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1. Terms and conditions

As displayed when you install the VSPS software, it is important to read the following terms and
conditions (“COPYRIGHT” and “DISCLAIMER OF WARRANTY?”) because the installation will indicate
your acceptance of the following terms and conditions.

COPYRIGHT

Contrary to most softwares, you are allowed to install VSPS on as many computers as you wish.
However, the user has the right to process payrolls only for businesses that he bought an annual
license for. It is strictly prohibited to copy or reproduce, in whole or in part, this software or the
documentation, without a written approval of DL Soft Inc.

Copyright (c) 2003-2017 DL Soft Inc.
All rights reserved.

Windows is a trademark of Microsoft Corporation.

DISCLAIMER OF WARRANTY

Even though many efforts have been made during the preparation of the VSPS software to ensure its
accuracy and compatibility, this program is provided “as is” without any warranty of any kind.
Therefore, DL Soft Inc. does not give any explicit or implicit guarantee and disclaims any
responsibility for damage due to the use of the VSPS software. Moreover, the present manual is
subject to change without notice.
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2. Overview
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Figure 2.01: Main window of the VSPS program

INTRODUCTION

Dear customer, we thank you for your purchase of the VSPS program and hopes that you will
appreciate it.

Briefly, the major VSPS features are:

¢ Unique presentation of the data resembling a payroll book to offer a very simple look and
detailed results.

¢ Exceptional flexibility (substitutions allowed for most of the calculated fields, possibility to modify
and even erase a pay, possibility to reprint cheques, reverse a batch of payroll journal entries,
etc).

¢ Time sheets with option to attribute hours to projects (i.e.; research and development, training,
activities, customers, etc).
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+ VSPS allows you to pay your employees by direct deposit.

¢ You can create the pay stubs in pdf format and even send them by emails. You don’t have to
attach each pay stub manually. This procedure is performed automatically by VSPS.

¢ Journal entries with possible exportation to many accounting programs (Accpac, Sage 50,
Simply Accounting, Acomba, Avantage, QuickBooks, etc).

+ In the pay window, there is even a function that allows you to find the gross amount (salary
before deductions) from the net amount of pay. The calculations take into account the
deductions and the personal tax credits of the selected employee.

¢ Very useful reports

¢ Previous pay report with corrections allowed.
¢ Detailed or summary payroll results for a given period of time upon different criteria.

e Source deductions and employer contributions per period (monthly, quarterly, etc) or per pay
period.

¢ Detailed report for vacation to pay.
¢ Record of employment (ROE) when an employee quits definitely.
e T4 and Relevé 1 slips.

e Hour and cost report for a given project and selected employees.

¢ A user friendly approach

Even if VSPS is very easy to use, we strongly recommend that you take the time to read this
manual to explore all power and options that this software provides to get your money’s
worth.

SYSTEM REQUIREMENTS

- IBM PC or compatible, Pentium 2 processor or higher;

- At least 512 MB (megabytes) of memory (RAM);

- Windows XP, Vista, Windows 7, 8 or 10;

- 100 MB of free hard disk space;

- Video display with at least 1024 x 768 resolution;

- Internet connection (to download the VSPS program and the upgrades).
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INSTALLING THE VSPS PROGRAM

(1) First, you must download the software from the web site (www.vsps123.com). To do so, select
“VSPS (complete software)” in the “Download” menu. Then, select the 2017 year and click
“Install-VSPS2017.exe”.

(2) Click on "Run".

(3) If the message "The publisher could not be verified. Are you sure you want to run this software?"
is displayed, click on "Run".

(4) If the message "An unidentified program wants access to your computer" is displayed, click on
"Allow".

(5) Follow the instructions and answer the questions.

(6) Atthe end, if the message "This program might not have installed correctly” is displayed,
click on "This program installed correctly".

(7) Once the installation is complete, you must copy in the VSPS installation folder (by
default, C:\VSPS 2017) the file NAMES-17.CLE that you received by email after your
purchase of the VSPS 2017 license. This file is a control file containing the coded name of
businesses for which you bought the VSPS 2017 license. Without this file, it is impossible
to open or create a payroll database. This is why when you start the program, you can
only open a file for an authorized business, meaning a business name that we added in
your NAMES-17.CLE file.

* If you used VSPS in 2016 for a business, you do not have to re-enter all information on this

business, the employees, balance of vacation to pay, etc. This procedure is done
automatically. To do so, first, you must download the last upgrade for VSPS 2016. After the
upgrade installation, you can create the 2017 database from the database menu of VSPS 2016.
Be sure to save the 2017 database (file with the name of the business and followed by 17.DL7) in
the VSPS 2017 installation directory (by default, C:\\VSPS 2017). It is very important to note
that the program transfers, to the new database, information for all employees except the
ones indicated as terminated in the employee files (“Employees* icon in the main window
of the program). Caution: If an employee no longer works for the business but may come
back to work eventually, you must select “No*“ in the box “Terminated®. Finally, please note
that the new database creation does not affect the 2016 database.

*Of you are not familiar with the VSPS program, we strongly recommend that you read the

section "First use of VSPS for a business’.
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UNINSTALLING THE PROGRAM

(1) Click on “start”, “All Programs” and “Uninstall VSPS 2017”.

(2) Follow the instructions and answer the questions.

STARTING THE PROGRAM

(1) On your desk, double-click on the VSPS icon.

You can also click on “start”, “All Programs” and “VSPS 2017”.
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3. First use of VSPS for a business

As mentioned in the “COPYRIGHT” section, you are allowed to install VSPS on as many computers
as you wish. However, when you buy the VSPS 2017 software, you can only process payrolls
for businesses that you purchased the VSPS 2017 license for.

The control of the authorized businesses is done by the coded file NAMES-17.CLE. This file is sent to
you by email. You must copy the NAMES-17.CLE file in the VSPS 2017 installation directory (by
default, C:\VSPS 2017).

When you start the program, you can only open a file for an authorized business, meaning for which
the name is coded in the NAMES-17.CLE file. Each user has a unigue NAMES-17.CLE file. Note that
this file can contain several authorized business names.

Concerning the payroll database, this file is saved with a “.DL7" extension. This database is created
by VSPS and the name is composed of the business name followed by “17.DL7“. For example, if the
business name is “My company Inc.“, the file name will be “My company Inc.17.DL7".

The payroll databases are always in the VSPS installation directory (by default, C:\VSPS 2017).
However, if you wish to make a backup, we strongly recommend that you copy the complete VSPS
2017 folder since it also includes other important information in the subdirectories. You should
always make external backup on a CD, DVD or other device. The best thing is to preserve this
backup in a different location in case of fire, theft, etc.

From the first use of this software for a business, once you have copied the NAMES-17.CLE file in
the VSPS 2017 directory, you can then create the new payroll database. To do so, in the main VSPS
window, you must select “Open®“. In the file selection screen, you simply have to click on the business
name and then click on the “Create new file“ button.

In order to process payrolls, the next steps are:

¢ Enter the business information (chapter 6)

¢ Fill out the employee records (chapter 7)

¢ Enter previous payroll results before the first use of VSPS if applicable (chapter 8)

¢ Set up the cheque and pay stub print configuration (chapter 9)

« If you wish to export payroll journal entries, enter all needed general ledger accounts (chapter 12)
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4. “Open” (selection of a payroll database) |_Se=n

. Open a file

Function

Business selection
MName: |DDDDDD Canada Inc. j

Location of file

Drive: |E|:: j
Directory: | JC: 4

(I DirectDeposit

([ JDoc

(_JEmail reparts

([ Export

([ JFonts

A HistorxP v
File:
Path:
"IMPORTANT® We recommend that the pay database (file with an extension .DLT) should be
in the application folder (the one ¢containing the VSPS program). However, you are allowed to use a
different directory if you wish.

Creats new file

Figure 4.01:
Screen for the payroll database selection

To open a certain business payroll database, you must click on “Open “ and select the business
name in the scrolling list of the “Business selection®. Then, in the “File“ box, click on the database file
for this business (the one with the “.DL7“extension) and click on the “Continue* button.

If the desired business name is not in the “Business selection® list or if the database is not displayed
in the “File” box, please read the previous chapter (“First use of VSPS for a business®).

7
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5. “Save”

ui| Save the current file in another directory

Function

Business

Name: |

Location of file
Drive: |Q.:; j

Directory: e ~
& VSPS 2017

[ Backup

[ DirectDeposit

[

[ Ernail reports

[ Export

[Fonts

[ HistorsP o

File: 000000 Canada Inc.17.0L7

Path: |

FIMPORTANT® We recommend that the pay database (file with an extension .DL7) should be in
the application folder (the one containing the VSPS program). However, you are allowed to use a
different directory if you wish.

I Create a new directory Save Quit

Figure 5.01: Screen to save a payroll database in another folder

It is important to note that with the VSPS software, all data is saved automatically in the
database. Each modification is saved immediately. Therefore, you do not have to select the
present function to save your data.

In fact, this function is used to save a backup copy of the payroll database (file with the extension
.DL7) in a different folder from the current directory. To save a copy of the payroll database, first, you
must click on the “Save “ icon of the main window. Once in the selection screen, you must choose the
folder and click on the “Save* button.

Finally, remember that it is very important to regularly make a backup copy of the VSPS 2017
complete folder since it also includes other important information in the subdirectories. You
should always make external backup on a CD, DVD or other device. The best thing is to
preserve this backup in a different location in case of fire, theft, etc.

8
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B

6. “Company” (business information) !tompan

This window is used to enter different information about the business. Note that a field with a blue
background is an obligatory field. It is still recommended to fill out all applicable fields. For example, if
you wish to print the business address on your pay cheques, this information must be entered in this
window.

. Business profile information - 000000 Canada Inc.

Function

Name: |

Address: |TT Industrial Beulevard |

Address: | |

City / Town: |Somewhere |

Province: * |'Duehec j

Postal code:

Phone: () - | Fax: [( } -

Remittance frequency for federal: |Monthly j

Remittance frequency for Guebec: |h‘|0nthly j

Business number (BN} for Canada Revenue, example: |123455?39RP0001 |
Quebec Registration Number, example: 1234567890RS0001: |123456?390R50001 |
Guebec enterprise number (NEQ), example: 1234567890: |123455?390 |
Transmitter number (this is used only for Rel 1 slips in XML}, example: NP123456: |NP123455 |
First 8 digits of the first serial number for Rel 1 on paper (nothing to enter here): | |
2016 pay directory, example C:\VSPS 2016: |c;'-._\,r5|:rg 2016 |
Default directory to export reports (pdf, etc): | |

Pay dates Calendar Cuit

Figure 6.01:
The “Basic info“ tab of the business information window
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. Business profile information - 000000 Canada Inc.

Function

Basic info ! Pay§| Departments | Groups | Other income and deduct. | Projects | CSST | Otherinfo |

Noermal pay frequency: * ‘Weekly (52 or 53 pays per year)

Date of the beginning of the 1st pay period:® [25-12-2016 December 25, 2016
Next date if semi-monthly frequency: |:| {dd-mm-yyyy)

Pay cheques are issued: days after the end of pay period

First period: From 25-12-2016 to 31122016 Date of the 1st pay cheque: 05012017

-]

Other pay frequency (optional): ‘Ho other frequency

Date of the beginning of the 1st pay period: |:| {dd-mm-yyyy)
Next date if semi-monthly frequency: |:| {dd-mm-yyyy)

Health Services Fund rate

Pay cheques are issueil: |:| days after the end of pay period

Quebec (QHSF): % (Ex: enter 2.5 for 2.5%) Ontario (EHT): %
Pay dates Calendar Cuit
Figure 6.02:

The “Pay" tab of the business information window

As we can see in figure 6.02, the program allows 2 different pay frequencies. For example, a
business could pay some employees on a weekly basis and others on a bi-weekly basis.

10
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In the “Departments” tab, you are allowed to name up to 10 departments (i.e.; direct labour, sales
department, office, etc).

We have to mention that in the employee window, the department number is obligatory because this
information is needed for some reports. This is why, by default, when you create a new employee file,
the department number is #1 but you can always change this number.

| Business profile information - 000000 Canada Inc.

Funckion

Basic info | Pay |: Department5§| Groups | Otherincome and deduct. | Projects | CSST | Otherinfo |

You can classify your employees by department (i.e.; sales, factory, administration, etc). In fact, the program allows
you to generate payrell reports based on the selected departments. Furthermore, for GL entries, the program also
allows you to enter different GL accounts for each department.

Description

#1: [Sales

#2: |ﬂ(lministrmion
# 3:
#4:
#5:
# b:

|

|

|

|
£7: |
|

|

;|

#8:
#9:
Z10

Pay idates Calendar Quit

Figure 6.03:
The “Departments” tab of the business information window

11
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The “Groups” tab is used to define groups, classes or employee associations (unions, professional
associations, etc). This allows you to generate pay reports for a selected group.

Note that there is no limit for the number of groups that you can create.

| Business profile information - 000000 Canada Inc.

Funckion

Basic info | Pay | Departments | Groups | Ctherincome and deduct. | Projects | CS5T | Otherinfo |

If some of your employees are part of groups or associations, the present window is used to add or edit a group. Note
that it is possible to generate pay reports based on a selected group.

# |Group of employees. associations. etc

]

Add new group Edit group | Erase group |

Pay idates Calendar Quit

Figure 6.04:
The “Groups“ tab of the business information window

12
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With the VSPS program, the most popular deductions (union dues, group-insurance, RPP, RRSP,
etc) are already predefined. In other words, in the pay window, there is already a column for each of
these deductions.

However, in the “Other income and deduct.” tab, VSPS permits you to define up to 10 other
deductions. It is recommended to enter a brief description (for example, Child support) in order to
provide more precision in the pay window and in the reports. If you do not enter a description, the
deduction will be named “Other deduction X*, X representing a number from 1 to 10.

Even if, most of the time, these deductions are non-deductible for income tax matters, if needed, you
can select a box in the right hand side to indicate that this deduction is tax deductible (Federal or
Provincial).

| Business profile information - 000000 Canada Inc.

Funickion

Basic info | Pay | Departments | Groups | Otherincome and deduct. | Projects | CEET | Otherinfo |

’This screen allows you to name other incomes and other deductions (max. 20 car.). |

Other income 1: |H0|i(|ﬁ‘|"$, etc. |

Other income 2: | |

The program already contains the standard deductions (union, RPP, RRSP, etc) but you can use up to 10 other
deductions. Note that normally, these other deductions are non deductible for income tax matter. However, if a
deduction is tax deductible, click to select the box heside the line.

Deductible for income tax
Federal Provincial

Other deduction 1: | | L B
Other deduction 2: | | N N
Other deduction 3: | | N B
Other deduction 4: | | N -
Other deduction 5: | | a -
Other deduction 6: | | u N
Other deduction 7: | | N N
Other deduction 8: | | : -
Other deduction 9: | | L N
Other deduction 10: | | N N
Pay dates Calendar Quit

Figure 6.05:
The “Other income and deduct.” tab of the business information window

13
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The “Projects” tab is used when you want to compile, in the time sheets, hours and costs related to
certain activities.

For example, this is useful for any business that is claiming Scientific Research and Experimental
Development (SR&ED) since tax authorities require you to maintain a detailed record of hours worked
for each eligible activity.

Therefore, the “Projects” tab permits you to create projects. You can create as many projects as you
wish. In the time sheets, you can then select one or several projects to distribute hours worked.

Remember that in the time sheets, when you want to divide hours between different projects, it
becomes possible to generate a report for hours and costs related to a project for a given period of
time for selected employees.

i Business profile information - 000000 Canada Inc. E|[E|!|

Funickion

Basic info | Pay | Departments | Groups | Otherincome and deduct. | Projects | CS5T | Otherinfo |

Since you can distribute hours between projects in the time sheets, this window is used to add or edit a project. Note
that the first project {(Miscellaneous) is obligatory and is the default project.

# |Project (customer, etc)

|} Fiscellanecus
Fesearch & Development
Training
Custormer# 1

Customer#
Custamer# 3

ra

[= R I R S

Add new project Edit project name Erase project

Pay dates Calendar Quit

Figure 6.06:
The “Projects” tab of the business information window

14
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The “CSST* tab is used by Quebec employers to enter the rate for the CSST insurance premiums. If
this rate changes during the year, you have to enter the new rate and the effective date. Note that
since 2011, employers are required to pay the CSST insurance premiums periodically to Revenu

Quebec with the source deductions and employer contributions to Quebec.

. Business profile information - 000000 Canada Inc.

Funckion

Basicinfo | Pay | Departments | Groups | Cther income and deduct. | Projects | CSST§| Other info |

CSST (for Quebec employers only)

Rate at beginning of year: % (example: if 1.8%, enter 1.8)

New rate: % effective from: |:| {dd-mm-yyyy)
New rate: % effective from: |:| {dd-mm-yyyy)
New rate: % effective from: |:| {dd-mm-yyyy)

Pay dates Calendar Cuit

Figure 6.07:
The “CSST*“ tab of the business information window

15
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The “Other info* tab is used to enter the information needed when an employer wants to pay his
employees by direct deposit instead of printing cheques. You can obtain this information by
contacting your bank.

In this window, you can also enter 5 lines of notes.

Finally, there is a section to enter the required information if you want to send emails to the
employees (for example, to send pay stubs in pdf format).

| Business profile information - 000000 Canada Inc.

Funckion

Basic info | Pay | Departments | Groups | Otherincome and deduct. | Projects | CS5T |

Bank transfer information (for direct deposit)

Business name for direct deposit: |000000 Canada Inc.

Summary husiness name {max. 15 characters): | |

Criginator ID number for direct deposit (10 characters): | |

Financial institution number: |F’Ie'ﬂse make a selection j
Financial institution data center number (5 l:l

Branch routing number (5 digits, second group of digits on the hottom of the |:|
Account number (5 to 9 digits, last group of digits on the hottom of the |:|

Last file creation number
(with the Royal Bank of Canada, to send a test file, you must enter TEST in the box): |:|

Name of file (only for the Canadian National Bank): | |

* With the Canadian Mational Bank, this name usually starts with TF and is followed by 10 digits.

Notes

| |
| |
| |
| |
| |
Email address: [oos0o0can@bell.net |

SMTP server address: lsmtphm.sympatico.ca |

User name: |000000ca|1-1§;-l:-ell.net | Password: |Leh'|01DeP'ﬂE$e |

Pay idates Calendar Quit

Figure 6.08:
The “Other info“ tab of the business information window

16
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7. “Employees” (employee files)

This window is used to fill out employee records. There are different tabs in this screen. Each blue
box represents an obligatory field. When you have to create a new record for a new employee and
you do not have his social insurance number (S.I.N.), the program offers you to generate a temporary
number in order to be able to continue the record creation. Of course, when you get the real S.I.N.

EZY

E mplaness

from this employee, you have to return to his record and change this number.

To create a new employee record, you must click on the “New employee” button. Note that, in these
circumstances, it is the VSPS program that generates the employee number because this number is

used for identification and must be unique.

To move from one employee record to another, you can use the arrows at the bottom of the screen.
You can also use the search box to find an employee by his name or by his number. This is faster

when there are several employees.

& Employee profile - 000000 Canada Inc.

Funckion

Search: |

f* Name
On: ‘

" Employee number

‘ Find next ‘

Current file: #1 John So-And-So

First name:

Last name:

Address {# Street, app.):
Address {continuation):

City:

Province:

Postal code:

Email address:

Social insurance number (SIN):
Date of hirth:

1st day of work:

Same since last Record of employment:
Last day of work:

Department number:

Group or association:

Basic | Incomes | Benefits | Deduct. | Fed.incometax | Prov.incometax | Miscell. |

Mohn

|So-AmI-So

[123 Main Street

|Somewhere

j Phone 1:

Phone 2:

|Duehec

217 171

[ )
) - |

|ie-an.untel-f&"hell.net

January 13, 1980
December 27, 2013
December 27, 2013
March 24, 2017
Sales

Terminated: © Yes ™ No |

|Hone

= Paid by cheque

" Paid by direct deposit |

| Relevé 1 for this employee: o e ‘

LRI

Figure 7.01: “Basic” tab of the employee record

Pay dates

Export basic info

17
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i, Fmployee profile - 000000 Canada Inc.

Funckion

=
Search: | Name ‘

: Find next ‘
N Employee number

Current file: #1 John So-And-So

| Benefits | Deduct. | Fed. incometax | Prov.incometax | Miscel. |

Pay frequency: |Weekly (32 or 33 pays per year) j
Pay type: |Hou|‘|},,r or fixed salary j
Fixed salary per pay period:
Regular hourly rate:

Time and half {T1/2) after: hours. Double (T2) after: hours
* For any subsequent change or to add new rate, click here ---> Modify

Other earnings per pay

Other income 1 {Holidays. etc.): | .00] |Fixed amount, taxable j

Other income 2: | .00 |Fixed amount, taxable j
Vacation

Rate 1 {ex: if 4%, enter 4): 4.0000| % at beginning of the year

Rate 2 (if it changes during the year): 0000] % effective from: |:| {dd-mm-yyyy)

Type of vacation pay: Paid later j

Calendar

Pay dates Export basic info New employee

Figure 7.02:
“Incomes* tab of the employee record

With VSPS, an employee can be remunerated on an hourly rate and/or fixed salary. The program
even allows you to pay an employee with two different hourly rates. For example, in the restaurant
business, a person could have an hourly rate for hours worked as waitress and another rate for hours
worked in the kitchen.

The second hourly rate must be entered in the addendum of the employee record. To display this
window, you have to click on the “Modify* button.

In the field “Pay type“, there is a choice to indicate that the employee will be paid mainly by
commissions. If this is the case, do not forget to fill out the required information in the “Fed. income
tax.“ tab (estimated total income and expenses for the year in form TD1X).

It is important to note that when the hourly rate or the fixed salary changes, for example, when
a pay raise happens, you must not enter this modification directly in the employee record
window because in this screen, the amount is the one effective at the beginning of the year.
Instead, you must enter this in the Addendum window by clicking on the “Modify* button (see
figure 7.03).

18
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With the program, you can register up to 3 salary changes during the year. However, if an employee
has more than 3 salary changes in a year, you can always use the second hourly rate if the employee
is paid on only one hourly rate.

When you register a change for the hourly rate or the fixed salary, you must indicate the effective
date of this modification. It is important to note that, with VSPS, you have to enter the cheque date.
For example, if an employee receives a pay raise effective June 1st, you must enter the cheque date
of the pay period that includes June 1st. In other words, a salary change is always effective from the
beginning of a pay period. To help you determine the cheque date to enter, the “Pay dates” button
allows you to view the details for every pay period (beginning of the pay period, end of the pay period
and cheque date).

If the salary change does not occur at the beginning of a pay period, you can proceed in different
manners. Let us take the following example. During a pay period, an employee worked 16 hours at
$10.00 per hour and 24 hours at a new hourly rate of $11.00. To calculate his pay, the simplest way
is to enter an amount of $24.00 in the “Other income 1“ column of the pay window (only the amount of
the raise) and register the new hourly rate effective from the cheque date of the next pay period.
Another way is to use an average hourly rate of $10.60. Finally, you could also proceed with Rate 1
and Rate 2 of the time sheet.

ui. Addendum - Other information (change of hourly rates, etc) - 000000 Canada Inc.

Funckion

Current file: #1 John So-And-5o

Hourly| Hourly rate #2 | Fixed salary | Other deductions | Info CCQ |
Rate #1
Rate at beginning of year: |:| $/hour effective from: |:| January 1st, 2017
Time and half {T1/2) after: l:l hours. Double (T2) after: I:l hours
New rate: $/hour effective from: |:| {dd-mm-yyyy)
Time and half {T1/2) after: hours. Double (T2) after: hours
New rate: $/hour effective from: |:| {dd-mm-yyyy)
Time and half (T1/2) after: hours. Double (T2} after: hours
New rate: $/hour effective from: |:| {dd-mm-yyyy)
Time and half (T1:2) after: hours. Double (T2} after: hours

| Pay dates | Calendar CQuit ||

Figure 7.03: Addendum for the employee record
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Concerning the vacation rate, because this rate can change during the year, a box is reserved for any
vacation rate modification. It is important to note that you must not enter the new rate in “Rate
1“ field because this field is used for the vacation rate effective at the beginning of the year. As
indicated in the screen, you must enter the new vacation rate in “Rate 2“ box and enter the cheque
date of the pay period that includes this change.

Moreover, the “Benefits® tab of the employee record permits you to register other periodic income that
is not paid in money but must be included in the taxable income. These amounts are considered in
the income tax calculation and other source deduction (i.e.; CPP).

| Employee profile - 000000 Canada Inc.

Function
(« :
Search: | On: Name | Find next |
" Employee number
Current file: #1 John So-And-So

| Fed incometax | Frov.incometax | Miscell |

Benefits (income not paid but taxable)

Le

Board and lodging: | .IJIJ| |Fixe¢| amount

Other taxable henefits
for federal AND provincial: | 00| [Fixed amount

Lo

Private health care
insurance (Quebec): | 00| |Fi}{e(I amount

EN

Other taxable henefits
for PROVINCIAL only: | 00| [Fixed amount

EN

Other taxable benefits
for FEDERAL only: | 00| |Fi}{ecl amount

EN

Pay dates Export basic info New employee Calendar

Figure 7.04:
“Benefits” tab of the employee record
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In the “Deduct.” tab of the employee record, first, you have to indicate if the employee is exempt from
Canadian employment insurance (El), Canadian or Quebec pension plan (CPP/QPP) or Quebec
parental insurance plan (QPIP).

This window also permits you to register periodic deductions for an employee. As mentioned in
chapter 6, with VSPS, the most popular deductions (union dues, group-insurance, RPP, RRSP, etc)
are already predefined but VSPS also allows you to use up to 10 other deductions. To access the
window for these other deductions, you have to click on the “Other deductions® button.

| Employee profile - 000000 Canada Inc.

Function
(v .
Search: | On: Name | Find next |
" Employee number
Current file: #1 John So-And-So

Exemption for Canadian employment insurance (El}: " Yes [ No
Exemption for CPP/QPP (Canadian or Guebec pension plan): ™ Yes + No
Exemption for QPIP (Quebec parental insurance plan): " Yes & No

To define a deduction, double-click on the box |

Union or professional dues:

Parity committee or similar body:

Group insurance:

Reqist. retirement savings plan (RRSP):

Retirement compensation arrangement:

Labour sponsored funds:

Charitable donations:

|
|
|
Reqistered pension plan {(RPP): |
|
|
|
|
|

Reimbursement of advances:

| “ For other deductions, including those for CCQ in Quebec, click here ---> | | Other deductions |

Pay dates Export basic info New employee Calendar

Figure 7.05:
“‘Deduct.” tab of the employee record
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It is important to notice that one of the interesting features of VSPS is the power offered for deduction
calculation.

As shown in the following figure, for any type of deduction, you can define the calculation on several
bases. For example, a deduction could be a fixed amount per pay plus an amount per hour plus a
percentage of the total income. In fact, it is possible to use up to 8 bases to calculate a deduction.
You can even register a minimum and a maximum amount per pay period and also a maximum
amount for the year.

. Calculation rules for a deduction
Function
Currentfile: # 1. John So-And-So
Union or professional dues
Calculation rules |
The present window is used to indicate the rules to calculate the amount to be paid for a certain deduction. As you
can see, this amount can be established on several bases. For example, this amount of deduction could be afixed
amount per pay PLUS another amount per hour. You simply have to enter the amounts in the applicable boxes and
leave the other ones at 0.
Amount per pay:
Amount per month (to be paid on the first pay of the month):
% per worked hour (no distinction between regular or overtime hours):
$ per hour at regular rate:
$ per hour at T 1/2 rate:
$ per hour at double time:
% of hourly rate (ex: if 40% and hourly rate of $20, the amount to be paid is $8 per pay):
% of gross earnings EXCLUDING benefits (ex: if 5% and gross earnings is $1000, amount is $50):
Mimimum per pay period (if applicable):
Maximum per pay period (if applicable):
Maximum per year (if applicable):
Pay dates Calendar Quit
Figure 7.06:

Window used to define the calculation method of a deduction
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In the employee record, the “Fed. Income tax” and “Prov. income tax“ tabs are used to enter
necessary data for tax calculation based on different forms filled out by the employees (i.e.; TD1, TP-
1015.3, etc) to establish their income tax calculation. Note that when an employee does not give you
any form, the income tax deduction is calculated only on the basic exemption.

. Employee profile - 000000 Canada Inc.

Function

‘1 ™ Name | |

Search: On:
'+ Employee number

Current file: #1 John So-And-So

Basic | Incomes | Benefits | Deduct. | Fed.incometax | Prov.incometax | Miscell. |

Income tax table to use for the employee: ‘(}uehec j
Employment code {(must appears on T4 for certain type of employment): |:|

Total annual tax credits on TD1 * FEDERAL * : | 11,635.00]
Other deductions for the year authorized by a federal tax centre (factor F1): | l]l]|
Other federal tax credits for the year authorized by a federal tax centre | l]l]|
{factor K3): :
Additional income tax requested by the employee (per pay period): | _l]l]|
Employee remunerated by commission

Total remuneration for the year as reported by the employee on the form | [Il]|
TD1X {commissions + salary or wages): :
Commission expenses for the year as reported by the employee on the | l]l]|

form TD1X:

New employee Calendar

Pay dates Export basic info

Figure 7.06: “Fed. income tax.“ tab of the employee record

When you select the “Miscellaneous® tab, a window is displayed to register different information. If an
employee is paid by direct deposit instead of by cheque, this window allows you to enter the
information needed. Note that, in this screen, you can modify, for the current employee, the IE
employer contribution rate (normally 1.4 times the employee contribution) if this employee is covered
by a private insurance.

Finally, the “Export basic info“ permits you to create an Access database containing the name,
address, phone number and other employee information . This file is always saved in the VSPS 2017
folder (by default, C:\VSPS 2017) and has an “.MDB" extension. The main purpose of this file is to
allow you to print labels with programs like Microsoft Word, Label Pro, etc. This database can also
serve to send letters to your employees.
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8. “Previous” | Frevious

i Vacation balance and cumulative previous pay report for 2017 (before use of ¥5P5 software) E]
Funckion
000000 Canada Inc.
. [+ Name -
Search: L g Employee number e
Current file: #1 John So-And-S5o
Insurable . Tips and . b=l ol
Basic salary L Commissions retroactive
hours for El gratuities .
earnings
1 |John So-And-So 0 0.00 0.00 0.00 0.00
2 |Mary Something 0 0.00 0.00 0.00 0.00
TOTAL : 0 0.00 0.00 0.00 0.00
4 3
K Print Quit ||
Figure 8.01:

“Previous“ function window

Firstly, this function enables you to enter the vacation pay balance for each employee at the
beginning of the year (which is equal to the vacation pay owed at the end of the previous year).
However, if you used VSPS the year before and executed the “Create a new database for next year*
function, these amounts will already be displayed in this window. Remember that VSPS only carries
forward information of employees who were not stated as « terminated » in the employee
records.

Secondly, since the beginning of the year, if you used another payroll system (manual or a software),

this window permits you to enter previous cumulative payroll results (before the first use of VSPS). In
this case, two options are possible.
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First option (the one recommended)

The best way is to enter every pay of the year that you have done before the use of VSPS because
you will have all the needed data to generate the reports. Even if this sounds like an arduous task,
with VSPS, it could actually be accomplished relatively fast. You do not have to use the time sheet.
As a matter of fact, you can enter directly the total hours in the pay window.

It remains very important to verify the hourly rate and to obtain the same net salary amounts.
Remember that in the pay window, if a calculated amount (i.e.; the federal income tax) is different
from the amount really withheld before, you can enter this amount. In these circumstances, a red star
is displayed beside the overwritten field.

With this option, the vacation pay balance to enter in the “Previous® window is the one at the
beqinning of the year.

Second option

When you have several employees and there are many pay periods before the use of VSPS, you can
choose to enter only the cumulative payroll results (from the beginning of the year until the last pay
day registered in the previous payroll system). Of course, proceeding this way will not enable you to
generate detailed reports for this interval of time.

Concerning the vacation pay balance to enter in this window, with this option, the amounts must be
those at the conversion date (at the end of the use of the previous payroll system).

Whatever the option you decide to use, remember that you must even enter information for

employees that worked during the year but no longer work for the enterprise because this
way, you will be able to generate year-end reports (T4, etc) for all employees.
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9. “Config.” (cheque printing configuration)

| Customized cheque for printing - 000000 Canada Inc.

Funckion
1
# 0000 15-01-2017 2
3
Company Hame 4
Company Addrezz, 1st line LiT
Company Addrezs, 2nd line b
Company City, Prov. ¥
Postal 0.000.00 % g
9
Amount in letters 10
11
Pay to: 12
13
Employee Hame 14
Employee Address, 1zt line 15
Employee Addresz, 2nd line 16
Employee City 17
Postal 18
19
20
21
22
Print company name: *+ Yes { Mo Cheque model: Cheque - Stub - Stub ﬂ
Print company address: * Yes { Ho
Print dollar zign: * Yes { No Number of lines after the gecond section: [ 5]
Print Paid to: * Yes { No Number of lines after the third zection: [ 5]
Print pay note on the stub: " Yes ™ Mo
Print the word Date before the date: ¢ Yez * MHo
Print dd-mm-yyyy under the date: " Yes * No )
Print cheque number- & Yes © No Export format for the stubs: pdf
Print banked hours: * Yez { Mo
Print accrued zick leave balance: * Yez { Mo

If you drag a field outside of the printing zone and the field dizappearz. click on the Refresh button.

Print test Refresh Quit

The present module allows you to adjust the pay cheque printing. Your cheque must be ink jet or

laser format (8.5 x 11 sheet).

Figure 9.01:

Window for cheque printing configuration

As we can see in the above figure, you have to indicate the cheque model.

For example, if the model is “Cheque-stub-stub®, this means that the first part of the sheet is the
cheque followed by 2 detachable stubs. Some boxes are there to indicate the number of empty lines

between different sections of the cheque.
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It may be possible that some information is already printed on the cheque (business name, address,
dollar sign or the mention “Pay to“). If this is the case, you simply have to select “No* to indicate that
you do not print this information.

Also, there is an option to print or not, on the stubs, the notes from the pay window. For example, the
note entered in the pay window can be useful to send an explanation or message to your employees.

The best way to adjust the cheque printing is to insert a blank page in your printer and to click on the
“Print test® button. After that, you can put this sheet in front of a cheque, align the two documents and
look at them in front of a light to see if you need to move some fields or not.

To modify the position of an element to print on the cheque, you must drag this field with your
mouse. If a field disappears, you simply have to click on the “Refresh” button.
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10. “Time sh.” (Time sheets) [Tmesh

. Time sheet - 000000 Canada Inc.

Funckion
Time sheet | Hourdistribution per project |
. . Hame |
ealidi | U g Employee number - |
Pay Period .|
frequency: |'1|I|Feekly [52 or 53 pays per year] ﬂ number: | I:I
From January 8, 2007 to January 14, 2007 Date of cheque: I:I January 19, 2007

Time sheet for: Employee # 1. John So-And-50
Fixed =zalary: 0.00 %, Hourly ratel1: 28.00 $ and Hourly rate?: 0.00 %

Hours

before Adjustment

Starting [Finish

Note for the adjustment

time time adjustment {hours)
Sunday, 08-01-2017 0.00 0.00
baonday, 09-01-2017 08:30 17:30 8.00 -1.00|Lunch
Tuesday, 10-01-2017 08:30 17:00 g.50 -1.00|Lunch
Wednesday, 11-01-2017 J08:30 17:00 g.50 -1.00|Lunch
Thursday, 12-01-2017 08:30 17:00 g.50 -1.00|Lunch
Friday, 13-01-2017 08:30 17:00 g.50 -1.00|Lunch
Saturday, 14-01-2017 0.00 0.00
TOTAL : 43.00 (5.00)
4 3

Two different formats are allowed to enter hours. For example. 10:30 [hh:mm] or 10.50 [fraction of hour].
To restore an overwritten formula, prezz Delete on this cell.

Eraze line Copy Paste Print Quit

Figure 10.01:
First part of the time sheets

This function is used to fill out a time sheet, i.e.; the detailed hours worked in a pay period for an
employee.

In this window, as soon as you select the pay period, the program generates all the dates for this pay
period. The next step is to choose the employee.

Note that from the pay window, you can always access directly an employee’s time sheet by
positioning the cursor on any hour field for this employee and by pressing F3 or by double-clicking on
this cell.

In the time sheet, to enter beginning and ending hours worked, VSPS allows 2 different formats, hour
and minutes (i.e.; 14:30) or hour and fraction (i.e.; 14.50).
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There is a column to register hour adjustments. In the next column, you can enter an explanation for
each of these adjustments (i.e.; time taken for lunch). An adjustment must be entered in a fraction of
an hour (i.e.; .5 to subtract 30 minutes).

In figure 10.01, notice that the “Erase line” button, at the bottom left hand side, enables you to erase
all data on the positioned line. This can be useful when you did not enter the data on the right line.

To accelerate the data entry, the program allows you to copy and paste certain information that has a
tendency to repeat itself. To do so, first, you must position the cursor on the line to copy from and
select “Copy“. Then, you have to position the cursor on the first line where you wish to copy the
information to and select “Paste”. In the small screen displayed, you must indicate the number of
consecutive lines you want to paste the information. By default, this will paste the starting time, the
finish time, adjustment of hours and the adjustment note. However, it is possible to exclude any of
these elements.

in. Paste

Function

Mumber of consecutive lines to paste
Information to paste

[v Starting time
[w  Firizh time
[v Adiustment of hours

[v Mote for the adustment

| Continue | Cancel

Figure 10.02:
Screen to copy and paste recurring data on other lines of the time sheet

In the time sheet, as you enter your data, the program calculates the hours worked. By default, the
hours are considered like regular hours at rate #1 (1st hourly rate). However, you can always allocate
some of these hours in other columns.

For example, on a certain day, an employee could have worked 9 payable hours. At first, the program
would display 9 hours in the “Regular hours at rate #1“ column but it would be possible to modify this
field by entering 8 hours. A red star beside this box would be displayed to indicate an overwritten cell.
In these circumstances, the program would display 1 hour in the “T1/2 hours at rate # 1 column but,
once again, you could modify this by affecting another column (for example, the one for double time
rate).

As mentioned before, it is also possible to register hours in columns for Rate #2 in the case of an
employee remunerated on 2 hourly rates.
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. Time sheet - 000000 Canada Inc.

Funckion
Time sheet | Hourdistribution per project |
i % Mame |
ealidi | U g Employee number - |
Pay Period .|
frequency: |'1|I|I"eekly [52 or 53 pays per year] ﬂ number: - | I:I
From January 8, 2007 to January 14, 2007 Date of cheque: I:I January 19, 2007

Time sheet for: Employee # 1. John So-And-50
Fixed =zalary: 0.00 %, Hourly ratel1: 28.00 $ and Hourly rate?: 0.00 %

Total hours Reqular T1/2 | T2 hours Reqular T1/2 T2 hours
hours at hours at at rate # hours at hours at at rate #
P rate # 1 rate # 1 1 rate # 2 rate # 2 2
Sunday, 08-01-2017 0.an 0.00 n.an 0.o0 0.aon 0.00 0.aon
bonday, 09-01-2017 a.00 a.00 n.an 0.o0 0.aon 0.00 0.aon
Tuesday, 10-01-2017 750 750 n.an 0.o0 0.aon 0.00 0.aon
“Wednesday, 11-01-2017 750 750 n.an 0.o0 0.aon 0.00 0.aon
Thursday, 12-01-2017 750 750 n.an 0.o0 0.aon 0.00 0.aon
Friday, 13-01-2017 750 750 n.an 0.o0 0.aon 0.00 0.aon
Saturday, 14-01-2017 0.an 0.00 n.an 0.o0 0.aon 0.00 0.aon
TOTAL : 38.00 38.00 0.00 0.a0 0.00 0.00 0.00

1 3

Two different formats are allowed to enter hours. For example, 10:30 [hh:mm] or 10.50 [fraction of hour].
To restore an overwritten formula, prezz Delete on this cell.

Erasze line Copy Paste Print Quit

Figure 10.03:
Other part of the time sheet window

Furthermore, the “Hour distribution per project* tab allows you to allocate hours worked between
different activities (Scientific Research and Experimental Development, training, hours related to a
certain customer, etc). As mentioned before, all the projects must be created in the business
information screen (“Company“ icon of the main VSPS window). Remember that you can create as
many projects as you wish.

In the time sheet, for a pay period, you can select up to 5 different projects to allocate hours. The
Project 1 ("Miscellaneous®) is always present because it represents the default project.

This is why, in this section, there are 6 zones to enter hours. To be able to enter hours in a zone other
than the one for Project 1, first, you must select the project in the scrolling list. Then, you have to
reduce hours for Project 1 for this day.

For example, if the employee worked 8 hours on a given day, by clicking on the “Hour distribution per
project” tab, 8 hours are automatically displayed in Project 1 because it is the default project
(“Miscellaneous®). If you wish to attribute 3 hours to Project 2, you must first enter a maximum of 5
hours in Project 1 zone, otherwise the program will refuse to allocate time to Project 2.
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In this screen, there is also a function to transfer all Project 1 hours (the default project) in another
project. This speeds up the distribution of hours if the employee did most of his hours for a specific
project.

When you quit this tab, if a line does not balance, the difference is attributed to Project 1
(“Miscellaneous ).

Note that when you have attributed hours to different projects, it becomes possible to generate a
report to establish hours and costs for a selected project during an interval of time. It is also possible
to choose employees to consider for the report. For more information on this report, please refer to
“Hour and cost report for a selected project” in chapter 13 (“Reports®).

. Time sheet - 000000 Canada Inc.

Function

Time sheet | Hour distribution per project |

Time sheet for. Employee # 1. John 5o0-And-5o0
Fixed =zalary: 0.00 $. Hourly ratel1: 28.00 $ and Hourly rate?: 0.00 %
Penod: #3 Weekly From: 08-01-2017 To: 14-01-2017 Cheque: 19-01-2017

[You must zelect the projects beginning with Project 2. Remember that these projects must be registered in the buzinezs profile
section [Company icon of the main window]. Finally, note that if the distribution does not balance, the program will then add the
difference to Project 1 which iz the default project.

Project 1: | J Project 4: |Nune j
Project 2: |Nune ﬂ Project 5: |Nune ﬂ
Project 3: |Nune ﬂ Project b: |Nune j

Regul. T1/2 | T2 Regul | T1/2 T2 Project . |Project 1. 1, oo g *
Total RELEY T172
hours | hours |hours | hours | hours | hours T2 hou
a1l hours at | hours at
ratel | ratel | ratel | rate? | rate? | rate? at rate
rate #1 rate #1
Sunday, 08-01-2017 n.an n.an 0.00 0.00 0.on 0.00 (
bonday, 09-01-2017 a.00 n.an n.an n.an n.an n.an a.00 a.00 n.a0 1
Tuesday, 10-01-2017 750 n.an n.an n.an n.an n.an 750 .50 n.a0 C
YWednesday, 11-01-201 750 0.00 n.an n.an n.an n.an 750 .50 n.a0 C
Thursdan, 12-01-2017 250 0.a0 0.a0 0.a0 0.a0 0.a0 250 250 0.a0 C
TOTAL : 358.00 0.00 0.00 0.00 0.00 0.00 358.00 35.00 0.00 [
4 3
Transfer all project 1 hours in another project Print Quit

Figure 10.04:
Hours distribution per project in the time sheet

Finally, when you quit the time sheet, if the distribution of hours does not balance, the program warns
you of this problem.
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. New pay - 000000 Canada Inc.

Function

Pay window | Instructions for the pay window |
Pay Period - |
frequency: | J number: - | I:I
From January 8. 2017 to January 14, 2017 Date of cheque: |19-01-2017 January 19, 2017
i * Mame =
5 h: -
eare | On: " Employee number | Find neat
Current file: #1 John So-And-5o

Insurable
hours for
El
1 John So-And-So 0.00 28.00 m i 0 38 38 1.0
TOTAL : 0.0a 79 0 0 79 79 2.
1 »
To restore an overwritten formula, presz Delete on thiz cell.
To go to the employee ime sheet, double-click or press F3 on any hour cell.
| Met -» Grozz | DR-CR | #123___| Eraze | Cheques | Direct $ Post Conhig. Pnnt | Employeez| Calendar Qunit ||I

Figure 11.01: First part of the pay window

When you open this window, you must first select the pay period by clicking on the scroll bar and then
click on the “Confirm“ button that is only visible when a pay period changes. The program displays the
beginning date, the end date and the cheque date of the chosen pay period. Note that you are
allowed to change the cheque date.

If you filled out a time sheet for an employee for this pay period, the hours are already displayed in
the pay window. To modify this time sheet, you can position the cursor in an hour column on the
employee’s line and double-click on the cell or press F3.

As we mentioned before, you are not obligated to fill out the time sheets. In fact, you can enter
directly the total hours in the pay window. In these circumstances, because this represents an
overwritten entry, a red star appears beside the hours amount. To restore the hour calculation based
on the time sheet (like for any overwritten calculation), you must position the cursor on this cell and
press “Delete” on your key board.
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. New pay - 000000 Canada Inc.

Funckion

Pay window | Instrucfions for the pay window |
Pay Period 4|
frequency: | J number: - | I:l
From January 8, 2017 to January 14, 2017 Date of cheque: (19-01-2017 January 19, 2017
. + Mame -
5 h: -
eare | Lex " Employee number | i et
Current file: #1 John So-And-5o0

Basic sala Holidays. Yacation Total earnings CEF:IF;iDu;gEE
i etc. paid before benefits | P -
earnings
1 John So-And-So 1.064.00 0.oo 0.0a 1.064.00 1.064.00
2 bdary Something 1.025.00 0.oo 0.0a 1.025.00 1.025.00
TOTAL : 2.089.00 0.00 0.0a 2.089.00 2.083.00
4 >
To restore an overwritten formula, press Delete on this cell.
To go to the employee time zheet. double-click or press F3 on any hour cell.
Met -» Grozz | DR-CR | #123.._| Eraze | Cheques | Direct $ Poszt Config. Print | Employeez| Calendar Quit |I

Figure 11.02: Other part of the pay window

As soon as you enter the hours, VSPS calculates the basic salary (fixed salary and/or hours
multiplied by the hourly rate), other incomes and all the source deductions (El, income tax, etc). Note
that in the case of an employee paid by fixed salary, you must enter the number of hours worked in

order to have the incomes and deductions calculated, otherwise the fields will remain blank.

As mentioned before, you can modify a calculated field, except in a column with a yellow background.
Remember that to restore an overwritten entry, you simply have to position the cursor on the cell and

press “Delete “on your keyboard.

Concerning vacation, when you want to enter this kind of payment, you have to double-click

on the cell in the vacation column or press F3. This will display the data entry screen for the

vacation payment. To know how to proceed in this screen, please refer to chapter 15 in

section « You have to pay an amount for annual vacation ».
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In the case of a final payment of vacation when an employee is terminated, prior to processing
his final pay, it is very important to go in the employee’s record to select “Employment
termination“ for the type of vacation pay. This way, after this pay, there will be no vacation
balance for this employee. In Quebec, remember that the employer must calculate a vacation
amount on each amount paid, including vacation pay, except in the case of a vacation pay
given when the employee is terminated.

From the pay window, you can always access the employee’s record by positioning the cursor on this
employee’s line and clicking on the “Employee” button.

By default, in the pay window, all the columns are displayed. However, it is preferable to hide all the
columns that you do not use in order to reduce the number of fields to scroll and accelerate moving
through the window. To hide unnecessary columns, you must click on the “Config.“ button. In the next
screen displayed, simply unselect the columns that you do not want to appear in the pay window. A
selected box means that this column will be displayed.

However, if you try to unselect a column that is already used in your pay calculation, this action will be
denied (the field will be displayed in light grey). For example, this will happen in the case of a Quebec
employer who is trying to hide the QPP (Quebec pension plan) column. When loading the pay
window, the configuration screen is displayed over the pay window. This is to advise the user of the
possibilities. If you want to stop showing the pay window configuration screen when loading the pay
window, simply select this choice at the bottom left hand side of the screen.
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& Pay window configuration - 000000 Canada Inc.

Function

The following represents the list of all optional columns. A check mark means that this column will be visible. Therefore, in the pay window, you can
lalways select the configuration window to activate or deactivate a column. Note that it is preferable to display only necessary columns.

[ Tips and gratuities

Commissions eamings

Lurnp-surm or retroactive earnings
Other incarme 2

Sick leave pay

Benefit for board and lodging

Benefit for use of employer's vehicule
COther benefits for federal AND provincial

Private health care insurance (Quebec)

[ I R R A (I N

Other taxable benefits for provincial anly
[ Other taxable benefits for federal anly
[~ Total federal taxable income

[ Total Quebec taxable income

Unian or professional dues

Parity committee or similar body

Group insurance

Registered pension plan (RFPP)

Registered retirement savings plan (RRSF)
Retirement compensation arrangement (RCA)

Labour-sponsored funds

I e [ I A A N B B B R

Charitable donations

[ Advances from or to the employee
Other deduction 1
Other deduction 2
Other deduction 3
Other deduction 4
Other deduction &
Other deduction B
Other deduction 7
Other deduction 8
Other deduction 9
Other deduction 10

[ A T R N I (R N N B

<-- Check this box to stop displaying this window when loading the pay window

Chuit

Figure 11.03:
Pay window configuration screen

35




VSPS 2017

. New pay - 000000 Canada Inc.

Funickion

Pay window | Instructions for the pay window |
Pay Period |
frequency: | J number: - | I:l
From January 8, 2017 to January 14, 2017 Date of cheque: |19-01-2017 January 19, 2017
i * Mame =
5 h: :
earc ‘ _ i~ Employee number | bt ezt
Current file: #1 John So-And-50

El Quebec Federal Total Yacation
. . income . Net salary BEFOR
premiums |income tax ta deductions
1 John So-And-So 13.51 130.82 101.69 3I05.67 7hE.33 2184 1,
2 ary Samething 13.02 123.02 8530 288.68 73632 2186 1,
TOTAL : 26.53 253.84 196.93 59435 1.494.65 i
1 »
To restore an overwrntten formula, presz Delete on this cell.
To go to the employee ime sheet. double-click or press F3 on any hour cell.
Met -» Grozz | DR-CR | #123...| Eraze | Chequesz | Direct $ Post Config. Print |Employeez| Calendar Quit |I

Figure 11.04:
Other part of the pay window

In the pay window, once the data entry is done, if you are paying your employees by cheque, you can
fill out the cheque number column. You can enter these numbers directly or you can use the “#123“
button. In this last case, you simply have to enter the first cheque number and the program
automatically enters the following numbers.

If the employees are paid by cheques, even manual cheques, the next step is to click on the
“Cheques“ button to display the cheques and pay stubs print screen. In this screen, you can
select employees (one by one or per department). The “Print detailed stubs® button allows you to give
to each of the employees a more detailed pay stub because there is no space constraint (as opposed
to a pay stub on a cheque). By clicking on the “Export detailed stubs®, you can create a detailed pay
stub in text or pdf format (depending on the configuration) for each of the employees. There is even
a function to send pay stubs by email (see page 38 and page 39).

Do not forget to provide the pay stubs to your employees. A pay stub contains the current and the
cumulative payroll results.
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It is very important to remember that if you want to reprint a pay cheque for a previous pay
period, you must not proceed in the pay window but rather from the report function using the
“Previous pays with corrections allowed” report. For more details, please refer to chapter 13.

If you have forgotten an employee in a pay prior to the current pay period, this kind of
correction can not be done in the “Previous pays with corrections allowed” report. In this
case, please refer to chapter 15 in section “You forgot an employee in a previous pay period”.

If some employees are paid by direct deposit instead of by cheque, once the pay is completed, you
simply have to click on the “Direct $“ button. In this screen, once again, if you wish, you can always
select the employees (the default is all the employees). Note that in the list, only employees paid by
direct deposit are listed.

After the selection is done, you must click on the “Create file* button. The program always saves this
file in the subdirectory DirectDeposit\Your business name DD in the VSPS folder (by default,
C:\VSPS 2017). The name of this file is composed with the pay period, the pay frequency and a
sequential number (for example, Pay period 15 Freq. 26 #001.txt).

In case of error, you can always redo the file creation. In these circumstances, the sequential number
is incremented (for example, Pay period 15 Freq. 26 #002.txt). In other words, the most recent file is
the one with the highest number at the end.

VSPS follows Standard 005 of the Canadian Payments Association, which is the required norm for
the exchange of financial data on AFT files (containing 1464 characters per line).

To know how to send this kind of file to your financial institution, you must contact your bank
branch. Before you do, you should click on the “Company* icon and then click on the “Other
info** tab. This way you will be able to see all the required information you need from your
bank to make direct deposits with VSPS.

As required by law, even if an employee is paid by direct deposit, you have to give him his pay stub in
order to let him know the payroll details (number of hours, current incomes and deductions,
cumulative results, etc).

In the direct deposit screen, to print the pay stubs, simply click on the “Print stubs® button. In this
screen, you can select employees (one by one or per department).

In_the direct deposit window, it is also possible to save each of the pay stubs in a text or pdf file.
There is even a function to send pay stubs by email (see page 38 and page 39). When you
select “Export stubs®, the program creates a pdf file for each of the employees paid by direct deposit.
Note that this pay stub format is different from the format on a cheque. In fact, the pay stub is more
detailed because there is no space constraint (as opposed to a pay stub on a cheque).

The pay stub files are always saved in the subdirectory DirectDeposit\Your business name_ DD\
Stubs-Pay xx (xx representing the number of the pay period) in the VSPS folder (by default, C:\VSPS
2017). As you can see, the program creates a subdirectory for each of the pay periods. As for the
files, the name is composed with the employee’s name and the pay period (i.e.; John Something -
Pay1.pdf).
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mi Direct deposit

Funckion

John So-And-So jean.untel@hellnet

Ma_ry Samething "marie.quelquechuse@bell.net

-Directory to save a second copy of the direct deposit file (optional)
For example, you can save a copy of the direct deposit file on a server (if you have a network)

Example: JAVSPS 2017 |

*WSPS will create the subdirectories DirectDeposit and the one for the business name {(under the directory that you have entered)

Figure 11.05: Screen to create the direct deposit file

As in the cheque printing screen, the direct deposit screen has a button to send emails to the
selected employees. This function is mostly used to send pay stubs, in pdf format, by email. In these
circumstances, the user does not have to attach each pay stub manually. This procedure is
performed automatically by VSPS. Each employee will receive his or her pay stub by email (in pdf
format). You can also add a text message that will be sent to all of the selected employees . In this
screen, instead of choosing to send pay stubs, you can also send regular emails to the employees
(with or without attachment). After the transmission is done, a report is generated. To consult any
report, you simply have to double-click on this report.

In order to be able to send emails with VSPS, in each of the employees file, you must enter the email
address. By clicking on the “Company« icon and on the “Other info* tab, you have to enter the
business email, the user name, the password and the SMTP server address (the one to transmit
emails). When you send emails with VSPS, you must also know the communication port to be used
and the type of authentication. If you do not know all this information, please contact your Internet
Service Provider. Finally, it is important to note that the business email address can not be a web-
based account (Gmail, Hotmail, etc). However, your employees can have any type of email address
(even Gmail, Hotmail, etc).
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| 5ending emails to employees [Z”E|E|

Function

This screen allows you to send an email to each of the employees that you have selected in the previous
sreen. If you answer yes to the question below, an email will be sent to each employee with their pay stub
in pdf format. Note that you can also include a message. If you are experiencing connection problems,
please contact your Internet service provider,

Did you select this function to send pay stubs to the selected employees? * Yes ( No
Subject: |

From: | User name: |

SMTP server: | Password: |

Connection options
Type of connection: |TLS (port 5577 j Slow down the speed to send mails? " Yes @+ No

Authentication: - | -= The most frequent type is "Login™

Text to accompany each email {optional)

Sent email reports (to open, double-click on a file)

| Send emails |

——
Chuit

Figure 11.06:
Screen to send emails to selected employees (for example, to send pay stubs)

Once you have paid your employees, either by cheque or by direct deposit, it is strongly
recommended printing the pay reports (Summary, Detailed earnings, etc) and stapling them to the
pay stubs. To do so, click on the “Print* button and select the desired report.

After, do not forget to click on the “Post” button to save the payroll data for this pay period in
the database.
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It is essential to always remember that the pay window is like a worksheet. If you change the
pay period for a previous pay period, the hours will be updated based on the time sheets.
However, all overwritten entries will stay in the pay window. In fact, to consult or modify a
previous pay, you must not proceed in the pay window but rather use the « Previous pay with
corrections allowed » report. For more details, please refer to chapter 13.

Note that you can post the payroll data as many times as you wish. So, if you make a modification,
just do not forget to click on the “Post” button to save the changes you made.

Furthermore, the “DR-CR" button is there to generate and display the payroll journal entries. Figure
11.06 illustrates an example. In the journal entries window the “Export® button enables you to create a
file that can be imported into many different accounting programs such as Accpac, Acomba,
Avantage, Fortune 1000, MYOB, QuickBooks, Sage 50, Simply Accounting, etc.

Of course, in order to be able to create this file, you must have indicated, in the “G. ledger” module,
your accounting software and all the needed account numbers for the payroll processing. For more
details, please refer to chapter 12.

At the beginning of each journal entry, in the “Exp“ column, the mention “Yes® indicates that this
journal entry will be included in the export file. If, for whatever reason, you wish to exclude a journal
entry, you have to double-click on the check box to display “No“.

The program always saves the journal entries export file in the subdirectory Export\Business name
_XP of the VSPS folder (by default, C:\VSPS 2017). The name of this file is composed of the pay
period, the pay frequency, the mention “Export“ and a sequential number (for example, Pay period 15
Freq. 52 Export #001.TXT).

If needed, you can click the “Export* button as many times as you want. Each time, the sequential
number at the end of the file name is incremented (for example, Pay period 15 Freq. 52 Export
#002.TXT when you click for the second time in the same pay period).

As soon as the file is created, journal entries can be imported in the general ledger of your accounting
software. You must refer to your accounting program user manual or call their support service.
Usually, the file importation remains quite simple to perform.

Because it is normal to make errors, VSPS even allows you to reverse the journal entries. Therefore,
if you ever import GL entries of this type into your accounting software and some of them contain
errors, the best way to correct the situation is often to reverse all of them. Then, you can make the
necessary corrections and create a new export file.

To reverse a batch of journal entries, you must click on the “Select. Exported GL entries “ and select
the export file. This file is easy to identify because its name makes reference to the pay period and
the pay frequency. When the journal entries are displayed, you simply have to click the “Reverse GL
entries” button to make all debit amounts become credit amounts and vice-versa. After that, you just
have to select “Export® again and import this new batch of journal entries into your accounting
software to void the previous posting. This new export file is easy to recognize (for example,
REVERSAL Pay period 1 Freq. 26 Export #001.TXT).
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W, Entries - 000000 Canada Inc.

Funickion

Pay # 3, from 083-01-2017 to 14-011-2017, Date of cheques: 19-01-201T (Freq.: 52)

es | 5100 Baszic salary 2,089.00

2350 QPP, OFIP, Oc tax 370,83
2300 El. Fed. tax 22352
2500 Met salary to pay 1,494 65

{Pay 3, Ending: 14-01-2017}

e | 2000 Met zalary to pay 788,33
1020 Bank 7R 33
{John So0-And-So Ch #2184}

ez [ 2500 Met zalary to pay 73632
1020 Bank 736,32
{Hary Something Ch #2185}

4 4

Date for GL entries: 19-01-2017 Total DR = TotalcR= [ 358364

Before exporting your entries, be sure to fill in your GL account numbers (in GL function).

Select exported GL entries Export Print Guit

Figure 11.07:
Payroll journal entries window

The last thing to do when you process a pay is to erase all data by clicking the “Erase‘ button.
This is important because this erases all overwritten cells, cheque numbers and notes entered
in the pay window. When you will select the next pay period, the pay window will be blank
except for the hours entered in the time sheets for this pay period.
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In the pay window, there is also the “Net -> Gross" button which is used to find gross salary from a
net pay amount. Before clicking this button, you must position the cursor on the line of the employee
for which you want to find the gross amount. Indeed, the calculations take into account the
employee’s deductions and personal tax credits.

When you click this button, a screen is displayed to enter the net pay amount. In this window, there
are 2 choices: “Regular pay with or without non-periodic amount® and “Non-periodic payment only
(for example, a bonus)®“. To find the gross amount, simply click on the “Calculate” button.

Once the calculations are complete, you have to note the gross amount. Then, in the pay window,
you must enter this amount on the line of the selected employee in order to view the deductions and
the net pay. To proceed more rapidly, you can enter the amount of regular salary in the “Other
income 1% column or in the “Other income 2 column. For a non-periodic amount (for example, a
bonus), you must enter the amount in the column used for lump-sum or retroactive earnings. To
display this column, in the pay window, you must click on the “Config.“ button and select this column
in the configuration window. Finally, once finished in the pay window, do not forget to erase this
amount (or these amounts).

s, Entering the amount of net pay to find the gross amount (pay amount before deductions)

Function

Current file: # 1, John So-And-So

The present window is used to find the gross amount of pay from a net pay amount. The calculations are performed
according to the data for the current employee (hased on the line you were on the pay window before selecting the
present function). Thus, the calculations take into account the employee’s deductions (union dues, group insurance,
RRSP, etc) and persenal tax credits. To find the gross amount, simply click on the Calculate button.

When the calculations are complete, you have to note the gross amount. Then, in order to obtain the detail of all
deductions, you have to enter this amount in the pay window, on the line of the selected employee. To proceed
faster, you can enter the regular amount {the periodic amount} in the Other income 1 column or in the Other income
2 column. If there is also a non-periodic amount {for example, a bonus), you must enter it in the column used for
lumpsum or retroactive earnings (to display this column, you must click on the Config. button in the pay window).
Finally, once finished, do not forget to erase this amount {or these amounts).

= ‘Reqular pay with or without non-periodic amount

" Non-periodic payment only {for example, a bonus)

Net pay amount to get: | 1,000.00|
Lump-sum or non-periodic amount included in gross amount {i.e.; bonus): | _|][|| -> optional
Gross amount required EXCLUDING lump-sum or non-periodic amount: | 1,49]’_]’1|

Calculate Quit

Figure 11.08:
Window used to find the gross amount of pay from a net pay amount
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4 GL |

12. “G. ledger” (General ledger) |5-ldaer

This module is very interesting if you use a software for your accounting. As mentioned before, VSPS
allows you to create files of journal entries that can be imported into several accounting programs.

Of course, in order to be able to make journal entries for a pay period or for employer contributions,
the software needs to know which general ledger (GL) accounts to use.

Once you have indicated the accounting software you are using, you must enter the GL account
numbers for every department you created. Remember that, in the “Company” window, VSPS
enables you to register up to 10 departments. Consequently, you can affect different GL account
numbers depending on the departments (for example, direct labour, sales department, office, etc).

. Gl account numbers - 000000 Canada Inc.

Function

Account numbers in Sage 50 (Simply Accounting - Simple Comptable) for department # 1

{Sales)

_______ Selection |

Software: Sage 30 (Simply Accounting - Simple Comptable) j
Department number: ﬂ I:l Sales

Directory to save a second copy of the GL entries {optional)

For example, you can save a copy of the GL entries on a server (if you have a network)

Example: J:WVSPS 2017 2017 | |

*WSPS will create the subdirectories Export and the one for the business name (under the directory that you have entered)

Copy to another department Quit

Figure 12.01: First screen of the ”G. ledger” module
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Of course, most of the time, many account numbers remain the same from one department to
another. For this reason, VSPS enables you to copy account numbers used in a department to
another department. To do so, you must click on the “Copy to another department” button. For
example, you could copy the GL account numbers that you entered for department 1 and then paste
them for department 2. Then, for department 2, you simply have to change the account numbers that
differ from the ones used for department 1. This way to proceed is not only faster but reduces the risk
of errors.

When you select a department, the program displays a data entry screen to enter all basic (default)
GL account numbers. Most of them are obligatory account numbers in order to be able to generate
payroll journal entries. You must remember that if you do not enter a specific GL account number for
an element, the program will use the default GL account number. For example, if no specific GL
account number is entered for the federal income tax, VSPS will then affect the GL account number
for “Federal source deductions and employer contributions to pay”. The following figure illustrates the
basic GL account numbers used when you do not enter any specific GL account number.

. Gl account numbers - 000000 Canada Inc.

Function

Account numbers in Sage 50 (Simply Accounting - Simple Comptable) for department # 1
{Sales)

Selection | Basic accounts | Eamings | Benefits | Deduct. | Employer contrib. |

The following account numbers must he entered in order to be able to export entries. However, "Advances to
employees” account is needed only if an amount is entered for this account in the pay program.

Expenses Bal. sheet
Bank | 1020| | |
Advances to employees | 114']| | |
Federal source deductions and employer contrib. to pay | 2300| | |
GQuebec source deductions and employer contrib. to pay | 2350| | |
Net salaries to pay | 25']':'| | |
Wages and salaries | 5100 | |
Payroll expenses | 5500 | |

If you are using only the basic accounts, the first accounting entry will debit Wages and salaries, credit
Federal source deductions and employer contrib. to pay, credit Quebec source deductions and employer
contrib. to pay (if applicable)} and credit Net salaries to pay.

Then, in erder to register all the payments, there will be an accounting entry for EACH employee to debit Net
salaries to pay and to credit the bank account. At the end, Net salaries to pay will be equal to zero.

Copy to another department m

Figure 12.02: "Basic accounts” tab of the ”"G. ledger” module
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As we can see in the next illustration, for certain elements, two account numbers are required, one for
the expense and one for the liability (debt).

. Gl account numbers - 000000 Canada Inc.

Function

Account numbers in Sage 30 (Simply Accounting - Simple Comptable) for department # 1
{Sales)

Selection | Basic accounts | Eamings | Benefits | Deduct. | Employer contrib. ||

Expenses Bal. sheet

Canada pension plan contributions (CPP)

El premiums

Other contributions to Revenu Canada

|

|

|

Guebec pension plan contributions {QPP) |
CQuebec parental ins. plan (QPIP) | ||

|

|

|

|

Other contributions to Revenu GQuebec

Vacation to pay | 5900” | | 29““” |

CQuebec Health Services Fund {QHSF)
CSST (applicable for Quebec only)

Ontario Health Services Fund (EHT)

A blue box means that you must enter an account number if an amount is entered in the pay program.

If you are only using the basic accounts {in the "Basic accounts™ tab), at each EACH remittance period, the
employer’s contributions account {expense) will be debited and the source deduction to pay account
{federal or Quebec) will be credited.

Copy to another department m

Figure 12.03: "Employer contrib.” tab of the ”G. ledger” module

Finally, it is possible to configure VSPS to save a second copy of the GL entries in another directory
(for example, to facilitate the access from your accounting software). In this case, each time you
create a file of GL entries, a second copy will be saved in this folder. To do so, in the first tab of the
"G. Ledger” window (in the "Selection” tab), you simply have to enter the name of the directory. You
must enter the letter representing the drive followed by ”":\” and the folder's name (for example,
J:\VSPS 2017). The program will create the subdirectories "Export” and the one for the business
name. If this folder is located on a network server, this drive must be mapped (identified by a letter in
the computer that will connect to the server). Even a folder on a "cloud” system (for example,
"Dropbox”) is allowed.
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=
13. “Reports” | feparts

In the report selection screen, it is important to remark that for some reports, there is a “Criteria” tab
that allows you to choose the selected employees, the interval of time, etc.

w. Report selection and criteria - 000000 Canada Inc.

Funckion

Report selection | Criteria |

" Previous pays with corrections allowed

* Detailed or summary payroll results for a given period of time:

Some popular choices for this report (you can modify the criteria if you want):
+ Detailed report with monthly totals

" Summary report with monthly totals

" Monthly results only

" Cumulative results per employee for the year to date

List of all pays with possibility to erase cancelled pays
List of pays for an employee hefore a date (can be used to establish an amount for a statutory holiday)
Source deductions and employer contributions to Federal
Source deductions and employer contributions to Quebec
T4

Relevés 1

Detailed vacation to pay to an employee

Wacation to pay at a certain date for selected employees
Record of employment (ROE)

List of employees

Hour and cost report for a selected project

CCO monthly report

CFOY R OTY YOTY Y Y Y )

| * To enter the selection criteria, select the other tab * |

| Pay dates Continue Cuit

Figure 13.01:
Report selection window
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“Previous pays with corrections allowed”

This report is used to review every previous pay that you have posted in the database. When loading,
the screen always displays the pay period # 1. To select the desired pay period, you have to click on
the arrow pointing down until the desired pay period is displayed and click on the “Confirm” button.

This report can be useful in many circumstances. For example, if you forget to create a file of journal
entries to import into your accounting program, the present function gives you the chance to create
this file. You simply have to click on the "DR-CR” to display the journal entries for this pay period.
Then, all you need to do is to click on the "Export” button.

It is also possible to reprint all the pay reports for a chosen period (summary report, detailed earnings,
etc) by clicking on the "Print” button.

i, Previous pays - 000000 Canada Inc. E]@
Funckion
Pay Period |
e |Week|_l,l [92 or 53 pays per pear) ﬂ number: - | |:|
From January 1zt, 2017 to January 7, 2017 Date of cheque: l:l January 12, 2017
(o
Search: ‘ On: e | Find next || Select all || Unzelect all
i~ Employee number
Current file: #2 Mary Something

Insurable
hours for
O 1 John So-And-So 0.0a 28.00 37h 1] 1] arh arh
2 Mary ngething 0.0a 2600 40 1] 1] 41 41
TOTAL : 0.0a /1 h 1] 1] 775 775
1 »
To go to the employee ime sheet. double-click or press F3 on any hour cell.
| pR-cR | Edit |Config.| Print |Employees| Calendar | Quit ||
Figure 13.02:

“Previous pays with corrections allowed” report
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In this report, you can even modify data for a selected pay period. To do so, in the "Select.” column,
you must select each employee you want to make a correction for and click on the "Edit” button.
Then, the pay window is displayed and only contains information about the chosen employees. You
can make the necessary corrections and even print new cheques. Once all corrections are made, do
not forget to click on the "Report” button to save your changes in the payroll database.

After you posted your corrected payroll data, it is important to quit the pay window and to return in the
“Previous pays with corrections allowed” report to reprint the corrected pay reports. Moreover, if
needed, you can create a new file of journal entries. If you also have to correct payroll journal entries
in your accounting software for this pay period, you could reverse these payroll journal entries. To
know how to proceed, please refer to chapter 11.

Finally, if you have forgotten an employee in a pay prior to the current pay period, this kind of
correction can not be done in the “Previous pays with corrections allowed” report. In this case, please
refer to chapter 15 in section “You forgot an employee in a previous pay period”.

“Detailed or summary payroll results for a given period of time”

When you choose this report, you must select the criteria in the next screen.

| Selection: Detailed or, summary payroll results for a given period of time - 000000 Canada Inc.

Function

Report selection | Criteria |

t+ All pay frequencies « All employees
" 1st pay frequency (weekly) " Selection by employees |
" " Selection by departments
{ex: 1,3,5 for departments 1, 3 and 5}
| Detail per employee i+ Yes  No | | |
| Detail per pay " Yes { No | " Per group J
| " Per pay results + Monthly results " Cumulative results per employee |
" Year to date
&« From... To... From: [0104 20116 | April 1st, 2016 To: 31032017 | (dd-mm-yyyy)
" For a month J
+ Based on cheque dates " Based on end of pay period dates
Select| # |Name pt Pay frequency Job title
1 |J0hn So-And-So | 1 |Weekly |Salesman Aucun
g |Mary Something | b |Weekly |Buukkeeper
I | | I
3
| Pay dates | Continue Quit

Figure 13.03: Example of criteria for this report
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As we can see in figure 13.03 on the previous page, for this report, many options are offered. By
default, the report covers all the year to date but you can also choose a month or an interval of time.
Note that, for this report, the interval of time can even start in the previous year. For example, if a
company has a March 31st year end, you could obtain the payroll results for the fiscal year ending in
2017 by entering April 1% 2016 as the beginning date for the interval of time and March 31 2017 as
for the end date.

i Detailed or summary payroll results for a given period of time - 000000 Canada Inc.

Function

Pay frequency: All pay frequencies Detail per employee: Yez  Detal per pay:  Yes
Type of results: Monthly results Penod for report:
Sl Al From 01-04-2016 to 31-03-2017 [cheque dates)
Pay period
1| John So-4nd-So #14 End 02-04-2016 Ch 07-04-2016 n.oo 2800 a0 N 1}
p tdary Something #14 End 02-04-201 6 Ch 07-04-2016 0.0o 2R M0 37 1}
Total far this pay 0.00 (o 1] 1]
1 John So-And-So #15 End 03-04-2016 Ch 14-04-2016 0.00 28.00 375 0 0
2 bary Sormething #15 End 03-04-2016 Ch 14-04-2016 n.oo 25 10 40 1} 1}
Total for thiz pay 0.00 775 1] 0
1| John So-4nd-So 16 End 16-04-2016 Ch 21-04-2016 n.oo 28 00 B85 n 1}
2 hary Someathing #16 End 16-04-2016 Ch 21-04-2016 0.no 25 00 L 1} 0
TOTAL : 0.0a 3786 0 0 -
4 3
To go to the employee time sheet, double-click or press F3 on any hour cell.
| Conhg. Pnnt |Employeesz| Calendar Quit |I

Figure 13.04: Example of the “Detailed or summary payroll results for a given period of time* report

It is important to remember that, by default, concerning the dates to enter for an interval of time, the
VSPS program proceeds upon cheque dates. In fact, to help users, at the bottom of the screen, the
"Pay dates” button enables you to consult, for each of the pay periods, the beginning date, the end
date and the cheque date.

However, you can always select the "Based on end of pay period dates” option. For example, in these
circumstances, if you choose "For a month” and select the month of March, the program generates
the report by including payroll results of each pay period ending in March, even if the cheque date is
in the next month (April). This possibility is useful when you have to fill out certain reports like the
employee contributions to pay to a parity committee for a given month because for these kinds of
reports, you have to proceed on the end pay period date instead of cheque dates.
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In the "Criteria” selection window, since the program offers many different options, it becomes easy to
obtain payroll results on different criteria. For example, in the case of a manufacturing business, if you
wish to compile payroll results for direct labour costs, you can select only employees to be included in
the report. In these circumstances, if you have separated your employees per different department
numbers (in the employee records), you could make the report selection by departments, which is a
lot faster.

You could also use the "Per group” option. As mentioned before, in the "Company” window, there is a
tab to create as many groups as you want (for example, union, parity committee, professional
associations, etc). Then, in the employee’s record, if you wish, you simply have to indicate in what
group an employee must be included. This allows you to generate reports for a selected group.

If you are a new user of the VSPS software, it remains important to experiment with different selection
criteria to have an idea of all the possibilities this report offers.
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“List of all pays with possibility to erase cancelled pays”

This report lists all the pays that you have posted in the payroll database. However, the main purpose
of this function is to allow you to delete pays that you have posted before.

In fact, if for any reason, you wish to delete a pay in the database, you simply have to select this pay
in the list by clicking the box in the "Select.” column. Once the selection is done, you must click on the
"Erase” button. Of course, the program will ask you to confirm this command.

Since this action is irreversible, it is essential to take the time to verify the selection before

this deletion.

i, |ist of all pays with possibility to erase cancelled pays - 000000 Canada Inc. E”E|g|
Funckion

Pay frequency: All pay frequencies Detail per employee: *Yez Detail per pay: Yes

Type of rezults:  Per pay results Penod for report:

Employees: All Year to date

Select. Fay period

O 1 John So-And-So #1 End 31-12-2016 Ch 05-01-2017 0.0o0 28.00 a0 i}

O 2 Mary Something #1 End 31-12-2016 Ch 05-01-2017 0.o0 25 [0 32 0

O 1| John So-And-So #2 End 07-01-2017 Ch 12012017 0.00 28.00 375 0

O 2 Mary Something #2 End 07-01-2017 Ch 12-001-2017 0.0o0 25 00 410 0

O 1 John So-And-So #3End 14-01-2017 Ch 19-01-2017 0.0o0 28.00 38 1}

O 2 Mary Something #3End 14-01-2017 Ch 19-01-2017 0.00 2500 41 0

O 1 John So-4nd-So #4 End 21-01-2017 Ch 26-01-2017 0.o0 23.00 375 0

O 2 Mary Something #4 End 21-01-2017 Ch 26-01-2017 0.00 55 00 40 0

O 1 John So-4nd-So #5 End 28-01-2017 Ch 02-02-2017 0.0o0 23.00 7.5 0

O 2 Mary Something #5 End 28-01-2017 Ch 02022017 0.00 25,00 40 0

TOTAL : 0.an 997 5 0 -
1 3
To go to the employee ime sheet, double-click or press F3 on any hour cell.
Conhig. Prink Delete Calendar Qunit |I

Figure 13.05:
“List of all pays with possibility to erase cancelled pays“ report
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“List of pays for an employee before a date (can be used to establish an amount
for a statutory holiday)”

This report is mostly used to establish the indemnity for a statutory holiday when the employee did
not work the day of the holiday. In Canada, workers are entitled to an indemnity or a compensatory
leave for each of the statutory holidays (New Year's day, Christmas Day, etc). For example, in
Quebec, according to the « Commission des normes du travail » (www.cnt.gouv.qc.ca), usually, the
compensation to pay to an employee is 1/20 of the wages earned during the four weeks of pay
preceding the week of the holiday, excluding overtime.

However, it is essential to consult the laws in effect in your province to be sure to properly calculate
the amount to pay.

For this report, you have to select the employee, enter a cheque date and the desired number of pay
periods preceding this date.

(Epori seleciion and criieria LUUOUOD Canada In HIE@
E e e S s e S e e ST TR S b 1

Report selection |

" Previous pays with corrections allowed

-

Detailed or summary payroll results for a given period of time

i Selection of the employee

Function

Search: on: © Name | Find next
" Employee number

Number of the selected employee (in this software):

Name of s employes: I

Desired number of pay periods for the report: | 4 |
BEFORE the following date (date of cheque): 06-04-2017 [-VYiI K-k T4

Pay dates

) )

e T[T T T C T T I I T TOT S TE CTC T C TP TO T e
Record of employment {(ROE)

List of employees
Hour and cost report for a selected project
CCO monthly report

2 B 9 % 8 ¥ @ @ 9 B

| Pay dates | Continue | Cuit

Figure 13.06: Required information to calculate an indemnity for a statutory holiday
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Once the required information is entered, VSPS list the desired number of pays for this employee
preceding the chosen date. If ever a pay period is not eligible based on this province labour
standards, you can exclude this pay by removing the check mark in the "Select" column®.

Let us take an example in which the pay frequency is weekly and in that province, you must list the 4
last pay periods preceding the pay period in which the compensation will be paid off. If ever a pay
period is not eligible based on this province labour standards, you must then select the last 5 pay
periods preceding the cheque date and remove the check mark in the "Select" column® for the
excluded pay period.

In these circumstances, do not forget to click on the button “Recalc totals*.

i Detailed or summary payroll results for a given period of time - 000000 Canada Inc.

Function

Pay window | Indemnity calculation for a statutory holiday |

Pay frequency: Weekly Detail per employee: Yez  Detal per pay:  Yes

Type of results: Per pay results Penod for report:

Sl Selected From 09-03-2017 to 30-03-2017 [cheque dates)

Select. Pay period
John So-And-So #10 End 04-03-201 7 Ch 03-03-2017 0.00 2800 175 N 1}
John So-And-So #11 End 11-03-2017 Ch 16-03-2017 000 28.00 375 0 i
John So-And-So #12 End 18-03-2017 Ch 23-03-2017 0.00 2800 175 1] 1}
John So-And-So #13 End 25-03-2017 Ch 30-03-2017 000 2800 375 0 0

TOTAL : 0.0a 150 0 0
4 [

To go to the employee time sheet, double-click or press F3 on any hour cell. Recalc totals ‘

Conhg. Pnnt |Employeesz| Calendar Quit | I

Figure 13.07:
Detailed employee‘s pays for the chosen interval
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It is important to note that you must click on the tab “Indemnity calculation for a statutory
holiday“ to view the worksheet used to calculate the compensation for the statutory holiday.

In this window, depending on the province labour standards, if needed, you can modify some data
(for example, the number of days to establish the average amount per day.

i Detailed or summary payroll results for a given period of time - 000000 Canada Inc.

Funickion

Fay window | Indemnity calculation for a statutory holiday |

Calculation of the indemnity for a statutory holiday
Considering the 4 pay periods before 06-04-2017: from 09-03-2017 to 30-03-2017 {cheque dates)
Employee # 1: John So-And-So

*It is essential to consult the laws in effect in the province.

Amount included
in the earnings:

Yacations included

[0

Tips included
Total eamnings before benefits: | | | |

Owertime included]

Overtime to exclude for the indemnity calculation: -

Other adjustments [you can enter a positive or a negative amount): +

Total [if negative. 0): |:|

Mumber of dayz to eztablizh the average amount per day: days

Average per day which iz the indemmty for the statutory holiday: I:l

* To restore an overwritten formula, press F8 being in that cell | Print | ‘ Quit
Figure 13.08:

Worksheet to calculate the indemnity for a statutory holiday.

54



VSPS 2017

“Source deductions and employer contributions to Federal”

As an employer, you have to remit the CPP contributions, the EI premiums, and income tax deducted
from your employees' income, along with your share of CPP contributions and El premiums. This
report displays the detailed amounts to pay to the federal government as source deductions and
employer contributions for each of the remittance periods. Remember that the remittance frequency
(monthly, quarterly, etc) must be indicated in the business information window ("Company” icon of the
VSPS main window).

The present report gives you all the necessary data to fill out your remittance form, including the
gross payroll amount for the remitting period and the number of employees in the last pay period. For
every remittance period, there are also columns to enter the amount really paid, the date of payment
and the cheque number. There is even a column that calculates the difference between the amount to
pay and the amount really paid.

Even if all amounts are already calculated, you are allowed to change an amount. A red star is
displayed beside a modified field to indicate that this amount was overwritten. To restore a calculated
amount, you only have to position the cursor on this cell and press "Delete” on your keyboard.

= Source deductions and employer contributions to Federal for 2017

Function

000000 Canada Inc.

Per remittance period | Criteria | Perpayperiod |
# Period £l - Total E.. Federal tax | RRMIENED D) e (e
employee pay paid number
1| January 104.62 146.47 251.09 768.76 0.00 1.019.85 1.019.85 |2066
2 |February 104.80 146.72 258152 771.14 0.00 1.022.66 1,022.66 (2131
3 |March 130.83 183.16 313.99 961.73 0.00 1.275.72 1.275.72 (2187
4 |yl 0.00 0.00 (.00 0.00 0.00 0.00 0.00
5 [May 0.00 0.00 0.00 0.00 0.00 0.00 0.00
6 |June 0.00 0.00 (.00 0.00 0.00 0.00 0.00
7 [July 0.00 0.00 0.00 0.00 0.00 0.00 0.00
3 [ August 0.00 0.00 0.00 0.00 0.00 0.00 0.00
9| September 0.00 0.00 0.00 0.00 0.00 0.00 0.00
10| Octaber 0.00 0.00 0.00 0.00 0.00 0.00 0.00
11 |Nowvember 0.00 0.00 0.00 0.00 0.00 0.00 0.00
12 |December 0.00 0.00 0.00 0.00 0.00 0.00 0.00
TOTAL: 340.25 476.35 816.60 250163 0.00 3.318.23 3.318.23
4
To restore an overwritten formula, press Delete on this cell.
DR-CR Pay dates Print Quit

Figure 13.09:

Some columns of the “Source deductions and employer contributions to Federal” report
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The “DR-CR® button allows you to generate the federal employer contributions journal entries for a
selected period. Once the journal entries screen is displayed, the “Export® button is used to create a
file that can be imported into many different accounting programs such as Accpac, Acomba,
Avantage, Fortune 1000, MYOB, QuickBooks, Sage 50, Simply Accounting, etc. For more details,
please refer to chapter 11 because the process is similar to the one for payroll journal entries.

As for the payroll journal entries, the program always saves the journal entries export file in the
subdirectory Export\Business name _XP of the VSPS folder (by default, C:\VSPS 2017). The name of
this file is easy to recognize (for example, Payroll expenses Fed. period 15 Freq. 12 Export
#001.TXT).

Furthermore, the “Criteria“ tab is used when the employer rate for Canadian employment insurance
(El), in the case of certain employees, is not the normal rate. Let us recall that for 2017, normally, the
employer has to pay an amount representing 1.4 times the employee contributions.

Nevertheless, when some employees are covered by a private insurance, Canada Revenue Agency
can reduce the employer EI contribution for these employees. In these circumstances, the employer
has 2 business numbers (BN) from the Canada Revenue Agency and must produce 2 remittance
forms for each of the remittance periods. The “Criteria“ tab enables you to select employees
depending on which remittance form you are filling out. To facilitate the selection, you can proceed by
department selection if you have previously classified your employees per department (based on the
related business number) in the employee records.

It is important to remember that if the El employer contribution for an employee is different from the
normal rate (1.4 times the employee’s contribution), you must enter this rate in the “Miscellaneous*
tab of the employee record (“Employees* icon of the VSPS main Window).

Finally, in this window, there is also a tab to display the source deductions and the employer
contributions per pay period. If you wish, you can even generate the journal entries per pay
period instead of per remittance period. Note that for each of the remittance period, if needed,
in this report, in order to balance the results, VSPS adjust the source deductions and the
employer contributions of the last pay period included in the remittance period.
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“Source deductions and employer contributions to Quebec”

This function applies only to Quebec employers. Since this report is similar to the one described in
the previous section, for more information, please refer to this section.

In this window, there is also a tab to display the source deductions and the employer
contributions per pay period. If you wish, you can even generate the journal entries per pay
period instead of per remittance period. Note that for each of the remittance period, if needed,
in this report, in order to balance the results, VSPS adjust the source deductions and the
employer contributions of the last pay period included in the remittance period.

= Source deductions and employer contributions to Quebec for 2017

Function

000000 Canada Inc.

Per remittance period | Criteria | Perpayperiod |
# Period a.P.P. QPP Toalapp. QPP Q.P.LP. Total - oyebec tax
employee employer employee employer QPP
1|January 415.86 415.86 831.72 45.14 6314 108.33 991.96
2 |February 416.62 416.62 §33.24 45.22 £3.30 108.52 994.76
3|March 520.06 520.06 1.040.02 56.45 79.02 135.47 1.240.80
4| April 0.00 0.00 0.00 0.00 0.00 0.00 0.00
b | May 0.00 0.00 0.00 0.00 0.00 0.00 0.00
G| June 0.00 0.00 0.00 0.00 0.00 0.00 0.00
7| Juby 0.00 0.00 0.00 0.00 0.00 0.00 0.00
3 |August 0.00 0.00 0.00 0.00 0.00 0.00 0.00
9|September 0.00 0.00 0.00 0.00 0.00 0.00 0.00
10| October 0.00 0.00 0.00 0.00 0.00 0.00 0.00
11 |Movember 0.00 0.00 0.00 0.00 0.00 0.00 0.00
12|December 0.00 0.00 0.00 0.00 0.00 0.00 0.00
TOTAL : 1.352.54 1.352.54 2.705.08 1486.81 205851 352.32 3.227.52
1
To restore an overwritten formula, pressz Delete on this cell.
DR-CR Pay dates Print Quit

Figure 13.10:
Some columns of the “Source deductions and employer contributions to Quebec” report
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:rl- 4 12
shn So-And-Sc - )X
Funckion
Search: | on: ™ Hame " Employee number Find next | ‘
_Taslip | Summary |
Employet's name Year I:I Employmert incaome - line 101 Income tax deducted - line 437
[14] 13,720.00| [22] |
. .
- - Employvee's CPP contributions - line 303 El inzurakle earnings
Business number Province of 16 | 24 13.720 00|
El | - —— 24137200
e m Employes's QPP contributions - line CPP-QPP penzionakle earnings
Riztul 17 26
SIN. 28 CPP.GPP Bl GRP | Employment code L17] | [26] 13,720.00)
_ O O O - Employes's El premiums - line 31 2 Inion dues - line 212
18 44
Employee’s name and address |—| | |—| .00|
So-&nd-So John RPP cortributions - line 207 Charitable donations - Schedule 1
123 Main Street 20 45
Somesvhere, QiC . - - | - - |
1T 17 Penzion adjustment - line 2I2Ii3 RPP ar DPSP registration |
52 00 a0
Employee's QPIP premiums GPIP inzurakle earnings
Mote 1 I I 5 | [ _00|
Mote 2
| | If this T4 is MODIFIED, select this box -= [
Mote 3
If this T4 is CANCELLED, select this box -> [
B Box2 Boxs
[ =l 00] || 00 | | .00)
Boxd Boxs BoxE
L=l 00 | | 00 | | .00)
M| 4] » [ M| To restore an overwritten formula, press F8 being in that cell Erase Print Guit

Figure 13.11: T4 slip

This function allows you to issue T4 slips. It is very important to install the last VSPS upgrade in
order to be sure to use the last authorized T4 version for this year. This upgrade is usually
available at the beginning of January (for example, January 2018 for 2017 T4 slips).

To move through the T4 slips, you can click on the scrollbar at the bottom left hand side. You can
also use the search box.

It is even possible to change a calculated amount (except if the field is greyed out implying the field is
disabled). In this case, a red star beside the box would be displayed to indicate an overwritten cell. To
restore the calculated amount to an overwritten field, simply select this field and press F8.

At the bottom of the slip, you can enter codes and notes.
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When you select the “Print” button, the print screen is displayed. As we can see in the following
figure, in this screen, first, you must indicate if you wish to print the T4 slips or the T4 Summary.

For the T4 slips printing, if necessary, you can select employees. You must also choose the type of
print, one or two names per page. Note that for the T4 slips to give to the employees, you have
to select "1 employee per sheet (2 copies)” because each employee must receive 2 copies of the
T4 slip (one to attach to his income tax form and one to keep for his records). In other words, you
have to give every employee, a sheet representing two T4 copies and the instructions sheet for the
T4 boxes (printed automatically by VSPS).

As for the copy to send to the Canada Revenue Agency with the T4 Summary, you must
always print 2 different names per page. With this selection, as required, the program also prints
the business number (BN) on each T4 slip.

The T4 slips produced by VSPS are authorized by Canada Revenue Agency. You simply have
to print them on white paper. However, be sure to use the last VSPS upgrade (usually
available in the month of January following the year end). When you are printing the T4 slips,
the number beginning by “RC-“ must be followed by the last 2 digits of the year (i.e.; “RC-17-
...« for 2017).

il T4 slips and T4 Summary print

Funckion

f* Print T4 zlips
(" Print T4 Summary

f+ All employees

(" Selection by employees |

(" Selection by departments
[ex: 1.3.5 for departmentz 1, 3 and 5]

* 1 employee per sheet [2 copies]

" 2 employees per zheet [for Canada Revenue]

# Name
1 |So-And-5o John
2 |Something kary Z

Select

Figure 13.12: Print screen for T4 and T4 Summary
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When you select the “Summary” tab, the program displays the worksheet intended to help you fill out
the T4 Summary form. You can print this worksheet but as opposed to the T4 slips, this is not an
official form that you can send to Canada Revenue Agency.

Indeed, you must fill out the T4 Summary form manually or use the dynamic pdf form (i.e.;
t4dsum-fill-17b.pdf for the year 2017) available from the Canada Revenue Agency web site or
from www.vsps123.com in the « F.A.Q. » section. It is recommended to print this worksheet and
keep it for your records with a photocopy of the T4 Summary form.

If the business has more than 50 employees, a button will be displayed to create a file of the
T4 slips in XML format. This file must be sent to Canada Revenue Agency. Remember that
paper copies are not accepted if you have more than 50 employees. In this case, you can
contact us.

When you send your T4 slips in XML format to Canada Revenue Agency, you do not have to
send the T4 Summary form because the XML file already contains this information.

If you have less than 51 employees, it is still possible to display the button used for creating the XML

file containing the T4 slips. To do so, in the main window of VSPS, you must click on the "Company"
icon, click on the "Other info" tab and write the word "XML" on the last line in the notes section.

A=)

Funckion
Search: | on: * Hame " Employee number Find next | ‘
T4 slip |
For the yvear ending December 31, 2017
rumber of T4 slips filed Emplovee's CPP contributions Employer's name and address
E1 16 | 000000 Canada Inc.
Emploviment incotme Emplover's CPP contributions
14 | o7 | 77 Industrial Boulevard
— , ; Somewhere, GQC
RRP contributions Employee's El premiums 797 9749
a0 | 18
Penzion ajustment Emplover's El premiums
52 | 14 | For Canadian-controlled private corparations
Federal income tax deducted Or unincorporgted emplovers:
]
Mumbetr of T4 =lips filed far | i SHHL
emplovees whose addreszes are Total deductions (16+27+15+13+22) | - | | - - |
inthe LS .A, a0
I:I Minuz: remittances First name (perzon to contact)  Last name (perzon to contact)
(52 ] 3,318.23] | | |
Difference (0 if = $2.000 Telephone numkber Extension number
o -
Overpaymernt Balance due Amourt enclosed E-mail address (person to contact)
| | | | 00|

If this is a MODIFIED Summary, select this box -> [

mn 3 m To restore an overwritten formula, press F8 being in that cell Erase Print Chuit

igure 13.13: Worksheet used to fill out the T4 Summary
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“Relevés 1”

m. Releveé 1 - Current file: #1 John So-And-50

Function

Search: |

on:

* Hame

" Employee number Findl next

A- Employment income  B- Contribut. to QPP

. Relevé 1slip | Summary | Summary {cont') |

C- El premiums

D- Contribut . to RPP E- Cuebec income tax  F- Union dues

Slip number: 190000016

So-And-So0 John
123 Main Street
Somesvhere, QiC
HMZ1z

Employer's name and address
00000 Canada Inc.

77 Industrial Boulevard

| 13,720.00| | 693.68| | | | | | | | 00|
G- Earnings for QPP H- Contribwt. to GPIP |- Earnings for QPP J- Private health sery. K- Trips L- Cther benefits
| 13,720.00| | 75.15| | 13,720.00| | 00| | 00| | 00|
M- Commissions M- Donations O- Othet income P- Mutti-employer insur. Q- Deffered salary R- Tax-exempt income
| 00| | 00| | 00| | 00| | 00| | 00|
- Tip=s received T- Tip= allocated U- Phazed retirement Y- Mealz and accomod.  W- Use of wehicule Code [case O
| 00| | 00| | 00| | 00| | 00| |

Additional Information (to select, double-click on a box below):
“ | L | | L]l

Employee's name and address =M. Employer reference

If this Releve 1 is MODIFIED, select this box -> [ Somewhere, GiC

If this Releve 1 is CANCELLED, select this box -> [ 92813

Ho of the last slip sent (9 digits): |:|

| Cancel last "Modified” for this slip |

M| 4| » [ ] To restore an overwritten formula, press F8 being in that cell Erase Print Quit

This function allows you to issue “Relevé 1“ slips to employees who are Quebec residents. It is very
important to install the last VSPS upgrade in order to be sure to use the right Relevé 1 version.

Figure 13.14: “Relevé 1 slip

This upgrade is usually available at the beginning of January (for example, January 2018 for

2017 Relevé 1 slips).

As for the T4, to move through the slips, you can click on the scrollbar at the bottom left hand side.
You can also use the search box.

It is even possible to change a calculated amount (except if the field is greyed out implying the field is
disabled). In this case, a red star beside the box would be displayed to indicate an overwritten cell. To

restore the calculated amount to an overwritten field, simply select this field and press F8.

In the middle of the slip, you can also enter notes.
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When you select the “Print” button, the print screen is displayed. As we can see in the following
figure, in this screen, first, you must indicate if you wish to print the Relevé 1 slips or the Relevé 1
Summary. For the Releveé 1 slips printing, if necessary, you can select employees.

. Releve 1 slips and Releve 1 Summary print !|

Function

* Print Relevé 1 ships

" Print Relevé 1 Summary

'« All employees

" Selection by employees |

" Selection by departments
[ex: 1.3.5 for departments 1, 3 and 5]

Select # MName Dpt
L] 1 |So-And-So John 1
) ¢ |Zomething Mary Z

Figure 13.15: Print screen for “Relevé 1“ slips and Summary

The Relevé 1 slips produced by VSPS are authorized by Revenu Québec. You simply have to
print them on white paper. However, be sure to use the last VSPS upgrade (usually available in
the month of January following the year end). When you print the Rel 1 slips, the number
beginning by “FS*“ must be followed by the last 2 digits of the year (i.e.; “FS17...* for 2017).

Note that if you have more than 50 employees, a button will be displayed to create a file of the
Relevé 1 slips in XML format. This file must be sent to Revenu Quebec. Remember that paper
copies are not accepted if you have more than 50 employees. In this case, you can contact us.

Even if you are sending your Relevé 1 slips in XML format to Revenue Québec, you must also
send the Summary form because the XML file does not contain this information.

In order to be allowed to produce the Relevé 1 slips in XML format, you must have a
transmitter number (NP followed by 6 numbers). If you do not have a transmitter number, you
must fill out a ED-430 form available on the Revenu Québec web site. For more information,
you can contact Revenu Québec.
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If you have less than 51 employees, it is still possible to display the button used for creating the XML
file containing the Relevé 1 slips. To do so, in the main window of VSPS, you must click on the
"Company" icon, click on the "Other info" tab and write the word "XML" on the last line in the notes
section.

In the VSPS Relevé 1 window, when you select the “Summary” tab, the program displays the
worksheet intended to help you fill out the Relevé 1 Summary form. You can print this worksheet but
as opposed to the Relevé 1 slips, this is not an official form that you can send to Revenu Quebec.

Indeed, you must fill out the Relevé 1 Summary form manually or use the dynamic pdf form
(i.e.; rlz-1.s-v(2017-10)dxi.pdf for the year 2017) available from the Revenu Quebec web site or
from www.vsps123.com in the « F.A.Q. » section. It is recommended to print this worksheet and

keep it for your records with a photocopy of the Relevé 1 Summary form.

m. Releveé 1 - Current file: #1 John So-And-50

Function

Search: | on: ™ Hame " Employee number Find next | ‘

Slip number: 190000016

Summary of source deductions and employer contributions Vear: I:I Number of slips:
Contributions to OPP
Employes's contribution 1 + Employer's contribution 2 = 3
Contributions to OPIP
Employes's contribution 7 + Employer's contribution g = 9
Quebec Income tax
Releve 1 1III| + Relevé 2 11 00 = 12

Subtotal 25

Payment made for QPP, GPIP and Guebec - |26 6.284.02

Contribution to the Guebec health services fund (QHSF)

Wianes paid or deemed paid 28 and 30 26,795.00

YWages exempted - 32 00

Wages subject to the GHSF 34 | P ER 2 50| = = [a7

Reduction of the contribution to @QHSF for creation of specialized jobs (if you are eligible, fill out form LE-34.1-12) - B7C 00

Payment made for GHSF
Total

If this is a MODIFIED Summary, select this box = [

mn b m To restore an overwritten formula, press F8 being in that cell Erase Print Chuit

Figure 13.16:
First part of the worksheet used to fill out the “Relevé 1“ Summary
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m. Releveé 1 - Current file: #1 John So-And-50

Function

Search: | on: ™ Hame " Employee number Find next | ‘

Slip number: 190000016

Relevé 1 slip | Summary | Summary (cont’) |

Summary of source deductions and employer contributions (con't)

Contribution related to labour standards

Remunetation subject to this contribution (calculated on form LE-39.0.2) 40 26,795.00 ® 058% = N l

Contribution to the Workforce Skills Development and Recognition Fund (WSDRF)

Remuneration if it excesds $2,000,000 a0 ool x1% = 31 l

Eligible training expenditures (please fill out the work chart) - 52'
Line 51 minus line 52 (if negative, 0) 53|

Addition (or subtraction) of lines 27, 39, 41 and 53 Balance ?Dl

Refund 71 Balance due

mn b m To restore an overwritten formula, press F8 being in that cell Erase Print Chuit

Figure 13.17:
Second part of the worksheet used to fill out the “Relevé 1“ Summary
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“Detailed vacation to pay to an employee”

For this report, first, you must select the employee by clicking on the scrollbar at the bottom left hand
side or by using the search box. Once the selection is done, you have to click on the “Continue”
button. Then the program displays, for each of the pay periods, details related to the vacation
calculation (vacation rate effective at the pay period, remuneration for vacation calculation, balance at
the beginning, vacation amount earned in the period, balance at the end, etc).

u. 5election of the employee for the vacation report

Funckion

* Mame

Search: " Employee number

Humber of the zelected employee [in thiz software]:

Mame of thiz employee:

EIEID

Figure 13.18: Employee selection screen for the vacation report

| Detailed report for vacation - 000000 Canada Inc.

Function

#1 John So-And-So

WVacation to pay |

Vacation : Hemun_er_ Yacation Yacation
Type of vacation pay | for vacation balance at earned for

rate . Sy . .
calculation | beginning | this period
1|Fram 25-12-2016 to 31-12-2016 4% |Paid later 1.050.00 1.441.64 42.00
& |Fram 01-01-2017 to 07-01-2017 4% |Paid later 1.050.00 1.483.64 42.00
3 |Fraom 08-01-2017 to 14-01-2017 4% |Paid later 1.064.00 1.525.64 425G
4 |From 15-01-2017 1o 21-01-2017 4% |Paid later 1.050.00 1.568.20 42.00
b |From 22-01-2017 to 28-01-2017 4% |Paid later 1.050.00 1.610.20 42.00
6 |From 29-01-2017 to 04-02-2017 4% |Paid later 1.078.00 1.662.20 4312
7 |Fram 05-02-2017 1o 11-02-2017 4% |Paid later 1.050.00 1.695.32 42.00
& |From 12-02-2017 to 18-02-2017 4% |Paid later 1.050.00 1.737.32 42.00
9 |From 19-02-2017 to 25-02-2017 4% |Paid later 1.078.00 1.778.32 4312
10 |From 26-02-2017 to 04-03-2017 4% |Paid later 1.050.00 1.6822.44 42.00
11 |From 05-03-2017 t2 11-03-2017 4% |Paid later 1.050.00 1.664.44 42.00
12 |From 12-03-2017 to 18-03-2017 4% |Paid later 1.050.00 1.906.44 42.00
13 |From 19-03-2017 to 25-03-2017 4% |Paid later 1.050.00 1.948.44 42.00
TOTAL : 13,720.00 1.441.64 543.50

Figure 13.19: First part of the “Detailed vacation to pay to an employee* report
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| Detailed report for vacation - 000000 Canada Inc. |Z||E|g|

Function

#1 John So-And-So

WVacation to pay |

Yacation Yacation Amount of Yacation

# Period balance at| earned for  wvacation Adjustment balance at
beginning | this period paid the end

1|From 25-12-2016 to 31-12-2016 1,441 64 42.00 0.00 0.00 1,483.64

2 |From 01-01-2017 to 07-01-2017 1,483.64 42.00 0.00 0.00 1,525 .64

3|From 08-01-2017 to 14-01-2017 1,525 .64 42 5k 0.00 0.00 1.568.20

4|From 15-01-2017 to 21-01-2017 1,568.20 42.00 0.00 0.00 1.610.20

5 |From 22-01-2017 to 28-01-2017 1,610.20 42.00 0.00 0.00 1.652.20

6 |From 29-01-2017 to 04-02-2017 1,652.20 4312 0.00 0.00 1,695.32

7 |From 05-02-2017 to 11-02-2017 1,695 .32 42.00 0.00 0.00 1,737.32

8 |From 12-02-2017 to 18-02-2017 1,737.32 42.00 0.00 0.00 1,779.32

9|From 13-02-2017 to 25-02-2017 1,779.32 43.1¢& 0.00 0.00 1.822.44

10|Frorm 26-02-2017 to 04-03-2017 1,822.44 42.00 0.00 0.00 1.864.44
11 |Frorm 05-03-2017 to 11-03-2017 1,864.44 42.00 0.00 0.00 1,906.44
12 |From 12-03-2017 to 18-03-2017 1,906.44 42.00 0.00 0.00 1,948 .44
13 |From 13-03-2017 to 25-03-2017 1,945.44 42.00 0.00 0.00 1,950.44

TOTAL : 1,441 .64 h48.60 0.00 0.00

Figure 13.20:
Second part of the “Detailed vacation to pay to an employee* report

As shown in the figure above, notice that in this report, if necessary, in the “Adjustment* column, you
can even enter a positive or negative amount to affect the balance.
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“Vacation to pay at a certain date for selected employees”

This report displays the detailed vacation amount to pay to selected employees at a certain date. By
default, all employees are included and the report date is the end of the calendar year.

However, as shown in the following figure, if you click on the “Criteria“ tab, it becomes possible for
you to select employees and enter the date you wish to use to calculate vacation amounts to pay.

| Selection: Vacation to pay for selected employees - 000000 Canada Inc.

Function

Report selection | Criteria |

+ All pay frequencies i+ All employees
" st pay frequency (weekly) I Selection by employees I
- " Selection by departments

(ex: 1,3,5 for departments 1, 3 and 5)

" Per group J

" Year to date

i From... To... From: I:I January 1st, 2017 To: (31032017 | (dd-mm-vwyy)

Select # Name pt FPay frequency Job title
1 |.JDhn So-And-So | 1 |Week|y |Sa|esman Aucun
| 2 |Iv1ary Something | 2 |Weekly lEIDDkkEEpEF
. . I
L L I
I I I I I
3
| Pay dates | Continue Cuit
Figure 13.21:

Criteria for the “Vacation to pay at a certain date for selected employees” report
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| Yacation to pay for selected employees - 000000 Canada Inc.
Funckion

On March 31, 2017

WVacation to pay |

Remuner. Yacation Yacation Amount of Ya
for vacation  balance at| earned for| wvacation Adjustment| balal
calculation | beqginning | this period paid
1|John So-And-So 13.720.00 1,441 64 5453.50 0.00 0.00 1
2 |Mary Something 13.075.00 1,372.54 h23.00 0.00 0.00 1
TOTAL : 2h,795.00 281418 1.071.50 0.00 0.00 3
3

DR-CR Print Quit
Figure 13.22:

First part of the “Vacation to pay at a certain date for selected employees” report
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B=1E

| Yacation to pay for selected employees - 000000 Canada Inc.

Function

On March 31, 2017

WVacation to pay |

Yacation Yacation  Amount of Yacation
balance at earned for vacation | Adjustment | balance at
beginning | this period paid the end
1 |John So-And-So 1,441 B4 548.80 0.0a n.00 1,990.44
2 |Mary Something 1,372.54 h23.00 0.0a n.00 1,89554
TOTAL : 281418 1.071.80 0.00 0.00 3.885.94

1 3

DR-CR Print Quit

Figure 13.23:
Second part of the “Vacation to pay at a certain date for selected employees” report

The “DR-CR* button allows you to generate the journal entries for the vacation to pay at a selected
date. Once the journal entries screen is displayed, the “Export” button is used to create a file that can
be imported into many different accounting programs. For more details, please refer to chapter 11
because the process is similar to the one for payroll journal entries. The program always saves the
journal entries export file in the subdirectory Export\Business name _XP of the VSPS folder (by
default, C:\VSPS 2017). The name of this file is easy to recognize (for example, Vacation to pay as of
31-03-2017 Export #001.TXT).

When the journal entries are displayed, to reverse the batch of journal entries created to register the
vacation that was payable at a previous date, you must click on the “Select. Exported GL entries “
and select the export file. Then, you must click the “Reverse GL entries“ button to make all debit
amounts become credit amounts and vice-versa. After that, you have to click on the “Export“ button
and import this new batch of journal entries into your accounting software to void the previous
posting. This new export file is easy to recognize (for example, REVERSAL Vacation to pay as of 28-
02-2017 Export #001.TXT).
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“Record of employment (ROE)”

This function aims to help you fill out the Record of Employment (ROE) form when an interruption of
earnings occurs (the employee quits his job, is laid off or terminated, etc). It remains very important to
refer to the law to correctly fill out this form. You can consult the government web site
(servicecanada.gc.ca), in the “All Canadians® section, click on “Employment Insurance (El) “, click
on “Employment Insurance Information for Employers” and click on “How to complete the ROE form*.

The ROE form must be filled out manually or electronically. However, VSPS enables you to print
worksheet to help you fill out this form.

When you must fill out a ROE form, first, you have to go in the employee records (“Employees” icon
of the VSPS main window) to enter the first day of work (even if this is several years ago). However, If
a ROE form was ever issued for this employee, you must enter the first day worked after the last ROE
form was filled out. In the employee record, you must also enter the last day of work.
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i, Worksheet for the Record of employment (ROE) - 000000 Canada Inc.

Funckion

Information for the ROE (paper format) of: #1, John So-And-5o

Employee selection | Worksheet |

“ BEFORE you select the present report, you must enter the date of the first day of work since the last Record of
employment (ROE) and also the date of the last day of work in the employee profile.

* Name

Find next
" Employee number

Search: | On:

Number of the selected employee {in this software): | |

Name of this employee: ‘ |

Employee 5.1.N.: | |

First day of work since last Record of employment: | | December 27, 2013

Last day of work: | | March 24, 2017

Final pay period ending date | | March 25, 2017

Type of ROE (Record Of Employment) form

ROE paper format (max 27 pay periods for the insurable EARNINGS) j

Cuit

Figure 13.24:
Selection for the “Record of employment (ROE)” report
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If you used the VSPS software in the previous year, you must enter the directory where you installed
VSPS last year (for example, C:\VSPS 2016). Let us recall that this information has to be registered
in the business information window (“Company“ icon of the VSPS main window).

When you choose the “Record of employment (ROE)” report, you must select the employee by typing
the name in the search box. As soon as you begin to type, the program starts displaying employee
names and certain information (S.I.N., first day of work since the last ROE, etc).

When you have selected the employee, you must click on the “Worksheet” tab. Then, for each of the
pay periods to be included in the ROE report (if weekly, 53 last weeks, if by bi-weekly, 27 last pay
periods, etc), the program displays the hourly rate, the hours worked, etc. Note that, as required by
the government, these pays are listed beginning by the most recent pay.

i, Worksheet for the Record of employment (ROE) - 000000 Canada Inc. |'._||'E|E|
Funckion
Information for the ROE (paper format) of: #1, John So-And-5o
Employee selection | Worksheet | Results for the ROE |
# Per. |[From To Cheque $ per At Sistslis TIpS_E!nd Commissions
hour salary salary  gratuities
1 13|15-03-2017 |25-03-2017 | 30-03-2017 28 0.0a 37h 1,050.00 0.00 0.00
g 12|12-03-207 18-03-2017 |23-03-2017 28 0.0a 37h 1,050.00 0.00 0.00
3| 11|05-03-2017 (11-03-2017 |16-03-2017 28 0.0a 375 1,050.00 0.00 0.00
4| 10|26-02-2017 |04-03-2017 |09-03-2017 28 0.0a 37h 1,050.00 0.00 0.00
b 9(159-02-2017 |25-02-2017 (02-03-2017 28 0.0a 385 1,078.00 0.00 0.00
b §12-02-2017 |18-02-2017 (23-02-2017 28 0.0a 375 1,050.00 0.00 0.00
7 7|05-02-2017 |11-02-2017 [16-02-2017 28 0.00 37h 1,050.00 0.00 0.00
g B |29-01-2017 |04-02-2017 (08-02-2017 28 0.0a 385 1,078.00 0.00 0.00
g h|22-01-2017 |28-01-2017 (02-02-2017 28 0.0a 375 1,050.00 0.00 0.00
10 415-01-2017 |21-01-201 7 |26-01-2017 28 0.0a 375 1,060.00 0.00 0.00
11 3|08-01-2017 |14-01-2017 (15-01-2017 28 0.0a 38 1,064.00 0.00 0.00
12 2|01-0-2017 |07-01-2017 (12-01-2017 28 0.0a 37h 1,050.00 0.00 0.00
13 1|25-12-2016 |31-12-2016 (05-01-2017 28 0.0a 30 840.00 0.00 0.00
14 52|18-12-2016 [24-12-2016 [25-12-2016 28 0.00 37h 1,050.00 0.00 0.00
150 B1|11-12-2016 [17-12-2016 |22-12-2016 28 0.0a 37h 1,050.00 0.00 0.00
16| 5O0|04-12-2016 [10-12-2016 [15-12-2016 28 0.0a 375 1,050.00 0.00 0.00
17 49|27-11-2016 [03-12-2016 (08-12-2016 28 0.00 37h 1.050.00 0.00 0.00
18| 48|20-11-2016 [26-11-2016 (01-12-2016 28 0.0a 37h 1,050.00 0.00 0.00
19 47|13-11-2016 [19-11-2016 [24-11-2016 28 0.00 375 1,050.00 0.00 0.00
20|  Aeloe-11-2018 12112016 [17-11-201 5 28 000 27K 106000 0aon 0aon
TOTAL : 1869.5| 52.346.00 0.00 0.00 [+
4 3
To restore an overwritten formula, press Delete on this cell.
To go to the employee time sheet, double-click or press F3 on any hour cell.
Print CQuit

Figure 13.25: First part of the ROE worksheet
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. Worksheet for the Record of employment (ROE) - 000000 Canada Inc.

Funckion

Information for the ROE (paper format) of: #1, John So-And-5o

Employee selection | Worksheet | Results for the ROE |

Cheque

Yacation CCQ (only for
Quebec construction

industry)

Sick leave  Total earnings
pay before benefits

S[(=]E

1 13|15-03-2017 |25-03-2017 | 30-03-2017 0.00 0.00 1,050.00 1.
2 12|12-03-2017 |18-03-2017 |23-03-2017 0.00 0.00 1,050.00 1)
3 11|05-03-2017 (11-03-2017 | 16-03-2017 0.00 0.00 1,050.00 1.
4| 10|26-02-2017 |04-03-2017 |09-03-2017 0.00 0.00 1,050.00 1.
5 9(158-02-2017 |25-02-2017 (02-03-2017 0.00 0.00 1,078.00 1)
b 6 12-02-2017 |18-02-2017 [23-02-2017 0.00 0.00 1.050.00 1
7 7|05-02-2017 |11-02-2017 (16-02-2017 0.00 0.00 1,050.00 1.
i B |29-01-2017 |04-02-2017 (09-02-2017 0.00 0.00 1,078.00 1
9 B|22-01-2017 |28-01-2017 (02-02-2017 0.00 0.00 1,050.00 1
10 q15-01-2017 |21-01-2017 [26-01-2017 0.00 0.00 1,050.00 1.
11 3|08-01-2017 |14-01-2017 (15-01-2017 0.00 0.00 1,064.00 1.
12 2|01-0-2017 |07-01-2017 (12-01-2017 0.00 0.00 1,050.00 1
13 1|25-12-2016 |31-12-2016 (05-01-2017 0.00 0.00 1,050.00 1.
14 52 |18-12-2016 [24-12-2016 [25-12-2016 0.00 0.00 1,050.00 1.
15 B1|11-12-2016 [17-12-2016 |22-12-2016 0.00 0.00 1,050.00 1
16| 50|04-12-2016 [10-12-2016 [15-12-2016 0.00 0.00 1.050.00 1
171 49|27-11-2016 [03-12-2016 (08-12-2016 0.00 0.00 1,050.00 1.
18| 48|20-11-2016 [26-11-2016 (01-12-2016 0.00 0.00 1,050.00 1.
19) 47 |13-11-2016 [19-11-2016 [24-11-2016 0.00 0.00 1,050.00 1
20| AR|0R-11-201R (12119016 [17-11-201F 0on 000 1 0E0 00 1
TOTAL : 0.00 0.00 hE.088.65 28] -
4 3
To restore an overwritten formula, press Delete on this cell.
To go to the employee time sheet, double-click or press F3 on any hour cell.
Print Cuit

Figure 13.26:

Second part of the ROE worksheet
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i, Worksheet for the Record of employment (ROE) - 000000 Canada Inc. |'._||'E|g|
Funckion
Information for the ROE (paper format) of: #1, John So-And-So
Employee selection | Worksheet | Results for the ROE |
Cheque Total Eﬂrnings El insurghle Total Insurable
before benefits earnings hours | hours for El
1 13|18-03-2017 |25-03-2017 | 30-03-2017 1,050.00 1,050.00 37h 375
2 12{12-03-2017 [18-03-2017 |23-03-2017 1,050.00 1,050.00 375 375
3| 11|05-03-2017 (11-03-2017 | 16-03-2017 1.050.00 1.050.00 37h 375
4| 10|26-02-2017 |04-03-2017 |09-03-2017 1,050.00 1,050.00 37h 375
5 9|19-02-2017 |25-02-2017 (02-03-2017 1.078.00 1,078.00 365 358.5
b 8|12-02-2017 |18-02-2017 |23-02-2017 1.050.00 1.050.00 37h 375
7 7105-02-2017 |11-02-2017 [16-02-2017 1,050.00 1,050.00 37h 375
i B|29-01-2017 |04-02-2017 |08-02-2017 1.078.00 1.078.00 Jg.h 38.5
9 5|22-01-2017 |258-01-2017 (02-02-2017 1,050.00 1,050.00 375 375
10 115-01-2017 |21-01-201 7 |26-01-2017 1,050.00 1,050.00 37h 375
11 3|08-01-2017 |14-01-2017 [15-01-2017 1.064.00 1.064.00 38 38
12 2|01-01-2017 |07-01-2017 [12-01-2017 1,050.00 1,050.00 375 375
13 1|25-12-2016 |31-12-2016 [05-01-2017 1.050.00 1.050.00 30 375
14 B2|18-12-2016 |24-12-2016 |25-12-2016 1,050.00 1,050.00 37h 375
15 B1|11-12-2016 [17-12-2016 |22-12-2016 1,050.00 1,050.00 375 375
16| BO0|04-12-2016 [10-12-2016 [15-12-2016 1.050.00 1.050.00 375 375
17 49|27-11-2016 |03-12-2016 |08-12-2016 1,050.00 1,050.00 37h 375
18| 48|20-11-2016 |26-11-2016 (01-12-2016 1,050.00 1,050.00 37h 375
19 47|13-11-2016 [19-11-2016 |24-11-2016 1,050.00 1,050.00 375 375
20| AR|0R-11-2018 [12-11-2016 [17-11-201F 1 0E0 00 1 0EQ 00 37K 37 E
TOTAL : bE,058.55 28,420.00 1569.5 2003.18 -
4 3
To restore an overwritten formula, press Delete on this cell.
To go to the employee time sheet, double-click or press F3 on any hour cell.
Print Quit

Figure 13.27:
Third part of the ROE worksheet

As we can see from the previous figure, in this worksheet, there are also columns for the insurable
hours for El and the El insurable earnings. Note that you are allowed to modify amounts in these
columns.

For example, if for a given pay period, an employee received an amount registered in the “Other
income 1“ (statutory holiday, etc) column and that you forgot to add the equivalent in term of hours in
the “Insurable hours for EI“ column, you can modify these hours in the ROE worksheet. This kind of
change is only effective in the ROE worksheet. They do not affect the payroll database.
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Moreover, for an employee paid by an hourly rate, the last two columns of the ROE worksheet are
useful to help detect possible errors. In fact, in the “Earnings before benefits / $ per hour* column, the
program calculates the total earnings divided by the hourly rate, which is normally equivalent to the
Insurable hours for El. The last column displays the difference between this result and the Insurable
hours for EI.

Nevertheless, if a difference appears in the last column, this does not necessarily mean that
there is an error. For example, if an employee worked overtime hours at a higher rate than the
regular rate, it is normal to obtain a difference in the last column. In other words, this column is to

attract your attention to a particular situation that deserves to be verified in order to avoid errors.

i, Worksheet for the Record of employment (ROE) - 000000 Canada Inc.

Function
Information for the ROE (paper format) of: #1, John So-And-5o
Employee selection | Worksheet | Results for the ROE |
Earnings Difference
Cheque h_EfurE _ compared to
benefits / § insurable hours
per hour for El
1 13|15-03-2017 |25-03-2017 | 30-03-2017 37h 0
g 12|12-03-207 18-03-2017 |23-03-2017 37h 0
3| 11|05-03-2017 (11-03-2017 |16-03-2017 375 0
4| 10|26-02-2017 |04-03-2017 |09-03-2017 37h 0
b 9(159-02-2017 |25-02-2017 (02-03-2017 Jg.h 0
b §12-02-2017 |18-02-2017 (23-02-2017 375 0
7 7|05-02-2017 |11-02-2017 [16-02-2017 375 0
g B |29-01-2017 |04-02-2017 (08-02-2017 Jg.h 0
g h|22-01-2017 |28-01-2017 (02-02-2017 375 0
10 415-01-2017 |21-01-201 7 |26-01-2017 375 0
11 3|08-01-2017 |14-01-2017 (15-01-2017 38 0
12 2|01-0-2017 |07-01-2017 (12-01-2017 37h 0
13 1|25-12-2016 |31-12-2016 (05-01-2017 375 0
14 52|18-12-2016 [24-12-2016 [25-12-2016 375 0
150 B1|11-12-2016 [17-12-2016 |22-12-2016 37h 0
16| 5O0|04-12-2016 [10-12-2016 [15-12-2016 375 0
17 49|27-11-2016 [03-12-2016 (08-12-2016 375 0
18| 48|20-11-2016 [26-11-2016 (01-12-2016 37h 0
19 47|13-11-2016 [19-11-2016 [24-11-2016 375 0
20|  Aeloe-11-2018 12112016 [17-11-201 5 17K 0
TOTAL : 2.003.17 0.0a -
4 3
To restore an overwritten formula, press Delete on this cell.
To go to the employee time sheet, double-click or press F3 on any hour cell.

Figure 13.28:

Last part of the ROE worksheet
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Once the verification is done in the ROE worksheet (primarily for the insurable hours for El and the El
insurable earnings), it is recommended to print this worksheet and to keep it for your records with a
copy of the ROE.

The next step is to click on the “Results for the ROE" tab. The program displays a report very similar
the ROE form which makes it easy to fill out the official form.

w. Worksheet for the Record of employment (ROE), - 000000 Canada Inc.

Funckion

Information for the ROE (paper format) of: #1, John So-And-So

Employee selection | Worksheet | Results for the ROE |

m:l -> insurable hours for E.L Employee number
m:l -> insurable earnings for E.L n |

_ _ _ Business number (BH) for Canada Revenue
* Thiz gnd does NOT apply because there is |

inzurable earnings for each pay penod.

Pay period type
[1] | 2] | [3] | 6 | |
4 5 13
| | | | | | | | | Social insurance number
[7] | (3 | (o] | |
10 11 12
| | | | | | | | | First day of work since last ROE (dd-mm-yyyy)
[13] | [14] | [15] | 10 | |
16 17 18
| | | | | | | | | Last day of work {dd-mm-yyyy)
o] | o] | B | o3 |
22 23 24
| | | | | | | | | Final pay period ending date {dd-mm-yyvy)
[25] | [26] | [27] | 12 | |

Vacation paid in the last pay period

* Caution * If this employee received a vacation pay AFTER the last
pay period, you must add this amount to box 174 on the ROE form.

John So-And-50
123 Main Street
Somewhere, OC
Z1Z 121

Print Cuit

Figure 13.29:
Results for the ROE form
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“List of employees”

This function allows you to print a summary or detailed list of information for selected employees
(name, address, telephone number, etc).

In the “Criteria“ tab, by default, all the employees are selected for the report but you can also choose.

& Selection: List of employees - 000000 Canada Inc.

Function

Report selection | Criteria |

+ All pay frequencies
™ 1st pay frequency (weekly)
~

i+ All employees

" Selection by employees I

" Selection by departments

{ex: 1,3,5 for departments 1, 3 and 5)

" Per group

Select| # MName p Job title
1 |JDhnSD-And—SD | 1 |Week|y |Sa|esman Aucun
2 |Mary8c:mething | 2 |Weekly |EI|:|Dkkeeper

I . I

I L I

I I I I
3
| Pay dates ‘Continue! Cluit

Figure 13.30:

Selection screen for the list of employees
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When you click on the “Continue” button, the print screen is displayed.

As we can see in the following figure, you can even export this information in a file (Excel, Word, etc).

. Reports to print

Function
Print selection Type of print
f+ Summary list " To printer
" Detailed list * To file {export)

File format:
Excel XLS |

E)a:;,ﬁeﬁfﬁle |Li5t of employees on March 31st, 2017 xls |

—Location of file
Drive: |IQ|::: j

Directory: o *
&= VSPS 2017

[ Backup

(7] DirectDeposit

[ JDoc

(I Ermail reports
[j_'|E}{p|:|rt w

File: 000000 Canada Inc.17.DL7 A
000000 Canada Inc.17.1db

Config.ini

d-pwe. dll b

Path: |

Export employees basic information into an Access database Print Cuit

Figure 13.31:
Print screen for the list of employees

The “Export employees basic information into an Access database® button enables you to create an
Access database containing, for each of the selected employees, the name, address and other
information (telephone number, date of birth, etc). This file is always saved in the VSPS folder (by
default, C:\VSPS 2017). The file name is “Employees of “ followed by the business name and the file
extension “.MDB".
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The main purpose of this file is to allow you to print labels with programs such as Microsoft Word,
Label Pro, etc. This database can also be useful in other situations, like when you want to send a
letter to your employees.

“Hour and cost report for a selected project”
In the time sheets, if you have attributed hours to specific activities (i.e.; research and development,

training, etc), this report calculates hours and project costs for a given interval of time. You can apply
criteria for this report such as the selected employees, the type of results, the interval of time, etc.

i, Hour and cost for a selected projet E]g]

Funckion
Pay frequency: All pay frequencies Detail per employee: Yez  Detail per pay: Yes
Type of results: Per pay results Period For report: Year to date [cheque dates]
Employees: All

Project: 1: Miscellaneous
From: January 1st. 2017 to: December 31, 2017

Hour and cost per projet |

Reqular
hours at
rate £ 1

Fixed Hourly Hourly

Pay period salary rate #1 rate #2

John So-And-So #1 Cheque: 05-01-2017
bdary Something #1 Cheque: 05-01-2017 n.00 25.00
Tatal far this pay

]

—_

John So-And-So #2 Cheque: 12-01-2017 0.00 28.00
bdary Something #2 Cheque: 12-01-2017 n.00 25.00
Tatal far this pay

]

1|John So-And-Z0 #3 Cheque: 18-01-2017 0.00 268.00
¢ |Mary Something #3 Cheque: 19-01-2017 n.00 25.00
Total far this pay
TOTAL :
4
Figure 13.32:

First part of the “Hour and cost report for a selected project”
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i, Hour and cost for a selected projet

Funckion
Pay frequency: All pay frequencies Detail per employee: Yez  Detail per pay: Yes
Type of results:  Per pay rezults Perniod for report: Year to date [cheque dates]
Employees: All

Project: 1: Miscellaneous
From: January 1st. 2017 to: December 31, 2017

Hour and cost per projet |

Total hours

S ) T2 hours P Cost f!:lr LUTES

at rate # 2 . project

project
1|John So-And-So #1 Chegue: 05-01-2017 0.00 30.00 840.00
& [Mary Something #1 Cheque: 05-01-2017 0.00 32.00 800.00
Total for this pay 0.00 Be.00 1,640.00
1|John So-And-So #2 Chegue: 12-01-2017 0.00 37.50 1.050.00
2 |Mary Something #2 Cheque: 12-01-2017 0.00 40.00 1,000.00
Total for this pay 0.00 7750 2,050.00
1|John So-And-So #3 Chegue: 18-01-2017 0.00 38.00 1.064.00
2 [Mary Something #3 Cheque: 19-01-2017 0.00 41.00 1.025.00
Total for this pay 0.00 79.00 2,085.00
TOTAL : 0.00 937.50 26,385.00
4

Figure 13.33:
Last part of the “Hour and cost report for a selected project”
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14. “Database” menu

“Change password”

The use of a password is optional. However, since pay information is confidential, it is recommended
to request a password to access the database.

The present function enables you to register or edit a password. If you wish, you can use a distinct
password for each of the businesses that you process payrolls.

Note that if you ever forget your password, you must contact us. We can retrieve your password for
you.

Finally, because a password protection is never foolproof, you should always restrict access to your
payroll database.

. S5et passwornd g|
100000 Canada Ine.

Please enter the new password [max. 15 characters]:

FPleaze enter the new paszszword again For verification:

Continue Cancel I
Figure 14.01:

Screen to register or edit a password
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“Create a new database for next year (carry forward)”

This function not only creates a new payroll database but also transfers all required payroll
information for the next year (employee records, cheque print configuration, vacation balance for
each employee, GL account numbers, etc).

It is important to note that the program transfers information for all employees except the ones
indicated as terminated in the employee files (“Employees” icon in the main window of the program).
If an employee no longer works for the business but may come back to work eventually, you must
select “No“ in the box “Terminated®.

This function is authorized only at the end of December. Of course, it _is_important to select this
procedure after you have posted the last pay of the year (“Post“ button of the pay window).
Another important issue is to be sure to use the last VSPS version (the one available at the
end of December. In fact, it is only at the end of the year that we know for sure what will be the
necessary database structure for the next year. Remember that all VSPS upgrades during the year
are free. It is highly recommended to visit our web site (www.vsps123.com) regularly to be
sure to use the most recent version.

The new database creation does not affect the current database because it is a distinct file. You can
do this operation as many times as you wish (i.e.; if you made changes in the payroll database of the
current year) because the program will ask you every time if you want to replace the file.

By default, the new file is saved in the VSPS 2017 folder but you can use any other directory you
want.

The name of the database is always composed of the business name followed by “18.DL7“. For
example, if the business name is “My company Inc.“, the database name for 2018 will be “My
company Inc.18.DL7".

When you will purchase your new 2018 license, we will send you a new control file (NAMES-18.CLE).
This file will contain the coded name of every authorized business for VSPS 2018.

Then, you will have to install VSPS 2018 and copy the file NAMES-18.CLE in the VSPS 2018

folder (by default, C:\VSPS 2018). Finally, you will need to copy the new database(s) in the
same folder.
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“Compress database”

Over time, as you use it, the payroll database gets bigger which is normal because you constantly
add information. Moreover, any database becomes fragmented over time. The present function
rearranges how the database file is stored on disk. When complete, the compacted database has
reclaimed wasted space and is usually smaller than the original. By compacting the database, optimal
performance of the database application is ensured, and page corruptions due to hardware problems,
power failures or surges, and so on are resolved.

For security purposes, this function is usually authorized only if you just started the VSPS program.
For this reason, if you made certain operations and then try to compress the database, the following
message could be displayed:

Zan not compress this database for the moment. .. Please quit the program, reload the program and select this
operation immediately after,

Figure 14.02:
Error message when the program denied the “Compress database* function

As indicated, in these circumstances, you must quit the VSPS program, restart VSPS and select the
“‘Compress database” function again. If the program still denies compacting the database, this means
that you must shut down your computer and restart it. Then, it will be possible to compress the
database. Note that the payroll database can not be compressed by other software (Winzip, etc)
because the database is encrypted.

“Repair database”

Even if this is rather rare, sometimes, database problems can occur for various reasons (power
failures, surges, etc). The present function allows you to try repairing the database. A message is
displayed whether or not this operation was successful. Note that when a database is repaired, it is
also compressed.

CONFIRMATION E3

L
\y The database file 000000 Canada Inc. 17.0L7 was successfully repaired,

Figure 14.03:
Message displayed after a successful database repair
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“Erase all data related to an employee”

Sometimes, an employer has created a new record in the employee records but this person changed
his mind and never came to work for the company. The present function is used to delete all
information related to a person in the payroll database.

For security purposes, if the payroll database contains at least one pay for this person, the VSPS
program denies this operation to avoid possible errors. Nevertheless, if for a certain reason, you wish
to erase all data concerning an employee even if you registered payroll data for this employee (i.e.; if
you registered this employee in the wrong company), you can still do it. To proceed, you have to
select, in the report selection, “List of all pays with possibility to erase cancelled pays“ and erase
every pay for this employee. Then, it will become possible to use the present function to erase all
information related to this employee.

“Replace an employee number by the one he had in the previous year”

This function is used in a very specific situation. Let us recall that when you select the “Create a new
database for next year (carry forward)” function, the program transfers information for all employees
except the ones indicated as terminated in the employee records (“Employees® icon in the main
window of the program).

When a former employee, terminated in the year before, comes back to work but, in the previous
year, you have indicated, in the employee record, that he was terminated, the payroll database of the
current year does not contain any information for this employee. For this reason, you must recreate
an employee record for this person. Since the employee numbers are attributed by the program, this
former employee will receive a different employee number (higher than the previous one because the
program increments the number each time a new employee record is created).

For some VSPS reports, it is very important that an employee preserves the same employee number
from one year to the other. For example, with the ROE report, the program often needs to consider
payroll results of the previous year. Note that when searching payroll results for an employee, VSPS
always proceeds with the employee number. In other words, if the employee number differs from the
one used in the previous year, the program will be unable to consider the payroll results of the
previous year for this employee.

To remedy this situation, the present function allows you to replace the employee number by the one
he had in the year before.
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“Delete the current pay table in the database and create a new one”

This function must be used only if you call the technical support and an agent is
recommending you to erase the pay table.

The present function erases the pay table in the database and creates a new one. In these
circumstances, most of the times, all the data entered for the current pay period in the pay window
are lost. However, other sections of the database are not affected by this operation (all the pays you

posted in the database, employee records, etc).
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15. What to do when:

You hire a new employee

A new employee record must be created. To do so, in the VSPS main window, click on the
“‘Employees” icon. Once in this screen, you have to click on the “New employee® button and enter the
information related to this employee.

In the employee record window, you will notice that there are many tabs (“Basic”, “Incomes®,
“‘Benefits”, “Deduct., etc), each being a distinct section of the employee record.

It is always recommended to take the time to revise all information entered, in particular, the name,
the date of birth, the Social Insurance Number (SIN) and the vacation rate.

For more details on the employee records, please refer to chapter 7.

You want to modify the salary or the vacation rate for an employee

In the employee records, you must select the “Incomes* tab. In this screen, among other things, there
is the effective remuneration at the beginning of the year. When the fixed salary or the hourly rate
changes, you must not modify these amounts in this screen. You must rather click on the
“Modify“ button to access the employee’s record addendum to enter the new amount to be

paid.

In this addendum, when you change the fixed salary or the hourly rate, you have to indicate the
effective date this modification takes effect. It is important to note that, with the VSPS program, you
must enter the cheque date. For example, if an employee receives a pay raise effective June 1st,
you must enter the cheque date of the pay period that includes June 1st. In other words, a salary
change is always effective from the beginning of a pay period. To help you determine the cheque
date to enter, the “Pay dates” button allows you to view the details for every pay period (beginning of
the pay period, end of the pay period and cheque date).

If the salary change does not occur at the beginning of a pay period, you can proceed in different
manners. Let us take the following example. During a pay period, an employee worked 16 hours at
$10.00 per hour and 24 hours at a new hourly rate of $11.00. To calculate his pay, the simplest way
is to enter an amount of $24.00 in the “Other income 1“ column of the pay window (only the amount of
the raise) and register the new hourly rate effective from the cheque date of the next pay period.
Another way is to use an average hourly rate of $10.60. Finally, you could also proceed with Rate 1
and Rate 2 of the time sheet.
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Concerning the vacation rate, because this rate can change during the year, a box is reserved for any
vacation rate modification. It is important to note that you must not enter the new rate in “Rate
1“ field because this field is used for the vacation rate effective at the beginning of the year. As
indicated in the screen, you must enter the new vacation rate in “Rate 2 box and enter the cheque
date of the pay period that includes this change.

You have to pay an amount for a statutory holiday

In Canada, workers are entitled to an indemnity or a compensatory leave for each of the statutory
holidays (New Year's day, Christmas Day, etc). For example, in Quebec, according to the
« Commission des normes du travail » (www.cnt.gouv.gc.ca), usually, the compensation to pay to
an employee is 1/20 of the wages earned during the four complete weeks of pay preceding the week
of the holiday, excluding overtime. However, it is essential to consult the laws in effect in your
province to be sure to properly calculate the amounts to pay.

With the VSPS software, to calculate the indemnity for a statutory holiday, you have to go in
the main window, click on the “Reports®“ icon and select the report “List of pays for an
employee before a date (can be used to establish an amount for a statutory holiday)“. For
more information on this report, please refer to page 52 of this manual.

Furthermore, with the VSPS program, when you want to pay an amount for a statutory holiday to an
employee, you can proceed in different ways. If the employee is remunerated on an hourly rate and
you are using the VSPS time sheet, you can enter the hours paid for this statutory holiday in the
“Adjustment (hours)“ column and write a note in the following column to describe the holiday.

However, some employers prefer that this kind of payment be displayed distinctly in the pay report.
To do so, they calculate the gross amount to pay for the statutory holiday and enter this amount in the
“Other income 1“ column of the pay window. Then, it is preferable to explain the calculation in the
“‘Notes” column of the pay window (i.e.; “8 hours paid for Christmas Day"“). With this method, it is
important to not forget to modify the “Insurable hours for E.I.“ to include the hours related to the
statutory holiday. In these circumstances, a red star appears indicating that this is an overwritten cell.

You have to pay an amount for annual vacation

Normally, an employee is entitled to a vacation each year. For example, in Quebec, the entitlement to
a vacation is acquired during a period of 12 consecutive months. Known as the “reference year”, this
period extends from May 1st to April 30". The length of vacation and the indemnity are established
based on the employee’s period of uninterrupted service. Prior to the start of his vacation, the
employee must receive his annual vacation indemnity. This amount must be equal to 4% (or 6% if the
employee has 5 years or more of uninterrupted service) of the gross annual wages earned by the
employee during the reference year. In other provinces, an employer can choose the common
anniversary date for vacation (similar to the “reference year” in Quebec).
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Obviously, to be sure to properly calculate the indemnity and the duration of vacation, you should
consult the applicable laws in your province. For example, in Quebec, you can visit the
« Commission des normes du travail » web site (www.cnt.gouv.gc.ca).

With the VSPS software, to establish the amounts of annual vacation to pay, first, you have to click on
the “Reports® icon. In the report selection, choose “Vacation to pay at a certain date for selected
employees “ and click on the “Criteria“ tab.

As we can see in the following figure, in this screen, once you have selected the employees, you
must click on “From... to...“ and enter the cheque date of the pay period that includes the end date of
the reference year. Remember that in order to help you to find the cheque date to enter, the "Pay
dates” button enables you to consult, for each of the pay periods, the beginning date, the end date
and the cheque date.

| Selection: Vacation to pay for selected employees - 000000 Canada Inc.

Function

Report selection | Criteria |

+ All pay frequencies + All employees
™ 1st pay frequency (weekly) I~ Selection by employees I
~ ™ Selection by departments

{ex: 1,3,3 for departments 1, 3 and 5)

" Per group J

" Year to date

* From... To... From: I:l January 1st, 2017 To: (30042017 | (dd-mm-yyyy)

Select| # MName pt |Pay frequency Job title
1 |JDhnSD-And—SD | 1 |Weekly |Sa|esman Aucun
g |Mary80mething | g |Week|y IBDDkkeeper

I . I

I . I

I I I I
3
| Pay dates | Continue Cuit

Figure 15.01:

Criteria for the “Vacation to pay at a certain date for selected employees” report

As you click the “Continue® button, the program displays the annual vacation to pay for each
employee.
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Sometimes, an employee asks the employer how his annual vacation indemnity was calculated. With
VSPS, it is easy to answer this kind of question. In the report selection, you have to choose “Detailed
vacation to pay to an employee®. For more information, please refer to chapter 13.

In the pay window, when you have to register an amount as an annual vacation indemnity, it
remains very important to enter this amount in the “Vacation“ column to ensure that the
program subtracts this amount from the vacation balance of this employee.

Besides, when you pay a vacation amount, especially if this amount is paid at the same time as the
regular remuneration, the income tax deduction is often much higher than normal. As explained in the
following figure, to reduce the fiscal impact, in these circumstances, VSPS offers an option to
establish the income tax amount based on the fact that this remuneration is received for more than

one pay period. In fact, as soon as you begin entering an amount in the “Vacation“ column, the
following screen is displayed.

i, Informations about a vacation pay

Funckion

Current file: # 2, Mary Something
Period: # 2, From: 01-01-2017 to: 07-01-2017, Cheque: 1201-2017

Data | Results |

The present function is used to calculate income tax when a vacation pay occurs. As we know, when an employee
receives his annual vacation pay, the amount of earnings is often higher than the normal pay because usually the

wvacation pay covers more than a pay period. This amount is even greather when the vacation amount is paid with
the last pay before vacation.

Let us take the following example: An employee makes § 800 per week and the pay period is weekly. His
accumulated amount for annual vacation is § 2.200. He is allowed 2 weeks of vacation. This employee decides to
take his vacation and wants to receive his full vacation pay. f his employer pays this amount plus his regular pay on
the same pay cheque, the total earnings will be § 3,000. In order to avoid the calculation of the income tax on a
weekly salary of § 3,000, the program offers another method to calculate the income tax. In this example, with this
methed, the income tax would be 3 times the amount based on the average earnings of § 1,000 per week (} 3,000 for
3 weeks because the employee is working one week and on vacation 2 weeks without being paid).

Faderal Quebec
Total earnings before vacation pay: | | | |
Vacation pay: | 2-'~"'~"'~"-'~"'-"| | |
Total taxable income: | | | |
Number of pay periods for which the employee will not receive any pay:
Do you wish to use this method to calculate the income tax? i+ Yes ( Mo

(if you select no, the income tax will be calculated noermally)

|: For calculation details, please select the Results tab. |

Print Cluit

Figure 16.01: Data entry screen to register a vacation amount
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If you select the method based on the average remuneration, the “Results“ tab will allow you to see
some information on the income tax calculation. Also, the difference between the two income tax
calculation methods will be shown.

mi| [nformations about a vacation pay

Funckion

Current file: # 2, Mary Something
Period: # 2, From: 01-01-2017 to: 07-01-2017, Cheque: 12-01-2017

Therefore, these earnings cover: |:| pay periods
For federal income tax purpose, the average earnings amount is: |:| per pay period
For Guebec income tax purpose, the average earnings amount is: |:| per pay period

—Federal income tax

Federal income tax per pay period based on the calculated average earnings:

Number of pay periods considered: X

Total federal income tax for this pay period: |:|
If not, the federal income tax would he: |:| a difference of: |:|

-Quebec income tax

CGuebec income tax per pay period based on the calculated average earnings:

Number of pay periods considered: X

Total Quebec income tax for this pay period:

If not, the Quebec income tax would be: I:I a difference of: |:|

Print Cuit

Figure 16.02:
The “Results“ tab when paying vacation and using the average remuneration method for income tax calculation
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You must correct a pay

If you wish to make a correction in the current pay period, you simply have to click on the “Pay* icon
and enter the desired changes. Do not forget to click on the “Post“ button to save your
modifications in the payroll database. Remember that you can post your data as many times as
you want. Each time, all data is updated (replaced) for this pay period.

When you make a correction, you are allowed to issue new pay cheques and reprint the pay reports
(summary report, detailed earnings, etc). If necessary, you can create a new payroll journal entries
file. Furthermore, if you already imported journal entries for this pay period in your accounting system,
you have to reverse these journal entries. If you are not familiar with the procedure, please consult
chapter 11.

If you need to correct a previous pay, the procedure is somewhat different. First, in the main VSPS
window, you must click on the “Reports” icon. Then, you have to select “Previous pays with
corrections allowed” and click the "Continue” button. Entering in this report, the program always
displays the first pay period. To advance to the desired period, you must click on the pay period
scrollbar and click the “Confirm* button.

The next step is to click on the "Select.” box for each employee you wish to make a pay correction.
Then you have to click the "Edit” button. As you do, the program displays the pay window. However,
in this screen, only the selected employees appear. You can then make the modifications and even
print new cheques. Remember that, once the modifications are done, you must click on the
”Post” button to save your new changes in the payroll database.

Following your modifications, it is important to quit the pay window to return to the “Previous pays with
corrections allowed” report. After selecting the pay period, you can reprint the pay reports (summary
report, detailed earnings, etc) and create a new payroll journal entries file. As explained above, if you
have imported journal entries for this pay period in your accounting system, you must reverse these
journal entries. To know how to proceed, please refer to chapter 11.

Finally, if you have forgotten an employee in a pay prior to the current pay period, this kind of
correction can not be done in the “Previous pays with corrections allowed” report. In this case, please
read the next section “You forgot an employee in a previous pay period”.
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You forgot an employee in a previous pay period

Note that VSPS does not save any payroll data when the net salary amount is equal to zero. If you
have forgotten an employee in a previous pay period, you can not use the “Previous pays with
corrections allowed” report because for this pay period, no pay was posted for this employee.

In these circumstances, instead, you must click on the “Pay“ icon. Normally, the current pay is
displayed. If you had not done it yet, you should click on the “Post” button to save the current payroll
data in the database.

Thereafter, it is very important to click on the “Erase” button in_order to have a blank
worksheet. If you are using the time sheets, hours may be displayed in this screen. If so, for each of
the employees, except for the one you forgot to pay, you should enter O over any number of hours (a
red star will be displayed beside the overwritten field). In fact, the net salary of any other employee
must be equal to zero.

Then, in the top of the screen, you must select the desired pay period by clicking on the scroll bar.
Once positioned on this pay period, you must click on the “Confirm“ button that is only visible when a
pay period changes.

Although all employees are displayed in the pay window, you must only process the payroll of
the employee that you have forgotten before.

Once this is done, you have to click on the “Post” button to save your data in the payroll
database. Since you have already posted the other employees data for this pay period, a message
will be displayed for every employee that has a salary for this pay period. In this message, you will be
asked if you wish to erase the data you posted before. For each of them, you must answer « NO »
(meaning that you do not want to erase any payroll data for this employee).

Finally, it is important to quit the pay window to return to the “Previous pays with corrections allowed”
report. After selecting the pay period, you can reprint the pay reports (summary report, detailed
earnings, etc) and if needed, create a new payroll journal entries file. As explained before, if you have
imported journal entries for this pay period in your accounting system, you must reverse these journal
entries. To know how to proceed, please refer to chapter 11.
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An employee quits definitively

When an employee is terminated and you have to prepare his last pay, usually, this includes the
outstanding vacation pay. Before selecting the pay window, you must go in the employee record
and choose “Employment termination* for the type of vacation pay. Thereby, the program will
enter automatically the vacation balance in the “Vacation® column of the pay window.

With the VSPS program, when a Quebec employee is terminated, if the employer forgets to go in the
employee’s record to select “Employment termination” for the type of vacation pay and enters directly
the amount in the “Vacation“ column of the pay window, the program will assume that this amount is
for annual vacation. In these circumstances, even after the last pay cheque to this employee, there
will be an outstanding amount for vacation. Let us recall that in Quebec, the employer must calculate
a vacation amount on each amount paid, including vacation pay, except in the case of a vacation pay
given when the employee is terminated.

Fortunately, even if this kind of error is made and the terminated employee already received his final
payment, VSPS allows you to void the vacation balance. To do so, you have to select the “Detailed
vacation to pay to an employee” report and enter the balance but as a negative amount, on the last
line (the last pay period) of the report, in the “Adjustment® column. For more information on this
report, please refer to chapter 13.

Furthermore, when an employee is terminated and all the payroll process is done for this pay period,
if you wish, in the employee’s record, you can select “Yes® for the “Terminated box. Thereby, this
employee will not be displayed anymore in the pay window. However, before selecting “Yes* in the
“Terminated” box of the employee’s record, you have to be sure that you really finished all
steps of the payroll process (posting data in the database, printing cheques or making the file
for the direct deposit, printing reports and if applicable, creating the payroll journal entries file
to import in your accounting program).

Finally, concerning the production of the Record of Employment (ROE), please refer to chapter 13.
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You want to make a backup copy

As mentioned before, a payroll database is a file with a “.DL7“ extension. This database is created by
VSPS and the name is composed of the business name followed by “17.DL7“. For example, if the
business name is “My company Inc.“, the file name will be “My company Inc.17.DL7".

The payroll databases are always in the VSPS installation directory (by default, C:\VSPS 2017).
Because this folder also contains other information in the subdirectories, we strongly recommend
that you copy the complete VSPS 2017 folder.

* To do so, you can use Windows Explorer (for more informations, please read notes below).

You should always make external backup on a CD, DVD or other device. The best thing is to
preserve this backup in a different location in case of fire, theft, etc.

Windows Explorer

Windows Explorer allows you to see the content of the computer and do all kinds of tasks (search,
copy, paste, rename, etc). This tool is included in any Windows system. To start Windows Explorer
(except if you have Windows 8 or 10), you have to click:

Start -> Programs (or all programs) -> Accessories -> Windows Explorer

Note that since Windows 7, there is a shortcut on the desktop for Windows Explorer (yellow folder at
the bottom of the screen, left side).

Once in the Windows Explorer, first, you must click on Computer. This is on the left part of the
screen. The goal is to see the C drive and all other devices. You can navigate to the desired location.

For example, if you wish to copy a folder, you have to position the mouse over this folder, right click
once, select Copy in the menu. After, you have to click on the target (for example, a USB key).
Finally, position the mouse over this target, right click once and select Paste in the menu.
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You want to install VSPS on another computer and have all the payroll data
* To do so, you can use Windows Explorer (for more informations, please read notes below).

There are 3 steps that must be followed in the order:

1- First, You must copy the VSPS 2017 folder on a USB key (or any other external disk).

2- Then, you must insert the USB key in the other computer and paste the VSPS 2017 folder from the
USB key on the C drive (not a folder of the C drive).

3- Finally, you must install the complete version of VSPS 2017 from our web site.

Notes

* After the installation, since it will be the first time using VSPS on this computer, there will be
only the Open icon available. Therefore, you will have to click on Open, click on the business
name in the File section and click on the Continue button.

Windows Explorer

Windows Explorer allows you to see the content of the computer and do all kinds of tasks (search,
copy, paste, rename, etc). This tool is included in any Windows system. To start Windows Explorer
(except if you have Windows 8 or 10), you have to click:

Start -> Programs (or all programs) -> Accessories -> Windows Explorer

Note that since Windows 7, there is a shortcut on the desktop for Windows Explorer (yellow folder at
the bottom of the screen, left side).

Once in the Windows Explorer, first, you must click on Computer. This is on the left part of the
screen. The goal is to see the C drive and all other devices. You can navigate to the desired location.

For example, if you wish to copy a folder, you have to position the mouse over this folder, right click
once, select Copy in the menu. After, you have to click on the target (for example, a USB key).
Finally, position the mouse over this target, right click once and select Paste in the menu.
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16. Quebec construction worker (CCQ rules)

In order to be able to register this kind of employee in VSPS, the first thing you must do, is to obtain
the payroll information from the CCQ. One simple way to get this, is to go on their website
(http://lwww.ccq.orq). Note that most of the information is only available in French. Once on the
website, click on "Wages”, choose the sector (i.e.; "Industriel”’), click on "Continuer”, select the
occupation, in "Compétences”, select the skill level (i.e.; "Apprenti 1”) and click on "Continuer”. Once
the results are displayed, you must print them. The following is an example (in French):

Métier 110 - Brigueteur-macon
Compétence Compadnon
Secteur Commercial et institutionnel

Description des annexes
* 23 Régle générale : travail de jour

* 26 Chantiers isolés f Baie-lames : travail de jour

Annexes
C3 co

Taux horaire
Regulier 37,19 28,95 £/heure
Dl 55,79 58,43 %/heure

Double 74,38 77,90 %/heure

Avantages sociaux
part du salarié (retraite) 3,152 3,301 %/heure

part de 'employeur 4,075 4,075 %£/heure
(retraite)

part de I'employeur 2,280 2,280 %/heure
{assurance)

Total part de 'employeur £,355 6,355 $/heure

Total part du sal. et de 9,507 9,656 £/heure
I'ermnpl.

Avantages imposables 2,515 2,515 %/heure

Fonds de gualification() 0,00 0,00 $/heure
Fonds de formation(1) 0,15 0,15 $/heure
Equipement de 0,60 0,60 $/heure

sécurita(2)

Contribution 0,02 0,02 %/heure
sectorielle(3)

Figure 16.01: Example of CCQ payroll data (part 1)
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Taxe sUr assurance 9,00 % du montant d'assurance
Congés et jours fériés payés(1) 13,00 % du salaire cotisable
Fonds d'indemnisation(1) 0,02 $/heure

Frais de participation volontaire au régime d'avantages sociaux(¥
part du salarié 0,075 $£/heure
part de l'employeur 0,075 $/heure

Préléevement {minimum

10,00%)
part du salarig 0,75 % du total (salaire + congés
payes)
part de 'employeur 0,75 9% du total (salaire + congés
payes)
Cotisation horaire A.E.C.Q.(1) 0,03 $/heure + TPS et TVQ

applicables (min 5,00%)

Cotisation annuelle A.E.C.Q.(1) 225 00 $/fannée + TPS et TVQ

applicables
TPS applicable 5,000 9%
TYQ applicable 9,975 9%

(1iCette cotisation est payée par I'employeur.

(2)Le taux d'éguipement de securité représente le maximum applicable et est
payeé par 'employeur,
Veuillez vous référer aux conventions collectives.

(3IPour les secteur &, B et C, |a contribution sectorielle est payée par le salarie
et pour le seckeur O, elle est payee par 'employeur.

(41Cette cotisation s'appligue seulement aux heures rapportées sous le code
de statut &, H, I ou 1 du rapport mensuel,

Figure 16.02: Example of CCQ payroll data (part 2)

97



VSPS 2017

Cotisations syndicales {payées par le salarié}

Annexes
c3 co
CsD
Hebdomadaire 18,60 19,42 f£/semaine
Plus autres frais 0,055 0,055 f/heure
C5N
Hebdomadaire 18,60 19,42 f£/semaine
Plus autres frais 0,065 0,065 $/heure
SQC

Hebdomadaire 11,65 11,65 %/semaine
CPQMC (Local 0004)

Hebdomadaire 16,00 16,00 f£/semaine

Plus autres frais 0,025 0,025 f/heure
CPQMC {Local DDD7)

Mensuel 34,00 24,00 %/mois

Plus autres frais 0,025 0,025 $/heure
FTQ {Local 0100)

Hebdomadaire 20,00 20,00 ffsemaine

Remargues maximum 23 sem./annee

Figure 16.03: Example of CCQ payroll data (part 3)
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In the VSPS software, first, you must rename one field in the “Other income*” section and two fields in
the “Other deduction® section. This will permit to have more precision in the pay window, the reports
and the pay stubs.

Therefore, in the main window of VSPS, you must click on the “Company“ icon and then on the
“Other income and deduct.” tab. If you are not currently using “Other income 1” (otherwise use “Other
income 2”), rename it to something like “Safety equip.”. This is the amount paid to the employee for
his safety equipment.

Regarding the 2 Other deductions to rename, you could rename the first one by “Sectorial contrib.”
and the second one by “CCQ Levy”. In both cases, it is important to check the boxes to indicate
that these are deductible for Federal and Provincial. For better understanding, the following figure
shows an example.

i Business profile information - 000000 Canada Inc.

Funickion

Basic info | Pay | Departments | Groups | Other income and {Ieduct.§| Frojects | C55T | Otherinfo |

’This screen allows you to name other incomes and other deductions (max. 20 car.).

Safety equip. |

Other income 1:

Other income 2: | |

The program already contains the standard deductions (union, RPP, RRSP, etc) but you can use up to 10 other
deductions. Note that normally, these other deductions are non deductible for income tax matter. However, if a
deduction is tax deductible, click to select the box heside the line.

Deductible for income tax
Federal Provincial

Other deduction 1: |Se¢torial contrib. | v 1
Other deduction 2: |CC(} Levy | e o
Other deduction 3: | | L N
Other deduction 4: | | L N
Other deduction 5: | | N N
Other deduction 6: | | N N
Other deduction 7: | | N N
Other deduction 8: | | L N
Other deduction 9: | | N N
Other deduction 10: | | L N

Pay dates Calendar Quit

Figure 16.04:
Screen used to rename other incomes and other deductions in order to obtain more precision
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Thereafter, you must fill out the employee form ("Employees” icon in the VSPS main window). After
entering the basic information (name, address, etc), you must enter the incomes and deductions. You
must refer to the information obtained from the CCQ (see figures 16.01 and 16.02 for an example).

In the “Incomes” tab of the employee record, you must enter the hourly rate. For the "Safety equip.”
income, first, you must select, ”$ per hour, not taxable”. Then, you will be able to enter the amount
with a possibility of 4 decimals.

| Employee profile - 000000 Canada Inc.

Function
(v .
Search: | On: Name | Find next |
" Employee number
Current file: #1 John So-And-So

Basic | Incomes | Benefits | Deduct. | Fed.incometax | Prov.incometax | Miscell. |

Pay frequency: |‘||"u’n3:el-'.lj,,|r (32 or 33 pays per year) j
Pay type: |H0l|l'|]||’ or fixed salary j
Fixed salary per pay period:
Regular hourly rate: 3719

Time and half (T1:2) after: hours. Double (T2) after: hours

* For any subsequent change or to add new rate, click here = | Modify

Other earnings per pay

Other income 1 (Safety equip.): | ':'-ﬁﬂl |$ per hour, not taxable j

Other income 2: | .l]l]| |Fi}{ed amount, taxahle j
Vacation

Rate 1 (ex: if 4%, enter 4): 4.0000( % at beginning of the year

Rate 2 (if it changes during the year): L0000 % effective from: |:| {(dd-mm-yyyy)

Paid later j

Type of vacation pay:

Calendar

New employee

CIRINAI

Export basic info

Pay dates

Figure 16.05:
Example of the non-taxable income for the safety equipment
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The next step is to click on the “Benefits” tab. On the line “Other _taxable benefits for PROVINCIAL
only “, first, select "$ per hour”. Then, you will be able to enter the amount with a possibility of 4
decimals.

i, Employee profile - 000000 Canada Inc.

Funckion
fv -
Search: | On: Name | Find next |
" Employee number
Current file: #1 John So-And-So

Basic | Incomes | Benefits | Deduct. | Fed incometax | Prov.incometax | Miscell |

Benefits (income not paid but taxable)

EN

Board and lodging: | .00| |Fixecl amount

Other taxable benefits
for federal AND provincial: | 00| [Fixed amount

Le

Private health care
insurance (Quebec): | 00| |F|He{I amount

Le

Other taxahle henefits
for PROVINCIAL only: | 2.515] [§ per hour

Le

Other taxable benefits
for FEDERAL only: | 00| Fixed amount

Le

Pay idates Export basic info New employee Calendar

Figure 16.06:
Example of the taxable benefit (Quebec only)
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Next, you must select the “Deduct. “ tab to configure the union dues and the contributions for pension
plan. It is very important to enter the data for these two elements on the right lines. If not, the
amounts will not appear correctly on the T4 and Relevé 1 slips.

Concerning the pension plan, the line to be used is “Registered pension plan, RPP“. You have
to enter only the employee’s portion (do not include the employer’s contributions).

As for any deduction, in both cases, you have to double-click on the box to the right of the label. A
screen will be displayed to define how the deduction must be calculated.

Regarding the union dues, depending on the occupation and the union, sometimes there can be
several parameters (amount per pay period + amount per hour, minimum, maximum, etc).

| Employee profile - 000000 Canada Inc.

Function
(« :
Search: | On: Name | Find next |
" Employee number
Current file: #1 John So-And-So

Exemption for Canadian employment insurance (El}: " Yes [ No
Exemption for CPP/QPP (Canadian or Guebec pension plan): ™ Yes + No
Exemption for QPIP (Quebec parental insurance plan): " Yes & No

| * To define a deduction, double-click on the box |

Union or professional dues: |'I$.ﬁll} per pay + 0.065 per hour |

Parity committee or similar body: | |

Group insurance: |

Reqistered pension plan {(RPP): [3.152 per hour

Regist. retirement savings plan (RRSP): |

Retirement compensation arrangement:

Labour sponsored funds:

|
|
Charitable donations: |
|

Reimbursement of advances:

| “ For other deductions, including those for CCQ in Quebec, click here ---> | | Other deductions |

Pay dates Export basic info New employee Calendar

Figure 16.07:
Example for union dues and pension plan
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Next, at the bottom of the screen, you must click on the “Other deductions® button. A window will be
displayed to define how to calculate the sectorial contribution and the CCQ Levy. Once again, this is
only the portion paid by the employee (do not include the employer’s contribution).

For the sectorial contribution, if the sector is “residential“, the employee has no amount to pay. In this
case, only the employer has to pay (.04 per hour). For any other sector (industrial, etc), the employer
has nothing to pay. It is rather the employee that must pay (normally .02 per hour).

Concerning the CCQ Levy, the amount to pay by the employee is usually .75% of the gross income
excluding taxable benefits. The contribution for the employer is the same as the employee.

w. Addendum - Other information, (change of hourly rates, etc) - 000000 Canada Inc.

Funckion

Current file: #1 John So-And-5o

Hourly rate #1 | Hourly rate #2 | Fixed salary | Other deductions | Info CCQ |

| “*To define a deduction, double-click on the hox

Sectorial contrib. [0.020 per hour

CCQ Levy |'I}.?5'I} % of gross earnings excluding ben.
Other deduction 3 |
Other deduction 4 |
Other deduction 5 |
Other deduction 6 |
Other deduction 7 |
|
|
|

Other deduction 8
Other deduction 9
Other deduction 10

Pay dates Calendar

Figure 16.08:
Example for the sectorial contribution and the CCQ Levy
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Finally, you must click on the “Miscell.” Tab and check the box to indicate that this employee works in
the field of construction in Quebec (when CCQ rules apply). A screen will be displayed to enter all the
information needed for the monthly report to submit to the CCQ. At any time, in the “Miscell.“ tab, you
can access this screen by clicking on the “Info CCQ* button.

i, Addendum, - Other information, (change of hourly rates, etc) - 000000 Canada Inc.

Funckion

Current file: #1 John So-And-5o

To configure the various payroll elements for an employee working in the field of construction in Guebec, it is very important to
iconsult the help function or the user manual in the section =Cuebec construction worker (CCO rules)=. The topics are, among
iwthers, the CCO vacations, the compensation amount for safety equipment, the Guebec taxable benefits, the contribution for
pension plan, the union dues, the sectorial contribution and the CCO lewy.

Sector of activities: |C} Institutional and commercial j

Trade code (occupation): |11l] Briqueteur-magon j
Apprenticeship period: |Com|}ﬂgnon j

Schedule of wages: |C.3 {Institutionnel et commercial) j

Status code {if applicable): |NOIle j ->no code for a construction employee
Code for work region: |[|3 Grand Montréal j

Union’s name {ex: CSN): |CSN |

Employer contributions related to CCQ (field of construction in Québec)
' This information is used to produce the CCO monthly report

Pension (} per hour: 4.075
Insurance (§ per hour): 2.280
Cualification fund (§ per hour): 000
Sectorial contribution (§ per hour):
Contribution to AECQ (} per hour):

Special compensation fund {§ per hour):

-» .04 for the employer if residential zector, otherwize 0

Training fund {§ per hour):

[

CCO Levy (% of gross earnings):

Pay dates Calendar Quit

Figure 16.09:
Other information needed to produce the monthly report to submit to the CCQ

It is important to make sure to enter all the data including the employer contributions payable to the
CCQ (pension, insurance and qualification fund). This information is essential to generate the CCQ
monthly report. Please note that some information (those written in gray) are already entered and can
not be modified because they are determined automatically by the software.
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When all required information is entered in the employee’s form, it then becomes possible to process
the payroll for this employee.

In the pay window ("Pay” icon in the VSPS main window), if you have at least one employee working
in the field of construction in Quebec, additional columns are displayed.

Two of these columns are used for vacation pay. Note that for an employee working in the field of
construction in Quebec, the CCQ requires the employer to add to the income, at each pay period,
13% for vacation (13% x number of hours subject to CCQ rules x hourly rate). In reality, it is 6% for
annual vacation, 5.5% for statutory public holiday and 1.5% for sick leave.

However, this vacation amount is not paid directly to the employee. The employer must instead pay
this amount to the CCQ that pays, twice a year, an allowance to all Quebec construction workers.
Since the employee does not receive this amount with his pay, the software displays another column
for the vacation CCQ deduction. By default, this amount is the same as the one in the vacation CCQ
income.

Moreover, for a Quebec construction worker, in the pay window, by default, the program assumes
that the hours entered are all worked hours in the field of construction in Quebec. However, in the last
columns of the pay window, the user can modify the number in the “Hours subject to CCQ” column
and the amount in the “Gross income for vacation CCQ calculation” column. This affects the CCQ
vacation calculation and also other incomes and deductions related to CCQ rules.

In other words, if a construction worker, in a pay period, has worked hours subject to CCQ
and hours not subject to CCQ, do not forget to modify the “Hours subject to CCQ” column in
order to calculate the proper incomes and deductions.

Because VSPS allows you to enter 2 different hourly rates for an employee, in these circumstances,
the program always assumes that the first hourly rate is the one used for the hours subject to CCQ
rules. So if ever an employee with 2 different hourly rates has hours that are not all subject to CCQ
rules, you must allocate “rate 1” hours (those subject to CCQ) and “rate 2” hours (hours not subject to

CCQ).

Regarding the monthly report to produce to the CCQ, with the VSPS software, each license of
2 businesses or more includes the function to produce the necessary data for the monthly
report to submit to the CCQ. In the case of a single business license, this is an option ($ 50
plus sale taxes).

In the main window of VSPS, to access this report, you must click on the “Reports® icon, select “CCQ
monthly report® and click on the “Continue® button. A screen will be displayed to select the criteria.
Note that only employees subject to CCQ are listed. Moreover, the criteria for this report are already
selected and can not be changed. In fact, you only have to choose the month and click on the
“Continue” button.

The report itself includes 4 tabs.
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The first tab lists the details of every payroll period which ends in the selected month (only employees
subject to CCQ). This information is used to understand the origin of some of the CCQ monthly report
data.

= Detailed or summary payroll results for a given period of time - 000000 Canada Inc.

Function
Pay window | CCQmonthly reportpart1 | CCQ monthly report part 2| Results perweek |
Pay frequency: All pay frequencies Detail per employee: Yes Detail per pay: Yes
Type of regzultz:  Per pay results Period for report:
Employees: Selected For March 2017 [pay period dates]
. Insurable
+ Name Pay period Al Ser| R e T2 hours Uikl hours for | Basic salary
salary hour hours hours hours El
1 John So-And-So #10 End 04-03-2017 Ch 03-03-2017 0.0 3718 375 1] ] 375 375 1,394.62
2 tary Something #10 End 04-03-2017 Ch 03-03-2017 0.an0 223 41 0 0 41 41 914.71
Total for this pay n.oa 785 n ] 785 785 2.308.33
1 John So-And-So #11 End 11-03-2017 Ch 16-03-2017 n.oa 3718 37h n ] 375 375 1,394 62
2 Mary Something #11 End 11-03-2017 Ch 16-03-2017 n.0o 2231 LN 1] i] 40 40 892 40
Tatal for this pay 0.00 77h 0 0 775 775 2.287.02
1| John So-And-So #12 End 18-03-2017 Ch 23-03-2017 0.00 3719 38 il 0 38 38 1.413.22
2 Mary Something #12 End 18-03-2017 Ch 23-03-2017 0.0o 221 40 i] i el 40 292 40
Tatal for this pay 0.0 78 1] ] 75 78 2,305.62
1 John So-and-So #13End 25-03-2017 Ch 30-03-2017 n.oa 3718 375 i] ] 375 375 1,394 62
2 Mary Something #13 End 25-03-2017 Ch 30-03-2017 0.00 2231 40 n i] 40 40 292.40
Tatal far this pay n.oa 776 n ] 77h 7Ph 2.287.02
TOTAL : n.oa 3115 i] ] 3115 3115 9,1585.99
4 3
To go to the employee ime sheet. double-click or press F3 on any hour cell.
|Conlig_ | Print |Employees Calendar | Quit |

Figure 16.10:
First tab of the CCQ monthly report (there are several other columns)
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The screen of the second tab displays the data required to complete the first part of the CCQ
monthly report (one line per employee).

Thus, in this window, there is all the information required for each employee (occupation code, region
code, etc) and the monthly results (hours, assessable earnings, CCQ vacation, union dues, etc).

In this tab, if needed, the user can modify most of the data. When you overwrite an amount, a red star
is displayed to the right of this field. As indicated at the bottom of the screen, to restore an overwritten
formula, position the cursor on this field and press “Delete” on your keyboard.

The following figures show the columns of this report.

= Detailed or summary payroll results for a given period of time - 000000 Canada Inc.

Function

Paywindow | CCQ monthly report part 1 |  CCQmonthly report part 2 | Results perweek |

Initial Number of Trade code | Code for Code for

Surname first weeks i i . sector of schedule of
status o
name worked activities wage

1/ 000-001-005  So-and-Sa
2 000-002-005  Something M 4 1 110 c -3 0s
TOTAL :
4 4
To restore an overwritten formula. pressz Delete on this cell. | Print | Quit |
Figure 16.11:

First part of the CCQ monthly report (monthly results per employee)
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= Detailed or summary payroll results for a given period of time - 000000 Canada Inc.

Function

Paywindow | CCQ monthly report part 1 |  CCQmonthly report part 2 | Results perweek |

Initial

- ., Assessable Yacations
Surname first Union's name .
earnings cca
name
1 000-001-005  So-And-So J CEM 1505 ] n 1605 5.597.08 V27 B2
2 000-002-005  Saomething M CEM 161 ] i] 161 35911 46694
TOTAL : 3115 ] i] 3115 9188949 1.194.56
4 3
To restore an overwritten formula, press Delete on this cell. | Print | Quit |

Figure 16.12:
Second part of the CCQ monthly report (monthly results per employee)

108



VSPS 2017

Note that in the official CCQ monthly report, column 5 (“Social benefits®) is actually the total of 3
items:

- Employee contribution to the pension plan
- Employer contribution to the pension plan
- Employer contribution for insurance

This is why, in the VSPS CCQ monthly report, in order to provide more details, there is a column for
each of these 3 elements. There is also the column “Total social benefits® that is the sum of these 3
components. So, in the official CCQ monthly report, in column 5 (“Social benefits*), you must

enter the amounts that are displayed in the “Total social benefits“ of the VSPS CCQ monthly
report.

= Detailed or summary payroll results for a given period of time - 000000 Canada Inc.

Function

Paywindow | CCQ monthly report part 1 |  CCQmonthly report part 2 | Results perweek |

Initial Employee Employer Employer .
Surname first Union dues contribution contribution contribution to Tm?:;,?;liﬁ:
name to pension to pension insurance
1 000-001-005  Sg-And-So J 5419 47438 61328 343714 1.430.80 3.0
2 000-002-005  Something M 5510 263.88 536.93 367.08 1.167.89 3.2
TOTAL : 139.29 738.26 1.150.21 022 2.598.69 6.2
L] »
To restore an overwritten formula. pressz Delete on this cell. | Print | Quit |
Figure 16.13:

Last part of the CCQ monthly report (monthly results per employee)
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In the third tab, the last part of the CCQ monthly report is displayed (the summary section and
the total amount to pay).

Once again, in this section of the VSPS CCQ monthly report, if needed, you can change most of the
amounts. In such a case, a red star is displayed beside the amount to indicate that the user has
entered the amount manually. As shown at the bottom of the screen, to restore the formula, position
the cursor on this field and press “F8” on your keyboard.

i Detailed or summary payroll results for a given period of time - 000000 Canada Inc.

Funickion

Pay window | CCL maonthly report part 1 | CCQ monthly report part 2 | Resulfs perweek |

CCQ monthly report {summary). Sunday 26-02-2017 to Saturday 25-03-2017

Employee contribution to a registered pension plan [RPFP): l:l
Employer contribution to a registered pension plan: I:l
Employer contnbution for insurance: I:l

[7] Social benehts [total of column in the detailed report):

[8] Salez tax on Insurance: 631.9
[9] Special compenszation fund:

[10] A.E.C.Q. hourly contribution:

[11]1 A.E.C.0Q. annual contribution:

[12] GST on AE.C_O. contribution:

[13]1 Q5T on A E.C_O. contribubion:

[14] CCA Yacations and general holidays pays:

[15] Levy: 1557
[16] Union contributions: 139.2
[17] Qualification fund:

[18] Traiming fund: 46.7

[19] Sectonal contnbution:

[ o | | - [
| | w || | ==l | (RS

Total :

Including employer: 2,064 53 + G5T 0.47 + Q5T 0.93 = 2,065.93
[excluding 1.194 56for CCQ vacations)

To restore an overwritten formula, prezz F8 being in that cell | Print ‘ Quit ||

Figure 16.14:
Third tab of the screen used to fill out the CCQ monthly report
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It is important to print the data in the second tab (results per employee) and the data in the
third tab (summary and total amount to pay). In both cases, you have to click on the “Print*
button at the bottom of the screen.

Then, you will be able to fill out the official CCQ monthly report because you will have all the needed
information. It is recommended to fill out the CCQ monthly report directly on their website
(http://www.ccq.org).

Furthermore, in the fourth tab, the detailed amounts to be paid to the CCQ are displayed for
each week of the selected month (all employer contributions and all employees contributions).

= Detailed or summary payroll results for a given period of time - 000000 Canada Inc.

Function

Paywindow | CCQmonthly reportpart 1| CCQ monthly report part 2 | Results per week |
Earnings Employer .
. _Huurs excluding CCQ | contribution Sale tax on Spec_:lal
Fay period subject to . . Insurance . compensation
CCQ| wacations | to pension insurance fund
vacations plan
1 #0, 26-02-2017 to 04-03-2017. Ch 09-03-2017 785 2,308.33 300.21 28954 178.98 16.11 157
2 #11, 05-03-2017 to 11-03-2017. Ch 16-03-2017 775 2.287.02 29731 286.21 176.70 15.90 1.55
3 #12.12-03-2017 to 18-03-2017. Ch 23-03-2017 78 2,305.62 299.73 288.25 177,64 16.01 1.56
4 #1113, 19-03-2017 to 25-03-2017. Ch 30-03-2017 775 2.287.02 297.31 286.21 176.70 15.90 155
TOTAL : 3115 9.188.99 1.194.56 1.150.21 710.22 6392 6.23
A »
| Pint | Quit

Figure 16.15:
First part of the weekly results for the montly CCQ report
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= Detailed or summary payroll results for a given period of time - 000000 Canada Inc.

Function
Paywindow | CCQmonthlyreportpart1 | CCQmonthly report part 2 | Results per week |

Contribution Sectorial | Total employer

Pav period Contribution to levy| Qualification Training contribution | contributions to

¥ P to AECQ | {employer's fund fund | (employer's |CCQ before sale

portion) portion) taxes
1 #10, 26-02-2017 to 04-03-2017. Ch 08-03-2017 2.35 19.57 0.00 1177 0.00 820010 01z
2 #11,05-03-2017 to 11-03-2017. Ch 16-03-2017 2.32 19.38 0.00 11.62 0.00 810.99 012
3 #12,12-03-2017 10 18-03-2017, Ch 23-03-2017 2.34 1354 0.00 11.70 0.00 816.97 01z
4 #13,19-03-2017 to 25-03-2017. Ch 30-03-2017 2.33 19.39 0.00 1164 0.00 811.03 0.1
TOTAL : 9.34 77.88 0.00 46.73 0.00 3.259.09 0.47

4 3

| Print | Quit

Figure 16.16:
Second part of the weekly results for the montly CCQ report
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=, Detailed or summary payroll results for a given period of time - 000000 Canada Inc.

Funckion

Pay window | CCQ monthly reportpart 1 | CCQ monthly report part 2 | Results per week |

Sectorial
contribution
(employees

Total employer Fension plan

AT GETE ] {employees | Union dues

CCQ vacations

Pay period QST | contributions to

cca contributions) portion)

T #10, 26-02-2017 10 04-03-2017, Ch 09-03-2017 0.23 820.45 520.24 185.40 34.86 157
2 |#11, 05-03-2017 ta 11-03-2017, Ch 16-03-2017 0.23 811.34 514.03 183.76 34.80 155
3 #12.12-03-2017 10 18-03-2017. Ch 23-03-2017 0.23 817.32 517569 185.34 34.83 1.56
4 #13,19-03-2017 10 25-03-2017, Ch 30-03-2017 0.24 811.38 51407 183.76 34.80 155
TOTAL: 0.93 3.260.49 2.065.93 738.26 139.29 6.23

4 3
| Pint | Quit

Figure 16.17:
Third part of the weekly results for the montly CCQ report
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=, Detailed or summary payroll results for a given period of time - 000000 Canada Inc.

Funckion

Pay window | CCQ monthly reportpart 1 | CCQ monthly report part 2 | Results per week |
FPension plan Cmﬁﬁgt;:]ﬁr: Levy emplu—;graﬁsl Total
Pay period (employees | Union dues I {employees ibuti amount to
contributions) (emp oyees contributions) contributions pay to CCQ
portion) to CCQ
1 #10. 26-02-2017 to 04-03-2017, Ch 09-03-2017 185.40 34.86 157 1957 24140 1.061.85
2 #11.05-03-2017 ta 11-03-2017. Ch 16-03-2017 183.76 34.80 156 19.38 239.49 1,060.83
3 #12.12-03-2017 to 18-03-2017, Ch 23-03-2017 185.34 34.83 1.66 18.64 24127 1,068.589
4 #13.19-03-2017 to 26-03-2017. Ch 30-03-2017 183,76 34.80 1558 19.38 239.49 1.050.87
TOTAL : 738.26 139.29 6.23 77.87 961 65 422214
4 3
| Pint | Quit
Figure 16.18:

Last part of the weekly results for the montly CCQ report

Finally, for those who have not purchased the option to have the VSPS CCQ monthly report, it
remains possible to generate a report in which you can obtain monthly data for selected
employees (those subject to CCQ rules).

For more details, please refer, in chapter 13 of this user manual, to section « Detailed or summary
payroll results for a given period of time ». In the criteria for this report, first, you must only select the
employees that are subject to CCQ rules. Then, you have to choose ”No” for ”Detail per pay”,
select ”Monthly results” select "For a month” and choose the desired month. It is also very
important to note that you must select the option ”Based on end of pay period dates” (instead of
”Based on cheque dates”). You will then obtain, for each of the employees, the CCQ worked hours,
the earnings and the deductions for the selected month. With this information, it also becomes

possible to calculate manually all the employer contributions for the purposes of the CCQ monthly
report.
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