Exporting from Paymate to Adagio Ledger
1. Getting Ready in Paymate

Before you can successfully export payroll data from Paymate, you must tell Paymate what
General Ledger accounts to use. This is done under Setup / Departments and Accounts.

You must have a G/ account _ .
. II%‘Deparl:menl:s and Accounts Edit = ||:||1|
number (and department if you use - bepstment Iniamation-

departments in the G/L) for each : ““T“‘.’e’;l
i L. . escnptlon.lfolce Staff
debit and credit item in Paymate. In
some cases, the same G/L account  pesiiien | Account Number [ Credittem [ Account Number |
code may be used for more than one [1 33 5000 - 100 302 EstraFedTs 2800
. 102 Hily W ages BRO0 - 100 304 ExtraliuaTx
Paymate item. For example, you W 071 5500 - 100 W CPP 2810
ST 104 0Tz 5500 - 100 6 OPP
may use the same liability account  [i5; oo ec00 200 o e 2520
for the credit amounts in “CPP” 108 | Mairkain 5500 - 300 30 Fed Tax 2800
. 105 Wac Paid 5500 -100 303 GQue, Tax
(the employee deduction) and 106 SickPad 5500 -100 B04  NetPay 1020
13 2 40 Wachccued 5000 -100 40 Wachcoed 2850
Cmp CPP (the Company 402 SikAccrued 5000 -100 402 SikAccued 2860
expense). B4 CrpEl 5000 - 100 B4 CrpEl
815  CmpCPP 15  CmpCPP
B16  Crp OPP B16  CpGPP

The departments you set up in
Paymate may or may not be the g
same as the departments used in the EEELEE e | Qo | _Boew | 70 |
General Ledger. However, this

Departments and Accounts screen above must be filled out for every Paymate department.

2. Getting Ready in Adagio Ledger

x

=101} Tn Adagio Ledger, you must have at least one
T [<] Source Code for the payroll transactions. This is

ICRC |I/C Receipts/Retuns added under Edit / Source Codes.
IC-5H 1T Shipments/R eturns

OE-CH  O/E Credit Motes
COE-CO  0/E Congolidated
COE-M  0/E Invoices

You may have several payroll-related source codes,
A i - but only one will be used by the transactions

PR-CO Pagroll Consolistion = brought in from Paymate. In the example here, that
FR-MC | Payrall Manual Check. Delste Would be “PR-CK.”

FR-UI | Payrall Unemplayment Insurance
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3. Exporting from Paymate for the First Time

The first export from Paymate to Adagio should be used to, as much as possible, create defaults
to make future exports easier.

Let’s start in Paymate. After completing a payroll, select Payroll / Export Payroll.

The first tab is “Parameters.” You will fill out this screen each time you export. Select the dates
and other groups that you want to export. Under fiscal period, fill in the period to which you
want the transactions posted in the General Ledger.

Now, click on the “Setup” tab. Make sure you have selected “Adagio - Single Currency.” This
may have already been set when you originally set up Paymate, and so will appear here. If not,
use the drop-down list to select it.

Then click on the “Preferences” tab. [ Destination

Export File Mame: |C:\PAYM#3«TEW'\GLB#3«TI:H.T><T [‘_\,l

Under Adagio Preferences, fill in _

. rAdagio Preference
the Source Code you created in SR SR =
Adagio Ledger. (The name Source
Journal here is misleading. It means
the Source Code in the Ledger.

Important: do not put the dash in the Source Journal box, just run all four of the Source Code
characters together. If the second segment of the source code is only one character, it is
considered to be right aligned. That means, if the Ledger source code were “PR- 2" you would
type these characters here: P, R, space, 2.

Next, to make our import setup in Adagio Ledger easier, use your mouse to highlight the Export
File Name and press CTRL-C. This copies the text to the Windows clipboard.

4. Importing into Adagio Ledger for the First Time
From the file menu, select like this: Accodnts

Batches
Exit alk+F4

Header Detail

Dekail Only

Since you selected the correct data export format in Paymate, there is little that needs to be
changed on this screen. (See next page)

Highlight the File name and press CTRL-V. This will paste in the text we copied to the
clipboard in the last step.
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File Iformation | Import Fiskd Selection | Fisld Defauts | Make sure the first two boxes, “Use

4 digit years” and “Use extended
File format IASEII C5Y [Delimited) j Character Set”are nOt Checked
File rame ~[C:\PAYMATEWAGLBATCH.TXT EI — |
Opti : .
o it yos? - Pir__| | Check the box “Validate before
Use extended character set? r Help | importing” to make sure that all the
REHEIL NIDEEl | mee | | account codes are valid in your
‘alidate before importing? I .
- N imported batch.
You may also wish to check the

“Delete import file on success” box.
This makes the import process more like the subledger retrieval process in that it removes the file
to prevent importing it again.

Important: this does not prevent you from accidentally exporting the same data from Paymate
and importing it into the Ledger again. You must carefully keep track of this yourself.

Now, to make future imports simpler, we’ll save these settings. Click on the “New” button.
Enter the name “Paymate” and click on “OK.”

Finally, click on the “Import™ button.

When the import is done, a message will be displayed showing one transaction imported. This
transaction becomes a regular Ledger batch ready to be printed and posted. If your settings in the
Company Profile permit, you may also edit the batch to, for example, redistribute expenses.

5. Regular Export / Import Process.

After saving all the settings in the previous steps, the regular payroll data transfer becomes very
easy.

In Paymate, select Payroll / Export Payroll. Fill in the dates and fiscal period. Click on
“Export.”

In Adagio Ledger, select File / Import / Batches / Detail only. 1f “Paymate” is not displayed in
the “Template” field, select it from the drop-down list. Click on “Import.”

Edit the batch if desired. Print and Post.
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