Union Payroll toolbar.

.

Form View of Employee Master File Screen

While in form view, you can use the navigation buttons on the bottom to move between records,  much as you
would use a control on your VCR. The navigation button with the * is used to ADD a new record.

To DELETE a record, simply click on the left-hand border of the form (with the small arrow or pencil) and  press
your delete key.

Also while in form view, you may use the search tools to find information in your database as  well as use the form
filters and queries.
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Datasheet View of Employee Master File Screen

This is a form in Datasheet View. In Datasheet View, you can sort drag and hide columns as  well as perform
advanced queries.

SEARCHING THE DATABASE
Advanced Search tools are available in either form or datasheet view. To launch the search form, press the
search button on the tool bar. This will launch the search form.

The Search Form

To search the database for information, either put your cursor in the field you want to search, or choose the field
name from the LOOK IN drop down menu. Enter the information you wish to search  for into the FIND WHAT box.
Lastly, choose your match from the  MATCH drop down.  Choose START OF FIELD to match exactly the  first few
characters  in the field. Choose ANY PART OF FIELD to look for your match anywhere within the  field. Choose
WHOLE FIELD to match exactly all letters and characters in your search.
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QUICK START GUIDE
Follow these steps to get your system running as fast as possible

1) Install the application.
2) Modify the Company information for your company.
3) Change the Administrative  password.  WRITE THIS DOWN AND DO NOT LOSE IT!
4) Enter the TASKS into the SECURITY MODULE. Decide what privileges you will allow for each  task.
5) Enter the USERS, and assign each a task based on the privileges you assigned in step 4.
6) Set up your EMPLOYEE database with all of your employees.
7) Set up your TAX TABLE database with your applicable  tax rates.
8) Set up you  UNION MASTER FILE and the  UNION RATES FILE.
9) Set up your JOB file.
10) Enter Weekly Payroll Transactions.
11) Print Checks
12) Run Reports as needed

You’re ready to go!
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MAJOR SYSTEM SCREENS
The following section shows the major system screens.

The Main Menu

This screen shows the options available in Union Payroll. The major system functions are:
• Employee Master File – Maintain basic employee information required for payroll and Union purposes.
• Job Master File – Maintain detailed information on specific jobs, including cost and billing data.
• Union Master File – Maintain Union information as well as Union rates, stamp information and related data.
• Payroll Transactions – Enter daily payroll, job and Union information. Process weekly payroll transactions.
• Print Payroll Checks – Batch check printing function.
• Reports Menu – Numerous Payroll and Job Costing reports.
• System Administration – Various functions to maintain lists and procedures.

All of these functions coexist with the Microsoft Office Suite for endless possibilities!
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The Employee Master File

This screen shows the Employee master file, used to maintain information on employees for Payroll and Job
Costing purposes.  The “Additional Withholding Tax” amounts for Federal, State and City are added  to the
standard withholdings for each check.  The “Other Withholding“ amount is deducted after taxes from each  net
check amount.  The sick and vacation hours remaining are adjusted automatically when payroll transactions are
entered.
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The Job Master File

The Job Master File Screen has three separate sections for tracking Job information.

General Information

The GENERAL Screen in Job Master File maintains basic  information on current or previously completed jobs .

Expense Information

The EXPENSE Screen in Job Master File allows you to enter and maintain  non-payroll expense information for a
job.
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Invoice Information

The INVOICE Screen in Job Master File allows you to enter and maintain information about invoicing and
payments on particular jobs.

Union Master File

The Union Master File Screen has three separate sections for tracking Union information.

General

The GENERAL screen in Union Master File is used to maintain basic  information about the particular Union.
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Rates

The RATES screen in the Union Master File allows you to maintain rate and benefit information for the  various
Union positions in that Union.

Stamps

The STAMPS screen in the Union Master File provides information on the various stamps that are purchased
from the Union.
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Payroll Transactions

The Payroll Transaction Screen is used to enter Employee work and job information. This screen captures all of
the information used for the weekly payroll run as well for the job costing reporting.

Print Payroll Checks

Payroll checks can be printed either as a batch or a single check. To print a single check, simply enter a check
number and press the PRINT CHECK button on the Payroll Transaction Entry and Editing screen. To print a batch
of checks, choose the  PRINT PAYROLL CHECKS option from the main screen. You will be asked the  following
questions before the checks print:

When you have answered these questions, the checks will print and the payroll will be posted. No further changes
can be made once a check has been printed.
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Reports Menu

Employee Report

Sample of the Employee Master File Report
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Employee Gender Count Per Month

The Employee Gender Per Month report displays the count of male/female employees employed for each month
within a date range.  This report supports insurance premium calculations.  If an employee is not covered by the
policy in question, then set the Employee Master File – Sex selection to N/A.

Job Costing

There are numerous Job Costing reports available on demand. The criteria screen lets you choose the various
reports and criteria for these reports:

Job Costing Criteria Menu
The various reports are as follows:

Your Company
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Job Cost Summary

Job Cost Detail
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Job Cost By Employee

Job Cost By Weekend
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Job Cost By Union

Workers Compensation Report
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Payroll Reports Menu

Weekly Payroll & Attendance Report
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Payroll Edit List

The Payroll Edit List is run prior to printing of the checks, as a last verification of the Payroll data entered for that
period.

Payroll Journal

Payroll Check Register
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Payroll History Report

Tax Reports Menu
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Print W2 Forms

The W2 report is designed to print onto prepinted W2 forms at year end.
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The 941 form report provides information relavent to completeing 941 forms.
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Union Reports Menu

Certified Payroll Report
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Iron Workers Stamp Report

Iron Workers Stamp Summary Report
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Union 14 Stamp Report

Union 15 Stamp Report
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System Management Menu

From the System Management Menu you can set the various system parameters required.

Company Information
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The Company Information Screen is used to enter and maintain your company specific information.
Security Menu

Users

The Users form allows user information to be are added and modified.  A user type is selected from the standard
types to define the users access rights.
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Tasks

The Tasks form is used to maintain the standard task types and the rights these types have for each switchboard
(menu) item.

Setup Information

Refer to the Installation Instructions, Setting the Authorization Code and Linking To The Data section for detailed
instructions.
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Supporting Tables Menu

Job Expense Types:   These entries populate the job expense type dropdown selector in the Job Master File
form.
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Overhead Factors:  These entries control the overhead calculations in the job costing reports.

Vendors:  These entries populate the vendor dropdown selector in the Job Master File form.

Workers Compensation Codes:   These entries populate the workers Compensation code dropdown selector
in the Employee Master File form and control the insurance cost calculations in the job costing reports.

Tax Data Menu
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Federal

The Federal Information Screen is used to enter and maintain Federal tax information.
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States

The State Information Screen is used to enter and maintain state tax table information.
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Localities

The Locality Information Screen is used to enter and maintain local tax table information.

The Employee sick and Vacation Hours Update dialog updates the sick and vacation hours remaining based on
the standard hours and options selected.


