South Central MN Electrical Workers Fringe Benefit Fund

Electronic Payroll Reporting Procedures

This report is formatted in Microsoft Excel.  It was created as a “template”.  When opening the file, it will pop up a screen regarding Macros.  Select the option to “Enable Macros”.

When viewing the report, you will notice that it is a replica of the existing paper form as far as appearance.  There are 5 pages to the report.  The first page contains your company information at the top, report summary information at the bottom and the start of the data entry in the middle.  The remaining four pages are for data entry.  When the report is printed, the top portion containing the company information is printed on each additional page.

**This report may also be useful to you in preparing your weekly payroll.

Data Entry Procedures

You will notice that there are “shaded” and “non-shaded” areas on the report.   The “brown-shaded” areas are where you will be inputting information.  The “non-shaded” areas contain formulas which will compute automatically.  These cells are also “protected” so you cannot mistakenly enter information into them.  The “brown-shaded” areas are as follows and require the input of the listed information:

Report Header:

· Name, address, city, state, and zip code of company

· Local Union where work is performed

· Federal ID number

· Wage rate per hour

· Payroll period

Body of Report:

· Social Security Number*

· Name

· Class*

· Hours worked

· Premium pay

· 401K contributions

· Please note:  These two columns contain a red triangle in the upper right-hand corner of the cell.  If you place your mouse cursor over this triangle, an informational box will pop-up detailing how or what information should be entered into these cells.

Summary of Report:

· NECA Service Charge or AMF –NECA Charge—enter Y or N

If you are not a member of NECA, you may submit your AMF Charge with this payroll report instead of submitting it directly to NECA.

· “Check Here” information

· Type of Business

· Company Name, Signature and Date
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Entering Employee Details:
Once you begin entering your employee’s detail information, you will see that the “non-shaded” cells begin computing the benefit amounts for you.  

In addition, these amounts are carrying forward into the Summary Totals of the report automatically.

Once all of the employee information is entered and verified, the file may be saved to a floppy disk/CD and sent, along with the payment, to Sturm and Associates, for processing. 

 Manual Entries:

In certain circumstances, you may need to manually enter an employee’s benefit information.  Some of the most common reasons are below:


New Member – Dues are not paid until member is initiated into the Union.


Wage Differences – Wage rate is different from specified in Wage Class.


Portability – work was performed in a different local at a different wage rate.


Owners/One man shop – Do not contribute to all the benefits.

In these circumstances, the employee’s benefit information will need to be inputted manually in the section on Page 4 of the report, which is shaded in light blue.

Procedures for inputting manual entries:

· All employee information needs to be entered manually in the light-blue shaded area.  

· Entries that are made in the light-blue shaded area and automatically carried down into the turquoise shaded area.

· The cells listed in the turquoise shaded area next to the employee’s name need to be completed with a “Y” for yes or “N” for no in regards to if this employee is entitled to the specified benefit.  This will determine if their hours/earnings are included in the computations on the 1st page summary total section of the report.   You must answer “Y” or “N”—these boxes cannot be left blank.
Once all of the employee information is entered and verified, the file may be saved to a floppy disk/CD and sent, along with the payment, to Sturm and Associates, for processing. 
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