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Introduction

Welcome to the Evolution® Employee Set Up and Payroll Processing Reference
Manual! This manual is one part of an ongoing initiative to provide comprehensive
and user friendly learning tools and reference material for your Evolution®
software. This program gives you the dynamic tools with which to perform all
payroll, tax, and human resource functions for your business.

As we move forward and continue to develop more training tools and reference
materials for you to effectively use our products in your business, we consider you
our partner in communicating your experiences to help us create the best products
and materials possible.

Overall Goals and Objectives

Our goals and objectives are to provide comprehensive training tools and resource
materials to assist you in using Evolution® effectively.

® Set up new employees in Evolution® for your companies.

o Utilize the functionalities listed in the user manual to perform all the tasks
associated with employee set up.

® C(Create payrolls for your companies utilizing the functionalities listed in the user
manual to do the following:

o Enter all the unique data for individual employees to set up their payroll
information

o Verify all company payroll totals
o Process all of a company’s payroll accurately and in a timely fashion

o Review payroll register reports for final accuracy verification
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Adding an Employee

To add a new employee, go to Employee-Employee.
1. Click on the EE Entry tab.

2. Click the green plus O key located at the top left hand side of the screen or Alt-
Insert. This will give you a blank employee screen.

**You will notice that some of the field labels are bold red. Any field that has a “Red”

asterisk next to the blank field is a required field and must have data entered into that field
to be able to successfully save the data.

**To move around from field to field in all employee screens, use your Tab key.

**(Once you have entered all the necessary data, click the Green Check mark s or F10

to save and the Green stack of coins to commit. e These are located in the top right
hand corner of your screen.
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3. SSN - You must always put in the social security number prior to trying to enter
data into any other field. When typing in the number the system will place the dashes
in for you.

4. EE Code — All employees must have an EE Code, or an Employee ID number.
This number is unique to that employee. The system may be defaulted to give you
the next available number.

**If you are using any type of payroll imports, for example Time Clock Imports,
this number must match the ID # of the employee in your other system.

5. Name/Address/Phone/DOB - Complete the necessaty fields to enter the
employee, again focusing on filling in the required Red fields.

6. Gender — You must select Male or Female gender for your employee as this is now
required on all Quarterly Unemployment Returns

7. DBDT - Even though the Division, Branch, Department and Team (or DBDT)
tields are not red, your company may have specifically been set up to use these fields.
To select the correct DBDT click on the DBDT Picker or FF4 and it will bring up

what has been set up for your company. &5 Assign D/B/D/T Select the
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correct DBDT for this employee then click select and you will see that DBDT now
loaded on the employee.

**[f you need 2 new DBDT added to the list, you must contact your Client Service
Representative for assistance.

8. Hire Date - Enter in the correct Current Hire Date for the employee. You should
also enter in an Original Hire Date.

9. Pay Frequency — Your default pay frequency has been set up on your company and
all employees will default to that frequency. If you are using multiple pay
trequencies, select the correct frequency for that employee.

10. Salary Amount — If your employee is a salary paid employee, enter in the per pay
period salary amount here. If they are not salary, leave this blank.

11. Average Hours — This will take a salary amount and divide it out to come up with
an hourly rate. Normally you would always leave this at the default of 0.00 to
prevent data entry errors in payroll.

12. Rate Number — This is always a 1. Please refer to the Additional Pay Rate section
for information on how to set up multiple rates.

13.Standard Hours — Any hours put in this field will automatically pull into the payroll.
This is used for employees in which you want to consistently pay them the same
number of hours each payroll.
**]f you are using a Time Clock Import, be very careful that you are not putting Standard
Hours on an employee that will also have hours in the time clock.

14.Rate Amount — Enter in the employee’s houtly rate. If they are a salaried employee,
this should always be 0.00.

15.Pay Grade — This is an HR Module field to be used only if you have the Evolution
HR Module.

16.Default WC — If you are using Workers Comp, please select the correct code for
this employee.

17.Default Job — If you are using Job Costing, please select the correct code for this
employee.

18.Federal Marital Status — Select the appropriate Status as per the employee’s W4.

19.Federal Dependents — Enter the correct number of dependents per the employee’s
W4. If the employee has marked Exempt in line 7, you need to enter 99 as the
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number of dependents. A W4 that indicates an exempt status generally means not to
deduct federal withholding tax; it doesn’t necessarily mean that the employee is
exempt from federal taxable wages.

20.State — This is the state that the employee works in and is needed for Withholding
purposes.

**If the employee is living in one state, but working in another state you have the
option of withholding income tax for both those states. Please see the section on
Reciprocal State Setups for details. Be aware that you must apply for Tax
Withholding ID’s for any state in which you will have tax withholdings.

21.SDI — State Disability Insurance - This is the state that the employee needs to
have for SDI purposes. If the state(s) that your company has ID#’s for does not
have an SDI, you still need to pull in a state for this field.

22.SUI — State Unemployment Insurance - This is the state that the employee’s
wages are getting reported to for unemployment reasons. This state should relate to
the state in which an employee works.

**Be aware that there are different rules for certain types of employees such as
Sales People. If you are unsure how to set up an employee, please contact the
PayData Tax Department for documentation to allow you to make the best
decision on the set up prior to paying any wages to an employee.

23.State Marital Status — Select the appropriate Status as per the employee’s State W4.
If the applicable state does not have a specific W4 form, use the status from the
Federal W4.

24. State Dependents - Enter the correct number of dependents per the employee’s
State W4. If the applicable state does not have a specific W4, use the number of
dependents per the Federal W4 form. If the employee has marked Exempt in line 7,
you need to enter 99 as the number of dependents. A W4 that indicates an exempt
status generally means to not deduct state withholding tax; it doesn’t necessarily
mean that the employee is exempt from state taxable wages.

25.Reciprocal Method — Please refer to the section on setting up Reciprocal States.
26.Reciprocal State — Please refer to the section on setting up Reciprocal States
27.Locals — If the employee is subject to a Local Tax Withholding, click on the Locals

button to get the list of available locals. Please refer to the section on setting up a
local for additional information.
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Entering Notes on an Employee

A Payroll Note is viewable from the Payroll — Check screens as well as the Employee —
Employee screen. A General Note is only viewable from the Employee — Employee screen.

The Payroll Note field should be used for reminders of something that needs to happen in
payroll entry: take a one-time deduction, pay out a retro pay, etc.

The General Note field is typically used to log data that the employer might want to view in the
future: Notes about an employee’s termination, dates of pay increases, etc.

To enter either Payroll Notes or General Notes on an employee, go to Employee-Employee.
1. Select the employee to which you are adding the notes.

2. Click on the Notes tab.

3. Determine if you are entering Payroll Notes or General Notes and enter the data in the
appropriate area.
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Once you have entered all the necessary data, click the Green Check mark @ to

save and the Green stack of coins to commit. Q These are located in the top
right hand corner of your screen.
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Adding Additional Taxes to an Employee

Additional Federal Taxes

To add additional Federal tax to an employee, go to Employee-Employee.

Select the employee you are working on.
Click on the Federal Tax tab.

Override Fed Tax Type — Select the option you would like.

Regular Amount — Will take only what is in the Override Fed Tax Value and not
look at what the employee is claiming for Status and Dependents

Regular Percent — Will take only the percentage in the Override Fed Tax Value
and not look at what the employee is claiming for Status and Dependents
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* Additional Amount — Will take the amount in the Override Fed Tax Value on
top of what is already being calculated based on what the employee is claiming for
Status and Dependents.

* Additional Percent — Will take the percentage in the Override  Fed Tax Value
on top of what is already being calculated based on what the employee is claiming
for Status and Dependents.

* None — You want the system to only look at what the employee is claiming for
Status and Dependents and not do any types of overrides.

4. Override Fed Tax Value — Enter in the amount or percent you want.
Percentages should be put in as whole numbers, i.e. 10% should be entered as 10.

5. EIC — If your employee has provided you with a W5 form, select the appropriate
option by clicking on the drop down arrow. Remember that a new W5 form must
be filled out each year.
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Once you have entered all the necessary data, click the Green Check mark g or F10 to

save and the Green stack of coins to commit. g These are located in the top right
hand corner of your screen.
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Additional State Taxes

To add additional State tax to an employee, go to Employee-States.

1. While on the Browse tab, select the employee in which you are adding
additional state tax.

2. Click on the Tax Override Tab.

3. Opverride State Tax Type — Select the option you would like.

* Regular Amount — Will take only what is in the Override State Tax Value
and not look at what the employee is claiming for Status and Dependents

* Regular Percent — Will take only the percentage in the Override State Tax
Value and not look at what the employee is claiming for Status and
Dependents

* Additional Amount — Will take the amount in the Override State Tax
Value on top of what is already being calculated based on what the
employee is claiming for Status and Dependents.

* Additional Percent — Will take the percentage in the Override State Tax
Value on top of what is already being calculated based on  What the
employee is claiming for Status and Dependents.

= None — You want the system to only look at what the employee is
claiming for Status and Dependents and not do any types of overrides.

4. Override State Tax Value — Enter in the amount or percent you want.

Percentages should be put in as whole numbers, i.e. 10% should be entered as
10. Dollar amounts should be entered in dollar amounts, i.e. 10.00.

Last Updated 1/15/2013 12



T| ps : E L EE CODE I:EI_I MPANY : Only Flc-r Testing '
000-00-1234 EL CLIENT 0002 Test Company #2

v||Ti|:|SE|_ v| Priar | Mest |

i) Browsel Detalls -/ Overides |

Owemde State Tax Type* Use Effective Dates to Change Tax Statuses
|None j| —State Exempt or Block
Oweride State Tax Value " Exempt ™ Block @ Include
| | —EE SDI
Owernide State Minimum Wage ¢ Exempt £ Black ‘o itk
| | —EE 501
= Exempt £ Black * |nclude
£ Exermpt = Black % |nclude
Calculate SUI Taxable \wWages*———————
(r‘ Yes & No ER SUI
" Exempt " Block * Include

Once you have entered all the necessary data, click the Green Check mark 0 or FF10 to

save and the Green stack of coins to commit. 9 These are located in the top right
hand corner of your screen.
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Adding a State to an Employee

To Add state to an employee you must start out under Employee-States.

1. While on the Browse tab, select the employee.
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2. Either double click on their name or go to the Details tab at the top.

-

3. Once you are on the Details tab click on the green plus key t;’ to add another
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4. Go to the bottom of the screen to the State, SDI and SUI fields. Pull in the new
state on all three fields. If this state is not available to pick, than you do not
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currently have an ID # established. Please contact the PayData Tax Department
for assistance.

5. Enter the number of Withholding Allowances and choose the correct Marital
Status for the employee. Remember, marital status options differ by state. If you
are not sure what to choose, confirm with the employee and/or state.

6. Click the Green Check mark @ to save. This is located in the top right hand

corner of your screen.

7. Go back to the red field that says Home State. Change this to be the new state.
Confirm that this is the state where the employee’s wages are earned NOT the
employee’s resident state.

8. Once you have entered all the necessary data, click the Green Check mark 4 to

save and the Green stack of coins to commit. ¢ These are located in the top
right hand corner of your screen.
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Working for you

Setting up a Reciprocal State for an Employee

To set up a Reciprocal state for an employee you must start out under Employee-
States.

1. While on the Browse tab, select the employee.
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4. Go to the bottom of the screen to the State, SDI and SUI fields. Pull in the new
state on all three fields. If this state is not available to pick, than you do not
currently have an ID # established. Please contact the PayData Tax Department
for assistance.

5. Enter the number of Withholding Allowances and choose the correct Marital
Status for the employee. Remember, marital status options differ by state. If you
are not sure what to choose, confirm with the employee and/or state.

6. Click the Green Check mark @ to save. This is located in the top right hand

corner of your screen.

7. Go back to the red field that says Home State. Confirm that this is the state
where the employee’s wages are earned NOT the employee’s resident state.

Now you are ready to assign the reciprocation flags to each of the states.
8. In the grid, click on the state which is the HOME, (state where wages are earned).

In the Reciprocal Method pull in the desired option. In the Reciprocal State field,
pull in the RESIDENT state.
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9. In the grid, click on the state which is the RESIDENT state, (state where EE lives).
The Reciprocal Method should always remain “Take None” and the Reciprocal
State should always be blank.
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10. Once you have entered all the necessary data, click the Green Check mark @ to

save and the Green stack of coins to commit. g These are located in the top
right hand corner of your screen.
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Adding Local Taxes to an Employee

To add a local tax to an employee you must start out under Employee-Locals.

1. While on the Browse tab, select the employee.

2. Either double click on the employee name or go to the Details tab at the top.

3. Once you are on the Details tab click on the green plus key tﬁ to add a local tax.
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4. Find the red field called Local and click in the drop down box. Select the locality

that you would like to add to this employee.
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5. You now have the option to override the default set ups on this employee. If
applicable, go through the fields and pull in the override tax amounts and taxation.
If you are unsure what you should be pulling into these fields, contact the PayData
Tax Department for assistance.

6. Local Enabled - means that the local will be active on the employee.

7. Deduct — means you want the local deduction to happen every time, never, or
have no overrides taken.

8. Include pretax deductions in tax wages — means if you want to include the
pretax deductions in your calculations. You should always go with the system
defaults.

9. Once you have entered all the necessary data, click the Green Check mark 4 to

save and the Green stack of coins to commit. # These are located in the top
right hand corner of your screen.

**You need to be extremely cautious concerning overriding of taxes. Some
local taxes are based on a percentage of earnings and, if overridden, will require
corrections to be done to fix incorrect tax withholdings. Any questions
concerning local taxes should be immediately directed to the PayData Tax
Department for assistance.**

Last Updated 1/15/2013 21



PAY DATA

Working for you.

Adding an Additional Rate of Pay to an Employee

To add an additional rate of pay to an employee you must start out under Employee-Pay
rate info.

1. While on the Browse tab, select the employee.
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| 107 Lacavelier innie ano-01-omo7 Aictive
| 110 Lacaveler Vincent 000000110 Active
| 293 Dear Jon 234867890 Active
| 296 Builder EBob 000000296 Active
| 300 Shmos Joe 088962316 Actve
| 555 Exemptee Test BA5-44-3333 Active

RFANT Healtheare 112.09.9999 birtive

2. Either double click on their name or go to the Details tab at the top.

R

3. Once you are on the Details tab click on the green plus key w to add another

rate.

Frimary Rate* Fate Humber®=  Rate Amount*
i Wes ¥ ND—" 2|| |:|_|:||:||

4. The system will default the Primary Rate to NO and the Rate Number to the next
available number for this employee.

5. Enter the rate for this employee in the Rate Amount field.

6. Once you have entered all the necessary data, click the Green Check mark @ to

save and the Green stack of coins to commit. 9 These are located in the top
right hand corner of your screen.
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PAY DATA

Working for you.

Adding an Override Department to an Additional Rate of Pay

To add an additional rate of pay to an employee you must start out under Employee-Pay
rate info.

1. ** Please be aware that any department assigned to a specific rate on this
screen, can not be overridden in payroll check lines. **
2. While on the Browse tab, select the employee.

[eRclclo/e[olele]eel: ool

Doe Jane EE CODE COMPA Only For Testing
3

457_75-6666 80 C Test Company #2

E - HDoaJane L - | Prriar | et | Update Rates or 5 alaries |

EE Browse | Delailsl

Browse
& Op=n Compary | i Open By D/B/D/T/PG | & Open By EE#SSN Name [T Shaw Rlemoved EEs
Emporee

g Number '|Name |L 3 EE Code 'lLast Name |F\rsl Name |M\|SSN |Stalus |

B 0002 Only For Testing 34 Last First Active

B | I P S "
| 92| Testing Testing 2 Active
| 99 Test Test 000000333 Active
| E1 Tips E1 000-00-4321 Active
| EC Tips EC 000-00-3211 Active
| EE Tips EEK 000-00-5555  Active
| EL Tipz EL 000-00-1234  Active
| 107 Lacavelier innie ano-01-omo7 Aictive
| 110 Lacaveler Vincent 000000110 Active
| 293 Dear Jon 234867890 Active
| 296 Builder EBob 000000296 Active
| 300 Shmos Joe 088962316 Actve
| 555 Exemptee Test BA5-44-3333 Active

RFANT Healtheare 112.09.9999 birtive

3. Either double click on the employee’s name or go to the Details tab at the top.

4. You will see a grid in the middle of your screen. Highlight the rate to which you
want to add an override department.
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ool olololoele]ole)

Doe. Jane EE CODE COMPANY 0002 Only For Testing
; 80 CLIENT 0002 Test Company #2

'\.-'1_/'_.' s

457_75 6666

i |BD - ||DDE Jane L Eriar | Mext | |pdate Rates or Salaries |

ﬁ Browse Details |

Saary fomation

L

Salany Amount Standard Hours “wiage Limit Faize [1ate Fiaize Fate

| 000 | o0l | | W = | |
Annualized Salary  Pay Frequency®= W age Limit Frequency R aize Amount Fay Frequency

| | |Bi-WeekI_l,l EI |f-‘mnual E‘ | | |Week|_u j|
Average Hours Calc Annual Salam Raize % Auto update rate
|0.00 | |000 " Yes Nnr|

Override Information

3 Fate Murber ~ |Rate Amaount ;I g Assign D/B/D/T I
1 18.00 Divizion | | | |
I T (.. I |
Department | | | |
e Team | | | |
Frimary Rate* Rate Mumber*=  Rate Amount® Jobz Mumber
|Vr‘ Yes & Mo | | 2| [15.00 || []
‘Workers Comp
Code Poszition for Pay Grade
| H | | ]
Descrption State Fay Grade
| | ||| ]

5. Underneath the grid, next to the field Team, you will see the DBDT Picker.

&5 Assign D/B/D/T Click on this button or hit the F4 key and it will bring
up your Department Listing. Highlight the one you want and click Select to pull
this onto the rate.

6. Once you have entered all the necessary data, click the Green Check mark 0 to

save and the Green Stack of coins to commit. 9 These are located in the top
right hand corner of your screen.
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PAY DATA

Working for you.

Terminating an Employee

To terminate an employee, go to Employee-Employee.

1. While on the Browse tab, select the employee you want to terminate.

Q- w00 0060 0o Vwie e

Last, First Y Only For Testing

013-49-6736 A Test Company #2

|34 - | |Last First b - | Prior | Nest |

Browse

£ Open Compary | % Open By D/B/D/T/PG | & Open By EE# 55N Name| [~ Remaved EEs

Enpiore

g Mumber '|Name |L g EE Code - |Last Name First Mame MI|55H Status

(#0002 Only For Testing » 34| Last M |013-49-6736
80 Doe Jane L 452-25-BBBE  Active
92 Testing Testing 2 A | 002-84-8076 Active
93 Test Test 000-00-0993  Active
E1 Tips E1 000-00-4321 Aclive
EC Tips EC 000-00-3211 Aclive
EK Tips EK. 000-00-5555 Active
EL Tips EL 000-00-1234  Aclive

2. Either double click on their name or go to the EE Entry tab at the top.

3. Once you are on the EE Entry tab, look in the Hire Status column and find the
field Current Status Code. This should currently be ACTIVE.

Hire Status

Current Hire Diate* Original Hire D ate

|5/29/2005 | =

Current Term D ate Eligible for Behire*

1243172012 e =

Current Statuz Code*

[omae: =l

4. In the drop down box select the new status for that employee.
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5. Above the Current Status Code field is the Current Termination Date. Fill in
the applicable leave date for this employee.

6. Once you have entered all the necessary data, click the Green Check mark L4 to

save or F10 and the Green stack of coins to commit. = These are located in the
top right hand corner of your screen.
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PAY DATA

Working for you.

Reactivating a Terminated Employee

To reactivate a terminated employee, go to Employee-Employee.

1. While on the Browse tab, click on the E button that is located next to the EE
Code Heading. This will open the Employee Filter Box.

2= Filter records to view =10 x|

Enter text to use to filter records.

Field names Filter

EE Code |

Lazt Mame

Firgt Mame

MI

S5M

Statuz ACTIWE

78 Clear al | [ Mot [ ExactMatch F Ok % Cancel |

2. You will see in the field marked Status, the word ACTIVE is listed in the filter.

Click on the L2l a1 on at the bottom and it will remove the ACTIVE
from the Status box.

3. Click the E button at the bottom and you will be back on the Browse tab.
You will now be able to see all employees regardless of their status.

4. Find the employee in the list and either double click on their name or go to the EE
Entry tab at the top.
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5. Once you are on the EE Entry tab, look in the second column and find the field
Current Hire Date. Enter the employee’s Re-Hire date in the Current Hire Date
tield. You can keep the Original Hire Date their original date of hire.

6. Then move down to the Current Termination Date and remove the date for this
employee.

7. Now you are ready to change the Current Status Code. Using the drop down box,
select the new status for the employee.

Current Hire Diate* Original Hire D ate

|5/29/2005 | =

Current Term D ate Eligible for Behire*

1243172012 e =

Current Statuz Code*

[omae: =l

**Be aware that if you are having the Evolution software calculate Time Off
Accruals, changing the Current Hire Date may affect the rate at which the
employee accrues. Please refer to the section on Time Off Accruals for details.

8. New Hire Report - Go to the Details Tab and change the New Hire Report Sent
tield to Pending.

9. Once you have entered all the necessary data, click the Green Check mark o or

F10 to save, and the Green stack of coins to commit. g These are located in
the top right hand corner of your screen.

10.You will now be asked by the system if this employee is a rehire. Click Yes and you
will be prompted to review specific employee data that was previously setup for
this employee.

Evolution __ x|

@ Iz thiz a rehire?
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roation

@ Do pou want o zee a report of which Emplopee details are set up that should be reviewed?

Employee details to review for employee Blake Testhamilton [Ed |-

Employee details to review for employee #1. Blake
IT esthamilton . Co #0002, Only For Testing:
Scheduled E/Dsz

Direct Deposits

Child Support Cases

Pay Rates

States

Locals

Time Off Accrual L

By | || RO

**¥When reactivating a terminated employee all of their previous settings will
also be reactivated. This includes any Scheduled Earnings or Deductions,
Direct Deposits, Time Off Accrual, etc. Make sure you completely review the
entire employee set up to make sure that the system is current.
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PAY DATA

Working for you.

Adding Workers Comp to an Employee

To add Workers Comp to an employee, go to Employee-Employee
1. From the Browse tab, select the employee.

2. Click on the EE Entry tab.

™ 1 aoms B Q 0 L= 2 Sx

Doe y Jane EE CODE i 2 Only For Testing

45225 G666 80 -LIEM 7 Test Company #2

|SD v||DoeJaneL v| & Frior | b Menxt |

Eriore

‘ e W W WO O S| &

S5 = EE Code= Pay Frequency= Standard Hours Federal Marital Status=
[452-25-8888 I[ 80| [Biweekly =] 0.0 & Single " Married
Last Name = S alary Armount Average Hours Federal Dependents >
[Doe | | 00| | non| | 0|
First Name= bl Fiate Murmber= Fiate Amount*
|Jane || | | 1]] 1800
Address 1= Slele
[t e | - -
Address 2
| | Pasition for Pay Grade Pay Grade kil j
Ciy= State= Zip= | =l | ER
|Bur||ngt0n | |\‘rT | |U54E|1 | Pasition Status = Healthcare Coverage ™ hl ; j
Frirnary Phohe ext County |N.-"A j| |N0 ER Paid Ins/Mat E|I§j| sligig\Mlad Stclue— sl

| | | | | Dependent Coverage Available  Eligible for Benefits |M j| | - |
Date of Bith Gender* Mo a7 i "
22211322 =] [Femate =l | | =l 8 Assign Locae |
Ethnicity= Tribe ‘whork At Home
|Tw0 or More Races j” | " Yes & No

& Assion D/B/D/T

Recipracal Methad*

Hire Status

|
Divigion | | ‘ | |Take Mone j|
Current Hire Date ™ Original Hire [1ate Branch | i | ‘Branch o | HEChIOCHd
[2/22/2011 = [ Department | w0 ] o0 | | |
Current Termn Date Eligible for Rehire = T | | ‘ |
|E e jHYES j| Default W C  Description State
urent Status Code =] [Clerical Otfce | [v1 |

Default Job

=

3. Once you are in the EE Entry tab, look toward the bottom of the second column.
You will find a field called Default WC.

4. From the pull down menu, select the appropriate Workers Comp code for that
employee.
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5. Once you have entered all the necessary data, click the Green Check mark 4 or

F10 to save, and the Yellow Sun to commit. L4 These are located in the top
right hand corner of your screen.

** If an employee has a Workers Comp code that you do not see in the drop down
box, please call your Client Service Representative for further assistance.
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PAY DATA

Working for you.

Adding Workers Comp to Multiple Rates

**Before utilizing this option please remember that Workers Comp codes that are
assigned to specific rates will always override the workers comp code setup on the

employee. And these workers comp codes can not be overridden on the payroll

check lines. **

To add Workers Comp to multiple rates go to Employee-Pay Rate Info

1. While on the Browse tab, choose the employee you want to add the Workers

Comp code to.

2. Click on the Details Tab at the top of the screen.

Doe, Jane EECODE  COMPANY 0002 Only For Testing
il 80 CLENT 0002 Test Company #2

|SD - ||Doe Jane L hd | Frior | Next | Update Rates or Salaries |

EE Brovse DBta"Sl

Saary riomatr

Salary Amount Standard Hours ‘whage Limit Raize Date Raize Rate

| 000 | 000 | | W | H | |
Annualized Salary  Pay Frequency®  “Wage Limit Frequency Raize Amount Pay Frequency

| | |Bi-WeekIy jl |Annual jl | | |\'\.:"eek|}I jl
Average Hours Cale Annual 5 alary Raize % Auto update rate
|U.UU | |U.UU | © Yes % Mo s-‘

Override Information

3 Rate Mumber = | Rate Amaunt |d g Aigsign D/B/D/T |
1 18.00 Divigion | | | |
T | . | |
Department | | | |

= Team | | | |

I'F'rimary Fate= Fate Mumber®  Rate Amaount Jobs Mumber

€ Yes & Mo | | 2] | 1500] | =l
‘Workers Comp

Code Pozition for Pay Grade

8742 H | | [
Description State Pap Grade

| Salesman-Outside | |\-"T | | j|
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3. On the rate grid in the center of the screen you will see the different rates of pay

for that employee.
4. Choose the rate amount you want to attach the Workers Comp code to.

5. Toward the bottom of the screen you will see a field called Workers Comp
Code.

6. In the pull down menu choose the appropriate Workers Comp Code.

7. Click the Green Check mark L4 or F10 to save, and the Yellow Sun to

Commit. | &2 These ate located in the top right hand corner of your
screen.

8. To attach another Workers Comp code to a different rate of pay for this
employee, repeat steps 3 through 7.

** Jf an employee has a Workers Comp code that you don't see in the drop

down box, please call your Client Service Representative to set it up for you.
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PAY DATA

Working for you.

Scheduled E/Ds

Setting up a new Recurring Earning

To set up a new recurring earning start in Employee — Scheduled E/Ds.

1. From either the Browse Tab or by using the employee drop down boxes at the top,
select the employee you are working with.

2. Click on the Browse Scheduled E/Ds tab and verify that the code you are using is
not already set up on that employee.

**If the code is already set up, go directly to step #11. Do not set up the same
code twice as this will result in an error and possible loss of newly added data
that has not yet been committed.

3. Click the tﬁ key or Alt-Insert to add the new E/D Code.

Exem ptee . Test Only For Testing

555-44-3333 Test Company #2

E/D Code; E22 Type: M1
Desc: Total ¥acation

|55

- | |Exemptee Test

Eﬁ Browsel I~ Browse Scheduled E/Ds Details ||_="! Advancedl I":d DirectDepositsl f;.j Child 5uppart Easesl

Carming | Doducion Code Desinaon Dt
E/D Code* Frequency* Agency
E22 j Total Y acation |E\"9L'r' Pay j| | j|
Month #* Wwhich Payrolls= Child Support Caze
Calculation |N0ne j' |A" j' | jl
ective Start Date* echive End D ate arnizhment/Loan
Effective Start D Effective End D Garnizhment/Loan D
Calculation Method* E/D Group |8’J5’J2003 d| | j| | |
|F|ate *Hours j| | j|
Amount % Percentage
| 1.00] | Black Week 1 EE Direct Deposit
= | :
Always Pay/Deduct> Deductions to zero* = ° | Jl
Al Payrolls j % ‘es  No Block Week Deduct whole Check =
Pricrity Multiple Scheduled E/D Group  Yes & No ‘ O Yes @ Ne
| 2| [ ] Take Hore P
Black Wk 3 S
 Yes & No ‘ | |
: & Block week 4
Compary Benefit Compary Benefit Rate T
g i | | [ |
Employee Benﬂ Block week 5§ 23 Employes |
ﬂ' HR Employes Benefits |
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4. Under E/D Code, select the earning you would like to setup.

5. Under calculation method select the appropriate method for this code. In most
cases, this will be Fixed.

6. Under either Amount or %, depending on the calculation method chosen, enter the
amount or % that you would like the employee to receive.

7. Under frequency, select how often you would like the employee to receive this
earning. If you are using Quarterly, Semi-Annual, Annual or User Entered, you will
need to fill in the Month # and Which Payrolls field so the system is able to pay
these earnings in the appropriate payroll(s).

8. Enter a valid Effective Start Date on this code, as it is a required red field. If you
are setting this up for a future date, please make sure you change your Effective
Start Date to the date you want this earning to start.

**When deciding what date to enter, remember that the system is based on Check
Date, not Pay Period Dates. For example if you put the Effective Start Date as
08/22/2007 and the payroll has a pay date of 08/24/2007 with pay period dates
from 08/12/2007 to 08/18/2007, the code will be brought into that payroll even
though the pay period does not cover that date.

9. Toward the bottom of the third column, in the Always Pay/Deduct field, you will
want to choose either None or Current Payrolls.
® None — By choosing this option, it will only pay the employee this recurring
earning if they are also receiving other income.
® Current Payrolls — This option will force the payment to be made to the
employee regardless of whether or not they are receiving any additional
compensation.

10. Click the green check 4 ot F10 to save and the Green stack of coins | &2 to

commit these changes.

11.1f the code is already set up, go directly to the Details 1 tab and review the data on
this screen for accuracy. If changes are necessary, click on the field that you want
to change and enter in the new data.

12.1f the code was used at one point and stopped, you will see that the Effective End
Date is filled in with a date. To remove this date, click in the field so that the date
is highlighted and click the Delete key on your key board. This will remove the
date.
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13.Go to the Details 2 tab to verify the data on this screen. Again, if the data needs to
be removed, click on the field and click the Delete key on your keyboard.

14. Click the green check g or F10 to save and the Green stack of coins @ to
commit these changes.

Setting up a new recurring Deduction

If you are setting up a pension, child support, direct deposit, or insurance deduction using the
Benefit Tables, please refer to the sections that deal with those codes specifically.

To set up a new recurring deduction, start in Employee — Scheduled E/Ds.

1. From either the Browse Tab or by using the employee drop down boxes at the top,
select the employee you are working with.

2. Click on the Browse Scheduled E/Ds tab and verify that the code you are using is
not already set up on that employee.

**]f the code is already set up, go directly to step #13. Do not set up the same

code twice as this will result in an error and possible loss of newly added data
that has not yet been committed.

3. Click the @ key or Alt-Insert to add the new E/D Code.

== - o= = = ] il el | [l B

Shmoe Joe EE CODE Co Y 0002 Only For Testing

300 CLIENT 0002 Test Company #2

E/D Code: DO3 Tepe: DL

_|SDD vHStheJUe 'l & Brior | o Mext | Remove E/D | i S b s

Bﬁ Browsal = Browse Scheduled E/Ds Details |'_=} Advancedl |':5 DirectDestitsl .5;_) Child Support Casesl

Eaming | Deducion Code Desinaion Do
E/D Code* Frequency > Agency
5125 Insurance Every Scheduled Pay j | j'
Manth #= Which Paprolls * Child Support Caze
Calculation |Nme j' |A" j‘ | j'
Effective Start D ate= Effective End D ate GarmishmentLoan D

Calculation Method = E/D Group |3;2032002 ﬂ' || j‘ | |
[Fired = I
Armnount % Percentage
| 1250 | | | Elock ‘week 1 EE Direct Deposit

- o |
Alwayz Pap/Deduct= Deductions ta zero™ s L | j'
Mo j |7(: Yes £ No Elock Week Deduct Whale Check*
Priority Multiple Scheduled E/D Group £ Yes & No | " es & No

: []

| | | | Block Week Take Home Pay

 Yes & Mo | | |

G : Elock ek 4
|Compan}l Benefit J| |Company Benefit B ate J| o & Na |
Employee Benefit Block week 5 o3 Erployee |
— T * c |
ﬂ' HF Employes Benefits |

4. Under E/D Code, select the deduction you would like to setup.
Last Updated 1/15/2013 36



5. Under calculation method select the appropriate method for this code.

6. Under either Amount or %, depending on the calculation method chosen, enter the
amount or % that you would like to deduct from the employee.

7. The Frequency should default for you, but always make sure you verify that it is
correct. If you are using Quarterly, Semi-Annual, Annual or User Entered, you will
need to fill in the Month # and Which Payrolls field so the system is able to deduct
these earnings in the appropriate payroll(s).

**The two most common frequencies are Every Pay and Every Scheduled Pay.
It is important that you understand how the difference between these two
options will affect how you create your payrolls.

® Every Pay — This code will pull into every payroll that you create, regardless of
whether it is your normally scheduled payroll or a special payroll run.

¢ Every Scheduled Pay — This code will only pull into your normally scheduled
payrolls. For example, if you run payroll bi-weekly, it will only pull into the
standard 26 payrolls in a year.

8. If you are setting up a code that is a calculation on other earnings and/or
deductions, i.e. Pensions, you will most likely need to attach an E/D Group for the
code to look at.

**In most cases, these groups will default on the deduction code so you will not
be required to pull this in manually. Feel free to contact your Client Service
Representative if you are unsure if you need to be using an E/D Group.

9. In some cases the money you deduct from an employee needs to be paid to a third
party organization, i.e. Child Support, Garnishment, Insurance, etc. In the Agency
tield, select the third party that this money needs to go to. If you do not see an
option for the specific third party that you are looking for, contact your Client
Service Representative for assistance.

10. Enter a valid Effective Start Date on this code, as it is a required red field. If you
are setting this up for a future date, please make sure you change your Effective
Start Date to the date you want this earning to start.

**When deciding what date to enter, remember that the system is based on Check
Dates, not Pay Period Dates. For example if you put the Effective Start Date as
08/22/2007 and the payroll has a pay date of 08/24/2007 and pay period dates
from 08/12/2007 to 08/18/2007, the code will be brought into that payroll even
though the pay period does not cover that date.
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11.1f you run payroll on a weekly or bi-weekly basis please be aware that there are
some months in the year that you will run an extra payroll. This payroll will always
occur in the 5" calendar week of 2 month. If you have done calculations so the
deductions come out only 4 times a month for weekly payrolls or 2 times a month
tor bi-weekly payrolls, you will need to mark Block Week 5 as Yes.

12.1f the set up is correct, click the green check 4 or F10 to save and the Green

stack of coins = to commit these changes.

13.1f the code is already set up, go directly to the Details 1 tab and review the data on
this screen for accuracy. If changes are necessary, click on the field that you want
to change and enter in the new data.

14.1f the code was used at one point and then stopped, you will see that the Effective
End Date is filled in with a date. To remove this date, click in the field so that the
date is highlighted and click the Delete key on your keyboard. This will remove the
date.

15. Go to the Details 2 tab to verify the data on this screen. Again, if the data needs to
be removed, click on the field and click the Delete key on your keyboard.

16. Click the green check 4 ot F10 to save and the Green stack of coins | &2 to
commit these changes.

Stopping a recurring Earning or Deduction

Regardless of whether you need to stop a recurring earning, child support deductions, pension,
insurance, direct deposit, or a miscellaneous deduction, the steps are exactly the same.

To stop a recurring deduction, etc., start in Employee — Scheduled E/Ds.

1. From either the Browse Tab or by using the employee drop down boxes at the top,
select the employee you are working with.

2. Click on the Browse Scheduled E/Ds tab and highlight the code you need to stop.

3. Click on the Details 1 Tab
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S h moe J oe EE CODE MY 0002 Only For Testing

888-96-2315 300 NT 0002 Test Company #2

E+/D Code: DO3 Type: DL

300 v|[ShmosJoe - Piior | Mew | RemoveE/D e

&5 Browsel |= Brawse Scheduled E/Ds Details |L=“‘A Advancedl T8 Direct Depositsl 7 Child Suppart Easesl

E/D Code= Frequency> Agency

oo3 j 5125 Insurance | Every Scheduled Pay j| | j|
fdionth = ‘wihick Paprollz* Child Support Caze

Calculation |N0ne j| |A" j| | j|
Effective Start Date* Effective End D ate Garnishment/Loarn 1D

Calculation Method = E/D Group |3j20"’2002 j| E.10/2003 j| | |

Fised | =

Amount % Percentage

| 1280 | | Black twiesk 1 EE Direct Deposit

= | _
Always Pap/Deduct* Deductions to zero™ 52 5 | J|
|N0 j| ’75' Yes £ No Black Wesk Deduct Whole Check =
PFriority Multiple Scheduled E/D Group ez & No ‘ ’7(‘ Tes & No

=
Zﬂ | j| Take H P.

Block Week 3 B o]

i Yes & Mo ‘ | |
|C0mpan_l,l Benefit J| |C0mpan_l,l Benefit Rate J| ?_'Pfrke:\‘feek 4 i ‘
Employes Benefit Block week 5 ﬂ' Employes |

e Createl @ Yes  No ‘
ﬂ HF Employee Benefits |

4. At the bottom of the first column you will see the field Effective End Date. Enter
the Effective End Date for this code. The system will compare this date to the
payroll’s period dates to determine when this code needs to stop.

**When deciding what date to enter, remember that the system is based on Check
Date, not Pay Period Dates. For example if you put the Effective End Date as
08/22/2007 and the payroll has a pay date of 08/24/2007 with pay period dates

from 08/12/2007 to 08/18/2007, the code will be brought into that payroll even
though the pay period does not cover that date.

e

5. Click the green check u or F10 to save and the Green stack of coins t‘;’ to
commit these changes.
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PAY DATA

Working for you.

Setting up a Pension E/D on the employee

The Evolution system has been programmed to know what the Federal Limits are for the
various Pension Plan types. If you have an employee who is electing to contribute to the
Catch Up you must set up the additional code. Please review the procedure on setting up

pension catch up codes on an employee if they have elected to defer an additional
amount.

1. Go to Employee - Scheduled E/Ds and from the Browse Tab or the employee
drop down box at the top select the employee you would like to work with.

2. Click on the browse Scheduled E/Ds tab.

3. Click the green plus or use your ALT & INSERT keys to add a new deduction
code.

4. Under the E/D Code, select the code for the employee pension. Depending on
the type of Pension Plan you have this code may be called EE 401k, EE 403b etc.

5. Pull in the employee deduction. All of the defaults will pull in automatically based
on your company’s standardized setup.

6. If the employee is contributing based on a percentage, your Calculation Method
should most likely be % of E/D Group Amount.

7. Enter the applicable percent in the % field.

&5 Browsel {= Browse Scheduled E/Ds Details I’f} .&dvancedl ] DirectDepositsl 7 Child Support Easesl

E/D Code= Frequency= Agency
EE Simple |Ever_l,l Pay j| |The 401k Company ﬂ|
Maonth #= ‘wihich Payrolls* Child Support Caze
, [Nane = [ H N | =
Effective Start Date* Effective End Date Garnishment/Loan [D
Calculation Method= E/D Group |3"'l‘I 5/2007 j| | j| | |
|°/° of E/D Group Amt j| |EE Pension j|
Amount % Percentage
| | | 3_DD| Block Wwieek 1 EE Direct Deposit
Alwayz Pap/Deduct = Deductions to zero* i QI ‘ | j|
|No j| [r Yes = No Block Week Deduct Whole Check =
Pririty* Multiple Scheduled E /D Group  Ves & No ‘ ’7(‘ res = Nao
| ziot M ax - Multiple ED G Block Wack 3 Take Home Pay
& Yes & No ‘ | |
. g Block wWeek 4
Cormpany Benefit Company Benefit B ate
j| | j| = es & Nao ‘ Navigation
Employee Benefit Block ‘week 5 23 Employes
%] Ereatel  ‘Yes & No ‘ |
i' HF Employes Benefitz |
8. If the employee is contributing a fixed amount, change the Calculation Method to
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9. If your employee is contribution based on a fixed amount and the company is
matching the contribution you also need to enter the employer’s matching percent
in the “%” field. (If the match is 100% of 3% put a 3 in the % space of the
employee code.) This must be done or you will get an error when creating the
payroll.

| —_—
&5 Browsel {= Browse Scheduled E/Ds Details |’f! Advancedl 78 Direct Depositsl 7 Child Suppart Easesl

E/D Code* Frequency*= Agency
DEO j EE Simple |Every Pay j| |The 401k Company j|
| Month #= which Payrolls = Child Support Caze
| . v =] [s = -]
Slera b Effective Start Date* Effective End Date Gamishment/Loan [D
Calculation Method = E/D Group |3’PI 5/2007 ﬂ| | ﬂ| | |
|Fi:<ed j| |EE Pensian j|
Amaunt % Percentage
| 100.00 | | 300 | E-I-Dc\:l; wieek 1 o ‘ EE Direct Deposit
* -
Always Pay/Deduct™ Deductions ta zero* = ° | J|
|No j| i~ Ves & No Block Wesk Deduct Whals Check=
Priority= Multiple Scheduled E/D Group Ve @ Nao ‘ " Yes * Mo
| sion May - Multiple ED Gid Take Home P
Block sk 3 SL
Ve & HNao ‘ | |
. g Block 'week 4
Company Benefit J| |E0mpan_l,l Benefit Rate J| £ e & No ‘
Emplayes Benefit Block wWeek 5 43 Employes |
%] Create' € Yes & No ‘
i' HFR Employee Benefits |

10.1If the employee will also be contributing to a Catch Up code, you must go to the
Multiple Scheduled E/D Group field in the middle left portion of the screen and
pull in the Pension Max — Multiple E/D Group. If you do not see any Pension
Group with these names, please call your Client Service Representative so that one
may be setup for you. Make sure that the Priority is set at 2.

11.Go to the Advanced tab and pull in the Employee Pension Group in the ‘Max
E/D Group’ field and enter the % of the employee’s deferral in the ‘Maximum Per
Period %’ fields.

12.For fixed amount contributions the ‘Maximum Pay Period Amount’ needs to be
populated. The maximum pay period amount is equal to the employee’s deferral
amount. For fixed contributions, the ‘Maximum E/D Group’ and ‘Maximum Pay
Period %’ will be blank.

M awirnum E /D Group™ b axirnum E 4D Group

| EE Pension j| | j|
M aximum Fay Period 2= b aximumn Pay Period &

3 | | |
M aximum Fay Period Amaount b airmurn Pay Period Armount

| | et |
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13.Save your changes (F10).

14.1f the employee is also contributing to the Catch Up, go to Employee - Scheduled
E/Ds. Make sure you are on the correct employee.

15. Click on the browse Scheduled E/Ds tab.

16.Click the green plus or use your ALT & INSERT keys to add a new deduction
code.

17.Select the Catch Up code that is scheduled to start when the pension code reaches
the designated amount. Be careful of the date that you enter for an Effective Start
Date. Once the Threshold has been met, Evolution will look at the Scheduled
E/D setup, including the Effective Start Date to determine when to start the Catch
Up. Please note that the Employee date of birth needs to be populated.

18. Enter in the Amount or % that the employee is contributing, making sure the
Calculation method is either “Fixed” if they are contributing a fixed amount or “%
of ED Group Amt” if they are contributing a percentage.

19.1f the employee is contributing a fixed amount and the company is matching that
contribution, you also need to enter the employer’s matching percent in the “%”
tield. (If the match is 100% of 3% put a 3 in the % space of the employee code.)
This must be done or you will get an error when creating the payroll. If the
employee is contributing a fixed dollar amount, and the employer does not match
the Catch Up contributions, you must enter a 0 in the % field on the EE Catch Up
Code.

20.1In the Multiple Scheduled E/D Group field at the bottom left portion of the
screen pull in the Pension Max — Multiple E/D Group. Make sure that the priority

1s set at 3.
Eﬁ Bmwsel I° Browse Scheduled E/Ds Dietails |E! Advancedl =) DirechEpns\lsl éj Child Support Easesl
Caming | Dodvion Coie Desinsion D
E/D Code* Frequency* Agency
DE2 d EE Simple Catch up Every Pay ﬂ |The 401k Company ﬂ|
Manth #* “wihich Payralls = Child Suppart Case
Calculation |Nme j' |A" j‘ | ﬂ|
Effective Start Date™= Eftective End Date Garnishment/Loan [D
Calculation Method = E/D Group |1"l1 /2000 j' | j‘ | |
|"/e of EAD Group Amt j| |EE Penzion j|
Amaunt % Peicentage
|| | | E_UU| Block week 1 EE Ditect Deposit
(8l { & N | -
Always Pap/Deduct* Dreductions to zero* i ° | J'
No j |7(' Yes = No Block Week Deduct Whole Check *
Priarity= Multiple 5cheduled E/D Group © Yes @ No | ’7(‘ Tes & Mo
| éﬂ |F‘emslnn Mas - Multiple: EDj| Take H )
Black Wask 3 L TR
© Yes & No | | |
. 2 Black 'week 4
Campany Benefit Company Benefit Fate C Yer & No |
= | =
Employee Benefit Block week 5 ﬂ‘ Employes |
ﬂl HR Employee Benefits |
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21.1f the contribution is based on an E/D Group %, on the Advanced screen the
Employee Pension Group should be pulled in under the ‘Maximum E/D Group’
and the employee pension contribution % should be pulled in under the ‘Maximum
Pay Period %0’ fields.

22.For fixed amount contributions the ‘Maximum Pay Period Amount’ needs to be
populated. The maximum pay period amount is equal to the employee’s deferral
amount. For fixed contributions, the ‘Maximum E/D Group’ or ‘Maximum Pay
Period %’ will be blank.

b axirmum E /D Group= b airnum E <D Growup

| EE Penzion j| | j|
b aximum Pay Period 2= b awirum Pay Period %

3 | | |
M awimurn Pap Period Amount b aximmiuirn Pay Period Aot

| ) o0 |

23.1n the Threshold E/D Group field, enter the E/D Group ‘Pension Threshold”.
Leave the Threshold Amount field blank and check the ‘Use Pension Limit’.

** The Threshold E/D Group is ONLY pulled in on the Employees Pension Catch
Up code, never the regular Employee Pension Code.

Thresholds

¥ Usze Pengion Limit

Threshold E/D Group Threshold Amount
F'Eer'l:E:il:lr'l T hreshhold j| | |

24.Save your changes (FF10)

25.Go to Employee-Employee and verify that they employee has a Date of Birth
loaded. They system will verify the age of the employee when doing the
calculation.

Employer Code-

1. Once you add the employee pension code, the system will ask you if you want to
set up the match. Say yes.

2. It will ask you for an effective date. Enter in a date or allow it to default to today.
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3. The system will save automatically.

4. The Calculation Method should default to Pension Match, the E/D Group should

default to the ER Pension Group and the Priority should be set at 4.
5. You do not need to enter any information in the Amount or % fields, as the
employer matching information is stored at the Client E/D Code level. You also

do not need to enter anything in the Multiple Scheduled E/D Group field.

6. No information is needed on the Details 2 tab.

38 Browsel I~ Browse Scheduled E/Ds Details |§ Advancedl g DuectDepositsI 2 Child Support Casesl

E/D Code™ Frequency* Agency
061 x| ER Simple Every Pay =l 2y
Manth #= “wihich Papralls = Child Suppart Caze
Calculation ‘NUHB L” |A” jl | jl
Effective Start Date™ Effective End Date Gamishment/Laan [D

Calculation M ethod= E/D Group [3n5vz007 = | = | |
|F'ens|ﬂn tatch dl ‘EF\ Pension ﬂ|
Amount % Percentage
| | ‘ | EBlock Week 1 EE Direct Deposit

(el &N ‘ |
Always Pay/Deduct Deductions to zero > = s j
Mo = ’7(3' ‘Yes © No Bk ek Deduct whole Check =
Pririy Muliple Scheduled E/D Group  Yes & No ‘ ¥ i 9l

- -

| ) = Take Home P

Black Week SRl

i Yes  No ‘

" Block Wesk 4
|Company Benefit Jl ‘Company Benefit Rate J| ’7(_ Y & Mo ‘
Emplayee Benefit Elock Week 5 43 Employes
T s @ e
ﬂ HFR Emplopee Benefits
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PAY DATA

Working for you.

Direct Deposits

Setting up a new Direct Deposit

Wonka 5 Wil |y EE CODE = MPANY 0002 Only For Testing
111-52-8875 630 CLIENT 0002 Test Company #2

(B30 = | [wanka wily > || B Y Hext |

E/D Code: D92 Type: D1
Desc: Met Checking

ﬁ Browsel = Browse Scheduled E.-"Dsl Detailsl ’f‘ Advanced "':Gl Direct Deposits ;S_J Child Support Cazes

?|EE Bank Account Mumber ~ [4BA Mumber =

ABA Number=

|D11600033 | ™ Allaw Hyphens
Bank Account Mumber®* Account Type* In Prenate*
[1234567 | [Checking e
Branch |dentifier Addenda Form on File*

| | | |’V(" Yes % No

) Create | @ Delate |

This is a two step process, if both steps are not done; the direct deposit will not

work.

STEP 1

1. Go to Employee — Scheduled E/Ds and Click on the Direct Deposit tab.

2. Click the green t-:j key at the bottom right hand side to add a new direct deposit.

3. ABA Number - Load the ABA Number. The system will not let you load an
incorrect ABA number. (The ABA number is always 9 digits long and should be
pulled from a voided check as deposit slips do not always reflect the correct
numbers.

4. Bank Account Number - Load the bank account number

5. Account Type - Choose checking or savings for the Account Type
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6. Prenote - Choose yes (this will automatically change to no after the prenote has
taken place).

** PayData highly encourages that remote users allow the pre-noting to occur.
The ONLY times when you should say Pre-note NO is if you are setting up a
Direct Deposit account that will be used with an HSA. In this case if you say Yes,
the deduction will be taken in payroll, but the money will not be sent to the HSA
account while it is pre-noting.**

=

7. Click the green w or F10 to save.

Note: Remember when pre-noting in payroll, it will take between 1-2 weeks
before direct deposits take effect.

STEP 2

‘|BSD 2[1w/0rka il 7] Orio | @nex | " Chocking

28 Browsel |~ Browse Scheduled E/Ds Details |E! Advancedl (7| DirectDepositsl 27 Child Support Easesl

E/D Code* Frequency* Agency
na i} j Checking | Evveny Pay j| | j|
Month #= which Payrolls* Child Support Case
: Nore = [ H N ]
Effective Start Date* Effective End Date Gamishment/Loarn |D
Calculation Method = E/D Group |”9’J2m3 j| | j| | |
[Fined =l El
Amaunt % Percentage
[150.00 |

| Block wWeek 1 EE Direct Deposzit>
[ @ Nao ‘

1234567 =

Always Pay/Deduct = Deductions to zem™
|N0 j| ’7(" Yes & Mo Black Week Deduct Whole Check =
Priarity Multiple Scheduled E /D Group © ves & Mo ‘ " es & No

=l [ |

k.4 | | | Block Week 3 Take Home Pay

[ @ Nao ‘ | |
. . Block wWeek 4
|Com|:|an}I Benefit j| |C0mpan_l,l Benefit Rate jl 0 ves & No ‘
Employee Benefit Block "Week 5 43 Emplayee |
j @ Ereatel £ es * Mg ‘

ﬂ' HR Employee Benefitz |

8. Click on the Details 1 tab.

9. Click on the green tﬁ key or Alt-Insert to add the deduction

10. Choose the correct code. Example: If there are 2 checking accounts and the codes
are D01-Checking 1 and D02-Checking 2, each checking account needs to have its

own Deduction code.
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11.1If the Direct Deposit is for the net check- calculation method should be NONE

o Go to EE direct deposit and pull in the account number.
o Choose yes for Deduct Whole Check.

o C(lick the Green y or F10 to save.

12.1f the Direct Deposit is for the net check less a specific amount of take home pay -
the calculation method should be NONE.

o Go to EE Direct Deposit and pull in the account number.

Choose no for Deduct Whole Check .

o Enter the amount that the employee wants as a live check in the Take
Home Pay Field.

O

o C(lick the Green y or F10 to save.

13. If the Direct Deposit is for a fixed amount- calculation method should be fixed

o Putin the amount that should be deducted in the amount field.
o Go to EE direct Deposit and pull in the account number.

o Choose no for Deduct Whole Check .

o Click the Green &5‘ or F10 to save.

Stopping a Direct Deposit

1. Go to Employee — Scheduled E/Ds. The Browse Scheduled E/Ds tab lists all of
the scheduled Earning and Deductions that are setup on the employee.

2. Highlight the Direct Deposit that needs to be stopped on the Browse Scheduled
E/Ds tab.

I - ——

35 Browss = Browse Scheduled E/Ds | Delailsl s Advancedl 75 Direct Deposilsl L Child Support Casesl

Browse Scheduled Earnings and Deductions

3 E/D Code = |Description Calculation Type| dmount Percentage |Frequency  |Eff Start Date|E End Date

Checking

3. Go to the Details 1 tab
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I
EE Browsel I~ Browse Scheduled E/Ds Details |’f} Advancedl I":d DilectDepositsl Q Child Support Casesl

Earning / Deduction Code

Destination Details

E/D Code* Frequency* Agency
Checking |E\"er-'r' Pay j| j|
Month #= ‘wihich Payrolls > Child Support Caze
i : None = [ ] =
Effective Start Date* Effective End D ate Garnishment/Loan |0
Calculation Method*> E/D Group |9"J1 #2010 j| | A j| |
Fired ] ] /
Amount *% Percentage /
|150.DD | | Block Week 1 EE Direct Deposit=
 Yes / & No | [12534 =

Always Pay/Deduct™

Deductions to zero™
|N0 ﬂ| ’7(‘ Yes @ o

Block ‘Week Deduct Whole Check *
 Yes % No |  Yes & Mo

Friority tultiple Scheduled E/D Group
| = | | Block Week 3 Take Home Pay
T Yes = Na | | |

i i Block Week 4
C EBrenefit G B enefit Fiat : '
| ompany Benefi j| | ompany Benefit Fate j| o . | Navigation
Emplayee Benefit sl el 5 ﬂ . -l
’—ﬂ| @ Createl  Yes & Mo |

ﬂ HF Employes Benefits |

4. Put the date that it should be stopped in the Effective End Date in the bottom
left hand corner of the screen.

Note: Never delete a code. You must always use an effective end date

To Change a Direct Deposit

Use this process if you have an employee that is stopping an existing bank account and
adding a new bank account.

QO OG|o olele

EE CODE COk
CLIENT

(5

Wonka, Will

111-52-8875 630

Only For Testing

0002 Test Company #2

|53E| = ||W0nka willy v| E/D Code: D92 Type: D1

Desc: Met Checking
35 Browsel = Browse Scheduled Ef’Dsl Detailsl [ advarced I3 Direct Deposits |2,_J Child Suppart Cases

S | Next |

?|EE Bank ccount Number

~ | 8B4 Number =

Direct Depaosit Detail

ABA Mumber=

|m1500033 \ I Allow Hyphens
Bank &ccount Humber* Account Type* In Prenote*
[1234567 | [Checking =l Cves & Mo
Branch |dentifier Addenda Faim on File*

\ I
@) Create

|("Yes @ No

@ Delete |
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STEP 1

1. Go to Employee — Scheduled E/Ds and Click on the Direct Deposit tab. Click the

Green (£ Create

ABA Number - [.oad the ABA Number.

AR S

Prenote - Choose yes

Bank Account Number - I.oad the bank account number
Account Type - Choose checking or savings

key or alt insert to add a new Direct Deposit.

** PayData highly encourages that remote users allow the pre-noting to occur.
The ONLY times when you should say Pre-note NO is if you are setting up a
Direct Deposit account that will be used with an HSA. In this case if you say Yes,
the deduction will be taken in payroll, but the money will not be sent to the HSA

account while it is pre-noting.**

o

6. Click Green u or F10 to save.

STEP 2

Eﬁ Browsel | Browse Scheduled E/Ds D etail |E‘ Ad\rancedl ":d DirectDepositsl Q Child Suppart Casesl

E/D Code* Frequency = Agency
p1o j Checking |E\rery Fay j| | j|
Month #= Wwhich Payrolls = Child Support Case
. Mare = e H N H
bzt Effective Start Date* Effective End Date Garnishment/Loan [D
Calculation Method = E/D Group |9,-'1 /200 j| | j| | |
= = 7
Amovit % Percentage
| 150.00] | Block 'k 1 EE Direct Deposit=
o - | =
Always Pay/Deduct* Deductions to zero* = — /uzsagl J|
|N0 j| ’7(‘ Yes & No Block Wesk Deduct ‘Wwhale Check =
Pricrity Multiple Scheduled E/D Group ez % No ‘ " ‘es & Ha
— v
Eﬂ | J| Take H P
Block 'k 3 ake Tlome Ty
= Yes % No ‘ | |
. g Block ‘Week 4
C Benefit C Benefit Rat ——
. HE © owg O € Hs |
Employes Benefit Black Week 5 43 Employee |
j (%] Ereatel  Yes & No ‘

43 HR Employee Benefits |

7. On the Browse Scheduled E/Ds tab. Choose the Direct Deposit code that you

need to change.

8. On the Details 1 tab. Choose the new bank account number from the EE Direct

Deposit list.

-

9. Click the green @ or F10 to save.
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PAY DATA

Working for you

Setting up an H.S.A Scheduled E/D with Direct Deposit

If you are setting up a pension, child support, direct deposit, or insurance deduction using
the Benefit Tables, please refer to the sections that deal with those codes specifically.

**Important — Please make sure that the H.S.A code that you are using has
‘DD’ or ‘Direct Deposit’ in the description. Ifit does not, than the code is not
setup to send the money electronically. Call your Client Service Representative
to confirm if you are not sure.

You must also make sure to have the H.S.A Direct Deposit E/D setup on the
employee as a scheduled E/D prior to pulling into check lines. The system will
look at the timestamp of the payroll to determine whether or not to send the
money via Direct Deposit. If you pull the E/D into the payroll check lines first,
and then add as a scheduled E/D second, the system will see that the
authorization to send via Deposit did not exist when the payroll was initially
created.

If this happens, the money will be deducted from the employee’s check, but
will NOT be credited to the employee’s H.S.A bank account. **

To set up a new H.S.A. recurring deduction with Direct Deposit, start in Employee — Scheduled
E/Ds.

17.From either the Browse Tab or by using the employee drop down boxes at the top,
select the employee you need to work with.

18. Click on the Browse Scheduled E/Ds tab and verify that the code you are using is
not already set up on that employee.

**]f the code is already set up, go directly to step #15. Do not set up the same
code twice as this will result in an error and possible loss of newly added data
that has not yet been committed

**You will need to set up the direct deposit account number prior to creating the

scheduled E/D.**
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19.Click on the Direct Deposit tab.

20. Click the © key that is on the lower right-hand side of the screen to add the new

account numbet.

Enter in the ABA (Bank Routing) Number, Bank Account Number and Account type.
Select ‘No’ for In Prenote. This is contrary to normal direct deposit set ups

** While PayData highly encourages remote users to allow pre-noting to occur for
normal direct deposits, this is NOT the case for a H.S.A direct deposit. Direct
deposit accounts that will be used for a H.S.A should always be set-up with the
Pre-Note flag set to NO. If the flag is set to Yes, the amount will be deducted
from the employee’s check, but the money will not be credited to the employee’s
H.S. A. bank account as it is in pre-noting status.**

21.Click the green check L or F10 to save and the Green stack of coins W to

commit these changes.

@ Browsel = Browse Scheduled E.-"Dsl Detailsl [ Advanced I:':CJI Direct Deposits E;_" Child Support Cazes

3 EE Bank Account Mumnber - |ABA Murnber =
»

-

Direct Deposit Detail

4B Mumber=
| [~ Allow Hyphens
Bank Account Nurmber®*  Account Tepe® In Prenote*
iE | [Ehecking g & Yes O Mo
Branch |dentifier Addenda —Form on File®
| | | | & Ye: Mo
) Creats | &) Delete |
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22.Click the tﬁ’ key at the top of the screen or click Alt-Insert to add the new E/D

Code.

ﬂﬁ Browsel | Browse Scheduled E/Ds Dietail: |’_=| Advancedl ":d DilectDepositsI @ Child Suppaort Casesl

E/D Code* Frequency= Agency
070 =] Hs4SingeDD |Every Pay =l
tonth #= ‘wihich Payralls* Child Support Caze
, [Nane = | |
&onaim Effective Start Date* Effective End Date GarnishmentLoan |0
Calculation Method* E/D Group |Bﬂ 0201 j| | | |
|Fised =l £l
Amount % Percentage
| 100.00 | | Block Week 1 EE Direct Deposit
[l oo -
Always Pap/Deduct* Deductions ta zero™ i ° |BD23541 2 J|
|N0 j| ’7(' Yes & Mo Block Wesk Deduct ‘Whale Check =
Priority = Multiple Scheduled E/D Group  Yes * Mo " Yes & No
el WS 2 Single |
| L4 | | Block Week 3 Take Home Pay
 Yes % No | |
. - Block Week 4
Camnpary Benefit Company Benefit R ate E—
et el [273)
Emplayes Benefit Block Week § 3 Employee |
j [F] Ereatel  Yes & Nao

5‘,' HR Emploves Benefits |

23.Under E/D Code, select the deduction code you would like to setup.

24.Under calculation method select the appropriate method for this code, in most

cases this will be ‘Fixed’.

25.Under either Amount or %, depending on the calculation method chosen, enter the
amount or % that you would like to deduct from the employee. If selecting %, you
may need to pull in the appropriate E/D Group.

26.The Frequency should default for you, but always make sure you verify that it is
correct. If you are using Quarterly, Semi-Annual, Annual or User Entered, you will
need to fill in the ‘Month #’ and “Which Payrolls’ field so the system is able to

deduct these earnings in the appropriate payroll(s).

The two most common frequencies are Every Pay and Every Scheduled Pay. It is
important that you understand how the difference between these two options will
affect how you create your payrolls.

® Every Pay — This code will pull into every payroll that you create, regardless of
whether it is your normally scheduled payroll or a special payroll run.

¢ Every Scheduled Pay — This code will only pull into your normally scheduled
payrolls. For example, if you run payroll bi-weekly, it will only pull into the
standard 26 payrolls in a year.
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27.Enter a valid Effective Start Date on this code, as it is a required red field. If you
are setting this up for a future date, please make sure you change your Effective
Start Date to the date you want this earning to start.

**When deciding what date to enter, remember that the system is based on Check
Date, not Pay Period Dates. For example if you put the Effective Start Date as
08/22/2007 and the payroll has a pay date of 08/24/2007 with pay period dates
from 08/12/2007 to 08/18/2007, the code will be brought into that payroll even
though the pay period does not cover that date.

28.Go to the EE Direct Deposit field and bring in the bank account to deposit this
money into.

29.1f you run payroll on a weekly or bi-weekly basis please be aware that there are
some months in the year that you will run an extra payroll. This payroll will always
occur in the 5" calendar week of 2 month. If you have done calculations so the
deductions come out only 4 times a month for weekly payrolls or 2 times a month
tor bi-weekly payrolls, you will need to mark Block Week 5 as Yes.

30.1f the set up is correct, click the green check 4 or F10 to save and the Green

stack of coins ¥ to commit these changes.

31.1f the code is already set up, go directly to the Details 1 tab and review the data on
this screen for accuracy. If changes are necessary, click on the field that you want
to change and enter in the new data.

32.1f the code was used at one point and then stopped, you will see that the Effective
End Date is filled in with a date. To remove this date, click in the field so that the
date is highlighted and click the Delete key on your keyboard. This will remove the
date.

33.Go to the Details 2 tab to verify the data on this screen. Again, if the data needs to
be removed, click on the field and click the Delete key on your keyboard.

34.Click the green check H or F10 to save and the Green stack of coins 'E““F to
commit these changes.

**If you are setting up both Employee and Employer contributions follow steps 6
through 14 as shown above, making sure to select the employer code when going

through the steps a second time.

**In some cases the employee and employer codes need to be linked together so
the total of both codes equals one number**
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35.0n the Details 1 tab, at the bottom of the first column, put in a priority of 2.
36. Under the ‘Multiple Scheduled E/D Group’ pull in the H.S.A group.

37.Under Advanced, in the Annual Maximum Amounts field enter in the annual limit
of both the employee and employer contributions.

Annual Maximum Amounts

Employes

Cliett
| 1,500.00 |

38. Click the green check y or F10 to save and the Green stack of coins &54 to
commit these changes.

39.Repeat steps 19-22 on the employer code as well.

#%%% Check lines created prior to the set up of the employee’s scheduled E/D with direct deposit
will not be sent through ACH. If the scheduled E/D has an ‘end date’ applied the ACH will also

not be sent.

Note — Direct Deposit information entered on a manual check will NOT go
through ACH.
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PAY DATA

Working for you.

Setting up a Child Support

Child Support Case is located under the Employee- Scheduled E/Ds
1. Click on the Child Support Tab

2. Click the © key (located to the right of the custom case and origination
state fields)

% Browsel | Browse Scheduled E.-"DSI Detailsl = Advancedl g Direct D epozits é_J Child Support Cases I

2| Custorn case number = | Priority nurnber =

Child Support Case Detail

Priority Mumber= Caze Mumber Origination State
| 1234587890 | |

Agency St Medical Ins Eligible =
| j|  Yes

Arrears C Mo

1 Ves % No | & Mot Applicable

FIPS Code
|| |

) Create | & Delete |

3. Priority Number - Enter the appropriate number, to assign priority order if there
is more than 1 child support order. Use number 1 for only one child support
order.

4. Case Number - Enter the case number assigned to the child support order. If
there is not one indicated you can use the employees social security number, which
is located at the top of the screen

5. Agency - If the company has agency checks, you can pull in the appropriate one.
This is an information only field. You must pull the Agency in on the scheduled
E/D to force the check to be created.
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0. Arrears - You can indicate if the order is in arrears. Info only field.

7. Once the set up is correct, click the green e or F10 to save and the Green stack

of coins Q to commit the changes.

Under Employee — Scheduled E/Ds

The Browse Scheduled E/Ds tab lists all of the scheduled earning and deductions that are
set up on the employee.

1. Go to the Details 1 Tab

i) Blowsel {= Browse Scheduled E/Ds Details |L=,‘{ Advancedl 7§ Direct Depositsl 7 Child Suppart Easesl

Earning / Deduction Code Frequency

E/D Code* Frequency* Agency
Dooz2 j Child Support |Ever_l,l Scheduled Pay j| f Child Supp. YT
fdionth = wihich Paprollz=* Child Support Caze™

: [Nane = | =l (1234567890 =
e Effective Start Date* Effective End D ate Garnishmest/Loan 1D
Calculation Method = E/D Group |B.-”283’2D1D ﬂ| | ﬂ| | |
= £ =
Amount % Percentage
| 20000 | E.'."C\(k Wieek 1 o ‘ EE Direct Deposit

>, -
Always Pap/Deduct* Deductions ta zero* i ° | J|
|N0 j| ’7(‘ Yes & No Block Wesk Deduct Whale Check =
PFriority Multiple Scheduled E/D Group ez & No ‘ £ Yes & No
| 03] | ] T ke Home P
Black twiesk 3 e
ez & Mo ‘ | n.0o |
. q Block ‘Week 4
Company Benefit Company Benefit R ate ——
oo Gyt [ 2] |
Employes Benefit Block 'Wesk 5 43 Employes |
%] Creal8| © Yes & No ‘

ﬂ HR Employee Benefits |

2. Click the @ (at the top of evolution) or Alt-Insert to add the deduction
3. Choose the correct E/D code.

4. If Child Support is for a fixed amount-
a. Calculation method should be fixed
b. Put in the amount that should be deducted in the amount field.
c. Pull in the Child Support Case number.
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5. If the Child Support is for a %. The calculation method should be % of
Disposable Earnings. If you do not have a Disposable Earnings Group please
contact your Client Service Representative for assistance.

a. The % should equal the percentage given to you on the child support request
from the specific state.
b. Pull in the child support case.

6. Click on the Advanced tab.

7. Under the Maximum E/D Group pull in the Disposable Earnings Group and enter
in either the Maximum Pay Period % or the Maximum Pay Period Amount based
on the state child support order.

Eﬁ Browsel I= Browse Scheduled E.-’Dsl Dretailz '—=._-{ Advanced ||":tﬂ DilectDepUsitsI Q Child 5upport Casesl

Annual Maximum Amounts Target Actions

Employes Target Action # of Targetz Remaining
{000 | [Nore = | 0]
Client Balance T aken T arget Amount

| | B 000 | |

Minimum E /D Group [~ Use Pension Limit

| — . j| Threshald E/D Group Threshaold Amotint
Minimurn Pay Period % | jl | |

Minirmurn Pay Period Amaotint

| ow]

Amount E/D Group Hourly 'Wage Fate
Hourz E/D Group

tasimum E /D Group® | jl

|Di$posible Earnings j|

i jod K= ) .

Masimum Pay Period Garnishment Overrides

| 50.00 |

b aximum Pay Period Amount inimum ‘w'age bultipler b aximum Garnizh %

| o0o] i | || |

8. Click the green 0 or FF10 to save and the yellow sun @ to commit the
changes.

9. If the employee has more than one Child Support Order, repeat the above steps for
each of the Child Support EDs. On each Child Support code make sure to pull in
the ‘Child Support’ ED Group in the ‘Multiple Scheduled ED Group’ field. This
will tell the system that it needs to look at all Child Support codes when it calculates
the Maximums amounts per period. If you do not have a Child Support Group
please contact your Client Service Representative for assistance.
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Eﬁ Browsel | Browse Scheduled E/Ds Details ||_=,’.1 .&dvancedl |':ﬂ Direct Depositsl ‘? Child Support Casesl

Earning / Deduction Code

Frequency

** Do NOT setup the same ED Code more than once on an employees or errors could
occut. If you need more Child Support E/Ds set up, please contact your Client Service

Representative. **

Last Updated 1/15/2013

E+/D Code= Frequency= Agency
O St [Every ScheduledPay =] |Dfice of Child Supp. WT - willste |
tonth #= “which Payrolls= Child Support Caze*
' [None =) | =l = [1234567850 =l
Effective Start D ate* Effective End D ate Garnishment/Loan 1D
Calculation Method= E/D Group |E"J28’}2D1D ﬂ| | j| |
[Fired =l =
Amount % Percentage ; _
| 200.00 | | ?_'_DCK Week 1 - | EE Direct Deposit
Always Pap/Deduct > D eductions to zero™ hES Ao | j|
|N0 j| e o ND“ Block week Dieduct Whole Check *
Priarity= Multiple: Scheduled EAD Group ez & Mo | IV(-.. Tes & Mo
1] éﬂ Child Suppor j Slock Wk 3 Take Home Pay
 Ves * No | | 0.08 |
. . Block Week 4
|E0mpan_l,l Benefit j| |E0mpan_l,l Benefit B ate j|  res & No |
Employee Benefit Block ‘week 5 ﬂ Employes |
=@ Createl ‘s & No |

ﬂ HF Employee Benefits |
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PAY DATA

Working for you

Setting up Group Term Life

There are two ways to post the taxable amount of Group Term Life in the Evolution
system.

1. Have the system calculate and tax the employee on a scheduled basis, such as with
every payroll, monthly, or quarterly.

2. Do not have the system calculate the taxable amount to the employee and instead
just post it at the end of the year as a one time entry within a live payroll.

To have the system calculate the taxable amount for Group Term Life you will need to
start in Employee — Employee.

1. Once on the Browse Tab, select the employee with the GTL benefit.

2. Go to the EE Entry Tab and enter the employee’s Date of Birth, which is located
towards the bottom of the first column.
D ate of Birth
107441343 =

3. Go to the Details Tab and enter either the Group Term Policy Amount or the
GTL Hours and GTL Rate.

Group Term Policy Amount Group Term Policy Amount
| 75,000.00 | [ |
GTL Hours GTL Rate GTL Hours GTL Rate

| | | I

**[f you choose Group Term Policy Amount, you will need to enter the total amount
of the policy. The system will then determine the taxable amount (amount over
$50,000) to calculate the taxable benefit.

**[f you choose the GTL Hours and GTL Rate, the system will then look at the
employee’s salary or rate to calculate the policy amount. In the GTL Hours field, load
the number of hours that the employee will work in one year. In the GTL Rate field,
load the rate from the IRS published information deduction chart. For example, if you
have an hourly person making $15.00 per hour, the system looks at the GTL hours
and multiplies this by their rate of pay. It then takes that number and multiplies it by
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the GTL Rate. This is now what the system uses for the Group Term Policy Amount.
The system then will go through the steps of determining the taxable amount (amount

over $50,000) to calculate the taxable benefit.

Regardless of how the system gets to the taxable amount, it is necessary to tell the
system how often you want to tax the employee for this benefit.

4. Go to Employee — Scheduled E/Ds.

5. Make sure you are still on the correct employee then go to the Browse Scheduled

E/Ds tab.

6. Click the (ﬁ key or Alt-Insert to add the new E/D Code.
7. Under E/D Code, select the code for GTL. This will always start with an E.

**If you do not see a code for GTL, please contact your Client Service

Representative for assistance.

8. Under Calculation Method, make sure it says Fixed.

9. Make sure the amount and % are left blank. Since we want the system to calculate
the taxable amount, we do not want to override the amount here.

10. Choose the correct Frequency. If you want to tax the employee on their GTL
benefit every payroll, select either Every Pay or Every Scheduled Pay. If you would
prefer to tax this monthly, quarterly or annual, select the appropriate frequency. If
you choose the option for quarterly or annual, enter the specific Month # and
Payroll that you want to have the calculation included within.

ﬁ Brnwse' = Browse Scheduled E/Ds Ditails |'_=} Advancedl I Direct Depositsl &_J Child Support Casesl
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Caring | Deducion Codo Desinaon Dol
E/D Code* Frequency* Agency
ﬂ Group Temn Life Ewery Pay j|
tdonth #= “w'hich Payrallz = Child Support Case
|None j' |ﬁl\ j|
Calculation - - -
Effective Start Date= Effective End Date Garnishment/Loan D
Calculation Method = E/D Group |”92’2m:3 j' | |
[Fired =l
Amount * Percentage
‘ | ‘ Block 'wieek 1 EE Direct Deposit
(Y &N -
Alwapz Pap/Deduct*= Deductions to zera* = ° | J'
No j © Yes Block Week Deduct Whale Check *
Friority Multiple Scheduled E/D Group Ve * No ’7(‘ Yes & Ho
-
‘ Eﬂ ‘ Take H F.
Black Wesk 3 SHSUEID A
 Ves & No | |
. . Block Week 4
‘Company Benefit J| ‘Company Benefit Rate Ve & No
-
Employee Benefi Block ‘Week 5 B Employes |
[ @ e € ves & No

il HR Employes Benefits |
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Example: A frequency of quarterly, with month # 3 and which payrolls set to last will
result in the calculation occurring with the last payroll of the month in the third month of
each quarter. A frequency of annual with month # of 12 and which payrolls set to
closest to 15" will result in the calculation occurring in December with the payroll check
date closest to the 15™ of the month.

11.1f the set up is correct, click the green check 4 or F10 to save and the yellow

sun ¢ to commit these changes.

** For instructions on how to post GTL, please see the payroll entry section.
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PAY DATA

Working for you.

Time Off Accrual

Employee — Time off Accrual (Details Screen)

When talking about accrual dates, the system will look at pay period’s not check

dates.

PayData PayData Prospects Demo

PayData Prospects Demo

PayData

EE Browse Details | @ Cap, Rollover, Reset Settings |

3 Description '|Frequenc:y | *
L Perzonal Per pay period
[ Sick Per pay period
| |¥acation Per pay period

=

Time off Accrual Details

Type* —hcorual Active™
|F'ersonal | " AlEEs
Uzage E/D Code* Uzage E/D Group (% Active EEs only
|EEIB j| | j| ¢~ EEs with reg/man checks only
Accrual EAD Group HR Attendance Tupe Auto Create on Mew Hire*
| j| | j| & Yes © Na
Frequency* Accrual Month Mumber Show in Self Serve®  Auto Create for Statuses
| Per pay period j| | iﬂ * Yez Mo —‘ ] W il
| Full Ti
Ck date of the Month to Accrue* Digits After Decimal Paint i FEII T:ms Temp
| None j| |E jﬂ [w] Part Tirne |
Calculation Method* Show B alance on Check = Divizor
| Balances only j| |Unused j| | |
Hourly on standard hours * Process order* Divizor Description
 Yes = Mo |F|eset, Rallover, Use, Accrue j| | |

23 Time O Accrual Rates

Adding a New Time Off Accrual Type

Click on the @ key or Alt Insert to add a new time off accrual type.

Type - Use the drop down box to see the selection of time off accrual types. Select

the type that you would like to add.

Current Accrued - If the employee has a beginning balance load it under this field.

If not, Save the info by using the green check mark at the top of the screen. As the

employee accrues time,

this field will be updated.

4. Current Used- This is updated when an employee uses time within payroll.
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5. Active — If the employee should no longer accrue new time, but needs to use the
existing balance, leave as active Yes.

6. Override Annual Accrual Maximum- If an employee can accrue to a different
Annual Maximum than the company Time Off Accrual set up, add that Annual
Maximum here.

7. Override Rate- If the employee can accrue at a different level than the company
Time Off Accrual Rates, add the different rate. This rate will not change if there is
a tier on the company level. This will have to be done manually.

8. If the employee is allowed to rollover time from one accrual type to another
A. Select the correct type in the grid. This should be the type that holds the
existing balance.
B. In the override rollover type select the type that you want the balance to
transfer to.
C. Override Rollover Date — select the date that you want the rollover to

happen

Remember: Time off Accrual is always based on the pay period dates, not the
check dates.

9. Override Eff (effective) Date - If the employee should be accruing at a different
hire level than what the Employee Hire date is, change the Eff Date to be greater
than what the Original Hire date is on the EE Entry tab in Employee. Example:
From 13 months through 24 months the employee should receive 2.5 hours per
pay period of Vacation time. If a new hire should be getting rate of 2.5 hours per
pay period, load in a hire date of 12 months prior to the Original Hire date.
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Manual Adjusting a Time Off Accrual Type

{ & Evolution 14.10.00.19 [pds06] - Employee - Time Off Accrual

|- %
E 1Systems

12 5B Admin

|:’7| Admin

PayData Prospeci

PayData PayData Prospects ]

e
[l % Einance |5

Vl Prior | Hest | ¥ Active TOA Onby

vHSm\thJohn

a g_ R 38 Browse Details |

.L-AI: Bureau

3;7 Cliert

|_ HReports

== ,
L‘_EZ] Operations

aj Tax reports

g Misc

~ |Balance

O L

= 1 Show TOA Histary |

|F‘ersonal

Effective Date

Rollover Date

=

H
Accrual Mavimum Rate
20| | |
Fiollaver Type

Current Accrued = Current balance
| 2400 |

Current Used=

Reazon

]
=l

1. o adjust a time off accrual type, highlight the type in the grid and go to the field
that needs to be adjusted in the bottom of the screen.

Highlight the entire field and type in what the new amount should be. This will

bring up a Reason box at the bottom of the screen. Tab down to the reason and
type in why you are adjusting that field.

the changes.

Click the green a or F10 to save and the Green stack of coins @ to commit

Using the Show TOA (Time off Accrual) History Button

G- Evolution 14.10.00.19 [pds06] - Employee - Time Off Accrual

i iystems

5B Admin

PayData P
PayData Prospects Demo

1| S/ Repot

B Branse | [] Detai LB Histoy |

L2 Buean
5] Client
= 7| Company

s
. Envlaee

Shaw b

Settings

ansactions in period fiom: | {1/ 172013 =] to:| 1/16/2013 7

Transactions

BPint | TG Preview

~ HR Module

= ?)

Aol . - |Acmued

|Eleated ‘lEhaMged by |Eheck Date |Runn| Checktt E

[eceied cappeduzed [

Last Updated 1/15/2013

5 [¥[1/92013
REEE]

1/3/20131:07.08 P EDavis

5.00 Maral Adj
1/3/20131:07.08 P EDavis

0.00 Maral Adj

800

64



This is an information Tab only; used to show the history of each type of Time Off

Accrual
1. Click on the Show TOA History button and this will add the History tab.

2. Use this field to tell if the change was a change made with payroll or a manual
adjustment. This will also list who made the change according to the Evolution Log

In it was made under.

Note: If you do not want the Employee’s time off to begin accruing on hire
date, do not set up the time off accrual until ready for the accrual to
begin. If the Accrual begins at Hire Date but the employee is not
allowed to use time off until a certain date, begin accrual on Hire Date
but ask your Client Service Representative to block balance from

showing on the check stub.
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PAY DATA

Working for you.

Employee Shifts

Employee — Shifts (Details Tab)

2~ Evolution 14.10.00.19 [pds06] - Employee - Shifts

- 3
E iSystems @ | |
> § o~ - | ™ .l L

L5 5B Admin
Patterson, Florance e PayData
000-00-0015 15 C PayData

@ Finance - ||Patterson Flarance
m BB Browse Details |

PayData Prospeci

._:l Adrmin PayData Prospects Demo

- | Frrior | Mext |

| v Bureau
e
%:j Client

T Auto-Shift

ooy || -

- e ?|shitName  v|ShitRate  |Skitx =
~  HR Module

il

—j Au Paproll
_'_ Payrall

Beports

—r| :
L.!'EZ' Operations

aj Tax reports Shift Detail

L Mise Shift= Rate %

- | = | |

1. In Employee go to Shifts:

® C(lick on the tﬁ key
e DPull in the shift

® The amount will filter in, but can be overridden if needed.

2. If the Shift needs to be paid out automatically:
¢ In Employee Shifts, under Auto-Shifts, pull in the appropriate shift.

In Payroll check lines when keying in hours that need to paid out in a shift, you will

need to pull in the shift on each individual earning. If Auto-shifts have been set up,
this will happen automatically.
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PAY DATA

Working for you.

Auto Labor Distribution

@ Evolution 14.10.00.19 [pds06] - Employee - Auto Labor Distribution

o
i iSystems

17 5B Admin - —

= . Patterson : Florance PayData Pay| Prospeci

| Admin 00 15 PayData PayData Prospects Demo
W

@ Einance - ||F‘allersnm Florance Vl Prior | Hext |

| | 548 Repat 3% Browse ] Delais |

‘L,Lk Bureau

7 Client

i E/D Group™ Total Allocation

s+ Company | j| Clear Dist I l:l
[SE—

- 2| Division Code | Braneh Coce] Depaitment Code| Team Code Job Percentage | =

=

~  HR Module
-

T A Payroll
0 Payroll

:

{ | Beports

=" H 4 3

—=| 5
.!EZ] Operations

P Auto Labor Distribution Detail

25 dissign D/B/DIT | &
Divison | ‘ | ‘ | j'
‘Wworkers Comp Code
Branch | ‘ | | ﬂ|
Department | ‘ | ‘ 5=
Ten | J| I

From the Employee / Employee screen

1. On the Details Tab- Labor Distribution Options should be Distribute Both

2. You can pull in the Auto Labor Distribution Group under Auto Labor Distribution
E/D Group now ot pull it in from the Auto Labor Distribution screen. If you do
not have an Auto Labor Distribution E/D Group, please contact your Client
Service Representative.

3. Click the green @ or F10 to save and the Green stack of coins @ to commit
the changes.

From the Employee/ Auto Labor Distribution Screen

4. Click the t;’ key to pull in the Auto Labor Distribution E/D Group if you did
not add it on the employee Details Tab.

Last Updated 1/15/2013 67



Last Updated 1/15/2013

. Click the &5 Assign D/B/D/T picker to the right of Division Code. Select
the appropriate Division/Branch/ Department.

. Go to the bottom right hand corner and put in the % that the employee works in
that department.

. Click the green L4 or F10 to save and the Green stack of coins L to commit
the changes.

. Continue with the above steps until the employee’s labor is 100% distributed.
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PAY DATA

Working for you.

Scheduled Payrolls vs. UnScheduled Payrolls

When creating a payroll it is important to understand the difference between a scheduled
payroll and an unscheduled payroll.

A scheduled payroll is a payroll that has been set up in your company calendar according
to your normal payroll cycle. If you pay your employees on a weekly basis, you will
process 52 scheduled payrolls in a year. A bi-weekly pay cycle will result in 26 scheduled
payrolls per year, a semi-monthly cycle pays 24 times etc. Any payroll that you run that is
not considered one of your scheduled payrolls, such as, a special bonus payroll or a
correction run to fix a check, is an unscheduled payroll.

Prior to creating the payroll you need to look to see how the Scheduled E/Ds are set up
on your employees.

To look this up, go to Employee — Scheduled E/Ds.

On the Browse Scheduled E/Ds tab, highlight a code that you want to look at.
Click on the Details Tab.

In the field called Frequency, look to see if it says Every Pay or Every Scheduled
Pay.

sl .

- Every Pay means that every time you create a payroll, regardless of whether
it is scheduled or not, this code will get brought into the employees' check
lines

- Every Scheduled Pay means that this code will only get brought into
payrolls that are marked as scheduled.

When creating your payroll (see procedures on creating payroll), the system will
automatically bring up your next scheduled check date according to your calendar. If that
date is wrong for any reason and you change it, the following message will appear.

P

b Would wou like ta insert a new scheduled date in the Company Calendar?

ko | Replace |
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You will need to be cautious if you decide to proceed with changing your check date.
Some examples of why you would change your check date are:

® Your normally scheduled check date falls on a holiday or a weekend.

® Due to ACH regulations you are required to process your payroll 2 business
days prior to the check date.

® You are doing a correction run/supplemental run and when creating the run,
the system brings up your next normally scheduled check date.

It is crucial that you understand what each of the above selections will do.

® Yes — you are creating another payroll that is NOT one of your normal 52,
206, etc. but:
" You want to make sure that this payroll is marked as Scheduled so
that ALL of the E/Ds set up on the employees as ‘Every Scheduled
Pay’ are automatically brought into employee check lines.
" You want the Time Off Accrual to accrue as normal.

® No - you are creating another payroll that is NOT one of your normal 52,
20, etc. but:

" You want to make sure that this payroll is marked as Unscheduled so
that NONE of the E/Ds set up on the employees as ‘Every
Scheduled Pay’ are automatically brought into employee check lines.

" You do not want the Time Off Accrual to accrue as normal.

® Replace — you are creating a payroll that IS one of your normal 52, 20, etc.
but:

" You are changing the check date due to a holiday, and want to make
sute that all of the E/Ds set up on the employees as “Every
Scheduled Pay” are automatically brought into employee check lines.

" You want the Time Off Accrual to accrue as normal.

**If you are unsure which option you should choose or you chose the wrong
option, please contact your Client Service Representative immediately for
assistance.
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PAY DATA

Working for you.

Creating Payroll

Prior to creating the payroll, it is important to understand the different parts of payroll and what
information resides in each section.

Payroll — This section is where you verify items that affect the entire payroll. Check date, type
of payroll (Regular, Correction Run, Supplemental/Bonus Run, etc.) blocking of Time Off
Accrual, etc.

Batch — In this section you are able to verify pay period dates as well as bring in check templates
for specially taxed checks, bring in only certain groups of employees or quick add hours and/or
dollars to your employees’ paychecks.

Check — Through the Checks screen you atre able to add hours and/or dollars to paychecks,
override paycheck data like departments, rates of pay, job codes, etc. You are also able to

change deductions and/or taxation on a check by check basis.

To create your payroll, go to Payroll and make sure you are on the Payroll Tab at the top.

1. To create the payroll click on the Create Payroll button to the right of the red fields.

¢ Evolution 14.10.00.19 [pds06] - Payroll - Payroll

0 -
= = ~
1 B Fustems @vw‘ | & g Q @e EEEEEE [
4 5B Admin
= 7 ayData  PayData Prospects Demo
| Adrin ayData PayData Prospects Demo
A
] @ Einance [52 Compary | [ Notes & Payroll | L] Company Contacts |
AL
Lt Bueau
Display Payrolls A5 OF | 12/5/2012 = ) Open Paprol
37 Client
i 3|Run '|Eheck Date ‘lEhEckDalESlalus |Schedu\ed |Type |Slalus '|SlalusDatE |;
7| Company
_i‘ Emploves
. HR Module
s
7 A Payrol
S04 Payl
| Bepats
:?2 Operations
E.A‘ Tareparts

[ Mise

I A 38 Review
Type* ——
El 6 Submit Payrol

3
Actual Caln Date B Delete Payral
& No

& Aoorual 5 Checks # None

Block Agencies*—| ~Block T0 Accrual*— -Block Checks/Reparts* | Check Dale= &F FreProcess
e w (r u e NEW (r e

=l B Copy Paprall

b Nep Payroll Expert | %3 Batch | 2 Quick Payrol |
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2. The system will pull in the next available scheduled check date based on your company’s
calendar. Review all of the red fields at the bottom of the screen and change any that are
necessary.

Payroll Check Comments — Anything you put in the box will print on all of the
check stubs.

Block Agencies — Normally you would always keep this no, but if you are running a
special type of payroll, bonus run, correction, etc. and have agency checks (checks
payable to a 3 party: Office of Child Support, Pension Administrators, etc.) that you
do not want to print you can select yes. It will only stop the check from printing from
this payroll. Any amounts that are pulled from employees checks within this payroll
will get added to the next agency check that gets produced.

Block TO Accrual — Normally you would always keep this no, but if you are running
a special type of payroll, bonus run, correction, etc. and your Time Off Accrual is set
to accrue with every payroll, you may want to block this so your employees do not
accrue additional time.

Block Checks/Reports — You would always leave this None unless you ate
responsible for printing your own checks and reports at your location.

Run Nbr — Always leave this blank. The system will assign this number for you.
Type — This determines the type of payroll you are running. It will always default to
Regular, which is your standard payroll. If you running an extra, unscheduled payroll,

you may want to switch this to a Supplemental Run or a Client Correction.

**If you are running a payroll outside of your normal schedule, please contact your
Client Service Representative**

Check Date — This will be the date of the payroll. Always verify this date.

**Remember that all payrolls must be sent to PayData a minimum of 2 business
days prior to the check date.**

Actual Call-In Date — Ignore this field.
3. Once all of the fields have been filled in correctly, click the green check mark at the_top to

save. ™ You will now automatically be brought to the Batch screen. If for any reason
it did not bring you to the Batch screen, click the Create Batch button at the bottom.
@ Create Batch

4. To create the batch, click the Create Batch button on the right of the red fields.
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The system will pull in the batch or pay period dates that are associated with that payroll.

If you are doing an unscheduled payroll, like a Client Correction or Supplemental, you

most likely will need to override the Period Begin Date and Period End Date.

Review all the fields at the bottom of the screen and change as necessary
Payroll Filter — By setting up filters you are able to bring in predetermined groups of

employees.

Payroll Check Template — Check Templates enable you to handle all the checks in a
batch in a specific manner. For example, blocking all scheduled E/Ds, overriding the

taxation of the paychecks, etc.

**If you are unsure if you should be using a Payroll Filter or a Payroll Check
Template, please contact your Client Service Representative for assistance.**

Frequency — If you only have one payroll pay frequency, this will pull in automatically

tor you. If you are paying multiple pay frequencies, select the one you want for this

batch.

Period Begin Date — This is this pay period begin date for payroll. This will default
to the dates set up when your company payroll calendar was created.
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Period End Date — This is the pay period end date for payroll. This will default to the

dates set up when your company payroll calendar was created

Pay Salary — Select whether you want your salaried employees to automatically get
paid the normal salary.

Pay Standard Hours — If you are utilizing the Standard Hours field on the EE Entry
tab, determine whether you want those hours to be brought into the payroll.

Load Payroll Defaults — This controls the codes that automatically fill in the Check
Lines screen.

Calculate Scheduled E/Ds — If checked, it will calculate the Scheduled E/Ds at the
time the checks are created.

Select EEs from List — If you only want certain employees to come in, you can check
that box and a listing of all of your employees will be displayed. You can then choose
just the employees that you want.

Create 945 Checks — This is only to be used when creating posting for 1099R
pension payouts. *NEVER CHECK THIS WHEN CREATING YOUR
NORMAL PAYROLL**

Checks per EE - You can get the system to create multiple checks for each employee.

Pay — Select the employees you want to pay in this payroll.
**For your normal payroll, leave this ALL.

Create Checks — Select the type of checks you are creating.
**For your normal payroll, leave this REGULAR.

7. Once all of the fields have been filled in correctly, click the L4 mark at the top to save.

8. The system will now ask if you want to Auto Create your checks. If you are creating your
normal payroll, say yes. If you are doing a special payroll run and you do not want all of
your employees in the batch, say no, unless you have manually selected the employees that

you want to pay.
Evolution x|

@ Wiould you like bo auto-create checks for this batch?
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PAY DATA

Waorking for you.

Entering payroll using the Quick Entry Screen

The purpose of the Quick Entry Screen is for basic payroll entry. Use this screen if entering your
payroll consists of entering just houts and/or dollars for your employees. If you need to do overrides
on your employees in the form of DBDT changes or rate of pay changes, please follow the
procedures on keying your payroll in on the Check Lines screen.

1. From the Batch Screen, click on the Quick Entry tab at the top.

& EE0E c .5 6/0/00|

#11/18/2013

EE CODE NAME

7000000 Turnet Kevin 2 Employes [ Employee Rz

b tensachtiper| [ ok

2. You will always want to customize this screen to the codes that you are using in
payroll. To do this, right click in the white grid and select E/D.
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Wear ko date F3 |

Manual Tax » Add... D0z Simple

~ Delete » DO35125Ins
D05 EE 401k
D06 ER 401K
D07 401k Cakch Up
D05 401K Loan
D09 MY SDI
D10 Savings
D11 Checking
D12 Checking 2
D13 Child Suppart
D25 Milzage
EOL Salary

ED3 Overtine

EO4 Wacation Ak

EOS Sick 1
ED6 Holiday

EO7 Tips

E10 Incentive Overide On Code
Ell Incentive Use Template
Elz Bonus

ES0 GTL

r v vy vy ry vy v yRIT FTYTTITTYTIYFIYFYTTYTYTTTrryerw

3. If you need to add another column to the grid, select the first Add. You will then get a
listing of all of your available codes.

4. Highlight the code you want to add and click on either Hrs or Amt.

5. Continue with steps 2-4 until you have added all of the necessary codes for payroll.

6. If you need to delete a column from the screen, in step 3 instead of choosing Add,
choose Delete. You will then get a list of all of the codes that are currently on the

screen.

7. Highlight the code you want to delete and click the Hrs or Amt that you want to
delete.

**When deleting a column, you are only deleting that column from showing on
the screen. Any hours and/or amounts that are in the column will stay in the

payroll**

8. Once the screen has been adjusted to show the codes you are working with, start
keying in the payroll data.

9. Use the Enter or the arrows keys on your keyboard to move around within the grid.

10. Make sure you are committing your changes often by clicking the Green stack of coins
at the top. =/

11. When you are done entering all of your payroll information, make sure you verify your

totals either by reviewing the data at the bottom of each column or by going to the
Earnings and Deductions tab at the top.
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12. Once the data has been verified for accuracy you are able to go back to Payroll by
clicking the Payroll button at the bottom left. | [ Payel |

13.You now have the options of Pre-Processing the payroll (see the instructions on pre-
processing for details) or submitting the payroll.

14.To submit the payroll click either the submit payroll button " SubmitPayel o\ ¢y SB

Review button -4 5B Fsview

Submit Payroll sends the payroll to PayData so we can process the pay checks.
By choosing Submit, we will not do any verification of the payroll data that comes in.

SB Review sends the payroll to PayData so we can process the pay checks, but
puts the payroll on hold. **If choosing this option, you must contact your Client
Service Representative so they are aware of why you put the payroll on hold.**
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PAY DATA

Working for you.

Adjusting Check Lines

Adding Check Lines

Check Lines is the term that is used to describe the individual Earnings and/or
Deductions that make up a paycheck.

1. On the batch screen, go to the check lines by using the Check | button in

the bottom right hand corner of the screen or double clicking on an employee’s
name.

2. Making sure you are on the Check Lines tab, click somewhere inside the grid.
Using the arrow keys on your keyboard, arrow down until you get to a blank line.

Check Lines |¢' Manual Ta:-:l Eenerall - Tax Dxenidesl ﬁ Previeﬂl @ Employee Notesl
z E/D Code |E.-"D Description |Hourss’F'ieces |F|ate of Pay |Amount |
_|D02 & | Child Suppart 50.00
D10 5 Checking
Do3 5 5125 Insurance 25.99
Qo [ 50
I 1} I -75.99

Check Line Detail

=

i1 All Fields |¢' Check Line Local Dvenidesl

Rate Mumber Hours [Pieces] State g Azzign D/BDAT |
| || || 7
Rate of Pay Fiece SUl Division | j| | j|
| 50| | =l =l | Branch | = | =
Ay Whork Address Overnd - -

(BT j| A D\[’es 'ei; P\;E”' E—| D'epartment | J| | J|
Stift Assign Locals [F7) I Team | j| | j|
| j| I Prewiew ALD [FB) |
Line Item Beain Date Ling Item End [ ate Y10 F3) Joh ‘workers Comp

= | ] pddiob | | | = | =

3. In the column labeled E/D Code select the Earning or Deduction that you would
like to add.
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4. Depress the Enter key or use the arrow keys until you get to the desired column
then put in the necessary data.

5. Depress the Enter key or use the arrow keys until your curser moves off of the line.

6. If you would like to add a column. Right click on the column header
7. Click Add or Delete.

8. Choose column title that you need.

9. Make sure you Save and/or Commit your changes using the Q and/or the

@ buttons.

Deleting Check Lines

10. On the batch screen, go to the check lines by using the theck I button in

the bottom right hand corner of the screen or double clicking on an employee’s
name.

11.Make sure you are on the Check Lines tab, and then click on the check line that
you want to delete.

Check Lines |¢ M anual Taxl genera\l O Tax Dzerridesl ﬁﬁ F'reviaﬂl @ Employee Notesl

3 E/D Code |EKD [resciiption ‘HDuls/Pieces |F|ale of Pay |Amuunl |
Doz | Child Suppert 50.00
D10 & Checking

D03 ] 25.93

| 0 -75.99
Check Line Detail

i1 All Fields |ﬁ' Check Line Local Dverides |

|F\ata WNumber | |Hmurs [Fieces] | |Slate J| g Agsign DABDAT |
Rate of Pay Fiece SUl DLk | j' | j'
=0} | =l x| | eenen | o |
Agency j| r&\u’o\r{l;jddres{;ﬂ[::nidj Department | j| | j|
i [ | ™= | = | =l
Shift Azsign Locals [F7)
| ﬂ| “TD F31 Preview ALD (FE) |
Line |tem Begin D ate Line Item End Date Job Workers Comp
= =l podiob ||| =l | =l
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12.On your keyboard press the Ctrl and Delete buttons at the same time. It will ask
you if you want to delete this check line. Make sure you say OK.

Evolution

@ Delete thiz check ling?

x Cancel |
If the message says anything other than Delete this check
line, you need to select Cancel and redo the steps.

13.Make sure you Save and Commit your changes using the o and the ©
buttons.
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PAY DATA

Working for you.

Adding a second regular check to a batch

1. On the batch screen, go to the check lines by using the Check button

located at the bottom right hand side of the screen or double clicking on an
employee’s name.

2. Find the employee that the check needs to be for by using the Employee listing
drop down box at the top of the screen.

3. Click on the green plus key @

Flease, Chuuse-check lypn-e: .

=

4. Select check type of Regular

al
s

Payroll Expert x|

Flease, select an employee for the
news check

[ ]
[
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5. Verify the Employee number or name is correct

Payroll Expert x|
- - ]

Flease, selecta check template far
the check or leawve it blank.

6. If using a template, bring that in now or leave blank for a standard check.

7. 1f you would like to pay salary click yes. If you would not like to pay salary click no.

@ Do pou want o pay salam?

V| ew |
8. If you would like regular hours to be @ Do syt (3l Vel e biaw il
paid on this check select yes. If not,
select no. This will only pull in regular D ves @ o |

hours if they have been set up in the
Standard hours field on the Employee\EE Entry screen.

9. Enter the appropriate information into the second check by using the check lines
screen.

10. Making sure you are on the Check Lines Tab, click somewhere inside the grid.
Using the arrow keys on your keyboard, arrow down until you get to a blank line.

11.1In the column labeled E/D Code, select the Earning or Deduction that you would
like to add.
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12. Depress the Enter key until you get to the desired column, then put in the
necessary data.

13. Depress the Enter key until your cursor moves off of the line.

14. Make sure you Save and /or Commit your changes using the ¥ . /ot the

"Ef:" buttons.
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PAY DATA

Working for you.

Blocking/Overriding federal or state taxes on a second check

1. Go into your existing check or create a second check.
2. Fill in the check lines screen as you normally would
3. Click on the manual tax tab
. Add States .
4. Click the button a the bottom of the grid
Check Linez & Manual Tax | Eenerall - Tax Dgerridesl ﬁ F'revieyl @ Employes Nu:utesl
C.
?lraw D — Amount - —Calculate Overide T axes*
x ¥ ‘Yes = Mo
L 1 Federal
| 2 0ASDI —Reciprocate SU1=
| 3 Medicare = Yes Mo
| 4EcC
| | Back-up Withholding —Dizable Sharttallz =
| B STATE - T - Yes & Mo
| 7sDi-vT -
| 85Ul -T-501
|| 95Ul - WT-Healthcare
|5} Add Locals | Prorate FICA
5. Type in the override amount under Federal amount and click enter
6. Type in the override amount under State amount and click enter
7. Click the | Recaleulate Chesk |y ton
8. Verify totals.

Note: Make sure that Federal and State are the only taxes being overridden. You should
never override OASDI and Medicare.
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PAY DATA

Working for you.

Tax Calculator

The tax calculator is used to calculate payroll and tax information for an employee.
Examples of how this feature can be used are manual check calculations, net to gross
check amounts, reviewing the affects of changing tax exemptions, and adding or changing
deductions on an employee check.

There are two locations where you are able to access the tax calculator. Employee —
Employee and Payroll — Check Lines.

Using the Tax Calculator

1. To open the tax calculator, click the = button in the top right hand side of the
screen, or F9.

2. On the Tax tab use the drop down box in the top left hand corner to select the
employee you want to do calculations on. Any scheduled earnings and/or
deductions will be brought in at this time, as well as Federal and State withholding

information.
2~ Tax and Check Line Calculator x|
EE Tan | | Check F'reviewl el F‘a_wollsl
e
E?rgglﬂme =]  OnidaBen TBa’l:'eiTe”°” ?|state~ [Matal [ with Alow| State T Wages|Stete Tax |
Dvenid : dT - BT 3
2|e/0 Code ~ [am State  |SUIStale|Hos| oETER RS
None j
Overide Fed Value LI_I

Overide 0ASDI sul
Dveride Medicare 2[su -|suw e WageslSU\ ifes |SUI iiod
1 [
- Ovemide EIC =
[« | Lo
- B ackup withhaolding LI—I
& Refresh Scheduled E/Ds F3) |
Block Federal Elock Additional Fedzral Tax at Suppl tal Rt
[ ek R I Gl Honal s (] Tzt e emzclinic 3 Local Mame '|LocaITax W’agesl Local Tax |EIH A
I~ Block EE DASDI [~ Block EE Medicare I~ Block EIC »
Federal k arital Statu: Fed Number of Dependents [ Met To Gross =
£ Single & Maried | 7 jﬂ | | [l | | »
Federal Tax \w'ages: Federal Tax: [~ DisableYTDs
0ASDI Taxable Wages: OASDI Tam: [™ Disabls Shortfall: || Caleulate check [FB)

[~ Check Preview

¥ Plug Taxes

Medicare Taxable W ages: EIC Tax: Check Typ |_-|£| Copy to papral [F3)
& Manual © Regular

0ASDI Taxable Tips: Medicare T ax:
() Cinze (F2)

Gross: Met
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3. To enter an amount for a particular earning and/or deduction, use the arrow down
button on your keyboard to create a new line.

4. Select a code in the E/D Code box and enter to get to the other columns.

5. Enter in the data for this check by either putting in a dollar amount in the Amount
Column or by entering hours in the Hours Column. The system will default the
hours to be paid at the primary rate of pay unless you enter an override rate in the
Rate Column.

6. To delete a scheduled earning and/or deduction, highlight the line that needs to be
deleted, and click Ctrl-Delete.

7. 1If using the Tax calculator to calculate a net to gross check, check the box in the
bottom of the middle column next to the Net To Gross option and enter the net
amount in the field below.

[T MetToGross

8. If you are using the tax calculator to calculate override taxes, changes in pay
frequencies, differences in Marital Status and/or dependents, etc., you will need to
go through all of the available fields on the Tax Tab and make any necessary
changes.

**Remember, any changes you put in the Tax Calculator will not carry over
into the Employee screens.

9. To calculate the amount of the check, use the Calculate button in the bottom right
hand corner or click F5.

=/ Calculate check [F3)

10. The breakdown of the check will appear in the bottom left hand corner or you can
click on the Check Preview Tab at the top left portion of the screen.

11.To print this data, go to the Check Preview Tab and right click in the white area
and select print or click F7
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12.To copy this data into a payroll, select the Copy to Payroll button or F8. Any check
that you add to payroll will automatically be entered as a manual check.

|__;£| Copy to pavroll [F3]

13.You will now be on the Payrolls Tab and any waiting payrolls will be in the grid on
the left. By clicking on one of those dates, the period dates for that payroll will
show up on the right.

Tax and Check Line Calculator
= Taw | ) Check Preview 7 Payrolls |
1= 3 Period Begin ... ‘lF'eriod End Datel Flequenc_l,ll =

Wi L 3/18/2002 24,2002 W
W

1/18/2013 14 R W

31552013 1M R W

372942013 1M R W

E/15/2013 4 M R W

11/28/2013 4 M R W

[T Attach ta New Payroll | ‘Qfﬁ Aftach to Mew Batch | ‘Q"; Attach to Selected Batch |

**If you need to add this manual check to a payroll and batch that have already
been created, use the option Attach to Selected Batch. If you have created the
payroll, but not the batch or you have not yet started the Payroll, you do have
the ability to create the Payroll and/or Batch at this point. If you choose to do
this, there are then adjustments that will need to be made in payroll prior to
submitting. Please contact your Client Service Representative for further
assistance.
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PAY DATA

Working for you.

How to Void a Check

Check

15.On the batch screen, go to the check lines by using the button

located at the bottom right hand side of the screen.

16.Click on the green plus key @ or Alt-Insert.

17.Select check type of Void, then click L

18.The check finder pop-up box will appear on your screen. Select the time period of
the original check, setial number if known and/or the EE code.

Check Finder x|
Search Criteria

Begin Check Date  End Check Date Fun # Check Serial # EE Code

F o senz | [Fosaens z] [ IRIEEEE ) Fiter | B Show | @ok | © Cancel |

Search Results

3 Check Date |F|ur1 ﬂlEmpInyEE # |Emp\nyae Name |Eheck Numherlﬁrnss |NE[ |Slalus |;I

| [8/22/2m2 4 9467913 Kermit Frog 92115 840.22 Dutstanding
B/224202 5 89467913  Kermit Frog 92115 840.22 Dutstanding

HE 2 1 Kermit Frog 39 :i | Dutstanding

Ll
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19. Click the | button

20. Select the correct check from the grid.
21.Once you have the correct check click @9 1 This will void the check.

**Please be aware that you should not void a check that was not created in the
current quarter. If you receive the below pop-up message, you must contact
your Client Service Representative for assistance prior to voiding any checks.

& Woided check date quarter iz not the same az your payroll check date quarter.
hould pou fike to continue?

**If you are on PayData’s Net Check service, any check that you void must be
returned to PayData. If you no longer have the check, a stop payment is
required and you need to contact your Client Service Representative prior to

voiding this check.
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PAY DATA

Working for you.

Maual Checks

A ‘manual check’ is a check that was issued to an employee outside of the payroll system,
and needs to get posted so that the Employee’s W2 information is correct.

Creating a Manual check within a batch

1. On the batch screen, go to the check lines screen by using the Check

button located at the bottom right hand side of the screen, or double clicking on an
employee’s name on the Quick Entry Screen.

2. Click on the green plus key © or Alt-Insert to add a new check.

)

Payroll Expert | x|

3. Select the check type of Manual, then click
: P Next :

LN

B

Flease. choose check typé. .

| b arua j|

Payroll Expert x|

al

4. Select the correct employee number in
the list, or change EE Code to be EE
Name and select the employee by last
name. Once the correct employee is

P Next

Flease, select an employee for the
news check

selected, click

[ ]
[
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Payroll Expert

5. Enter a check number for the manual check,
P Next :

then click

6. You will now be back on the Check Lines tab, in your manual check.

**A manual check is different from a regular check in that it does very little of its
own calculations. For example, the system will not bring in any of the Scheduled
E/Ds nor will it take any hours that you enter and multiply them by the rate of
pay. Due to this fact, you will need to enter all of the data that needs to be on this
manual check.

Note — Direct Deposit information entered on a manual check will NOT go
through ACH.

7. Enter all of the earnings and/or deductions that occurred on this manual
check.

8. Once all the data has been entered click on | % Resaleulate Check 105 ted at the bottom
of the Check Lines screen. This will calculate the taxes and figure a net check
amount.

9. Verify that the manual check posting agrees with the check that was paid to the
employee. If the check does not match, review the earnings and deductions
entered to see if there was a data entry error.

10. If the difference is in the tax calculations you are able to override the Federal, State
and/or Local amounts only.

**Since OASDI and Medicare, or FICA, is a fixed calculation based on taxable
wages and YTD taxable wages, you should never override those taxes on a manual
check. Ifyou feel the system is not calculating these taxes correctly, please
contact your Client Service Representative for assistance.
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Deleting a Manual Check

1. If you have a manual check in an unprocessed payroll and decide that you do not
need to post it, you can remove it from the payroll. On the batch screen, go to the

check lines by using the Eitheck | button in the bottom tright hand corner of

the screen or double clicking on an employee’s name on the Quick Entry Screen.

2. Click on the red x sign @ at the top of the screen.

3. A box will appear that will ask 1f'y0u @ Are you sure vau want to delete this check?
want to delete or not. Select yes if

that is the correct check to be deleted.

% Cancel |

Posting a Negative Manual Check

If you have previously posted a manual check and need to back those earnings out an
employee’s year to dates, you will need to post a negative manual check as the system
does not allow for voiding of manual checks.

1. Create a manual check by following the instructions above

2. Enter in the information on the check lines so that it is the opposite of the original
manual check that was previously posted. i.e. If you posted a check with a Bonus
of $500.00, you will need to post a Bonus of
-$500.00 on this check.

3. Because the system will never calculate negative Federal and/or State tax amounts,
you will need to go to the Manual Tax tab and enter this information.
Add States

4. If you need to post negative state tax amounts, click on the button to

get a line to enter the state tax amount.

5. Enter the amounts for Federal and/or State only as negative numbers. **Never
override the OASDI or Medicare taxes as these are calculated fields.

6. Once all the data has been entered click on |5 Recaloulate Check 16cated at the bottom
of the Check Lines screen. This will calculate the taxes and figure a negative net
check amount. Confirm that the net amount is correct.

**]Jf you feel the system is not calculating the check and/or the taxes cotrectly,
please contact your Client Service Representative for assistance.

**A 3" Party check is considered to be another type of a manual check. If you
need to make a cotrection to a 3" Party posting, you will need to post this as a
negative 3" Party check. See “Posting 3" Party Sick Pay Payments” for
instructions.
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PAY DATA

Posting Group Term Life

Working for you.

To verify that the GTL is being pulled into payroll, you should preprocess the payroll and
run a Payroll Register to verify prior to submitting your payroll.

If you are not having the system calculate the taxable benefit for you, you can post the
GTL amounts within a normal payroll. Since GTL is taxable the system needs to have
wages to pull the taxes from and must be done in a payroll where the employee is actually

receiving earnings.

1. Once the payroll has been created make sure you are still in Batch.

2. Go to the Quick Entry Tab.

/| Adnin

7 Clent
Test Company #2

Only For Testing #11/18/2013

#+ - Company

* Employee
[ )

% Batch & Guick Entuyl

1P 1280 =

Quick Entry Wi Dveriides | &) Eamings and Deductions | BE Takes | 2 Impat| = &

S Payroll

]
. Beports
et EE CODE NAME

L Mise 7000 Orrida Bell

R N 7000000 tMason Paul
F N 509 Montgomery Jennifer K.
[ N I T
R N 6001 Trudo Diane b
R N BEE7 Turmst Kevin 2,506.25

P
ED4Wk1Retro

ED5 Wk2Retro

E08 Server Wage

EQ7 Server OT

EDS Wk 1Tips

E09 Average Overtime At 1.5

EOa Wk IMinimum Wage Makeup
E10 Standard Earnings

E100 Test

E10000 Local Exempt

E100a Wk 1 Commission

E100b Wk 2 Commission

E11Bonus 25Tax

E110 Long Term Third Party Sick Pay
E111 Spedial Taxed Memo

E115 Memo

E12 Regular Host Earnings
E13 Average Overtime
E13a Wk1 Bonus

E13b Wk2 Borus

E14 Sick

FAE StamAzed Farminne

Additional Tools

| Employes | T Employes Hatesl

Hrs.

3. Right click and go to E/D — Add — GTL Code — Amt. This will add the column

tor you to add the GTL taxable amounts.

4. Enter the taxable amount on your employees.

5. Click the Green stack of coins @ to commit these changes.

6. When you are done entering all of the data for the payroll, make sure you
preprocess and run a payroll register to verify that the calculations are correct.
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PAY DATA

Working for you.

Posting 3™ Party Sick Pay Payments

1. On the batch screen, go to the check lines by using the Check button in

the bottom right hand corner of the screen, or by double clicking on an employee’s
name.

2. Click on the green plus key © or Alt-Insert to add a new check.

3. Select the check type of 3% Party, then click
: P Next E

Payroll Expert

Please, select an employee for the
new check

i

EE Mame ZI

| Frog Kemit T j|

I P Next |

4. Select the correct employee number in the list, or change EE Code to be EE Name and
select the employee by last name. Once the correct employee is selected, click

P Next
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I P Next |

5. Enter a check number for the 3* Party check,
P Next :

then click

6. Select the 3" Party Sick Earning code that you are posting to and add the gross in
the amount field.

7. Click on the | Recalculate Check 1,000 "The button is located at the bottom of the
screen.

**If the taxes in Evolution do not agree with the taxes on the statement, verify the
kind of sick pay that you are posting. Some sick pay is Taxable and some is Non-
Taxable. Always make sure the net check in Evolution agrees with the statement
from the insurance company. Should you have any questions, please contact your
Client Service Representative for assistance.

**If you find that you incorrectly posted amounts to 3" Party Sick Pay and you
need to correct them, you will need to post a negative 3rd Party Sick Pay check.
To do this, you will want to follow the steps above, except enter negative numbers
instead of positive numbers.
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PAY DATA

Working for you.

Preprocessing a payroll

1. After you have verified your batch totals under the

|@ Earmings and Deduchions | tab

Earnings and Deductions

[~ Display User Entries Separately [~ Display Totals By Check Type

>

Code Employee

3 E/D Code '|Descripti0n |H0urs£Pie... |Am0unt |C0unt| = 3 EE EodelEmponee MHame |H0urs.-’Pieces |.&m0unt |
| D02 Child 5uppart 50,00 1 [#| 509 Montgamery Jennife... 50.00
D03 5125 Inswrance 25.83 1
(D10 Checking 1
_|EO1 Salary 2506.25 1
_|EDZ W1 Regular 90.00 1.250.59 4
_|E05 k2 Retra 16.00 10092 2
_|EOE Server Wage 2
_|EO7 Server 0T 2
_|ED8 Wk 1Tipz 2
E22 Total Wacation 0.00 n.aon 1
Click on the 7 Payrol | button on the bottom left hand corner of the screen.

. ==k . .
On the payroll tab you will see a <& Prefresess hytton in the bottom right hand
corner
A ==F
Click on the & Frefrosess  hytton

The system will ask if you want to

pre-process this payroll. If you would Are you sure you want bo pre-process this payrall?
like to pre-process Click ok.

% Cancel |

Your task has been added to the queue 6. Your task will have been added to the
queue. Click OK.

When your Task queue says that the preprocessing has finished. You may run
reports on this waiting payroll to
vetify your totals for taxes, 401K gy | Task Queue: 2 New Finished; 6 Total; 6 Finished
Calculations and more.
When you are satisfied with your totals and have no other changes to make, you
57 Submit Pagrall

may submit your payroll by clicking the | button.
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PAY DATA

Working for you

Making a correction to payroll after pre-processing

1. To go back to the payroll to make changes. To get there click on the

7 Payrol button

2. Click on your check date that you need to make changes in. This will highlight the

date
z Run Check Date = |Check Date Status Scheduled |Type Statuz Statuz Date I
n 1/1,/9/2013 M kY 3] W 1/8/201311:55:26 Ak
. &% Batch |
3. Click on the = button

4. At the top of the screen Click on the Quick Entry tab

Batch  Quick Entry | Quick Entry Wa’Dverridesl E arnings and Deductinns] T axes ] Impart ]

5. Make changes to employee hours or amounts by making changes on the quick
entry screen or going into the checks screen.

6. Once you have verified that your totals are correct on the Earnings and Deduction
tab, you may choose to preprocess the payroll again or submit for processing.
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PAY DATA

Working for you.

What do I do if I get an Error?

There are types of errors that may occur in Evolution.

The first type will be an error that may look similar to the error below. Unfortunately,
this type of error does not give you the option to email it directly from the error
screen.

Report Writer Designer ﬂ

R Rurtime error at address 0000009650
Access violation ot address 00FCDEBRL, in module 'izRWDesigner exe'. Fead of addrezs FFFFFFFF.

Ok |

If you get this error, please click the print screen key on your keyboard and save it.
Then attach the error to an email and send it to your Client Service Representative to
be reviewed.

The second type of error that you may get may look similar to the error below.

Evolution 8/18/2006 2:54:16 PM x|

Q Server 117 returmed
exception 112

Children =till exizt in EE_RATES table. Can nat delete

Database: 1921682 .58 /db/PayDatab/CL_1879.0db
SOL: Execute procedure EE_DEL :HUMEER, :USEFR_ID, :DELETE_DATE, :CHAMGE_DATE

Pararneters:

MUMBER: 58

USER_ID: 771

CELETE_DATE: 8/18/2006 2:54:16 Pk
CHAMGE_DATE: 8/18/2006 2:54:16 P

[Internal code: EIBInterB azek mar)
[Internal package: DB Access Package]

5’ Shiow D etailz |

If you get this type of error please follow these steps:

1. Click on the Show Details button

Last Updated 1/15/2013 98



2. Click on the & button. This will create an email with two attachments. One will
be a print screen of the error and the other will be the details of that error.

3. In the

To...

tield of the email insert your Client Service Representative’s email

address then click send.
Here are some examples of different error messages you may get, what they mean and
what you need to do to fix them.

Evolution 08/22,/2006 12:18:48 PM 5'

Q State marital status can't be empty

;@‘l +f OK ' Help 4= Show Details

® This is an error you may get when setting up a new employee.

® On the EE Entry tab, the State Marital Status field is a red, required field. If you
tforget to complete a red field, it will provide you with a message saying which field
has been missed.

® To fix this, click OK on the error, go back to the EE Entry screen, if you are no
longer on that screen and select a State Marital Status.

Evolution 8/22/2006 12:18:17 PM

Q Server 1211 returned
exception 8

Can not create emplovee. Missing divizion

® This is an error you may get when setting up a new employee.

® On the EE Entry tab there are four different labor distribution levels that are
available to use. Even though you may not be using all four levels, if you are using
at least one level, for example Department, then Evolution is expecting that level to
be selected on every employee you set up in Evolution.

® To fix this, you need to find the employee that does not have any of the levels
attached to their set up. On the EE Entry tab, click the DBDT selection

button

&5 Assign D/B/D/T

| or F4 to get your list. Choose the appropriate

selection for this employee. Once this has been added to the employee, you can
now save and commit your changes.

Last Updated 1/15/2013

Evolution 8/22/2006 12:19:00 PM

Q Server 1211 returned
excephion 121

Children still exizt in PR_CHECK_LIMES table. Can not delete

99



® This is an error you may get when trying to delete a Scheduled E/D from an
employee.

® The system keeps track of all historical data; therefore data should not be deleted,
but rather an end date should be applied.

® To fix this you will need to click the abort key 9 at the top right hand side of
your screen. Once you have aborted your changes, find the Scheduled E/D that
you want to end on the Browse Scheduled E/Ds tab and click on it to highlight.
Go to the Details 1 tab at the top. At the bottom of the first column there is a field
called Effective End Date. Enter an end date for this code. Please refer to

“Stopping a Recurring Earning or Deduction” for more details on the Effective
End Date.

**When aborting changes, the system reverts back to how the data was when
you last committed your changes. If you have made 5 system changes since the
last time you committed your changes, by aborting you will loose all of those
changes and they will need to be redone.

Evolution 8/22/2006 12:19:49 PM

Q Server 111 returned
excephion 12

YWronhg effective start date. Same ED scheduled more than once can not overlap

® This is an error you may get when trying to set up a Scheduled E/D and that
employee already has the code set up.

® Ifan employee already has a code in their Browse Scheduled E/Ds screen you are
not able to add that same code a second time. Instead you need to update the code
that is already out there.

® To fix this you will need to click the abort key 9 at the top right hand side of
your screen. Once you have aborted your changes, find the Scheduled E/D that
you need to reinstate on the Browse Scheduled E/Ds tab and click on it to
highlight. Go to the Details 1 tab at the top. At the bottom of the first column
there is a field called Effective End Date. Most likely there is a date entered in this
field. To reinstate this code, click on the date in the Effective End Date field and
click the Delete key on your keyboard. The date will now be removed. Review the
rest of the data on the Details 1 and Details 2 tabs and make any necessary changes.
You are now able to save and commit your changes.

**When aborting changes, the system reverts back to how the data was when
you last committed your changes. If you have made 5 system changes since the
last time you committed your changes, by aborting you will loose all of those
changes and they will need to be redone.
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Reports

PAY DATA

Working for you

How to Run a Report

1.

Heparts

Click on the

Run Repaorts

Click on

Click on g_’] Open compary

if you are unable to see your listing of reports

button on the left hand side of the screen.

?lEIHeport Mame
|-

P[40k Report (B1934)
[ Check Line State Report (B165)
| &ddress Labels - Alpha [BF17)
| Agency Check Listing [C1)
| Benefit: Reconciliation - Actual [52072)
| Certified Payroll Report (S518)
| Check Fecanciiation [5214)
| Child Support/Gamishment Repart (5181
| Cover Letter [5193)
| Cover Letter For GECs (5133)
1| Custom 407K, File [C2)
| Deduction Code Repart (5181)
| Deductions Nat Taken Report [S228)
| Defivery Instructions [5187)
| Delivery Instructions For QECs [S187)
| Defivery Label (5154)
| Delivery Label For QECs [S184)
| Delivery Label Single [51028)
| Direct Depasit (5211)
[CJ|EE Shartfall Report [S£38)
| Ernployes Address Listing (51134
[CJ|Employee Assessment List [B2038)
CJ|Ermployee Change Listing [N ew) (51075
[CJ|Employee Mailing Labels (5603
| Employee Prafiles [5263)
| Employes Fate & Department Comparison [B1597)
[CJ|Eva Exchange TOA Import [C25)
| Gereral Ledger Report [5183)
| GL Expart [5348]
CI|HF: Alert (5759)
[CJ|HR workers Compensation Code Report (S454)
1| Iriput wiark sheet (5351
] Input tiarksheet Fax Cover [5260)
| Labor Distribution [New] [51077)
| Labor Distribution [T emplate/ASCI) [SE53)
| Labor Distribution Report (5121)
CI|MTD Check Reconciliation [5214)

4. Select the report that you would like to run by clicking in the white check box

next to the report name.

5. Click on thel " Report Parameters | 1,

Last Updated 1/15/2013

101



0. Select your check date(s). You can select as many check dates as needed. To
select check dates for a range you can utilize the 1 Quarter — 4™ Quarter, or
Year radials and all payrolls within those time periods will be marked. Please be
aware that if you have any payrolls in a waiting status and not yet processed, you
may want to check the “Show Processed Only” radial to exclude any amounts
trom those payrolls.

7. Payralls ]Misc | Employes Fiter | DBDT Filter |

Check Date Period Select Payrolls far

Tear [v 1stQuarter v 3rd Duarter [ Tst Quarter [ 3rd Quarter

2006 e [v 2nd Quarter v dth Quarter [ 2nd Quarter [ 4th Quarter

[ Year
From | 1/ 1/2008  =| To [12/31/2008  ~|
[~ Show Processed Only r

3‘5 Check Date ‘|F|unﬁ ‘|F'rocessed |Status|T_l,lpe|

P | 7/26/2006 2 8/3/2006 B:57.54 &M P W
8. Select any additional sorting or filtering parameters from the Misc tab. Reports

will have different options on the Misc tab based on the report functionality. A
few common options are :

o Mask Sensitive Information : Remove SSN from the report

o Show only Summary for Multiple Check Dates: 1f you select multiple
check dates it will summarize all of the check dates together.

o Page Break after each Group: Will start the next group level on a new

page.

Payrolls  Misc l Employee Filter] DEDT Filter]
Grouping and Sorting

[ Page Break after each Group
Bz L= |Eu:umpany ﬂ [v Show Terminated Employees
Group Type |Detail j [ Mask Senszitive Information
[ Show only Summary for Multiple check dates
| J [ Show Home DBODT for each Emplopes
Detail Sort |Emplu:u_l,lee Last Mame ﬂ W lnclude Memos in Totals
[v Include Taxable Memos in Totals

Do according to Compary Setup ﬂ

<l

|nclude Pieces from Piecework in Totals

<l

Break Employee between Pages

9. Select Employee from the Employee Filter Tab. Select as many employees as
needed. If you do not select any employees the report will run for all employees
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Payrolls | Misc ~ Employee Filter | DBDT Filter

?|2|EE Code = | 55N First Mame Lazt Mame

el o

4

Joaa

10.1f you would like to run this report for a specific Division, Branch, Department
or Team click on the DBDT Filter tab. Select your DBDT Level from the drop

down menu and then make your selection.
F'a_l,lru:ulls] Mize ] Employee Filter  DBOT Filter l

DBOT Level |I:|:|rnpan_|,| ﬂ

?|e |
v

** Any changes made when running a report will not change report default
setup **

11.Select the Preview or Print option on the upper
right hand side of the screen. If you select Print |F'rint j
the report will print to your default printer. If FEre
you select Preview the reports will not physically | Preview
print but will be saved on your task queue.

LL'

12.Running the report through the queue should also be checked. This means that
the report will be run on PayData’s resources so that you may continue working
while the report is running.

13. Click Run Report.

Evolution

14.Your task has been added to the queue.
. Y'our tazk has been added to the quele
Click ok.

15.Your report will be finished when your Task Queue becomes bold and the
number of items identified as New Finished changes.

Yiews | Task Queue: 2 New Finished; 6 Total; 6 Finished
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16. The system has the capability of
emailing you once a report has
finished. After you have added your

report to your task queue, click on

Description:  Run Repart
Caption: Paproll Register
Status: Ewecuting 1 of 1
Messzage:

the __YE% | Lutton. In the upper | Send Updates to BAllen@PayData. Com

right hand corner of the screen click
the check box to send updates to your email address.

** If you do not see your email address on the screen, please contact your client
service representative to set up this feature **
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How to View / Save a Report

PAY DATA

Working for you

Click on the _ Y% | button at the bottom left hand corner of your screen.

Your screen will default to a split screen view and will show the last report that

you ran. Your report will be on the bottom of the screen and the list of all
reports in your queue will be at the top of the screen.

g -
Bluser [Frished]Pronty[id_ = [updated [status |Deserption | apton | ~la
=
~ 1000 38605 6/21/2006 4:02:54 PM| Finished successfully | Run Report Payroll Register 2
£
E
=
T
kS
(o]
o
2
~l|=
3
Deswiption:  Fun Report R =
Caplion:  Payroll Register TP 7 2
Status: Finished successfully Changed: 8/21/2006 4:02:54 P o
Meszage: Q
r g
He 38 @ o | (9 (@ [ B] Page| Tofi
~
#0010 Becky's Test Company Payroll Register (S109)
Check Date U7/26/2006-1
Peniod Range 07/18/2006 TC 07/22/2006
“Week Mumber : Weel #30
Empioyes Name Social Secunity Number Sakan Frequerncy Checl Number Check Date Checl Type  Net Checl
Earnings Rate Current ¥TD Deducllu_ﬂs Current Y¥TOD Amount [Taxes Description Current Amount ¥TD Amount
Description af Pay Hours Armount Haurs Armount Description Arnaunt
(Chiich, Jufig - 06 - 995-99-0010 vr vr o0 Weekls -89999398 Memo 07/26/2008 Reguiar aop
01 Salary 1272 oo 1,500.00 000 1,500.00 |11 Checking 989.18 989.18| Federal (3/0) a1.03 496.32
10 Incentive Owe  0.00 000 000 0.00 450.00 0ASDI 93.00 148.80
11 Incentive Use  0.00 ooo o.oo o.0o 450.00 Medicare H.75 34.81
State VT (5 i) 85.03 m .43
Check Totals: 0.00 1,500.00 0.00 2,400.00 989.18 989.18| 510.81 791.88
anson, Becky - 1 - 000001177 b7 b7 1000.00 Weekly 1 077262006 Reguiar 555,859
01 Salary 0.00 000 1,000.00 0.00 1,000.0005 EE 401k 25.00 25.00| Federal (3/1) 10117 10117
02 Regular 0.00 000 -200.00 0.00 -200.00 (06 ER 401K M3 24.50 24,500 0ASDI 49.60 49.60
Medicare 11.60 11.60
State VT (8 i1) 27.08 2708
Check Totals: 0.00 800.00 0.00 800.00 49.50 49.50] 189.45 189.45
Company 2 Checks 2EMPLOYEES 535,55
01 Salary 0.00 000 2,500.00 0.00 2,500.00 )05 EE 401k 25.00 25.00( Federal 412.20 597.49
02 Regular 0.00 000 -200.00 0.00 -200.00 (06 ER 401K M3 24.50 24,500 0ASDI 142,60 198.40
10 Incentive Owe  0.00 0.00 0.00 0.00 450.00 (11 Checking 9889.18 989 18 Medicare 33.35 48.41
11 Incentive Use  0.00 0.oo 0.00 0.00 450.00 State ¥VT nz1n 139.m fied]
< >
Results | Log
M - aIe | »>" 3 eiconversionishare... || ] 79-How to run arepo... | [B Evalution & Online Timekezping - ... ‘ [ClD BT s

3. If you would like to review this report and it has multiple pages,

(@ [ B] B] Page

you can click the

left will take you back

-+

1 af 1

to the first page.

arrows to go
forward and back. The double arrow pointing to the right will
take you to the last page and the double arrow pointing to the

If you would like to view the report in a full screen, on the right

hand side of your screen you will see tabs for list view, split

Last Updated 1/15/2013
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view, detail view and full screen. Click on full screen to see your report larger on
your screen.

5. If you would like to save this file as a .pdf file, click on the E key. The save
file as window will appear on your screen. Select where you would like to save

the file and make sure that the type is PDF File (.pdf). Click Save.

6. If you would like to print this report to a printer other than your default printer,

click on £ key. This will allow you to select the printer where you would like
this report to print.

7. 1f you would like to print this report to your default printer. Click on the E
key.

8. If you have printed a lengthy report and would like to find one particular

employee, click on the & key. In the find what field enter what you are
looking for. You can find all instances of this item by clicking on find next

9. You can also add a password to the report so that emailing the report is more

=

secure. To enter a password click on the . Click on one password or two.

=

Enter your password and click ok. Then click on the =Z and save this report to
a system directory or your desktop as a .pdf. From the saved location you can
email it to the intended recipient. They will not be able to open the saved .pdf
file without entering the password.

Report Security

Security Level

" Unzecured i Dnepasswmcf " Two passwords

Specify Password

Full Acces Pazsword |

Frewview Only Pagsword |

[~ Compression

Cancel (]9
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PAY DATA

Working for you.

Labor Distribution Template /ASCII

| Admin

i+ Client

so 0 Compary
il r—’
Employes

< Payroll

Beports

M Run Reports

1. Before you can access company reports, you need to make sure that you have
clicked on the ‘open company’ button. Once you have done this, click on
‘Reports’.

2. Select Run Reports from the menu.

HR Weteran Beport [S5714]

HR wiorkers Compenzation Code Report [5454]
|ndividual E amings Repart [S5431]

|nput wWiarkzheet [5351]

[nput wiarkzheet Faw Cowver [S360]

Intego W orkers Comp File [B1728]

Labor Digtribution [Template 4501 [S353]
MHew Hire Histore Report [S337]

Mew Hire Repart [5292)

OT Hours Worked [B354)

FPaul Payroll Report Test [B733)

Paproll Beqizter [5109]

Perzonnel Begizter [5344]
C12R RBanark IS1R11

3. On the right hand side of the
screen select Labor Distribution
(Template/ASCII) (S853). If you
have not clicked on the open
company button you will not see
a list of reports to choose.

g ] o e

4. Click on the report parameters tab.

5. Select what check dates of information you would like to run this report for.
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6. Click on the Misc Tab. The Grouping and Sorting options that you select will
determine how the data is displayed.

Payroll:  Misc } Employee Filter] DBOT Filter]

Grouping and Sorting [ Page Break after eachgroup | Mask Sensitive Information

Group Level |Elranch j v Show Terminated Emplopees W Use "Deductions As Tawes" logic
Group Type |Summar_l.J j Result Type

{+ Graphic
Group Sort |Gruup Code j

" ASCIl Fixed Length

| =l | ascipeinted |

Column 1 ] Column 2 ] Column 3 ] Column 4 ] Column 5 | Column B ] Column 7 ] Column 8 l Column 3 l Column 10 ]

Column Type | ﬂ

7. ‘Group Level” allows you to specify whether you want to display your data based
on Company, Branch, Division or Department.

8. ‘Group Type’ determines whether you see detailed information, summary
information or both detailed and summary information for the group levels.

9. ‘Group Sort’ determines in which order you would like the Group information to
be displayed. Valid options are: Group Code or Group Name.

. Column Type -
10. Under the column type you will need | . =l
) ) E arningz [Amounts]
to select what type of information you Earmings [Hours)
. . Deductions
would like to see in the column. ED Group
Tares
Calculated
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11. Once you select the column type you will notice that below you will get different
code choices based on which column type you selected.

Calumn 1 l Calumn 2] Calumn 3] Calumn 4] Calumn 5] Calumn E] Calumn .'-"] Calumn B] Column 9 | Colurmn 'IEI]

Column Type |Earnings [Haurs] ﬂ Colurmnn Title |F|egu|ar Hours |

?
e

Code Type D ezcription

Dz2 k1 ER H54 Single DD
D23 k1 ER HS5A Family DD
Dan k1 ER Faid Dental
Del M1 ER Paid kw0 HMO
Dg2 M1 ER M0 PPO

a9 k1 ER Paid Meals
EM Ea Salary

E02 ER R egular

EQ3 EF Owertime (21,5
E04 EE Wacation

ECDR EB Haliday

EQE EC Coarnmigzion

EO7 E1 Tips

EOR ED CTO

EDS El Awve 0T

E10 EC Bonus

E11 B 10599 E arningz

E12 EC i aitztaff B egular
E13 EG W aitztaff Qwvertime

o | =

12. Click the check box next to the code(s) you would like to see in the column. Fach
column may have multiple selections. If you select more than one code, the system
will add the amounts together and give you a total under that column.

13.To define the caption or column header on the report, enter this in the Column
Title box for that column.
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14. You may want to join two columns together. This would be considered a
calculated column.

15.Select ‘calculated’ under column type options.

Column 1 ] Column 2] Column 3 Column 4 l Column 5] Colurmn E] Column 7 | Column Ei] Colurmn Ell Colurmn 'II:I]

Column Type ||:a||:u|ateu:| ﬂ Column Title |Em|:u|u:u_l,lee Compenzations & Benefitz Change Item Sign

218+~ | Calumn | &
-

o[ Ermployer Paid Benefits
3V Grogz Eamings
O Fegular Hours

Al zelected itemsz in the grid will be summarized into one walue

16. Click the check box next to the codes you would like to see in the calculation for
this particular column. All selected items in the grid will be summarized into one
value. If you wish to subtract one of the codes from the total, than click on the
“Change Item Sign’ button. A minus sign will appear in the +/- column showing
that this amount will be subtracted from the total.

17.To produce an ASCII result, click the Result Type
check for Print ASCII Result check * Graphic
box.

(" ASCI Fized Length

" ASCI Delimited |
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18. If you are making this an ASCII report you will want to selecte delimited or fixed
length.

19.1f you select delimited, you have the ability to choose what symbol is used for the
delimited file.

20.To select employees that will be shown in this report or file, click on the employee
tab and put a check box next to the employee’s name. If no employees are selected
then the file will run for all employees.

21.To select to run this report for just one division/branch/department or team, Click
on the D/B/D/T and select the D/B/D/T level and put a check box next to the
options you would like. If no D/B/D/T are selected the file will run for all.

22. Once you have completed all of your columns, Click Run reports.
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PAY DATA

Saving an ASCII file to Excel

Working for you

1. Click on the Reports button on the left hand side of the screen. Click on Run
Report. Click on open Company if you are unable to see your listing of reports

2. Select the file that you would
like to run by clicking in the
white check box next to the
report name.

3. Click on thel -~ Feport F'arametergl
tab. Select the check date(s)

Report Mame

- |

il EELY)

| | =

4 Check Line State Report [B168)

Check Reconciliation [5214]

Cover Letter [5193)

Delivery |nstructions [S187)

Delivery Label [5184]

Direct Deposit [S5211]

Earning And Deduction Code Report [S181]
Emplovee Profiles [S263]

|nput Worksheet [S351]

|nput Worksheet Fax Cover [S360)

Labor Digtribution [S1077)

Mew Hire History Report [5337]

Mew Hire Report [5292]

Payroll Register [S109)

Payroll Tax Report [S247)

T axable \Wage Report For Payroll Summary [S236)
W2 Edit [S162)

that you would like to run the file for.

4. Select the Print option on the upper right hand side of the screen. Running the
report through the queue should also be checked. This means that the report will
be run on PayData’s resources so that you may continue working while the report
is running. If the Print option is selected and there is no default ASCII path
specified, then the file will finish with a warning indicating that it could not save to
a specific location. If the Preview option is selected, the file should finish

successfully.

5. Click Run Report. A popup box will appear indicating that your task has been

added to the queue. Click ok.

6. Your report will be finished when your Task Queue becomes bold and the number
of items identified as ‘New Finished’ changes.

Yiews | Task Queue: 2 New Finished; 6 Total; 6 Finished
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To save the file, click on the == key. The save file as window will appear on your

screen. Select where you would like to save the files and make sure that the Save as
Type is “Text File(.txt).

After the file has been saved out of Evolution. Open Excel and click on the open
file icon. Using the drop down box in the ‘Look in:” field, locate the saved ASCII
file. At the bottom of this screen, there will be a ‘Files of type:” field. Excel will
default to All Microsoft Office Excel Files. Change this to read “Text Files’, or ‘All
Files’. You should now see the saved ASCII file. Highlight the file and click Open.

This should bring up the Text Import Wizard in Excel. As most of the ASCII files
created out of Evolution will be a comma or semi-colon delimited file, click on the
Delimited radial, then click Next.

10.Looking at the file displayed in the Data preview box, you can see if the file is a
comma, or semicolon delimited file. A comma delimited file will have the various
data fields separated by a ¢, while a semicolon delimited file will use a “; “ to
distinguish the fields.  Click on the appropriate radial and select Next.

Text Import Wizard - Step 1 of 3 K E3

The Text Wizard has determined that your data is Delimited.
IF this is correct, choose Mext, or choose the data type that best describes your data,

riginal data type
hoo wpe that best describes your data:

i+ - Characters such as commas or tabs separate each Field,
" Fixed width - Fields are aligned in calumns with spaces between sach field.

Skark import at pow: I 1 E‘ File arigin: IWindows {ANST) - l

Preview of file C:iRW Filesiascii Resulk Test Report, bxt,

Z0;FITZGERALD, JACE ;260 Shelburne Rd. ;5. Burlington;VT: ﬂ
35;JACES0N, JACE ;P.0. Box 1537;Plattsburgh;NY;12301;:150

75;JOHNSON, BETTY ;P.0. Box 78;Lebanon;NH;03766;1104.75;
10;JONES, CHARLES ;15 Sunshine Street;Burlington;VT;0540
20;MASON, BILL ;P.0. Box 77;Plattshburgh;NY¥;1Z901;1900;7E vI

| B
Cancel | < Back | Mext = I Einish |

 [[o e[ =

11. Excel will now apply column breaks for the various data elements. The formatting
of the columns will default to General. If you need to change the format type, just
click on the appropriate column and change the format type. ex: if you have a date

tield in the file, you may need to click on the Date option and tell the system to use
the MDY (month, day year) format.
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Text Import Wizard - Step 2 of 3 3

This screen lets vou set the delimiters wour data contains. ‘You can see
hows your text is affected in the preview below,

[~ Tab v Semicolon [~ Comma

[" space [ Other: I_ Text gualifier: I j'

elimits X o
’—D = ™ Treat consecutive delimiters as one

ata previes

20 FITZGERALD, JACKE EE0 Zhelburne Rd. E. Burlington [T ﬂ

25 {JACESON, JACK P.0. Box 1E37 Plattsburgh 2N
75 JOHNZON, BETTY P.0. Box 782 Lebanon FH
10 JONES, CHARLES 15 Sunshine Street Purlington T
20 MAZ0N, EILL P.0. Box 77 Plattsburgh pri vI

| | 0]
Cancel | < Back. | Mext = I Einish |

Text Import Wizard - Step 3 of 3 K E3

This screen lets you select each column and set olurmn data Format
the Data Format, ' Generd

‘General’ converts numeric values ko numbers, date  Text
values ta dates, and all remaining walues to text,  Date: MDY -

Advanced. .. |

¢~ Do nak import column (skip)

aka previe

ncral Copcoral Conorgl o
FITEGERALLD, JACE [E&0 Shelburne Rd. B, Burlington T ﬂ
ACESON, JACE P.0. Box 1537 [Plattsburgh 2N
OHNZON, BETTY f.0. Box 78 Lebarnon MH
ONES, CHARLES L5 Sunshine Street Purlington T
AZ0N, BILL f.0. Box 77 [P lattsburgh i

| o]

Cancel | < Back | Mext = |

12. Click on Finish and your ASCII file will now be ready to save as an Excel
workbook.

13.Click on the File and Save As option. Change the ‘Save as type’ at the bottom of
the pop up box to a Microsoft Office Excel Workbook. Your ASCII file has now
been converted to an Excel file.
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PAY DATA

Working for you.

Ad Hoc Reports

Ad Hoc Reports give you the flexibility of creating a custom report on the fly with the
functionality of exporting the data to a file. Ad Hoc Reports can be customized to show as many
columns of information as the user wishes to show, as long as they will fit across the report.

- eenin

et

i+ Client

so 0 Compary
il r—’
Employes

< Payroll

Beports

Run Reports

I=

Ad Hoc Reports

23.Click on Reports

24.Select Ad Hoc Reports from the menu

25.To start a new report, Click on the O at the top of the screen.

Browse Detail l

Description |.ﬂ-.|:| Hoc - Compary

Report | ﬂ

Ad Hoc - Company [51153] —
HMame:  Adhad Hoe - Emplopes [51134) ~

BTicket 271
#Authar  Be &EIEEE;IPaymII (51132

#D ate: 11/04/2005
#D ezcnption: See below,

Cuztom Column Feport - Comparny

Thiz repart can be customized to show as many columng as the uzer wizhes to show, az long az they will fit [

Cutput ASCI file name
|E:'\Dn:u::uments And S ettings\B allenhD esktophE mplayesinfo, Tt [ Add to exrigting file

[ Duplexing
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26.Click on the details tab

27.Under Report, select the type of report you would like to write.

Report | j

Ad Hoc - Company [51153] —
g?.ﬂrﬁ %;'1* Ad Hoe - Emplayee [51134) A~
icket :
fhauthor, Be EE.,':IEE;.PE}'[D" [31132)

28.1n the description field rename the report to give a better understanding of what is
in this report.

Browsze Detai l

Description |.-'1'-.|:| Hoc - Compary

29.Click the green check at the top of the screen to save your report.

30. Click thel * Report Paremeters | 1,0y,

List of Columns

. . ? . - . A
31. Dependmg on which report ki Caluran D] Calurmn Title |rvizible| Size
you select some columns will L CaL Cuztom Emplopes Code Falze
CoLz Firzt M Fal

be defaulted for you under coLa E'Eck f;;m lezz

the List of columns. Youcan | T|cot4 E/D Code False
modify, delete or add to this

listing.

32.To add or delete column, click the Add Column or Delete Column buttons located
in the bottom left hand corner of the screen.

.-'-‘-.u:h:II:u:qumn| DeleteEnIumn| tove Up | aneDuwn|
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33.To move columns around you may move the columns up and down by clicking the
Move Up and Move Down buttons

34.Under the column type you will need to select which table you would like to pull
information from. For example if you are looking for an employee’s birth date that
would be under the Person table.

Colurnn Tope |F'ersu:un B
Penzsion Fund S plits ”
Calumn Title Pereon
Piece Work,
Calumn Size Rates
SC_heu:Iuleu:I E/Ds
Calumn Yalues [1 Shifts
States
?|2IFIELD DISA Time Dif Accual -

Column Yalues [1 column value per non-calculated column)

?| 2| FIELD_DISPLAY_NAME

35.Once you select the column type, [y [address]
Addressd

various Fields names will be
displayed depending on which Auta Ins Policy Exp Date
column type you selected.

Auto Inzurance Carrier

Auto Inzurance Policy
Birth Date

Citizenship

City

Country

County

Descriptiond

Description?

| | | o | =

Description3

36. Click the check box next to the
tield you would like to see in the column. Each column may only have one value or
field in it. If you select more than one field whichever field comes first in the
listing will print on the report and all others will be omitted.

| Dependent Cobra Fayments ﬂ

Direct Depozit

Emergency Contacts

Emplaves

Localz

d Pension Fund Splits

Perzon

A Piece Wark hd
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37.To define the caption or column header on the report, enter this in the Column
Title box for that column.

Column Title Amount

38.To define the width of a column, enter the maximum number of positions allowed
to print in that column in the Column Size text box. For a paper report, this
number will not be exact due to the varying widths of printed characters. For the
fixed-length ASCII result, this number will be exact.

CalumnSze 1

39. You may want to join two columns together. This would be considered a
calculated column. An example of this would be LastName, FirstName. To create a
calculated column, add a new column to your report.

40. Select calculated under column type.

41. Enter into the expression field the calculations that you want the system to
perform. When defining expressions for calculated columns, columns must be
referenced by their Column ID. This will always be in the format of COLx, where
COL is the prefix of every column ID, and x is the number of the column. The
expressions are not case sensitive and spaces between parts of an expression do not
matter. EX: To join columns 2 and 5 together, the expression would be: COL2 | |
COL5 or Col2| |cOL5 or col2| |Col5

E wprezzion

COL2 || COLS

NOTE: The operator between the two column IDs is a double-pipe, or two pipe
characters. This is located on the backslash \ key on your keyboard.

42.1f a comma should appear between these two columns, the expression would be as
follows: COL2 | | ',' | | COL5. Because of this, other valid expressions which
mean the same thing as COL2 | | COL5 would be: col2| | cOL5 or Col2 | | Col5

43.1f there is a column to be used in a calculated column's expression, but this column
does not need to appear in the report, the Invisible Column check box should be
checked for that column. This makes the data that would appear in this column
available for use in the expressions of calculated columns, without occupying space
on the report.
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44.To select employees that will be shown in this report or file, click on the employee
tab and check the box next to the employee’s name. If no employees are selected
then the file will run for all employees.

Calumns SEIECtEES]MiSC ]

3|E EE EDde"SSN ‘FirstName ‘LastName
i 1 003-40-9833 Bob Jones
_r 2 003-42-2564  Robert O
_r 3 003-66-7119 | Ethelyn Dubugue
_r 5} 003-40-3833 Bob Jones
_r 14 017-28-5119  Dorothy Meuberger
I 003-24-0235  Mary Lew Colling
_r a0 021-45-6987 Wera Mihailowva
_r Kl 132-34-5674  Laurie Thompzon
_r 54 049-38-0734  Mary Pepe
_r [ota] 130-36-3881 | Jean Shappee
(ml 9A M22E-00R | lrire Mrires

45.To sort the results of the report, Click on the Misc tab. Enter the column numbers
of the columns which you wish to sort on, in the order in which they are to be
sorted, separated by commas. EX: To sort on columns 3, then 4 then 1, enter the
tollowing text in the Sort By box:  3,4,1
NOTE: The Ad hoc Payroll (§1132) report only allows sorting to take place on
DBDT (Division, Branch, Department, Team) .

g mmaaas

. 46.To produce an ASCII result, click the check for Print
¥ Print ASCI| Resul ASCII Result check box.

47.1f print the column headers box is checked, the first
line in the file will show the captions entered for
each column.

v Print Column Headers

File Tupe
*" Fixed Length 48. If you are making this an ASCII report you will want
& Delimited to selected delimited or fixed length.
IF Delimited...
49.1f you select delimited, you have the ability Delmiter [

to choose what symbol is used for the

delimited file. Qualifies Ii
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EE Statuz

E Current Statuz Code i

(A

o o 3

Active
[rvaluntary Lapaff
Leave of Abzence

ilitary Leave . . .
Release Without Prejudics 50.You can determine which employees to run this

Seasoral report for by selecting the particular Current
Suspended Status Code. On the misc tab under Current
llEiminsed Status code, click the check box next to each

Termination Due to Death . .
- status code that this report should be looking at.
Termination Due ta Lapaff

Termination Due to Retirement

Termination Due ta Transfer
Woluntary Fesignation

51. Once you have completed a column click the
apply changes button to save all of your settings.

52.Once you have completed all of your columns and applied all of the changes you
can click the OK button on the columns tab.

53. To save all of your settings click the green check at the top of the screen.

54.To specity where you would like your ASCII file to be saved you may enter an
ASCII output file name and location.

Output ASCIH file name
|I::"'.D|:u:uments And SettingshB allenh\D esktophE mployeeinfo. Tt J [~ Add to existing file

55.Once saved, Click on the Browse tab and Click Run reports.
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Did You Know.......

» If you want to copy the data from an Evolution grid to excel, you just need to click
inside the grid then hit Ctrl-E. You will then get a Save As box asking you where
you want to save the file. It will default this file to be a .slk file, which when you
double click, will open in excel.

» That the Tab key will move you from field to field within a screen, and the Enter
and/or arrow keys will move you from field to field within a grid.

» Evolution offers the following shortcut keys:
% To save your data click the green check mark O or click F10.
% To cancel your data click the red X @ or click F2.
% To commit your data click the green coin stack ) or click Ctrl+S.
¢ To abort your data click the red abort X 9 or click Shift+Alt+Bksp.

% To add a new Data Record click the green plus O or Alt+Ins.

% To delete the current Data Record click the red minus @ or Alt+Del.

% To view field audit history right click on ot click Ctrl+H.
% To view record audit history right click on or click Ctrl+Alt+H.
% To refresh your data click the refresh button or click F5

+»* To move to a different section of Evolution, click on the buttons to the left
to get the appropriate selection menu then, click on the option you want.
Or you can click Alt and the underlined letter to get the selection menu, then
just the underlined letter to get to the option you want.

® Tor example if you want to get to Employee — Employee, click

Emploves

Alt+E to get to
| Enployee |

, then E to get to
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How to determine if an employee should be included in the calculation for “Full Time Equivalent” (FTE)

Basic Definitions (see detailed definitions in the Rules and FAQ’s): (For more information go to http:/labor.vermont.gov/Default.aspx?tabid=1164)
Employee: An individual providing services to your business; this will be the same individuals currently being reported on your unemployment contributions report, provided they were 18 for the entire
quatrter.

“Covered” Employee: An employee whose hours do NOT need to be included in the FTE health care calculation.

“Uncovered” Employee: An employee who is not covered by any plan OR an employee who works for an employer who does not offer to pay a portion of a health plan, OR a “seasonal” or “part-time”
employee who has worked weeks(in the case of a seasonal) or hours (in the case of a part-time) in excess of what is allowable to be considered “covered”.

“Seasonal” or “part-time” employee: A “ seasonal” employee and “part-time” employee MUST: 1) work for an employer who offers a health care plan to ALL of its full-time employees, and 2) HAVE
health care coverage other than VHAP or Medicaid. Additionally, a “seasonal” employee works 30 or more hours a week, for 20 or fewer weeks, in a job scheduled to last 20 or less weeks during a
calendar YEAR; a “part-time” employee works less than an average of 30 hours per week with total hours fewer than 390 during the reporting QUARTER.

Full Time Equivalent: The total hours worked by all UNCOVERED employees in the reporting quarter, divided by 520.

Declaration of Coverage: An employee signed statement regarding health care coverage status; needed only from employees who are not enrolled in the plan the employer offers to pay some portion
of. If no plan is offered by the employer, declarations are moot, as ALL employees would be “uncovered”, regardless of health care coverage from another source.

Health Care Plan: Health care coverage plans include: Medicare, Medicaid, VHAP, or private/employer sponsored insurance plan that INCLUDES both hospital and physicians services.

Employvee is \

Start Here — Do you - Doyouoffer topay some | Consider EACH individual (
have 5 or more Yes 0 portion of a health care plan - | Yes employee from this point Does the employee opt eanildiisd
—_— F - T . o
employees? to at least some |'.|'l'_w.|ur forward. INTO the plan? (R
e miployees? i -
worked are

EXCLUDED from
FTE calculations.

LL U‘ “ LT,

/-"-_"-\ Bl I o - NO) |
[ NO b - - Is the emplovee eligible to -’—\_,__ o i
R e [ NO & enroll in the employver’s Have E""i—'m_ﬂ‘ffu"liliﬂ'll‘-'}' DOL
Calenlation of FTEs is \‘\\ R health care plan? DECLARATION OF COVERAGE
NOT necessary af this R ALL employvees A 4 | FORM.
TR are considered u &
f::‘ﬁ -IIS:::! Th]::: syneovered™ and i T i el serso it Did emplovee indicate s/he has
; ALL hours worked | NO ) SV HC coverage?
equal to or below the g -M['I'l‘;r':' ;Er P / - N v,
amount exempled . kil Can the cmplovee be Have emplovee complete VDOL P
law. Report “mem"b:n inciuded in FTE classified as “seasonal” | Ve DECLARATION OF COVERAGE "u._
C-101 lines 16.and 17, caleulation. or “part-time”, as FORM. . *
Y%k defined above? TT i
s 4 3 Xy 5 Emplovee ks
2 L e Did employee check box on declaration: “1 do . {'{'“*idf-'rﬁd
Ve If employee checked box on declaration indicating s/he o _—1 NOT have HC coverage QR I have coverage ancovered™ and
is “paritime™ and has HC coverage.... Did s/he work P O through VILAP or Medicaid™? ALL hours worked
390 hours or more during this reporting quarter? '\ NO MUST BE included

All hours worked by
emplovee during
THIS guarter are
considered
“uncovered™ and

in FTE calculation.

~*(No ) _ I _ ¥ %%
. All hours worked by emplovee e

Emp-m},&. i IT emplovee checked box on during THIS quarter AND the i = 2

3 | - i o declaration indicating s/he is : T
MUST BE included in - Lt "J,er{'d il sgeasonal™ and has HC reminder of THIS calendar year Additional information about
FTE calculation. covered '_h{""“ . S o L Ve are considered “uncovered™ amd Health Care reporting i
are EXCLUDED | N({y | coverage... Did ¢'he work the MUST BE included in the FTE okt ;
from FTE S 21" week during the calendar 7 provided on form HC-3.

calculation, year? - I
*% / 5 S

% - Catamount Assessment Applies (Evolution Option: Eligible/Not Covered) For additional questions contact —
(802) 828-4344
Labor-UIAndWagesDivision@state.vt.us

*

%% - Catamount Assessment is Waived (Evolution Option: Eligible Covered)

"k Catamount Assessment Applies (Evolution Option: No ER Paid Ins/Not Eligible)

NOTE: All changes must be made with an effective date of the first of the quarter. Ex: Declaration change to employee on 5/4/10, adding insurance coverage, effective date in Evolution should be
4/1/10. Declaration change to employee on 5/4/10, removing insurance coverage, effective date in Evolution should be 7/1/10.




VT Health Care Assessment Instructions

Remote Evolution Clients:

The last month of each quarter the VI Healthcare Employee Listing (B2110) will print with your first payroll of the
month. This report will indicate how your company is currently setup with regards to Healthcare Coverage. Please
make sure that this flag is correct. YES, means that the company offers to pay a portion of the employees
insurance. If the flag is set to NO, than ALL employees’ houts are automatically included in the Healthcare
Assessment REGARDLESS of what their individual status level is. IF this flag is incorrect, you must immediately
notify your CSR!

This report will list all employees who were active during the current quarter. Please review their Healthcare Status
to ensure that it is correct. In addition to identifying the correct Healthcare Coverage, it is also important to enter
the employees’ date of birth so that those individuals under the age of 18 can be properly excluded from the
calculation

If you need to update your employees' health coverage status, go to the employee entry screen and look for the field
"Healthcare Coverage". The system defaults to No ER Paid/Not Eligible, so if you do not assign the correct
Healthcare coverage, those employees will be included in the calculation and you may overpay the assessment. All
changes must be made prior to processing your last payroll of the quarter or your Vermont quarterly unemployment
returns may be incorrect.

When changing the coverage status, an effective date box will pop up. Please utilize the first date of the current
quarter for the date. Do not make changes to prior quarters. Prior quarter changes must be communicated to
PayData in order to correct any previously filed Quarterly Tax Returns.

The Three options are:

No ER Paid Ins / Not Eligible =
®  Your Company does not offer to pay for any portion of the employees' health insurance or
® The employee is not eligible to participate in your plan.

Eligible / Covered =

® Employee is covered under your company paid insurance or was covered for any period within the quarter.

® Employee is eligible to participate in your company paid insurance but opts out and has coverage elsewhere.
Make sure to obtain a Declaration of Coverage for these employees.

® Employee cither works less than 30 hours a week, or is seasonal and works 20 or less weeks annually and
has coverage elsewhere from a source other than VHAP or Medicaid. You must review these employees
each quarter to ensure that they can still be classified as Part Time or that the Seasonal employees have not
worked more than 20 weeks annually. Make sure to obtain a Declaration of Coverage for these employees.

Eligible / Not Covered =
® Employee is eligible to participate in your company paid insurance but opts out and is not covered
elsewhere. Make sure to obtain a Declaration of Coverage for these employees.

Salary or Non-Hourly Employees
Non-Houtly employees being paid under Code Type EA (Salary) will automatically be assumed to have worked 40

hours for a weekly payroll, 80 for a biweekly etc. If you have salary employees who routinely work less than the pay
frequency norm, you should consider memo posting hours in payroll. Please contact us if you would like more
information on this option.

For more information or assistance in determining if your employees should be included in the assessment review
the VI DOL flowchart on the back of this sheet or go to:

http:/ /labot.vermont.gov/InfoCenter/FrequentlyAskedQuestions/ EmployerHealthCareReportingFAQ/
tabid/1165/Default.aspx
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