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> How to Change a Salary Pay Cycle. Purpose: This guide will show you how to change the
pay cycle for salaried staff from once a month to 26 pay periods, or # of working days per
fiscal month.
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How to Change a Salary Pay Cycle

Purpose: This guide will show you how to change the pay cycle
for salaried staff from once a month to 26 pay periods, or # of
working days per fiscal month.
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J) Click on the Payroll menu dropdown and choose the PR Assignments Calendar.

¥ DynamicBudgets - DYNBUDDEV\DynBud-Dev2 - DYNBUDDEY - DynamicBudgets2016 - *

iFila Eﬂ Budgets —I-Var\ances Reports Qi"'rcu:lls 40 System Management @Allocations $ Payroll @Usars Management
40  Payroll Expense Definitions
@ Employees Roster

@ Payrell Assignments

ﬁ Heurly Staffing

0% PR Assignments Calendar
@ Hourly or Eligibility Calendar

@ Payroll Expense Definitions Report

@ Payroll - Invalid Accounts Report
@ Payrell - FTE Surnmary

@ Payroll - Annual Summary
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Click on the BudgetID dropdown list. For this example, click 2017 Monthly. Note: We will
highlight how to change the setup for two scenarios.

B DynamicBudgets - DYNBUDDEV\DynBud-Dev? - DYNBUDDEY - DynamicBudgets2016 - had

EF”E Ziiﬁudgets —l-\l'anances @Repurts

Payroll Expense Definitions

PR Assignments Calendar X

PR Assignments Calendar

CompanyDB=

|l Save

| x Delete

The WorldOnline

~ | BudgetlD

4

I ] ) @ y
‘TDU|S 40 System Management &lmlucatluns %Payrull -,_d‘_-UsersManagemem

None ~

None
LongTerm Care

| || Duplicate Pay CajedELIM

ISC

Specifying the number of Pay Periods per Fiscal Period is (St Kurt

configuration screen can be used to specify the number
days per each fiscal period, please specify the relative nul
If using a fiscal calendar, please designate which period

Fiscal Period
Period# Label
4 FO1 Jan

P02 Feb
P03 Mar
P04 Apr
PO5 May
P& Jun
PO7 Jul
FO8 Aug
P09 Sep
P10 QOct
P11 Nowv
P12 Dec
Total

b| 2014 FCAST
ekurt v2
v2 0217

2019 v43

Mumber faf{ Terry

PayPeri

1
1
1

will assume that Annual Salary will be evenly split by the number of fiscal periods defined in the company configuration. If you budget payroll expense evenly across all fiscal periods you do not need to use this screen. This Pay Period
Phose who budget on a cash basis, or can accomodate the number of business days per fiscal period for those concerned about budgeting on an accrual basis. Should you need to custom define variable number of pay periods or working

January) for tax liability calculations.

bnate 1st period #

2017 Annual Budget bar Start (January).
% POl ~
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) Scenario One: To change the pay periods to 26 periods, change the number of PayPeriods
per Fiscal Period from 1 per Fiscal Period to a total of 26.

CompanyDB* | The WorldOnline ~ | BudgetlD 2017 Monthly ~

Al Save | A Delete | | Duplicate Pay Calendar

Specifying the number of Pay Periods per Fiscal Period is Optional. By default the application will assume that Annual Salary will be evenly split by the number of fiscal periods defined in the company configuration. If you budget payroll expense evenly across all fiscal periods you do not need to use this screen. This Pay Period
configuration screen can be used to spedfy the number of pay periods in a fiscal period for those who budget on a cash basis, or can accomodate the number of business days per fiscal period for those concerned about budgeting on an accrual basis. Should you need to custom define variable number of pay periods or working
days per each fiscal period, please specify the relative number of "pay periods™ below.

If using a fiscal calendar, please designate which period # represents the start of the year (January) for tax liability calculations.

Fiscal Period Mumber of Flease designate 1st period #
Period# Label PayPeriods Calendar Year Start (January).
P01 Jan 2 January  |PO1 ~
P02 Feb 2

P03 Mar 2

P04 Apr 3

pOS May 2

pos Jun 2

ro7 Jul 2

P09 Sep 2

#10 QOct 3

P11 Now 2

P12 Dec 2

Total 26
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E) Click on Save.

CompanyDB*  The WorldOnline ~ | BudgetlD | 2017 Monthly -

A Delete | ||| Duplicate Pay Calendar

g the number of Pay Periods per Fiscal Period is Optional. By default the application will assume that Annual Salary will be evenly split by the number of fiscal periods defined in the company configuration. If you budget payroll expense evenly across all fiscal periods you do not need to use this screen. This Pay Period
configuration screen can be used to spedfy the number of pay periods in a fiscal period for those who budget on a cash basis, or can accomodate the number of business days per fiscal period for those concerned about budgeting on an accrual basis. Should you need to custom define variable number of pay periods or working
days per each fiscal period, please specify the relative number of “pay periods™ below.

If using a fiscal calendar, please designate which period # represents the start of the year (January) for tax liability calculations.

Please designate 1st period #

Fiscal Period Mumber of
Period= Label PayPeriods Calendar Year Start (January).
pO1 Jan 2 January P01 ~
P02 Feb 2
03 Mar 2
P04 Apr 3
POS5 May 2
POG Jun 2
P07 Jul 2
» o3 2
P09 2
P10 3
P11 Nov 2
12 Dec 2
Total 26
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&  Scenario Two: To change the # of Calendar or Working days, change the number of
PayPeriods per Fiscal Period from 1 per Fiscal Period to the relevant number of calendar or
working days in each fiscal period.

“ DynamicBudgets - DYNBUDDEV\DynBud-Dev2 - DYNBUDDEV - DynamicBudgets2016 - X
E File @ Budgets —l-‘u'anance; @ Reports "'."Tools {6} System Management @Allocations $ Payroll :ﬂ: Users Management
Payroll Expense Definitions PR Assignments Calendar X ~
PR Assignments Calendar 6 - x
CompanyDB* | The WorldOnline ~ | BudgetlD | 2017 Monthly ~
|l Save | K Delete | | | " Duplicate Pay Calendar

Specifying the number of Pay Periods per Fiscal Peried is Optional. By default the application will assume that Annual Salary will be evenly split by the number of fiscal periods defined in the company configuration. If you budget payroll expense evenly across all fiscal perieds you do not need to use this screen. This Pay Period
configuration screen can be used to specify the number of pay periods in a fiscal period for those who budget on a cash basis, or can accomodate the number of business days per fiscal period for those concerned about budgeting on an accrual basis. Should you need to custom define variable number of pay periods or warking
days per each fiscal period, please specify the relative number of "pay periods™ below.

If using a fiscal calendar, please designate which period # represents the start of the year (January) for tax liability calculations.

Fiscal Period Mumber of Please designate 1st period #
Period# Label PayPeriods Calendar Year Start (January).
po1 Jan 31 Jaruary  |pO1 -
rO2 Feb 28
P03 Mar 31
P04 Apr 30
bos May 31
POG Jun 30
PO7 Jul 31
bos Aug 31
P09 Sep 30
P10 Oct 31
P11 Mov 30
12 Dec 31
» otal 365
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M  Clickon Save. Note: This has only updated the calendar but has not recalculated any of the
payroll transactions.

D DynamicBudgets - DYNBUDDEV\DynBud-Dev2 - DYNBUDDEVY - DynamicBudgets2016 - X
File Budgets ]-I-Valiancs Reports e%Tﬂnnls @ System Management Allocations s Payroll g Users Management
Payroll Expense Definitions PR Assignments Calendar X J

Fiscal Period Number of Please designate 1st period =
Periods Label PayPeriods Calendar Year Start {January).
o = o sy
02 Feb 28

03 Mar 31

04 Apr 30

05 May 3

06 Jun 30

a7 Jul 31

08 Aug 3

09 Sep 30

10 Oct 31

11 Maow 30

12 Dec 31
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J) The next steps will apply the calendar changes and recalculate payroll. Now Click Payroll
dropdown menu and choose Payroll Expense Definitions.

' DynamicBudgets - DYNBUDDEV\DynBud-Dev2 - DYNBUDDEV - DynamicBudgets2016 - X

i File Budgets ‘-l-Valiancs Repnrls

ﬁ Employees Roster
ﬁ Payroll Assignments

ﬁ Hourly Staffing

For given CompanyDB - BudgetID, you may define payroll expense for an employee only once, Orglnit Rollup , OrgUnit, ActMum are mandatory

PR Assi ts Calendal
If & red warning message shows in the row header, you have skipped mandatory fields @ Ignment endar

Rate 1 New New Rate 1 New Annualized Hourly or Eligibility Calendar

Base
Rate ppd 2&Change Rate 1 Effective Period Salary 1

Employee
Mame

EmployeelD Motes  Files ~ HRCompany Department JobTitle OrgUnit ActMum Annualsalary

Payroll Expense Definitions Report
Payrell - Invalid Accounts Report

Payrell - FTE Summary

EU EU B ED &

Payroll - Annual Summary
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J) Click on the CompanyDB dropdown list. In this example, select The WorldOnline.

D DynamicBudgets - DYNBUDDEV\DynBud-Dev2 - DYNBUDDEV - DynamicBudgets2016 - s

ﬁle Budgets ll-\fariancs Reports li%Tm:ls @Syslem Management Allocaﬁnns s Payroll gl}sers Management

Expense Definitions  Hourly Staffing Field Mapping

SortOrder ‘Foekl\lane ‘Flekl.d)el ‘CdcType ‘{b]ed: ?nlnl.tn‘ﬂas{bﬁm‘m

Hourly Eligible Input
Taxable ‘ Mandatory ‘ Prorated ‘ Date Field ‘ Field Motes
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J) Click on the BudgetID dropdown list. In this example, select 2017 Monthly.

D DynamicBudgets - DYNBUDDEV\DynBud-Dev2 - DYNBUDDEV - DynamicBudgets2016 - s

ﬁle Budgets ll-\faliancs Reports %Tﬂnk @Syslem Management Allocaﬁnns $ Payroll al}sers Management

Input
Field

: ’ Hourl
Has{bhnns‘ﬂdme Tame‘mwy‘““a‘éd‘;ﬁdd ‘mm‘
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M  Click on Search.

D DynamicBudgets - DYNBUDDEV\DynBud-Dev2 - DYNBUDDEY - DynamicBudgets2016 - *
File Budgets ll- Variances Reports &% Tools @ Systemn Management @Albcaﬁons $ Payroll % Users Management
Payroll Assignments Payroll Expense Definitions J
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M  Click on the Recalculate Payroll Trx button.

D DynamicBudgets - DYNBUDDEV\DynBud-Dev2 - DYNBUDDEY - DynamicBudgets2016 - *

F|le Budgets ll-\laliancs Reports QS:%Touls @Syslem Management Allocaﬁons $ Payroll %Users Management

Payroll Assignments

Expense Definitions  Hourly Staffing Field Mapping

SortOrder ‘ FieldName FieldLabel CalcType Object m HasOptions | Actve | Taxable | Mandatory :‘:{';Ld Eafﬁdd o Notes | Attachments Optionhame Optian FiscalPeriod WageLimit Max]
» Field1 - - - O O O | O None - o K &
o Fieldz > - -l O o O m| O e - - | 7
0 Field3 - - - O O O O O none - - | @
0 Field4 - - - O O O O O none - - | @
0 Fields - - - O O O O O none - - | @
0 Fields - - - O O O O O none = - | &
0 Field? - - - O O O O O none = - | &
0 Fields - - - O O O | O Nore -~ 0| &
0 Fielda - - . O O O a [ - | 4
0 Fieki10 - - . O O O a [ - | 4
0 Field11 - - - O | O O O none = 0| &
0 Fiekdi12 - - . O O O a [ - | 4
0 Field13 - - . O O O a [ - | 4
0 Field 14 - - - O | O O O none = 0| &
0 Field15 - - . O O O a [ - | 4
0 Field16 - - . O O O a [ - | 4
0 Field17 - - - O | O O O none = 0| &
0 Field 18 - - . O O O a [ - | 4
0 Field 19 - - - O O O O O  hone - - | & &
0 Fiekd20 - - - O O O O O none = 0| &
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J) A message will appear that reads, Do you wish to recalculate all payroll transactions for all
employees in this budget? This operation could take a long time, please be patient. Click
Yes.

Fayroll Assignments

CompanyDB BudgetlD 2017 Mothly | O seach | [ Payrol Trx |

=] | LT

Expense Definiions  Hourly Staffing Field Mapping

SortOrder ‘ FieldName FieldLabel CalcType Object m HasOptions | Active | Taxable | Mandatory m&d wﬁdd LpliE Notes | Attachments OptionName sa"lsg" FiscalPeriod WageLimit Max
3 Field1 O O O O O None e &
T 0 Field2 O O O O O None e &
0 Field3 O O O O O |nene - - | W &
0 Field4 O | - | 1| None e &
0 Fields o | Confirm @
0 Fieldé O &

Do you wish to recalculate all payroll transactions for all employees in

0 Field? O o this budget? &
0 Fields O This operation could take a long time, please be patient 4
0 Fields O &
0 Field10 O | - ‘ | T &
0 Field11 O &
0 Field12 O O O O O | None ¥ &
0 Field13 O O O O O | none & &
0 Field14 O O O O O | none & &
0 Field15 O O O O O | none & &
0 Field16 O O O O O | none & &
0 Field17 O O O O O | none & &
0 Field 18 O O O O O | none & &
] Field 19 O O O 0 [ | None e &
] Fieldz0 O O O 0 [ | None e &
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J) A message will appear that reads, recalculate payroll projections completed successfully
unless errors, were listed in the log screen. If there, were errors, contact Dynamic Budgets
support for assistance. Click OK.

' DynamicBudgets - DYNBUDDEV\DynBud-Dev2 - DYNBUDDEY - DynamicBudgets2016 - *
ﬁﬁle @ Budgets ‘-l-\iariancs Reports ts‘%Tm:ls @Syslem Managernent @Alk}caﬁnns $ Payroll #USEIS Management

Payroll Assignments Payroll Expense Definitions

Expense Definitions  Hourly Staffing Field Mapping

SortOrder ‘ FieldMame FieldLabel CalcType Object m a Message B o x tachments OptionMame \?:IE? FiscalPeriod WageLimit Max1
» Field 1 i &
v Recalaate payrall projections completed successfully, please :
0 Field2 i check log For more detais 7
0 Field3 i &
0 Fields [ |Leg > | &
i Fields i PR S = IR DR I
o Felds i SaveHourlyStaffing - completed with no errors (8;9’
0 Field7 i &
i Fields i I
0 Fielda i &
0 Field10 i &
0 Field11 i I
0 Field12 i &
0 Field13 i &
0 Field14 i r r
0 Field15 O O O O O |mene - 2l i &
0 Field16 O O O O O | none < &
0 Field17 O O O O O None o« F
0 Field1s O O O O O None e I
0 Field19 O O O O O | none < &
0 Field20 O O O O O | none b &
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> Note: The conversion of the Payroll Calendar Pay Periods are complete and you should have

recalculated all payroll transactions for both Hourly and Salary staff.

Fayroll Assignments

CompanyDE | The WorldOnline ~|  BudgetiD 2017 Mothly ~| o search |
=] | !In
| Expense Defiritions | Hourly Staffing Field Mapping
SortOrder ‘ FieldName FieldLabel m:ﬂ HasOptions | Active Ei:h‘:l;eld
» Field1 - O O O 0 [ MNone i &
e Field2 o O O O O O | Nore s @
0 Field3 o O O O O O | Nore s @
0 Field4 o O O O O O | Nore s @
0 Fields o O O O O O | Nore s @
0 Fields o O O O O O | Nore s @
0 Field? o O O O O O | nore £ @
0 Fields o O O O O O | nore £ @
0 Fieldg o O O O O O | nore £ @
0 Field 10 o O O O O O | nome £ @
0 Field11 o O O O O O | nome £ @
0 Field 12 o E I]__I] E E None £ &
0 Field13 o O O O O O | none £ @
0 Field 14 o O O O O O | none £ @
0 Field 15 o O O O O O | none £ @
0 Field 16 o O O O O O | none £ @
0 Field 17 o O O O O O | none £ @
v Fieid15 ¥ DynamicBudgets - DYNBUDDE... O O O nene < g
0 Field 19 = W O O | none £ @
0 Field20 O O O | none £ @
&) o mn
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J) That's It. You're Done.

BUDGETS
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That’s It. You’re Done.
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