How to set up a new employee

Go to Human Res. & Payroll menu option.
Select Employee from menu choices
Press F3 key to get a new card and enter to get the next employee number from the Number Tables.

N 255 - Employee Card _ [=] ”E|
General | Communication | Administration | Personal | Payroll | Chrysler Info |
B0 0o oooooooo j Search Mame . . . . ., | |
Job Title ..o I | salespers.fPurch. Code | | 3]
First Mame . . . . . . . | | Resource Mo, . . . . . . | |I||
Last Marme . . . .o . . | | Last Drate Modified . .

Middle Mame [ Inital . . . | || |

Suffic, o [ ]

Initials . . v ... | |

Fhone Ho. . . . . . . [ ]
Extension. ... . [ ]

[Emlnyee V] [ Payrall v] [ Help ]

Fill in the fields as required. These are highlighted in yellow in the following screen images. If a field is
highlighted in blue this field is used if the new employee is a Service Technician.

Salespers. /Purch. Code: lookup to the table to select the matching employee name and number
Resource No.: to the table to select the matching employee name and number

mE 255 - Employee Card = ”E|
zeneral | Communication || Adminiskration || Personal || Payroll || Chirysler Info |
Moo, . oo j Search Mame . . . . .. | |
Job Title .. || | Salespers. fPurch, Code | | |1I|
First Mame . . . . . . . | | Resource Mo, . . . . . . | EH
Last Marme . . . . . .. | | Last Date Modified . . .

Middle Marne [ Initial . . . | | | |

Suffic. [ 1

Initisls . . ... ... | |

Phone . . .. .. . R
Extonson. . . . . . I

Emploves v] [ Payrall v] [ Help




Salesperson / Purchaser:

Code: this filed must be filled in manually. Use the same number as the Employee Number.
Salesperson: use the lookup arrow to select what department this person is in. If an Clerical or Admin
employee leave the field blank

1 255 - Employee Card

General | Cornmunication || Administrakion || Personal || Payroll || Chrysler Info |

MGG S S 755 (o] J SearchMame . . . . . .
JobTitle Lo [ |
First Mame . . . . . ., | | ——
G i | FEX
Middle Mame | Initial . . . | |[ |  Code Hame Salesper... | Front-En... Back-En... | Phone Mo,
ST et ot iy [ ] 235 Gearge O, Lounder Wehicle 0.00 0.00 ~
Trilkials s e | | [IE=3| 242 Jeff 5. Fincher Yehicle 0.00 0.00
=] 243 Sherry Ward 0.00 0.00
FhoneMo. . ... ... [ —— il 244 Masser 5 Hamdan vehicle 0.00 0.00
Extensioniis shehis s I:l 245 Chatles R, Escoe Vehicle 0.00 0.00
251 Ralph Munn Wehicle 0.00 0,00
252 Brian M Harper Wehicle 0.00 0.00 i
Emf || 233 Bret Antwing Parts 0,00 0.00 i
5+ 254 Robert K Klemm Yehicle 0.00 0.00 e
4255 0.00 0.00 v
i ] {. il | > |
L Ik ] [ Cancel J [§alesperson v] [Create Inter... J [ Help ]

Resource No.:

The up-arrow will take you to the resource list if the employee is listed select their number. If the employee
is not listed, go to the Resource Card to add a new record. Use the Shift-F5 key combination to get to this
area and F3 to get a blank record.

¥ 255 - Employee Card

Gaeneral | Communication || Administration || Personal || Payroll || Chrysler Info |

MNo.. ..........| 26l =«  SearchMame ... ...
TobTHE e EiEa i
First Mame . . . . . . .
Last Mame . . . . .
Middle Mame | Initial .
TN PR Marne T... Unit of M.... Unit Cast | P..| Profi... Unit Price | Gen. Pro...
Tnitials e T 104 Jirareey Anbwine F.. HR 0,00 P.. 0 0.00 LABOR.
108 Zane Monroe F.. HR 19,50 P.. 0 0.00 LABOR
FPhone Mo, . . ., . . —
119 Alan Bond F.. HR 20.50 P., 0 0.00 LABOR
Extension. . . . . . 182 Gabe Russel P.. HR 20,50 P.. 0 0,00 LAECR.
239 David Tatum 0 0.00 LABOR
245 IR Lee 0 0.00 LABOR
247 James Blewitt 0 0.00 LABCR
b A Unassigned 0 0.00 LABOR
£ | [l | |

[ Ok | [ Cancel J [Besour-:e v] [ Prices v] [ Planning v] [ Help J




Adding a new Resource Card:

No.: fill this number in manually. Be sure it matches the Employee Number

w255 - Employee Card

Generl |C0mmunicati0n || administration || Personal || Payral || Chrysler Info |
Mot 4iin wiisin 4 255 ()| - Search Mame . . . . . . [ 1
IobTHE e diie | Salespers, fPurch, Code |
First Name . .« . . o | Resource Mo, . o 0
Last Mame . . . . .
Middle Mame [ Initial .
SUEFRC e s Mo General | Invoicing | Personal Dats |
Initials o0 0 104
e o - seachtians . . . . —
Phone Mo, . . . . .} [
119 P T [ | Resource Group Mo, . . .
Extension, . . . . . 182
1 o THDE S i S Persan = Blocked. . . ... ... O
245 Unit of Measure Code | Last Date Modified . . . |
247
b A
| e
C [ Resource v] [ Prices v] [ Planning v] [ Help ]

Go to the Invoicing Tab:

Direct Unit Cost: the employee’s hourly rate plus a markup. You will need to discuss this with your Office
Manager or Service Manager

Unit Cost: same as Direct Unit Cost

Gen. Prod. Posting Group: must be set to LABOR

a 255 - Employee Card

General | Communication " Administration || Personal || Payroll " Chrysler Info |

Moo -l Searchames . . . . . =
|

[ [ R M i | Salespers. [Purch, Code |
First Mame . . . . . .. | Resource Mo, . . . . ..
Last Mame . . . . .

SHEFGES i) oo  ho, @eneral | Invaicing | Personal Data |
Initials o o . 0L 104
| 108 Direct Unit Cost . . . . . Gen. Prod. Fosting Group |LABOR
Phomeha. . . .. . : 119 Inditect Cost 2, . . . . Tax Prod. Posting Group,
Extension. . . . . .
- B2 0 Gnecost, Automatic Ext, Text, . . [
| 239
245 Price/Profit Calculation,
|| 247 | | Profits ...
b LA
1 UnitPrice. v v v 00
: Tax Group Code, ., .+
Sl
[: [ Resource v] [ Prices v] [ Planning v] [ Help




Go back to the Employee Card and continue to the other tabs.

The Communications Tab can be skipped if you wish. This tab only contains phone number.

Go to the Administration Tab:

me 2?55 - Employee Card

| General | Communication | Adminiskration | Fersonal | Payrall | Chrysler Info |

Employrnent Date . . . . I:l Union Cade . . . . . . . | |
Stakus ... L |active = Union Membership Mo, . | |
Position. . . .. o0 | | Ernplymt, Contrack Code, | |
JobTiHe ... | | Skatistics Group Code . | | £3]
Manager Mo, . . . . . . | 3 % Workers Compensatio,,. | E3)
Inactive Date ., . . . . . |:|

Cause of Inactivicy Code | E3

Termination Date . . . . |:|

arounds For Term, Code , | 3

Emplovee v] [ Payrall v] [ Help

Go to the Personal Tab:

me 255 - Employee Card

| General || Communication || Administration | Personal |F‘a';.-'r|:||| || Chrysler Info

Address ... .. L. 0 [ | BitthDake, . . . ... . [ ]

Address 2, . . . . L | | ey T | |2||
Gty | | Race. ... .. ... | |
Stake. .. ]
ZIPCode . . . ...
Country Code, . . . . .

Home Phore Mo, . . . |

Emploves v] [ Pavyroll v] [ Help




Go to the Payroll Tab:
Payroll Group No.: select from the list provided
Resource Number: if the employee is a Service Technician the Resource Number (highlighted in blue)

must be found in the Resource Table. Click the up arrow to find this
employee’s resource number. This should be the same as the number found on the
General Tab

Default Work State: enter in your state’s two letter abbreviation. Example: Georgia is GA. The lookup
arrow is also available to select your state

If this employee is to receive a monthly bonus or their payroll is to be split between several chart of
accounts numbers then check the boxes, as appropriate, highlighted in purple.

o 255 - Employee Card |Z”E|E|

General CDmmunicati\:L\\'s Administration F‘ersnnal| Payroll |Chr~,.fs|er Info

Payroll Group Mo, . . . . | Sie Blacked. . . . . . . .. F
Social Security Mo, . . . I:I Statutory Emploves . . . []
Resource Mo, . . . . . . Retirement Flan. . . . . |:|
Default \Work State . . . Third-Party Sick Pay . . . []
Default Work Locality . . | |I|| Household Emploves . . []
Default Work Type Code. Commission Pay . . . . . ||

Gl allocation of Pay . . . [

Employes v] [ Payrol v] [ Help




Go to Chrysler Info Tab:
Employee Type: select from the list provided. This selection is used on the Chrysler Financial Statement
Employment Area
Employee Work Area: select from the list provided. This selection is used on the Chrysler Financial
Statement Employment Area
Chrysler Warranty ID: if the new employee is a Service Technician enter their Warranty ID, if
applicable.

o 255 - Employee Card

Employvee Work Area . .
Chrysler Warranky ID . . |:|

[Emluyee v] [ Payroll v] [ Help

Rate Information

Go to Payroll > Rates
Select from the Payroll Rate Code the various rate codes that will apply for this employee’s payroll. If a

Service Technician the Rate Code is FLAG. If a Salary Employee enter the annual salary in the amount
field. This table is used for any payroll amount that is calculated using an employee rate.

255 - Employee Card M i=1E3

General |C0mmunicati0n || Administration || Personal || Payrall i| Chrysler Infa |

Nosasie ssphn Peanss 255 [l -] SearchMame . . . .. . =i
JobiTitle: wiaii Ay [ | Salespers.fPurch, Code

FifstMamezsis oy | | ResowrceMo.. . . . .. _ mE 255 - Employee Rates r._||E|r§|
LastMame . 40 [ I | Last Date Modified ., . | ——

AL SR | || | ;aa:n;otlilode E;Ffective Armaunt
Suffix, + S

TritialSEi, s s [ |
Phone o, 1+ 11 (F—

Extension. . . 1. =11

D

[Employee v] L Bayroll v]

i
h




Employee Tax Information

Go to Payroll > Tax Information

The Government Type field is used to determine the amount of Federal or State Income Tax to deduct per
pay period based upon the Filing Status Code and Allowances. This information is found on the Employees
Federal W-4 and State W-4 forms. This applies to the Codes Federal and State.

Also, this field can be left Blank. We have set this for use with other deductions such as Dental Insurance,
Medical Insurance, Health Insurance and SIRA as shown in the example. The Filing Status Code field will
have a lookup to a table that you can select the type of coverage the employee has selected. These entries
are required to be entered when you setup a new employee otherwise the payroll journal will not
calculate and an error will result.

w255 - Employee Card

General | Communication || Administration || Personal || Payroll || Chrysler Info |
Mo ooooooaoo: 255 | -l Searchfiame . . . . . . L 1
Job Tite . [ | Salespers.fPurch, Code .
First Mame . . . . . . . | | Resource Mo, . . . . . .
LastMame . . . ... | | Last Date Modified . . . l:l
Middle Mame | Initial . . . | I |
Suffix, s L
Initials . .. ... .. [ |
et ]
Extersion. . .. . . . L ]
Employes  w Payral - Help

255 - Employee Tax Info

Government Effective  Filing Status Income Tax | Extra Credits/Other | Other
Type k State Locality Date Code Allowances  Exempk Withholding Deps. Status
Government Type
Dental Insurance FAMILY 0 0,00 0
Medical Insurance FAMILY a 0.00 a
SIRA Provider MA 1] 0.00 1]
Federal MARRIED 2 0.00 1]
b | State Gh M OMNEMWORE 2 000 §




