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4  How To Use GrandMaster Suite

How to Use GrandMaster Suite - Groups

Overview

Simply defined, a Group isalist of employees that share like data. GrandM aster Suite uses
groups to select ranges of employees for calculation and printing purposes. These ranges can be
sorted and saved for future processing.
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GROUPS

Groups help you select ranges of
employees that share similar attributes.

Employees (all types)

For example, you can print a report that
displays only the office staff

Office Group Field Group Sales Group

When Should | Use a Group?

Groups should be used when you need to select adifferent cal culation type apart from a
normal pay run. Such calculations can include Additional, Extra or Reversal runs.
Essentially, any function that requires you to specify certain employee types.

For example if you needed to prepare a bonus run for employeesin the plant, you could
create agroup for your "Plant" employees. Another example would beif you needed to
process a pay reversal for a specific employee. In thiscase, you would create a group by
selecting from the employee list.

Groups are al'so useful when you require areport based on employees with specific
parameters. For example if you wish to create areport of all employees with a Pension
deduction.

Use agroup to divide alarge payroll into multiple groups with a separate payroll, then
assign an administrator to be responsible for their own group. In amultiple branch
operation each branch could be responsible for entering their individual payroll
information -- the payroll could then be processed or calculated globally for all branches.

Create agroup when your payroll function calls for an additional, extra or reversal pay.

Use agroup when you need to create areport that only includes certain types of
employees.

Create agroup when your time cards need to be sorted by department.

A group can be created any time you requireit. There may be many different reasons
based on your unique company's regquirements.
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Use Groups in Every Module

Groups can be used in any or al of the program modules (e.g. Payroll, Human Resources,
Scheduling, etc.) to control various forms of processing. Since you only have to set up the group
once, you have the flexibility of being able to useit in under many circumstances.

Employees Can Belong to Multiple Groups

A given employee can belong to more than one group. Thisisacommon occurrence since many
employees share similar working benefits (but perform varied tasks). If an employeeis part of
more than one group, their datawill appear on al reports (or in al calculations) that call for the
group to which they belong.

For example, a given employee (Joe) may belong to the Pension group but also belong to other
divisional groupings such asthe Salesforce. The result isthat any reports asking for Sales group
or pension employees will show datafor Joe.

SV N AR e

MULTIPLE GROUPS

In the example shown here, Joe
belongs to more than one group.
He is part of the Pension Group
since he has a pension deduction.
Joe also belongs to the Field group
since he functions mainly as a field

] . h ] .
: operative. Thus, he is included in
all reports or calculations calling fol
Qension or Field employees. _/

Pension Group Field Group Sales Group
(Joe is not included)

Employees (all types)

How Does it Work In GrandMaster Suite?

GrandMaster Suite provides two methods for creating groups. Both may be suitable for your
needs depending on the amount of employees you have and the types of functions you wish to
perform.

e EMPLOYEELIST - Alsoreferred to asa"Fixed" list group. This method allows you to
randomly select employees from alist. Since this group typeis fixed, it must be manually
modified if changesto the group arerequired. This group typeismost commonly used for
calculating payrolls between pay periods. Such calculations can include Additional, Extra or
Reversal pay calculations.

See the Fixed Groups section later in this chapter for more information about this group type.

* PAYROLL CONDITIONS - This method allows GrandM aster Suite to dynamically create
agroup based on agiven payroll condition or group of conditions. Essentially, each timethis
group isloaded, GrandMaster Suite will build the group from the database including only
those employees who meet the specified condition(s). For example, you could create a group
named "Overtime" that includes only those employees that have overtime hoursfor a current
pay period. You could then run areport that would include only the "overtime" group and
exclude all other employees.
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See the Payroll Condition Groups section later in this chapter for more information about
this group type.

Note: Maximum Number of Employees - A maximum of 10000 employees may be presentin an
employee group.

Group Selection

When you select agroup inGrandMaster Suite, you will only be able to view the employees that
belong to that group. For example, let's assume that that your entire Salesstaff belong to the
"Sales" group and your R& D staff belong to a separate group entitled "R&D". If you load a
payroll then select the Sales group, from that point onward you will only be viewing Sales
employees. Other employee types will not appear in your list nor will they be available for
processing.

Similarly, the Next and Previous employee shortcuts (<F4> and <F3>) will only display the
employees that are included in the group.

Working at the Payroll Level

Fixed Groups

All group settings are defined at the payroll level. Thisincludes everything from creating and
opening groups to more advanced features such as modifying an existing group. Thissection
discusses the creation and modifications of both group types (Fixed and Payroll Condition)

Fixed Groups are determined by selecting employee names from alist of employeesincludedin a
given payroll. Fixed Groups provide an easy method of selecting employees for payroll
processing between pay periods.

TO CREATE A FIXED GROUP:

1. Withapayroll selected, choose the New - Employee List command from the Groups menu.
This opens the New Fixed Group dialog box that displays alist of employeesin the current
payroll.

Note: Employees List - Each time you choose the New - Employees List command, you are
presented with the names of every employee in the current payroll. This ensures that you have
access to all employees when you need to create a group.
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<. New Fixed Group
Eil= Help

— Awvailable Employes:

-

ABRAM MIKE
ALAKMO BIRDY
ALAKMD GERALD
ALAKMD JoJo
ALAWD JOSEPH
ALOWD ANGELA
BLASE BILL
BROWH LAURA
DORNING CLYDE
DYHAMO BRODY
GULLACHSEN ART
MEDIAN JOE
SMITH JOE
WENDY TESTLY

R
O AN E NN S

—

[

LCancel |

Wew. | Modb. | Selectal | Deselecta

Fig. 1
The New Fixed Group Dialog Box

2. Select the employee(s) you wish to include in the group by clicking once on their name. To
remove the selection, click on the name a second time.

3. Onceyou have selected the employees, click OK to close the dialog box. This closesthe New
Fixed Group dialog box and activates the group for the current payroll session.

Note: The Current or Active Payroll Session - The term "current payroll session" refers to the
time between loading a payroll until you close the payroll. For example, if you load payroll "A" and
enable a group, then load payroll "B", the group will be disabled (and you will have to re-enable it if
you want to use it again).

A red note appears near the bottom of the Payroll Module window indicating that a
"Temporary" group has been enabled. The menu bar will also display the term "untitled"
indicating that thistemporary group has not yet been saved to disk.

Y ou can now use this new group until you close the payroll. If you wish to work with this
group once again, you should perform the Save operation
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,':_ﬁ: Payroll Module - {funtitled}(*vZ_C0) Employee Selection Group

Fil= Groupz Employee Pawoll  Calculation  Beports Year-End  Help
u K I! Jr E
o 5 i A 5)2](3]
Xv'Z Comparny Payrall
Pay ‘Year: 2002
Period: 3
Sequence: 103
Temporary Group Enabled
Fig. 2

The Temporary Group Enabled

SUMMARY - TO CREATE A FIXED GROUP:

¢ From the Payroll module window , select your payroll and choose the Groups - New - Employee List
menu command.

¢ Choose your employees from the list provided, then close the New Fixed Group dialog box.
* Your group is how enabled for the current payroll session.

Saving Groups

Groups must be saved in order to use them in the future. Although a group may be enabled and in
use, it does not necessarily mean it has been saved. For example, if you close a payroll without
first saving the group, the group's information will be lost.

Note: Unsaved Group Information - If you close a payroll without saving the group, the group's
information is discarded. This means you will have to create it again for later use. If there is a
possibility that you may require a group, it is a good practice to save it. If you find that you are

collecting many unused groups, you can easily delete them later using the Delete command under
the Groups menu.

Depending on the group type, your new group may be saved automatically or you may have to
explicitly perform the Save operation. Y ou can verify whether a group has been saved to disk by:

Checking to seeif the group name appearsin the Payroll module'stitle bar. If the word
{untitled} appears before the payroll name, then GrandM aster Suite is using a group
that isnot yet saved. Closing the payroll will discard this group's information.

Checking to seeif the term "Temporary Group Enabled" appears near the bottom of the
Payroll module window. If thisterm appears, then GrandM aster Suite is using a group

that isnot yet saved. Once again, closing the payroll will discard this group's
information.

Saving Fixed Groups

Fixed Groups are never saved automatically. Y ou need to save them in order to use themin
another payroll session.



TO SAVE A FIXED GROUP:

1.
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With your Temporary group enabled for the current payroll session, choose the Save As
command from the Groups menu. This opens the Save As dialog box where you must specify
the name of your new payroll group.

Groups

Mew 3
Open...

Cloze

Delets

Save...
Sart...
todify List ...

Wiew...
Befresh ...

Fig. 3
The Groups - Save As Command

Enter aunique name for the new group in the Group field. If you have saved other groups
before, you can use the List button to view these existing group names (you can also press the
<F8> key).

Usethe Description field to enter abrief description that will help you identify thisgroup in
the future. For example, if your group nameis HEALTH, the description could read "Health
Care Employees’.

Eill= Help

Group: IHEALTH List... |

Description: |Emp|0yee Selection Group

Lancel

Fig. 4
A Completed Save As Dialog Box
Sel ect the Save button once your information is complete. This saves the group information.

A new red note appearsin the GrandMaster Payroll window indicating that a"Fixed" group
has been enabled. The menu bar also displays the name of the new group.
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,':_ﬁ: Payroll Module - HEALTHXYZ_CO0) Employee Selection

Fil= Groupz Employee Pawoll  Calculation  Beports Year-End  Help

e e Te)E i &=(2][2]

Xv'Z Comparny Payrall

Pay ‘Year: 2002

Period: 3
Sequence: 103

Fixed Group Enahled

Fig.5
The Fixed Group Enabled

Payroll Condition Groups

Payroll Condition Groups allow you to specify certain conditions that an employee must meet
before they can be included in a given calculation/report. Each time a Payroll Condition Group is

loaded, GrandMaster Suite will check an employee to seeif they meet the given criteria. If they
do not, the employeeis not loaded.

Oncethe group isloaded, the resulting list of employeesis static until you close the payroll, load a
new group or refresh the group.

TO CREATE A PAYROLL CONDITION GROUP:

1. WithaPayroll selected, choose the New - Payroll Condition command from the Groups

menu. This opensthe Payroll Condition Group dialog box that allows you to define the
settings for the new group.

The required settings are presented under four separate tabs with the first tab containing the
Group Code and Description options.
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s':_ﬁ: Payroll Condition Group

Fil=  Help
Define | Dates | Selects I Payrall
Group Code: ISK_EMF'
Description: |Sask. employeas
Apply Group | Save Group Conditions
Fig. 6

The Define Tab

Enter a Group Code for the new group along with abrief Description that will help you to
identify this group in the future.

Click on the Datestab to view the group's date-related settings. These options allow you to
constrain an employee based on their Birth date, Employment Date or Termination Date.

«§. Payroll Condition Group
Fil= Help

Define Dates | Selects Payrall

— Date

Ll 1P
™ Birth

Start D ate: |2EIEI2£D1 /0
End D ate: IDDDDJDDJDD

{* Employment

= Termination

— Emploves Status
V¥ Active

[ Leave

[~ Terminated
[~ Laid off

[~ Final Pay

Apply Group I Save Group Conditions

Fig. 7
The Dates Tab
Choose one of the radio buttons under the Dates section then enter avalid Start Date and End

Date for the corresponding method. Each time you load this group, GrandMaster Suite will
check to see if each employee matches these settings before including them in the processing.
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Note: Date Ranges - To easily create a group based on your employee's seniority, select the
Employmentradio button, then define an appropriate date range. The Start Date could be when
your company began operations -- the End Date could be one year later. The resulting group
would only include employees who have been employed within that range.

In the previous sample, each employee must have been hired sometime after January of the
year 1995. If they were hired before thistime, they will not be included in the group.

5. Moveto the Employee Statussection and check one or more of the boxes. If you check more
than one box, the employee will need to match both criteriain order to beincluded in the

group.
In the previous example, only Active employees hired after the year 2002 will be loaded when
thisgroup is enabled.

6. Click onthe Selectstab to access the next set of data. Certain items are of ageneral nature
such as the Sex and Province. Other items are more detailed and need to be set up in your
payroll before you can select them as part of your group criteria. These detailed items
include:

Template
Distribution
Default Positions
Payroll Categories

Refer to the Online Help and other How T o documents for more details on the preceding four
topics.

<. Payroll Condition Group
Fil=  Help

Define |  Dates Sekets | Papol |
Sew |Both |
Province: [5 Lst. | Saskatchewan
Template: | u;tl

Diztribution: I List... |

Select Default Paositions. .. I Mo Selections

Paproll Categories
Select Categories... I Cateqories Selected
= Match AMY = MatchALL
Apply Group | Save Group Conditions Tllases
Fig.8
The Selects Tab

7. Definethecriteriafor the group by choosing the appropriate options. Certain criteriaoffer a
List button so you can choose from multiple options (e.g. Template, Distribution). Other
criteria offer abutton that opens another dialog box that will display further editing options
(e.g. Default Positions, Payroll Categories).
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Click on the Payroll tab to access the next set of data. Thistab allows you to create groups

that include:

aspecific payroll run.

employees that have a specific Earning, Deduction, and/or Accumulator.

employees that earn amounts based on a specified Earning Table.

If you would like to include a specific Pay Sequence as one of your group's criteria, you can do
this easily using a Pay Sequence condition. This can be useful for including only those employees
who have received payments during a set period of time.

9.

10.

11.

12.

To begin defining a Pay Period, choose the Select Pay Sequence button. This opens the Pay
Seguence Selection dialog box where you can define a specific pay run for the active payroll.

Select the pay sequences you wish to include in the group by clicking once on their row. To
remove the selection, click on the row a second time.

s':ﬁ, Pay Sequence Selection

Fil= Help

Type Year Period Seguence Start Date End Date Chegue Date
H 20880 26 118 [2808/01/01-2000/01/08] 2000/01/09 ﬂ
A 2000 25 109 [26000/12/16-2000/12/31] 2000/12/31
N 29800 25 108 [2000/12/16-2000/12/317 2000/12/31
N 2668 24 107 [26000/12/01-2000/12/15] 2000/12/15
N 2860 23 106 [2000/11/16-2000/11/30] 2000/11/30
N 20600 22 105 [2000/11/01-2000/11/15] 2000/11/15
H 2888 21 184 [2088/718/16-20007108/31] 2008/108/31
N 2688 28 103 [2080/10/01-2000/16/15] 2000/18/15
X 29808 28 102 [2000/18/16-2000/10/31] 2008/10/31 j
ok | Eat |
Fig.9
A Selected Pay Sequence

Click OK to close the Pay Sequence Selection dialog box once you have completed defining
this condition. The Payroll tab updates to show the selected pay run.

Select
Earnings

If you would like to apply a condition based on a specific Earning type,
you can do so using the Select Earningshbutton. This can be useful for
including only those employees who are assigned such an earning in the
payroll.

To begin defining the group's earning-related criteria, choose the Select Earnings button.
This opens the Payroll Earnings Selection dialog box where you can choose one or more

earning types.
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13.

,':ﬁ: Payroll Earnings Selection - XYZ_C0

File Help

8001 Salary

8018 Hourly
8011 Hourly Va

 Include Exclude Eleargelectionsl

80082 Vacation Salary

cation

Fig. 10

The Payroll Earnings Selection Dialog Box

For example, if you select the Salary earning type and choose the Include radio button, this
will instruct GrandM aster Suite to include only the employees who have this earning
assigned to them in the payroll (whether or not they have received any pay amounts). If a
given employeeis assigned to receive Hourly earnings instead of aregular salary, they will
not be included in the group.

Conversely, if you

choose the Exclude radio button, thiswill instruct GrandM aster Suite to

leave out any employeesthat have the Salary earning type assigned to them.

Once you are satisfied with your selection, click OK. Thiswill apply the selected earnings
and the text label beside the Select Earningsbutton will update to read "Earnings Selected".

<. Payroll Condition Group

Fil=  Help

Define Dates

— Pay Sequence Selection

Select Pay Sequence...

| Selects Payrol
Pay End Date Year Fay Period Type  Sequence
2002401431 2002 3 M 103

— Eamings, Deductionz, and Accurmulatars

Selection Criteria

Select Deductions..

Select Earnings... | Eamings Selected & Enabled for Emplogee

| Mo Selections = Current Pay Amaunts

Select Accumulatars.

) | Mo Celections = YTD Pay Amounts

& MatchANY  © Match ALL

Earning Rate Table: I Lizt... |
Apply Group | Save Group Conditions | T Tloze s
Fig. 11

Selected Earnings are Indicated

Select To apply a Deduction-based condition, simply use the same procedure
Deductions outlined in Step 13 (choosing the Select Deductions button).
Select To apply an Accumulator-based condition, simply use the same

Accumulators

procedure outlined in Step 13 (choosing the Select Accumulators
button).




14. Onceyou have completed the settings for this group, ensure that you choose the appropriate

Groups

radio button under the Selection Criteria section.

Enabled for
Employee

Choose this option to include employees who have the defined Earnings,
Deductions and/or Accumulators assigned to them in the active payroll
(whether or not they are receiving an amount for theitem). For example,
if an employeeisassigned an Hourly earning but has been on vacation
(receiving no earnings for the pay period), they will be included in the

group.

Current
Pay
Amounts

Choose this option to include employees who have the defined Earnings,
Deductions and/or Accumulators assigned to them in the active payroll
and who have had a transaction occur concerning this earning deduction
or accumulator. For example, if an employee is assigned an Hourly
earning but has been on vacation (thus receiving no earnings for the pay
period), they will not be included in the group.

YTD Pay
Amounts

Choose this option to include employees who have the defined Earnings,
Deductions and/or Accumulators assigned to them in the active payroll
and have Y TD amountsin the Earnings, Deductions and/or
Accumulatorsin the current year.

For example, if an employeeis assigned an Hourly earning and has only
received earnings for one week in the entire year, they will beincluded in
the group.

15

15. Onceyou have completed the settingsin thistab, ensure that you choose the appropriate radio
button under the Category List Criteria.

Match ANY | Choose this option to include an employee whose data matches at | east
one of the defined items. Thiswill generally result in larger employee
lists since your conditions are lessrestrictive (i.e. only one of the items
has to match in order for an employee to be included).

Match ALL | Choose this option to include an employee whose data matches every one

of the defined items. This generally resultsin smaller employee lists
since your employees much match all of the given conditionsin order to
beincluded.
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s':_ﬁ: Payroll Condition Group

Fil=  Help

Define Dates | Selects Fayroll

— Pay Sequence Selection

FPay End Date Year Fay Period Type  Sequence

Select Pay Sequence. | 2002/01/31 2002 3 M 103

— Earmings, Deductions, and Accumulatars - —
Selection Criteria

Select Eamnings... | Earnings Selected
£ 2 & Enabled for Emploves
Select Deductions. .. | Mo Selections = Current Pay Amounts
Select Accumulators... | Mo Selections " YTD Pay Amounts

i Match &MY | © MatchaLL

Eaming Rate Table: I List.. |
Apply Group | Save Group Conditions |
Fig. 12

These Settings Will Include All Employees Who Match at Least One Item
If you have Earning Tables set up as part of your payroll you can specify to have employees
with this specific earning table as part of your group list.

16. Enter avalid codein the Earning Rate Tablefield. To view alist of existing Earning Rate
Tables, select the List button list or pressthe <F8>key. Thiswill open the Global Earning
Tables dialog box.

17. Select the earning tables you wish to include in the group by clicking once on their row. To
remove the selection, click on the row a second time.

+3. Global Eaming Tables

File Help
— Rate Table
Earning rate table For ABC Co. o
ABC_HOURLY 2882/81/81 Abc hourly employees
PLANT Plant employees
PRODUCTION Production area employees
SALES Earning rate table for Sales staff
|
Inzert... Duplicate... Edit... Delete |
ok I LCancel |
Fig. 13

A List of Earning Rate Tables

18. Click OK to close the Global Earning Tables dialog box once you have completed defining
this condition.
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s':_ﬁ: Payroll Condition Group

Fil=  Help

Define Dates | Selects Fayroll

— Pay Sequence Selection
FPay End Date Year Fay Period Type  Sequence

Select Pay Sequence. | 2002/01/31 2002 3 M 103

— Earnings, Deductionz, and Accuriulatars

Selection Criteria
Select Eamnings... | Earnings Selected
£ 2 & Enabled for Emploves
Select Deductions. .. | Mo Selections = Current Pay Amounts
Select Accumulators... | Mo Selections " YTD Pay Amounts

* Match &MY  © MatchALL

E arning Rate Table: IPHEIDUCTIEIN List... | Production area employess

Apply Group | Save Group Conditions |

Fig. 14
An Earning Rate Table Assigned to the Group

SUMMARY - TO CREATE A PAYROLL CONDITIONS GROUP:

e From the Payroll module window, select your payroll and choose the Groups - New - Payroll Condition
menu command.

* Use the four tabs in the Payroll Conditions Group Setup dialog box to specify the payroll criteria
(conditions) that your employees must meet in order to qualify for the group.

« Enable the group for the current session via the Apply Group button or save the group for later use via the
Save Group Conditions button.

Saving Conditional Groups

There are two methods of saving Conditional Groups. Y ou can save the group immediately after
creating the conditions or later, after the group has been enabled. However, thereisa subtle
difference that results depending on the method you choose:

If you save your group from the Payroll Condition Group Setup window (by choosing the
Save Group Conditionshbutton or viathe File - Save Group Conditions command), the
group is saved.

If you choose the Groups - Save As command, a message will appear stating that your
Conditional Group will be saved as a"Fixed" group type. This means that the next time
you select the group from your list of groups, this group will only contain the employees
listed in the original group and will not create the group from the parameters set up in the

conditions group list.

Meszage Display

MOTE: This 'Payroll Conditional' group will be saved as a 'Fixed' Group

Fig. 15
The "Fixed" Conversion Message
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Note: Saving Payroll Condition Groups - When you save a Payroll Condition Group, only the
data conditions for the list are stored -- no employee names are stored with the group. This

ensures that your groups accurately reflect the desired criteria and not simply based on a listing of
employee names.

TO ENABLE A PAYROLL CONDITION GROUP:

Once you have completed the desired settings using any or al of the four tabs of this window, and
have saved your group, you are ready to enable the group for the current payroll session.

1. Choose the Apply Group button from the bottom of the Payroll Condition Group Setup
window. Thisenablesyour Payroll Condition Group for the current payroll session and
applies each of the settings you defined for the group. As mentioned earlier, the "current
payroll session” refersto the time between loading apayroll until you close the payroll.

Once the group has been applied, a message appears showing the number of employees that
areincluded in the group, based on all of the defined conditions. Thisisagood way of
verifying that you have entered your conditions correctly. If the number of employees does
not seem right, simply go back through the four tabs and verify your conditions.

Meszszage Display

Employees in Grougp: 12

Fig. 16
A Message Showing 12 Employeesin the Group

s':ﬁ: Payroll Module - MBE(XYZ_C0O) MB Employees

Fil= Groupz Employee Payroll Calculation  Beports  Year-End  Help

10 e T o) (]

X2 Company Payroll

Fay Year 2002
Period: 3
Sequence 103

Conditional Group Enabled

Fig. 17
A Conditional Group Enabled

Note: Saving Payroll Condition Groups - When you save a Payroll Condition Group, only the
data conditions for the list are stored -- no employee names are stored with the group. This

ensures that your groups accurately reflect the desired criteria and not simply based on a listing of
employee names.
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Opening a Group

Once agroup has been saved, it can be opened for use at any time. Once you open the group, its
name will appear in the title bar of the Payroll module window. Additionally, the bottom of the
Payroll module window will display aline of red text indicating whether the group isFixedor
Conditional.

TO OPEN A GROUP:

1. Withthe Payroll module open, choose the Groups - Open command.

ayroll Module [(XYZ_CO0)

Fi Employee  Paproll  Calculation  Beports Year-End Help
[ 5 = [ )
I |k
LCloze
Delete Fayrall
Save... 2002
Save bz 3
Sort... 103
Modify List ...
Wiew...
Befresh ...
Fig. 18
The Open Group Command

This displays the Open Group dialog box that displays each of the groups that exist

2. Select the group you wish to use by clicking once on its name, then click OK to complete the
process.

<. Dpen Group

File Help
Group | Type | Dezcription | ;I
HEALTH F Employes Selection &

i HOURLY P %2 Hourly Employess

i LocaL P Local residents [m]

'ﬂ MALE P Male emplopess

.m P MB Employees

'fﬂ, FROD P Production employees

'ﬂ SK_EMP P Sask. employess -
Delete | todify... | Hew... Ok, I LCancel

Fig. 19
A Selected Group

The group is now loaded and ready for use. Y ou can verify that the group has loaded the
correct employees by selecting the Group - View Group command. Thisdisplaysalist of the
employees to which this group applies.
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Closing a Group

TO CLOSE A GROUP:

Deleting a Group

Once you have finished working with a specific group of employees, you should close the group.
Thiswill once again provide you accessto all of the employeesin your payroll.

For example, let's say you create agroup of only 3 employees, run apayroll report, then you leave
the group enabled. Afterwards, if you wanted to create another report that included all of the
employees, you would still see the same 3 employeesin your lists (because the group is still
enabled).

1. With the Payroll module open, choose the Groups - Close command.

s':ﬁ: Payroll Module - MBE(XYZ_C0O) MB Employees

Fil= WEN0=R Employee  Pawoll  Calculation  Reports YearEnd  Help
i [eE0
E Open... @ M wg ? ﬁ
Delete lPayruII
Save.. 2002
| Saveds- | 3
Sort... 103
Muodify List ...
Wiew...
Refresh ... up Enabled
Fig. 20

The Close Group Command

This disables the group and reloads all of the employeesin the current payroll. The Payroll
modul€e's title bar no longer displays the group name. The Fixed or Conditional termis also
removed from the bottom of the Payroll Module window.

Note: Closing Groups Automatically - Groups are closed automatically when you close a
payroll. As such, remember to save your groups to avoid losing their information once you
complete your payroll session.

If you have created many groups and no longer require them, you can clean up your list of groups
by deleting them. Y ou can delete a group whether or not it is enabled -- please review the
following two sections to see how to perform both actions.

TO DELETE A GROUP THAT ISENABLED:

1. With the Payroll module open, choose the Groups - Delete command.



,':_ﬁ: Payroll Module - MBRXYZ_CO) MB Employees
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Fig. 21
The Delete Group Command

Groups

This displays a message prompting you to confirm the permanent removal of the group's

information. Click Yesto confirm the removal or No to retain the group.

Delete Confirmation

This action cannot be undone. Do you wish to continue?

Fig. 22

The Confirmation Message

TO DELETE A GROUP THAT ISNOT ENABLED:

1.

21

With the Payroll module open, choose the Groups - Open command. This displays the Open
Group dialog box that displays each of the available groups.

Select the group you wish to delete by clicking once on the group name, then click OK to

complete the process.

‘?.' Open Group

File  Help
Group | Type | Diescription | ﬂ
'ﬂ HEALTH F Employes Selection &
'fﬂ, HOURLY P A2 Hourly Emplovees
i LocaL P Local residents (]
'ﬂ MaLE P Male employess
lm P ME Emplopess
'ﬂ FROD P Production employess
'fﬂ, SkK_EMP P Sazk. employees -
Delete | Madify... | Mew. . | 0K I Cancel
Fig. 23

A Group Selected for Removal

This displays a message prompting you to confirm the permanent removal of the group's

information. Click Yesto confirm the removal or No to retain the group.
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Modifying a Group

If you need to change the employeesin a particular group, you may do so at any time. The
procedure varies slightly depending on whether the group isFixed or Conditional.

TO MODIFY A FIXED LIST GROUP:

1. With the Fixed group loaded, choose the Groups - Modify List command. Thisopensthe
Employee Selection Group Modification dialog box.

s':ﬁ, Employee Selection Group Modification
File  Help

Employee Mame B adge Mumber

TRBRAN HIKE R

ALOMD ANGELA

BLASE BILL

BROWH LAURA

DORMING CLYDE

DYHAMO BRODY

GULLAGCHSEN ART

HEDIAN JOE

SMITH JOE

TESTLY WENDY

Add | Bemove | 0K I Cancel |

Fig. 24
The Employee Selection Group Modification Dialog Box

2. Toadd an employee to the group, choose the Add button, select the employee(s) from the
dialog box that appears then click OK. The added employee(s) will appear at the bottom of
thelist.

3. Toremove an employee from the group, select their name from the list, then choose the
Remove button. The employee's name will be removed from thelist.

TO MODIFY A PAYROLL CONDITION GROUP:

1. Withthe Conditional group loaded, choose the Groups - Open command. Thisdisplaysthe
Open Group dialog box that displays the available groups.

2. Select the Modify button. This opensthe Payroll Condition Group dialog box.

3. Modify the group's criteria as required using the four tabsin this dialog box then choose the
Save Group Conditionsbutton. This saves the group's updated information.

4. Closethetwo dialog boxesto return to the Payroll Module window. The information is
updated and the group is automatically reloaded with the new settings.

Viewing a Group

If you ever need to verify that agroup isloaded correctly, you can do so by viewing the list of
employees. The procedure isthe same for Fixed or Conditional groups.
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TO VIEW A GROUP:

1. Withthe group loaded, choose the Groups - View command. This opens the View Group
dialog box and displays all of the employeesin the group that is currently loaded.

s':ﬁ,\l'iew Group: HOURLY *Z Hourly Employees
File Help

Employee Mame B adge Mumber

ABRAM HMIKE =
ALAMO BIRDY
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DYNAMD BRODY

TESTLY WEHDY

Total Entries: E

Fig. 25
The View Group Dialog Box

Working at the Employee Level

There are no group settings that need to be defined from the Employeelevel. Thatis, all group
settings are made from the Payroll level (see the previous section).

When is the Best Time to Set Up This Feature?

Generally speaking, you should set up groups once your employees have been entered in your
payroll. For example, if you try to create a Fixed Group but have not yet entered any employees,
there will be no employeesto choose from.

Similarly, if you attempt to create a Conditional Group without first entering your employees, the
group will be discarded (because there are no employeesto include).

Frequently Asked Questions

| can only see certain Employees in my lists.

If you are in the Employee Menu and have access to only a subset of the available employees, you
probably have agroup enabled. To gain accessto all available employees, you must exit the
Employee Menu, then close the group (viathe Groups - Close command in the Payroll module
window). When you re-enter the Employee Menu, all of your employees will be available.
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My group does not include all the employees that it should.

If you have aFixed Group that does not have all the employees you want, simply choose the
Groups - Modify List command, then add the required employees. Remember to save the updated
group if you need to useit again.

If you have aConditional Groupthat does not have all the employees you want, simply choose
the Groups - Open command, then select your Conditional Group from the list and choose the File
- Modify command. Change the conditions as required to ensure that the requisite employees are
included, then save your changes. Y ou can verify that your employee list has changed by opening
the Employee Menu and pressing <F8>to review your updated employee list. Remember to save
the updated group if you need to use it again.



