Kemper 1st Choice Payroll
Client Training Guide
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Login Instructions

To Login
1. Using a web browser such as Microsoft Internet Explorer or Google Chrome, browse to
https://cloud.platinumpay.com
2. When asked to click the Install button to Install the XenApp Client

Click Install to access your
applications.

A
INSTALL

Once the install is complete proceed to log in with the login credential below. You will be
prompted to change the password the first time you login.

Login Credentials

User Name: 985-{Company ID Number}-XXXXX
Password: XXXXXXXX

Password Rules:

o Username and passwords are case sensitive

J The system will require password changes every 120 days

. Passwords must be at least 8 characters in length

o Passwords must contain 3 of the following 4 types:

. Passwords cannot resemble your user name or previous passwords

. Uppercase letters, Lowercase letters, Numbers, Symbols (special characters)

3. Next, click on the Platinum Pay Icon to launch the app.

o

Platinum_HR


https://cloud.platinumpay.com/

When you click the icon this box will appear in the bottom left hand corner of your screen. Click

it to run and choose Yes to allow if prompted.

@ launch.ica

When the app launches you will be asked twice to permit access to your computer. To ensure
that the application runs correctly click permit access to all when prompted.

Citrix Receiver - $¢curity Warning

An online applicatign is attempting to
access informatipn)on a device attached to

your computer.

. 2 Block acgess
: Do not permit the application to use these
devices.

2 Permit use
Permit the applifpation to use these devices,

Citrix Receivef - Security Warning

An online appli¢ation is attempting to
access files on your computer.

.2 Block accqss
Do not permjt the application to read or change
your files,

< Allow regding only

The application cannot change files.

2 Permit all access



5. Once the app launches you will see the log in box appear. Use the credentials below to log into
the application.

PlatinumPay Credentials

LID: 985
User Name: 880000-Adminl
Password: ma9le
PlatinumPay 2012 Login ==

PlatinumPay
HR & Payroll

LID

User Mame

(BEIEISETE CPDATA

Polscrcd by / -
o3 Execup oK

System Date: 10-03-2013 02:36:41 FM [] Remember User ID
App Version: 201334976 [] Remember Password

6. Once the app lanuches your done!

General Payroll Process
1. Employee Data: Make any employee additions or changes before starting payroll.
2. Payroll Entry: Enter all hours for appropriate payroll
3. Payroll Review and Submit: Review the payroll totals and employee hours for accuracy and
submit payroll for processing.
4. Reports: Review received reports after processing is completed.



Employee Setup:

In this section, we will be covering the employee setup process as related to the setup of the company itself.

Accessing Employee Setup requires that there is a company created that employees can be added into. In order
to create your first employee, select the, “Employee Setup” icon from the Employee drawer.

Begin with the creation of a new employee by entering the Co# and selecting “enter". A message box will
appear saying “This Company has No Employees. Do you wish to start Adding Employees for this Company?”
Select “yes” box. First employee number assigned will be 1. You can override to match client EE #’s if needed.
Next EE# will increment from the last EE# saved in system.

See screen under the Employee drawer as illustrated below:

# Ececupsy Payroll Suite ver. 2013.2.4311 - EPDATA - [Employee Setup] =N ECE||
& Go  Search | My Settings  Window Exit - = x
Slisnts “| @ymew [ save | @, Search Showe: | Active Only - | Md 1 > M | 3¢ Cancel B Exit
- Employee -
- HRAdvanced | DirectDeposit | AccrualPlans | WebSetup | LaborDistribution | Employeelist |
& = General | BasicTaxInfo | StateTaxInfo | LocalTaxInfo | AutoPays | AutoDeductions | AutoMemos | HRBasic
Employee Compensat..
@ Narne: C 408
SSED Co. #: [408 Ernp. # |16 SSM: 987-14-1745 armpany Name: Lompany )
o= - Last Ernp #: Terminate | Active Emplayee
Z, D
[ . - #: i -
Payroll Tatals  Tommble Div#: 0 - Division 408-0 Dept#: 22000 - Admin Supervisor
Totals Narne: - Marcos 8. Black - 16 -
u% Street: 16 - 6675 White Street
40 - City: San Antonio St: TN - Zip: 78233
Sales Figures  Sales
Distrbution Hra Phi (666) 666-1234 Cell Phi  (222)3133-3333  Pagen [
m
o Ermail: Marcos.Black - 16@horme.com Wark Email;  Marcos.Black - 16@wark,com Bl M
ﬁ Title
ESS Setup Include in Time & Labor Jok 1:
Pay Frequency: Bi-Weekly ~ DefHrs: 80 Jok 2:
- . a4 Job 3:
T — Rate 1t 22 01-24-2012
R — Rate 2: Job 4
Rate 3: Job 5:
G4, - Special Taxes -
,,,,, Salary: Jobs | Suppress Options
@ My Favorites —_—
& Payral Employee Check Merma:
¥ Tax f ACH
T 5) Expires On
& Reporting Always Display
9 Tools
&) Global
& Execupay Suite
@ Help
MM

General Tab

Enter the SSN# in the box. All employees require a Div# and Dept #. If company setup only has Div 0, this will self-
load on the employee setup screen. Choose a Department from drop down list as needed.

Complete all fields for Name, Street, City, etc. Now Click

If using ESS, always enter the email that will be used to send the registration letter in the “Work Email” field,
regardless if a work email address or not.

Pay Frequency/Def Hrs will load based on the 1st frequency in company setup.

Rate 1/2/3 are for hourly rates of pay. Salary field is for the per payroll Salary amount.

When changing rates or salaries, a last raise date box will appear. This field defaults to the current date, if you do
not enter a real raise date.



Job 1/2/3/4/5 is to set default Job numbers to a specific employee

Suppress Options Sub Tab: click in the box to activate each item.

TIP: If the State employee is in, requires hours to be reported, always click the “Add Auto Default Hrs” box.

Employee Check Memo: Enter a private note to be posted on employee check stub or DD voucher. You can choose an “Expires On”

date for the memo so it will auto-stop from printing, or “Always Display”.

Employee Notes: Right click in box and click box that says “Add new note”. Enter a Title for the note. Double click in box to add a note.

The Text Editor box will open. Type in notes and select “OK”. Select “Save” at top of screen, and “Exit”. This will take you back to

where you started on the general tab.

Any saved employee notes will appear to the user during check entry. This is displayed every time a check is entered for the employee.

Basic Tax Info Tab
Federal Filing Status and Exemptions: | FRAdvanced |  DirectDeposit |  AccrualPlans | WebSetup | LaborDistibution |  Employee List
General Basic Twxlfo | SateTaxinfa | LocalTaclfo | AutoPays | AutoDeductions | AutoMemos | HABasic

Enter info as provided for the employee from the
W-4. To mark exempt from Fed W/H check mark the Co.#: 408 Emp. |16

Federal Filing Status and Exemptions

box.
[ Federal WifH Exemnpt
Fed status: from drop down list select (Single or Fed Status (W-dFarm);  AFIC Codes
. Singls - M
Married). - o

Fed, Dependents:
Fed. Dependents: enter number of dependents ! [EJ Miedicare Exerg:
Extra Fed, W/H:

Extra Fed. W/H: enter whole dollar amount, or if [7] 085D Brempt

. Fixed Fed, W/H:

percentage enter as a decimal 7] FUTA Erempt

(0.10 = 10%)

Company Mame: Company 408
Ernplayes Mame: Warcas &, Black - 15
Entry Type
@ Requlsr Employes
") Independent Contractor
TIN: |123-000-000
") Agricultural Employee
") Household Emplayee

Fixed Fed. W/H: whole dollar amount, or if

percentage enter as a decimal (0.10 = 10%)

NOTE: You can choose Extra or Fixed Fed. W/H — not both

Entry Type:

All employees are defaulted to “Regular Employee” = taxable W2 employee.

You can also choose Independent Contractor, Agricultural Employee or Household Employee.

Accrual Plans

| websewp | LoborbDistbuton [ Employeelis

General Basic TaxInfo StateTaxInfo | LocalTexInfo | AutoPays | AutoDeductions | AutoMemes | HRBasic

| HRadvanced | DirectDepost |
Co. #: 408 Emp.# 16
State Tax Info Tab b s <
wailable: elected;
If company setup only has one State, then all [abarna |
Arizona Pennsylvania
employees will automatically be defaulted to that State. Calforna Texs
If company is a multi-state, then all States the company N
Oregon
has will appear in the “Available” list.
To add an employee into a State, click on State under
the “Available” list and click on the blue arrow. This will
move the state to the “Selected” list. Once a State is
Selected, then you can click the boxes as it applies for
Default Work WH State, Default Resident WH State, and
UCI State. Next to the State UCI setup is the SUTA
State UCISetup
Exempt box if needed. UG stste:
P&, ~  [] SUTA Exempt
Default Work WH St Pennsylvania
Default Res, WH St Pennsylvania

Company Mame: Company 408
Ermplayes Mame: Marcas &, Black - 16

State Withhelding Filing Status Setup
[C] Default \Work WsH State [C] Default Resident WH State

[ State WW/H Exermpt

State Status:

Mo Status -
Personal Exemptions (Box 4): Dependents (Bax 5):
[ [}
Extra St W/H:

Nate: Indiana computes state withhalding tax using
o S the infarmation provided an the Indiana Farm WH-

4.

Tndiana has reciprocity agresments with Kentucky,
Michigan, Ohia, Pennsylvania and Wiscansin. Ta
claim exempt due ta reciprocity, an employee must
file a Indiana Form WH-47,

T filed, Indiana employers need not withhold Indiana
income tax from employees who work in Indiana but
live in the abave states.

Indiana has terminated it's reciprocal agreement
with llinois as of 1998,




Local Tax Info Tab

If company has Locals setup, then they will all
appear in the “Available” list. To add a local to an
employee, click on the local under the “Available”
list and click on the blue arrow. This will move the
local to the “Selected” list. Now choose the default

position for the local in question.

NOTE: If no locals appear in list, go to Company

Setup, and add locals to the client.

Auto Pays Tab

This tab is to schedule automatic pays to an
employee, outside of the regular salary. Click on the
“Add” button. Choose the Div/ Dept (these always
will default to the employee’s default Div/Dept).
Select the Other Pay Code # from drop down list.
The Amount field is for a fixed dollar amount, and
Default Rate field is for an Hourly Rate of Pay.

OP Limit is to record a limit for the code, OP start

date and OP Balance is used if a balance is required.

Pay Scheduling

A pay code can be scheduled to happen on:

| rRadvanced |  DirectDepost | AccialPlens | websetup | LaborDistribution | Employeelist |
| General | BasicTaxinfo | SwmteTednfo | LecalTaxlfo | autoPays | AutoDeductions | AutoMemos | HRBasic |
Campany Name: Company 408
S #
Co.#: 408 Frmp. # 16 Employee Name: Marcos &, Black - 16
O fmiis . & Local Withholding Filing Status Setup

154 - (IN) Bartholomew County {
159 - IN) Blackford Caunty ( Resi
1200 - () NYE (R)

1201 - (M) Vonkers (R)

1205 - () Newr York MCTM Pay,
1400 - (OR) Lane County Mass Tr
1401 - (OR) Tri-County Met. Tran
1500 - (PA) HarborCreek

1508 - (P& Union Gity

) E—— »

[ F——

Active
Local Default Position: ) None @ 100 20 30 40 5

[7] Local W/H Bxernpt ] Filed Separate W4 for Local WH

Personal Exemptions (Box 4): Dependents {Box 5%

0 i}

Extra Local W/H: Distribution 22

Fixed Local W/H:

Default Lacal WH 1 150 - (IN) Adams County { Resident)
Defautt Local WH 2:
Default Local WH 3:
Default Lacal WH 4
Default Lacal WH 5:

| Radanced |

DifectDeposit | sccrualPlans | WebSetup | LoborDistbution | EmployeeList
| General | BasicTaxInfo | StteTaInfo | LocalTaxinfo | AutsPays | AutoDeductions | AutoMemos | HRBssic
Cormpany Marme: Cornpany 408
L L #
Co.%: 406 Emp.# |10 Ernployee Mame: Marcas A, Black - 16
Lo Add &3 Delet
) Qpoekete Pay Details
Div#  Dept# op# OP Amount Division #: Departrnent #:
i 22000 1-Commission 120.00 0 - Division 418-0 2200 - Advin Supervisar

Other Pay #:

1-Commission

Amount; Default Rate;
120,00 0
OP Lirnit:

OP Start Date: OP Balance:

Pay Scheduling
First Check Only
Al Scheduled Payrolls

[7] &l Unscheduled Payrolls

ORPeriods: []1 2 30405

First check Only — if client uses multiple checks per employee
All Unscheduled Payrolls — Payrolls run outside of the regular payroll frequency built in Company CRM.
All Scheduled Payrolls — Payrolls run based on the CRM frequency calendar.

Periods:

Period 1 -5 (this is how many possible pay periods in the month)




Auto Deductions This tab is to schedule
| HRAdwnced | DirectDepost | AccuslPlans | WebSetup | LaborDistibution | Employeslist | automatic deductions that will be taken out of an

‘ General | Basic Tax Info | State TaxInfo | Local TaxInfo | Auto Pays ‘ Auto Deductions Auto Memos HR Basic employee’s check.

Company Name: Company 408
Employee Mame: Marcos &, Black - 1

Co.#: 408 Emp. # 16

Deduction Basic Info | Deduction Amount Scheduling | Deduction Payable Info | Child Support ACH Settings

EAdd £ Delete Priotity Order: 1
Deductions Details
Div # Dept# Ded # Hourr Amk Division # Departrnent #:
o 20244 4-401k 0 - Divisian 408-0 20244 - EMS Callzctions
o 22000 4-401k 25.00
Deduction #: Ded. Cale: [7] Cale After Taxes
o 22000 8-CafMedical Pre-tax 192.20
4-401k Flat Amount -
[ 22000 9-Caf/Dental Pre-tax 20,30
o 22000 12-Life Insurance After-Tax .84 Start Date End Date Scheduled Amt
01-01-1900
Loan Limit: Loan Start: Loan Bal.

Deduction Payroll Scheduling
[ First Check Only [ All Divisions Al Unscheduled Payrolls

&Il Scheduled Payrolls  OR Periods: [ 1 [ 2 3 [ 4 [ 5 Deduction Basic Info Subtab

Deduction Basic Info | Deductian Amaunt Scheduling | Deduction Payeble Info | Child Support ACH Settings |

To add a new deduction to an employee, click the

“« ” Dadd g3 Delere Priority Order: 1
H i Deductis Detail
Add” button. Fields will open to enter the data. Divig|Dept - Ded® “Caramt | Deductions Details —
. . o 20244 4-401 B ~ .
Choose the Div/ Dept (these always will default to o T 2500 || LoDRasion 40520 224 EMS Cclostions
Deduction #; Ded, Calc: [T Calc After Taxes
) . o 22000  8-CafjMedical Pre-tax 192.20 1401k Fata "
the employee’s default Div/Dept). Select the 0 2000 5Cof Dentel Fre-tmx a0 [ IE st Amoun -
. . 0 22000 12-Life Insurance After-Tax 8.84 Start Date End Date Scheduled Amt
Deduction Code # from drop down list. Select the 01-01-1900
Ded. Calc from the drop down list, Flat Amount is Loan Limit: Loan Start; Loan Bals

always the default. Deduction Payroll Scheduling

Start date defaults to 01-01-1900, this can be [T] First Check Only  [C] Al Divisions All Unzcheduled Payrall
)
All Scheduled Payralls  OR Periods: [[]1 1] 2 [(]3 [[] 4 []5

overridden as needs, when true day that the

deduction is to start. The scheduled amount is the

per payroll deduction amount. When Limit tracking is turned on, you can enter a limit for the deduction and start date. The Loan
Balance will self populate

NOTE: If you have created your own calc’s, and clicked to display in list, they will appear in the DedCalc drop down list.

The default is always all scheduled payrolls. The Period code is used as a default value when setting up auto deductions. A deduction

code can be scheduled to happen on:

First check Only — if client uses multiple checks per employee

All Unscheduled Payrolls — Payrolls run outside of the regular payroll frequency built in Company CRM.
All Scheduled Payrolls — Payrolls run based on the CRM frequency calendar.

Periods: Period 1 -5 (this is how many possible pay periods in the month)

Deduction Amount Scheduling Subtab

In this area you can schedule the Start Date, End Date and Deducson Basic I | Deduction Amount Schedlling | Daduerion Payable Info | Child Suppere AGH Seving: |

Amount for the specific deduction. ©hdd  @Delete @ add
Div# Dept# Ded & *Curr At Start Date End Date Scheduled Amt
o 20244 4-401k 01-01-1900

22000 g-Caf fMedical Pre-tax 192,20
22000 9-Caf fDental Pre-tax 2030

0 ze000 +401k 25.00
0
[
o 22000 12-Life Insurance After-Tax .84




Auto Memos Tab

Memos are amounts that need to be displayed or | rRadvanced |  DiectDeposit |  AccualPlans | webSetup | LaborDistribution | Employeelist |
. . . General Basic TaxInfo State Tax Infa Local TaxInfo Auto Pays Auto Deductions Buta Mernos HR Basic
tracked, but will not impact the Employees pay. It is | ! ! ! l ! |
. . . e G Erop.#: 16 Company Name: Company 408
only informational. Memos display after the Crplimyaa My (s G- 13
deductions (designated with an M in front of the Dhdd @Dekte Memo Details
Div#  Dept# Memo# Amount Division #: Department #:
code) on pay stubs and reports. 0 22000 1401k Match 0.25 0 - Diwision 408-1 22000 - Admin Supervisor
0 22000 2-Sales 25 Mema #: Merma Cale:
1-401k Match Percent of Gross
To add a new memo to an employee, click the Memo St Memo Limiti  Start Date: Memo Bal.
25,00 %
N ] :
Add” button. Fields will open to enter the data. ] Cale fter Tares —
Choose the Div/ Dept (these always will default to Memo Scheduling
. [7] First Check Only [7] All Unscheduled Payrolls
,
the employee s default D|v/Dept). Select the Memo Al Scheduled Payralls  ORPeriods: [ 1 [ 2 ]3[4 []5
Code # from drop down list. Select the Memo Calc

from the drop down list, Flat Amount is always the

default. (Most likely memos have a custom calculation that is built based on clients specific needs)

NOTE: If you have created your own calc’s, and clicked to display in list, they will appear in the Memo Calc drop down list.

Memo Amount is the per payroll amount, Memo limit is the limit for this code, Start date is the first date to start and the Memo

Balance is calculated every payroll by limit less per payroll amount.

The default is always all scheduled payrolls. The Period code is used as a default value when setting up auto memos. A memo code can

be scheduled to happen on:

- First check Only — if client uses multiple checks per employee

- All Unscheduled Payrolls — Payrolls run outside of the regular payroll frequency built in Company CRM.

- All Scheduled Payrolls — Payrolls run based on the CRM frequency calendar.

- Periods: Period 1 — 5 (this is how many possible pay periods in the month)

HR Basic Tab
Currently most data on this screen is informational | rRadvanced |  DirectDeposit |  AccualPlans | WebSetup | LaborDistabution | Employee List
. General | Basic TaxInfo | State Tax Info | Local Tax Infa Auto Pays | Auto Deductions | Auto Memos ‘ HR Basic

for reporting only, except for Deceased, Accrual

o 5 trp |16 Company Mame: Company 408
Leave Status, which affects tax calculations, W2’'s Eeloyseltiamaivarco S Blac Sl

Dates EEO
and accrual balances. Start Date;  03-20-1994 Birth Day: 02-01-1987 26 EEQ Code:

Term Date: Deceased:

Last Pai 03-13-2015 €3 5ot a5 Deceased Ethnicity:
The Start Date is also used for Anniversary accruals. _

" Gender:  hale

Birth Date is also used for catch up limits when the
rules depend on age (EX: 401K catch up if over 50
yrs old)

The Managed By field works in conjunction with
MSS (Manager Self Service) on the online portal for

posting of manager info.

Reason:
Emplopment Status
Status:

Position:

Title:  title here

[] Corporate Officer

Full-Time
SENT

v Accrual Plan:
- Mew Hire:

Sent Date: | 02-16-2012

HIRE Act Eligible
[T Statutory Employvee
[ Seasonal Employee

Managed by:

Work Phone;

Preferred Marme:

(111) 555-5555
rmy alias name
[£] W2 Pension Box

[ Sroker
[ Disabled




HR Advanced Tab

Information on these screens are mostly for
reporting purposes. Some of these sub-tabs are also
located on your “Today” screen in
PlatinumPay\Platinum HR, or have icons of their
own. In this case, information can be entered in

either place and will populate automatically in both.

The following sub-tabs appear on the Today screen:
Reminders, Reviews, & Renewals, as well as

Birthday and Anniversary dates.

Miscellaneous Subtab

Contains fields for Vet-100, Citizenship, and Drivers
License

UDFs Subtab

User Defined Fields can be setup for specific client
data, often used when a field doesn’t already exist in
the software for data in question.

Emergency Contacts Subtab

Employee Emergency contact information can be
entered by Bureau, client, or the employee that has
ESS access online. Any data entered from ESS will

automatically populate.

General | Basic Tax Info | State Tax Info | Local Tax Info | Auto Pays | Auto Deductions | Auto Memos | HR Basic ‘

HR Advanced | Direct Deposit Accrual Plans | \Web Setup | Labor Distribution | Employee List

Company Name: Company 408

# #
o 409 Ernp. & |16 Employee Marne: Marcas A, Black - 16
Attendance | Rewies | Rerninders | Time & Labor | Custam Fields |
Miscellaneaus | UDFs | EmerContacts | FamilyMembers | PreviEmployers | Education | Training | skills
Vet-100 Citizenship Info
[ Militar Veteran [ Disabled Veteran Gy
[T ietnamn veteran [ Active Reserves Visa:
P wisa info
7] Veteran {Other) [ National Guard
Expires On;
1% Binfe
Driver's License Info Expires On:
Lic#: 12345 Passport:  passportinfo
B - Expires On; Expires On;
Paperless Email Info
Pwd:  bob
Yet-100 Citizenship Info
[T] Military Veteran [7] Disabled Veteran iy
[T vietnarn Veteran [T Active Reserves Vissi s info
] Weteran (Other) [T National Guard
Expires On;
1% Binfo
Driver's License Info Expires On:
Lic#: 12345 Passport:  passportinfo
St - Expires On: Expires On;
Paperless Email Info
Pwd: bob
UDF1: 123 UDF 9 UDF 17
UDF2: sbedefg UDF 10: UDF 18:
UDF 3: UDF 11 UDF 18:
UDF 4 UDF 12 UDF 20:
UDFS: UDF 13: UDF 21:
UDF fi: UDF 14: UDF 22:
UDF T: UDF 15: UDF 23:
UDF &: UDF 16: UDF 24
New 3 Delete Relationship:  Friend ~  Priority: 1
Priorty Hame Name:  Davey Crockett
|1 Davey Crodkeit Streeti 300 Alamo Plaza
2 Tim Duncan Street?:
3 I i
ety Jones City:  San &ntonin ste TX v Zipy 78205
Horne Phi (210 555-4566 Cell Phi
ork Phi B Pagen:
Ermail
Motes:




Family Members Subtab

Family members can be entered by Bureau, client, or
the employee that has ESS access online. Any data
entered from ESS will automatically populate.

Previous Employers Subtab

Previous Employers can be entered by Bureau or client.

Education Subtab

Education can be entered by Bureau or client.

Training Subtab

Training information can be added by Bureau or client.
This field populates to the “Today” screen 30 days
before date listed in the “Valid Thru” field as a

reminder.

Skills Subtab

Skills can be added by Bureau or client.

Attendance Subtab

Attendance information can be added by Bureau or

client.

Motes:

EHew 3 Delete Relationship: ~ Child - Mot Living at Hame -
Feelationship b Mame:  Jack Black
Child - Mot Living ak Home: Jack Street: 17000 W Ih 10
Sibling Shamu R
Spouse Martha
City:  San Antonio st TX - Zip: 78257
SSN: Gender: v Bday:
[T] Dependent 7] Smoker [7] Student
Hotes: A
E3New g3 Delete Co. Marne:
Company Posi Title:
o
Paosition:
From: Ta: #of Yrs:
Pay Amt: 7 -
Hotes: ,
ENew 23 Delete Schaal:
Sthoal T -
+ Wajor: Degree:
[T Reguired Status: -
[7] Graduated ~ Grad Yr: # of Vis: Grade;
[T Paid For Total Cost: Total Paid:
Account:
Motes: 7
9 Mew €3 Delete Training:
Training Location:
e Fram: To: Status: -
[ Required [C] Completed Grade:
Valid Thru: Renewal Frequency: -
[ PaidFar  Total Cost: Total Paid:
Account:
Hotes: -
EMNew 3 Delete kil
kil Start Date:
[ [ Required
Motes: A
E3New €3 Delete Start Date: Start Tirne:
Start Date Fpv— End Diate: End Time:
[ Hours:
Reason: -




Reviews Subtab

Review information can be added by Bureau or client.
This field populates to the “Today” screen 30 days
before date listed in the “Next Review Date” field as a
reminder.

Reminders Subtab

Reminder information can be added by Bureau or
client. This field populates to the “Today” screen 30
days before date listed in the “Follow up On” field as a

reminder.

Time & Labor Subtab

Check box to “Include in Time & Labor” is on this
screen. This works specifically with TLM Integration
for Swipe Clock and AoD (Attendance on Demand)
timekeeping systems.

Custom Fields Subtab

Custom Fields can be added to the Employee level,
which will override Company custom fields. (Ex:
Company has Wk Comp set up by Dept, but a specific
employee needs to be in a different Wk Comp code.
The custom field is added to the EE to override the
company Wk Comp dept setup)

ONew @ Delete Date: Reviewer,
Review Date Reviewer Reason;
A Performance;
Rating: Pay: [7] Goals Met
Next Review:
Nest Goals:
Notes:
Ohew @ 0elete Create Oni LastUpdated:
= Completed 06072013 06-07-2013
Created On Tile -
e Description:  Dierma Execupay Software for Valerie with EWH
06-06-2013  Check on Charles 401K Created by: marcosh
05262013 Demo for David Followup On:
05-23-2013  Pay Jack this month Motes:
05-03-2013  Check garnishment on Jam
04042013 Tssue new laptop For Seles |
04-04-2013  check garnishment on Char
| Miscellaneous | UDFs | Emer.Contacts | FamityMembers | Prev Employers | Education | Traning | swits |
\ Attendance Revizis | Rermirders | Tirme &cLabor | Custar Fields
Time & Labor Details
| | Include in Time & Labor
40D
Swipeclack Effective Date
O hew 3 Delete
Desc Nurber Staing Custom Dese: %DefaultC
“FaDefaultwC
Number:
YEEICBZDEFALLT
EEJOB3DEFAULT String:
“LEEIOB4DEFALILT
%EEJOBSDEFAULT
“LEEIOBDEFALLT
Descr Motes
DefaultWe For indicating a default WE Code For the employes ¢ Enter Yalid W Code in Number Field )
%EEJOBZDEFAULT Enter Default Yalue in String Field
“LEEIOB3DEFALLT Enter Default Yalue in String Field
e e o e Gy




Direct Deposit Tab

Employees have the option to send Direct Deposit | Generl | BusicTaxinfo | SmteTocinfo | LocalTaxinfe | AutoPays | AutoDeductions | automemos | HRBusic |
. HR dvanced DirectDeposit | AccrualPlans | WebSetup | LaborDiswibution |  Employeelit |
(DD) funds to four different bank accounts. After all

Company Marme: Campany 408

. L. Co.#: 408 Emp.#: |16 ' .
amounts are deposited, any remaining funds not Employee Mame: Marcos & Black - 16
Direct D it
being sent by DD will process as a live paper leftover reseer First Account Second Account Third Account Fourth Account
Account Type: | Checking - None - Mone - Mane -
check. All new accounts should be set to Pre-Note
Bank Routing #: 211374062 n

for account verification.

Ermployee Acct, # 2222222222

The system will take the Net pay and process it Splithethod: | Percent Splie  ~
through DD account #1 first, and if any left over, it Amount: | 100.00% 100%
will filter through the remaining DD accounts and if DD Status: | Pre-ate .

needed, will create a left over check.

If you only have one DD account only, you would select Percent Split, and amount is 100%.

Adding DD accounts:

Select account type: Checking or Savings

Enter the 9 digit bank routing number (must begin witha 0, 1, 2, or 3)

Enter the account number (no spaces/symbols or special characters)

Select the Split method: Flat Split or Percent Split (flat is for a fixed dollar amount)

Enter the Amount: Either a fixed dollar amount or a fixed percentage

Select the DD Status: Pre-Note or Active (Pre-Note will issue a live paper check, but includes the banking info in your DD file to test the

account with the bank for verification. Once file is created system will automatically switch to Active status)

Removing/Deleting DD accounts:

If you need to take an employee off of DD, change ALL the account types to “None”. This will disable DD, but account information will

be retained. Net Pay will now be a live paper check.

Turn DD off one time only:

If you need to turn DD off for one payroll only, do not change the Employee DD setup. Instead, there is an option on Payroll Details
level that allows you to override DD so that a live check will be created instead on DD for that specific employee only, or all employees

in that specific payroll, without altering the employee DD setup.

Accrual Plans Tab

This screen is to view current accrual available | el | uicTacife [ sseTamfe | LocaTaxinfo | suopays | AuoDeuctions | swoMemos | HRBaic
bal for Si k/ vV ti / PTO d K HR &chanced | Direct Deposit | Accrual Plans | Web Setup | Labar Distribution | Emplayee List
alances for Sick/ Vacation and make
ey o Erop.t: (15 Commpany Mame: Campary 408
manual adjustments to the earned balances. Emplayee Name: Marcos & Black - 16
Sick Total:
To adjust amounts earned, click on “New” at Cary Do Gy W Cozloble PR¥ Date sk Vacation | Personal
’ 0.00 0.00 0.00 .00
bottom. Enter the Earned Date, which varies Vacation Totals
Carry Owver: Earmed: Used: Dosailable:
on the accrual type, and enter earned hours, L0 i L1 o0
. 3 . Personal Totals
save and verify available amount is correct. fory Qoar. - Famed et Aaloble
Depending on the accrual type and earned =
S New
date, the hour that are input may appear as ETEEID:E
Earned or Carry Over. They will be added to Sick Eared: Vacation Earned: Persanal Eamed:
the available amounts in either case.

The automatic accrual amounts that are accrued with payroll are adjusted on the policy itself, located on the “Accrual Benefits” icon.

To adjust the Used hours amounts, this must be done on a payroll.



Web Setup Tab

You can view by Employee if they have
completed their setup for ESS. It will show the
User Name/Handle that the employee saved
online so you can provide it if needed. There is
also a check box for PPX activation on this

screen.

Labor Distribution Tab

This tab allows for the employee’s salary or
hours to be broken down by Div/Dept and all 5
job levels. If the distribution totals do not
equal 100% whatever is left over, will
automatically be coded to the employees
home (default) Div/Dept from the Employee

setup, general tab.

Employee List Tab

This is a view of the active Employee list for the
Company that is loaded on the screen.

‘ General | Basic Tax Info | State Tax Info | Local TaxInfo | Auto Pays | Auto Deductions | Auto Memos | HE Basic
| HRAdvanced | DiectDeposit | AccwsPlans | WebSewp | LaborDistibution | EmployesList
Company Name: Company 408
L3 #
ot {409 Frnp. # 16 Erplayes Name: Marcos &, Black - 18
Self Services
23 Generate Activation Cade (2 Email LA Set/Reset Security Level
User Handle: Employee access Reportaccess
marcash Manager access PPx access
Quick Filter 4514300 - 2990- 465 BOLT-bDeE Tcc0aTF
1d Expiration  Completed  Created  Faled Attempts  Type 1P Address
451f30ch-2F50-4bf5-b01 7-blet7Bccla?f 10-02-2012 10-02-z012 0 password
d29d5end-622a-4517-af a5-4151b7e 166G 07-05-2012 07-05-2012 07-05-2012 0 password 172.16.240.47
17F1d49e-2ad3-4407-afSb-eebdbazd0g73 09-10-2010 06-06-2008 0 Mew
General | BasicTaxinfo | SateTaclfo | LecalTaxinfo | AwaPays | AutoDeductions | AuroMemos |  HRBasic
HRAgvanced | DirectDeposit | AccrualPlans | WehSetup || LaborDistribution i EmplayeeList
: ) Company Name: Compary 408
(G [0 Hp G |19 Employee Mame: Marcos &, Black - 16
Walue: 0 % ILLY
Divii L b2
Dept #: - IREE
Job 4
Madd K Delete Jab 5
% Division Department Job 1 Job 2 Job 3 Job 4 Job 5
o
| General [ BusicTaxinfo | SwteTaxinfo | LocalTexinfo | AutoPays | AutoDeductions | AutoMemos | HRBasic

HRédvanced | DirectDeposit | Accrual Plans

| websewp

Labor Distribution |

Employee List

Company Mame: Company 408

o 403 E Ermployee Narne: Marcos &, Black - 16
Ermp. # First Name ML Last Name SN Division® Dept.# StmrtDate TermDate DD Typel DI
1 Marcas A Black- 1§ 97141745 0 2000 03-23-1994 Checking  Nor
§ Gerard Black - 6 957-14-1736 0 0000 12-07-1998 Checking  MNor
4 Lisa E. Brown-4 8§7-14-1734 0 0021 01-08-1998 Savings Che
1 Linda S Clinton - 19 97141749 0 20800 05-07-1990 Mene Hor
9 Thomas R Clinton -9 957-14-1733 0 10000 05-01-1984 None Hor
MO i Davis 32416226 1 1 04-03-2013 Mone Hor
H Syhia -5 L. Green-5 9141735 0 000 03-16-1991 Mene Hor
55 Brooke Green- 55 937-14-1785 0 0000 09-07-2008 Mone Nor




Payroll Processing

Select the ‘New Payroll” icon. ' Execupay Payroll Suite ver. 2013.2.4911 - EPDATA - [New Payroll]
If the company has a % Go  Search - MySettings Window  Esit o © 3
Payroll «
assword, you will need to —|| contactInto Payrall Dates
p ’ E . Co#, 708 Choose Dates from Calendar or click -->  [7] Unscheduled Pavroll
- Client Mame:
enter the password before the Today Center Printoorn Pr—— Use set L [ Use set2
Client DBA: Starti 03/18/2013

payroll information will load. eos) e
Client Contact & Phone:

End: 107012012

Mew Payroll ~ Edit Payroll | _ Pete Ocasio Check:  10/04/2013
(2103-366-0001 P 1
f‘h 8 Specialist Contact & Phone: Freg: |Bi-Weekly
v - lagan.c
Manusl  Wendor
Check Check (210) 555- 4444
) Payroll Info Calendar
¥ - Recent Payroll,  0%/20/2013 Set#  Completed  Check Date  Stort Date EndDate  PRD =
'y p
Submitted  Payroll 1 NO 10/04/2013 08/18/2013 10/01/2013 1
Clients Settings Current Payroll:  10/04/2013 4 /15 /s
S W13 10422013 104152013 2
1 PR#:
O @ pNR Status: o B 1N WAL 10/18/2013 1072972013 1 (g
i e E
q [r——— S WS 10802013 1w 2
Starting Chk Mo, 23397 —_ - m aarmn i PO i amnan - s
@ My Favorites e Notes Tosks
@] Payroll Merno: @ Company O Employee Due date Title p
. . . | Plemseverfyyourbame nd SSH - E r _
The default information will ) Tax{ACH matthyour & Card, adhassis - 408- Py 3
automatically fill in for you. If & Clents Delivery (Diy - Metho Tom . directline 535-5655 - I et ki
Yy you. A elivery [Div - Method) om B. direct line 07-11-2006 408 - Payroll - 356 PR
- @ Reporting 0~ Pickup - Call ATTN FRONT DESK-be sure to include b 07-12-2006 408 - Payroll - 2:18 PR
this is not a normal payroll run ool mm— Marasret rst#175 M e
I — Sett Data Input Editi Total Navigat
(bonus run, etc.) make sure to ) Global g T2 e e geon
S ——— Puweand] I PayGrid ‘ ’ PayFile ] I Di{;ﬁs
it
mark the payroll as oF Exccupay Suite
@ Help
unscheduled so your calendar
link will remain. NUM
Payrall Dates
Choase Dates frorn Calendar or click —» (7] Unscheduled Pavrall |
2 Execupay Payroll Sults ver, 2013,2.4911 - ERDATA - [New Payroll]
Use Set 1 [ Use Set2 n
9 G0 Search < My Settings Window st e x
Start 00/16/2013
Pagroll «
End:  10/01/2013 ¥ Contact Info Payroll Dates
Check:  10/04/2013 E "; Co#: [708 Choose Dates from Calendar or click > [] Unscheduled Pavrall
Pro: 1 . Client Mame:
: Today Center PrintRoamm
Freq: [Bi-Weekly Conter Company 408 Use Set 1 7] Use 5at 2
-A"V Client DBA: Start:  09/18/2013
s £BC Carmpany Inc,
| .
it Client Contact & Phone: End; ) 10/01/2013
New Payroll  Edit Payroll | Pete Deasio Checks  10/14/2013
(2103-366-0001 P
Q 8 Specialist Cantact & Phane: Freq: [Bi-Weekly
v = lagan.c
hé;';:;' ‘é“h"e‘ﬁ' (210) 5554444
) Payroll Info Calendar
licki he d iIsinth inf g ‘3‘ | Recent Payroll;  09/20/2013 Set# Completed  Check Date Start Date EndDste  PRD =~
Clicking on the details in the payroll info Subreitted  Payroll 1 NO WO42013 09013 10002013 1
Clients  Seftings Bt FHEE Ne 1 wo ARG 10/029003 1041552013 2
section will bring up previous payroll o RS 'y =
hist b @ 2 Mew
Istory. ] m 3 Exit
LA R — Starting Chk Now 23307 B
@ My Favorites R Payroll#  Check Date  Run Date Status Unscheduled User -
E’] P " Mermno: 307 0972072013 12/19/2012 Submitted (] marcosh
ayrol :
“Please verify your Name an 306 09/06/2003  12/13/2012  Submitted 0 marcosb
& Tax4 ACH match your 5 Card, sddress| | 35 08/23/2013  12/14/3012  Submitted [&] marcosh
i 304 08/00/2013 12/12/2012 Submitted b E
B Clients Delivery (Div - Method) JLTE 131 ubmitte ] marcos
Q Reporting 303 07/26/2013 12/12/2012 Submitted o marcosh
8- Pickup - Call 302 07/12/2013  12/06/2012  Subrnitted ] marcosh
(¥alcols < 301 06/28/2013  12/05/2012  Submitted [} marcosh B
- ti
) Global s 300 06/14/2003  11/27/2012  Subritted [&] marcosh
a e a 209 05/31/2013 11/26/2012 Submitted o marcosh .
If you have more than one frequency
i@ Help
with the same check date, you will ;
receive a prompt to select your HUM

frequency. Since | chose to run payroll

using the semi-monthly frequency (example above), that frequency is defaulted when selecting the period set.

To manually enter payroll, click on the payroll details. To enter payroll through a Powergrid, go to the PowerGrid Section on page 22.



Settings DataInput Editing Totals Mavigation

Payroll Payroll

ineandl l PayGrid l l PayFile

e  The curved blue arrow will take you A
baCk to the paerII Start screen. HNORMAL Emp#: 1 Div. &0 Firsthame &. LastMame 987-14-1731 ACTIVE Prew. Emp.:

e The blue person icon will take you to pays
either the employee master or the EE
QAC (quick add change).

e  The grid icon will take you to the check
listing. From there you can select any
check that has been entered and view Total Reg Hrs:  0.00 Tokal OTHrs: 0,00
the CheCk details or EEQTD/YTD tOtaIS' DEd“(tiunjtnda Armount Flst OR % OR  Dept e Code Amounk Flst OR % OR  Dept

e The check with that back arrow will
allow you to void any EE or special
checks.

e  The green icon next to that will exit the e I N ] E
payroll completely. Gross: 0.00|Fed WH: IR [T 0.00 Met: .00

Med:

e If the EE has more than one check you o T 2Ll ok Check
can scroll through the checks using the e, OASPL ansDE: M s =
left/right arrows.

e The check with the plus sign will add another check for the same EE.

e  The check with the minus sign will delete out the currently viewed check.

e The check with the person is to create a normal check. When in check entry, the default is normal check. The check with the
hammer allows you to enter a manual entry.

. The wheel icon will calculate check totals and number the checks/direct deposits.

angﬁmfﬂ 11 B i@ o A 0

Check Entry |Taxes |lnfnf0pnuns |usts/Msgs|

Code Dept  Rate  RegHrs  OTHrs Reg Pay T Pay W # Job # Date

In order to load an employee, the following options are available:
. Enter the EE number and hit the Enter Key
. Double-click within the Emp# box to bring up the list of EEs

If the company has more than 1 division set up CheckEnmy | ases | mfeioptins | ot | AAE k4 P i 62
the system will go to the division # field. The ‘ oD Emp# U bivo#Jo BettyV.amith 997111111 ACTIVE  Prev, Emp.i
division will default to the ee’s default division. “Pors

You can manua”y change if needed. Once you i Code |1 Dept |g.:ate | RegHrs | OTHrs I$D.D|;EgPay OT Pay 1wcx - Job # Date |
enter through that field the ee’s info will show. u 1 1o i i

All auto deductions/pays/memos will populate.

The only rate that will show is the ee’s rate 1 or

the salary amount (if ee is salary). If an ee has a TotalRegrs: 0.0 Total OT Hes: 0,00

rate 2 or 3 set Up On ee setup, you can use your ’DEd“(““"Smda | Amount | Flstor | oR | Dept | e Code amount | Flator | %OR | Dept |
up or down arrow keys to scroll through the o |2 #4376 [

rates. Once you enter your hours/pays/extra 0—12 E:ﬁg“ .

deductions, you can use your “*’ key to calculate

the check. You can also change the worker’s ‘ D IIE ]
comp # or job # if applicable. In the example Gross | Fed W | el | i | Nets |

below, these fields are set as a default for the oth Tac | or: [ I Med: | Check |
dept/ee. Using your enter key will save the check e oasor : -y : R :

and allow you to enter a new ee check.




Once you have calculated your check you will see the taxes that have calculated.

The info/options tab will allow you to create a live check instead of the ee having direct deposit. You can also change the pay
frequency, unemployment state, and withholding state. You can also add a check memo for the ee here. If you add a check memo in

the check, the memo will appear on all checks until the memo is deleted. If you want to add a check memo that has an expiration date,

enter that on the ee setup.

o

i * == + 111 b
Check EntryInFc-,l'Opti-:ns | LisksiM=qgs | s ﬁ % m- Q ! -
‘ oo Ernp #: |1 D, 2 |D Betty . Smith 987-11-1111 ACTIVE Pres. Emp.: |
Code | Dept I Loc1<d I Loc 1 Tax ILDE 2cd | Loc 2 Tax I Loc 3:Cd I Loc 3 Tax ILDE 4 Cd |L0c 4
=] 1 112 $0.21 1] $0.00 1] $0.00 u] $0.01
v |0 1 112 $1.79 a $0.00 0 $0,00 0 $0.01
1] | i
—Federal and 5tate Taxes — Totals
Tax Owerrides: Tax Creerrides:
Fed WH: | 4005 | | Y| 970 | Gross: 44750
A | | T | ! Local WH: 200
EE 0ASDL | 115 | Disahility: | o0 | Net: FTET:
ER 0ASDL | s | L&/ wiC: | 0o | Check s [
EE hdedicare: | 6,49 I Emp UCL I 031 I Sales.ﬂ\mt:l—
EF. Medicare: I .44 I H.C. | 0.00 I OT Prem I—
WorkForce: | 0.on | Rate:
M1 FLL: I

i & * = + 101 L
CheckEntrvl Taxes [; Info/Cptions Ak ﬁ % o q | & % & @ 1]
‘ oo Ernp #: |1 i, #: |D Bekty Y. Smith ag7-11-1111 ACTIVE Prew, Emp.: ‘
—Payroll —Check Options —Gross Up Uiility
PR Mumber: a4 v Direct Deposit Import I0: Il et I—
Prd, Start: 06-16-2013 ¥ Charge for Check v Accrue Vacation
5o T g
Prd. End:  06-30-2013 ¥ Accrue Sick ™ HIRE Act Eligible e I
Check Date: 07-03-2013 W Accrue Persanal [ Tax Lewveling . I—
ross:
—Employee Options [T Exclude Frorm Special Checks
Employee Check bemo: _I Pl Iﬁ"eekly — ed. Fate: Iﬁﬂjﬁﬂﬂ —
Unermployrment St P& - st Rate: [0.0000 —
Res WH 5t |AL -
=l Wfork WH St AL A Gross Up |

—Entry Short Cut Keys

FT (&dd Pay Line)
F8 (&dd Ded Line)
F2 {&dd Memo Line)

F3 {wiews Checks)
F4 {void Checks)
F5 (Ernployee QAC)

Fo (Payroll Totals)

F11 {Mormal kode)
F12 {Manual bode)

F10 {Mew Check Same EE)
Fd {Delete Check)

* {Calculate Check)

CTRL +F (FICA Owerride)
CTRL +L {Tax Leveling)

CTRL +0 {Owertime Owerride)
CTRL+T QJump to Taxes)




The lists/msgs tab will show co &ee messages. Pays, deductions, etc.

a B 2k 4 101 B A

Check Entr\,-'l Taxes | Infoyopkian: stsfMsgs

‘DD

Emp #: |1 Diive, #: |E| Betky %, Smith g7-11-1111 ACTIVE Pres. Emp.: |
—Company | Employee Messages —Division f Department Listings —Pay § Deds & Memos f Job Listings ——
Company Message: Divisions: wok P Listing -
Title | 0-Regular Pay j
1 - Division 1-1 1-Bonus
test 2 2 - Divizion 1-2 2-Sick Pay
3-Wacation
4-Cash Tips hd|
wwk e Listing f’
1-CAF Plan Test Change
2-Miscellaneous Advances
Ernployee Message: Departrnents: 3- <REIMBURSEMENT »
4-Ruqg Rat Care BELahTest W
Title 4 »
2 - Office
3 - 3rd Party Sick
4 - Test? Wk lob Listing
13213123
2-job2
3

Once you have calculated your payroll totals, you will be able to see overall company totals. You will also see there are 3 red links on
the bottom right corner. The new hires link will list any new hire that has never received a check. The active ees link will list all of the
active ees that did not receive a check in the current payroll. The missing new hire link will tell you what ees are missing certain
information that is needed before the ee can be reported as a new hire.

| Payroll Totals Fay / Ded / Memo Totalsl Division / Dept. Totals | lob Totals | State Tax Totals | Delivery Info / Msgs

PR. Contact:
Co. Phone:

Jane Emith
{210)-366-0001

Payrall Met: Im

Mon PR Check Met: I $12.95
941 Tax Deposit: IW
Total Tax Impound: IW

Co# 1 Co, Narme: Sample Cormpany &

‘ —Payroll Figures

Gross: IW
Federal WiH: IW
- 0

oaspL | 4635
Medicare: I $45.79

| Total Hours: 75,00
— Total Checks f Hours

Mo, of Checks: I 3
Mo of Manual: I 0
hanual Met: I $0.00

ELC.

Reqular Hours:

I 10,00

OwerTime Hours: .00
Cther Hours: 500
—Void Totals
Regular Hours: 0.00
DrerTime Hours: 0.00
Other Hours: 0.0

Waid Met:

I $0.00

State Taxes: I $75.89
Local Taxes: I $16.87

Deductions: I $427.85

M{MI $1,331.74
Invoice Impound: IW
Bank Deposit: Im
Sales Figure: |—$UIJIJ

SERAT-WPEEKLY Open Ligbility |
EE Control Cht: I 54

g}lnuoice

f"’ﬁ Payroll Start @ Payroll Details l:'léi Save & Ext

ey Hires Mot Paid: Click for Listing
Sictive EE's Mot Paid: Click for Listing
Iissing Mews Hire Infa: Click far Listing

@Submit




This screen will show company totals for any active pay/deduction

Payroll Totals| Pay / Ded / Memo Totals IDivision / Dept. Totalsl lob Totals | State Tax Totals | Delivery Info / ksgs

Co.# 1

Co. Mame: Sample Compary &

lane Smith
{210-366-0001

PR Contact:
Co, Phone:

—Pay { Deduction Totals

Pays:
0-Reqular Pay
1 1-Bonus
2 2-Sick Pay
3 3-Wacation
4 4-Cash Tips
5 5-DoubleTime
] G-tiscellaneous
7 7-Rate Factor 1.5
i d-Absent Pay
q 4-Fringe/Auto
m 10-Fringe benefit category
11 11-Rate Differential
12 12-1099 Pay
14 14-3rd parky sick tazable
15 MNaon-taxable tuitiion reim
16 16-Personal

0P Hours:

I To.00
Armount:

I $2,200,00

OP OT Hours:
0.00

OT Armaount:
$0.00

[ |

Deductions & Memos:

1 1-CAF Plan Test Change -
2 2-Miscellaneous Adv

3 3- <REIMBURZEMENT =

4 4-Child Care

5 5-Super Flex Spending

f 6-Dec Loan

7 T-401¢k)

a B-Misc %6 of Met

1 9-Caf 2 -
1 10-4010k) Ins

11 11-Dep care

1 Li-sep simple

13 13-Miles

14 14-Union Due JM)

15 15-Union Due (QUT)

=
1| | »

Amaunt!

I $47.52

i_?l'-gvlnvoice

This screen will show division/department hour breakdown

fl"g‘ Payroll Start @ Payroll Details lﬁi Save & Exit

-@sm;mit

Payroll Totals | Pay / Ded / Memao Totalsl Division / Dept. Totals IJob Totals | State Tax Totals | Delivery Info / Msgs

Co# 1

CouMarme: Sample Company &

— Division § Department Totals

Diwision:

I n1-0
1 Diwision 1-1
2 Diwision 1-2

o, of Checks:
3

Regular Hours:

I 70,00

OwerTime Hours:
0.00

Other Haurs:
5.00

PR Contact: Jane Smith
Co, Phone: (210)-366-0001
Cepartment:
2 Office
3 3rd Party Sick
4 Test2

Regular Hours:
I T0.00
OwerTime Hours:

I 0.00

Other Hours:
5.00

g}lnvoice

?'9 Payraoll Start @ Payrall Details %i Sawe & Euit

-@Submit




Company totals broken out by job

Payroll Totals | Pay / Ded / Memo Totals | Division / Dept. Totals | Job Totals | State Tax Totals | Delivery Info / Msgs
PR Contact: Jane Smith
Co#: 1 Co. Marne: Sample Company & Co. Phone:  (210}-366-0001
—lob Totals

lobs
1-GGree Regular Hours:

2 2-bAain 5t I 70,00

3 3-Van Buren

OwerTime Hours:
0.00

Other Hours:
5.00

State & local taxes by locality

-_'-Eg-lnvnice

@Payrnll Start F'a},frcull Details %Save & Exit

@ Submit

Payroll Totals | Pay / Ded / Memao Totals | Division / Dept. Totals | lob Totals | State Tax Totals | Delivery Info f Msgs

Co. 8 1

Co. Mame: Sample Company 8

PR Contact:
Co. Phane:

Jane Smith
(210)-366-0001

—5tate and Local Taxes
States:

Alaska -~

State WH:

Lacals:

100

$24.81

AR Arkansas 12010
AT Arizona IE_'””P'_D% 1201
o) Califomia $0.00 1203
8] Colorado 1204
cT Connecticut IE_'””P'_U.& 1205
[Nl District of Colurmb $0.00 1401
DE Delaware , 1500
FL Florida W Tox: 1501
GA Georgia $0.00 152

HI Hauvaii M SidorkForce Tax: 153

sy lowea 50,00 1554
D Idaha 1555
IL lllinais _ILI M1 HealthCare Tax: 1362
4 I T

Los Angeles Payroll Expe

MY C (R

Yonkers (R}

MY C (M)

Yonkers (M)

Mew York MCTR Payroll
Tri-County Met, Transportation District
HarborCreek

nse Tax

Tax

HarborCreek Occupational Tax
Allen County { Resident )
Allen County { Non Resident )

Philadelphia (Resident)

Philadelphia (Mon-Resident)

South Fayette Towmnship

il

Lacal WH:

$2.00

iz-g-lnvoice

?’f‘l:'ayrnll Start Payrnll Details @Save & Exit

@swmit




PowerGrid

The utilization of a PowerGrid allows the client to simplify entering payroll. PowerGrids can be built specifically for the standard payroll,
bonus runs or specialty payrolls. This section assumes the PowerGrids have been constructed by the Service Bureau for the client’s
specific use. The PowerGrid Button is on the bottom portion of the screen after selecting “New Payroll” or “Edit Payroll.”

— Contact Info —Payroll Dates
Cot |1 Choose Dates fram Calendar ar click - [ Unscheduled Pavrall
Client Marme:
Sample Cormpany & ¥ Use Setl [ Use Set 2
Client DB Start: |05f23f2013
Cormpany DB& 1
End: IDﬁ 29,2013
Client Contact & Phone: " 725/
lane Smith Check: Iﬂ?fﬂ3f2013
(210)-366-0001 Prd: [1
Specialist Contact & Phone: Freq: IWEEH}"
dtest, 2012 |
(210} 555-4444
—Payroll Info — Calendar
Recent Payrall:  [09/11/2013 Details | | Set# |Comp|eted Check Date Start Date End Date | PRD |;|
Current Payroll: IUL-‘U3,-‘2013 ] 1 MO 06,/19,/2013 06,/09/2013 06,/15,/2013 ER
PR, Status: PR #: [l 1 YES 06,/26,/2013 06,/16/2013 062272013 4
Mews |34 [l 1 YES 0740352013 06/23,/2013 06,/29,/2013 1
1 MO 07032013 06/23/2013 06/29/2013 1
Starting Chk No.:  [3635 3 i e =
Dieseifpiient I —Motes —Tasks
hlerna: % Company = Employee Dre date Tiie
MHAWE & SUPER DAY ;I Title
[
— Delivery [Div - Method)
0 - Mail - Category 4 Detail |
2 - Mo Delivery Ftars
— Settings — nput ——————— ~——Editing — —— Totals — Mavigation
Payroll Ilarual g | g g Payroll Payrall q
s Checks PowverGrid PayiGrid PayFile Details Totals Mext »» Exit

If the client is utilizing an integrated Time Labor Management system, the PowerGrid information will be generated from the TLM
System. You will find a selection “PowerGrid from TLM” on the top Portion of the screen. The client with a TLM System would make that
selection and continue with the following steps:
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Using this screen we can:

. Create new PowerGrid

. Edit previously created grids.

. Import payroll files directly to the grid.

. Import payroll data directly from TLM providers.

. Export PowerGrid to Execupay 2 file

. Export PowerGrid to PowerSheet Excel file

e  Copy and Paste date directly from external sources (like comma separated file).
. Distribute hours according to Labor Distribution Setting (Employee Setup).

. Processing PowerGrids.

. Check all processing messages.

PowerGrid can have one of these possible statuses

. In Progress — PowerGrid is created but editing is not finish.
. Completed — PowerGrid is created and all editing are finish — ready to process
. Processed — PowerGrid is already processed.

To Process a PowerGrid within TLM follow these steps:

1. Select PowerGrid
Identify the PowerGrid to use (PowerGrid from TLM or a specially created one)
Be sure to select the appropriate categories to include for instance, be sure to add time to existing checks so you
can perform edits, select Auto Hours if you have ee’s who receive automatic hours (like salaried staff) and select
Salary if you want salaried staff to be paid.



10.
11.
12.
13.

14.

15.

16.

17.

18.
19.

Select Finish Button.

Highlight the PowerGrid and select Edit Powergrid to check for accuracy. You may also double client on it to view
the information.

Select Process Powergrid

Dialogue box will appear identifying the status of processing the PowerGrid and calculating checks. When both lines
display “Done”, Select OK.

Select Payroll Totals so the system will calculate totals from the PowerGrid.

Save and Exit

Go to the Reporting Drawer.

Select Report Browser

Select a report determined to show balances. We recommend the Payroll Register and the Register Total Reports.
If any changes are necessary, go to the Edit Payroll icon. If everything is correct you are ready to submit your payroll.
Follow the submit instructions with Step 19.

Select Payroll Details.

Select the Employee who needs revisions.

After making the revisions on the employee’s details, hit the * key to calculate the new payroll and select the enter
button to clear the screen.

After all of your employee changes have been made, select the green check mark on the far right of the tool bar.
This will complete the Payroll Totals with your changes.

Save and Exit if you wish to verify your changes by running another Payroll Register (Repeat Step 11 & 12.)

If you do not want to verify your changes, from the Edit Payroll Screen, select Submit.
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