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The Autosoft DMS Dealership Payroll makes entering payroll easy. Pre-built tax tables and setup 
parameters allow you to enter default information that automatically fills in to save you time when posting 
payroll. This prevents you from having to enter the same information (employees’ wages, deductions, 
etc.) every time you want to post a payroll. In most cases, you only have to enter information when the 
pay changes (for example, due to vacation time, bonus pay, overtime, etc.) or when you want to edit or 
skip a deduction. 
 
 

Accessing Dealership Payroll  
You access the payroll module from the Dealership Accounting main menu. Only one user can be in 
Payroll at a time. 

1. Click Accounting on the Autosoft DMS startup menu. 

2. Click Payroll on the Dealership Accounting main menu. The Dealership Payroll menu opens. 

 

 
When you need to post payroll, you will systematically work your way through the first five buttons on the 
Dealership Payroll menu. You must complete each step to ensure your payroll is accurate. 

1. Enter the employees’ payroll information. 

2. Enter/edit any deductions for the current payroll. 

3. Compile the payroll information. 

4. Print the payroll checks (and any copies necessary for your records). 

5. Update the payroll information to the general ledger.
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The remaining menu options provide additional features that make payroll even easier. You can print 
payroll reports based on specific dates to obtain the information you need quickly. You have the 
option of printing the information to your printer or viewing the information on your screen. 
 
The Times/Commissions option provides several features that help you track employees’ hours and 
sales commission. Employees can use time cards to manually track their hours so you can print the 
time cards and use them to input the employees’ pay. Other options allow you to automatically track, 
compile, and post time clock hours, technician flag time hours, and sales commission.  
 
You use the maintenance feature to post adjustments to payroll files that you have already updated to 
the books. You will also use the maintenance at the end of the year to close out your payroll files and 
to print your W-2 forms. Again, the system does most of the work for you, and all you have to do is 
verify information. 
 
Each chapter in this manual walks you through a specific part of the payroll module. You will begin by 
entering the setup information, and then you will enter employee information. All of this information 
serves as a foundation for the payroll module.  
 
Next, you will learn how to enter payroll and deductions, compile payroll, print the payroll checks, and 
update the information to the general ledger. As stated earlier, these are the central parts of the 
payroll module. Before attempting to generate a payroll, you should read the corresponding sections 
to ensure you understand the procedures. 
 
The remaining parts of the manual will explain how to print reports and how to use the time cards, 
time clock, service time flags, sales commission, and maintenance features. These are features that 
you will use based on your individual needs. Again, you should read the sections about these 
features before attempting to use them. 
 
The end of the manual provides appendixes that contain specialized information some users may 
need. Appendix A explains how to set up your payroll deductions if you have a 401K or cafeteria plan. 
Appendix B explains how to set up your system if you use direct deposit. Appendix C explains how to 
track vacation time. Appendix D explains how to set up sick pay. Appendix E is a time conversion 
chart you will need to use if you use the time clock. Finally, Appendix F illustrates how to manually 
calculate taxes from the daily rate tables used by Autosoft. 
 
 
 

Getting Ready 
You are now ready to begin setting up the Payroll module. You should make sure that you have all of 
your deductions, tax information, payroll general ledger account numbers, and employee information 
organized before you continue. Remember, read each section thoroughly before attempting to enter 
information in the system.  
 
 



Dealership Payroll Setup 
Chapter 1 
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First, you must set the default parameters (standard deductions, tax rates, etc.) used to calculate 
payroll. The system automatically pulls the information you enter in the Payroll Setup when you enter 
and compile payroll, which saves you time and makes entering payroll easy.  
 
 

Entering the Payroll Setup 
1. Click Setup on the Dealership Payroll menu. The Payroll Setup menu appears. 

 

2. Click the button that corresponds to the parameters you want to enter. You should enter your 
pay descriptions and deductions before entering the miscellaneous parameters. Other than 
those two menu options, you can enter the remaining parameters in the order they appear on 
the menu. 

3. When you are finished entering all the setup information, click Exit to return to the Dealership 
Payroll main menu. 
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Pay/Deduction Descriptions 
Use this button to set up deduction information, such as the general ledger account and the tax rate 
table to use for each deduction. You must enter the deductions in the order they will be taken. 
Therefore, if the deduction is used to calculate adjusted gross, it must be entered before the 
deductions that will use that calculated adjusted gross figure. 

 

Important: The example screen above illustrates how you set up your payroll deductions if you do 
not have a 401K or cafeteria plan. If you have a 401K plan or cafeteria plan, your payroll 
setup will vary based on whether or not the state and local taxes recognize the plan as 
tax deferred. Refer to Appendix A for examples of how to set up the deductions if you 
participate in a 401K plan or cafeteria plan.  

1. From the Payroll Setup menu, click Pay/Deduction Descriptions. The Pay/Deduction Setup 
screen opens. 

2. Type the pay descriptions in the first column in the Pay Description fields. The first four pay 
descriptions are hard coded and cannot be changed. Use the remaining 12 pay fields for 
Commission, Bonus, Holiday, Vacation, etc. You can have up to 16 pay descriptions. 

3. Type the deduction descriptions in the next two columns in the Deduction Description 
fields. If you do not have a 401K or cafeteria, leave the first two fields blank and begin typing 
descriptions on line 03. 

4. Use the GC column to indicate what the deduction is based on. Type G for gross pay, A for 
adjusted gross, or C for cafeteria/pretax.    

5. Use the TD column to define the tax table to use for calculating taxes, if any. Type F for 
federal, S for state, A for auxiliary, or N for no table used. (You will set up you tax tables later 
in this chapter.)  

6. In the G/L Acct. column, type the general ledger account used to post each deduction. 
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7. Use the SA, column to indicate if the general ledger account for the line is a scheduled 
account. If you type S for scheduled, the system will post to this account by line. If you type N 
for no, the system will post by totals to that account. 

8. Click Save to save the information. The system returns you to the Payroll Setup menu. 

Miscellaneous Parameters 
Use this button to set general information about payroll, such as the check register number, the 
general ledger accounts to post to, and the journal number used for payroll.  

 

1. From the Payroll Setup menu, click Miscellaneous Parameters. The Miscellaneous Setup 
screen opens. 

2. In Check Register For Payroll Checks, type the check register number (1 or 2) that will print 
the checks. 

3. Use the Should All Salaried Employees Automatically Pull To A Regular Pay field to 
indicate if you want all salaried employees pulled to regular pay. If salaries are always the 
same, type Y for yes. If salaries change because of holidays, sick days, etc., type N for no. 

4. Use the Track Sick Pay field to indicate if you would like to track sick pay on employees' pay 
stubs. Type Y for yes and N for no. If you choose to track sick pay, the Accumulated Vacation 
button in the Print Employee Records menu will be changed to read "Accumulated 
Vacation/Sick Pay." This is optional for most users. However, if you are a California 
dealership, you must track sick pay. 

5. In Payroll Journal No., type the journal number you want to use for payroll. If you want 
payroll to automatically update to accounting, type journal number 40.  

If you do not want the payroll to automatically update to accounting, type 00. This will update 
the employee records without automatically updating to accounting. 
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6. In Cash-In-Bank G/L Account To Post NET PAY, type the general ledger account for net 
pay. 

7. The Desc. fields are hard coded with FICA, Medicare, FUTA, and SUTA. You cannot edit the 
descriptions. (FUTA is your federal unemployment taxes, and SUTA is your state 
unemployment taxes). 

8. In Maximum, type the maximum amount set for each deduction. 

9. In Rate, type the employer contribution rate for each deduction. 

10. Use the Gross + Demo field to indicate if gross plus demo applies for each line. Type Y for 
yes or N for no. 

11. In Deduction, type the deduction number (if any) that corresponds to the adjusted gross 
needed to calculate each line. The list window on the right side of the screen displays the 
deductions you entered on the Pay/Deduction Setup screen. Use the list to help you enter the 
deduction numbers. 

12. In G/L, type the general ledger account used to post each deduction. 

13. Use the Automatically Post Employer Payroll Taxes field to indicate if you want the 
employer’s taxes to automatically post to the payroll. Type Y for yes or N for no. 

14. Type the deduction number for federal withholding in the Deduction Numbers Federal 
Withholding field. If you have more than one deduction line for federal withholding, type both 
deduction numbers, and the system will add the deduction lines for the report when you print 
the 941 report. 

15. The Deduction Number For Reporting W/C Wages field applies to states that allow for the 
reduction of worker’s compensation wages by the amount of a qualified 125 or 128 cafeteria 
plan. Type the deduction number used to report worker’s compensation wages. For most 
states, the entry can be left as 00. If you enter a deduction number in this field, the system 
uses this deduction number to generate the Workers Compensation report you can print from 
the Special Purpose Reports menu. (See Chapter 8 for information about generating payroll 
reports.) 

16. Click Save to save the information. The system returns you to the Payroll Setup menu. 
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Define Departments 
Use this button to create departments for each general ledger account for gross pay. For example, if 
vacation pay is posted to a special account, you must create a department for it. You can create up to 
99 departments and should create departments for all of the accounts you will use. You may want to 
group the departments so they are easier to remember. For example, you would use 10-19 for New 
Car, 20-29 for Used Car, 30-39 for Service, and so on. 
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Adding a Department 

1. From the Payroll Setup menu, click Define Departments. The Define Departments screen 
opens. 

2. In Department Number, type the two-digit number you want to assign the department you 
are creating.  

3. Type the name/description of the department in Department Name.  

4. Use the Pay Line For Salary field to indicate the pay line to which the salary for this 
department should post on the Enter Employee Pay screen. This line corresponds to the line 
number on the Pay/Deduction Setup screen.  

For example, let’s say you are creating a department for bonuses. If you entered bonus pay 
as line 06 on the Pay/Deduction Setup screen, you would type 06 in the Pay Line For Salary 
field on this screen. When you post the salary for this department, the system will 
automatically post it to the correct pay line. 

5. In Dept. Gross Pay, type the general ledger account(s) used to post gross pay for this 
department. 

6. Use the SA column to indicate if the general ledger account for the line is a scheduled 
account. If you type S for scheduled, the system will post to this account by line. If you type N 
for no, the system will post by totals to that account. You can click the Set Scheds button at 
the bottom of the screen to scan the general ledger and set the flags for the departments to 
ensure they properly correspond with the schedules in the general ledger. 

7. If you are distributing the pay to different general ledger accounts, use the % field to indicate 
the percentage of the pay you want distributed to each account. The Total Distribution field 
will calculate the distribution so you can ensure you are distributing 100% of the pay. If you 
are only entering one general ledger account, leave this field blank, as 100% of the pay will 
be distributed to the single account. 

Important: Each department must have at least one general ledger account to post the gross 
pay. If there is only one account, 100% of the pay will post to that account. If there are 
multiple accounts the pay will post to, you must specify the percentage of the pay that 
will post to each account. 

8. In Payroll Tax Expense, type the general ledger account(s) used to post the payroll tax for 
this department. 

9. Click Save. The department is added to the list on the right side of the screen. Continue to 
enter departments as needed. 

10. When you are finished, click Exit to return to the Payroll Setup menu. 
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Editing a Department 

1. While on the Define Departments screen, type the department number in the Department 
Number field or click on the department in the list on the right side of the screen. 

2. The information entered for the department populates the screen. 

3. Click in a field and edit the information as needed. 

4. Click Save to save the information. 

 
 
Deleting a Department 

1. While on the Define Departments screen, type the department number in the Department 
Number field or click on the department in the list on the right side of the screen. 

2. Click the Delete button. 

3. Click OK when prompted to verify you want to delete the record. The department is removed 
from the list on the right side of the screen. 

 
 
Printing the Department List 

1. While on the Define Departments screen, click the Print List button. 

2. When prompted to verify your printer is ready, click to select To Printer to print the 
information or To Screen to view the information on your screen. 

3. Once you select your print criteria, click Print.  



 
 

10   |   P a g e  
 

Autosoft DMS Dealership Payroll 
 

Set Standard Deductions 
Use this button to set standard deductions that are taken from the employees’ pay. You can set a 
deduction to be taken as a flat deduction amount, a specific percentage rate, or both.  

 

1. From the Payroll Setup menu, click Set Standard Deductions. The Set Standard Deductions 
screen opens. 

2. For each deduction listed, specify the deduction taken.  

• If the deduction is a flat dollar amount, type the amount in the $ field.  

• If the deduction is based on a percentage, type the rate in the % field.  

• If the deduction is based on a flat amount and a percentage, type the appropriate values 
in both fields.  

3. Click Save to save the information. The system returns you to the Payroll Setup screen. 
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Set Global Parameters 
This button advances you to the Set Global Parameters menu to set deductions for all of the 
employees. This menu is useful when you are setting up your payroll because it allows you to set and 
edit information for all of the employees at once instead of having to edit each file.  

 

Set Deduction Flag 
Use this button to set the deduction flag for a specific deduction number and pay group.  

1. From the Set Global Parameters menu, click Set Deduction Flag. 

2. In Set Deduction No., type the deduction number. The bottom of the screen displays a list of 
deductions for your reference.  

3. In To, specify the flag you want to set. Type Y for yes or N for no.  

 

4. In the next prompt that opens, specify the pay type for the deduction. Type R for regular pay, 
S for special pay, B for bonus pay, or D for demo pay.  

5. Type the group number for which you want to assign the deduction, or type a zero to apply 
the deduction to all groups. (You will assign each employee to a pay group when you enter 
the customer information.) 

 

6. Click OK when prompted to verify you want to make the change.  

7. The system will display a “Complete” message to indicate the parameters have been set. 
Click OK to acknowledge the message.
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Set Deduction Amount 
Use this button to set the deduction amount to a specific dollar amount or percentage.  

1. From the Set Global Parameters menu, click Set Deduction Amount. 

2. In Set Deduction No., type the deduction number. The bottom of the screen displays a list of 
deductions for your reference.  

3. Next, type the dollar amount ($) or the percentage rate (%) for the deduction.  

4. If applicable, type the maximum amount for the deduction.  

 

5. Click OK when prompted to verify you want to make the change.  

6. The system will display a “Complete” message to indicate the parameters have been set. 
Click OK to acknowledge the message. 

 
 
Switch Pay Numbers 
Use this button to switch pay line numbers. This refers to the order of the pay lines on the 
Pay/Description Setup screen. 

1. On the Set Global Parameters menu, click Switch Pay Numbers. 

2. In Switch Pay No., type the original pay line. The bottom of the screen displays a list of 
deductions for your reference.  

3. In With Pay Number, type the line number you want to use as the new pay line. 

 

4. Click OK when prompted to verify you want to make the change.  

5. The system will display a “Complete” message to indicate the parameters have been set. 
Click OK to acknowledge the message.
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Switch Deduction Number 
Use this button to switch deduction numbers. This refers to the order of the deductions on the 
Pay/Description Setup screen. 

1. From the Set Global Parameters menu, click Switch Deduction Number. 

2. In Switch Deduction No., type the original deduction line number. The bottom of the screen 
displays a list of deductions for your reference.  

3. In With Deduction Number, type the line number you want to use as the new deduction line 
number.  

 

4. Click OK when prompted to verify you want to make the change.  

5. The system will display a “Complete” message to indicate the parameters have been set. 
Click OK to acknowledge the message.  

 
 

Tax Tables 
Click Tax Tables to open the Tax Tables menu. You use this menu to build your federal, state, 
auxiliary, and linear progression tables (Canada). The system comes with pre-installed tax tables, but 
you use this menu to edit the tables as needed. When you are finished editing the tax tables, click 
Exit to return to the Payroll Setup menu. 

 

Tip: You can download federal and state tax tables from the Autosoft FLEX DMS Help Center 
(accessed by clicking the Help Center link on the bottom of any Help page). When the Help 
Center opens, click the User Guides. Under the Accounting header, click to view all the 
articles and select the year’s state and federal tax table links from the list. 



 
 

14   |   P a g e  
 

Autosoft DMS Dealership Payroll 
 

Federal Tables 
Use this button to define the federal tax parameters that will be used to compile the payroll. There are 
three federal tax tables: single, married, and none. “None” applies a blanket percentage, flat dollar 
amount, or both for an employee instead of the tax table. The most recent parameters are pre-
installed in the software. Autosoft also updates and installs the federal tax tables for the upcoming 
year at the end of each year when it releases the Year-end Closing documentation. The parameters 
are taken from the current Federal Publication “Circular E.” 

 

1. From the Tax Tables menu, click Federal Tables. The Federal Tax Tables screen opens. 

2. Click Refresh Year Tables (where “Year” identifies the current year for the tax tables that will 
be installed).  

3. Click OK when prompted to verify you want to update the tax tables. (The date on the prompt 
indicates the effective dates for the tax tables.) 

4. The new tables are installed.  

Note: H (head of household) and X (extra table) generally do not apply to federal tax tables. These 
options apply to state and auxiliary tax tables. 
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State Tables 
Use this button to set state tax parameters for states that have a graduated state income tax. You 
should base the parameters on the daily rate tables provided in the Federal Publication “Circular E.”  
If your state uses a flat tax, you do not need to enter a state tax table. There are five state tax tables:  
single, married, head of household, an extra tax table you can create based on the requirements for 
your state tax, and none. There are variations to the graduated state income tax. Contact Autosoft’s 
Customer Success Center Accounting Team for assistance with setting up these special parameters. 

 

1. From the Tax Tables menu, click State Tables. The State Tax Tables screen opens. 

2. Specify the Marital Status for the tax table you are building. Type S for single, M for married, 
H for head of household, X to define an extra tax table based on the requirements of your 
state tax, or N for none.  

3. In Over, edit or type the beginning dollar amount for the line. 

4. In But Not Over, edit or type the ending dollar amount for the line. 

5. In Tax, edit or type the flat tax dollar amount for each range. 

6. In Rate, edit or type the tax rate percentage for each range. 

7. In Of Excess Over, type the “Excess Over” dollar amount used for the state tax. 

8. In Annual State Standard Deduction, type your state’s annual standard deduction. 

9. In Annual State Exemption Allowance Per Dependent, type the state exemption dollar 
amount allowed for each dependent. 

10. The Is The State Exemption Allowance Subtracted From Pay Or Tax field applies to 
Delaware state tax. Delaware dealers should type T. All other states should use P. 

11. In Number Of Days For State Exemption/Deduction Calculations, type the appropriate 
number of days. 
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12. The Apply Rate Column To Full Pay Less Tax Column field applies to North Carolina state 
tax. North Carolina dealers should type Y. All other states should use N. 

13. Use the Round State Deduction To Nearest Whole Dollar field to indicate if you want to 
round the deduction to the nearest whole dollar. Type Y for yes or N for no. 

14. In the If State Tax Is Based On Federal Withholding, Enter The Deduction Number For 
F/W field, type the two-digit deduction number for federal withholding if the state tax is 
calculated by taking a percentage of the federal withholding. 

15. In State Tax Is A Percentage Of Pay Less FICA To A Maximum FICA Of, type the 
maximum FICA amount if the state tax is a percentage of the gross less FICA. 

16. In the State Tax Is A Percentage Of Pay Less Federal Withholding To A Maximum F/W 
Of field, enter the maximum federal withholding amount if the state tax is a percentage of pay 
less federal withholding. 

17. Type the two-letter abbreviation for the state in the State Abbreviation field. 

18. Click Save to save the tax table information. 

19. Edit the tables for the other marital statuses as needed. When you are finished, click Exit to 
return to the Tax Tables menu. 
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Auxiliary Table 
Use this button to enter auxiliary tax information used when an employer has employees from more 
than one state. The auxiliary tax tables are similar to the state tax tables. You should base the 
parameters on the daily rate tables provided in the Federal Publication “Circular E.” There are five 
auxiliary tax tables: single, married, head of household, an extra tax table you can create, and none. 
Contact Autosoft’s Customer Success Center Accounting Team for assistance with setting up these 
special parameters. 

 

1. Click Auxiliary Table from the Tax Tables menu. The Auxiliary Tax Tables screen opens. 

2. Specify the Marital Status for the tax table you are building. Type S for single, M for married, 
H for head of household, X to define an extra tax table based on the requirements of your 
state tax, or N for none.  

3. In Over, edit or type the beginning dollar amount for the line. 

4. In But Not Over, edit or type the ending dollar amount for the line. 

5. In Tax, edit or type the flat tax dollar amount for each range. 

6. In Rate, edit or type the tax rate percentage for each range. 

7. In Of Excess Over, type the “Excess Over” dollar amount used for the tax. 

8. In Annual Exemption Allowance Per Dependent, type the exemption dollar amount 
allowed for each dependent. 

9. Click Save to save the tax table information. 

10. Edit the tables for the other marital statuses as needed. When you are finished, click Exit to 
return to the Tax Tables menu. 
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Linear Progression  
Use this button to create linear progressive tax tables (Canada). You should base the parameters on 
the daily rate tables provided in the Federal Publication “Circular E.” You can create three linear 
progressive tax tables:  single, married, and none. Contact Autosoft’s Customer Success Center’s 
Accounting Team for assistance with setting up these parameters. 

 

1. Click Linear Progression from the Tax Tables menu. The Linear Progressive Tax Tables 
screen opens. 

2. Specify the Marital Status for the tax table you are building. Type S for single, M for married, 
or N for none.  

3. In Bottom Rate, type the bottom rate percentage used for the tax. 

4. In Starts At, type the dollar amount at which the bottom rate percentage begins to apply. 

5. In Top Rate, type the top rate percentage used for the tax. 

6. In Excess Of, type the dollar amount at which the top rate percentage begins to apply. 

7. In Annual Exemption Allowance Per Dependent, type the exemption dollar amount 
allowed for each dependent.  

8. Click Save to save the tax table information. 

9. Edit the tables for the other marital statuses as needed. When you are finished, click Back to 
return to the Tax Tables menu.
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Password Payroll G/L Accounts 
Use this button to restrict access to all general ledger payroll accounts. To access information for 
these accounts, the user will be required to enter the Payroll password (set using the Passwords 
menu in Accounting Utilities). Once you run the utility, you can change the restriction set for any 
account on the Enter G/L Account Information screen from the General Ledger Setup menu. You can 
change the restriction to N for no restriction or L for limited restriction. 

1. From the Payroll Setup menu, click Password Payroll G/L Accounts. 

2. Click OK when prompted to verify you want to update the restricted accounts. 

 
 

Printer Setup 
You must use the Printer Setup button to set printer information that determines how your checks 
will print. Someone may have set up the printers during installation, but you should verify the 
information.  

 

1. From the Payroll Setup menu, click Printer Setup. The Printer Setup screen opens. 

2. In Account Number, type the bank account number for the account used for payroll. If you 
are using pre-printed checks, leave this field blank. 

3. In Bank Routing Code, type your bank’s routing number. If you are using pre-printed 
checks, leave this field blank.  

4. In the Corporate ACH Routing field, type your bank’s routing number. This field is used for 
the NACHA file submission to your bank for direct deposit purposes. When submitting the 
NACHA file via Payroll Transmissions (within Reports), you have the option to include or 
exclude the total debit amount coming out of the dealership’s bank account. If you choose to 
include it, the Corporate ACH Routing field must be filled for a successful submission. 
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5. If you use blank checks, type the bank’s name in the Bank Name field. If you use pre-printed 
checks, leave this field blank. 

6. Use the drop-down lists to select the default printer and paper bin/tray that will be used to 
print checks.     

7. In Print Start Line Factor, type the value for the top margin of the check. This value affects 
how far down on the check the text will begin printing. You will need to test values until you 
find the correct settings for your printer. Increase the value to move the text down; decrease 
the value to move the text up.  

8. Use the MICR fields to set the margins for the check. A MICR value of 144 is equal to 1 inch. 

9. In the MICR Routing to Account Spacing field, specify the spacing between the routing 
number and account number. This is usually 2.  

10. Verify there is a laser printer selected to print copies. If there is no printer set up, use the 
drop-down list to select the default printer and paper bin/tray for copies. 

11. Type the number of copies you wish to print. 

12. Specify if the copies should always print with the checks. Type Y for yes or N for No. 

13. Indicate if you want the total amount on the check to print in words or numbers. Type W for 
words or N for numbers. 

14. Use the Print Employee Remaining Sick Pay On Stub field to indicate if you want 
employees’ remaining sick pay hours to print on their check stubs. Type Y for yes or N for no. 
You must have the Payroll module set to track sick pay time for this feature to work properly. 
See Appendix D for instructions on setting up the module to track sick time.  

15. Use the Print Employee Remaining Vacation On Stub field to indicate if you want the 
employee’s remaining vacation hours to print on the check stub. Type Y for yes or N for no. In 
order for the hours to print, you must set up the Payroll module to track vacation time. See 
Appendix C for instructions on setting up the module to track vacation time. 

16. Indicate if you are using a tractor-fed printer. Type Y for yes or N for no. 

Important: If you are using PIN printing, you must fill in the following two fields on this screen.  

17. Use the Pin-Printed Check Format field to indicate which check format you are using. You 
can enter 1 or 2.  

18. The Pin-Printed Start Line is the top margin measurement. The system uses this field to 
determine where to begin printing on the check. Each number (1 through 9) represents an 
extra feed line at the top of the form. For example, a lower number will start the text higher on 
the check, and a higher number will print the text lower on the check.  

19. Use the Print Company Information on Pay Stubs field to indicate if you want your 
dealership’s information to print on pay stubs. Enter Y for yes to include the information or N 
for no to exclude it. If you enter Y, your company name, address, and phone number will print 
on pay stubs.  
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20. The Company State ID for Pay Stubs field allows you to enter your State ID or Business ID 
number. Oregon dealerships are required to include this piece of information on pay stubs.  

21. Use the Use W-3 Company Information field to indicate if you want your dealership's legal 
entity name, address, and phone number to print on your payroll checks. Enter Y for yes or N 
for no. If you enter Y, the information will pull the information entered for your dealership for 
W-3 purposes. 

22. Click Print Sample to test the values. 

23. Click to select To Printer. 

24. When prompted to verify that your printer is ready and plain paper has been loaded, click OK. 

25. Check the printout, and make any necessary adjustments to the settings on the Printer Setup 
screen. Continue to test print and adjust the settings until everything lines up on the printout. 

26. Click Back to return to the Payroll Setup menu. All changes to the Printer Setup will be 
saved. If you click Abort, you will exit the Autosoft DMS.  

 
 

Finishing Up 
Once all the parameters have been set, click Exit on the Payroll Setup menu to return to the 
Dealership Payroll menu. You can return to the payroll setup at any time to adjust parameters as 
needed. You are now ready to enter your employees and their payroll information. 
 



 
 

22   |   P a g e  
 

Autosoft DMS Dealership Payroll 
 



Dealership Payroll Employee Information 
Chapter 2 
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Once your parameters are set, you must enter your employees’ payroll information. Click Employee 
Information on the Dealership Payroll menu. This opens the Employee Information menu. Once you 
finish entering employees, you can use the Employee Information menu to assign employees to 
departments and to print employee information, envelopes, and address labels.  
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Employee Master File 
Use this button to define individual employee pay parameters. You will assign the employee pay 
groups and pay patterns. The group numbers and patterns make payroll easier. For example, when 
you compile weekly payroll for Regular Group 1, the other groups are excluded. In addition, you will 
enter tax information for each employee and important employment dates. The system automatically 
pulls the information entered on this screen when you post the employee’s pay in the system.  

 

Adding a New Employee 

1. From the Employee Information menu, click Employee Master File. The Employee 
Information screen opens. 

2. Type the employee number for the employee whose information you are entering. Press 
ENTER to advance to the next field.  

3. Fill in the remaining fields with the appropriate information. The following table lists the fields 
on the Employee Information screen and the information each field requires. Use it to assist 
you as you enter information on this screen. 

4. When you are finished entering information, click Save to save the information. 
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Field Information required 

Employee Number 
Type the employee number for the employee whose information you are 
entering. You can also search for an employee by clicking Employee List (or 
pressing the F3 key). Click the employee you want to select from the list that 
appears.  

Accounting Control Type the accounts receivable control number in this field. The number is 
usually the same as the employee number. 

Active/Inactive (A / I ) 

Identify if this is an active or inactive employee. Type A for active or I for 
inactive. Only active employees appear in the selection list when you post the 
pay. Marking an employee as inactive allows you to keep the employee’s 
record in the system without the employee appearing in the selection list when 
you post the pay. 

Name Type the employee’s full name. 

Address Type the employee’s street address. 

City Type the employee’s city, state, and ZIP Code/Postal Code. 

Phone Type the employee’s phone number. 

Cell Type the employee’s cell phone number. 

SSN Type the employee’s social security number. 

Birth Date Type the employee’s date of birth. 

Hire Date Type the date the employee was hired. 

Terminated Type the date the employee stopped working for the dealership, if applicable. 

Title Type the employee’s job title. 

Driver’s License Type the employee’s driver’s license number. 

W/C Class  Type the Worker’s Compensation class for this employee. 

Corp Officer (Y/N) Indicate if the employee is a corp officer. Type Y for yes or N for no. This 
information pulls to the NADART report. 

Union (Y/N) Indicate if the employee is a union member. Type Y for yes or N for no. This 
information pulls to the NADART report. 

Part/Full Time Indicate if the employee is full time or part time. Type F for full time or P for part 
time. 

Memo Type a note about this employee as needed. This field holds 25 characters. 

Group Assignment 

Regular Group (1 Thru 9) Type the group number for this employee for regular pays.  

Bonus Group (1 Thru 9) Type the group number for this employee for bonus pays. 

Special Group (1 Thru 9) Type the group number for this employee for special pays. 

Pay Pattern (W / B / S / M / A ) 
For each group you assign the employee, identify the pay pattern for the group. 
Type W for weekly, B for Bi-weekly, S for semi-monthly, M for monthly, or A for 
annually. 
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Sick Pay 

This area assists dealerships in tracking sick leave. It is accessible to all dealerships, but its use is only required by 
law for a handful of states and several local jurisdictions. Please check your state and locality’s employment laws to 
verify if you must use this tracking feature. 
 
For California users, employees earn one hour of sick pay for every 30 hours worked. Therefore, you do not have to 
provide the full year's sick leave at the start of a new calendar year or on the employee's anniversary date. However, 
if you use the accrual system, you will have to manually update the employee's master file as the employee accrues 
sick leave. California dealers can roll over sick days to add to a total of 6 days, or 48 hours, of sick pay. Depending 
on how you manage your sick leave calendar, you must manually add the rollover hours to an employee's master file 
when you close out the calendar year or on the employee's anniversary date. 

Dept. 

Type the department used to post the employee's sick leave pay. 
 
Note: You will have to establish sick pay departments in the Define 
Departments screen to post employee sick pay. 

Annual Hrs Use this field to enter the employee's total number of sick leave hours allotted 
per year by California state law. 

Used Enter the number of sick leave hours the employee has used for the year. See 
Appendix D for instructions on setting up and using Sick Pay. 

Remain This field displays the sick leave hours remaining for the year. 

State 

Marital Status (S/M/H/X/N) 
Identify which state tax table should be used to calculate this employee’s pay. 
The letters correspond to the tax tables created under Tax Tables in the 
Payroll Setup. Type S for single, M for married, or H for head of household, X 
for an extra table created, or N for none. 

Exemptions Type the number of exemptions this employee claims for state tax. 

Calculated As A Percentage  If the deduction is a percentage, type the percentage in this field.  

Of The Deduction From Line Type the appropriate deductions line number for state income tax. 

Annualized Income 
Type the employee’s annualized income. If the state tax tables are set up for 
Connecticut (CT), the caption for this field will be Table A Exemption. Type the 
amount for Connecticut table A. 

Annual Tax Credit 
Type the amount of the employee’s annual tax credit. If the state tax tables are 
set up for Connecticut (CT), the label for this field will be Table B Decimal 
Amount. Type the percentage for Connecticut table B that needs to be used.  

Federal 

Marital Status (S/M/H/X/N) 
Identify which federal tax table should be used to calculate this employee’s pay. 
The letters correspond to the tax tables created under Tax Tables in the 
Payroll Setup. Type S for single, M for married, or H for head of household, X 
for an extra table created, or N for none. 

Exemptions Type the number of exemptions this employee claims for federal tax. 
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Vacation 

Department 
Type the department used to post the employee’s vacation pay. You will have 
to enter the department assignments for this employee and return to this 
screen to assign the correct vacation department.  

Total Annual Hours Type the total number of vacation hours the employee is eligible for this year. 

Hours Used Current Year 
This field displays the total vacation hours posted to the employee’s record. 
The system automatically updates this field as you post vacation pay and 
update it to the employee’s file. See Appendix C for instructions on tracking 
vacation hours. 

Plus Hours Used Last Year 

Type the number of hours that must be adjusted from the total vacation hours 
used to accommodate a payroll that included pay date for the previous year 
and the current year. This field only applies if you have an employee who took 
vacation time posted on a payroll that extends from the previous year to the 
new year.  
If the first pay of the new year includes vacation time that counts for last year, 
you would enter the number of hours from last year’s vacation time that were 
paid on a payroll during the new year (for example, a pay that includes pay for 
December 27-31 and January 1-7 on which the employee took 8 hours of 
vacation for December 27). Because the pay includes dates from the previous 
year, the vacation hours are still in the payroll records for the current year. By 
telling the system to not include these hours in the current year’s vacation 
hours, you ensure the Hours Used Current Year field only reflects vacation 
hours that apply to the current year. 

Hours Remaining This field displays the vacation hours remaining. 

Statistical 

Statistical This window displays any statistical information entered for the employee. You 
use the Statistical button to enter statistical data.  
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Entering Statistical Data 
You can add up to 99 statistical records for each employee. This allows you to track status changes, 
pay raises, or any other data you may want to track. At the very least, you should add statistical 
records when the employee is hired and every time the employee’s status changes. The statistical 
information displays in the Statistical section on the Employee Information screen. 

 

Tip: The Bank Info button allows you to enter the employee’s banking information for direct 
deposit. See Appendix B for more information. 

 
Adding a Record 

1. Click the Statistical button on the Employee Information screen. The Statistical screen 
opens. 

2. In Record, type the record number you are entering. If this is the first entry, type 01. If this is 
the second entry, type 02, etc.  

3. Type the date that the employee’s status at the dealership changed in Change Date. This 
field will automatically populate with the current date. 

4. In Pay Rate, type the employee’s pay rate.  

5. Type the job title the employee holds in Position.  

6. Use the Memo fields to type any notes about the change. Each line holds 40 characters, 
including spaces. The screen will not auto-wrap the text, so you will have to press ENTER to 
advance to the next line to ensure the text does not break to the next line in the middle of a 
word. 

7. Click Save. The statistical line appears in the window on the right side of the screen. 

8. Click Back to return to the Employee Information Screen. 
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Editing a Statistical Line 

1. Select an employee on the Employee Information screen by entering the employee’s number 
in the Employee Number field or using the Employee List button to search for an employee 
alphabetically.  

2. Once the employee’s information populates the screen, click the Statistical button on the 
Employee Information screen. The Statistical screen opens for the selected employee.  

3. Type the record number or click the line you wish to edit in the list on the right side of the 
screen. The information for the statistical line populates the screen. 

4. Click in a field and edit the information as needed. 

5. Click Save to save the changes.  

 

Removing a Statistical Line 
1. Select an employee on the Employee Information screen by entering the employee’s 

number in the Employee Number field or using the Employee List button to search for an 
employee alphabetically.  

2. Click the Statistical button on the Employee Information screen. The Statistical screen opens 
for the selected employee. 

3. Type the record number or click the line you wish to delete from the list on the right side of 
the screen. The information populates the Statistical screen. 

4. Click Remove. 

5. Click OK when prompted to verify you want to delete the record. 
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Editing an Employee’s File 

1. Type the employee number in the Employee Information screen, or search for an employee 
by clicking Employee List. A list of employees opens. Click the employee you want to select. 
The employee’s information populates the Employee Information screen.  

2. Click in a field, and edit the information as needed. 

3. Click Save to save the changes. 

 
 
Printing an Employee’s Information 

1. Type the employee number in the Employee Information screen, or search for an employee 
by clicking Employee List. A list of employees opens. Click the employee you want to select. 
The employee’s information populates the Employee Information screen. 

2. Click Print. 

3. When prompted to verify your printer is ready, click to select To Printer to send the 
information to your printer or To Screen to view the information on your screen.  

4. Once you select your print type, click Print.  

 
 
Deleting an Employee’s Information 
You should only delete employees after you close the payroll for the year. In the meantime, make the 
employee inactive to prevent the employee from showing up in the employee list when you are 
posting payroll. 

1. Type the employee number in the Employee Information screen, or search for an employee 
by clicking Employee List. A list of employees opens. Click the employee you want to select. 
The employee’s information populates the Employee Information screen. 

2. Click Delete. 

3. Click OK when prompted to verify you want to delete the record.  

Note: If you attempt to delete an active employee prior to closing payroll for the year, the system 
will alert you that employee records cannot be deleted when payroll activity is present. Click 
OK. Another message will suggest you mark the employee as inactive. Click OK to 
acknowledge this message.  
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Employee Department Assignments 
Use the Employee Department Assignments button to assign employees to departments and to 
enter pay information (salary or hourly pay rate) for each department. 

 

 
Assigning Departments 

1. From the Employee Information menu, click Employee Department Assignments. The 
Department Assignments screen opens. 

2. In Employee No., type the employee number for the employee whose information you want 
to enter, or click the employee you want to select from the list on the left side of the screen. 
The employee’s last name and first initial will auto-populate the field to the right of Employee 
No.  

3. In Dept. Number, type the department number for the department you want to assign the 
employee, or click the department you want to select from the list on the right side of the 
screen.  
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4. You now have two options: 

• If this is a salaried employee, type the salary and the total department salaried hours.  

 

• If this is an hourly employee, you can enter hours for two pay rates. Type the pay rate for 
regular hours for the specified department. The overtime hours and double-time hours 
automatically fill in based on the regular hourly rate. 

 

5. Use the Recurring Pay field to specify a recurring pay amount that is not a part of the 
employee’s regular pay, and use the Recurring Pay No. field to indicate which pay line the 
amount should post to. (You entered the pay descriptions on the Pay/Deduction Setup screen 
in the Payroll Setup.) 

6. Use the Demo Benefit field to specify the demo benefit charged against each pay. This 
amount automatically fills in the Demo field on the Enter Employee Pay screen. 

7. The Accrued Payable/Expense section allows you to enter up to four employer-paid 
benefits (401K, health insurance, etc.).  

 

If the deduction amount is a fixed amount, type the amount in Dollar Amount. If the 
deduction is a percentage, type the percentage in Percent.  

When the payroll is updated, the fixed or calculated amount will be posted as a credit to the 
payable account specified in the G/L Pay field and a debit to the expense account specified 
in the G/L Exp. field. If you want the payable amount to post with a control other than the 
employee number, type the control number to use in the Control field. 
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If the deduction is a percentage and is calculated on the pay for that department only, click to 
select the % Applies To Dept. Only box. If the deduction is calculated on the total gross pay 
for the employee, leave this box blank.  
 
Use the Applies To boxes to indicate if the employer-paid benefits are applied to Regular 
Pay, Special Pay, and/or Bonus Pay. Click to select the pays. 
 
Use the YTD Max field to specify the yearly maximum for the department. The Total YTD 
field will display the year-to-date amount applied for the department as the pay is posted. The 
system calculates the totals when you update the payroll to Accounting. Similarly, the system 
adjusts these fields accordingly when you reverse a payroll. You can edit the totals as 
needed.  

8. Click Save to save the department information.  

Note: When making adjustments to an employee’s department assignments (pay rate, employer 
401K data, adding departments, etc.) remember to save any changes before editing any 
other departments for that employee. 

9. If necessary, type another department for this employee. Be sure to click Save after adding 
each department.  

10. Click Clear when you are finished adding departments for this employee. 

11. Select the next employee and add the departments as needed. Continue until you are 
finished assigning all employees to the appropriate departments.  

12. Click Exit to return to the Employee Information menu. 

 
 
Deleting a Department Assignment 

1. Select the employee and the department. 

2. Click Delete Department. 

3. Click OK when prompted to verify you want to permanently delete this employee from this 
department. 
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Employee Group Pay Parameters 
Use the Employee Group Pay Parameters button to indicate which payroll groups apply to each pay 
type for each employee. The payroll groups are Regular, Bonus, and Special. There can be up to 16 
pay types (regular pay, overtime pay, vacation pay, etc.).    

 

1. Click Employee Group Pay Parameters. The Group Pay Parameters screen opens. 

2. In the Employee Number field, type the employee number for the employee whose payroll 
groups you want to assign, or click the employee in the list on the right side of the screen.  

3. The employee’s name populates the field next to the Employee Number field.  

4. For each pay type listed (Regular, Bonus, and Special), click to select the payroll groups that 
apply. A checkmark in a box to indicate it has been selected. Click a box again to clear the 
checkmark.  

For example, if overtime is paid on a Regular Group payroll only, click to select the Regular 
payroll box and leave the Bonus and Special payroll boxes empty.  

You can use the Set All boxes to select all of the regular, bonus, and/or special pays. Click to 
select a pay group, and all the boxes will display checked. Click again, and all the 
checkmarks will clear from the selected pay group.  

5. Click Save to save the employee’s information. 

6. Continue to enter pay group parameters for the other employees. 

7. When you are finished, click Exit to return to the Employee Information menu. 

 
The remaining selections on this menu are used to print employee information, worksheets, mailing 
labels, and envelopes.  
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Print Employee Master List 
Use this button to print a master list of payroll information for a specific employee or all employees.  

1. From the Employee Information menu, click Print Employee Master List. 

2. Click to select Include Deductions box if you want the employee deductions to print on the 
list. 

3. By default, the list will only include employees flagged as "Active." Click to select the Include 
Inactive box if you want the list to include inactive employees. 

4. Enter the employee number in the Print for Employee field, or click “Click Here for List” to 
select the desired employee from a list. If you want to print information for all of the 
employees, enter “ALL” in the field. 

 

5. If you are printing the list for all employees, specify the type of list you want. Type L for long, 
S for short, or N for name list. If you select to print the list for one employee, the system 
automatically prints the long list. 

The long list includes all data found in the Employee Master File (employee’s name, 
address, phone number, statistical information, hire and termination dates social security 
number, driver’s license number, date of birth, statistical information, and pay parameters) 
and the employee’s assigned departments.   

The short list prints each employee’s name, address, social security number, phone 
number, and statistical data. 

The name list prints the employee’s name, address, social security number, and phone 
number. 

6. When prompted to verify your printer is ready, select your print criteria, and click Print. 
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Print Pay Worksheets 
Use this button to print worksheets for a particular pay type and a particular group.  

1. Click Print Pay Worksheets. 

2. Specify the pay type for the worksheet. Type R for regular, S for special, or B for bonus. R is 
the default entry. 

 

3. Next, type the group number. The default entry is 1. 

4. Indicate if you want to print a long list or short list. Type L for long or S for short. S is the 
default entry. 

The short worksheet lists each employee and provides a space for you to record the total 
hours worked and the total pay amount. 

The long worksheet lists each department you assigned the employee and provides spaces 
for each department where you can record the total hours and total pay amount.  

5. When prompted to verify your printer is ready, select your print criteria and click Print. 

 
 

Address Envelope 
Use this option to print one envelope at a time.  

1. Click Address Envelope. 

2. Type the employee number, or click Click Here for List to select the employee from the 
employee list.    

 

3. When prompted to verify your printer is ready, select your print criteria and click Print.  
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Print Mailing Labels - All Employees 
Use this button to print mailing labels for all the employees.  

1. Click Print Mailing Labels - All Employees. 

2. When prompted to verify your printer is ready, select your print criteria and click Print.  

 
 

Finishing Up 
Once you finish entering the employee information and assigning the departments, click Exit on the 
Employee Information menu to return to the Dealership Payroll menu. You can return to the employee 
setup at any time to edit information as needed. You are now ready to begin using the payroll module. 
Make sure you read all the information in the following chapters before attempting to post 
payroll. 
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The first step is to enter the employee pay information for the pay period using the Enter Employee 
Pay button on the Payroll menu. The system pulls most of the information on this screen from the 
default information you entered in the setup and employee files.  
 
The fields available on this screen are based on the Employee Pay Group parameters in the Payroll 
setup. If you set a pay group (salary, commission, etc.) to “no,” the pay group will be unavailable 
(grayed out) on this screen. This will serve as a reminder that the pay groups do not apply to the 
selected employee. If you enter pay in groups flagged as “no,” the system will display a message 
indicating the pay group is not available for the employee when you attempt to save the pay. 
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Using the Employee List 
Before you begin entering the payroll, you should become familiar with the employee list. The left side 
of the screen displays a list of all the employees. The list only displays employees you flagged as 
“Active” and automatically displays the employees for Regular Pay—Group 1.  

 

You will use this list to select the employees. You can type the employee number in the Employee 
field or select the employee from the list. If you prefer to toggle between employees, you can use the 
F2 key on your keyboard to start from the beginning of the list or the F4 key to start from the end of 
the list. When you select an employee, the employee’s information, including a list of departments 
assigned to this employee, populates the screen. 
 
You can filter the list by clicking Select Employee Pay List. This opens the Define Pay List screen. 
As you hover over each group selection, the top portion of the screen displays the employees who 
you assigned to that pay group.  

 

Click the pay group for the pay type you want to process. The employee list will display only the 
employees you assigned to the selected group.  

Once you are comfortable using the employee list, entering payroll will be easier and more efficient.  
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Entering Pay for an Employee 
Again, most of the information will automatically populate the screen.  

1. From the Dealership Payroll menu, click Enter Employee Pay. The Enter Employee Pay 
screen opens. 

2. Select an employee from the list on the left side of the screen or enter the employee’s 
number in the Employee field. 

3. If you’ve set the system to remind you to check deductions for this employee, the Edit 
Deductions screen (also accessible from the Edit Deductions button on the Enter Employee 
Pay screen) will automatically open for the employee. (See Editing Deductions on page 44 of 
this document for details on using this feature.) Verify the information and make any 
necessary deduction line edits. When done, click Exit. The Enter Employee Pay screen will 
open, populated by the employee’s information. If you did not set this reminder for the 
employee, the Enter Employee Pay screen will open immediately after selecting the 
employee. 

4. The top portion of the screen displays the employee’s employee number and name and 
identifies the employee’s pay groups for Regular Pay, Bonus Pay, and Special Pay. This part 
of the screen also identifies the pay pattern for the employee. 

5. Use the A/R Schedule button to view the accounts receivable schedule. This allows you to 
research any money the employee may owe the dealership. 

6. The Weeks Worked field automatically fills in based on the pay pattern selected for the 
employee in the employee’s master file. For example, this field displays 1 if the employee is 
paid weekly, 2 if the employee is paid biweekly, etc. You can edit this field as needed.  

7. In Department, type the department number, or click the desired department from the list of 
employee-assigned departments that appears in the bottom portion of the screen.  

 

8. Press ENTER. 
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9. If this is a salaried employee and you entered a salary amount on the Department 
Assignment screen when assigning the department to the employee, the Salary fields display 
the salary amount. You can go to Step 9 to continue adding pay information. 

If no pay data was entered for the department on the Department Assignment screen, you 
can add an amount. If you type an amount in the Salary field and press ENTER, the system 
will automatically post the salary amount to the line you specified on the Define Departments 
screen when creating the department.  

 

If this is an hourly employee, the Rate column on the right side of the screen displays the 
rates for this employee. Type the regular, overtime, and double-time hours the employee 
worked for each pay rate, and the system automatically calculates the employee’s pay.  
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10. Type any additional pay (bonus, vacation, holiday, etc.) in the fields on the bottom-right side 
of the screen.  

 

11. When you are finished entering the information, click Save For This Department.  

12. Select the next department for this employee to enter additional pay information, or click the 
next employee from the employee list. 

 
 

Skipping a Pay 
You can select to skip a pay for an employee. This only affects the current payroll, so the pay will only 
be skipped this time. 

1. Select the employee from the Employee List. The employee’s pay information populates the 
screen. 

2. The cursor rests in the Skip This Pay field. This field defaults to N for no. Type Y to skip the 
pay. 

3. Select the department. 

4. Click Save For This Department.  

5. Repeat as necessary for other departments.  

 
 



 
 

44   |   P a g e  
 

Autosoft DMS Dealership Payroll 
 

Editing a Pay 
1. Select the employee from the Employee List. The employee’s pay information populates the 

screen. 

2. Select the department for which you want to edit the employee’s pay. 

3. Click in a field and edit the information as needed. 

4. Click Save For This Department. 

 

Editing Deductions 
Use the Edit Deductions button to view and edit the deductions for the selected employee. You can 
edit the list here, and changes become permanent for the employee, except for the Skip field. Typing 
a Y in the Skip field will allow the deduction to be skipped for this pay only. 

 

Tip: If an employee’s deductions must be edited frequently, click to check the Remind Me To 
Check This Employee’s Deductions Each Pay checkbox. When you select the employee 
on the Enter Employee Pay screen, the system automatically advances you to the Edit 
Deductions screen to remind you that you may need to edit the deductions. 

1. Click Edit Deductions. The Edit Deductions screen opens. 

2. The employee’s deductions appear in a list. Click the line you want to edit, and the line 
information populates the “Working Line” at the top of the screen.  
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3. Use the Skip field to indicate you want to skip the deduction for the current pay only. Type Y 
to skip the deduction for this pay only. 

4. Press ENTER to advance through the fields on the “Working Line” so you can edit the fields 
as needed.  

5. The T/P/1 field indicates if the deduction is temporary or permanent. If you type 1 in this field 
and edit the deduction, the system will take the deduction for this pay only and revert to the 
initial setting after the current payroll is updated. For example, a deduction is set for $5.50. 
For this one pay, you change the deduction to $6.50 and type 1 in the T/P/1 field. The system 
will take $6.50 for this pay only and then revert to $5.50 when this pay is complete. 

6. The R/P, B/P, and S/P fields determine how a deduction is calculated for regular pay, bonus 
pay, and special pay. If you select N, no deduction is taken. If you select Y, the system 
deducts both dollars and a percentage. If you select D, the system deducts only dollars. If 
you select P, the system deducts only a percentage. If you select T, the system takes only 
the amount indicated by the table assigned to the deduction. 

7. Continue to press ENTER until the line is filed, or press END to file the line without advancing 
though the remaining fields. The line in the list reflects the changes you entered for the 
deduction. The changes become permanent for the employee (except for the Skip field). 

8. Click another line to edit it or click Exit to return to the Enter Employee Pay screen when you 
are finished editing the deductions. 

 
 

Deleting an Employee’s Pay 
You have the option of deleting an employee’s pay for one department or for all the employee’s 
posted pays in the current payroll.  

1. Select the employee from the Employee List. The employee’s pay information populates the 
screen.  

2. If you are deleting a pay for a specific department, select the department. 

3. Click Clear Dept. Pay. 

4. Click THIS Dept. to clear the pay for the selected department, or click ALL Depts. to clear 
the pay for all the departments. 
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Viewing the Compiled Pay 
You can view the compiled payroll for the selected employee. This allows you to see all the payroll 
information, including deductions, so you can verify the information is correct. This allows you to find 
and correct errors before you compile the payroll. 

 

1. Select the employee from the Employee List. The employee’s pay information populates the 
screen.  

2. Click Compiled Pay. The screen displays the complete Regular payroll information. You can 
select to view the Bonus and Special payroll by clicking in the circle next to each payroll type 
at the bottom of the screen. If an employee has met the Medicare threshold of $200,000, the 
additional 9% tax doesn’t display in this compile pay screen. The additional 9% tax will 
display once the entire payroll has been compiled. 

3. Click Back to return to the Enter Employee Pay screen. 
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Viewing All the Pays 
You can view a summary of the entire payroll by clicking View Pays. For each employee, the screen 
lists the pay entered per department and the pay total.  

 

Tip: You can click Clear ALL Pays – ALL Employees to clear all the pay information. Click 
Gone to verify you want to clear the information. 

 
 

Printing Payroll Proofs 
You can print the payroll summary for review or for your records. The payroll proofs print the exact 
information you view using the View Pays button. 

1. Click Print Proofs. 

2. When prompted to verify your printer is ready, select your print criteria and click Print.  
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The Enter Employee Deductions screen is similar to the screen used to edit deductions from the 
Enter Employee Pay screen, but since this screen is used to enter the master deduction settings, it 
does not have a Skip field, a reminder field, or the option to enter 1 in the T/P field to temporarily edit 
a deduction. All of the deductions entered into the payroll setup appear when you select an 
employee. Edit and add deduction information on this screen as needed. 
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Editing Deductions 
1. Click Enter Deductions from the Dealership Payroll menu. The Enter Employee Deductions 

screen opens. 

2. Type the employee number in the Employee No. field, or click List select the employee from 
the employee list. The employee’s information populates the screen.  

3. The bottom part of the screen lists all the deductions. Click the line you want to edit, and the 
line information populates the “Working Line” at the top of the screen.  

 

4. Press ENTER to advance through the fields on the “Working Line” so you can edit the fields 
as needed.  

5. The R/P, B/P, and S/P fields determine how a deduction is calculated for regular pay, bonus 
pay, and special pay. If you select N, no deduction is taken. If you select Y, the system 
deducts both dollars and a percentage. If you select D, the system deducts only dollars. If 
you select P, the system deducts only a percentage. If you select T, the system takes only 
the amount indicated by the table assigned to the deduction. 

6. Continue to press ENTER until the line is filed, or press END to file the line without advancing 
though the remaining fields. 

7. The line reflects the information you entered for the deduction.  

8. Click another line to edit it. Continue to enter deductions for each employee as needed. 

9. Click Exit when you are finished entering the deduction information. 
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Printing Deductions 
Use the Print button to print deductions. You can print deduction information for one employee or all 
employees. 
 
 
Printing an Employee's Deductions 

1. On the Enter Employee Deductions screen, type the employee number, or click List to 
search for an employee. Click the employee in the list you want to select. The employee’s 
information will populate the screen.  

2. Click Print. 

3. When prompted to verify your printer is ready, click to select To Printer to print the 
information or To Screen to view the information on your screen.  

4. Once you select your print type, click Print. 

5. The system gives you the option to print deduction information for this specific employee or 
all employees. Click This One. 

 
 
Printing All Employee Deductions 

1. Click Print. 

2. When prompted to verify your printer is ready, click to select To Printer to print the 
information or To Screen to view the information on your screen.  

3. Once you select your print type, click Print. 

4. If an employee's record is currently displayed on the screen, the system gives you the option 
to print deduction information for this specific employee or all employees. Click All. 
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Once you are finished entering the payroll and deduction information, you compile the payroll. After 
you’ve compiled a payroll, you can view and print the compiled information. You also have the option 
of deleting a payroll.  
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Compile 
1. Click Compile. The Compile Payroll screen opens. 

2. Click the tab that corresponds to the type of payroll you want to compile: Regular, Bonus, or 
Special. 

3. Click to select the circle in front of the pay group whose payroll you want to compile. The 
window on the right side of the screen will display a list of the employees in the selected 
group. 

 

4. Use the Include All Salaried Employees box to indicate if you want to include all salaried 
employees.  

• If salaries are always the same, leave the checkmark. This will pull all of the employees 
to regular pay.  

• If salaries change because of holidays, sick days, etc., remove the checkmark. A check 
will not print for the employee.  

5. Use the checkboxes next to each employee’s name to include or exclude the employee from 
the payroll. Leave the checkmark to include the employee; clear the checkmark to exclude 
the employee. 
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6. The Pay Through field defaults to today’s date. This date should be the last day of the pay 
period. Use the drop-down calendar to edit the date as needed. 

7. The Pay Date field defaults to today’s date. In order to ensure proper payroll records, always 
double-check that the pay date is correct. Use the drop-down calendar to edit the date as 
needed. 

8. Click OK when prompted to verify you want to compile the payroll.  

9. The system displays a message indicating the payroll is compiled. Click OK to acknowledge 
the message. 
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View Compiled Individual 
You can view the compiled payroll by clicking View Compiled Individual. The bottom of the screen 
displays a list of employees in the compiled payroll, and the payroll information for the first employee 
is automatically fills in on the top part of the screen. Click an employee in the list to view the 
employee’s payroll information. 

 

 
Click Totals to view the total payroll and deduction figures. This includes information for all 
employees. 
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View Compiled All 
You can view all of the compiled payroll information and the deductions by clicking View Compiled 
All. The screen displays each pay amount for each employee in the compiled payroll. Use the scroll 
bar to view the information as needed. 

 

Use the buttons on the bottom of the screen to view additional information. Click Deductions to view 
the deduction amounts for the employees. Click Payroll Tax to view just the tax amounts for FICA, 
Medicare, FUTA, and SUTA. Click Accrued to display the accrued payroll for each employee. This 
identifies the amount of any employer paid benefits. This is based on the accrued expenses set for 
each department on the Employee Department Assignment screen.  
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Print Compiled Payroll 
Use this button to print the compiled payroll information. The printout is divided into two parts. The 
first part is the payroll summary for each employee in the compiled payroll. The second part is a 
posting summary. The printout lists the totals that will post to each general ledger account and the 
journal that will be used to post the payroll. The end of the posting summary provides a summary of 
the payroll taxes. This information is for reference only; it is not posted. 

1. Click Print Compiled Payroll. 

2. When prompted to verify your printer is ready, select your print criteria.  

 
 

Print Current Deductions 
Use this button to print a list of employees from the current payroll that have a common deduction.  

 

1. Click Print Current Deductions. The Print Current Payroll Deductions screen appears. 

2. All the deductions entered for payroll display in the list on the right side of the screen. Click to 
select the deductions you want to print. A checkmark will display in the box next to the 
deductions selected to print. To print all deductions, click Select All. Click Select None to 
clear all the boxes. 

 

3. Click Print.  

4. When prompted to verify your printer is ready, select your print criteria. 
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Delete Compiled Payroll 
Use this button to delete the entire compiled payroll. You would use this option when you find an error 
in the payroll before updating it. This option is best used for errors that affect multiple checks or the 
entire payroll. This option deletes the compiled payroll but does not delete the entered pays. For 
example, if you find an error in the payroll when you print the payroll checks, you would use this 
option to delete the compiled payroll. Next, you would return to the Enter Employee Pay screen and 
edit the incorrect payroll information if necessary. Then, you would recompile the payroll. If you 
printed the payroll checks, you will have to reprint all the checks. Deleting the compiled payroll voids 
all the prior checks you printed for the pay. 

1. Click Delete Compiled Payroll. 

2. Click OK when prompted to verify you want to delete the compiled payroll. 

 
 
 

Delete Compiled For 1 Employee 
Use this button to delete the compiled payroll for one employee. This allows you to remove one 
employee from the compiled pay if you discover an error rather than having to delete the entire 
compiled payroll. This option deletes the employee's compiled payroll, but it does not delete the 
employee's entered pay. Once you update the remaining payroll data and correct the employee's 
pay information, you will have to compile and update a separate payroll for this employee. 

1. Click Delete Compiled Payroll. 

2. Type the employee's Employee Number, and press ENTER.  

3. Click OK when prompted to verify you want to delete the compiled payroll. 
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After compiling the payroll, you print the payroll checks using the Print Payroll Checks menu. In 
addition to printing the checks, you can use this menu to print copies of the payroll checks for your 
records and to print a list of the checks printed during the session.  

 

 
 

Preview Checks 
Before you print the actual checks, use the Preview Checks button to view the compiled checks on 
your screen. This allows you see exactly how the checks will print so you can ensure there are no 
errors. 

1. From the Print Payroll Checks menu, click Preview Checks. 

2. Click OK when prompted to verify you want to preview the checks.  

 

3. A viewing screen opens.  
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4. The left side of the screen displays a list of the employees who have checks in the payroll. 
The right side of the screen automatically displays the check for the first employee in the list. 

5. Click an employee in the list to view the employee’s check. 

6. Continue to verify the information for each employee. 

7. To close the viewing screen, click File and Exit. 

 
 

Print Checks 
Use the Print Checks button to print the payroll checks. The system displays a list of employees in 
the compiled payroll on the bottom of the screen. You can drag and drop the employee from the list to 
the fields. 

1. Click Print Checks. 

2. In Start With Employee, type the employee number for the employee you want to use as the 
stating point for the print job, or click, drag, and drop the employee’s name in this field. This 
field automatically defaults to the first employee in the compiled payroll.  

3. In End With Employee, type the employee number for the employee you want to use as the 
ending point for the print job, or click, drag, and drop the employee’s name in this field. This 
field automatically defaults to the last employee in the compiled payroll. 

 

4. If necessary, type a message you want to print on the pay stub, and press ENTER. The 
message can be up to 60 characters long.  

5. The system reminds you to check that you have check forms in your printer.  

6. Verify the forms are loaded, and click OK to print the checks.  

7. The system prints the checks and returns you to the Print Payroll Checks menu. 

Tip: You specified if you wanted the check copies to print with the checks on the Printer Setup 
screen during setup. If you entered Y, copies will print with the checks. If you entered N, only 
the checks print. You will have to use the Print Copies option to print the check copies for 
your records. 
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Print Copies 
Use this button to print copies of the payroll checks for your records. You will use this option to print 
copies if you did not select to have the copies print with the checks.  

1. Click Print Copies. 

2. The system reminds you to check that you have plain paper in your printer.  

3. Verify plain paper is loaded in the printer, and click OK to print the copies.  

 
 

Print List Of Checks 
Use this button to print a list of payroll checks.  

1. Click Print List Of Checks. 

2. The system reminds you to check that you have plain paper in your printer.  

3. Verify plain paper is loaded in the printer, and click OK.  

4. When prompted to verify your printer is ready, select your print criteria.  
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After you print the payroll checks, you will use the Update Current Payroll menu to do one of two 
things: You must update the current compiled payroll to the employees’ records or clear the payroll 
without updating the employees’ records.  

 

The Update Current Payroll To Employee Records option posts the payroll information to the 
employees’ records. The payroll is moved to a holding journal. The Payroll button on the Post Daily 
Entries To Journals menu displays an “Active Data” message and is highlighted red to indicate payroll 
data exists. When you post the journals, the payroll information posts to the books, and the 
employees’ files are updated accordingly. 
 
The Clear Current Payroll With No Further Action button deletes the current payroll. This removes 
all of the pay entries for each employee. This is useful when a payroll is wrong and you need delete it 
so you can start over. Remember, deleting a compiled payroll from the Compile Payroll menu only 
deletes the compiled payroll but not the entered pays. Clearing the current payroll from this menu 
deletes all of the payroll information. Again, the Payroll button on the Post Daily Entries To Journals 
menu displays an “Active Data” message and is highlighted red to indicate payroll data exists. 
However, the payroll information posts to the journals as a voided payroll. The employees’ files will 
not reflect the deleted payroll. 

Important: You cannot compile another payroll until you update or clear the current payroll.  
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Updating the Payroll 
1. Click the button that corresponds to the menu option you want to select. 

2. Click OK when prompted to verify you want to update the payroll or clear the payroll. 

3. The system returns you to the Dealership Payroll menu. 

Tip: If you find errors in the payroll after you update it, you must use the Maintenance menu to 
correct the errors. See Chapter 13 for instructions on using the maintenance features.



Dealership Payroll Reports 
Chapter 8 
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The payroll module offers several reports that allow you to print information for your dealership’s 
records and tax purposes. You can also use the menu to print reports about deduction and 
unemployment information.  

 

 
 

Printing or Viewing Reports 
You have the option of printing reports to your printer or viewing them on screen. When prompted to 
verify your printer is ready, select To Printer to print the information or To Screen to view the 
information on your screen. Once you select your print type, click Print. If you select to view the 
report on screen, you can print the report from the viewing screen. 

 

Tip: You have the option for some reports to indicate if the printout should mask the social security 
number. If you click Mask, the printout masks all but the last four digits of the social security 
number (*****1234). If you click Don't Mask, the printout prints the full social security number.
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Pay Records All Employees 
Use this button to print pay records for all the employees in the system for a date range. The report 
will print all the payroll information (gross pay, deduction information, tax information, etc.) for every 
employee who received a pay during the months you specify.  

1. Click Pay Records All Employees. 

2. Type the beginning and ending months to use for the report.  

 

3. When prompted, select if you want the social security numbers masked. 

4. When prompted to verify your printer is ready, select your print criteria and click Print.  

 
 

Pay Records One Employee 
Use this button to print a pay record for a specific employee. The report will print all of the payroll 
information (gross pay, deduction information, tax information, etc.) for the selected employee for the 
months you specify.  

1. Click Pay Records One Employee. 

2. Type the employee number for the employee whose record you want to print, or click the 
Click Here for List message to select the employee from the employee list.    

3. Type the beginning and ending months to use for the report.  

 

4. When prompted, select if you want the social security numbers masked. 

5. When prompted to verify your printer is ready, select your print criteria and click Print. 
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Payroll & Department Totals 
Use this button to print payroll totals for every employee. The report will display the total pay for each 
pay type (regular, overtime, vacation, etc.), total hours worked for each pay type, amount taken for 
each deduction, total gross pay with demo, total gross pay, total net pay, and total year-to-date 
deductions. The end of the report will print the department totals if you select to include them. 

1. Click Payroll Totals. 

2. Type the beginning and ending date (month and day) to use for the report.  

 

3. When prompted to verify your printer is ready, select your print criteria and click Print. 

4. When prompted, select if you want the social security numbers masked. 

5. When prompted, select if the report should display department totals. 

 
 

Quarterly Totals 
Use this button to print the quarterly totals based on gross or adjusted gross. The report displays the 
gross and deductions for each quarter and the year-to date totals.   

1. Click Quarterly Totals. 

2. Specify the totals you want to print. Type G for gross or A for adjusted gross.  

3. If you select to print the report for the adjusted gross, type the two-digit deduction number for 
the deduction you want to use for the report.  

 

4. When prompted to verify your printer is ready, select your print criteria and click Print. 

5. When prompted, select if you want the social security numbers masked. 
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Weekly Totals 
Use this button to print the weekly totals for a specific date range. The report will print just the payroll 
totals (gross pay, deduction information, tax information, etc.) for the date you specify. This report will 
not provide a breakdown of the totals for each employee. 

1. Click Weekly Totals. 

2. Click to select up to eight deductions to include on the report. A check mark appears in the 
box next to the deductions you selected. Click a box again to clear the selection. 

 

3. Type the beginning and ending date (month and day) to use for the report.  

4. When prompted to verify your printer is ready, select your print criteria. 
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Accumulated Vacation/Sick Pay 
This button's label will vary based on whether you have enabled the system to track sick pay (on the 
Miscellaneous Parameters screen). If you entered N in the Track Sick Pay field on the Miscellaneous 
Parameters screen, the button will read Accumulated Vacation. If you entered Y in the field, the 
button will read Accumulated Vacation/Sick Pay.  
  
Use this button to print a report that lists the accumulated vacation time or sick pay for each 
employee. This is based on the information the system tracks in the Sick Pay and Vacation sections 
of the Employee Information screen. The vacation printout lists the vacation department, total annual 
vacation time, vacation time used for the current year, vacation time used last year, and the 
remaining vacation hours for each employee. The sick pay printout lists the sick pay department, total 
annual sick time (in hours), sick time used for the current year, and the remaining sick time for each 
employee. 

1.  Click Accumulated Vacation. 

2. When prompted to verify your printer is ready, select your print criteria and click Print. 

3. When prompted to indicate if the report should include inactive employees, select Yes to 
include them or No to exclude them.  

4. The system will ask which report you would like to print. Select Vacation to print accumulated 
vacation report or Sick Pay to print the sick pay report.  
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Special Purpose Reports 
This button advances you to the Special Purpose Reports menu. Use this menu to print reports either 
for specific deductions or for FUTA/SUTA unemployment wages. You can also use this menu to print 
reports for the previous year. Click the menu option that corresponds to the type of report you want to 
print. Follow the prompts that appear on your screen. When you are finished, click Exit to return to 
the Print Employee Records menu. 

 

Print Selected Deductions 
Use this button to print reports about specific deductions for a specific date range. The report displays 
the gross pay and total amount withheld for each deduction you select. The bottom of the report will 
show the grand totals.  

1. Click Print Selected Deduction. 

2. Type the deduction numbers you want to use for the report. You can specify up to six 
deductions to include on the report. If you input less than six deductions, you must ENTER 
through the deduction fields to advance to the date selection fields.  

3. Next, specify the date range you want to use for the report. You must type the date in an 
eight-character format with or without slashes (mm/dd/yyyy or mmddyyyy). If you do not use 
slashes, press ENTER to continue.  

4. When prompted to verify your printer is ready, select your print criteria and click Print. 

5. When prompted, select if you want the social security numbers masked. 
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Print Selective Pay History 
Use this button to print the pay history for a selected pay type within a specified date range. This is 
useful, for example, if you wanted to track how much vacation time was taken during a specific 
period. Similarly, you could run this report to identify how much commission was paid during a 
specific period.  

1. Click Print Selective Pay History. 

2. Type the pay number. This is the line number for the type of pay as entered on the 
Pay/Deduction Setup screen in the Payroll setup. For example, regular hours would be 1, 
overtime hours would be 2, etc. This field is designed for two digits, so if you type 1, you must 
press the ENTER button to advance to the date selection fields. 

3. Specify the date range you want to use for the report. You must type the date in an eight-
character format with or without slashes (mm/dd/yyyy or mmddyyyy). If you do not use 
slashes, press ENTER to continue. 

4. When prompted to verify your printer is ready, select your print criteria and click Print.  

 
 
FICA/MC Total Wages 
Use this button to print a report that identifies the amount of wages paid to employees subject to FICA 
and FICA Medicare taxes. The report displays the maximum amount set for the FICA and FICA 
Medicare. It also lists the year-to-date totals, gross, paid to gross, and adjusted paid to gross for the 
dates you specified. The end of the report will display the summary totals. 

1. Click FICA/MC Total Wages. 

2. Specify the date range you want to use for the report. You must type the date in an eight-
character format with or without slashes (mm/dd/yyyy or mmddyyyy). If you do not use 
slashes, press ENTER to continue. 

3. When prompted to verify your printer is ready, select your print criteria and click Print.  

4. When prompted, select if you want the social security numbers masked. 
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FUTA/SUTA Total Wages 
Use this button to print a report that identifies the FUTA and SUTA the employer needs to pay. An 
entry line for each employee appears on the report, so the employer can identify what is due based 
on each employee’s wages. The report displays the maximum amount set for the unemployment. It 
also lists the year-to-date totals, gross, paid to gross, and adjusted paid to gross for the dates you 
specified. The end of the report will display the summary totals. 

1. Click FUTA/SUTA Total Wages. 

2. Specify the date range you want to use for the report. You must type the date in an eight-
character format with or without slashes (mm/dd/yyyy or mmddyyyy).  

3. When prompted to verify your printer is ready, select your print criteria and click Print. 

4. When prompted, select if you want the social security numbers masked. 

Print By W/C Class 
Use this button to print a worker’s compensation report grouped by class. (You should have assigned 
each employee a worker’s compensation class in their employee master file.)  The report organizes 
the information according to the compensation class. For each class, the report lists the employees in 
the class and the total taken for worker’s compensation. The report also lists the totals for each class. 
The end of the report lists the totals for the employees who do not have a compensation class. This 
helps you identify employees who still need to be assigned to a compensation class.  
  
You specified the deduction number that should be used to report worker’s compensation wages on 
the Miscellaneous Setup screen in the payroll setup. The system uses the specified deduction 
number to calculate the adjusted gross for regular pay. However, the system does not calculate the 
adjusted gross for overtime or double-time pay.  

1. Click Print By W/C Class. 

2. Specify the date range you want to use for the report. You must type the date in an eight-
character format with or without slashes (mm/dd/yyyy or mmddyyyy).  

3. When prompted to verify your printer is ready, select your print criteria and click Print. 
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941 Tax Liability 
Use this button to generate a report that identifies the taxes you paid for a specific quarter. You also 
have the option to print a 941 worksheet to Microsoft Excel. You will use the report and worksheet to 
fill out your 941C Tax Liability form.  

1. Click 941 Tax Liability. 

2. Click the quarter you want to select. 

3. When prompted to verify your printer is ready, select your print criteria and click Print. 

4. You are prompted to indicate if you want to load the 941 worksheet to Microsoft Excel. Click 
Yes or No. If you select Yes, the worksheet will open in Excel and populate with values from 
your payroll data. 

 
 
Employer Paid Benefits 
Use this button to print a report that identifies how much you have paid toward employee benefits.  

1. Click Employer Paid Benefits. 

2. Type the account number you want to use for the report, or leave the field blank to include all 
accounts. 

3. Type the employee number for the employee you want to use for the print, or leave the field 
blank to print the report for all employees. 

4. Specify the date range you want to use for the report. You must type the date in an eight-
character format with or without slashes (mm/dd/yyyy or mmddyyyy).   

5. When prompted to verify your printer is ready, select your print criteria and click Print. 

 
Affordable Care Act 
Use this button to generate a report to assist in determining employee health care coverage eligibility 
as defined by the Affordable Care Act. The .CSV file created can be transmitted to third-party vendors 
for further analysis.  

1. Click Affordable Care Act. 

2. Enter the appropriate date range.  

3. When prompted to verify your printer is ready, select your print criteria and click Print. The 
PDF created will contain a subset of the information contained in the full .CSV report. It will, 
however, note where the full .CSV file has been saved for transmission to third-party vendors.  
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Print From Last Year 
Use this button to print reports that include employee pay records, payroll totals, quarterly totals, and 
weekly totals for last year. The system opens the Print Employee Records menu. (The menu options 
are the same as the options available when you open the menu by clicking Reports on the 
Dealership Payroll menu.) The date in the top right-hand corner identifies the closing date for the 
year. All the buttons on the menu apply to the year that was closed on the date listed. Click the button 
that corresponds to the report you want to generate, and follow the prompts on your screen. 

Important: You cannot run this report until you complete the year-end update.  
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View Employee Pay Records 
Use this button to open the Employee Pay Records screen to view year-to-date payroll information for 
a specific employee. The Employer Paid YTD section illustrates the quarterly accrual of up to four 
employer-paid benefits (401K, sick leave, health insurance, etc.). The parameters for these payments 
are established in the Department Assignments screen's Accrued Payable/Expense section for 
individual employees. The information displayed on this screen is for viewing only. You cannot edit 
information on this screen. 
 
 
Viewing the Year-to-date Totals 

1. Click View Employee Pay Records. The Employee Year-To-Date screen appears. 

2. Type the employee number of the employee whose record you want to view, or click List to 
select the employee from the employee list.    

3. The screen displays the employee’s pay record. The top part of the screen displays the year-
to-date gross, demo, and net. The middle of the screen displays the totals for each deduction. 
The bottom of the screen displays vacation hours used year-to-date and the department 
totals (with pay and hours). To the far right, you will see the year-to-date employer-paid 
benefits for this employee, broken out by quarter.  
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Viewing the Individual Pays 
Click Toggle Pays/YTD to toggle between viewing a list of individual pays for the current year and 
the year-to-date totals.  

 

 
 
Printing the Pay Information 
Use the Print button to print the pay information. The printout from this screen will print both the 
employee’s year-to-date pay information and the breakdown of the individual pays. 
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Custom Data Export 
This button advances you to the Operator Defined Data menu. This menu allows you to define payroll 
reports that provide the payroll information you desire. Once you create the files, you compile the 
report based on a date range, view the report, and print the report as needed. You also have the 
option of exporting the compiled report to a Microsoft® Excel spreadsheet. 

 

Creating a New Report 
First, you must create the payroll reports you wish to print. Once you create the reports, they are 
available in a selection list. 

1. Click Select Data. 

2. Click New Report. The Setup screen appears. 
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3. The right side of the screen lists all of the fields you can select for the report. Click a field to 
select it. The mouse cursor “holds” the field name.  

4. On the left side of the screen, click the line number where you want to add the field. The 
report displays the fields in the order they appear in the list on the left side of the screen. You 
can select up to 99 fields.  

 

You can remove a field by clicking the name. The cursor holds the field name. When you 
click a new field from the list, the “held” field is replaced with the newly selected field. 

You can move fields by clicking the field name and clicking the line where you want to move 
the field. 

5. If you want to include inactive records, click to select Include Inactive Records. Otherwise, 
the system will not include employees who have inactive records on the report. 

6. If you want to include individual pay records from the period, click to select Report By Pay 
Record. Otherwise, the report will display the totals for the period.  

7. If you select to report by pay record, the "Filter" column appears on the right side of the 
selected field (the window on the right). This column allows you to select the records you 
want to exclude from the report if the record has a value of zero. This works only for lines that 
begin with 4, 5, 6, and 7. These are the value fields. When you click the line, a + appears to 
indicate you selected the record. Click the line again to clear the +. For example, if you select 
record “4d Salary” and the employee has no salary for a pay, the line will not go to the report.  

 

8. Click Save Setup. The Data Set Name screen appears. 
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9. In Data Set Number, assign a number to the report set you created. The field holds up to 
three characters. However, the system adds leading zeros to fill in any empty spaces in the 
set number. Therefore, the system considers 1, 01, and 001 to be the same set number.  

10. In Data Set Name, type a name/description for the report. The name should help you easily 
identify the report. The field holds up to 15 alphanumeric characters, including spaces. 

11. Click OK to accept the set number and name. The system returns you to the Operator 
Defined Data menu. 

 
 
Printing the Report Parameters 
Once you create a report, you should print the report parameters so you know what each column on 
the report is displaying. The parameters may also be useful if you intend to download the report to 
send to someone (the dealer principal, and accountant, etc.). 

1. Click Select Data.  

2. The selection list displays all of the reports you created. Click the report in the selection list. 

3. Click Data Setup. The Setup screen appears and displays the setup for the selected report. 

4. Click Print Setup. 

5. When prompted to verify your printer is ready, select your print criteria. 
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Editing a Report 
If necessary, you can edit the report setup.    

1. Click Select Data. 

2. Click the report in the selection list. 

3. Click Data Setup. The Setup screen appears and displays the setup for the selected report. 

4. Edit the parameters as needed. 

5. Click Save Setup to save the changes. The system returns you to the Operator Defined Data 
menu. 

 
 
Deleting a Report 
Deleting a report removes it from the selection list. You cannot retrieve deleted reports. If you need to 
print a report you deleted, you will have to create the report again. 

1. Click Select Data. 

2. Click the report in the selection list. 

3. Click Data Setup. The Setup screen appears. 

4. Click Delete Report. 

5. Click Gone when prompted to verify you want to delete the report. The system returns you to 
the Operator Defined Data menu. 

 
 
Compiling the Report 
When you want to generate a report, you simply select the report and specify the date ranges you 
want to use.  

1. Click Select Data.  

2. Click the report in the selection list. 

3. Click Compile Data. 

4. Specify the dates you want to use for the report. You must type the date in an eight-character 
format with or without slashes (mm/dd/yyyy or mmddyyyy). If you do no use slashes, press 
ENTER to continue. 

5. Click OK when prompted to verify you want to compile the report. 

6. The system will scan the payroll records for the data defined in the report setup. This may 
take several minutes.  

7. When the report is ready, the system displays a “Completed” message. Click OK to 
acknowledge the message. 
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Viewing the Report 
Once you compile the report, you can view it and print it as needed. 

1. Click View Compiled. 

2. The report opens on the screen. The columns display the information in the order you 
selected in the setup. 

3. To print the report, click Print, and select your print criteria. 

4. Click Back to close the report. 

 
 
Exporting the Compiled Data 
Use this button to export the compiled report to a Microsoft Excel spreadsheet. The report is exported 
to C:\ASIXL\PRDATNNN.XLS (where NNN is the report number you assigned the report). Make sure 
that you have compiled a report before attempting to export it. You will receive an error if you have 
not compiled a report.  

1. Click Export Compiled Data. 

2. Click OK when prompted to verify you want to export the data. 

 
 

Payroll Transmissions 
You use the Payroll Transmissions menu to print payroll data from your Autosoft system into a 
Microsoft ®Excel spreadsheet so you can submit the data to NADA. Most of the information needed 
will pull from your payroll files. You will have to enter some information that is not tracked in the 
Payroll module.  
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Setting Parameters 
The parameters allow you to set up your Choice ID (assigned by NADA) and the deduction lines 
applicable to your 401K plan.  

1. Click NADART Payroll Transmission. 

2. Click Setup. 

 

3. On the NADART Deduction Line Parameters screen, type you Choice ID. 

4. Next, type the deduction lines for your 401K plan. This includes the categories for Pre-Tax, 
After Tax, Loan 1 Repayment, and Loan 2 Repayment that NADA expects to see on the 
spreadsheet. The deduction line numbers refer to the lines on the Pay/Deduction Setup 
screen is the Payroll Setup. The right side of the screen displays a list of deductions set in the 
system for your reference. 

 

5. Click Close to save the settings and to close the parameter screen. 
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Generating the Report 

1. Click NADART Payroll Transmission. 

2. Type the month and day you want to use for the report. 

3. Type the payroll sequence. This is a number that distinguishes each payroll. Although you 
can use any sequence system you prefer, Autosoft recommends that you start with 01 for the 
first pay date of the new year and increment each subsequent pay date by 1 (02, 03, etc.)  
The sequence number cannot exceed 99.  

 

4. Click OK when prompted to verify you want to compile the report. 

5. When the report is ready, it opens in Microsoft Excel. 

6. Enter information as need on the spreadsheet. As you work on the spreadsheet, you can 
place the mouse over any cell with a red corner to read comments that will assist you with the 
information required in the cell. 

Tip: Use the Quarter buttons to generate quarterly reports. 

 

Generate AAACH.CSV  
You will use this option only if you use direct deposit. This button generates the direct deposit file. 
See Appendix B for more information about direct deposit. 
 
 

Generate NACHA FILE  
If your dealership's bank subscribes to NACHA payroll standards, you will use this button to create 
and export a NACHA file to transmit direct deposit payroll data to your bank prior to posting the 
payroll to your general ledger. See Appendix B for more information about direct deposit.  
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The Times/Commissions button opens the Times/Commissions menu. The first option on this menu 
is the Time Cards feature. The time cards can be used to track hours for up to eight days for up to 
three weeks. You cannot update the information recorded on the time cards to the payroll, but you 
can print the time cards and use them to post payroll.  

 

 
 

Tracking Hours 
1. Click Time Cards. The Time Cards screen opens. 
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2. In Employee No., type the employee number, or select the employee from the list on the 
right side of the screen. The employee’s name will populate the Name field.  

3. The cursor advances to the Week field. Type the week number for the time card.  

4. In the In fields, type the “clock-in” time.  

5. In the Out fields, type the “clock-out” time.  

 

6. The Total fields will automatically calculate the total number of hours worked for each day 
and week.  

 

7. Click Save to save the information. The list displays the total hours next to the employee’s 
name. 
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Adjusting Hours 
1. Enter the employee’s number in the Employee No. field or select the employee from the list 

on the right side of the Time Cards screen. 

2. Type the week number. The time card information populates the screen.  

3. Advance to the Adjust field on the line you need to adjust. The first field is for hours, and the 
second field is for minutes.      

4. To add time, type the number of hours or minutes. To remove time, type the number of hours 
or minutes preceded by a minus sign. For example, to add an hour, type 1. To subtract an 
hour, type –1.  

5. Press ENTER. The totals adjust. 

 

6. Click Save. 

 
 

Voiding a Time Card 
1. Enter the employee’s number in the Employee No. field or select the employee from the list 

on the right side of the Time Cards screen. 

2. Type the week number. The time card information populates the screen. 

3. Press F8. 

4. Click OK when prompted to verify you want to delete the record. 
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Printing the Time Cards 
You can print the time cards and use them to help you post payroll. For each employee, the printout 
lists the total hours worked for each week.  

1. Click Print. 

2. When prompted to verify your printer is ready, select your print criteria and click Print.  

 
 



Dealership Payroll Service Time Flags 
Chapter 10 
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The second option on the Time/Commissions menu is the Process Service Flag Time feature. This 
feature allows you to pull the service labor times to the payroll instead of manually posting the times.   
 
Clicking Process Service Flag Time opens the Service Time Flags menu. You use this menu to pull 
service labor costs from the closed repair orders. Once you pull the information, you edit it as needed 
and update the information to the pay. The information is then available on the Enter Employee pay 
screen.  

 

 
 

Entering Setup Information 
Before using the time flag feature, you must enter setup parameters using the Setup button. You will 
assign the correct technician number, department number, and pay type to each technician. First, the 
system uses this information to pull the service labor costs from the repair orders. This ensures the 
correct information pulls to the right technician. Second, this setup tells the system which department 
and pay type it should add the labor costs to when the information is updated to payroll. The pulled 
information is available on the Enter Employee Pay screen, which means less data entry is required. 
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1. Click Setup. The Time Flag Setup screen opens. 

 

2. Click to select if you want to compile the time flags by the total R/O or by individual repairs. 

3. The right side of the screen displays a list of employees. Click the technician you want to 
select. The Employee Number and Accounting Control fields populate with the appropriate 
numbers, and the top part of the screen displays a list of departments for this employee. 

4. In Technician Number, type the technician’s ID number, or select the technician from the 
drop-down list. All the technicians entered in the Accounting setup appear in this list. 

5. In Use Charge/Actual Units, indicate if you want to use the charge time units or actual time 
units recorded for the repair order to pay the technician. Type C for charge time or A for 
actual time. 

6. Within the Time Flags Paid To section of the screen, type the department number for the 
service time pay in the Department field, or select the department from the drop-down 
department list.  

7. In Pay Number, type the pay type for this pay. This number corresponds to the line numbers 
on the Pay/Deductions Setup screen (01 for regular, 02 for overtime, etc.). For example, if the 
service time pay should post as regular pay, type 01. 

8. Click Save. The technician number, department number, and pay number appear next to the 
technician’s name in the list on the right side of the screen. Repeat these steps for all the 
technicians. 
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Printing the Flagged Time 
To help you enter the time flag information, begin by printing the Flagged Time report from the 
Service Writing module. This report includes all open repair orders and closed repair orders that have 
been updated to Accounting during the date range you specify. The report prints the information by 
technician. You do not need to print the worksheets if the Service Manager compiles and edits the 
flag time information in the Service Writing module. 

Tip: If you prefer to work from a list of the open repair orders, you can print the Work In Process 
Worksheet available on the Service Time Summary menu. This report lists only the open 
repair orders rather than the open and closed repair orders like the Flagged Time report. 

1. Return to the Autosoft DMS startup menu. 

2. Select Service. 

3. Click Reports & Updates. 

4. Select Service Time Summary Reports. 

5. Click Flagged Time and type the date range you want to use. 

6. Click Go. 

7. The system will prompt you to select the type of flagged time report you want to run. Select 
Simple Report for your purposes.  

8. When prompted to verify your printer is ready, select your print criteria and click Print.   

9. Return to the Service Time Flags menu. 
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Compiling the Flag Data 
First, use the Compile Flag Data button to pull the time flag data from Service or to compile the time 
flag data. When you choose to compile the time flag data, the system scans the closed repair order 
history and pulls technician labor costs for the specified period. You must ensure that the Service 
Department has updated all closed work for the pay period you are entering. Any closed work that 
has not been updated will not be included in the compiled data. Once the Service Department 
updates the work, you must compile the service time flags before the next daily repair order update to 
ensure the compiled data matches the information the Service Manager provided for the pay period. 

Important: If the Service Manager compiles and edits the flag time data in the Service Writing 
module, do not compile the information again. Compiling the information again using this 
menu will overwrite the information entered in the Service Writing module. The system 
will prompt you if compiled flag time data exists. Simply choose to use the existing data. 

1. Click Compile Flag Data. 

2. If compiled time flag data exists, the system will display a warning. You must indicate if you 
want to use the existing compiled data or if you wish to compile new data.  

If you click Yes to use the existing data, proceed to “Editing the Compiled Data” below as 
needed. The warning will include the date the existing data was compiled so you can ensure 
you will be using the correct data. 
 
If you click No to not use the existing data, proceed to Step 3. If you click No, any existing 
data will be overwritten when you compile the new data. 

3. If you are compiling new data, specify the date range you want to use. In From, type the 
beginning date, and in Through, type the ending date. You must type the dates in an eight-
character format with or without slashes (mm/dd/yyyy or mmddyyyy). If you do not use 
slashes, press ENTER to continue. 

4. Click OK when prompted to verify you want to compile the data. 

Tip: If repair orders are missing from the time flag data, use the Refresh Flag Data button on the 
compile prompt to refresh the data.
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Editing the Compiled Data 
The Edit Compiled Data button opens the Edit Technician Time Flags screen. Use this screen to edit 
the labor cost information the system pulled from the closed repair orders. 

 
 
 
Editing the Cost on a Repair Order 

1. Click Edit Compiled Data. 

2. Click the technician you want to select in the list window on the left side of the screen. 

3. The window on the right side of the screen displays a list of repair orders pulled for the 
technician. Click a repair order to select it. (You can view a summary of the repair order by 
clicking View R/O.)   

4. If the repair order has been updated to the schedule, the labor cost appears under the Labor 
Cost field. This allows you to see the amount that was entered in the schedule so you can 
correct the information if necessary. 

5. The Labor Units field displays the time units for the repair. Edit the time as needed. 

6. The Labor Cost field displays the cost for this repair order. Edit the amount as needed. 

7. Click Save to save the information. 

 
 
Removing a Repair Order 
Use the following instructions to remove a selected repair order from a technician’s list. 

1. Select the technician and repair order. 

2. Click Remove. 

3. Click Gone when prompted to verify you want to delete the record.
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Adding a New File 
You should use the Work In Process Worksheets to add new files on this screen. 

1. Select the technician. 

2. Type the repair order number, or click Open R/O’s to select the R/O from a list of the open 
repair orders for the selected technician. 

3. Click OK when prompted that the system will create a new record.  

4. Type the labor units. 

5. Click Save. The repair order is added to the list on the right side of the screen. 

 
 
Removing the Compiled Data 
Use the Remove Compiled List button to remove all of the compiled information. If you decide you 
want to use the Service Time Flag data, you will have to recompile the information. 

1. Click Remove Compiled List.  

2. Click Gone when prompted to verify you want to delete the information.  

 
 
Viewing the Work In Process Schedule 
The View Schedule button allows you to view a list of controls in the schedule. 

1. Click View Schedule. The schedule information is displayed.  

2. Click Exit on the View Schedule screen to close the list. 

 
 
Viewing Previously Paid Time Flags 
Use the View Previously Paid Flags button to view all of the previously compiled time flags that have 
been updated to payroll. 

1. Click View Previous Paid Flags. 

2. Click an R/O in the list to view the R/O on your screen.  

3. Click Back to close the R/O or the View Previous Paid Flags screen.  
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Printing the Discrepancy Report 
The Print Discrepancies button allows you to print a discrepancy report. The report compares the 
information in the Accounting schedules to the compiled flag data. If the amounts don’t match, the 
discrepancies will print on the report. 

1. Click Print Discrepancies. 

2. When prompted to verify your printer is ready, select your print criteria and click Print. 

 
 

Printing the Flag Data 
After you edit the data, click Print Flag Data to print the compiled data. This lists all the repair orders 
for each technician and the total labor cost. 

1. Click Print Flag Data. 

2. When prompted to verify your printer is ready, select your print criteria and click Print. 

 
 

Updating the Flag Time To Pay 
The final step is to use this button to update the compiled data to the pay. The information is available 
on the Enter Employee Pay screen.  

1. Click Update Flag Time To Pay. 

2. Click OK when prompted to verify you want to update the data. 
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Viewing the Service Time Flag Data in the Current Payroll 
1. Click Exit until you are back at the Dealership Payroll menu. 

2. Click Enter Employee Pay on the Dealership Payroll menu. 

3. Select an employee. 

4. Click the department the time flag data is set to update. 

5. The system displays a message indicating pay data for the department has been pulled from 
the service time flags. Click OK to acknowledge the message. 

6. The pay pulled from the compiled and updated time flag data populates the screen.  

 

7. If you edit the information for the department, the flag data will not post to the individual repair 
order numbers under the work in process account. Instead, it will lump into the employee’s ID 
number and use that as the control in the work in process account. If you must edit the pay, 
do so under a different department number or go back and re-start the process with the time 
flags.  

8. Compile and print the payroll as you normally do. 

Tip: Running a payroll will not affect the flag time data compiled in Service until it is pulled to the 
payroll as described under “Compiling the Flag Data” on page 94. Once the data is pulled 
and the payroll is updated, the time flag data is deleted. Therefore, the time flag data should 
not be pulled until the user is ready to post the technicians’ payroll. If the user pulls the time 
flag data but posts and updated pay for another set of employees first (salesmen, office 
workers, etc.), the time flag data will be deleted and will no longer be available for posting.



Dealership Payroll Time Clock 
Chapter 11 
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The third option on the Times/Commissions menu is the time clock. The time clock feature allows you 
to track employees’ hours. Employees clock in and out, and the system tracks their hours. Employees 
automatically view a list of their total clocked hours every time they clock in or out. Managers can 
view the time clock data for the current day or pay period at any time. The payroll clerk can edit the 
time clock data, compile it, and update it to the current payroll. The updated information automatically 
posts to the payroll and can be viewed and edited on the Enter Employee Pay screen. 
 
Click Time Clock to open the Time Clock menu. You use this menu to setup the time clock. Once 
employees begin using the time clock, you can use this menu to view and edit the data as needed 
before compiling it and updating it to the payroll. 
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Setting up the Time Clock Feature 
Before you can use the time clock feature, you must enter setup information and run the time clock 
setup on each workstation that will use the time clock.    

 

 
Adding Employee Information 
You begin by setting the time clock department and the employee’s work schedule. As the system 
tracks the employee’s hours, it uses the parameters you set here to determine the paid hours it 
updates to payroll. You also use this screen to indicate which employees’ time clock data you want to 
update to payroll. When the system updates the time clock data to the current payroll, it updates the 
information to the department you set for each employee on this screen.  

1. Click Setup. The Time Clock Setup screen appears. 

2. In Time Clock Password, type the password you want to set for the time clock. When you 
type this password as the employee ID number on the time clock, you can view the time clock 
data. This allows managers to periodically check the list as needed.  

When you add a time clock password on this screen, the system automatically adds the 
password to the Miscellaneous Passwords screen in the Accounting Utilities. Similarly, if you 
entered a password for the time clock in the Accounting Utilities, the system automatically 
adds the password to the Time Clock Setup screen. 

3. In Minimum Days To Purge Time Clock Data, type the number of days back you want to 
keep in the clock. The purge utility will delete the information up to this number of days. The 
default is 30. If you leave this field blank, the system will use the default value. For example, 
if you leave 30 as the default, the system will purge up to the last 30 days. 

4. From the list on the right side of the screen, click an employee. The employee’s number fills 
in the Employee Number field. 
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5. The top-left part of the screen displays a list of departments assigned to the employee. Click 
the department(s) that will be used to post the time clock hours. The department number fills 
in under Department Distribution. If you select more than one department, specify the 
distribution percentage for each department. The total distribution must equal 100%. The 
system will update the clocked hours to the department(s) when it updates the time clock 
data to payroll. 

 

6. In Less, type the number of minutes, if any, that should be deducted from the entered time. 
For example, if an employee works from 8:00 a.m. to 5:00 p.m. and gets an hour for lunch, 
you would type 60 in this field. When you compile the time clock data, the system will subtract 
the “Less” time for each day from the employee’s hours.  

The system will always deduct this amount. For example, if an employee works from 8:00 
a.m. to 5:00 p.m. and skips lunch, the system will still subtract an hour from the employee’s 
hours if the Less field indicates it should. Therefore, the employee’s hours will compile as 8 
hours rather than 9 hours. You will need to edit the compiled time clock data to ensure the 
employee gets credit for this hour according to the pay regulations that apply to this 
employee.  

7. Based on the start, quit, and less values, the system automatically calculates the hours for 
each day and displays them in the Max field.  

8. Use the Allow O/T field to specify the amount of overtime the employee can claim each day. 
Then, use the Perm box to indicate if the number of hours specified in the Allow O/T field 
apply just to the current pay period or to every pay period. If you add a value to the Allow 
O/T field and leave the Perm box blank, the system will calculate the overtime just for the 
current pay. If you add a value to the Allow O/T field and select the Perm box, the system 
will always calculate the overtime. 

 

9. For each day of the week, type the start and quit time for this employee. Click Fill Down to fill 
the columns with the value entered in the first line. The fill stops at Friday, so you must type 
hours for Saturday and Sunday if the employee works on those days.  

10. In Allow Clock-In Up To [ ] Minutes Early, type the number of minutes this employee can 
clock in early. If the employee attempts to clock in too early, the system will display a warning 
and not allow the employee to clock in until the appropriate time based on this field and the 
time in the Start field for the current day of the week. 
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11. In Daily Grace Period, type the number of minutes you want to allow the employee to clock 
in late or clock out early. The employee can be short this many minutes, and the system will 
count the whole hour (rather than count the exact minutes). 

For example, Steve Smith works 8 hours a day. You enter 5 minutes as Steve’s grace 
period. On Monday, Steve clocks out early and is short 3 minutes for the day (7 hours 
and 57 minutes of clock time). Since he is within his grace period, the system will count 
the whole hour rather than 57 minutes and update 8 hours to Steve’s pay. On Tuesday, 
Steve clocks in late and is short 15 minutes for the day (7 hours and 45 minutes of clock 
time). Since Steve is over his grace period, the system will count the 45 minutes rather 
than the full hour and update 7 hours and 45 minutes to Steve’s pay.  

12. In Maximum Regular Time For Payroll Period, type the maximum number of regular hours 
per pay period the employee can claim before overtime pay would commence. If the clock 
time exceeds this number, the system only updates the maximum number of hours to payroll.  

13. In Maximum Over Time For Payroll Period, type the maximum number of overtime hours 
per pay period the employee may claim. If the clock time exceeds this number, the maximum 
number of overtime hours is updated to payroll.  

14. Use the Update Clock Time To Payroll field to indicate if this employee’s clock time should 
be updated to payroll. Type Y for yes or N for no. For salaried employees, type N. The 
salaried employees can still track their hours using the time clock, but the system will not 
update the information to payroll. 

15. In Employee Time Clock Password, type the password the employee will use to log on to 
the time clock.  

 

16. Click Save to save the information.  

17. Continue to enter information for each employee in the list. 

 
 
Setting Up the Time Clock on each Workstation 
The employee information is available on every workstation. However, in order to use the time clock 
feature, you must run the time clock setup on each workstation that will use the feature. You run the 
setup by clicking Setup Time Clock On This Client on the bottom of the Time Clock Setup screen.  

1. Click Setup Time Clock On This Client. 

2. Click OK when prompted to verify you want to set up the time clock.  

3. The system creates a Time Clock icon on the desktop.  
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Using the Time Clock 
Once you are finished entering the setup information and have completed the setup on each 
workstation, the employees can begin using the time clock to clock in and out. Employees open the 
time clock using the Time Clock icon on the desktop. If the workstation does not have an icon, the 
time clock setup has not been run on this workstation. 
 
 
Clocking In 

1. Double-click the Time Clock icon. The Time Clock opens and displays the system date and 
time. You cannot edit this information. 

2. Type your employee number. 

3. When prompted, type your password. 

4. If the buttons on the bottom of the screen are unavailable, press ENTER. 

5. Click Clock In.  
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6. The time clock displays a list of all the clocked hours for the employee number, including the 
date and time you just clocked in. 

 

7. Click OK (or press ENTER) to close the list. The list automatically closes after 10 seconds, so 
you can also wait until the list closes itself. 

Clocking Out 

1. Double-click the Time Clock icon. The time clock opens and displays the system date and 
time. You cannot edit this information. 

2. Type your employee number. 

3. When prompted, type your employee password. 

4. If the buttons on the bottom of the screen are unavailable, press ENTER. 

5. Click Clock Out. 

6. The time clock displays a list of all the clocked hours for the employee number, including the 
date and time you just clocked out. 

7. Click OK (or press ENTER) to close the list. The list automatically closes after 10 seconds, so 
you can also wait until the list closes itself. 
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Viewing the Time Clock List 

1. Double-click the Time Clock icon. 

2. Type your employee number. 

3. When prompted, type your employee password. 

4. If the buttons on the bottom of the screen are unavailable, press ENTER. 

5. Click View Time List. 

  

6. Your time list opens. The same list appears when you clock in and out. 

7. Click OK to return to the time clock. 

8. Click Close to close the time clock.
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Using the Time Clock Password 
From the Time Clock screen, managers can enter the time clock password and view the Time List for 
all the employees. This allows managers to periodically check on their employees. Managers can 
also edit clocked time for each employee and edit employee setup information. This allows managers 
to access the employees’ records without having to enter the Accounting module. You created the 
time clock password on the Time Clock Setup screen. 
 
 
Viewing the Time Clock List 

1. Double-click the Time Clock icon. 

2. In the Employee Number field, type “ADMIN” and press ENTER.  

3. The system will prompt you to enter a password. Type your administrative password in the 
field and press ENTER if necessary.  

4. The system displays the time clock list. The list displays all the time clock data for the current 
day. The decimal values represent tenths of an hour, not minutes.  

 

5. Click Full List to view all the time clock data available since the last time the payroll was 
compiled. Click Today to view just the data for the current day again.  

6. Click Back to close the list.
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Editing Employees’ Clocked Time 
The Edit Time button on the bottom of the Time Clock List screen allows managers to edit 
employees’ clocked hours. This is useful when employees forget to clock in or out. You can also 
remove lines from the time clock as needed.  

 

 
 
Editing a Line 

1. Click Edit Time on the bottom of the manager’s Time Clock List screen. The Edit Clock Time 
screen appears.  

2. The window on the right side of the screen displays a list of dates for each employee. From 
the list, click the employee and date you want to edit.  

3. The information for the selected line fills in the fields on the left side of the screen. The Time 
In fields display the date and time the employee clocked in, and the Time Out fields display 
the date and time the employee clocked out.  

4. Click in a field, and edit the information as needed. 

5. Click Save to save the changes. 

6. When you are finished, click Back to return to the time clock. 

 
 
Adding a Line 

1. Type the employee’s number. 

2. Type the clock-in date and time and the clock-out date and time as needed. 

3. Click Save. The line is added to the list on the right side of the screen.
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Removing a Line 

1. Click the line you want to remove in the list on the right side of the screen. 

2. Click Remove. 

3. Click Gone when prompted to verify you want to delete the record. 

 
 
Editing the Setup 
The Edit Setup button allows you to edit any employee’s time clock setup. The changes you make on 
this screen automatically update to the Time Clock Setup screen on the Time Clock menu in Payroll. 
This screen only allows you to edit an employee’s start, quite, and less time. The O/T fields are 
unique to this screen. Use these fields to record the authorized overtime for each employee for each 
day the employee works. Currently, the authorized overtime you enter on this screen does not update 
to the compiled pay.  

 

1. Click Edit Setup on the bottom of the manager’s Time Clock List screen. 

2. From the list on the right side of the screen, click the employee you want to select. The 
employee’s number fills in the Employee Number field. 

3. If the employee’s schedule was entered on the Time Clock Setup screen in Payroll, the 
schedule fills in the fields. You can add times or edit times as needed.  

4. In O/T, type the authorized overtime for each day the employee works. Type the time as 
hours and tenths of hours. For example, you would type 1 hour as 1.00, 1 hour and 15 
minutes as 1.25, etc. (See Appendix D for a list of conversion values.)  

5. Click Save to save the information. 

6. When you are finished editing the setup, click Back to return to the time clock. 
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Viewing the Time Clock List 
Use the View Time Clock List button on the Time Clock menu in payroll to view the active time clock 
data. The system automatically displays all of the time clock data available since the last time the 
payroll was compiled. Click Today to view just the time clock data for the current day. Click Full List 
to view the complete list of data again. The decimal values represent tenths of an hour, not minutes. 
You can view the same list by entering the time clock password on the Time Clock screen. This is just 
another way to view the list.  
 
 

Using the Maintenance Menu 
The Maintenance button on the Time Clock menu opens the Time Clock Maintenance menu. The 
options on this menu help you manage your time clock data. Use this menu to edit employees’ clock 
time, purge time clock files, and print time clock data and time clock history for individual employees.  

 

 
 
Purging the Time Clock Data 
The system automatically deletes the time clock data when you update the current payroll to the 
journals. However, you can use the Purge Time Clock Data button to manually remove time clock 
data if you do not want to update the information to payroll. You specify the ending date for the purge. 
The system will delete all time clock records up to this date.  

1. Click Purge Time Clock Data. 

2. The Purge Through date automatically fills in based on the Minimum Days To Purge Time 
Clock Data field on the Time Clock Setup screen. If you did not enter a value in the field on 
the setup screen, the system defaults to 30 days. If necessary, you can edit the date. Type 
the date in an eight-character format with or without slashes (mm/dd/yyyy or mmddyyyy). If 
you do not use slashes, press ENTER to continue. 

3. Click OK when prompted to verify you want to purge the records. 

4. The system displays a “Completed” message when it is finished deleting the data. Click OK 
to acknowledge the message. 
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Editing Time Clock Times 
The Edit Time Clock Data button on the Time Clock Maintenance menu allows you to edit 
employees’ clocked time. This screen works the same as the Edit Clock Time screen available from 
the manager’s time clock list screen. See page 107 for instructions on editing an employee’s clocked 
time.  
 
 
Printing the Current Time Clock Data 
Use the Print Time Clock Data button to print an employee’s time clock data from the current time 
clock. This data pulls from the data currently available in the time clock. The printout prints the actual 
time the employee clocked using the time clock. 

1. Click Print Time Clock Data. 

2. Type the employee’s employee number. 

 

3. Specify the date range for the time clock records you want to include. You must type the 
dates in an eight-character format with or without slashes (mm/dd/yyyy or mmddyyyy). If you 
do not use slashes, press ENTER to continue. 

4. When prompted to verify your printer is ready, select your print criteria and click Print. 

 
 
Printing the Time Clock History 
When the system purges time clock records from the system (when you update a payroll or use the 
purge utility), the system stores the time clock data in a history file. You use the Print Time Data 
History button to print an employee’s time clock data from the history file. The printout prints the 
actual time the employee clocked using the time clock. 

1. Click Print Time Data History. 

2. Type the employee’s employee number. 

3. Specify the date range for the time clock records you want to include. You must type the 
dates in an eight-character format with or without slashes (mm/dd/yyyy or mmddyyyy). If you 
do not use slashes, press ENTER to continue. 

4. When prompted to verify your printer is ready, select your print criteria and click Print.



 
 

111   |   P a g e  
 

Chapter 11 Time Clock 
 

Updating Time Clock Data to the Current Payroll 
When you are ready to compile a payroll, you use the first four buttons on the Time Clock menu to 
compile the time clock data, print the compiled data, edit the data, and update the data to the payroll. 
This automatically posts the payroll for each employee based on the hours they clocked.  
 
 
Compiling Time Clock Data 
First, you compile the time clock data for a specific pay group for a specific period.  

1. Click Compile Time Clock Data on the Time Clock menu. 

2. In Group, type the group number for the group you want to compile. 

 

3. Type the beginning date in From and the ending date in Through. You must type the date in 
an eight-character format with or without slashes (mm/dd/yyyy or mmddyyyy). If you do not 
use slashes, press ENTER to continue. 

4. Click OK when prompted to verify you want to compile the data. 

5. The system displays a “Did That” message when it is finished compiling the data. Click OK to 
acknowledge the message. 

 
 
Printing the Compiled Time Clock Data 
You should print the compiled time clock data and review it to ensure you do not need to edit any of 
the information before you update the compiled data to payroll. The printout separates each 
employee’s information and lists the actual time and the paid time for each day the employee had 
activity on the time clock. The actual time is the time the employee worked based on the activity on 
the time clock. The system calculates the employee’s hours down to tenths of an hour.  
 
The paid time is the time the system updates to the payroll. This time may or may not match the 
actual time. The system calculates the paid time based on the parameters you enter for each 
employee on the Time Clock Setup screen (start time, quit time, and less time). 
 
If the actual time is more than the paid time, you will have to verify if the employee is eligible for 
overtime and if the department manager approved the overtime hours. You can add hours to the paid 
time using the Edit Compiled Data option on the Time Clock menu. 

1. Click Print Compiled Data. 

2. When prompted to verify your printer is ready, select your print criteria.
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Editing the Compiled Data 
Once you compile the time clock data, you can edit the data as needed. You can distribute the 
compiled hours between the employee’s two pay rates, and you can distribute the appropriate 
number of hours for regular pay, overtime pay, and double-time pay. The system updates the time 
clock data to the pay exactly as it appears on this screen. This screen allows you to edit the 
information here so you do not have to edit it on the Enter Employee Pay screen. 

 

 
 
Editing Time Clock Data 

1. Click Edit Compiled Data. The Edit Compiled Data screen appears. 

2. The window on the right side of the screen lists all the employees with compiled time clock 
data. The hours for each employee appear next to the employee’s name.    

3. Click an employee in the list. The window on the right side of the screen displays the 
employee’s time clock data. 

4. The system automatically compiles all the hours as regular pay hours and displays the total 
hours in the Regular Hours field. If necessary, edit the hours fields so each field displays the 
appropriate number of regular, overtime, and double-time hours. You can also distribute the 
hours between pay rate 1 and pay rate 2 as needed. 

5. When you are finished, click Save.  

 
 
Deleting and Employee’s Time Clock Data 
Once you delete an employee’s time clock data, you cannot retrieve it unless you recompile all of the 
time clock data. However, recompiling the data voids any edits you made to any of the employees’ 
time clock information. 

1. Select the employee. 

2. Click Remove. 

3. Click Gone when prompted to verify you want to remove the data. 
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Updating the Compiled Time to Payroll 
When you are finished reviewing the time clock data, you update the compiled data to the current 
payroll. You can view and edit the information on the Enter Employee Pay screen.  

1. Click Update Time To Pay. 

2. Click OK when prompted to verify you want to update the compiled information. 

 
 
Viewing the Payroll Information 

1. Click Exit until you are back at the Dealership Payroll menu. 

2. Click Enter Employee Pay on the Dealership Payroll menu. 

3. Select an employee. 

4. Click the department the time clock data is set to update. 

5. The pay pulled from the compiled and updated time clock data is displayed. If you edited the 
compiled time clock data, you may need to press ENTER to advance through the pay fields 
before the screen reflects the changes you made to the data. 

 

6. Compile and print the payroll as you normally do.
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Dealership Payroll Sales Commissions 
Chapter 12 
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The last option on the Times/Commissions menu is the sales commissions feature. Clicking Sales 
Commissions opens the Vehicle Sales Commissions menu. This feature allows you to pull the 
vehicle sales commission to the payroll instead of manually posting the commission.   
 
When you post a vehicle sale in Accounting and update the sale to the books, the system stores the 
commission information in a vehicle sales file. You use this menu to pull the commission information 
from that file. Once you pull the commission information, you edit it as needed and update it to the 
current payroll. The information is then available on the Enter Employee pay screen.  

 

Important: Because the system uses the vehicle sales file to pull the commission information, you 
cannot use the sales commission feature if you do not post commission on the Ancillary 
Entries screen when posting the sale to the vehicle sales journal. Similarly, you can only 
use the sales commission feature if you post commission to one accrued commission 
account. You can only select to update the commission to one department for each 
employee, so if you post commission to both a new and used sales commission 
department, you will have to manually enter the commission on the Enter Employee Pay 
screen.
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Entering Setup Information 
Before using the sales commission feature, you must enter setup parameters using the Setup button. 
You will assign the correct salesman number, department number, and pay type to each salesperson. 
First, the system uses this information to pull the commission from the vehicle sales file. This ensures 
the system pulls the correct information for each salesperson. Second, this setup tells the system 
which department and pay type the commission should be added to when it updates the information 
to payroll. The pulled information is available on the Enter Employee Pay screen, which means less 
data entry is required.  

 

1. Click Setup. The Salesman Commission Setup screen appears. 

2. The window on the right side of the screen displays a list of employees. Click the salesperson 
you want to select. The Employee Number and Accounting Control fields fill in with the 
employee’s control numbers, and a list of the employee’s departments appears.  

3. In Salesman Number, type the salesperson’s ID number, or select the salesperson from the 
drop-down list. All the salespeople entered in the Accounting setup appear in this list. 

4. In Department, type the department number for commission, or click the department in the 
employee’s department list.  

5. In Pay Number, type the pay type for commission. This number corresponds to the line 
numbers on the Pay/Deductions Setup screen (01 for regular, 02 for overtime, etc.). For 
example, if commission needs to be posted as regular pay, type 01. On the other hand, if you 
entered commission as pay type 05 on the Pay/Deductions screen, type 05. 

6. Click Save. The ID number, department number, and pay number appear next to the 
salesperson’s name in the list on the right side of the screen. Repeat these steps for all the 
salespeople.
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Compiling the Commission Data 
First, use the Compile Commission Data button to compile the vehicle sales commission. The 
system scans the vehicle sales file and pulls the vehicle sales commission for the specified period. 
Before you compile the vehicle sales commission, you must ensure that the Accounting Department 
has updated all vehicle sales journal transactions for the pay period you are entering. Any journals 
that have not been posted to the month will not be included in the compiled data. 

1. Click Compile Commission Data. 

2. Specify the date range you want to use. In From, type the beginning date, and in Through, 
type the ending date. You must type the dates in an eight-character format with or without 
slashes (mm/dd/yyyy or mmddyyyy). If you do not use slashes, press ENTER to continue. 

 

3. Click OK when prompted to verify you want to compile the data. 

 
 

Printing the Commission Data 
You should print the commission data and review it to make sure you do not need to edit any of the 
data. The printout separates each salesperson’s information and lists each sale for the selected 
period. For each sale, the printout lists the deal number, commission, sale date, vehicle model year, 
vehicle make, vehicle model name, and the customer’s last name. The end of each salesperson’s 
commission analysis lists the individual’s total commission for the period.  

1. Click Print Commission Data. 

2. When prompted to verify your printer is ready, select your print criteria and click Print. 
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Editing the Compiled Data 
The Edit Compiled Data button opens the Edit Salesman Commissions screen. Use this screen to 
edit the commission information the system pulled from the vehicle sales file. 

 

 
 
Editing the Commission on a Sale 

1. Click Edit Compiled Data. 

2. The window on the left side of the screen displays a list of salespeople. Click the salesperson 
you want to select. 

3. The window on the right side of the screen displays a list of sales pulled for the salesperson. 
Click a sale to select it. 

4. The Deal field populates with the deal number. This is usually the stock number for the 
vehicle unless the operator entered a different deal number when posting the sale.  

5. The Commission field displays the commission for the sale. Edit the amount as needed. 

6. Click Save to save the edited information.
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Viewing a Recap of a Sale 

1. Select the salesperson. 

2. Select the sale. 

3. Click View Recap. 

4. The screen displays the recap sheet originated at the time of the sale.  

5. Click Close to return to the Edit Salesman Commissions screen. 

 
 
Pulling a Current Sale 
The Current Sales List button allows you to view sales for the 30 days before and 30 days after the 
date range you specified when compiling the commission data. This gives you the opportunity to view 
sales that were not included in the compiled data. You can select sales from this list and add them to 
the compiled list. This ensures you allows you to update commission from a sale you may have 
otherwise missed because of the date range you selected when compiling the data.  

1. Click Current Sales List. 

2. Click the sale you want to pull. 

3. Click OK when prompted to verify you want to pull the selected sale to the compiled 
commission data. The sale will appear in the salesperson’s sales list on the right side of the 
screen. 

 
 
Removing a Sale 
If necessary, you can remove a sale from the salesperson’s compiled data. This does not remove the 
sale from the system or affect the sale in any way. This action simply removes the data from the sales 
list on this screen. Once you delete a sale from the compiled data, you cannot retrieve it unless you 
recompile all of the commission data. However, recompiling the data voids all edits you made to the 
commission data.  

1. Select the salesperson. 

2. Select the sale. 

3. Click Remove. 

4. Click Gone when prompted to verify you want to delete the record.
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Updating the Commission To Pay 
The final step is to update the compiled data to the pay. The information is available on the Enter 
Employee Pay screen.  

1. Click Update Commissions to Pay. 

2. Click OK when prompted to verify you want to update the data. 

 
 

Viewing the Commission in the Current Payroll 
1. Click Exit until you are back at the Dealership Payroll menu. 

2. Click Enter Employee Pay on the Dealership Payroll menu. 

3. Select the employee. 

4. Click the department the vehicle sales commission is set to update. 

5. The system displays a message indicating pay data for the department has been pulled from 
the vehicle sales commission. Click OK to acknowledge the message. 

6. The pay pulled from the compiled and updated vehicle sales commission populates the 
screen.  

 

7. Compile and print the payroll as you normally do. 

 
 



Dealership Payroll Maintenance 
Chapter 13 
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The Maintenance feature allows you to adjust the payroll records. These adjustments affect only the 
payroll records. You must make the necessary adjustments through journal entries to make the 
necessary corrections to the general ledger. Generally, you will use 40 as the journal number and the 
deleted check as the document number. Reverse each account and amount accordingly, and post the 
journals as you normally do. 

 

You will also use this menu to close the payroll for the year. When you close the year, you close the 
payroll and print W-2 forms. You can print W-2 forms any time during the year, but you must close 
the payroll before posting the first payroll of the new year. This chapter covers the basic 
instructions for completing the year-end closing to help you become familiar with the feature. If 
special instructions are required, Autosoft will send supplemental instructions for closing the year.  
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Edit Employee Pay Data 
Use this button to open the Employee Pay Corrections screen to edit an employee’s pay information. 

 

 
 
Editing an Employee’s Pay 

1. Click Edit Employee Pay Data. The Edit Employee Pay Records screen appears. 

2. Type the employee number for the employee whose pay you want to edit, or click Employee 
List to select the employee from a list. The employee’s ID number and name populate the 
screen.  

3. Type the pay date for the pay you want to edit, or click Pay List to select the pay from a list of 
available pay dates.  

4. The Check Number, Weeks Worked This Pay, and Demo fields populate with the 
information for the selected pay.  

5. The bottom of the screen displays all the pay information for the check. It lists the type of 
pays, pay amount, hours worked, deductions, and deduction amounts.  

6. Click in the field and edit the information as needed.  

7. Click Save to save the changes.  

 
 
Deleting a Pay 

1. Select the employee and pay date. The screen displays the pay information. 

2. Click Delete A Pay.  

3. Click OK when prompted to verify you want to delete the record.
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Editing A Department Pay 
You can edit the pay for individual departments using the Dept. Pay button on the bottom of the 
screen.  

1. Select the employee and pay date. The screen displays the pay information. 

2. Click Dept. Pays at the bottom of the Edit Employee Pay Records screen. The Edit 
Department Pay pop-up opens. 

 

3. Select a department by clicking it from the list on the right side of the pop-up.   

4. Type the pay in the Amount column for the appropriate line. 

5. Type the number of hours in the Hours column.  

6. Click Save to save the changes. 

 
 

Refresh Pay Data History 
Use this button to update the employee pay data edited using the Edit Employee Pay Records 
screen.  

1. Select Refresh Pay Data History from the Maintenance menu. 

2. Click OK when prompted to verify you want to update the records.  

3. The system displays a message indicating it updated the pay records and reminding you that 
you may need to make a journal entry to change the pay in the general ledger. Click OK to 
acknowledge the message. 
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Delete A Completed Payroll 
Use this button to delete a compiled payroll for all employees for a specific date.  

1. Click Delete A Completed Payroll. 

2. Type the month and day for the payroll you want to delete.  

3. Click OK when prompted to verify you want to delete the records.  

4. The system displays a message indicating it deleted the pay record and reminding you that 
you may need to make a journal entry to remove the pay from the general ledger. Click OK to 
acknowledge the message. 

Important: This option will delete all payrolls with the date you specify.  

 
 

Change Date Of A Pay 
Use this button to change the date of a pay.  

1. Click Change Date Of A Pay. 

2. The system displays a warning explaining that you need to make certain you are clear about 
what you are about to do. Click OK to acknowledge the message.  

3. Type the month and day for the original pay date in From and the month and day for the new 
pay date in To.  

4. Click OK when prompted to verify you want to change the records. 

5. The system displays a “Completed” message when it is finished. Click OK to acknowledge 
the message. 

Important: This option will change the date of all payrolls with the date you specify.  
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Delete One Pay For One Employee 
Use this button to delete a pay for a specific employee.  

1. Click Delete One Pay For One Employee. 

2. Type the employee’s number, or click “Click Here for List” to select the employee from the 
employee list.  

3. Next, type the check number used for the pay you want to delete.  

4. Click OK when prompted to verify you want to delete the record.  

5. The system displays a message indicating it deleted the pay record and reminding you that 
you may need to make a journal entry to remove the pay from the general ledger. Click OK to 
acknowledge the message. 

 
 

Compiled Payroll Archives 
Use this button to print the compiled payroll information for a past pay. The archives hold payroll 
information for one month and are only available on the workstation that actually updated the payroll. 

1. Click Compiled Payroll Archives. A list of payrolls that were updated during the last month 
appears in the list to the right. Each payroll lists the date and time the payroll was updated. 
Remember, the payroll archives are only available on the workstation that actually updated 
the payroll. 

2. Click the payroll you wish to print. A viewing pop-up opens and displays the payroll 
information. 

3. To print the information, click Print on the toolbar. 

4. Click File, and select Exit to close the viewing screen (or click the X in the top right-hand 
corner). 
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Year-End Closing & W2’s 
This button advances you to the Year-End Closing menu. You use this menu to close the year. You 
should close the year after the last payroll for the current year and before the first payroll of the new 
year; however, you can print W-2 forms at any time. Closing the year moves all the year-to-date 
figures to a holding file. The payroll records go to zero so the new payroll can begin.  

 

Systematically work your way through this menu. Begin with the first option, and continue down the 
menu until you have finished closing the year and printing the W-2 forms.
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Year End Closing 
Use this button to open the End of Year Closing screen to enter information to print on the W-2 forms. 

 

1. Click Year End Closing. The Year End Closing screen opens. 

2. A list of deductions and the corresponding deduction number appears in a list on the right 
side of the screen. Type the deduction number for each deduction specified on the screen. 
The description of the deduction appears in the description box for your reference.  

3. For the state taxes, type the two-character abbreviation for the state in the first box and the 
deduction code in the second box.  

4. For local taxes, type the locality (city, township, parish, etc.) in the first box and the deduction 
code in the second box.  

5. Type the state ID numbers that must print in boxes 15A and 15B.  

6. When completing information for Box 12 and 14, you must refer to the IRS “Instructions for 
Forms W-2 and W-3” publication for the tax year. 

7. Finally, type the FICA maximum wage.  

8. Click Close. 

9. Click OK when prompted to verify you want to close the year.  

10. The system takes you back to the Year-End Closing menu. The menu displays a “Year End 
Was Last Closed (Date)” message indicating the date the year was closed. 
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Edit W2 
Use this button to edit W-2 data that will print on the printed W-2 forms. You do not have to complete 
this step until you are ready to print the W-2 forms. The data will remain in the W-2 file for the rest of 
the year. Refer to the Federal W-2 Instruction booklet for specific details about the information 
required in each box on the W-2 form. 

 

Note: The system will only create W-2 records for employees who have had payroll activity during 
the past year. 

 
 
Editing W-2 Information 

1. Click Edit W2. The Edit W2 Data screen appears. 

2. Type the employee number for the employee whose W-2 information you want to edit, or 
select the employee from the list on the right side of the screen. The employee’s W-2 
information populates the screen.  

3. Verify the information is correct. The numbers in each section refer to the box numbers on 
the W-2 form. For example, the employee’s social security number will print in box d on the 
form.  

4. Edit the information as needed. 

5. Click Save to save the information. 

6. Continue to edit records.  

7. When you are finished, click Back to return to the Year End Closing menu.
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Deleting a W-2 
Use the Delete button to delete a W-2 record. Once you delete the information, you cannot retrieve it. 
You will have to manually re-enter the W-2 information if you determine the information needs to be 
printed.  

1. Select the employee. 

2. Click Delete. 

3. Click Gone when prompted to verify you want to delete the record. 

 
 
Print W-2 Data 
Use this button to print the W-2 data to verify the information is correct before printing the actual W-2 
forms. You should also keep a copy of the report for your records.    

1. Click Print W2 Data. 

2. When prompted to verify your printer is ready, select your print criteria and click Print. 

 
 
Print W-2s 
Use this button to print the actual W-2 forms. Be sure to print a test form to verify the alignment 
before printing a large batch of forms. 
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Test Printing 
Before you print the W-2 information, perform a test print to ensure the print will line up on the forms.  

1. Load the W-2 forms in your printer. If you prefer, you can also print the test page on blank 
paper and compare it to the W-2 form to check the alignment.  

2. Click Print W2’s. The Print W2’s screen appears. 

3. Click Test Print.  

4. Click OK when the system indicates it will print one form to test the alignment.  

5. When prompted to verify your printer is ready, click to select To Printer, and click Print. Do 
not print to screen and then print to the printer. Always print your test prints directly to the 
printer. 

6. One form prints. Verify everything lines up.  

7. If the text does not line up, edit the Start Line Factor and Left Margin Factor.  

• The Start Line Factor determines how far down on the page the text prints. Increase the 
value to move the text down, or decrease the value to move the text up.  

• The Left Margin Factor determines how far to the right the text starts printing. Increase 
the value to move the text to the right, or decrease the value to move the text to the left.  

8. Continue to test print until everything lines up. 

 
 
Printing the W-2 Forms 
Once your forms line up, you can print the actual W-2 forms. 

Important: If you select to print your W-2 forms “to screen” and then print the forms from the 
viewing screen, they will not line up. You must close the viewing screen and print the 
forms again, selecting “To Printer.” 

1. Verify the W-2 forms are loaded in the printer.  

2. Verify the employer’s information is correct. The employer’s information will print on the W-2 
forms exactly as it appears on this screen.  

3. Type the employer’s Federal ID/EIN.  

4. Type the employee number for the employee you want to use as the starting point for the 
print job in the Print From Employee field. The right side of the screen displays a list of 
employees for your reference. 
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5. Type the employee number for the employee you want to use as the ending point for the print 
job in the To Employee field, or leave this field blank to print all of the remaining W-2 forms.  

 

6. When prompted to verify your printer is ready, click to select To Printer, and click Print. 

Important: If you select to print your W-2 forms “to screen” and then print the forms from the viewing 
screen, they will not line up.  
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Print W3 Transmittal 
Use this screen to print the W-3 form. You should perform a test print to ensure the text lines up on 
the form before printing the final copy. 

 

 
Test Printing 

1. Load W-3 forms in your printer. If you prefer, you can also print the test page on blank paper 
and compare it to the W-3 form to check the alignment.  

2. Click Print W3 Transmittal. The Print W3 Transmittal screen opens. 

3. Click Test Alignment to print a test copy of the form to ensure the text lines up. 

4. Click OK when the system indicates it will print one form to test the alignment. 

5. When prompted to verify your printer is ready, click to select To Printer and click Print. 

6. A test form prints. Verify everything lines up.  

7. If the text does not line up, edit the Start Line Factor and Left Margin Factor.  

• The Start Line Factor determines how far down on the page the text prints. Increase the 
value to move the text down, or decrease the value to move the text up.  

• The Left Margin Factor determines how far to the right the text starts printing. Increase 
the value to move the text to the right, or decrease the value to move the text to the left.  

8. Continue to test print until everything lines up. 
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Printing the W-3 Information 

1. Verify the W-3 forms are loaded in the printer. 

2. Verify the totals that must print in each box on the W-3 form. 

3. Box 15 should contain the state abbreviation and the state ID number if you only have one 
state withholding. If you have multiple state withholdings and multiple state ID numbers, the 
IRS instructions state that you should type an X as the state abbreviation and leave the ID 
number box blank. 

4. The W-3 form does not include reporting of the total value of healthcare coverage for all 
employees. (See General Instructions for Forms W-2 and W-3 from the IRS for more 
information.) 

5. Click Print W3 to print the form. When prompted to verify your printer is ready, click to select 
To Printer, and click Print.  

6. When the form is finished printing, click Exit to close the screen. 

 
Remove Dormant Records 
Use this button to remove dormant payroll records. These are the records flagged as inactive. The 
system also considers employees who have not had a paycheck printed for one year to be dormant. 
Therefore, if a new employee has been hired but has not had a paycheck printed, he/she may appear 
on the list of dormant records. You may exclude employees from having their records deleted.  

 

Important: Run this maintenance immediately after the End-of-year update and before the 
next payroll. This maintenance will not remove records that have activity if you run it 
any other time. This feature will flag records with any activity as “Active” even if you 
have previously flagged the record as “Inactive.” 
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Removing Records 

1. Click Remove Dormant Record. 

2. The window on the left side of the screen displays a list of the records flagged as inactive. 

3. Click to clear the selection box next to the employee’s name if you want to keep the 
employee’s record. A checkmark means the employee is selected for removal. A blank box 
means the employee is not selected, and the employee’s records will remain in the system.  

4. Click Remove Records. 

5. Click Gone when prompted to verify you want to delete the records. 

6. The system prompts you with a “Completed” message when it is finished deleting the 
records. Click OK to acknowledge the message. 

7. The system returns you to the Year-End Closing menu. 
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Generate State W-2 e-File 
The Generate State W-2 e-file button allows you to generate a file for your state W-2 data. You can 
use the file to submit the data electronically. Like W-2 forms, the W-2 e-file can be generated at any 
time after the year-end data has been prepared.  

The file will only contain data for employees that have had the specified state’s taxes withheld. For 
example, if your dealership is in Pennsylvania and employs residents of both Pennsylvania and Ohio, 
the file generated for Pennsylvania will not include Ohio residents that did not have Pennsylvania 
taxes withheld and vice versa. 

Each state dictates what data needs to be included in the state record(s) that are submitted. These 
specifications may change without notice. Similarly, each state dictates how the files need to be 
submitted (on paper, through e-file, on removable media, etc.). Autosoft generates the file as a 
courtesy based on the W-2 data in the system and can only be responsible for issues directly related 
to the file format. It is your responsibility to understand your state’s requirements for submitting W-2 
information. 

Many states will allow you to submit a test file for validation prior to submitting the live data. Login 
credentials are required in most states. You can perform this test any time of the year as long as the 
filing year matches the state’s test year. If the file does not validate due to the format, contact 
Autosoft with details about the formatting issues.  

Most states will not accept W-2 corrections via e-file once the originals are submitted and received. If 
the state requires a corrected W-2, you must send in a paper copy of the correction. You cannot 
generate corrections through the program. It is your responsibility to understand your state’s 
requirements for submitting corrected W-2 information.  

1. Click Generate State W-2 e-File.  

2. Click OK when prompted to verify you are ready to generate the file for the state indicated. 

Tip: The system selects the state based on the state for your dealership. If you need to generate a 
file for out-of-state employees, click Change. Use the State drop-down menu to select the 
state. Remember, the file will only contain data for employees who have had the specified 
state’s taxes withheld.  

3. For dealerships with in-house server-based FLEX DMS, the system displays a message 
indicating that C:\ASITEXT\EFW2_ST.TXT (where ST is the two-letter abbreviation for the 
state) has been created. However, for dealerships using the hosted FLEX DMS, the file will 
be saved at K:\ASITEXT\EFW2_ST.TXT. You may need to rename the file based on the 
naming requirements for your state. Click OK to acknowledge the message. 

Important: If your dealership employs the hosted FLEX DMS, you will need to copy and paste 
the ASITEXT\EFW2_ST.TXT file from the K:\ drive to your computer’s desktop. 
This will enable you to upload the file via the Internet, as access may be limited 
under the hosted server. To see complete instructions regarding saving and 
copying files from the hosted FLEX DMS server to a local drive, see Appendix B.  
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4. The system warns you that the file remains in the specified location until it is manually 
deleted. You should upload the file as needed and move the file to a secure location. Autosoft 
recommends you remove the file from the computer and save it to a secure location due to 
the sensitive nature of the data. Click OK to acknowledge the message. 

 

Finishing Up 
You are finished learning the basic features of the Dealership Payroll module. You should keep this 
manual at your desk as you work so you can reference it as needed until you are comfortable with the 
payroll process and other features outlined in this manual. The remaining information in this manual is 
for customers who want to use special payroll features, such as direct deposit and vacation tracking. 



Dealership Payroll Conclusion 
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CCoonncclluussiioonn  
This concludes the instructions for using the Payroll feature in the Autosoft DMS system. You should 
reference the manual as you work until you are comfortable with the procedures. When you do have 
questions, press F1 to display the help page so you can read detailed information about each screen. 
If you cannot find the information you are looking for, call the Autosoft Support Desk at (800) 473-
4630 for assistance. 
 
 
The appendices that follow contain specialized information some users may need. Appendix A 
explains how to set up your payroll deductions if you have a 401K or cafeteria plan. Appendix B 
explains how to set up your system if you use direct deposit. Appendix C explains how to track 
vacation time, and Appendix D is a time conversion chart you will need to use if you use the time 
clock. Refer to these appendices if they apply to your payroll needs. 
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AAppppeennddiixx  AA  SSeettuupp  ffoorr  440011KK  aanndd  CCaaffeetteerriiaa  PPllaannss  
If you have a 401K plan or cafeteria plan, you need to set up the payroll deductions in a specific 
order. This appendix provides an overview of how 401K plans and cafeteria plans affect taxes and 
provides examples of how to set up the deductions based on the plans you have and the state and 
local tax bureaus’ requirements.  
 
401K plans affect federal income tax, but they do no affect FICA or FICA Medicare. The 401K will 
affect the state and local taxes only if the individual state or local tax bureau recognizes the plan as 
being tax deferred income.  
 
If you have a Cafeteria plan, the customer will need to call the insurance company providing the 
coverage and find out which taxes the plan affects. Most cafeteria plans affect federal income tax, 
FICA, and FICA Medicare. The cafeteria plan will affect the state and local taxes only if the individual 
state or local tax bureau recognizes the plan as being tax deferred income. There are many types of 
cafeteria plans. Check the specifics of your plan before setting up the payroll deductions.  
 
The remainder of this appendix provides examples of how to set up the payroll deductions based on if 
you have a 401K plan or cafeteria plan and whether or not the income is considered tax deferred. 
Use the example that corresponds to the pay deductions that apply to your state and local tax bureau. 
The example setup screens show an S in the TD column next to State Tax. This indicates that this tax 
uses a state tax table. If your state does not use a state tax table, type N in the TD column for State 
Tax.  
 
 

No 401K or Cafeteria Plan 
Always leave the first two lines blank. 
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401K Only 
Both State and local recognize 401K as tax deferred 

 

 
 
Both State and local do not recognize 401K as tax deferred 
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State recognizes 401K as tax deferred but local does not 

 

 
 

Cafeteria Only 
Both state and local recognize cafeteria as tax deferred 

 

 
 



 
 

142   |   P a g e  
 

Autosoft DMS Dealership Payroll 
 

Both State and local do not recognize cafeteria as tax deferred 

 

 
 
State recognizes cafeteria as tax deferred, but local does not 
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401K and Cafeteria 
Both State and local do not recognize either as tax deferred 
 

 
 
State recognizes cafeteria as tax deferred but not 401K, and local does not recognize either as 
tax deferred 

 

 



 
 

144   |   P a g e  
 

Autosoft DMS Dealership Payroll 
 

Both state and local recognize cafeteria as tax deferred but do not recognize 401K as tax 
deferred 

 

 
 
State recognizes both 401K and cafeteria as tax deferred, but local does not recognize either 
as tax deferred 
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State recognizes both 401K and cafeteria as tax deferred, but local only recognizes cafeteria 
as tax deferred 

 

In the above example, the program will calculate the deductions using the following equation. The 
figures presented are just examples to illustrate how the setup will be used. The example uses a 
$500 gross pay and a deduction setup with a $30.00 cafeteria plan and 3% 401K plan. 
 
 

Total Wages  $500.00 
− Cafeteria − $30.00 
= Adjusted gross FICA, FICA Medicare, 

and local taxes will be figured on 
 $470.00 

− 401K − $15.00  (3% of the gross) 
= Adjusted gross federal and state tax 

will be figured on 
  $455.00 
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AAppppeennddiixx  BB  DDiirreecctt  DDeeppoossiitt      
Use the following instructions to set up and use direct deposit in the Payroll module. 
 
 

Setting Up Direct Deposit 
To use direct deposit, you must set special parameters in the general ledger, deductions, 
miscellaneous parameters, employee information, and printer setups. 
 
 
General Ledger 
In the Setup for the Accounting module, create a liability account for the direct deposit activity from 
payroll and disbursements. Do not schedule the account. The detail should be sufficient for your 
records.  
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Setting Up the Direct Deposit Deduction 
In the Pay/Deduction Descriptions screen within Payroll Setup, set up a deduction called “Direct Deposit” 
on line 32. You must capitalize the first letter of both Direct and Deposit, leaving the remainder of each 
word lowercase. Direct deposit must be set as the last deduction (line 32) to ensure the feature works 
properly. The deduction will be on the gross pay (G), and there will not be a table for the deduction (N). 
Be sure to type the general ledger account number for the account you created to post the direct deposit, 
and enter S to flag the account as a scheduled account. This will ensure the payroll posts the general 
ledger account by line rather than by totals. 

 

 
 
Adding Employee Direct Deposit Information 
You must add the employee’s banking information in the Employee Master File (Employee Information). 
On the Employee Information screen, select the employee. Then, click Statistical. On the Statistical 
screen, click Bank Info. Fill in the employee’s banking information for the account where the payroll will 
be direct deposited, and click Save. 
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Setting Printer Parameters for Direct Deposit 
You will enter your dealership’s banking  information for direct deposit purposes using the Printer Setup 
button on the Payroll Setup menu.   

 

1. From the Dealership Payroll menu, select Setup. The Payroll Setup menu will open.  

2. Click Printer Setup.  The Payroll-specific Printer Setup screen will open. 

3. In the Account Number field, type the bank account number out of which your dealership pays 
payroll. 

4. In Bank Routing Code, type your bank’s routing number for payroll purposes.  

5. Use the Corporate ACH Routing field to enter your bank’s nine-digit Automated Clearing House 
account number. The ACH will be used to generate the NACHA file transmission and is optional. 
This field is bank-specific. Please check with your bank to see if the ACH routing number is 
required for direct deposits.  

When generating the NACHA file (using the Reports option on the Dealership Payroll menu), the 
system will prompt you to indicate if you will include the total debit entry dollar amount record. If 
you select Include, the Corporate ACH Routing field in the Payroll Printer Setup screen must be 
filled. 

6. In Bank Name, type the name of your bank.  

7. Click Back when you’re finished adjusting your printer settings. 
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Posting Direct Deposit 
Posting payroll for a direct deposit setup varies slightly from posting payroll in a “regular” payroll 
setup. You will need to be aware of the following differences during the posting, compiling, and 
printing of payroll. 
 
 
Enter Deductions 
Enter the payroll as you usually do. Then, advance to the Enter Deductions screen, and set up a 
direct deposit deduction for each employee who has direct deposit.  

1. Click the direct deposit deduction in the list. The deduction fills in the working line. 

2. Set the direct deposit deduction to 999999.99.  

3. Leave the Annual Max blank. 

4. Type Y for R/P (regular pay), B/P (bonus pay), and S/P (special pay). 

5. Type N for Demo. 

 

6. Press ENTER to file the deduction line. 

7. Repeat steps 1 through 6 for each employee who will receive a direct deposit.  

 
Print Compiled Payroll 
When you compile and print the payroll, the amount of the net pay will be zero.  
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Print Current Deductions 
Use the Print Current Deductions option on the Compile Payroll menu to print a list of the 
employees who have direct deposit. The list prints the employee’s name, social security number, and 
the amount deposited into the employee’s account.  

 

 
 
Print Payroll 
Print the payroll check, and give just the stub to the employee for his/her records. For Accounting 
purposes, it is necessary to print the zero check. This will give you all of the detail necessary in your 
payroll records and in your general ledger.  
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Reports 
After you update the payroll to Accounting, you can print the list of employees who have direct 
deposit through the Payroll Reports. Debit the account when you send the list to the bank. 

1. Click Reports. 

2. Click Special Purpose Reports. 

3. Click Print Selected Deductions.   

4. Type the deduction number for direct deposit.   

5. Specify the date range you want to use for the report. You must type dates in an eight-
character format with or without slashes (mm/dd/yyyy or mmddyyyy). If you do not use 
slashes, press ENTER to continue. 

6. When prompted to verify your printer is ready, select your print criteria and click Print. 

 
 

Submitting the Direct Deposit Report to your Bank 
After you update the current payroll, you will print the direct deposit report. You cannot print the direct 
deposit report until after you update the payroll since the direct deposit information pulls from the 
employee’s pay history. You will upload this direct deposit report to your bank’s website so your bank 
can debit and credit the appropriate accounts.  

Important: If you have not completed the employee bank account setup, the banking information 
will not be transmitted with the payroll data, and the bank will not be able to complete 
the transaction. 

Generating the AAACH File 

1. Click Reports on the Dealership Payroll menu. 

2. Click Payroll Transmissions. 

3. Click Generate AAACH.CSV. 

4. The month and day fields default to the last pay date. Press ENTER to advance through 
these fields or type a new month and day in the corresponding fields. 
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5. Click OK to compile the report. 

 

6. The system prompts you that the report has been generated and saved to your C:\ASITEXT 
folder (for dealership’s using an on-site server-based DMS; the file will be located in a 
different drive for dealership’s using a hosted server-based DMS) and that you must verify 
that the information is accurate before submitting it to the bank for direct deposit. Click OK to 
continue. 

7. You will be prompted that the spreadsheet is for review only and that all changes need to be 
made through the Autosoft Payroll system and not on the spreadsheet. Click OK to continue. 

8. You are prompted again that the file remains in the C:\ASITEXT folder (for dealership’s using 
an on-site server-based DMS; the file will be located in a different drive for dealership’s using 
a hosted server-based DMS) until you manually delete it and that you should delete the file or 
move it to a secure location as soon as you are finished submitting it to the bank. Click OK to 
continue. 

9. The report opens on your screen. Verify the information is correct. If it is correct, it can be 
submitted for the direct deposit through your bank's website. If there are errors, you must fix 
them through the payroll system and generate the report again. 

Generating the NACHA File 

1. Select Reports from the Dealership Payroll menu. 

2. Click Payroll Transmissions. The Payroll Exports menu will open. 

3. Click Generate NACHA File.  

4. The month and day fields default to the last pay date. Press ENTER to advance through the 
fields or type a new month and date in the corresponding fields.  

 

5. The system will prompt you to verify you want to compile the report. Click OK.  
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6. If you have not completed the setup for direct deposit, the system will alert you that you must 
set up bank information prior to generating the report. Click OK to acknowledge the message 
and return to the beginning of this appendix to complete each step of the direct deposit setup.  

If the direct deposit setup has been completed, a message will ask you if you wish to include 
or exclude the total debit entry dollar amount record. This is the total dollar amount that the 
dealership will be paying the employees. This is optional and bank-specific. Please check 
with your bank to verify if this figure is necessary at the bottom of the NACHA file. If you 
select Include, the total amount will be added (to use this option, the bank’s routing number 
must be added to the Corporate ACH Routing field on the Payroll Printer Setup screen). If 
you select Exclude, the total amount will not be included in the NACHA file.   

 

7. The system prompts you that the report has been generated and saved to your C:\ASITEXT 
folder (for dealership’s using an on-site server-based DMS; the file will be located in a 
different drive for dealership’s using a hosted server-based DMS). 

 

8. You are prompted again that the file remains in the C:\ASITEXT folder (for dealership’s using 
an on-site server-based DMS; the file will be located in a different drive for dealership’s using 
a hosted server-based DMS) until you manually delete it and that you should delete the file or 
move it to a secure location as soon as you are finished submitting it to the bank. Click OK to 
continue.



Dealership Payroll Tracking Vacation 
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AAppppeennddiixx  CC  TTrraacckkiinngg  VVaaccaattiioonn  
The Payroll module will track employees’ vacation hours as you post the payroll and update it to the 
employees’ files. Use the instructions in this appendix to post vacation. 
 
 

Setting Up Payroll to Track Vacation 
To track vacation, you must ensure that you have departments set for vacation, and you must assign 
employees to the vacation departments. In addition, you must enter each employee’s vacation 
information. 
 
 
Printer Setup 

1. Click Setup on the Dealership Payroll menu. 

2. Click Printer Setup. 

3. Type Y in the Print Employee Remaining Vacation On Stub. 

4. Click Back. Your changes will be saved. 

 
 
Creating Departments 

1. Select Setup from the Dealership Payroll menu. 

2. Click Define Departments. 

3. Create departments for vacation if you do not already have them. (See page 7 for 
instructions on creating departments.)   

 
 
Assigning Employee Vacation Departments 

1. Select Employee Information from the Dealership Payroll menu. 

2. Click Employee Department Assignments on the Employee Information menu. 

3. Assign each employee to a vacation department. 

4. Click Save to save the changes.  
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Entering Employee Vacation Information 

1. Click Employee Master File on the Employee Information menu. 

2. Type an employee’s number in the Employee Number field or click Employee List and 
select the employee from the list.  

3. On the Employee Information screen, use the Vacation box to enter vacation information. 

 

• In Department, type the department used to post the employee’s vacation pay. 

• In Total Annual Hours, type the total number of vacation hours the employee is eligible 
for this year. 

• Use the Plus Hours Used Last Year field to type the number of hours that must be 
adjusted from the total vacation hours used to accommodate a payroll that included pay 
date for the previous year and the current year. This field only applies if you have an 
employee who took vacation time posted on a payroll that extends from the previous year 
to the new year. If the first pay of the new year includes vacation time that counts for last 
year, you would enter the number of hours from last year’s vacation time that were paid 
on a payroll paid during the new year (for example, a pay that includes pay for December 
27-31 and January 1-7 on which the employee took 8 hours of vacation for December 
27). Because the pay includes dates from the previous year, the vacation hours are still in 
the payroll records for the current year. By telling the system to not include these hours in 
the current year’s vacation hours, you ensure the Hours Used Current Year field only 
reflects vacation hours that actually apply to the current year. 
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Posting Vacation Pay 
When posting payroll, use the following steps to post vacation pay.  

1. From the Dealership Payroll menu, select Enter Employee Pay. The Enter Employee Pay 
screen opens. 

2. Select the employee from the list on the left side of the screen or enter the employee’s 
number in the Employee field.  

3. Select the employee’s vacation department from the department list at the center of the 
screen. 

4. In the Vacation Pay Amount field, type the vacation salary. 

5. In the Vacation Hours field, type the hours used.  

 

6. Click Save For This Department.  

7. Compile and update the payroll as you normally do.  

 



 

158   |   P a g e  
 

Autosoft DMS Dealership Payroll 
 

Viewing Vacation Hours 
The system updates the Hours Used Current Year field on the Employee Information screen to 
display the vacation hours that the employee has used.  



Dealership Payroll Tracking Sick Pay 
Appendix D 
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AAppppeennddiixx  DD  TTrraacckkiinngg  SSiicckk  PPaayy  
The Payroll module will allow you to track sick pay hours and print the remaining hours on an 
employee’s check stub. Use these instructions to track and post sick pay. 
 

Setting Up Payroll to Track Sick Pay 
To track sick pay, you must ensure that you have departments set for sick pay and then assign 
employees to those departments. In addition, you will have to manually enter each employee’s sick 
leave hours. 

Printer Setup 

1. From the Dealership Payroll menu, select Setup.  

2. Click Printer Setup. 

3. Type Y in the Print Employee Remaining Sick Pay On Stub field. 

4. Click Back. Your changes will be saved. 

Creating Departments 

1. From the Dealership Payroll menu, select Setup. 

2. Click Define Departments. The Define Departments screen opens. 

3. Create departments for sick pay if you do not already have them. (See page 7 for 
instructions on creating departments.)
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Assigning Employee Sick Pay Departments 

1. From the Dealership Payroll menu, select Employee Information. 

2. Click Employee Department Assignments. 

3. Select an employee by clicking his or her name from the list on the left. You can also enter 
the employee’s number in the Employee No. field. The employee’s information will populate 
the screen. 

4. Select the employee’s sick pay department from the list on the right side of the screen.  

 

5. Enter pay as normal. 

6. Repeat steps 3 through 5 for each dealership employee. 
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Entering Employee Sick Pay Information 

1. From the Dealership Payroll menu, select Employee Information. 

2. Click Employee Master File. 

3. Enter an employee’s number in the Employee Number field or click Employee List and 
select the employee from the list that opens. The employee’s information populates the 
screen. 

4. In the Sick Pay section of the Employee Information screen, type the sick pay department 
number in the Dept field. 

5. Type the annual sick pay hours allotted to the employee in the Annual Hrs field. 

 

6. Repeat steps 3 through 5 for each employee.  
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Posting Sick Pay 
When entering pay, use the following steps to post vacation pay. 

1. From the Dealership Payroll menu, select Enter Employee Pay. The Enter Employee Pay 
screen opens. 

2. Select the employee from the list on the left side of the screen or enter the employee’s 
number in the Employee field.  

3. Select the employee’s sick pay department from the department list at the center of the 
screen. 

4. In the Sick Pay Hours field, enter the number of sick pay hours used during the pay period.   

 

5. Click Save For This Department. 

6. Compile, print checks, and update the payroll as you normally do. 
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Viewing Sick Pay Hours 
The system updates the Used field on the Employee Information screen to display the Sick Pay hours 
the employee has used.  

 

Viewing on Check 
The remaining sick pay hours will print on the bottom of the employee’s pay stub. 

 

 

Additional Information for California Users 
For California users, employees earn one hour of sick pay for every 30 hours worked. Therefore, you 
do not have to provide the full year's sick leave at the start of a new calendar year or on the 
employee's anniversary date. However, if you use the accrual system, you will have to manually 
update the employee's master file as the employee accrues sick leave.  

California dealers can roll over sick days to add to a total of 6 days, or 48 hours, of sick pay. 
Depending on how you manage your sick leave calendar, you must manually add the rollover hours 
to an employee's master file when you close out the calendar year or on the employee's anniversary 
date.  
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AAppppeennddiixx  EE  MMiinnuuttee  CCoonnvveerrssiioonn  TTaabbllee  
The time clock calculates employees’ hours down to tenths of an hour. Similarly, when the manager 
enters authorized overtime on the Time Clock Setup screen (accessed by entering the time clock 
password as the employee number on the time clock), the manager must enter the overtime as hours 
and tenths of an hour. The following table lists the values for converting minutes into tenths of an 
hour. Use it to assist you as you view the time clock data and as you enter the authorized overtime. 
 
 

1 = .02  21 = .35  41 = .68 

2 = .03  22 = .37  42 = .70 

3 = .05  23 = .38  43 = .72 

4 = .07  24 = .40  44 = .73 

5 = .08  25 = .42  45 = .75 

6 = .10  26 = .43  46 = .77 

7 = .12  27 = .45  47 = .78 

8 = .13  28 = .47  48 = .80 

9 = .15  29 = .48  49 = .82 

10 = .17  30 = .50  50 = .83 

11 = .18  31 = .52  51 = .85 

12 = .20  32 = .53  52 = .87 

13 = .22  33 = .55  53 = .88 

14 = .23  34 = .57  54 = .90 

15 = .25  35 = .58  55 = .92 

16 = .27  36 = .60  56 = .93 

17 = .28  37 = .62  57 = .95 

18 = .30  38 = .63  58 = .97 

19 = .32  39 = .65  59 = .98 

20 = .33  40 = .67    60 = 1.00 
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AAppppeennddiixx  FF  MMuullttiipplliieerrss  ffoorr  MMaannuuaall  CCaallccuullaattiioonnss  
 
 

Federal Calculations 

Pay Multiplier 

Weekly 5 
Biweekly 10 
Semi-monthly 10.75 
Monthly 21.66 
Annually 260 

 
   
 

At Greater than 260 Days/Year 

 Pay Multiplier 

Weekly 7.01 
Biweekly 14.03 
Semi-monthly 15.20 
Monthly 30.41 
Annually 365 
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