Asure Payroll - Web /t‘
Client User Guide (ua Y

‘
A AVA( !
Nahs

—.‘ —.—

Asure



Asure Payroll — Web Client Guide Asure

© Copyright 2021 by Asure.

All rights reserved. Printed in USA.

Asure and Asure Logos are registered trademarks. Third-Party trademarks: All trademarks mentioned in the
document are property of their respected owners. The information contained herein constitutes proprietary and
confidential information of Asure. It must not be copied, transmitted, or distributed in any form or by any means,
electronic, mechanical, or other, including photocopy, recording, or any information storage and retrieval system,
without the expressed written permission of Asure.




Asure Payroll — Web Client Guide

Asure

CONTENTS

NavIgating WeED PayrOll ...t e et e e e e e e s e e e e e e e e e annbeeeeeas
Client and ComPany SEIECION.......oiii i e e e e e e e e e e e e st re e e e e e s e snnreeeaaaaean
THE EMPIOYEE MENU ..ottt et e e bt e e e sttt e e e aate e e e sbe e e e e anbeeeesanneeeen

L= o) (=TT

Y 1Y TV L (=10 0 1 TR
121U 0 =1 o1 PO PRPPE




Asure Payroll — Web Client Guide .ﬂ] Asure

TRE MENU B ...t e et e e st e e e e et e e s b et e e e sar et e e s arneeessraeeeeanreeeeaans
THE COMPANY IMEBNU ...ttt a et e e bt e e e aa bt e e e b bt e e e st et e e e aabe e e e abeeee e aabaeeesaneeeeeaane
[07e] 10T oF= 1) Rl = F= TS (oS3 Tod £ =YY o SRRSO
Company - Organization LEVEIS SCIEEN ..........cii ittt
ComPpPany - E/D COUES SCIEEN .....ccceieiiiiiiiiee e e e ettt e e e e e ettt e e e e e s et e e eae e e e s sasbaaeeeaeessaassaeeaeeeseasnsreeaaaeanan
COMPANY — SEALES SCIEEN ...coi ittt e e et e e e b e e e be e e e e nbe e e e eaneas
ApPeNdiX — COMPANY IMENU ...ttt e ettt e e e e e ettt e e e e e e e e nn et eeeaaaeaansneeeeaeeeaaannneeeeaaeaaanes
(07e] 10T oF= 1)V = 7= TS (ot T ol =YY o I PSPPI
Company — Organization Levels screen Company — States Screen ..........ccccoveiiiiiiiie e,

(070 10T o L= 1) ] €= | (TR T 1= o (PSPPSR
The EMPIOYEES MENU ..ottt ettt e b s sssesssssasennnnnes

AddiNg NEW EMPIOYEES ......cooiiiiiieiiiiii ettt ettt e e sttt e e et e e e s ab e e e e e nbe e e e eanee
EMPIOYEES VIEW SCIEEN.....cccc ettt neenbnbntetnsnnnnnnes
EmMPpIOyees —Personal SCrEEN .......ccoiuiiiiiiiiii ettt
Employees —Labor Defaults SCrEEN.............uiviiiie et e e e e e e e e e
EMPIOYEES —ACA SCIEEIN ...ttt sttt e e et e e ettt e s ab e e e e nbe e e e enes
EMPloyees —ACA HISIOIY SCIEEN.........eeiiii ittt e e e e e e e e e e ee b e e e e e e e snnraaeaaaeeas
EMPIOYEES —PAY SCIEEN .....eeiiiiiiiiieieieieeeeee ettt ettt et e e e e e e e e e e e e e e e e e e e e e e e e e e e e e eeeaeeaeeeeeaeaasesasaanaaaaaanan
ShiftS SUD-MENU ...ttt nin e
PIECEWOIK SUD-MENU ......oiiiiiiii ettt s e e e e s eneeas
EMPIOYEESs - FEAEral SCrEEMN ... ... n e e e rssstesnnnnnnes
EMPIOYEES - StAtE SCIEEN......oii et
= ap] ol [o )Y =Y oY T o Tor= IR o] =Y Y o
Employees —Child SUPPOM SCIEEN ... oo et e e e e e e e e e e e aeean
Employees —DireCt DEPOSIt SCrEEN.........coo i r e neerernnnnes
Employees —Scheduled E/DS SCrEEN ........cuuiiiiiiiii et
Setting up employee-level SCheduled E/DS ...........uueiiiiiiiiiieeee ettt
EMPIOYEes —DEIIVEIY SCIEEN ........eiiiieii e e
Employees —Time Off ACCIUAI SCIEEN ...........uviiiiie it e e e e e e e s e r e e e e e e anes
Employees —EmPIOYEe POral........co.uiiiiii s
UNDIOCK ACCOUNT BULION........ciiiiiiii ettt e e e e nneee s
Group ASSIGNMENTS SECHON .....cciiiiiiiiie et e e e e et e e e e e e s et e e e e e e e e saareaeeaeessanrsseeeaeeeaannes
EMPIOYEes —INOLES SCrEENM ......coiiiiiiii e e e bee e e

Auditing EMPIOYEe UsSer HiSTOIY ... ...t e e e e e e e e e e e e e e e e eeeeeeteeaaeaaaaaaaaeaens




4] Asure

Asure Payroll — Web Client Guide

Editing information ..............

Deleting an Effective Date RECOI..........coocuuiiiiiii ittt e e e re e e e e e s e e e e e e e e anaes

Deleting an Employee ............

Employees Menu - Appendix......

Employees — NeW EMPIOYEE SCIrEEN ........cooiiii et nennnenrnnnnes

EMPIOYEES — PEISONAI SCIEEN ...ttt e s e e e e e s e e e e e e naees

Employees — Labor Defaults SCrEEN..........c..uviiiiiii ettt a e e e et raae e e e e e e e nanes

Employees - ACA Screen ...

EMPployees - ACA HISTOrY SCIEEN ......cciii ittt e e e e e e e e e e e ae e e e e e s e eanrereaaeeeanns

Employees - Pay Screen ....

Piecework Sub-menu..........

Auto Labor Distribution Sub

B 1L 1

EMPIOYEEs - FEAEral SCrEEMN ......cooeeeeeeeee e

Employees - State screen...

Employees - Local screen ..

Employees — Child Support

5103 ]

Employees — DireCt DEPOSIt SCrEEN ... ... ettt e e e e e e e e e e e e anneeeeeeeeeeaannnes

Employees - Scheduled E/DS SCrEEM ......cocuuiiiiiiiii et

Employees - Scheduled E/Ds — Schedule tab...........c..ooeiiiiiiiii e

Employees - Scheduled E/Ds LIMits tab........oocuuiiiiiiiii e
Employees - Scheduled E/Ds - Thresholds tab............oooviiiiiiiiiiiiiie e

EMPIOYEES - DEIIVEIY SCIEEN ...ttt e e e s

Employees —Time Off ACCIUAI SCIEEN ...........uviiiiie it e e e e e e e s e e e e e e e e anas

Employees —Employee Portal SCre@N ...........ii i e

Employees —Notes screen..

Employees —Check Calculator Shortcut BUON ...........eoiiiiiiiiiii e

Check Calculator Menu..............

The Payrolls Menu .....................

Creating a Scheduled Payroll
Check Batch Settings Screen




Asure Payroll — Web Client Guide d] Asure

BatCh ChECKS SCIEEN .....c.uiiiiiiiiie ettt ettt ettt e sre e naree e
SUMIMAINY VIBW ...ttt ettt ettt b et e e a et e e e b b et oo e ab e et e e a bt et e aabbe e e e eane e e e snbaeeeannneee s
SUMMATY DELAI VIBW........eiiiieiiie ettt e e e e e e e e e e e e s e st re e e e e e e e snntareeeaens
DAl VIBW ...ttt e b e e e e e re e e
MENUEL TAX SCIEEIN ...ttt et e e st e e s b e e e s sar et e e e aan et e e sne e e e s sareeeesanneeeenane
Fed OVEITIABS SCIEEN .....coiiiiiie ittt e ettt e e ab et e e e aa b e e e e e bre e e e nnes
State OVEITIAECS SCIEEIN .....eeiiieiiee ettt b et e s a bt e e bttt e e aabe e e e sbbe e e e annneee s
LOCAI OVEITIAES SCIEEN ......viiiiii ettt ettt ettt bt eab e e st e e bt eebe e e sareesneeenareees
Payroll — OPIONS SCIEEN........iii ittt s eb e e et e e ebae e e e e
=YY (o | Bl B A T A o] =Y =Y o
Calculation RESUILS SCIEEN ........eiiiiiiiii ettt et e e e s
Creating an Unscheduled Payroll..............ooooiiiiiiiiie et e e e e e e e aeeea e
Check BatCh Settings SCrEEN ......coouiiii e
Payrolls - BatCh ChECKS SCIEEN .......cccoiiiiieiiiie et e e e e e e e e s et e e e e e e e e aanes
SUMIMAINY VIBW ...ttt ettt bttt e e a bttt e s b et e e e ab e et e e ab e et e s bttt e e eabe e e e snneeeeannneee s
SUMMATY DELAI VIBW........eiiiieiiie ettt e e e e e e e e e e e e s e st re e e e e e e e snntareeeaens
DAl VIBW ...ttt b e et e b e e bt e e re e e
MENUEL TAX SCIEEIN ....c..ieiie ettt et e e et e e sttt e e rar et e e e aan et e e sneeeesaareeeesanneeeenane
FEA OVEITIAES SCIEEN ..ottt ettt h e e st b et et et e sb e e s b e e e nne e e ean e e e
State OVEITIAES SCIEEIN .......eiiiiii ettt ettt a et et e s b et sar e e st e saneesb e e e anneenaree e
LOCAI OVEITIAES SCIEEN ....ceiiiiiii ettt ettt e ettt e s bt e e e st et e e s bt e e e e st et e e e aabeeeesbeeeeeaaee
N o] [ @] oy o] g E T 1= o RSP PPPRR
Payroll = REVIEW SCIEEIN ......eeiiiiiiiii ettt ettt e e bt e e e et e e e e rabe e e e eanes
Calculation RESUIS SCIEEM ........iiiiiiiiii ittt et e e enee e
Creating an Unscheduled Payroll.............ooo i
Check BatCh SEtliNgS SCIEEN......cciii ittt e e e e e e et e e e e e e e e e e e e e e e e snnraeeeas
Payrolls - BatCh ChECKS SCrEEN .........eiiiiiiiii e
SUMMEAY VIBW ...t e ettt ettt e e e e ettt e e e e e s e e st b e e eeaee e e s asbaaeeeaeesaanssbaeeeeeeeasasssaneaaeeesnnsrennes
SUMMArY Detail VIBW......coiiiiiiiiiiie e et
DI VIBW ...ttt e e
= LU B = G Ter £ oY= o PP OTU SR PPPRRO
Fed OVEITIABS SCIEEN .....ciiiiiiie ettt et e et e e ab e e e aa b e e e e e bbe e e e e
State OVEITIAES SCIEEIN .......eiiiiii ettt ettt a et et e s b et sar e e st e saneesb e e e anneenaree e
LOCAI OVEITIAES SCIEEN ....ceiitiiii ittt ettt e bt e e et et e e s abb e e e e st et e e s anbeeeesbeeeeeaaee

) o] I @] oy o] g E R T 1= o USSP




3.’] Asure Asure Payroll — Web Client Guide

Payroll — REVIEW SCIEEIN ...ttt e e e e e ettt e e e e e e e e s eeeee e e e e e e e anenteeeaeeeaaannenneeaaeenn

Calculation RESUIES SCIEEN ........oiiiiiiiii ittt e e e ebee e
Pre-Processing and Submitting the Payroll.............c..oo e
Editing / Completing @ Payroll ...........oooiiiiiiiie ettt e e e e e e e e e e e e e e e e annnaee

THE RESUIES SCIEEN ...ttt e e bt e e s bt e e s et e e s b e e e e aane e e e s anneee s
Viewing Payroll RESUILS ..........ooooo i ennrnannnnes
Reprinting Reports and INVOICES .........coooiiiiiiiieicee et pnannnees
Reprinting Payroll ChECKS ...........uiii et sbeee e
RePriNtiNg MiISC. CRECKS .......cciiiiiiiiie ettt e e e e e e e e e e e e e e e e e e snsbaaeaaeeesenrnreees
(76T o)V [aTe JE= Tl =1/ (o | O PP PPR T RPP

Copying @ Payroll iN CArd VIEW .........ccocuiiiiiiee ettt e e e et e e e e e et e e e e e e e snsreaeeaeeesnnrnaees

Copying a Payroll iN TabIe VIEW..........coiiiiiiiiii e
P aXe o1 g I aNe [o [ Te] g F= 1 I @ dT=To1 (- TSP
AddING CRECK LINES.....coiiiiiieeiieie ettt et b e e e st e e e e e bt e e e e e be e e e e nbee e e annee
Refreshing Scheduled E/Ds for Checks and BatChes ...........cccuuviiiiiiiiiiiiiiccc e
Refreshing Scheduled E/DS for BatChes ............eiiiiiiiiiii e

Blocking Scheduled E/Ds from @ Payroll .............ueoiiiiiiiiiiiiiiee ettt

Creating ManUal ChECKS ... ...oii ettt et et e e b e e e sabe e e e e anbe e e e sbaeeeeaaes
Creating @ NEW DALCN.........oi e bbb
Creating Third Party ChECKS ..........eiiiiiii e bbb

Creating Third Party Checks in @ new batCh ...

Adding Third Party Checks to an existing batCh ...

[V ] Lo [1gTe I @ o T=To1 SRRSO

Voiding a check by creating @ NeW Payroll..............oooiiiiiiiiiiii e

Voiding a check by editing a waiting payroll ...........ccco e

Deleting BatChEs ......coo ittt b et e b e e e e e e e e aeeeeaae

Redistributing Labor AllOCAtION ..........oeiiiiiiiiiiiiieee et

I =T O o T V] oo o SRR

R R o] A= aTU R Y o] o 1= Lo [ S

Payrolls - Check Batch Settings SCreen.........coouiiiiiiiii e

Payrolls - Payroll SEtNGS SCIEEN .......ccccueiiiiie et e e e e e e e e e sraae e e e e e e senenes

Payrolls - BatCh ChECKS SCIEEN .......cccoi it e e e e e e e e e e e e e e e e e e e eanes

Payrolls - Add ChECKS SCIEEN........coiiiiiei ittt ettt eb e e rabe e e enes

Payrolls - Check LiNeS — BaSICS SCIEEN...........uuiiiieiiiiiiiieiie e e ettt e e e e e e e e e e s et e e e e e e e e ennraaeeaaee s

Payrolls - Check Lines — Labor Defaults SCre€N ........ ..o




Asure Payroll — Web Client Guide d] Asure

Payrolls - Ch

eck Lines —Local Tax OVerrides SCIrEEN .........cciciiieiieeiieeeee e e e e e e e e e e e aeaeees

Payrolls —Manual TaX SCIEEN ..o ettt e e et e e e e e e e et e e e e e e e e e snneeeeeeaeeeannnnneeeaens

Payrolls —Fed OVEITIAES SCIEEN ........cciiiiiiiiiieiieee e e e s e e e e e st ee e e e e e e s a e e e e e e e e eannsraneeaees

Payrolls —State OVErrideS SCIrEEN ........coiii i e e et e e e e e e e e e e e e e e nenneeeaens

Payrolls —OPtioNS SCIEEN ......cciii ittt e e e e e e e e st e e e e e s ee s raeeeaeeeesssraaeaaeeean

Payrolls —Re

VLNV =To] (1<) o IO

Payrolls - Time CIOCK IMPOIt 1A ......oooi e e e e e e e

Payrolls —Ca

ICUlAtioN RESUILS SCIEEN ... ..coveeeeeee e e e e e e

(07 0 1=To [ m Ta Lo 1= g 1Y, [=T o U TR

The Reports Men
Defined Report

U e e eee e eaea e eeeeetaeaeaeaeaeaeaeea et e et raraaas

S

(1YL = o = T (=Y o Lo o AP ERRR PP
0] o] 1] =0 I (T o Yo o £ O UERR
o I [ T =Y o o] o £ PP

Security Sett

T ST PTUPPRPPPPRN

Adding @ New Ad HOC REPOI ... ...ttt e et reeeennennees
Editing an Existing Ad HOC REPOI.........coo i

RUNNING @N Ad HOC REPOI ... ittt e e e e e e e e e e e e e e e e eeaaaaaaaaaaaaaaaaaaaaaaaaeaeaeeeees

Ad HOC Report RESIIICHONS ....cooviieiiieieeee e nannnees

The Reports Men

U Y o] o 1= o o [

Reports — Defined REPOITS ...ttt e e e et e e e e e e e ee e e e e e e e e anneeneeaaeeaann
Reports — PUDIISNEA REPOMS .....ovviiiieieieeeeeee e

The Task Queue

Viewing/Downloading REPOIS .........occuiiiiiie ittt e e e e e e e e s e e e e e e st ae e e e e e s eenanraeeaaaeaaan




Asure Evolution Payroll Client User

This page intentionally was left blank




4] Asure

The Dashboard

Information on the Web Payroll Dashboard is laid out in sections, or tiles, from which users can navigate
to the information selected. Dashboard functionality is covered in more detail later in this guide.

Evolution Payroll Client User

Evolution

@ oashboard Payro” TOan

Regular Payroll 08/30/2019

i Company Regular Payroll
Regular Payroll 09/12/2019
A Employees
B check calculator
02/22/2019- 1
® rayrons
02/2212019-1 03/05/2019
Q  check Finder
& reports Published Reports

Employee Change Listing (S1075)
Labor Distribution (New) 2 (S1077)

Cover Lette;

ith Tax Report (S1082)

Web Payroll Ref

Eamings And Deductions (S181)

General Ledger (S183)
Cover 193)
Direct Depostt (S211)
EE Cost (S213)

Check Reconciliation (S214)

4 Task Queue

[ T} L3
03/05/2019 03/05/2019
03/05/2019 03/05/2019

®

Analysis

Agenda

Date

Tuesday
September, 2019

0 Wednesday

September, 2019

n q Thursday

CLIENT | Todd- TL Shelbure Inn & Shoppes

COMPANY  Todd-TL Shelbume I & Shappes

Barb ~
-. Tuesday, September 03, 2019-Tuesday, September 10, 2019
Time Event
8:00 AM-8:30 AM Run Balancing Report
12:00 PM-12:30 PM Quarterly Schedule Report
8:00 AM-8:30 AM Run Balancing Report
12:00 PM-12:30 PM Quarterly Schedule Report
8:00 AM-8:30 AM Run Balancing Report
Check Date: 9 TO 09/04/2019
Total Net F
Total Tax Liability $6,406.94 = 30.97 % >

Total Agency $365.00 = 1.76 %

Header

In the Header at the top of the screen, far left, is the company’s logo.

The clients and companies are selected from the dropdown lists in the upper right corner of the screen.
When the Dashboard first opens, the default client shown is the one with the lowest Internal Client
Number. The client and company fields are accessible in every screen within Web Payroll.

Note: When a different Client/Company is selected, regardless of the menu in which the user is working,
the user is automatically returned to the Dashboard screen.

Menu Bar

Use the Menu Bar on the left-hand side of the screen to navigate within Web Payroll, similarly to the
Menu Bar in Classic. Menu Items are selected from the main screens of each menu. Each menu is
covered in more detail later in this Guide.
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Payroll Today

The Payroll Today tile offers a snapshot of payrolls scheduled around the time of the viewing. The
payrolls listed are links that, when clicked, take you to the Batch Settings screen for the payroll selected.
Normally the first payroll is the most recently run prior to current day. The next are payrolls scheduled to
go out on the current day or in the very near future.

Payroll Today

Regular Payroll 10/21/2020 - 1 Past Due
Regular Payroll 11/04/2020 - 1 sed
Regular Payroll 11/18/2020 - 1

0D W L

The symbols across the center of the tile are described in the table below and indicate delivery status of
the payrolls listed below, currently a feature of VMR. To view this section on the Dashboard, the company
must be set up with VMR.

Symbol Description

Check date of the payrolls listed below
Processed date of the payrolls listed below
Packaged date of the payrolls listed below

In Transit date of the payrolls listed below

el or

Date Delivered of the payrolls listed below
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Agenda

The agenda functions similarly to the User Scheduler in Classic and is available to the user only. It keeps
a calendar of all scheduled tasks. Agenda users must have User Scheduler security rights established in
Classic to access the Agenda in Web Payroll.

Agenda

-- Tuesday, September 03, 2019-Tuesday, September 10, 2019

Date Time Event

0 3 Tuesday 8:00 AM-8:30 AM Run Balancing Report
Sepambey 2119 12:00 PM-12:30 PM Quarterly Schedule Report

04 Wednesday 8:00 AM-8:30 AM Run Balancing Report
September, 2019 12:00 PM-12:30 PM Quarterly Schedule Report

n R Thursday 8:00 AM-8:30 AM Run Balancing Report

ritniar Dn10

Published Reports

The Published Reports tile lists the 10 most recently run reports, published to the company through VMR
in Classic. Each report link when clicked, brings the user to the “Published Reports” screen in the
application, showing a preview of the report results.

Published Reports

Employee Change Listing (S1075)
Labor Distribution (New) 2 (S1077)
Cover Letter With Tax Report (51082)
Web Payroll Register (5109)
Earnings And Deductions (S181)
General Ledger (5183)

Cover Letter (S193)

Direct Deposit (S211)

EE Cost (5213)

Check Reconciliation (S214)
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Analysis

The tile on the bottom right of the Dashboard screen displays a graphical representation of the Cover

Letter Report (S193) and Tax Report for Payroll (S247) reports. Users can click the left E or right [S arrow
to scroll to the next view.

The Analysis tile always shows data for the last processed payroll and is updated when next payroll is
processed. For the graphs to be displayed, the reports must be properly configured to display on the
dashboard.

The Cover Letter (RW) (S193) displays as an inverted pyramid showing the actual dollar amounts in the
payroll. At the top of the chart is a breakdown of the payroll that the chart represents.

Analysis

Cover Letter (5193)
Check Date: 09/05/2019-1, Period Range: 08/29/2019 TO 09/04/2019
Week #36
Total Net Payroll = $13,246.82, Total Payroll Liability = $20,690.33
Total Debited From Account = $20,690.33

Total Tax Liability $6,406.94 = 30.97 %

Total Agency $365.00 = 1.76 %

Total Billing Amount $671.57 =325 % 4

The Tax Report for Payroll (S247) displays as a Pie Chart showing the amounts of the taxes as well as
the Net Payroll amount for the payroll for which the report was generated.

Analysis

Tax Report For Payroll (5247)
Check Date: 09/05/2019-1, Period Range: 08/29/2019 TO 09/04/2019 Week #36
Local Taxes: $248.70 = 1.27 % —
SUI Taxes: $310.13 =158 %
State Taxes: 581431 =414% ——— \ |

Federal Taxes: $5,033.80 = 2561 % —_ .

" Net Payroll: $13.246.82 = 67.40 %
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Navigating Web Payroll

Navigate within Web Payroll using buttons, symbols, or by clicking within the fields themselves. When

adding information, press the TAB key to advance to each of the applicable fields in the order in which
they should be completed.

Client and Company Selector

Select the client and company from the dropdown menus in the upper right corner of the screen to view
company-specific information.

To navigate to the topic and screens desired from the Dashboard, users can

1. Click the Menus in the Menu bar, or
2. Click the Tile titles

Evolution

The Employee Menu

After clicking the Employee menu, click the active button (the button that is not greyed out) in the Header
to access the additional menu items within the Employee menu.

Example: the following screen opens when the user clicks the Employees menu. This is the Table View.
Click the active button to access the Form View, which lists the menu items within the Employee menu.
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Evolution Payroll Client User

Table View

Employees

+ U

fefic)

o Preview
Ssarch for Employse.
A 4 LeszName W First Name A sswan Y Stae Zip Code swus T
JoAnne Glazer
2 Glazer Jonne rea-er-0126 NY 01234 Active -
El Flax Ron tirsdass Ny 12225 seme
B Garlow. Jane 1aean-3555 oA 98765 Aative Glazer JoAnne
s T Robert e 2087 Pa 10231 oo
s Miller Ranee Y Ma o1 seve eenneB126
7 Mills. raeseB561 MA 01701 Active
s Carlons a8 vr osss sene
2 Zenlea. ranan1236 T 05495 Active Active
0 Wit N v 05195 Actve
n Sslace Richard S K s hcsve 802-877-9136
12 Hard Edc rerae§543 NY 01701 Active
2 Casucei aisten 3156 s oo hete
jglazer@Bdazzled com
21 Appleman Lon taeen-5134 ™MD 20817 Active
2 come Barbars s Vi 0se95 senve
3 Leske. Roger e e orror hcive < 9 Spring Rd
Williston, NY 01234
Mo« Pae o2 e oM 1-150f 18 tems
Efnpl oyees
+7 E®D B
< 2 et . > 2 - Glazer, JoAnne
sl Last AsureForce synch: >80 Days Synch Now
Demographics Hire Status
LABORDEFALLTS
SSN* EIN*® Employee Type * EE Code * Time Clock # Status *
oA
— 789456125 w2 v 2 Active v
FEDERAL First Name * Mi LastHame * Current Hire Date * Criginal Hire Date
BINIE JoAnne Glazer 07/01/2006 a
LOGAL .
Adrezey Termination Date Rehire Eligible *
GHILD SUPPORT
9 Spring Rd = Yes M
DIRECT DEROSIT
Address 2
ScHEDULED E1DS Employes Type *
25 Fuli Time »
TIME OFF ACCRUAL. City* State * Zip Code *
©On Call From ©On Call To
EMPLOYEE PORTAL Williston Ny 01234 — =
NOTES = -
County Phone Extension
ph WY Buffalo (802) 877-9138 Banafiis
Healthcare Coverage * TLM Accrual Group
Email
No ER Paid Ins/Not Eligible N v
iglazer@Bdazzled com
Dependent Coverage * Benefit Elgible
Birh Date Gender * Ethnicity * Tribe
Employee Dependents ¥ 09/01/2006 B
072811957 Female v White
Group Term Policy
GTL Hours GTLRate

Asure
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Tables

Several screens in Web Payroll are formatted as tables, which come with their own unique navigating

functionality.

The first screen to open in the Employees menu is displayed in table format.

There are several additional tools that can be used when navigating with tables.

Filtering — if a column header has a filter symbol next to the name, click to open a filter box. Enter

criteria to filter the results displayed on the screen when searching for specific data.

EE# 5 Last Name Y First Name
2 Glazer Jasnne
3 Flax Ron
4 Carlow Jane
5 Timm Robert
5 Miller Renze
7 Mills Linda
B Carlow Harriet
o Zelea Stephen
10 Wolf Haomi
1 Salacie Richard
12 Hard Eric
20 Casucci Kristen
21 Appleman Lori
25 Conte Barbara
30 Leake Rager

4 < Page of2  » M

SSN/EIN

wrre-6126

#he-+4-4455

44-24-5555

wr-re-3087

42-++-3152

44-54-9581

ee-35-3879

-ve-1236

+¢-++-3456

4 4-24-6678

ae-re-6343

++-+4-3156

34-0-5134

wrere-5641

+e-++-B654

State

T Zip Cade

FILTER CLEAR

42398

01701

01701

20817

05495

017a1

Status

Active

Active

Active

Active

Active

Active

Active

Active

Active

Active

Active

Agtive

Active

Active

Active

1-150f 18items

Sorting — as in Excel, data can be sorted from high-to-low or low-to-high by clicking the column header.

This can be done with alpha as well as numerical data.

Column Re-ordering — click and drag the column heading to re-order the data — for example, click and
drag the First Name column to view before the Last Name column.
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Hot Keys

A series of Hot Keys have been developed to enable quicker navigation. There are several key
combinations that perform the same function with different results, depending upon the menu the user is
in. The table below identifies the Keyboard Hot Keys currently available.

Keyboard Key/s Description
Press the ALT key + N Add new employee / Add new payroll
Press the CTRL key + S Save employee / Save payroll
Press the CTRL key + E Export grid to Excel (this only works in Grid view)
Press ALT + Insert Insert / add a record (row) into a table (instead of

clicking the Add button.)

Press ALT + Delete Delete record (row) from a table (instead of
clicking the Delete button.)

Press the ALT key + the Right Arrow key Scroll right to next employee record or check line
Press the ALT key + the Left Arrow key Scroll left to previous employee record or check
line
Terminology

There are a few terms used in Web Payroll that warrant introduction. A few of the new terms you will see
in this document as well as in the application are described below.

Menu Bar
List of Menus (links) on the left-hand side of the screens. Click the links to o) D
be brought to the main screen of the menu selected. B
v Company
L. Employees
@ Check Calculator
@ Payrolls
Q Check Finder
g Reports
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Menu Items

Within some of the menus (Company and Employee) there are sub-menus on
the left side of the screen with menu items that pertain to the topics of those

menu screens. Our example is from the Employees menu. HEGR ORI

ACH,
Py

FEDERAL

STATE

LOCAL

CHILD SUPPORT
DIRECT DEPOSIT
SCHEDULED EDS
DELIVERY

TIME OFF ACGCRUAL
EMPLOYEE PORTAL

MNOTES

Fly-out tabs

There are tabs you will see in the application that open from the sides, called Fly-out tabs. These will be
discussed in detail within the Web Payroll modules.

Payroll Timeline

= e ®
Payroll 09/01/2020 - 1 m— @ — E" M
. o e e
X Coacksin:2 - stongs €
Creation Options This cormpany has been confgured to use ASureFores fimecara =
data_ Click Create Checks tc d. 3
i i sta Click Create Crecks to proces = g
a0z I e a0 5 cREATE CHECKs 2 =
o
Frapaney g
a
Monthly

Employe Typss
A
Employee File
~Select Template~
emplate
—Select Template—
Chasks perEE Chask Tymes
1 Regular
[ Craste 845 Ghacks
Calcutate Scheduled EDs.
Include

Standard Hours

Bsay oy




.ﬂ] Asure Evolution Payroll Client User

The Menu Bar

The Menu Bar contains many of the same menus as are in Classic, based on security rights the user has
been given.

'@ Dashboard The Web Payroll Dashboard Information is laid out in sections, or
tiles, from which users can navigate to the information selected.

Ei‘ Company Company information, including settings and rules established by the
company can be viewed in the Company menu. The fields’ values
are taken from corresponding fields in Web Classic. The data in the

Employees Company menu is currently read-only however it can be edited in
Classic.
Check Calculator Employee information can be added, viewed, and edited in the

Employees menu.

Opens the Check Calculator screen on which non-payroll employee

O = H b

Payrolls
) checks can be calculated from Gross-to-Net or Net-to-Gross.
Check Einder Payrolls are processed quickly and easily through Web Payroll. The
S first screen in the Payrolls Menu is the Payroll Timeline, displaying
coupon or card-like views of scheduled payrolls.
Reports

The Check Finder menu link opens a Check Finder screen on which
parameters are entered to search for a specific check by check
number or employee code / name within a particular date range, and
status.

The Reports menu lets the user see reports that have been
published to Web Payroll from VMR, as well as process additional
reports as needed.
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The Company Menu

Company information, including settings and rules established by the company can be viewed in the
Company menu. The fields’ values are taken from corresponding fields in Classic. The data in the
Company menu is currently read-only, however it can be edited in Classic.

Company - Basics screen

The first screen that opens when the Company menu is accessed is the Company — Basics screen. Note
the additional Company menu items on the left-hand side of the screen.

Company

ere Company Gode
ORGANZATIONAL LEVELS 8Dazzied Design Lid BDazz
£0conzs EEN N

STATES 000000000

11 Spring Lane

VT 05495

Legal Address

Name

123486789

Linda Mills 123456789
3 orkers' Compensstion
7 Spring Lane. 123456789
Address 2 Siling
123456789
ZipCace Direst Desosit
VT 05495,

Wiliston

123456789

Company - Organization Levels screen

The Company - Organization Levels screen displays the Division, Branch, Department, and Team
organization level-specific information, if applicable, for this company. Each company level (previously
known as D/B/D/T in Classic) may have their own payroll bank accounts. When a level is selected on the

left, a Payroll Bank Account number, Tax Bank Account number, Billing Bank Account number, and Direct
Deposit Account number display on the right, if applicable.

Company [N

Details for: BDazzled Des;

ssssssss

} BDazzled Design R
BDazzled Design R

The section on the left-hand side of the screen displays the organization level setup (Division, Branch,
Department, and Team).

e Click a level to view information specific to that organization level in the panel on the right.
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Company - E/D Codes Screen

The Company - E/D Codes screen displays a list of the E/D Codes created and used by the company.

Company
sascs
covzvonens I I S T N N ’ v .
(3 Wyoming Warkers Comp -
STaTES Dot 401(k) EE Gontribution
D02 Heaith Insurance
——— o9s oan N
Do Gamisnment
oo chia support 200
Doss Child Support 4
oos Chid Support 2 2000
007 Chid Support 3 2800
D08 Direct Deposit
oos Direct Deposit Het
D10 HSA Family
o101 Percent of State Taxavie Wages
D11 HSA Single
D12 HSA Catch up
D13 ER HSA Single
o1 ER HSA Famiy
D15 ER Employee Taxable HSA Family il
56 items
The Company — States screen shows the states in which the company is set up to do business.
Company
s TS T Setting for: Alaska - AK
CREANIZATIONAL LEVELS Alaska AK = En
ED CODES California CA 123456789
=
sty i M 123456789
PREVIOUS NEXT
Massachusetts MA
State Tax Exempt
MNew Mexico MM
SUI Excempt
Hew York NY
Pennsylvania Pa S Ul Rates
Vermont VT AK-SUI (ER) 0.0297 =
Washingtan WA AK-5UI (EE) 0.0062
-
2 items
11 itlems
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Appendix - Company Menu

Company Basics screen

Field / Button Description
Name The company name.
DBA Company name if the company is doing business as a name other

than the name above.

Address 1 First address line of company address.
Address 2 Second address line of company address.
City City name of company address.
State Company state.
Zip Code Company zip code.
Phone Main phone number for company.
Fax Main fax number for company.

Legal Address section

If the company has a legal name and address different from the
address listed above, enter it in this section.

Name Legal company name, if different.

Address 1 Legal address first line, if different.

Address 2 Legal address second line, if different.

City Legal address city, if different

State Legal state address, if different.

Zip Code Legal zip code, if different.

Company Code This must be alpha or numeric, up to 9 characters, and must be
unique to this company.

EIN The Employer Identification Number (EIN) for the company.

Customer Service Team

Name of the Customer Service Team.
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Field / Button Description

Customer Service

. Name of the Customer Service Representative.
Representative

Email Email address of the Customer Service Representative.

Bank Accounts section

Payroll The payroll bank account number.

Tax The tax bank account number.

Field / Button Description

Workers’ Compensation The Workers’ Compensation bank account number.
Billing The billing bank account number.

Direct Deposit The direct deposit bank account number.

Company - Organization Levels screen Company - States Screen

Field / Button Description
Number The number of the organization level displayed.
Description The description of the organization level displayed.
Home State The home state of the organization level displayed.
Override EE Rate # The employee rate number override, if applicable.
Override Pay Rate The pay rate amount if applicable.
Payroll Bank Account # Payroll bank account number for the organization level displayed.
Tax Rate Account # Tax rate account number for the organization level displayed.
Billing Bank Account # Billing bank account number for the organization level displayed.
DD Bank Account # Direct deposit account number for the organization level displayed.
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Field / Button

Code

Description

Rate
Rate #

OT Rate

Default section

Start Date

Amount

Rate

Company - States Screen

Field / Button
Description
Code
EIN

SDI EIN

State Tax Exempt

SUl Exempt

Description

Assigned at the System level, these are the E/D codes the
company has selected to use.

Description of the E/D code
Rate at which the earning or deduction is added or subtracted

Rate Number for the rate that translates to the employees’ rate
number

Rate at which overtime is applied

Default Start Date for all company employees with this set up as a
Scheduled E/D. Can be changed at the Employee level.

Default Amount for all company employees with this set up as a
Scheduled E/D. Can be changed at the Employee level.

Default Rate for all company employees with this set up as a
Scheduled E/D. Can be changed at the Employee level.

Description
The state name.
The state code.

The Employer Identification Number.

Employer Identification number used when paying State Disability
Insurance in the state

Whether the company is exempt from paying state tax in this state.

Whether the company is exempt from paying SUI for this state.
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Field / Button Description

SUI Rates section State Unemployment Insurance rates that the company pays based
on the states in which it is set up to do business.

Tax Name The SUI tax name.
Rate The rate of the SUI tax.
Local Rates section Local rates that the company pays based on the states in which it is

set up to do business.

Tax Name Name of the local tax

Rate The local tax rate.




Asure Evolution Payroll Client User

The Employees Menu

The buttons in the header, far right are used to toggle between the Table view (above) and the Employee
view (below) in which information shows for one employee.

Employees
+ eflic) s
— Prayie
Search for Employee oxvom oo eV
2 Glazer Joanne aier 6128 wy 01238 active B
3 Flax Ren wy 12385 Active Glazer JoAnne
4 Carlovi Jane cA 98765 Active
5 Timm Robert PA 13231 Active 4op- 42 8126
7 Milis Linda MA 01701 Active Pt
8 Garlow Harriet vr 0544 Active
802-877-9136
s Zeniea Stephen VT 05495 Active
0 Wit Naomi VT 05495 Active {anasiiidiansiid com
kil Salacie Richard KY 42398 Active
2 Harg Eric MA 01701 Actve 9 Spring Rd
g2
20 Casucci Kiisten A 01701 Aciive Willstan, NYC01234.
21 Appleman Losi uD 2017 active
2 conte Banvara vr 05495 Acve
20 Leake Roger wy 01701 Acive
Page 1 of2 s 1-15 of 18 flems

The buttons in the header, far left, are used to =j= add a new employee, W delete a new record, @
show audit history, and E"é for single sign-on into SwipeClock.

Note: The SwipeClock SSO button is displayed on all screens in the Employees menu, as well as the
screens in the Payroll menu.

Efnployees

+7 E©

£ [ -y 2 - Glazer, JoAnne
Last AsureForce synch- >80 Days Synch Now
Demographics Hire Status
LABORDEFAULTS
ssH CEING Employee Type * EE Code* Time Clock & Status®
sch
= 789456126 w2 2 Active
FEDERAL First Hame * ML Last tame * Gurrent Hire Date * Original Hire Date
S JoAnne Glazer 07/01/2006 = g
LocAL .
At Termination Date Rehire Eligible *
GHILD sUPPORT
o 9 Spring Rd B P
DIRECT DEPOST
Adress 2
scHEDULED E1DS Employee Type *
GELis Full Time
TIME OFF AGCRUAL Gty State * Zin Gode *
On Call From On Gall To
EMPLOYEE PORTAL witiston w v 01234
notes = -
County Prone Extension
PREVCUS  NEXT Butialo (802) 877.9136 Benelik
Healthcare Coverage * T e
Email
o ER Paid Insfhiot Eligivle . ¥
iglazer@Bdazzled com
Dependent Coverage * Benefi Elgitie
Birth Date Gender * Ethmicity * Tiive
= Employee Dependents v 0910112006 =
0712811857 -] Female - Vihite v

Graup tem Faicy

GTL Hours GTL Rate

Asure
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Note: If the company has any payrolls with a status of C, H, |, Y, or B, an error message will be displayed,
and the user will not be able to add new employees, or make edits to any employees of that company.

Adding New Employees
To add a new employee in Web Payroll,

1. Select and open the client and company from the dropdown list above the heading on the right-
hand side of the screen.

2. Click the Employees Menu to open.
If there are employees already set up with this company, they appear in the list on the screen.

Note: Employee SSNs are masked in the Grid View except for the last four digits.

Employees
+T7 EB® ]
Search for Employee o ca Previe
5 Glazer Joanne Wy 01234 Active -
: Flax Ron e 12345 Active Glazer JoAnne
4 Carlow Jane ca 03765 Actve
5 Timm Robert PA 18231 Acve | e 6126
e iter Renee A o170t Active
7 Witis Linda MA 01701 Active pets
5 Carlow Harrit VT 03445 Active
802-877-9136
s Zeniea Stephen — vt 03495 Active
10 wolt Naomi p—— v 05495 Active lglazsr@Bdazzied.com
1 Salacie Richard P K 2308 Active
2 Hard Bk soeee 543 A o170t Active 9 Spring Rd
20 Casucei Kisten s 3156 MA oror Active WilBston NY. 1234
2 appleman Lon P uD 20817 Active
25 Conte Barbara o541 VT 05495 Active
3 Leake Rager s Y o170t Active
Page 1 o2 s w 11507 18 ftems
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Employees
+7 Gt
Pr
= T T FirstNam T sswen S stan T Zpco T E T SRR Clkse 2
2 Glazer Josnme o ny o123 scrve
2 Flax Ren NY 12245 Active
0 Carlow Jane ca 98765 Glazer JoAnne
5 T Fobert Pa 19201
5 Miler Rense s L S N R 5126
7 Linda A oo
s Harier v osuss
e ‘Stephe VT 05495 Active
10 Neor v osie5
1 Salacie Richard Ko 12308 802-877-9136
2 ard e w oo
) Casucei isten s o170t iglazer@Bdazzied com
2 Applema Lo o 0817
25 Come. Berberz VT 05495
0 Leak Rog: N 01701 Aete < 9 Spring Rd

Williston, NY 01234

< Pag a2 » o 1-156f18 feme

3. Click the large plus + sign in the heading to create a new record
Result: The Add Employee box opens.

0 Add Employee

Let's start by checklneithe ID of the EE
you want to add to see if it already
exists in the system

®ssn OCEeIN =

CANCEL

. Select whether the Tax ID is a SSN or EIN and enter that number.
5. Click Check ID.
Result: If the Social Security Number or EIN is already in the system, the Employees — Basics
screen opens with the existing demographic information already copied into the new employee
fields.

Employees View screen

The Employees — View screen is displayed only when creating a new employee. Once the basic
information is added and saved, additional Employees Menu items are available on the left-hand side of
the screen if needed.

Note: Users must have the same security access as when using the Employee — Employee — EE Entry

tab in Classic.
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. e New Employee
ploy Last AsureForce synch =90 Days Synch Now
Employes Info Taxation Details
ssH® CEM® EE Code * Clock Nor® Foderal Martal Status * Federal Dependens *
a-er1654 & o] singe
Festiana’ Mddanigal Lzs Name* W4 Total Dependents Tax Credit W4 Offer Income:
il W4 Deduciions Stale*
vt
Address 2
sol sui-
vt . v
ciy= State zp*
State Marital Status * State Dep
Soloct Martal Sttus -
Ethnicty © Date O Bith*
Hat Appiicable @ Postion
Curent Hire Date * Current Status Code
Primary Phone Gender*
= Active
i
Review Dae
EETye* FTIPTS
Selest EE Type - . A
Hourly | Salary * Employee Group *
- Select Clock In Method - . - Select Employee Growp-
Fay
Salary Amount Div / Site/ Dept/ Job Code *
Pay Frequency Rate 2 Amount Div / Site/ Dept | Joo Code
Weekly .
Default WG Rate 3 Amount Di I Ste / Dept/ Job Code:
- Select Default WC - .
£E Paid Tips? Tipped Directy?
to . No

Note: Fields with names with an asterisk (*) are required.

1. Complete the required and applicable fields. For detailed information about the fields on this
screen, refer to the Employees View screen in the Appendix at the end of this chapter.

2. Click the Save button when you complete entering information on this screen.

Result: The Employees View screen opens with additional Employees Menu items available on
the left-hand side of the screen.

Employees - Personal screen

Once the New Employee information is saved, the Employees Personal screen displays the information
added in a different format. If there is information to be added, place the cursor within the field, click and
add. For detailed information about the fields on this screen, refer to the Employees — Personal screen in the
Appendix at the end of this chapter.

1. Click the Next button when you complete entering information on this screen.
Result: The Employees — Labor Defaults screen opens.




Asure

Evolution Payroll Client User

Employees - Labor Defaults screen

2- Giazee, J0Anne . >

2 - Glazer, JoAnne

FEDERAL Badge ID « BDazzied Design Retall Division
stare + BDazzled Design Retail - Willston
55 « BDazzied Design Retail - Burfinglon
F Date « BDazzled Design Retall Clent Senvices
CHILD SUPPORT BOazzled Design Retal Shipping/ Dist
DIRECT DEPOSIT
SCHEDULED E08 o
DELIVERY 1021

THAE OFF ACCRUAL

EMPLOYEE PORTAL

WOTES

PREVIOUS NEXT

Use E/D Priorites
Second Chack Template

Selact Second Check Tempiate -
indude In Analytics

Yos

1. Complete the required and applicable fields. For detailed information about the fields on this
screen, refer to the Employees — Labor Defaults screen in the Appendix at the end of this
chapter.

2. Click the Next button when you complete entering information on this screen.
Result: The Employees — ACA screen opens.

Employees - ACA screen

The ACA screen in Web Payroll contains the same fields as the ACA tab in Classic, located on the

Employee — Employee — screen. If there is information to be added, place the cursor within the field and
add
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PERSOMNAL

ACAHISTORY

FAY

FEDERAL

STATE

LOTAL

CHILD SUPPORT

DIRECT DEPOSIT

SCHEDULED EIDS

DELIVERY

TIME OFF ACCRUAL

EMPLOYEE PORTAL

NOTES

PREVIOUS NEXT

LABCR DEFAULTS E

4

2 - Glazer, JoAnna

=

ACA
ACA Status *

Part Time
ACA Coverage Offer

10 MEC for EE and Spouse Only
ACA Benefit

- Select ACA Benefit -
ACA Policy Origin

B. Employer-Sponsored Coverage

Benefits Eligible *

No

Reporting

Fomm on File *
Mo

ACA Format =
MNone

Form Type *

1095C

ACA Standard Hours

ACA Relief Code
- Select ACA Relief Code - ”
Lowsest Cost Benefit

- Select Lowest Cost - -

3. Complete the required and applicable fields. For detailed information about the fields on this
screen, refer to the Employees — ACA screen section in the Appendix at the end of this chapter.

4, Click the Next button when you complete entering information on this screen
Result: The Employees — ACA History screen opens.

Employees - ACA History screen

The Employees - ACA History screen lets the user view and update coverage information for employees.

ar

FEDERAL

sTare

LocAL

CHILD SUPPORT

DIRECT DEFOST

SCHEDULED EIDS

DELERY

TIME OFF ACGRUAL

ENPLOYEE PORTAL

NoTES

PREVIOUS | | NExT

January
February
March
April

May

June

July
August
September
Oetober
HNovember

December

13 MEC for EE and Spouse Only
10 MEC for EE and Spouse Only
10 MEC for EE and Spouse Only
1 MEC for EE and Spouse Only
10 MEC for EE and Spouse Only
1D MEC for EE and Spouse Only
10 MEC for EE and Spouse Only
D MEC for EE and Spouse Only
10 MEG for EE and Spousc Only
10 MEC for EE and Spouse Only
10 MEC for EE and Spouse Only
10 MEC for EE and Spouse Only

< 2. Gazer Joanme . > 2 - Glazer, JoAnne

PERSONAL E Last AsureF orce synch’ 30 Days Synch Now
ACA Coverage ACA Periods

LASOR DEFAULTS

ach MenCovcaae o | 2020 % EXP CEL Initial Measurement Period: 0112016 - 06,2016

Employee Dates
Date of Birth

Hire Date:

Original Hire Date: =

Termination Date: -

Select the year for which historical information is needed and click within the month line in the ACA
Coverage Offer and/or ACA Relief Code column to select a value from the dropdown list that opens with
the applicable codes. Once a code is selected, the subsequent months are changed to match the new

code.
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The screen also displays the Company default Initial Measurement Period and Stability Period, and
Employee Hire Date and Date of Birth. That information cannot be edited here.

1. Complete the required and applicable fields. For detailed information about the fields on this
screen, refer to the Employees — ACA History screen in the Employee Menu Fields module.

2. Click the Next button when you complete entering information on this screen.
Result: The Employees — Pay screen opens.

Employees - Pay screen

The Employees — Pay screen contains salary information, rate amounts for hourly employees, pay
frequency, etc. There are also three sub-menus that are part of the Pay menu item. The information on
these screens is read-only for employees.

LOCAL
CHILD SUPFORT.
DIRECT DEFOSIT

SCHEDULED EDS

Y S — -y 2 - Glazer, JoAnne
SERIONAL i, Last AsureForce synch: =90 Days Synch Mow
Salary Information Planned Updates Overrides
LABOR DEFALLTS
Raise Date Raise Rate
- - o TG BXCEL Edil Effective s)
PAY - = . . -
== | e N5 M|
SHFTS = Raise Amount Pay Frequency * 2 Yos 1 5000 F
PECEWORK TLM Py Gl b Weskly
FEDERAL
Raise %
s

Position
Hew Hire Report *

Carnpleted

DELIVERY Avesage Hours
sA .

TIME OFF AGGRUAL FL% Bxsired

EMPLOYEE PORTAL Na

NOTEE

FREVIOUE NExT - Select Position -

Titems

Effective Date 19 on File *

12302013 = Yes

WWage Limit

High Comp Corp Officer =

N v N
Limit Frequency

Clock In Method
Annual

Hourty
Annualized

Incarrect Setup for Non-Exempt Hours: please: contact your
administrator *

560,000.00

3. Complete the required and applicable fields. For detailed information about the fields on this
screen, refer to the Employees — Pay screen in the Appendix at the end of this chapter.

If there are any overrides, click the Add button to add the required information.
5. Click the Next button when you complete entering information on this screen.
Result: The Employees — Federal screen opens.

Shifts Sub-menu

Shifts must be already created in Classic, after which they can be applied to employees in Web Payroll.
Some employees may be assigned multiple shifts.

Note: Users must have Employee — Shifts menu security access set up in Classic to be able to create
and apply shifts.
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< 10+ ol s > 10 - Wolf, Naomi
FERSONAL Last AsureForce synch: Searching... Synch How,
Las0R DEFALLTS

= [~ | =]

I T A Do

Second Shift $10.000 Yes

FIECEWORK
FEDERAL
STATE
LocAL
CHLD SUPFORT
DIRECT DEFOSIT
SCHEDULEDEDS
DELVERY
TIME GFF ACGRUAL
EMPLOYEE PORTAL
by

NoTES

FREVIOUS NExT Titems

1. Complete the required and applicable fields. For detailed information about the fields on this
screen, refer to the Employees — Pay screen — Shifts in the Appendix at the end of this chapter.

2. Click the Next button when you complete entering information on this screen.
Result: The Employees — Piecework screen opens.

Piecework Sub-menu

The Piecework screen is where piecework items are set up and to employees. Before these can be
applied to employees, the piecework items must be set up in Classic at the client level.

PERSONAL < e i . > Las!AsuseF?r:e s;ln—!hmsregc,miosefﬁc,\-
LAEGR DEFALLTE
— a0 onsre
T Curtain Tieback s1.12 2500 ~
Finials 5073 50.00
FEDERAL
sTATE
LocaL
CHILD SUPPORT
DIRECT DEPOSIT
SCHEDULED EDS
DELWERY
TIME OFF ACCRUAL
EMPLOVEE PORTAL
NoTES b
PREVIOUS || NEXT 2items

Note: Users must have Employee — Piecework menu access set up in Classic to be able to create and
apply piecework.

1. Complete the required and applicable fields. For detailed information about the fields on this
screen, refer to the Employees - Pay Screen - Piecework in the Appendix at the end of this
chapter.

2. Click the Next button when you complete entering information on this screen.
Result: The Employees - Federal screen opens.
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Employees - Federal screen

The Employees — Federal screen contains settings and statuses of federal tax information.
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PERSONAL
LABOR DEFAULTE
AcA

Par

STATE
LOCAL

GHILD SUPPORT
DIRECT DEPOSIT
SCHEDULED ED8
DELIMERY

TIME OFF ACCRUAL
EMPLOYES FORTAL

NOTES

FREVIOUS NEXT

7 T [——

Taxation

Marital Status *

‘ single

] B

164 Other Income

Tax Type *
Hone

FUI Rate Credit

Ovemide Fed Minimum Wage

EE Tay Statuses

Federal T Status *
Include

OASDI Exempt™

o

Medicare Exempt *

Mo
ER Tax Statuses
FUI Exermpt *

Mo

OASDI Exermpt*

HNo

Medicare Exempt *

HNo

W4 Total Dependents Tax Credit

W4 Deductions

valuz

W2 Form
Tyoe*
W2

First Name

Middle Name

Last Name

Name Suffi;

W2 Seftings
Deceased *

Pension *

No

Residential State *

Pa

Statulory EE *

No
Deferred Comp*

e

5 - Timm, Raobert

Last AsureForee synch: 530 Days Synch Now

1099R
Distribufion Code

Tax Amt Determined * Totai*

No ¥ Ho

Pension Plan *

Hone

1. Complete the required and applicable fields. For detailed information about the fields on this
screen, refer to the Employees — Federal screen in the Appendix at the end of this chapter.
2. Click the Next button when you complete entering information on this screen.
Result: The Employees — State screen opens.

Employees - State screen

The Employees — State screen is where state tax information can be added, deleted and viewed.

e ¢
=

Eoiti >
T

—
O O T
e D NY NY Ny Yes Marrisd 0 -

Reciprocation

2 - Glazer, JoAnne

Last AsureForce synch- =90 Days Synch Now

Edil Effective Period(s)

SE Gy EE Tax Stalus ER Tax Status Overrides
R g Mo Stale Tax SDI Exempt Tax Type
GHLD SUPFORT Salary Type Take Mone . Inclue . Include . Hone
DECORbETo A +  ToStale SDI Exempt SUI Exempt Minimum VWage
SCHEDULEDEDS

— O Calt SUI Taxable 1099 Wages - Select To State - » Include A Include

e R \Work At Home Tax Code SUI Exermpt

EMPLOVEE PORTAL e i Include

NOTES

PREVIOUS. NEXT

1 tems

Asure



Evolution Payroll Client User .’] Asure

Click the small arrow(s) at the far left of the line on the information bar to minimize or maximize
the state information. Users may also double-click the small arrow(s) to expand the information.

Complete the required and applicable fields. For detailed information about the fields on this
screen, refer to the Employees — State screen in the Appendix at the end of this chapter.

Click the Add button to add another state as needed or click the Delete button to delete a state
from the employee’s record.

Click the Next button when you complete entering information on this screen.

Result: The Employees — Local screen opens.

Employees - Local screen

When creating a new employee in Web Payroll, the local taxes will either be set up automatically, the
user will be prompted to attach local taxes, or local taxes will have to be added as part of the employee

setup.

On the Company - Taxes - Local Tax - Details tab in Classic,

If... Then...
The Auto-create on New Hire field ...local taxes are automatically applied to new employees of
is set to Yes... that company. Note that it does not apply to existing

employees or rehires.

The Auto-create on New Hire field ...no local taxes will be attached to new employees of that
is set to No... company. Users must manually add the local taxes when

creating new employees in Web Payroll.

The Auto-create on New Hire field ...a screen opens in Web Payroll, prompting the user to apply
is set to Ask... that local tax.

FERSONAL
LABGR DEFAULTS
AcA

BaY

FEDERAL

sTaTE

GHILE SUPFORT.
DIRECT DEPOSIT
SCHEDULED DS
DELIVERY

TIME OFF ACCRUAL
EMPLOYEE PORTAL

noTES

PREVIOUS

2 Glazef JoAnne

T S
Last AsureFor nch: >80 Day h Moy

l-_—n_ T I I

MCT Mobilty Tax New York NY MCT 0.001

D Yes New York City Non-Res. New York New York ity Non-Re EE 0.0025
Overrides

Tax Status Deduct Behavier
Pretax Deductions % Of Taxable Wages

Include v Always
Yes

Tax Type. Work Address Override

Hone . Na

Yes Hev: ork ity Res New York Hew York City Res. EE 0.00

Jitems.

Click the Add button to add another local as needed or click the Delete button to delete a local
(if, for example, the employee moved) from the employee’s record. For detailed information
about the fields on this screen, refer to the Employees — Local screen in the Appendix at the end
of this chapter.
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2. Click Save at the top of the Menu bar on the left-hand side of the screen when you have
completed entering information on this screen.

3. Click the Next button.
Result: The Employees — Child Support screen opens.

Employees - Child Support screen

If the employee owes Child Support, the Child Support case information is displayed on this screen.

LABCR DEFAULTS

=

= I S N O S O N ™ N
o 1 651-6889 T Mot Applicable Child And Velfare Services No g
—

DIRECT DEPOSIT
SCHEDULED EDE
DELIVERY

TIME OFF AGCRUAL
EMPLOYEE FORTAL

noTES

PREVIOUS NexT

1. Click the Add button to add a Child Support case as needed or click the Delete button to delete
a case. For detailed information about the fields on this screen, refer to the Employees — Child
Support screen in the Appendix at the end of this chapter.

2. Click Save when you have completed entering information on this screen.
3. Click the Next button.

Result: The Employees — Direct Deposit screen opens.

Employees - Direct Deposit screen

Users can add, delete, and view direct deposit information on this screen.

< 2 Fn 2en Y 3 - Flax, Ron
PERSONAL Last AsureForce synch =90 Days Synch Now
LABOR DEFALLTS
EpERAL 000000000 3467324 Money Market o Yes No -
STATE 000000000 4723582 Checking No Yes No
LOTAL
CHLD SUPRORT

SCHEDULED EDS
DELIVERY

TIME OFF ACCRUAL
EMPLOYEE FORTAL

noTES

PREVIOUS NExT

Zitems
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4, Click the Add button to add new direct deposit information as needed or click the Delete button
to delete a direct deposit setup. For detailed information about the fields on this screen, refer to
the Employees — Direct Deposit screen in the Appendix at the end of this chapter.

5. Click Save when you have completed entering information on this screen.
Result: a popup box opens asking if a Scheduled E/D has already been set up for this direct

deposit.
Set up a scheduled deduction?
A scheduled deduction needs fo be set up for payments to be deposited into
thiz account
6. If the user clicks Set Up Now, the Employees — Scheduled E/Ds screen opens.

7. Click the Next button.
8. Result: The Employees — Scheduled E/Ds screen opens.

Employees - Scheduled E/Ds screen

Scheduled E/Ds are earnings and deductions that are scheduled to be processed automatically with
every payroll. E/D codes are separated into three categories:

e Earning Codes
e Deduction Codes, and
e Memo Codes.
Scheduled E/Ds can be automatically set up for new employees if they are Auto Enlisted in Classic.
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Users can add, delete, and view Scheduled E/Ds on the Employees — Scheduled E/Ds screen.

Y Sr— > 2 - Glazer, JoAnne
— Last AsureForce symc =30 Bays Syneh Now
Lasom cemLLTS
s [ =] -
= T T I N N
FEDERAL - ef} 401(k) EE Gontribution Fired 6§ 12302013 &
T D02 Health Insurance Fired 03182014
LOCAL D17 Dental Insurance Fixed 0811872014
TR IT D18 Vision Plan Fixed 091182014
» BH Mass Retirement % of E/D Group Amt 2 04/0672017
REcT 0EPOST
» Mo2 Washington ERL & | Washington L &1 0911422017
. Mod ER Insurance Premium Fixed 08/1912014
seLveRy
THE OFF ACTRUAL
upLoves FoRTAL
nores
Fesuous e
S 7 items

Click the small arrow(s) at the far left of the line on the information bar to minimize or maximize the
Scheduled E/D information. Users may also double-click the small arrow(s) to expand the information.
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2 - Glazer, JoAnne

& o QI
PERSONAL Last AsureForce synch: =90 Days Synch Now

T
=

S| N | O | <N | v M|
e lz‘ 001 4010 EE Contibuion Fired 5 12302013 -
i
cote

Desorgiion Aiways PayDeduct

CHILD SUPPORT. Dot 2 401(k) EE Gonbribution Al Payrolls * Ho

'DIRECT DEPOSTT
‘SCHEDULED EDS

DELIVERY

TIME OFF ACGRUAL

LOYEE FORTAL "

uuuuu

- Select E/D Group -

The table below identifies some of the most common E/D codes that are and are not considered
Scheduled E/Ds.

E/D Code Type E/D Code Type Scheduled E/Ds?

Benefits/Deductions Health Insurance; Dental Yes
Insurance; EE 401(k)
contributions, EE 401(k)
catchup contributions,
Flexible

Spending Accounts,
Dependent Care

Memo Codes (money that is set 401(k) match, ER paid Yes

aside by the employer for the insurance contributions

employee)

Direct Deposits Employee bank accounts Yes

Agency-paid Child support, garnishments, Yes
tax levies

Static Earnings Auto allowance, severance Yes
pay

Loan Payments 401(k) loans, company loans Yes

Salary N No

Hourly No

Sick No

Vacation No




d] Asure Evolution Payroll Client User

E/D Code Type E/D Code Type Scheduled E/Ds?
Paid Time Off No
Bonuses No

Setting up employee-level Scheduled E/Ds
To set up employee-level Scheduled E/Ds
1. Click the Add button to add a Scheduled E/D or click the Delete button to delete a Scheduled

E/D from the employee’s record. For detailed information about the fields on this screen, refer to
the Employees - Scheduled E/Ds screen in the Appendix at the end of this chapter.

sae O { G 2 - Glazer, JoAnne
~Glazer, Jateme
AL s Synch o

Last AsureForce syneh >90 Days Synch Pow

101082020

CHILD SUPPORT

DIRECT DEPOST

Galculation Link

- Select £/D Group - # No

EUPLOYEE PORTAL

NOTES.

Bilems

* After a selection is made in the Send to field, an additional field opens below, depending upon the
selection:

e Agency - when Agency is selected in the Send To field, a dropdown field opens below, from
which the user selects the Agency.
e Client / Company — When Client / Company is selected

o Direct Deposit - when Direct Deposit is selected in the Send To field, a dropdown field

opens below, from which the user selects an account number, or clicks the plus sign to add a
new account number.

2. Complete all applicable fields.
3. Click the Schedule tab when this screen is complete.
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e : == 1 S 2 - Glazer, JoAnne

PERSONAL Last AsureForce synch =30 Days Synch How

LABOR DEFAULTS

o 5 N WO o7 A | | 5 . . |

FEDERAL Fixed 10/08/2020
e . DUl 401(k) EE Contribution Fixed & 12302013
o
L5 S B 2 aE Effective Affects Blocks
DIRECT DEPOSIT Staning Fayrolis Affected Biock Based On

an 102030405
TIME OFF ACCRUAL & Every Pay

EMFLOYEE FORTAL

4, Complete all applicable fields.
5. Click the Limits tab when this screen is complete.
EE o < s e e > 2 - Glazer, JoAqne :

LABOR DEFAULTS

FEpERAL Fixed 1010812020 2
e 401(k EE Gontribution Fixed 3 12302013
=
CHILD SUFFORT Minimums Maximums Maximum Averages
- Select E/D Group - A\ - Select E/D Group - ® - Select E/D Group -
TIME OFF ACCRUAL | - Select ED Group -
G e
PREVIOUS NEXT EComiy
Bitems
6. Complete all applicable fields.
7. Click the Thresholds tab when this screen is complete.
Rl e < == S 2 - Glazer, JoAnne
==

Last AsureForce synch: >90 Days Synch Now

LABOR DEFALLTS

= | < = T S N == | == s N 2 S |
» Fixed <3

FeoEnaL 10/08/2020
sTaTE . on 401(K) EE Coniribution Fixed & 12302013
oo [ e |
CHILD SUPFORT Targets Thresholds
DIRECT DEFOSIT HActon ED Group

‘ None - - Select E/D Group -

TIME OFF ACCRUAL. |

EVPLOYEE PORTAL Eaisnce Token O Use Pension Limit
NOTES
FREvioUs | | wext L

& ftems

8. Click Save when you have completed entering information on this screen.
9. Click the Next button.
Result: The Employees — Delivery screen opens.
Employees - Delivery screen

Delivery information for all of the employees’ payroll and tax forms is listed on the Delivery menu screen.

Asure
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PERSONAL
LABOR DEFAULTS
AcA @
Pay

FEDERAL

sTaTE

LocaL

CHILD SUPFORT
DIRECT DEPOSIT

SCHEDULED DS

TIME OFF ACCRUAL
EUPLOYEE PORTAL
noTES

PFREVIOUS NexT

< 2-Glazar, JoAnne

Primary Address

Address 1+

‘ 9 Spring Rd

Address 2

ciy*
Wiliston

County
Buffalo

Emal

jolazer@Bdazzled com

Phone 1

Phone 2

Phone 3

VMR

Payroll Check Mail Bax

Checks

EE Report Mail Box

Reports.

State * Zip Code *

01234

Country

Extension

Extension

Extension

EE Blectronic Return Mail Box

- Select Mal Bax -

2nd EE Report Mail Bax

Electronic To FTP

Payroll Override Address

Address 1

Address 2

city

Caunty

Phone 1

Fhone 2

Fhone 3

Passuiord for VIR Defiveries

Extension

Extension

Extension

State

2 - Glazer, JoAnne

Last AsureForce synch: >90 Days Synch how

Zip Code

Print Voucher

Ves

SRR AN o

Employees - Time off Accrual screen

Depending upon your role / permissions, you may not see this menu-item.

Click in the applicable fields to add new delivery information as needed. For detailed information
about the fields on this screen, refer to the Employees — Delivery screen in the Appendix at the

end of this chapter.
Verify that the Primary Address information is correct.

Enter VMR overrides if applicable.
Enter a Payroll Override Address if applicable.

Click Save when you have completed entering information on this screen.
Click the Next button.

Result: The Employees — Time off Accrual screen opens.

The Time off Accrual screen displays a balance of unused paid time off, as well as used and accrued time

off.

Note: The Time off Accrual menu item may not be displayed in the list, depending upon the company
settings that determine whether or not to make TOA available to employees.
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2 - Glazer, JoAnne B.

PERSONAL < Last AsureForce synch: 10/14/2020 Synch Now

LABOR DEFAULTS k
=
ACA

»Yes Vacation 522 469120 0.00 522 469120
»Yes Sick Time: 260.00 0.00 260.00

2- Glazer, JoAnne B, v >

FEDERAL

STATE

LOCAL

‘CHILD SUPPORT
DIRECT DEPOSIT
‘SCHEDULED E/DS
DELIVERY
EMPLOYEE PORTAL

NOTES

PREVIOUS NEXT

1. Click the Add button to add a new Time off Accrual plan as needed, or click the Delete button to
delete a TOA. For detailed information about the fields on this screen, refer to the Employees —
Time off Accrual screen in the Appendix at the end of this chapter.

2. Select the Type of TOA being added.

3. Tab over to the Accrued tab and enter the amount the employee has accrued. A box opens
requesting a reason for the adjustment.

You are about to adjust ACCRUED value

Please provide reason for the adjustment and press Ok or press Cancel if you do not wish to make the
adjustment. Adjustment reason (28 char max):

Passed 6 month anniversan|

Enter a reason > click OK.
5. Enter a Used amount if applicable.
Result: the Balance fills in.
6. Complete the following fields.
7. Click Save when you have completed entering information on this screen.
8. Press the TAB key or click the Next button.
Result: The Employees — Employee Portal screen opens.
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Employees - Employee Portal

The Employee Portal screen contains the same fields as are on the Employee — Employee — Self Serve

tab in Classic. For detailed information about the fields on this screen, refer to the Employees — Employee
Portal screen in the Appendix at the end of this chapter.

Employees
+07 E© FH
[y
2 - Glazer, JoAnne B.
< 2- Glazer, JoAnne B. ¥ > : =
e Last AsureForce synch: 10/14/2020 Synch Now
Access Settings
LABOR DEFAULTS
EE Info * Time Of * Benefits * Form on File Format
ACA
oy Full Access v Full Access v Full Access v Yes Both
FEDERAL User Name Password Email Benefits Email
SHEE Jglazer iglazer@evelutionpayroll.com
LOCAL
'CHILD SUPPORT
DIRECT DEPOSIT
Group Assignments
SCHEDULED EDS
= I S =N
Client Services Personal Info 4
R Client_Services Time Off C
Training & Documentation Personal Info
PREVIOUS NEXT Training_& Documentation Time Off

Unblock Account Button

If a user incorrectly answers their pre-defined validation questions in Web Payroll three times, their
account is blocked. A user with access must unblock the account using this button. A pop-up box opens
with a temporary password to be provided to the user. Once they log in using the temporary password,
they are prompted to establish a new password and to select new validation questions and their answers.

Group Assignments section

Group Assignments are implemented at the Company level. Access Groups can be created and assigned
ESS Managers in this section.

Available Groups - ESS Groups with a Personal Info or Time off Group Type, these groups

are created on the Company- Benefits - ESS Group Assignment - Group Assignment tab in
Classic.

Assigned Groups - groups to which this employee is assigned as a member. Select the
corresponding checkbox to assign or remove employees to/from various groups.

Employees - Notes screen
Payroll Notes

Notes entered here can be viewed by the payroll processor, or other internal colleagues. The information

does not appear “publicly” and cannot be viewed by the employees.
-
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General Notes

General notes about the employee and payrolls are stored with the employee data and can also be
viewed in the Payroll menu in the Notes fly-out tab on the Employees — Payrolls - Payroll View screen.

Auditing Employee User History

To audit an employee’s record in Web Payroll, click the Show Audit History 's button in the header.
Result: the highlighted employee’s audit history is displayed listing

. Change Date - date/s any changes were made — this is the default sorting order.

J Operation performed

. Field changed

. Old Value

. New Value, and

. User who made the change.

Audit of 'JoAnne Glazer'

- Record Audit Information CL_PERSON (nbr = 2) EE (nbr = 2)

Personal Labor Local Direct duled Tlme Oﬁ Employee
Deposit Portal

04/11/2019 10:36:44 AM  Update CO_WORKERS_COMP_NBR Conte Barb ve
03/05/2019 16:22:34 PM  Update PR_EE_REPORT_SEC_MB_.. Electronic To FTP [1] Barb Conte [244]

03/05/2019 162234 PM  Update PR_EE_REPORT_MB_GROU. .. Reports [3] Barb Conte [244]

03/05/2019 162234 PM  Update PR_CHECK_MB_GROUP_NBR Checks [3] Barb Conte [244]

02/25/2019 11:24:11 AM  Update CURRENT_TERMINATION_D... 2/25/2019 Barb Conte [244]

02/25/2019 11:22:01 AM  Update TIME_OFF_ENABLED Full Access [F] Read Only [Y] Barb Conte [244]

02/25/2019 11:22:01 AM  Update BENEFITS_ENABLED Full Access [F] Read Only [] Barb Conte [244]

02/25/2019 11:22:01 AM  Update CURRENT_TERMINATION_D... 202512019 Barb Conte [244]

02/25/2019 11:22:01 AM  Create RATE_AMOUNT 0 Conte Barb

02/25/2019 11:22.01 AM  Create PRIMARY_RATE ¥ Conte Barb

02/25/2019 11:22:01 AM  Create RATE_NUMBER 1 Conte Barb

02/25/2019 11:22:01 AM  Create CO_BRANCH_NBR Barb Conte [244] ¥

576items

Note: The Security Function “Display Username in Audit” must be enabled for the user to see the name in
the audit history of the user who made the change. If this function is not enabled, the UserID is displayed
without the name.

Click the button on the far-right side of the header to export a CSV file to Excel, if applicable.

The information can be filtered by clicking the Filter T symbol in the column header by which the user
would like to sortffilter.
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Fields that can be effective dated have labels displayed as a hyperlink. Example: Click FirstName * to view
the dates any changes to that field became effective.

Eirst Mame * ML Last Mame *

JoAnne Glazer

Click the name field label to view additional information about change effective dates.

Effective Periods for Name

Begin Effective Date End Effective Date First Name * Last Name * Ml
ADD DELETE 07/06/2017 01/09/2019 JoAnne [ Stewart
Begin Effective Date End Effective Date First Name Last Name M.
01/01/1900 05/24/2017 JoAnne Glazer B
05/25/2017 07/05/2017 JoAnne Johnston
07/06/2017 01/09/2019 JoAnne Stewart
01/10/2019 12/30/9999 JoAnne Glazer

Editing information
Some screens in Web Payroll that support dynamic fields have a link in the upper right-hand corner, "Edit
Effective Period(s)."




E Asure Evolution Payroll Client User

< E B . > 2 - Glazer, JoAnne B.
PERSONAL i Last AsureForce synch: 10/14/2020 Synch Now
Salary Information Planned Updates Overrides
LABOR DEFAULTS
Raise Date Raise Rate ‘ . ‘ —— ‘ ‘ T— Edit Effective Period(s)
Aca Pay Fraquency ™
PAY. L - =
o : T R T
s Raiss Amourt Pay Fraquency * y No 1 59.198 &
TLM Pay G
PIECEWORK e Weskly . » Yes 2 sS4t
FEDERAL % 0 No 3 57.1876
Raise %
STATE Salary Amount
it $2,500.00
CHILD SUPPORT Positiin
$td Hours I}
DIRECT DEPOSIT New Hire Report ©
SCHEDULED EIDS Completsd =
DELIVERY Average Hours
FLSA Exempt *
EMPLOYEE FORTAL 60827
NOTES M N
Rate Number
Pasition
PREVIOUS NEXT
- Select Postiion - ¥,
Rate Amount * e
Effective Date 19 on File *
4.1
121302013 B Yes i
Wage Limit
High Comp Corp Officer *
No 4 No ol
Limit Frequency
Clock In Method
Annual
- Select Clock In Method - »
Annualized

1. Click the Edit Effective Period(s) link on the screen if applicable (available on screens that
support dynamic fields.)

Result: The Effective Periods screen opens.

s

Effective Periods for Pay Rates

Begin Effective End Effective Date  Primary * Rate Number * Rate Amount *
ADD | DELETE Drase 12300998 @ MNo v ] $9.1980
04212020
Begin Effective Date End Effective Date Primary Rate Number Rate Amount
01/01/1900 04/20/2020 Yes 1 30.00
0442172020 12/30/9999 No 1 §9.198

2. Click the Add button.

3. The Begin Effective Date field changes automatically to today's date. Change that if it should
be a different date.

. Make other changes as applicable.
5. Click Save.

Deleting an Effective Date Record
1. Click the Field hyperlink to display the Effective Periods screen for the applicable field.

2. Highlight the row to be deleted.
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3. Click the Delete button.

Deleting an Employee

Employees can be deleted, if they do not have any payroll history and are not part of a pending payroll. If
they have payroll history, the Delete button will not be available to click.

To delete an employee

1. Highlight the applicable employee.
2. Click the Delete button.

[Employees
+@ &%
Search for Employee o ETEVIEW

01 Chen Lisa wonen3333 VT 05482 Active -
2 Glazer JoAnne P— T NY 01234 Active Mills Linda
3 Fiax Ron e PA 12345 Active
4 Carlow Jane VT 05401 Active sxsa02-9581
5 Timm Robert PA 19231 Active
6 Gorman Renee MA 01701 Active Acive

I Mills Linda MA 01701 Active s i
8 Carlow Harriet vr 05446 Active
9 Zenlea Stephen VT 05495 Active Imils@Bedazzied.com
10 Wolf Naomi VT 05495 Active
15 Oster Michag! MA 01701 Active ;:Eﬂf ‘igghﬁz.&m 1701
2 Hard Kisten MA 01701 Active
2 Conts Barbara VT 05495 Active
30 Leaks Roger NY 01701 Active s

1-14 of 14items

Result: A confirmation screen opens asking for confirmation of the deletion.

If the employee has any payroll history, the following error message will be displayed.

Cannot delete Employee because X

the employee has payroll history!
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Employees Menu - Appendix

Employees - New Employee screen

Field / Button

Description

SSN This is the employee’s Social Security Number or Employee
Identification Number.
EE Code (EE Number) must be alpha or numeric, up to 9 characters, and

Clock Number

unique to the employee.

Enter the employee’s time clock number

First Name The employee’s first name

Mi The employee’s middle initial

Last Name The employee’s last name

Address 1 The first line of the employee’s address.
Address 2 The second line of the employee’s address.
City The city name of the employee’s address
State The state name of the employee’s address
Zip Code The employee’s zip code

Ethnicity Required

Date of Birth Employee’s birth date

Primary Phone
Gender

Pay Section
Salary Amount
Pay Frequency

Default WC

The employee’s primary phone number

Gender

Salary earned per pay period

How often the employee’s paycheck is processed.

Workers’ Comp Code assigned to the Job associated with a future

potential claim if applicable.
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Field / Button

EE Paid Tips?

Rate 1

Rate 2

Rate 3

Div / Site / Dept / Job

Tipped Directly?
Taxation Details section
Fed Marital Status

State

State Marital Status

Fed Dependents

SDI

Sul

State Dependents

Position section

Current Hire Date

Review Date

Description

Relevant for restaurants and other service-related companies

The primary rate number

The second rate number if the employee has two positions with
the company doing two different jobs.

The third rate number if the employee has three positions with the
company doing three different jobs.

Organization level at which the employee will be working if the
company is set up using Divisions, Branches, Departments, and
Teams.

Relevant to restaurant employees.

Marital status for federal tax purposes

State employee pays state tax to

Marital status for state tax purposes

Number of dependents the employee claims for federal tax filing

State to which the company pays disability insurance to, on behalf
of the employee

State to which the company pays unemployment insurance to, on
behalf of the employee

Number of state dependents the employee claims for state tax
filing

Date employee was hired (For this round of employment if the
employee had worked there before.)

Select the date for the employee’s review if known.
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Field / Button Description
EE Type Select the employee’s position type from the dropdown list.
Hourly / Salary Select whether the employee is paid hourly or salary
Current Status Code Select the employment status from the dropdown list.
FT/IPT Select whether the employee is full-time or part-time, a temp,
1099, etc.
Pay Group Select whether the employee is part of EE Group A — L or EE

Group M - Z.

Employees - Personal screen

Field / Button Description
SSN Employee’s Social Security Number or Employer Identification
Number.
EE Code (EE Number) alpha or numeric, up to 9 characters, and unique to

the employee.

Time Clock # The time clock number assigned to the employee
First Name The employee’s first name

Mi The employee’s middle initial

Last Name The employee’s last name

Address 1 The first line of the employee’s address.
Address 2 The second line of the employee’s address.
City The city name of the employee’s address
State The state name of the employee’s address
Zip Code The employee’s zip code

County The county in which the employee lives
Phone The employee’s phone number
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Field / Button

Email Address
Birth Date
Gender
Ethnicity

Tribe

Hire Status section

Status

Current Hire Date

Original Hire Date

Termination Date
Rehire Eligible
Employment Type
On Call From

On Call To

Benefits section

Healthcare Coverage

TLM Accrual Group

Dependent Coverage

Description
Employee’s email contact information
Date of birth
Gender
Required

Required.

If American Indian is selected, enter the Tribe name in the adjacent
field.

Select the employee’s Status from the dropdown list.

Date employee was hired (For this round of employment if the employee
had worked there before.)

This may be the same or different from the Current Hire Date if the
employee is a rehire.

Date of termination if applicable.

Is the employee eligible for rehire?

Select the Employment Type from the dropdown list
Date from which the employee is on call, if applicable.

Date until which the employee is on call, if applicable.

The employee’s coverage status — applicable in Vermont only.

This field only appears for companies that are using the
AsureForce integration, and is a required field to sync payroll
hours and employee information.

If the employee is eligible, the coverage, if any, available for
dependents
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Field / Button
Benefit Eligible
Group Term Policy

GTL Hours

GTL Rate

Description
Date on which the employee becomes eligible to receive benefits.
Total amount of employees' Group Term Life (GTL) policy.

Number of hours worked annually by hourly employees. GTL
Policy amount is calculated by multiplying the entered number of
hours by the employees' primary pay rate.

Rate used to calculate the GTL amount for salaried employees.
GTL amount is calculated by multiplying the employees' salary by
the rate entered. Example, enter 2 as the rate; the GTL policy
amount is calculated by multiplying 2 times the employees' salary.

Employees - Labor Defaults screen

Field / Button

Workers’ Compensation

Badge ID

Review Date

Job

Union

Pay Group

General Ledger Tag
Reporting section

Tipped Directly

Ignore FICA on Cleanup
Payroll

Combine Returns on this EE

Description

Workers’ Comp Code assigned to the Job associated with the
claim.

Enter the employee’s Badge ID number

Date of the employee’s annual review

Job set up by the company.

Select the union to which the employee belongs if applicable.
Select the pay group if not already populated

Enter if the company is using General Ledger.

Yes or No if not populated from the initial setup.

If changing the value, click the link to establish the Effective Date.

If at any time, the FICA is to be ignored for an employee when
running a cleanup payroll, click the link to establish an Effective
Date, if applicable.

If at any time, returns are to be combined for this employee, click
the link to establish an effective date, if applicable.
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Field / Button

Generate Second Check

Deductions to take First

Second Check Template

Include in Analytics

Organizational Level

Description

Default is No. Select Yes to generate a second check for the
employee for reporting purposes.

Select the deductions to be taken first, if applicable.

In the case of the generation of a second check, select the second
check’s template, if applicable.

Default is Yes. Change to No if the information for this employee is
not to be included in the Analytics module, if applicable.

The D/B/D/T level to which the employee is assigned if applicable.
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Employees - ACA Screen

Field / Button Description
ACA section
ACA Status Select the appropriate status of the employee based on average

hours worked.

e New Hire - Used before status is determined through
initial measurement period.

¢ Full-Time - A new employee who works an average of
30 hours or more per week or 130 hours per month.

e Part-Time - A new employee who is reasonably
expected at the employee's start date not to be a full-
time employee (and who is not a variable hour
employee or a seasonal employee). Works less than
30 hours a week or 130 hours per month, on average.

e Does Not Apply - Employees to whom the ACA
Status does not apply.

e Volunteers

¢ Student Workers

e Members of Religious Orders

e Variable Hour - A new employee who, at the start of
employment, the employer cannot in good faith

o Determine whether the individual is expected to
average 30 hours of service per week or 130 hours
per month during an initial measurement period.

e Seasonal - A worker who performs labor or services
on a seasonal basis, including (but not limited to)
seasonal farm workers and retail workers employed
exclusively during holiday seasons.

* Seasonal < 120 days - A worker who performs labor or

services on a seasonal basis, but does not exceed 120
days of service in a calendar year.

* Full-Time Ongoing - An employee who works an average
of 30 hours or more per week and has completed the initial
measurement and stability periods.

* Part-Time Ongoing - An employee who works less than
30 hours a week or 130 hours per month, on average and
has already completed their initial measurement and
stability periods.

* Seasonal Ongoing - A worker who performs labor or
services on a seasonal basis, including (but not limited to)
seasonal farm workers and retail workers employed
exclusively during holiday seasons. Has already
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Field / Button

ACA Coverage Offer

ACA Benefit

ACA Policy Origin

Benefits Eligible

Reporting section

Form on File

ACA Format

Form Type

ACA Standard Hours

Description

completed initial measurement and stability periods.

This field defaults to what is set up on the Company ACA tab. Ifa
change is made to the ACA Coverage Code in the grid below, it
will display that code in the month that was selected until it is
changed

Select the name of the benefit that will be used to determine the
Lowest Cost Benefit for this employee.

Select the appropriate option for this employee for use on the
1095-B — Line 8.

Yes or No. Is this employee eligible for benefits? If changing, click
the link to establish an Effective Date, if applicable.

Yes or No. Is there a consent form on file for the employee to allow
electronic reporting of the 1095 form(s)?

Select the form format that will be created for the employee. None,
Both, or Paper

New employees are assigned the default field that is assigned at
the Company level. This can be overridden using this field.

¢ Right-click and select Copy to... to copy to other
employees.

This field is used for special Time off Accrual setups that use the
normal Standard Hours field. Use the ACA Standard Hours field
to override the hours that show on the ACA Reports.
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Field / Button Description

ACA Relief Code This field defaults to what is set on the Company ACA tab. Ifa
change is made to the ACA Relief Code in the grid below, it will
display that code in the month that was selected until it is changed

Lowest Cost Benefit Select the Lowest Cost Benefit to be used on the 1095-C.

Employees - ACA History Screen

Field / Button Description
View Coverage For Select the year for which information is being requested.
Month Each month of the year selected
ACA Coverage Offer Assigns a default Offer of Coverage Code identifying standard

health care coverage offered to employees, when an employee is
created in Classic.

ACA Relief Code Relief Code, to describe transition relief as defined by the
Affordable Care Act that may be applicable to the employer, when
an employee is created in Classic. If a change is made to the ACA
Coverage Code in the grid, it will display that code in the
subsequent months

Initial Measurement Period Default Initial Measurement Period assigned at the company level
in Classic.

Stability Period Default Stability Period assigned at the company level in Classic.

Date of Birth Taken from the employee information when new employees are

added to the company.

Hire Date Taken from the employee information when new employees are
added to the company.

Employees - Pay Screen

Field / Button Description
Salary Information section

Pay Frequency How often the employee’s paycheck is processed.
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Field / Button
Salary Amount

Standard Hours

Average Hours

Rate Number
Rate Amount
Wage Limit
Limit Frequency

Annualized

Calc Annual

Planned Updates section

Raise Date

Raise Amount

Raise %

Raise Rate
Pay Frequency
Position section

New Hire Report

Description
Salary earned per pay period (salaried employees only)

Number of hours the employee is expected to work (this may be
left blank for salaried employees working a 40-hour week.)

Average hours the employee works — this field is system-
calculated and is not editable.

The rate number if not the primary rate — this is read only.
The rate for the rate number above.

Wage limit used for Workers’ Comp billing and impounds
If there is a wage limit, to what period is the limit applied?

If there is a wage limit for a period other than annual, what is the
annualized total amount of the limit?

The system automatically calculates the annualized salary or pay
based on the value in Salary Amount times pay frequency or the
value in Rate Amount times the pay frequency times standard
hours.

The following fields are informational only, and do not affect pay
amounts now or in the future.

The date a future raise takes effect.

The potential amount of the future raise.
Use this for salaried or hourly employees.
If there is a value in this field, leave the Raise Rate field empty.

The potential percentage of the future raise.
Use this for salaried or hourly employees.

The hourly rate of the potential raise.
The frequency the employee will be paid after the future raise.
These fields in this section used to be on the Positions screen.

Required field

Pending - select this option any time prior to the employee’s
first payroll, after which time it is automatically updated to
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Field / Button Description

Complete. Completed - if the service bureau is using new hire
reporting services, the employee has been reported as a new
hire
Completed by Predecessor - the employee was reported as a
new hire by another service bureau
If an employee's status has changed from another code back to
active, when the changes are saved, a message asks if this is a
rehire.

No - system saves the employee record and doesn't ask any
more questions

Yes - system changes the New Hire flag to Pending and opens
the Rehire Wizard. The Wizard includes a series of employee
screens for the user to verify the employee's set-up for pay
rate, states, locals, TOA, Scheduled E/D's, and direct deposits.
The Wizard only displays screens applicable to the employee.

FLSA Exempt Is the employee exempt from minimum wage and overtime pay
under the Fair Labor Standards Act?

Position Employee’s work position at the company, set up on the Company
— Benefits — HR Positions screen.

Effective Date Date the employee’s position became effective
High Comp Is the employee highly compensated?

I-9 on File The employee’s form I-9 is on file

Corporate Officer Is the employee a corporate officer?

Overrides section

Add / Delete buttons Click to add a pay rate or delete a pay rate that is no longer
applicable.

Primary column heading Select NO, if this is not the employee’s primary wage at the
company.

Rate Number column heading If a standard wage, the new line should have a Rate Number of 2
or more.

Rate Amount column heading Enter the amount of the new rate.
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Piecework Sub-menu

Field / Button

Add

Delete

Piece column heading

Rate Amt

Rate Qty

Description
Click to add a new item to the piecework.

Click to delete a piecework item.

Click in the blank line created by clicking the Add
button. The piece is listed in the dropdown list.

Rate for the piece.
The rate is listed in the dropdown list

The rate quantity is pulled from Classic, where it was originally set
up at the client level.

Auto Labor Distribution Sub-menu

Field / Button

Labor Distribution Options

Auto Labor Distribution E/D
Group

Allocation section
Add

Delete

Percentage

Organizational Level
Job

WC Code

Description

Defaults to Distribute Both - method used to distribute
employee’s labor for unions. They may be distributed for earnings,
taxes, deductions, all,

or none, and must be used in conjunction with the Auto Labor
Distribution E/D Group field.

E/D Group used to distribute the employees' labor.

Click to create a new record
Click to delete an entry

Percentage of the employee’s pay attributed to that organizational
level

Name of the organizational level for which the employee works
Title of the job worked in the level

Workers’ Comp code associated with that job
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Employees - Federal screen

Field / Button Description

Marital status for federal tax purposes. Six new marital statuses
have been added in compliance with the redesigned Form W-4.
Select the applicable marital status based on the information and
instructions on the |IRS Website.

Marital Status

Number of exemptions / federal dependents claimed.

Note: Because there is no longer a box for Federal Dependents on
the new Form W-4, the Exemptions field on this screen is only

Exemptions used for information from the "old" W-4s. For new entries, based
on the new tax regulations, enter a zero because it is a required
field. The system does not consider a value other than 0 in the
new calculations based on the new marital statuses.

W-4 Other Income Information to be added here only if completing Steps 2-4 on the

redesigned Form W-4. For more information, refer to the
instructions on pages 2 and 3 of the .PDF on the IRS Website.

e Other Income - If tax should be withheld from other
income expected this year that will not have withholding.

e Deductions — if deductions will be claimed other than the
standard deduction, to reduce withholding.

W-4 Deductions

Additional or override tax amount. Select from Additional Amount,

Tax Type Additional Percent, Regular Amount, or Regular Percent.
Value Based on the tax type, enter the corresponding value.
FUI Rate Credit The amount by which to override a FUI Rate Credit, if applicable.
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Field / Button

Override Fed Minimum Wage

EE Tax Statuses section

Federal Tax Status

OASDI Exempt
Medicare Exempt

ER Tax Statuses section

FUI Exempt

OASDI Exempt

Medicare Exempt

W-2 Form section

Type

Description

Value used to override the Federal Minimum Wage rate used in
payroll for minimum wage makeup calculations.

. If a value is entered, the amount is used as the rate for
minimum wage makeup calculations.

. The value may be overridden if a State Minimum Wage
override is entered on the Employee - States - Overrides tab.
In that case, Classic uses that rate in the calculation.

. If both fields are populated, the Federal Override is used in
the calculations for all states attached to the employee that
do not have overrides set up. Otherwise, the state override
rate is used.

. If no overrides are entered, standard system logic is applied
in the calculation (taking the higher of the Federal or State
Minimum Wage rate at the system level). Right-click on the
field and select 'Copy To..." to copy the information.

The default values in this section are dependent upon whether the
employee is W-2 or 1099.

This is the employees’ tax status. Select from the dropdown list
whether the employee’s tax is to be included, blocked or
exempted.

Whether or not the employee is exempt from paying OASDI

Whether or not the employee is exempt from paying Medicare

The default values in this section are dependent upon whether the
employee is W-2 or 1099.

Whether or not the employer is exempt from paying FUI for this
employee

Whether or not the employer is exempt from paying OASDI for this
employee

Whether or not the employer is exempt from paying Medicare for
this employee

Type of tax form being filed if not W-2; select from the dropdown
list.
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Field / Button

Residential State

First Name

Middle Name

Last Name

Name Suffix

W-2 Settings section

Deceased

Statutory Employee

Legal Rep

Deferred Comp

Pension

1099-R section

Distribution Code

Tax Amount Determined

Total

Pension Plan

Description

State for which tax forms are being filed as the employees’
residence.

Legal name for whom all tax forms will be prepared — complete
only if different from the information on the Basics tab.

Status is designated on the Form W-2 as deceased

Status is designated on the Form W-2 as statutory

Is there a Legal Rep designated on the Form W-27?

Are these earnings designated as deferred compensation on the
Form W-2?

Are these earnings from a Pension plan?

If a pension distribution was taken, this is the distribution code
reported on the 1099-R.

Was there a tax amount determined and reported on the 1099-R?

Was the distribution a total distribution of all assets in the pension
plan?

The type of pension plan reported on the 1099-R
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Employees - State screen

Field / Button
County

Salary Type

Calc SUI Taxable 1099 Wages

checkbox
Work at Home

Tax Code

Reciprocation section
Method

State

Amount / Percentage

EE Tax Status section

Employees — State screen

State Tax

SDI Exempt

SUI Exempt

ER Tax Status section

SDI Exempt

SUI Exempt

Description
County within the state selected
Select the salary type for the employee, if applicable

If selected, the SUI taxable wages for this employee are calculated
for the state.

For PA only.

This is a generic code and can be used to add details needed for
returns.

Reciprocal method — select from the dropdown list.

Select the state with whom the residential state has the reciprocal
agreement — the states listed are those the company sets up to do
business with.

Amount required to reciprocate; used based on Reciprocation
Method.

Employees — State screen

Employees’ state tax status. Select from the dropdown list whether
the employee’s tax is to be included, blocked or exempted.

Whether or not the employee is exempt from SDI

Whether or not the employee is exempt from SUI

Whether or not the employer is exempt from paying SDI for this
employee

Whether or not the employer is exempt from paying SUI for this
employee
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Field / Button Description

Overrides section

Tax Type Tax type to be overridden
Amount / Percentage Amount of the override
Minimum Wage Does the override revert to minimum wage?
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Employees - Local screen

Field / Button
Column Headings
Local
State
County
Local Type
Tax Rate

Misc Amount

Tax Code

Active
Tax Status

Deduct Behavior

Work Address Location
Overrides section

Pre-tax Deductions

Tax Type
% of Taxable Wages

Tax Value

Description

Local tax added at the Company level

State in which the local agency resides

County in which the local agency resides

Employee or employer tax

Tax rate entered at the system level for the local tax

The amount used to adjust the percentage of state taxes when that
calculation method is used.

Used only if an additional tax code is necessary
Whether or not the local tax is currently active.
Should the local be included, blocked, or is it exempt?

Should the tax be always deducted, never deducted, or are there
no overrides?

PA only.

Does the taxable wage base used to calculate local taxes include
pre-tax deductions?

Tax type of the overridden tax, if any
The percentage of taxable wages used to calculate local taxes.

If an Override Tax Type is entered, this field is required.
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Employees - Child Support screen

Field / Button Description
Priority Priority in order of all Scheduled E/Ds — Child Support usually has
number 1 priority over all other E/Ds.
Case # Case number assigned by the Child Support agency
State Origin The state in which the Child Support Order originated.
Medical Eligible This field is pre-filled from the Healthcare Coverage field value on

the Employees — Basics screen.

Agency Child Support Agency responsible for collecting the money for
payment.

Arrears Change to Yes if Child Support payments are in arrears on this
case.

FIPS Five-digit Federal Information Processing Standard (FIPS) code
(FIPS 6-4) that identifies counties and county equivalents in the
United States.

Custom Field If the company has established a custom field to help with tracking.

Employees - Direct Deposit screen

Field / Button Description
ABA# Routing number identifying the financial institution
Bank Account# Number of the account to which deposits are made
Account Type Type of account to which deposits are made
Branch Identifier Bank Identifier used when transferring money and wiring money
Addenda Additional information (if any) to be added to the direct deposit
instructions
In Pre-Note Is the direct deposit within the period of validating the account

credentials?

Form on File Tracks whether or not there is a Direct Deposit Authorization form

on file
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Allow Hyphens Yes means hyphens are allowable characters in the bank account
number.

Employees - Scheduled E/Ds screen

Field / Button Description
E/D codes assigned at the system level — select from the
Code .
dropdown list
Description Entered automatically when the E/D code is selected.
Priority Priority to process the Scheduled E/D (Child Support E/Ds are

always Priority 1)

Select an E/D Group that the Scheduled E/D belongs to (if

Calculation Link :
applicable)

Calculate Using Select which calculation method will be used to calculate payroll
deductions for the Scheduled E/D. There are three options:
1. Use the calculation method that has been defined for the
E/D
2. Use the calculation method defined at the Company
Benefit

level
3. Use the calculation method defined at the Employee
Benefit level

Calculation Method Method used to calculate deductions from payrolls. Select the
method from the dropdown list.
Amount $ - If the Calculation Method selected is a fixed dollar
amount enter that amount.

Amount % - If the Calculation Method selected is based on a
percentage enter the percentage amount.

Select an E/D Group if the Scheduled E/D is included in an E/D

E/D Group Group

Note: Earnings must be set up as a member of an E/D Group, which simplifies the calculation of earnings
such as 401(k)s.
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Field / Button Description

Always Pay / Deduct Offers flexibility to override E/D, similar to Blocking Week 1 -5

o All payrolls - earnings are paid whether or not there
are earned wages for the employee; deductions are
tracked to be taken from the next payroll.

e Current Payrolls - the E/D is applied to the current the
payroll whether or not there are earned wages for the
employee. If deduction exceeds amount in check the
amount is not tracked to be made up later.

e [f there are insufficient earnings for the deduction, the
Scheduled E/D is processed based on the selection in
the Deductions to Zero field.

e No - if the employee has no wages in a payroll cycle,
the system does not pay/deduct the E/D, nor is it
tracked it to be made up later.

Important: to ensure that the remainder of the deduction is taken out of a subsequent pay cycle, the
Make Up Deducts Shortfall field on the Client - E/Ds - Details tab must be set to Yes.

Deduct Whole Check Value selected defaults based on the setting applied on the Client -
E/Ds - Scheduled Defaults tab

Yes - deducts the net check (use for direct deposits)
No - deducts a portion of the check

Send To* Select Agency or Client, Company, or Direct Deposit

Reference to Display on Check | being sent to Agency or Client/Company on behalf of the
employee...

Deductions to Zero Defaults to the Deductions to Zero Default field on the Client - E/Ds
- Scheduled Defaults tab. It can be overridden here by E/D, by
employee, and instructs how much of a deduction should be taken
if there is not enough to take the entire amount. This does not turn
Shortfall /

Deduction not Taken makeup on or off. It only tells the system
whether or not to take partial amounts for deductions.

e Yes - the entire amount is deducted, until the check is
zero. If there is shortfall it may be either a portion of or
the total amount of the Scheduled E/D.

e No - a deduction is taken only when there are
sufficient funds to take the whole deduction. If there
are insufficient wages, the created shortfall is always
the total amount of the Scheduled E/D. If there is a
pre-existing shortfall, it takes the shortfall amount only
when there are sufficient wages to take the whole

amount.
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Field / Button

Description

e When there is a deduction and a pre-existing shortfall,
and there are sufficient wages to take the shortfall but
not all of the deduction, Classic takes the shortfall, but
not the deduction.

Employees - Scheduled E/Ds - Schedule tab

Field / Button
Starting
Ending
Affects section
Payrolls affected
Frequency
Blocks section

Block Based On

Weeks Blocked

Description
Starting date for the scheduled deduction

Ending date for the scheduled deduction

Identify which payrolls are affected by the deduction

How often the deduction of the Scheduled E/D occurs.

If there are blocks on any of the payroll weeks identify whether
it is custom defined or being blocked to keep the deduction at
four weeks per month.

Identify which, if any, week(s) is blocked from having the
deduction taken

Employees - Scheduled E/Ds Limits tab

Field / Button

Limits tab

E/D Group

Pay Period %

Description

E/D Group to which the minimum Scheduled E/D belongs (same
as Minimum E/D Group field on the Employee — Scheduled E/Ds

Advanced tab)

Minimum percentage (if the deduction is quoted as a percentage)
to be taken per pay period.
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Field / Button Description

Pay Period $ Minimum dollar amount (if the deduction is quoted as an amount)
to be taken per pay period.

EE Annual $ Maximum dollar amount the employee is allowed to contribute per
year

Client Annual $ Maximum dollar amount the client can contribute per year for the
employee

Maximum Averages section

Amount E/D Group This information is used for special Union dues calculations.
Hours E/D Group

Hourly Rate

Balance Taken

Amount $

Employees - Scheduled E/Ds - Thresholds tab

Field / Button Description

Action

Remaining
These fields refer to the goal amounts at which deductions
Balance Taken stop — the same information entered on the Employee —
Scheduled E/Ds Advanced tab in Classic.
Amount $

E/D Group
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Employees - Delivery screen

Field / Button

Primary Address section

VMR section

Payroll Check Mailbox

EE Report Mailbox

EE Electronic Return Mailbox
2" EE Report Mailbox
Password for VMR Deliveries

Payroll Override Address
section

Description

The information set up when the employee is first entered into the
system is pre-filled in this section. This address is where W-2
Forms will be sent.

Edits may be made on this screen by entering data over what is
already there.

Whenever an employee is set up with a VMR mailbox, select the
VMR mailboxes of the employee if different than the company’s
default mailbox.

Whatever names the company has given their mailboxes are
listed. To override the company setup for VMR, select the Mailbox

VMR Password

Address to send payroll checks for the employee if they are going
to a different address than the W-2.

Employees - Time off Accrual screen

Field / Button
Active
Type

Balance

Used
Accrued

Effective Date

Description

Whether or not the TOA plan is currently active for the employee
What type of TOA plan it is — PTO, Sick, Vacation, etc...

Tab over to the Accrued field to enter first. The balance will fill in
automatically, after which, enter time used and the balance will be
adjusted.

How much of the accrued time has been used
Enter manually

Date the Accrued amount begins
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Field / Button Description

Accrual Max Maximum set by the company that an employee can earn in a pre-
defined period

Rate Rate at which the time off accrues per pay period

Rollover Type If the company plan allows for a rollover, on which type of accrual
is rollover allowed?

Rollover Date Date on which rollover occurs

Employees - Employee Portal screen

Depending upon your role / permissions set up in Classic, this menu-item may not be visible.

Field / Button Description

Access Section For access to the Employee Portal, the Access Level for EE Info
must be Read Only or Full Access. The Time Off and Benefits
Access Levels work independently.

EE Info No - employees will not see any of their personal information in the
Employee Portal
Read-only - employees can view their payroll information but will
not be able to request edits in the Employee Portal
Full Access - employees can see and request edits to their payroll
and W-4 information.

Time Off No - employees do not see any of their time off information in the
Employee Portal
Read-only - employees can view their time off information but will
not be able to request edits in the Employee Portal
Full Access - employees can see and request edits to their time off
information

Benefits No - employees do not see any of their benefits information in the
Employee Portal
Read-only - employees can view their benefits information but will
not be able to make elections in the Employee Portal
Full Access - employees can see and request edits to their benefits
elections in the Employee Portal (during Open Enrollment and/or a
Qualifying Event Enrollment.)
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Field / Button
Username
Password

Unblock Account button

Group Assignments section

Name

Type

Assigned checkbox
Settings section
Forms on file

Email

Format

Benefits Email

Employees - Notes screen

Field / Button

Description
The employees’ username in the Employee Portal.
The employees’ password in the Employee Portal.
If a user’'s Web Payroll account is blocked because they incorrectly

answered their security questions three times, a user with access
can unblock the account using this button.

Pre-filled based on the setup in Classic on the Company - Benefits
- ESS Group Assignment screen.

Name of the group/s to which the employee has been assigned.

Type of group/s to which the employee has been assigned. (Pre-
filled based on the setup in Classic.

Designates whether the employee is assigned to the group.

Are the annual return forms on file?
Email address for account notifications
Format of the returns; electronic, paper, or both

Email address for benefits notifications

Description

Payroll Notes

General Notes

Notes entered here can be viewed by the payroll processor, or
other internal colleagues. The information does not appear
"publicly" and cannot be viewed by the employees.

General notes about the employee and payrolls are stored with the
employee data and can also be viewed in the Payroll menu in the
Notes fly-out tab on the Employees — Payrolls - Payroll View
screen.
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Employees - Check Calculator Shortcut Button

Field / Button Description
EE Code/Name Select the Employee Number or name from the dropdown list.
Net Amount checkbox Select if calculating a Net Amount to Gross — user will be required

to enter the Net Amount in a field that is displayed when selected.

Net Amount Net amount of the check being calculated if Net Amount checkbox
is selected.

Calculate button Click to calculate the Net or Gross amount.

Send to Payroll button Click to send the check to a payroll batch for processing.

Add / Delete buttons Use to add or delete earnings or deductions to or from the check.

Federal tab

Marital Status This information is pre-filled using the settings established in
Classic.

Exemptions

Tax Frequency

Tax at Supplemental Rate Select if there are supplemental wages requiring the employee to
be taxed at a supplemental rate.

Blocks section

Federal Tax Select to block Federal tax from being deducted from this check.

Employee Overrides Select to block any employee overrides from being included in this
check.

Additional Values Select to block any additional values from being deducted from this
check.

EE OASDI Select to block the EE OASDI from being deducted from this
check.

EE Medicare Select to block the EE Medicare from being deducted from this
check.

EE EIC Select to block the EE EIC from being deducted from this check.
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Field / Button Description
Overrides section
Fed Type Complete if there are any overrides to add to this check.
OASDI
Medicare
EIC

Backup Withholding

State tab

Marital Status This information is pre-filled using the settings established in
Classic.

Exemptions

Tax at Supplemental Rate Select if there are supplemental wages requiring the employee to

be taxed at a supplemental rate.
Blocks section
Regular tax Select to block any of these from being deducted from the check.
Additional tax
Sul
SDI

Overrides section

State Type Select if any type of state tax should be overridden.
SUl tab
Amount Enter an override amount if applicable for the state highlighted in

the left (if more than one is listed)
Local tab

Block this Local Tax Select to block the selected local tax from being deducted from the

check.
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Field / Button Description

Overrides section

Amount Enter an override amount if applicable for the local highlighted in
the left.

Make this a Manual Check Select to create a Manual check.

Enter Check # This is a required field if Manual Check is selected.

Update Year to Date Totals Select to keep YTD totals from appearing on the employees’ check

(Disable YTD) stubs.

Update Tax & Deduction Select to keep shortages from appearing on the employees’ check
stubs.

Shortages (Disable Shortfalls)

Lock Calculations for this Select to use the reviewed information when the payroll processes.
Check Results are available on the Manual Tax tab.
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Check Calculator Menu

The Check Calculator Menu opens the Check Calculator screen on which non-payroll employee
checks can be calculated from Gross-to-Net or Net-to-Gross. Once the check has been calculated, it can
be sent to an existing payroll batch for processing, or a new payroll / batch can be created for processing
the check.

@ Check Calculator X
B8Dazzied Design Lid.
EE Code - Name Nt A=oun

13 Sprieg Lare
Wilking, PA 16231

Check Settings

| arrin Omb e [ e = Laca yeorn Actions

E0Code "« Y Descrpton » Y MPos Y PayRae Y Amount T Rstes Y e

ow Oorta npance 70
1. Select the Employee Number or name from the dropdown list.
2. Check the Net Amount checkbox if calculating a Net Amount to Gross.
3. Enter the Net Amount in the field that opens when selected.
4, Click the Add / Delete buttons to add or delete earnings or deductions to or from the check.
5. Click the Calculate button.
6. Click the Federal tab
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@ Check Calculator
BDazzied Design Lia.

EE Code - Name Mot Amourt

13 Speing Lane

Wiking, PA 15231 % Net 1o Gross

Check Setings
1 avegn Ut s Fotwrw e e Lol Cyeare Actons

Martw Status Exemptans et
CALCULATE

Tas # requency

Tas at Supclemental Rate
ocks
Federnl Tas
{ moATyve Cver-aes L
AB3tcnal Ve
EE CASDI

Backip Wettckdeny
EE Medcas

EEEC

7. Click in the applicable fields to make changes, blocks, or overrides. For detailed information
about the fields on this screen, refer to the Employees — Check Calculator screen in the

Appendix at the end of this chapter.
8. Click the State tab.

@ Check Calculator x
BDazzied Design Ltd.
EE Code - Name Net Amount
.
Net 10 Gross
13 Speing Lane
Wildea, PA 19231
Creck Setmings
T g Dt s [ i . L iy Actiorn
OWR Statw A
ALCULA
New York NY Exerrgtom COvoende

Ste Type

Tax & Supplementsy Rate

Reguier Tax
Adstonal Tas
su

&0

9. Click in the applicable fields to make changes, blocks, or to add an override.
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Asure

10. Click the SUI tab.

@ Check Calculator x
B0azzied Design Ltd.
EE Code - Neme Net Armount
: - Not 10 Groas
13 Speing Lane
Wilins, PA 19231
Crack Seings
£ g Dndhur e 1 oteut hare By Locst Actions
ova SUI Name « . State (PA) PA-EE SUI Tax CALCULATE
State (PA) PAEE SUT Tax Ovetrides
Amoard
11. Click in the applicable fields to make a change or to add an override.
12. Click the Local tab.
@ Check Calculator x
BOazzied Design Lid.
EE Code - Name Net Amount
13 Spring Lare ;
Wilkina, PA 18231 ¢ Net 10 Grons
Crwch Settrgs
{ e Ut e Nae »a Lo Aty
OVR Local Name « ! "0 Adams County-Abbomstown Boro LST CALCURATE

Adar Courty Abbotiviown Bioro LST Biock Bvs Local Tax

104
jes

Arravord
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13. Click in the applicable fields to block a local tax, or to add an override.

14. Click the Options tab.

Evolution Payroll Client User

@ Check Calculator x
BDazzied Design Lid.
EE Code - Name Net Amourt
Net 13 Gross
13 Spring Lave
Wiking, PA 15231
Crack Setsngs
T wmengs Datctons Fodes State A Laca e Ao
¥ Maks t's & Manual Check
CALCULATE
paate Schedsed E D Estance
Ipdate Yoar 10 Date Totak
Jpaate Tax & Deduthon SHomages
15. If this is to be a Manual check, a check number is required.
16. Select all applicable fields.
17. Click the Send to Payroll button to send the check to a payroll batch for processing.
18. Select the payroll in which to include the check for processing.
smuucrudzwohyml .ChoouoPtyvollo:m-M x
|- Sumied Dostn L || @oraaons.2
1 Name Not Amount

g:ox 12017 . 1
BO1Y2017 .1
s,'v'. 1072017 .3

00122010 . 1
Optians set for this Check M Bakch 1 - Weekly - 0R052019 10 00112010
Manusl Check # 1423

Batch 2 - Weekly . 09052016 to 00112010

($148.41)

Updates

Yoar To Date Totals

Tax Calculatons ocked » a

3

10 PAYROLL

19. Click Go to Payroll or Save Return.
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The Payrolls Menu

The first screen in the Payrolls Menu is the Payroll Timeline, displaying coupon- or card-like views of
scheduled payrolls.

The table below describes eight statuses you may see on the Timeline screen.

Status Description
Not Due Scheduled payrolls that are not due to be processed yet.
Past Due Scheduled payrolls that did not get processed as scheduled.
Pending Payroll was started but not submitted
On Hold Payroll was submitted to the service bureau for review.
Submitted Payroll was submitted to the service bureau for processing.
Processed Payroll has been processed.
Backdated Payroll has been backdated

Requires Mgr

Approval Payroll requires manager approval prior to processing.

Click the i symbol in the header to change to a Table view of recent payrolls.

Payroll Timeline
Z o & & i B
EXFORT TO EXCEL
“Towosome——— Jruns Lo omesor—— Jowor ————— omnsots Jpomor ||

06/02/2020 1 Regular 07/15/2020 Pending 07/15/2020 -
06/03/2020 1 Reguiar 07/06/2020 06/01/2020 Pending
06/17/2020 1 Regular 06/15/2020 Pending
07/01/2020 1 Regular 06/29/2020 Pending
07/15/2020 1 Regular 07/08/2020 0713/2020 Processed
07129/2020 1 Regular 07/27/2020 Pending
08/12/2020 1 Regular 08/10/2020 Pending
08/26/2020 1 Regular 08/24/2020 Pending
09/08/2020 1 Regular 09/02/2020 Pending
09/09/2020 1 Regular 08/28/2020 09/07/2020 Pending 08/22/2020
09/23/2020 1 Reguilar 09/21/2020 Pending
10/07/2020 1 Regular 10/05/2020 Pending
10/21/2020 1 Regular 10/19/2020 Pending
11/04/2020 1 Regular 11/02/2020 Pending
11/18/2020 1 Regular 11/16/2020 Pending

oA Page 19 of 24 L) 271 - 285 of 354 items
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Several symbols are visible on various screens in the Payrolls menu, described in the table that follows.

Symbol Description
& View — visible only on processed payrolls, click to view details of the payroll
including batches, check lines, etc.
. Copy — visible on processed payrolls only, enabling them to be copied for
L processing.
Fl Payroll Results — click to view details about payrolls with a status of
(+] Processed (P) and Void (V).
Edit — visible on payrolls that have been started, but not processed. Click
D’ to make changes, add a new batch, filter the information differently, or add
new checks.
—_— Add - click to add a new batch to scheduled payrolls, or to add a new
- payroll.
ﬁ Delete — click to delete previous changes. Also, to delete a batch.
x Cancel Changes — click to cancel changes made to a screen or payroll.
o On the Check Batches screen — clicking takes the user to the Check Batch
ﬁ Settings screen for the batch selected.

= On the Check Batch Settings screen — clicking takes the user back to the
Check Batches screen.

On the Check Batch Settings screen — clicking takes the user to the Check
Batch Settings Table View screen listing the company employees.

@ On the Payroll Timeline screen — changes the view to a Table view from the
Card view.

On the Payroll Timeline screen — changes the view to the Card view from
the Table view.

T On the bottom right of the Batch checks screen — click to open a list of E/D
et codes to create additional columns on the checks list.
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There are four symbols on the right-hand side of the Header that visually let the user know where they
are in the Payroll process. These can also be clicked to go to specific screens in the process.

Symbol Description
m Batches — this button is active (green) while batches are being created.
Batches To view batch information after they have been created, click this button.

Checks - this button is active (green) while checks are being created. To
Checks view, add or edit checks after they have been created, click this button.

Payroll calculations - click a payroll to view or edit. Click to calculate

Totals totals when checks have been added or deleted from batches.
m Process Payroll - this button is active (green) while payrolls are being
Finish finished and submitted for review or processing.

Creating a Scheduled Payroll

The Payrolls — Timeline screen is the first screen to open after clicking the Payroll menu.
To create a payroll in Web Payroll,

1. Click the Payrolls menu.

Payroll Timeline

+ @ H

09/01/2020 - 4 | PastDue | 10/30/2020 - 1 02/01/2021

Bi-Weekly 08/01/2020 - 08/152020 Montnly 10/01/2020 - 1012822020
New Baten New Bate

0z +

L]
Submit by:10/28/2020
101012020 -1 |__Pastoue ] 12/01/2020 ot Due
WMonthty 0910172020 - 0912872020 0 20
New Batch
. +
Submit by 09/29/2020 I—. @ 5 2712020

10/22/2020 - 1 01/01/2021 Not Due

Bi-Weekly 012742020 - 10/03/2020

L. _J [ m——— +

Submitted on: 10/16/2020 04:19 PM

2. Click the large plus + sign in the Payroll card to create a new payroll. (You can always click the
plus sign in the payroll card for the payroll being created.)
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Result: The Create Payroll screen opens asking if you are creating a Payroll from the Calendar
or a New Payroll (Unscheduled).

3. Click Payroll from the Calendar

Create Payroll

4, Select the date from the Payroll Calendar.
5. Click OK.

Note: Payroll notes and general notes created in the Employees menu can be viewed in the Payrolls
menu by clicking the Payroll Notes fly-out tab on the far right-hand side of the screens. This fly-out tab is
available on most screens within the Payroll menu.
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Check Batch Settings Screen

Payroll Timeline

[Payroll 10/23/2020 - 1

X Check Batch -2 - Settings
Creation Options
Start Date* End Date™
10/9/2020 B 10/15/2020 ]

Frequency
Weekly 4

-»
0
()

s
=3
w
@
=3
=

Q

7]

Employee Types
All v
Employee Filter Select EEs
--Select Template—- »
Template
—Select Template—- "
Checks per EE Check Types
1 Regular "
[ Create 945 Checks
Calculate Scheduled EDs
Include
Standard Hours
Salary Pay
Payroll Defaults

[ Time Off Requests

Time Clock Import Options
Time Clock Source File
Choose file
File Format
Comma Delimited
Date Field Format
2 Digit Year (mm/ddlyy)
Employee Synchronization

Custom #

Organizational Synchronization

Full DBDT

Job Codes

Apply Org Level

B
O
'S
&
z
=
&

1. Complete the required and applicable fields. For detailed information about the fields on this
screen, refer to the Payrolls — Check Batch Settings Screen in the Appendix at the end of this

chapter.

2. To select specific employees to include in the payroll, click Select EEs next to the Employee

Filter field.
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sbumes jloihed 4

X Check Batch -2 - Seftings -
= .
o
S
ra ar and drop it here to group by that column #‘ g
' z
®m |EE# | LastName | First Name Middle Initial Status DBDT === S
. @
o o Scott Mica Active Inn > Restaurant >> Wait L
J 02 Schrute Dwight Active Inn > Restaurant >> Wait
0O o3 Beesly Pamela Active Retail > Cheese >> Cheese.
O 04 Halpert James Terminated Retail > Brewery >> ForkLift
05 Bratton Creed Active Retall > Gift >> Cashier
O 06 Levinson Jan Active Retail > Cheese >> Taster
07 Martin Angela Active Retail > Brewery >> ForkLift
O o8 Sim Maya Active Retail > Brewery >> Brewm.
'
o o0 Trent Terence Active Inn > Restaurant >> Kitchen
" Page of 1 ” 9items

Payroll Timeline

Payroll 10/23/2020 - 1 a— é.—. E_. M
Conetn

= @ o

Click the checkbox (far left) at the top of the employees list to Select All, or select individual
employees.

Click Done, which brings you back to the Check Batch Settings screen.

Click the Create Checks button.

Result: A confirmation opens letting the user know that the checks were successfully created.
Click OK.

Result: The Batch Checks Screen opens.
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Batch Checks Screen

Payroll Timeline
Payroll 10/23/2020 - 1 Batch 1 : 10/09/2020 - 10/15/2020 Regular | -99998838 | 1 of 1 m— h% — E —
Batches = Checks Totals
NEW BATCH I EXPORT TO EXCEL ‘ ADD CHECK I | DELETECHECK | Search Checks Group By: Company Number Summary |-
=l
A I Y T T N T T e
R 01 Scott, Mica 0.00 $1,033.33 $1,03333 L 38
Batch 1 ol&
P
Weekdy R 02 Schrute, Dwight i 40.00 $1,783.11 $903.11 40.00 $880.00 § o
=
-]
R 03 Beesly, Pamela 1 0.00 $0.00 g L/
o
R 05 Bratton, Creed 1 0.00 $1,102.21 $1,102.21 -
R 06 Levinson, Jan 1 0.00 §703.22 $703.22
R 07 Martin, Angela 1 0.00 $0.00
-
R 08 Sim, Maya 1 40.00 $780.00 40.00 $780.00
N m
R 09 Trent, Terence 1 0.00 $0.00 -é
=}
<
[+
(¢
=
i
]
»
Totals 80.00 $5,401.87 $3,741.87 80.00 $1,660.00
A4 sitems =

This screen offers three different viewing options, based upon the level of detail required by the user.
The view is selected from the dropdown list in the far right of the Navigation Bar. For detailed information
about the fields on this screen, refer to refer to the Payrolls - Batch Checks Screen in the Appendix at the
end of this chapter.

Summary View

Default view, this is the check entry screen, on which the user can add checks and edit information for
employee checks. The first five columns are read only. The columns that follow can be edited, as well as
having columns added and subtracted.

e To add or edit a column
Click within the column to edit of the check being modified.
b. Once finished click Save in the Header.

b

e To add a check for employees

a. Click the Add Check button in the Navigation bar.
Result: The Add Checks screen opens.

b. Select the Check Type being created.

c. Select the employee(s) for whom to create a check.
d. Click the Create Check(s) for Selected EEs button.
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Result: The Batch Checks screen reopens with the new check(s) listed.
e To add additional E/D codes to the grid as columns, click E] in the bottom right-hand corner
of the Batch Checks Screen.

Result: The following screen opens listing Available Columns - E/Ds available to add to the grid,
and a list of the Current Columns - the E/Ds currently listed as column headings in the grid.

Choose Columns

Available Columns Current Columns
Search Select: All | None
Type
1099NonTax Hrs Non-Taxable/No 1099
EE Code
1099NonTax Amt Non-Taxable/No 1099
Name

401kcatchup Hrs Pension Catch up

Seq
401kcatchup Amt De(é%'}. Catch up

D01 Hrs Net Pay Direct Deposit

Gross Pay
D01 Amt Net Pay Direct Deposit
D02 Hrs Partial Direct Deposit 1 EO01 Hrs Salary
D02 Amt Parfial Direct Deposit 1 E01 Amt Salary
D03 Hrs Partial Deposit 2 EO02 Hrs Regular
D03 Amt Parfial Deposit 2 E02 Amt Regular
v -

DOSA Hrs Child Supoort 1

Locked Columns are grouped together and remain visible while scrolling through the grid

Restore Default Column Setlings APPLY CANCEL

e To add E/Ds to the grid, select it/them in the Available Columns list on the left-hand side of
the screen, and drag to the Current Columns list on the right.

e To remove columns from the grid, click the E/Ds in the Current Columns list and drag them to
the Available Columns list on the left.

e Click Apply.

Summary Detail View

The Summary Detail View provides a more detailed view of the Summary screen, listing each check and
its details.
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Payroll Timeline
[ Pedg | ® B
Payroll 10/23/2020 - 1 Batch 1: 10/09/2020 - 10/15/2020 l} Regular | 99998838 | 1 of 1 ﬂ » @ » E » m
Batches Totals. Fiish
A =1
e e
- o
Bw‘:‘:"' » Check: -99998836 - R, Batch: 1, Employee: Beesly, Pamela [03] %) =
Total Hrs: 0.00 , Total Amount: -$32.90 2 %
§ (7}
o
+ Check: -99998835 - R, Batch: 1, Employee: Bratton, Creed [05] S
Total Hrs: 0.00 , Total Amount: $1,069.31
» Check: -99998834 - R, Batch: 1, Employee: Levinson, Jan [06]
Total Hrs: 0.00 , Total Amount: $670.32 -
m
+ Check: -99998833 - R. Batch: 1, Employee: Martin, Angela [07] -?_,
Total Hrs: 0.00 , Total Amount: -$32.90 2
&
+ Check: -99998837 - R, Batch: 1, Employee: Schrute, Dwight [02] %
Total Hrs: 40.00 , Total Amount: $1,750.21 > -
Totals $5,179.47
66items =
v

1. To add a check for employees, click the Add Check button in the Navigation bar.
Result: The Add Checks screen opens.

Add Checks
Select a Check Type Find and Select the Employees to use when creating checks. One
Regular v check will be created for each Employee you select.

Check Creation Options
[:} [ standard Hours: No Use this Template
[0 salary Pay: No e =
Search for employee(s)

[ ] EE# Y LastName Y First Name Y Middee Initial Y Status Y Organizaton... ¥
| 1) Scott Mica Active -
O ez Schrute Dwight Active
Od 03 Beesly Pamela Active
O 04 Halpert James Terminated Ratail > Brewery >>
O |os Bratton Cread Active Retail > Gift >> Cas
‘« 4 Page 1 of2 » ¥ 2 jtems

CREATE CHECK(S) FOR SELECTED EES

2. Select the Check Type being created.
3. Select the employee(s) for whom to create a check.
4. Click the Create Check(s) for Selected EEs button.

Asure
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e Toadd a Check Line, click the Add Check Line button.
e To add additional E/D codes to the grid as columns, click El in the bottom right-hand corner

of the Batch Checks Screen.
Result: The following screen opens listing Available Columns - E/Ds available to add to the grid,

and a list of the Current Columns - the E/Ds currently listed as column headings in the grid.

Choose Columns %
Available Columns Current Columns

Search

v

Locked Columns are grouped together and remain visible while scrolling through the grid
~ APPLY CANCEL

Restors Defau Sett

To add E/Ds to the grid, select it/them in the Available Columns list on the left-hand side of
the screen, and drag to the Current Columns list on the right.
To remove columns from the grid, click the E/Ds in the Current Columns list and drag them to

the Available Columns list on the left.
5. Click Apply.

Detail View
The Detail view provides the most detailed view of each check, and offers editing capabilities, as well as
the ability to add (or delete) additional E/D codes to the checks.
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Payroll Timeline
® ©
[ —E
Payroll 10/23/2020 - 1 Batch 1 : 10/09/2020 - 10/15/2020 o
Batches c Tass  Feish
NEW BATCH ”
= < 01 - Scott, Mica -1 0f 1 v > Detai v €l
A . — - =1y
= Check Seriai # Check Type S
SIENIE NENEECE SO SATEE Ehack Type Sequen%® | RecavcuwaTE cHECK PREVIEWALD g =
99998838  Reguiar  1of1 o
Batch 1 GHECK LINES Q=
Weekly | ADD | I DELETE I I EXPOR! YEXCEL I g g
MANUAL TAX Ala
o I T T e ey EIE
8 - o
STATE OVERRIDES » 8D10 Health Insurance $25.00 3
5 s » B M30 401(k) Employer match $0.00
» B D20 401k $0.00
OPTIONS
» D12 Life insurance
REVIEW -
vy EDN Dental $7.90
m
PREVIOUS NEXT » BDO1 Net Pay Direct Deposit 3
o
» E02 Regular $0.00 1(P):50.00 g
v BEO1 Salary $0.00 §1,033.33 1(P):$0.00 ‘“.;
+ B FFCRA_ER_CostBenefit FFCRA ER Cost of Benefits $0.00 0Z
©
w
9 items
v %

1. Complete the required and applicable fields on this screen as well as on the Labor Defaults and
Local Tax Overrides tabs. For detailed information about the fields on these screens, refer to
refer to the Payrolls — Check Lines Screen in the Appendix at the end of this chapter.

2. Click the Payroll — Manual Tax menu item.

3. Press the TAB key or click the Next button when you complete entering information on this
screen.

Manual Tax screen

Click the Manual Tax tab to override a tax for the check if applicable. The info rmation on this screen is
the same as is on the Payrolls - Check - Manual Tax screen in Classic. For detailed information about this
screen, refer to the Payrolls — Manual Tax screen in the Appendix at the end of this chapter.

Payroll Timeline
Payroll 10/30/2020 - 1 Batch 1: 10/16/2020 - 10/22/2020 n @ E I I
el § o1-scottMica-tor1 - Y Detat ~d b
A T p—— =8
CREATENEWCHEDK| o Swias Cro pa om0 im | orewaln 3ls
90098830  Regular  1of1 e
CHECK LINES ODYJOI'\S ol|lz
Calcuiste Overrde Taxes — g
Jep— [Fou [Descipien __ ___________________ won | [ 3
STATE OVERRIDES 3 " adeiat [} & O Disabie Shotaits %
2 OAsDI
LOCAL OVERRIDES
3 Medicare
oerions
4 EC ez
REVEW -
5 Backup Withholding
PREVIOUS NEXT U’%‘
2
3
o
@
8
Sitems
v
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1. Complete the applicable fields
2. Click the Payroll — Fed Overrides tab.

Fed Overrides screen

Click the Fed Overrides tab to block or override Federal taxes. Information on this screen is the same

information as is found on the Payrolls — Check — Tax Overrides tab in Classic. The State and Local tabs
require the same information, regarding the state or local taxes for the employee. For detailed information
about this screen, refer to the Payrolls — Fed Overrides screen in the Appendix at the end of this chapter.

Payroll Timeline

[ )
Payroll 10/30/2020 - 1 Batch 1 : 10/16/2020 - 10/22/2020
NEwW BTOH § Ot-scottMica-tor1 - Y D S|S
N S dlo
| CREATE NEW CHECK e b o bl e K PREVIEWALD a5
90008830  Regulsr  Tof1 — — alg
E creckLes 8z
- o
P g
i
STATE OVERRDES 3
LOCAL OVERRIDES g
oRTINe Weekly
REVIEW | Tax ot Supplemental Rate
PREVOUS | NEXT

-
m
3

O

2
@
®
g
®
@

1. Complete the applicable fields.
2. Click the Payroll — State Overrides tab.

State Overrides screen

Payroll Timeline

"
Payroll 10/3022020-1  Batch 1 : 10/16/2020 - 10/22/2020 B—o—EH M

NEWBATCH

6 02 - Schrute, Dwight -20f2 + > Duta e
A —— = = la =1
T Creck Zerial » Creck Type Secuence 2
-90998823 Reguiar 2002 o
- [ om | sae e S|z
MANUAL TAX st =¥ 2lg
Vermont VT “l_ 2|®
State Type 3|@

FED OVERRIDES —

o

None S

LOCAL OVERRIDES 0 Tax at Supplements: Rate

Osu
oPTIONS
REVEW -
PREVIOUS = gl
B
@
®
Z
1tems. &
®
@
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1. Complete the applicable fields. For detailed information about the fields on this screen, refer to
the Payrolls — State Overrides screen in the Appendix at the end of this chapter.

2. Click the Payroll — Local Overrides tab.

Local Overrides screen

Payroll Timeline
[ e = ®
%
Payroll 10/30/2020 -1 Batch 2 : 10/01/2020 - 1012872020 [ B Bl =
i & 5-Tmm Rovert -1of1 - % e ik
A e d|o
CRERTEREWCHEGK]  Chssomsomacpnsenmss o mesvewaio 2|5
5 90098969 Reguiar 1of1 i — 2 6
e CHECK LINES 2] e
fom | i T, 8|5
IR T Abbottstovin Boro LST - Adams County EE - 518
Batch 1 FED OVERRIDES g
) STATE OVERRIDES g
Batcn2
ey
s
Eviou T m
°
2
3
e
1items g
3
2
v

1. Complete the applicable fields.
2. Click the Payroll — Options tab.

Payroll - Options screen

Click the Payrolls —Options tab to block scheduled earnings and deductions on employee checks. The
information on this screen can be found mostly on the Payroll — Check — General tab.

Payroll Timeline
I

Payroll 10/30/2020 - 1 Batch 2 : 10/01/2020 - 10/28/2020

NEwBATCH
< 5-Timm,Robert -10f1  + % [N L ofl oz
A dlo
eok Sena # Cheok Type Sequence 3 o
rett
As - ole
,,,,,,, SHECK LIS Comments for This Check Onl olz
MANUAL TAX 9, %
§ )
Bateh 1 FED OVERRIDES o
Mort o
STATE OVERRIDES =)
Bubkch 2 LOCAL OVERRIDES
=
REVIEW -
m
PREVOUS | NEXT 3
T
@
®
z
S
3
3
hd

1. Complete the applicable fields. For detailed information about the fields on this screen, refer to
the Payrolls — Options Screen in the Appendix at the end of this chapter.
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2. Click the Review tab to review [unprocessed] payroll checks with overrides, to verify for
accuracy before submitting to payroll.

Payroll - Review screen

1. Click the Review tab to review [unprocessed] payroll checks with overrides, to verify for
accuracy before submitting to payroll. For detailed information about these screens, refer to the
Payrolls — Review Screen in the Appendix at the end of this chapter.

Payroll Timeline

= = @ B
>
ayroll 103012020 -1 Batch 2 : 1010172020 - 10/28/2020 B E—' 0

NEW BATCH

< 9 -Zenlea, Stephen -10f1 = > Datat |+
A r 1 Rt =1
CREATE NEW CHECK I N | PECALCULATE =i
A e —— 1ot a3
cHECKLNES ol
Satches S
MANUAL TAX 2(2
FEDERAL TAXES =
@
Bateh 1 FED OVERRIDES g
Moty o
STATE OVERRIDES -
Batch2 LOCAL OVERRIDES
ey CPTIONS
— B

saJoN @sfoidwsy ¢

2. Once verified, click the Lock Tax Calculations button to save those figures.
3. Click the Recalculate Taxes button to recalculate any changes made.

Calculation Results screen

Click Totals E in the header to access the Payroll — Calculation Results screen to review totals of
earnings and deductions, and taxes. For detailed information about the fields on this screen, refer to the
Payrolls — Calculation Results in the Appendix at the end of this chapter.

Calculation Results

%

Total Gross Pay: $205,130.00 Total Taxes: $0.00

Totals

Taxes

R
o
<
P 8
g
~ @
PR | /D Code Description | Hrspes Amount I Description | Amount | count l L
» DO1 401k 0.00 000 .
Baten 1
e |o|R2 Health Insurance 0.00 $0.00
, ED1 Salary 0.00 5204500 00
s |ven Regular 75.00 $630.00
Batch 3
ety
ditems No tems to display
O Totals by Check Type (O User Entries Separately ) User Entries Separately
v
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Note: if something needs to be edited, click the symbol in the header which brings you back to the
Batch screen.

Creating an Unscheduled Payroll
To create a payroll that is not scheduled based on the calendar settings,

1. Click the Payrolls menu, which brings you to the Payroll Timeline screen.

Payroll Timeline

+ @ H

09/01/2020 - 4 |___PastDue | 1013012020 - 1 ding 02/01/2021 NotDue

Bi-Weekly 08/01/2020 - 08/15/2020 Monthly 10/01/2020 - 10/28/2020
New Batch Mew Baten

ol | +

[LJE]
Submit by:10/28/2020
10/01/2020 - 1 | PastDue | 12/01/2020 Vot Due
Monthly 09/01/2020 - 09/28/2020 il 020
< New Batch
- o
Submit by 09/29/2020 I_. E‘ S i 2712020

10/22/2020 - 1 01/01/2021 Not Due

Bi-Weekly 012742020 - 10/03/2020

P +

Submitted on: 10/16/2020 04:19 PM

1. Click the large plus sign in the Header.

Result: The Create Payroll screen opens asking if you are creating a Payroll from the Calendar
or a New Payroll (Unscheduled). Select the Check Date and select whether to

Ignore - do nothing to the calendar
e Insert New - insert the new check date into the Calendar, or
Replace Existing - replace a check date already in the calendar.
3. Click OK.

Result: The Check Batch Settings screen opens.
4. Click New Payroll
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Create Payroll

Create: Payroll from the Calendar

@ New Payroll

Check Date* Calendar Options*

oK CANCEL

Check Batch Settings screen

Payroll Timeline

Payroll 10/23/2020 - 1

CANCEL

W Calculate Scheduled EDs

Include

Standard Hours
Salary Pay
Payroll Defaults

[ Time Off Requests

- X Check Batch -2 - Settings
o Creation Options Time Clock Import Options o
) CREATE = Y
§ Start Date* End Date* Time Clock Source File CHECKS E
; 10/9/2020 B 10/15/2020 Choose file X ! ;
o o
=3 Frequency File Format o
= w
% Weekly ¥ Comma Delimited ¥
Employee Types Date Field Format
All 4 2 Digit Year (mm/dd/yy) ¥
Employee Filter Select EEs Employee Synchronization
--Select Template—- " Custom # v
Template Organizational Synchronization
-Select Template—- Y Full DBDT 4
Checks per EE Check Types Job Codes
1 Regular v v
[ Create 945 Checks Apply Org Level

P wnNe

Select the items to include in the payroll in the Include section.
Complete required and applicable fields in the Time Clock Import Options section.
Click the Create Checks button.
Click OK in the window that confirms the checks have been created.

Asure
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Result: The Batch Checks Screen opens.

Payrolls - Batch Checks Screen

This screen offers three different viewing options, based upon the level of detail required by the user.
The view is selected from the dropdown list in the far right of the Navigation Bar. For detailed information
about the fields on this screen, refer to the Payrolls — Batch Checks screen in the Appendix at the end of
this chapter.

Payroll Timeline
m 2 s
Payroll 10/23/2020 - 1 Batch 1 : 10/09/2020 - 10/15/2020 Regular | -99998838 | 1 of 1 » » »
Batches ~  Checks Totals
NEWBATCH I EXPORT TO EXCEL ‘ ADD CHECK I | DELETE CHECK Search Checks. Group By: Company Number Summary -
=i
P e e e e
R 01 Scott, Mica 0.00 $1,033.33 $1,033.33 o
Batch 1 (@]
Weekdy R 02 Schrute, Dwight i 40.00 $1,783.11 $903.11 40.00 $880.00 §
R 03 Beesly, Pamela 1 0.00 $0.00 g
o
R 05 Bratton, Creed 1 0.00 §1,102.21 $1,102.21 =
R 06 Levinson, Jan 1 0.00 $703.22 $703.22
R 07 Martin, Angela 1 0.00 $0.00
-
R 08 Sim, Maya 1 40.00 $780.00 40.00 $780.00
N m
R 09 Trent, Terence 1 0.00 $0.00 é
o
<
[0
(¢
=
=
]
w
Totals 80.00 $5,401.87 $3,741.87 80.00 $1,660.00
A4 sitems =

Summary View

Default view, this is the check entry screen, on which the user can add checks and edit information for
employee checks. The first five columns are read only. The columns that follow can be edited, as well as
having columns added and subtracted.

e To add or edit a column
Click within the column to edit of the check being modified.
b. Once finished click Save in the Header.
e To add a check for employees
a. Click the Add Check button in the Navigation bar.
Result: The Add Checks screen opens.
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Add Checks
Selact & Check Type Find and Select the Employees to use when creating checks. One
Regular v check will be created for each Employee you select.
Check Creation Options
% [ standard Hours: No Use this Template
[0 satary Pay: No S

Search for employee(s

O EE= T  LastName Y First Name Y Middie Initial Y Status

O G Scoftt lica Active nn
O 02 Schrute Dwigt =

O 0 Beesly Pamela ve

O 04 Halpert ames T

O 5 Bration Creed Active

« 4 Page 1 of 2 >

CREATE CHECK(S) FOR SELECTED EES

Y Organization .. :

2 ifems

1. Select the Check Type being created.
Select the employee(s) for whom to create a check.
Click the Create Check(s) for Selected EEs button.

Result: The Batch Checks screen reopens with the new check(s) listed.

e To add additional E/D codes to the grid as columns, click ® in the bottom right-hand corner

of the Batch Checks Screen.

Result: The following screen opens listing Available Columns - E/Ds available to add to the grid,
and a list of the Current Columns - the E/Ds currently listed as column headings in the grid.




Evolution Payroll Client User ASUI’E

Choose Columns

Available Columns Current Columns
Type
1099NonTax Hrs Non-Taxable/No 1099
EE Code
1099NonTax Amt Non-Taxable/No 1099
Name
401kcatchup Hrs Pension Calch up
Seq
401kcatchup Amt .Decg;f)v Catch up
Total Hrs
D01 Hrs Net Pay Direct Deposit
Gross Pay
D01 Amt Net Pay Direct Deposit
D02 Hrs Partial Direct Deposit 1 EO01 Hrs Salary
D02 Amt Partial Direct Deposit 1 EO01 Amt Salary
D03 Hrs Partial Deposit 2 E02 Hrs Regular
D03 Amt Parfial Deposit 2 E02 Amt Regular
v -

DOSA Hrs Child Support 1

i Locked Columns are grouped together and remain visible while scrolling through the grid
Restore Default Column Seffings APPLY CANCEL

e To add E/Ds to the grid, select it/them in the Available Columns list on the left-hand side of
the screen, and drag to the Current Columns list on the right.

e Toremove columns from the grid, click the E/Ds in the Current Columns list and drag them to
the Available Columns list on the left.

e Click Apply.
Summary Detail View

The Summary Detail View provides a more detailed view of the Summary screen, listing each check and
its details.
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Payroll Timeline

Payroll 10/23/2020 -1 Batch 1 : 10/09/2020 - 10/15/2020 h Regular | -99998838 | 1 of 1 —' @ = E — M
Baiches c Tetals Foish

13

OB (o0 | ocuen oo |two | pen | Raedwe | o ||

m‘ » Check: -99998836 - R, Batch: 1, Employee: Beesly, Pamela [03]
Total Hrs: 0.00 , Total Amount: -$32.90

sejoN [lolAed

yodw| o0 awjL *+

Check: -99998835 - R, Batch: 1. Employee: Bratton, Creed [05]
Total Hrs: 0.00 , Total Amount: $1,069.31

Check: -99998834 - R, Batch: 1, Employee: Levinson, Jan [06]
Total Hrs: 0.00 , Total Amount: $670.32

Check: -99998833 - R, Batch: 1, Employee: Martin, Angela [07]
Total Hrs: 0.00 , Total Amount: -$32.90

Check: -99998837 - R, Batch: 1, Employee: Schrute, Dwight [02]
Total Hrs: 40.00 , Total Amount: $1,750.21 -

Totals $5,179.47

P
m
3
2.2
2
(1]
(0]
A
g
[0
w

66 items

1. To add a check for employees, click the Add Check button in the Navigation bar.
Result: The Add Checks screen opens.

Add Checks
Select a Check Type Find and Select the Employees to use when creating checks. One
Regular v check will be created for each Employee you select.
Check Creation Options
% [ standard Hours: No Use this Template
[ satary Pay: No — =
Search for employee(s)
O EE# Y LastName Y First Name Y Middie initial Y Status Y Organizaton... Y
O 1)) Scott Mica Active Inn > Restaurant == -
O oz Schrute Dwight Active Inn > Restaurant >>
O 03 Beesly Pamela Active Retail » Cheese >>
O 04 Halpert James Terminated Retail > Brewery >>
0O |os Bratton Creed Active Retail > Gift >> Cas
O | Page 1 of2 » 2 jtems

CREATE CHECK(S) FOR SELECTED EES

Asure
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2.
3.
4.

5.

Select the Check Type being created.
Select the employee(s) for whom to create a check.
Click the Create Check(s) for Selected EEs button.

e To add a check line, select a check and click the Add Check Line button.
e To add additional E/D Codes to the grid as columns, click in the bottom right-hand corner

of the Batch Checks Screen.
Result: The following screen opens listing Available Columns - E/Ds available to add to the grid,
and a list of the Current Columns - the E/Ds currently listed as column headings in the grid.

Choose Columns %

Available Columns Current Columns

-

Locked Columns are grouped together and remain visible while scroliing through the grid
= APPLY CANCEL

e To add E/Ds to the grid, select it/them in the Available Columns list on the left-hand side of
the screen, and drag to the Current Columns list on the right.

e Toremove columns from the grid, click the E/Ds in the Current Columns list and drag them to
the Available Columns list on the left.

Click Apply.

Detail View

The Detail view provides the most detailed view of each check, and offers editing capabilities, as well as
the ability to add (or delete) additional E/D codes to the checks.
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Payroll Timeline

[ Pendng |

Payroll 10/23/2020 - 1 Batch 1: 10/

NEW BATCH

A
CREATE NEW CHECK
s

o MANUAL TAX
FED OVERRIDES
STATE OVERRIDES
LOCAL OVERRIDES
OPTIONS

REVIEW

PREVIOUS NEXT

09/2020 - 10/15/2020

< 01 - Scott, Mica -1 of 1 v >

Check Serial # Check Type Sequence

90998838  Regular  1of1

== ][——]

Tovow—— Tomown — liore e ot Jrues ]|

» D10 Health Insurance

» B M30 401(k) Employer match
» 8 D20 401k

» D12 Life Insurance
»EDN Dental

» B D01 Net Pay Direct Deposit
» EO2 Regular

v BEO1 Salary

+ B FFCRA_ER_CostBenefit FFCRA ER Cost of Benefits

RECALCULATE CHECK PREVIEWALD REFRESH SCHEDULED E/DS

® &

Totals

Detail v -~ |+
= 4| T
0
2135
Q —3
o|Z
28
3 w
8
525.00 o
50.00
50.00
.
57.90
m
=
el
$0.00 1(P):50.00 §
50.00 $1,033.33 1(P):50.00 -
50.00 E
®
w

9 items

Complete the required and applicable fields on this screen as well as on the Labor Defaults and

Local Tax Overrides tabs. For detailed information about the fields on this screen, refer to the
pages beginning at the Payrolls — Batch Checks screen in the Appendix at the end of this

chapter.

3. Click the Payroll — Manual Tax menu item.
4, Press the TAB key or click the Next button when you complete entering information on this

screen.

Manual Tax screen

Click the Manual Tax tab to override a tax for the check if applicable. The information on this screen is
the same as is on the Payrolls - Check - Manual Tax tab in Classic. For detailed information about this
screen, refer to the Payrolls — Manual Tax screen in the Appendix at the end of this chapter.

Payroll Timeline

T = ® B
[~ =
Payroll 10/30/2020 - 1 Batch 1: 10/16/2020 - 10/22/2020
NEW BATCH i
i < 01 - Scott, Mica -1 0of 1 - > Detai |+
| T
A Check Serisl @ Check Type S: < 3
Chack Surs# Chack Tipe 300008 | @ ALCUATEGHEGK | | PREVEWALD 3s
90098830  Regular  1of1 o =
E —— oo o>
T g
B Catcvie Ovarrc Twes 25
FED OVERRIDES m Deucipiion m B Recpo 3
-~ 3
— 1 [P ) Cloasts st e
2 O0AsDI
LocaL ovemmoes
3 Medicare
.
4 EC
Review
5 Backup Withholding
PREVIOUS EXT
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1. Complete the applicable fields
2. Click the Payroll — Fed Overrides tab.

Fed Overrides screen

Click the Fed Overrides tab to block or override Federal taxes. Information on this screen is the same

information as is found on the Payrolls — Check — Tax Overrides tab in Classic. The State and Local tabs
require the same information, regarding the state or local taxes for the employee. For detailed information
about this screen, refer to the Payrolls — Fed Overrides screen in the Appendix at the end of this chapter.

Payroll Timeline
=it

. = ® D

o
Payroll 10/30/2020 - 1 Batch 1: 10/16/2020 - 10/22/2020 u @ a M
Buiche Totan P

NEW BATCH
< 01 - Scott, Mica -10f 1 v > Dets *|*
A [P Py PP p— Siadis T » =1 )
|CRERTENEWICHECK]| ok Sesl # Choock Tipe Saencs (G e 3|2
00098830  Regusr  Tof1 L
cHECKLINES ol&
8|z
MANUAL TAX el % g
@
g
STATE OVERRIDES a

Tax Frequency
LOCAL OVERRIDES

Weekly
oPTIONS

REVEW

PREVIOUS NEXT

sajoN esfoidwzy 1

1. Complete the applicable fields.
2. Click the Payroll — State Overrides tab.

State Overrides screen

Payroll Timeline

= ®
W
Payroll 1030720201 Batch 1 : 10/16/2020 - 10/22/2020 B o—E—-H

NEW BATCH
02 - Schrute, Dwight -20f2 + > Duta N
A =4l o
90098823 Reguar  20f2 S
Batch 1 CHECK LINES o =
o - Lo | sme | | Vermont VT 2|z
> Vermont vr A s = =l
FED OVERRIDES i JOChS g
None v () Regutar Tax g
LOCAL OVERRIDES Tax at Supplementsi Rate
SUl
OPTIONS
REVEW L sl
sREVIOUS &7

1items

sajoN esfodwz 1
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1. Complete the applicable fields. For detailed information about the fields on this screen, refer to
the Payrolls — State Overrides screen in the Appendix at the end of this chapter.

2. Click the Payroll — Local Overrides tab.

Local Overrides screen

Payroll Timeline

_ Pendng

Payroll 10/30/2020 - 1 Batch 2 : 10/01/2020 - 10/28/2020

NEW BATCH

< 5 - Timm, Robert -1 of 1 v >
CREATE NEW CHECK] ~ CrectSwmmCreckTipe Seancs | oo casrecieck | previewalo
9909969 Regular 101
CHECKLINES
EE
Batch 1

MANUAL TAX
Abbottstown Boro LST - Adams County

A

Abbottstown Boro LST - Adams County

D siock s Locai Tax
FED OVERRIDES

~~~~~~

STATE OVERRIDES

= ® ©

T r
v - |-
=1 )
gz
28
g|=

o

2

sejoN eakojdws 1

1. Complete the applicable fields.
2. Click the Payroll — Options tab.

Payroll - Options screen

Click the Payrolls —Options tab to block scheduled earnings and deductions on employee checks. The
information on this screen can be found mostly on the Payroll — Check — General tab.

Payroll Timeline

ayroll 10/30/2020 - 1 Batch 2 : 10/01/2020 - 10/28/2020

NEW BATCH

< 5 - Timm, Robert -1 of 1 v > N

A

erial ® Chack Type Sequence

| CREATE NEW CHECK

A
CHECK LINES .
Batches Blocks

MANUAL TAX

900998060  Reguir  Tof1

Batch 1 FED OVERRIDES

STATE OVERRIDES

Batch 2 LOCAL OVERRIDES
Cos
REVEW
REVIOUS NEXT

SaloN (joihed T

-
o
3
@
(o]
o
2
3

°
o
a2

sajoN sefoidwz 1

1. Complete the applicable fields. For detailed information about the fields on this screen, refer to
the Payrolls — Options screen in the Appendix at the end of this chapter.
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2. Click the Review tab to review [unprocessed] payroll checks with overrides, to verify for
accuracy before submitting to payroll.

Payroll - Review screen

1. Click the Review tab to review [unprocessed] payroll checks with overrides, to verify for accuracy
before submitting to payroll. For detailed information about these screens, refer to the Payrolls —
Review screen in the Appendix at the end of this chapter.

Payroll Timeline
5%
ayroll 10/30/2020 -1 Batch 2: 10/01/2020 - 10/28/2020 \m—a— a—'
i < 9 -Zenlea, Stephen -10f1 > Des 1
A i e =] )
A 99998970 Reguiar Toft o
= CHECK LINES Q =
Butches Check Calculations 8|Z
F—— _ i z(g
EDUCTION EDERAL TOE =
Sach1  FEDOVERRIDES 5200000 =1 b
Moy $2.000.00 3
STATE OVERRIDES a2
Batch2 LOCAL OVERRDES
Ly OPTIONS
Nt Amcunt 000
-
(] 3
PREVIOUS e 3
2
o
®
@
a2
v

1. Once verified, click the Lock Tax Calculations button to save those figures.
2. Click the Recalculate Taxes button to recalculate any changes made.

Calculation Results screen

Click the Totals E symbol in the header to access the Payroll — Calculation Results screen to review
totals of earnings and deductions, and taxes. For detailed information about the fields on this screen,
refer to the Payrolls — Calculation Results screen in the Appendix at the end of this chapter.

Payroll Timeline
= @ ©
o—o—B—H

Payroll 03122021 -1 Batch 1: 03/0472021 - 03/102021 Iy
&

Calculation Results

srocess  Total Gross Pay: $486,344 42

Totals
+ BOY
» C02

+ DOt
» D02

Descripbon HrsiPcs.

ER Medical
EE Cobra

Checking

Savings

Chid Support

401k EE Deduction
401K ER Pension Match
Gamishment #1

Pretax Medical Insurance
NY SDI

401K Catch up

Garnishment 52

Total Taxes: $0.00

Taves

[ hancii | I—“” criplion _ CW"‘
000 so00 -
000 $100.00
000 5000
0.00 50,00
000 550000
0.00 $1,061.40
000 $167.96
0.00 50,00
000 59250
0.00 50,00
000 575000
0.00 $000
35 tems No items to dispiay
neck Type CUser Entries Separately ) User Entries Separately

seloN |oihed ¢
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Note: if something needs to be edited, click the symbol in the header which brings you back to the
Batch screen.

Creating an Unscheduled Payroll
To create a payroll that is not scheduled based on the calendar settings,

1. Click the Payrolls menu.

Payroll Timeline

09/01/2020 - 4 | PastDue | 1013012020 - 1 02/01/2021 Not Due
Bi-Weekly 08/01/2020 - 08/15/2020 Monthly 10/01/2020 - 10/28/2020 Montr 2021 - 01/28/202
New Batch New Bateh
L. £ SUDMIt by:10/28/2020 L. =
10/01/2020 - 1 | PastDue | 12/01/2020 Not Due
Monthly 09/01/2020 - 09/28/2020 02C
< New Bateh
- =+
Submit by 09/29/2020 L. D
1012212020 - 1 01/01/2021 ot Due
Bi-Weekly 09/27/2020 - 10/03/2020 Aonthiy

Submitted on: 10/16/2020 04:19 PM

L1

2. Click the large plus sign in the heading.

Result: The Create Payroll screen opens asking if you are creating a Payroll from the Calendar
or a New Payroll (Unscheduled).

3. Click New Payroll

Create Payroll
Creaie Payroll from the Calenda
@ New Payrol
Check Date* Calendar Options®
@ Select v

Select

ik Sathngs Blocks and Comments. 157
oK CANCEL




Evolution Payroll Client User d] Asure

4. Select the Check Date and select whether to
e Ignore - do nothing to the calendar.
¢ Insert New - insert the new check date into the calendar, or
o Replace Existing - replace a check date already in the calendar.
5.  Click OK.
Result: The Check Batch Settings screen opens.

Check Batch Settings screen

Payroll Timeline

= ® B
o— & — E—

L

- -
B &
S P
H <
A 3
g) DZ
8 g
3 o
@

Select the items to include in the payroll in the Include section.

Complete required and applicable fields in the Time Clock Import Options section.
Click the Create Checks button.

Click OK in the window that confirms the checks have been created.

Result: The Batch Checks screen opens.

P wnNe

Payrolls - Batch Checks Screen

This screen offers three different viewing options, based upon the level of detail required by the user.

The view is selected from the dropdown field in the far right of the Navigation Bar. For detailed
information about the fields on this screen, refer to the Payrolls — Batch Checks screen in the Appendix at
the end of this section.
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Payroll Timeline
[Payroll 10/23/2020 - 1 Batch 1 : 10/09/2020 - 10/15/2020 Regular | -99998838 | 1 of 1
NEW Mo | EXPORT TOEXCEL H ADD CHECK || DELETE CHECK I Search Checks Group By: Company Number hat
A EE Code Name | sea | Tomibs | Grosspay EO1 Hrs Salary E01 Amt Salary =]
3|<
R Scott, Mica 1 0.00 $1,033.33 5103333 N °|3
Batch 1 g ;
Weekly R 02 Schrute, Dwight 1 40.00 $1783.11 $903.11 4000 EL © | §
Q
Zl®
R 03 Beesly, Pamela 1 0.00 $0.00 3 L)
o
R 05 Bratton, Creed 1 0.00 $1,102.21 $1,10221 =
R 06 Levinson, Jan 1 0.00 $70322 70322
R o7 Martin, Angela 1 0.00 $0.00
-
R 08 Sim, Maya 1 4000 $720.00 & 4000 $720.00
m
R 09 Trent, Terence 1 0.00 $0.00 El
o
<
@
o
z
<)
@
w
Totals 80.00 $5,401.87 $3,741.87 80.00 $1,660.00
v gitems =

Asure
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= @ B
B—o—B—
Payroll 09/19/2019 - 1 Batch 1:09/12/2019 - 09/18/2019 Regular | -99995490 | 1 of 1 bad
Batches Checks Totals Finish
EXPORT TO EXCEL ADD CHECK DELETECHECK | Search Checks, Group By: Company Number Summary v - &
Type EE Code Name Seq Total Hrs Gross Pay E01 Hrs Salary EO1AmtSalay | EO2HrsRegular  EO2AmtReguiar 20 Hrs Salary E20 Amt Salary ; ;JU
A 53 =
R 1 Janson, Jennifer L 1 0.00 $2.000.00 $2,000.00 ® 8
Q =
R o Smith, Lisa 1 0.00 $1,500.00 $1,500.00 g z
Batch 1 2] 9
Weekly R 3 Flax, Ron i 0.00 $2,000.00 $2,000.00 § ,52
R 4 Carlow, Jane 1 0.00 $1,000.00 =
% 2 z $1,000.00 Q
=
R 5 Timm, Robert 1 0.00 $2,500.00
$2,500.00
R 6 Miller, Renee D. 1 0.00 $1,200.00
$1,200.00
R 7 Bl wis, Linda 1 0.00 50.00
e
R 8 Carlow, Harriet £. 1 35.00 $455.00
35.00 $455.00 "
R 10 Wolf, Naomi 1 15.00 $337.50 3
15.00 $337.50 ©
R 1 Salacie, Richard 1 0.00 $1,000.00 o
$1,000.00 %
R 12 Hard, Eric 1 0.00 $3,000.00 (9]
$3,000.00 =z
R 15 Oster, Michael M. 1 0.00 $0.00 Q
=
[0
R 20 Casucci, Kristen | 1 0.00 $0.00 k2
B ” Annlaman tani . Ann cnnn
‘ by
Totals 90.00 §22,992.50 $22,200.00 90,00 §792.50
A Witems =

Summary View

Default view, this is the check entry screen, on which the user can add checks and edit information for
employee checks. The first five columns are read only. The columns that follow can be edited, as well as
having columns added and subtracted.

e To add or edit a column
a. Click within the column to edit of the check being modified.
b. Once finished click Save in the Header.
e To add a check for employees
a. Click the Add Check button in the Navigation bar.
Result: The Add Checks screen opens.
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Add Checks

Select a Check Type

Regular

Search for employee(s)

(EiEE

EE#

Y  Last Name

Scott

w

chrute

o

eesly
Halpert

Bratton

Y First Name

Mica

Find and Select the Employees to use when creating checks. One
v check will be created for each Employee you select

Check Creation Options
[J standard Hours: No

[ salary Pay: No

Y Middie Initial

Dvight

Pam:

ela

Y

Use this Template

—Select-

Status
Active
Active
Active
Terminated

Active

CREATE CHECK(S) FOR SELECTED EES

Y Organization... Y

inn >

inn

Retail > Cheese ==
Retail > Brewery >>

Retail > Gift »> Ca

Restaurant >> ~

> Restaurant >=

9 items

Select the Check Type being created.
Select the employee(s) for whom to create a check.
Click the Create Check(s) for Selected EEs button.

Result: The Batch Checks screen reopens with the new check(s) listed.

To add additional E/D codes to the grid as columns, click = in the bottom right-hand corner
of the Batch Checks Screen.

Result: The following screen opens listing Available Columns - E/Ds available to add to the grid,
and a list of the Current Columns - the E/Ds currently listed as column headings in the grid.
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Asure

Search

Restors Defau

Choose Columns

Available Columns

01 Hrs Checking - Direct Deposat

v

Current Columns

ota

& Locked Columns are grouped together and remain visible while scrolling through the grid

CANCEL

e To add E/Ds to the grid, select it/them in the Available Columns list on the left-hand side of the
screen, and drag to the Current Columns list on the right.

e Toremove columns from the grid, click the E/Ds in the Current Columns list and drag them to the

Available Columns list on the left.
e Click Apply.

Summary Detail View

The Summary Detail View provides a more detailed view of the Summary screen, listing each check and

its details.
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Payroll 10/31/2020 - 1 Batch 2 : 10/20/2020 - 10/28/2020 Regular | -99995495 | 1 of 1 — @ ¥ E == m
A | EDC ‘ Description | Hrs/Pcs | Rate Of Amount Rate Number Agency §' g
M’::.s + Check -99995498 - R, Balch 2. Employee Appleman, Lori K. [21] T (2_’ c;’
Total Hrs. 0.00 . Total Amount: $0.60 22
-
Batch 1 3 @
Vauy » Check -99995486 - R, Balch 2, Employee Berezin, Donna K. [40] §
Total Hrs: 0.00 . Total Amount: $0.00
Wesidy
» Check -99995501 - R, Batch 2, Employee. Carlow, Hamiet E. [8]
Total Hrs: 35.00 , Total Amount: $455.00 -
m
» Check -99995494 - R, Batch: 2. Employee: Carlow, Jane [4] 'g
Total Hrs: 0.00 . Total Amount: $822.00 g
o
o
» Check -89995497 - R, Batch' 2. Employee: Carvin, Neal [33] §
Total Hrs: 0.00 . Total Amount: $4,500.00 - 3
Totals ;18,542.04
50 tems =
v
1. To add a check for employees, click the Add Check button in the Navigation bar.
Result: The Add Checks screen opens.
Add Checks
ta Check T g ;
Selecta C ype Find and Select the Employees to use when creating checks. One
Regular v check will be created for each Employee you select.
Check Creation Options
% [ Standard Hours: No Use this Template
[ salary Pay: No s N
Search for employee(s)
O EE# Y Last Name Y First Name Y Middie inital Y Status Y Organizaton... Y
a o Scott Mics Active -
O 02 Schrute Dwight Active
=] 03 Beesly Pamela Active
O c4 Halpert James Terminated Retail > Brewery =>
(] 05 Bratton Creed Active Retail > Gift >> Cas
" 4 Page 1 of2 » 2 jlams

CREATE CHECK(S) FOR SELECTED EES

2. Select the Check Type being created.
3. Select the employee(s) for whom to create a check.
4. Click the Create Check(s) for Selected EEs button.
e To add a Check Line select a check and click the Add Check Line button.
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e To add additional E/D Codes to the grid as columns, click = in the bottom right-hand corner
of the Batch Checks Screen.

Result: The following screen opens listing Available Columns - E/Ds available to add to the grid,
and a list of the Current Columns - the E/Ds currently listed as column headings in the grid.

Choose Columns

Available Columns Current Columns

Search Search Select: All | None

v v

Locked Columns are grouped together and remain visible while scrolling through the grid
s Dadault O o Sk APPLY CANCEL

e To add E/Ds to the grid, select it/them in the Available Columns list on the left-hand side of
the screen, and drag to the Current Columns list on the right.

e To remove columns from the grid, click the E/Ds in the Current Columns list and drag them to
the Available Columns list on the left.

5. Click Apply.
Detail View

The Detail view provides the most detailed view of each check, and offers editing capabilities, including
the ability to add (or delete) additional E/D codes to the checks.
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Payroll Timeline
& N e
Payroll 10/23/2020 - 1 Batch 1 : 10/09/2020 - 10/15/2020 ﬂ Q E
Bakches P
NEW BATCH o
N § 01-scott, Mica -1 of 1 ") Deta v 2l e
A 5 = = =1
~ heck Serial # Check Type Sequence
CREATE NEW CHECK To o RECALCULATE CHECK = PREVIEWALD 2 <
-99998838 Regular 1of1 o
o ol
Weaky I a0 H e H BxroRTTOBCR. ] 3|&
MANUAL TAX 2|e
—_— B S S TS ™" I LT El
i ne » @p10 Health Insurance $25.00 - =4
5 e » BM30 401(k) Employer match $0.00
» @D20 401k $0.00
oPTIONS
» D12 Life Insurance
REVIEW =
» @11 Dental 57.90
m
PREVIOUS NexT » 8001 Net Pay Direct Deposit 3
°
» E02 Regular 50.00 1(P):50.00 g
» BE0T Salary 50.00 5103333 1(P): 50.00 a
+ B FFCRA_ER_CostBenefit FFCRA ER Cost of Benefits 50.00 z
©
>
9items
v k

1. Complete the required and applicable fields on this screen as well as on the Labor Defaults and
Local Tax Overrides tabs. For detailed information about the fields on this screen, refer to the
pages beginning at the Payrolls — Batch Checks screen in the Appendix at the end of this
section.

2. Click the Payroll — Manual Tax menu item.

3. Press the TAB key or click the Next button when you complete entering information on this
screen.

Manual Tax screen

Click the Manual Tax tab to override a tax for the check if applicable. For detailed information about this
screen, refer to the Payrolls — Manual Tax screen in the Appendix at the end of this section.

Payroll Timeline

—— = @ B
Payroll 10/30/2020 -1 Batch 1: 10/16/2020 - 10/22/2020 m—a— E—* M
poven e e
o § o1-scott Mica-1or1 - Y Oat o] b
A . BT =1y
CREATE NEW CHECK| " L kol ol e [ e ENE
90098830  Regular  1of 1 — - — B 3
CHECK S =
Options o|Z
a : 8|8
ot B Caleuiste Overcia Twaas z|s
pp— [ o | pescipton T .. 3
- o
STATE OveRRiES B s O Dastie shortis £
2  OAsDI
LOCAL OVERRIDES
3 Medicare
oeTions
4 EIC
review
5 Backup Withholding
PREVIOUS EXT

-
m
3
o

2
@
®
@
@

1. Complete the applicable fields
2. Click the Payroll — Fed Overrides tab.
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Fed Overrides screen

Click the Fed Overrides tab to block or override Federal taxes. For detailed information about this
screen, refer to the Payrolls — Fed Overrides screen in the Appendix at the end of this section.

1. Complete the applicable fields.
2. Click the Payroll — State Overrides tab.

Payroll Timeline

= ® 0
Payroll 10/30/2020 -1 Batch 1 : 10/16/2020 - 10/22/2020 m\m— é_' E_' ﬁ
P Tasn o
oo < 01 - Scott, Mica -10f 1 . >
A

[CREA W ] Check Seriai® Check Typs Sequence
[CREATE NEW CHECK p— K SREVIEWALD __,Hsc:{uu

99098830  Reguisr  1of1
CHECKLINES
= Blocks
MANUAL TAX FedType
O Fecerat Tax
Shistores O les
STATE OVERRIDES

(] Asationa! Vaues

yodw| oo swil *
SSlON |loiled T

Tax Frequency

LOCAL OVERRIDES
Weekl
oPTIONS ey
f— ) Tax at Susplemantal Rate
PREVIOUS NexT

sajoN eskodws 1+

State Overrides screen

Payroll Timeline

Payroll 10/30/2020 - 1 Batch 1: 10/16/2020 - 10/22/2020

6 02 - Schrute, Dwight -20f2 ~ >

AT 9 Crack Zerial # Chack Type Sequence
|OREATE NEW GHECK RECALCULATE CHECK U Pl REFRESH SCHEDULED E/DS

S9lON [loJied T

-
=
a
90008823  Reguiar  20f2
CHECK LINES (e}
[ om | sme | a I r— g
MANUAL TAX 3
Vermont vr al Bk o]
— swaTie ocks 3
None v ) Ragutsr Tax g
) Adaitionsl Tax
LOCAL OVERRIDES ) Tax 2t Supplementsl Rate =
Osu
oPTIONS
REVEW Os:
PREVIOU XT

sajoN eskodwz +

1. Complete the applicable fields. For detailed information about the fields on this screen, refer to
the Payrolls — State Overrides screen in the Appendix at the end of this section.

2. Click the Payroll — Local Overrides tab.
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Local Overrides screen

Payroll Timeline

Payroll 10/30/2020 - 1 Batch 2 : 10/01/2020 - 10/28/2020

—re—

2 & 5-Tmm. Rovert -1of1 - % e

A Jlp

» -99998960 Reguiar 1of1 =

e CHECK LINES o =

S, - EOITT T . st 57 i=

Abbottstown Boro LST - Adams County EE : ply

D siock s Locai Tax F|e
Batoh 1 FED OVERRIDES O
i Aot 8
STATE OVERRIDES =3

REVIEW -

PREVIOUS NEXT [n

E]

;=1

Q2

3

&

1items g

4

1. Complete the applicable fields.
2. Click the Payroll — Options tab.
Payroll - Options screen

Click the Payrolls —Options tab to block scheduled earnings and deductions on employee checks. The
information on this screen can be found mostly on the Payroll — Check — General tab.

Payroll Timeline

T

= ® 0
Payroll 10/30/2020-1  Batch 2 : 10/01/2020 - 10/28/2020 m|m— é_' ﬁ—' M
NEWBATCH < 5 - Timm, Robert -1 of 1 . > & Detas

A CETERETGED] owsesometse

A 90008060 Reguer  1of1
Satches Blocks

CHECK LINES

N T Dlowet Depost

seloN |joihed T

Depont Excact et

yodw| w0 awil 1

Batoh 1 FED OVERRIDES

STATE OVERRIDES

PO Loca ovemmioes

ot Pension
e E/Ds From Agency

Options

Update Schedued ED Salance

-
m
=]

o

2
@
®
=
S
®
@

1. Complete the applicable fields. For detailed information about the fields on this screen, refer to
the Payrolls — Options screen in the Appendix at the end of this section.

2. Click the Review tab.
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Payroll - Review screen

Click the Review tab to review [unprocessed] payroll checks with overrides, to verify for accuracy before
submitting to payroll. For detailed information about these screens, refer to the Payrolls — Review screen
in the Appendix at the end of this section.

Payroll Timeline
= ® D
5% s
ayroll 10/30/2020 - 1 Batch 2 : 10/01/2020 - 10/28/2020 u @ a v
fowe T
< 9 -Zenlea, Stephen -10f1 = > Deta. o o
A ] CreckS: S et =1 )
CREAIENEWDHECK] oo Sl G e . | MCAAEGEGk| | FevewaAD 3s
- " 5000970 Reguwr 10t — — = — 4 I
8 CHECK LINES (21 }ies
Baiches Check Calcuations S|
o ; i . g8
Baten 1 FED OVERRIDES 82 g =
o STATE OVERRIDES v . 200 = A
PO Locaovermoes ke
—, oeTioNS
Net Amcunt sa00 —
-
N
PREVIOUS NEXT %
Q
o
o
@
a
v

1. Once verified, click the Lock Tax Calculations button to save those figures.
2. Click the Recalculate Taxes button to recalculate any changes made.

Calculation Results screen

Click the Totals E symbol in the header to access the Payroll — Calculation Results screen to review
totals of earnings and deductions, and taxes. For detailed information about the fields on this screen,
refer to the Payrolls — Calculation Results screen in the Appendix at the end of this section.

Calculation Results -
== Total Gross Pay: $205,130.00 Total Taxes: $0.00 3
Totals Taxes 3
A 3
e
™ _ - &
PR | ED Code Description | Hrsipes Amount Description | Amount Count tJ
+ D01 401k 0.00 $0.00 *
Bawn
e | ilios Health Insurance 0.00 50,00
+ E01 Salary 0.00 $204,500.00
porwchill 1 - Regular 75.00 $630.00
Batch 3
Wy
4 items No items to display
(O Totals by Check Type ([ User Entries Separately O User Entries Separately
v

Asure
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Note: To edit information on this screen, click the Batches symbol in the Header which brings you back
to the Batch screen.

Pre-Processing and Submitting the Payroll
Pre-processing is always recommended prior to submitting a payroll.

After the checks have been created, when the Calculate button is clicked, the Status changes from
Pending to Pre-Processing, and a message is created in the upper right corner of the screen advising that
the task was added to the queue (lower left-hand corner as is in Classic).

Result: The Status changes back to Pending once the Pre-Processing is complete.

1. Click Finish m in the header.
Result: The Submittal Options screen opens.

Note: The ability to block ACH, Billing, and Deposits is controlled by the service bureau. Contact your
service bureau if you would like to use blocking.

Submittal Options

Blocks Time Off Accrual

Agency Payments Accruals Only
¥ Checks
¥ Reports

ACH

Billing

Liabilities

Deposits

Payroll Check Comments

SUBMIT PAYROLL ‘ ‘ PROCESS PAYROLL

2. Select applicable Submittal Options.
3. Click Submit Payroll or Process Payroll, depending on the arrangement with the client.

e Submit Payroll — The status of the payroll is changed to Submitted until the payroll is
processed by the service bureau; at which time the Status will change to Processed.
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e Process Payroll — The payroll is processed directly, and the status will change to Processed,
rather than being submitted for processing at the service bureau. (Additional security rights
are required and are described at the beginning of this section.)

Note: If a payroll requires manager approval, the payroll goes into the Approve Payroll queue once
submitted. If a payroll does not require manager approval, the payroll goes into the Process Payroll
queue.

Batches Checks

Submittal Options

Blocks Time Off Accrual

Agency Payments
Accruals Only

¢ Checks

“ Reports
This payroll has been submitted to
= Asure Software V
Billing 09/05/2019 11:19 AM

Liabilities

Deposits

Payroll Check Comments

Payroll 09/12/2019 -1 @ E ' I
Totals

SAJON |loMhed T

Editing / Completing a Payroll
Payrolls with a status of Past Due or Pending are the only payrolls that can be edited and have an Edit
@ symbol in the lower right-hand corner of the coupon.

To edit a payroll,

Go to the Payroll — Payroll Timeline screen.
2. Click the Edit symbol on the payroll to be edited.
Result: The Batch Checks screen opens.
3. Make all necessary edits and process the payroll.
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The Results Screen

Users can view payroll results and reprint reports, invoices, payroll checks, or miscellaneous checks from
the Results screen. For access to the Results screen, speak to your service bureau.

o Date and time the payroll was processed
e Any blocks applied to the payroll while setting it up
o Comments entered for the payroll processors

e On Premise Printing - users can reprint reports, invoices, payroll checks, or miscellaneous checks
from the Results screen, and can select one or more individual payroll and/or miscellaneous
checks to reprint.

e Send to —reprinted reports, invoices and/or checks can be sent through the Task Queue or via
VMR if applicable. Select the location from the dropdown list.

e Options - any other instructions that were included when running the payroll or report.

Viewing Payroll Results

Users can view payroll results if a payroll has a Processed (P) or Void (V) status. To view,

1. Click the Results % symbol in the lower right corner of a payroll card in the Card View of the
Payroll Timeline screen — OR -

2. Select a payroll from the Grid View and click the Results symbol in the header.
Result: The Results screen opens.

Payroll Timeline

ayroll 0311112021 - 1 m— é_. i_. Pﬁq

Dyinrs Sendto  Taskueue

0 ;

ltems Options

R Reports

> Applied Blocks Invoices

» Check Comments

Payroll Checks

Selected All As of Current Date

Misc Chacks
Payroll Check Stock

Legal Top Stub 2/Up (New) - BI
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Reprinting Reports and Invoices

1. Select the checkbox(es) in the ltems section of the Results screen, of what need to be reprinted.

Items Options
Reports Don't print banking info
Don't print background

Invoices
Don't use VMR Settings

Payroll Checks Show Time Off Balances

Selected: All As of Current Date

Misc Checks
Payroll Check Stock

Legal Top Stub 2/Up (New...

2. Select the applicable options for the reports and/or invoices being reprinted.
e Do not print banking info.
e Do not print background.

e Do not use VMR settings (this option displays only when the user selects Send to: Task
Queue; it does not appear when the user selects Send to: Virtual Mailroom.)

Time-off balances can be shown as of the Current Day or as of a Historical Date, using the dropdown
field.

3. Click the Send button to send to the location specified in the Send to field. Note that the user is
not printing directly to a printer.

Reprinting Payroll Checks
Users can select one or more individual payroll checks to reprint. To do this,

Select Payroll Checks in the Items section of the Results screen.
When the user selects Payroll Checks, the “Selected: All” link is displayed, signifying that the
system is applying the default, which is to select all payroll checks.

3. Select the payroll check stock for printing the checks from the Payroll Check Stock dropdown
list on the right side of the screen.
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Items Options
L] Reports Don't print banking info
Don't print background

Invoices
Don't use VMR Settings

Y Payroll Checks Show Time Off Balances
Selected: All As of Current Date v
Misc Checks

Payroll Check Stock

Legal Top Stub 2/Up (New... ¥

SEND

4.  To select a specific payroll check(s) to reprint, rather than all checks, click the “Selected: All” link.
Result: The Payroll Checks screen opens, where specific checks are selected for reprinting.

Payroll Checks

Serial Nu v Netw. y EEC. v Employee Name T
2472 $768.58 3 Flax, Ron

v 2476 $419.10 8 Carlow, Harriet E.
2479 $2,069.44 12 Hard, Eric

v 2477 $207.32 10 Wolf, Naomi

v 2473 $567.62 4 Carlow, Jane
2474 $1,734.07 5 Timm, Robert

10 items
3Selected [sewect| [cancel ]

5. Select the checkboxes of the checks to be reprinted.

6. Click the Select button.

7. Select the applicable options for the reports and/or invoices being reprinted.
Do not print banking info.

Do not print background.

Do not use VMR settings.

8. Time-off balances can be shown as of the Current Day or as of a Historical Date, using the
dropdown field.

9. Click the Send button to send to the location specified in the Send to field. Note that the user is

not printing directly to a printer.
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Reprinting Misc. Checks
Users can select one or more individual miscellaneous checks to reprint. To do this,

1. Select the Misc. Checks option in the Items section of the Results screen.

Result: The “Selected: None” link appears below signifying that the system is applying the
default: No Misc. checks are selected — Note that this is the opposite of the behavior with the
Payroll Checks option.

2. Select the payroll check stock for printing the checks from the Payroll Check Stock dropdown
field on the right side of the screen.

3. To select a specific miscellaneous check(s) to reprint, rather than all checks, click the “Selected:
None” link.

. Select the checkboxes for the checks to be reprinted.
5. Click the Select button.
Select the applicable options for the checks being reprinted.
e Do not print banking info.
¢ Do not print background.
¢ Do not use VMR settings.

7. Time-off balances can be shown as of the Current Day or as of a Historical Date, using the
dropdown field.

8. Click the Send button to send to the location specified in the Send to field. Note that the user is
not printing directly to a printer.

Copying a Payroll

Payrolls can be copied directly from the Payroll Timeline screen in Web Payroll (in either the Payroll Table
view or the Payroll Card view).

Note: Voided checks will not be copied by the system.

Copying a payroll in Card view

1.  Click the Payrolls menu on the left-hand side of the screen.
Result: The Payroll Timeline screen is displayed in Card view.
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Payroll Timeline

09/01/2020 - 4 | Pastue | 10/30/2020 - 1 0210112021 Not Du
Bi-Weekly 0810112020 - 0811512020 Montnly 10/01/2020 - 10128r2020 17202 ]
New Baich New Batch
I! @ Submit by:10/28/2020 |! (£ sul
10/01/2020 - 1 | Pastbue | 12/01/2020 Not Due
Monthly 00/01/2020 - 09/28/2020
< New Balch
Submit by:09/29/2020 I—. @z 12
1012212020 - 1 01/01/2021 Not Due
Bi-Weekly 09/27/2020 - 10/03/2020 20 - 12/282020

Submitted on: 10/16/2020 04:19 PM

2. Click the Copy Payroll L.
3. Aconfirmation message is displayed: “Any voids or manual checks in the original payroll will be
ignored. Are you sure you want to copy this payroll?”

4. Click Yes.
Result: The selected payroll is copied. The run number for the new copied payroll is

automatically incremented by 1 from the highest current payroll run number.

symbol in the bottom right corner of the Payroll Card to be copied.

Payroll Timeline

o W@
Check Date = v Run# v Payroll Type v Created On v DueOn v Current Status v Preprocessed On T
08/22/2019 Regular 09/05/2019 08/20/2019 Submitted
08/29/2019 Regular 09/05/2019 08/27/2019 Submitted
08/30/2019 Regular 09/05/2019 0B/28/2019 Submitted
09/05/2019 Regular 09/03/2019 09/03/2019 Processed 09/03/2019
09/12/2019 Regular 09/05/2019 09/10/2019 Submitted

Copying a Payroll in Table view

1. Go to the Payroll Timeline screen
2. Click the Table E view symbol in the header.
3. Select a payroll [row] on the screen that you want to copy.
e You cannot copy a processed setup-run.
e Payrolls with a status of Submitted or On Hold can be copied.
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4, Click the Copy Payroll symbol in the top left of the header.

Note: The Copy Payroll symbol is not displayed if a payroll with a status of Void or Not Started is
selected.

Adding Additional Checks

To add additional checks to a payroll,
1. Go to the Payroll — Payroll Timeline screen.

2. Click the Edit El/ symbol on the payroll to be edited.
Result: The Batch Checks screen opens.

3. Click the Add Check button in the Navigation bar.
Result: The Add Checks screen opens.

Add Checks
Select a Check Type Find and Select the Employees to use when creating checks. One
Regular v check will be created for each Employee you select
Check Creation Options
h [0 Standard Hours: No Use this Template

[0 satary Pay: No = i
O EE# Y Last Name Y Y Middie Initial Y Status Y Organization .. Y
O Scot Active n > Restauran
0 2 Schrute Active
O Beesly Active
O 4 Halpert ame Terminate
O Bra Creed Active
‘« 4 Page 1 2 > ¥ Qitems

CREATE CHECK(S) FOR SELECTED EES

Select the Check Type being created.
5. Select the employee(s) for whom to create a check.
6. Click the Create Check(s) for Selected EEs button.
Result: The Batch Checks screen reopens with the new check(s) listed.
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Adding Check Lines

1. Go to the Payroll — Payroll Timeline screen.
2. Click the Edit symbol on the payroll to be edited.
Result: The Batch Checks screen opens.

Payroll Timeline
IPayroll 10/23/2020 - 1 Batch 1 : 10/09/2020 - 10/15/2020 Regular | -99998838 | 1 of 1 B » @ * E > i
Batches Checks Totals
NEW BATCH l EXPORT TOEXCEL ADD CHECK I | DELETE CHECK Search Checks. Group By: Company Number Summary -
=H| 0
~ O [ |_taas | oware 3|3
Scott, Mica 1 0.00 $1,033.33 $1,03333 3
Batch 1 Q =
ol|lZ
Weekly R 02 Schrute, Dwight 1 40.00 $1,783.11 $903.11 40.00 $880.00 % o
2l
R 03 Beesly, Pamela 1 0.00 $0.00 _g 2
o
R 05 Bratton, Creed 1 0.00 $1,102.21 $1,102.21 =
R 06 Levinson, Jan 1 0.00 $703.22 $703.22
R 07 Martin, Angela 3 0.00 $0.00
-~
R 08 Sim, Maya 1 40.00 $780.00 40.00 $780.00
& m
R 09 Trent, Terence k| 0.00 $0.00 é
=}
-
(4]
(]
=
=
]
(7]
Totals 80.00 $5,401.87 $3,741.87 80.00 $1,660.00
A sitems =

3. Change the view from Summary to Summary Detail.
4. Click the small arrow to open one of the check lines.
5. Click the Add Check Line button.

Payroll 03/122021 -1 Batch 1: 03/01/2021-03/07/2021  Regular | 99999845 | 1 of 1 H— o

P ey
NEWBATCH I"— b Summary Deise = e
A -, =l
EDC Description | HrsPes | Rate OF Amount | Rate Number Agency [ 3|a
® (3
OB - Chock -99999845 - R Batch 1. Employee: Esposito, Betteanne [3] ol
- Total Hrs: 0.00 . Total Amount: $0.00 gl&

E0 * Regular 213 1(P)-5213 §
#DD1 Dir Dep - Net

+ Check -89999846 - R Batch: 1, Employee: Lee, Jackie [2)
Total Hrs: 0.00 , Total Amount $2.500.00

+ Check -80999847 - R Batch 1, Employee Palmer, Kathey [1]
Total Hrs: 0.00 , Total Amount: $2,500.00

+ Check -99999844 - R, Batch' 1, Employee' Perkins, Dorothy [4]
Total Hrs: 0.00 . Total Amount: $0.00

-
m
=)
o
2
@
@
2
@

Totals $5,000.00

1iems =

6. Select an E/D Code from the dropdown list.
7. Click Save in the Header.
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Refreshing Scheduled E/Ds for Checks and Batches

The Refresh Scheduled E/Ds button can be used to refresh E/Ds on select Payroll screens for a check or
batch, before the payroll is submitted for processing. Example, after making changes to a check line for
an individual pending check, refresh Scheduled E/Ds to revert all of the Scheduled E/Ds in the check line
to the values originally set up on the Employee — Scheduled E/Ds screen.

This feature is available for checks in the Payroll — Detail view screen and for batches, on the Batch Card
on the Batches screen
To begin,

1. Go to the Payrolls — Payroll Timeline screen.
2. Locate the Pending payroll requiring adjustment and click the Edit symbol.

Payroll Timeline

= ® 0
|

Payroll 04/01/2021 -1 Batch 1: 03/25/2021 - 03/31/2021 m|m— [ g a_‘ m
§ 12-Hard,Eric -10t1 ) oes e
B o
] . " recncusEoe | Frevewas | [Eperep—r— 312
ooesus  Reguw 11 Ei
e 6 1 o
& see | mitancty |8
3|®

I L L T " N T

v e Regular sa00 1#):5000 ~ [}

+ BEOY Salary $0.00 $3.000.00 1(P) 50,00

©
m
3
o

2
@
@
z
g
@
@

3. Select the Detail view from the dropdown list

4. Click the Refresh Scheduled E/Ds button.
Once a user clicks the Refresh Scheduled E/Ds button, the payroll is locked from any adjustments while
the refresh process is executing; it displays a “Refreshing E/Ds — Please wait” message. The Payroll Hot
Keys also do not work while the system is locked for refreshing.

* Manually-added check lines are not impacted by the Refresh Scheduled E/Ds process. If a user
deletes a manually added check line — refreshing will not revert it back to the original value.

* If a user deletes a locked check line (E05 for example) and then adds a new check line of EO5,
when they click the Refresh Scheduled E/Ds button, the system will return the original E05 and
leave the new one, so that there are now two check lines

* The Refresh Scheduled E/Ds button is not enabled for Third Party or Void checks.
* |f a check has no check lines — the button remains enabled.

¢ The Copy Payroll button can be used if the user wants to use the default Scheduled E/D setup
and the payroll being copied had changes to some of the Scheduled E/Ds.
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Refreshing Scheduled E/Ds for Batches

Scheduled E/Ds can be refreshed at the Batch level.

1. From the Payrolls — Payroll Timeline screen, locate the Pending payroll requiring adjustment and
click the Edit symbol.

Payroll Timeline
= ® ©
.

Payroll 04/01/2021 - 1

NEWBATCH ‘ —

2

= == i =

QR [ tome | teme e | Tomin | Gomre | Eotisey | 0tAmSey | EG2ta g | EG2ArRipir | E20ienSoy | E20AmSumy | £33 e | E25 A e
R 2 Fiax. Ron 1 090 52000 2.000.00 -

00 5

Cariow Jane 1 020 $1,000.00 N $1,00000

v
By
<

=4
z
g

&

H

2
3
3
5 &8 8 8 8
8
3
7

sajoN eafojdwsy

2. Click the Batches symbol at the top right of the Payroll screen to display the Check Batches
screen

Check Batch 1

03/25/2021-03/31/2021
Weekly

Hourly & Salary

16 Checks

oﬁ

' (D) ID: 291

3. On the Batch for which to refresh the scheduled E/Ds, click the Refresh E/Ds for this
Batch (EB) symbol.
Result: A confirmation screen opens asking whether to include Manual Checks.

o Confirmation

Do you want to include manual checks?

s o ouca

4, Select the applicable response.
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Blocking Scheduled E/Ds from a Payroll

One or more Scheduled E/Ds can be blocked from any unprocessed payrolls.

1. Go to the Payroll — Payroll Timeline screen.
Click the Table view symbol in the header.

3. Select a payroll and click the Block Scheduled E/Ds symbol in the top left of the header
Result: The Block Scheduled E/Ds screen is displayed.

Payroll 04/01/2021 - 1 L’

E/D Selection Batch Selection
Currently Blocked E/Ds

= o N R N YT S TN
l 1 1 03/25/2021 - 03/31/202° Weekly 16 Checks o

P Wyosie Warksés Comp = Y2 2% 0301/2021-03307202° Monthly 0 Checks

D01 401(k)EE Contibution 0

D02 Health Insurance

D03 1089R 8

D04 Gamishment L]

D05 Child Support u

D055 Child Support 4

D06 Child Support2

D07 Child Support 3 (

D0S  Diect Deposit (

DS Direct Deposit Net i

D10 HSAFamiy

56 items. 2items

. Select the Scheduled E/Ds to block from the payroll.
5. Select the batches from which the Scheduled E/Ds should be blocked.
Click Apply
Result: The system displays a confirmation message “Are you sure you want to block the

Scheduled E/Ds from the selected Batches? The selected batches will be refreshed, and any
previously applied blocks will be overwritten.

7. Click Yes.
Result: The system displays a screen asking if you want to include Manual Checks.
8. Click Yes to include manual checks or No.

e If Yes, the system performs the Block Scheduled E/Ds function including refreshing the
Scheduled E/Ds for all (regular and manual) checks.

e If No, the system performs the Block Scheduled E/Ds function for regular checks only and
excludes manual checks.
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Creating Manual Checks

Users can create manual checks to be added to a payroll when creating a new batch, or adding to an
existing batch.

Creating a new batch

1. On the Payroll Timeline screen select a payroll with a status of Pending and click the Edit
symbol.

2. Click the Plus sign on the Batch Checks screen to create a new batch.
Result: the Check Batch Settings screen opens

Payroll Timeline
£ = ® 0
Boa—E—-M

L

-
by
o

S
s
z
e
&
@

sbupes loihed &

~Seloct Template--

Select Tempiate. . Ful DEDT

3. Complete the required and applicable fields, making sure to select “Manual” from the Check
Types dropdown field.

A new field, Update Scheduled E/Ds Balance, is displayed with a default value of Yes. Leave it as
is or change to No if applicable.

4. Click the Create Checks button and proceed as normal when running a payroll.
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e Adding to an existing batch

1. On the Payroll Timeline screen select a payroll with a status of Pending by clicking the Edit
symbol.

2. Click a batch that has already been created.
3. Click the Add Check button in the Navigation bar.
Result: The Add Checks screen opens.

Add Checks
Select a Check Type Find and Select the Employees to use when creating checks. One
N check will be created for each Employee you select
Check Creation Options
[ standard Hours: No Use this Template
O salary Pay: No ks "
£ employee(s)
EE# Y LastName Y FirstName Y Middle Initial Y Status Y Organzaton... Y

2 Glazer JoAnne Active 100 > 1001 > 101

wOyg

9 Zenies Stephen Active

- o« Page 1 of 1 » ¥ 2 tems

SELECT EES

Select “Manual” from the Check Types dropdown field.
5. Select the employees in the checkboxes who are to receive a manual check.
6. Click Select EEs

Result: A Confirmation screen opens listing the check(s) to be created.
7. Click in the Check# column and give the check(s) a number.
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Add Checks
ind and Select the Employees to use when creating checks. One

Selecta Check Tipe Find and Select the Employees t h ting checks. O
Manua v check will be created for each Employee you select

Check Creation Options

Standard Hours: Yes Use this Template

O salary Pay: No o =

EE= Y LastName Y FirstName Y Update Balance Check #
000000002 Glazer JoAnne No 14 102 -
1 dems
CREATE CHECK(S) FOR SELECTED EES

8. Click the Create Check(s) for Selected EEs button.

Result: The Batch Checks screen opens listing all checks in the batch. In the Type column, the
Manual check is listed with an “M”.

L e e o S oy Wit e

A T T e e 2y |G| | e

An @ Giazer, Joanne ' 0.00 %000
Batcres

SSloN jjoihed T

rs
=]
3
@
o
o
2
E]
9
8
-

sajoN sakojdws ¢

9. Click the Create Checks button

10. Continue the payroll process as usual. Manual checks do not inherit salary/standard hours but
do inherit payroll defaults

e Rate of pay/rate number is not applied automatically.

e Users must enter hours/rate and perform calculation to populate amount (does not calculate
automatically).

e Scheduled E/D amounts like Child Support should accept entered amounts.
e No EP, EO or EQ hours or amounts in manual checks.
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Creating Third Party Checks

Users can create third party checks to be added to a payroll when creating a batch, or added to an
existing batch. The difference in process is basically the same as creating a Manual check.

Creating Third Party Checks in a new batch

1. On the Payroll Timeline screen select a payroll with a status of Pending by clicking the Edit
symbol.

2. Click the Batches symbol in the upper right corner of the screen.
Click the New Batch button on the Batch Checks screen to create a new batch.
Result: The Payroll Settings screen opens

Payroll Timeline

e o

IPayroll 04/01/2021 - 1 é—. E—. =

* Chack Batch 13 - Setinge

- -
o Creation Options This company has been configured 1o use AsureF orce. - u
8 timecard data Click Create Checks to proceed - 2
3 Enc Date* =
e o
= ] 3312021 a =
@ P N z
=3 requ ®
5 g
e Weekly

Al o

~Select Template— v

—Select Template—

1 Regular

Reguiar
i i i i d Party Check
4. Click Select EEs to identify the Employee(s) to receive 3 Party Checks.
Payroll 0410172021 - 1 m— e—' E—'
—— -
[ 1]

o P - pd

o " o

= =

- § o w—————— & o s

o =

I T T S T s £ g

= et @

a O 1 Janson Jennifer L Termination Due To Death 100 > 1001 >> 101 >>> 1002 - -

e 01 Smith Lisa Teminated 100> 1000 >>

O « Carlow Jane Active 100 > 1001 >>
O s Timm Robert Active 100 > 1000 >>

6 Miller Renee 1] Active 100 > 1000 >>

T Mills. Linda Active 100 > 1000 >>

8 Carlow Hariet E Active 100 > 1001 >>
O 1w Wolf Naomi Active 100 > 1001 >>
O " Salacie Richard Aclive 100 > 1000 >> )22 >>> 1021

Page of3 L 23 ftems

5. Click Done.




m Asure Evolution Payroll Client User

Result: The Batch Checks screen opens showing that one employee has been selected to
receive a Check Type 3™ Party.
6. Click Create Checks.

Payroll 0410112021 - 1 [ e - e
S - s
) Creation Options. This company has been configured 1o use AsureForce o
% Start Date” St me Click C Checks to proceed = %
e o
o 3252021 ] 33112021 o o=
2 P N z
= f
e Weekly

Employes Types
Al

S A @

~Select Template.-

No

Caloumte Schedued E0s

Include

Stant

Result: The Batch Checks screen opens listing all checks in the batch. In the Type column, the
3 Party check is listed with a “3”.

153 X

Payroll 04/01/2021 -1 Batch 4 : 03/25/2021 - 03/31/2021 3rd Party | 99995433 | 1 of 1 m “ B m
) e e e S = “[«
A [ EO2Hes Roguiar | EO2AmiReguiar | E20HesSsisry | E20AmiSalary | £25Mrs Rogular |  E25 Amt Reguiar § é’
BT ; w0 0 N E
Batches. o|Z
28
P 3"

ooy o

8

Baxn 3y

r=
m
3
o
2
®
@
z
g
@
@

v Tms =

Adding Third Party Checks to an existing batch

1. On the Payroll Timeline screen select a payroll with a status of Pending by clicking the Edit
symbol.

2. Click a batch already created.

3. Click the Add Check button in the Navigation bar.
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Payroll 03042021 -1 Batch 1: 02252021 - 03032021  Regular | -99995459 | 1 of 1
=1k
A Cox . s . [ — ED1 Amit Salary £02 Hrs Regular £20 Hrs Ssiary €20 AmiSalary | E25Hrs Regular |  £25 Amt Regular | 3|a
g
a5
- 5 o v 000 320000 200000 M E
ol|lz
| . on y10000 S0 2|8
Elk
r s Timn. Robert ' 000 s2500.0 s28000 3
8
=
R s 8 vier Ronee D 1 090 $1.200.00 $1.20000
R s Cotow HametE 1 w00 sas8.00 80 sass.00
® w Wo. Naomi . 1500 750 150 sars -
" " Saiace. Ricnard ' 0o $1000.00 100000 m
S
" " Hare Ere ' om0 s3000.0 s200000 a
@
® 2 Conte. Baroara L. 1 40,00 $3.000.00 $2.00000 4000 50.00 %
" 1 Carvn Nea ' 000 $2.500.00 $2.50000 ®
a
s000 sieanzs0 $16.20000 %000 250
v Whems =

Result: The Add Checks screen opens

Add Checks

Select a Check Type Find and Select the Employees to use when creating checks. One

rty . check will be created for each Employee you select

3rd Pai

Check Creation Options
[ standard Hours: No Use this Template
O salary Pay: No i ¥
Search for empioyee(s)
0 EE= Y LsstName Y First Name Y Middle Initial Y Staws Y Organizaton... Y
O SN ennifer L Termination Due )0 )01 11 -
O 01 Smith Lisa Terminated 00
(]} Flax Ron Active
(] 4 Carlow Jane Active 100> 1001 >> 101
[ @ |s Timm Reoert Active 100 > 1000 >> 100...
4 « Page 1 of5 » M 23 ftems

SELECT EES

Select 3 Party from the Check Types dropdown list.

Select the employees in the checkboxes who are to receive a manual check.
Click Select EEs

Result: A Confirmation screen opens listing the check(s) to be created.

7. Click in the Check# column and give the check(s) a number.

v
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Add Checks
Select a Check Type
3rd Party v
Check Creation Options

[ standard Hours: No
O salary Pay: No

EE# Y LastName Y First Name

0 Timm Robert

Find and Select the Employees to use when creating checks. One
check will be created for each Employee you select

Y | Check#

CREATE CHECK(S) FOR SELECTED EES

Use this Template

1 tems

8. Click the Create Check(s) for Selected EEs button.

Result: The Batch Checks screen opens listing all checks in the batch. In the Type column, the

Manual check is listed with a “3”.

.
Payroll 03/04/2021 -1 Batch 1 : 02/25/2021 - 03/03/2021 Regular | -99995459 | 1 of 1 ﬂ m E M
Lt mad —ad
b | [pse— | pp— ] [—— ] , Checta Groap By: Company Mimber — |+
A e Y T T 5|2
a8
R 8| meme ] o a0 s200000 al2
==
ol|lZ
” “ Cariow Jane 1 00 $1.000.00 $1.00000 S
=
B ] 0.00 00 @ L o o o o o o g
§
® ] Carow Harmiet € 1 28.00 3488.00 300 3488 00 -
= 10 Wo¥, Naomi 1 15.00 327 o 37. m
°
" " Saisce, Ricnars ) 000 $1.00000 g
:
.| = —— ' s %
” E Conte. Barbara L 1 @000 000 $0.00 1
:
' Himws =

e Only E/D Code Types associated with 3 Party Sick Pay are available for selection:

* EP - Short term 3rd Party Sick

*+ EO - Longterm 3rd Party Sick

* EQ - Non-taxable 3rd Party Sick
e Third Party checks do not inherit salary/standard hours.
e Rate of pay/rate number is not applied automatically.

e Users must enter hours/rate and perform calculation to populate amount (does not calculate

automatically).
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Voiding Checks

Users can void individual checks via the Payroll menu, either by creating a new payroll, or by editing
a waiting payroll. The first step in voiding a check is finding the check to void.

Voiding a check by creating a new payroll

1. Go to the Payrolls - Payroll Timeline screen.

Payroll Timeline

09/01/2020 - 4 | Pastoue | 10/30/2020 - 1 Pendin ] 02/01/2021 Not Due
Bi-Weekly 080172020 - 08/1572020 Wonthly 100172020 1022872020 Montt 0110172021 - 01728020
w Batch Vo B
I_. B Submit by:10/28/2020 I! B Subm y:01/28/2021
10/01/2020 - 1 | PastDue | 1210112020 Not Due
Monthly 0910112020 - 09128/2020 2 12812026
Submit by-09/29/2020 I_. 8
10/22/2020 - 1 Processed 01/0112021 Not Due
Bi-Weekly 09/27/2020 - 10/03/2020

5 + .

Submitted on: 10/16/2020 04:19 PM

2. Click the large plus sign in the heading to create a new payroll.

Result: A Create Payroll screen opens asking if you are creating a Payroll from the Calendar
(scheduled) or a New Payroll (unscheduled.)

Create Payroll

Create Payroil from the Calendar

® New Payroll

Bl
g ©
3 1\
€5 |

OK CANCEL
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3. If it's a New Payroll, enter the Check Date and Calendar Options:
e Ignore - this payroll will be treated as an unscheduled payroll and nothing will be added to the
calendar
¢ Insert New - the payroll created will be treated as a scheduled check date and the check date
will be added to the Calendar.
o Replace Existing - this payroll date replaces the next scheduled check date in the
calendar, and the calendar will be updated with this new date.
4.  Click OK.
Result: The Check Batch Settings screen opens

IPayroll 037222021 - 1 [ o - é—. a_. e
- o

data C

u

- -
2 g
2 <
= =
o o
@ S
= 3
5 a
a

@

For detailed information about the individual fields on this screen, refer to the Payrolls — Check Batch
Settings Screen in the Appendix at the end of this section.

5. Complete the required and applicable fields.
6. To select Employees, click Select EEs in the Creation Options section.

SOON [loifed ¢

iy

sBuimes (oihed

7. Click the checkbox (far left) at the top of the employees list to Select All or select individual
employees.

8.  Click Done, which brings you back to the Check Batch Settings screen.
9. Click the Create Checks button.
Result: A confirmation opens letting the user know that the checks were successfully created.

10. Click OK.
=
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Result: The Batch Checks Screen opens.

Payroll Timeline
IPayroll 10/23/2020 - 1 Batch 1 : 10/09/2020 - 10/15/2020 Regular | -99998838 | 1 of 1 n ’ é » E »
Satches Checks Totals
NEWBATCH || export o EXCEL ADD CHECK Group By: Company Number Summary v =
A Gross Pay EO01 Hrs Salary EO1 Amt Salary [EO02 Hrs Regular g E
<
R 01 Scott, Mica 1 0.00 $103333 $103333 a ®|3
Batch 1 g ;
Weekly R 02 Schrute, Dwight i 40.00 $178311 $903.11 4000 $880.00 % o
=3
roag ]
R 03 Beesly, Pamela 1 0.00 $0.00 13) »
o
R 05 Bratton, Creed 1 0.00 $1,102.21 $1,102.21 =
R 06 Levinson, Jan 1 0.00 $703.22 $703.22
R 07 Martin, Angela 1 0.00 $0.00
-
R 08 Sim, Maya 1 40.00 $780.00 40.00 $780.00
& m
R 09 Trent, Terence 1 0.00 $0.00 é
o
<
(4]
()
=
2
[¢]
2]
Totals 80.00 $5,401.87 $3,741.87 80.00 $1,660.00
Vv sitems =

11. Click the Add Check button in the Navigation bar.
Result: The Add Checks screen opens.

Add Checks

Select a Check Type Find and Select the Check that you need to void. You can then

Vioid v create a negative check as a reversal of your selected Check.
Check # EEID Within this check date range With Status of

Chec... ¥ Run# Y EEDD Y Employee Name Y Chec... Y Gross Y Net Y Status 2 o

No itemns to display

CREATE VOID CHECK FOR SELECTED CHECK

Asure
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12. Select Void for the Check Type.

13. Enter search criteria to find the check to void (Check #, EE ID, check range...)

14. Click the Find button.
Result: The system searches company payrolls for the current year, displaying a list of checks
that fit the criteria selected.

Warning: it is strongly recommended that checks from previous quarters not be voided.

15. Highlight the check line to be voided.

16. Click Create Void Check for Selected Check.
Result: user is brought back to the Batch Checks Screen. The Check Type for the voided check
is now V and the selected check is highlighted.

Note: Voided checks are read only and cannot be adjusted.

17. Process the payroll as if it were any other payroll.

Voiding a check by editing a waiting payroll

1. On the Payroll Timeline screen click the Edit button for a payroll with a Pending status.
2. Click on / open a batch that has been created.

Payroll 03/22/2021 -1 Batch 1: 0410172021 - 04/07/2021 Regular | -99995429 | 1 of 1 e U—'
Sumrary .

A Y T T T T Ty Y T T T T

¥ N
® ' sanson, Jennterl 1 0% 200000
R y #iax Ron ) 0%0 2
r 1 0

s
s
s
s

SS)ON [l0sked T

$2.000.00

yodwpyoop awl T

$2000.00

sajoN sefodws 1]

1. Click Batches in the upper right-hand corner of the header, opening the Check Batch Settings
screen.

2. Click the Add Check button in the Navigation bar.
Result: The Add Checks screen opens.
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Add Checks
Select a Check Type Find and Select the Check that you need to void. You can then
Vioid v create a negative check as a reversal of your selected Check.
Check 2 EEID Within this check date range With Status of
Chec.. Y Run# Y EED Y Employee Name Y Chec.. Y Gross Y Net Y Status Y

No #ems to display

CREATE VOID CHECK FOR SELECTED CHECK

3. Select Void for the Check Type.
4. Enter search criteria to find the check to void
5. Click the Find button to display a list of checks that fit the criteria selected.
6. Highlight the check line to be voided.
7. Click Create Void Check for Selected Check.
Payroll 03/22/2021 - 1 Batch 1: 04/01/2021 - 04/07/2021 Regular | -99995429 | 1 of 1 l’,_’ m_’ &
E/\ e e R — X Sy
e | EE e e 5eq S0t i by | 01 Ay | G021 Rl 281 R | 25 At oo
E s 7 @i s 1 000 5000 5
v ‘ S .‘ : - 24tems =

There are now two check lines for the voided check - the original (Check Type R) and the one with a
Check Type of V.

-
=
E]
>
(o]
8
2
E]
=
8
2

saloN oshed T E

sojoN safojdwy 1|

Note: Voided checks are read only and cannot be adjusted.

8. Process the payroll as usual.
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Deleting Batches

There may be a need, from time to time, when a batch must be deleted.

To delete a batch,

1. From the Payroll Timeline screen, select a Pending payroll in which at least one batch was
created and click the Edit symbol.
Result: The Batch Checks screen opens.

Payroll 03222021 -1 Batch 1: 0410172021 - 04/07/2021  Regular | 99995429 | 1 of 1 -—~ a— u—.

A _ o7

P $150930 L> s130000
A B e o soonns 520009
=

-

SSION |0hed T

2 Flax. Ron 1 0ce $2:000.00 5200000

podwipol swyll 4+

Cariow Jare 1 060 $1.000.00 $1.000.00
Tenm. Rosert 1 000 $2500.00 $2500.00

L] B viver, Renee D, 1 LT $1200.00 $1.200.00

sajoN ssfojdwy 1

$1000.00

2. Click the Batches symbol in the upper right corner.
3. If there is more than one batch created, select the batch to be deleted.

Check Batch 1

03/25/2021-03/31/2021
Weekly

Hourly & Salary

16 Checks

oﬂ

W /| (eo) ID: 291

4. Click the Delete button in the left-hand corner of the Check Batch.
Result: a message will open asking if you are sure you want to delete this batch > click Yes.

The batch is deleted, and the batch sequence number is updated accordingly.
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Redistributing Labor Allocation

4] Asure

After a payroll has been processed the labor allocation sometimes needs readjustment for reporting
purposes. Evolution Payroll supports the redistribute labor allocation process.

To redistribute labor allocation in Evolution Payroll,
1. Go to the Payrolls — Payroll Timeline screen.

2. Locate the Processed payroll requiring readjustment and click the Payroll Results symbol.

03/18/2021 -1

Weekly

Submitted on: 03/17/2021 03:22 PM

Result: The following payroll details screen opens.

03/11/2021 - 03/17/2021

LI

Payroll Timeline

ayroll 0311812021 - 1

Details

@ Processed on
03172021 10322 PM

> Applied Blocks

» Check Comments

Send to  Task Queue

Items.

Reports

Payroll Checks

Misc Checks

Ll il

Options
Don't print banking info
Don't print background

Don’t use VMR Settings
As of Current Date

Payroll Check Stock

Legal Top Stub 2/Up (New) - Bi

o v kw

Click the Checks symbol in the upper right corner of the header.

Select the batch if there is more than one.

Select the Detail view from the dropdown list.

Highlight one of the E/D Codes > Click the Redistribute Allocation button.
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Payroll Timeline

[ et | DI o)
Payroll 031872021 -1 Batch 1: 0311172021 - 03/17/2021 [ o R

A P R TR 5 3
Sl k]
= = Chesk Serar = Check Type Seauence 3|a
a5
Regusr  1of1
E m— = = ols
o|Z
FED OVERRIDES 218
®
STATE OVERRIDES Description Hrs/Pes Pay Rate Amount Rate 8 g =
LocaL oveRRoES e Salary 5000 5200000 1e):s000 ~ 5]

oeTioNs » @po2 Heaith Insurance 312000

REVEW » HoDos Gamishment 334189

+ 8005 Chiid Support $100.00

evious o

s9JoN @sfoidws 1

Result: The Redistribute Allocations screen is displayed. Users can modify the existing labor
allocations (click within the field to modify) or add a new allocation.
Redistribute Allocations

Listed below are the zllocations for your selected E/D Code: D04 - Gamishment

You can adjust values on the existing allocations or create additional allocations as needed

Original allocations ﬂ can be modified but not removed

ADD
Organizational Level Workers Comp Job Code Hours Amount Line item Date

B || BDazzled Design Retail Division/BDazzie v&gﬂn 1021 $341.80 -
Division Branch Department Team

$341.89

Totals

titems &

APPLY CANCEL

7. Click Apply.

Asure
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Time Clock Imports

1. Begin by following the initial steps to create either a scheduled or unscheduled payroll.
2. Time clock import parameters are on the Check Batch Settings screen

Payroll Timeline
Bl o N = ® ©
IPayroll 03/26/2021 - 1 |m— @4' B_‘ M
oo 2k 2 - stiogs

> u

-+ -
0 n
g g
g =3
o 2
8 g
5 @
L=

e

3. Once the required and applicable fields are completed on the left-hand side of the screen,
complete the fields on the right regarding the time clock import file.

Field / Button Description
Time Clock Source File Select the file from which the data is being imported
File Format Select the format of the import file
Date Field Format Select the format of the date fields in the import

file...mm/dd/yyyy, etc.

Select how the employees are grouped in the import file — by
name, employee number, etc....

Employee Synchronization
Organizational Synchronization  Select the organizational level if using D/B/D/Ts
Job Codes Select whether job codes will be imported with the data

Apply Org Level Select if keeping the organization level used in the import file

2. Click the Create Checks button.
Result: A log file is created displaying that the import was successful and/or unsuccessful
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The Payrolls Menu - Appendix

Payrolls - Check Batch Settings screen

Field / Button

Description

Creation Options section

Start Date

End Date

Frequency

Employee Types

Employee Filter — Select EEs

Template

Checks per EE

Check Types

Include section

Standard hours

Salary Pay

Payroll Defaults

Time Off Requests

Time Clock Import Options section

Time Clock Source File

File Format

Date Field Format

The beginning of the payroll batch period

The end of the payroll batch period

The payroll frequency

The employee types to include in the payroll

Click to select specific employees to include in the payroll

The payroll template to use for this payroll, if any.

The number of checks per employee

The type of checks for this payroll

Select to use standard hours in the payroll

Select to use salary pay in the payroll

Select to use payroll defaults in the payroll

Select to use time off requests in the payroll

The source file of time clock data being used for the payroll.

The format of the source file

The format of the date in the source file.
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Field / Button

Employee Synchronization

Organizational Synchronization

Job Codes

Employee Pay rates

Scheduled E/Ds

Scheduled E/Ds on Additional
Checks

Create Check button

Description

Method by which employees are synced (EE Number, Last Name, and
First Name).

Level of D/B/D/Ts used for the company.

Whether or not job codes are used in the imported file.

Whether or not employee pay rates are used in the imported file.

Whether or not scheduled E/Ds are refreshed in the imported data.

Rule on allowing scheduled E/Ds on additional checks.

Begins the process of creating payroll checks.

Payrolls - Payroll Settings screen

Field / Button

Description

Check Date

Run Number

Calendar options

Payroll Type
Blocks
Actual Call In Date

Time Off Accrual

Accruals Only

Payroll Check Comment

The check date of the payroll

Defaults to the next available number for payrolls processed on the
date. If no payrolls processed or created for this date, the run
defaults to “1”

Choose whether to add a new payroll date, change a payroll date,
or ignore the payroll calendar. Defaults to Ignore when selected.

The type of payroll to be processed

Select each item to be blocked on this payroll

The date the payroll was called in

Select to allow Time Off Accrual to show in the payroll

Select to allow the payroll to accrue time off, but not use show in
the payroll.

The text to be displayed on checks.
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Payrolls - Batch Checks Screen

Field / Button Description
Create New Check Click to create a new check for the employee
Add button Click to add a new check line to the employee’s check
Delete button Click to delete a check line from the employee’s check

Payrolls - Add Checks screen

Field / Button Description
Check Types Type of check being added to the payroll
Use this Template Select a template to use if applicable

Standard Hours: Yes checkbox Select if checks for regular hours are being added

Salary Pay: Yes checkbox Select if checks for salaried hours are being added
Create Check(s) for Selected Click to create check(s) for the selected employees
EEs button

Payrolls - Check Lines - Basics screen

Field / Button Description
E/D code column heading Earning or deduction for which an addition or subtraction is made
Description column heading Description of the E/D code added
Hrs/pcs column heading Number of hours or pieces for which the earning or deduction
represents
Rate of Pay column heading Pay rate (if applicable) for hours added
Amount column heading Dollar amount of the earning or deduction being added
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Field / Button Description

Rate # column heading Pay rate number if the employee has more than one job/pay rate at
the company

The primary rate number is #1. Others are subsequent numbers if

Rate Number the employee has two or three different positions with the company
Rate of Pay Hourly pay rate for the rate number entered
Agency Agency name if this is an agency check
Number of hours or pieces the employee is expected to
Hours/Pieces work/produce per pay period
Piece Identify the piece if the employee is doing piecework
State State in which the employee is employed
Work Address Work address of the company
Sul SUI amount the company pays per employee

Payrolls - Check Lines - Labor Defaults screen

Field / Button Description
Lo Enter the Organization Level(s) with which the employee is
Division .
associated
Branch Enter .the Organization Level(s) with which the employee is
associated
Department Enter Fhe Organization Level(s) with which the employee is
associated
Team Enter the Organization Level(s) with which the employee is

associated

Job associated with the Workers’ Comp Code selected. Click the
Job Code plus sign to add a new Job Code, as long as the user’s security is

set up.
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Field / Button
Shift

Line Item Begin Date

Workers’ Compensation

Line Item End Date

Description
Shift the employee works

Beginning date of the override

Workers’ Comp Code assigned to the job associated with the claim

End date for including the override

Payrolls - Check Lines - Local Tax Overrides screen

Field / Button

Description

Local Name

Exclude

Name of the local tax

Whether or not to exclude local tax from the check

Payrolls - Manual Tax screen

Field / Button

Add States button

Add Locals button

Description
Amount
Options section

Calculate Override Taxes
checkbox

Reciprocate SUI checkbox

Description
Click to add states to override that are not already displayed.
States displayed are what was set up on the Employee — States —
Employee screen in Evolution Classic.
Click to add locals to override that are not already displayed.
Locals displayed are what was set up on the Employee — Locals —
Employee screen in Evolution Classic.

Name of the tax

Dollar amount of the tax (only two decimal places allowed)

Default is selected

Default is selected
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Field / Button Description

Disable Shortfalls checkbox Default is unselected

Note: *If all state / local taxes are already listed in the table, these buttons are disabled.

Payrolls - Fed Overrides screen

Field / Button Description
Federal Type Type of federal tax to override
Tax Frequency Frequency of tax payments
Tax at Supplemental Rate Supplemental rate, if applicable
Amount Dollar or percentage amount of the tax
Blocks
Additional tax Block the supplemental tax
EE OASDI Block the employee OASDI
EE Medicare Block the employee Medicare
EE EIC Block the employee Earned Income Credit
ER OASDI Block the employer OASDI
ER Medicare Block the employer Medicare

Payrolls - State Overrides screen

Field / Button Description

State State for which there is an override

Abr State abbreviation
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Field / Button Description
State Type Is the override for regular tax or additional
Amount Dollar or percentage amount of the tax override
Blocks
Regular Tax Is there a regular tax to block
Additional tax Is there an additional tax to block
Sul Is SUI being blocked
SDI Is SDI being blocked

Payrolls - Options screen

Field / Button Description

Blocks section

Direct Deposit Block all direct deposits
Direct Deposit Except Net Block direct deposits except net checks
Auto Distribution Block Auto Labor Distributions

Block Time Off Accrual information from displaying on the check

Time off Accrual
stubs

Accruals Only Block Time Off Accrual information, but just accruals

Scheduled E/Ds Except Direct

. Block all Scheduled E/Ds except direct deposit
Deposit

Scheduled E/Ds Except

. Block all Scheduled E/Ds except those for retirement plans
Pension

Scheduled E/Ds from Agency  Block all Scheduled E/Ds from agency checks
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Field / Button

Options section

Update Scheduled E/D
Balance

Payrolls - Review screen

Field / Button

Lock Tax Calculations button

Description

Select to update the Scheduled E/Ds balance after all blocks are
added

Description

Click to save any changes made to the information before the
payroll processes.

Payrolls - Time Clock Import tab

Field / Button

Time Clock Source File

File Format
Date Field Format

Employee Synchronization

Organizational
Synchronization

Job Codes

Employee Pay Rates
Scheduled E/Ds

Schedule E/Ds on Additional
Checks

Import button

Description

Identifies the source file of time clock data being used for the
payroll.

Format of the source file
Format of the date in the source file

Method by which employees are synced (EE Number, Last Name,
and First Name)

Level of D/B/D/Ts used for the company

Whether or not job codes are used in the imported file

Whether or not employee pay rates are used in the imported file.

Whether or not Scheduled E/Ds are refreshed in the imported data.

Rule on allowing Scheduled E/Ds on additional checks.

Begins the process of importing the time clock data.
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Payrolls - Calculation Results screen

Field / Button Description
E/D code Scheduled Earning or Deduction Code used in the payroll
Description Describes the E/D code
Hrs. /Pcs. Hours or Pieces if applicable
Pay Rate Rate amount for the E/D
Amount Total amount added or subtracted for the E/D

This section has information displayed only if the payroll status is

Taxes Section Processed. If the status is Completed, the Taxes section will be
blank.

Description Lists the taxable wages and taxes totals

Amount Lists the total amounts of taxable wages and taxes

The number of checks included in the total amounts of taxable

Count
wages and taxes
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Check Finder Menu

The Check Finder menu link opens a Check Finder screen on which parameters are entered to search for a specific
check by check number or employee code / name within a particular date range, and status.

Check Finder &

Check # or EE Code - Name Within this check date range With Status of
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The Reports Menu

The Reports menu lets the user see reports that have been published to Evolution Payroll from VMR, as
well as process additional reports as needed. For information about report results in Evolution Payroll,
talk to your service bureau.

There are two report types identified that we refer to

e Defined Reports and
e Published Reports.
Defined Reports are reports that can be generated from Evolution Payroll on demand.

Published reports are reports that are generated in Evolution Classic and sent to Evolution Payroll using
VMR.

Defined Reports

Defined reports are company level reports that can be generated by the user on demand in Evolution
Payroll. These reports must be set up for the company ahead of time, by the service bureau. Refer to the
Appendix at the end of this section for a list of available reports that can be generated in Evolution
Payroll.

Reports N
FUBLISHED RER0RTS e —— : Payroll Register
AD HOC REPORTS Beport ¥ Choose options for this report
Payroll Register (S109) 109
Eamings And Deductions (S131) 181
y I CONFIGURE REFORT o |
General Ledger (S183) 183
Delivery Instructions (S187) 187
Cover Letter (S193) 193
Direct Deposit (S211) 21
EE Cost (S213) 213
Check Reconciliation (S5214) 214
401K Report (S215) 215
Tax Report For Payroll (S247) 247
Input Wksht Cover Letter (S360) 360
Birthday Report (S457) 457
Certified Payroll Report (S518) 518
Employee Benefits Report (S829) 829
Employee Change Listing (S1075) 1075
Page 1 of 2 T 1-15 of 20 items

1. Select the report from the list.
2. Click the Configure Report button.
Result: The parameters screen opens for the report being configured.
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Reports

Options for Payroll Register

PUBLISHED REPORTS

40 HoG RERORTS PayciFrer | EEFiter org Fiter

 fine tuna your zeiecton by chesking oy e FayTHNE

W | Check Date | Run# | Processed Date Status Type

O 04012021 1 Pending Reguiar
O owsee 1 N Submitted Regular
0O o320 1 Past Due Regular
O 03182021 1 03/1772021 03:23.00 PM Processed Reguiar
0 o202 1 Submitted Regutar
O ovoaz021 1 03/177202103:37.09 PM Past Due Regular

Page | oft . 1-6.0f6 tems

1. Click the tabs above the grid to access the report parameters. Each report can be filtered by
Payroll, Employee (EE), and Organization Level (Org). Parameters on each tab are specific to
the report that is being generated.

2. Click the Reports List button to return to the previous screen listing the Defined Reports.

Searching for a report

Users can search for a specific report by using the Search for Report tool at the top of the table, or by
using the filters as described below.

Reports NS
FUBLISHED REFORTS [seachForeport._| Payroll Register
AD HOC REPORTS Hoport Choose options for this report
Payroll Register (S109) 109
Eamings And Deductions (S131) 181
) CONFIGURE REPORT )

General Ledger (S183) 183
Delivery Instructions (S187) 187
Cover Letter (S193) 193
Direct Deposit (5211) 21

EE Cost (S213) 213
Check Reconciliation (S214) 214
401K Report (S215) 215
Tax Report For Payroll (S247) 247
Input Wksht Cover Letter (S360) 360
Birthday Repeort (S457) 457
Certified Payroll Report (S518) 518
Employee Benefits Report (S829) 829
Employee Change Listing (S1075) 1075

o« Page 1 of 2 i 1-15 of 20 items
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Generating a Report

To generate a report from the Defined Reports screen:

1. Select the report from the list of the Reports.
2. Click the Configure Report button.

3. On the Payroll Filter tab select the Starting Date and Ending Date to filter the payrolls to a
specific date range (optional) or use the Include dropdown list to select from displaying All
Payrolls or Processed Payrolls only.

Reports

PUBLISHED REFORTS

40 HOC REPORTS

Starsng Date

@ range 1o use for your report All payrois wihin you

Options for Payroll Register

PayoiFaer  EEFiter OrFits  MscOptons  RunReport

range wil be seect

Endng Date inchuce

E = o .

® | Check Date | Runs Processed Date Status Troe
O oao12021 1 Pending Reguiar

03252021 1 Submited Reguiar

03222021 1 Past Due Reguiar
O o3e202 1 03/1772021 032300 PM Processed Reguiar
O o302 1 Submitied Reguiar
O 03042021 1 031712021 03:37.09 P Past Due Reguiar

Page | oft 1-60f6 ems

4, Click Apply to return a list of payrolls based on the filters selected.

5.  Select the payroll(s) for which to run the report.

Note: Users must select at least one payroll to be able to select other filters and parameters or generate

the report.

6. Click the EE Filter tab to select or deselect employees from the report or click the top box in the
far-left column to select all employees.

Reports
«=omw - Options for Payroll Register
Ppepm—
o oc meroms e orfhe  Masomens  Runseser
SieH L o e Jome
1 123.45.6987 Janson Jennder Termination Due To Death
o 323-33.3333 Smith Lisa Terminated
2 789-45-6126 Glazer JoAnne. Actve
3 12-33-4455 Flax Ron Actve
L §55-55-5555 Carlow Jane Actve
g s 456-12-3987 Timm Robert Active
6 946-15-3152 Miter Renee Actve
- 7 984.34.9581 Mis. Linda Active
8 546-21-3879 Carlow Harriet Active
° 788-45-1236 Zenlea Stephen Actve
- Page |  of3 1- 10 of 25 items

7. Click the Org Filter tab to filter by organization (D/B/D/T) level.
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52 for s report. Fine tun
2 nouda 3t organaaton levels ©r th

Team

Dwsion Ohvision &
BDazzied Design Retall Divsion 100
8Dazsied Desgn Retai Division 100
BDazzled Design Retai Division 100

Reports

«=swsisr Options for Payroll Register
[P pe—
AD HOC REFORTS Payroil Fiter & Fiter MiscOptons  Fun Repert

Branch

BDazzied Design Retal - Willston
BDazzled Design Retail - Wiliston

BDazzied Design Retail - Burington

Sranch

1000

1000

Depariment
BDazzied Design Sales-Marketing
BDazzied Design Sales-Marketing

BDazzied Design Retail Giient Services

10022

10022

101

Team
BDazzied Design Retall New Eng
BOazzied Design Mid-Atiantic

BOazzied Design Retail Shipping/Dist

Team=

1025

1026

8. Click the Misc. Options tab to update parameters specific to this report.

9. This screen offers instructions for running the report, as well as grouping and sorting methods to

choose from.

|Repons D

4= REPORTS ST

PUBLISHED REPORTS

40 HOC REPCRTS PayciFue  EEFue Org Fater

Aaamons: coons avalatie for s resort

Parameters

Options for Payroll Register

MacOgtiors R Raport

Groue Leve

Grove Tye

Grouping & Sorting

10. Click the Run Report tab to verify report settings.

Reports

« ===t Options for Payroll Register
[EPp—
#010c REsoRTS pameipae || ek || [ Grrms | s o

i i et e

your ganarated repert

report defrition s set as folows

03/1872021-03/18/2021

1 Payroli(s) Selected.

ployess 25 Employee(s) Selected.

Retal
Retat
Retal

[ ]

Inchude Mermos in Totals

Inciude Pieces from Plecework in Tolals
Break Empioyse Bstween Pages
Inciude Taxabie Mermos in Totals.
Deductions as Taxes

Group Level  Department

Group Sort: Group Code

Detail Sot. Employse SSN.

Group Type: Summary Detail

SUL Do according to Company Setwp

11. Click Run This Report.

Asure
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12.  Click the Task Queue | A TeskQuewe symbol once the report is generated to view and print
the report.

Published Reports

The Published Reports screen offers access to reports, tax returns and ASCII files sent via the Virtual
Mail Room (VMR) to Evolution Payroll. To display a preview of a Published Report,

1. Click the Reports Menu to open.
Result: The Published Reports screen opens.

Reports
DEFINED REPCRTS _—_— [ " -
20 HOC REPORTS B | chckode ke ! SN | Repats | RSpistsiare “
—
Check Date * Yy Rne vy Check Penod Report # + Y Report Name Y Type Y
L4 Q22,209 1 Q1172019 - 0217272009 $1073 Ermployee Change Listng Report
. Q2272009 ! 0271172019 - 021772019 $1077 Labor Destridution (New) 2 Report
02272009 ) Q172019 - 01772009 s1082 Cover Letier Wb Tax Report Report
a2 2019 - 021772019 $109 Web Payroll Regrster Report
Q227209 l Q1172019 - 017/2009 s Earmings And Deductons Report
{17 J 172019 - 021772019 $183 Genweral Ledger Report
-
02 0 VN 0N772009 $193 Cover Letter Report
Q2272009 L QN 72019°021 772019 sam Dwrect Deposat Report
Q2272019 ’ 0271172019 - 021772019 $213 EE Cont Reprort

To preview, save, or print a published report,

2. Check the box in the left-hand column of the table to select the report(s) to be viewed, saved, or
printed.

3. Click the Preview Report button to open a full-sized preview on a new screen.
Use the Resizing tools in the preview window, to zoom in or out to preview the report.

5. If more than one report is selected, use the arrows at the bottom of the Preview window to
navigate between reports.

6. Click Save at the top of the Preview screen to save the report(s) to your hard drive and/or to
open the report you are currently working on.

Result: The report(s) will be saved to your device.
7. Print as normal from the File menu in the Windows Menu bar.
8. Click the Reports List button to return to the screen listing the Published Reports.
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Ad Hoc Reports

Evolution Payroll contains an Ad Hoc Reporting feature, with which users can add a new Ad Hoc report,
edit an existing Ad Hoc report, and run an Ad Hoc report.

Ad Hoc reports are executed at the users’ discretion and can be customized. Capabilities include:

e Adding / removing columns
e Defining column headers and captions
¢ Filtering on any field (not just those in the visible columns)
e Grouping by fields
e Completing selected summary tasks in grouping such as Count, Sum of Integer Values
e Creating calculations based on columns in the reports
e Exporting the report results to Microsoft Excel
There are three general categories of Ad Hoc Reports:
e Ad Hoc - Payroll (S1132)
e Ad Hoc - Employee (S1134)
e Ad Hoc - Company (S1153)
These reports serve as templates and can be selected and used as a base Ad Hoc report to which

modifications can be made and saved with a new report name.
Security Settings

Users must be granted security privileges to use Ad Hoc reports in Web Payroll. Talk with your service
bureau to use Ad Hoc reports.

Adding a New Ad Hoc Report

1. Click the Reports menu to open.
2. Click Ad Hoc Reports in the Menu bar.
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Reports
PUBLISHED REPORTS SeaENocHspat i PaerII Register
m Choose options for this report
Payroll Register (S109) 109
Eamings And Deductions (S181) 181
CONFIGURE REPORT -

General Ledger (S183) 183
Delivery Instructions (S187) 187
Cover Lefter (S193) 193
Direct Deposit (S211) 1

EE Cost (S213) 213
Check Reconciliation (S214) 214
401K Report (S215) 215
Tax Report For Payroll (5247) 247
Input Wksht Cover Letter (S360) 360
Birthday Report (S457) 457
Certified Payroll Report (S518) 518
Employee Benefits Report (S829) 829
Employee Change Listing (S1075) 1075

. Page 1 of 2 oo 1-15 of 20 items

There are three standard Ad Hoc Report templates (Company, Employee, and Payroll) listed on the
screen.

3. Click the large plus sign in the header.
Enter a Report Name for the new report.
5.  Select a template on which to base the new report (the default template is Company).

Reports

H X

DEFINED REPORTS - REPORTSLIST

PUBLISHED REPORTS

AD HOC REPORTS

Report Name *

New Report Name

Select Adhoc Report Template

‘ Ad Hoc - Company (51153) M

Ad Hoc - Company (S1153)

Ad Hoc - Employee (51134)

Ad Hoc - Payroll (S1132)

6.  Click the Configure Report button, which becomes active when a template is selected.
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Reports

HX

FINED REFORTS mEscaTs ST
DEFINED REPORTS 4= REPORTS LS

T
2 Options for Employee Report (S1134)

Column 1D Column Tite
coLt Custom Employee Code
coL2 Last Name

coL3

First Name

oo ]
o Address1

o Auto Labor Ci Ed Group

o Auto Pay Shin

7. Click the buttons at the bottom of the screen to add or delete columns, or to move columns up or
down.
8. Click Add Fields to add a column to the table.
a. The column properties on the right-hand side of the screen become active.
b. Enter the information about the column being added.
c. Select the column values to define the information that will be populated in the columns.
9.

Click Apply Changes or Cancel Changes at the bottom of the Column properties sections.

The tabs contain parameters to set for generating the report. The number of tabs available is dependent
upon the type of report selected.

10.

Click the Sorting tab to set additional parameters for the report.
11.

Click the Save or Cancel symbol in the header when finished.

Editing an Existing Ad Hoc Report

1. Click the Reports menu to open.

Result: The Defined Reports screen opens.
Click Ad Hoc Reports in the menu bar.
Reports

+

DEFINED REPORTS

2.

Search for Report

e — Ad Hoc - Company-DBDT
T T

Choose options for this report
Ad Hoc - Company-DBDT (S1153) 153

Ad Hoc - Employee (S1134) 134

153

132 RUN REPORT oy

Demo Company Report (S1153)

Demo Payroll Report (51132)

1-40f4items
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Select the Ad Hoc report from the list that is to be edited.
Click Edit Report.

Make any changes to the report parameters.

Click Apply Changes.

Click the Save symbol in the header.

No vk w

Running an Ad Hoc Report

1. Click the Reports menu to open.
Result: The Defined Reports screen opens.
2. Click Ad Hoc Reports in the menu bar.

Reports
DEFINED REPORTS P
Search for Repor _ =
s Ad Hoc - Company-DBDT
T S T
Choose options for this report
Ad Hoc - Company-DBDT (S1153) 1153
Ad Hoc - Employee (S1134) 134 i
EDIT REPORT -
Demo Company Report (S1153) 153
Demo Payroll Report (S1132) 132
1-40f4items

3. Select the Ad Hoc report from the list.
Click the Run Report button.

Reports

R « = Options for Ad Hoc - Company-DBDT

PUBLISHED REPORTS

Address1 %
& items Address2
AOFELDS  DRETEFELDS MOVELP  NOVECOWN e e h
O City
o

CANCEL CHANGES

5. Click each tab to set up all report parameters.
6. When complete, click the Run this Report button on the Run Report tab.
Result: The system displays a confirmation message at the top right of the screen that your

report task has been added to the queue.
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7 Youtaskhas beenaddedtothe X
queue.

7. Open the Task Queue to view or print the report from the Task Queue once the Ad Hoc report is
generated.

Note: To create the report in Excel, save the file as an ASCII format and then convert it to Excel.

Ad Hoc Report Restrictions
Note the following restrictions concerning Ad Hoc reports:

e Report orientation is landscape only with a maximum of 133 bytes or characters.
¢ Reports may contain as many columns as can fit into a horizontal row of 133 characters.

Note: If a field is added that extends the row length beyond 133 characters, the report may or may not
execute. If it executes, truncation of all data beyond the 133rd character will take place.

e There is no word or column auto-wrap to the next line.
e The Output ASCII File Name and Add to Existing File features are not active.

e The Duplexing check box is active. If selected, and the printer supports duplex printing, output will
be printed on both.
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The Reports Menu - Appendix

Reports - Defined Reports

Report

401(K) Report (5215)

ACA Eligibility Analysis Report (52713)

ACA FTE Report (52711)

ACA Rule of Parity Test Report (52834)

Birthday Report (S457)

Certified Payroll Report (S518)

Check Reconciliation Report (5214)

Check Stub Detail Report (S2590)

Compensation Detail Report (5601)

Contact Report (S452)

Cover Letter Report (5193)

Cover Letter with Tax Report (S1082)

Direct Deposit Report (5211)

Employee Audit Report (S1075)

Employee Change Listing Report (5539)
Employee Change Listing Report (New) (S1075)
Employee HR Date Report (S457)

Employee Profiles Report (5263)

GL Export Report (S348)

General Ledger Report (5183)

HR Alert (S759)

Report

HR Mailing Labels (S449)
HR OSHA 300 Report (5462)

HR OSHA 300A Report (S567)

HR OSHA 301 Report (S451)

HR OSHA Injury Report by Cost (465)

HR OSHA Injury Report by Home Dept. (S453)
HR OSHA Report by Body Part Code (S466)
HR OSHA Report by Injury Code (S464)

HR OSHA Report by Status (S568)

HR Personnel Report (5463)

HR Veterans Report (S714)

HR Workers Compensation Code Report (5454)

Inactive Employees Report (52731)

Individual Earnings Report (S431)

Input Worksheet (S351)

Job Costing Report (5229)

Labor Distribution Report (New) (S1077)
New Hire Pending Report (5292)

New Job Costing Report (S554)

Payroll Register Report (5109)

Period Summary Report (S404)
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Report

HR EEO-1 Report (S455)

HR EEO-1 Section D Employment Data Report (5S1537)

HR EEO-4 Headcount Report (S566)

HR EEO Ethnic ID Report (S467)

HR EEO Standard Report (5450)

HR Emergency Listing by Emergency

HR Employee Review Report (S850)

Report

Personnel Register (S344)

Portrait Input Worksheet (5262)

Tax Notices Report (S341)

Tax Report for Payroll (5247)

Taxable Wages for Payroll Report (S236)

Time Off Register Report with Hours (S920)

Workers’ Compensation Report (5217)

For information about the parameters for particular reports, refer to the specific report document in the

Asure Customer Portal.

Reports - Published Reports

Column Name Description

Example

Check Date The date of the payroll from which the report  1/20/2015 — Check Date

was generated.

12/31/2014 — Tax Return

For Tax Returns, this is the last date entered Date
on the tax return screen when tax returns are

processed.
Run # The payroll run from which the report was 1,2, 3, etfc...
created. 0
Tax Returns will show a run number of 0
Check Period The batch period of the payroll for which this ~ 1/10/2014 — 1/16/2015
report was generated. Tax Returns will not
display a batch period.
Report # The Evolution report number for this report. S193, 8257, S356, etc....
Report Name The name of the report or tax return. Cover Letter, SUI Tax Wages

Type The type of document displayed

by Quarter, etc...
Report, Tax Return
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The Task Queue

The Task Queue contains all tasks for the current user. Tasks marked as read remain in the Task Queue
for three (3) days before they are automatically deleted by the system. Unread tasks remain in the Task
Queue for 10 days before they are automatically deleted by the system. ACH files and tax payments
remain in the Task Queue for 10 days, whether they have been viewed or not.

The Task Queue has a table view listing of tasks, which you can use to display report results or more
details about each task.

The Task Queue can be viewed from the Dashboard using the two navigation methods shown in the

Navigating Web Payroll section of this document, or by clicking the arrow in the bottom left-hand corner of
any screen in the application.

8] Asure -
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Result: The Task Queue opens listing the recent tasks run on the workstation.

To review the report results, select a task (row) in the Navigation Panel on the left-hand side of the
screen. The report results appear in the Preview pane in the right. In the screen above, the Preview Pane

shows a preview of The Cover Letter Report (S193). The Status shows as Finished Successfully in the
Navigation Panel.

If a task finishes with exceptions, those can also be viewed in the Preview section below the task list.
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My Task Queu

Search for Task.

Run Report
Todd . Ad Hoc - Employee #1134
A Finished with Warnings - Today 3-10PM

Run Report
BDazzl . nwe test #1134
A Finished with Warnings - Today 3:05 PM

Process Payrolls
BDazz1 Pr:9/12/2019-1
© Finished Successfully * Toda

Preprocess Payrolls
BDazz1 Pr:9/12/2019-1
@ Finished Successfully

Preprocess Payrolls
BDazz1 Pr:9/12/2019-1
@ Finished with Exceptions * Today 9:49 AM

Preprocess Payrolls
BDazz1 Pr:9/19/2019-1
@ Finished with Exceptions * &,

1D: 8741551

Preprocess Payrolls
BDazz1 Pr:9/19/2019-1
© Finished with Exceptions - 9

Preprocess Payrolls 10:8741549
BDazz1 Pr:9/19/2019-1
© Finished with Exceptions - 9/5

Run Report 1n:
BDazz1. Cover Letter

© Finished Successfully - 9/3/199:57 AM

Results Log
CO# BDazz1. Cover Letter

&) pownLoaD <+

e
ax
(%]
¢y

page 10of1

#BDazzl BDazzled Design Ltd. Cover Letter (S193)
Check Date : 09/05/2019-1
Period Range : 08/29/2019 TO 09/04/2019
Week Number : Week #36

These global notes display on the cover letter. The Cover Letter is a funding requirement report that includes total payroll
liability and billing. Individual notes may be added at the Company level.

Payroll Totals: # Checks
Total Regular Checks 10 13246.82
Total Direct Deposits 0 0.00
Total Manual Checks 0 0.00
Total 3rd Party Checks 0 0.00
Total Void Checks 0 0.00

To review the report results, select a task (row) in the Navigation Panel on the left-hand side of the
screen. The report results appear in the Preview pane in the right. In the screen above, the Preview Pane
shows a preview of The Cover Letter Report (S193). The Status shows as Finished Successfully in the

Navigation Panel.

If a task finishes with exceptions, those can also be viewed in the Preview section below the task list.

My Task Que Hi

Search for Task.

Todd . Ad Hoc - Employee #1134

A Finished with Warnings - Today 3

Run Report
BDazz1 . nwe test #1134
A Finished with Warnings - Today 3

s Payrolls
BDazz1 Pr:9/12/2019-1
© Finished Successfully - T

ayrolls
9/12/2019-1
© Finished Successfully * Today 9

Preprocess Payrolls
BDazz1 Pr:9/12/2019-1
@ Finished with Exceptions - Today 9

© Finished vith Exceptions * 9/5/19 437 M

Pre Payrolls
BDazz1Pr:9/19/2019-1
@ Finished with Exceptions * 9/5/19 £33 Pi

Preprocess Payrolls
BDazz1 Pr:9/19/2019-1
@ Finished with Exceptions - 9/5/19 432 P\

Run Report
BDazz1. Cover Letter
© Finished Successfully -

Exceptions Log

Error: "Employee #12 has a local tax, but does not have a corresponding state setup!” while Calculating check for EE #12 (9 of 16).

Company: #BDazz1 "BDazzled Design Ltd."

date/time 2019-09-09, 09:49:58, 635ms
computer name WIN-JDN5P5K6E4A
user name SYSTEM <admin>

operating system - Windows NT New build 9200

system language - English

system up ime - 166 days 19 hours

program up time : 4 days 10 hours

processors 2x Intel(R) Xeon(R) Platinum 8175M CPU @ 2.50GHz
physical memory - 2081/4036 MB (free/total)

free disk space ~ (C') 2.56 GB
display mode 1024x768, 32 bit
process id - $1a7c

allocated memory - 8363 MB
executable EvRequestProc exe
exec. date/time - 2019-08-13 11:08
version 93.05

madExcept version - 3.0b

calistack crc - $f60604e4, Seef41590, $921699c9

exception number - 6

exception class - ElnconsistentData

exception message - Error: "Employee #12 has a local tax, but does not have a corresponding state setup!” while Calculating check for EE #12 (9 of 16)... Company: #BDazz1 "BDazzled Design Lid."

Global TM: Async ProcessPayroll [09/09/19 09:49:49 979] ($1a18).
00c62aa8 EvRequestProc exe STaxCi 1800 +95 PreparePaTax

00c83744 EvRequestProc exe SGrossToNet 3462 +205 ProcessLocals

00c8e24c EvRequestProc.exe SGrossToNet 5135 +870 TevGenericGrossToNet Calculate
00cc9870 EvRequestProc.exe SPayrollCalcMod 7120 +13 TevPayrollCalculation. GrossToNet
00db6b34 EvRequestProc exe SProcessingEngine 1669 +456 DoMainProcessing

00dde412 EvRequestProc.exe SPayrollProcessingMod 266 +44 TevPayrollProcessing.ProcessPayroll
00a86d47 EvRequestProc. exe EvAsyncFunctMod 470 +10 TevAsyncFunctions.ProcessPayroll
00a7e9c0 EvRequestProc exe EvAsyncCall 237 +51 TevAsyncCalls ExecinThread

0047e146 EvRequestProc exe Classes 9372 +7 ThreadProc

004057a4 EvRequestProc.exe System 11554 +33 ThreadWrapper

00451e61 EvRequestProc exe madExcept CallThreadProcSafe

00451ed9 EvRequestProc.exe madExcept ThreadExceptFrame

77067c02 KERNEL32 dil BaseThreadInitThunk

>> created by Async Socket TM: Free Thread ($1970) at
005ee575 EvRequestProc exe isThreadManager

TTaskThread Create

Asure




E Asure Evolution Payroll Client User

in the upper right-hand corner of the screen to close the Task Queue and return to the
previous screen.

Note: a task might return any of the following tabs, which are only shown if applicable to the specific
task: Results / Exceptions / Warnings / Messages / Notes / Log.

Click Save to save a local copy of the Results / Exceptions / Warnings / Messages / Notes / Log.

* Saving can only be applied to the active tab.

Viewing/Downloading Reports

Users can view multiple reports that were run as part of processing the payroll, which enables the user to
download all reports, as a group, in a .zip file format.






