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LI Overview

Welcome to the TownHall Software family!

We are excited you have chosen to use MARGE Municipal Accounting Software to serve your needs.

Why are we different? When using other software programs (or doing it by hand) there will be times when
you need support. TownHall Software keeps an off-site backup of your data, as well as allows you the
opportunity to call us when you need help. These are at no additional charge! Also, the reporting functions are
unmatched! After the data has been entered, Form C is only a click away! Also there are Budget Planning
Reports and more! The mission of TownHall Software is helping the Wisconsin Clerk do their job. After being
in business for over 25 years, we understand that the Clerk wears many hats and we want the Accounting hat
to be less burden so you are free to do the other aspects of your position.

Let's get started! Enclosed you will find:

-Letter from State of Wisconsin outlining the duties of a clerk and the differences between a
Clerk and Treasurer. This includes the flow chart and statutes.

-Monthly Duties
-User's Manual

-CD (DVD) with the MARGE program

Step 1. Install the program and use the “No Questions Ask” option.

Step 2. Set up your General Ledger.

Step 3. Set up your Vendors in the Accounts Payable/Disbursements Module
Step 4. Set up your Employee Files in your Payroll Module.

Step 5. Set your Beginning Balance as outlined in the Checkbook section.

You are well on your way!

If you are new to the position of Clerk, take time to print the Wisconsin Chart of Accounts (see General Ledger. Go
to the Maintenance menu option. Click on Chart of Accounts — Complete. At the bottom of the window you will see (Print Chart of
Accounts - Complete). You will need to know the Chart of Accounts when you are setting up your accounting
practices. This is the basis for ALL municipalities in Wisconsin (whether they use MARGE Municipal
Accounting Software or not).

MOST IMPORTANTLY, we are here for you! Feel free to call us at 1.800.528.9086 OR e-mail us
at info@townhallinc.com with any question you have along the way.

Enjoy!

~TownHall Software, Inc.




State of Wisconsin e DEPARTMENT OF REVENUE

DIVISION OF STATE AND LOCAL FINANCE ® BUREAU OF LOCAL GOVERNMENT SERVICES ¢

ADDRESS MAIL TO:

2135 Rimrock Rd #6-97¢ PO Box 8871
Madison, W1 53708-8971
TELEPHONE: 608-266-2669

FAX: 608-264-6887

October 06, 2004

Dave Westerhoff

Town Hall Software
10065 N Raven Rd
Hayward W 54843

Dear Dave:

Our office is often asked about the separation of duties between town clerk and town treasurer as far
as bill-paying and check writing is concerned. Our recommendations, based on state statutes and
good accounting practice, are as follows:

1. The Clerk must first receive all bills, and then review and approve each bill in writing before it can
be considered for payment by the town board, and before any check can be issued. This.is
mandated by sections 60.44 and 66.0607(1) of the statutes. A signed order must also be issued
by the clerk for each bill to be paid. Many, even most, towns treat a town check as-the written
order, and have the clerk make out and sign the checks prior to the board meeting. A town that
uses a formal voucher system, in which a separate document is issued for each bill, sometimes
assigns the check issuing to someone else. However, we usually recommend that the clerk make
out the checks in any case. Especially in the case of computer-issued checks, it doesn't seem to
make sense economically to waste the check-writing capacity of the clerk's computer by having
anyone else do this step. | would strongly advise having the clerk write the checks in nearly every’
case.

Writing checks, and the review and countersigning of checks by the chairman and the treasurer
should be done outside of the town board meeting. It can, of course, be done before the meeting
opens, but the writing and signing of checks is part of the statutory duties of the clerk, chairman,
and treasurer, and does not have any connection to the board meeting. Those three officials need
to arrange their time so as to accomplish these tasks outside of the board meeting. The only part
of the process that takes place at the board meeting is the board’s own formatl approval of
spending town funds to pay the bills brought before it by the clerk. The only bilis which can be
considered for approval are those which were filed with the clerk in advance of the meeting. No
other bills can be paid.

2. Payroll checks should be treated exactly the same as any other claims against the town as far as
bill-paying is concerned. Payroll checks can only be issued when a signed timecard has been
presented to the clerk in advance, listing all of the hours worked, and classifying those hours as to
function. Any overtime must have been worked in accordance with board policy. The clerk should
obtain the approval of the person who supervises each employee if the clerk does not personally
keep track of the hours being worked

3. After the clerk has issued and signed a check, it should be turned over to the chairman for review
and signature. This can _b'e done either before or after the board approves the payment, since-the



law states that the check is not valid until all three signatures have been obtained. The chairman
then gives the treasurer the checks, along with any invoice copies, envelopes, etc. needed for
mailing. After the board has approved the bill, the treasurer reviews each check, signs it, and mails
it out or otherwise distributes it. This duty of the treasurer is mandated by several statutes among
them 66.0607(1) and 60.34(1).

4. Proper segregation of duties requires that the person who is allowed access to blank checks not be
the last person who handles the outgoing check and should not be the first person who receives
and reconciles the bank statements. That is why we always recommend that the treasurer (who
does not write the checks) be the first person to receive the bank statements, and then only pass
them on to the clerk for filing after the treasurer has finished reconciling their own books to the
bank records.

5. | sometimes hear about towns that have reversed this process entirely, and have the treasurer
issuing checks, and the clerk mailing them out. At least they have segregated the functions
properly, but are still violating state law at both ends of the process. The main function of the
treasurer is to handle cash, countersign and distribute checks, and keep a complete record of all
transactions. The clerk is responsible for all expenditures from authorization through verification
through bill-paying and is the chief bookkeeper and budget-watcher for the board. The workloads
are not equal, and are not intended to be. The clerk has many more duties than the treasurer
does, and is generally paid more in compensation. If a clerk needs assistance, a deputy clerk can
and should be appointed, but that person should not be the treasurer.

6. As you know, whenever a town combines the positions of clerk and treasurer into one position,
whether elected or appointed, an annual audit is required. This is because the proper segregation
of duties no longer exists.

| hope this covers the main points you have been encountering in your work with towns. If you have
any further questions, or if any of the town officials you work with have further questions, | will try to
answer them. | can be reached at 608-266-2569 between 8 A.M. and 4:30 P.M. weekdays. My email
address is:

cdoran@dor.state.wi.us

Sincerely,

CAR O e

Carol Doran

Auditor

Local Government Services
Wisconsin Department of Revenue
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60.33 DUTIES OF TOWN CLERK. The town clerk shall.

(1) CLERK OF TOWN MEETING. Serve as clerk of the town_
meeting under s. 60.15.

(2) CLERK OF TOWN BOARD. (a) Serve as clerk of the town
board, - attend meetings of the board and keep a full record of its proceedings.

(b) File all accounts approved by the town board or allowed at town
meetings and enter a statement of the accounts in the town's record books.

(c) File with the town board claims approved by the clerk, as
required under s. 60.44 (2) (c).

(3) FINANCE BOOK. Maintain a finance book, which shall contain
a complete record of the finances of the town, showing the receipts, with the
date, amount and source of each receipt; the disbursements, with the date,
amount and object of each disbursement; and any other information relating
to town finances prescribed by the town board.

60.34 DUTIES OF TOWN TREASURER. The town treasurer
shall:
(1) RECEIVE AND DISBURSE TOWN MONEY. (a) Receive and

take charge of all money belonging to the town, or which is required by
law to be paid into the town treasury, and disburse the money under s. 66.042.

(b) Keep an itemized account of all moneys received and disbursed,
specifying the source from which it was received, the person to whom it was
paid and the object for which it was paid. The treasurer shall issue numbered
receipts for all funds received. ‘At the request of the town board, the treasurer
shall present the account books, and any supporting documents requested,
to the board.

(2) DEPOSIT OF TOWN MONEY. (a) Deposit as soon as practicable
the funds of the town in the name of the town in the public depository designated
by the town board. Failure to comply with this paragraph is grounds for removal
from office.
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THE TOWN TREASURER’S ROLE
IN FINANCIAL ADMINISTRATION

RECEIVE |
SAFEGUARD ALL FUNDS OF THE MUNICIPALITY
DEPOSIT
STATUTES:  34.05(3) 60.34(1)(a) 60.34(2)()
HANDBOOK: CHAPTER 4 PAGES 1-2-3
ISSUE ORIGINAL RECEIPTS

STATUTES:  60.34(1)(b) (second sentence)

HANDBOOK: CHAPTER 4 EXHIBIT 4-C, PAGE 4-2
MAINTAIN RECORD OF ALL TRANSACTIONS

STATUTES:  60.34(1)(b)

HANDBOOK: CHAPTER 4 EXHIBIT 4-D
DISBURSE ALL EXPENDITURES

STATUTES:  60.34(1)(@a) 66.0607(1)

HANDBOOK: CHAPTERS
REPORT CASH POSITION TO TOWN BOARD

STATUTES  60.34(1)(b)

HANDBOOK: CHAPTER 7 PAGE 7-4
COLLECT THE TAX ROLL

STATUTES: CHAPTER 74

HANDBOOK: CHAPTER 4 PAGE 4-3 LGS/CED/2005



Monthly Accounting Procedures

Disbursements

You can either do several Disbursement “batches” per month or just one. Each time you print checks you MUST
finish all 6 disbursement steps.

1. Set Proper GL Period (1 = Jan. 2 = Feb. Etc ) & GL period end date (01/31/2005 or 02/29/2005 etc. To
correspond to the GL period.

2. Enter (Invoices) Disbursements. If you enter a “Purpose” on the purpose line, it will print in the check register.
3. Print checks. If checks do not print properly, do NOT print the check register.

4. Finish & send to General Ledger (Complete all 6 steps under checks.)

Payroll

You can either do several Payroll “batches” per month or just one. Each time you print checks you MUST finish
all 7 payroll steps.

1. Set Proper GL Period (1 = Jan. 2 = Feb. Etc ) & GL period end date (01/31/2005 or 02/29/2005 etc. To
correspond to the GL period. Set Proper PR Period (1-99 ), PR period end date & starting Check Number.

2. Insert payroll for each person to be paid & print the Check Preview. Actually INSPECT the Check preview &
make sure all is correct.

3. Print the payroll checks & then complete ALL of the rest of the steps.

Check Book

1. Set Proper GL Period (1 = Jan. 2 = Feb. Etc ) & GL period end date (01/31/2005 or 02/28/2005 etc. To
correspond to the GL period.

2. Enter & post any necessary transfers.

3. Under "Reports” print the "Check Register - No Deposits" report for the appropriate range of dates for the
board to approve.

4. Under "Reports" print the "Check Register" report for the appropriate range of dates for the Board &
treasurer.

Receipts

You can either do several Receipt “batches” per month or just one.

1. Set Proper GL Period (1 = Jan. 2 = Feb. Etc ) & GL period end date (01/31/2005 or 02/29/2005 etc. To
correspond to the GL period.

2. Enter Receipts

3. Print Edit List

4. If the Edit List balances on the last page of the report, Print the Deposit Slip, Post Receipts, & Print posting
detail. (This step also sends the receipts to the General Ledger.

5. After all receipts for the month have been entered under Reports (in Receipts) Print the Receipts Report for
the appropriate range of dates for the Board & the Treasurer.

General Ledger

Keep GL Period at 12 & GL period end date at 12/31/2005.

1. Under "Data Entry" select the "Print Edit list" report & inspect it to be sure there are no notices of "Bad
Accounts” or "Batch does not Balance".

2. If there are no problems, Under "Data Entry" select"Update General Ledger”

3. Under "Budget" Print the Detailed budget for your use & Print Summary Budget for the board.

You're done for the month!!



ﬁmﬂaﬂ General Ledger

The General Ledger is the area of the program that tracks all transactions throughout
the rest of the program and is the “gate keeper” of accounts. Also, the General Ledger
is where the Budget is set up and Form C is printed.

SETTING UP THE GENERAL LEDGER

Step 1: Getting into General Ledger

To open the General Ledger, double click on the MARGE icon on the desktop to open MARGE. From the
opening Company Selection Table menu, single click on Municipality, click on Select. The Main Menu for
the MARGE Municipal Accounting System will come up. Click on General Ledger.

. General Ledger Version 130109 TownHall Software inc. www.townhallinc.com (800) 528-9086

Step 2: General & System Information ——— ; . s
At the top of the General Ledger screen, File Edit [fntry Inqu-sry Reports  Budget Mamnncen now Help
click on the Maintenance tab and then x B B o 1 TowmSaEuin

) I Schorn Infornat
click on General Information.> e S YSIEM AtOrmation b
— /" Chart of Accounts Active
This will display the General A Changing Generat Iformaticn = | Chart of Accounts - Complete
. T G | | | . .
Information setup screen. Fill in all Nene'a l — I | /" Form C Report Maintenance
AME. I || K i
of th_e .cor(ect mformatlon for the - 11;;»;“;@9:@ | | o et
municipality. Click OK. - : l aven ; Suppotting Schedles
UITE i
Ciystale  [Badget, Wi Recalculate
Zp code: wiia This Numbes / CloseFiscal Year
Phone: 800-528-9085 Must ALWAYS /' \ L .
Employerld  [397777777 ?:e“:;:trha" / Do this anly ONCE after Closing Fiscal Year
Next BalchNo: [00125 <<« Batch Numbes /" Update Budget Year
IQ 0K l XCancel! .}?‘)Heb i /

Return to the Maintenance tab and click on System Information’

This will display the System Control 1 =
Information Form. A\ System Control Information form = TR N Y O >4
The Cash Account (checking account) Genesal |
should be set to 11010-00. s )
) _ ) Cash Account: [11010-00 _| Fiscal Year should
he Retained Eamings account shouldbe | o . . Eaimings dccount 30000 _| NEVER be changed
set to 34300-00. : Eari | j Manuallpll It changes
. usrent Earnings Account:  [34301-00 Automatically when

The Current Eamlngs account should be Fiscal Year: | 2009 <<<«< fiscal year is closed.
set to 34301-00. ) ik

) Current Period: 12 2| < Should ALWAYS be 12
The Fiscal Year should be set to the Period End Date: 1273172010 .. |< ALWAYS 12/31/current year.
current year. Periods in Fiscal Year 2= < Should ALWAYS be 12
The Current Period should be set to the

urrent month. T | B

¢ [ Ok | 3 Cancel :
The Period End Date should be the last

day of the current month.
There should be 12 Periods in Fiscal Year.
Click OK when finished.

General Ledger ~ Page 1 of 4
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General Ledger

Step 3: Wisconsin Chart of Accounts

Click on the Maintenance tab at the top of the General Ledger main screen and then select Chart of
Accounts Active. This will display the Active Chart of Accounts Selection Table. Scan these accounts to

make sure they are the ones needed for the municipality.

A Active Chart of Accounts Selection Table | 82

By Account Number |

Qccounl T}pe Status DB*CHPUQH Budgel Group | &
1200'0 00| A | A |Sales Tah Hecen abIe [ LINA -
1300000 | A & | Accounts Receivable LINA

14000-00 A & | Deling Personal Prop Tax LINA

21000-00 | L A | Accounts Payable UNL

21511-00 | L & | Soc. Sec. Taxes Payable INL

21512-00 L | A& |USWihhoTaxs.Fayable UNL

21513-00 L A | State Withho. T axs. Payabl UNL

21514-00 | L | A |Medicare Tares Payable LINL

2152500 | L A | Deferred Compernisation LINL

2154001 | L | A |Employee #1'WRS S5 LINL

2154002 | L A | Employee #2WRS JZ LINL

e 2 wimin] o >~

e Insert | @ Change& m Delete [

About Wisconsin
Chart of Account Numbers

Generally the number the account number begins
with indicates how the money is used:

‘1’ = Assets (Real Money)

‘2" = Liability (Money that the town has that it does not
own, such as Social Security collected but not yet paid)
‘3’ = Capital

‘4’ = Revenue

‘5’ = Expenses

Take time to read and learn which
accounts are available.

! 2 Prirt Active Chart of Accounts : Close | lz)i-l\elﬂ\ li
L . - - - -

s
If there are some that are not needed, highlight them and click Cha

The Changing Chart of Accounts screen will display. Click on
Inactive and click OK. .

This will prevent the account from showing in the active chart, but

keep it available in the complete chart for possible later use. Click on

Close at the bottom of the Chart of Accounts Sel}chon Table
when finished inactivating accounts.
r — 1
NOTE — DO NOT DELETE AN ACCOUNT!
If there is an account you do not need, simply make the |
account 'Inactive.’ Additionally, you cannot change .
account numbers. If you need to further break down an
account, go to “ADDING A SUB-ACCOUNT’ below.

nge.

If additional accounts are needed, click on Maintenance, and
then click Chart of Accounts Complete.

The STATUS for each account is “" for INACTIVE and “A” for -
ACTIVE. If there are accounts listed that are needed but listed «—
as inactive, highlight them and click Change.

N T—
The Changing a Chart of Accounts screen will display. Click on
Active and click OK. This will show the account in the active
chart.

A Changing Chart of Accounte P
General l
Accomt [0
Budget Gigup  |RKF | |
Desciption:  [Bicycle Licenses ‘
Account Type
™ asset
T Liaby
< Captd
1l ' Ravenue l
" Expense
r Ack 5 Inactive
Bk | g Eancei 2 Meb
A\ Chart of &ccounts Selection Table X4 ||
By Account Nurrbe: | |
Aecoun! [Tp;."Sldus| Desciphion | Budget Group |
.331{5} M- f Road Const - 32nd Street DG ]
W0 E | A ‘FioadﬁmsnuchonLabw {DGL
5331601 | E | | |Road Construction FICA :DGM i
540000 E | |Road F\alated Facilites JUNE
? E| & I8
P U ||
F7S®I000  E | A Aiport DGO |
5362600 | E A |Refuse & Gatbage Collect ’DGP
533500 | E | | |Recycinglabor D60 I
SXB50 £ A |Recyolng Comm Pes Dims DGR |
| 8363502 £ A 1 Recycing Commiltee FICA DGS i
f 53%EN £ A Recpclng Legal Services DGQ !
el o {3 st ' KIN
& T chanqel-oesex I
5 Pt Chatof Acoouns | 9 cose | DHep |

General Ledger ~ Page 2 of 4
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General Ledger

Adding “Sub-Accounts”
Account numbers CANNOT be changed NOR added to the Wisconsin Chart of Accounts. Therefore, in order
to break down account numbers, MARGE Software allows you to add sub-accounts to major accounts.

For example, if you wanted to break down an account into (A Chartof Accounts Slecion Table |
specific expenses — you would create a SUB account. By Account Nunber |
Account number 52400-00 is “Building Inspector Salary” and .| [Tccout {Tys] Stas | Desoriion

you would like to break it down into specific items relating to |08 T |
the Building Inspector. Create an account 53315-11 for «. 5240003 E | 1 BuddingInspt Holday boL -‘
GRAE 3 R . 5240004 E I |Buldng Inspt Sick {DDL |
Mileage” to track expenses. For reporting purposes — all ™\ 5240005 E A |Buidng Inspl Wks. Comp DoL
“ ” . . . ' 5240006 | E | A" |Buiding inspt Medical DDL ‘
sub” accounts will roll up into the major account! You can \ 5240007 € | A |Buldig Inspl Retiemen DoL
create up to 99 sub-accounts. N (oo | (€| & '[aame e ey oo
‘52403-10 E A Buidiw Shoes |DDL
5240011 | E | A | Bulding Inspt Milsage {poL
T R R R R RRRRNN—__ENw_h=.wy 5241000 | £~ Buding Inspt Trairing ’DDM i
NOTE = BE CAREFUL! 1] ~|1|".|;: ozl :»l » LIJ ,-_.)‘J -

Do not create too many sub-accounts or break down expenses , |- a———
- ' & Inset | D) Change | == Doets |

too much — it becomes cumbersome and should only be used for | -
specific tracking purposes — not for micromanagement. & PintChart of Accounts | Close | 2 el |

L

A Adding to Chart of Accounts . = |
Genara l
Account: |?II1}UU
Budget Group | .|

Insert the new humber, all seven digits without the dash (i.e. 9999999). Deserphore |

The Adding to Chart of Accounts screen will display.

Account Typa-
Use the Budget Group from the account before or after and enter a rﬂf:w |

description. Enter the Account Type. Click on Active and then click OK. « Coptel

" Reverwe
" Expense

B Mo D |

USING THE GENERAL LEDGER

Step 1: Getting into General Ledger

To open the General Ledger, double click on the MARGE icon on the desktop to open MARGE. From the
opening Company Selection Table menu, single click on Municipality, click on Select. The Main Menu for
the MARGE Municipal Accounting System will come up. Click on General Ledger.

Step 2: Posting Batches to the GL (General Ledger) | Ganerst Letgat Varsion 130108 Tewinfial ot
As each process is completed in MARGE (Disbursements, Payroll, or Receipts) ;. Edrﬁ,jmﬂ Tnqiings Reporas Buslgen:
a “batch”consisting of the entries made in that module is sent to the GL. These 5 E"Tmh Data Entry 7
entries MUST be “posted” (or confirmed) to the General Ledger before they will  ~ %= Print Edit List N
be reflected in the trial balance, budget, etc. //' Update General Ledger

To see the batches, click on the Data Entry tab at the top of the General /
Ledger screen. Select Batch Data Entry, the Browse the Batch File will display.

General Ledger ~ Page 3 of 4
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General Ledger

The Browse the Batch File is displayed.

A EBrowsethe BATCH File =3

By Batch No. Decending iBy Status ] By Fiscal Year l

Balch | Period | Date [ Year | Source Description
COIOE B - SNl ST ) Atesiess Taemviken e

OE304 | ] i P4 #ficcourts Payable
000203 04 4712/10| 2010(PR 4 | Payroll

If there are any batches with the status ‘0" they must be | | e B | §1370 Z00/AF 4 | acaim oy

04 | 4712710 2010|PR 4 |Paproll

Note: Do not delete any batches.

Staus [~

posted into the GL. If any batches need to be edited i B | Timan| ZHUIEES et
(i.e. changing account numbers or amounts), this can 000337 03 | ANl SO0[AP 5 | cooms Pavatic

211310 2010|AP 2 | Accounts Payable

o
E=1
g
@
@
=]
~

be done as long as they have not been posted. 000295 G2 | 2/13/10 2010/4R2  Accounts Recewvebe

|

|

|
000294 02 2/07/10 2010|AP 2 . Accounts Payable

NRRRNN DN RN @

000293, 02 2/0710 2010|PR2  Paroll |
ke | ol ’

| ——— "
Irsent A New Batch F ot New GL Change the LV a Delste the
+ Data Direct E ntry (Joumal Entry) Highlighted B atch 1

Click on Data Entry and select Print Edit List to view
each account to be credited or debited and for how
much. This list will also show if any account numbers Y prars i cpdemuns | coss |

HighlightedBateh |

have been entered that do not exist in the Chart of Le=l
Accounts, or if the batch is out of balance. After
viewing this report, exit out of it.

Now, click on Data Entry (at the top of the GL screen) and select Batch Data Entry. The Batch Selection
Table will display on the screen. If there are still any batches with the status ‘0’ they must be corrected.
Normally they will now have a ‘1’ in the Status field. This means that this batch balances and all of the account
numbers exist in the chart of accounts.

Next, click on Data Entry (at the top of the screen) and then click Print GL Batch Register and Update GL. A
reminder to turn on the printer will be displayed. Click OK when the printer is turned on and online. Once the
report is complete, click on Cancel, now posting the batches is complete.

Step 4: Creating New Batches~ Journal Entries

Journal Entries is the process of moving money from one account to another. This function is used to enter the
beginning balances, correct mistakes, adjust tax roll entries, or move money between savings accounts.

First, a batch must be created for the entries. Click on the Data Entry tab, and then select Batch Data Entry.
The Batch Selection Table will display on the screen. Click on Insert a New Batch for new GL data
(Journal Entry). The Batch Maintenance Form will display. Make sure the Fiscal Year is correct. The Period
should be the number of the month in which these transactions to be in the General Ledger, and the Period
End Date should normally be the last day of the chosen month.

The Batch Number is automatically selected. The Source may be left empty, or the user’s initials may be used.
Description should describe the batch, such as “Tax Roll Adjust” or “Correct 5/26 Payroll,” then click OK. The
new batch will be listed in the Batch Selection Table.

Now that the batch has been created, entries are now able to be made into it. Highlight the new batch, and
click the “Change Add or Delete” button. The Batch Detail Selection Table will be displayed. Click on Insert
and the Batch Detail Maintenance Form will display. Enter the account in which the entry must be made, or
use the ellipsis (...). Enter the amount with the appropriate sign (+ or -) and a description for this item.
Continue making entries by clicking OK after the previous entry is finished, a new form will display. When
finished, click Cancel on the NEXT BLANK FORM. Remember, the batch balance must be zero before batch
is able to be posted, so for every adjustment a compensating entry must be made. For example: +123.00 to
add $123.00 to the Checking Account (11010-00) and -123.00 to take it from the Savings Account (11300-00).
If the Batch Balance is zero, the batch is in balance. Click Close on the Batch Selection Table if finished.
Now this batch is able to be posted, do so by following the steps in the ‘Posting Batches to GL’ portion of this
manual.

General Ledger ~ Page 4 of 4
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Accounts Payable (Disbursements)

Disbursements is the area of the program that keeps track of the debits and credits in accounts
payable, typically payment of invoices for products or services. When an item is posted to your

Disbursements, it will also post to your General Ledger, keeping track of the spending the accounts.

SETTING UP THE DISBURSEMENT MODULE

Step 1: Getting into the Disbursements Module.
To start activity in your Disbursements, select the MARGE icon from your desktop, and double click to open.

The Company Selection Table menu will open, from there, click on Municipality and then Select. The Main

Menu for the MARGE Municipal Accounting System will come up. Select DISBURSEMENTS to open the

Disbursements module.

Step 2: Opening Disbursements.

The Changing System Information screen will then be displayed. Check
the information displayed, making sure the Fiscal Year, Reporting Period,
and the Period End Date is all correct. The Reporting Period corresponds
to the months of the year and the Period End Date should normally be the
last day of the appropriate month. (i.e. Reporting period would be 3 for

March, and Period End Date would then be 03/31/2010) When the

information displayed is correct, click OK.

Step 3. System Information.

e - WY e
A Changing System Information I B

General ‘

|

| Fiscal Year: 2010 ]‘

Reporting Petiod: IO 1 : i
Pesiod End Date: 1/31/2010

2

mK-i ] Xtancel l HD"HE'D I

. Disbursements {AP) Version 130109 TownHall Software inc. www.townhallinc.com (800Q) 528-¢

The Disbursements screen will now
be opened. At the top of the screen, ®

there will be several items to choose
from. Click on Maintenance, and
then select System Information.

This will display the System
Information setup screen.

The Payables Account should be set
to 21000-00.

The Cash Account should be set to
11010-00.

The Fiscal year, Reporting Period, and
Period End Date should all have the dates
that you previously selected in the
Changing System Information screen.

The Check Date should be set to the
current day.

Print Setup InvoiceEntry Checks Inquiry Reports I(Maintenance] Window Help

General Information
System Information

Vendor Information

Print 1099
Print 1099 List
End of Year

Purge Paid Invoices
Void Posted Check

o= ,ﬁ‘: > Y |
| i — O
Er B = ¢ ? To
A Changing System Infarmation ‘:“Cr
General |
Payabtes Account: 21000-00 ___‘ IZ_
Cash Actount: noeoe |
Fiscal Year: 20
Reporting Period: l 01 %l
Periad End Date: 1372010
Check Date: 1/20:2610 ]
Starting Check Number: 013784
Discourt Grace Days: I
E oK I Xtanced ’Q‘Halp {

The Starting Check Number can be skipped at this time, and will be set further on in the setup process.

The Discount Grace Days are not an issue at this time in the setup phase and need not be set.

If alt of the information in the screen is correct, click OK.

Disbursements Page 1 of 5
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Step 4. Adding Vendors.

- Disbursements (AP) Version 130109 TownHall Software inc. www.townhallinc.com (800) 528-¢

Now the vendors will be added. At the top of the

_Pri‘ntVSertup Invoicebntry Checks Inquiry R?;;n; | Maintenance \*.ﬁﬁa;v Help

screen, click on N_Iaintenance, and then select x B B = & ? Td Genellnformation
Vendor Information. System Information B
,{& Yendor Selection Table [ 3;\— | Vendor Information

By Yendor Name lBy Contact Name | By Vendor Number |

g Insert A@,_E_bange ]- th;l.e |

Name Reminder Accourt §%ndr. Typel Sup. Typed109€] ¢
._..,x DWARE 54 S i =
ADAMS ELECTRIC 5331100 R [a]
ADAMS-COLUMEIA ELEC COOP | 52420001 R 0
BG4 GAS INC ‘ | 53211-02 R u]
AlR COMMUNICATIONS 52210-00 R 0
AJRGAS NORTH CENTRAL 53311-00 R u}
SLLIANT ENERGY AwPAL 53420-00 R 8]
AMERICAN ASFHALT OF wAS 8331500 | R 0 |
BADGER UNIFORMS 52210-00 R o] |
BADGER UTILITY INC | | 53311-02 R 1]
BANKCARD SERWVICES | oooo0c0 1 R 0 i
BATTERY FRODUCTS INC I%FD ‘ 52210-00 R a

| |
<« | )=

4 Pt Vendor List _“ _Cluse ],_‘?,:)_'Help' ;

Print 1099
Print 1099 List
End of Year

Purge Paid Invoices
Void Posted Check

—® This will display the Vendor
Selection Table. At the bottom of
the table, click Insert, this will bring
up the Adding a Vendor screen.

7

Each Vendor will need a different Vendor number. These numbers are necessary, and the program will
L

automatically assign a number (consecutive) to the added vendor.

NOTE — SAME VENDOR/SEPARATE CHECKS: W
' The Same vendor may be added more than once; however a |
different spelling must be used if separate checks are

needed to be sent to the same vendor. (i.e. Hayward
School District/Hayward School Dist./Hayward Schools)

If this vendors’ checks are always charged to the same account
number, that account number should be added to the Defauit \
Account Number box provided. If the account number is unknown,
click the ellipsis [...] next to the box to display the active Chart of
Accounts. A list of account numbers will appear, highlight the
needed account number and click Select. After the account number
is added, the program will prompt the use of the chosen account
number for subsequent payments to this vendor.

The Remit to Address tab is for entering a different address for —
payments that are mailed to a billing address that is different from the
address entered for that specific vendor. After all the necessary
information is entered, click OK. The screen will return to the Vendor
Selection Table. Repeat the previous steps until all of the vendors
have been added.

| NOTE — ADDING VENDORS LATER:
You may add vendors at any time, and they need not

be entered all at once if time is limited.

N

4

A Adding & Yendor

General IGenelal foant.} | Remit To Address |

Vendor Nurber: ,’WST_
Narne: |
Address: [ ==
Sute: |
City, State: |
Zip Code: |
Telephone: fi
Fax Number. ]“——
Reminder: r_—«———-«
FedetalId; I_-——_
Delauk Account Nuber: (0000000

Supply 10532 -

= IKCencelJ ,?,}Helo f

A Adding a Vendor

s If

Geneial e {oor P Remit To Address |

Discount. 10.00 % Nelj0 Days
Due Delay Days: i
|
Vendor Type
* Regular  Special

Supplies Type- -
" Inventory * Other

Status
| Active

[Box_| M carce | Dorisn_|

7 Inactive

Disbursements Page 2 of 5
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USING THE DISBURSEMENT MODULE

The vendor information has been added the program will be ready to use for payments.
Remember that vendors may be added at any time necessary.

To start using the Disbursements Module of the MARGE program, select the

[ A Changing System Information

MARGE icon from your desktop. The Company Selection Table menu will e |

show, click on Municipality, click Select, and then click on Disbursements. Fiscal Yoer [aio-
The Changing System Information screen is now displayed. The Fiscal Reporting Peod [01 -
year, Reporting Period and Period End date should all be current, if so, click [ [ T

OK.

| WHAT DO | USE FOR THE PERIOD?: JI.

The period should
transactions are

General Ledger (usually the current month). |_.|
- — i

._J 1§

be set to the month in which the I

8 ok | 3 Concel | 2Hep |

ik

needed to be entered into the Il

=== T =

Invoice Entry

. Disbursements {AP} Version 130109 TownHall So

= —— =i

The Disbursements screen is now displayed. At the top of the

Print Setup | InvoiceEntry | Checks Inquiry Repo

x B

2 - Posting Preview

Revise Invoice

1 - Invoice Data Entry !

Invoice Data Entry.

|

The Invoice Selection Table will now be displayed,

click on Insert. >

screen, click on the Invoice Entry tab and then click on

. .
& Invoice Selection Table

| BwVendorName |ByVendar Number | Bylnvoice |

Wendor Number | Vendor Name
D070 ABAGESINE
000085 | AIRGAS NORTH CENTRAL
000085 | AIRGAS NORTH CENTRAL
000140 ! AMERICAN ASPHALT OF WAS
001340 | GALLS INC

VIEENDL.

| 100404 | 1/0472010
011105 172072010
onein 1187200
012510 | V2572010

\ e ————
\At!mf” “@ Change l m Delete |

|nvaice Number | Invoice Datq Net Amount

Rikil

2170
12200

»77
100.00
1,000.00

_@_ Close Ij?gHelp |

Disbursements Page 3 of 5
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A Changing a Payables Invoice

| General IF’ayee | Prewiitten | Distribution |
Vendor Number: [[EOEN _“ﬂi&a.MEHHZ:i:E-'} SEEHALT OFWwAS

=) E

211136

If you want to cio EFT! Transfers,
Check the EFT-(ES box in Check Setup

—Invoice Type —
& Regular  Prewritten |

Transaction Type
@ Invoice © Credit Memo ¢ Debit Memo

[veice D ate:

(B0 g
‘011810 v A Umdue@'-fc-iu:e rwrnbes MUST be Entered for Each Irice.
i

If an invoice Ddeg not Have aﬁhmh\er, ther use the COMFPLETE Date Such as
Qs0R06. Irr-.foicehl nbers Must MEVER-be repeated for the Same Vendar.

Not Hecessary, If you donﬁs&ﬂurchase Qrders.

invoice Murber:

P O Number:

|vr-£(§~—-l

The Adding a Payables
Invoice screen will be
displayed.

[ Next, click the ellipsis (...)

at the end of the Vendor
Number box, this will
display the Vendor

- Selection Table. (if the

vendor needs to be added,
refer to the Accounts
Payable Setup).

Highlight the vendor that
the payment will be made to
and click Select.

The screen will then return

Irevaice Amount: |100.00 This date is normaly the Irii-oice\dalef
Qveride Due Date:, | + themumber of "Due Delay Daps™-|
/  Yes  No from the wendor file. E

If this date is later than the check

Due Date: / ﬁ—_m A2010 __l > Date, the Check\MlI\NUT be printed
Purpose: ’/" FS‘mith Strest \

to the Adding a Payables
Invoice window.

\'\'I\lext, enter the Invoice

N

N

Date in the space provided,
and then enter the Invoice

f H ok | Y cancel Ij?,f)-HellLi

Next, enter _,(l/a/e/P O number if needed,; it is not necessary to
enter this r»’cl'mber if none was given.
J

Enter the Invoice Amount (payment amount), and then type in |

the Due Date from the invoice or the current day’s date, finish
with entering the Purpose of the invoice (i.e. road repairs) .

At the top of the Adding a Payables Invoice screen, click on
the Distribution tab. The amount to be distributed will be
displayed at the top right corner of this window (the Invoice «—
Net). If this vendor has a Default Account Number, the
distribution will already be shown.

If some or all of this distribution needs to be charged to
another account number, select Change. This will bring up
the Changing an Invoice Distribution screen. From this
window the Description, Quantity, and Account Number may
be changed, once this change has been made, click OK
(you will be brought back to the original Adding a Payables
screen). If the Total Invoice on the top of the screen and
the Distributed amount at the bottom of the screen are
equal, click OK. If not, continue to click on Insert and add
distribution information until they are equal, and click OK.

\
* WHAT IF THERE [SN'T APROPER
INVOICE NUMBER?
If no invoice number was given, use the
current day’s COMPLETE date
OR 03312010 OR 033110). |

Number.

{
{[
|
| (ie. 03-31-2010 !

= = — =

General | Payse‘PreWril(an Distribution | |
{
Default Account - 00000-00  Invoice Ne1_> 100.60 v Il

N

N |

A Changing a Payables Invoice

[ Descipto

Fhese 2 numbers
__should match! |

//’

|
|
! |
| | !

o
Distributed 10003 1/

e Insert i Change | == gelele ‘
|

B ok | 3 Cancel | Dep |

The Invoice Selection Table will again be displayed. Continue to insert invoices until finished, and then click
on Close at the bottom of the screen. This will complete the invoice entry process.

Disbursements Page 4 of 5
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Printing Checks for Entered Invoices

B R . Disbursements (AP} Version 130109 TownHall Software inc. vww.townhallinc.com (800) 52

| NOTE - NOTICE STEPS 1 THRU 6! 1 Print Setup  InvoiceEntry | Checks Inquiry Reports Maintenance Window Help

| Please do ALL steps. Do NOT skip steps. ” »® @ @ . L Cfisck Seup = e

| Do NOT continue if you notice an error. | T = 2.BuildVendor Checks List =
i = e : ==| e Revise Vendor Check List

= g
- 3. Print Vendor Check List

L=

Enter into the Disbursements main screen. At thetop -~ — — — —

of the screen, click on the Checks tab and select + H You pesform sny Frocitiees et This Lins.
The Checks are Considered Frinted

Check Setup This will d!splay the Changlng Sys_tem Whether They Come out of the Printer or Noti!!
Information screen. Make sure the correct Checking 4. Print Computer Checks Inkjet/Laser
Account number is displayed, and that the Check Date . Print AP Check Register

and Check Number is correct, if so click OK. G:PrintPasting Hetaiand Finish

Go back to the top of the screen and click on the
Checks tab, select Build Vendor Checks List. The Check Candidate Selection Setup screen will be
displayed. Select the Due Date option; this will select all of the invoices you entered to be paid.

Return to the Checks tab and then click on Print Vendor Check List, if you wish to print this list, click on the
printer icon in the upper left corner of the report window.

Now, to print the checks, go back to the Checks tab and click on Print Computer Checks Inkjet/Laser.
Do NOT continue with the next step until you make sure that the checks have printed correctly.

After the checks have finished printing correctly, return to the Checks tab at the top of the Disbursements
screen, and select Print AP Check Register. Click on the printer in the upper left corner of the printed report
window, this will print your Check Register for this batch.

B. . F 2w Mg
- Sy ey —— J
Accounts Payabie 525110 9:37PM
Check Reglstes - 173172010
o invoice Tnvolce Check  Cneck -
Number  Dats Type Amount  Number Purpose
Payes- AGAGAS INC T
011510 171572010 1 217.00 013784 LP GAS
Check Amaunt - 217.00
Payee - GALLS INC
012510 1252010 ) 1.000.00 013785 Parts & Suopply
Check AMount - 1.000.00
Check Run Total - 1.217.00
© | EIN = 3

There is also a Monthly Check Register under the Reports tab that may be used instead.
(For a complete Check Register, use the Check Register in the Check Book module)

To finish, click the Checks tab once more and then select Print Posting Detail and Finish. Click on the printer
icon in the upper left corner of the window. This will print the Posting Summary for this batch., and will
complete the batch and send it to the General Ledger for posting.

Disbursements Page 5 of 5
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Receipts is the area of the program that keeps track of the debits and credits in your
accounts receivable. When an item is posted to Receipts, it will also post to
your General Ledger, keeping track of the receipts into the accounts.

SETTING UP THE RECEIPTS MODULE

Step 1: Getting into the Receipts Module
To begin using the Receipts module of the MARGE program select the

MARGE icon from the desktop and double click to open. This will display the
Company Selection Table menu, single click on Municipality and then click
on Select. The Main Menu for the MARGE Municipal Accounting System will

come up. Select RECEIPTS to open the Receipts module.

Step 2: Opening Receipts

The Changing System Information screen will be displayed. Check to make

sure the Fiscal Year, G/L Reporting Period and the G/L Period End Date

FIJL’.L“L!J_WI_L‘.“LI—“
A Changing System Information L8

]

[
Genesal %

Fiscal Year:

l

[~

T V7T

Repoting Period:

il

= ’

|

Period End Date: |
!

Ho W ol | Dhve | |

are

correct. (The Period corresponds to the month of the year and the Period End
Date should be the last day of the appropriate month.) If all is correct, click OK.

Step 3: System Information

The Receipts main screen will now be displayed. At the top of the
screen, click on the Maintenance tab, and then select System
Information. The System Information set up screen will be displayed.
The Receivables Account should be set to 13000-00 and the Discounts
Account should be set to 99999-99. The Default Deposit (checking)
Account should be set to the town Checking Account, which is normally
11010-00. Billing Delay Days and Zero Suspense Days are not an issue
at this time and need not be set. At the bottom of the screen, the Billing
Type should be set to Balance Forward. If all the information is correct,
click OK.

Step 4: Adding a Customer (Income Source)

-
A Changing System Information r-S:«F

General ‘General {cont) 1

[1306000 .|
[9%59% |
Default Deposit Account [Wﬁu‘_ __!
[

famo

$0

000

Receivables Account:
Discounts Account:

Reporting Period:
Period End Date:
Fiscal Year

Biling Delay Days:

Zeio Susperise Days:

Biling Type -
™ Qpenltem & BalanceFamward

OK

] Cancel | Help

From the main Receipts screen, click on the Maintenance tab and then select Customer Information. This

will display the Customer Selection Table.

Next, click on Insert and the Adding a Customer screen will display.

NOTE - WHO IS A CUSTOMER? -

“Customer” in this case is the INCOME SOURCE. Enter the most P | ’
common sources of receipts. You can add “customers” at any time. |

_____ — = e s _n,-—“—:— 1

Each customer will need a different Customer Number. The program
will auto-fill this field in numerical order. Enter a Customer Name.

Continue filling in the rest of the information for the customer. If this
customer’s receipt will always be credited to one 5
account number, enter it into the Default Revenue Account field.—

If the account number is not known, click the ellipsis [...] at the end of
the field. This will display the Chart of Accounts, highlight the needed
account number and click Insert. The program will then prompt future
receipts from this customer to be entered into the chosen account

“1¥ Name: |

:'Defaua Revenue Account

A Adding & Custemer |

Gereral l Telephane/Other |
(000628

bﬁus(ome: Number

Address: |
Suite: i
City, State:
Zip Code: I
Country: |
Remindar: |
|

Taw Exernpt Number;

jooonoGd |
-Status- —
" Acive [

Allow 0 Receipt |~ Inactive

|El oK l Xﬁan\:ell ,?,}Heip l

number. If the account number will vary (rare) then leave this set to “00000-00" as shown.
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Now, for the status, click Active.

No other information is required, however if it is needed to add the | A adding s Customer
telephone number or other information for this customer click on GensrapFlephons/Citer |
the Telephone/Other tab at the top of the Adding a Customer *~ : B
screen to enter the information. When finished, click OK, this will Veleptiare:
return you to the Customer Selection Table. FEACRR o
Maobile Phane: |
Continue to follow the steps until all of the customers that need to S::&::;S i
be added are done. CditLinit m—
- ) - Credit Temms: |
( NOTE — INDIVIDUALS AS CUSTOMERS
The clerk receives money from individuals for
| dog licenses, operator's licenses, etc. Set up a “Customer” as ||
' the INCOME SOURCE (i.e. Dog License and no address).
i When money is received, indicate the name of the remitter in o
‘ the “"Description” area of the Reciept Entry screen. | ok | Y cancel | 2D |

183}

USING THE RECEIPTS MODULE

Step 1: Opening the Receipts Module:
To begin using the Receipts module of MARGE, double click on the MARGE icon on your desktop. The
Company Selection Table menu will now be displayed, click on Municipality and then click Select. The
Main Menu for the MARGE Municipal Accounting System will come up. Select RECEIPTS to open the
Receipts module.

' A Changing Syﬁem Informatien

Step 2: System Information | Generd |

The System Information Maintenance screen will then be displayed. Make Fiscal Year 20
sure the Fiscal Year, G/L Reporting Period and G/L. Period End Date are
correct, and then click OK. (The Period corresponds to the month of the year ! _ ; ‘
and the Period End Dafe should be the last day of the appropriate month. Period End Datex e |

This period should be the number of the month in which you want these ‘ ‘
transactions to be in the General Ledger.) | _ |
L B )| D |

L
Repailing Period 0’1 4l

oA v

Step 3: Processing Receipts — Accounts Receivable

At the top of the main Receipts screen click on the Cash Receipts tab and select Enter Receipts.

= \\ . Receipts (AR} Version 130109 TownHall Software inc. wv

~File [ Cash Receiptﬂ Inquiry  Reports Maintenén‘c‘;a_wl:l.
| EnterReceipts

: Delete Un-Posted Receipts B
NOTE — NOTICE STEPS 1 THRU 41 + e ke 1

| Please doALL steps. Do NOT skip steps. R ,‘} 2 Print Edit List
Do NOT continue if you notice an error. = —
= St —- e =8 3 Print Deposit Slip

4} PostReceipts and Print Posting Detail
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The Receipts Entry form will display.

At the Customer Number field click the ellipsis [...] to display the Customer Selection Table. Next, click on the
customer (source) that you are receiving the payﬁment from, and then click Select.

— Ti AN s ) s =
OOPS M_Y CUSTOME_R IS NOT HERE | S Rertints Entry Form = ==
If the-custemer is not in the list then click on Insert i N 3 'eceimsl .
and add I;he n_ewbciu-sto;ner3 sie tl}e Accounts ﬁ_|| CustomerNumber.  [F60060 N
eceivable setup instructions I [e ETEEE—
L s - p s | _LEI Receipt Numbes: 026192 Receipt Date: | 1/31/2010
— — et = e |Defaults to Last Recept 8 + 1) [Defaults to Dale of Last Receipt Entsied)

Description or Name: |

The screen will now return to the Receipt Entry Form, Receipt Amount:  [0.00
fill in the Receipt number, Receipt Date, and fill in the DepositAcoaunt [ TIOTG00 . | Cheching fecouri{Gerers
DeSCfipﬁon for the payment received. Distributiors | Account § Account Description | Amount

Next fill in the Receipt Amount and enter the total
amount received from this source, and then enter the
account number in which the payment will be deposited,
typically 11010-00 (General Checking). After selecting .

the deposit account number, move to the Distribution Ll -

fIEId Total Distributed 0.00

) If you wish to conecl or delete this receipt, complete il & then use the
“Delete Heceipts” function to delete it. Then Re-Enter it.

At the bottom of the screen click Insert Distribution, * i inset Distibution | PintthisReceipt) [ 0K | Cancel Help |

which will bring up the Adding an Distribution Record
screen.

R oW =
Click on the ellipsis [...] at the end of the Account | A Adding a Distribution Record = |8
field to bring up the Chart of Accounts selection « | pistibution |
table, and then highlight the required account

number and click on Select. Next, fill in the ‘&ﬁme' B 000007 Doglicenss
amount that goes to this account number and Receipt # (26142
then enter the reference for this transaction if tccount ATT5T000 _J Dog Licerses Fee I & OUT

needed, click OK. Repeat until all funds for this
receipt have been distributed.

Arount: 10.00
Reference:

Note: Do NOT cancel or quit until ;
ALL funds have been distributed, ok

Cancel I Help

When this receipt is finished, click OK.

If more receipts are needed to be entered, they may be done now by clicking on YES to continue or NO if you
are finished.

Once finished, click on the Cash Receipts tab at the top of the main Receipts screen and select Print Edit
List. This will display the Posting Detail of all the receipts grouped by the account numbers they are charged
to. After the report is printed or cancelled, the Receipts Edit List by receipt number will be automatically
displayed. Print this report and check to make sure everything is correct. Receipts may be deleted and re-
entered if necessary. If everything is correct continue and post them. Before posting, click on Cash Receipts
and select Print Deposit Slip. The next step is to click on the Cash Receipts tab, then select Post Receipts
and Print Posting Detail. This will print the Posting Detail Register, post the entries to the customer
accounts, and send the batch to the General Ledger to be posted there. Before each board meeting, the
Receipts List or Receipts List with Account Numbers should be printed from the Cash Receipts tab.
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Payroll is the area of the program that tracks all transactions relating to paying the municipality's
employees. Unlike a regular business, a municipality will face several diverse situations in which
employees are paid. Some employees are paid for 3 or 4 positions from different accounts. This
software will track earnings and deductions in a way that maintains the integrity of the information,
regardiess of the the situations for which employees will be paid.

SETTING UP THE PAYROLL MODULE
Step 1: Getting into Payroli

To start entering employees info the Payroll module of MARGE, double click the MARGE icon from the
desktop to display the Company Selection Tabkle menu. Single click on Municipality and then click Select.
The Main Menu for the MARGE Municipal Accounting System will come up. Single click on Payroll, this will
open the main Payroll screen.

Step 2: System Information

At the top of the Payroll screen click on Maintenance, and then click on System Information. Now, enter the
State ID number and click on the ellipsis [...] at the end of the Payroll Account field. Select the account number
that corresponds to the account that will be used as the Payroll Checking account (Usually 11010-00 town
checking). Make sure the rest of the entries are correct on the screen, if so click OK.

A System Control Inferrmation = | = 32
State Id Number: [___:__,___ g Pd('ll Sst L ChickNSlub\
es * No
Payroll Account: oo | ’ ‘
Accrual Account: 100000-00 —“}
, o o )4 A . 3
G/L Reporting Period: i01 _v GL Period End D ate: i 1/3110 _} Curtent Fiscal Year: 2010
Payroll Period: 101 4 P/APeiodEndDate 17110 . |
i X -
Cuirent Pay Group: ﬁ-- ,._._| Oventime Rate: IT.SD -
Experse _Liability_
Rate Account Account Lirnit
Sacial Secury: (G620 faoooooo .| s | T00.000.00 |
Medicare: [.0145 [ooooo-0D | [21514.00 ,,,i 939.999.00
FUTA; ['b6a0 — [Ooccooo J {o0000-00 J joao
SUTA foooo— [o0C0000 ¢ joooog00 | 0.00
H o« | ¥ Cance! |
i — =
e 9 E ,
& Deducticn Selection Table ps ]
By Deduction id |

Step 3: Entering Miscellaneous Deductions T oA
Return to the top of the Payroll screen and click on Maintenance, and | & I

select Misc. Deductions. This will bring up the Deduction Selection T Rl 7+~
Table. Click on Insert to start adding deductions such as deferred possie.  [WEHETRLMENY QLo

comp., Pebsco, Union Dues, Child Support, insurance, etc. Now is |
when all of the various deductions should be inserted for any, or all, of |
the employees; do so by clicking Insert at the bottom of the Deduction . | [ | N

Selection Table, the Adding Misc. Deductions window will display. = B oot | ) Chenge | QEE,;J_‘;

&5 PinDeductionList | Cose | LoHeb |

|

Payroll ~ Page 1 of 5



ownHall

Software, Inc.

Payroll

The Adding Misc. Deductions window is displayed. For the
Deduction ID, use an abbreviation that will be easy to understand.’
(i.e. Def. Comp or Pen for pension).

Remember that two deductions are needed if the employee and
municipality both contribute. (i.e. Pebsco-E for employee and
Pebsco-R for employer).

The Description field on the screen is for the full description of the
deduction. The Deduction Type is to show if this is an employee
deduction or employer contribution, click where appropriate.

DEDUCTION TYPE: EMPLOYER CONTRIBUTION
If the Employer Contribution is chosen as the Deduction Type,
the wording for Social Security, Medicare, and Tax exemptions

changes from “Exempt from” to “Applies to”.

== e

== ===

'
=———o——=ui]

For the Account, enter the liability account number where the money
collects until the appropriate check is written (i.e. 21521-00
Retirement) Next, select if the deduction is Exempt from Social «
Security and/or Exempt from Medicare. This will depend on the
specific deduction (most will answer No, however a sample is
provided which includes a deduction that is exempt). The Exempt
from Tax ID field is to be entered if the deduction is exempt from
Federal, State, or Local income taxes. If not, do not enter any

information into these fields. If the deduction is exempt, click on the

ellipsis [...] and choose the correct ID from the table. «—

When finished with this deduction click OK. Continue to enter the
rest of the deductions if needed. When finished adding deductions,
click on Close at the bottom of the Deduction Selection Table.

Step 4: Entering HOUR Type

A Adding Misc Deduction
1 Dedhctionss and E mployes Conlribuons |
\ADecthtion 31—
Desciption: [ORIFORMG
~Deducton Type I his s & RETIRENENT deducion ard
FD on ™ Cortibesi NOT an emploper contribution,
i s — Filin the box Below
Liabity Account: [2156005 .| [ W2 Box 12 Designation=--—,
Exempt from Socisl Secuaily "DU=401k) 6" =457)
G No v VEN=40B) R =501().
= = oK) S 40)
~ Exemgt from Medcare - W2Box 12 Designabon|
BN Ve
Exempt from Tax |d T |
Exempt fiom Taxld | h|
ExemptfiomTaxld | N
EvempthonTexld | |
Hox [ |
A Changing Mise Deduction (=0
Deductions and Emploger Centrbulons |
Deduction ¢{DCQ
Descriplion: [DEFERAED COMPENSATION
Deduction Tope i this s a RETIREMENT deduction and
& Deduction Abut NDT an emploper contrbution,
* Deduction € Enployer E‘f’l Lol Fil i the box Below
Liablity Account: [2152500 _‘ W2 Box 12 Designaton
- Exempt from Social Secunty — 'D=401k)  “G"=457b)
FHo  © ves o g0a =501
s £ . AR 5" 408
Exempt from Medicare === W2 Box 12Designation]”
£ No £ Yes 1
EvemptfionTaxld  [FEDERALM |
Exengtfom Taxld  [WIN ]
Exemptlrom Taxld  [FEDERALS |
I}
Exempt from Tax Id: [W'IS __'I (
B |3 cwes |

Sample Entry fof a Misc Deduction
that is EXEMPT from Taxes

Next, click on Maintenance at the top of the Payroll screen and select Hour Type. This will display the Hours

Type Selection Table.

A\ Hours Type Selection Table

‘ CATAGORIZING HOW AN EMPLOYEE IS PAID
i The system uses two basic types of pay: Hour Types for hourly
paid employees and Pay Types for employees who are paid
salaries, per diem, expenses, by-the-meeting etc. All types can

o =]

4 oot 4T e | - D [

B e | e |

\-; Prind Hous Types List |

i
}L be mixed for any employee in one pay period on one check. | '

1 -+ Click Insert to add any Hour Types beyond the ones already provided.

Payroll ~ Page 2 of 5
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For each Hour Type, the appropriate boxes must be selected. " NOTE: HOURS TYPE

Filling in the number in the

Benefit Hour should be Yes if this is an hour type that is given as a, first field should following
benefit, such as paid vacation, paid holiday etc. \ these guidelines.

_ e
For Accrue Benefit, Yes should be selected if this is an hour \'\ "
type that earns paid benefits, such as regular or overtime hours.._ N A tiding Howr Tvpe | H

\ \ General |
Productive Hour should be Yes, if this is an hour type that requires, ™. g™ g0 wih 0 koop Uack of Vacaton
that the person be at work in order to be paid. \ L ereitor MUST be entered as follows:
~ Yes C No Hours Type 5 - Must be Yacation.

AN
Rate Type should be set to the appropriate rate, Regular (the hourly \\
rate in the employee file), Overtime (the hourly rate in the employee file
multiplied by the Overtime Rate setup in the System Information-
typically 1.5), or Double Time (the hourly rate in the employee file -
multiplied by 2).

= = - Hours Type § - Must be Sick.
A(‘_:"’“a B:’_’f"m' Hours Type 7 - Must be Personal.
Yes £ o Hours Type 8 - Must be Comp.

Productive Hours - |
" Yes ™ No ‘

Rale Type-
" Regular ” Overtime ™ DoubleTime

[Bo] W owes | Dovss

Step 5: Entering PAY Type
Return to the Maintenance tab and Select Pay Types.

A Pay Type Selection Table E_I\

. »To add a pay type, click on Insert. This will bring up the Insert Pay Type screen.

The only necessary choices on the Inserting Pay Type A Adding Pay Type =
screen are Exempt from Taxes, which is No for most General |

employees, such as salary, per diem, and meetings and PayType: [T ;

Yes for expenses. o g [Pk

= — - = Exempt form Taxes
- TP T Neo

.  Yes ] i
et |3 Chorce | m Dol | — ey
S irrnes -~ DHeb - 0K I xl:ancel | ,;_)Help_

|

\ e

Return to the Maintenance tab and select Pay Groups. This will display the Pay Group Selection Table. There
should only be ONE Pay Group, number 1-All. Now close the Pay Group Selection table and all other windows
except the main Payroll screen.

Step 6: Inserting Employees
The following information needs only to be entered ONCE for each employee. At the top of the Payroll screen,
click Employee and select Employee Maintenance. The Employee Selection Table will pop up.

. Payroll Version 130109 Townhalt Software Inc. wv A Employee Selection Table [==]
File Edit [Emplo,ree Checks Inguiry Report_

ByName |ByEmplogee Id |

% EmployeeMamtenance i,l rgiovee d JLavNane | me _Jhiiad o | TTealSTFIMFed Tas Id =|a|zTa =
- Employee List 00005 BAYD y AN ;—EDERALM s
I X075 BENTON Al FEDEHALM\MM
00z BESTEITE AN FEDERALMMWM
N3 BOHN AN FEDERALMAWIM ’
DoNST  BOWER AN FEDERALMMWIM
. {00073 BLLLOCH Ialy h FEDERALMMIM
Click the Insert button, at the bottom of the e B i e
: AIGAN ‘r D
Employee Selection Table.> Wk DUEY AY FEDERAL M
— GOUST ECHHORN AN FEDERALM\MM
'*—H( el I s
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General }Bene:'r:l (cont} | Payrall Data [ Tax Data i Deduction Datx | Benefi Data

Type in entries for the Employee ID number, Last Name, First Name Enploeeld  [G00030
etc. through Zip Code and then make the Status as Active.._ e
\‘\\ Middhe Ik I
Address: [631084TH STREET SCUTH
Addess: e e
Chy, State: [EADGER WA
Generd {Gerers (cont) fgchDala | Tas Dta | Deducion Data | Beneft Das |  ZpCode N
o ~————Select the General (Cont.) tab  [._0ptossi - For Intometion Oriy
Employes It }000030 ( ) Telsphone: st
T at the top of the entry area to I G
Ficthons:  [AIGRY go to the second page of Gas T [~
Middeliiak G employee information. A Tames
Address: [6310B4TH STREET SQUTH ’ eimn
City, Stale: |BADGER'WA
Zip Code: ]32@4_
Ogtionad - Fo Information Only '_
Taephons:  [TRISER —— . L o .
o TE— —This information is for the town’s information only and does not have to
| ConeaTebtns: [ be completed immediately. You can add to this at any time.

@ Active 7 Teminated

Once finished, click on the Payroll Data tab at the top of the entry area.T

- . . . v
Fill in Social Security number, and Primary Rate Type  Genewl | Genesalfcort) Pavioll Dats | Tax Data | Deduction Dats | Benefit Dats |

(Hourly or Salaried), = P-SocialSecuiy  [12345:6783 AUSTING RICKY G
Std Period Hours: [0.00 Leave Blank lor Most Municipalities
..  Primary Rate Type-
Account Number - This is the account number for thes—— & Houy © Sasies | PoGowll .
jOb area where this Employee Spends most of his Namnal Work Acoout® 53312-00 :_IF‘»oad Maintenance Labor
time and the account that the employers share of the “Pay Frequency - Detemmines Fed. and State Wilhalding
Social Security and Medicare will be charged to for oy ¥ Sleadl; et Y1 g Ehieid
y g N Morithly © Quartetly © Annually

th s em pl Oyee. ﬁ nies up to 6 Pay Rates & Default Account Numbers far this Emplopee. These will be Used \when the

o Paymoll Check is entered for this Erployes.
./ Rate 1: HEEB—EID Rate 1 Accounli 533100 _J Read Maintenance

Pay Frequency determines how taxes are withheld. _J
- - . . Rate 2 [14.6000 Rate 24ccount{53311-02 .| Equipment Maintenance
Select the way the municipality will pay tis employee. Rate 3 [TARO00  Rale 34coountfB3T04 | Snow klce Labor

. . / Rate 4: |14.8000 Fiale 4 Account] 5331101 ___J Tawn Garage
Typically only one Pay Rate is necessary. Here you*® Raie5 [00000  Rale 5 Accomn{D000000  _|

will see an example of how this employee works for Rate 6 [0.0000 Rate 6 dccaunt{D0B0000 .|

different areas and rates are allowed for each area.

Click on the Tax Data tab at the top of the entry area.

General | General (cont] | Payroll Data  Tax Data iDeduclion Data | Benefit [\):}tzaﬂlm‘|3 The fO"OWIng |nf0rmat|0n comes from the personS W‘4
SL5TIND AL it this employee has a before form
Social Security Exempt-  Med E xempt ;:;,i;?:f;;ﬂjlzﬁ?ed )
% No ¢ Yes | @ No 7 Yes h‘hewb"‘“‘["”l@’-
Sl G Select if FICA and Medicare is Exempt (Usually No except
Thess Fields MUST be filled in ot W2 Wil NDT be Printed l

Taxld Dependerts: Eﬂegg:glA;munt: Addtiona Withholding:
R P
Federal From W4 tages to be laken  From W4

for election workers).

ppkedi ool B WY, TaxStalus
FEDERALM .| {0 jo.o 115.00 % Active |
State - Tax Status

fwiM T i e 0.00 & Adlive
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Next select Tax ID by clicking on the ellipsis at the end of *
the TAX ID field. This will display the TAX ID’s to choose ™\
from depending on the employee’s status (i.e. FEDERALM

if the employee is married)

ENTERING TAX
Always select FEDERAL in the first box
and STATE in the second box. ’

EXEMPT
if an employee does not want any
Federal and/or State withholding taken ||
out of his/her pay, put 99999 in the

AN Geneml]GeneJal[m)iPayroﬂDala TasData Dedud.imDa!a|EeneﬁlDala}

W2 Box 13-
AUSTIND RICKY i g”"},,m Fetoa bifons
“Social Security Exempt— —~Med Exempt - Tax deduction lof a quelified
o 3 Retirament plan, put an X
¢ No Yes @ No (™ VYes

in the box below (for W2).
Retiement Plary [

hese Ficlds MUST be filled in or W2 Will NOT be Printed
Tazld Dependents:  Exempt Amourt:  Additional Withhelding:

| FOF the Fedel'al Fedeial Tom W4 [aﬂ?,g:luh.am From W4 7. cis
withholding area, fill el L Ms® : Youes
N m—— NS - lag atus
in the number of 7 N 1)

0.00 o Aclh'e

Depends from the

. W-4, The Exempt Amount will ONLY be used |f the person wants only a

fixed amount withheld (i.e. $50.00). If the employee wants a fixed

amount withheld, enter 999.99 in the Exempt Amount field, then put the
f $50.00 in the Additional Withholding field. Next, click Active in the Tax
=l Status field. This will complete the Federal Withholding. The State
Wlthholdlng should be set the same way.

Exempt Amount box and make the Tax
status as Active.

Return to the top of the screen and click on the Deduction Data tab. Click on the ellipsis at the

end of the Deduction ID field. «—__ General| General cort.) | Papiol Data) TaxData Desuction Dala |Bensfit Data|

To ﬁékwe proper spell;:’:g mmluauam Pleals; use g cTIND RICKY W2
— {
This will display the Deduction Selection Table R son ki ;’a‘he;y::fg o cionRae Lt DediulonStats— 2
ChT .| | Fired © Prentg [56.6000 {e.00000 @ Adtive © Inactive
Dedurtion Selection Table B - = Deduction Status-
A i L - = ThIS Wl" a"OW the ]TI*E 7 2 iiﬁa;:(gpﬁ Plcnlg‘ ;B.S200m - iTaﬁE_ & Aclive ¢ nactive
By Dedueton 4 | appropriate deductions to PR e B T o Dedustion Status———
; be selected for this A& | Fed  Prenig [EOW0 [0 ;dme;al':m
5 Tt t' ¥ . > e 1on {h
e ‘;\:L HORTEARIN employee, one at atime. RiT | ‘.R?;;;pe Fronig [150000  [000 & Active ™ Inaclive
1AA T TGWN CONT. IRA ' | Double click s [ LT Tentg e St
mnuss gmggm | ouble click on an : (_aax_ewp:» e . De Agiunn Sgl=
WRS.CLE WIS RETIREMENT CLERK \\ | approprlate deduction for UNDUES | | Fisred T Prontg : i s Ve (Inactive
WRS.TRE WIS RETIREMENT TREAS N . | RdeTe—— , Deduction Stalus-
1.1 this employee from the O e 06000 [A00 % actve  Insctive
|* Deduction Selecti ST ne e 5
* Deduction Selection S Rale Type- S Deduction Status
: T Fi {00000 0.00 ™ Kiies .
N | | Table. This moves the I GLE LE" ke {7 Unietve
2 . . —_— s e~ Dipuction $ E
# fret | D) Change l = Delle | Deduction ID into the = Ha}:t:ﬁp{g F"C“lg [a6a00 {100 e«eAﬁ"r’aﬁ;m
—— | employee’s Deduction
& potveteimtin | @ oo [ 20 | | |1y field

Select Fixed amount or Percentage of wages for this deduction. Next enter the amount or percentage for the
deduction (i.e. 15.5 for 15.5% or 13 for $13.00). In the Limit field, enter a limit for a deduction. If there is no
limit, enter 99,999.00. In the case of an IRA the limit would be 2000.00.

General Gene:al(u:ni]]F'ayrollDalalTaxDala|DuduchonData Benslit Data |

Continue this process until all employees are entered and

. . Accrual Code: Tl
all deductions are listed. Accrus Rete =
Start D ate: J'
) o Hours Acciued: EERe -
Lastly, Click on the Benefit Data tab. Fill in the annual - _ o Type 5 == Hes Type THEESE SRR N
Vacation Hols Aliocated:  [B.0000 Personal Hows Aiocated:  [12.G000
allocated amounts for each pay type as shown. A | scsion Hous Siant Date: [ —= ! | Personsi Hows Stat Date: |
Vacation Hows Taker:: B.O005 Pessonal Houss Taken: 20000
Vacation Hows Balance: 72,0000 Personal Hours Balance:  10.000)
Hows Type 6 Hours Type 8
Sick Hous Aflocated. {24.6000° Comp Hours Earned: 0.0000
Sick Howrs Start Date: T Comp Hours Paid: 0.0030
R : H Sick Hows Taken: 40000 Comp Hours Bal: 0.0000
When finished with the last employee click Close to return e T R

to the opening screen of Payroll and exit the module.
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Select the Marge icon from your windows
screen then double click on that icon to open
the MARGE Municipal Accounting Program.,
From the opening “Company selection table”
menu, single click on Your Organization Name
and then click on Select. Now you are ready to
start. Click on Payroll.

Remember... In Windows programs:

[TAB] is used to move from field (entry area) to field.
[SPACE BAR] can be used to “select”. !

“. [ENTER] usually results in closing the current dialog box.

/~CIick on Checks then click on Payroll Setup.

The Payroll Setup Information form is displayed on
File Edit Employee Inaquiry _F_iﬁgﬂs"/_/hﬂainlenan the screen.
. - T e ___ Step1
™
; e :'.’-':E-['-'-ﬂ-- +Check to make sure the G/L Reporting Period, P/R
| G/L Repotting Period: $ ke B Period End Date, and Current Fiscal year are

Current Fiscal Year: W- G/L Petiod EndDale: [9730707 . | correct. The Periods correspond to months of the

s ' year, and the period end date should normally be the
| | Payioll Number:

‘ mm—
I09 v ~e_ PR EndDae [5730707 .|
| Payroll Check Date: B J Ty A 3

N
| Starting Check Nuniber: 007808 )

| last day of the month. This G/L period should be the
. number of the month in which you want these
transactions to be entered in the General Ledger.

do a new payroll. There are 99 Payroll numbers

Cunent Pay Group: |1—_l ‘\ Sovo=A N
Misc Deductions to be taken \ .‘Step 2
with this payrall: [ I ,\| N ]
— ] A NOn this screen you also enter the Payroll Number, &
I 3 ”X P/R End Date.
_] el NOTE
| = l P H o You MUST change Payroll Numbers each time you
| ‘| A1 Cancel

PAYRODLL

File Edit Employee Inquiry E_eports Maintenan
1. Payroll Setup

'{i: E .@ 2 Hours/PavEntry --—

=1 & TimeSlip Selection Table

I -4

U EyEmpIuyeeIdl

available. They have NO significance other than to
identify the numerical order of payrolls.

N

Step 3

Enter the Payroll Check Date for the current Payroll
and then set the next check number. The Current Pay
Group should ALWAYS be 1. Click on OK.

Step 4

Click on Checks,_then c_lickaﬁ Hours/Pay entry, the
Time Slip Selection Table will appear.

Employee Id | Last Name

This is where we start the time slip entry.

| FirstName | Middle] PayF

| )j
|

NOTE
If there are names in the Time Slip Selection Table
it means that you have not changed periods since
the last payroll entry. You MUST change periods
before starting a new payroll. Go back to Payroll
Setup to make sure GL period is correct, date, and
check number, etc. Then return here.

P/R -1-



— _xClick the Insert a New Timeslip for an Employee
. " button, this will display the Adding a TIMESLIP Record
| ByEmpioyesid | ~~ window.

A TimeSlip Selection Table

7

Employee |d [LastHame  [FistName | Middie] Pay Period IPe',m{d'End Date

L | ] e i’ Step 6

&
{nserta new timeslip for an employes ‘ E In top Ieﬁ C"Ck on the button at the rlght end Of the
employee Id Box. This will display the Employee

P 1 Selection Table which should include all of your
| & Adding a TIMESLIP Record L employees.
| ot | First, Select‘?n empioyee to-be Paid
Employes Id: ]000004 __| Christmian, John Step 7

Pay Period: [@_ FPeriod End Date: [3/30/07 Pay Group:

Entiy Type Hours Pay Tj:pe Hous | RatePay |Diff Type

From this table you start processing time slips one at a

i time. Click on the first employee you wish to pay and

T I | Cick Select.

By Mame lBy Employeeld{ =L

| 393.80-3511  153311-D4
391-36-6847 !51440 00

000835 | BAYDE
000075 |BENTON

000022 BESTETTE | 6 |387500457 §2100-00 |
000003 IBDHN \»/ | 385-80-1439 51110-00 {
000091 BOWER L | 388-82-7873 52100-00
000073 BULI_CICH | 392-64-3617 1 51440-00 |
000036 rBUSHMAKER RYAMN J 388 92132? |5331200
‘ , IR I Step 8
Thohsso |kt o sk for i amplyee |‘«_f’ - | o l Then click Insert a slip for this employee. Th_is will
bring up the Adding a TIMEDETAIL Record window.
fours __ 0.0000 ok | corcst| b |
Step 9A
Hourly Entry: Start filling in the time detail record.
Entry type is the first field. You can pay any employee
. fess =S for either Hour Types or Pay Types. For example you
4 Adding a [IMEDETAIL Record =2 8 X may wish to pay someone a salary and for special
Genera | _ hours in addition. For hourly pay, click in the circle
“Employes Id: gogagi - Jenness. Kenneth in front of hours, then pressthe*Tab key on your
i e o youwishto ADDhoursto || _keyboard this will display the,Hours Type Selection
RO oW ol 4 Ega"ﬂ'l-tﬁlcf"ﬁm;‘:r Table. From this table you select the correct hour
Select 'Enty Type' & press the 'Taway —1_0f Lomp totals, enter the H : ;
tekgtond & e [ ype-—For (_axample regular time, overt!me, ete. Click on
e oMot Fea . By Hou Tyos |4 select. This will return you to the Adding a TIMEDETL
Hous/Pay Type [T record screen. Press the Tab key to enter the number

~Pay Rates From [H B :

Uvemrne

of hours for the account number, (example 40 hours

Rale Pay | i = b et | 3 Vacaion for 53311-00) for the Hours Type that you selected.
- No iy Necessay Ui Y Pay S Dk |- 5 THaiky | Press the Tab key and enter the Hours Rate/Pay

‘B'"—T&—W::l—- D!ff«ﬁat'e_' = JT Amount if it is different from the rate displayed. Tab

Wok Ak i ) | until the Work Account box is highlighted. In this box
’—3 xmce, | Hep | type in the account number that this work is to be
— —— charged to, or use the lookup button and click OK For
example if the employee also works on Town Hall
Maintenance choose 51610-00 and put in the hours
for that activity. Do this until all hours are charged
to their respective accounts for this employee.

Step 5

P/R -2-



Adding a TIMEDETALL Record. x|
General
Employee Id: 00K Jenness, Allen R
Foy Perioet ) If you wish to ADD hours to
Eheck;T_vDE‘- Wit 4l _ % Vacation; Sick, Persenal
Select Entry Type' &-press the 'Tab' key | or Comp totals, enter the
on the keyboard © Hous® Pﬁ_ """ = carrect Hour Type & Number
Hours/Pay Type: [T A Pay Type Selection Fable
i~ Pay Rates From
Hours: [ 0.00 | 1 By PavType I -
Rate Py I 002 L 25l}020_0_ Pay Type | Desciription
~No Entiy Necessary Unless You Pay Shit Differentic  [1 'Salaried

; : Per Di
Diff Type: lu_’__l Diff Rate: Mk :e,'f'enf;"
Waork Account [ 51110-00 _1| T Rmém

oK !XEancellg Help |

PAYROLL

File: Edit- Employes Ihquiry . Beports  Maintenan

1. Payroll Setup

{' E % 2. Hours/Pay Entry

M anual/Adiustment Entry
3. Calculations Work sheet
4. CheckPreview s
Manual.-’gdiustkent Pre-.-'ie'.\&l\
5. Update Emplnye\é\Files \\ ;
E. Prit Payroll Check Laser N\
Ba. Print Payrall Ehecks“put Malri:-:\\
7. Print Check Begister "

Step 9B

Salary or Other Pay Type Entry:

start filling in the time detail record. Entry type is the

first field. You can pay any employee for either Hour

Types or Pay Types. For example you may wish to

pay someone a salary and for special hours in

addition. For Salary or Other pay, click in the circle
lein front of Pay, then press the Tab key on your

keyboard this will display the Pay Type Selection
Table. From this table you select the correct Pay
type. For example Salary, Expense, etc. Click on
Select. This will return you to the Adding a
TIMEDETL Record screen. Press the [TAB] key to
enter the Amount of Pay for the account number,
(example 250.02 for 51110-00) for the Pay Type that
you selected. Press the Tab key and enter the
Rate/Pay Amount if it is different from the rate
displayed. Tab until the Work Account box is
highlighted. In this box type in the account number
that this work is to be charged to, or use the lookup
button and click OK For example if the employee also
works on Town Hall Maintenance choose 51610-00
and put in the hours for that activity. Do this (steps 8 -
9B) until all Hours & Pay are charged to their
respective accounts for this employee. When
complete click OK at the bottom of the Adding a TIME
SLIP Record window.

Now repeat this process (steps § - 9B) for each
employee to be paid choosing either Hours or Pay
entry types for each entry for each employee. When
finished with all employees for this period, click on
Close at the bottom of the Time Slip Selection Table.

h & [ i i i 8. Print Labor Distribution Step 10
\ Click on Checks and then click on Calculation
Worksheet this worksheet can be printed or not
\ printed that is up to you.
iStep 11
Click on Checks and then click on Check Preview
this will show withholding and net check, this
worksheet can be printed or not printed as you wish.
Town Of Badger Payroll 9/11m07  10:51PM
0.00 Check Preview
: 0.00 Pay Period- 09 Pay Group- 1
Employee Errployer Misc Check
Id Narne .06 Gross Wages  Sosec Med Federal State  Contribuitions Deductions  Amount
000001 Jenness Kenneth 587.20 36.41 5.51 2539 16.88 0.00 0.00 500.01
000006 Jenness Allen R 250.02 17.93 4.1 0.00 0.00 .00 0.0 267 .83
Total Payroll Requirement - 877.22 54.39 1272 2539 16.88 0.00 0.00 767.54

P/R -3-



- 0 Step 12
+ Edt Employes | Checks Inquiry Reports Maintenance  Ciick on Checks and then click on Print Payroll

1. Payroll Setup Checks. The payroll checks will display on the
2. Hours/Pay Entry / screen before you tell the computer print. At this time
2a. Manual{Adjustment Entry 4 the employee payroll records are updated. Put checks
3. Calculations Warkshest A in the Printer & Click on the printer in the upper left
4. Check Preview 7 corner of this window. This will print all of your payroll
4a. Manual/Adjustment Prgyiew checks.
5. Print Payroll Checks Laser/Inkjet
6. Print Check Register Be sure that all entries are correct before
7. Frint Labor Distribution/Finish continuing.
i ~loix|  step13
| Are You Sure YO"‘ want to Click on Checks and then on 6. Print Check
| Complete This Procegs’? Register.
| If You Complete This Process, Youwill NOT

Be able to re-print any checks. Please make The Are You Sure window will appear, and you must
Sure that the checks you just printed are-. ‘ type "Y"to continue. Be sure that all Checks are
correct hefore continuing. correct before continuing!!

i e e ST ST | \If everything is Ok, and the checks & check numbers
L O ol ﬂ’—ﬂm-\ *U_E et ar correct, type "Y"to continue and click Ok. Now you
e L e i s e ‘ may click on the printer in the upper left corner of this
H o« i W cancel | window and\ print your check register report. You can
i , — click the red X" at the top instead & bypass printing
the Check Reglste\ there is a better check register
available in the Check Book module.

Step 14 ~

Click on Checks and then on Print Labor
Distribution/Finish. Again, click on the printer in the
upper left corner of this window. This will print your
Labor Distribution report and also sends your payroll
batch to the General Ledger.

This Completes the payroll entries for this period.

If this is the end of a QUARTER Now click on File, t;gae}rlwrgxck on EXIT to close

You MUST click on Maintenance, then Quarter End .
Processing, and Federal Wage Report. Print this If this is the end of a YEAR
;iﬁog::rtyo:f::rnp‘:lsrillrt\;()tLio::ag:?aell;lavla?;:arterly You MUST click on Maintenance, then Year End
Report, click on Maintenance, then Quarter End
Processing, and

Close Quarter. This will zero the quarterly amounts to
get ready for the next quarter.

Processing, and Print W2s. Contact us for W2
forms. Print these forms for your employees. After
printing the W2s, click on Maintenance, then Year
End Processing, and Close Year. This will zero the

yearly amounts to get ready for the next Year.

If you do not complete this step before your next  If you do not complete this step before your next

payroll, yc

Now click on File, then click on Exit to close
Payroll.
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Checkbook will show all cash/The checkbook is reconciled with the bank statement and clearing of
checks is noted.

SETTING UP THE CHECKBOOK MODULE

Step 1: Getting into the Checkbook Module.

To start activity in your Disbursements, select the MARGE icon from your desktop, and double click to open.
The Company Selection Table menu will open, from there, click on Municipality and then Select. The Main
Menu for the MARGE Municipal Accounting System will come up. Select CHECKBOOK to open the
Checkbook module.

Step 2: Beginning Balance(s) BB Check Book Version 130109 TownHall Software inc. wwn
From the main checkbook screen click on the File Edit QuickBalance { Check/Deposit Entry | ClearTi

Check/Deposit Entry tab at the top. Then, click on Deposit Jo— .
Entry, this will display the Adding A Deposit Entry screen. X @ i@ i din'd |
Deposit Entry

E Adding a Deposit Entry IE_S'_,.F-I
; Check Account should be set to 11010-00.
General I
Check Sccount | 11010-00 | The Date should be the date of beginning balance, usually
— 01/01/20--.
Date: [1/20/2010 J :
Description: | BEGINNING BALSNCE The description should be Beginning Balance and the
¢ : i
_Dume_ I_' — Source should be BB. The amount should be the beginning
Aoyt RS bank balance for this account.
B ™ e | XEancel ] ,32._,,)Help | When complete, click OK.

Repeat this step for all of the asset accounts (checking, savings, CD's, contingent funds, state trust accounts
etc.). This will create the checkbook balances in the checkbook function.

Step 3: GENERAL LEDGER: Beginning Balance(s) ‘ , ,
Next the beginning balances must be created in the GENERAL & Bitch Maintenante Farm
LEDGER. Close out of the Checkbook module. Return to the
Main MARGE Menu and click on GENERAL LEDGER.

Genersl ’
Fiscal Year. i 2010 Period: 1 N
Batch: 000om

Source I

Click on the Data Entry tab at the top of the screen and select
Batch Data Entry. The Batch Selection Table will now be - |
displayed. At the bottom of the table, click Insert a New Batch I LI
(Journal Entry). The Batch Maintenance form will appear. Descrption: JBEGINNING BALANCE i

- Slatus Change
. ! Stalus: Must be 0 to allow posting. |
The Fiscal Year should be the current year. The Batch Number N Changes to 1t it passes edit
will be assigned automatically. The Source should be BB (for Changes to 2 After Pasting Cannot Be Changed
beginning balance) The date should be 01/01/20--. The ~ RestictPosing & AlowPostng  ©~ Delete
Description should be Beginning Balance, then click on Allow == : =
Posting and click OK. Dlre from eisingbatch? | B0k | Conce |

CHECKBOOK Page 1 of 2
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Now, highlight this batch and click Change, Add or Delete Detail Entries (at the bottom of the Batch Selection
table).

The Batch Detail Selection Table will appear, click on Insert.
The Batch Detail Maintenance Form will display.

The Account is the asset account that the beginning balances are entered into (such as 11010-00 for checking)
If the actual account number is unknown click the ellipsis [...] to display the list of accounts.

( A Batch Datail Maintenance Form = || B
Note: The screen will advise if adding a + next to the amount Genesa |
will make this account balance larger or smaller. Account:  [TI0100 | Checking AcsourGenera
& Positive Nurber Makes This Account Balance
Now, enter the beginning balance amount for this account, Larger b CieaesA Debit For this account

add the description for this account number (i.e. General

Checking Account), and when finished click OK. S0k SIS

Description: | Checking Account

Source: B8
Repeat this step for all of the asset accounts. When finished Date: [z |
click Cancel, you will be returned to the Batch Detail Fiscal Year  [2070 -
Selection Table. The batch should be out of balance at this Peiod  [oT

time. Write down the amount the batch is out of balance, and
then click Insert at the bottom of the table.

H & ‘ xganceli

From the Batch Detail Maintenance form, enter the account 2 -
number 34300-00. For the amount, use the amount that the /A Batch Detail Maintenance Form o | &R
batch was out of balance (amount written down) and add a —
(minus) behind the amount. This will bring the batch into
balance. When finished click Close.

General [

Account: 3430000 | Urveserv.& Undesig Fnd B

A Positive Nuraber Makes This Account Balance

SMALLER sCeasA Dabit Fos this account

Amount: 140,174.32-
Description: ~ {Beginning Balance

Source: [ﬁ—

Date: WDT .—l
FiscalYear | 200

Period foT

H ok | 3cancel|

This completes the beginning bank balances in the General Ledger.
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