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Help on the application
You can contact the GEM-CAR support team

● Phone 1-866-848-8282
● Email: support@gem-books.com

Special thanks to

● to the accounting team of Benoit Chabot: benoit@bc-cs.ca Accounting firm
● to Danielle Maletto: daniem1961@gmail.com expert in bookkeeping for SMEs

For their participation and passion in the GEM-BOKS project

All users

Connection to the digital inspection application

● In your browser, enter :
○ https://app.gem-car.com

● Enter in the appropriate connection box,
○ First line: user
○ Second line: password

If you can't find your password, click on "Forgot your password",
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You will then receive an email

Payroll Setup
Be sure to enter all the required accounting accounts so that the payroll transactions are
created in the right accounts.

The number of pay periods is important to enter because GEM-BOKS calculates the annual
income for tax purposes based on this.

For example, if an employee's pay is 500$ for the current pay and the number of pays per year
is 52, GEM-BOKS will understand that the employee has an annual salary of 26000$. Under
these configurations, you will see a "Payroll Deduction Rates and Contributions" table. This
table shows the government rates per year. It is advised not to modify these figures, as they are
governed by the government.
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In the left menu, go to "Settings",
Then click on "Configuration".

Enter the information to be configured in the form:

....  Continuation of the form
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Click on "Save" at the bottom of the window

Other types of income & Advance

If you want to add other types of income to your payroll, this is where you will configure them
(for example, for mileage or tips). You will be able to decide whether or not the employee pays
taxes on this type of income and to which accounting account it is associated. For example,
mileage will generally be non-taxable. It is also possible to set up a box for Relevé 1s and T4s
for each type of income. If these boxes are left blank, the income will be considered standard
income when generating these reports.

Advance:
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General Ledger Advance

Select an asset account (e.g. 1055 - Advance to Employee) and set it to non-taxable.

● Make a deposit or check
● Make an entry in the ledger

○ In the reference, put the employee, the payroll number (optional),
○ Enter a tag: to track advances by employee with a single GL code. Alternatively,

create a GL of advance by employee.
○ Enter the transaction
○ Save.

Advance to an employee through payroll

Before you begin, you must set up your GL code in advance to an employee.

Go to the "Settings / Configuration" menu,

Page 7 User Guide to GEM-PAY Payroll Module by GEM-BOOKS.com

http://www.gem-books.com


Click on the "Payroll" tab,

Create an entry for the advance in 'Other types of income':
● GL of assets (usually in the 1000s)
● Not taxable.
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Back in payroll, to make a $1000 advance to an employee, enter 1 as the number and $1000 as
the amount.

To take back this advance, enter -1 in number and $1000 in amount.
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Release of the advance transaction

Go to the menu Accounting / Report / Balance Sheet,

In the report window, click on "Send".

The advance should be reflected in the balance sheet as an asset, as shown below:
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Other types of deductions
As for other types of income, it is possible to configure additional deductions, for example,
alimony* or RRSPs. For a deduction, it is possible to configure if it is calculated annually, hourly,
or on a percentage of the gross salary. When configuring the payroll of a human resource in the
next step, you will be able to enter the amount in money or in percentage according to the
configuration specified here. There is also a check box to indicate if the employer is the one who
pays the amount instead of the human resource.

Non-monetary benefits
If you want to add non-monetary benefits, for example, car rental, this is where you can set
them up. Non-monetary benefits mean that the human resource is taxed on the value of the
benefit.

Note: If you are providing a company vehicle, remember to return the taxes on the personal
benefit portion.
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Other deductions

● Alimony
● Life insurance
● Health insurance
● RSP

Employee categories

This section defines, for example, the possible categories of employees in your company, for
example, sales, administration, production, etc. Each employee category can be associated
with a different expense account, commission account and benefits account.

By default, GEM-BOKS has created a category 'Employee', if you don't want to pay your
salaries in separate accounts, you can simply associate the right accounts to this employee
category. You will also notice that the trash can at the end of each line is blocked if ever an
employee having access to a payroll has this type of category associated in his file. If you want
to delete it, you will have to remove the association in the employee's file.

In addition, under the tab "Configurations" of this section, you can configure incomes,
deductions and non-monetary benefits for this category of employee. This will make sure that all
human resources having this category of employee will have these configurations automatically.

This is especially handy when you have multiple employees with the same income/deductions
to set up, it allows you to set it up once here, and not have to do the next step in each HR
record.
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You are now ready to make payroll in GEM-BOKS! Open the 'Payroll' menu and click on the + at
the bottom of the list.

If the window opens, it means that your configurations have been completed, if an error
message appears, it means that a configuration has not been correctly completed, the error will
specify where the problem is. When naming your payroll, we recommend something like 1801
for the first payroll of 2018, 1904 for the 4th payroll of 2019, etc.

AA - Payroll number 1 to 26

When you make a payroll, a transaction of this type will be created automatically for you;

At FLOW
SALARY EXPENSE BY EMPLOYEE CATEGORY
SALARY EXPENSE BY EMPLOYEE CATEGORY
BENEFITS (employer's expenses) BY EMPLOYEE CATEGORY
BENEFITS (employer's expenses) BY EMPLOYEE CATEGORY

To CREDIT
CSST TO BE PAID
QUEBEC INCOME TO BE PAID (Including provincial tax, QPP, HSF, QPIP)
CANADA INCOME PAYABLE (Including Federal Tax, Unemployment Insurance)
SALARY TO BE PAID (grouping all salaries)
MISCELLANEOUS TO BE PAID ( Optional- if you have put FTP, Pension, etc)

Also, for each of your employees who are paid by check and for all other employees who
receive direct deposit, there will be this transaction:

At FLOW
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SALARY TO BE PAID

.to CREDIT
BANK

Please note this entry:

Creation of Human Resources

Choose a human resource, "Payroll" tab
You must first choose the type of human resource at the top if it is not already done. If you
choose 'Freelancer', the employee will not receive any payroll by the system, it will be used in
the purchasing module in the 'Call for billing' portion. For the employee to receive a payroll, you
must set the type to 'Employee'. Several fields will then be displayed, you must fill all of them.
Enter his hourly rate, the type of employee or other income / deductions he may have. Note that
an employee may have more than one employee category, so that the financial statements
reflect this information. For personal exemptions, it is normally best to click the 'Default
exemption' options. This way, the employee will have the default government exemptions. You
can however add a supplement in the 'Additional Deductions' boxes if necessary.

This employee pays unemployment insurance. Check this box if your employee is required to
pay unemployment insurance. If the law states that an employee does not have to pay
unemployment insurance, for example, if he or she owns a certain percentage of the company's
shares, do not check this box.

This employee pays Q.P.R. If it is provided by law that this employee does not have to pay QPP,
for example because of his age, do not check this box. It is possible to have different hourly
rates, useful in the case where your employee may be paid at time and a half, double time, etc.
Since the unemployment insurance law requires that you know the time worked by an employee
in hours, you must now enter the normal number of hours and a normal hourly rate. If an
employee is paid a fixed amount per week, enter a number of hours and an hourly rate that will
correspond to their salary.
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At the bottom of the window, you can associate the other types of income, deductions or
non-monetary benefits that you configured in the previous step. All the incomes/deductions that
you will enter in the employee will be proposed to you at the time of the payroll. You will have
the freedom to modify these deductions at the time of the payroll. If the selected employee
category has non-monetary income, deductions or benefits configurations, it is not necessary to
reconfigure them in the human resource record. The configurations entered here are only for the
human resource concerned.
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Entering Cumulatives to Start a Mid-Year Payroll
(Payroll Zero)?

Before starting, we assume that the basic payroll settings are already completed, that the
parameters and payroll sections are properly filled out, and that the employee records are also
filled out. If this is not the case, please refer to the previous sections.

Why enter cumulatives?
When you process your employees' payroll, it is important to enter the cumulative totals since
there are annual limits that must not be exceeded for each employee.  If you do not enter the
cumulative totals, this annual limit will not be taken into account. Also, if you enter the
cumulative totals in the middle of the month, you must take into account the deductions at
source from your old software, as well as those made in Actif to make your payment for the
current month. This pay is also called a 0 pay or zero pay. You can even literally specify the
number "0" as the "pay number" when creating the pay.
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There are several ways to enter the cumulatives. Here is one way:

Step 1

Go to your old accounting software and search the numbers from the beginning of the year to
the present. (Let's say it's February 18, we would have to search for the complete records of
each employee from January 1 to February 18). By employee, these numbers are salary, QPP,
unemployment insurance, vacation provision, etc.

Step 2

Create a payroll for each of the affected employees. In Active, go to the menu Payroll > Payroll.
Click on the red + symbol at the bottom right of the screen to create a new payroll.

Step 3
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Enter a payroll number that is lower than the first number used for the year in question. The
payroll date will be the date used in your accounting, so make sure you choose a date that is
earlier than your next payroll, for example, today. Be sure to select the following option: "Manual
Payroll".

Step 4

Enter the exact figures that you retrieved from your old software. For vacation accruals, be sure
to enter the amount in the "Other information" section. The income section at the top of the page
is for paid amounts only.

For each payroll, an accounting transaction will be created automatically by Asset. You will find
them in Accounting > Transactions. You do not want a new transaction, you only need the
cumulative one.

Step 5 (optional)

Page 18 User Guide to GEM-PAY Payroll Module by GEM-BOOKS.com

http://www.gem-books.com


If you do not want to have the accounting trace of this accumulation, you can cancel the
transaction that the payroll module has entered for you. In order to cancel the transaction you
just made, you will have to create a new transaction manually (Accounting > New transaction).

The numbers you enter must be the opposite numbers to those automatically created by Assets,
in order to cancel the accounting entry you just created by adding the cumulative amounts. You
can use the "Duplicate" function inside the transaction window, and simply change the debits to
credits, and the credits to debits.

Note: If you have several employees and if you are comfortable, you could add up the amounts
of all the transactions created by GEM-BOKS when you entered the totals, and make only one
reverse entry. When we talk about a reverse entry or transaction, we are talking about a
transaction on the same date, in the same accounts, with the same amounts, but everything that
was a credit becomes a debit and vice versa.

Produce payroll :

Alimony

For a fixed amount of support deducted from each pay, use "Annual amount. If you want $200
taken from each pay, enter $5200 for a bi-weekly pay.

In the left-hand menu, go to "Human Resources",
Then click on "Human Resources".

In the grid of the employee, click on the name to edit his pay slip.
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In the employee's record, scroll down with the mouse to find "Other deductions".

Click on "New".
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Formula monthly amount multiplied by number of pay periods per year.

Insurance

Bank of hours

Employees can bank up to 70 hours in a single rate time bank to be taken at a later date with no
change in rate. Some sectoral parity committees may have different rules.
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Go to the "Accounting" menu,

Click on the "Direct deposits" sub-menu.

In the bank grid, click on the new button.

Select an employee by typing a portion of his or her name in the "human resource" field,
In the "Type" menu, choose: "Time bank",
Click on "Save".

Adding hours to the "Time Bank" :
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Click on the history tab,
Click on the "+" button.

In the window:
● Indicate the period during which the hours were accumulated,
● Add the time in hours,
● Rate (useful if the salary increases over time)
● Click on the "Save and close" button.
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Direct deposit management :

View deposits and send them to your financial institution

To view your pending direct deposits, click on the "Direct Deposits" menu under the
"Accounting" menu. This list shows the history of direct deposit files that have previously been
sent to your financial institution.

By selecting this module, a notification will inform you of the number of direct deposits that are
waiting to be generated.

If you do not see this notification, you do not have a direct deposit pending.

As the notification indicates, click on the "+" to generate a new direct deposit file.

Choose the type of direct deposit file you wish to produce ( employee) and click on
"Send".

Then check off any pending direct deposits you wish to include in the file and click "Submit".

You will see a new direct deposit file listed. Click on the icon to download it and send it to your
financial institution.

Notice of Direct Deposit

You can also click on the envelope to send an email to the direct deposit recipients to inform
them of the payment. A PDF document will be attached to this email showing the invoices that
have been paid with this deposit.

Note: Transactions in a dot tfe file cannot exceed 30 days, (past or future).

The next sections show how to use direct deposits.

Produce direct deposits
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In order to generate a direct deposit, you must first make a payment to a supplier, or a payroll to
your employees using the accounting account linked to your bank that we configured in the
previous step.

Once payment is completed using one of these methods, you will be asked the following
question:

Select "Schedule Direct Deposit" to have the transaction placed on hold in the direct deposit
module.

It is important to note that the payment is not immediately converted to direct deposit, but rather
placed "Pending" in the direct deposit module. This way, you can prepare several payments
during the day and simply generate a single file to upload to your financial institution's site at the
end of the day. Note that if some payments are post-dated, your financial institution will not send
the payment before the specified payment date.

The final step is to send the pending direct deposit file to your bank. Please refer to the FAQ:
How do I view and send pending direct deposits?
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File transmission errors

● Transit: The 00s that precede a number must be present in the numbering
○ 00232 = GOOD, while 232 = not GOOD,

● In the configuration of your Bank GL, make sure that the agency number is the payroll
agency number and should be set to "DEPOT".

Cancel or change a payroll:
You cannot change a payroll, you must delete an employee's payroll and redo it.

You realized you made a mistake when:

● The payroll has been generated as well as the direct deposit file:
○ Delete the direct deposit file.
○ Delete the employee's payroll,
○ Redo his pay
○ Regenerate the direct deposit file.

● The payroll was generated when the direct deposit file was generated:
○ Select the employee in error.
○ Make a new payroll for him,
○ Generate a new direct deposit file for this employee only

■ ( incremental file number +1 )
● The payroll was done without generating the direct deposit file:

○ Delete the payroll of the employee who has an error,
○ Redo the employee's payroll.

Note: Be sure to keep the same payroll number, date and period.
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Deleting the direct deposit payroll file (if necessary)
If you want to change or delete a payroll and the direct deposit file has been generated, you
must delete it first.

Go to the "Accounting" menu,
Click on the "Direct deposits" sub-menu.

Note: Make sure you keep the same payroll number, date and period.

Page 27 User Guide to GEM-PAY Payroll Module by GEM-BOOKS.com

http://www.gem-books.com


In the grid, click on the trash can icon to delete the payroll file

Deletion of payroll by employee

Go to the "Payroll" menu,
Click on the "Payroll" sub-menu.

You must delete the payroll by employee, by clicking on the icon with the trash can on the right
of the grid.

Payroll Regeneration :

The system will regenerate the duplicate payroll, if the direct deposit file was generated before
the deletion.

● You must delete the duplicates.
● Note: Make sure you keep the same payroll number, date and period.
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DAS Payment Report

When you want to pay deductions at source, it means that you made payments the previous
month.

To find out which accounting accounts will be affected, go and see which accounts you have set
up in PATREMETER, CONFIGURATION, PAYE.

In ACCOUNTING, NEW TRANSACTIONS, do the following three transactions;

● Debit: FEDERAL DISCOUNT (for example: $838.90)
● To the credit: BANK (for example: $838.90)

● Debit: PROVINCIAL DISCOUNT (for example: $1785.56)
● To the credit of: BANK (for example: 1785.56$ )

● Debit: CSST TO BE PAID (for example: $46.46)
● To credit: BANK (for example: $46.46)

If you wish to proceed manually, here are the instructions: with
2 options to retrieve the data.

Option 1: via government rebate Quebec and Federal

Pull the report

● In the left menu,
● Click on "Accounting",
● Click on "Government discount".
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● Click new at the bottom right (in the line for edit)

● Select the type of discount
○ "Deduction .... ",

● Enter a range
○ The month before,

● Choose the payment date
○ The 15th of the current month

● Choose the account used,

● Click on "SEND".
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Confirm the amounts,
Click on "PROCESS",
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Confirm by answering "YES",

Make your selection:

"Schedule a direct deposit" to make a
payment by file,

"Do nothing" to make a manual deposit
via the bank's website,

Schedule a direct deposit

In the left menu,
- Click on "Accounting",
- Click on "Government discount".
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Click on "+ NEW", to create a file

If you have other payments pending, you will get a warning message in blue

Provincial government rebate online: desjardins

On the Desjardins site,

- Click on the "Pay" menu on the right,
- Then select "Government Discounts".

Step 1:

● Select the "Revenu Québec" form: employer's contribution,
● Check the option on the right,
● Click on the "Enter" button.
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Step Two:

Fill in the form, respecting the format of the form on the website:
- No spaces in the numbers or symbols,
- Use the "." separator for decimals, not the "," .
- Click on "Calculate",
- Validate the information online versus your GEM-BOKS report,
- Click on the "Validate" button if everything matches, otherwise correct your information.
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Step Three:

● Select the "Employer Contribution" form,
● Select "One time only" from the drop-down menu,
● Select the transfer date: 15th of the current month,
● Select the account at the bottom,
● Click on the "Validate" button.
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A confirmation will then appear on the screen:

● Click on "Confirm" to proceed

Federal online DAS remittance: with Desjardins

Here is the bottom of the DAS report, with the information for the federal DAS
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Option 2: via detailed government rebates (Other regions)

Pull the report

Proceed to make online payments to your financial institutions using the detailed report

Print or email a document

● From the inspection grid, select the inspection to be opened,
● In the inspection form, click on the "DOCUMENTS" tab,

Click on the icon associated with the action you wish to take according to the legend below:

1. Download the document,
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2. Check the signature,
3. Print the document,
4. Send the document by email,
5. Delete the document.
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Re-employment

Coming soon ...

Termination of Employment Procedure and
Termination of Employment RE

Step 1: Disable access rights

On the employee's last day of work, be sure to remove their access rights.  See section on
access rights.

Step 2: Generate the last pay with vacation :

In order to produce an employee's last payroll, you will need the employee's vacation and
sickness records. Click on the "Payroll"->"Reports"->"Payroll Report" menu. You will be
presented with a screen like this one:
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In order to see the totals, select the employee for whom you want to do a termination pay, and
then insert the pay period for which he worked for you. You can simply empty the "Start date"
and "End date" fields so that all the pay periods are included in the report. You can then click on
"Submit" to generate the report.

Note: if an employee is not in the list, it is because he was put inactive too quickly. See

Step 4

Here is an example of the report this will produce:
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At the top of the report, you will see the Vacation Provision (Cumulative), and the Sick Provision
(Cumulative). Please note that if no provision has been accumulated for the employee, they will
not be displayed. You can therefore note these values, and then proceed to make the last
payroll for this employee.

Insurance :

If you offer an insurance program, remember to adjust the insurance deduction for the last
month. If you pay bi-weekly, you will need to triply the deduction amount to apply the premium
due to the fact that the employee was covered on day one, but does not start paying after 30
days.

Time bank:
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Go to the "human resources" menu,

Click on the submenu: "Time bank".

Write an endnote for the job:

Notes on pay stub:

Ex. note: The last paycheck includes your accumulated vacation & illness. Note that as
stipulated in the insurance agreement, the first month's premium was billed on your last pay

statement.

To make the termination pay, simply make a standard payroll as indicated in this FAQ: How to
generate a standard payroll for one or all my employees. You will see that in the Revenues
section, you can indicate amounts in the "Sickness" and "Vacation" lines. This is where you will
indicate the total cumulative amount of the employee noted in the previous step, in order to pay
him the amounts and reset his cumulative to 0. You can enter 1 in the field "hours", and then the
cumulative amount in the "rate". After the payroll is completed, the accumulated vacation and
sick leave will be reset to 0.

Step 3: Filing the Termination :

Currently, GEM-BOKS does not allow you to generate Records of Employment automatically.
You will therefore need the pay slips in order to proceed via the federal government web site
accessible via the following link:

● https://www.canada.ca/fr/emploi-developpement-social/programmes/assurance-emploi/a
e-liste/assurance-emploi-re/sinscrire-re-web.html
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In order to obtain the payroll totals, go to the "Payroll"->"Reports"->"Payroll Report" menu, you
will see several report options in order to obtain the information you will need to produce your
terminations.

First, choose the human resource (or all of them if you have several leaving in the same period),
enter the dates of the period corresponding to the calendar year from January 1 to December
31, select the type of report "Cumulative employee" and check the option "Hours report".

The generated report will show you the totals of all payrolls for the selected period. In addition,
you will see the cumulative totals of all the incomes and deductions, as well as the sick and
vacation banks at the top of the report.
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Step 4: Make the employee "inactive

Go to the "Human Resources" menu,
Click on the "Human Resources" submenu.
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Click on the employee's name in the grid on the right.

In the status menu, select: "Inactive",

Click on the "Save" button
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Production of T4 and Statement 1

To issue tax slips for your employees, click Payroll > Tax Slips in the left-hand menu.

1. Click the red New button in the lower right corner. A dialog box entitled "Tax Slips" will appear.
2. Select the employee or group of employees for whom you want to produce the slips.
3. Choose the year.
4. Specify the type of slip you want to produce, either original, cancelled or amended. (*See
below for more info.)
5. Check or uncheck the box Send a copy by email to the employee.
6. Click on send to produce the slips.

What is the difference between an original, amended or cancelled
slip?
Original slip: Choose this option when this is the first time you are printing and sending this slip
to your employee.

Amended slip : Choose this option if you need to file amended slips to correct the original slip.
For example, if you discover that you made an error on a slip after you filed your return.

Cancelled slip: Choose this option if you need to cancel a slip that has already been filed on
your return.

Note: An inactive employee will receive his T4 at the end of the year.
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For more information about amended or cancelled slips,
● please visit the CRA website

https://www.canada.ca/fr/agence-revenu/services/impot/entreprises/sujets/retenues-paie/
remplir-produire-declarations-renseignements/t4-information-employeurs/feuillet-t4/modifier-ann
uler-ajouter-remplacer-feuillets-t4.html

or Revenu Québec.

Produce electronic statements (in XML format)
Before generating your tax slips, make sure you have your Preparer Number, Employer
Identification Number and Sequential Number for Relevés 1 electronic format. If you do not
have this information, please follow the steps to obtain it at the following address

● https://www.revenuquebec.ca/fr/services-en-ligne/formulaires-et-publications/details-cour
ant/ed-430/.

Once you have this information, please enter it in the section provided in the Settings menu,
Configurations, under the Payroll tab.

Then, you can go to the Payroll, Tax Slips menu to generate your Relevé 1 and T4 slips in paper
(PDF) and electronic (XML) formats. For more information on the procedure, please consult the
following FAQ: How to produce your employees' T4 and Relevé 1 slips. The document that will
be generated for you will be a compressed (ZIP) file containing one compressed (ZIP) file per
employee and several totals documents. Here is an example of what the ZIP contains:

Taxes (ZIP)
- Employee 1 (Zip)

- T4 (PDF)
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- T4 (XML/Electronic)
- R1 (PDF)
- R1 (XML/Electronic)

- Employee 2 (Zip)
- T4 (PDF)
- T4 (XML/Electronic)
- R1 (PDF)
- R1 (XML/Electronic)

- R1 Summary (PDF)
- Summary T4 (PDF)
- R1E Summary (XML/Electronic)
- T619 (XML/Electronic)

For Relevé 1 reporting, you will need the file named R1E Summary in XML format, which
contains all of your employees' Relevé 1s. For T4 reporting, you will need the file named T619
in XML format, which contains all of your employees' T4s.

Page 49 User Guide to GEM-PAY Payroll Module by GEM-BOOKS.com

http://www.gem-books.com

