
Payroll Liabilities 
in O.S.A.S. 

From South Coast ESD          

Coos Bay Oregon 



Here’s where we get started.   



1. Maintain Payroll Vendors and the amounts owed to those vendors.    

2. Process payments to Payroll Vendors by writing (and voiding) checks. 

3. Make journal entries to adjust Payroll Cost, Budget Expenditure and Payroll 

Liabilities, concurrently.    

The Payroll Liabilities Menu will allow the user to efficiently:  



First we’ll look at the Payroll Vendor Master file.  This file holds the 

information needed to manage each Vendor’s account and process payment 

for accrued liabilities.   



If you know the vendor number, enter it here.  If not, press the 

F12 key to see a listing of all vendors.   

If you want to add a new vendor, you may want to use the F12 

scan to find a number not in use, or you can print a listing of 

all Payroll Vendors using Option 14 of the Payroll Liabilities 

Menu. 

Let’s look at the F12 Scan….. 



Enter the first letter(s) of the Vendor name and press enter to 

see a listing of  all Payroll Vendors starting with the one closest 

to the string of letters you entered. 

From this screen select  and 

press enter to access and 

Payroll Vendor Master file. 



The first field in the 

Payroll Vendor File 

is the Status Flag.  If 

this field is blank, 

the Vendor is 
considered to be 

active.  If an “I” is 

entered here, the 

Vendor will be 

inactivated and 
cannot be used for 

subsequent 

payrolls.   

The Name and three 

address lines are 

offered.  If used, all 

three address lines 

will print on the 
Vendor check.   



These amounts are not account balances.  If figures  

appear here, they indicate the amounts that will become 

accrued liabilities upon posting payroll.  For your  

convenience, the pending amounts for Fringes and  

Voluntary Deductions are listed separately. 
 



These amounts are not account balances.  If figures  

appear here, they indicate the amounts that will become 

accrued liabilities upon posting payroll.  For your  

convenience, the pending amounts for Fringes and  

Voluntary Deductions are listed separately. 
 



These fields are used to control when and how a Vendor is paid.  If these options are 

used, they will be applied to all transactions for that Vendor when the Payroll is posted.   

• (P)ermanent Prepay  - Enter “P” if this vendor is paid using ACH (like PERS) and you 

do not want a paper check issued when the liabilities are paid.  A pre-paid Check 

Number can be entered in the next field.  The amount will post and clear as if a check 

had been written when you pay the liabilities for that payroll. 

• Permanent (H)old –If you need time to reconcile a vendor balance, you can use the 

hold feature to exclude it while you pay other liabilities that are due.  Use it also if you 

need to enter an adjustment before paying the vendor.    

• G/L Only –When this flag is used and a check run is posted, the transaction 

amounts for a Vendor will be purged from the Liability listing, however no check 

will be written or posted.  This option is for amounts that were already paid such 

as draws or SAIF premiums where the year was paid in advance. 



•Year to Date - States the total amount paid for the Calendar Year to Date. 

•Liability Account –The G/L account to which the transactions will be charged.  

•Routing Number – For use with Direct Deposit of liabilities.  Vendor must  supply.    

•Vendor Account Reference- An optional field that can be used to hold the 

Districts account number with a Vendor, or other identifying information. Any 

information entered here will print on the check stub.   

•Billing Analysis Group- Use of this code can help reconcile distribution of 

payroll costs to the invoice amounts received from Payroll Vendors.  This 
report can be especially helpful if you have multiple voluntary deductions or 

fringes assigned to the same payroll vendor, such as OEBB.   



Tell me more 

about this 

Billing Analysis 

Group…….. 



“1” is the billing analysis number 

assigned to the vendor(s) with whose 
data I want to work.   

Once the payroll vendors are assigned a billing analysis code and the option is taken 

from the Monthly Payroll Reports menu to generate the file using one of up to nine billing 

analysis codes, you will then use a data transfer icon to pull this data into Excel on your 

P.C.  You will need a folder on your C:\ drive called PAYROLL.  The file will be named 

DEDWRKF.CSV, although you can rename it, as desired.  

From the Monthly Payroll Reports menu (#17),  select the Billing 

Analysis number that represents the Vendor(s) whose detail you 

want to download for analysis. 



These columns represent 

Vendor & Fringe/Deduction 

Type. 

This column 

is Vendor 

031, Fringe 4 
Pay 

Code 

This is an excerpt from a Deduction Work file Download in Excel for 

Payroll Vendors 011 and 031 (both of whom are OEBB).    

 

 

 

 
 

 



This option will generate a complete listing of all unpaid Payroll Liabilities. 



When you post a payroll, the 

values assigned in the Vendor 

Master File regarding pre-pay, hold 

and other payment information will 

be assigned to each transaction 
for that vendor.  For example, 

Vendor 003 has been assigned a 

Permanent Pre-Pay flag in the 

Vendor Master file.   



As a result of that flag in the Vendor Master, both of these transactions are marked 

for Permanent Pre-Pay.  What if you need to pay other liabilities, but you need to 

hold off paying OEBB until you can reconcile the amounts the billed to the District? 

Select any transaction to change the payment options.   



Only the fields related to payment options can be changed 

on this screen.  For Vendor 003, the Pre-Pay flag can be 

removed and the Hold Invoice flag can be added.    

What if I need to 

change the 

amount of a 

liability?   



Example: 

Vendor 084- American Fidelity has refunded to the district an employee 
contribution in the amount of $114.   

The check is deposited through Cash Receipts and the G/L account (47185) 
for the TSA deduction is credited.   

Because the refund to the employee must be issued pretax, it is handled by 
changing the amount in the original deduction to a negative.  When the 

payroll is posted, this negative deduction further reduces the balance due 

to American Fidelity.    

Because the G/L balance for American Fidelity was reduced when the 

check was recorded in cash receipts, and reduced again in order to refund 

the original deduction to the employee, a way is needed to correct the 

amount owed to the vendor.  The Budget is not involved and Payroll 
history for the employee is correct.  All that is needed is an adjustment to 

the liability account balance to remove the effects of either the credit from 

cash receipts or the credit from the negative deduction when payroll was 

posted.     

The easiest way to handle such a situation will be with an Open Item 

Adjustment.   



If you only need to hit 

the G/L, use this 

option…. 

It makes a “copy” of any selected open item and adds fields into which you can 

enter an adjustment.   



Using the F10 Adjustment 

option presents these new 

fields to the transaction detail. 

In this example, we’re adjusting the original amount owed to American Fidelity 

by adding $114.00.   



Use the Vendor Reference Field 

to make a comment regarding 

the reason for the adjustment.  If 

this field isn’t used, the 

reference info from the Vendor 
Master screen will be used for 

this transaction.   

Enter the adjustment amount and press enter.  The net 

liability after calculating the adjustment is displayed!   

Use the F24 key to post the adjustment.  Multiple 

adjustments can be made on a transaction, if necessary, 

however the amount displayed at the top of the screen 

will always display the original amount without regard to 

previous adjustments.   

Wow!  Too 

easy!! 



The adjustment has been added the Open Item Listing –Option  #2 and……… 

….for audit purposes, adjustments also send a zero net “tracking” entry to the 

Non-General Journals.   



What if I need to adjust the  

liability amount and have it show 

up in the budget and the 

employee’s payroll history?  The 

F10 adjustment doesn’t cover all 
of that, right? 

Wait ! 



It sounds like you will 

need a Liability Journal 

Entry.   



Here’s an example.  This employee qualified for Insurance coverage, but the Payroll 

department wasn’t notified in time to set up the fringe.  Using a Liability Journal Entry, 

you can expense the budget, adjust the payroll liability balance AND send an entry to 

the employee’s payroll distribution history all at the same time!   



From this screen, you can conveniently search for employee, payroll vendor or 

budget account number.   

It’s helpful to describe an  

adjustment for future reference.   



Once the entry is posted, we can see the effects of the entry in the 

employee’s payroll distribution….. 

….the Budget…… 



….and the General Ledger  (via the Non-General 

Journals)  



My adjustments are made and my Vendor Payments 

are Due!!  I need to cut checks!   



Earlier, the various payment options in the Payroll Vendor Master 

were explained.  It’s when you’re ready to cut checks that these 

options really “pay off” (pardon the pun…..)! 

“P” –Prepaid 

“Y” –G/L Only 

“X” –Pay Now 

“H” -Hold 



There are essentially two ways to pay liabilities: 

1. Payroll Control Date Range- Everything within the date range will be 
paid, including those items flagged for Prepay,  G/L Only, or Pay Now.  

Those items outside of the date rage entered and items flagged for 

(H)old will not be paid.  

2. Pay Now Items – Only Items marked with an “X” for Pay Now will be 

paid.  All other items will be excluded.   



Will Prepays be 

included if I 

use the “Pay 

Now” option? 

 

Only if you 

add the “X” to 

the pay now 
flag.  It won’t 

hurt to have 

both, but if 

you are asking 

to pay only 
those items 

marked “Pay 

Now”, this flag 

must be 

marked. 



Very Important!!!! 

You will see this  

message screen after  

pressing enter to write 

checks.  If you answer  

“0” to the prompt, the  
check run will be posted. 

This is not always wise, 

because you have not 

actually printed the 

checks yet.  It’s much  
safer to print them first  

and then if anything 

happens while they’re 

printing (checks get 

jammed or put in 
 backwards, power goes  

out….etc.) you can  

always go through the 

check writing procedure 

again.  But if the checks  
are posted, it’s too late!  

So…. what  

should I do? 



Since it’s best to actually print your checks before you post them, let’s do 

that now.  Hit the “Esc” on your keyboard.  This will bring you to the OSAS 

Utilities Menu.   

Select option “1” to get to 

your ‘Report Manager’.  It 

holds all your print 

jobs…..reports, checks, etc.   



This  ’18 PVLS’ means there are 18 

Payroll Vendor Laser checks to 

print.   

Enter a “2” on the line that holds the checks.  This will allow us to “change” 

the destination of the checks.  In other words, right now, the checks are in 

your out queue and they need to be sent to a printer.  Take this “2” option to 

indicate the printer on which you want the checks to print. 



This change screen will present itself.  The first field is the relevant field.  In this 

example, these checks are sitting the outq of user RHONDAH .  To send them to 

a printer, Rhonda would change this from her outq to the printer ID of the printer 

she wants to use.   

What if I 

don’t’ know 
my printer 
ID? 



The printer ID is assigned by OSAS.  Every printer has a unique 

printer ID.  If you’re not sure which ID belongs to your printer, call 

OSAS support (541) 266-4041 or email rhondah@scesd.k12.or.us .   

We can help! 

If you do know the printer ID you want to use, simply change 

this….. 

….to the correct printer ID.  Then press 

enter 
Is this all I have to 

do to print my 

checks? 

mailto:rhondah@scesd.k12.or.us


No.  You will need to answer a ‘forms’ message.  The purpose of asking you to 

answer this message is to ensure that you have loaded check stock into the 

printer.  You will be asked to answer another one, when you print the first plain 

paper report after running checks.  There again, just making sure you’re not 

printing a check register on check stock…… 

When you have a message it will be obvious. 

You ‘ll have a red *MSG* status and 

to answer it, you’ll enter a “7”. 

7 



All of these letters have a different meaning, but the one to remember is 

“G” (for GO).  This will send your checks to the printer.   

Now, where were we…? 



Oh, yeah….I almost forgot where we were.  I kind of got lost in 

all that Report Manager stuff.  So now I need to get back to 

this prompt to say it’s OK to post my checks, right? 



Yes!  Use the F3 key to exit 

Report Manager…… 

….Then F3 again to exit the 

Utilities Menu…… 



…..Here we are!   Back where we started.  If the checks printed correctly, answer 

this prompt with a “0”.  If for any reason, you need to reprint checks (…maybe the 

printer ate your checks or you accidentally cut a check in this run to a vendor that 

you weren’t really ready to pay yet), enter a 1.  This will get you back to where you 

were before you cut checks.  Then you can resolve any issues and print checks 
again! 



Once you’ve answered the prompt with a “0”, you’ll get a check register. 

OK…What if I need to 

VOID a payroll vendor 

check? 



“Some of my payroll vendors are Permanent Pre-Pays and I use the 

same pre-pay check number every time.  How does that work?” 



When voiding a Payroll Vendor check, both the check number and the 

check date are tested.  In the example above, if the program couldn’t 

find a check number 12356 issued to Vendor 003 on January 27, 2009, 

the following screen message would appear: 



This means that you would only encounter a problem if you posted 

multiple payrolls using the same control date.  For this reason, we 

recommend using different control dates for situations like the “June 

payrolls”. 

If you going to void a check and reissue it, use this option to automatically 

add the amount due back into the open item listing once the void is 

posted.  Then you can key an adjustment, if necessary, before reissuing 

the check. 



Aside from the Open Items Listing at #2, there are two 

other reports on the Payroll Liabilities Menu that will 

be helpful. 



At #13 is the Payroll Vendor Check History.   

This report can be run for 

any date range and/or 

Vendor number range.  

You can sort the listing 

by Check number or  by 
Vendor Number. 



At #14 is the Payroll Vendor Master File Listing. 

This will offer a bird’s eye 

view of data in the Payroll 

Master file related to how 

the Vendor is paid.   See 

print options available 



And this Recalc option….?  What’s that for? 



Occasionally, the Year-to-Date information for a Payroll Vendor in the 

History File will become disorganized and appear inaccurate on YTD 

Reports and Listings.  The most common cause of such ‘disorganization’ 

is the Void and Reissue of payments.   

So…..If you notice 

odd YTD figures,  

the historical 

information can be 

re-organized by 

running this menu 

option.  There is no 

harm in doing so for 

any reason, or for 

no reason at all!   

 



Got questions….. 

          Need help…… 

                 
Give us a ring! 

O.S.A.S. Customer 

Support 

541-266-4041 

rhondah@scesd.k12.or.us 

South Coast E.S.D. 

Coos Bay, Oregon 


