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Each year (and sometimes more than once a year), the unions publish new 
rate and benefit sheets with specific start dates.

There is a very methodical process in Sage 100 Contractor
(Master Builder) that allows you to:
• get all the reports you need for the old rates,
• get the new rates updated in one place,
• then push to the employee default hourly rate, 
• and make sure the next reports are right for the union 

– without over paying for a few days of overlap!
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Here’s what we’ll cover in our time together today:

Timing – for most companies, the first check in June will be 
at the old rates, May work days

Options – how to handle the week that has both May and June dates

Order of 
Events - we’ll work through what needs to happen and in what order

Tips - how to get the pay stubs to show the new rate with the first check!
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Let’s take a look at the calendar – for our discussion, we’re going to have a Sunday through Saturday work 
week and a Wednesday pay date. Follow the general guidelines to see how this fits with your work week and 
rate changes.

May 22 – May 28, 2016 work week; Check date June 1, 2016
No changes

May 29 – June 4, 2016 work week; Check date June 8, 2016
Options and considerations:
• If you have anyone working on Monday, May 30th, Memorial day, you probably want to pay the overtime at 

the lower rates, so a split check is looking good.
• If you don’t have anyone working on the holiday, how many people/hours will you have on Tuesday,

May 31st, the last day under the old rates?  If it’s a small number, you may consider paying the higher rate 
for the one day to avoid the extra steps associated with two check runs.  Be sure to think this through and 
do the math.

• If you have significant field hours on Tuesday, regardless of the Monday holiday, it may be worth cutting two 
separate check runs, one at the old rates, and one at the new.
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So what’s involved if you decide to pay the higher rate for the little bit of work on the last few days of May?

In our scenario, here’s what would happen:
• Run your last full week of May work on the June 1st check as usual.
• Print your May Union reports for Check Dates 5/1 through 6/1/16 and make any copies you need.

Ø NOTE: This includes June 1st because that check had the last full week of May at the old rates and 
benefits.  If your check date is Thursday, June 2nd or Friday, June 3rd, adjust accordingly.

• Follow the Paygroup update steps below (several steps, so check these out before you continue) so you’re 
ready for the next check run.  This includes all the new hourly rates and benefits.

• Enter the payroll records with the regular Period Start of 5/29 and Period End of 6/4/16, 
Check Date June 8th and process as usual.

• When you get ready to make the June Union Report, the Check Dates will be 6/2/16 through 6/30/16.  Be 
Sure You Don’t Double-Pay the whole last week of May – once with the May report, and again with the June 
report!  I’ve seen it happen more than once, so be careful!
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So what’s involved if you decide to run two checks for the week, one at the lower rate and benefits, one at the new rate and 
benefits?

In our scenario, here’s what would happen:
• Enter Payroll records for Period Start 5/29, Period End 5/31/16, Check Date June 7th and process as usual

Ø NOTE: If you have people with Garnishments, loan payments, other non-union deductions, you may want to 
override these as zero (remember the ‘Y’) after the Trial Compute since there may be only one day of work (unless 
you worked Sunday and/or the Holiday)

Ø ALSO: you’ll have to follow the payroll tax rules associated with a Tuesday check date, rather than the Wednesday 
check date, per the IRS semi-weekly filing guidelines.

• After cutting these checks, print the union reports from Check Dates 5/1/16 through 6/7/16 to get all the work through the 
end of the May 31st contract rates and benefits. Make copies as needed.

• Follow the Paygroup update steps below (several steps, so check these out before you continue) so you’re ready for the 
next check run.

• Enter the Payroll records for Period Start 6/1, Period End 6/4/16, Check Date June 8th and process as usual
Ø NOTE: If you followed the recommendation to override Garnishment and loan deduction for the first check of the 

week, then let everything calculate as normal for this check which has more work days on it.
• When you get ready to make the June Union Report, the Check Dates will be 6/8/16 through 6/30/16.  Be Sure You Don’t 

Double-Pay the whole last week of May plus the first few days of June – once with the May report, and again with the 
June report!  I’ve seen it happen more than once, so be careful!
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Paygroup Update Steps – Sage 100 Contractor is designed to minimize the amount of records you have to 
touch when there’s a union change of rates and/or benefits.  

Also, there is a hierarchy of what information will ‘win’ if there are conflicting numbers:

• Any Pay Calc identified as ‘Use in Paygroup Benefits’ in the 5-3-1 screen will look to the amount in the 
Benefit tab of the Paygroup as the winner (not the one in the calc screen, the one in the Benefit tab of the 
Paygroup, 5-3-4)

• Next will be any rates in the Employee 5-2-1 screen on their Calculations Tab
• Last, any rates in the Pay Calc screen, 5-3-1

So, let’s start with the 5-3-4 screen
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Here are a few tips to keep in mind during the Paygroup Updates screen, 5-3-4:

• When there are rate changes, delete the Overtime and Premium time column rates; when you enter the 
new Regular rate, these columns will automatically default to the 1.5 and 2.0 times the Regular rate.  This is 
a great time saver for most unions

• For the Pay calc updates, which includes Employer Benefits, Add/Deducts, and Employee Deductions, 
check to see if the rates/amounts for the Foremen and Journeymen will be the same.  Update the grid with 
the new rates, then copy-paste (Save what you changed!), and paste the rates into the next Benefit tab.  
This saves time and increases accuracy

Be Careful: if the rates are different for an Apprentice, or even between Foreman and Journeyman, you 
can use the copy-paste, but be sure to change the few that are different

• Save often! If you have a lot of groups, or a lot of unions, this can take some time.  Make sure you save 
often as you make the entries so if something goes wrong, and you want to close without saving, you won’t 
lose all your work so far.
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• Use the Notes field at the end of each row – Not all unions update their information at the same time, they’re 
not always available on time, and you might want to track who made what changes and when.  Go ahead 
and use the Notes field at the end of the row.  We usually insert a line on the top and put the most recent 
date and initials right there.  Even without opening the entire note pad, you can see the beginning of the 
information and the date, so you can tell quickly if that one’s done.

• You also need to change the rates in the 5-2-1 Paycalc for any Benefit, Add/Deduct, or Employee 
Deduction that has changed.  I’d like to give you two options:
Ø While you’re on the Benefits tab in the 5-3-4 screen, use the right-click Display Detailed Record feature 

to drill down to the pay calc during this edit process.  Change the rate or percent and Save.
Ø Or, when you’re done with the Benefit tab entries, return to the Paycalcs 5-3-1 screen and update the 

rates for each calc that had a change.  Remember that there may be more than one calc within a Union 
if it is used in a different manner for an Apprentice than a Journeyman, or similar circumstances.

• When you’re done with the edits, Save, go back into 5-3-4 and click on the printer in the far right corner.  
Select report 22-Paygroup List with Benefits and print to the screen or to paper.  This is a great way to 
make sure all the groups were updated and that the rates are correct.
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One more thing before you go back to processing payroll, before you enter 
anything in the 5-2-2 screen for the June work days:

• Go to the 5-2-1 Employees screen
• Click Options in the upper left corner of the screen
• Select Update ALL Employees from Paygroups, then Update Pay rates
• Go through this again and this time, select Update Benefits

This process updates the default hourly rate in each Union Employee’s record to 
reflect the new hourly rates for their default Paygroup.  That means that when you 
create the 5-2-2 record to pay them, the default hourly rate will have been updated 
and will be correctly displayed on their pay stub/voucher!
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Let’s Summarize:

Determine the first June check date that pays the last full May work week.  This check date has to be included 
on your May Union report.

Decide if you will pay the one or two days of May at the new (higher) rates, or if you will create two separate 
check runs, both dated June, but one to submit May work paid in June, and one to submit for June work paid in 
June.

Based on your choices, make sure all your union reports for May are printed and copied before making any 
new rate and benefit changes.  The fields include only one or the other, they do not hold both numbers.

Make the rate and benefit changes, double-check, update the Pay calcs, update the defaults, and start the first 
check at the new rates!
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Thank you
for joining us today!
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FREE NETWORK REVIEW

Thank you!
As our guest today, we are pleased 

to offer you a review of your 
computer network - free!

After the network review, what do you get?

Written Evaluation
of your network’s

strengths and
weaknesses 

Information
Technology

recommendations for 
your network 

Report:
10 Questions

for your
IT Guy 

Peace of Mind! 


