/’" TireMaster

Getting Ready to Process Payroll

With the Payroll Utility, also referred to as the PenSoft Payroll Interface, you can move payroll journal
entries from PenSoft® Payroll Plus into TireMaster (version 6.0.0 or higher). This document describes the
following:

¢ “Setting Up the Payroll Utility” on page 1
¢ “Setting Up PenSoft Payroll Plus” on page 3

Note: ASA Tire Systems does not support PenSoft Payroll Plus, provide training, or provide
accounting advice related to the use of PenSoft products. For employment-related tax
information, refer to IRS Publication 15, Circular E, Employers Tax Guide and other
publications for payroll tax laws.

Setting Up the Payroll Utility

Before you can install and set up the Payroll Utility, TireMaster and PenSoft Payroll Plus must be installed
on one of the computers on your network.

Note: For PenSoft Payroll Plus installation instructions, refer to your PenSoft product documentation.
Setting Up the Payroll Utility includes the following tasks:

¢ Downloading the Payroll Utility installer

+ Installing the Payroll Utility

+ Setting an export path for payroll entries

Note: If you track sales commission in TireMaster, you can also use the Payroll Utility to move
sales-commission data from TireMaster to PenSoft. For information about this function, call
TireMaster Support at 800-891-7437.

Downloading and Installing the Payroll Utility
The Payroll Utility installer is available on the TireMaster Support site. Download the installer and save it
on your computer. Then run the installation.

Note: If you cannot download the Payroll Utility installer from the TireMaster Support site, call
TireMaster Support at 800-891-7437 and request a CD.

To download the Payroll Utility installer
1. Log on to http://support.tiremaster.com.

2. On the menu, click Download Programs. The Download Center page appears.
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5.
6.

Click the Payroll Utility for PenSoft link. The File Download screen appears.

Depending on your operating system, click Save or select Save this program to disk. The Save As
screen appears.

Select the location where you want to save the installer, and click Save.

When the download is complete, click Close.

To install the Payroll Utility

1.
2.

Close all other applications.

Navigate to the location where you saved the Payroll Utility installer, and double-click
payutil00000000-02000000.exe. The TireMaster - Installation Program screen appears.

Click OK. The TireMaster - Search Results screen appears.

Select the installation location for the Payroll Utility (usually c:\tiremaster, d:\tiremaster, c:\qdstm,
or d:\qdstm,), and click Update.

Click Finish.

Setting the Export Path

Before you can move payroll journal entries from PenSoft Payroll Plus into TireMaster, you need to set the
export path. Setting the export path links the Payroll Utility to the PenSoft program folder.

To set the export path

1.

From the Start menu, go to Programs > QDS TireMaster (or TireMaster) > PenSoft. The Login
screen appears.

Enter your TireMaster user ID and password, and click OK. The TireMaster - PenSoft Payroll Export
screen appears.

TireMaster - Pensoft Payroll Expork

File Launch Payral

Date Range | Employees Tao Expaort I Export I

Select Date Range For LOCKED Commizgion Data

Fram I 343141993 'l
To I 1/20/2002 'l

MOTE: This utility will DMLY export
“locked™ commissions.

Prev Cloze
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3. From the File menu, select Setup Paths. The Setup Employee Link / Paths screen appears.

Ilk Setup Employee Link [ Paths - |EI|1|

Options:

Penzoft r'ear |2DD? 3:

Pensaft EIN Path Ic:\ploglam files' pensoftypaprll 2007

Output Path Ic:\ploglam filesh pensoftypayprall 2007
Persaft Title IF'ensoft Payroll 2007
Pensoft EXE [507F_PS.exe

Penszoft Pay Type ICDmmissn

LCancel |

4. In the PenSoft Year field, select the current year. The end of the path listed in the PenSoft BIN Path
and Output Path fields changes to the match the current year.

Example: If you select the year 2007, the path name changes to ¢:\program files\pensoft\payroll
2007\ or d:\program files\pensoft\payroll 2007.

Note: The year listed in the installation folder must match the year listed in the PenSoft Year field.
5. Click OK.

Setting Up PenSoft Payroll Plus

Once the Payroll Utility and PenSoft Payroll Plus are installed, you need to do the following:
¢ Add one or more custom income types

¢ Add one or more payroll deductions

¢ Add a default employee (optional) and employee records

¢ Add TireMaster’s general-ledger account numbers to PenSoft’s Custom Export Format

Completing these settings prevents errors in the Payroll Utility and incorrect entries in TireMaster’s
general ledger.

Note: You will likely need to complete additional settings in PenSoft Payroll Plus. For details, refer
your PenSoft product documentation.

Setting up a Custom Income

Custom income types ensure that payroll journal entries post to the correct general-ledger account in
TireMaster. The number of income types that you need depends on the structure of your chart of accounts.

For example, if you use account 6300—300 for managers, 6300—400 for salespeople, and 6300—500 for
mechanics, you could create three custom incomes in PenSoft. Doing so makes it possible to post separate
journal entries to each of the payroll accounts. Once you create your custom income types, you can then
assign them to employees.

To set up a custom income in PenSoft Payroll Plus

1. From the Setup menu, select Company > Income List. The Company Income List appears.
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2. Click Add. The Add a New Income screen appears.

3.

5.

6.
7.
8.

Add a New Income

Title: I

Abbreviation: I

— Options

W Count toward minimum wage
[~ Maor-monetary income

[~ Process as overtime

[~ Report as tips

[” Report as a fiinge benefit
[~ Count as a reimbursement
[ Include in Form -2, Box 14

Form /-2, Box 12 Code: I

This income automatically updates the balance of:

— Default Setup

MaLeave Type

=

IHourI_l,l Rate

R ate: IEI.UU

This income will be subject to the following:

Calculatiorn:

[w] Federal Income Tax

[yl Federal Income T ax Additional
[] Federal Income Tax Fised Rate
[wl Social Security - Company

[w| Social Security - Employes

[wl| tedicare - Company

[wl| Medicare - Emploves

[w] Federal Unemplayrent [nsurance
[yl Advance EIC Single

[wl Advance EIC Married

[wl Advance EIC Dual

[wl D Income T ax

[wl D Income T ax Additional

[1 1D Income Tax Fised Rate

Ok | Cancel |

Help

In the Title field, type the name for this income type.

Tip:

this income will post in TireMaster.

It is helpful to use the same name for both this title and the general-ledger account to which

In the Abbreviation field, type an abbreviation that is unique and no longer than eight letters or

numbers.

Note:

This abbreviation is used on reports, check stubs, and other documents.

From the Calculation drop-down list, select the default calculation for this income type.

Example: If the income type is for a salaried employee, you would select Annual Salary or Fixed

Amount.

In the Rate field, type the rate used for the calculation selected in step 5.

Click OK.

To close the Company Income List, click OK.

Setting Up Payroll Deductions

If you make deductions from paychecks for items such as benefits or employee purchases, you need to set

up deductions in PenSoft Payroll Plus.

To set up a deduction in PenSoft Payroll Plus

1.

From the Setup menu, select Company > Deduction List. The Company Deduction List appears.

Revised 4/30/07
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2. Click Add. The Add a New Deduction screen appears.

6.
7.

—Default Setup
Title: f
Calzulatior: IPercent of Income j
Abbreviation: I
: Fiate: IU-UU
Deposit |<N0ne> j List... |
: Cut OFf: INone
r— Ophionz
Thiz itern will be exempt fram:
Paid by: IEmpIo_l,lee Yl [ Federal Income Tax
[[] Federal Income T ax Additional
™ Include in-2, Box 14: Other. [] Federal Inzome T a= Fixed Fake
[ Repaort as dependent care. [ Secial Securty - Company
[[1 Social Securty - Employee
™ Report as advance repapment. [ Medicare - Company
[~ Report as a local tax, [[] Medicare - Employes
X [[] Federal Unemplopment Insurance
[” Report as a retirement plan, [] Advance EIC Single
[[] Adwance EIC Married
FomWw-2 Code: | [ Advarce EIC Dual
: 10 Income Tax
TaxEntty Code: | O
s By = [ I Income Tas Addiional
Tiaw Type Code: I j [1 1D Income Tax Fixed Rate
[1 1D Unemployrment Ingurance
ak. Cancel Help

In the Title field, type a name for this deduction.

Note:

In the Abbreviation field, type an abbreviation that is unique and no longer than eight letters or

numbers.

Note:

From the Calculation drop-down list, select the appropriate calculation for this deduction.

Leave 0.00 in the Amount field.

Click OK.

Setting up a Default Employee Record

While setting up a default employee is not required, the benefit is that it helps you create employee records
quickly. Because the default employee record includes basic payroll information, all employees whom you
add to PenSoft then take on the properties set in the default employee record.

To create a default employee record in PenSoft Payroll Plus

1.

Click Employees. The Active Employees screen appears.
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2. Click Add. The New Employee screen appears.

i
Title: lﬁ Employes Humber: l— oK
First Mame: I Social Security Number: I
Cancel |
Fiddle Mams: I Statuz: IActive 'I
Lazt Mame: I [ Default employee. Ll
Suffis: I 'l [~ Suffis i on social security card, Help |
Direct Deposit I Departments/lob Costing I E ducation/Training I FRietirement Plan I Motes
Address |PersonaIData| Emplo_l,lmentl Pap I Incomesl TaHesI Tax Statusl Deductionsl Leave

Address: I

Address: I

City: I

StatedProvince: IID < l

Postal Code: I

Advanced... |

3. In the Last Name ficld, type Default Employee.
4. Select the Default employee check box.
5. Click the Incomes tab. By default, it lists regular hourly and overtime hourly wages.

Note: Ifyou have specific general-ledger accounts for different employee payroll types, you might
want to create a custom income type to post to those accounts. For more information on
custom income types, see “Setting up a Custom Income” on page 3.

6. If you pay sales commission, do the following:
a. Click Add. The Add an Income screen appears.

b. Select Commission.

c. Select Add to all employees.
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7.
8.

9.

d. Click OK. The Modify Income screen appears.

Modify Income k|

Employee: I ak. |
Income: ICommission Cancel |

Calculation: | GETE I
Help |
Amounk: IEI.UU

Last Raise: I 'I Todayl

This income will be subject to:
[w] Federal Income Tax

[w] Social Security - Company
[w] Social Securty - Employee

% Apply changes to this employes anly,

v Medicare - Company ™ Apply changes to all employess.

[w] Medicare - Employes .

|| Federal Unemployment Insurance I= pply calculatior b ol emplayess.
[w] 1D Income Tax = &upply rate/amaunt o 2l emplopess,

el D Unemplopment Insurance = fupply e configuration b al emplopees,

= &pply shift differential to &l employees.,

e. Make sure that Fixed is selected in the Calculation drop-down list.
f. Select Apply changes to all employees.
g. Select the Apply calculation to all employees check box.

Note: Federal, state, social security, and Medicare taxes are added by default to employee records
on the Taxes tab. Most other settings vary for each employee.

h. Click OK.

Add any other commonly-used benefits or deductions to the default employee record.

Click the Pay tab. Then select your company’s pay frequency from the Pay Frequency drop-down
list.

When you are finished setting up the default employee, click OK. Now you can create a record for
each employee.

Note: For information about adding employees, refer to the PenSoft product documentation.

Setting up the Custom Export Format

Before you can move payroll information from PenSoft into TireMaster, you need to add general-ledger
accounts to PenSoft. Adding the accounts ensures that payroll entries post correctly in TireMaster’s general
ledger.

Warning:  The Payroll Utility posts entries to accounts in TireMaster regardless of whether those

accounts are active or inactive. To ensure the accuracy of your general ledger, verify that
all accounts in PenSoft are assigned the correct, active general-ledger account numbers.

To set up the Custom Export Format in PenSoft Payroll Plus

1.

Click Export. The Export Data screen appears.
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2. Select Custom Export, and click Setup. The Export to Custom Export Setup screen appears.

Export to Custom Expork Setup

¥ Include payroll data in the export,
[ Include tax deposit data in the export.
[~ Include deduction pagrment data in the export,

[ Include Form 1099 data in the export,

Setup Accounts... |
SetupAccounts... |
Setup dccounts... |
SetupAccounts... |

E

r— Custonn Expart Settings

Date Format: MDD hd

¥ Include emplopes's name.

& Owenwrite any existing fle. ¢ Append data to any existing file.

[” Export reversing entries for modified/deletedAvoided data.

Mame Format: ILaSt, First k. j
¥ Include social zecurty numbers.
[V Include emplayes numbers,
W Include et pay even when it is 2ero.
Ok | PFrint | Cancel | Help |

3. Click Setup Accounts. The Export to Custom Export Setup screen for general-ledger accounts

4.

appears.

Export to Custom Export Setup

Payroll Data Type Account
I anager- Salary Dehit
Clerical - Overtime Dbt
Clerical - Hourly Dehit
Officers - Salary Dehit
Sales- Overtime Debit
Sales - Hourly Dehit
M echanic - Owvertime Diehit
M echanic- Hourly Dehit
Fegular Hourly ‘wages Drebit
Overtime Hourly 'wages Dehit
Double Time Hourly ' ages Dehit
Fiece Work Debit
Salary Dehit
Tipz Dehit
Bonus Diehit
Commigsian Dbt
Mor-T axed Reimbursements Dehit
Fringe Benefitz Dehit
Meals Fumnished Debit
Third Party Sick Pay Dehit
Third Party Sick Pay Mo Tax Dehit
Life Ins Owver $50,000 Diehit
Wacation Pay Drebit
Sick Pay Dehit
Personal Pay Dehit
Social Security - Company Debit
Medicare - Compary Drehit

=

£l

aK |
Cancel |
Help |

In the Account column, type the account number for each kind of payroll data, separating the major
account from the minor account with a hyphen.

Example: For account 6300100, 6300 is the major account, and 100 is the minor account.

Note: If you use only major account numbers, type a hyphen and a zero (such as 1010-0). If the
list includes payroll data types that you do not use, leave them blank.
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5. To save the account numbers, click OK.
6. Make sure Overwrite any existing file is selected.

Note: The following check boxes must be clear to prevent unnecessary deposits from posting in
TireMaster’s check register: Include tax deposit data in the export, Include deduction
payment data in the export, and Include Form 1099 data in the report.

Export to Custom Export Setup |

¥ Include payroll data in the export,
[ Include taw deposit data in the export. Setup dccounts... |
[ Include deduction pagrment data in the export, SetupAccaunts... |
[ Include Farm 1099 data in the export. SetupAccounts... |

r— Custom E xport Settings

% Ovenwrite any existing fle.  © Append data to any existing file.
Date Format: MDD 2
[~ Export reversing entries for modified/deleted/voided data.

¥ Include emplayes's name.
Mame Format: ILast, First M. j

W Include social securnity numbers,
[V Include employes numbers.

¥ Include net pay even when it is zero.

oK. | Pint | Oose | Help

7. Click OK. The Export Data screen appears.
8. Click OK. The Export to Custom Export screen appears.

Export ko Custom Export E|

D Include Itemns Paid From: &l
Ending Date:  |04/18/2007  :x| | &l Checking Accounts | View File |
Export Fils: IC: “Program FileshPenS oftPaproll 20074 output. dat _I Cancel |

r~ Items to Be Included in Export Help |

& Include only tems that have not aieady been exported.

Starting D ate:

" Include all active items.

~ Check Mumbers
* Ewport existing check numbers.
¢~ E=part "To Be Printed".
 fszign new check numbers: Start with:
IPayroII Checking Account j IU

Progran: IE:\TireMaster\tmpensoftie.exe | Run Program |

Wiew with: INDtepad _I v Use quotes.

9. Verify that the name in the Export File field ends with output.dat.
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10.

11.
12.
13.
14.

10

Verify that the path listed in the Program field is for the location of your TireMaster program folder.

Note: Typically, the path will be ¢:\TireMaster\tmpensoftje.exe,
d:\TireMaster\tmpensoftje.exe, c:\qdstm\tmpensoftje.exe, or d:\qdstm\tmpensoftje.exe.

If none of the above file names are listed, click = and select tmpensoftje.exe from your TireMaster
program folder.

To save the settings, click Create File. The Report screen appears.
To exit the Report screen, click Close.
Click Close again.

To exit the Export Data screen, click Close.
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