Enhancements in Spectrum 2020 R3

Last Updated: November 18, 2020

Enhancement Legend

<BLANK> Available on all systems (ViewpointOne, Hosted and On-prem)

T’ Available on Hosted and ViewpointOne Systems Only
v yeweant  Ayailable on ViewpointOne Systems Only
1] Top Suggestion Box Enhancement
Log your enhancement ideas at https://vpspectrum.ideas.aha.io/
AP Spectrum ePayments - Return File Import
AP Set Vendor to Spectrum ePayments
AP Form 1099-NEC & 1099-MISC (Note: No changes for T5018 this year)
AP Form 1099 Processing with Nelco
AP No TCC Required to Submit to Nelco
AP Electronic Filing Number Support for Nelco (i.e. IA BEN)
_[I AP Purge Vendor Invoice Batch Utility
AR Select Applications to Bill Window Enhancement
_ﬂ AR Purge Customer Invoice Batch Utility
1] CM Add DI to Reconciliation Adjustment Entry
1] DE Add/Update Union Pay Rates
[I DE Add/Update Union Benefit Tier Overrides
1] DE Add/Update Wage Codes
DI Do Not Display Complex PDFs
1] DI Refresh Added to Images
[I EC Purge Unposted EC Transactions
GL Move Error Recover JE
GL Move Journal Entry Clear Flag
1] JC Refresh Added to Job Materials
1] JC Refresh Added to Job Subcontracts
1] JC Refresh Added to Job Images
1] IC PO Accrual Added to Reclassify History
JC Quantity History Report
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_[I JC Purge Unposted JC Transactions
'H IC Purge Unposted IC Transactions
PR Time Off Code Listing in Crystal
_[I PR Add Status Filter to Recurring Deductions / Add-ons
PR Tax Table Audit Log
'H PR | SUTA Tax ID Number
_[I PR Recap Totals on Wage and Tax Report
PR Form 1095-C Processing for Nelco
'H PR Print 1095-C’s in same order as W-2's
PR W-2 Reporting for FFCRA/COVID wages
PR W-2 Processing for Nelco
_[I PR Nelco to Use Employee Home Email Address
PR Foreign Address Support for Nelco
State Tax ID Update for Nelco
PR Electronic Filing Number Support for Nelco (i.e. |IA BEN)
PR T4 Reporting for COVID Wages
[I PR Save W-2/T4 Information to History
1] PR Non-standard Calendar Year
1] PR Streamlined Payroll Tax Table Import Workflow
PR Move PR Employee File Rebuild
PR Stronger Warnings Before Purging Data
PR Delete Employee from Current Company Utility
PTE Timecard Signature and Notes
PTE Job-to-Date Quantity in Unit Quantities
1] SC Additional Selections on Create Work Orders
1] SC Cost Group Selections on Contract Billing Processing
[I SC Cost Group Selections on Earned Revenue Processing
[I SC Cost Group Selections on Reverse Earned Revenue Processing
STM Materials Page Added
STM Purchase Orders Page Added
SYS Resources
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AP Spectrum ePayments — Return File Import

Importing the ePayment Return File
The purpose of the return file is to explain how the payment was resolved with the vendor.

1. Download the Return File from Nvoicepay’s AP Gateway.

2. Navigate to Accounts Payable | Data Entry | Import ePayments Return File.

3. Click Continue, select and upload the file.

4. When records were successfully imported, the ePayments Return File Import, Sorted by Check

Number report appears.

ABC Inc

ePayments Return File Import
Sorted by Check Number

Check
Number  CheckDate Vendor Code Vendor Name. Invoige/Credit Amount Discount Amount Total Payment Retention Paid

V00028 0831720 ARAIND1 AAA, Industrial Inc, comma 5,000.00 100.00 4,800.00 0.00

5. If errors were found, a warning message will appear stating how many records were invalid.

ePayment Return File Import Errors
Select Errors from the Import ePayments Return File screen. Records with issues appear here.

®
Spectrumu & Geofirey Falk ABC ~  Preferences  Help  Aboul  Resources  Sign Oul

| +

Apc I
@ Dasnboara ePayments Import Errors

‘Thass transactions wars unable to bs imported info Specirum. Pisass raview thair srror message and procsss accordngly

[__gear Enor

ference  Paid amounte. ePayments submission date  Invoicalcredt Tipe  lempor dale Impart time
250.00 072120 BSASISD  Invoice 0872620 14:30.03
130513 0872020 AUTOO013  Invoice 09/14120 1334.42
AAAIND (ARA,  INGUEITAI Inc. comma) ABCV00013 151000 07120 BAISDIS  Invoice 08726120 14:30:03 Payment H
AAAIND1 (AAA. Industrial inc. comma) E00034 50000.00 o721120 R1 Invaics 0414120 09:48:13 Transaction was not pracsssed propary
AAAINDT (AAA.  Industrial Inc. comma) ED0034 50000.00 07120 R1 Invaica 08/14120 1352.20 ‘Transaction was not pracessed properly by

P T NP SRy NS o L NS g B FRRN S e S Y

epay. Contact Nvaicepay for asef
Contact Nvoicepay for as:

Once the issue has been researched and resolved, click the Clear Error button to remove this from the

screen.

Types of Error Messages

Wrong Company
The data in the return file is for another company. The return file is company specific and can only be

imported into its company only.

Transaction was not processed properly by Nvoicepay.
The transaction is on hold or has some error on the AP Gateway. Contact Nvoicepay for further

assistance.

Cannot locate the record in Payment History
The check number in Spectrum does not match that in the return file. This may also indicate that the
transaction was not posted in Spectrum but was sent to Nvoicepay.
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Vendor Payment History Inquiry

To assist the user in understanding how the payment to the vendor occurred, payment history now
contains the following information:

1. ‘ePayment disposition’

o Displays how the transaction was paid. Will state Check, Electronic, Master Card or NVP
Card.

e ‘ePayment reference #
o This will contain the Spectrum company code + Nvoicepay transaction number
e ‘ePayment disposition date’

o The date the file was submitted to Nvoicepay for processing.

v S p e Ct rum ® & Geoffrey Falk ABC - Preferences Help About Sign Out

ABC ABC x
© Dashboard = Vendor Payment History +
=
Switch Find Invoice Vendor Payment History
4

Vendor code AAAINDT AAA_ Industrial Inc, comma Total paid 128988281

Search [ | [ Mew Search |

(_mnvoice [ Check ][ Refiesh ]

1 (206) 555-0999 i acct Back charge Payment method  Cleared | ePayment disposition ePayment reference # ePayment submission date
Checking Account - USD) Check Check ABCV00026 09/02/20

» PROPERTIES
~ FINANCIALS
Summary

Checking Account - USD}) ePayment Check ‘ABCV00028 09/02/20

Checking Account - USD) ePayment Check ABCV00020 08/14/20

Checking Account - USD) ePayment NVP card ABCV00014 07/21/20

Checking Account - USD) ePayment Check ABCVD0013 07121120
hecking Account - LLSD) ePaymen

‘Open tems
Payment History

Subcontract Payment History Inquiry
The same columns were added to Subcontract Payment History as well.

AP Set Vendor to ePayments

To assist users with implementing ePayments, a new utility has added that changes the payment type
for selected vendors. As with changing the payment type manually to ePayments, there are certain data
fields that must be completed first. Before changing the payment type to ePayments, the utility reviews
the selected vendors and validates that the information exists. Specifically, the utility has the following
requirements before it will change the payment type:

e Account reference is not blank
e Address 1, City, State and Zip are not blank
e Default payment location has Address 1, City, State and Zip

Here are the steps to use the utility:

1. Navigate to Accounts Payable | Utilities | Set Vendor to ePayments to start.
2. Complete the Build window to create the list of vendors to change. Click Ok to continue.
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Build List of Vendors to Set to ePaymenis

v |k

Selections
Vendor code |m
Vendor type [ALL

)%

Vendor status

[0 Include vendors with an override currency?

[v] Active?
[ Inactive?
(O] Motused?

Multi-currency vendors: Based on your ePayments implementation, you may or may not want
to change vendors that are paid in a different currency.

3. The list of vendors will appear. Only vendors without errors may be updated.

¥ Spectrum®

& Geoffrey Falk

ABC -

Preferences. Help About Resources

Sign O

ABC ABC x
@ pashboard = Set Vendor to ePayments eE

Cancel

Set Vendor to ePayments i

state/province, postal code and account reference.

not be updated.

Vendor code Vendar name Vendor type
BOICAS Boise Cascade GEN Check
AMETIR American Tire & Equipment Co. GEN Check
AMELUM /American Lumber And Hardware GEN Check
458GAR 458 Garden Supply vi14Dev SUB Check
WSIND S Industrial Sub Check
LIENT Lien Release Testing MAT Check
DF0Q1 Doug's Vendor vT Check
27 Target Retail Check
SEACIT City of Seattle GEN Check
POSMAS Postmaster GEN Check
PORROS Portland Rose Garden GEN Check
V014 Vendor 014 Check
16 WF vendor Check
4 Test321321 321 New Check
Z151ZZZ521 raset Check
Z1231DASF1 1asdi5 Check
Z-TESTVEND CREATED VIA SSMS Check
LEQ092517V LEOQ TESTING BI-742 VENDOR Check

A e c

This utility sets the payment type of selected vendors to ePayments. ePayments requires address 1, city,

Click Continue to change the payment type for venders that are ready to update. Vendors with errors will

Current payment method

Update status

Ready to update.
Ready to update.
Ready to update.
Ready to update.
Ready to update.
Ready to update.
Ready to update.
Ready to update.

Error-
Error-
Error-
Error-
Error-
Error-
Error-
Error-
Error-
Error-

Main properties is missing address information. Location is missing address
Main properties is missing address information
Main properties is missing address information.
Main properties is missing address information
Main properties is missing address information.
Main properties is missing address information
Account reference is missing. Main properties is missing address informatio
Account reference is missing. Main properties is missing address informatio
Account reference is missing. Main properties is missing address informatio

W

4. Click Continue and all vendors with the update status of ‘Ready to update’ will be set to

ePayments.

AP T5018 Statement of Contract Payments

CANADA SYSTEMS ONLY

There were no changes to the form or electronic filing for the 2020 tax year.

AP Form 1099 Processing

UNITED STATES SYSTEMS ONLY

The IRS has released new versions of the 1099s for the 2020 tax year. Non-employee compensation has
been moved out of the 1099-MISC and now is reported on Form 1099-NEC (Non-Employee

Compensation).
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IMPORTANT: No change is required on the vendor to use the new form. All vendors set with amount
indicator ‘7 — Non-employee compensation’ will automatically appear on Form 1099-NEC.

Form 1099-MISC has changed in 2020. This means
that any leftover forms from prior years will not
work this year!

1099-MISC/NEC Form Maintenance
The 1099 maintenance screen supports both Form 1099-MISC and Form 1099-NEC.

v S p e Ct rum v & Geofirey Falk ABC ~ Preferences Help About Resource Center Sign Ouf.
ABC ABC x
@ pashboard | = 1099-MISC/NEC Form Maintenance 1 ar
=R 5o | Listng Export 1099-MISC/NEC Form Maintenance %3
[ _edt  J( Deete [ Selestions | e 7 N )

Total MISC.
300.

Type Code Recipient name Altemate name Recipient tax 1D
Vendor AURFLO Aurora Flooring Edith Paulson 123456789012

697,710.83

The listbox displays totals for Form 1099-MISC and Form 1099-NEC.

| Edit 1099-MISC/NEC Form |

1099 type Vendor Payer tax ID number 123456789012
Vendor code AURFLO Vendor total
Recipient Form 1099-MISC amountpaid
Recipient name | Rents
Alternate name  (Edith Paulson ] Royalties
Address 1 (4508 454Th Street W. ] Qther income :
Address 2 ( ] Fishing proceeds :
City (Seattie ) Med payments 1
State Zip 98103 Int/div substitute [
Golden parachute :
Recipient properties Paid to attorney 1

Federal ID# 123456789012
Payer state code :]

Form 1099-NEC amount paid

State/payer # [ Non-employee compensation ’
Form 1099-MISC Form 1099-NEC
FIT withheld ( ] ]
SIT withheld [ [ 2.00 ]
[C)2nd TIN notice? (¥)2nd TIN notice?
Products for resale?
o meT—
Form 1099-MISC fields O Form 1099-NEC fields
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Note that the ‘Vendor total’ includes the sum of Form 1099-MISC and Form 1099-NEC.

Print 1099-MISC/NEC Forms

Select the correct format to print on pre-printed forms. Only those records for the selected format will
print. In other words, when Form 1099-NEC is selected, all 1099-MISC information will not print out.

v S p ectr um < & Geoffrey Falk ABC ~ Preferences Help About Resource Center Sign Out.

ABC ABC x
© Dashboard = Print 1099-MISC/NEC Forms + t

~ SAVED SELECTIONS ) eon | 1wy Reporss | Print 1039-MISC/NEC Forms ¥4
‘Standard Template 1088 Form Print

N —
F - —

Format
Form 1089-MISC
%) Form 1099-NEC

Export 1099-MISC/NEC

The standard export will create two files for 1099’s. The first file, IRSTAX_MISC, contains all 1099-MISC
information. The second file, IRSTAX_NEC contains all 1099-NEC information. Note that when no 1099-
MISC information exists, only one file will be created.

AP Form 1099 Processing with Nelco
This is a fee-based service.
Viewpoint has partnered with Nelco to provide an alternative solution to Federal and State e-filing.

While many states use the federal electronic file format, there are some that do not. Nelco can be used
to create these files in each state’s preferred method.

]
v S p ectru m & Geoffrey Falk ABC ~ Preferences Help About Resources Sign O
ABC ABC x

® Dashboard = Export 1099-NEC/MISC File +
|| can@l |[ Heicocsv ) Export 1098-NEC/MISC File ’
Selection:

Year (7] Setdefaults?
Transmitter info.

¥ W‘ I N e W v S s “‘-’

Here are the steps:

Navigate to Accounts Payable | Period End | 1099 MISC/NEC Forms.

Click Export.

Complete your company’s information for the year.

Click Nelco CSV.

Click Continue.

Upload the file to Nelco for processing at https://spectrum.nelcoportal.com/import/gwximport

SIS
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Errors
If errors were found during the export, a window will appear explaining the issue. When there is more
than one error in a record, only the first error will display.

Export to Nelco CSV Format

Completed successfully - 11/04/20 (10:06)

EXCEPTIONS - The following 1099-NEC/MISC records contain errors

because required information has not been specified. The export file has

been created, but these 1099-NEC/MISC records will fail when uploading to

Melco.

Recipient code Type Ermor b
GTEST Vendor Elank recipient name:

It is important to note that these error records are corrected prior to uploading the file to Nelco.
Examples of errors include:

Blank Company Name Blank Vendor Recipient Tax ID Number

Blank Company Address Line 1 Blank Vendor Recipient Name

Blank Company City Blank Vendor Recipient Address Line 1
Blank Company State Blank Vendor Recipient City

Blank Company Zip Blank Vendor Recipient State

Blank Company Phone Blank Vendor Recipient Zip

AP No TCC Required to Submit to Nelco

To streamline the process of filing 1099’s with Nelco, the Transmitter Control Code (TCC) will no longer
be required. In earlier versions, the user would receive an error message when creating the export file.

While you can still send your TCC information within the file, it is not an error.
AP Electronic Filing Number Support for Nelco
lowA BUSINESS EFILE NUMBER (BEN)

When filing 1099’s electronically with Nelco, the state of lowa requires an additional electronic filing
number. To support this Business eFile Number (aka ‘BEN’), a new field titled ‘Electronic filing #' has
been added to the Export 1099-NEC/MISC File page.
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v S p e Ct ruam & & Geoffrey Falk ABC ~ Preferences Help About Resource Center Sign Out!

ABC ABC x
© Dashboard ' = Export 1099-NEC/MISC File ! +

HNelco CSV Export 1099-NEC/MISC File ;

Year 2020 () Prior year data? () Setdefaults?

Transmitter info.

Transmitier's TCC DECX Transmitters TIN 12414 (#) Foreign?

Transmitier's name  [GoGG
Name (continued) [Company AEC

Contact info
Contact name ContactName
Name (continued)  [Name Continued
Street address [Address

JE L
[

N « [ [ e EE ) Electronic filing # is also
ECunladDhune 555 E-mail  [3a5@gmail.com ]

known as lowa’s

Payer's TIN 124124 () Foreign?

Payer's name Payer Name ]

Name (continued)  [Payer Name Cont ] B H F H I N b

Street address PAYER STREET ] u S I n e SS e I e u m e r
City [PAVER CITY _ ] State Zip T

Payer name control _[&____|

Electionicfing# (87654321 | | ( B E N )

IMPORTANT NOTES
e Leave this field <BLANK> when not needed.
o lowa will not accept zeros in this field.
e Today, this field is used for Nelco’s 1099 export.

AP Purge Vendor Batch Utility

l] ToP SUGGESTION BOX REQUEST!

There are times when it is desirable to delete out a batch of unposted transactions. Clients using SDX
report that they have imported too many transactions and they want to clear the batch and start over.
This is a common question to the Support desk.

Enter the batch code to delete and then click Continue.

v S p ectrum ® & Geoffrey Falk ABC ~  Preferences  Help  About  SignQ:

agc agc x
@ Dashboard = Purge Unpsted Vendor Invoices +

Purge Unpsted Vendor invoices. (

WARNING! This update will delete a batch of unposted vendor invoices for the current company. If used inappropriately
data loss will occur and will result in having to enter transactions once again into the system. There is no way 1o reverse
this update once it is performed.

Batch [y = [ Unposted Batch: 5 208 00 ( 27 ]

Warning

This update will delete a batch of unposted vendor invoices for the current company. If used
inappropriately, data loss will occur. This will result in having to enter transactions once again into the
system. These is no option to reverse this update once it is performed.
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Restrictions and Limitations
e This utility will not delete invoices that are currently locked or those that cannot be removed
using the Delete option in Vendor Invoice Entry.
e This utility requires a level 8 or higher security to the AP security category.

AR Select Applications to Bill Window

The Select Applications to Update window on the Update Draws to Invoice Entry screen has been
enhanced to display the ‘This period billing’ amount.

In previous versions, this window only displayed draw requests with a ‘Period to’ (G/L date) entered. By
adding ‘This period billing’ and the ability to resort by this amount, allows the user to identify all draws
that are considered unposted over on the G/L Unposted Transactions Inquiry screen. Unposted
applications include those with a ‘Period to’ (G/L date) and a non-zero amount in the ‘This period billing’
column.

Why is this such a big deal?
This is helpful when identifying unposted draw requests in the G/L Unposted Transactions Inquiry
screen. Here, the screen states that there are 15 unposted draws.

®
v S p e Ct rum & Geoffrey Falk Preferences Help About Resource Center Sign Out
ABC ABC x
@ pashboard = Unposted Transactions Inquiry +
Report Unposted Transactions Inguiry
Selections
Module All Modules New Search
Through transaction date 09/29/20 |
) Include only sources with unposted transactions?
Refresh Update

Count Transaction source
55 Accounts Payable invoices / credit memos
2 Accounts Payable manual checks / credit cards
1 Accounts Payable regular checks

4 Accounts Receivable cash receipts / adjustments
0 Accounls Receivable nvoices 1 Credil memos
2 Cash Management direct checks
' . 2 Cash wanarmem reconmllal\o“ﬁnsaiians ' '. P r ’

Here are the steps to identify the unposted draw requests:

Highlight ‘Accounts Receivable draw requests’ and click Update.
A new Spectrum tab will open in Update Draws to Invoice Entry.
Press <ENTER> to accept the batch code.

Click Select.

Resort the window by ‘This period billings’.

The items with a non-zero amount are considered unposted.

oA wWN R
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Select Applications to Update
Applications appear here when they have a ‘period to' (G/L date) entered on them. Unposted applications include those
with non-zero amounts in the 'this period billing’ column.
Use Shift or Ctrl to select multiple.
Job Customer Appl # GiL date This period billing= |«
300 (King County; Highw KINCOU (King County Public Works Dept) 15 05/15/18 25,026,962.14
A321 (Avatax) 007COR (007 Bonding & Corporation) 1 01425119 85,555 .00
325 (Nolan Ryan Bull Pe RYANOL (Nolan Ryan) 5 12112113 50,000.00
A322 (asdfasdf) 007COR (007 Bending & Corporation) 1 01/25/19 50,000.00 The 15 u n OSted
425 (Johnny Bench Comn BRICOL (B.C. Dept of Transportation) 1 04/10M17 5,000.00 p
ASD (ASD Test) FEDFRE (FedEx Freight) 1 01/25/19 5,000.00 H
1-0054 (Job 1-0054) LAKCON (Lakeview Consortium) 1 05i06/13 1,225.00 draWS a re IIStEd
125 (Cascadia Park West GIADEV (Giant Development Corp.) 8 0730720 1,000.00 H
125 (Cascadia Park West 007COR (007 Bonding & Corporation) 1 07/15/18 600.00 he re Wlth non Zero
325 (Nolan Ryan Bull Pe 007COR (007 Bonding & Corporation) 1 121211 366.00 . . apye
125 (Cascadia Park West 12345 (Geoff) 1 07/15/18 250.00 thls perIOd bllllngs'
315 (Geoffs Treehouse) 007COR (007 Bonding & Corporation) 1 07/15/18 105.00
JOBBY (Job EEEEEE) CITSEA (City of Seattle) 1 0142519 100.00
DF001 (Doug’s Job) DFO001 (DF0OD1) 5 06/25/19 12.00
1D (1D - Plan Room int 007COR (007 Bonding & Corporation) 1 041017 10.00
200 (Kingdome Room Remo SEALIB (Seattle Library System) 3 01/25/19 00
350 (Waterfront Tower) LAKCON (Lakeview Consortium) 7 01/30/15 00
450 (One Season Hotel + GIADEV (Giant Development Corp.) 1 05/18/18 00
700 (Safeco Field Impro MARPRO (Mariner Properties, Inc.) 1 11913 00
1-0154 (J¥ Test Job 02) ABC987 (ABC 987 Customer) 1 02/02/16 00
AVATAX (Avatax Testing) 007COR (007 Bonding & Corporation) 3 01/25/19 00
300-002 (HVAC Updates) KINCOU (King County Public Works Dept) 1 0821115 00
565-100 (Testing) 007COR (007 Bonding & Corporation) 1 07/15/18 a0
[ o e

AR Purge Customer Invoices Batch Utility

I] ToP SUGGESTION BOX REQUEST!

There are times when it is desirable to delete out a batch of unposted transactions. Clients using SDX
report that they have imported too many transactions and they want to clear the batch and start over.
This is a common question to the Support desk.

Enter the batch code to delete and then click Continue.

ABC — ABC x +
@ Dashboard = Purge Unposted Customer Invoices

WARNING! This update will delete a baich of unposted customer invoices for the current company. If used
inappropriately, data loss will occur and will result in having to enter transactions once again into the system.
There is no way to reverse this update once it is performed.

& Geoffrey Falk ABC ~ Preferences Help About Resource Center Sign Out

Spectrum®

Purge Unposted Customer Invoices

Note: Invoices selected for online tax calculation with committed online transactions will not be purged, These
invoices will need to be deleted individually.

Batch (5 - [

Unposted Batch: § 500.00 ( 1 Transactions) )

Warning

This update will delete a batch of unposted customer invoices for the current company. If used
inappropriately, data loss will occur. This will result in having to enter transactions once again into the
system. These is no option to reverse this update once it is performed.

This update will also remove the invoice (or credit memo) number from the invoice log table. This is
different from the way the system retains the number when deleting an invoice manually. When
manually deleting a record, the system maintains the invoice number in the log, but marks it as deleted.
Here, the purge utility will remove the record from the invoice log as well as from the unposted
customer invoice table.
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Restrictions and Limitations
e This utility will not delete invoices that originated from Work Order. It will also not delete any

that are currently locked or those that cannot be removed using the Delete option in Customer

Invoice Entry.

e Committed invoices selected for online tax calculation will not be purged. As these invoices
require additional steps on the Avalara portal, they must be deleted one at a time.
e This utility requires a level 8 or higher security to the AR security category.

CM Add DI to Reconciliation Adjustment Entry

I] ToP SUGGESTION BOX REQUEST!

The Document Imaging Slider Bar has been added to Reconciliation Adjustment Entry. Images and files
added here are stored in the new Adjustments drawer in the Cash Management Cabinet within the DI
file system.

Images and files are available and may be viewed on the G/L Detail Inquiry and Search DI screen.

DE Overview of the Union Services
It goes without saying that union setup and maintenance is complicated. With that said, there are six

different web services provided to help out here. The following picture explains which service to use for
the specific section of Union File Maintenance.

NEW! Union FU_“'O"
Rates Import ringes
Import

N\

Union
Import

e

Union

Import\

/
/

| Edit Union \ \ / |
Union code 1504 Local \on 150 - Journeyman / /
Properties Rates Fringes Qvertime Rules Benefit Tiers
{ Description [Local Union 150 - Journeymar| | Certified craft code  [454shakdf |
Craft [Journeyworker ] Status
Deductions and add-ons
[ mew [ Edt ][ ovemideGL |
Code Description Method Rate Gross pay  Formula Codetype i
DU Dues Regular 500 No Deduction
vC Vacation All hours 1.000 Yes Deduction
NEW! Union
. . Benefit Tier
Union Deduction /
Override
Add-on Import
Import
<1 il
o[
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DE Add/Update Union Pay Rates

I] ToP SUGGESTION Box REQUEST!

Use to set pay rates for those that are not using Wage Codes.

DE Add/Update Union Benefit Tier Overrides

I] ToP SUGGESTION BOX REQUEST!

Use to set override rates on benefit tiers.

DE Add/Update Wage Codes

I] ToP SUGGESTION BOX REQUEST!

Use to create or change a wage code.

DI Do Not Display Complex PDFs

Certain PDFs cause Spectrum’s Document Imaging viewer to consume server resources in a way that
makes it impossible to use Spectrum. Examples of these complex PDFs include those with annotations
and fillable forms.

To address this issue, a new filter has been added to the system that attempts to identify these files
ahead of time. Instead of displaying the PDF (and consume resources) the user will instead be prompted
to download the file to view. By not displaying the PDF in the Spectrum viewer, server resources will not
be consumed. The filter does not change the file in any way.

The filter is not enabled by default. As it aggressively looks for attributes known to cause issues, it is
possible that a file will be set to download when this is not needed. For this reason, clients that have
not experienced this issue can continue with the filter disabled.

To enable the filter, navigate to Admin | Installation | Document Imaging and select the ‘Avoid
displaying complex PDFs in viewer’ checkbox.

DI Refresh Added to Images

I] ToP SUGGESTION BOX REQUEST!

Clients have requested a Refresh button on the Images pages. When adding new images, they do not
immediately appear. Now the user can simply click the Refresh button instead of backing out and
reentering the screen.

EC Purge Unposted EC Transactions

I] ToP SUGGESTION BOX REQUEST!

There are times when it is desirable to delete out a batch of unposted transactions. Clients using SDX
report that they have imported too many transactions and they want to clear the batch and start over.
This is a common question to the Support desk.
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Enter the batch code to delete and then click Continue.

(] -
v S F| ectrum & Geoffrey Falk ABC ~ Preferences Help About Resource Center Sign O
ABC ABC x

@ Dashboard = Purge Unposted EC Transactions + (
= | Furge Unposied EC Transactions

WARNING! This update will delete a batch of unposted eguipment cost, revenue transactions and meter

readings for the current company. If used inappropriately, data loss will occur and will result in having to enter

transactions once again into the system. There is no way fo reverse this update once it is performed.

Batch

Warning

This update will delete a batch of unposted equipment cost, revenue transactions and meter readings
for the current company. If used inappropriately, data loss will occur. This will result in having to enter
transactions once again into the system. These is no option to reverse this update once it is performed.

Restrictions and Limitations

e This utility will not delete records that are currently locked.
e This utility requires a level 8 or higher security to the EC security category.

GL Journal Entry Clear Flag Moved from Error Recovery to Utilities

The Reset Journal Entry Update Flag from Error Recovery has been moved to General Ledger | Utilities.
It should only be used under the direction of Spectrum support personnel. When used appropriately,
the Journal Entry Update will be reset to allow processing.

It requires a level 9 of security category GL (General Ledger) to access.

GL Error Recovery Journal Entry Moved to Utilities

The Error Recovery Journal Entry from Error Recovery has been moved to General Leger | Utilities. This
type of journal entry allows for a one-sided entry as well as a one-sided cost center adjustment. It
should only be used under the direction of Spectrum Support.

This screen requires a level 9 of security category ER (Error Recovery) to access. The option will not

appear on the Site Map when the user does not have security access.

IC Purge Unposted IC Transactions
I] ToP SUGGESTION BOX REQUEST!

There are times when it is desirable to delete out a batch of unposted transactions. Clients using SDX
report that they have imported too many transactions and they want to clear the batch and start over.
This is a common question to the Support desk.

Enter the batch code to delete and then click Continue.
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ABC . REC x| 4
® pashboard = Purge Unposted IC Transactions
Cancel Purge Unposted IC Transactions

WARNING! This update will delete a batch of unposted job requisitions, equipment parts and other inventory
transactions for the current company. If used inappropriately, data loss will occur and will result in having to
enter transactions once again into the system. There is no way to reverse this update once it is performed.

S Fl ectrum s & Geoffrey Falk ABC ~ Preferences Help  About Resource Center  Sign O3

Batch [GTH -

Warning

This update will delete a batch of unposted inventory job requisitions, equipment parts and other
inventory transactions for the current company. If used inappropriately, data loss will occur. This will
result in having to enter transactions once again into the system. These is no option to reverse this
update once it is performed.

Restrictions and Limitations
e This utility will not delete records that are currently locked.
e This utility requires a level 8 or higher security to the IC security category.

JC Refresh Added to Job Materials

I] ToP SUGGESTION BOX REQUEST!

Clients have requested a Refresh button on the Job Materials page.

JC Refresh Added to Job Subcontracts

u ToP SUGGESTION BOX REQUEST!

Clients have requested a Refresh button on the Job Materials page.

JC Refresh Added to Job Images

I] ToP SUGGESTION BOX REQUEST!

Clients have requested a Refresh button on the Job Materials page. When adding new images, they do

not immediately appear. Now the user can simply click the Refresh button instead of backing out and
reentering the screen.

JC PO Accrual Added to Reclassify History

I] ToP SUGGESTION BOX REQUEST!

It is now possible to select ‘PO-Accrual’ transactions in the Reclassify Job Cost History feature. In earlier
Spectrum development, we introduced the concept of an accrued cost on a job purchase order. Based
on client feedback, we added ‘PO-Accrual’ to the list of transaction types available in Reclassify History.

IMPORTANT: These transactions can be edited as an ‘AP-Vendor’ transactions from the Job Cost
Transaction Entry screen. Note that they will retain their transaction type of ‘PO-Accrual’ though.
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JC Quantity History Report

The purpose of this report is to explain the history of quantities entered onto a job in Quantity Entry and
in Payroll. This report does not include any quantities that come from Accounts Payable, Purchase
Order and Inventory Control.

ABC Inc
Quantity History Report
Date Entered Year | Period Quantity
Job 376 1-875 Flyover Ramp North
Phase 01-0200 Other Allowances - Cost type: L Labor
033120 2019/03 500.00
04/30/20 2018/04 474.00
05/30/20 2019/08 1,005.00
06/30/20 2019706 &r5.00
Subtotal for Phase 01-0200 Other Allowances - Cost type: L Labor 2,854.00
Phase 01-0200 Other Allowances - Cost type: M Materials
033120 2019703 500.00
04/30120 2018/04 474.00
05/30/20 2019/05 1,005.00
06/30/20 2019706 &r5.00
Subtotal for Phase 01-0200 Other Allowances - Cost type: M Matarials 285400
Phase 01-0200 Other Allowances - Cost type: O Overhead
o320 2019/03 500.00
04/30120 2018/04 474.00
05/30/20 2019/05 1,005.00
06/30/20 2019/06 &rs5.00
Subtotal for Phase 01-0200 Other Allowances - Cost type: O Overhead 2.854.00
Phase 01-0200 Other Allowances - Cost type: S Subcontracts
o320 2019/03 500.00
04/30120 2018/04 474.00
05/30/20 2018/05 1.005.00
06/30/20 2019/08 &75.00
Subtotal for Phase 01-0200 Other Allowances - Cost type: S Subcontracts 2,854.00
Subtotal for Phase 01-0200 Other Allowances 11.416.00
Total for Job 376 1-875 Flyover Ramp North 11.416.00

JC Purge Unposted JC Transactions

u ToP SUGGESTION BOX REQUEST!

There are times when it is desirable to delete out a batch of unposted transactions. Clients using SDX
report that they have imported too many transactions and they want to clear the batch and start over.
This is a common question to the Support desk.

Enter the batch code to delete and then click Continue.

v S p ectrum @ & Geoffrey Falk ABC ~ Preferences  Help  About  Sign O,

ABC ~ ABC x| &
® Dashboard = Purge Unposted JC Transactions

m Purge Unposted JC Transactions i

<
‘WARNING! This update will delete a batch of unposted job cost transaction entries for the current company. If

used inappropriately, data loss will occur and will resuit in having to enter transactions once again into the

system. There is no way fo reverse this update once it Is performed

Bach [RBg ¥

Warning

This update will delete a batch of unposted job cost transactions for the current company. If used
inappropriately, data loss will occur. This will result in having to enter transactions once again into the
system. These is no option to reverse this update once it is performed.

Enhancements in Spectrum 2020 R3 Page 16



Restrictions and Limitations
e This utility will not delete records that are currently locked.
e This utility requires a level 8 or higher security to the JC security category.

PR Time Off Code Listing in Crystal

The Time Off Code Listing has been refactored into a Crystal Report. The report also includes additional
informational fields:

e Pay Check Label

e SetZero On Anniversary

e Suspend Accrual if Over Limit
e Balance Limit

ABC Inc
Time Off Code Listing

[set T Zero On Anniversary? |

[suspend Accrual If Over Limit? ]

Pay Check Accrual Accrual Hours Limit Balance  Eligibility — Use HNext
Time Off Code Pay Type Label Method Hourly Accrual Basis Rate Per Year Limit Months Once  Code
H8 (HOLIDAY) Holyday  Holiday Heurly Regular, Vacation, Holiday, Sick 0.50000 64.00
P1 (PTOr 40 hours a year) Vacation PTO Pay Cycle 076923 4000 Yes 80.00
P2 (Paid Time Off is Coal) Vacation PTO Rocks Pay Cycle 0.80000 40.00 Yes
P3 (Paid Time Off - 3 Weeks) Vacation PTOROCKS  Pay Cycle 3.00000 12000 Yes
51 (SICK PAY: LABORER) Sick. Sick. Pay Cycle 0.76800 40.00
52 (SICK PAY: FOREMAN) Sick Sick Pay Cycle 0.76900 40.00
53 (SICK PAY: APPRENTICE) Sick. Sick. Pay Cycle 0.76800 40.00 12
54 (SICK PAY: ADMIN ) Sick Sick Pay Cycla 0.76900 40.00
59 (WA Sick Leave) Sick. Sick. Hourly Regular, Overtime, Double time 0.02500 999.00 3
T1 [Testing) Vacation  Vacation Hourly All pay types 0.01961 4000  Yes
T2 (Testing PE) Vacation Vacation Pay Cycle 0.76920 40.00 Yes
V1 (VACATION: ONE WEEK) Vacation  Vacation Pay Cycle 080000 4000 Yes Yes Yes vz
V2 (VACATION: TWO WEEKS) Vacation Vacation Pay Cycle 1.60000 80.00 Yes
V3 (VACATION: THREE WEEKS) Vacation Vacation Pay Cycle 2.40000 120.00
V4 (VACATION: FOUR WEEKS) Vacation Vacation Pay Cycle 3.20000 160.00
X1 (Testing) Vacation  Vacation Hourly All pay types 1.00000 40.00 B

PR Add Status Filter to Recurring Deductions / Add-ons

ToP SUGGESTION BoX REQUEST!

Clients report that they have so many recurring add-ons and deductions that it is easy to miss updating
one at year-end. Adding a standard status display window with the following options all selected
resolves this issue. Statuses include:

e Recurring
e Onetime
e Inactive

e Skip once

The Status Filter is available on the Recurring Deductions/Add-on screen and Entities Deductions/Add-
ons window.

PR Tax Table Audit Log

A new option, Audit Log, has been added to the Command Bar on the Tax Table Maintenance screen.
When selected, the Payroll Tax Table Audit Log report appears in a new Spectrum tab.
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W Spectrum®

Aec
© Dashboard

_ ABC x| . nec x
= Tax Table Maintenance = Payroll Tax Table Audit Log

& Geoffrey Falk ABC ~  Preferences  Help  About  SignO

v SAVED SELECTIONS ][ by Reports

Payroll Tax Table Audit Log

‘Standard Template Tox Table Audit Log Report

Selection:

Taxcode ([ ~)*
From date
To date

=
001520 =

Spectrum has audited the tax tables for many versions, but you had to be a System Administrator to be
able to access it. Now, the user who maintains tax tables can also run the Audit Log to view all changes

made.

Payroll Tax Table Audit Log

ABC Inc

AT,

Table Name Event Date / Time

Company - Operator - Name

Record Keys

PR_TAX_TABLE Update 12/12/19 11:24:55AM

XYZ-JCM-Julia Goolia

Filing_Status=HEAD OF HOUSEHOLD, Tax_Table_Code=IL

Column Name Old Value New Value
Round_Withholding_Flag ¥ <
Rate_Percent 3.0000 4.9500
Fo N B e
-

While this option has its own security setting, it is the same as Tax Table Maintenance. This screen

requires access to Payroll level 6 or higher.

PR SUTA Tax ID Number

Certain states have different tax ID numbers for withholdings and unemployment. The Other Taxes tab
of the Tax Table has been enhanced with a SUTA tax ID number field. This SUTA ID will now appear on

the Unemployment Report.

Disability insurance

‘ Edit Tax Table
Tax table Washington State
Income Tax Other Taxes Pay, Type Exclusions Resident Exemptions ‘Overtime Rules

Unemployment
Employer GI/L liability 02-30 ~| Accrued Suta Payable
Tax rate 2.500%
Annual start |
Annual limit 21,300.00
Limit basis Al states - SUTA tax ID number 91-87515501

Employee GiL liability | \E.: w| Accrued Worker Comp Payable

Employer GI/L liability 02-35 ~| Accrued Worker Comp Payable

Limit basis This state only ¥

Limit method (Annual limit -

Calculation Tax rate Start Limit

Employee Percentage - 5.000%

Employer Percentage - 2.000%

(o Jmwerm)

Notice that the ‘Taxpayer ID’ comes from the Income Tax tab, where the ‘SUTA Tax ID’ comes from the

Other Taxes tab.
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ABC Inc
UNEMPLOYMENT TAX REPORT
Check Date From 01/01/20 Through 09/16/20

[Tax Code: WA — Washington | Taxpayer ID: 91-115654351 SUTA Tax ID: 91-87515501 | Limit: 21,300.00 !
Employee L | Unemployment Subject To Woeks
Code Dept. Social Security Name Hours Tax Amount Amount Excess Worked

BOOBRE Mark White 5975

BUHJAY E Jay Buhner 60B.25

CAMMIK Mike Cameron 1707

FALGED E Geoffrey Falk 13750 3,675.00

GRIKEN Ken Griffey Jr. 1807
HENJOS, Josephine Hendricks 4200

PR Recap Totals by Employee on Wage and Tax Report

Clients need more detail to help them troubleshoot rounding and other issues on the Quarterly Federal
Tax report. To support this request, the detail version of the Wage and Tax Report has been enhanced
to provide totals by employee and for the report.

ABC Inc
Detail Wage and Tax History Report Sorted by Employee
e NCOME TaX— e Worker's COmp—rm——m Employee FICA / SDI -Employer FICA / SDI- -Unemployment-
Tax Code Grose Subject To Tax Employee Employer Subject To Tax Subject To Tax Subject To Tax
Employee: BUHJAY Jay Buhner
Check# 7565 Type R Checkdale: 0520120 Pay period end date:  05/15/20
us 634.00 513.90 18.41 0.00 0.00 609.00 46.59 609.00 4659 609.00 165
WA 634.00 634.00 0.00 30.00 84.40 634.00 0.00 634.00 0.00 834.00 15.85
Check# 7566 Type R Checkdate:  0S/27/20 Pay period end date:  05/22/20
us 634.00 513.90 18.41 0.00 0.00 609.00 46.59 609.00 4659 609.00 0.00
WA 634.00 634.00 0.00 30.00 8440 634.00 0.00 634.00 0.00 834.00 15.85
Check# 7735 Type R Checkdate: 051520 Pay period end date:  05/15/20
us 2.730.00 2.295.50 333.39 0.00 0.00 2,705.00 206.94 2705.00 206.94 2,705.00 0.00
OR 2,730.00 229550 183.81 0.00 10.00 2,705.00 263 2705.00 158 2,705.00 94.68
WA 2.730.00 2.295.50 0.00 0.00 0.00 2,705.00 135.25 2705.00 13525 0.00 0.00
x1 2,730.00 2,730.00 162.07 0.00 0.00 2,730.00 0.75 2,730.00 150 2,730.00 10.82
Y1 2.730.00 2.730.00 2048 0.00 0.00 2.730.00 0.00 2730.00 0.00 2.730.00 683
Total for employae: EH.IA\’
us 3998.00 3,323.30 370.21 3,923.00 24323 392300 24323 3,923.00 185
Medicare 3,923.00 56.89 392300 56.89
OR 2,730.00 2,295.50 193.81 10.00 2,705.00 283 2,705.00 158 2,705.00 9488
WA 3998.00 3,563.50 60.00 168.80 3,973.00 135.25 397300 13525 1,268.00 arzo
x1 2,730.00 2,730.00 162.07 2,730.00 075 2,730.00 150 2,730.00 1082
Y1 2,730.00 2,730.00 2048 2,730.00 2,730.00 2,730.00 683
Totals: T46.57 60.00 178.80 438.75 438.45 145.78

While the above example is for the US, Canadian systems use the exact same format.

Employee Recap
The first two rows of the employee recap will display federal information totals. The remaining tax
codes will display alphabetically, one line each.

Report Recap
Following the pattern of the employee recap, the first two rows will display federal information totals.
The remaining tax codes will display alphabetically, one line each.

PR Form 1095-C Processing for Nelco

UNITED STATES SYSTEMS ONLY
Federal filing is offered at no additional cost. State filing is fee-based service.

Viewpoint has partnered with Nelco to provide federal electronic filing for the Affordable Care Act
(ACA). In 2020, California, New Jersey, Rhode Island, and Washington DC have state ACA reporting
requirements.
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IMPORTANT CHANGES FOR 2020
1. The ‘Plan start month’ is now REQUIRED on Form 1095-C.
2. Additional requirements exist when a Health Reimbursement Arrangement (HRA) is used to
satisfy coverage requirements.

1 - Plan Start Month Required
Starting in 2020, the Plan start month is a required field every employee. The software will display an
error message when the field is <BLANK>.

Enter the month when coverage was offered, where 01 represents January, 02 is February and so on. In
the event that no offer of coverage was offered, enter 00.

Please consult your outside CPA or tax expert for more guidance.

Update Plan Start Month Utility
A new option has been added to the Command Bar on the Form 1095-C Maintenance page. Titled
‘Update Plan Start Month’, it will populate the employee’s plan start date based on selected criteria.

This utility will only populate <BLANK> fields for the current year. It will not change the plan start month
when one had been imported or manually entered.

Here are the steps to use the utility:

1. From the Form 1095-C Maintenance page, click the Update Plan Start Month option on the
Command Bar.

2. Select the ‘Set plan start month to annual coverage renewal month (01-12). If your benefit plan
starts annually in January, enter 01.

3. Does this apply to all employees or only those hired prior to the reporting year (i.e. hired last year or
earlier).

4. To use the new hire’s start date to determine the plan start month, select the ‘Set plan start month
for employees hired in 2020 to hire/rehire month plus 0-12 months’. If benefits are offered upon
hire date, enter 0. If benefits are offered 3 months after hire date, enter 3.

IMPORTANT: The utility will not update any new hire without an original hire date or last rehire
date.

S L] Here, all employees hired
Thi§ update will Populate t.he. employee's plan start month based on the following setfings. prlor to 2020 W|” be ass'gned
It will not overwrite any existing data.
‘01’ as their plan start month.
Year 2020
%) Setplan start month to annual coverage renewal month (01-12) (1) New employees (those hiFEd
All employees
5 Employees hired prior to 2020 within 2020) will be assigned
%) Set plan start month for employees hired in 2020 to hire/rehire month plus o3| months (0-12) th ree mo nthS from thelr
Employees without a hire date will not be updated. h / h th
ire/renire montn.
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2 - Health Reimbursement Arrangement (HRA)

Starting in 2020, the IRS allows a Health Reimbursement Arrangement (HRA) to be used to satisfy the
coverage requirements. In general, employers that do not use HRAs will process form 1095-C as in past
years. Please consult your outside CPA or tax expert for more guidance.

Additional requirements for employers who provide coverage with an HRA include:

e Employee’s age as January 1 of the reporting year
e New ‘Offer of coverage’ codes
o 1L-Qual offer w/HRA: employee, emp res zip
Individual coverage health reimbursement arrangement (HRA) offered to you only with
affordability determined by using employee’s primary residence location ZIP code.
o 1M - Qual offer w/HRA: employee+dependents, emp res zip
Individual coverage HRA offered to you and dependent(s) (not spouse) with affordability
determined by using employee’s primary residence location ZIP code.
o 1N - Qual offer w/HRA: employee+spouse+dependents, emp res zip
Individual coverage HRA offered to you, spouse and dependent(s) with affordability
determined by using employee’s primary residence location ZIP code.
o 10 - Qual offer w/HRA: employee, emp work zip
Individual coverage HRA offered to you only using the employee’s primary employment site
ZIP code affordability safe harbor.
o 1P -Qual offer w/HRA: employee+dependents, emp work zip
Individual coverage HRA offered to you and dependent(s) (not spouse) using the employee’s
primary employment site ZIP code affordability safe harbor.
o 1Q- Qual offer w/HRA: employee+spouse+dependents, emp work zip
Individual coverage HRA offered to you, spouse and dependent(s) using the employee’s
primary employment site ZIP code affordability safe harbor.
o 1R - HRA not affordable: employee+spouse+dependents
Individual coverage HRA that is NOT affordable offered to you; employee and spouse or
dependent(s); or employee, spouse, and dependents.
o 1S - HRA offered to part time employee
Individual coverage HRA offered to an individual who was not a full-time employee.
e Zipcode
This line reports the applicable ZIP code your employer used for determining affordability if you
were offered an individual coverage HRA. If code 1L, 1M, or 1N was used on line 14, this will be
your primary residence location. If code 10, 1P, or 1Q was used on line 14, this will be your

primary work location. For more information about individual coverage HRAs, visit IRS.gov.

Export and Import Worksheet Changes
Both the Export Worksheet and Import Worksheet contain new columns for this information:

e HRA (Y/blank)
e Box17Zip
e Employee Age

Edit Form 1095-C
A new checkbox titled ‘Employer provided coverage using an HRA?’ has been added.
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When HRA checkbox not selected
The window appears as it has in prior versions.

| Edit Form 1095-C
Employee BOOERE Mark White
[0 Employer provided coverage using an HRA?

January February March April May June
'Offer of coverage' code I -] [ | [ | [ | [ v [ v
Employee share of lowest cost [ 0.00] [ 0.00] [ 0.00] [ 0.00] | 0.00] | 0.00 |
Section 4980H Safe Harbor code [ -| [ | [ | [ | [ | [ |

July August September QOctober Movember December
'Offer of coverage’ code [ | [ | [ | [ | [ | [ |
Employee share of lowest cost [ 0.00] [ 0.00] [ 0.00] [ 0.00] | 0.00] | 0.00 |
Section 4920H Safe Harbor code [ -| [ | [ | [ | [ | [ |
Plan start month [
(% Employer provided self-insured coverage?
T o e

When HRA checkbox selected

The ‘Employee age at January 1’ and ‘Zip code’ fields appear. Also, the user has access to the new ‘Offer

of coverage’ codes added this year.

| Edit Form 1095-C
Employee BOOERE Mark White
(+) Employer provided coverage using an HRA? Employee age at January 1 (HRA's only) :D
January February March April May June
'Offer of coverage’ code [ | [ | [ | [ | | -|
Employee share of lowest cost [ 0.00] | 0.00] | 0.00] [ 0.00] [ 0.00] [ 0.00 |
Section 4980H Safe Harbor code [ | [ | [ | [ | | [ |
Zip code (HRA's only) [ ][ ] | | | |
July August September QOctober Movember December
'Offer of coverage’ code [ v] [ v] [ v] [ v] [ v] [ v]
Employee share of lowest cost [ 0.00] [ 0.00] 0.00] [ 0.00] | 0.00] | 0.00 |
Section 4980H Safe Harbor code [ | [ | [ | [ | [ | [ -|
Zip code (HRA's only) [ ] ] [ | [ | [ | [ |
Plan start month —
(%) Employer provided self-insured coverage?
[ o« [

PR Print 1095-C’s in Same Order as W-2’s

UNITED STATES SYSTEMS ONLY
TOP SUGGESTION BOX REQUEST!

To assist with the the stuffing the W-2’s and 1095’s into the same envelope, 1095’s can now be printed

with the same options as found on W-2s.
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PR W-2 Reporting for FFCRA/COVID Wages

UNITED STATES SYSTEMS ONLY

For 2020, the IRS requires qualified sick leave wages and qualified family leave wages must be included
in Boxes 1, 3 (up to the social security wage base) and 5 on Form W-2. They also must be reported in

Box 14.

Defining FFCRA Wages on Form W-2

v

ABC — RBC
& Dashboard = Build W-2 Forms

Spectrum®

| +

& Geofirey Falk

Al

BC - Preferences Help About Resource Center Sign G

e T

Build W-2 Forms.

‘Waming: This update will clear the W-2 files and recompute information based on the payroll earnings history file. If you
have already performed this update for this year, all information in the W-2 file will be overwritten with new figures

This update will normally only be run after the last check cycle for each calendar year; however, it may be re-run at any
time as long as the employee sarnings history has not been purged

Employee |m |k
From check date 01/01/20 |
To check date 12/31/20 |
Social security limit 127,000.00
Retirement plan
(v Write 1 state & locality per W-2?
Box 10
Dependent care Deductions Add-ons
" Box1
Retirement  Alpha codes 10 ] 2 3 4[] (i1l Dedustions | @l Add-ons ]
Box 14
Other descriptions 1 € Deductions / Tax Codes| [ Add-ons ]
2 [401k Match
3 [OR-OTT
FFCRA descriptions SL511/d $5100 Employee sick leave (ESL) (i) Deparimants
5L 200/d 52000 Family sick leave (FSL)
EFL Wgs 510000 Emergency FMLA (EFMLA) Assign FFCRA Depariments
Indicate if the department was used for FFCRA qualfied sick leave or qualified family leave. Leave all checkboxes for non-FFCRA departments blank.
GCode Description Qualifed sickleave?  Qualfied famiy leave? | Emergency FMLA? 1]
123456, Longer Department Name (@] (u] (@] &
1A Dept 1 - Administrative o o o
1E Dept 1 - Equip Repair & Mainte. (w] o o
1 Dept 1 - Job Cost (=] (=] 0
s Dept 1 - Shop Labor o (u] (a]
w Department 1 - Service Labor o (=] (u] g
2 Dept 2 - Administrative o o o
2€ Dept 2 - Equip Repair & Maint (@) (w] (o]
2 Dept 2 - Job Cost w) (m] (u]
2s Dept 2 - Shop Labor o o o
34K Dept 3 - Administrative o o o
E Dept 3 - Direct Cost o o o
3 Dept 3 - Job Cost (e] (a] (]
|[covipT EPSLEmployee Leave @ (@] (0] ]
Here are the StepS DA acministrative o =] [w] v
(T

Eal R

Click OK to save.

How FFCRA Wages Appear on Form W-2
The Build uses these labels to identify qualified leave:

On the Build W-2 Forms page, select the Departments button.
The Assign FFCRA Departments window appears.
Select the department the correlates to the type of qualified leave.

Leave Type

W-2 Label

Description

Employee Sick Leave

SL511/d $5100

Employee sick leave up to $511 per day.
Maximum 10 days or S5,100.
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Family Sick Leave

SL 200/d $2000

Family sick leave up to $200 per day.
Maximum 10 days or $2,000.

Emergency FMLA

EFL Wgs $10000

Emergency Family Leave up to $10,000.

Additional Forms Automatically Created For Extra Box 14 Items
As it is possible to have three items plus up to three FFCRA items for an employee, the Build process will
create an extra form automatically.

e Inan effort to reduce the number of forms printed, when the employee only has one of the Box
14 items and has one COVID-19 department, the COVID wages appear in the next empty field.

e When the employee has all three of the entered Box 14 AND at least one COVID-19 department,
an extra W-2 form will be created for the overflow of Box 14. In the example below, the
employee has two forms.

& Employee's name and address

Not used

10 Depend care benefits

e Employee's name and address

Notused

Nonqualiied pians

[ Eatwe2 Forn | [ Eatw-2 Form |
1 Wagestips,other comp 2 FiTwithheld 1 Wagestis,other comp 2 FiTwitheld

Emplovee cod ETra—) 3 Sodl securty wages 4 SSitaxvithneld Employee code 7 5 3 Socalsecurily wages 4 SStacvihneld

Eoan | 2670155 Rty

B Employers identiication # 5 Medcars wages, lips 6  Medcars tax withheld TDIGyre TOemeaton 5 WMedicare wages, tps 6 Medcare tax wilhheld
910009999 91-0009999

d Employee's social security # 7 Socl security ps 8 Alocated tips d Employee's social securty # 7 Sodalsecurty tips 8 Allocaledtips
11234533330 C—— 1123453333

10 Depend care benefits

12a 401k and other codes

First  [Jay 11 Nonqualified plans 12a 401K and other codes First
vitde ] ( J (o —r) = —
Last  [Buhner 13 () Statutory employee? 12 Last  [Buhner 13 [ Statutory employee? 12
sumx (] @) Retirement plan? Sufix (] () Retirement plan? o)
Al 12¢ Alt ()_Third-party sick pay? 12c
Addr 1 (500 Safeco Way 14 Other o) Addr 1 (500 Safeco Way ] 14 Other (]
Addr2 Dues ) ( 314.69) [120 Adar2 ) [SC5T17a 55100 ) ( 334000) [12d
ciy T0Tk Maich ) ( Toees )| [ ) Cty  [Seallle 12345676801238 ) ] ]| CX ]
State Zo () [oRoTT _ ] ( 1.222.16) State zo ) ( ) ( )
Foreign Adares3
15State  State ID number 16 State wages A7 State tax 15Siate  State ID number 16 State wages 17 State tax
91115654351 ) [ 2530034) ] [ ] ( ] [ ]
) ( i ] ja— ) ]
18 Local wages 19 Local tax. 20 Locality Code 18 Local wages 19 Local tax. 20 Locality Code
\ 10506.40) [ 20053) (CoUNTY® ) (X1 ) ( ) ( ) ( ) ( )
( ( ( ] ( I J{ ] ( ]
[ o [mwerm) )

Additional Forms Created when the Write 1 State & Locality per W-2 has COVID-19
Overflow

When the ‘Write 1 state & locality per W-2’ option is selected and the employee has COVID-19 earnings,
the following explains how multiple W-2 forms will be created:

e Form 01: US and Home State with Box 14
e Form 02: Box 14 overflow. No other numbers will appear.
e Form 03 -99: One State and one Locality, alphabetically per form.

PR W-2 Processing with Nelco

This is a fee-based service.

Viewpoint has partnered with Nelco to provide an alternative solution to Federal and State e-filing.
While many states use the federal electronic file format, there are some that do not. Nelco can be used
to create these files in each state’s preferred method. Additionally, Nelco provides also provides delivery
of forms to employees.
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Here are the steps:

1. Navigate to Payroll | Period End | W-2 Processing.

2. Click Export.

3. Enter the ‘Year’ and complete your company’s information.

4. Click Nelco CSV.

5. Click Continue.

6. Upload the file to Nelco for processing at https://spectrum.nelcoportal.com/import/gwximport
Errors

If errors were found during the export, the user will receive a window explaining the issue. When there
is more than one error in a record, only the first error will display.

Export to Nelco CSV Format

Completed successfully - 10/08/15 (15:31)

EXCEPTIONS - The following W-2 records contain errors because required
information has not been specified. The export file has been created, but
these W-2 records will fail when uploading to Nelco.

Employee code Form# Emor

HEK 01 Blank social security number
FALGEO 01 Blank employee city
ICHIRO 01 Blank social security number
SMISUS 01 Blank social security number
Z76123 01 Blank employee address
ZZTEST 01 Blank social security number
Z541351 01 Blank employee address

[__ox |

It is important to note that these error records are corrected prior to uploading the file to Nelco.
Examples of errors include:

e Blank Employee SSN

e Blank Employee Address
e Blank Employee City

e Blank Employee State

e Blank Employee Zip Code

PR Nelco to Use Employee Home Email Address
TOP SUGGESTION BOX REQUEST!

When building W-2’s, the system looks for the employee email address for processing with Nelco. The
system has been changed to first look to the employee’s ‘Home email’. If that field is <BLANK>, then it
will use the employee’s ‘Work email’.

PR Foreign Address Support for Nelco
The Nelco export CSV file has been enhanced with additional columns for Foreign Address, Foreign State
or Province Code and Foreign Country to accommodate foreign employees.
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The Payroll Administrator will enter the information by clicking the Foreign Address button in the Edit
W-2 Form window. Note that this information is not retained from year to year.

‘ Edit W-2 Form |
1 Wages fips other comp 2 FITwithheld
Employee code GTFTEST <) 5 Social security wages 4SS taxvilhheld
Form# 5.278.50 343.10
b Employers identification # 5  Medicare wages, tips 6  Medicare tax withheld
Foreign Address Sromses 221650 2808
9 d Employee's social securty # 7 Social security tips & Allocated tips
333221111
city [vancouver} ) 9 Verification code 10 Depend care benefits
Stats of provings e Employee's name and address ( ) ( )
Postal code V5K DA B C— ——) =)
Country code Lsst  (Rogers 13 () Statutory employee? 12b
sufix () (#) Retirement plan? |
At () Thire-party sick pay? 12¢
[ ok [EE=EIN| Ader 1 (T313 Moskingbird Lans 14 Other [ —
Adr2 ) ( ) [ ) 12
ciy  (Vancower ( ] [ ) I )
State [BC_) 2Zp [voKoAd )
~ O Forein aduresd
155tate  State ID number 16 State wages 17 State tax
12385 ] ( 527850 [ 17.00)
[ ] ] ( ]
18 Local wages 19 Local tax 20 Locaiity Code
( ) ( ] ( ][ )
( ) ( 1 ( 1 ( ]
o< [T

This information will be included in the Nelco export CSV file.

PR State Tax ID Update for Nelco

UNITED STATES SYSTEMS ONLY

Nelco requires all state records to contain a State ID, even for those that do not have a state income tax.
The Payroll Administrator only finds out about this requirement after they have submitted the file to

Nelco.

To resolve this issue, a new utility titled, ‘Update State ID’, has been added to the W-2 Processing
screen. After uploading the file to Nelco, the Payroll Administrator gets notified of the error. They can
now use this utility to correct the file and resubmit. Here are the steps:

1. From W-2 Form Maintenance, navigate to Export | Nelco CSV.
2. Click Continue to download the file once again.
3. Review Export to Nelco CSV Format window for exceptions

4. Return to the W-2 Form Maintenance screen and review the employees with blank State Tax
ID’s.

5. Navigate to Payroll | Maintenance | Tax Table Maintenance and update the ‘Tax ID number’
field.

6. Returnto W-2 Form Maintenance and click Update State ID. Click Continue to proceed.

Update State Tax ID

This update will overwrite the W-2 Box 15 State ID numbers with the current
Tax Table Maintenance Tax ID numbers.

Click Continue to update all W-2< or Cancel to exit without making changes.
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7. Perform the export to Nelco using Export | Nelco CSV.

To get to Nelco’s portal, navigate your browser to https://spectrum.nelcoportal.com/import/gwximport.

PR Electronic Filing Number Support for Nelco
lIowA BUSINESS EFILE NUMBER (BEN)

When filing W-2’s electronically with Nelco, the state of lowa requires an additional electronic filing
number. To support this Business eFile Number (aka ‘BEN’), a new field titled ‘Electronic filing # has
been added to the tax tables.

IMPORTANT NOTES
e Leave this field <BLANK> when not needed.
o lowa will not accept zeros in this field.
e Today, this field is used for Nelco’s W-2 export.

| Edit Tax Table

T tabe owe
Income Tax Other Taxes Pay Type Exclusions ~ Resident Exemptions Qvertime Rules
Description (lowa =)
Tax ID number [01-1234456 ] Electronic filing #  [BEN 12345679 ]
GiL liability account 02-29 | Other Income Tax Payable

W-2 state abbreviation

All settings in this list are shared among ALL Spectrum companies

[ mNew J__ Edt__ ][ Deiete ]
Filing status Calculation type Tax defails S T | T oo | THH
SINGLE Graduated tahles Bracket #1: 0.330% to 1,480.00; Bracket #2: 0.670% to 2,959.0... . Gro
MARRIED Graduated tables Bracket #1: 0.330% to 1,480.00; Bracket #2: 0.670% to 2,959.0... . Gra
HEAD OF HOUSEHOLD Graduated tables Bracket #1: 0.330% to 1,480.00; Bracket #2: 0.670% to 2,959.0... . Gra
OTHER Graduated tables Bracket #1: None -
Electronic filing # is also
V4
known as lowa’s
Business eFile Number
< 1]
o e (BEN).

PR T4 Reporting for COVID Wages

CANADIAN SYSTEMS ONLY
For 2020, the Canada Revenue Agency (CRA) requires that in addition to employment income being
reported in Box 14, new Other Information codes should be used for earnings in the following periods:

e (Code 57: Employment income — March 15 to May 9

e (Code 58: Employment income — May 10 to July 4

e (Code 59: Employment income — July 5 to August 29

e Code 60: Employment income — August 30 to September 26

The T4 Build automatically calculates and adds these Other Information codes accordingly. The export
for the CRA also includes this new information.
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PR Backup W-2/T4 Records to History

ToOP SUGGESTION BOX REQUEST!
Once the Payroll Administrator has made any manual adjustments and has finalized their W-2 or T4

information, they will save this information into a new history table.

A new option, titled ‘Backup’ has been added to the W-2 Processing and T4 Processing pages. When
selected, a new window will appear:

| Back Up W-2 Records to History | Back Up T4 Records to History

IMPORTANT! This utility stores the current W-2 information into a history IMPORTANT! This utility stores the current T4 information into a history
table for later use. table for later use.

While this can be run multiple times, only the latest version will be saved. While this can be run multiple times, only the latest version will be saved.
Year 2020} Year 2020

Proceed with update?.
() Yes, write information to history
(=) No, cancel update

Proceed with update?.
(O Yes, write information to history
() No, cancel update

This process is available before or after the electronic files and printing of forms takes place.

While it can be run multiple times, only the latest version will be saved. The following warning will
appear when data has already been saved for the payroll year.

| W-2 History Records Already Exist | | T4 History Records Already Exist |

WARNING - History records already exist for 2020. WARNING - History records already exist for 2020.

Click Continue to overwrite these records or Cancel to exit without updating. Click Continue to overwrite these records or Cancel to exit without updating.

IMPORTANT! A future release will provide the ability to reprint these forms. The information will be
stored in new tables: PR_ W2 _HISTORY_MC or PR_T4_HISTORY_MC. Remember that the employee’s
SSN or SIN is encrypted in the database.

PR Non-Standard Calendar Year

TOP SUGGESTION BOX REQUEST!

Payroll Administrators have raised concern that every 7 years for a weekly payroll and every 11 years for
a biweekly payroll, the payroll calendar year has an extra pay period. 53 pay periods instead of 52 for
weekly payrolls, 27 instead of 26 biweekly payrolls.

To calculate payroll taxes properly, the system will calculate using the appropriate weekly and biweekly
payrolls that occur in a non-standard calendar year.

How to Enable a Non-standard Calendar Year
There are two ways to enable using the non-standard calendar year.
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1. Tax Table Maintenance: For the Federal tax code only, select the ‘Extra pay period this year?’
checkbox. While this option may be set at any time during the year, it only calculates using the

non-standard calendar year going forward.

Edit Tax Table BRI
. = = e Tax table CANADAFTC v Canada Fed Tax - qa test
R e Pay Type Exclusions e Income Tas Otner Taxes Pay Type Exclusions ~ Regident Exemptions  Overtime Rules
3 Description [Canada Fed Tax {ga test |
Description nited Stated ]
—— = Electronic fiing # Tex ID number 34567 Electronic fiing #
GlLlsbityaccount  [oz20 =) FitVihholang GIL liabiliy account Canada Federal Income Tax ) Business Number code?
W2 state abbreviation [Us ] Province abbreviaton [ ] e
All settings in this list are shared among ALL Spectrum companies o e o Speckicompancs
Now () Extra pay period this year? Cmew JC_Edt ) Deele ] (6) CERE ISR
Filing status Galcuation iype Tax dotails s n Filing status Calculation fype Tax details
SINGLE Graduated tables  Bracket #1: 0.000% to 3,800.00; Bracket #2: 10.000% to 13,67 Grg SINGLE Graduated tables  Bracket #1: 15.000% to 43,953.00: Bracket #2: 22.000% to 7. Grg
MARRIED Graduated tables  Bracket #1: 0.000% to 11,600.00: Bracket#2- 10.000% 10 31,6 6ra MARRIED Graduated tebles  Bracket #1: 15.000% to 43,953.00; Bracke! #2: 22.000% to 87, Grg
ANOTHER Percent 10.0000% ora OTHER Graduated tables  Bracket #1: 15.000% to 43,953.00; Bracke! £2 22.000% to 87, Grg
HEAD HSE (2020 2J08B) Graduated tables  Bracket #1: 0.000% to 9,325.00; Bracket #2: 10.000% to 16,37 Grg
HEAD HSE (2020+ W-4) Graduated tables  Bracket #1: 0.000% to 10,050.00; Bracket #2: 10.000% to 24,1 Grg
HEAD OF HOUSEHOLD Graduated tables  Bracket #1: 0.000% 0 9,950.00; Bracket #2: 10.000% to 23,80 Grg
MARRIED (2020~ 2J0B) Graduated tables  Bracket #1: 0.000% to 12,400.00; Bracket #2: 10.000% to 22,2 Grg
MARRIED (2020+ W-4)  Graduated tables  Bracket #1: 0.000% to 11,900.00; Bracket #2: 10.000% to 31.6. Grg
OTHER Graduated tables  Bracket #1: None Grg
SINGLE (2020- 2J0BS) Graduated tables  Bracket #1: 0.000% to 5,200.00; Bracket #2: 10.000% to 11,13 Grg
SINGLE (2020+ W-4) Graduated tables  Bracket #1: 0.000% to 3,800.00; Bracket #2: 10.000% to 13,67. Grg
< i > < ] >
o) [ ox e

2. Year End Update: The ability to set the new year as non-standard may be set during the Year
End Update. Note that selecting the flag here will also set it over in Tax Table Maintenance.

¥ | Spectrum®

e
® Dasnboard

. ABC x
= Year End Update / Employee Purge +

S | Exvot [ 1y Reporis

Standard Report

Before running this Year End Update and delefing employees
make sure the Build W-2 Forms update has been performed.

Payroll year
Clearyear-to-date for payroll year
: Moo

() Extra payroll period in the new year?

& G

eofrey Falk CA1~  Preferences  Help  About  SignC:

]
Year End Update / Employee Purge [V

Based on this setting, Spectrum will annualize wages using the following schedule:

Payment Frequency

Extra Pay Periods - No

Extra Pay Periods - Yes

Weekly

52

53

Bi-weekly

26

27

No change to Semi-monthly, Monthly, Quarterly and Annually.

IMPORTANT! The Employee Pay Rates page will not display the effects of an extra pay period. This was
by design as this is an infrequent occurrence. The annualized rate will remain calculated using a

standard calendar year.

PR Streamlined Tax Table Import Workflow

We have streamlined and improved the workflow to import Payroll tax tables.
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Warnings about
when to import
and when not to.

Information
about the last
time the
import was
performed,
file version
and operator
code display.

N\

aa Geoffrey Falk ABC - Preferences

¥ Spectrum®

Help About Sign Out

ABC

ABC . ABC x| _cm x| 4
@ Dashboard = Tax Table Import = Tax Table Import (2)

Tax Table Listing

\ WARNING! Do not load the tax tables until after you have performed the following:

- You have completed and updated the final payroll for the calendar year. The final payroll is based on the payroll
check date, not the period end date.
- You must be on the latest release for the year (Spectrum R3).

IMPORTANT INSTRUCTIONS
This update will be applied to ALL Spectrum companies. Please be aware that all pay cycles across all companies
MUST be completed prior to running this update. /

1. If you run payroll in mare than ene Spectrum company. be sure to coordinate year-end procedures between
companies!

2. Preview the Tax Table listing. Archive or save a copy of this for future reference.

3. Click Continue to proceed with the import.

What is updated?
This utility updates the graduated and percentage income tax tables in Payroll | Maintenance | Tax Tables for U.S.,
Canada, state and province tax codes. It also updates standard deductions and exemptions as applicable.

What is not updated?
Local and county tax codes are not updated.

N

Previous import information: PRTAXTABLE-2021-04.pro (GTF, 09/10/20, 10:16)

R e Y N e s e e N P Py S Pl

To assist the Payroll Administrator, instructions are contained on the first page.

ol
Tax Table Import RV

Overview of
the process.

WARNING! Do not load the tax tables until after you have performed the following:

e You have completed and updated the final payroll for the calendar year. The final payroll is
based on the payroll check date, not the period end date.
e You must be on the latest release for the year (Spectrum R3).

IMPORTANT INSTRUCTIONS

This update will be applied to ALL Spectrum companies. Please be aware that all pay cycles across all
companies MUST be completed prior to running this update.

1. If you run payroll in more than one Spectrum company, be sure to coordinate year-end
procedures between companies!

In the event that open pay cycles exist in other companies, the following warning will appear:

Payroll Cycle Warning

WARNING - There are payroll cycles currently in process. This update will
change the tax tables in ALL companies. Proceeding with the tax tables
update may result in incorrect tax calculations

Complete these payroll cycles before proceeding

Company code  Company name

010 Mega North General Contractors -~
2ND "Cost Center" Second Company

3RD "Cost Center" 3rd Company

ABC ABC Inc

APH Mega Mechanical & Service Inc

AR1 Mega Mechanical & Service Inc

CA1 Canadian Company - no cst cntr

CA2 Canadian cost center company

CA3 Canadian cost center entity YZ

CON Canadian cost center entity YZ v
Procesd?

Yes, proceed to update the tax tables
*) No, cancel the update
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It is recommended that you cancel the update and verify that these pay cycles are complete
before proceeding.

2. Preview the Tax Table listing. Archive or save a copy of this for future reference.
This report will be extremely long! It will contain one set of tax tables for each Spectrum

company. Itis recommended that you save a copy of this file in case you want to reference the
way your tax tables existed prior to the import.

3. Click Continue to upload the file and to proceed with the import.
It is recommended that no other users be in Tax Table Maintenance during the update. The file
must be in the format of PRTAXTABLE-YYYY-VV.pro, where YYYY is the year and VV is the version
of the file.

TIP: Always check the Viewpoint Customer Portal for updates to the tax table.

What is updated?

This utility updates the graduated and percentage income tax tables in Payroll | Maintenance | Tax
Tables for U.S., Canada, state and province tax codes. It also updates standard deductions and
exemptions as applicable.

What is not updated?
Local and county tax codes are not updated.

Previous import information: PRTAXTABLE-2021-XX.pro (ABC, 01/03/21, 08:00)
Where:

e YYYYis the calendar year of the file.

e XXis the version of the tax table. Always load the highest version of the tax table.
e ABCrepresents the operator ID of the person who imported the file

e Date and time the file was imported

Always load the highest version of the tax tables. They do not need to be loaded sequentially. For
example, if you have two files PRTAXTABLE-2021-01 and PRTAXTABLE-2021-02, just load the ‘02’
version. It will contain everything contained in ‘01’.

TIP: Don’t forget that there is a new Tax Table Audit Log available in Tax Table Maintenance!

PR Stronger Warnings Before Purging Data

Support reports that some clients misunderstand the purpose of these tools and accidently purge data.
As they are near the Year End Update on the Site Map, clients assumed that these were normal year-end
processes.

To emphasize that these are not typical processes, the following have been added:

e Warning Message with Cancel as the primary option
e Warning Message repeated on the start screen
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e Options have moved down on the Site Map

PR Employee Earnings History Purge Warnings

‘ WARNING!

This update will delete employee history records for the current company.
This is not a typical process and should only be used in extreme situations.

Records in the following tables will be purged:

- Employee Eamnings History

- Wage and Tax History

- Worker's Compensation History

- Employee Add-ons and Deductions

Iltems are removed based on the selection of year, items with a check date
on or before the selected date will be purged.

If used inappropriately data loss will occur. There is no way to reverse this
update once it is performed.

PR Purge Time Card History

‘ WARNING!

This update will delete employee time card history records for the current
company. This is not a typical process and should only be used in extreme
situations.

Records in the following tables will be purged:

- Employee Time Card History

Before performing this purge, print a time card history report and keep it as
a permanent record.

If used inappropriately data loss will occur. There is no way to reverse this
update once it is performed.

PR Purge G/L History

‘ WARNINGI

This update will delete General Ledger distribution history records for the
current company. This is not a typical process and should only be used in
extreme situations.

Records are removed based on the selection of G/L date range.

If used inappropriately data loss will occur. There is no way to reverse this
update once it is performed.
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PR Purge Crew Numbers

WARNING!

This update will delete crew codes from the current company. This is nota
typical process and should only be used in extreme situations.

Records in the following tables will be purged:
- Pre-Time Card History
- Time Card History
- Job Quantity Complete History
- Crew Maintenance

If used inappropriately data loss will occur. There is no way to reverse this
update once it is performed.

= Concer [T

PR Employee File Rebuild Moved to Utilities

The Employee File Rebuild from Error Recovery has been moved to Payroll | Utilities. This rebuild uses
tables throughout the system and should only be performed when all other users are logged out.
Confirm that this workstation is the only one currently logged into Spectrum prior to proceeding.

This screen requires a level 9 of security category ER (Error Recovery) to access.

PR Delete Employee from Current Company

In earlier versions, the Employee Delete from Payroll Error Recovery function purged only selected
employee tables. In this release, it has been renamed, enhanced and has been moved to Payroll |
Utilities.

Enhancements in this newly titled Delete Employee from Current Company include:

Current Pay Cycle Validation
When the user accesses the utility, the system checks to determine if a pay cycle is currently in process.
This utility can only be used once the pay cycle has been completed.

Stronger Warnings
The start screen provides additional warnings and an explanation of what the utility does. It alerts the
user that this is not a typical process and should only be performed in extreme situations.

Final Authorization to Purge
After entering an employee code, click Continue to proceed. A final option to purge will be presented
before data is deleted.

Moved from Error Recovery to Payroll | Utilities
This option is available with appropriate security.

Error Recovery Security Required
This screen requires a level 9 of security category ER (Error Recovery) to see the option as well as to
access it. The option will not appear on the Site Map when the user does not have security access.
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®
[ S P ectrum & Geoffrey Falk ABC ~  Preferences  Help  Aboul  Sign Out
agc aac x
© Dasnboara | = Delete Employee from Current Company |+~

‘ Continue m Delete Employee from Current Company ‘

WARNING! This utility flags the employee for deletion. This is not a typical process and should only be used in
extreme situations. Please contact Support prior to usage.

After entering an employee code, click Continue to proceed. You will then be presented with the final optien to purge the
employee from the current company.

Do not purge employee records that have eamings in the current year and those that need to have a W-2 or T4 issued

Employee records will be purged in the current company, including
Employee Earnings History
Wage and Tax History
Workers Compensation Histery
Time Card History
Employee Master
HR Safety Incidents
HR: Drug, Aleahol and Other History

If used inappropriately data loss will occur. There is no way to reverse this update once it is performed

Employee code | -

B R VI e I e it SN S e R e W

PTE Timecard Signature and Notes

The portal now allows the Administrator to enter approval text that will appear in the app. The
employee can approve or contest the timecard records. The employee can also enter notes directly into
the app.

The signature and notes display in the portal.

PTE Job-to-Date Quantity in Unit Quantities

Job-to-Date quantity information has been added to Unit Quantities section of the app.

SC Additional Selections on Create Work Orders
ToP SUGGESTION BoX REQUEST!

v S pectrum @ & Geoffrey Falk 2ND - Preferences  Help  About  Sign Out

ABC — IND X +
® Dashboard = Create Work Orders for Scheduled Visits

~ SAVED SELECTIONS ‘m My Reports Create Work Orders for Scheduled Visits “

Standard Template Create Scheduied Work Orders

Site ([ -|¥
Contract m -
Customer [ALC )%
Contract type [ALL )%
Cost group (ALL -

From scheduled date Er‘-

To scheduled date I‘:

Mew work order
‘Assign dispatch status TEST
[7) Assign requested technician?

[7) Assign scheduled date of the visits?

To assist larger service departments in managing their workloads, the following selections have been
added to the Create Work Orders for Scheduled Visits:

e Contract
e Customer
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e Contract type
e Costgroup

SC Cost Group Selections on Contract Billing Processing
TOP SUGGESTION BOoX REQUEST!

Cost groups have been added to the Contract Billing Processing screen to assist service departments
that use cost centers to control their workload.

SC Cost Group Selections on Earned Revenue Processing
TOP SUGGESTION BOX REQUEST!

Cost groups have been added to the Earned Revenue Processing screen to assist service departments
that use cost centers to control their workload.

SC Cost Group Selections on Reverse Earned Revenue Processing
TOP SUGGESTION BOX REQUEST!

Cost groups have been added to the Reverse Earned Revenue Processing screen to assist service
departments that use cost centers to control their workload.

STM Materials Page Added to Service Tech Mobile

The Materials page is now available in Service Tech Mobile. Download the update from Apples App
Store and Google Play Store.

STM Purchase Orders Page Added to Service Tech Mobile

The Purchase Orders Page is now available in Service Tech Mobile. Download the update from Apples
App Store and Google Play Store.

SYS Resources

A new option, titled Resources, has been added to the Spectrum Toolbar. Use this to navigate to
additional Spectrum and Viewpoint Resources.

v S p ectrum u & Geoffrey Falk ABC ~ Preferences Help  About Resources Sign Out

ABC
® Dashboard +

=

Onboarded Employees in Process My Payroll Checks What's New?

Resource Center

= Cherie Collins = May 20, 2020
= Hudson John James = May 15, 2020
= Joe Good = Qctober 31, 2019 Help and Training

=| Mark Cadman = July 10, 2019

=l RugerGHEd ' =| June 27, HWB
Support

What’s New?
Follow this link to learn about new product enhancements and changes.
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Help and Training
Use this link to access product help, videos and training.

Support
Single click to review knowledge base articles and contact Support.

Miscellaneous Notes
The Nelco website will be available in December.
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