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Calculation of Insurance Premiums 

 
The basic insurance premium is the same each month.    Policy number for 2007 – 

A08932 and found in Peachtree as Republic Ins.  Republic has two listings.  One for INS 

and one for WC.  Each has a different account number that changes annually.  You must 

go into Maintain / VENDOR and change the account number each year or the premiums 

will not be accredited properly.  WC for 2007 is – P5649234.  Enter each premium into 

Peachtree under the correct REPUBLIC account.  2 checks will be cut each month; one 

for each.  The WC check must be accompanied by the WC worksheet which we are 

creating. 

I. Run Payroll Information for the Period to be Calculated 

 

(i.e.: May 23, 2007 – June 22, 2007) – figures are based on the 23
rd

 of each month 

 

 
 

Reports 

 Payroll 

  Payroll WC Report Info 

   (edit date to reflect correct period by using Design Icon) 
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1. You will get a summary report for entry into the WC INTERIM AUDIT 

REPORT.xls 

 
 

2. Using these figures add a new worksheet and fill in the appropriate blanks.  The 

rest of the worksheet will automatically calculate due to the formulas already 

inserted. 

 

3. Simply copy the month prior onto the new worksheet.   
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4. Rename the sheet and insert the data. 

 

5. To move the worksheet to the proper position; simply “drag” it with your mouse. 

 

 
 

 

 

 

6. Copy the previous month’s information and paste next to it on the PREMIUM 
Worksheet in the INTERIM AUDIT Workbook. 

 

a. Edit as needed to reflect the proper month. 
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7. Now go to the PREMIUM WORKSHEET and fill in the appropriate blanks. 

 
(NOTE: the total paid is the Insurance Premium for the general insurances – NOT W/C) 

 

 

II. Creation of Detail Spreadsheet  
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1. Create next report 

Report 

Payroll 

Job WC Report Info for Month 

(Edit date as shown above) 

 

2. Export to Excel using the Excel icon and choose add worksheet to:  

WC DETAIL BY MONTH AND JOB. xls 

 

 
 

 

 

 

3. Open WC DETAIL BY MONTH AND JOB. Xls if it does not open automatically. 

 

4. Rename the new sheet to the appropriate month and move to proper location is 

necessary. 
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5. You will now sort and clean much as the weekly payroll report is done. 

 

6. Remove any workers without a job attached. 

 

a. Highlight worksheet by clicking on top left most cell 

 

b. Then Data -> Sort -> 

 

 

 

c.  

 
 

 

 

III. Creating the Report 

 

1. Copy the Header Row from the previous month and paste on the Header Row of 

your worksheet. 
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2. Using FIND locate each supervisor and code as 5606 under WC CODE column 

 

 
a. Keep clicking on Find Next until you have this entire Supervisors jobs 

coded then move onto the next supervisor. 

 

3. Victor and Stephanie are the exceptions. 

a. Find them next and code each with 8809. 

 

4. Everyone else is now coded with 5200. 

 

5. Sort again -
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6. This will place all the supervisors together. 

 

a. If they are not at the bottom of each job; cut and paste (insert cut cells) 

them to the bottom of each job. 

 

7. Insert 3 blank lines between each job. 

 

8. Next copy the formula from the previous month (CTRL+C once highlighted) and 

paste (CTRL+V) at the last 5200 listing in each job.   

 

a. Repeat for 5606 and 8809 as applicable. 

 

9. Edit the entry in the WC RATE column by using .0927 for 5200; .0351 for 5606 

and .0085 for 8809 

 

10. Adjust the calculation in the next column (SUM) 

 

a. Click in the cell 

b. Click in the formula box 

i. The area being SUMMED will appear 

1. adjust the area by dragging the edges with the mouse to 

reflect ONLY the cells needed to SUM the WC Code being 

SUMMED for that entry 

 

 
11. Repeat as needed through out the worksheet. 

 

12. Now type in LABOR BURDEN JOB # ---- (enter the job number) at the end of 

each job section and BOLD (CTRL+B) it. 
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13. Auto sum the HOURS      

 

14. The formula for the EXTENDED column is:  the sum of the entries for that job in 

column P.   (= P24) or (= P24+ P26 + P28) as applicable.  (See below) 

 
 

IV. FINAL CACULATIONS on DETAIL SHEET 

 

 

1. Copy the bottom info from the previous month and paste at the bottom of your 

worksheet. 
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2. To figure the TOTAL HOURS: Sum the total of the hours for each job  

 
 

3. AutoSum the rest of the columns: 

 
 

 

V. Calculating the Chart 

 

 

 
1. Add or delete any jobs worked in this month 

 

 

 

 

 

 

 

 

 



Insurance Premium Calculation  12  of  18 

 

 

 

 

2. WC LABOR BURDEN is the total in the EXTENDED column for that job. 
a. Click in the cell in the chart that you would enter that information and type = then click 

on the cell in which the information lies and press ENTER 

i. The total will now be in the chart and you avoid entry errors from a re-type 

 

 
 

 

3. Auto sum the final total.   

 
 

 

VI. Completing the WC Interim Audit Worksheet 

 

 

1. Select and copy the first 2 columns of the chart on the DETAIL sheet 
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2. Paste them on the Chart on the PREMUIM Worksheet in the INTERIM AUDIT 

Workbook 

3.  
4. Job # 5. Job Desc  

6. 2007 7. Misc Jobs  

8. 286 9. Victory Park  

10. 291 11. Natitorium  

12. 305 13. Grapevine ER  

14. 306 
15. Fire Crash 

Rescue  

16. 307 17. Army Reserve  

18. 308H 19. Heritage MS  

20. 308S 21. Silverlake Elem  

22. 309 23. Learning Arts  

24. 311 25. CFC Addition  

26. 313 27. Hensley  

28. 316 29. Alliance  

30. 317 31. Cedar Hill  

32. 318 33. American Girl  

34. 320 
35. Denton 

Oncology  

36. 322 37. Countrywide HL  

38. 323H 39. Heritage  

40. 323P 41. Prairie Trail  

42. 323V 43. Valley Ridge  

44. 324C 
45. Colleyville 

Heritage HS  

46. 324G 47. Grapevine HS  

48. 324T 49. OC Taylor Elem  

50. 325 
51. Strickland 

Middle School  
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3. Copy the WC LABOR BURDEN information by using PASTE SPECIAL 

 

4. Highlight to copy as usual 

 

 
 

5. When pasting on the INERIM AUDIT Premium Worksheet 

a. Click on the WC LABOR BURDEN cell 

b. Right click PASTE SPECIAL 

i. Box opens and select VALUES 

1. OK 

6. The correct information will now be pasted on the new sheet 

Linking these workbooks have ended in error so PASTE SPECIAL and do not link. 
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7. AutoSum the total. 

 

8. This is the PREMIUM amount DUE for WC (Workman’s Comp) for this month. 

 

a. Send this worksheet with your payment 

b. To print just this month’s figures 

i. Highlight the information 

ii. File; Print Area; Set Print Area  

 

 
 

9. Then Print as normal 
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10. Now edit the first cell under MODIFER to reflect the Modifier for this month.  

a. Click in cell 

b. Click on formula bar and edit the $A$26 to reflect the cell for this month 

 

 

 

 
 

 

This is the modifier-> 
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11. Copy the formula down the column by dragging the little box 

 

 
 

 

12. Finish by AutoSum the TOTAL 

a. This figure is the Insurance Premium used for the month 

b. We pay $6279.64 but a credit may be due at year’s end. 
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VII. Entering Into Peachtree 

 

1. Select the appropriate vendor (Republic Ins or Republic WC) 

Tasks 

Receive Inventory 
 

2. List each job and its associated WC Labor Burden 

 

 
 

3. Insurance can be broken down with the figures in the Modifier column but the 

monthly amount to be paid is ALWAYS $ 6279.64 (for 2007). 

 

4. Save and pay by the 23
rd

 of each month. 

 

 

Congratulations you are done!!!! 


