- COMPATIBLE PAYROLL SYSTEM 46N
INSTALLATION AND OPERATING INSTRUCTIONS

*Keep these instructions for reference and training new personnel.

STARTA-SYSTEM® CONTENTS

25 Payroll Journals

25 Compensation Records
200 Double Window Envelopes
300

or 625 Payroll Checks

1 Folding Pegboard

HOW TO BEGIN

1.

=

Check your order. Verify the imprint and bank
information is correct on your checks.

Place the folding Pegboard on your desk so
clamp is at the left. The pegboard will open to
the right.

Place one Payroll journal on the pegboard.
The second peghole from the top of the journal
should be placed on the first peg of the
pegboard.

* If using the carbon overlay journal, place the
third peghole from the top on the top peg of
the pegboard.

PREPARING THE JOURNAL:

1;

Enter the Page Number and Period Ending at
the top and bottom of the journal. (See A of
illustration 1)

Fill in the Earnings and Deductions columns
on the journal with the headings that
correspond with your checks. (See B of
illustration 1)

In columns 1-11, enter the appropriate
distribution column headings. (See C of
illustration 1)

Place the first bank of shingled checks on the
pegboard by placing the first peghole at the
top of the bank of checks on the top peg. Be
sure the posting line of the top check aligns
with the first writing line on the journal.
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ILLUSTRATION #1



PREPARING THE COMPENSATION RECORD:

1.

Complete the top of the card with the
employee name, address, telephone number
and social security number. Enter all other
pertinent information at the top. (See A of
illustration 2)

Enter the deduction headings to correspond
with your check. (See B of illustration 2)

RECORDING THE PAYROLL.:

=

Slide the appropriate Compensation Record
under the check until the columns line up
properly. Be sure the line number of the
current pay period is in line with the posting
line of the check.

On the posting line at the top of the check,
beginning at the left, enter the Pay Period
Ending, Time Worked, Regular and Overtime
Earnings and Total (Gross) Pay. (See C of
illustration 2)

Complete the posting line with the appropriate
Deductions, Net Pay and the Employee's
Name. Record the check number on the
journal. (See D of illustration 2)

Distribute the gross amount of the check to the
proper distribution column on the right side of
the journal. (See E of illustration 2)

Once the posting line is complete, detach the
check at the perforation.

Remove the Compensation Record.

Complete the check by entering the net
amount on the pay line, sign the check and
place in a double window envelope.
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PROVING THE JOURNAL.:

1. Total all columns and enter figures on the last
line of the journal. (See A of illustration 3)

2. The total of the Total Pay column (Col. D) less the
sum total of the Deduction columns (Col. E-J) must
equal the Net Amount column (Col. K). (See B of
illustration 3)

3. The Net Amount column (Col. K) plus the sum
total of the Deduction columns (Col. E-J) must
equal the sum total of columns 1-11. (See C of
illustration 3)
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ACCESSORY ITEMS AND ADDITIONAL
OPTIONS

CHECKS:

Available Topwrite with a choice of pantograph
colors.

CASH PAY STATEMENT:

A Cash Pay Statement may be used in place of a L=
check when payment is made in cash. When I

used with the Payroll Journal an accurate record W T——
is maintained. ,*

DOUBLE WINDOW ENVELOPES:

Your company name and address is positioned = ===0| — o

on the check to show through the top window as a (e )
return address. The employee name and address e

will appear in the bottom window . E*LM&;&EM
EQUIPMENT:

Posting trays and indexes are available to

alphabetically store the Employee Compensation
Record.

Post binders are available for storage of
completed journals.

PERSONALIZED DEPOSIT TICKETS
Compliments any Check Order

AVALABLE: - o Emmawee
SINGLE DUPLICATE . e
Form No. WDT-100 Form No. WDT-100-NC-2 3 o _=
E" ‘ég : Yo E
244# White MICR Bond Part #1-26# White NCR-CB i%gg g%i’
S Bli3b———
Padded in 50's Part #2-15# Pink NCR-CF ggﬁ iid lgl_=-_=—l_
& t gi g ﬂ
Minimum Qty.=250 Minimum Qty.=250 z . 5""'"'
TRIPLICATE PO =
Form No. WDT-100-NC-3 - ‘E.".'-"--_-_—_..—
R - ‘——-
Part #1-26# White NCR-CB 1= E E—r —
: il . Hee—e—H
Part #2-17# Canary NCR-CFB o 3 ? E——1
- |
Part #3-15# Pink NCR-CF e
Minimum Qty.=250 i i

WSL-INS-46N (9/91)



	WSL-INS-46N_a
	WSL-INS-46N_b
	WSL-INS-46N_c
	WSL-INS-46N_d

