Import Pensoft Payroll File
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To import a previously created Pensoft export data file into SedonaOffice, follow the instructions below.

1. Navigate to the Payroll Interface module from the SedonaOffice Main Application Menu and select the Import menu
option.

2. The Import Payroll form will be displayed. At the lower right of the form in the Type field, select Pensoft from the
drop-down list then click the = | execute button to the right of the field.

3. The Windows File Explorer will be displayed. At the bottom of the form locate the saved Pensoft export file. Do not
change the file type to the right of the file name. The file type selected must be Pen Soft Data. Once the file has been
selected, click the Open button.
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The Import Payroll form will be displayed. This form consists of two tabs; Raw Data and Posting Entry forms. These
forms will automatically be populated with the data from the Pensoft file selected.

5. Select the Posting Entry form.



&L Acct | Cat= | Dbt | Credit | Chedc 2 | Mame
0005 311/2009 500,00 Dt Labor 4000 Eadey Barr
60020 B{11/2009 4.3 PR Facdiral Urimplayment Tax 4000 Eaday Bar
§0021 3/11/2009 0.3 PRER-Slate Unemployment Tax 4000 Baiey Barr
60022 03{11/2009 0.3 PRER-State Workers Comp. 000 Badey Barr
0024 U3/11/2009 33,51 PRUER-Socal Security 4000 Baiey Barr
60023 053{11/2009 .7 PRER Medeare Tax 4000 Baiey Barr
10020 #3/11/2009 399,73 NetPay 4000 Baiey Barr
24001 053{1172009 430 FR-federal Unemoloyment 4000 Babey Barr
24002 03/11/2003 0.3 PR-Stase Unemployment 4000 Baley Barr
24003 O3/11/2009 0.35 PR-Workers 4000 Ealey Bar
24004 oE/11/2009 33.31 PR-Socal Secunity-Employes 4000 Eailey Bamr
4006 112008 .79 PR-Medcare-Employes 000 Ealley Barr
4008 113009 13,00 PRSDw 4000 Eaday Barr
24009 3/11/2009 2000 PR-Federal Withhoking 4000 Baiey Barr
24100 03/11/2009 G000 01K Ervployee Contribution 4000 Baiey Barr
24004 3/11/2009 33.31 PR-Sodal Security Employee 4000 Baiey Barr
24006 S/11/2009 77 PRMedcare 000 Baiey Barr
£0025 03/11/2009 52,17 PREE-Heslth Insurance 4000 Baiey Barr
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6. At the bottom of the Posting Entry form, select the Branch from the drop-down list, then click the Post button
located at the lower right of the form.

Check.

60005 E00.00 (Chik = 4000 - Direct Labor 352 - Badey Bar - Installaton 05112003 4000 Instaliabo)
EO0Z0 43 Chic £ 4000 - PRER Federal Unemployment Tax 352 -Balley Bar - Installation 05112009 4000 Installatio
50021 Lk Chic = 4000 - PRER -State Unemployment Tax 352 - Baley Barr - Installation 0y L1j2009 4000
50022 0.3 Chic # 4000 - PRER -Stabe Workers Comg, 352 - Baikey Bar - Installation 0811/2009 4000 Installatio
50024 3331 Chic # 4000 - PR/ER Social Secuity 352 - Bakey Bar - Ingtallaton 09112009 4000 Italatg
50023 7.7 Chic # 4000 - PRER Mecicare Tax 352 - Bailey Barr - Installation 0911/2000 4000 Trstallatio
0010 399,73 Chi @ 200 - Net Pay 352 - Bakey Barr - Installation 081172009 %000 Instabatio
24001 430 Chic # €00 - PR-Frderal Unemployment 352 - Bailey Barr - Installation 051172009 4000 tnstabatio
24002 3036 Chic & 4000 - PR-State Unsmgloyment 352 -Badey Bar - Installaton 08/11/2009 %000 Instaliatio
24003 0.3 Chic # 4000 - PR-Workers Compensation 352 - By Barr - Installaton 0611/2009 4000 tnstalatn
29004 3331 Chk #4000 - PR-Socal Secrity-Empioyes 352 -Baley Barr - Installstion 08/11/2009 4000 Installabio
24005 7.7 (Chi = 4000 - PR-Medcare Employes 352 - Baley Barr - Installation 05112009 4000 instaliabio
O 12,00 Chi = 4000 - FR-State Withholding 352 - Balley Bar - Installation 05112008 4000 Installatio
4009 29.00 Chic = 4000 - PR-Federal Withhaiding 352 - Bailey Barr - Installation 0 LLj2009 4000 tnstalatio
24100 60,00 Chis # 4000 - 401K Employee Contribution 352 - Baikey Bar - Installation 09f11/2009 4000 Installatio
24004 3331 Chk # 4000 - PR-Sacial Security-Emploves 352 - Bakey Barr - Inptallation 09112009 000 Ttalatio
24006 779 Chi # €00 - PR-Medcare Employes 352 - Bailey Barr - Installation 0811/2009 4000 Trstabatio
60025 52,17 Chic # 2000 - PR/EE-Health [reurance 352 -Badey Barr - Installaton 08/11/2009 %000 Instabatio
1| - = 3

! R I I =D

Ime  [Fensft -1 (2]
ImportFie  [Cr\eers\Carhm Deskiog ol dat Cose I

Once the posting process has been completed, a confirmation message will be displayed; click OK on the message box.

Past Payroll

o The payroll posting has completed !




