@ vilmer service line

INSTALLATION AND OPERATING INSTRUCTIONS FOR
THE wilmer “FOLDING BOARD SERIES” PAYROLL SYSTEM

* IMPORTANT *

PAY-FB1-NC

RETAIN THESE INSTRUCTIONS FOR REFERENCE AND TRAINING PERSONNEL

Thank you for purchasing the wilmer "FOLDING BOARD SERIES” Payroll System. We feel you will benefit from your new system. By
following these instructions you will find yourself saving significant time in your payroll preparation. You will be presenting a
professional color-coded, double entry, set of records to your accouniant for review, We do advise that you consult your
accountant prior fo any change in accounting procedures.
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EMPLOYEE CONPENSATION RECORD

INTRODUCTION

These instructions will involve the use of the following forms and equipment. A good working knowledge of their use is essential

to the smooth operation of the system.

FORMS

WPC-1 Payroll Check

PJ-20-FB1 Payroll Journal
CRP-1-NC Compensation Record
RL-4646 Single Window Envelopes

EQUIPMENT

WEFPR-1-WT Folding Pegboard

for Checks
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INSTALLATION INSTRUCTIONS

A new payroll system can be installed at any fimey time of the year. Since system installation for the beginning of a quarter, semi-annual, or
there are substantial time savings from the prop¢proper use of your new annual period.
one-write payroll system, there is no need to d fo postpone a new

HEAD UP COMPENSATION RECORDS FOR EAR EACH EMPLOYEE INCLUDING (SEE ILLUSTRATION 1)

A. Name and address

B. Other employee information

C. Column headings

Head up the “Payroll Journal” with column hean headings in the same sequence as the compensation records.
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ILLUSTILLUSTRATION 1 Head up Compensation Records
If the system is being installed at the first of theof the year, you are now In order to prove that all totals were correctly brought forward, first
ready to proceed fo "Operating the System.” em.” run a year to date tape, by column, on your previous compensa-

; : ; ; tion records. Second, run year to date tapes from your new
If the system Is installed during the year, bring faring forward all quarterly : ;
totals from your previous compensation recordscords and post them to compensation records. The two Figures, by column, must agree.
the individual compensation records. If the irthe installation is made You are now ready to proceed o “"Operating the System.”
during a given guarter, fotal all columns for the orthe current quarterand
post the totals fo the number that comespondswnds with the week of the
quarter of the last pay period.

OPERATING THE SYSTEM

ll. HOW TO PROPERLY LOAD THE FOLDING PEG PEGBOARD (SEE ILLUSTRATION 2)

A. With the Folding Pegboard in an open position, aion, and the pegs at the D. Position the first bank of twenty checks over the pegs on the journal
left, place the second hole at the top of the jothe journal over the first such that the carbon stripe on the back of first (top) check aligns
peg af the top of the pegboard. with the first available writing line on the journal. (Only one check is

B. Head-up columns on the Payroll Distribution (tion (right) side of the shown positioned on the journal for ease in viewing,) See (C).

Journal with the payroll distributions you requireequire. See (A).

C. You may also enfer account numbers at theit the bottom of each
appropriate column in accordance with your syour Accountant’s rec-
ommended chart of accounts. See (B).

PAY-FB1-NC PAGE 2



PAYROLL JOURNAL __ PAYROLL DISTRIBUTION

HOLRY LaRmIMGE OEDUCTIONS
=] o e e o (22 B B ST | = ;;:c‘:':; i { =
' “Hapl 0] 375]00] 31foofzzoslm o] 275(275 (300 | [2edoe] Bl Gmddinsec |4 739 | v | 37500 %5 H
<l |l gslod 20 0cls4.23 770 3.35|2.95 | 309 22|11 Pty G 990 | & | zesjool N [ ESlis i
’ o4 ol o rollvac el Fio[3ee N8 Tew ey HI9 (EEE L \ WIELd st AT Ext 11
|« R “/H40) 0 170l oo 190|00| 1142 [1220] 195 | 195 [ 3.00 (59 #3] Gom frekem  fgaz| 4| | 17000 b | .
o i M0l o (20|00 2¢0| 00| 1234 |15w0| 2.1 2 40 | 3.00 14 Ah] T Poigen a3 » PYE T \.. et foat = — 1
| ¢ [Pl 5 30| 00] 301 09 1w.03|3.50] 710 | 3.00 [3.00 234 21| Radpd Pritlen g9¢| o |30/]0q Hithe \ .
Tl | 4ol 0 i2slo0] 125]00] a0} 1.00| t30| 130|309 10d%0| entd Fepe 995 | v 72509 ' ==
v w250 02 10|00 210 00( 3y [a500| 210|210 |3.00 e 6] Bantaras Doine 790 [0 | Zid ool \—— =1 = =
|| | _ J A) 3
=0 -I[x nn ‘TT":..;T'I"T‘-'“ = L e i ol e - -

WILMER SERVICE LINE 337
MLMH!N‘{MQW . (200} GBS INT)
AT ERIL L A om0

Lo R LLLL et e PRI s — . _DOLLARS

| el N L SR o S I
WILMER SERYICE LIFE

|

|

|

|
! ¢ Vo
i

NEIFIEIAaEE

A3 ER TR SOk Em PLEES .

canmnsas | FilCA mwrrw'-swm} mm.r ws..
ez I [ [zezz[od iorjss| 221[nd ro]as] ssf3s] 24]od] |

miouus | svesnws |- aram

m o . T " W =

627 |09 Je27 ool ronjas| 223fvo| iwjas| iwjas| 2400l |
Rk i AR S | - T TR j}v;sw =
7 f T 0

S o /q"“‘“@" K

ST ¥ SR

Faevinen by 7}?7/%?‘&

o vt AT B, T Tt e 5 oy

ILLUSTRATION 2 Loading the Folding Pegboard
IV. PREPARING PAYROLL—(SEE ILLUSTRATION 3)

1. Take all compensation records and arrange them for payment. 5. Distribufe the employee’s “Total Earmnings” amount(s) fo the proper
2. Calculate the total hours from the employee time records. Gl tion ee i) fo fhe fight Soni(c )

. ; ; . 6. Turn the completed check to the left, remove the Compensation
3. Slide the first compensation record beneath the check and butt it : : :
against the pegs. Allgn the last payroll entry on the compensation Record, and write the check numberon the journal (See B, Figure 4.).

record immediately above the carbon stripe on the check. See (A). 7. Repeat Steps 3 thru 6, for all employees fo be paid.
4. From the time card, record the employee number, period ending,

hours worked, earnings, and deductions. Subtract all deductions
from Total to arrive at Net Pay. Write the employee name. See (B).
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V. PROVING THE PAYROLL JOURNAL—(SEE ILLUSTRATION 4)

1. Before the checks are removed from the pegboard and wriffen,
the payroll journal must be proved to insure that net pay for the
period is accurate. The journal is proved by following the proving
procedures, Column 1 minus Columns 2 thru 8 must equal Column
9, See (A). This procedure should be for the current period only.

NOTE: The checks were left attached to the board in case any
corections were necessary. Once an eror is found, you need
merely to flip back fo the check requiring correction, insert the
compensation record, cross out the incorrect figures, and make
the corrections to all three records in one writing.

2

After the journal has been proved and is in balance, remove the
checks from the board at the perforation, and prepare the check
for each individual. A tfaipe should be run on both amounts that
have been written on the check (the amount written in long hand
and the amount that was written numerically), also the amounts
that were entered in the net pay column of the Payroll Journal. ALL
THREE MTUST AGREE, to insure that checks were written forthe correct
amounts,

To insure that the correct amounts were distributed to the various

expense accounts, prove the right side of the journal with the
following formula: Column 1 equals Columns 10 thru 32. See (B).

Proving each completed journal.

A.It is necessary to prove each completed journal fo insure that
correct amounts are brought forward throughout the accounting

B. To insure the correct tofals are brought forward throughour the
accounting period, run atape of the "TOTALS BROUGHT FORWARD"
at the top of the new journal, following the proving formulas. This

period and that the final totals for the accounting period are
correct. To prove each journal, follow steps (@) and (d) under 1
“Proving the journals for the pay period” above.

PAYROLL JOURNAL
O

tape must equal the totals just proven in (a) above.
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ILLUSTRATION 4 Proving the Payroll Journal
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