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EMPLOYEE DATA: 
Employee Name  
Employee ID  
Address Line 1  
Address Line 2  
City, State, Zip  
Email  
Home Phone  
Cell Phone  
Emergency Contact  
Telephone # & Name 

 

Social Security #  
Date of Hire:  
Birth Date (Optional)  
Sex Male or Female 
Status  Full Time or  Part Time 
Track Hours by  Pay Period or  Day  
OPERS Member Date      /    /     
OP&FPF Member Date      /    /         Base Hours:________ (Call OP&FPF if Unsure)  
State IT-4            # of Deductions  
Federal W-4           # of Deductions  
W-4 Rate Married Rate or  Single Rate 
EFT (Skip if No)  EFT is authorized   Prenote was sent 

Routing #  
Account #  
Account: If Yes Checking or  Savings    1 Account Only 

  
Additional Information:   
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WITHHOLDING DATA: 
 
Medicare Type:  

 Medicare Regular Employer Share Account: _________________ 
 Medicare Fringe _____% Fringe Account: ___________________ 

OPERS Type: 
 
Govt or Law    

 OPERS Regular  Employer Share Account: __________________ 
 OPERS Fringe  _____% Fringe Account: ____________________ 
 OPERS Salary Reduct.  Employer Share Acct: ________________ 

OPERS Type: 
 
Govt or Law    

 OPERS Regular  Employer Share Account: __________________ 
 OPERS Fringe  _____% Fringe Account: ____________________ 
 OPERS Salary Reduct.  Employer Share Acct: ________________ 

OP&FPF Type 
 
Police or Fire   

 OP&FPF Regular  Employer Share Account: _________________ 
 OP&FPF Fringe  _____% Fringe Account: ___________________ 
 OP&FPF Salary Reduct.  Employer Share Acct: _______________ 

OP&FPF Type 
 
Police or Fire   

 OP&FPF Regular  Employer Share Account: _________________ 
 OP&FPF Fringe  _____% Fringe Account: ___________________ 
 OP&FPF Salary Reduct.  Employer Share Acct: _______________ 

 
Social Security Type:  

 SS Regular  Employer Share Account: _______________________ 
 SS Fringe _____% Fringe Account: _________________________  

Supplemental Federal  Extra dollar amount to withhold per paycheck $___________  
Supplemental State   Extra dollar amount to withhold per paycheck $___________  
Local Taxes: 
Workplace Earnings 
or Income tax (List 
Each & %) 

Name:                                                       %_____  
Name:                                                       %_____ 
Name:                                                       %_____ 
Name:                                                       %_____ 

Local Taxes: 
Resident 
Earning/Income Tax 

 
 
Name:                                                       %_____ 

School District Income 
Tax: 

Name: __________________  Tax Rate  %_____ 
District #__________  

EMPLOYEE SHARE OF INSURANCE BENEFITS 
 
 Health 

$________ Amount withheld from Employee’s Wages   
 Monthly Each Pay Period  Skip Deductions 

 
 Life 

$________ Amount withheld from Employee’s Wages   
 Monthly Each Pay Period  Skip Deductions 

 
 Dental 

$________ Amount withheld from Employee’s Wages   
 Monthly Each Pay Period  Skip Deductions 

  



UAN NEW EMPLOYEE CHECKLIST 

Version 2013.3 Revised 9/2013                                                                                          Page | c  

 
 Vision 

$________ Amount withheld from Employee’s Wages   
 Monthly Each Pay Period  Skip Deductions 

 
 Other Insurance 

$________ Amount withheld from Employee’s Wages   
 Monthly Each Pay Period  Skip Deductions 

 
 Other Insurance 

$________ Amount withheld from Employee’s Wages   
 Monthly Each Pay Period  Skip Deductions 

 
 Other Insurance 

$________ Amount withheld from Employee’s Wages   
 Monthly Each Pay Period Skip Deductions 

OTHER DEDUCTIONS 
 
 
 Child Support 

$_________ Amount to be withheld per Pay Period 
 Requires manual calculation                         Skip Deductions 
Case #________________ Order #_________________________ 

 
 
 
 
 Garnishment 

 $_________ Amount to be withheld per Pay Period 
 ________% Rate to be withheld per Pay Period 
 Set default then calculate by formula on each wage record 
Withholding Vendor/Payee: 
Withholding Name : 

 
 
 
 
 Garnishment 

 $_________ Amount to be withheld per Pay Period 
 ________% Rate to be withheld per Pay Period 
 Set default then calculate by formula on each wage record 
Withholding Vendor/Payee: 
Withholding Name  

 Deferred Comp. $_________ Amount                      Skip Deductions 
 
 
 
 
 Other Withholding 

 $_________ Amount to be withheld per Pay Period 
 _______% Rate to be withheld per Pay Period             
Skip Deductions 
Withholding Vendor/Payee: 
Withholding Name  

 
 
 
 
 Other Withholding 

 $_________ Amount to be withheld per Pay Period 
 _______% Rate to be withheld per Pay Period 
Skip Deductions 
Withholding Vendor/Payee: 
Withholding Name  

 
 
 
 
 Other Withholding 

 $_________ Amount to be withheld per Pay Period 
 _______% Rate to be withheld per Pay Period 
Skip Deductions 
Withholding Vendor/Payee: 
Withholding Name  
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EARNINGS: 

Position  

 
Type 

 Trustee   Council  Clerk  Clerk-Treasurer  Township 
Fiscal Officer  Mayor  Librarian  Administrator  Board of 
Affairs  Legal Counsel  Other 

Department  
 
Classification 

 Hired   Elected  Appointed  Unemployment Eligible  
(Elected officials are not unemployment eligible) 

 Hourly   
 Salary    
 Overtime    
 Per Item  
 Taxable Item    
 Non-Taxable Item 
Non Retirement Item 
Non-Tax/Non-    
    Retirement Item  
 Non Cash Benefit 

Earning Description: 
 

DETAILS 
 

AMOUNTS 
LIST ALL ACCOUNT 

CODES FOR 
EARNING 

Frequency   
Salary $/Pay Period   

Hourly Rate   
Per Item $   

Overtime Rate   
OP&FPF Pick-Up 

Code & Frequency: 
  

    
Position  

 
Type 

 Trustee   Council  Clerk  Clerk-Treasurer  Township 
Fiscal Officer  Mayor  Librarian  Administrator  Board of 
Affairs  Legal Counsel  Other 

Department  
 
Classification 

 Hired   Elected  Appointed  Unemployment Eligible  
(Elected officials are not unemployment eligible) 

 Hourly   
 Salary    
 Overtime    
 Per Item  
 Taxable Item    
 Non-Taxable Item 
Non Retirement Item 
Non-Tax/Non-    
    Retirement Item  
 Non Cash Benefit 

Earning Description: 
 

DETAILS 
 

AMOUNTS 
LIST ALL ACCOUNT 

CODES FOR 
EARNING 

Frequency   
Salary $/Pay Period   

Hourly Rate   
Per Item $   

Overtime Rate   
OP&FPF Pick-Up 

Code & Frequency: 
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LEAVE: 
 
 Sick    
 Vacation   
 Holiday  
 Personal    
 Comp Time 
 Bereavement 
 Other Leave 

Leave is:   Paid when used  Not paid when used (salaried) 
Pay Rate _________ Per Hour 
 Leave Credited Manually        (Comp time accrual rate ______) 
 Leave Earned ____________ Per Pay Period 
 Leave is Earned per regular hours worked: 
_________ hours per __________ worked 
 Using this leave accrues all prorated leaves 
Max. Leave Balance  No  Limit to ________ Hours 
Max. Annual Accrual  No  Limit to ________ Hours 
Beginning Balance:  ______________ 

 
 Sick    
 Vacation   
 Holiday  
 Personal    
 Comp Time 
 Bereavement 
 Other Leave 

Leave is:   Paid when used  Not paid when used (salaried) 
Pay Rate _________ Per Hour 
 Leave Credited Manually         (Comp time accrual rate ______) 
 Leave Earned ____________ Per Pay Period 
 Leave is Earned per regular hours worked: 
_________ hours per __________ worked 
 Using this leave accrues all prorated leaves 
Max. Leave Balance  No  Limit to ________ Hours 
Max. Annual Accrual  No  Limit to ________ Hours 
Beginning Balance:  ______________ 

 
 Sick    
 Vacation   
 Holiday  
 Personal    
 Comp Time 
 Bereavement 
 Other Leave 

Leave is:   Paid when used  Not paid when used (salaried) 
Pay Rate _________ Per Hour 
 Leave Credited Manually        (Comp time accrual rate ______) 
 Leave Earned ____________ Per Pay Period 
 Leave is Earned per regular hours worked: 
_________ hours per __________ worked 
 Using this leave accrues all prorated leaves 
Max. Leave Balance  No  Limit to ________ Hours 
Max. Annual Accrual  No  Limit to ________ Hours 
Beginning Balance:  ______________ 

 
 Sick    
 Vacation   
 Holiday  
 Personal    
 Comp Time 
 Bereavement 
 Other Leave 

Leave is:   Paid when used  Not paid when used (salaried) 
Pay Rate _________ Per Hour 
 Leave Credited Manually        (Comp time accrual rate ______) 
 Leave Earned ____________ Per Pay Period 
 Leave is Earned per regular hours worked: 
_________ hours per __________ worked 
 Using this leave accrues all prorated leaves 
Max. Leave Balance  No  Limit to ________ Hours 
Max. Annual Accrual  No  Limit to ________ Hours 
Beginning Balance:  ______________ 

 

 


	CHAPTER 1 INTRODUCTION TO SETTING UP PAYROLL
	Earnings & Leave
	Non-cash benefits
	Withholdings

	CHAPTER 2 DEPARTMENTS
	Guided Exercise 2-1 Add Departments
	Steps to access: General → Maintenance → Departments
	For a detailed Overview, Instructions, and Frequently Asked Questions (FAQs):
	Department Reports


	CHAPTER 3 VENDOR/PAYEE
	Demonstration:  Editing existing vendor/payees
	Guided Exercise 3-1 – Edit Preset Vendor/Payee
	For a detailed Overview, Instructions, and Frequently Asked Questions (FAQs):

	Guided Exercise 3-2 Add Vendor/Payee
	For a detailed Overview, Instructions, and Frequently Asked Questions (FAQs):
	Vendor/Payee Reports


	CHAPTER 4 WITHHOLDINGS
	Guided Exercise 4-1 Add Withholdings
	For a detailed Overview, Instructions, and Frequently Asked Questions (FAQs):
	Entity Reports - Withholding Reports
	Withholding Reports
	Withholding Payment Reports


	CHAPTER 5 FREQUENCIES
	Guided Exercise 5-1 Edit Frequencies
	For a detailed Overview, Instructions, and Frequently Asked Questions (FAQs):
	Frequency Reports


	CHAPTER 6 EARNINGS AND LEAVE
	Guided Exercise 6-1 Add an Earning
	For a detailed Overview, Instructions, and Frequently Asked Questions (FAQs):

	Guided Exercise 6-2 Edit Earnings
	For a detailed Overview, Instructions, and Frequently Asked Questions (FAQs):
	Earning Report


	CHAPTER 7 ADDITIONAL INFORMATION
	Guided Exercise 7-1 Add Additional Information
	For a detailed Overview, Instructions, and Frequently Asked Questions (FAQs):
	Additional Information Reports


	CHAPTER 8 ADD EMPLOYEE WIZARD
	For a detailed Overview, Instructions, and Frequently Asked Questions (FAQs):
	Overview
	Introduction to Step 1 – Add Employee Information
	Optional Part of Step 1 – Additional Information

	Introduction to Step 2 – Add Employee Withholdings
	Introduction to Step 3 – Add Employee Earning
	Introduction to Step 4 – Add Employee Overtimes
	Introduction to Step 5 – Add Employee Non-Cash Benefits
	Introduction to Step 6 – Add Employee Leaves
	Attach Leave to Earning(s)(:
	Select one earning as the WH (EARNING:
	Employee General Information Report
	For a detailed Overview, Instructions, and Frequently Asked Questions (FAQs):


	Guided Exercise 8-1 Add Employee
	For a detailed Overview, Instructions, and Frequently Asked Questions (FAQs):

	Guided Exercise 8-2 Add Employee
	Guided Exercise 8-3 Add Employee

	CHAPTER 9 WAGES
	Guided Exercise 9-1 Add Wages, Group #1
	Guided Exercise 9-2 Edit Wages, Group #1
	Batch reports - Wages, Group #1

	Guided Exercise 9-3 Post Wages, Group #1
	For a detailed Overview, Instructions, and Frequently Asked Questions (FAQs):

	Guided Exercise 9-4 Add Wages, Group #2
	Guided Exercise 9-5 Edit Wages, Group #2
	Batch Reports - Wages, Group #2

	GUIDED EXERCISE 9-6 Delete Batch Wage
	Guided Exercise 9-7 Post Wages, Group #2
	Guided Exercise 9-7 Create EFT file (Direct deposit)
	For a detailed Overview, Instructions, and Frequently Asked Questions (FAQs):


	CHAPTER 10 REPORTS
	For a detailed Overview, Instructions, and Frequently Asked Questions (FAQs):
	Reports Overview
	Recommended Payroll Reports
	Guided Exercise 10-1 OPERS Monthly Report
	For a detailed Overview, Instructions, and Frequently Asked Questions (FAQs):
	Print OPERS report for filing and internal use
	Create Electronic File for Upload to OPERS ECS
	OPERS Remittance

	Guided Exercise 10-2 OP&FPF Monthly Report
	For a detailed Overview, Instructions, and Frequently Asked Questions (FAQs):
	Print OP&FPF report for filing and internal use
	Create Electronic File for Upload to OP&FPF Website
	DEMONSTRATION OP&FPF Remittance

	Guided Exercise 10-3 941 Federal Quarterly Report
	For a detailed Overview, Instructions, and Frequently Asked Questions (FAQs):
	Print 941 Federal Quarterly report for filing

	Guided Exercise 10-4 ODJFS Wage Detail (Quarterly Report)
	For a detailed Overview, Instructions, and Frequently Asked Questions (FAQs):
	Print or create an electronic file
	Demonstration sTATE, SCHOOL, lOCAL Tax Reports


	CHAPTER 11 WITHHOLDING PAYMENTS
	For a detailed Overview, Instructions, and Frequently Asked Questions (FAQs):
	Guided Exercise 11-1 Withholding Payments, Regular Warrants
	Guided Exercise 11-2 Withholding Payments, Regular Electronic
	Guided Exercise 11-3 Withholding Payments, State Retirement, Electronic
	Batch Withholding Reports

	Guided Exercise 11-4 Post Withholding Payments
	For a detailed Overview, Instructions, and Frequently Asked Questions (FAQs):


	CHAPTER 12 CONVERSION WAGES for lump sum conversions to uan
	Guided Exercise 12-1 Add & Edit Conversion Wages
	Batch Wage Reports, Conversion wages

	Guided Exercise 12-2 Post Conversion Wages
	For a detailed Overview, Instructions, and Frequently Asked Questions (FAQs):


	CHAPTER 13 EDIT EMPLOYEE – COMMON EMPLOYEE CHANGES
	Information
	Additional Info
	Earnings
	Overtime
	Non-Cash
	Leaves
	Withholdings
	Guided Exercise 13-1 Pay Rate change
	Guided Exercise 13-2 Add an account to an existing earning
	Demonstration, Add earning account, change the split method and update the employer share withholdings by editing the withholdings
	Demonstration: Add Non-Pensionable Leave payout earnings
	DEMONSTRATION Add Non-Cash Benefit to an Employee

	Guided Exercise 13-3 Add Existing Withholding to an Employee
	Demonstration:  Employee Address change requires New school tax Withholding
	Demonstration: Withholding Rate Change for all Employees
	DEMONSTRATION:  Deactivate existing Withholding


	CHAPTER 14 UTILITIES
	CHAPTER 15 TROUBLESHOOTING
	APPENDIX

