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Millennium Payroll

Overview — This is a ‘How To’ document for using the Millennium Payroll application
via Citrix. This document will show you how to use Millennium to receive new data from
Alliance, print reports, and import data into Great Plains via Poller. This document
assumes that you are doing this via a Citrix session.

1. Go to http://www.rsmfpo.com and click on the Madison Citrix link. Then enter
your ‘E’ account credentials.
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2. Double click on the ‘HOU Millennium’ icon. When Millennium opens it will
prompt you to enter a username and password. The username is ‘Yue’ (without
quotes) and the password is ‘pay’ (without quotes). Select the company you
would like to login to from the drop down list and click the ‘Ok’ button.
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3. After successful login you will see the main ‘Switchboard’ screen.
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To get the most current data from Alliance payroll click the “Transmit/Receive
Files’ button. You will then see the window below.
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Status: Ready to synchronize

Select the company you would like to receive for then click the ‘Receive’ button to the
right. (Please be patient as this could take several minutes.) When the receive process
has completed successfully you will see the window below.

Synchronizing Databases |
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Click ‘OK’. Then click ‘Ok’ at the next dialog and close the File Transfer window.

DIALSYNC

& Al companies were successillly received.

4. Go to Company > Print Setup... Select ‘CutePDF Writer’ as the printer in the
first drop down list and click OK.
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— Printer

I arne: MAD-PRT-203 on mad-gvr-prn07 [from 'W'I_;I Properties... |

; Myrnad-gyr-prad1WMAD-PRT-204 -
atatlst |4 crobat Distiler [from '1_1 a5Au0bY gdBb 7]
Type: Acrobat Distiller [frarm W3k 7310 2djk.) 2

Acrobat Distiller [from 'W1_chtdebnSgB N:-:gw._

Whers! | acrobat Distiler (from Wi_sagH_BiiZv_s
Comment; |&crobat Digtiller (from wi_PEFlevkibdwWFE - Be
Acrobat Distiller [from WI_TZTHS_US4NZG
Adabe POF [from | FRIGBucZCrym-rd) i .
~ Paper Adobe POF [from 'WI_chtebnS gBMegwwR 9 atian
. Adobe POF [from 'wI_MILwMqOSMOMBEFSS

Size! Adobe POF [from 'WI_TZTHE_U84MNEGDG:
Adobe PDF [from '] ugFrPha20W 0T m g
CutePDF 'wiiker " Landscape

& Parlrait

Saource:
Drell 368 A10 Printer [from *I_TZTHS_LI24t
Drell Lazer Prinker 1100 [Copy 1] [from \/1_B&f
Drell Lazer Prinker 1100 [fron WI1_BRMdTE 30z
Metwark....| FRx Document Image Wwiter [fram ‘wl_ch eE;lK I Cancel |

5. On the main Switchboard screen click the ‘System Tools’ button. Then select the
‘Printer Mapping'’ tab. Click ‘Checks’ on the left then click ‘CutePDF Writer’ on the right.

Click the ‘Set as Millennium Default Printer’ button. Repeat the process for ‘Reports’.
NOTE: If this step is not completed you may have a problem exporting the GL and Check files to
the J Drive.
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IMPORTANT: Step 6 needs to be completed for each report that you need to print.

6. In the ‘Reports in Queue’ list box, right click the report you would like to print
and select ‘Properties’.

Company Edt Wiew EmpSelect Tools Window Help

oo ]| = | =1 [ oD 1] ]k

Housten Katz's LF (05

ng - Houston Katz's LP (05

| Reports | Heportﬁroups|

z Available Reparts... Reparts in Queue
- Fepart ID | Description - Report 1D I Description |
i APSick 3rd Party Sick Pay GLRept Fayroll Journal Entries
| 401kRept  401[k) Report GLFile GL File - Rest. Reporting Plus
5] 4 recon2  Check Reconcilistion — A01recon  Check Reconcilistion
Aot Accrual Activity ieq [ -
AcciBal  Acciual Balance Register  Payroll Register
i AcorCode  Accrual Code Listing Labar Labor Distribution Report
| AcoHist  Accrual History DredList Dreduction Listing
= Addieszes  Addreszes Summary  Payroll Summary Report —
4di5162  Emploves Labels Add >> | ‘workComp Workers Comp
Anniverzan Employee dnniverzares EmplLizt Employee Listing
BatTat Batch Totals Report a Hemovel
BithDay  Mext Months Bithdays e
|1 Bithdays  Bithdays
Calendar  Calendar
Chglog Change Log 4 | |_,| |
ChkCovlg Check / Packout Report
EEEF.%E gﬁefcﬁkhf. 1F:16gto::tbf‘?%0;than LI Prirt | Prink All |

| i | Current Prititer I l Clear Queue
Add Bw Edit B Checks ~| e

Then select the appropriate Beginning Date and Ending Date from the drop down
lists and click the ‘Ok’ button.

Report Properties - ChkReg - Check Register -

D ata Selection I Dizplay Properties I Subtatals/Break s I Pre-Frocess SEL I Post-Process SEL I Additional Formulas I

— Reporting Period

[ UseDefaultDates | & Ovenide Dates B b Date Process #
" Most Recent Pay Period € Quarter 1 I (DEE -2006051701
. Cument Month " Quarter 2 .
Ending D ate X -
‘W (Emier Bl ¢ Quarter 3 g |DE£1 1/2006-20060511 01 _I
= Yea-To-Date = Quarter 4 Mate: 1f pou uze Quarter 1 - 4, pay cloze attention o yearl

—Data To Include On Report
From Thiru

Range 1 I ;I I ;I L.;..;.kupl I vl Lookupl
Range 2 I LI | LI Lu:u:ukupl I VI Lookupl

Filker I ;I
The debug button ta the right helps you ta Debugl

diagnoze problems with your report writer reports.

Ok Cancel Apply Helm |
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Next, click the ‘Print’ button to print the report. Since we are printing the report to PDF a
‘Save As’ dialog will appear. The file should be saved in the U drive under the
appropriate company folder in a folder called Millennium. The PDF file name should be
a brief description of the report followed by the unit number and then the date of the
payroll. For example: Suppose | printed a Check Register for C625 unit 631 and the
payroll date was 5/11/2006. | would name the PDF file ‘ChkReg-631-051106" and |
would save the file in U:\C625\Millennium.

Save As
Save jn: I a Millenmium j =] ﬁ v
File name: IEtheg-531 -051104 Save I
Save a3 bype: IF'DF Files [*.pdf) ;l Cancel |
Get FREE CutePDF “wiiter Campanion and do mare with your PDF documents.
Eazily combine & split PDF files, add security, modify doc properties, stamp
headerfooter and much maore!
hittp:# Avain. CutePDF . com

(IMPORTANT: All reports will be printed to PDF except for ‘401recon2 —
Check Reconciliation’ and ‘GLFile2 — GL File — Rest. Reporting Plus’ those 2
reports are exports that the Poller application will use to create batches in Great
Plains)

7. The next step is to run Poller to create your batches in Great Plains. Note that the
2 reports ‘401recon2 — Check Reconciliation’ and ‘GLFile2 — GL File — Rest.
Reporting Plus’ must be ‘Printed’ before you can run Poller.

Open the ‘Poller Configuration Editor’ application. If you already have an existing Poller
configuration file you will get a command prompt asking if you if you would like overwrite
RRPPoller.ini. If you type ‘N’ your Poller configuration settings will be preserved. If you
type ‘Y’ you existing configuration file will be overwritten with a new one.
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8. Open the Poller application. Under the ‘Poll for’ section make sure that
‘Payroll’ is the only one checked. Then click the Start button. Poller will

then process the files into Great Plains. When Poller is done processing you
can then press the stop button and close Poller.

M. RRP Dynamics Poller !E

Dbs/Co:  |CE25/CEZ5

Statusz: &P BatchDate:
Map Files: ot implemented) Sie
AP Dir: [:\RRPPollerdata
DSR Dir: [inot implemented) Default | Changel

P/R D ot implemented)
teszage:

|[F'mcessing Stopped) ;I

— Poll far:

I~ ‘web AP
¥ Payrall

[~ DSR

Start | Fauze | Sitop | Close | Liar o Fah SRHER

9. If Poller did not display any error messages your batches should now be in Great
Plains.
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