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Company Dashboard Setup section. Other minor edits made.

Added discussion of Notifications feature. Emphasized set up of E/D
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Notification & Note menu items.

Updated My HR and HR Admin screens with Tax Form option

Added Enabled SwipeClock Synch for 1099 button to Company List
screen.
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section.
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Audience and Additional Advanced HR 2.0 Documentation

The intended audience for this guide is Service Bureau administrators and managers. It contains
information about how to set up, configure, and maintain Advanced HR 2.0. The following is a list of the
other Advanced HR 2.0 User Guides; all are available on the Evolution Resource Center for online
viewing and/or for downloading.

4/20/2018

Asure Software n



Evolution® Hcwm

by ASURESOFTWARE

Advanced HR 2.0
User Guides:

Applicant Tracking Guide

Employee Maintenance Guide

Single Sign On Guide

Benefits Guide

Reporting Guide

Security Guide

Customizing Security Roles/Users Guide
Implementation Guide

User Guide

Employee end users should refer to the separate document Getting Started: Employee End User Guide
which describes Advanced HR 2.0 from the employee user point of view.

Evolution Resource Center

You can go to the Evolution Resource Center at https://support.evolutionhcm.com to view the latest
Advanced HR 2.0:

e Training Guides

e User Manuals

e Instructional Videos

e Implementation Center materials
Your comments are important to us. You can now enter your feedback directly online for any specific
articles/topics in the Evolution Resource Center. We encourage you to tell us what you like, or what you

would like changed about Evolution documentation and training materials. We are committed to
continually improving our product documentation for you.

£ My preferences B Signout

HCM TECHNOLOGY RESOURCES ABOUT US NEWS CONTACT

Evolution® Hcowv

by ASURE

How can we help you?

Q Search our resources...

An Industry Leader in Human Capital Management Technology

Evolution Resource Center

“ Asure Software 4/20/2018
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You can also:

Email our Support Department for questions:

support@evolutionhcm.com or by calling 802-655-8347

Email our Training Department to schedule a training:

Training@evolutionhcm.com

Email our Implementations Team:

AHR implementations@asuresoftware.com
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Advanced HR 2.0 Administrator Guide

This User Guide is specifically targeted for Service Bureau system administrators and describes how to
set up, configure, and administer Advanced HR 2.0. The following topics are covered in this guide:

Admin Guide
Topics:

Getting Started

Creating Service Bureau Admin Users
Evolution Classic and Single Sign On Setup
Creating New Users

HR Admin Menu ltems

Payroll Data Cutover Process

Data Import Tool

Data Migration Tool

Future Dated Fields & Onboarding Validation
report

A New Vocabulary = e g s 1

x quick. Em Iohow every
As with any new product, Advanced HR 2.0 introduces §m§§§£i§§§%sgﬁgk g;i%’%"
some new terms that you should become familiar with. academ'“‘g"““'ea‘m“" m,;o-‘;wﬂdg**?m|§,\';§§m

-nggsmsg"gvoca ulary; 2

2EIWOrds

Term Description

Alternate Rate

This menu option displays employee's additional rates when the

employee has multiple rates.

Anonymous Role

The first default security level in Advanced HR 2.0 (Anonymous) is for

someone who is unknown to the system —who has no security level
access set. This could be an applicant who is filling out an onboarding
application or someone who isn’t assigned a role in general.

Users that are not logged in are anonymous users — and thus can only see
the pages that do not require logging in — specifically the application and
onboarding sections of Advanced HR 2.0.

Permissions are assigned to the anonymous user role to suppress
visibility or make fields required by applicants or onboarding candidates.

4/20/2018
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Term Description

Application Version Part of the Applicant Tracking system, before a job can be posted, the
user must first create an Application Version. An Application Version is a
set of parameters that can be created, titled, saved, and attached to any
number of Job Postings, thus streamlining the process.

Base Admin Role When a user who has been assigned a Base Admin role signs in, as with
any other role, they will be taken to the Dashboard. The Dashboard for a
Base Admin is similar to the Base Manager but also contains additional
menu items and functionality. This role is most likely the highest end user
role you (the Service Bureau) will assign at the client level.

Base User Role The Base User role is what every user should be set to. When a user who
has been assigned a Base User role signs in to Advanced HR 2.0, they are
taken to the Dashboard. Note: For a Base User, the Dashboard will
display their own information only.

Clone a Role Administrators have the ability to clone a security role and associate it to
a specific company. The term 'clone a default role' is more accurate than
to refer to 'copying' a role. When you clone a default base role, it is
assigned to that specific company. Using this method, you can make
changes and add or remove permissions to the default security roles for
a specific company but still leave the original default security roles
unchanged for other, new clients.

Company Dashboard The Dashboard functions as the employee portal. This will allow any
employee access to their personal information in Advanced HR 2.0.

Compensation This menu option displays the employee's Primary Rate or Salary
amount.
Data Import Tool Advanced HR 2.0 has the functionality to import data directly into pre-

selected employee fields. This function is called the Data Import Tool.
Utilizing a Microsoft Excel spreadsheet template that the user
downloads, allows for entry of multiple employee information.

Note: The Data Import Tool will not create information or documents,
such as a Certificate or a Training Class. The tool will only import data
and attach it to an employee. It is also important to remember that the
Data Import Tool requires a location to import the data into it. For
example, if a user wants to import Class information, the Class needs to
have already been created and assigned to an employee.

Data Migration This refers to the process of migrating data from Advanced HR 1.0 into
Advanced HR 2.0 immediately following a Payroll Data Cutover.

Data Migration Tool For companies that were on Advanced HR 1.0, you now have the ability
to migrate selected company and employee information into Advanced
HR 2.0 by using the Data Migration Tool. Using the Data Migration Tool is

- Asure Software 4/20/2018
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Term Description

Job Posting Key

Payroll Cutover

Permissions

Resources

Self-Service Setup

Service Account User

Service Bureau (SB)
Admin Role

Single Sign On (SSO)

an optional part of performing the Payroll Data Cutover process to
onboard a new company — use the Data Migration Tool as an additional
final step at the end of the Payroll Cutover process, if applicable.

This is the URL that you can place on job boards in order to direct
applicants to a job application in Advanced HR 2.0. This is also where you
can control the status of a job posting by toggling the status to No or Yes.

Formerly known as Company Onboarding in Advanced HR 1.0. This is the
initial load of data that comes from Evolution to Advanced HR 2.0. The
company must exist and have a Status of Active in Evolution Classic in
order to perform the Payroll Cutover process.

Permissions in Advanced HR 2.0 allow the Service Bureau Admin or the
Super Admin user to set security authorization for different Resource
functionality. Advanced HR 2.0 comes by default with thousands of
Permissions right out of the box. These Permissions are divided into the
following categories: Form, Control, Menu ltems, and Database.
Permissions can be role based and/or user based.

In Advanced HR 2.0, every clickable item in the system is known as a
Resource. The default security roles allow different levels of access to
these resources. To change a security role to restrict or to allow access to
a Resource, the service bureau will need to set the Permission on the
Resource itself.

Resources are what the user is giving (security) Permissions to (see
Permissions above).

An HR Admin menu option that allows for multiple employees to be
given access to Employee Self-Service. This will create users for all
selected employees and attach the user to the Employee Record.

The Service Account User is a non-user account in Evolution Classic for
the purpose of enabling Single Sign On access. This is referred to as the
Integration User.

The Service Bureau Admin (SB Admin) role is a step below the Super
Admin level of access. The functionality for the SB Admin user level is
focused more on the administrative side. The primary difference
between a Service Bureau Admin and a Super Admin is the Service
Bureau Admin users can be excluded from accessing specific companies —
such as when they are responsible only for certain companies, or should
not see specific companies (such as the Service Bureau’s home
company).

Evolution Single Sign On (SSO) allows the user to login to a central
location and access both Evolution Payroll and Advanced HR 2.0. With

4/20/2018
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Term Description

this functionality, which is part of the ‘Stowe Release’, a user logs in with
a single ID and password to gain access to both Payroll and Advanced HR
2.0 without using different usernames or passwords. It is important to
note that Single Sign On (SSO) functionality is for those users who need
to access Evolution Payroll functions AND Advanced HR 2.0 functions. For
those users who only need Advanced HR 2.0 access, they will login as
normal, and do not need SSO functionality.

Super Admin Role Super Admins are the highest level of security role. Super Admins have
access to all of the clients associated with an account in Advanced HR
2.0. Super Admins also have the ability to Exclude companies from users.

Getting Started

Logging On to Advanced HR 2.0

Advanced HR 2.0 requires all users to have a unique username and a password. For Advanced HR and
Evolution Payroll, we have implemented a Single Sign On feature, or SSO, to allow users to experience
greater ease and functionality. The SSO feature, however, will require some initial setup:

e The Username and Password for Evolution Payroll and Advanced HR 2.0 must match.

o The Username must be a valid, unique email address. You update user email addresses in the
Admin - Security - Users - Details tab in Evolution Classic.

e The SSO feature must be activated by the Evolution IT department to function for your service

bureau.

When the user goes to either Evolution Payroll or Advanced HR 2.0, they will be automatically redirected

to the new SSO Login page.

Evolution® Hcwm

Username

E |

Password

To access either Advanced HR 2.0 or
Evolution Payroll, if applicable, the
user will now be taken to the S50
Login Screen.

Using their Evolution credentials
they’ll be able to login and access
both systems.

- Asure Software
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Once they login successfully, users with the appropriate security can easily switch between Advanced HR
2.0 and Evolution Payroll.

Usernames

In order to use Advanced HR 2.0, all employees must have an email address which serves as the
username. This ensures that all users have a unique username and can receive email communication
through Advanced HR 2.0.

Passwords

Passwords for Advanced HR 2.0 must include at least one number, one non-alphanumeric special
character, one uppercase character, and contain between 10 and 30 characters.

The Dashboard

The Dashboard is a place for employees to view company announcements, a birthdays section,
important dates and expirations, links to various items such as employee benefit plans, company
documents and other publications. Additional options to display on the Dashboard to employee self-
service users are upcoming reviews, and any expiring certification and license reminders.

Evolution® H Snelbure Farms 13 W Biske
by ASURE e

HR Admin~  Quick Links~

B | Shelbume Farms 03 (SF03)

Company Announcement s Birthdays
Birthdan Employee
Employee Dinner Cruise - 10272017 Y plove
48 2 way of saying "Thank Youfo al your hard ork, e Execuiive Team viould ke to e you and a gues o take par n 2 dinner cruise on beautful Lake Champiain. The cruise vil leave fiom Pier #2 at 6pm on Octaber 151h Octaber 25 Afonse, Jamison (12)
The Executive Team
November 20 Smithers, dackson (13)
- February 2 VeBrtsh, Rockford (4}
v < February 8 'Webb, Chick (7)
Food Drive - siz017 Cerificate Expirations
Over the next maifh el be colcting donatons or our oca ood bark 4 a trough food panfries and toengage n the
fight the No Cerificates expiring in upcoming months
D R I v E License Expirations

No Licenses expiring in upcoming months

Open Enroliment - 5152017

The yearty perod uhen siafcan enrollin a heali insurance plan. 2017 Open Enrolment ended January 31, 2017. 2016 Open Envolment runs rom November 1, 2017 o December 15, 2017. Oulside the Open Envallment Period Scheduled Reviews
can enrolin Vou qualfy for a Vaute eigile ifyou have cerain ife events, ike geting maried, having 2 baby,orosing cther healt coverage. Piease contact
Viegan Farsyih vith any quesiions
No Reviews in upcoming montns
BloeCrom Time Off Requests (Pencing)
BlueShield
Time O Start Employee Type
¢y temmn Braverman, John (9) PTO
Bowling night - 222017
Jin ot Shelbume Farms boving team, the Dairy Dingers Cheer themon (e Farsyih, Megan (1) eTO

Advanced HR 2.0 Dashboard Sample
The specific look of the Dashboard will vary depending on the company and the user’s assigned level of
access (security level).
In addition, Base Users will be able to Acknowledge:
e Employee reviews
o (Classes

e Expirations
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An Acknowledge icon displays on the Dashboard that when clicked,
will generate an email to the user and optionally to their supervisor or
other specific acknowledgement list. oo cmployee  Twe || Ackwionne

06/08/2017 Voorhees, Class on [¢]
Christopher (2) Classes

My Upcoming Classes - Voorhees, Christopher (2)

Once a class, license renewal, or upcoming review is acknowledged by
the employee, the icon will no longer display on the Dashboard.

Other functionality on the Dashboard Setup screen that is important to make note of, is
Acknowledgements for Base Managers and Base Admins.

Dashboard Setup

Company
Select a company to procede with Dashboard (Home Page) Setup

Company

E  Shelburne Farms 03 (SF03) -

Dashboard Settings

Complete each section and setting

Admin: Toggle sections (ON=Green/Yes) Other Settings
No Announcements Future Period to Review {months)
]
No Birthdays (admin)
No Certificate Expirations (admin)
No License Expirations (admin)
No Scheduled Reviews (admin)
Ne Time Off Requests (admin)

“ Yes Anniversaries (admin)

Acknowledgements allows the User to:

e Create Notifications for supervisors when an employee acknowledges a review.

o Note that you can Add Users to the Acknowledgements by including them in the Notifications
chain. Refer to the Notifications section later in this guide.

Always remember to click Save Changes when complete.

Now that the Dashboard settings for the Base Users, Base Manager, and Base Admins have been set,
when those users login, they will be taken to the appropriate Dashboard view.

Managers may have a Time Off Requests section display on their Dashboard which they can click on to
approve the employee’s time off request.
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Note: System Administrators configure how the Dashboard appears to users on the HR Admin -
Company — Home Dashboard Setup screen. Refer to the Home Dashboard Setup section of this
document.

Searching for Information

Let’s discuss how you search for information in Advanced HR 2.0, for companies, employees, and filter
for other kinds of information.

Company and Employee Searching

At the top of every screen a Company and Employee search box display.

T e vem s

Evolution

Search for a Company,
that you have access to,
by typing into the

Company Search text Search for an Employee

box. by typing into the
Employee Search text
box.

Mote: by typing “??" into any search
field will give a list of all entries.

If you type/select a company in the company search field, you'll be locked into that company. See more
information about this below.

Note: The Employee Search will not search on a first AND last name; only the first name or the last name
or the employee number.
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Locking Down a Company / Employee

Once you select an employee and/or company, Advanced HR will lock the selections (company /
employee) until you change them. This action is referred to as “locking down a company” or “locking on
an employee.”

B MBWinery (MBO1)

You can “unlock” a company or an employee by clicking the “x” on the right side of the
company/employee search field.

B MB Winery (MB01) x

Note: If you haven’t locked down a company, the system displays a No Company Selected message at
the top right of the screen.

*No Company Selected* Mike Blake

& Sign Out

Find Menu Item Filter

On top of every Menu tab screen, there is a Find Menu Item Filter. This filter allows the user to start
typing a word and Advanced HR 2.0 will remove all of the menu items that do not apply.

EVOlut (0] n1 MB Winery Mike Blake

by ASURE HR Admin- Quick Links-

_ N — —I‘

| Q | find menu item

Account

i=Account List

£ Update Account Privacy Policy
= Payroll Data Cut-Over

Q@ PR Service Location List

9 User/Company Assignment
@ User/Company Exclude

Company

# Home
% Home Dashboard Setup

® Announcements

I Company Documents
B Company List

48F User List

Company Structure
% Division
% Branch
% Department
% Team
Reporting

& Standard Reports

I Nusick Panort Weitar

Applicant Tracking

? Question Bank

 Status Setup

2 Form Setup

¥ Application Version

& Job Posting

4k App Tracking Dashboard

Onboarding

? Question Bank
o Task List

I OnBoard Prep

3 Onboarding Dashboard

Benefits

18 Plan / Policy
18 Employee Benefi

% Carrier

# General Agent

# Waiting Rule

% Dependents

% Classes

% Open Enrollment Setup
% Monitor Open Enrollment

Communication

Company Setup

% Achievement

% Certificate

¥ Class

% Compensation Change Reason
WEEO

% Employment

 Ettricity

& Frequency

& Licenss

% Pay Grade

% Pay Group

% Position

2 Position/Org Change Reason
% Review

2 Shift

2 Skill

% Status

% Termination Reason

% Worker Gomp

Employee Actions

&+Add New Hire
i Self-Senice Setup
&x Terminate Employee

Employee Maintenance

& Employes Summary

& Achievement

& Alterate Rate

& Certificate

& Class

& Class (rapid enrall

& Compensation

& Direct Deposit

& Document (employee
& Document (company
& Education

& Emergency Contact
& Employment Detail
&k

& Labor Allocation

& License

& Note

&Pay Stub

& Review

& skl

& Tax (Federal

& Tax (State;

& TaxForm

- Asure Software
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In the example below, we start to type the word “pay”. Advanced HR 2.0 then displays only the menu
items that have “pay” in the title.

D e MB Winery Mike Blake
Evolution® Hew =
by ASURE HR Admin- Quick Links~ © Sign Out

_ e j e m— J"
a ] eai I )

Account Applicant Tracking Company Setup Employee Actions
= Payroll Data Cut-Over & Pay Grade
& Pay Group

Onboarding Employee Maintenance

Company
&Pay Stub
Benefits.
Company Structure Quick Links

$ Evolution Payroll
Communication

Reporting

Tools

Audit
= Payroll Data Sync

Filter Grid

Every dashboard has a Filter Grid. Simply type a word or a partial name into the grid and press Enter.
Advanced HR 2.0 will display all relevant entries.

< & Download filter grid Al Advanced Filter ¥

Actions. Name -« Description Category Active Available To
Absence
Types Absence Types List Report Company Setup No WG SuperAdmin
Achivement
Types Achievement Types List Report Company Setup No [RGH ManagersAndAbove

n Augit List Full List of Audit records for the specified date range - including system and setup records Internal System No AdminsAndAbove
Gertificate

n e Certificate Types List Report Company Setup No ManagersAndAbove
Compensation

n Change Compensation Change Reason List Report Company Setup No ManagersAndAbove
Reason
Compensation  Cfdanizational Structure, Compensation Effective Date, Employee Name. Employee Type, Position. Supervisor, Pay Type. and Pay Rate as of the

n Hmp report effective date (defaulted to today), The Effective Date, Pay Type, Change Reason, Comment and Rate will also be displayed for any Compensation No AdminsAndAbove

i previous compensation changes for each employee with multiple compensation history records.

Module Links on the Dashboard

Located just above the Dashboard, there are links to different modules or segments of Advanced HR 2.0.
The specific links that display vary by the user’s assigned level of security role access which is set by the
system administrator.
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Evolution’ Hcm
by ASURE HR Admin- MyHR- Quick Links~ Manager Service~ |

B MBWinery (MBO1)

I Dashboard I

The above screenshot and the following table describes ALL of the potential Dashboard screen module
links that may be present, depending on the user’s role. The specific user’s Dashboard links will probably
have only one or two of these tabs.

Menu Category Description

; Displays the HR Admin(istration) module sub-menu options where
HR Admin~ - .
system administrators can set up and configure the system and user
options of Advanced HR 2.0.

Displays the Advanced HR 2.0 Employee Self Service module sub-menu
options where employee users can access all of their HR and payroll
data.

Note: Manager roles have a unique Manager Services link, see below.

My HR~

Quick Links - Displays a dropdown menu for frequently-used options such as Add
New Hire, Terminate Employee; they are specific for the user’s
assigned level of access.

Manager Sorvice Displays the Manager Service menu screen for tasks associated with
the Manager role — the menu categories are: Employee Maintenance,
Company Setup, Applicant Tracking, and Other.

After clicking on one of the module links such as HR Admin, you will be presented with a sub-menu of
available options. A sample HR Admin module sub-menu, a sample Manager Service sub-menu, and a
sample My HR menu are shown in the following examples. Note the different options on each menu.

n Asure Software 4/20/2018



Evolution® Hcwm

by ASURE

Advanced HR 2.0 — Administ

Evolution® Hcwv

by ASURE

Quick Links

Account.

Account List
 Update Account Privacy Policy
= Payroll Data Cut-Over

@ PR Service Location List

% User/Company Assignment

Shelburne Farms 03 Mike Blake

B | Shelbume Farme 03 (SF03)

o oo

Applicant Tracking Company Setup Employee Actions.

2 Question Bank 2 Achievement &Add New Hire
s Status Setup. & Cerificate i Self-Service Setup
4 Form Setup 4 Class &x Terminate Employee
¥ Application Version % Compensation Change Reason

= Job Posting

& Achievement
& Anemate Rate
& Certificate
A& Class

& Class

& Compensaticn

& Direct Deposit

& Document

& Document

& Education

& Emergency Contact
& Employment Detail
a8

& Labor Allecation

& License

@ User/Company Exclude 42 App Tracking Dashboard £ Employment e —
& Ethnicity
# Frequency
i Employee S
Company Onboarding :b‘:e';‘; " & Employee Summary
e oo & Achievement
& Home. 2 Question Bank P Pqiuign i & Altemate Rate
# Home Dashiboard Setup [ Task List £ Position/Org Change Reason : EE’::“‘E
& OnBoard Prey o
 Announcements. ) Onboarding 5’ ashboard :gﬁ:f“ & Class (rapid enroll)
i Company Documents o & Compensation
H Company List & Direct Deposit
B ¥ Status.
i User List . & Document (employee)
£ Termination Reason
Benefits & Document (company)
% Worker Comp 2 aen
@y e 1@ Plan / Policy & Emergency Contact
18 Employee Benefit & Employment Detal
 Carrier als
£ General Agent & Labor Allocation
% Waiting Rule & License
& Department # Dependents &t
#Team # Classes & Pay Stb
£ Open Enroliment Setup & Review
£ Monitor Open Enroliment & skl
" &Tax Federal
Reporting
porting & Tax (Staie)
E | o MB Winery Mark Mosely
volution® Hcw =
by ASU My HR- |Manager Service~
W | i very paocn) - 8 | ool tark ()
Q
Employee Maintenance Company Setup Applicant Tracking
W Empioyee Summary @ Achievement 7 Question Bank & User List

& Certificate @ Status Setup & Standard Reports
QEEQ orm Selup @ Quick Report Wiiter
© Efvinict ¥ Application Version @ Audiing
 Frequency & Job Posting A Emor Log

@ License @ App Tracking Dashboard @ Timeclock User Creds
© Pay Grade &3 onboard Task List 4 Home

& Pay Group ] Onboard Dasnboard

& Position 7 Onboard Question Bank List

@ Position/Org Change Reason e
0 Review

o shin

o Skil $ Evolution Payroll

@ Status

© Teimination Reason
& Wiorker Comp

Evolution® Hom

by ASU

My Employment Summary

& by Compansation
& by Document

& Document (compar

& My Emergancy Contact
My Summary

Manager Service Menu Screen

Shelburne Fams 03 John Braverman

B Shelbume Farms 03 (SFO3)

- & | Braveman. John (9) l

a

My Personal History My Payroll My Beneiits

& My Direct Deposit
&My Labor Allacation

&My Pay Stub
&My Tax Feders

&My Bensfits Summary
& Open Envoliment

& Wy Achisvement
& Wy Certficates
&My Classes

& My Education
By 19

& My Licenses

& My Reviews

& My Skills

My Miscallaneous

# Home
&My Altzmate Rate
& My Employment Detal

My HR Menu screen for a Base User employee

4/20/2018
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Using the HR Admin Screens

Click on a menu item on the HR Admin screen to display the corresponding screen. If you are unsure
where to start, you can simply type what you are looking for in the find menu item search field in the
center of the screen.

EVOlUt on’ Shelbume Farms 03 Wike Blake

by ASURE HR Admin~ Quick Links~

_ e t——— j e — Jx
Q

find menu item

Account Applicant Tracking Company Setup Employee Actions

= Account List # Question Bank @ Achievement &+ Add New Hire

2 Update Account Privaey Policy @ Status Setup  Certificate 2 Self Service Setup

= Payroll Data Cut-Over & Fom Setup 4 Class &« Terminate Employee

Q PR Service Location List b Application Version 4 Compensation Change Reason

9% User/Company Assignment = Job Posting #EEO

@ User/Company Exclude igh App Tracking Dashboard : Sﬁili&?m BT
# Frequency

Company Onboarding # License & Employee Summary

4 Pay Grade .
2 Pay Group & Achievement

& Home 2 Question Bank # Position & Altenate Rate

# Home Dashboard Satup 2 Task List 2 Position/Org Change Reason & Certificate

2 OnBoard Prep & Review & Class
# Amnouncements 2 Onboarding Dashboard 1 Shif & Class (rapid covol
I Company Documents 5 o )

In the following example, if you stop typing the word “compensation” at “comp” Advanced HR will filter
the menu and present only those options that have that specific string of characters. If you continue
typing, the only options that display are shown below.

_ - ) j ol el u
[l |
Account Applicant Tracking Company Setup Employee Actions
% User/Company Assignment & Compensation Change Reason
@ User/Company Exclude & Worker Comp
Onboarding Employee Maintenance
Company
& Compensation
& Document (company
I Company Documents Benefits
B Company List
Ouiake Lin,

To return to a display of the full HR Admin menu, delete the text in the find menu item search field.

Summary and Detail Screens Company Setup
Once you click on a specific HR Admin menu screen option,

for example, Company Setup - Achievement, you will be :Eg’l‘zw’e
presented with a summary of all data within that option. 1 Compensation Change Reason
& EEC

Summary Screen

In the following screenshot, you see that this company has set up three different Achievement Types.
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Achievement Types £ ®
m £ @ Downicad filter grid v

Actions Code ~ Description Active Priority

8y 5 Year Service No

QOSA Quarterly Outstanding Sales Award No

SYA Salesperson of the Year Award No
L] - » L] Page: 1 of1 Go Pagesize: 3 ltem1to3of3

Detail Screen

To see more detail, simply click on the specific line item (row) you are interested in and the system
displays the details screen for that item. For example, the following screenshot shows the details of the
Salesperson of the Year Achievement Type.

Achievement Type:

Company

Company

B MB Winery (MB01)

Type Info

Ceode
SYA

Description

Salesperson of the Year Award

Type Status

Active

Priority

Priorit

The Prev Record and Next Record buttons (shown at right)
allow you to quickly scroll through all available employee

records.

Sub-menus also have a filtering feature; however, to activate the filter you must either [ e |
press the Enter key or click the search filter icon (shown at right) to initiate the search.

Prev Record Next Record

For example, on the Employee Types summary screen shown below, which has many
entries, you can narrow the list by entering “full” in the filter grid and clicking the Filter icon.

Employment Types %+ &5
< & Download

Actions Code «

1099
FullTime
FullTimeTemp
HalfTime

NA

Other

DopooDoo

‘ full

|

Deseription

1099

Full Time

Full Time Temp

Half Time

N/A

Other

Active Priority

No [N

No

No

No [

No

No QG

P P I

The system then narrows the results on the screen to display only those with “full”.

4/20/2018
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Employment Types £ &5

m fs] & Download full T

Actions. Code =« Description Active Priority

FullTime: Full Time: No

FullTimeTemp Full Time Temp No

o« [ Page: 1 of1 Go Pagesize 2  Change ltem 1to 207 2

You can enter multiple criteria by connecting each criteria with a plus sign (+), for example
(Agent+Registration). Note that when filtering with multiple criteria you are initiating an “and” search
not an “or” search. In the following example you can see that the only Achievement Type record
returned contains both criteria (“Agent” and “Registration”) .

Achievement Types £ ®

m Z @& Download Agent+Registration

Actions  Code Description Active Priority

n ARC Agent Registration Card No

“ o« - > Page: 1  of1 Go Pagesze: 1  Change tem1to1of1

Adding and Changing Information

Some of the HR Admin menu screens allow you to quickly add new records with the green
+ New button shown at right. Clicking on the + New button will open a data entry screen.

Achievement Type:

Company Type Info Type Status

Code Active

Company

Description Priority

Description Priority

Achievement Type: [ =600)
Save Changes Save & Next Record N close 3

Note: Any required fields in Advanced HR 2.0 are identified with a E—
red asterisk, an example is shown at right.
% *
Description /
Throughout Advanced HR 2.0, when you complete a field Tax Form (Type of Hire) \
correctly, the system displays a green checkmark, an s LA

example is shown at right.
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1]
. - & Next R d
If you are making changes to many records you can use the Save

& Next Record button (shown at right) to quickly move through all records.

Tip: Don’t forget to click the Save Changes button as Advanced HR

2.0 will not warn you if changes have not been saved! However, Advanced HR will let you know if you
forgot to fill in a required field when you try and save the changes.

& Download
The link allows you to download a summary of the information presented on a screen in

Advanced HR 2.0. Downloaded data will be presented in a basic Excel document.

Certificate Code Certificate Description
CPR CPR Certification
SALEST Passed Begining Sales Training
SALESL Passed Begining Sales Training
SALES3 Passed Advanced Sales Training

Tip: If you do not see the downloaded data, make sure in your Browser settings, the pop up blocker is
disabled. Note that the specific name of this setting will vary by Browser.

With the My Documents and Company Documents screens, you can download a summary of all
documents or download the actual document by clicking on the link in the Download column to the left
of the document Filename.

Company Documents B [
Actions  company Download llename ~ Category Title ::;:Z:‘:"’ Upload Date Size (KB) Upload By
MB Winery @ fourth of july.png Announcement Fourth of July Company BBQ m Yes  05/25/2017 09°03 AM 1 mblake @evolutionhem com
MB Winery MB Winery Company Handbook pdf HR Dept. Document Company Handbook No 05/25/2017 03:58 PM 2507 mblake @evolutionhem com
MB Winery MB Winery Holiday Schedule docx HR Dept. Document Holiday Schedule No 06/09/2017 09:22 AM n mblake@evolutionhcm.com
MB Winery @ wine logo 3.png Company Company Logo m Yes  05/25/2017 08:36 AM 9 Warren@sharklasers.com
MB Winery @ wine logo.png Announcement Bestin Class Award m Yes  05/25/2017 09:01 AM 8 mblake@evolutionhcm.com
W o« - [ Page: 1 of1 Go| Pagesize: 5 | Change Item 1to 5 0f 5

Some fields of Advanced HR 2.0 have a blue ‘plus’ sign (+) next to the field name. This means that you
can add a new record to the dropdown “on the fly” and immediately apply the record you added.
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Compensation

Pay Type +
H - Hourly -

Pay Frequency +

B - Biweekly -

For example, if you click on the blue + sign next to the Pay Type field |4 Add Pay Type
shown above, the system displays the Add Pay Type screen shown
at right, which lets you add a new Pay Type field value on the fly o .

and apply it while you are in the process of adding a new employee. " o

Type Info Type Status

Description Priority

The advantage to using this feature is that you don’t have to stop
and display a different back-end type screen to add the new value

to the system and then return to the screen where you then select Eone —

that value you just added.

Summary screen lists may have an option to change the page record length at the bottom of the list.
Simply modify the Page size field and click the Change button in order to show more or less number of
records per page. This is useful for those screens that have a long list of possible values from which to
select.

B 9 Servics Workers No ‘
B £E3 EEO Cat 3 No ‘
B EEO1 EEO1 No ‘
B EE02 EE02 No ‘

"

. - [ Page: 1 of1 | Go||Pagesize: |13 | Change Ttem 1 1o 13 of 13

Some fields in Advanced HR 2.0 have information icons next to them — a blue circle with an “i” 0 , see
the following example. When you hover the cursor over a field with an information icon, the cursor
displays a question mark near the arrow. You can click on the information icon to learn how to use that
field.

Taxes Federal Tax Notes
Taxes
Valid filing status codes are Single (S). Married
Federal € (M), single Non-Resident Alien (NRA). and
Federal @] married Non-Resident Alien (NRM). Enter S for
Filing Status | employee.s claiming n.eanrof:household or
Filing stats married filing at the higher single rate. Enter the
Please Choose (represents BLANK, *  number of exemptions claimed on form W4 in the
Please C c‘ Exemptions field -
Exemptions !

Exemptions

Once you read the help information, click on the information icon again to hide the help text and

complete the field.

Asure Software
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You may encounter this warning when making changes to ‘
- . . HRnext Application error. Please try again. If problem persists, please
records. In almost all cases it is preventing you from doing A contact adminsrtor. ‘
. . With this level of error, it would be best to

something that should not be done, such as deleting a code that 'egpage'"

. . . . . < Refresh
already exists in history or end dating a deduction before the
start date.

If you receive this warning, simply close out the warning by clicking the X or the Refresh button and
analyze what you are trying to do for common issues. If you cannot identify the problem, call support
for assistance.

Logging Out of Advanced HR 2.0

To log out of Advanced HR 2.0, simply click the Sign Out button at the top right of any screen.

To log out of Advanced HR 2.0, click the red Sign Out
button at the top right corner of any screen.

I,
Shelburne Farms 03 John Braverman

Creating Super Admin Users

Initially, you’ll want to create a limited number of Super Admin users for Advanced HR. Super Admin
users have complete access to all companies, users, and setting functions in Advanced HR. These users
administer access for the Service Bureau Admin and all Client Users. The Super Admin is an employee of
the service bureau. It is best practice to only have 2 or 3 Super Admin level users per Service Bureau.

Note: It is best practice to create, and or, designate Super Admins, Service Bureau Admins, and any
Other company level employees that need access to Evolution Payroll, such as Payroll Managers,
BEFORE they sign into Evolution Classic for the first time AFTER the Evolution Single Sign On feature has
been activated.
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Setup Pre Payroll Data Cutover

If the Service Bureau has not yet performed a Payroll Data Cutover on their own company, Super
Admin(s) status should be created in Evolution Classic first:

Evolution 18.00.00.01 18.00.00.01 ‘ - Admin - Security - Users
iSysh “ N 10
Ve &) - G O ¢ (» M) @ waiir | s
£ 5B Adnin
e Usedd: Wil Roberts will
| Admin
o Browse Details l Groups] Elients] D.-"B.-"D.-"T]
@ Finance
User D= . -
g_ 5/8 Report will [no spaces allowed) '?:“:;ZSUSEI C No
.L'A.I{ Bureau Last Mame >
Rab Password* Confirm Password=
%“-j Client oberts
=5 First Mame= Initial
s | Comparny ]
= will Pazzword Change Date* Security Level™
~ Employee FA20/2M3 - Adminiztrator -
. E-mail Address HR Personnel J - J
HRiModue | [Wwil Roberts@ooocmca || | € Yes @ Mo DegeimER= (ARELAToS (FERAEF
Customer Service j [RFF J
gLn| Uszer Signature
o Au Payrol = User's sterectype*
W Load -
i Payroll
&+ ‘web
§
i Beports i Remote j
E;_/i Dperations [~ Evolution Payroll
N Accountant TR T
% Tax pmnts - ser Type™
il =l @ Supsbdmin  SBAdmin " Other
|
g_d Tax reports
= Miso %User tights

1. In Evolution Classic, go to Admin — Security - Users. Find the user you would like to designate as a
Super Admin. Click on the Details tab.

Enter a valid Email Address.
In the AHR User Type field, select the SuperAdmin option.

Click Post and Commit.

Remember! It is best practice to only have 2 or 3 Super Admin level users.

5. When clicking on the URL for either Advanced HR 2.0 or Evolution Payroll, the user will now be
taken to the Evolution Single Sign On login screen. Using their Evolution credentials, they’ll be able
to login and access both systems. Once Single Sign On is activated, this will become the login screen
for all users.
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Creating Service Bureau Admin Users

One of the first tasks you’ll want to do is to identify the people who will have the Service Bureau (SB)
Admin roles, assign them the Service Bureau Admin role, and then assign them the companies that they
will have access to. This section will discuss both tasks:

e Create Service Bureau Admins

e Assign Companies to Service Bureau Admins

Note: It is best practice to create, and or, designate Super Admins, Service Bureau Admins, and any
Other company level employees that need access to Evolution Payroll, such as Payroll Managers,
BEFORE they sign into Evolution Classic for the first time AFTER the Evolution Single Sign On feature has
been activated.

Create a User with a Security Role of Service Bureau (SB) Admin
Perform the following steps to create a user with a security role of Service Bureau (SB) Admin:
1. Go to HR Admin — Company — User List.

2. Click the green New button.

User: [TE0ES0 )

User Info Contact Administration Evolution Administration

Username & First Name Is Super Admin Payroll Rights Granted

Password 0 Last Name Is Service Bureau Admin Company Rights Granted
Timezone Employee Rights Granted
Create Date Please Choose (represents BLANK) * - Yes
10/10/2017 03:45 PM =
Active
-

Locked Qut Until Date

Enter a Username (needs to be an email address).
Enter the Contact info and the Timezone.

In the Administration section, use the No/Yes toggle to designate them as a Service Bureau Admin.

o v o~ w

The Evolution Administration section is used to specify if the user needs access to payroll; these are
the Evolution AHR 2.0 Security groups.

The next step is to assign the Service Bureau Admin to the companies they should be able to access.
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Assign Companies to Service Bureau Admins

Now that you’ve created your Service Bureau Admin user, it’s time to assign them the companies that
they’ll have access to.

NOte: If the company is not assigned to the Service Bureau Admin, the user will

not be able to access any information regarding the company or its
employees.

To assign a company to a Service Bureau Admin:

1. Go to HR Admin — Account — User/Company Assignment.

Account

= Account List
4+ Update Account Privacy Policy
£ Payroll Data Cut-Over
@ PR Service Location List

| % User/Company Assignment |
@ User/Company Exclude

2. The system displays the User/Company Assignment screen.

User/Company Assignment & % B

Assign users to companies

STEP 1 - Choose a User
To begin process, choose a user you'd like to assign o a company or multiple companies.

& iceman@sharklasers.com - Robert Drake A

STEP 2 - Select Companies
Select the companies that the above user should have access to.

£ @ Downicad filter grid A ¢
Company Assigned  Company Name ~ Code
No ACll  shelbume Farms 01 SFO1
“ Yes  Shelbume Farms 02 SF02
“ Yes | Shelbume Farms 03 SF03
“ Yes | Shelbume Farms 04 SFO4

3. Select a user from the Choose a User dropdown in Step 1.

4. Select the companies that you’d like the Service Bureau Admin to have access to in Step 2 — Select
Companies. In the Company Assigned column, set the Yes / No toggle to Yes to grant access to that
company to this user.

5. When you enable access, the system will update automatically; there is no Save Changes button.
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Using the No/Yes toggles, you can easily give access to users or even exclude access. Once access is
enabled, the Service Bureau (SB) Admin will have access to the company.

For more information about the Security Roles, refer to the Advanced HR 2.0 Security Guide.

Evolution Classic and Single Sign On (SSO) Setup

Evolution Single Sign On (SSO) allows the user to login to a central location and access both Evolution
Payroll and Advanced HR 2.0. With this functionality, which is part of the Stowe Release of Evolution
Classic, a user can login with a single username and password to gain access to both Evolution Payroll
and Advanced HR 2.0 without using different usernames or passwords or without having to log in
multiple times.

There are preliminary steps that need to take place. However, once SSO is enabled by the Evolution IT
Department, and the user signs in, the service will authenticate the end user for all the applications the
user has been given rights to. This will also eliminate the need for further prompts when the user
switches applications during the same session. In this lesson we’ll outline the steps necessary to enable
this functionality.

Evolution Single Sign On:

e Provides access to two systems.
e Once turned on, it is on for ALL Evolution users.
o Users will be taken to a new login screen.
e Requires some pre-work before it can be enabled.
e Requires the Service Bureau to be on the Stowe version of Evolution Classic.

e SSOis only for users that need to access payroll functions.

User Email Addresses will be required for all users when Single Sign On is turned on.

It's important to remember that to enable SSO, a support case must be created. The service bureau
should call our Support Department and request SSO activation. This, in turn, will alert the IT
Department to begin the process.
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Evolution Single Sign On in Action

With Evolution Single Sign On, the user, while logged in to Advanced HR 2.0, has the
ability to easily jump to Evolution Payroll and back again.

Quick Links
When clicked, a new browser tab will

$ Evolution Payro automatically open for your Evolution Payroll
environment.

Evolution

e

Note: It is important to note that Single Sign On (SSO) functionality is for those users who need to access
Evolution Payroll functions AND Advanced HR 2.0 functions. For those users who only need Advanced
HR 2.0 access, they will login as normal, and do not need SSO functionality (although they also use the
new SSO login screen).

Single Sign On and Security Roles
Access and functionality in Advanced HR 2.0 is dependent on a user’s Security Role. In Advanced HR 2.0
there are four end-user security roles:
e Base User Anonymous
e Base User
e Base Manager
e Base Admin
There are also two security roles that are primarily designed for the back-end Service Bureau user:
e Super Admin

e Service Bureau (SB) Admin

For the purposes of this guide, we will focus on the role of Super Admin who needs access to both
Advanced HR 2.0 and Evolution Payroll. Security Role setup will be covered in other guides.

As has been mentioned, with the introduction of SSO, you will be able to create users with payroll access
in Evolution Classic as well as, Advanced HR 2.0. For the Evolution Classic user, it is recommended that
you follow this workflow.
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Evolution Single Sign On Requirements and SSO Setup

The following is a list of the setup requirements for Evolution Single Sign On. More details are discussed
below the list for most items.

NOte: All users in Evolution are required to have a valid, unique email address.

Update user email addresses in the Admin - Security - Users - Details tab
in Evolution.

e Evolution “Stowe” Version (V. 18 or higher)

e Employees must have a valid, unique email address entered in Employee — Employee, Self-
Serve, Settings pane in order to access the Employee Self Service. These will become the
Usernames for the employees in Advanced HR 2.0

o Create a Service Account User in Evolution Classic (see this section later in this guide).

e There are three new Security Groups for client users (AHR 2 Company, AHR 2 Employee, AHR 2
Payroll). These groups ensure the proper Payroll Rights are assigned to users who need access
to Payroll data.

e New HR User type (Admin - Security — Users, Details tab)
e Enable the Service Account user (Verification code and URL)
e Turn On the SSO functionality

o Future Dated Fields. Certain fields with future effective dates will need to be adjusted prior to
the Payroll Data Cutover.

e E/Dcodes. Itisimportant to remember that before the Payroll Data Cutover is executed, the
company’s Earning and Deduction Codes need to be designated as “Show in EE Portal”. It is best
practice that all the E/D codes are designated in this manner. Go to Company — General - E/Ds -
Details tab. In the E/D Details section, set the Show in EE Portal option to Yes.

e Verifying Pay Rate information

e Company Information

4/20/2018 Asure Software H



Advanced HR 2.0 — Administrator Guide EVOJH\H?EHFHC

Service Bureau User Setup
The following AHR User Types have been added to Evolution Classic on the Admin — Security — Users —

Details tab:

AHR User e SuperAdmin FHH p—

¢ Superddmin  (~ SBAdmin " Other

SBAdmin

TypeS: e Other

These User types in Evolution Classic correspond to three user types within Advanced HR 2.0. For any
users that are already in Evolution, you should update their AHR User Types. These user types paired
with their AHR Roles will provide the appropriate user clearance in Advanced HR 2.0.

e The SuperAdmin user type is reserved for one or two Service Bureau high level users. This user
can see all clients and can create users.

e The SBAdmin user type is a Service Bureau user who may not have access to all clients.

o The Other user type is reserved for your client users. These are the HR admin and payroll
processors at your client level. They will not have access to all clients (they can have more than
one company assigned if needed) and they will not be able to run the Payroll Data Cutover
process.

Client User Setup

Once Evolution has been updated to the Stowe release, you will need to create and link client users to
the three new security groups.

AHR 2.0 Security Groups Setup

HR Security Templates have been added to Evolution Classic. These are also the name of the security
groups, and will need to be created. With each group, comes default user rights that allow different
levels of access.
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Creating AHR 2 Security Groups in Evolution Classic and assigning them to users, allows you
to assign specific functionality to users based on their access needs and job responsibilities.

ﬂ feteres

0-0- 0000 00 &/ wair -] B 6B &
@ 5B Admn
[ 5 A Security .
s B -
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s Weikstation Semtings -
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o HA Mol
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FE P
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To create a Security Group in Evolution Classic, Go to the Admin-Security-Groups-Browse
tab. Click on the green Plus Sign to create a new record:

0-90- 00

Boomez | Cherts | DVB/EVT | Usem |

0 @

v I lﬂfl.m\?jws---

2| ere

4

11 To New Chenky
8 2 Enployee
8 2 Parod

Cushomes Serace

E vl enefity

E viobuion Pagrod - Full

E viobusion Pagrol - Paccesced Fipds Only

Pl fucean

Fiemain

5 petem Dol Group:

Enter the name of the group exactly
as shown here:

* AHR 2 Company

* AHR 2 Employee

* AHR 2 Payroll

. Post and Commit your changes.

Security Groups must be created in Evolution Classic to be assigned to Users. The Groups MUST be
named as they are above.

All Current Evolution Classic or Evolution Payroll users who will access Advanced HR 2.0 must be
assigned the group or groups that fit their job duties.

After creation, you’ll need to assign them to users.

When creating groups, it’s important to name them exactly as you see them below.
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1. To create a Security Group in Evolution Classic, go to the Admin - Security — Groups- Browse tab.

Browse lCIients] DJBJ‘D:"T] Users I

M ame hd

|Access To Mew Chents
AHR 2 Company

4

AHR 2 Employes

AHR 2 Payoll

| Evalution PR - Processed Reports Only
_|Ewolution PR- Full

_|Full Access

_|Remote Access - Classic

_|SB Customer Service

_|SB EvoBenefits

|| System Default Group

Description™
&HR 2 Employes ﬂg Group Rights

2. Click on the plus sign to create a new record.

3. Enter the name of the group EXACTLY as the Security Templates are named:
AHR 2 Company
AHR 2 Employee
AHR 2 Payroll

Click on Post and Commit.

Click on the Group Rights button.

Select the AHR template from the System Template dropdown.

Click on Yes when the system asks if you want to apply the template.

© N o v &

Save and repeat the previous steps until all 3 security groups have been created.
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e Group Security rights (AHR 2 Employee) = =
System templates: | AHR 2 Emplopee j SE templates: | :I [ save
= Admin [Disabled) (Disabled: 5) ¥ Cancel
[ Aux Payroll (Disabled) [Disabled: 11)

m
LX)

Bureau [Disabled) [Disabled: 22)
Cliert [Dizabled) (Disabled 19)  Urdo

=

3] Company [Disabled) [Disabled: B6)

[ 4 Emplayes [Enabled) (Ensbled: 12)

-- Finance [Disabled) [Disabled 7] % Show top
[+~ 4 HR Moduls [Enabl i

- iSysterns [Dizabled Evolution “ ~Show on top

Miss [Disabled) Di e _
Operations [Disabk S, Do you want to erase curent setlings and apply the template?

Payroll [Disabled) [ Screens |
Reports [Disabled] O ” = Functions |

5/B Report [Disab
SEB Admin [Disable
T ax pmntz [Dizabled) [Disabled: &)

T ax reparts [Disabled) [Disabled: 5)

FTLLlnri+1+0nnl

Note: The AHR 2 Payroll template does not include the rights to Submit Payroll or Directly Process
Payroll. These must be defined by each Service Bureau individually.

The AHR 2 Payroll Group will need to be adjusted to give the group the minimum rights that YOUR
Service Bureau allows for users. Remember that neither Submit Payroll or Directly Process Payroll are
currently selected. Update the Security Functions as prescribed by YOUR bureau’s process with your
client’s need for access.

1. Next, assign the AHR 2 Payroll Group to users. On the Admin - Security - Users - Groups tab,
highlight the newly created group and click Add.

2. Add the groups that this user will need access to.

3. Post and Commit when complete.
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Browse | Details | Groups | Clients | D/B/D.T |

Avalable groups Agagned groups
3 Group narme G ?| Group name Py
3 Ta Mew Clients = AR 2 Corparg
_|Evwalution PR - Processed Reparts Only “|anR 2 T
_|Evalution PR- Ful F AHR 2 Payrol
| Full Access - [ Swatem Default Group
_|Remote Access - Classic I—
| 5B Customer Service
_|5B EvoBenefits
|| Test Group
G Add
£ Remove
W V]

These groups MUST be added to your Internal Service Bureau Staff that will access Advanced HR 2.0, as
well as your clients that will access Advanced HR 2.0.

Payroll and Service Bureau User Email Address

Evolution Classic user email addresses are required for all users when Evolution Single Sign On is
activated. While managing security groups, this is a good time to ensure that all users have an email
address listed on their user detail record.

1. Go to Admin - Security — Users - Details.

2. Make sure the Email Address field is populated as shown below.
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iSystems Sa @
0 (9. Q- 00000006 =10 eee
£+ 3B admin
Uszerld: will Roberts Wwill
E rl[ Admin
§ Browse Details | Groupsl Elientsl D/BDAT I
@ Finance
- User ID* )
§_| 5/B Report |Will | [no spaces allowed) '?ft'\\;e Uz .
* ‘es o
L,
-/ Bureau
nlmﬁ: = Last Mame*
- Rab Password = Confirm Pazsword =
375 Client Reberts | | | i
E BemEery First Mame= Iniitial
- - I:I Password Change Date® Security Level*
' Employes 114/2m9 - Administrator -
a ey E-mail Address HR Perzonnel | _I| | - _I|
» HF Module will R oberts @ ommmbi—" " Yez & No |[;:ep‘tartmen;‘ : _I| ﬁ:;fhcs Personnel= _I|
ustomer Service - -
] User Signat
T_/ Aux Payrol LR WL 7 User's sterentype
_ 0 .
S Pagroll * 5/B intemnal
" Wweb
j Reparts i~ Remote | L||
B Operations [~ Evalution Payrall
A tant
{.ﬁ Tax prints St AHR User Type
- | & Superddmin SBAdmin - ¢ Other ‘
-
iA Tax reports
—E:,I Misc %User rights

Employee Email Addresses

Employees must also have a valid, unique email address entered in the Employee — Employee, Self-
Serve, Settings pane in Evolution in order to access the Employee Self Service and their Employee
Dashboard. These will become the Usernames for the employees in Advanced HR 2.0.

Annual Returns

Form On File
i~ Yes Mo |

Format

|Bath ~|

E-mail
| redEunknown, com |

Benefits E-mail

The employee’s unique email address should be entered into Evolution Classic prior to the Payroll Data
Cutover. This can be done using EvoExchange. If the email address is not added prior to the Payroll Data
Cutover, users will have to manually populate the email prior to enabling the Employee for Self Service.
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Verifying Pay Rate Information

For those employees who have Alternate Pay Rates, you will need to verify that the Pay Rate Number
follows a logical pattern. This pattern should be in a 1,2,3... format:

) Ereem Q-0 -0 & O i o v s
2 28 admn -
I aa . In our example to the left, you
B T ren <] Obw || Ot | U can see the recommended Pay
Rl T L Rate Number format:
o
oic] Cuel
Salwy Stardad Hows Raive D Raie A, . "
i1 ooy a— S | #1 being the Primary Rate
S Erclres o e e || S #2 being the Secondary Rate
Sl D | [ e v #3 being the Tertiary Rate

&8 7,
g Cverrida Information
)

2 dnsign D/BIDT

If the Rate Number is not in this

Diien format, this information will not
Birch be consistent between Evolution
Depariment .
v Tom Classic and Advanced HR 2.0. The
o e i ] consequence could be errors
B e RN arising when running payrolls.
Kl =
Descaghion Stale Py Grade
=l

SETE

Enabling Single Sign On
Once you have updated to the Stowe version of Evolution, contact Evolution Support to create a
Support ticket and start the process of enabling your Single Sign On functionality.

e Contact Evolution HCM Support
Support@evolutionhcm.com
802-655-8347 Ext 3

e A non-billable case will be created

o SaaS customers — Evolution HCM IT/Network Operations team will perform the
maintenance necessary to turn on SSO

o Self-hosted customers — You will be provided with instructions on how to run the
process to turn this on at your bureau.

It is important to note that SSO functionality is for those users who need to access payroll functions AND
Advanced HR 2.0 functions.

For those users who only need Advanced HR 2.0 access, they will login as normal, and do not need SSO
functionality, although they also use the new Evolution login screen.

For Self-hosted customers, you will be provided with instructions on how to run the process to turn this
on at your bureau.

When ready, contact Support and a non-billable case will be created.
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Creating a Service Account User in Evolution Classic

Create a Service Account User in Evolution Classic. The Service Account User is a non-user account in
Evolution Classic for the purpose of enabling Single Sign On access. This is the Integration User. This
account should be set to Full Access.

Ll - > O ¢ 0 60 02207 |

Wt 5B Admin
Uszedd: Ink ki User Integration
| [ i
| .
o Browse Details I GIDUDS] Clients] DJBJDJT]
@ Finance
User D= . .
g_ 5/B Repat hegration [ho spaces allowed) '?.f“\\;::lw N
.L.rz Bursau Last Mame*
T Password= Confirm Password*
50 Client il
= EETEERD First Name* Initial
ra
= Integration Pazsword Change Date* Security Level*
~  Employee 1241642099 - Administratar -
— E-mail Address HR Persannel J - J
, HRModue  |1d0S50@Sharklasers.Com " Yes & Mo Department Analgtics Persorinel
- Customer Service j M4 J
gLl User Signature
e A Payral = Loed User's stereatype*
S Payroll @ o2 + 5/B intemal
_| B " ‘web
i Beports i Remote J
-E;_,—Zi Dperations [~ Ewvolution Payrall
Accountant O e T
7 Tax prnts - 8 U577
C J * Superddmin ¢ SBAdmin " DOther
L
ad T ax reports
— Misc % User rights

Service Accounts are best created by users who have full access to Evolution Classic. To create the
account, create a new user in Admin — Security — Users. Click on the green + Sign to create a new user.
Follow the instructions below to create this integration user account.

e The Service Account User should have a unique User ID and must be 4 or more characters
e Set the Security Level to Administrator
e Set the AHR User Type to SuperAdmin
e Set the Password Change Date to 12/31/2099 (or some other date far out into the future)
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;; i ﬁems. G ~ @ - 0 0 tj @ 10723207 |
= 8 A Userld: Integrati User Integration
| Admin
T‘IFi Browse | Datails | Clients | D/B/D/T On the Gl’OUpS ta b’
Ji ::::ce Available groups Assigned groups ASSIgn the Fu"
eport

| ~ ~ - - - Access and Access

7 Bureau 2| Group name .
= e B [ccess To New Clients to New Clients

#1x) Client A2 F;n;::lee _|Evolution Payroll - Full
m:; P :ﬁz::nilﬁsewice : zzgiicgffaull Group Group.

s Employee Evolution Payroll - Processed Rpts Orly

o HRModie [IFMtE If your Full Access
ih Aux Payioll group haS been
it modified, update
. Bepotts .

_ the user rights for
7] Operations o Add .

P this User ID to have
o e <7 Remove

E.Z Tax reports g FU” ACCESS

7 Misc

Once the Service Account User has been created, log into Evolution with this Service User Account and
set up any Security Questions.

Important! This is a “Non-User” Account. Do not use this Service Account for other purposes than
Enabling SSO. Do not log into Systems with this account once Security Questions have been defined.

H }Symmf 0 ~ (ad 0 4 o c—’ @ wamz | s
:_‘ 58 hdein Userld: i User Integration
. | Admin
If the Service Account User 2 pewes o 0 | Ginge] clos| 087
becomes locked at any time this L — |
will impact your ability to log in e s P— f—
) . . . W) Clent i
Wlth EVOIUtlon Slngle Slgn On. C::iicmpan_v FI:;::C:; - Password Change Date* Secunity Level*
-, Emplogee A T 121672099 || |Administrator |
- . . o HRModue [1deSSO@Shaklasers.Com C Yes @ No EoEm= Anabiiceleescorel g
This is why this account is not a —~ S e e Y
person and should not be @B Pact i Lowd @ 5/ s
changed in any way after its ez ClRenck =
:;'/i Dpsies [~ Ewolution Payral
been created. ey |z PT—
i“" - j @ Supethdmin SBAdmin  Other
1 Taurepots
'-_. Mi:“ 858 Userights

Evolution Support will send you a URL and a Verification code that you will need to enable the newly
created Service Account User for Single Sign On. Once you receive a success message enabling the
Service Account, contact Evolution for turning on SSO.

The following Evolution Classic setup items are also implementation dependencies that need to be done
prior to the Payroll Data Cutover.

u Asure Software 4/20/2018



Evolution® Hcw Advanced HR 2.0 — Administrator Guide

by ASURESOFTWARE

Future Dated Fields

Future Effective dates in a number of fields do not correctly flow from Evolution Classic into Advanced
HR 2.0. Only the current date will flow over during the Payroll Cutover process. It is best practice to
clean this data up prior to running the Payroll Cutover process.

The AHR 2.0 Onboarding Validation report (S3550), will identify future effective dated fields based on
the targeted Payroll Cutover date. The following fields will be searched and need to be corrected if they

have a future effective date assigned.

Future Dated Name (First, Last, Middle Initial)
SSN

FieldS: Status Code

Salary / Rates
DBDT
Default Worker’'s Comp Code

AHR 2.0 Payroll Cutover Validation Report
e Enter the scheduled Payroll Cutover date in the report parameters
e Save the Report — you will need this for data entry after Payroll Cutover
e Delete the future Effective dates listed on the Report. All fields that populate on the report will
need to be updated.
For example: Salary is set to a future effective date of 11/01/2017.

Right-click on the Salary Amount field in Evolution Classic, Effective Period.

3 As-Of-Date values of EE.SALARY_AMOUNT (nbr=6) = E
Effective Period
3 Begin Effective Date |End Effective Date |Sa|ary Amount | "

2.000.00

14141300

W

Begin Effective Date End Effective Date Salary Armaunt
17102017 | [1eancazes ]| 3.056.80 | @0k @ Cancel
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Highlight the future effective date, then select Delete. This will remove the future effective date from
the field.

Keep a copy of the AHR 2.0 Onboarding Validation report (S3550) that has the Future Effective dated
fields. You will need this report after the Payroll Cutover in AHR 2.0, to then manually reenter this data
as needed.

Refer to Appendix 1: Effective Date Fields List and Onboarding Validation Report (53550) in this guide
for more information about this important Pre Payroll Cutover task.

Employee Positions

For use in Advanced HR 2.0, employees must have a position assigned to them. The Position field from
Evolution Classic, under Employee — Employee, Details currently does NOT flow from Evolution Classic
into Advanced HR 2.0.

The positions can be specific or a generic space filler position. Gather this information before starting
your Payroll Cutover. Once the Payroll Cutover has completed, you can create the Positions in Advanced
HR 2.0 in the Company Setup — Position screen, and then assign the position to the employee records in
the Employee Maintenance — Employee Detail screen.

Tax Forms and W-2

In order for W-2 and other Tax forms to show in the Employee Self Service in Advanced HR 2.0, the
settings in the Annual Returns section of the Employee — Employee — Self Serve tab in Evolution Classic
must be updated to:

e Form on File - Yes

e Format - Both or Electronic

Note: Form on File means that you have received consent to supply the employee’s W-2 electronically
instead of a paper copy.

E/D Codes

Prepare the Scheduled E/D codes for use in Advanced HR 2.0 before the Payroll Data Cutover is
executed. In Evolution Classic, go to the Company — E/Ds — Details tab. Find the E/Ds that will be used in
Advanced HR 2.0 for Direct Deposit and Benefits (both for Employee and Employer contributions). On
these E/Ds, you need to set the Show in EE Portal option to Yes. It is best practice that all the E/D codes
are designated in this manner.
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E/D Details
E/D Code=
o J Net Pay Direct Deposit
G/ Tag GAL Offset Tag
Benefit EE or ER Bensfit=
| e =]
Benefit Amaunt Type Used as Benefit =
| e =]
Show in EE Portal = ACA=
v ‘Yes " No " Yes v Mo

Company Info

You need to update Company information in Evolution Classic that will enable access.

Go to the Company — General — Company Info — Payroll Products tab and update the following fields:
e Payroll Product — Evolution HCM
e HCM URL - Enter the Advanced HR 2.0 URL

o Allow API Access — This option needs to be set to Yes for any users other than a Super User to
be able to see the company in the Payroll Cutover company list.

N | To update company information, go to Company - General-
Payroll Product B HR = 5 Company Info - Payroll Products tab and update the
 volution HCM - Advanced HR 2.0 - . .

A R — following fields:
Hhgs: Tiokibg ExokRoreapal Con/HiLogk - 1. The Payroll Product needs to be set to Evolution
Allow AP Accesz
F Yo Mo | I~ HCM.
2 2. The HCM URL is your Advanced HR 2.0 URL.
3. Allow API Access is set o Yes.
Emplopes Accses Option ';‘“"‘“N“‘&f*' 4. To allow employees access to request time off,
DUDEDEE |y T the Employee Self Serve option button should be
EE Inio* it - selected.
. B
Tirne O = 5. Once the Payroll Data Cutover is completed, the
;::ﬁ;‘:“ =) HR dropdown will automatically be set to
Site Mumber
Full iecess ~| e Advanced HR 2.0. Remember, that after the
Drect Deposit™ o
oy <] ::u.tover, the empliloyee fields that hff:we been.
migrated over will be locked down in Evolution
Classic.

Creating Bookmarks for AHR or Evolution Payroll Logins

Administrators should make all users aware of the following tip if they are creating bookmarks in their
browser to log into Advanced HR 2.0 and Evolution Payroll.

We recommend that users do not create the bookmark in their browser until after they are past the
Single Sign On (SSO) login screen and are actually in the system. The reason for this is creating a
bookmark at the SSO login screen may not work due to the redirection task that this feature performs
behind the scenes. Have users create a bookmark once they are in the system and the browser should
save the correct URL.
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End Result of Single Sign On - Moving between Advanced
HR and Evolution Payroll

With Evolution Single Sign On activated, the user has the ability to easily switch to Evolution Payroll and
back again. As long as they have the Payroll Permissions to do so. The important thing to remember is
that the user needs the appropriate Security Roles assigned to them, including access to Evolution
Payroll and Evolution Single Sign On.

Go to HR Admin — Quick Links — Evolution Payroll.

Quick Links . < .
When clicked, a new browser tab will automatically

open for your Evolution Payroll environment.

Evolution

Evolution

Client

Company

Not Due

L 1) ®

<E
(€]
g

The user can now utilize any payroll function
that they would normally have access to.
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Creating New Users in Advanced HR 2.0

Now, let’s review the process for creating new users. These new users could be a new
employee, or existing employee, that has been given access to payroll (possibly through

promotion).
Employee Actions

&+ Add New Hire
B Self-Service Setup Go to HR Admin-

&@x Terminate Employee .
Employee Actions.

New Hire Process &+
When Add New

Hire is clicked, the

e v somprme st ra e v e New Hire Process
R—— v - wizard will open.

Please note that if an employee already exists, you’ll need to go to the User List screen to create a new
one.

As part of Onboarding, it is highly recommended that you create a user while you are entering the
preliminary information for the New Hire.

Scroll down to the User section of the Add New Hire wizard and click the blue Quick Add User button:

User

Select existing user (type to search)

& | typeto search x

Quick Add User
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Quick Add User

Remember thal usemames {emais] must be ursque o the sytem. We will verily thal your new user isn'l

The Quick Add User popup () e
allows you to add a user to act 4 e st 4 b b, pledes ek e User L aercouuetn e o v ¢ 844
the system with the most e
important fields: et =
* Create Username f—— —
* Edit Contact info (=] g v V]
+ Send a Welcome Email “5““ i - e v
* Assign a Role pr—— S—

SFO3 Base User (Levei=10) - [ Eastern (US and Canada) (UTC-05:00) « = |

Assign a Role at this time. This will allow the new hire a level of access to the system that is dependent
on their function within the company.

In addition you can Send a Welcome Email. The Welcome Email will instruct the new hire how to access
Self Serve Onboarding. For our purposes here, however, the toggle for the Welcome Email should be set
to No. Since they are not actually approved for hiring yet, it may be premature to send a welcome email.

The next step is to assign access to Evolution.

Evolution Administration Go to HR Admin — Company -
User List and select the user.

Payroll Rights Granted

= This will let Evolution know that

they are an Evolution User as

Company Rights Granted

well.

Employee Rights Granted This access corresponds with

“ Yes the AHR 2 Security Groups that

were created in Evolution
Classic.

ﬂ Asure Software 4/20/2018



ion° HCwm
EVOJ:.{ESEEH - Advanced HR 2.0 — Administrator Guide

HR Admin Menu ltems

Now that you know how to navigate around Advanced HR 2.0, let’s go through the individual HR Admin
menu items and show you what you can see and the tasks that you can perform as an Administrator.

"Ho Company Balacied Well Bbarmy
| —

Evolution’
¥ A . HR Admin= Gusk Links m

Broount Ernpimpes Artioes Compary baus Erployws Waremnasce
e kzt P e we s =
et o
e Tormanate - + 4+

sEEOG808

The HR Admin menu tab is where you’'ll go to access:
= Account and Company Setup.
* User and Employee information and maintenance.
* Applicant Tracking and New Hire Onboarding.
= Benefits management.
* Reporting.
* Time Clock integration.
= Security Roles.
= Evolution Payroll

Quick Links

$ Evolution Payrall

Here is a full screenshot example of the HR Admin tab.

Evolution’ Hcm

by ASURE

_ S ———

Account

= Account List

% Update Account Privacy Policy
ZPayroll Data Cut-Over

‘@ PR Service Location List

% User/Company Assignment
@User/Company Exclude

Company

# Home
& Home Dashboard Setup

® Announcements
i Company Documents
B Company List

8 User List

Company Structure
© Division
% Branch

% Department
2 Team

Reporting

Quick Links -

Shelburne Farms 03 Mike Blake

o _c

employee searct

=1

Q | find menu item

Applicant Tracking

2 Question Bank
 Status Setup

&2 Form Setup

P Application Version

& Job Posting

& App Tracking Dashboard

Onboarding

2 Question Bank

o Task List

& OnBoard Prep

& Onboarding Dashboard

Benefits

8 Plan / Palicy
181 Employee Benefit

& Carrier

£ General Agent

£ Waiting Rule

# Dependents

& Classes

% Open Enrollment Setup
# Monitor Open Enrollment

Company Setup

& Achievement

& Certificate

# Class

£ Compensation Change Reason
@ EEO

# Employment

# Ethnicity

@ Frequency

& License

# Pay Grade

% Pay Group

& Position

& Position/Org Change Reason
 Review

& Shift

& Skill

# Status

# Termination Reason

& Worker Comp

Employee Actions

&+ Add New Hire
i Self-Service Setup
& Teminate Employee

Employee Maintenance

& Employes Summary

& Achievement
& Alternate Rate

& Cerfificate:

& Class

& Class (rapid enrol)

& Compensation

& Direct Deposit

& Document (employee)
& Document (company
& Education

& Emergency Contact
& Employment Detail
a9

& Labor Allocation

& License

& Note

& Pay Stub

& Review

& skl

& Tex (Federal

& Tax (State)
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& SKir
— & Tax Federa
— & Tax (stte
& Tax Form

T Wonitor Open Enroliment

& Standard Reports Communication
[ Quick Report Witer
A Notifications Quick Links
Audit )
$ Evolution Payrol
Tools
@ Audiing
B Email Record List & Data Import
AErorLog = Payroll Data Syne

Time Clock

© SetupiConfiguration
© User Credentials

Security

Maintenance

&Pemissions
&Resources

aRoles

8Assign Users to Roles
&Employee Record Filtering

HR Admin menu

Note: Employee users should refer to the separate document Advanced HR 2.0 Employee Self Service
User Guide to see how these screens configured by the administrator look from the employee point of
view. The Employee Self Service User Guide does not contain the configuration and setup information
described in this guide.

Also note that the screens contained in the Employee Maintenance sub menu of HR Admin are
discussed in the separate Advanced HR 2.0 Employee Maintenance Guide.

Account Menu

Use the HR Admin — Account menu to do the following actions:
e Verify Account Info
e Create contact information
e Add Payroll Service
e Addalogo
e Payroll Integration information

Account

= Account List

£+ Update Account Privacy Policy
£ Payroll Data Cut-Over

@ PR Service Location List

% User/Company Assignment

@ User/Company Exclude
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PR Service Location List

Advanced HR 2.0 — Administrator Guide

The PR Service Location List menu item (this may be done by Evolution during licensing).

In order to cutover data from Evolution, you will first need to path your Advanced HR system to your
Evolution database. Items needed for this process:

e Service Location URL

e Authentication Key

e SSO URL

Select New from the HR Admin — Account, PR Service Location List. Select Account Evolution
Implementation Demo and PR Platform EVO — iSystems Evolution.

The Service Location URL, Authentication Key and SSO URL information will be provided to you by
Evolution. Once you have entered the above information, save your changes.

Note: Once this is complete you will not need to set this up again. You will not be able to onboard any
clients until this step has been completed.

Account List

Use the Account List menu item to verify that your contact information is accurate and to add your logo
and any other Service Bureau information. Your Evolution Payroll Platform should already be setup in

the PR Service Location.

Go to HR Admin —
Account — Account List

* Click on your
Account

* Ensure that the
Contact Information
is accurate

* Upload the Service
Bureau Logo in the
Account Logo
section

Account info.

Default Account for URLS teepaate win semi-celen)

Acesint Logo [oaly JPG, PHG, and GIF axtension s sllowsd hars]

Alruady Attached

nis are already attached to this re

3] eo_vohion_S0x270 pog ¢ oROIR0T

Size (KB} Uplowd Date

Contact

First Name

4

Cell Phone

Duscsiption

Hom 1 52 1 o 1

a

Note: The Service Bureau logo file size should be no larger than 90 pixel height by 320 pixel width.

Go to HR Admin — Account — Account List.
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Account List i=

m & @ Download fiter grid A@l Advanced Filter ¥

Actions  Account Name ~ Active Create Date [Z277) URLs Email cell
iSystems No 04/19/2017 12:53 PM isystems hrmext.com isystems.evolutionhcm comisystems.evolutionadvancedhr.com ilanuel@evolutionhem.com
W n o Page: 1 | of1 |Go Pagesize 1 | Change item 1101 0f 1

To open your account, click on the service bureau name to add or edit the account information.

HRnext Account:

Account Info Contact
Account Name First Name
‘ iSystems Ido
Create Date [ZT700) Last Name
04/19/2017 12:53 PM ] Lanuel
Active Email
Bus Phone

Default Account for URLs (separate with semi-colon)

isystems.hrnext.com ;isystems. com;isystems. evoluti r.com
4
Cell Phone
0 | 123.456.7890 x12345

Payroll Service
Service Locations

filter grid. T

Service URL - Description

Evolution V3

https //apistaging.evolution-software.com/v3/api/bureaus/hrintegration

ltem1to10f1

“ » Page1of1

When uploading the Service Bureau logo, keep it small and simple. The File size should be no larger than
90 pixel height by 320 pixel width.

Account Logo (only JPG, PNG, and GIF extension files allowed here)
Already Attached

These documents are already attached to this record

Download Filename size (KB) Upload Date

@ Evolution Asure Logo.png 10 08/07/2017 @I

Browse or Drag/Drop documents Temporarily Uploaded Documents

@ Browse .
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Either use the Browse function to upload from your computer, or you can just drag and drop your logo

into the box. Please note that the system will take any size logo that you upload. But remember to keep
the logo size to the pixel size recommendation above and also keep the file size small as well. If you post
a large file size logo, that will significantly impact system performance as it loads the logo on every page.

Note: Be sure to contact the Asure Software Product Support if any information in the Account screen is

incorrect.

The Integration section of the Account is where you set any Service Bureau parameters that are specific

to Payroll. Information on the section of the screen should be taken care of for you through the

implementation.

Integration

Payroll Options

Service Bureau ID Prenote Default (Direct Deposits)

Use SSL

o-

Benefits
3rd Party
Integration Info HR AnswerLink Think HR Shugo
Diagnostics Affiliate ID Authentication Key Affiliate Key
Affiliate 1D Authentication Key wroberts@evolutionhcm.com
4
Subdomain Affiliate Password
Subdomain a @

Evo SSO

Application/Tenant ID APl/Secret Keys URL

Application ID AP Key S§SOJWTURL

23e69dde-2260-4def-9032-08360435e210 QUHSOIOUZXZVBHVOAWSU https.//apistaging.evolution-software.com/identity/sso?jwtRec
Tenant ID Secret Key Payroll URL
€807d719-b391-4525-ac0e-31dbcOcf202b LN @ hitps://apitest evolutionpayroll. com/hcm/home/ssocaliback?a
SMTP Configuration (i "Server Address” is not empty. all of these values will be used.)
Connection Credentials From Addresses
Server Address Username System Address
smtp_postmarkapp.com Td5e86Cb-8481-4870-8a71-eb04105b4a86 AdvancedHR@asuresoftware.com
Server Port Password Reports Address
25 & 2 e AdvancedHR@asuresoftware com

Click Save Changes when done.
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You should also go to Security — Maintenance — Roles to verify your default Security Roles:
e Base User
e Base Manager
e Base Admin

Even “Out of the Box”, the Service Bureau will have base Security Roles to use to clone or add to users.
Security Roles are what Advanced HR 2.0 uses to allow access to different functionality.

SMTP Email Communications

Email communications are sent from AHR 2.0. The name on the email is Advanced HR using the email
address AdvancedHR@asuresoftware.com

The from name (Advanced HR) and the username of the email address can be customized if you wish.
The @asuresoftware.com, of the name@asuresoftware.com address, cannot be changed. The
configuration change is applied to all clients under the Service Bureau.

Any updates to this information needs to be reviewed with Asure. Your Implementation Specialist will
be able to assist if with these updates.

From name:

Email: @asuresoftware.com

SMTP Configuration I “Server Address” i not emply. af of hese waiues wil bs sec

Connection Credentais From Accresses

Server Adaress Usemame System Acdress

Server Port Password Reports Ascress

o
®

& s

Use SSL

Company Menu

The Company sub-menu on the HR Admin page lets you select from the following menu items:

Company

# Home
£+ Home Dashboard Setup

@ Announcaments

B Company Documents
B Company List

& User List
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Once the company has been onboarded to Advanced HR 2.0, there is some setup that is required. The
company setup is done in two locations:

e HR Admin - Company pane — this is discussed below

¢ HR Admin - Company Setup pane — this setup is discussed in the Company Setup section of this
document

Let’s first look at the HR Admin - Company pane. It is here that the User can set up the Company
Dashboard. Each menu item is described below.

Home
Company
You can click the Home item on the HR Admin — Company menu as hboardSelup

another method to go directly to the company Dashboard.

Company Dashboard

Before we discuss how Admins set up the Company Dashboard, let’s first discuss what the Dashboard is.
The Company Dashboard is what the users see when they first login to Advanced HR 2.0. When logged
in as a Base Admin User or higher, the user has the ability to create the look and feel of what the
employees will experience when they log into their Company’s Dashboard (the Home Page) on
Advanced HR 2.0.

“No Company Selected"

Evolution® Hom

by ASURE WA HR Admin~ Quick Links~

Dashboard

It is important to note that Dashboard functionality is dependent on the user’s role. For example, a Base
User (which is the lowest user role) has the ability to see the following:

Base User : Company Announcements

Upcoming Review dates, with corresponding
Sees. Acknowledgements

Upcoming Training Classes, with corresponding
Acknowledgements

The user’s expiring Certifications and Licenses, with
corresponding Acknowledgements
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The Base Admin User and Base Manager User has the ability to see:

Base Admin & Company Announcements

Upcoming employee Birthdays and

Base Manager Anniversaries
See.

Employee Certificate and License
Expirations
Employee Scheduled Reviews

Note: Base Managers, with regards to employee Birthdays and Anniversaries, Certificate and License
Expirations, Scheduled Reviews, and Time off Requests, will only view the employees that are assigned
to them. However, Base Admins will see all employees in the company.

Company Dashboard Setup

The Home Dashboard Setup screen is

where the Base Admin User, or higher, can Compeay
set the different parameters that will & Home

determine what the employees will see [%Fome Dashboard Setup |
when they login. # Announcements -

[ Company Documents
. B Company List
The Dashboard functions as the employee’s i User List

ESS.

Go to HR Admin — Company — Home Dashboard Setup.

Dashboard Setup

Company
Select a company o procede with Dashboard (Home Page) Setup

Company

B shelbume Farms 03 (SF03) v -

You'll be taken to the Dashboard Setup screen. Using the No/Yes toggles, you can set the Dashboard
Settings for the Admins and Employees roles.
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Compiete

Admin: Togge sectcas (ON-GreanYes) Other Settings

Ne Future Pencd 1o Revaw imasem:

Make the Dashboard settings
for the Admin/Manager roles
in this section

Make the Dashboard settings
for the Employees roles in this
section

In the Dashboard Settings tile, it’s important to note that for the various categories, if they’re set to Yes,
for the Base Admin Role, they will see ALL birthdays, expirations, time off requests, etc.

For the Base Manager Role, they’ll see only the employees that they supervise.

Select your company from the Company dropdown, which displays the companies that have already
been onboarded from Evolution Classic into Advanced HR 2.0. You must be a Base Admin or higher
security level to be able to make the Company Dashboard Setup settings.

Note: What displays on a user’s Dashboard is dependent on the user’s assigned security role.

The Dashboard Settings screen is divided into two main sections, one for the Admin / Manager role and
one for the ESS (End user role).
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Setting the Dashboard View for the Base Admin and Base Manager Roles

As with other setup screens in Advanced HR 2.0, the functionality allows the user to turn on and off
areas of the Dashboard by using the No/Yes toggles. Here is the Admin section of the screen.

Admin: Toggle sections (ON=Green/Yes)

o Announcemenis

N Birthdays (adw

A Certificate Expirations (admin
L License Expirations (admn
A Scheduled Reviews jadmir
— Time Off Requests jadmin

“ Yes Anniversaries (admir

In the example above, we can see the Yes/No toggles for the Admin view. In this case, the user would
be able to see everything except Anniversaries. As previously discussed, this would be the view for the
Base Admin User and the Base Manager User. These settings can be edited at any time.

Other functionality on the Dashboard Setup screen that is important to make note of, is Future Period
to Review for Base Managers and Base Admins in the Other Settings section of the screen:

Other Settings ) . .
Set a Review Period in months.

Future Period to Review (months) i
You can set how far into the future

you want the system to look.

6

Set this field to the number of months into the future that you want the system to look in order to
display on their Dashboards ALL the upcoming employee events, including Reviews, expiring Licenses
and Certificates, and Birthdays for their employees.
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Setting the Dashboard View for the Base User Role

Use the ESS section of the screen to set the Dashboard view for the Base User role. Again, you use the
Yes/No toggles to set the parameters of what the user will see on their Company Dashboard.

ES3: Toggle sections (ON=GreenYes)

MNa “ My Time OffiBalance
Mo My Upcoming Reviews (s
No [Rewew Acknowledgement [Con ess ]

= My Upeoming Classes e Set Acknowledgement functionality for
- | Class Acknowledgement lcon (e=») | the Employee’s Dashboard by using the
Ha My Expiring Certifications (ess Yesto toggles.

Ho Icen.flr:ate Acknowledgement lcon jess I
Mo My Expiring Licenses (s
L “ | License Acknowledgement [Gon jss |

Mo Show Payroll Summary Quick Link as Landing Box

Base Users, can be set to see or not to see the following items:
e Their upcoming Reviews
e Upcoming Classes they’ve enrolled in

e Any expiring Certifications or Licenses

In addition, Base Users can be set to acknowledge:
e Employee reviews
e (lasses
e Expirations

Always remember to click Save Changes when complete.

Note that even if there are no items for each of these categories, the headings themselves will display
on the user’s Dashboard.

Certificate Expirations

No Certificates expiring in upcoming months

License Expirations

No Licenses expiring in upcoming months
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Now that the Dashboard settings for the Base Users, Base Manager, and Base Admins have been set,

when those users login, they will be taken to the appropriate Dashboard view. Let’s examine what these
different roles will see.

Base User Role Company Dashboard

Evolution, HCM shslhur:::;nn: 03 Megan Forsyth
by ASURE

W Shelbume Famms 03 (SF03) a

Forsyth, Megan (1)

Dashboard

Company Announcements My Time OFf - Forsyth, Megan (1)
. s No upcoming time off
Employee Dinner Cruise - 1022017 P 9

As a way of saying “Thank You" for all your hard work, the Executive Team would like to invite you and a guest to take part in a dinner cruise on beautiful
Lake Champlain. The cruise will leave from Pier #2 at 6pm on October 15th. The Executive Team

My Upcoming Reviews - Forsytn, Megan (1)

No Reviews in upcoming months

. My Upcoming Classes - Forsyth, Megan (1)
Food Drive - &/162017

ver the next

ams th

4 thousand meals each year through food pantries and
eave your non-perishable donations in the employee
s ¢ N e Date Employee Type Acknowledge

Base Manager Role Company Dashboard

. . Shelburne Farms 03 Megan Forsyth
Evolution® Hcm o)

B Shelburne Farms 03 (SFO3)

Dashboard

Company Announcements Birthdays
. . Birthday Employee
Employee Dinner Cruise - 1022017
As a way of saying "Thank Yeu" for all your hard work, the Executive Team would like to invite you and a guest to take part in a dinner cruise on beautiful November 20 Smithers, Jackson (13)
Lake Champlain. The cruise will leave from Pier #2 at 6pm on October 15th. The Executive Team
February 8 Webb, Chick (7)

Certificate Expirations

No Certificates expiring in upcoming months

They secure and ite 4 thousand meals each year th

od pantries and
he employee

save your non-perishable

License Expirations

Asure Software
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Base Admin Role Company Dashboard

Shelburne Farms 03 Boris Dyer

Evolution® Hov [ R e
by ASURE |HR Admin- My HR- Quick Links~

B  Shelbume Farms 03 (SF03) employee search x

Company Announcements Birthdays
: Birthday Employee

Employee Dinner Cruise - 1022017

As a way of saying "Thank You" for all your hard work, the Executive Team would like to invite you and a guest to take part in a dinner cruise on beautiful October 25 Alfonse, Jamison (12)

Lake Champlain. The cruise will leave from Pier #2 at 6pm on October 15th. The Executive Team
November 20 Smithers, Jackson (13)
February 2 McBrittish, Rockford (4)
February 8 Webb, Chick (7)

Food Drive

Certificate Expirations

4 thousand meals each year through food pantries and

eave your non-perishabie donations in the employee

No Certificates expiring in upcoming month

Company Announcements

This is where you will view and edit your current company announcements that will appear on the
Announcements section of the Company Dashboard. You can set up new announcements, for example,
for open enrollment or a company food drive.

The user can enable and create Company Announcements to appear on the Dashboard.
Go to HR Admin - Company - Announcements:

Company

#& Home
H Dashboard Set i
8 Home Dashitoard Sske To create a new Announcement, simply

click on the green New button.
Company Documenis

B Company List

£ Payroll Data Sync
& User List

B Email Record List

Announcements @

ALl O O Downkoad L T
Actions Post Date ~ Titla on High Bristity Expivn Dase
u oB/aENT Opast Efreliment H n M m
u OBIRTOIT Fiod Drivw n n i
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It’s important to note that Announcements (as long as they are set to ‘On’) will be visible to all users
regardless of their security role. The same announcement will appear for Admins, Managers, and Base
Users.

Each announcement will be presented in chronological order with the High Priority announcements
being presented at the top of the list. You also have the ability to set a begin Post Date, delete an
announcement, switch it to No to hide visibility, or switch it to Yes to make the announcement visible.
Any announcements with a value in the Expire Date column field will automatically stop being displayed
upon reaching the expiration date.

Announcements @
< @ Download T
Actions Post Date - Tite on High Priority Expire Date
n 10002/2017 Employee Dinner Cruise ‘
n og/1e207 Message from our CEO u es u es
ﬂ 08162017 Open Enroliment E u
ﬂ 08/11 1 ‘
n 080812017 Bowfing night u s
oo n »ow Page: 1 of1 Go Pagesize: &  Change tem 1106 of &

You can also add documents, pictures, and links to videos in the Announcements screen.

From the Announcements Dashboard, you can see:
e Post Date of the Announcement

e Announcement Title

e  Whether it is Active or not (On)

e [fitis a High Priority

e Expiration Date of the Announcement

To open an announcement, click on an announcement row on the Dashboard. You can easily create and
customize any announcement that will appear on all the employee Dashboards.
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| Em—— | Close 3

Announcement: }120 =6

Company Arssuncaman £ Posling
Company Tiess
W Ploass Choose reessens Skt ® -

Fe B I U # & ¥ x rewsss 1= (% B A+ me - = = m-|TI- C D @
Status

dmnouncement n (shown)

High Priarity

Imagas (only JPG, PNG, and GIF exiension files allowsed here)

A You can even add frestas
a7 -] docu ments' pic‘[u r.‘gsJI These documents are already attached to thes record
Expiration Dats a nd Vi d eo | I'n kS | Dowmicad Filenamea Size (KB) Uploaded
- g Pienic jpg ® 08022017 @

To create a new announcement:
1. Go to HR Admin — Company — Announcements.

2. The system displays the Announcements screen. The screen shows a display of all announcements,
both Active and Inactive.

+ New
3. Click on the green + New button - to display the Add Announcement dialog box. This is
where you will add your content, set the announcement visibility and priority, and the posting and

expiration date. You also have the ability to either drag and drop or browse and select images for
each announcement.

4. Complete the information as described in the following table.

Field / Button Description

Company * Select the correct company, if not already selected.
Announcement Posting
Title Enter a title for the announcement. This will appear on the Dashboard.

Detail Enter the detailed text (the wording) for the announcement. This will
appear on the Dashboard. Note the Advanced HR editor buttons at the
top of the Detail section which allows you to format the announcement.

Detail

#~ B| 1| U | & S 2| x Helvelica» | 14v % | B (v By = = =

STl Clla ‘
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Field / Button

Description

Status

Announcement On

High Priority

Dates

Post Date

Expiration Date
Images

Browse or Drag/Drop
Images

* = Required Field

Click on the No / Yes toggle buttons to set if the announcement should
currently display or not.

Click on the No / Yes toggle buttons to set if the announcement should
be a high priority or not. Selecting High Priority displays the
announcement at the top of the list.

Select the date from the calendar that the announcement should first
appear.

Select the date from the calendar that the announcement should expire.

You can drag and drop images for the announcement into this section.
The image can be JPG, PNG, or GIF files. Or, click the Browse button to

-
select an image.

5. Click Save Changes or Save and Next Record if you have another announcement to add.

The following screenshot shows a completed Announcement screen.

Announcement: J57 =0T

Company

Company

Announcement Posting

Title

E MB Winery (MBO1) - Fourth of July Company BQ '/l
Detail
#v|B || U | & || & | 2 |x || Heeticar | 14~ || % | B || A |~|| B = = E | S~ | Tv || C || D

Status
Come celebrate the Fourth of July at out company picnic on Monday July 3 from 11:00 AM to whenever the food runs out. To be held at the patio area

Announcement On (shown) behind the building. Food and Fun for all - bring the family.

-

High Priority

Dates

Post Date

10/09/2017 ]

Expiration Date

Expiration Date i)
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Images (only JPG, PNG, and GIF extension files allowed here)

Already Attached

These documents are already attached to this record.

Download Filename Size (KB) Uploaded

@ wine 16go png 8 10/09/2017 TE

Images will be displayed in the order added from left to right so give some thought about their
placement before you add them.

Finally, the following screenshot is a sample of how an announcement you create on the Announcement
screen appears in the Company Announcements section on the left side of the Dashboard, for
employees of the company.

Shelburne Farms 03 Will Roberts

Evolution’ Hcwm

by ASURE HR Admin- Quick Links -

B Shelbume Farms 03 (SF03)

Dashboard

Company Announcements Birthdays

Birthday Employee

Employee Dinner Cruise - 1022017

As a way of saying "Thank You" for all your hard work, the Executive Team would like o invite you and a guest to take part in a dinner cruise on beautiful Lake Champlain. The October 2 & Fleck. Bill (8)
cruise will leave from Pier #2 at 6pm on October 15th. The Executive Team
October 25 Alfonse, Jamison (12)
Noverber 20 Smithers, Jackson (13)
February 2 McBrittish, Rackford (4)

Food Drive - &162017

Over the next month we'll be collecting donations for our local food bank. They secure and distribute 4 thousand meals each year through food pantries and meal programs. Centificate Expirations

throughout the state and lead the nation to engage in the fight against hunger. Please leave your non-perishable donations in the employee kitchen

F®@D

No Certificates expiring in upcoming months

Company Announcements Display on the Dashboard for employees
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Company Documents

Users can upload and view documents to a central company document database that can be used for
employee onboarding and for informational purposes, for example for a Benefits Packages summary
document. When uploaded, these documents are viewable by all employees. In addition, employees
can download documents, personalize them, and then upload them into their personal documents
folder.

Adding Company Documents allows the user to upload documents that can be used for
employee onboarding and for informational purposes on the employee’s dashboard.

Company

# Home
£+ Home Dashboard Setup

Announcements
é(}nmpany Documents |
Company List
& User List

Go to HR Admin — Company — Company Documents

Company Documents B [}

= = \
- b ~
[0 T T [Jr—— Filsnams - gy e i Upiead bum T Al sy
o > -
a : -
a . o -
'_.'h vy
ik ~
o > |-
an . - »E 30 ~1 THIEE

The Company Documents dashboard will show all the documents that have been uploaded
to a company. If no company has been selected, ALL company documents will be displayed.

Click the green Add Decuments button to upload documents.
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The Company Documents Dashboard displays:
e The Company that the document is attached to.
e What type of Download the file is (JPG, PDF, csv ...).
e The Filename and Category of the document.
e The Title.
e  Whether or not it has been Published to the Employee. See below.
e The Upload Date, Size, and who it was Uploaded By.

Publishing a Company Document to the Employees’ Document Folder

You can use the Published to Employee column field on the Company Documents screen to quickly
switch an existing company level document to be published to or from the Employee Documents screen
(company) folders for ALL of the employees in the company.

Company Documents B (3
Actions  company Download Filename - Category Title E“m"l:';:‘:“’ pload Date Size (KB)  Upload By
MB Winery fourth of uly png Announcement Fourth of July Company BBQ “ Yes| §6/25/2017 09:03 AM 1 mblake@evolutionhcm com
MB Winery MB Winery Company Handbook pdf HR Dept. Document Company Handbook No 512512017 03:58 PM 2507 mblake@evolutionhcm. com
MB Winery MB Winery Holiday Schedule docx HR Dept. Document Holiday Schedule No 6/09/2017 09:22 AM 1 mblake@evolutionncm.com
MB Winery [ wine logo 3.png Company Company Logo “ Yes| §6/26/2017 08:36 AM s Warren@sharkiasers.com
MB Winery Py wine logo.png Announcement Best in Class Award u Yes| 61252017 09:01 AM s mblake@evolutionncm.com
W [ Page: 1  of1 Go| Pagesizer 5  Change ltem 10 5 of §

You can use the following column fields on the Company Documents screen.

Field / Button Description

Published to Employee Click on the Yes/No toggle buttons to determine if this company
document should be published to the Employee Documents (company) —
the employee documents folder (for ALL employees).

Download Click on a document icon — to the left of the Filename — to download the
document to your computer.

Click on a Company Document item row on the Company Documents summary screen to display details
about the document.

Editable fields include:
Category tile:

e Category

e Title

e Description
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Attributes tile
e Published to Employee (No/Yes toggle)
e Published to Manager (No/Yes toggle)

Document:

Company Category
a Shelburne Farms 03 (do not touch) (SF03) - Benefits
Title

Benefit Packages Summary

Description

You have the right to an easy-to-understand summary about a health plan's benefits and coverage. Insurance companies
and job-based health plans must provide you with: A short, plain-language Summary of Benefits and Coverage (SBC) A
Uniform Glossary of terms used in health coverage and medical care.

Filename Published To Employee

Benefit packages.pdf No Yes

Size (KB) Published To Manager

90 No Yes

Upload Date [Z777)
10/03/2017 10:26 AM -]

Uploaded By

Will.Roberts @Asuresoftware.Com

Adding a New Document

To add a new document, click on the green + Add Documents button . The New
Documents screen displays and allows you to either drag and drop or browse and select multiple files
from your computer to upload. Make sure you are in the correct Company.

Dacurnents

Browae of Drag/Drop documents

Adding documents is easy. Make
sure you have selected a company
and simply drag and drop your file
from your computer. You can also

] & drop files here browse files and add them that way.

W Browse
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Warning: If you click on the Browse button to browse and select a document, you cannot drag and drop
documents. Attempting to do this will cause severe problems and may terminate the session.

After saving a document, click on the document’s summary line to open the dialog box and give your
document a Category, Title, and Description. This is also where you can Publish the document to your
employees.

After uploading multiple documents, sort the summary list chronologically by clicking on the Upload
Date column and click on the first document summary line to open the dialog box. Then use the Save &

Next Record button to quickly move through each document.

The document is now available for viewing by the employee.

For an employee to access a Company Document
e  Go to their My HR tab.

e Under the My Employment Summary tile, click on Document (company).

Shelburne Farms 03 John Braverman

B | Shelburne Farms 03 (SF03) - & | Braverman, John (9) .

Evolution®

by ASUR

My Employment Summary My Personal History My Payroll My Benefits

&My Compensation &My Achievement &My Direct Deposit &My Benefits Summary

& My Document & My Certificates. & My Labor Allocation & Open Enroliment
&My Glsses &1y Pay Stub
Wy Emergency Contad & My Education & My Tax (Federa
i My Summary &My 19 & My Tax (State)

&My Licenses &My Tax Form My Miscellaneous

&My Reviews
&My Skils & Home
&My Alternate Rate
&My Employment Detall

e By clicking on the icon in the Download column, the employee can easily download and open
the document.

Documents (company) & [

& & Dounload fiter grid v

Download Filename ~ Category Title Upload Date Size (KB) Upload By Published To Manager

Benefit packages pdf Benefits Benefit Packages Summary 1010312017 1026 AM 50 No
Employes Handbook pdf 09/11/2017 12:43 PM 1 I ves

Letter from the CEO.pdf 08/24/2017 02:22 PM 1 No

" Page: 1 | oft | Go| Pagesize: 3 || Change Item 1t0 3 of 3

Note that you can share a video via the published Company Documents to the employees. Go to HR
Admin — Company — Company Documents. Upload your video and move the Publish to Employee
toggle to Yes. When the employee looks at the My HR — Employment Summary — Document
(company), the video will be available for download. You may run into File Size limit issues if the file is
very large.
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Company Documents - Employee

Documents can also be used for informational purpose with

employees. When assigned to an employee or employees, documents EVOJL:EUQHJ
can be accessed in the My HR tab on the Employee Dashboard. i Hy HR-

My Employment Summary

When an employee goes to their My HR menu tab, they’ll now be
able to click on the Company Document link and see the uploaded

& My Compensation
documents- & My Document

& My Emergency Contact

& My Summary

Company Documents - The Onboarding Task List

Documents can also be added to
an Onboarding Task. Go to HR
Admin — Onboarding - Task List No Include Company Documents
to create a new task. Onboarding
Tasks allow you to set
parameters, based on position,
for new hires. When setting up an
onboarding task, you have the
ability to select any number of Filename Size (KB)
company tasks and documents to

Select/Change Company Documents

3D printer jpg, basic_dekuyper_banana_mai_tai jpg, Letter from the CEO pdf -

Saved Company Document Selection

) Letter from the CEO.pdf 1
be used for onboarding. For now,
. basic_dekuyper_banana_mai_tai j 85
however, let’s just focus on the —eRper malEpg
Documents portion. 3D printer.jpg 285
Make sure the No/Yes toggle is No Yes Include Custom Document Upload

set to Yes for Include Company
Documents. The dropdown will
draw from any company documents that you have uploaded.

When the Include Custom Document Upload is set to Yes, this will allow the prospective new hire to
upload a document to their application.

This process is covered in the Advanced HR 2.0 — Applicant Tracking Guide.

Company List

The Company List shows a list of all the companies that have been cutover (onboarded) into Advanced
HR 2.0.
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Company List [l
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The Company List shows a list of all the companies that have been onboarded, including
the date. This dashboard also shows at a glance whether the company is Active and
Payroll Integrated.

It's important to remember that the number of companies you can view will be dependent on your role:

s

N umber of A Super Admin, for example, will have access to

all companies that have been cutover for the

companies account

A Service Bureau Admin will only have access to

n [ ]
you can view. the companies that are assigned to them.

A Base Admin user will only see their own
company

This dashboard also shows at a glance whether the company is Active and Payroll Integrated.
1. Go to HR Admin — Company — Company List.
2. If a company has been selected, you will only see that company on the Company List Dashboard.

m S & Download filter grid. A @l Advanced Filier T
. PR
Actions Company Name - i
Account pany Code Create Date Active e
iSystems Shelbume Farms 03 SF03 07/26/2017 10:30 AM No “ Yes
CH o Page: 1 of1 Go Pagesize 1  Change ltem 1101 of 1
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If, however, no company is selected, your view will include all companies:

Company List @

Actions Account Company Name ~ Code Create Date [Z2720] Active ::!gm“
iSystems A Small Production - DO NOT TOUCH 009 10/03/2017 10:46 AM No No
isystems Amazing Sample Client - Ido Alpha 09/25/2017 01:00 AM No No
iSystems Basic Payroll Plus co7 06/12/2017 02:27 PM No m Yes
isystems Benefits Test (No Payroll Connection) 09/20/2017 08:11 AM No “ Yes
isystems BetteanneUSA PAYROLLS, INC-EngCpy 9999-EngCpy 08/29/2017 02:11 PM No

iSystems Capin Crouse 2.0 C0892 08/09/2017 02:32 PM No Yes

isystems Company § - Change Name cos 05/03/2017 07:00 PM No
iSystems cePP co3 05/03/2017 06:58 PM No

isystems cPP-cC3 0CPP-CC3 Lucy 09/25/2017 04:13 PM No

dooopoopng
5
a8

isystems Fum Co - DO NOT TOUGH on 10/06/2017 03:52 PM No

3. Click on the company which you want to work with to open the Company Configuration Settings

Company:

Company Info Physical Name/Address Legal NamelAddress
Account Doing Business As Legal Name

iSystems - Shelburne Shelburne Farms
Company Name Address Line 1 Address Line 1

|shelburne Farms 03 V] 15 Sample 58 Rathe Rd
Active Address Line 2 Address Line 2

Ne Yes Address Line 2 Address Line 2

Timezone city city

Eastern (US and Canada) (UTC-05'00) - Burlington Colcnester
Create Date [E500 State State

07/26/2017 10:30 AM =] VT-VERMONT. US A VT- VERMONT, US -
Service Start Date Zip Code Zip Code

07/26/2017 ] 05620 05402

When a company is opened, you can view:

e Address and contact info

e Active or Inactive Status — Use the No/Yes toggles to change the status.

e Timezone and Creation date

e Organizational levels (DBDT)

e Payroll integrations. Note the PR Integrated column should always be set to Yes.
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Contact Other Info
First Name Worker Comp Policy ID
@
Last Name Organization Level for Employee Assignment
Division -
Email Enabled SwipeClock Sync for 1099 Employees
o
Bus Phone
A
Coll Phone Contact info and Organizational
o Structure (DBDT) should be entered
here
Other Info Integration
Worker Comp Policy 1D
Timeclock

516814684651

Organization Level for Employee Assignment

Department -

Enabled SwipeClock Sync for 1099 Employees

-

| ‘© Sync Employee To Timeclock |

Excluded From Updates

Export Block

Web Clock Enabled

In the Other Info section of the Company List screen, the Enabled
SwipeClock Sync for 1099 Employees Yes/No toggle button has
been added in order to have a Sync Employee to Timeclock button
appear on the Employee Summary screen.

Previously, the Sync button only appeared for regular (W-2) employees.

Integration

General Settings

Payroll Integration

Payroll Service Location

@  Evolution V3 - https-//apistaging evolution-software com/va/api/bureaus/nri

Client ID

Client ID

Cempany ID
SF03

4/20/2018
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Payroll Options

Enable Employee Portal (Time Off)

For the Company Logo upload, the Allow Private Label toggle should be set to Yes.

Private Label

rey

Private label Link

Benefits

Show Future-Dated Benefit Plans For Enroliment

-

Termination

Status Termination Reason

Terminated - Terminated - Terminated - Terminated -

Note: in order for Administrators to be able to help employees enroll in Open Enrollment using the
Employee Benefits screen, in the Company List screen for this company, in the Benefits section, the
Show Future-Dated Benefit Plans for Enroliment field toggle must be set to Yes.

Benefits

Show Future-Dated Benefit Plans For Enroliment

-]

Default Applicant Security Role must be set to Base Anonymous Role.

Default Settings

Default Applicant Security Role

Will 2 - BaseAnonymous - 0 -

Note: With regard to Applicant Tracking, without specifying which role to use at the company level, no
permissions will be applied to Job Postings because all permission rules must be tied to Users. Once
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again, this role needs to selected manually. Applicant Tracking is covered in the Advanced HR 2.0
Applicant Tracking Guide.

Company Logo Upload

Private Label

Private abel Link

hitps:/fisystems. evolutionadvancedhr.com/Login.aspx?companykey=cctba7 ab-f3df-4f58-93e6-bed 19779220

Comparry Logs [anty PG, PHG. and GIF sxtansion files stcwsd hers)

Company Logo Upload: Pro——

Before a logo can be displayed, make — e e —— =
sure Allow Private Label is set to Yes. : o o

.

Drag and drop files, or browse your

computer.

Best practice is 90 pixel height by 320
pixel width.

Preferences/Defaults section

The Preferences/Defaults section allows you to set the company level defaults for New Hire
Onboarding. This is also where you can make Emergency Contact input a requirement and identify users
who should receive onboarding notifications.

Preferences/Defaults

New Hire/Onboarding
Tax Form (Type of Hire) Pay Frequency Employment Type
W2 - Employee - Bi-Weekly - Bi-Weekly - Full Time - Full Time -
Display Emergency Contact Pay Type Status
Emergency Contact Required Compensation Change Reason Position/Org Change Reason
No Please Choose (represents BLANK) - Please Choose (represents BLANK) -

E-Verify Participant

Onboarding - Notification Links

Onboarding Nofifications are now setup and handled from the NOTIFICATIONS page

The Preferences/Defaults section has the following New Hire/Onboarding field defaults that you can set
up for new hires. The specific defaults you can set here depend on the items created in the Company
Setup screens. These are all optional fields.
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Field / Button Description

Tax Form (Type of Hire) Select the Type of Hire you want to default in. For example:
e W2 - Employee
e 1099 - Contractor

Pay Frequency Select if you want to always default in a Pay Frequency for each new
hire.

Frequency Types are created in the HR Admin — Company Setup —
Frequency Types screen.

Employment Type Select the Employment Type that you want to default in for new
hires. For example:

e Full Time - Full Time
e Half Time — Half Time
e Seasonal — Seasonal

Employment Types are created in the HR Admin — Company Setup —
Employment screen.

Auto Pay Select the automatic pay to default in for new hires. For example:
e Hours — Pay default hours each paycheck
e Salary — Pay base salary each paycheck

Pay Type Select the Pay Type to default in for new hires. For example:
e EO02 - Salary

Pay Types are created in the HR Admin — Company Setup — Pay
Group screen.

Status Select the Status value to default in for new hires, for example:
Active.
Status values are created in HR Admin — Company Setup — Status
Types.

Display Emergency Contact  Select if you want to display the emergency contact info for new
hires.

Emergency Contacts for an employee can be added in the HR Admin
— Employee Maintenance — Emergency Contact screen.

Compensation Change Select if you want to default in a compensation change reason value.

Reason Compensation Change Reasons are created in HR Admin — Company
Setup — Compensation Change Reasons.

Position/Org Change Select if you want to always default in a position / organization
Reason change reason value.
Position/Organization Change Reasons are created in HR Admin —
Company Setup — Position/Org Change Reasons.
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Field / Button Description
Emergency Contact Select if you want to require an emergency contact for each new hire.
Required
E-Verify Participant Select if you want to make each new hire an E-Verify participant.

User List Screen and Adding a New User
The User List will show all the users in the system. However, if a company has been selected, only the
users that are associated with that company will display.

To view a list of all the screens in the system, or just the ones associated with a

particular company, go to HR Admin — Company — User List.

The User List is a key

resource to quickly see Company
whether an employee
is a user in the system. # Home
£ Home Dashboard Setup
dditi ® Announcements
In addition, you can [ Company Documents
ascertain what security =l Company List
% User List
roles and access users
have.

Note: It's important to remember that to access their own Dashboard, an employee has to be a user in
Advanced HR 2.0 in addition to being an employee. If an employee is not a user, when they try to login,
they will only see a blank Dashboard.

To view a list of all the users in the system, or just the ones associated with a particular company, go to
HR Admin - Company - User List.
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User List 588
- oo '
Actions Username - Active Create Date m First Name Last Name
= - BD@sharklasers.com No 08/02/2017 12:48 PM Boris Dyer
= N brleck@sharklasers_com No 08/09/2017 10:17 AM Bill Fleck
= N brave@sharklasers.com No 08/14/2017 03:47 PM John Braverman
= chickw@sharklasers.com No 08/09/2017 09:26 AM Chick Webb
= - dshming@sharklasers.com No 09/01/2017 03:21 PM Dorothy Shming
= Jamison@sharklasers.com No 09/11/2017 02:36 PM Jamison Alfonse
= N johnson@sharklasers.com No 08/25/2017 03:52 PM John Samson
= N Jsmith@sharklasers.com No 08/21/2017 10:55 AM Johnathan Smith
= MF@sharklasers.com No 08/02/2017 10:24 AM Megan Forsyth
= - mpupick@sharklasers.com No 08/09/2017 10:12 AM Mervin Pupik

User List Dashboard screen

The User List Dashboard displays all the users associated with a company. You can easily see:

Usernames and given names

Status and Creation Dates

In the Actions column you can:

Delete a user (the red trash can icon)

Send a Welcome Email (the envelope icon)

Reset a user’s password (the arrow icon)

Erae.lml!«:m!" Ciese X

User: 3L 0]

U Info: Comaet AdminRTaeS Evolition Adminisnissd

Username &1 First Name Is Super Admin Payroll Rights Gransed
o] [ v BEEE - . -

Password i) Last Name Is Service Buresa Adman Company Rights Graned
SE—— O v EEEE - W -

T T Tim oo Emplayes Rights Geanted

Creatn Due [F] Easism (U5 and Canada) (UTC-0500) v Yed

I0R0NT 0135 PM

=
-

Locked Out Until Dase 5]

Active

-]

Note: The Super Admin user can create other Super Admins or
Service Bureau Admins by using the No/Yes toggles.

In addition, you can grant Evelution Payroll access to this user.

Asure Software
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Clicking on the Username will open up a detail of their information. Linked Companies and Security
Roles can be viewed and/or edited. The User List screen is also where you can do the following tasks:

e View a user’s username, first & last names, the date the user was created, and the user’s
security role and access information

e Inactivate a user (can also delete a user but this is not recommended, make the user Inactive
instead)

e Link a user to multiple companies

e Link a user to a specific “Role”

e Lock a new user out of the system until a specific date and time

e Send a new user an onboarding Welcome email (the envelope icon)
e Reset a user’s password

e [f in Evolution Classic, you have set up the AHR 2 Security Groups (AHR 2 Company, AHR 2
Employee, AHR 2 Payroll) in order to ensure that the proper Payroll Rights are assigned to users
who need access to payroll data, then in the Evolution Administration section, the three Rights
Granted toggle switch fields on the right side will be set to Yes. If not set in Evolution Classic,
they can be set to Yes here in Advanced HR and that information will flow back to Evolution
Classic. If these are set to No, then the user will not have access to payroll data.

The Role a user is assigned to determines what they can see and do within Advanced HR 2.0.

The co 11] mon Base user for employee self service only

aCccess

rOleS are. e Manager for manager access

HR Admin for administrator access
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A user’s access is tied to their Security Role(s). If the user is a Super Admin or Service
Bureau Admin, they generally won't be tied to a company-level role. If, on the other hand,
they are an employee of a company, they must have a company-level security role.

Employee

Company Name

Shelburne Farms 03 (SF03)

Roles

Role

SF03 Base User

Level

Name

Braverman, John (9)

Company Name

Shelburne Farms 03 (SF03)

You can also create custom Roles with specific security settings.

Important Note: If you add a Role to a user in the User List screen you must also open the Employee

Summary screen and link the Employee to the User.

Super Users and Service Bureau users already setup in Evolution will use their Evolution username for
logging into Advanced HR 2.0.

Asure Software

4/20/2018



EVO|L£[2I’] Advanced HR 2.0 — Administrator Guide

To Add a New User in the System

+ New
Click on the green “+ New” icon i to open the New User Record screen.

User: [EGE600]

User Info Contact Administration Evolution Administration

Username &4 First Name Is Super Admin Payroll Rights Granted

Last Name Is Service Bureau Admin Company Rights Granted

Timezone Employee Rights Granted

Passwerd €

a,

Create Date Please Choose (represents BLANK) * - —

10/04/2017 02:37 PM

Active

No ‘es

Locked Out Until Date

<
(i3 i3 ® *

Enter the following information:
1. Username (email address required).
2. Password (optional, the user can change the password when logging in for the first time).

3. First Name, Last Name, and Timezone (all required).

Note: The Super Admin user can create other Super Admins or Service Bureau Admins by using the
No/Yes toggles.

In addition, you can grant Evolution Payroll access to this user in the Evolution Administration section.
This will let Evolution know that the user is an Evolution user as well. This access corresponds with the
security groups that were created in Evolution Classic.

As you can see from the screens below there are significantly more settings options compared to the
Quick Add screen. A good best practice is to always set up new Users in this area of Advanced HR 2.0.

The Locked Out Until Date field allows you to lock a new user out of the system until a specific day and
time. This is helpful for situations where you may not want the new employee logging in and viewing
information that you have not yet communicated.

The Links section - explained below - allows you to link a user to one or more companies. Users will only
have access to the companies they are linked to in this section.

Note: Any users accessing payroll data for multiple companies will need to have Multi-Company User
turned on.

4. Click Save Changes. A Welcome Email popup will appear giving you the option to send an email with
login instructions.
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Welcome Email

Send a weicome email to user:

mayal@pokemail.net

The email will contain information about logging into the system including
changing their password.

a Send Welcome Email

@ Do NOT Send

5. Now that your user has been saved:
o Find them in the User List Dashboard screen.
o Click on their Username to display their information.
o Enter additional information such as —
= Linking them to a company.
= Applying Security Role(s).

Links
Company Employee

Company Name PR Company Name Name

Shelburne Farms 03 (SF03) = o}

Roles

Select existing company (type to search)

B | typetosearch x

9 Link Company

Role Level Company Name

SF02 Base User 10 Shelburne Farms 02 (SF02) =

Select existing role (type to search)

Note: A user’s access is tied to their Security Role(s). If the user is a Super Admin or Service Bureau
Admin, they generally won't be tied to a company-level role. If, on the other hand, they are an employee
of a company, they must have a company-level security role.
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Creating Service Bureau Admins and Assigning them Clients

Use the following steps to create Users with a Security Role of SB Admin:
e Go to HR Admin - Company - User List.
e C(Click the green New button.
e Enter a Username (needs to be an email address).
e Contact info and Time Zone.

e Use the No/Yes toggle to designate them as a Service Bureau Admin.

User: [IE 66T

User Info Contact Administration Evolution Administration
Username &2 First Name Is Super Admin Payroll Rights Granted
Password € Last Name Is Service Bureau Admin Company Rights Granted
Create Date X501 Timezone Employee Rights Granted
09/20/2017 11:20 AM = Please Choose (represents BLANK) * o~ No Yes
Active
No Yes

Locked Out Until Date [EX00

Locked Out Until Date =

Now that you’ve created your Service Bureau Admin User, you can then assign them the companies that
you want them to have access to:

e Go to HR Admin - Account User/Company Assignment
e Choose a User from the dropdown.
o Select the companies that you’d like them to have access to.

e When you enable access, the system will update automatically.

Assign users to companies

STEP 1 - Choose a User

To begin process, choose a user you'd like to assign to a company or multiple companies

&  7p26va+3v2fcjpxigmguTteB8s@sharklasers.com - Test Employee ~

STEP 2 - Select Companies

Select the companies that the above user should have access to

= & Download filter grid. hd
Company Assigned Company Name - Code
No Yes Shelburne Farms 01 SFOo1

Yes Shelburne Farms 02 SFo2
Yes Shelburne Farms 03 SFO3
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Evolution®

Company Structure Menu

Displays information about the Company Organization (DBDT structure). Note that if you change the

company structure (DBDT) information in Advanced HR 2.0, the changes will update the DBDT

information in Evolution Classic.

Company Structure

£ Division

£¥ Branch

£+ Department
£ Team

Note that by default, you can assign employees to Organization Types (DBDT) at any level. However,
Advanced HR 2.0 does allow you to set a minimum organization level that an employee can be set to.

Division

Displays the Division Types set up for this company.

Division Types & ¢
ﬁ £ &Download

Actions  Code Description

01- Corporate Corporate Headquarters
02-EAST Eastem Divison
03-WEST Western Division

04-SOUTH Southem Division

“ n N Page: 1 of1 Go Pagesize

Parent Map

ltem 1104 of 4

Click the + New button to create a new Division type.

Branch

Displays the Branch Types set up for this company.

Branch Types & &

& & Dormload

Actions  Code - Description

ﬂ I Information Technology

ﬂ MiC Marksting

ﬂ op Operations

P n - Page: 1 | of1 | Go| Pagesize

Active
v
No [ZH ‘

3 | Change

Parent Map

ltem 1103 of 3

Click the + New button to create a new Branch type.

Asure Software
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Department

Displays the Department Types set up for this company.

Advanced HR 2.0 — Administrator Guide

Department Types $* s

2 & Dovnload ter grid i3
Actions  Code - Description Active Priority Parent Map
[&] 10-Sales Sales No —
ﬂ 20-Accounting Accounting Dept No R
ﬂ 30-Human Resources. Human Resources Dept No I
ﬂ 40-Warehouse Warehouse Dept No S
ﬂ 50-Vineyard #1 Vineyard No R
B8 60-Reds Red VWines No S
[ | 70-Whites White Wines No J—
Rl ' K Page 1 off Go Pagesize 7  Change Hem 1107 of 7
Click the + New button to create a new Department type.
Displays the Team Types set up for this company.
Team Types ¥ sa
m c | &Dounicad v
Actions Code - Description Active Priority Parent Map
Farm
B Alpha Team Alpha Team n Stand, Warehouse, Customer
Service, -
Page 1 of1 Go Pagesie 1  Change Hem 1101 01

.....

Click the + New button to create a new Team type.
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Reporting Menu

Reporting

& Standard Reports
D) Quick Report Writer

There are two ways to run reports in Advanced HR 2.0. You can run Standard Reports, or
create Custom Reports (using Quick Report Writer). The system comes with dozens of
Standard Reports out of the box. These reports cover everything from Absentee Lists, New
Hire Lists, to Workers Comp Types.

This section presents a brief overview of the reporting features. For more information, including a list of
the Standard Reports, see the separate document Advanced HR 2.0 - Reporting Guide.

Standard Reports

Advanced HR 2.0 has a library of standard reports that you can run by clicking on the green arrow icon
to the left of the report.

Note that you must have Base Manager user role or higher to use the standard reports.

2 | & Downioad e Al Advanced Fiter ¥

Actions Name - Description Category Active Available To
Absence .
Types Absence Types List Report Company Setup N SuperAdmin
Achivement

m e Achievement Types List Report Company Setup n ManagersAndAbove

m Audit List Full List of Audil records for the specified date range - including system and setup records Intemal System N B AdminsAndAbove
Ceftificat

D 0™ oo oe stmon NSRS — J——
Compensation

m Change Compensalion Change Reason List Report Company Setup N n ManagersAndAbove
Reason
Compensaton  CTOANIZalional Structure. Compensation Effective Date. Employee Name. Employee Type. Position. Supervisor, Pay Type. and Pay Rate as of he report effective date (defaulied

’ compensation NISOny fecords

ﬁ EEQTypes  EEO Types List Report Company Setup N B ManagersAndAbove

Employee "
Aucit recards for all Employes Address Fields including: Last Name First Name Address 1 Address 2 City,Country, State, EmailAdaress,Nick Name, Cell Phone. Home Phone. Wark o
Address Employee N ManagersAndAbove
. Phone Suf, and Zip

Change Audit

Standard Reports screen
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Notice that you see the Name, Description, Category, Active Status, and who the report is Available To.

In the Standard Report List, search for the term “User”. Click the green Arrow button to run
the Report.

Standard Report List &
2 [ s Downion ] ' =

Actions Name - Description Category Active Available To

Service Even though this report prompts for a company it returns all the super and giobal admin user in the system. The columns inciude User Name
Bureau Users Last and First Names Companies (if specified), User Status TFA Status, TFA Setup Complete Indicator Create Date, and Super and Users 4 n SuperAdmin

Users Global Admin

Users N n AgminsAndAbove
User All user in the specified status The columns include User Name HRAnswerLink User Name NCS User Name Payl
Integrations  Multi-Company indicator. ThinkHR User Name, and Clock Number Set Report Properties

Roles. indicator, Create Date, Employee Name(s), Empioyee 1D, Company and Role Name

|m User in Includes all user and role records for each user with the specified status. The columns include Username, Active Status, Two-Factor Active

User Lock-  Returns a list of all locked-out users in the system. The columns include User Name, User Status, Locked-Out Until
outs Employee ID, Login Attempts, the TFA Active Flag, and the TFA Setup Status Indicator & User in Roles

- . L] P 1 f 1 P, i 4 Ci

Company e

B St Faa 03 (5551 . o [ -

EPtective Dase

Set the Report Properties and click
Execute Report.

Evolution’

& User in Roles
The Users in

2 L s o oflln o Roles Report will

Employee Status

Evolution Users In Roles {500 be generated.
Active Users As Of 8/31/2017
Sorted By User Name Effective Date

8312017 (-]

— It is a sortable

s ame A TR s noke
B0 hertissers.com - e Fae : 2017 - ‘ o Acte Bose Acm E?;“;ast‘;me popup that can

. e e A be printed or

" Actwe £2) Base Unes pioyes Sk © exported aS a
CSV, PDF, Excel,
RTF, TIFF, Web, or

XPS document.
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Quick Report Writer (QRW)

The Quick Report Writer (QRW) allows you to create custom reports on data within Advanced HR.

Setup

QRW

Choose a report concept, select fields, and assign any other options and then click to generate the report.

Choose Report (Existing OR New Concept)

Existing Saved Report

Please Choose (represents BLANK)

Unselected Fields

Report Concept

- Please Choose (represents BLANK)

Selected Fields

Q | find field Field Name
Field Name .
settings
Company
pany Filtering
B Shelbure Farms 03 (SF03) -
Simple Filter
Include Active Employees
Q | simple filter -]
NO ALL YES
Use only 1 of Simple OR Advanced
Order Report By
Please Choose (represents BLANK) - Advanced
Order Direction Field1 | Piease Choose (represents BLANK) - = enter value
Ascending (low to high) -
Field 2 Please Choose (represents BLANK) > = enter value
Field 3 Please Choose (represents BLANK) > = enter value
Field 4 Please Ghoose (represenis BLANK) - = enter value
Save Report Configuration
Name Description
Name * Description

Generated Report

|2 SaverUpdate Report Configuration @[ Delete Report Configuration
@ Output to SCREEN m @ output to csv B8

Quick Report Writer (QRW) screen

The first step is to select the Report Concept. The concept you choose will dictate which fields are
automatically selected for the report. For example, if you select Benefits, Advanced HR would select

fields that relate to benefits as you can see in the screenshot below.

Asure Software
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Report Cancapt Selected Fiekds
Please Choose coresents ELANK) *®
| Field Name
Please Choose  (remsants BLANK) Company Name =]
Absences - CONCEPT
i Compary Code =]
Achivemant - CONCEPT
AmgmateRate - CONCEPT Display Name =]
Benefits - CONCERT . o &
Y yee
Certificates - CONCEPT Py
Classes - CONCEPT Benefit Plan Description ]
Compensation - CONCEPT
DirectDeposit - CONCEPT Plan Type Description L
Education - CONCEPT Benefit Employes Premium ]
Emergency Contacts - CONCEPT

Advanced HR will also display “Unselected Fields” that can be added to the selected fields list by clicking
on the green arrow button to the right of the field name. You can also remove a selected field by clicking
on the red trash can icon.

Unselected Fields Selected Fields
Q | find field Field Name

Company Name

Field Name A pany Ll
Company Code

First Name [>] pany Ll
Display Name

Last Name © play Ll

Once you have selected the fields for your report, you can adjust the basic settings which include:
1. Selecting which companies you are reporting on if you have more than one
2. Reporting on only inactive employees (NO), all employees (ALL), or only active employees (YES)
3. Which field you want the report to sort on and in what direction (ascending or descending).

Make sure that for all users, in their Browser’s settings, that pop-ups

are allowed. Some Brower’s may have a setting where a pop-up
blocker is on by default; if so, make sure the pop-up blocker has been
disabled. Otherwise, the user will not be able to see the reports.
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Audit Menu

The Audit sub-menu on the HR Admin page lets you select from the following menu items:

Audit

@, Auditing
B Emazil Record List
A Error Log

Auditing

Advanced HR 2.0 records details on every entry into the database. Details include the user who made
the change, the date and time of the change, what area within Advanced HR 2.0 was impacted, the
specific employee affected by the change, the old and new value of the fields changed, and what type of
change occurred (insert or update).

This level of detail combined with the filter grids make searching for specific changes simple. You can
connect multiple search criteria with a “+” sign.

£ | @ Downioad itter grid T Advanced Fiter ¥
Audit Date
. Area Employee  Field old  New User Type  Transaction
10/02/2017 Braverman,
» ise Way i

ozagpy | EmPloyes Somn (o) Addresst {Blank] | 15 Enterprise Way Will Roberis@Asuresoftware Com  Update  20171002133817679
10/02/2017 Braverman
o33gpy | EMPlovee ) city [Blank] | Thunderbolt Will Roberts@Asuresoftware Com  Update  20171002193817679
10102/2017 Braverman,
ozagpy | EmPloyes Jonn @ CountryStateType [Blank] | VERMONT Will Roberts@Asuresoftware Com  Update  20171002193817679
10102/2017 B

! Employee TAVEIMAN. | ErequencyTypelD_EVO  [Blank] | 206 Will Roberts@Asuresoftware Com  Update  20171002193817679
03:38 PM John (9)
10102/2017 Braverman,
ozagpy | EmPloyes Jomn @ UD_Memo1 [Blank] | Disabilty Will Roberts@Asuresoftware Com  Update  20171002193817679
10102/2017 Braverman,
ozagpy | EMPloyes ome 2P [Blank] | 05602 Will Roberts@Asuresoftware. Com  Update  20171002193817679
10/02/2017
oza7py | Ammouncement IsHighPriority True | False Will Roberis@Asuresoftware Com | Update  20171002192720995
10102/2017
oa2epy | AMouncement IsHighPriority [Blank] | True Will Roberts@Asuresoftware. Com  Insert  20171002192447321

Audit Details screen

The Audit Details grid also has an advanced filter that allows you to narrow down results by a date or
range of dates.
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Advanced Filter

Audit Date €)

surt [T End [T
Start D a End Dat

Email Record List

Provides a user with the proper security the ability to review emails that have been sent from the
companies which the user has access to. If no company is selected, you'll see a list of ALL emails that

have been sent.

Sent Emails ¢h &

£ & Download

Actions  Company originAddress SentDate -

Shelburne Farms 03 wroberts@evolutionhcm.com  09/28/2017 07:13 PM

Shelburne Farms 03 wroberts@evolutionhcm.com  09/27/2017 12:06 PM

Shelburne Farms 03 MF@sharkiasers.com 09/27/2017 11:13 AM
Shelburne Farms 03 wroberts@evolutionhcm.com — 09/27/2017 10:36 AM

Shelburne Farms 03 wroberts@evolutionhcm.com  09/27/2017 09:52 AM

Shelburne Farms 03 wroberts@evolutionhem.com  09/11/2017 03:23 PM

Shelburne Farms 03 wroberis@evolutionhcm.com  09/11/2017 02:42 PM

- Shelburne Farms 03 wroberts@evolutionhcm.com  09/252017 12:05 PM

Shelburne Farms 03 wroberis@evolutionhem.com  09/11/2017 02:40 PM

Shelburne Farms 03 wroberts@evolutionhcm.com  08/25/2017 03:52 PM

filter grid Y | Advanced Filler ¥

Address List Subject
Jack@sharkiasers.com Shelburne Farms 03 - Employee Onboarding Invitation

MF@shart com, BDY com com Shelburne Farms 03 - Employment Offer

MF@shark com, BDY com com Shelburne Farms 03 - Interview Scheduled

MF@sharklasers.com, BD@sharklasers.com Shelburne Farms 03 - Job Application Complete for: Jackson Smithers - Jack@sharklasers.com
Jack@sharklasers.com Shelburne Farms 03 - Job Application Nolification

MF@sharklasers.com Shelburne Farms 03 - Job Application Complete for: Digby Zellers - Digby@sharidasers.com
Jamison@sharklasers.com Welcome User/Password Notification

. Jamison@sharkiasers.com Shelburne Farms 03 - Employee Onboarding Invitation
Jamison @sharklasers.com Shelburne Farms 03 - Employee Onboarding Invitation

. lohnson@sharkiasers. com Welcome User/Password Notification

Click on the email to access a detailed view of the email.

Prev Record Next Reco

View Email Record

Email Record
Company
Shelbume Farms 03

Origin Address

wroberts@evolutionhcm.com
Subject

Shelbume Farms 03 - Employee Onboarding Invitation
Address List

. johnson@sharklasers.com

Sent [EXT)
08/25/2017 03:45 PM

Prev Record Next Record

Close 3¢
Email Contents
Shelburne Farms 03

Thank you for your interest in our company.

We welcome you to our Employee Onboarding

process. Please click the link below to get started.

https://isystems. com/Onboarding.aspx’ f3426c-c78c-418b-80ab-f43bdaB42edf
Close 3
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Error Log

Advanced HR 2.0 also logs details of any errors that occur within the system. Although this information
is very useful to our developers, it can be a bit difficult to interpret on your own! Generally it is best to
contact your support representative if the system is displaying errors.

Error Log A

£ & Download filter grid v
Actions Error Date [ZF50) ~ Exception LogType Page Username
04/02/2018 08:56 AM Evelution Payroll Integration Error Frem API. Code: 10, Message: Evolution API Gateway: Problem wit ... Application  BenefitPlanList Asuresoftware.Com
04/03/2018 08:56 AM Evelution Payroll Integration Error Frem API. Code: 10, Message: Evolution API Gateway: Problem wit ... Application  BenefitPlanList Asuresoftware.Com
03/29/2018 02:41 PM Evelution Payroll Integration Error Frem API. Code: 10, Message: Evolution API Gateway: Problem wit ... Application  BenefitPlanList Asuresoftware.Com
03/20/2018 02:41 PM Evolution Payroll Integration Error Frem API. Code: 10, Message: Evolution API Gateway: Problem wit Application  BenefitPlanList Asuresoftware.Com
03/29/2018 02:40 PM Evolution Payroll Integration Error Frem API. Code: 10, Message: Evolution API Gateway: Problem wit Application  BenefitPlanList _Asuresoftware Com

The Download this Record button has been added to the Error Log Dashboard for each error log (row)
on the screen so that the user can easily download it as a text file instead of copying and pasting from
the Error Log details screen.

Error Log A

< & Download filter grid...
Actions Exception
L] 03/28/2018 09:26 AM Ewolution Payroll Integration Error From API. Code: 10, Message: Evolution AP| Gateway: Problem wit ...
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Applicant Tracking Menu

The Applicant Tracking sub-menu on the HR Admin page lets you select from the following menu items:

Applicant Tracking

? Question Bank

7 Status Setup

E4 Form Setup

F Application Version

& Job Posting

% App Tracking Dashboard

This section presents a brief overview of the Applicant Tracking menu items.

For detailed information about how to use the Applicant Tracking feature, refer to the separate
document: Advanced HR 2.0 Applicant Tracking Guide.

Question Bank

This is where you set up and edit questions used in the applicant screening process. There are
three response options available; yes/no, date, and free form text.

Status Set-up

This is where you can customize the steps in the application management process. Each step is
either an applicant’s status (for example, New Application or New Hire Complete) or a step in
your internal applicant process (for example, Interview One, Final Interview, Prep for
Onboarding).

Form Setup

This is where you create your custom email communication for thanking the candidate for
applying, rejecting the application, and presenting an offer.

You can also create a custom Application Certification that all candidates must agree to before
submitting their applications (this is all the legal terminology at the bottom of the application
that states the data being submitted is accurate, applying for a job is not an offer of
employment, etc.).

Note that, with the new Notifications functionality, three Forms previously set up on the Form
Setup screen can now be done with Notifications.

Application Version

You have the ability to create multiple applications for different job postings. Each application is
given a specific title and internal description to help distinguish between similar applications.

This is also where you link questions in the Question Bank to the application by choosing the
question and clicking on the green Link Question button.
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e Job Posting

Now that you have set up your Applicant Tracking infrastructure, you can create a job posting.
This is also where you can control the status of a posting by toggling the status to No or Yes.

In the Links To section you can link your job to specific positions, workers comp codes, and
company configurations (in this example we have Job, Activity, and Material; however, your
company will display whatever you have set-up in your payroll database such as Division,

Location, and Department.).

e Applicant Tracking Dashboard

This section provides a high-level listing of all applicants, date and time the application was
completed, current application status, referral source, city/state, and any keyword responses.

Communications Menu

The Communications menu contains the Notifications menu item.

Notifications Feature

Notification functionality enables you to send email messages to designated recipients. Receiving
automatic notifications regarding their employees is a time saver for managers and administrators.

Advanced HR 2.0 comes equipped with a full set of event-based and date-based notifications.

Event-based notifications operate behind the scenes and are generated automatically. No setup is
required. However, for date-based notifications, there is some setup effort required by the user. All
notifications have default template messages that can be edited at any time.

Communication

Notifications £\

A Notifications

Recipients

Target Employes

Reports To 1

Notifications can deliver default template
messages:

*  During applicant tracking

*  For interview workflows

+  Offer letters when submitted / rejected

*  When employees enroll in training classes
= Welcome emails to employees

* Password reset emails for users

Delivery Description

Dierbowns

Go Pagesize 2 Change e 1 o 2of 2

n Asure Software
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Event-Based Notifications Date-Based Notifications
During Applicant Tracking: Employee dates:
« Job application notifications * Hire date reminder
* Interview workflows * Termination date reminder
+ Offer letter submitted/rejected « Birthday and work anniversary
Employee Onboarding: reminder
+  Onboarding invitation * Employee review date reminder
* Completed notification Licenses and Certifications:
* Government compliance:l-9 assighment * Achievement expiration date reminder
Direct Deposits: * Certificate expiration date reminder
+  New request notification * License expiration date reminder
* Submitted thank you email Open Enrollment:
+ Approved/rejected * Open Enrollment start date reminder

* Open Enrollment end date reminder
Enrolling in Training Classes
Welcome emails to employees Training class reminder
Password reset emails for users

All notifications come with templates that include generic wording with some logic built in. However,
you can edit them with company-specific wording and logic. Depending on the Notification, you can
choose the recipients to be included:

e Specific employees and or e Reports To fields for e Applicants and or job
users managers candidates

You can set any Notification to be Active or Inactive. To access and or edit Notifications, the user must
have the role of Base Admin or higher.

Event-Based Notifications

Go to HR Admin — Communication — Notifications.

Eapnisaion Use the blue Notification Categories dropdown in the

upper-left to select particular categories of notifications

that you'd like to display. The default is All Categories.

= @ Download

All Categories - No filter applied -

Click the Notifications menu link, to navigate to the Notifications Dashboard. If you are locked into a
company, your view will be similar to the screenshot below. However, if you haven’t selected a
company, you’ll see all Notifications for all the companies in the system.
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The following is a sample of the Notifications Dashboard screen for the Applicant Tracking category.

Notifications £\

< & Downioad 1 T I

| Applicant Tracking - Appicant Tracking - l Standard - Standard Events =

Actions  Catagory - Name Active Recipients Delivery Description
n Apphcant Tracking Appication Stated N n Target Applicant Delivary when event occurs  Sent 1o an Applicant when they have Started a job application. This allows the applicant 1o retur to their job apphication at a lates time 1o complete it
n Apphcant Tracking Application Submited N m Target Applicant Delivary when event occurs  Sent 1o an Applicant when they have Submitted a job application.
n Apphcant Tracking Applicaion Completed N n Recrulters Delivery when event accurs  Sent to Recnuiters to notify them when an Applicant has completed a job application
n Applcant Tracking Interview Scheduled Na n Target Applicant - Recrulters  Delivery when vent occurs  Sent to an Applicant and Recruiters when & job Interview s scheduled
n Applicant Tracking Employment Offer N n Target Applicant ~ Recruiters. | Delivery when event occurs | Sent to Applicant and Recruiters 10 let them know an offer has been sent 1o the Applicant
n Appicant Tracking Application Rejected Na n Target Applicant ~ Recruiters ~ Delfivery when event occurs  Sent to Applicant and Recruiters to let them know an application has been rejected
n Applicant Tracking Employment Offer Accepted No n Recruiters Delivery when event oocurs | Sent o a Recniter when an applicant has accepled a job offer.
[ @] Applicant Tracking ~ Emplayment Offer Rejactad Na n Recruiters Dalivery when svent occurs Sent to a Racrutar when 2n applicant has rejectsd a job offer.
P n - Page 1 | of1|Go| Pagesice B  Changs fem11080f8

You can use the Filter Grid at the top-center of the screen to search for a particular Notification. In
addition, you can use the blue Notification Categories dropdown in the upper-left corner to select
particular categories of Notifications that you’d like to display. Of course, the user can select a particular
notification by clicking on its name in the grid.

The Notifications Dashboard has the following column fields:

Column Field  Description

Category The category for the notification, for example: Applicant Tracking, User, Classes,
Direct Deposit, Open Enrollment, etc.

Name The name of the notification.

Active The Yes/No toggles indicate if the notification is Active or not.

Recipients Who the targets are for the notification.

Delivery When the notification is triggered or delivered. N/A for event-based notifications.
Description Describes what the notification is used for.

Click on a Notification row on the Dashboard to display the Details screen for a specific notification.
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Notification:
Company Nuotification Info
Company Catagory

B Shelbume Farms 03 (SFO3)

Status

.

Recipients

Include Target

Applicant

No

Include Other Groups

Recruiters

MNo

Employees (chack all that apply)

Please Choose

Users (check all that apply)

Please Choose

Form Template

Applicant Tracking

Trigger Type

Event

Name

Employment Offer

Description

The Status section
allows you to make
the Notification
Active/Inactive by
using Yes/No toggles.

The Notifications Info
section is read only.

Sent to Applicant and Recruiters o let them know an offer has been sent to the Applicant

Delivery

Delivery happens when event occurs.

The Recipients section’s delivery
options will vary depending on the
category of Notification:

Including Other Groups allows the
user to select others who should
receive the Notification.

The Employees dropdown will display
all employees in the system.

The Users dropdown is company
specific.

Here is an example of a Form Email Template for an employment offer:
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The Form Template is what the recipient(s)
will receive. Users can make edits.

Form Template €

£ Rt Templale biack 1o detaull

Subject

With email replacement keyword
functionality built into the template, when the
notification is triggered, those keywords will
be replaced with logically corresponding data.

[COMPANYNAME]

Status - [JOBAPPLICATIONSTATUSTITLE]

Offer being made for:

[DISPLAYNAME]

Thank you [FIRSTNAME] [LASTNAME] for your interest in our company. We are prepared to offer you the following
package:

[DYNAMICEMAILBODY] [COMPANYNAME]_,.wiII_ display the company .s.name at

Ploasa fobow he below Bk 1o v ) Confn your 15908 1o 0. o the top of the Notification. Users have the ability to add
any keywords. Simply click the blue information icon to
access the list of keywords.

Replacement Field Keys Help

When you have a Notification Details screen displayed, you can obtain a list of all the Replacement Field
Keys you can use on the form template by clicking on the blue Information icon on the Form Template
section of the screen.

Repiacement Field Keys
Users (check all t|

Please Choose User Employee Onboarding Time Off Direct Deposits

Form Template €

C Reset Template bac

Subject
[COMPANYNAME]
Sody Classes
7~ Bl 1 U REGTDFRONITA
. When the correct
Compliance | Employee Replacement Field Keys are
Copythe inserted, and the

notification is triggered,
those keywords will be
replaced with logically
corresponding data.

Replacement
Field Keys as you
see them here.
Paste them into
the body of the
Template.
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If you make any undesired changes to a Notification, you can reset the template back to its default
condition by clicking the Reset Template back to default button.

Form Template €

Z Reset Template back to default

Subject
[COMPANYNAME] - Achievement Expiration Date Reminder for: [DISPLAYNAME]

Body

7> B|I|U #||5 | x| x| Hovetca~ |14~ || % | A |~||@- | - |= |- |T~|Cc |2 &

[COMPANYNAME]

Reminder for: [DISPLAYNAME]
Achievement Expiration Date: [TARGETDATE]
Achievement Info: [TYPECODE] - [TYPEDESCRIPTION]

Date-Based Notifications

Date-Based Notifications are triggered by a date, such as for an expiring license. It's important to
remember that Date-Based Notifications, unlike Event-Based Notifications, need to be set up and
activated before they can be used. For our example, we’ll use the License Expiration Date Reminder

Notification.

Go to HR Admin - Communication - Notifications. You'll be taken to the Notifications dashboard. Using
the blue All Categories dropdown, select License and Certification.

Notifications £\

Notification System is ON and ready for use
o | & Downioad T
License & Certification - License & Certification -
Category - Name Active Recipients Delivery Description
License & Canification  Achievement Expiration Date n 2 Motifies recipients of an Employes's upcoming Achievement expiration date
Uicense & Certification ~ Certificate Explration Date n Notifies recipients of an Employee’s upcoming Certiicate expiration date
| License & Conlfication  License Expiration Date n ] Notifss recipisnts.of an Employes's upcoming Licsnse expiration date
. . on Page: 1 off Go| Pagesze: 3  Change Hem 1103 of 3

Click on the License Expiration Date Reminder to open it. Once opened, you can set it up and activate it.
When you first open it, you'll notice that all the Yes/No toggles are set to No. However, let’s add some

functionality:
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Notification:

Company Motificston e
‘Company Category
B 1701 Club (wa3) - icense & Cetification
Trigger Type
Date
Status
Hame
Description
Reminder for License Date Expirations.
Include Target
Employes
-
Reports To 1
-
Reports To 2
Yes
Reports To 3.
I — =

Employees (check ail that apply)

Mandrake, Liooel (13}

Users (check all that apply)

Fiease Choose

Notification Info is read only
by default.

Set the Status to Active.

bays @
[0

Timing

v

Belore Taret Date

Recipients allows you to set who will receive the
Natification. Options include the Employee and
up to three Supervisors.

The user can set the Delivery date to be any
number of days Before the Target Date or On the
Target Date.

You can also Include Other Groups, such as other
Employees or other Users. Remember, since you
are locked into a company, the dropdowns will
only display Employees or Users from that

company.
Form Template €
Subject
[COMPANYNAME] - License Expiration Date Reminder for: [DISPLAYNAME]
Body
v B I U # | S| x| x| Hevelcav 18- || % | A v B-|- == = TI- |¢|D @
Reminder for: [DISPLAYNAME]
License Expiration Date: [TARGETDATE
License Info: [TYPECODE] - [TYPEDESCRIPTION]
Please take the appropriate steps to renew the above license in a timely manner.
Thank you,
The Management
Notification:

Asure Software
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Note the Form Template above. As previously discussed, the Form Template is what the recipient(s) will
receive. Note that in the above example, we added verbiage to the template. Remember, templates can
be edited at any time. In addition, with email replacement keyword functionality built into the template,
when the Notification is triggered, those keywords will be replaced with the logically corresponding
data.

Remember to click the green Save Changes button when complete.
The following table describes all the fields on the Notifications screen when creating a date-based

notification.

Column Field  Description

Company The company the notification is for.
Status - Active Use the Yes/No toggles to make the notification Active or not.

Category The category for the notification, for example: Applicant Tracking, User, Classes,
Direct Deposit, Open Enrollment, etc.

Trigger Type Date or Event.

Name The name of the notification.

Description Describes what the notification is used for.
Recipients Who the targets are for the notification.

Include Target For example — Applicant for an Application Started notification, select Yes/No.

Delivery When the notification is triggered or delivered. N/A for event-based notifications.

This is the number of days “BEFORE Target Date” is reached when the reminder
event should be triggered. A value of 0 (zero) or BLANK should be used for the
timing option “ON Target Date”. Note the related Timing field below.

For Date-Based Notifications, the two fields below display:
Days Enter a number of days, then select the Timing value below.

Timing Choose either:
e Before Target Date
e On Target Date

For a Date-Based Notification — for example — Birthdate Reminder — here is an example of setting the
Delivery Days and the Timing fields to create a notification for the employee’s Reports To 1 supervisor
that will appear 5 days Before the Target Date, the employee’s birthday.
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Delivery

Days € Timing

5 dl

The full Recipients section of the screen is shown below.

Before Target Date

Notification:
Company Notification Info
Company Category
B  Shelburne Farms 03 (SF03) - Employee Dates
Trigger Type
Date

Status
Name

Active

Birthday Reminder

-

Description
Reminder for Birthday
y
Recipients Delivery
Include Target Days © Timing
[ 5 (] l Before Target Date P ]
Employee
Reports To 1
No Yes

Reports To 2
Reports To 3

From the Notifications Dashboard, we can see the specifics of our newly activated License Expiration

Date Reminder:

Notifications £\

£ @ Downioad filter grid
License & Gertification - License & Cerfication -
Category » Name Active Recipients

License & Certfication  AChievement Expiration Date u .
Reminder
Certificate E: tion Date
License & Ceriication | oo Ao DAE m Yes
Reminder

License & Certification License Expiration Date No ERC
Reminder
PRI "

Target Employee ~ Reports To 1 ~ Employees: Mandrake, Lionel (13)

Delivery Description

Reminder for Achievement Date Expirations

Reminder for Certificate Date Expirations

Delivery ocours 10 days

SEFORE the Target Date Reminder for License Date Expirations

» Page: 1 of1 Go| Pagesize: 3 Change Item 110 3 of 3
The Notification has now been setup; note the values in the Recipients and Delivery fields.
n Asure Software 4/20/2018
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Cloning Standard Notifications to Create a Custom Notification

Notifications can be cloned and customized to perform a particular function. For example, Hire Date
Notifications typically go to the new employee. However, you can clone this notification and have it go
to the new hire’s supervisor with specific instructions. To illustrate this example, let’s walk through the
process.

To copy a notification to make a custom notification:

1. Go to HR Admin — Communications — Notifications.

Communication

A Nofifications

2. The system displays the Notifications dashboard. Use the Category dropdown to select the category
of the

Notifications £\

< | & Download filte T
Employee Dates - Important Employee Dates - | Standard - Standard Events -
S wyvry Name Active Recipients Delivery Description
[Clone this notification to a new custom notification
Del 24
% Employee Dates Hire Date No n Target Employee E;VOE:E":’:::H@;E‘E Notifies recipients of an upcoming New Hire's start date
e Termination Date v I® Target Employee ~ Reports To 1 ~ Reports To 2 ~ Deiivery occurs ON the Notifies recipients of an Upcoming termination date for a specific
Reports To 3 Target Date Employee
Target Employee ~ Reports To 1 ~ Reports To 2 ~ Delivery occurs ON the o\
L] Employee Dates Birthda No Netifies recipients of an Employee's birthda
- pley rinday Reports To 3 Target Date ° pley Y
Target Employee ~ Reports To 1 ~ Reports To 2 ~ Del ONth
n Employee Dates Employment Anniversary No RO RZ';’;’"S '_:_‘:;y“ e Hbo1 T:r;:i'é;’f:“'s © Notifies recipients of an Employee's employment anniversary

3. Inthe Actions column, click on the green Copy button to clone the notification. A Notification popup
will open, allowing the user to customize this notification for a specific purpose. Remember, the
cloned notification is an exact copy with all the same parameters of the original one. Let’s customize
the Cloned Hire Date Notification.

4. The system displays the details screen for that Notification, for example, the Hire Date notification.
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Note that the system displays “CLONED” in the Name and Description fields.

Notification:

Company Notification Info
Company Category
B Shelburne Inn & Shoppes - Will (Wil) - Empioyee Dates
Trigger Type
Date
Status
(Name
Active
[ GLONED - Hire Date for Direct Supervisor v
.
Description

CLONED - Notifies supervisor bf an upcoming New Hire's start date

Recipients Delivery
D i
Include Target e 0 | e
[ 5 v Before Target Date -
Employee :

=
]

Reports To _ Note the changes we’ve made:
Repor 102 e Specific Name
ves

e Recipients

Reports To 3

i

e Deliverv timeframe

Form Template €

Subject

[COMPANYNAME] - Hire Date Reminder for: [DISPLAYNAME]

7+ |B |1 U # & |x|x | Heetcav 18 % | A |v @mEv = = ~ | Ti~||lec|D | o

[COMPANYNAME]

Reminder for: [DISPLAYNAME]
Hire Date: [TARGETDATE]

Please finalize and submit all onboarding paperwork for [FIRSTNAME] [LASTNAME] . They will be starting on your team as a [JOBPOSTINGTITLE].

Thank you

Notification:

ave Cloned Notification Close 3¢

The above example shows the edited notification that will be received by the new hire’s direct
supervisor. Note the specific instructions with corresponding keyword logic.

n Asure Software
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5. Click the Save Cloned Notification button when complete.

Best Practice is to indicate the purpose of the new version of the notification in the Name and
Description fields, in addition to using the “Cloned” text.

Once saved, you are taken back to the Notifications dashboard:

Notifications )

Actions, Category « Active Recipients Delivery

m o
Empicyee Dates [omersim. | foneo - neses superos o g e s s e

. rom Page: 1  of1 Go| Pagesize: 1  Change

Description

Item 1101 of 1

In the above example, this notification reflects our edits. It will be sent to the Direct Supervisor, 5 days
before the Target Date automatically.

Note that the Standard notifications events can be made Inactive, they cannot be deleted. Custom
notification events, however, can be deleted.
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List of Notifications

The following table is a list of the available notifications organized by category. Note: You must have
Base Admin or higher security role to access/edit the Notifications.

Category Name

Applicant Tracking Application Started

Application Submitted

Application Completed

Interview Scheduled

Employment Offer

Application Rejected

Employment Offer Accepted

Employment Offer Rejected

Description

Sent to an Applicant when they have started a job
application. This allows the applicant to return to their job
application at a later time to complete it.

Sent to an Applicant when they Submitted a job
application.

Sent to Recruiters to Notify them when an applicant has
completed a job application.

Sent to an Applicant and Recruiters when a job interview is
scheduled.

Sent to an Applicant and Recruiters to let them know an
offer has been sent to the Applicant.

Sent to an Applicant and Recruiters to let them know an
application has been rejected.

Sent to a Recruiter when an Applicant has accepted a job
offer.

Sent to a Recruiter when an Applicant has rejected a job
offer.

Classes Enroliment in Class

Class Date Reminder

Confirmation email sent to Employee when they
successfully enrolled or where enrolled by an
Admin/Manager in a Class.

Notifies recipients of an Employee’s upcoming Class date.

Compliance 1-9 Assignment

Employee being asked to complete I-9 document

Direct Deposit Request Submitted

New Request

Request Rejected

Sent to Employee to let them know their request is
successfully submitted.

Sent to the people responsible to review and approve new
direct deposit requests when they are submitted.

Sent to the Employee to let them know their direct deposit
request is rejected.

Request Approved Sent to the Employee to let them know their direct deposit
request is rejected.
Employee Dates Hire Date Reminder Notifies recipients of an upcoming New Hire’s start date.

Termination Date Reminder

Birthday Reminder

Notifies recipients of an upcoming termination date for a
specific employee.

Notifies recipients of an Employee’s birthday

n Asure Software
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Category

Name

Employee Anniversary Reminder

Description

Notifies recipients of an Employee’s employment
anniversary.

Employee Onboarding

Employee Onboarding Invitation

Employee Onboarding Complete
Notification

Invitation to new Employee to begin Onboarding process

Employee Onboarding process has been completed by the
Employee

Employee Review

Review Date Reminder

Notifies recipients of an Employee’s upcoming
Performance Review date

License & Certification

Achievement Expiration Date
Reminder

Certificate Expiration Date
Reminder

License Expiration Date Reminder

Notifies recipients of an Employee’s upcoming
Achievement expiration date.

Notifies recipients of an Employee’s upcoming Certificate
expiration date.

Notifies recipients of an Employee’s upcoming License
expiration date.

Open Enroliment

Open Enrollment Start Date
Reminder

Open Enrollment End Date
Reminder

Notifies recipients of Open Enrollment Start Date

Notifies recipients of Open Enroliment End Date

User New User Welcome New User/Password notification.
Reset Password User Reset Password notification and link to Reset process.
4/20/2018 Asure Software
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Benefits Menu

Advanced HR Benefits functionality is being built in phases and we have recently completed phase two.
The main functionality in phase one allows you to set up and manage multiple benefit plans that can be
assigned to employees. Once an employee is assigned a benefit their deductions are automatically set
up in payroll. Recently, support for Open Enrollment and for Basic Life plans have been added.

Benefits

1@ Plan / Palicy

1B Employee Benefit

£ Carrier

& General Agent

£+ Waiting Rule

#* Dependents

& Beneficiaries

£ Classes

£ Open Enroliment Setup
£ Monitor Open Enrollment

The first two menu items on the Benefits pane — Plan/Policy and Employee Benefit are the locations
that HR Administrators use to set up benefit plans and for employee benefit tracking.

For information on how to set up and use benefits, please refer

to the separate document Advanced HR 2.0 Benefits Guide.

Time Clock

This section provides an overview for the Administrator of how to set up integration with the
SwipeClock Time & Attendance Management application and Advanced HR 2.0. This is a two-step
process; you need to first set up the SwipeClock configuration and then set up the user credentials.

L ——

Time C'.OCk e Set up the SwipeClock configuration
Integration

e Setuptheuser credentials
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Setting Up the SwipeClock Configuration
To set up the SwipeClock Configuration, the Administrator does the following steps in Advanced HR:

1. Go to HR Admin — Time Clock — Setup/Configuration.

Time Clock

I © Setup/Configuration I
@ User Credentials

2. The system displays the Time Clock Settings screen.

Time Clock Settings

Settings
Fill out the seftings for your Time Clock provider

Company
B Shelburne Farms 03 (SF03)

Swipe Clock

Company Credentials Optionally Passed Location/Department Assignment
Swipe Clock Username “ Yes Reports To'd Map SC Location To:
o t
evolutionhcm com 2 Please Choose (represents BLANK
o Siviss (505
Swipe Clock Password Map SC Department To:
O — ¢‘ ®| E e Please Choose (esresents BLAN

No - Rates

No SSN Home 12,3 Assignment

No s Title Map SC Home 1 To:

Map SC Home 2 To:

Map SC Home 3 To:

Please Choose (represcats BLANK

Please Choose (represents BLANK

3. Select the Company, if not already selected.

4. Inthe Company Credentials section, enter the Admin level Username and Password in the Swipe
Clock Username and Swipe Clock Password fields. The User should be an Account Type of Client in
SwipeClock.

5. Inthe Optionally Passed section of the screen, use the Yes/No toggles to select which
representation of “Supervisor” you want to be integrated to SwipeClock. The options are:

e Reports to 1 option (the regular ‘reports to’ supervisor), or the

e Supervisor (SC) (SwipeClock supervisor) option — you can select one or the other of these
options, not both.

These fields are part of the Employee Position Organization record.
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6. Using the Yes/No toggles, select which items you want to flow between Advanced HR and

SwipeClock:
e Rates

e SSN

o Title

e Blank Fields (Memo Fields)
e Credentials (user/punch cards)

7. If you optionally want to enable DBDT (organization) mapping between Advanced HR and
SwipeClock, complete the DBDT information in the Location/Department Assignment and the
Home 1, 2, 3 Assignment sections of the screen.

Home 1,2,3 Assignment

Map SC Home 1 To:

Department - (Org Level 3) -

Map SC Home 2 To:

Please Choose (represents BLANK) -

Map SC Home 3 To:

Please Choose (represents BLANK) -

8. Click the Save Changes button at the bottom of the screen.

Note: The Credentials (user/punch cards) toggle will allow the users SwipeClock SSO user to be created
in AHR and then synced to SwipeClock. This removes the need to create user logins in SwipeClock.

Setting Up the SwipeClock User Credentials

Once a Service Bureau/Client has set up the SwipeClock configuration (see above step), the users will
also need to be setup. SwipeClock User Credentials can be set up in two ways. Each process is based on
when in the Setup of the Client SwipeClock is configured. Each method is described below.
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SwipeClock User Credentials from Quick Add User

Using the Quick Add User screen is
preferred when setting up a new hire
during the Onboarding process, or when
setting up users after the Payroll Data
Cutover Process.

Click the Quick User Add button, from
within the Onboarding process or from
the Employee Summary. In the Swipe
Clock section, enter the user’s
SwipeClock SSO Username and
optionally, enter any additional user
punch cards (Card Numbers).

Quick Add User

Remember that usemames (emails) must be unigue to the sytem We will verify that your new user isn't

. already being used
‘+ This is meant as & quick way o add a user to the system with the most important fields. If other details
aboul the user are 1o be entered, please visit the User List page after completion here to review or add

those other details

Note: If new hire or user is not in
SwipeClock if Credentials (user/punch
cards) is marked Yes, then you can
create the SSO username here and it
will send to SwipeClock, using the sync
option.

User Contact
Username £ First Name
= | T * Bjom @
Send Welcome Email Last Name
Assign a Role Timezone
Please Choose (represents SLANK - Eastern (US and Canada) (UTC-05:00) -
Swipe Clock
$50 Username Card Number 2 Card Number 3
& | 580 Usemame Ca bar 2 Card Number 3

&4 Add User

If the Employee user is also a SwipeClock Admin, please see the section on SwipeClock Admin setup .

Creating SwipeClock User after Advanced HR User was Created

If the SwipeClock user was not setup from the User Quick Add, the Advanced HR user must be created
first, then you can link this user and add the SwipeClock user.

Note: Depending on the setup in Time Clock — Setup/Configuration, Credentials (user/punch cards), if
SwipeClock users need to be created in SwipeClock prior to this setup.

1. Go to HR Admin — Time Clock — User Credentials.

Time Clock

@ Setup/Configuration

@ User Credentials

2. The system displays the Time Clock Credentials screen.

4/20/2018
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Time Clock Credentials & ©®
m 2 | &Download fiter grid v

Actions  Company User ~ sC $50 SC Admin SC Card 2 SCCard 3
[ ] Seuss Corporation Abigail@sharklasers.com Abigai

ﬂ Seuss alexab@sharklasers com AlexaB

ﬂ Seuss alisonf@sharklasers com AlisonF

ﬂ Seuse AmyH@sharklasers.com AmyHl

B8 Seuss Corporation AnneBlake@sharklasers com AnneBlake

ﬂ Seuss Corporation BaryN @sharklasers com BaryN!

ﬂ Seuss Corporation BetsyS @sharklasers com Betsy!

ﬂ Seuss betteanne esposito@asuresoftware com Ajames! CindyLou!
ﬂ Seuss Corporation Bjom@sharklasers.com Bjom

ﬂ Seuss Corporation boris@sharklasers.com Boris

3. Click on the + New button to add a record.

Time Clock Credential: [7T51GTEEE000)
Company/User Linked Employee
Company Company Name Name
B Shelburne Farms 03 (SF03) -
Shelburne Farms 03 (SF03) Braverman, John (9)
&  braverman@sharklasers.com - John Braverman -
Swipe Clock
Admin User SSO User Extra Cards/Logins
Admin Username S$SO0 Username Card Number 2
& ‘ mblake@evolutionhcm.com v] & | SS0Usemame Card Number 2
Admin Password Card Number 3
l a | ........... '/| @] Card Number 3

4. Inthe Admin User section, enter the Admin’s Username and Admin Password. Not all Employees
will have an Admin Username. These are reserved for Supervisors or Mangers (Someone that will
manage other employee’s SwipeClock punches).

5. Enter the user’s SSO Username.

6. Optionally, if the user will have additional punch cards/logins, enter these in the Extra Cards/Logins
section, in the Card Number 2 and Card Number 3 fields.

7. Click Save Changes.
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Syncing the Employee to the SwipeClock Employee Record

Once the SwipeClock Configuration is complete, the system will automatically send a sync to SwipeClock
of any new Employee data changes. The Sync Employee to Swipe Clock button is a manual option for
this purpose in the system.

Setup

An Enabled SwipeClock Sync for 1099 Employees Yes/No toggle button is in the HR Admin - Company
List screen — Other Info section.

Other Info

Worker Comp Policy 1D
516814634651

Organization Level for Employee Assignment

Department -

Enabled SwipeClock Sync for 1099 Employees

o

The Sync Employee to Timeclock option button will be added to the HR Admin — Employee
Maintenance - Employee Summary screen if the above option is set to Yes.

Integration

Timeclock

Excluded From Updates

Expert Block

Web Clock Enabled

The Sync Employee to Swipe Clock button is a manual option for this purpose in the system.

1. Go to Employee Maintenance — Employee Summary screen for that employee and scroll down to

the Integration section of the screen.
2. Synch the employee record between Advanced HR and SwipeClock by clicking the Synch Employee

To Swipe Clock O sme s
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Integration

Swipe Clock

@ Sync Employee To Swipe Clock

Excluded From Updates

Export Block Maobile Enabled
Web Clock Enabled Mobile Punch Enabled
Enforce Schedule Add GPS to Mobile Punch

Options

Options

If this is a salary or non SwipeClock user, meaning the employee will not be using SwipeClock, then the
Admin needs to set the Exclude From Updates option on this employee from No to Yes. Otherwise each
update to the employee will try to send information to SwipeClock which will create errors.

Integration

Swipe Clock

@ Sync Employee To Swipe Clock

Excluded From Updates

No Yes
Export Block Mobile Enabled
Web Clock Enabled Mobile Punch Enabled
Ne Yes No Yes
Enforce Schedule Add GPS to Mobile Punch
Options
Options
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The End User Experience (SwipeClock)

Once the user credentials have been set up, the employee will have a seamless experience while using
SwipeClock. On the employee’s My HR tab in Advanced HR, there will be a My Time pane with a My
Time Clock menu option.

| . © Seuss Alexa Brown
Evolution® Hcm [ secssioo Il secab@sharizserscom |
by ASURE My HR~ @ Sign 0t |
B Seuss (Seuss100) - & Brown, Alexa (529) .
Q | find menu ite
My Employment Summary My Personal History My Payroll My Benefits
& My Compensation & My Achievement & My Direct Deposit & Open Enroliment
& My Document & My Certificates & My Labor Allecation
& Document (company & My Classes &My Pay Stub
& My Emergency Contact & My Education & My Tax (Federal R
& My Summary &Myl & My Tax (state)
& My Licenses
& My Reviews : Home N
My Alternate Rate
& My Skills
My Time & My Employment Detail

© My Time Clock

From the Dashboard, an option to open My Time Clock is available.

, Wy Time O

' No balance information
No upcoming time off
My Time Clock 3

If the user clicks the My Time Clock menu option, they are taken to the SwipeClock application.

Hello Adexa Brown | Log Cut

Employee Sell Service Portal - Evolution In-House Demo

Witw @ pay perod by date: 1182017 GO
Dashboard ' o =2
= .
Web Clock = < Previous Pay Period | Mext Pay Pericd >
Time Card Opticns *
Date Edit ] Out Deducted Time Category Hours Amaunt
Time & Fequests Tue 11/7 7 (Edit][Add 10:59a Missing -

[Edit] [add] 255 Messing -

Perscnal Information

Wed 11/8 >

Thu 118 I . .
Evolution Test Eri 1110 P ,m‘

Sat 1111 F 4 - 5

Total hours clocked for week of 11/5 to 111112 0U0D
Sun 11112 Fa
Mon 1113 F 4 Bdd| = = B
Tatal hours clocked for partial week of 1112 fo 11/13: 0.00
Totals 0.00 .00
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My Time

O My Time Clock
‘D My Time Clock (Admin)

The user clicks on the Time Card option on the left of the screen to access their Timecard and punches.

If the user also has Admin access in SwipeClock, under My Time, two SwipeClock links will display.

Company Setup Menu

The Company Setup tile allows the back end user to view and edit company information, such as,
Positions, Pay Grades, Employee Reviews, Employee Statuses, and more.

Company Setup

£+ Achievement

1 Certificate

£ Class

4+ Compensation Change Reason
& EEO

£+ Employment

£ Ethnicity

£ Frequency

£ License

£ Pay Grade

£+ Pay Group

£+ Position

¥ Position/Org Change Reason
£ Review

£ Shift

L Skill

£ Status

£ Termination Reason

£ Worker Comp

After the Payroll Data Cutover has been performed successfully, there are a few company level setup
tasks to perform. Many fields, both company level and employee level, will be brought over from
Evolution. However, some information will not come over. It is best practice to enter some information
in the early stages of implementing Advanced HR 2.0.

Selected setup tasks to be done after the Payroll Data Cutover can involve:
e Creating Position Types. See Position Type
e Adding Position/Org Change Reasons. See Position/Org Change Reason

e Creating an organizational structure in the Employment Detail: Reports to Fields.

The Company Setup screen is where you maintain both employee and company data fields. Depending
on your security settings, you may be able to add, edit, inactivate, and delete specific codes.

106 Asure Software 4/20/2018




EVO|L£[2I’] Advanced HR 2.0 — Administrator Guide

Achievement Type

This option provides a high-level list of an employee’s achievements — that is — employee
accomplishments or recognitions. Accomplishments can also include a level of proficiency or a years of
service marker.

Managers, Admins, SB Admins, and Super Admins can create and assigh employee accomplishments or
recognitions to employees. Any achievements will be added to the employee’s record. They will appear
in their My HR screens under the My Personal History menu pane.

Achievement Types & ®
P — z
Actions Code - Description Active Priority
5Y 5 Year Service N ‘ Yes
QosA Quarterly Outstanding Sales Award No |:|
SYA Salesperson of the Year Award Ni ‘ Yes
W o - [ Page 1 of1 Go| Pagesze: 3  Change Item 1103 of 3

To add a new Achievement Type:

1. Go to HR Admin — Company Setup — Achievement.

Company Setup

£ Certificate

£ Class

# Compensation Change Reason
£ EEQ

£ Employment

2. Click on the + New button and complete the information.

Achievement Type:

Company Type Info Type Status

Company Code Active

Description Priority

Select the correct Company.

Enter a Code for the Achievement.

Enter a Description of the Achievement.

In the Type Status section, make sure the Active Yes/No toggle switch is set to Yes.

Assign a Priority to the Achievement.

©® N o v B~ W

Click Save Changes.
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Achievement Type:
Company Type Info Type Status
Company Code Active
B | uvery 0ion) | [aomn w
Description Priority
Quarterly Qutstanding Sales Award Priority

The new Achievement you created is now ready to be used — that is, it can be applied to an employee

To apply an achievement to an employee:
1. Go to HR Admin — Employee Maintenance — Achievement.

Employee Maintenance

& Employee Summary

& Alternate Rate
& Certificate

You'll see a list of the any employees in the company who have had Achievements attached to them.

Achievements & ¥
£ & Download filter grid. A
Actions  Name Employee ID Achievement Code ~ Achievement Description
Oakley, Warren 1 QosA Quarterly Outstanding Sales Award
Forsytn, Megan 2 QosA Quarterly Outstanding Sales Award
P - s Page 1 of1 Go Pagesize 2  Change ltem 1102 072
2. Click the green + New button in the upper left portion of the screen.
Achievement: [[5[TE0]
Employee Achievement Info
Company Achievement Type +
B  MB Winery (MBO1) - Please Choose (represents BLANK) * h
Employee Awarded Date
&  Please Choose (represents BLANK) * - Awarded Date =)
Expiration Date
Expiration Date = ]
Notes
Notes
p

3. Select the Company if not already selected.

4. Select the Employee.
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5. Select the Achievement Type from the dropdown.

You will see the newly created Achievement as one of the possible values to select.
You can also add a new Achievement on the fly by clicking the blue Plus Sign (+).
Select an Awarded Date by clicking on the calendar icon.

If necessary, select an Expiration Date by clicking on the calendar icon.

Add any Notes concerning the achievement, if desired.

v o N

In the lower section of the screen (not shown above) you can Drag and Drop, or Browse, to add any
documents related to the achievement.

10. Click the Save Changes button.

Achievement:

Employee Achievement Info

Company Achievement Type +

E  MB Winery (MB01) - QOSA - Quarterly Outstanding Sales Award -
Employee Awarded Date

&  Oakley, Warren (1) - 06/01/2017 e

Expiration Date

Notes

His placement of our wines in the Great Big Grocery Chain earns him the Quarterly Outstanding Sales Award

The achievement is then added to the employee’s record — in the example shown above, Warren Oakley
of the MB Winery company was given the Quarterly Outstanding Sales Award. This will appear in his My
HR screens under My Personal History.

Certificate Type

The term certification is often used as a catch-all term for several different activities that apply to
credentialing of individuals and institutions. Employee certifications and licenses are required for
compliance in certain industries; they can also serve as important designations that impact salary
decisions.

Certificate Types & #
B oo : v
Actions Code ~ Description Active Priority
CPR CPR Certification N ‘ es
FL Fork Lift Certification N ‘ es
PHR PHR Certification N ‘ es
« [ Page: 1 of1 Go | Pagesize: 3  Change Item 1103 of 3
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To add a new Certificate Type, click on the + New button and complete the information.

Certificate Type:

Company Type Info Type Status
Company Code Active
e — > = o
Description Priority

Description Priority

Class

7

The Advanced HR training class management system allows you to set up classes and track employees
participation in training. The Classes dashboard lists the existing classes.

Classes @& &

Actions  Class Title « Class Description Class Time [Z2753) Location Class Is Open
Visitor Tour This class will teach you how to conduct a walking tour of our winery Vineyard No B
Wine Appreciation Leamn everything about how to enjoy wine Tasting Room No B
PR - rom Page: 1 of1 Go| Pagesize 2 | Ghange ltem 1to 2 0f 2

Click on a row to display the details about the class.

Classes & &
£ & Downlboad it T

Class Class Class
Actions Title ~ Class Description Time Location  Is
= Open
Taxidermy is the preserving of an animals body via stuffing or mounting for the purpose of display or study. Animals are often, but not ahways, portrayed in  ife-like state. The word taxidermy refers to the process of
preserving the animal, but the word is aiso used to describé the end product, which are often called "'mounts™ The word taxicermy is derved from the Greek words "axis” and "germa”. Taxis means to "1o move”, and
Taxidermy ~ “derma® means “skin* (the dermis). The word taxidermy transiates to “arangement of skin® 1] Taxidermy is practiced primarily on vertebrates(2] (mammals, birds, fish, reptiles, and less commonly on amphibians)but  08/01/2017 Conference
n 101 £an also be dONE 10 IAFger INSECTS and ArAChNIIS[3] UNCer SOME CCUMSIANCES. TAXKIENTY 1AKES ON 3 NUMDET of OrMs and PUTPGsEs, INCIUAING NAtUF3l NISOry MUSEUM diSplays, NUNtInG Fophies, SIdy SKINS, and IS 0800AM RmS5
sometimes used as a means lo memorialize pets.[4] A person who practices taxidermy is called a taxidermist. They may practice professionally for museums or as businesses catering to hunters and fishermen, of as
amateurs, such as hobbyists, huniers, and fishermen. A taxidermist is aided by familiarity with anatomy, sculpture, painting, and tanning
. - Page 1 of1 Go| Pagesze 1  Change ftem 1101 0f 1

The first step is to enter the class details by clicking on the green + New icon. In addition to class title
and details, you can also attach documentation for each class that will be electronically available to the
employees when they are enrolled in the class.
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(- 113 NEW RECORD
‘Company Class Info
Company Title
B MBWinery (MBO1) - Title -]
Description
-
Class Details
Instructor Location
Instructor Location
Duration (in hours) Credits
® | Duration © | credis
Class Time Class Is Open
(1]
Reset Employee Acknowledgements 0

Once the class is set up you can either mass enroll employees via the Rapid Enroll feature or individually
enroll employees. The latter method allows you to enter private notes to the employee and attach
additional documents.

Reset Employee Acknowledgements Button

Clicking the Reset Employee Acknowledgements button will reset the acknowledgement status for
every employee enrolled in this class.

Use this if you are changing pertinent class details, such as time or location, and want the
acknowledgement icon to re-appear for this class on the Employee’s Dashboard.

Compensation Change Reasons

Compensation Change Reasons £ $
m Z & Download filter grid A d
Actions Code - Description Active Priority
New New Hire No E
poschange Position Change No B
“« - Page: 1  of1 Go Pagesize 2  Change Item 1to 2 0f2
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To add a new Compensation Change Reason, click on the + New button and complete the information.

Compensation Change Reason: [=\7;E:] 5!

Company Type Info Type Status
Company Code Active
H  MB Winery (MBO1) - Code ® No Yes
Description Priority
Description Priority

EEO Type

EEO Types & ®
m £ @ Downioad filter grid. A ¢

Actions Code = Description Active Priority

14 Executive/Senior Level Officials and Managers No
12 FirstMid-Level Officials and Managers No
2 Professionals. No
3 Technicians No
Sales Workers No
5 Administrative Support Workers No
6 Craft Workers No
7 Operatives. No

8 Laborers No

oRDEQDEDDOR
.

Click on a row to get the details of an EEO Type.

EEO Type:
Company Type Info Type Status
Company Code Active
B  Jcoz-cCozy Inn & Hamburgers (JCoz) - 11 No Yes
Description Priority
1.1 Exec/Sr Level Officials & Managers Priority

To add a new EEO Type, click on the + New button and complete the information.

EEO Type:

Company Type Info Type Status
Company Code Active
B  MB Winery (MBO1) - Code » No Yes
Description Priority
Description Priority
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Employment Type

Employment Types £ &5

2 | & Downioad fit T
Actions Code - Description Active Priority
ﬂ 1099 1099 No m

n FullTime Full Time No ﬂ

ﬂ FullTimeTemp Full Time Temp No n

ﬂ HalfTime Half Time N n

ﬂ NA NA N B

ﬂ Other Gther N n

g - F— N - |

ﬂ PerDiem Per Diem m

ﬂ Seasonal Seasonal N =

Click on a row to get the details of an Employment Type.

Employment Type:
Company Type Info Type Status
Company Code Active
B  JCoz-Cozy Inn & Hamburgers (JCoz) - FullTime = No Yes
Description Priority
Full Time Priority

To add a new Employment Type, click on the + New button and complete the information.

Employment Type:

Company Type Info Type Status
Company Code Active
B MB Winery (MB01) - Code * No Yes
Description Priority
Description Priority

Note that the Employment Type value can be defaulted in for any new hires on the HR Admin -
Company — Company List screen.
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Ethnicity Type
This is the employee’s ethnicity for EEO reporting purposes.
Ethnicity Types £ ®
< & Download filter grid. A ¢
Actions Code - Description Active Priority
A Asian No B
B African American No B
H Hispanic No B
I Native American No B
o] Others No B
P Pacific Islander/ Hawiian No B
T Two or more races No E
w White No E
PR - IS Page: 1 of1  Go Pagesizet 8 |Change ltem 1108 0f 8
Frequency Type
Frequency Types £ [
m Z  @Downoad filter grid. T
Actions Code - Description Active Priority
A Annual No E
B Bi-weekly No E
M Monthly No E
Q Quarterly No E
S Semi-Monthly No E
w Weekly No E
« B Page: 1  of1 Go Pagesize: &  Change ltem1to 6 of 6
Click on a row to get the details of a Frequency Type.
Frequency Type:
Company Type Info Type Status
Company Code Active
B JCoz - Cozy Inn & Hamburgers (JCoz) - BilWeekly -] No Yes
Description Priority
Bi-WeekKly Priority
Pays Per Year
Pays Per Year
To add a new Frequency Type, click on the + New button and complete the information.
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Frequency Type:

Company Type Info Type Status
Company Code Active
B  iSystems Demo (ENDEMOVM) - Code [ ] No Yes
Description Priority
Description Priority

Pays Per Year

Pays Per Year

License Type

Add details on any license including expiration dates and attached documents.

License Types £ =
m [+ & Download T

Actions Code - Description Active Priority
ﬂ TAX Taxidermy N n
“ - EE Page 1 of1 Go Pagesize 1 Change Item 11c 1 0f 1
To create a new License Type, click the + New button.
License Type: =7 E00)
Coempany Type Info Type Status
Company Code Active
B  iSystems Demo (ENDEMOVM) hd Code [ ] No Yes.
Description Priority
3:‘5‘3\'\[‘1[% Priority
Pay Grade Type
Pay Grade Types &
B2 2| oo v
Actions Code - Description Active Priority
ﬂ Hourty Hourty n
Salary Salary No n
e »ow Page 1  ofi1 Go| Pagesize 2  Change fem1t020f2
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Click on a Pay Grade type row to get the details.
Pay Grade Type:
Company Type Info Type Status
Company Code Active
B shelburne Farms 03 (SF03) - Hourly No Yes
Description Priority
Hnurly Priority
Additional Info
Pay Range
Please Choose (represents BLANK) -
Minimum
$ | Minimum
Midpoint
$ | Midpoint
Maximum
$ | Maximum
Click on the + New button to add a new Pay Grade Type.
Pay Grade Type: [= [ 1=600]
Company Type Info Type Status
Company Code Active
E  Sshelburne Farms 03 (do not touch) (SF03) - Code No
Description Priority
Description Priority

Additional Info
Pay Range
Please Choose (represents BLANK) -
Minimum
$ | Minimum
Midpoint
$ | Midpoint
Maximum

$  Maximum
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Pay Group Type

Pay Group Types % (@]
m £ & Download

Actions Code -

T

Description Active Priority

Hourly

Salary

of1 Go Pagesize 2  Change ltem 110 20f 2

N BE = [

Position Type

Employees must have a position assigned to them in Advanced HR 2.0. The Position field from Evolution
Classic, under Employee — Employee, Details does NOT currently flow from Classic into Advanced HR
2.0. Position Types are required when creating New Hires and for building an organizational structure.

The positions can be specific or a generic space filler position. Once the Payroll Cutover has completed,
you can create the Positions in Advanced HR 2.0 in Company Setup — Position, and then assign the
position to the employee records in Advanced HR 2.0 in Employee Maintenance — Employee Detail.

Go to HR Admin — Company Setup — Position.

Company Setup

4+ Achievement

1 Certificate

1 Class

£ Compensation Change Reason
$*EEC

4+ Employment

4 Ethnicity

£+ Frequency

4 License

4 Pay Grade

43 Pay Group

¥ Position/Crg Change Reason
4 Review

£+ Shift

£ Skill

4+ Status

4+ Termination Reason

£+ Worker Comp

The system displays the Position Types Dashboard. This Dashboard will display all the positions for a
company.

Note: It's important to remember that if no company is selected, the user will see all the positions for all
the companies that have been cutover.
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As you can see by the screenshot below, this company already has some positions. The user can view
and edit a position at any time simply by clicking on the Position Title.

Position Types £ ==
m < & Downlcad T
Actions Code - Title Active Priority
n CsSM ‘Customer Service Manager No m
E LT Lab Technician N n
ﬂ NA NA N
ﬂ S0 Secunty Office N n 1
" - - . El Page 1 of1 Go Pagesize 5 Change ltemitoSof 5

Click on a Position Type row to see the details, for example, for the Trainer position.

Position Type:

Company Type Info Type Status
Company Code Active
Title Budgeted
Priority
Priority

Additional Info

Dates Assignments Other
Approved Date Pay Grade + FTE

Approved Date = Please Choose (represenis BLANK) b S | FTE
Effective Date EEO Class + QT Exempt

Effective Date B Please Choose (represents BLANK) = “ Yes
Closed Date Worker Comp Code ) +

Closed Date B Please Choose (represents BLANK) -

Supervisor
Please Choose (represents BLANK) ~

To Create a New Position

Go to HR Admin — Company Setup — Position.
Click the + New button.

Verify that you're on the correct Company.
Create a Code (required field).

Give your Position a Title (required field).

oV .k wnN PR

Active Status is toggled to Yes by default.
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Save Changes Save & Next Record " Close x
Position Type: F15\ 26000

Company Type Info Type Status
Company Code Active
B  shelburne Farms 03 (SFO03) ~ l o] V} No Yes
Title

’ Security Office| VI

Additional Info

Dates Assignments Other
Approved Date Pay Grade +

10/11/2017 15 - Grade 15 =
Effective Date EEO Class + OT Exempt

oo O - N -
Closed Date Worker Comp Code € +

Closed Date ] 856 - -

Supervisor
Dyer, Boris (2) -

7. You can add Dates (including Effective Dates).
8. Create Pay Grades and assign a Supervisor.
9. Make the position Exempt from Overtime.

10. Add a Position (Job) Description and Requirements in the Details tile:

Details
| Position Requirements |

The Security Officer will undertake the surveillance of our premises and protection of our staff and visitors. Proven experience as security officer or guard
They are responsible for detecting any behavior and p g , thefts or other Knowledge of legal guidelines for area security and public safety
criminal behavior. Familiarity with report writing
A security officer must be well-trained in surveillance and dealing with perpetrators. They will inspire respect Excellent surveillance and observation skills
and authority as well as possess a high level of observation. Tech-savvy with experience in surveillance systems
The goal is to help the company in maintaining excellent working conditions by keeping our facilities safe Trained in First Aid/BLS and self-defense
and problem-free. Registered as a security officer

High School diploma is required

11. Click Save Changes when complete.

4/20/2018 Asure Software




Advanced HR 2.0 — Administrator Guide

Evolution® Hcw

by ASURE

Position/Org Change Reason

Company Setup

© Achigvernent
& Cerfificate
& Class

& Compensation Change Reason
QEEQ

& Employment
& Ethnicity

& Frequency
& License

@ Pay Grada
& Pay Group

o g Change Reason

-]
-1

& Status

& Termination Reason
& Worker Comp

Position/Org Change Reason allows the user to
create and set job designations that are tied to:

Work environment
Job duties
New initiatives

For example, a Security Guard position could
be changed due to a re-organization of
management structure.

Position/Org Change Reasons &
et

Actions

& Dommiad
Coe - Description

=R Promotion

Priarity

Hem 1101 0f 1

Click on a row in the Summary screen to display the

details of the Position/Org Change Reason.

Position/Org Change Reason:

Company Type Info
Company Code
B Shelburne Farms 03 (SF03) v PR
Description
Promotion

Type Status

Active
No
Priority

Priority

To create a new Position/Org Change Reason record

, click the + New button.

Position/Org Change Reason:

Company Type Info
Company Code
B Shelburne Farms 03 (SF03) - Code
Description
Description

Type Status

Active

No

Priority

Priority
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Review Type

Review templates can be added to each review type to improve policy compliance and facilitate
administration of reviews.

Review Types £ ¢
m £ & Downboad filter grid v

Actions Code - Description Active Priority

30 day 30 day Ne B 1
90 day 90 day review form No B 2
90 day 90 day No E 1
annual review annual raview No 1
Disciplinary Disciplinary No B 6
Evit review Esit review Ne B 10

not an important review not an important review u Yes 5

« > Page: 1  of 1 Go Pageszer 7  Change ltem1to 7 of T

Click on a Review Type to add a review type template.

Review Type:

Company Type Info Type Status
Company Code Active
Y p——— a | |[o= = o
Description Priority
Description Priority
Details

Review Template

Shift Type
The Shift Types dashboard lists any Shift Types that have been setup.

Shift Types ## @
m < O Download T

Actions  Code - Description Active Priority
ﬂ 2 Second Shift n
“ e - Page 1 of1 Go Pagesze 1  Change ttem 110 10f1

Click on the + New button to add a Shift Type record.
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Shift Type:
Company Type Info Type Status
Company Code Active
E  shelburne Farms 03 (SF03) - Code No Yes
DESCI’IP‘IDH F'I'IOI'I!y
Description Priority
Rates
Rate
$ | Rae
Add To Rate
$ | Add ToRate
Rate Multiplier
Rate Multiplier
Skill Type
The Skill Types dashboard lists any skill types values.
Skill Types £ ¥
m < & Downlcad T
Actions Code - Description Active Priority
ﬂ MG Management No ﬂ
- n . ow Page 1 | of1 Go| Pagesize 1  Change ltem 110 10f1
To create a new Skill Type record, click the + New button.
skill Type:
Company Type Info Type Status
Company Code Active
E  isystems Demo (ENDEMOVM) - Code No Yes
Description Priority
Description Priority
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Status Types £ ..l

m o & Download T
Actions Code - Description Active Priority Indicates Active Employee
ﬂ Active Active No ﬂ No E
ﬂ FMLA FMLA N B No H
ﬂ Involuntary Termination Due ta Misconduct Involuntary Termination Due ta Misconduct No u Yes
ﬂ Jury Duty Jury Duty m NO ﬂ
ﬂ Leave of Absence Leave of Absence No m No E
n Leng Term Disability Leng Term Disability No ﬂ No E
ﬂ Military Leave Military Leave No No
n Other/See Notes Other/See Notes N n Yes
n Release Without Prejudice Release Without Prejudice o m u Y
Click on a row to see the details of a Status Type.
Status Type:
Company Type Info Type Status
Company Code Active
B Jcoz-Cozy Inn & Hamburgers (JCoz) Active -] No Yes
Description Indicates Active Employee
Active No Yes
Priority
PHCH[}‘
To add a new Status Type, click the + New button.
Status Type:
Company Type Info Type Status
Company Code Active
B  iSystems Demo (ENDEMOVIM) A =2 No Yes
Description Indicates Active Employee
Active No Yes
Priority
Priority
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Termination Change Reasons

This a list of possible reasons for termination of an employee. These codes are used on the Termination
Wizard screen when terminating an employee.

Termination Change Reasons £ ¢
£ & Download s

Actions Code - Description Active Priority
Temminated Terminated N u
Termination Due ta Death Termination Due 1o Death n
Termination Due to Retirement Termination Due to Retirement NI n
Voluntary Resignation Voluniary Resignation A ﬂ

. - B Pager 1 of1 Go Pageszer 9 | Change emito9cfs

Click on a row to see the details of a Termination Change Reason.

Termination Change Reason:

Company Type Info Type Status
Gompany Code Active
B JCoz-Cozy Inn & Hamburgers (JCoz) - InvoluntaryLayoft @ No Yes
Description Priority
Involuntary Layoft Priortty

Although you cannot add a new Termination Reason code, note that the Termination Reason codes that
do appear in the Termination Reason dropdown on the Termination wizard can be set by the Admin on
the HR Admin - Company Setup - Termination Reason screen, by setting the Yes/No toggles in the
Active column as shown below.

Termination Change Reasons £% @
Z & Download filter grid. A g
Actions Code - Description Active Priority
Involuntary Layoff Involuntary Layoff No
Involuntary Termination Due to Misconduct Involuntary Termination Due to Misconduct No
Release Without Prejudice Release Without Prejudice No
Terminated Terminated Neo
Termination Due to Death Termination Due to Death No
Termination Due to Layoff Termination Due to Layoff No
Termination Due to Retirement Termination Due to Retirement No
Termination Due to Transfer Termination Due to Transfer No
Voluntary Resignation Voluntary Resignation No
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Workers Compensation Types & &8

2 & Download

fitter grid
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Actions Code - Description Active
ﬂ 0005 Farm Nursery Employees & Drivers No
ﬂ 0008 WheatHay Bailing N
ﬂ 0008 Farm Gardening No
ﬂ 0034 Farm Poultry Or Egg Producer No
ﬂ 0079 Farm Berry Or Vineyard And Drivers No
[ | 2003 Bakery No
ﬂ 2121 Brewery & Drivers No
ﬂ 7390 Beer Or Ale Dealer Wholesale & Drivers Na
ﬂ 8006 Store Grocery - Retail No
ﬂ 9058 Hotel & Restaurant Employees No
ﬂ 9079 Restaurant OR Taverns No
Click on a row to see the details of a Worker’s Compensation Type.
Worker Comp Type:
Company Type Info @
Company Code GL Code
B Jcoz-Cozy Inn & Hamburgers (JCoz) - cc GL Code
Description GL Offset Tag
cc GL Offset Tag
Type Status
Active
No Yes Rating Other Info
Priority State E/D Group
Priority = Please Choose (iepresents BLANK) Please Choose (represents BLANK)

Experience Rating

$ | Experience Rating

Overtime To Reduce

None

Click on the + New button to add a new Worker’s Comp Type.
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Worker Comp Type: (=0 7=6T)
Company Type Info GL
Company Code GL Code
B shelburne Farms 03 (do not touch) (SF03} - Code * GL Code
Description GL Offset Tag
Description * GL Offset Tag
Type Status
Active
No Yes Rating Other Info
Priority State E/D Group
Priority Please Choose (represents BLANK) * = Please Choose (represents BLANK) =
Rate Overtime To Reduce
$ | Rate None -
Experience Rating
$ | Experience Rating
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Employee Actions Menu

The Employee Actions sub-menu on the HR Admin page lets you select from the following menu items:

Employee Actions

o+ Add New Hire
%85 Self-Service Setup
& Terminate Employee

In this section (and the next) we discuss the following employee-related topics:
e Adding a New Hire Manually
e Self-Service Setup
e Onboarding
e Terminating an Employee
e Rehiring an Employee

Each item is described below.

Adding a New Hire Manually

Administrators can add a new hire manually to Advanced HR 2.0 by following these steps. Managers
may also be able to do some onboarding tasks, such as Prep Employees for Onboarding.

Note: It is important to note that adding a new

hire is a two-step process. The first step is to

create the new hire by inputting their information

(name, address, position, etc.). The second step is Adding a New Hire Process:
to create them as a user in the system. This is 1. Create a new hire
important because without being a user in the
system, they will not be able to access their ESS
or other Role-dependent functionality.

2. Create the new hire as a user

1. Navigate to HR Admin — Employee Actions — Add New Hire.

Employee Actions

I &+ Add New Hire I
% Self-Service Setup
&x Terminate Employee
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2. When the user selects the Add New Hire option, they are taken to the New Hire Process wizard.
This wizard walks the user through the process of manually adding the employee. The New Hire

Process wizard is similar to the Onboarding Prep workflow. If the user has not selected a company,
they will be prompted to do so.

New Hire Process &+

Add New Hire

STEP 1 - Type of Hire
The information below helps to guide you through the rest of the New Hire process
Company

B MBWinery (MB01)

Tax Form (Type of Hire) Hire Date

W2 - Employee - 0812812017 =]
Position + Employee ID

IT-IT Manager v - l 6

Let's begin New Hire =)

Add New Hire screen

l Please Choose (represents BLANK) x - l
I
[ The Position can be selected from the
‘ I dropdown menu, or added on the fly by
CSM - Customer Service Manager clicking the Blue Plus Sign.
LT - Lab Technician
NA - NA

Trainer - Trainer

Note: Required fields in Advanced HR 2.0 are indicated with a red asterisk (*).

Tax Form (Type of Hire) \
Please Choose (represents BLANK) * -
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STEP 1 —Type of Hire

3. Complete the fields on the Add New Hire screen — Step 1 — Type of Hire section per the following

table.

Field / Button Description

Company *

Tax Form (Type of Hire) *

Hire Date

Position *

Employee ID *

* = Required Field

Select the Company, if not already chosen.
Select the Tax Form the employee will use depending on which employee
type the new hire is.
e W2 -Employee
e 1099 - Contractor
The Tax Form may default to one value for this company.

Enter the date of hire or select the date using the calendar.

Select the Position the new hire will fill from the dropdown menu, for
example CSR — Customer Service Representative. The list of Positions will
vary by company.

You can also add a new Position on the fly by clicking the Blue Plus Sign

+ icon.

Position +
Please Choose

When the Blue Plus Sign is selected, a popup window displays to guide
the user through creating a new position. You can enter a Code, Title, and
select the Status for the new position.

== Add Position Type
Type Info Type status
Code Active
Title Priority
Fork Lt Dwer v | V]
[ save Ciose 3§

If you add a Position Type on the fly above, click Save when complete.
The new position will now be available.

Administrators create Positions for a company using the HR Admin —
Company Setup - Position screen.

The system should fill in the Employee ID field automatically with the
next available employee number for the company.

4/20/2018
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Note: Throughout Advanced HR 2.0, when a field is completed correctly, it changes from a red “X” to a
green check mark.

4. Click the Let’s begin New Hire button at the bottom of the Add New Hire screen.

Let's begin New Hire *

Result: The system redisplays the screen with a series of sections the user completes with the new hire
information:

e Profile information (name, address, SSN...)
e (Classification (gender, ethnicity, education...)
¢ Compensation (pay type, frequency, rate...)
e Payroll & Benefits information
e Employment information (position status, DBDT (ORG) level, reports to...)
e Emergency contact information
e User (used to link new hire to existing user)
o By using the Quick User Add function
e User custom defined fields

e Integration
Each section is described below.
STEP 2: Fill out Employee Information
Profile section

Enter the new hire’s name, address, Social Security Number, birthdate, and email and phone contact
information.

Profile

Name Address D Contact Info

Prefix Address Line 1 SSN Email
‘ par, Mrs, Miss @ Address Line 1 * 123-45-6789 * = our.email@domain.com
First Name Address Line 2 Birthdate Home Phone

First Name # Address Line 2 Birthdate * | @ & | 1234567890 x123
Middle Name City Clock Number Work Phone

Middle Name City * . 123.456.7890 x123
Last Name State Gell Phone

Last Name * Please Choose (represents BLANK) * - & | 1234567890 x123
Suffix Zip code
Zip *

Nickname

Nickname
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Note the required fields (marked with a red asterisk): First and Last Name, Address Line 1, City, State,
Zip Code, SSN, and Birthdate.

We have improved the system handling of 1099 Company/Employee Names and the EIN/SSN data
collection during the add new hire process and during the onboarding process. This adds the ability to
designate a 1099 Employee as an SSN or EIN.

For example, when adding a new hire (HR Admin — Employee Actions — Add New Hire), in the ID section
of the screen, the user can use the toggle switches to have the system correctly format either the ID
field as an SSN field or as an EIN field:

SSN EIN
1D 1D
SSN EIN
23-45.67 * *
EIN SSN
~Clock Number Clock Number

Classification section

Enter the new hire’s gender, ethnicity, and veteran status, if applicable.

Classification

Gender
Military Service

Please Choose (represents BLANK] * -
Military Reserve
Marital Status
Declined to disclose - N/A -
Please Choose (represents ELANK| -
Veteran
Ethnicity

Please Choose (represents BLANK) * -
Please Choose (represents BLANK) * A
Education Level

Please Choose (represents BLANK) -

Compensation section

Enter the new hire’s pay type and rate information.

Compensation

Pay Type

Please Choose (represents BLANK) * -

Rate (Hourly or Salary per pay period)
$ | Rate *

Some of these fields may default in from the Company Setup.
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Payroll and Benefits sections
Complete the new hire’s payroll and benefits information.
Payroll Benefits
Pay Frequency Eligible For Benefits
Please Choose (iepresents BLANK) P— . - &
Standard Payroll Hours Medical Coverage Offered
a Al s Please Choose (iepiesents BLANK) -
Benefit Class / Eligibility Group
Please Choose (represents BLANK) -

Employment section

Enter the new hire’s employment information: position, DBDT information, compliance information and
who the new hire reports to / supervisor.

Employment

Position/Status Organization Compliance Reports To/Supervisor
Employment Type Division EEO Category + Reports To 1

Full Time - Full Time - Please Choose (represents BLANK) * - Please Choose (rzpresents BLANK - Please Choose (represents BLANK)
status Branch Worker Comp Code + Reports To 2

Active - Active - Please Choose (represents BLANK) * - Please Choose (rzpresents BLANK - Please Choose (represents BLANK)
FLSA Classification Department Reports To 3

Please Choose (represents BLANK) - Please Choose (represents BLANK) * - Please Choose (represents BLANK)

Eligible for Rehire

v

supervisor (SC) @

Supervisor (SC

Emergency Contact section

Complete the new hire’s emergency contact information (contact type, name, address, email, and
phone information).

Emergency Contact
Name/Type Address Contact Info
Contact Type Address Line 1 Email
Spouse, Mother, Father Address Line 1 * = | youremail@domain.com
Priority Address Line 2 Home Phone
Prioriy Address Line 2 S | 123.456
First Name city Work Phone
First Name: B Cit * L | 123456
Middle Name State Cell Phone
Middle Name Please Choose (represents BLANK) r— L | 123456
Last Name Zip Code
Last Name Zip *
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User section

This section is where you can link the new hire to an existing user. You are basically doing two tasks; you
are adding a new hire and you are also making the new hire a user in the system.

e You can select an existing user in the Select existing user dropdown, if you have already created
them.

User

Select existing user (type to search)

& | typetosearch *

Quick Add User

e Or, and more commonly, if the user does not already exist, by using the Quick Add User
function, you can quickly add a user and assign them a role for access to the system.
Click the Quick Add User button, and the system displays the Quick Add User screen. Since, as
mentioned above, you have to create a User in the system, this ability will save time. Clicking on
the Quick Add User button, a pop up will open for you to enter a Username (email address),
Assign a Role (security), enter Contact info, and a Time zone. You can even Send a Welcome
Email from this pop up that will give instructions to the new hire on logging in to their ESS, if
appropriate to do so at this time. Click Add User when complete.

Quick Add User

Remember at Usamames (emais) must be Uricu b the sytem. Ve wil vesdy that your new user st You can create a Username, edit contact
aready deing used 0l .
O info, and set a time zone.
‘+ This is meant a5 & quick way to add 2 user to the system with the most important fields. If other details .
are 1o e entered, please visit the User List page after completicn here ba review or add In the ASSIgn a Role dropdown, YDU,” s5ee
. the Roles that are associated with this
— — company. As with all user roles, this will
allow the user a level of access to the
P— — tem that is dependent on their
Fo system
B | puokcgsharasens cor vy Jok v Y i T p
: ‘ ' function within the company.
Send Welcome Email Last Name
. v In addition, you can Send a Welcome
) ) Email. The Welcome Email will instruct
Assign a Rols Timezone

the new employee how to access Self-
Serve Onboarding.

SF03 Base User (Level=10, - Eastern (US and Canada) (UTC-05.00) *

Click the blue Add User button when complete. You’ll be taken back to the Employee Summary screen.
Remember to click the green Link User button to link:

e The user
e The employee

e The company
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Note: Remember that usernames (emails) must be unique to the system. Advanced HR 2.0 will verify
that the new username is not already being used. Quick User Add is meant as a quick way to add a user
to the system with the most important fields. If other details about the user are to be entered, go to the
Company - User List screen after completion to review or add other details.

User Defined/Custom section

This optional section is for creating user defined fields.

User Defined/Custom

Memo 1 Memo 3
lemo 1

Memo 2

Integration section
This section is used to integrate the new hire with other systems such as SwipeClock.
Save Options

When all the information has been entered on the Add New Hire wizard screen sections, the user has
the following three options:
o Submit New Hire — submits the new hire information into the system

e Submit New Hire and start another — complete this new hire and start add new hire for a
different employee

e | did something wrong...let me start over — cancels the information you entered so far and does
not save the new hire

If the Submit New Hire button is clicked at the end of the Add New Hire wizard process, the user is
taken to the Employee Summary Dashboard.
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_ : oot et - - = =

Employee Summary &

Y  Advanced Filter ¥

my Hire Date (orig)  Tax
Actions Name Status Employment Division Branch Department Position & .

D Form
- Regular Full Time i
Phibes, Jin 74 Actr 40 v, Accountant 05/07/2017 w2
0+
= 5 s o Regular Full Time - 2 n a A& IN9017 A
Fisheater, Gollam 273 Acive o Accounting Beverly Hills, CA Delivery Associate  05/02/2017 w2
40+ x
% = = Regular Full Time iz = Ao
Parker. Ana 27 Active Receptionist 04/24/2017
30-39
= =~ Regular Full Time Director of A
Hil, Tim 272 Active e =X 04/24/2017 N2
30-39 Operations

Employee Summary screen

The new hire is now an employee and ready to go.
From here, the user has the option to do a number of things:
e Review any employee information by clicking on their name
e Add another new hire
e Start the Self-Service Setup — invite the new hire to the employee self-serve functionality
e Start the OnBoarding process preparation
e The user can also Download the employee list into an Excel spreadsheet

e Start the termination process by clicking on the red icon under Actions

If you used the Quick Add button, you may want to add additional details about the user later or just to
review the details. If so, go to the Company — User List screen.

Remember, Onboarding Prep functions as a method for new hires to complete and submit all their
information for employment.
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Self-Service Setup

Self-Service Setup is an HR Admin menu option that allows for multiple employees to be given access to
Employee Self-Service. This will create users for all selected employees and attach the user to the
Employee Record.

When a company is cutover, the employees’ information will be migrated to Advanced HR 2.0 from
Evolution Classic. However, the employees will still need to be created as users in the system. If an
employee is not also a user, they won’t be able to access their company’s Dashboard. Self-Service Setup
allows you to setup employees en-masse for user creation. You can choose one employee or multiple
employees.

Advanced HR 2.0 will keep track of employees that have been onboarded, but have not yet been invited
to Employee Self-Service functionality. By clicking on Self-Service Setup, the user can invite any number
of employees to sign-in and access their Employee Self-Service Portal.

1. Go to HR Admin — Employee Actions — Self-Service Setup:

Employee Actions

a4+ Add New Hire
ITE Self-Service Setup I
&x lerminate Employee

2. The system displays the Self-Service Setup Dashboard.

Use the Self-Service Setup screen to choose a company, assign default settings, and confirm the list
of employees to be setup for Self-Service. The default list of employees includes all currently Active
employees who do not have Self-Service setup for them. If the employee does not currently have an
email address on record, they also will not appear in this list. If there are employees initially listed on
the Excluded list, these employees have something invalid about them such as duplicate email
addresses. Once the process is started, it will also verify any duplicate emails as this is used for the
Username in the system.

Self-Service Setup £¥ 38§

Self-Service Setup

Company/Employees

Choose a company, assign defautt settings, and confirm list of employees to be setup for Seff-Service. The defaul list of employees includes all currently [ employees who do NOT currently have Self-Service setup for them. If the employee does NOT
currently have an email address on record, they also will not appear in this list. If there are employees intially listed on the EXCLUDED list, these employees have sometning invalid about them such as duplicate email addresses. Once the process is started, it wil
also verify any duplicate emails as this is used for the USERNAME in the system

Company

B Shelburne Farms 03 (SF03) -

Default settings for new Self-Service users

Send Welcome Email Timezone

No Yes Eastern (US and Canada) (UTG-05:00) -

Assign a Role

Please Choose (represents BLANK) "

136 Asure Software 4/20/2018




ion° HCwm
EVOJ:.{E:&I’] - Advanced HR 2.0 — Administrator Guide

3. Select a Company (if one is not already selected) that you want to perform the Self-Service Setup
for.

4. In the Default settings for new Self Service users section of the screen, you can use the Yes/No
toggles to have a Send Welcome Email. If you set this to Yes, an email will be sent out to each
employee with instructions on how to login to Advanced HR 2.0 and set their password.

Default settings for new Self-Service users

Send Welcome Email

-

5. Select the Company’s Timezone.

Timezone

Eastern (US and Canada) (UTC-05:00)

Assign a Role

Please Choose (represents BLANK)

6. You can Assign a Role to the employee(s). Select a Role from the dropdown and that Role will be
assigned to all employees that are involved in the Self-Service Setup.

Assign a Role

l Please Choose (represents BLANK) x = l

I |
Restricted view manager (Level=25)
SFD3 Base Admin (Level=50)
SF03 Base Manager (Level=25)
SF03 Base User (Level=10) |

—  mwm

Important: Best Practice is to initially assign a Base User level role to everyone. After the employee
has completed their self-service setup, an Admin user can then assign any additional roles that may
be required for that specific person.

7. The next step is to designate the employees to be setup with Self-Service. You can edit the list of

I Employees to be setup with Sull-ServiceI Emnluyoes EXCLUDED from Self-Service sulupl
Employee Email Employee Email
Warthington, Warren (3) Archangel@pokemail.net o Banner, Bruce (2) Yourmom@pokemail.net o
Drake, Robert (4) Archangel@pokemail.net W
Summers, Scott (5) Cyclops@sharklasers.com w
Lee, Jubilation (6) Jubilee@sharklasers.com @
0
[ setup seir-service
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The default list of employees (Employees to be setup with Self-Service section shown on the left side of
the screen) includes all Active employees who do not currently have Self-Service setup for them. If the
employee does not currently have an email address on record, they will not appear in this list.

To exclude an employee, in the Employees to be setup with Self-Service section on the left side of the
screen, use the Trash Can icon to the right of their name. When you click on the Trash Can icon, their
name is moved from the left side of the screen to the Employees EXCLUDED from Self-Service setup
section on the right side of the screen. For example, in the above, you can see that Bruce Banner has
been excluded from the self-service setup.

8. Once everything is complete, click the Setup Self-Service button at the bottom of the screen.

e

9. The Welcome Email is sent to all the employees that were designated for Self-Service Setup, which
provides them with instructions on how to sign in and access their Advanced HR 2.0 Employee Self
Service Portal.

Welcome User/Password Notification Inbox  x

s |}
]

Advanced HR <AdvancedHR@asuresoftware.com> 9:50 AM (0 minutes ago) - v

Welcome to your HR portal of the future. Your username is: € !

To protect your security the system requires strong passwords. Please make sure your password includes at least one number, one non-alphanumeric character, one upper and one lowercase
character, and that it is between 7 and 30 characters without including any blank spaces

If you haven't used the system before or would like to change your password, please click on or paste the following link into your browser to change your password. This link will expire, so if you
don't make your change while the link is still active, please request another reset from your administrator.

I https://isystems evolutionadvancedhr.com/ChangePassword.aspx?changekey=d06d9ec6-2¢38-4be0-af23-3e515ac68232 I

After clicking the link above to change your password, this link should NOT be subsequently used to login to the application. If you wish to login to the application at a later time please use:

hitps://isystems evolutionadvancedhr.com/Secure/Home. aspx

Note: The email link on the Welcome Email sent to the employee is only good for 24 hours.

Contained within the Welcome email are instructions for the employee to login to the system and set
their password. The wording of this Notification can be edited in HR Admin — Communication —
Notifications. Notification functionality is reviewed earlier in this guide.

Note: You should remove any Employee who will need access to Payroll Data. Employees with Payroll
access will sign on using their Evolution Credentials and Evolution Single Sign On functionality.
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The Self-Service Onboarding process is very similar to manually adding a new hire. However, there are
some differences that should be noted for Self-Service Onboarding:

e By going to HR Admin - Employee Actions - Self Service Setup, the user can send a mass
welcome email, with self-service instructions to all new hires that have not gone through
onboarding yet. This task was described previously in the Self-Service Setup section.

e By going to HR Admin — Onboarding - Onboard Prep, the user can enter basic information for
the new hire and send them a welcome email. This email will have a link and instructions for
them to complete the new hire information.

Once the welcome email is sent, the user can keep track of new hires through the Onboarding

Dashboard.

Onboarding Question Bank

Custom questions can be added to the new hire onboarding process. Questions can be Yes/No, Free
Form Text, Data, and Multiple Choice answers. Questions can also be used across multiple job postings.

Go to HR Admin — Onboarding — Question Bank to setup any questions that you want to ask the new

hire.

Onboarding

? Question Bank

- Task List
= OnBoard Prep
= Onboarding Dashboard

Question Bank ?

< & Download

Actions Question Title + Question Type

Management Style Muttiple Choice
Prior Experience YesiNo
Start Date Date

PRI o

Question Text Sequence

What s your preferred management style? 1

Do you have prior experience in the field? 5

Wnen are you available to start? 3

Page: 1 of1 Go| Pagesize 3  Change

Active

o -
v
o -

llem 1103 of 3

Click on a question row to see the Detail screen for that question.
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Question Bank:

Company Question
Company Question Title
E  Shelburne Farms 03 (SF03) - | [Management Style

Question Text

What is your preferred management style?
Type/Status

Question Type

4 - Multiple Choice -
Active 2
No Yes Multiple Choice Answers
Sequence Hands off ]
1 @ Micro manager iy
Is Required Empowerment Ty
New Multiple Ghoice Answer

Answer Text Here

Onboarding Task List

This is where you set up unique Onboarding experiences by position and view or edit the requirements
for soon to be onboarded new employees.

Onboarding Task List =

m 2 | &Download fiter grid. v

Actions  Title Description

4] Buriington Ofice New Hires This task it s for use with our Buringion Offce hires

ﬂ Nexw Hire General onboarding task for new hires

ﬂ Onboarding For all new hires

Wl - v Page 1 off Go| Pagesize: 3 | Change ltem 1t030f 3

The HR Admin — Onboarding — Task List screen displays any onboarding tasks that have already been
created.

You also have the option to:
e View or edit a particular onboarding task by clicking on it
e Delete an onboarding task
e Create a new onboarding task

Onboarding Tasks can include:
e Welcome notes
e Direct Deposit entry
e Electronic W-4 and I-9 entry forms with e-signature
e Custom questions that are specific to the Onboarding Task

e End notes
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e A Background Check Authorization
e Company Documents (uploading of PDF’s)

Company Documents are uploaded using the HR Admin — Company — Company Documents
screen. Once uploaded, you can bring them in the Onboarding — Task List screen to be included

in the Onboarding task.

Onboarding Task List:

Company

Company
H Shelburmne Farms 03 (SF03) -

Task List

Title

Onboarding

Description

For all new hires

Custom Doc Upload Note

List Documents

ons, or licenses you'd like uploaded during

When setting up an Onboarding Task you have the ability to select a number of company tasks and
documents to be used for onboarding.
1. Go to HR Admin — Onboarding — Task List.

Onboarding

? Question Bank

5 Task List
- OnBoard Prep
& Onboarding Dashboard

2. Tasks that have already been created are listed on the Task List summary screen. Click on a task to
edit it.

Onboarding Task List =

m £ O Downboad T
Actions  Tite - Description
. .o Page. 1 of1 Go Pagesze. 1  Change ttem 110 10f 1
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To create a new Onboarding Task, click on the green + New button on the summary screen.

This displays the Onboarding Task List dialog box where you can create a new onboarding + New

task.

Onboarding Task List:
Company Steps
Company o . " .
IMark and setup the sections below that you want included in this onboarding task list.
B Shelbume Farms 03 (SFO3) -
e Include Welcome Note
b Inclue Direct Deposit
Title
o e re Incude Wé
Description
S — - = inciude ¢
i
“ Yes Include Background Check Authorization
Custom Doc Upload Note No Yes Include Company Documents
List Documents SelectiChange Company Documents
Please upload the following dacuments: P Employee Handbook.pdf, Lefter from the CEO.pdf
Certifications
Licenses -
S S Saved Company Document Selection
£
Filename Size (KB)
Letter from the CEO.pdf 1
Employee Handbook.pdf 1
No Yes Include Custom Questions
ho Yes Include Custom Document Upload
No Yes Include End Note and E-Signature
Custom Question Selection
Choose Question and LINK to this task list
Please Choose (represents BLANK) E
Linked Questions
Question Title Type Sequence
Start Date Date 1 -@
Interests Free Form Text 2 @
Availability Yes/No 3 W
Welcome and End Notes
Welcome Note End Note
Welcome Note End Note
Welcome to Shelbume Inn and Shappes. We're glad that you will be part of our team. Please fill out the following - This completes your new hire enboarding. Welcome to the team! Our HR Manager will be contacting you shortly o~ *
information to the best of your ability. Once submitted, our HR Manager will be contacting you confirm your start date
Thank you . Thank you .
L e 4 s T #

Select the Company, give the task a Title and optionally, a Description.
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4. When setting up an onboarding experience you can select any number of company tasks and
documents to be used for the onboarding process. Note our example below shows how the
documents will be presented to the employee for download, review, and e-signature, except the

Background Check Authorization.

Steps.

Mark and setup the sections below that you want included in this onboarding task list

Ho Inchude Welcome Nole

You can also No — Inchude Direct Deposits
create the

e I
Steps to be
included. = T

ves inchude Background Check Authonzaticn
Remember ! R
to List the Mo include Company Documents
Documents SetectChangs Company Documants
VOU’d like the Empgiayse Handbook o, Lethar rom the CEO.pal .
new h| re to Saved Company Document Selection
Cusiom Doc Uplosd Hoss

Upload . E e Sizn (KB)

Lint Documants
Lutter from the CEQ padf

I

Empizyee Randbook paf

desumants

All documents will be saved in the Employee Documents Folder along with the date, time, and name

used for e-signature.

Remember, Onboarding Tasks can be general for all new hires or designed specifically for a particular

position.

z
o
=

|

Include Custom Questions

Yes Include Custom Document Upload

=z
o
=
|

Include End Note and E-Signature

Custom Do Upload Note

List Documents.

ad the foliowing documents:

Using the No/Yes toggles, you can also
include:

e Custom Questions

* (Custom Documents

* End Note
* E-Signature

To add Custom Questions, go to
HR Admin - Onboarding
Question Bank.

4/20/2018

143

Asure Software




Advanced HR 2.0 — Administrator Guide EVO;I-HEHgn

Custom Questions allows the new hire to answer specific questions during their self-service onboarding.
Questions such as:

o Availability
e Special interests
e Needs for success

Custom Question Selection

Choose Question and LINK to this task list
Please Choose (represents BLANK) - % Link Question
Linked Questions
Question Title Type Sequence
Start Date Date 1 @
Interests Free Form Text 2 @
Availability Yes/No 3 @

Welcome Note and End Note

Welcoms and End Notes

The Welcome Note is the first
thing the new hire will see

when they logon to complete
their self-service onboarding.

The End Note is displayed
after the new hire has
submitted their information.

arding. Welce
FIT YOUr Start dabe

5. When you are satisfied with your Task List, click Save Changes to save the Onboarding Task List. It
can now be used for Self Service Onboarding.

Once the Onboarding Task has been created, it can be used when you prepare (prep) an employee for
Self Service Onboarding.

The next sections discusses the actual self-service onboarding process in detail.
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Using Onboarding Prep to Start Self-Service Onboarding

To start a Self-Service Onboarding, the first place you go to is Onboard Prep to begin the onboarding
process and get the new hire’s preliminary information into the system. With Onboarding Prep, the user
will fill out the basic information and the new hire will complete it.

This section describes how to perform the Onboarding Preparation Process for a new hire employee.

1. Go to HR Admin — Onboarding — OnBoard Prep.

Onboarding

? Question Bank
L Task List

J OnBoard Prep

I Onboarding Dashboard

2. The system displays the Employee Onboarding Prep screen.

OnBoarding Prep Process

Prep Employee for OnBoarding

STEP 1 - Type of Hire
The information below helps to guide you through the rest of the OnBoarding process

Company

B JCoz-Cozy Inn & Hamburgers (ICoz)

Tax Form (Type of Hire) Hire Date
Please Choose (represents BLANK * - 09/28/2017

Position + Employee ID
Please Choose (represents BLANK * v 7951

©Onboarding Task List

Please Choose (represents BLANK] * v

Let's begin OnBoarding =

3. Enter the basic employee preparation information, if not already entered. Note that the Tax Form,
Position, and Onboarding Task List are required fields. Remember, the Task List includes the steps
that you want the new hire to complete, or documents that you want them to sign off on, before
they can submit their application.

4. When the correct information is entered, click the Let’s begin Onboarding button to be taken to the
Employee Information screens.
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STEP 2 - Fill out Employee information
Complete each section. Don't worry, we'll tell you if you forget anything important.

Profile

Contact

First Name Last Name Email

| First Name ® Last Name * & | your.email@domain.com *

Compensation

Pay Type + Default Hours

H - Hourly A @ | Default Hours
Pay Frequency + Auto Pay

B - Biweekly - Hours - Pay default hours each paycheck -
Rate

$ | Rate *

5. Enter the following information. Refer to the screenshots earlier in this document for section by
section screenshot examples:

e Profile information (name, address, SSN...)

e Compensation information (pay type and rate)

Compensation

Pay Type

Please Choose (reprasents BLANK, * -

Rate (Hourly or Salary per pay period)

$ t *

e Payroll and Benefits information

Payroll Benefits

Pay Frequency Eligible For Benefits

Please Choose (represents BLANK *
Standard Payroll Hours Medical Coverage Offered

Please Choose (regresents BLANK -
Benefit Class / Eligibility Group

Please Choose (ierisents BLANK

e Tax information (Federal, State...)

Taxes
State Tax
state
Please Choose (iepresents BLANK *
SUI State SDI State
Please Choose (iepresents BLANK - Please Choose (iaprasants BLANK

e Employment information (position status, DBDT level, reports to...)
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Employment

Position/Status Organization Compliance Reports To/Supervisor

Employment Type Division EEO Category + Reports To 1

Please Choose (represents BLANK * - Please Choose (represents BLANK * - 9 -9 Service Workers Carr, Una (35)

Status Branch Worker Comp Code + Reports To 2

Please Choose BLANK * - Please Choose onts BLANK x - cc-cc Please Choose (i«

FLSA Classification Department Reports To 3
Please Choose s BLANK Ad Please Choose (represents ELANK * > Please Choose (represents ELANK

Elgible for Rehire Supervisor (SC) €@

e User information. (A new hire must also be set as a user in the system for security purposes.)
While the User field is not required, it is recommended.
o Or, by using the Quick Add User function, you can quickly add a user — create a
username (email address) and assign them a role for security rights access to the
system. Click the Quick Add User button.

User

Select existing user (type to search)

& | typetosearch x

Quick Add User

e User defined custom fields (use to create up to three custom fields).

6. Click the Submit OnBoarding Request button at the bottom of the screen when complete:

Submit OnBoarding Request E Submit OnBoarding Request and start another E 1 did something wrong...Let me start over ')

Note: Remember that usernames (emails) must be unique to the system. Advanced HR 2.0 will verify
that the new username isn't already being used. Quick User Add is meant as a fast way to add a user to
the system with the most important fields. If other details about the user are to be entered, go to the
User List (HR Admin — Company — User List) page after completion here to review or add those other

details.

The new hire is now prepped.
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OnBoarding Dashboard

The OnBoarding Dashboard provides a summary for the Administrator of all employees who are in the
process of being onboarded. You can use the filter grid or click the Advanced Filter button at the top of
the screen to filter the list of employees.

filter grid T  Advanced Filter ¥

OnBoarding Dashboard
Actions Name/ID EmailAddress Status - Hire Date Tax Form
= Shortlegs, Gimli - (269) czz8@hotmail.com W‘ZOU 0144 P 05/01/2017 w2
= Marconi, Johnson - (276) John@sharklasers.com %‘DSHD’ZO” 0316 P 05/10/2017 w2

Requires Approval - 05/01/2017 01:27 PM

Smith, Hank - (268) Tiwaiw+T3zlicsxStahs@sharklasers.com 05/01/2017 w2
Oakley, Warren - (275) ‘Warren@sharklasers.com % 05/08/2017 w2

W n b Page: 1 of1 Go Pagesizet 4 | Change item1t04 04

It allows you to:

e Send an Welcome Email by clicking on the envelope icon under Actions with login instructions
for the new hire.

e Delete the onboarding status record using the trash can icon.
e View a complete detail of the onboarding process by clicking on the employee’s name.
e Start a new Onboarding Prep process by clicking the blue Onboarding Prep button.

e Download the dashboard in a spreadsheet.

In the example above you can see that the employees shown are all in different statuses of onboarding.
The first two have started, but not completed, their portion of the onboarding process. The third one
(Hank Smith) has submitted their onboarding input and is waiting for approval. And finally, the last one
(Warren Oakley) has been approved by the hiring manager and is ready to start.

For the New Hire, as stated earlier, they will receive a welcome email with a link and instructions on
completing their information. Information for them to complete will include:

e Profile (any information that was not entered previously)

e (Classification (gender, ethnicity, education level...)

e Taxes (federal, state, local)

e Emergency Contact information (name, address, phone number...)

e Direct Deposit information

e W4 setup (with E-Signature)

e |9 setup (with E-Signature)
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e Background check (with E-Signature)

e Company Document (for download, review, and E-signature)
In addition, for the sections concerning:

e Taxes

e Direct Deposits

o W4 information

e |9

e Background check

e Company Documents

The new hire will need to e-sign each before they can proceed to the next section.

Manager/Admin Reviews and Approves the New Hire

For the Manager/Admin, they will need to use the Onboarding Dashboard to review and approve the

new hire.

To display the Onboarding Dashboard:
1. Navigate to HR Admin — Onboarding — Onboarding Dashboard.

Onboarding

? Question Bank
L Task List
J OnBoard Prep
| & Onboarding Dashboard |

2. The system displays the Onboarding Dashboard summary page.

OnBoarding Dashboard

E OnBoarding Prep = & Download filter grid h Advanced Filter T
Actions NameflID EmailAddress Status = Hire Date
“ = Public, John - (11) public@sharklasers. cam Prepped - 06/30/2017 09:57 AM 08/30/2017
Requires Approval - 09/28/2017 08:18 PN
“ Smithers. Jackson - {13) Jack@sharklasers.com 09/28/2017

H - - . " Page: 1 of 1 Go Pagesize: 2 Change

Tax Form

W2

W2

Item 1 to 2 of 2
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From the Onboarding Dashboard summary page you can:

e Send an onboarding invitation by clicking on the envelope icon = under the Actions column.
This will send an email with login information for the new hire so they can complete their
paperwork.

e Delete the onboarding status record by clicking on the trash can icon under the Actions
column.

e View a complete detail of the onboarding process by clicking on the employee’s name.

e Start a new Onboarding Prep process by clicking the Onboarding Prep button

at the top of the screen.

e Approve and create an employee whose Status is Requires Approval by clicking the Approve
A
button on the row for that employee.

OnBoarding Dashboard

~

£ @& Download T Advanced Filter ¥

Actions Name/lD EmailAddress Status - Hire Date Tax Form

Prepped - 08/30/2017 09:57 AM

n = Public, John - {11) public@sharklasers.com 08/30r2017 w2

oval - 08/28/2017 08:18 PM
n Smithers, Jackson - (13) Jack@sharklasers com

" .-- Cl Page:

0812872017 w2

ltem11020f2

e Reset the Status back to Started for an employee whose Status is Requires Approval by clicking

the Reset Status button on the row for that employee.

When an Onboarding Invitation is sent, the employee is given access to Advanced HR 2.0 to complete
their information and any Onboarding Tasks.

The employee receives an email similar to the following sample with a link to access the system:

150 Asure Software 4/20/2018




Evoblyligtgn HCM Advanced HR 2.0 — Administrator Guide

EMAIL " COMPOSE " TOOLS " ABOUT ]

« Back to mboxJ Reply Fom‘nrdJ Show Original ] Display lmagesj

iSystems Demo - Employee Onboarding Invitation

From: system@hrnext.com, To: Warren, Date 2017-05-08 15:02:11

iSystems Demo

Thank you for your interest in our company.

We welcome you to our Employee Onboarding process.
Please click the link below to get started.

https://isystems.evolutionhem.com/Onboarding.aspx?onboardingkey=egbga274-e8be-
46d9-bs1d-bb2930309fcg

When the link is selected, the employee will be taken to following screen to begin the Onboarding
process:

Evolution®

HCM Technology

Onboarding

VERIFICATION - Enter Onboarding Key
You should have received an email with a unique link to your onboarding experience. If you clicked that link from the email or copy/pasted the link, this key should be pre-filled in for you. Please keep this link and/or key handy until you fully complete your
We will save along the way, so if you need to leave and return later, you can start from where you left off by using this same key.

Q e9b4a274-e8bc-46d9-b51d-bb2930309fc9

The employee will be walked through completing their pertinent information. Remember, this
information was defined in the Onboarding Task List:

e Profile (any information that was not entered previously)

e (lassification (gender, ethnicity, education level...)

e Taxes (federal, state, local)

e Emergency Contact information (name, address, phone number...)
e Direct Deposit information

e W-4 setup (with E-Signature)

e |-9 setup (with E-Signature)

e Background check (with E-Signature)

e Company Document (for download, review, and E-signature)
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When all information has been entered, the employee will have the option of submitting or going back
and editing:

REVIEW - Final Step

Please review each section for accuracy and then click the Submit button below.

v Submit my Onboarding | did something wrong...Let me go back 0

Note: After each task is completed, the employee selects the Save and Continue button to proceed:

é Save and Continue | did something wrong...Let me go back 0

Once selected, a new task will open up.

Once the information has been submitted, the employee will get a Confirmation Screen:

REVIEW - Final Step

Please review each section for accuracy and then click the Submit button below.

Success

Everything has been sent to us successfully. After things are reviewed, you will be contacted with next steps. Thank you.

Onboarding Documents

Any documents that were generated in the process will be avilable to you here. Feel free to download them. Don't worry though, because we will keep a record of them in the system for

you.
Download Filename Size (KB) Category
D 2013_06_26_19_58_12_116.gpx 13 Onbearding-Cempany Document
@ 2017_04_19 14.57 Meet Now.mp4 1547 Onboarding-Company Document
formbackgroundcheckauth.pdf 505 Onboarding-Background Check Auth
formig pdf 761 Onboarding-19
formw4._pdf 695 Onboarding-W4
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Approving the Employee’s Onboarding

Base Managers and above roles can approve the new hire. Go to HR Admin - OnBoarding - Dashboard.
To review and approve the employee’s onboarding, simply click on their name.

ﬂ iSystems Demo Oakley, Warren - (275) Warren@sharklasers.com 05/08/2017 w2

Note that we recommend that you use the Quick Add User feature. This allows you to create a User in
the system so that when they are eventually onboarded, they will already be in the system as a user and
ready to go. Make sure that the Send Welcome Email toggle is set to Yes and that you Assign a Role.

The role you assign will determine the new hire’s level of access. Click Add User when complete. An
email will be sent with details on how the new hire can access the system. Remember to click Save
Changes before you return to the Onboarding Dashboard.

. & v Approve 8 - .
Clicking on the Approve button will allow the HR Administrator to review and approve
the employee’s information. When the user is satisfied, they click Save Changes.

The employee is now fully Onboarded.

(01311 T¢Iy [\ Ml Oakley, Warren (275) - Warren@sharklasers.com

Once onboarded, the employee will receive a Welcome User/Password Notification email similar to the
following sample. This email provides the login information for the new employee:

EMAIL " COMPOSE " TOOLS " ABOUT ]

«Backtoinbox | Reply | Forward | Show Original | Display Images |

Welcome User/Password Notification

From: system@hrnext.com, To: Warren, Date 2017-05-08 16:45:28

Welcome to your HR portal of the future. Your username is: Warren@sharklasers.com

To protect your security the system requires strong passwords. Please make sure your password
includes at least one number, one non-alphanumeric character, one upper and one lowercase
character, and that it is between 7 and 30 characters without including any blank spaces.

If you haven't used the system before or would like to change your password, please click on or paste
the following link into your browser to change your password. This link will expire, so if you don't
make your change while the link is still active, please request another reset from your administrator.

https://isystems.evolutionhem.com/ChangePassword.aspx?changekey=7d1¢82b8-081e-
433¢-b395-9c6edfdacae8

After clicking the link above to change your password, this link should NOT be subsequently used to
login to the application. If you wish to login to the application at a later time please use:

https://isystems.evolutionhem.com/Secure/Home.aspx
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Following the above link, the employee is taken to the Change/Set Password screen. This screen allows
the new employee to set their password for access to Advanced HR 2.0. They will then be able to go to
their Dashboard (ESS):

Evolution®

HCM Technology

Qﬁ Change Password Process

STEP 1 - Enter your usemame/email
n addtion o the secure lnk and nique code provided to you, we wil iso valdate your usemame in th process.

[ [ Wargshatioses o <
STEP 2 - Enter NEW password

e th e pason P s o Your B Yo b askac o e 4 e very h acurscy

pppppp Y]

= o[=]
Re-nto Paseem

(=T~ -]

STEP 3 - Confirm and Click
Complste password change process by confirming your information and chcking beiam.

Once Change Password is selected, the employee will be taken to the Advanced HR login screen:

Evolution® Hcwm

by ASURE
Sign In
Username
Psername = |
Password
Password 2 ®

Forgot Password?

The employee’s view is based on their assigned level of access in Advanced HR 2.0. In our example,
Warren was given the “BaseUser” access level.

Note: Access level can be changed, but its default settings for new employees is set on the HR Admin -
Employee Actions — Self-Service Setup screen.
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| Default settings for new Self-Service users |

TFA Active Timezone

Send Welcome Email Assign a Role

No Yes ENDEMOVM - BaseUser (Level=10) v -

Terminating an Employee

Terminating an employee is a simple process in Advanced HR 2.0. You must have security access to do so
— this includes Super Admins, Service Bureau Admins, and Base Admins. You can only terminate an
Active status employee.

To terminate an employee:
1. Go to HR Admin — Employee Actions — Terminate Employee.
Employee Actions

&+ Add New Hire

Self-Service Setup
&x Terminate Employee |

Note: Terminating an employee can also be accessed from the Quick Links screen.

2. When the Terminate Employee option is selected, the system displays the Termination Process
wizard. This wizard will walk you through the process of terminating an employee.

Termination Process &x

Terminate Employee

STEP 1 - Employee Info
The information below helps to guide you through the rest of the Termination process. Remember, you can only terminate a current ACTIVE employee.

Company Employee Termination Date

B Please Choose (epresents BLANK) * - & | Please Ghoose * - 10/06/2017 @

Let's begin Termination =§p

3. InStep 1, select the Company, the Employee, and the Termination Date. The Termination Date will
default to the current date. However it can be changed by selecting the calendar icon.
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Termination Process &x

Terminate Employee

STEP 1 - Employee Info
The information below helps to guide you through the rest of the Termination process. Remember, you can only terminate a current ACTIVE employee.

Gompany Employee Termination Date

B shelburne Farms 01 (SF01) v & Lee, Jubilation (6) v 10/06/2017 ]

Lef's begin Termination =g

4. Click the Let’s begin Termination button.

Let's begin Termination 9

5. In Step 2, select the Status, Termination Reason, and if the employee is Eligible for Rehire. You can
also add any comments in the Comment editable field.

Terminate Employee

STEP 1 - Employee Info
The information below helps to guide you through the rest of the Termination process. Remember, you can only terminate a current ACTIVE employee

Company Employee Termination Date

B  shelburne Farms 01 (SFO1) ~ & Lee, Jubilation () - 10/06/2017 ]

STEP 2 - Fill out Termination information
Ghoose an appropriate status and optionally provide a reason and comment. Dort worry, we'lltell you if you forget anything important

Employment
status + Termination Reason + Eligible for Rehire
Comment

make a custom note about termination here

Submit Termination gy 1 did something wrong._Let me start over ")

6. Click the Submit Termination button when complete.

Submit Termination gyt

Note: After Terminating the employee, remember to adjust their User Security Role accordingly. Go to
HR Admin — Company - User List. Click on the user. If, for example, they were a Base Manager, that level
should be removed so they only have access as a Base User. If you choose, you can also delete or make
them inactive as a user.
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Rehiring an Employee

To Rehire an employee, make sure you are first locked into that company and employee using the
Company and the Employee search boxes in the upper-right section of the Dashboard:

WR Shelburne Inn & Shoppes Will Roberts

T HR Admin~ Quick Links~
B WR Shelburne Inn & Shoppes (Wil) x - || Langbottom, Jasper (144) I x I

If the employee is Eligible for Rehire, go to the HR Admin - Employee Maintenance - Employment
Detail. Since you are locked in, the employee’s name will appear in the Employee dropdown:

Employment Detail & &t

iy B eempicyes 1o Give & bemier commext for the efecive date Tt you will be chossing We will be copying

1 yeu wark 5o bire - teemiate 4n ampioyes. plesse 1 o weuld ke b add & Postion Organizaton record. phe
d when choosing an efective date. ¥ou Cannot pick 3 date that would becoms the first htoncal dated

9010 the special processing pages that are setup 1o informaion from the previous efecive dated recond, 0 please mu
help yOou wilh THOSE NESPeCHE DIDOEESES. recoed for this empioyes. Also rememiber that & is NOT a good idea 10 haw ftpie records for the same empioyee on T same day. The system can get confused on which one should
(SR ] a0 wme | A

f you with b5 re-hire (or 8dd any record) for an inactive employes. please ube the 1op smplcyse search b find the inactive smployes rathar un e Siapdown selection

Company Employes

W W Shelbume inn & Shoppes (Wil) = s m
Make sure the greenIs
- - . Eftectrve Oatn s this & RE-MIRE?

this a Rehire toggle is P = - -

set to Yes.

Click the blue Let’s
begin adding a
Position/Organization
button.

Set the Is this a Re-Hire? toggle switch to Yes.

Position/Status

Position

When the employee’s Employment Detail

TS - Training Specialist
screen opens, scroll down to the

Employment Type Position/Status tile. Select Active from the
NA - N/A . Status dropdown.
Status

Click the green Save Changes button when
complete.

Active - Active
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The employee is now Active. You can verify this by viewing the employee’s status in Evolution Classic.

Go to Employee — Employee - EE Entry tab:
6 e IRIE] CIICIE)

£ 58 Admin ‘ 6 . ?‘9 i @\_’/“ﬂ@ .

T advin : Wil

WR Shelburne Inn & Shoppes
WR Shelburne Inn & Shoppes

Finance
1] o/ Repor

88 Browse & EEEnty | ED) Detais | o Address |

w2 | B Federal | [F Notes | 8 HR | 7 4ca | | Documents | [ Mail Foom | &7 Self Serve |

55N EE Code= Pay Frequency= Standard Hours Federal Marial Status
555.654550 [Birweskiy = ] (* Singls (" Maried
Last Name * Salary smourt Average Hours Federal Dependents
|Lnr\ghntlnm \ \ \ i uu\ | 0 \
First Name Mi Fiate Number= Flate Amount*
[Vasper Nl | 1] 20.00]
Addiess 1= Position for Pay Grade Pay Grade State=
[ £ oo ‘ il =
sol
Addiess 2
\

o Sae e . -
[Thebes \ 524 | Healthcare Coverage=
Primary Phore - E— [N ER Paid s/t Elgibl_+ | State Marlial Status*  State Dep

[ e -] Diependent Coverage Avaiable Eligible for Benefits [
Date of Bith County [1s = = T
57201900 [men ] S
Ethnicity= Tribe o ome:
|Elack nrAlu:anAmen:ﬂH ‘ Labor Defaults © Yes & No

£ #ssign D/B/DIT
i Recipiocal Method
Al S5 Division Ratai Shelbune Inn Store et =
Cunent Hire Date* Original Hire Diste Branch Cheese | [Cheese Shoppe Ficciprocal State
[z 218 = [sraracnz =l Depatment Taster | [Cheese Taster | ~|
Cunent Term Dale Eligible for Richire™ e Il ]
EEEE ][ves = Dt
Cunent Status Code= -]
bctive -
| -] Deefault Job
Pasition Status* _Il
N/ | =
Urion
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The Payroll Data Cutover Process

This section describes the process to perform a Payroll Data Cutover — which means — to onboard the
company payroll data from Evolution Classic into Advanced HR 2.0.

You've completed all Evolution Classic and AHR 2.0 setup, now
what?

The following fields in Evolution Classic will be migrated by the

Payroll Data Cutover process:

* Company level information (company code, address, WC policy
ID...) needs to be complete.

* (if used) DBDT structure.

*  Employee, Dependent, and Emergency Contact information

*+  Pay rates/direct deposit information

*  Employee education.

HEH

H Al

The company must exist in Evolution Classic and have a Status of “Access” in order to perform the
payroll cutover. Verify that your Service Bureau has upgraded to the “Stowe” version of Evolution. We
recommend that you have run a couple of payrolls with Evolution Classic before onboarding the
company payroll cutover to Advanced HR 2.0.

Before the e Create a Service Account User
[ ]

Create the AHR 2 Security Groups
PayI‘O '.I- Cutovel‘: e Add the Evolution user email

addresses

Add the Employee email addresses

Run the AHR 2.0 Onboarding Report

There is a Payroll Data Cutover wizard that will walk you through the process of onboarding a company
from Evolution to Advanced HR 2.0.

Note: The Payroll Data Cutover Process will not complete if effective dates in Evolution Classic are for
any future dates. You can use the AHR 2.0 Onboarding Validation report (S3550) to help you identify
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any future effective dated fields and to correct them. Refer to the appendix in this guide “Effective Date
Fields List and Onboarding Validation Report” for more information. These steps are also explained in
the AHR 2.0 Implementation Guide, which can be found on the Evolution Resource Center.

The Data Migration Tool Overview

For those clients that are Advanced HR 1.0 users, note that there is the ability to migrate data from
Advanced HR 1.0 into Advanced HR 2.0. This can be done as part of the Payroll Data Cutover process, or,
anytime afterward from the Company List screen.

The Data Migration Tool feature enables the Admin user to migrate selected company and employee
information from Advanced HR 1.0 for companies which were on it prior to the company Payroll Data
Cutover into Advanced HR 2.0, or, for companies from this point forward which go through the Payroll
Data Cutover Process, it is a new option as part of that process. The Migration can be triggered by the
user at the end of the Payroll Data Cutover process where the system will prompt them if they want the
additional data from Advanced HR Version 1.0 to migrate over to Advanced HR 2.0.

For companies which have already been through the Payroll Cutover process and onboarded onto
Advanced HR 2.0, there is an option on the Company List screen (HR Admin — Company — Company List)
which will enable that company’s data to be migrated to Advanced HR 2.0.

The Data that can be migrated into Advanced HR 2.0 currently includes the following:

e Dependent information

e Emergency Contacts

e Employee Notes

e FormW-4

e Employee Documents (Documents from the Employee Folder)

e Onboarding/Consent Documents (Documents from the Onboarding Profile)
It’s important to remember that the Data Migration Tool will only appear for those companies that are
in Advanced HR 1.0. In addition, a necessary first step is to turn off access to the Advanced HR 1.0
company BEFORE the data migration occurs. Otherwise, there will be a discrepancy in the data that is

flowing back to Evolution Classic. Unless this access to Advanced HR 1.0 has been turned off, the Data
Migration Tool WILL NOT appear.
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. % [Pilotadrmin Pilotadmin

Evolution e ——— ) pe—

Advanced HR = ohe upehdmnarater g

S Ot
Employess  Payroll Expanses Reporting | Utiities  Setup
G tome > Senp > Company Serup Agvanced Sewrch My Saved S4mchen
Type cay Ananyacs
~ Server Assigremant - 4 Country
State e mat

On the Company Setup screen, it is absolutely - -

necessary that, prior to the Payroll Data ,

Cutover, you switch off Access. o

Click the Access option button located in the R——

lower right portion of the screen. When E——

clicked, the Active Company option button at Trwpont i Usaic

the top of the screen will also switch off. Rraste estiontlaragumces:

Remember to click the black Save buttonin | ™77

the lower left corner.

e
Evolution® == Evolution® ="
Advanced HR

Turning Off Access to the Company in Advanced HR 1.0

Note: For information about how to use the Data Migration Tool, refer to the section in this guide titled
“Using the Data Migration Tool”. Also note that the “Using the Data Migration Tool in Advanced HR 2.0
Job aid” is posted on the Evolution Resource Center, under the Advanced HR 2.0 — Job Aids section.
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Performing the Payroll Data Cutover Process

To perform the Payroll Data Cutover:

Account
1= Account List You'll be taken to the Data Cutover wizard. This wizard
hnd will walk you through the simple process of onboarding a

erace Location List company from Evolution Classic to Advanced HR 2.0.
% User/Company Assignment
@ User/Company Exclude

1. Go to HR Admin — Account — Payroll Cut-Over.

You can also access the Payroll Cutover within the Quick Links tab.

2. The system displays the Payroll Data Cut-Over Process screen.

Payroll Data Cut-Over Process E =2

Data Cut-Over

STEP 1 - Action Type and Connection
Action Type Payroll Servi

B Please Choose (represenis BLANK) * - @ | Please Choose (represenis BLANK) *

3. InStep 1, Action Type, select an Action Type of New — Import New Company. This should be the
only choice. Select it.

Payroll Data Cut-Over Process E 2

Data Cut-Over

STEP 1 - Action Type and Connection

Action Type Payroll Service Location

B New - Import New Company v - @  Evolution V3 - https://apidev evolution-software com/v3/apilburea v -

4. Select the Payroll Service Location (this is your Evolution Classic database, based on your specific
environment). Per your implementation — there should only be one value to select displaying in this
field. In our example, we select the Evolution 3 environment. The Payroll Service Location points to
your Evolution Classic database.
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Payroll Data Cut-Over Process E 2

Data Cut-Over

STEP 1 - Action Type and Connection
Action Type

Payroll Service Location
B New- Import New Company v - @ Evolution V3 - https/apidev evolution-software. comiv3/apilburea. v

Lef's begin=gp

5. Click the Let’s begin button to start the Payroll Data Cutover process.

6. The system displays the Step 2 — Company Selection section.

Payroll Data Cut-Over Process E =

Data Cut-Over

STEP 1 - Action Type and Connection

Action Type Payroll Service Location

B | New- Import New Company - @ | Evolution V3 - hitps. /lapidev.evolution-software comiv3/apilburea.

STEP 2 - Company Selection

Company Default Time Zone
B | Please Choose * v B Please Choose (represents BLANK) L I
Select company and continue =) 1 did something wrong...Let me start aver ')

7. Select the Company that you want to onboard from your Evolution database.

The Company list that is displayed in the dropdown will be all your clients in your Evolution Classic
database.

8. Select the Default Time Zone for the company.

Payroll Data Cut-Over Process £ =

Data Cut-Over

STEP 1 - Action Type and Connection
Ty

Action Payroll Ser

STEP 2 - Company Selection
Company Dottt Timo Zono

[| Alpha - Samgio Clent v - [- I Eastorn (US and Ganaa) (UTC-06:00) v -

i

| et somathing wrong...Let me start over ')

9. Click the Select Company and Continue button.

10. The system displays the Step 3 — Options section of the screen.
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" v
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Step 3 allows the user to set default Self Service and HR Admin
Roles. In addition, you can enable:

* Swipe Clock integration.

* Admin Users (who will not access Payroll Data)

When complete, click the blue Set options and continue button.

11. Step 3 allows the user to set default Security Roles: Security Roles are discussed in detail in the
Advanced HR 2.0 Security Guide.

a. Select the Base User Role from the Self Service Role dropdown.
b. Select the Base Admin Role from the HR Admin Role dropdown.

Note: Default Security Roles will automatically be created for the company after the Payroll Data
Cutover is successful. After creation these roles can be assigned to users. Step 3 is merely for the
purpose of creating a Base User and a Base Admin role. If these roles weren’t added here, the company
wouldn’t have these roles to choose from after the Payroll Data Cutover. Security Roles are discussed in
detail in the Advanced HR 2.0 Security Guide.

12. Once you select the appropriate options, click the blue Set options and continue button.

13. In the Step 4 — Data Test section, click the Test Source Data button.

STEP 4 - Data Test

| did something wrong...Let me start avero

Test source data *

a. The purpose of Step 4 is to test the data BEFORE it is brought over into Advanced HR 2.0. For
example, if there were duplicate email addresses, the system would flag them. The user
could go back to Evolution Classic and correct the errors and Test the source data again.

b. If the datais clean, however, the user will be allowed to proceed.
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STEP 4 - Data Test

1

* Crroes foonvension cann

Dt s clean and ready for cut-over... Gick 1o continue, =9 186 something wrong. Lt me start aver ")

14. If there are no problems with the data, click the Data is clean and ready for cut-over Click to
continue button. This will start the Payroll Data Cutover process.

15. The data starts moving from Evolution into the staging tables and then into Advanced HR 2.0, the
progress is shown on the screen.

Payroll Data Cut-Over Process E =

Data Cut-Over

Copying data o staging ables (o company Alpha Sarnple Cliont,

The Payroll Data Cutover is dependent on the size of the company being brought over. It could take 5
minutes or longer. It will bring employee data, direct deposit data, organization structure, DBDTSs, etc.

Note that the Best Practice is start small. Your first cutover should be with a company of no more that 1
to 2 dozen employees.

Coaning data 1o staging tablos (or compary Alpha - Samolk Cliant,

When done, the system displays a “Congratulations. The Go Live process has succeeded. Company
NNNNN is now live” message.

Note: If you also want to migrate selected company and employee information for a company that was
in Advanced HR v1.0 over to Advanced HR 2.0 immediately after performing the Payroll Data Cutover
process, this is the point in the process which you would then use the Data Migration Tool. See the
section in this Guide Using the Data Migration Tool.
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Note: Once the Payroll Data Cutover is complete, the company is now available for access in Advanced
HR 2.0 and can be edited.

B o “No Company Selected" Will Roberts
Evolution® Hcwv e —
by ASURE HR Admin~ Quick Links~

Payroll Data Cut-Over Process S =

Data Cut-Over

Processed batch 19 of 22 (86%)
Processed batch 20 of 22 (90%)
Processed batch 21 of 22 (95%)
Processed batch 22 of 22 (100%)
Setup standard roles.

Congratulations! The Go Live process has succeeded. Company Will 2 - Will's Other Company is now live.

Return

If you then go to the company search field at the top of the screen, you can now search for the company
you just onboarded (Sample Client Alpha) in our example.

_ e ekt Tl s - : — = =

Payroll Data Cut-Over Process S = N

STEP 1 - Action Type and Connection
Action Typa Puyroll Sorvice Location

it HLANK) L @ | Plouso Choosd feprosents FLANK) *

Loraboon =P

W Plouso Chooso popeser

If you go to the HR Admin — Company — Company List screen, you will now see the company you just
onboarded on the screen.

Company List B

m T O Downkoad of @ Y Advancod Fler Y
Actions  Account Company Namo = Codo Croat Dato [0 PR Intogratod w2s PR Roports
n Systorns. Samplo Clont Apha br 0773172017 01:00 PM N n u Yo u v

wl e - L] Page: 1 of1 Go Pagosize: 1 | Chango Tom 11010l 1
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If you click on the company row, you get the details for this onboarded company.

Company:
Gompany Info Physical NamivAddross Logal Narme/Addross
Actount Dasing Business As Legal Name
iSystonms " Doing Business As Lasgal Mame
Gompany Name Addrosss Line 1 Adcleoss Lino 1
Sampio Clont 532 Sumplo 51, Adcioss Ling 1
Active Adddross Line 2 Adceuss Ling 2
Timazona City Gity
Plosiso Choose (ot 5ANK - Sampin
Croate Dato [0 Stato Stato
0773172017 01:00 PM m VT - VERMONT, US - Plos Choose juprss s FLANK
Sorvics Start Date Zip Cexdor Zip Codo
01/01/2001 ] 00000 Zp
Gontact Other Info
First Narmo Worker Gomp Palicy 10
Contact Policy 1D
Last Nama
Name Here

You can go to HR Admin — Company Structure — Division / Branch / Department / Team screens to see
the company structure details.

Note that after the Payroll Cutover is complete, the best practice is to make sure of the following:

After the Payroll e Verify the Company was created

Confirm the employee information is correct

Cutovel": e Update the future dated fields using the
Onboarding Validation Report (S3550)

4/20/2018 Asure Software 167




Advanced HR 2.0 — Administrator Guide EVOJH’EJ(R'.EI’]

Remember: after the Payroll Data Cutover has been performed, the fields that have been migrated to
Advanced HR 2.0 will be locked down in Evolution Classic.

& Payrol Products |
.
Paysoll Product HA=
- Advanced HR 2.0 -
HCM LRL T
Https://Campass Demoevalutionportal ComHr/
Allove AP| Access™
i Yes " Ho L
=
Employee Portal Analytics When employees login, they will be directed to the
Employes Access Oplion™ Inchude in Anslics Company Dashboard. This Dashboard will function
C &N .
@ Employes Pottal " Employee Self Serve as their Employee Portal.
Anabtics Level™
EE Info= ~]
M |
Tirme OfF = - =
= g
Benefits * Site Mumber
Full Access |
Direct Deposit=
Ful Aecass x|

In addition, the Employee Access Option in the Payroll Products tab in Evolution Classic will
automatically be switched from Employee Self Serve to Employee Portal.

Note that Dependent information is now coming over as part of the normal Payroll Data Cutover
process. This will assist in keeping in sync with any already in progress ACA plans in Evolution for
companies which are onboarding at mid-year to Advanced HR 2.0.
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Employee Maintenance Menu

The Employee Maintenance sub-menu on the HR Admin page is the area where you work with specific
employee records. Depending on your security settings, you may be able to add, edit, inactivate, and
delete specific employee records.

An end user, such as an HR Manager or Admin, will most likely be accessing this tile on a regular basis.

Evolution How =
e - =

Employee Maintenance T o o=

& Employee Summary

& Achievement

& Alternate Rate

& Certificate

& Class

& Class (rapid enroll)
& Compensation e
& Direct Deposit =

& Document (employes) .
& Document (company)

& Education

& Emergency Contact Go to HR Admin - Employee Maintenance for access. Within the
:F_;“"""mem Detal tile, you can:

& Labor Allocation ¢ View the Employee Summary

:H:f:” *  Set Alternate Pay Rates

& Pay Stub * Enroll an employee in Training Classes

:;n;\:ew * \View and edit Direct Deposit information

& Tax (Federal) * Add employee and company Documents

ﬂ:: o * View and edit Emergency Contact information

* View an employee’s I-9

* View and edit an employee’s Labor Allocation
* Access Pay Stubs

* View and edit an employee’s Tax information

Refer to the separate Advanced HR 2.0 Employee Maintenance Guide for
information on how you update employee records using the Employee
Maintenance menu screens and to learn how to Terminate Employees.

Important information for Administrators to know about two of these
screens - Direct Deposit and Employment Detail - is also provided
below in this Guide.
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Direct Deposit

Base Users have the ability to add their Direct Deposits, whether for one bank account or multiple
accounts. When an employee submits their Direct Deposit allocations for approval, their supervisor gets
an email notification of the submission, including a link to follow so that they can approve or reject the
Direct Deposit.

In addition, Base Managers and Base Admins have the ability to enter Direct Deposit information for
employees. Please note that Base Admins can enter, view, and approve Direct Deposits for any
employee in the company. Base Managers can only enter, view, and approve Direct Deposit information
for the employees that they supervise.

Base Users

The My Payroll — My Direct Deposit screen displays a list of all current and past direct deposits. Clicking
on an individual item row provides the details, as shown in the second screenshot.

Direct Deposits & it

Actions

& Downlcad iter grid Y Advanced Filter ¥

Start Date - End Date Routing Account Account Type Status

03/01/2016

02/24/2017 000000000 65885 Checking

Page: 1  of1 | Go Pagesize: 1 | Change Item 1 to 1 0f 1

Deposit:

Employee Bank Info Account Type

Company Routing Number Checking

savings

B JCoz-Cozy Inn & Hamburgers (JCoz) - 000000000

Employee Account #

&  Quinn, Simon (18) - 569 No Yes

Money Market

Transaction Info Details Deduction Info

Start Date Prenote? Deduction Code

End Date

03/17/2017

Amount Code

Flat Amount

Amount

$ | 300.00

03/15/2017 ] No

D02 - Partial Direct Deposit 1 <

Approval Status

Please Choose (represents BLANK) v

To enter a new direct deposit request record, click the + New button.
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[ E— [E) save & Next Recors | Close 3¢
Deposit:

Employss Barik Info Account Type
Company Routeng Number Checking
’T Shelburne Farms 03 (SF03) v - 107000327 L4 e
Employss L Bavings
[& sraveman,sonace v - v

Maney Markst
Trarsaction Info Dutails Deduction Info
Start Date

o1m3Z018 Ve
— Enter the following information:
= e  Routing Number Note that an Admin or
Amount Code
Purcartaga v e Account Number Manager, upon approval,
P Start Dat will enter the Deduction
. . . art Date
[ ] 1000 v Info. These are the E/D
s Amount Code codes from Evolution
o Percentage Classic.

o Balance/Remainder

) o Flat Amount
Click Save Changes

when complete o Live Check Amount

¢  Amount of Deposit

Note: Currently, the only Account Types that are set up for Direct Deposits are Checking, Savings, and
Money Market. The system will allow for multiple entries in each category. Remember, if there are
multiple checking accounts, for example, you'll need the corresponding E/D codes for each account.

Base Managers and Base Admins
Base Managers and Base Admins have the ability to enter Direct Deposit information for employees:
e Base Admins can enter, view, and approve Direct Deposits for any employee in the company.

e Base Managers can only enter, view, and approve Direct Deposit information for the employees
that they supervise.

After receiving a notification that an employee has submitted a Direct Deposit request, the Base Admin
user goes to the HR Admim - Employee Maintenance - Direct Deposit, to approve it.
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Direct Deposits & I
< O Downlocad filter g Y  Advanced Filter Y
Actions Name Emp ID Start Date| - End Date Routing Account Account Type Status
Mackay, Isaac 2 0312812017 000000000 89465435 Checking [ Approved |
Ferrari, Harnison 106 04/12/2017 000000000 956514 Checking ==
Blake, Anne 16 04/24/2017 000000000 984654 Checking [ Approved |
Poole, Frank 123 04/25/2017 000000000 94622 Checking ===
Mandrake, Lionel 108 0511612017 000000000 6656599855 Checking ==
Blaker, Harriette 20 06/02/2017 000000000 500 Checking ==
n Arpuvian, Samson 134 01/03/2018 107000327 5165164685 Checking D
L « 1 2 > L} Page: 3 of3 Go Pagesize: 15 Change Item 31 to 43 of 43

The Base Admin sees a Direct Deposit dashboard for the company. They click on the name of the
employee that has a Pending Direct Deposit request. In the Deduction Info section, they enter a
Deduction Code for the Direct Deposit and change the Approval Status to Approved.

Save & Next H!.‘:oﬂl" H Erev Record ciose Y
Deposit:
Employen Bank Infc Account Type
Company Routing Numbaer Checking
Emplayes Account ¥ Savings
&  Arpuvisn, Samaen (134) . SIES1E465S “ Yes
Manay Mashat
Transaction lnfo Details. Daduction Info
Start Date Pramote? Deduction Coda
& [ e s [oTTRT—— v -
o Bt
L Approved -
Amourt Code
Percentage = . AT - H : g
. Admins have the ability to edit any information. However, you’ll
BEE v need to enter a Deduction Code and change the Status to
Approved.

Once approved, the Direct Deposit will be active.
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Direct Deposit Notifications

The following table lists the Notifications that employees and Admins/Managers may receive related to
Direct Deposits.

Request Submitted Sent to Employee to let them know their request is successfully
submitted.

New Request Sent to the people responsible to review and approve new direct
deposit requests when they are submitted.

Request Rejected Sent to the Employee to let them know their direct deposit request
is rejected.

Request Approved Sent to the Employee to let them know their direct deposit request
is rejected.

Here are some sample Direct Deposit Notifications for a company from the Communications -
Notifications — Direct Deposit category screen.

2 O Dounload Jtor grid v
Direct Deposit - Direct Deposit -
Category Name Active Recipients Delivery Description
Direct Deposit Request Submitted No WG| Target Employee Delivery when event occurs | Sent to Employee to let them know their request is successfully submitted
Direct Deposit New Request No [N Target Employee ~ Reports To 1 Delivery when eventoccurs  Sent to the people responsible to review and approve new direct deposit requests when they are submitted
Direct Deposit Request Rejected No W& Target Employee Delivery when event occurs  Sent to Employee to let them know their deposit request is rejected
Direct Deposit Request Approved No [REH  Target Employee ~ Reports To 1 Delivery when event occurs  Sent to Employee to let them know their deposit request is approved.
N - s Page: 1 of1 Go Pagesize: 4 | Change

For more information about the Notifications feature, refer to the Notifications section of this Guide.

Employment Detail

Provides complete details on the employee’s Position/Status, Organization assignment, Compliance
details, and Supervisor assignment(s), literally all the employee’s employment details. From Effective
Dates, to DBDT assignments, to Benefits, to who Supervises the employee. Most of this information will
migrate from Evolution Classic to Advanced HR 2.0 when the Payroll Data Cutover is performed. Initially
however, you will want to set up the Reports To/Supervisor section/field of the screen.

Multiple Entries for Employees May Display Depending on the Change

It’s important to note on the Employment Detail dashboard - accessed by scrolling down the screen - a
list of all the employee changes, and or, updates that have occurred will be displayed:
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S & Download fiter grid v
Actions Name Emp ID Eff Date - Position jorashization|Stiuctiry Status Reports To 1 Hire Term
Shirt, Red 28 1212612017 NA Main Office, Human Resources, HR Manager ~ Active u Yes u Yes
Smith, Jameson 27 11132017 Training Specialist Shelburne Inn Store Active Shirt, Red u Yes u Yes
Smith, Jameson 27 10/11/2017 Training Specialist Shelburne Inn Store Active Shirt, Red u Yes u Yes

Note: Depending on the change, multiple entries for employees may be visible with the corresponding
effective date (Eff Date column). This point has caused some confusion — this is not an indication that
the system has created a duplicate record by mistake.

For more information about the Employment Detail screen, see the Advanced HR 2.0 Employee
Maintenance Guide.

Tools Menu

The Tools menu provides access to the following items:

Tools

& Data Import
£ Payroll Data Sync

Data Import Tool

The Data Import tool allows you to import the following Employee related information into Advanced
HR 2.0 by using the Data Import Template (Employee Concept) Microsoft Excel spreadsheet. You can
download the Import Template from the Data Import Configure and Process Dashboard, enter the
employee specific information, and then upload the template. Once uploaded, employee information
will be imported into the appropriate fields into Advanced HR 2.0.

If the company has been previously been through the Payroll Data Cutover process, you can import the
following information:

e Emergency Contact information

e Employee notes

e Achievements

e Certificates and license information
e Employee reviews

e Dependent information
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e C(Class enrollment

Note: The Data Import will not create information or documents, such as a Certificate or a Training
Class. The tool will only import data and attach it to an employee. It is also important to remember that
the import tool needs a location to import the data into it. For example, if a user wants to import Class
information, the Class needs to have already been created and assigned to an employee.

To use the Data Import Tool:

1. Goto HR Admin - Tools — Data Import.

Tools

& Data Import
= Payroll Data Sync

Select the Company.

w N

Select the Type of Data to Import (for example, Employee Concept Data).

Data Import &

Configure and Process Data Import

Setup Import
Company
B Will's Other Company (Will 2)

Type of Data to Import
Employee Concept Data v -

&3 Upload Spreadsheet

4. Click on the Download Template button. Click on the Data Import Template file icon at the bottom
left corner of your screen and save the Template file to your machine.

LE] DatalmportTempl...xlsx ~ ~

o

Open the saved Data Import Template file and enter the employee related information that you
want to import on each tab of the spreadsheet. Currently, this consists of the following tabs.

T

-‘ EmergencyContact EmployeeMote | Achievement | Certificate | Review | Dependent | Enroller .. ()

Note: Required fields on each tab are shown by the column headings in red. Optional information is
shown in black. Row 2 of the Data Import will be populated with sample information. It is important that
before importing, you delete the non-relevant information, for example, the sample data in each row. If,
for example, a user does not want to import Certificate or Review data, they can simply delete the tab,
or, just delete row 2 of the template.
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Emergency Contact tab

A B C D E F G H J K
ployeelD ContactType FirstName i LastName Address1 Address2 City State Zip Emai
6027 Brother Joe William Hally 212 N HOLBROOK RD SCOTTSDALE AZ "85255 loe.hally@mydomain.com

[ERF SR,

Employee Note tab

A B © D
EmployeelD Date Title Description
6027 1/2/2018 Yelling Yelling on personal phone call

ESRRTERY SR

Achievement tab

A B T D E
EmployeelD AchievementTypeCode AwardedDate ExpirationDate Notes
6027 INT 1/2/2018 4/2/2018 Internship completed on 4/2/1018

[ ST C I

Certificate tab

A B C D E F G
EmployeelD cCertificateTypeCode CertificateNumber IssuedBy IssuedDate ExpirationDate Notes
6027 FIN 123456 Head of Finance Dept 1/2/2018 1/2/2019 Completed with honors

EREERI SR

Review tab

A B & D E F G H
EmployeelD ReviewTypeCode i usTypeCode i 1Employ i heduledDate i 1( letedDate i 1Rating i 2Employeeld i duled
” 1
6042 ANNUAL c 6027 1/1/2018 1/2/2018 85.50 6024 1/3)
A B & D E F G H J K
EmployeelD RelationshipType Fi i L BirthDate SSN GenderTypeCode IsStudent Address1
6027 Child Kim Daisy Harrison 1/2/2015 123-45-6789 F True False 212 N HOLBROOK |

Enrolled tab

A E C D E F
EmployeelD ClassTitle GradeOrResult CompletionDate  ExpirationDate Notes
6027 Harassment Training 95 1/2/2018 1/2/2013 Completed with complete understanding

6. Once you have completed entering the information in the desired tabs of the Data Import
Template, save the Data Import Template file. Note: You do not have to complete all the tabs, only
those for which you have data to import.

7. To upload the employee information to Advanced HR 2.0, go to HR Admin - Tools — Data Import.
On the Data Import screen, select the Company and Type of Data to Import.
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Data Import &

Configure and Process Data Import

Setup Import
Company
E  Will's Other Company (Wil 2) -

Type of Data to Import
Employee Concept Data v -

| &3 Upload Spreadsheet &3 Dowmload Template

8. Click the Upload Spreadsheet button.

9. Browse or Drag & Drop the Data Import Template file into the Documents field.
“ Upload Document (xIsx)

Documents
Browse or Drag/Drop documents Temporarily Uploaded Documents

Document has been successfully

uploaded to our servers. Click the "Set
Spreadsheet for Use” button below to
iock-in this spreadsheet for processing

B

Drag & drop files here Filoname. *

Datalmpon(Template_EmpioyeeConcepiData xise 1

[ 5ot Spreadsheet for Use:

10. The system moves the Data Import Template to the Temporarily Uploaded Documents section of
the screen. Click the Set Spreadsheet for Use button.

11. Back on the Configure and Process Data Import screen, in the Process Import section, click the Click
to Process Spreadsheet button.

Data Import &
Configure and Process Data Import
Setup Import Process Import
Company Chosen Spreadsheet
H  Shelburne Inn & Shoppes - Will (Will) - DatalmporfTemplate_EmployeeConceptData _S_xdsx
Type of Deta to Import @mlnhn&‘ss Spreadsheet
Emgloyee Concepl Dala =
Import Type Status Message
& Upioad Spreatsheet & bownioad Template
4/20/2018
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After clicking the Click to Process Spreadsheet button, you’ll be able to see the Status of each Import
Type:

Setup Import Process Import

Company

g Dita suceenitally mpanad
W | 1701 Chub (1701}

Type of Data ts bmport

Impon Typs Stans Massbe
Plonse CROOSE w0ty BLAN *
EmargencyContact = Pre-check vakdaton s cesn
Emgiayeenote = Fre-check sakdaton i cean
At = Pre-check sabdanon & dess
(Cartifcate P daita 92 impont for Shis concept
. Ruview P duts 40 impont Sor s cancept
Note that in our example, we
Cwpendent == Pra-check vabdation i cleas
chose to not import any R — Pre-chack vakivton s hesm

Certificate or Review data.

Once the Data Import is complete, and you get confirmation of the import, you can verify its success by
viewing the information in the corresponding screen. For example, to verify the Notes import for an
employee, go to HR Admin - Employee Maintenance — Notes.

Notes & <

B = | aoencas v

Actions. Date ~ Title Description

n 02/04/2018 Computer use Using company computer for personal use on company time.

e - L Page: 1  of1 Go Pagesize: 1 | Change ftem 1 to 1 of 1

Payroll Data Sync

The Payroll Data Sync menu item on the Tools menu is another link to the Payroll Data Cutover process.

Payroll Data Cut-Over Process E=

Data Cut-Over

STEP 1 - Action Type and Connection

Action Type Payroll Service Location

H | Please Choose (represenis BLANK) * - Q@  Please Choose (rzpresents ELANK) * -~

Let's begin =)

Refer to the section in this guide titled Payroll Data Cutover Process to learn the details.
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Using the Data Migration Tool

For those clients that are Advanced HR 1.0 users, note that there is the ability to migrate data from
Advanced HR 1.0 into Advanced HR 2.0. This can be done as part of the Payroll Data Cutover process, or,
anytime afterward from the Company List screen.

The Data Migration Tool feature enables the Admin user to migrate selected company and employee
information from Advanced HR v 1.0 for companies which were on it prior to the company cutover into
Advanced HR 2.0, or, for companies from this point forward which go through the Payroll Data Cutover
Process, it will be a new option as part of that process. The Migration can be triggered by the user at the
end of the process where the system will prompt them if they want the additional data from Advanced
HR Version 1.0 to migrate over to Advanced HR 2.0.

For companies which have already been through the Payroll Cutover process and onboarded onto
Advanced HR 2.0, there is a new option on the Company List screen (HR Admin — Company — Company
List) which will enable that company’s data to be migrated to Advanced HR 2.0.

The Data that can be migrated into Advanced HR 2.0 currently includes the following:

e Dependent information

e Emergency Contacts

e Employee Notes

e FormW-4

e Employee Documents (Documents from the Employee Folder)

e Onboarding/Consent Documents (Documents from the Onboarding Profile)
It's important to remember that the Data Migration Tool will only appear for those companies that are
in Advanced HR 1.0. In addition, a necessary first step is to turn off access to the Advanced HR 1.0
company BEFORE the data migration occurs. Otherwise, there will be a discrepancy in the data that is

flowing back to Evolution Classic. Unless this access to Advanced HR 1.0 has been turned off, the Data
Migration Tool WILL NOT appear.

Data Mig ration . Disable user access to AHR 1.0
2

Perform the Payroll Data Cutover process

Tool Steps: Use the Data Migration Tool to move
the data

See the steps below.

4/20/2018 Asure Software 179



Advanced HR 2.0 — Administrator Guide EVO;I-HJEHgn

Step 1: Disable User Access to Advanced HR v1.0

First, do the following steps to disable employee access to Advanced HR v1.0 and The Port (Employee
Portal) before running the Payroll Data Cutover process.

1. In Advanced HR v1.0, go to Setup - Company Setup, then select the Company you want to perform
the Payroll Data Cutover Process and the Data Migration for.

2. Onthe Company Setup screen, de-select (uncheck) the Access check box at the bottom on the

screen.

Evolution
Advanced HR

Company : Anaiyics b Stesoes-Analrieatams

Emplopens  Payroll . Expanes Reporting | Usilities  Setup

& tome > Setp > Company Setip - Aovances Search My Saves Searches

Facert Sompany

S it - Courry =

On the Company Setup screen, it is absolutely
necessary that, prior to the Payroll Data
Cutover, you switch off Access.

Click the Access option button located in the R—

lower right portion of the screen. When R———
clicked, the Active Company option button at rwpon adin sars:
the top of the screen will also switch off. e P Maragarend

rrrrrrr

Remember to click the black Save button in
the lower left caorner.

=
Evolution® =™ Evolution® =™

Advanced HR

Turning Off Access to the Company in Advanced HR 1.0

3. Click Save when done.

Once user access to the company in Advanced HR v1.0 has been disabled, the following conditions are
true.

e All users — except for the Super Admin — will no longer be able to access the company’s
employee data.

e The Super Admin can still see the company in the Company list and can browse the data.
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e The Super Admin will not be able to make any changes to the Company’s employee data. If they
attempt to make changes, the system will notify them that because access for the company is
disabled, changes to the company’s employee data cannot be made.

Note: If you have not gone to the Company Setup screen and unchecked the Access check box in
Advanced HR v1.0, then you will not see that Company in the list of Companies available to migrate data
from in Advanced HR 2.0.

You are then ready to start the Payroll Data Cutover process, and the subsequent Data Migration, if
applicable.

Step 2: Perform the Payroll Data Cutover Process

Once you have disabled user access to the company in Advanced HR v1.0, you can now perform the
Payroll Data Cutover process using Advanced HR 2.0. Refer to the Advanced HR 2.0 Administrator Guide,
in the section titled Payroll Data Cutover Process to learn how to perform the Payroll Data Cutover
process for a company. The Advanced HR 2.0 Implementation Guide also explains how to run the Payroll
Data Cutover process.

Step 3: Use the Data Migration Tool at the End of the Payroll Data Cutover Process

After performing the Payroll Data Cutover process in Advanced HR 2.0 to onboard a company, in the
final step, the system displays the message “Congratulations! The Go Live Process has succeeded.
Company nnnnnn is now live.”

Payroll Data Cut-Over Process E =

Data Cut-Over

Processed batch 19 of 24 (79%)

Processed batcn 20 of 24 (83%)
Processed batch 21 of 24 (87%)
P 4(91%)

Remember, if the company is not already in Advanced HR
1.0, with access disabled, the user will not see the orange
Migrate Data button.

as succeeded. Company Irene - Irene is now live.

To begin the migration of data, click the orange Migrate
Data from AHR 1.0 button.

1. To now run the Data Migration Tool as an additional step of the Payroll Data Cutover process, click

the Migrate Data from AHR 1.0 button at the bottom of the screen.

2. The system displays the Data Migration screen. You will be automatically locked into the newly
cutover Company.
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Data Migration{®® = &

AHR1.0 Migration

Run Migration for AHR1.0 by Company
Company

B  Alyssa's Sample Client (Alyssa

% Load Data From AHR1.0

Note: If you have not gone to the Company Setup screen and unchecked the Access check box in
Advanced HR v1.0, then you will not see that Company in the list of Companies available to migrate data
from in Advanced HR 2.0.

3. To run the Data Migration Tool, click the green Load Data from AHR 1.0 button .

4. The system displays a series of messages on the screen providing feedback on the Data Migration
process. Depending on the size of the company and the amount of information coming over, this
process could take several minutes.

Data Migrationigf = &

AHR1.0 Migration

Run Migration for AHR1.0 by Company
Company

W Alyssa's Sample Client

¥ Load Data From AHR1.0
AHR1.0 Dependents - Found: 10, Processed: 0, Ignored because of Duplicate or Matching employee not found: 10
Saving HRnext Dependents - Found: 0, Created: 0, Ignored because of Duplicate or Matching employee not found: 0

Get Emergency Contacts from AHR1.0 - Found: 38, Processed: 0, Ignored because of Duplicate or Matching employee not found: 38
Saving actual HRnext Emergency Contacts - Found: 0, Created: 0, Ignored because of Duplicate or Matching employee not found: 0

Get Employee Noles from AHR1.0 - Found: 1, Processed: 0, Ignered because of Duplicate or Matching employee not found: 1
Saving actual HRnext Employee Notes - Found: 0, Created: 0, Ignored because of Duplicate or Matching employee not found: 0

Get Signed Employee Documents from AHR1.0 - Found: 21, Processed: 0, Ignored because of Duplicate or Matching employee not found: 21
Saving actual HRnext Docurnents - Found: 0, Created: 0, Ignored because of nothing updated or Matching employee not found: 0

Get New Hire Cansent Documents from AHR 1.0 - Found: 2, Processed: 0, Ignored because of Duplicate or Malching employee not found: 2
Saving actual HRnext Company Documents from AHR 1.0 New Hire Consent Documents - Found: 0, Created: 0, Ignored because of nothing updated or company not found: 0

e For example, for the employee Notes info category, if it found Notes information, how many
records it found, and processed, and then created, as shown in the above screenshot.

e If the system did not find any information for an info category, for example — Dependents info, it
displays “Ignored because of Duplicate or Matching employee not found, as shown in the above
screenshot.

e For the above Data Migration status screen, you'll see statuses of ALL data. It is normal to see
“failures” in the status messages. For example, an emergency contact exists in both Advanced
HR 1.0 and Evolution. Out of those two, one of the emergency contacts is the same one as the
one in Evolution. The status message would then display:

“Get Emergency Contacts from 1.0 - Found: 2, Processed: 1, Ignored because of duplicate or
matching employee: 1”
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IMPORTANT! Once the Data Migration Tool process is completed, make sure that you verify that user
access to Advanced HR 1.0 has indeed been disabled for users since, after the Migration, Advanced HR
2.0 is the system of record and no changes should be made to the company data in Advanced HR v1.0

What About Companies that Have Already Been Onboarded Using the Payroll Data
Cutover Process?

If an Advanced HR v1.0 company has already been onboarded into Advanced HR 2.0 and has gone
through the Payroll Data Cutover Process, you can still use the Data Migration Tool — but from a
different location - by doing the following steps:

1. In Advanced HR 2.0, go to the HR Admin — Company — Company List screen. Select the Company.

2. Scroll down to the Integration section of the Company List screen, under Payroll Integration, click

the Migrate Data From AHR 1.0 button i) .

Integration

General Settings

Payroll Integration Client ID

Company ID

Alyssa

Payroll Service Location

@  Evolution - - https://apistaging evolution-software. com/v3/api/bureaus/evo ~

3. The system displays the Data Migration screen.

Data Migration{® = &

AHR1.0 Migration

Run Migration for AHR1.0 by Company
Company

B  Alyssa's Sample Client (Alyssa

¥ Load Data From AHR1.0

4. To run the Data Migration Tool, click the green Load Data from AHR 1.0 button .
The Company should already be selected.

5. The system displays a series of messages on the screen providing feedback about the Data Migration
process. This process may take a few minutes.
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Data Migrationi% = &

AHR1.0 Migration
Run Migration for AHR1.0 by Company
Company

B Alyssa's Sample Client (Alyssa

¥ Load Data From AHR1.0
AHR1.0 Dependents - Found: 10, Processed: 0, Ignored because of Duplicate or Maiching emplayee not found: 10
Saving HRnext Dependents - Found: 0, Created: 0. Ignored because of Duplicate or Matching employee not found: 0

Get Emergency Contacts from AHR1.0 - Found: 38, Processed: 0, Ignored because of Duplicate or Malching employee not found: 38
Saving actual HRnext Emergency Contacts - Found: 0, Created: 0, Ignored because of Duplicate or Matching employee not found: 0

Get Employee Noles fram AHR 1.0 - Found: 1, Processed: 0, Ignered because of Duplicate or Malching emplayee not found: 1
Saving actual HRnext Employee Noles - Found: 0, Created: 0, Ignored because of Duplicate or Matching employee not found: 0

Get Signed Employee Documents from AHR1.0 - Found: 21, Processed: 0, lgnored because of Duplicate or Matching employee not found: 21
Saving actual HRnext Documents - Found: 0, Created: 0, Ignored because of nothing updated or Matching employee not found: 0

Get New Hire Consent Documents from AHR 1.0 - Found: 2. Processed: 0, Ignored because of Duplicate or Matching employee not found: 2
Saving actual HRnext Company Documents from AHR 1.0 New Hire Consent Documents - Found: 0, Created: 0, Ignored because of nothing updated or company not found: 0

e For example, for the employee Notes info category, if it found Notes information, how many
records it found, and processed, and then created, as shown in the highlighted area of the
above screenshot.

o If the system does not find any information for an info category, for example — Dependents info,
it displays “Ignored because of Duplicate or Matching employee not found, as shown in the
above screenshot.

e For the above Data Migration status screen, you’ll see statuses of ALL data. It is normal to see
“failures” in the status messages. For example, an emergency contact exists in both Advanced
HR 1.0 and Evolution. Out of those two, one of the emergency contacts is the same one as the
one in Evolution. The status message would then display:

e “Get Emergency Contacts from 1.0 - Found: 2, Processed: 1, Ignored because of duplicate or
matching employee: 1”

e Note that the following Emergency Contact and Dependents Information does not migrate over
from Advanced HR 1.0 to Advanced HR 2.0:

Emergency Contact Information:

e  Work Phone Ext. e  Work Email
Dependents Information:
o Suffix e Alias
e  Salutation e The Imputed Income, Disabled, Smoker, and

Student check boxes

e PCP details such as Medical PCP ID & Name e  Dependent’s Medical Coverage
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Advanced HR Employee Self Service Functionality

To see how the settings administrators make using the HR Admin menus/screens impact the employee
users, refer to the separate document: Advanced HR 2.0 Getting Started - Employee End User Guide.

. ® Shelburne Farms 03 John Braverman
Evolution® Hcwv
by ASURESOFTWAR

B | Shelbume Farms 03 (SF03) - & | Braverman, John (3) l

Q | find menu item

My Employment Summary My Personal History My Payroll My Benefits
& My Compensation & My Achievement & My Direct Deposit & Open Enroliment
& My Documen t & My Certificates & My Labor Allocation
& Document (company) & My Classes & My Pay Stub
& My Emergency Contact & My Education & My Tax (Federal) My Miscellaneous
& My Summary &My -9 & My Tax (State)
& My Licenses
& My Reviews # Home

&My Alternate Rate

& iy Skills
& My Employment Detail

Employee My HR screen

Starting with the section in the guide titled “My Employment Summary”,
the Getting Started - Employee End User Guide walks you through all the

Advanced HR 2.0 screens from the employee’s point of view. They are
described in that guide rather than being duplicated here in this guide as
well.
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Security Menu

Base Security Roles will come over with the Cutover.

Initially, service bureau staff will be designated as Super Admins or Service Bureau Admins.

. . Maintenance
Go to HR Admin - Security —
Maintenance - Roles. @ Permissions
8 Resources

B Assign Users o Roles
@ Employee Record Filtering

- 4 Base Roles
+ Roles are used

for Client Users s ; ;
- ecurity Role List ©
- Do not edit
Base Roles STan
- Clone fo p—
creafe custom o — e
+ Base Roles [0 o [T em— e e
added for
Compony m Wil 2 - Basebanager Masager Ake Vanager
9] ?n PGWO” m Wil 2 - BaseUiser 56t Serviee User Anie A
utover .‘..u Page 1 ol Go Pagesae
Security
Maintenance

& Permissions

& Resources

& Roles

& Assign Users to Holes

& Employee Record Filtering

Security Roles and related topics are covered in a separate

guide - the Advanced HR 2.0 Security Guide. Refer to that guide
for more information about Security.

n Asure Software 4/20/2018



EVO|L£[2I’] Advanced HR 2.0 — Administrator Guide

User Security Settings

Advanced HR 2.0 has very complex security setting capabilities that allow for unique access down to a
field level.

During the initial conversion or subsequent onboarding process each employee is set up as a user with
their unigue username (email) and a Security Permission level of ESS access. Users requiring a higher
level of access will need to have their Security Permission levels changed by the Service Bureau.

Security permissions can be set for field visibility and if the field is visible the permission levels can be set
to allow for Reading, Creating, Updating, and Deleting. For example, we can create a User Role that can
view but not update employee’s salaries.

All security settings extend to reporting; therefore, a user who is not allowed to view salary information
will not be able to generate a report with salary data.

For more information about security see the separate document: Advanced HR 2.0 Security Guide.

Tip: A common problem with being unable to log in is that the user clicks the original link provided in the
Password Reset email. If the user does this they will get a screen with the Advanced HR logo and no
login

User List 5

ﬁ £ & Download jritter Y  Advanced Filter ¥
Actions Username -~ Active Create Date First Name Last Name
= jritter9@msn.com No ‘ Yes 08/17/2016 12:16 PM Jim Admin
= jritter9@outiook.com No ‘ Yes 07/29/2016 12:04 PM Jim Smith

Users will be temporarily locked out of Advanced HR for 30 minutes after three failed login attempts. If
the employee is locked out, you will see a date and time in the “Locked Out Until Date” field. Unlocking
an employee is accomplished by clicking on the summary line to display the dialog box, deleting the
lockout time, and saving the change as demonstrated in the second screenshot below.

User Info

Username 4

= | Usemame (ema *
Password €
a,
Create Date
05/04/2017 01:36 PM =]
Active

N -
Locked Out Until Date
ocked Out Until Date &
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Appendix 1: Future Dated Fields List and
Onboarding Validation Report (S3550)

There are several fields in Evolution that can be Future Effective Dated. The Payroll Data Cutover
process will not bring over ANY future effective date information from Evolution Classic that is AFTER
the actual payroll cutover date. Because of this, it is necessary to find the items that have a future
effective date in Evolution Classic, and remove the future information prior to the cutover.

Once that information is removed, and the Company has been brought over to Advanced HR, The
information can be re-entered into the Advanced HR 2.0 system with the correct future effective date.
Since, after the cutover, Advanced HR 2.0 will become the system of record, this is a necessary step.

For this purpose, we have developed a Company Level report — AHR 2.0 Onboarding Validation Report
($3550), that when run, will display the fields listed for each employee that has a future effective date.

The $3550 report will highlight:

. . R #Jennifer JS Shelburne Inn & Shoppes [ AHR 2.0 Osboarding Validation (53550) |
e Name (first, middle initial, last) [GrtomdrgDue- | o |
3 2 |Employee Number 1 Name: Megan Forsyth SSN: 000111
e Social Security Number |Effective Date Field Field Value
1172018 Last Name Hebent
e  Current status code 112018 Mddie i
i[mpluynnumu. 2 Name: Isaac Mackay SSN: 000001089 ‘
= Salary amount |Effective Dato Fiokd Flold Vale
1212017 Branch Reception
12112017 Department Desk
e Rate number 1212017 Oivision Main Office
[Employee Number: 5 Name: Virginia Parsans SSN: w3212
L[] Rate amount |Effective Date Flokl Flold Valuo ‘
1152017 Defauk WC WheatHay Bailng

e DBDT fields
e Default Workers Comp

Note: The Name fields and Social Security Number fields cannot be future dated in Advanced HR 2.0.

This company level report provides a parameter for the entry of the targeted (expected) onboarding
date, and identifies future effective-dated values in Evolution Classic.

The report has an Input parameter requirement: Date. This should be the expected date of onboarding
the company, so that the Administrator can identify at what point to begin looking for future dated
values.

To run the Onboarding Validation Report:
1. Go to Reports-Run Reports.
2. Select the company you are planning to onboard.

3. Select the Onboarding Validation Report (S3550).
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Repot Hame -|
| CI[C2 1035 Preview Report (53125]

404 Affordabilty (53082)

4Ca Elighilly Fieport (52713)

| Cetifid Payroll Repart (5518)

| Check Reconsiliation (5214]

D[ Check Reconciaion-2 [5214)
| Cover Letter (5133

O|Delivery Instructions (5187)

1| Direct Deposi (5211

C|E amings 4nd Dedustions (5181)
CI|EE Cost (52131

[C1|Employes Benefits Report (5829)
CJ|Employee Change Listing (31075)
1| Future D ated Fieids Report (53550)
| General Ledger (3183]

| Individual E amings Repart (5431)
1| Input Wsht Caver Letter (5360]
OJob Costing (3229)

4. Select the Import Parameters. Select parameters such as masking sensitive data, sorting by last
name, or output to .csv or Excel

Input Parameters

« Start Date * Mask Sensitive
« Enter the expected Information
date of Payroll Cutover + Mask S5N and other
sensitive Information as
+ Sort desired
« Select your preferred « Additional Output
sort methods * Select CSV or Excel for
« Fields these output methods
+ Leave blank for All * Employee Filter
fields, or select specific + Select specific
fields fo search employees if desired.
Owende default parameters az
&HF 2.0 Onboarding Vi sidetion (53550) [ | | &) Restore Defaults
Mise | Emplopee Filer |
Stat Dater Sort -
Employes Last Name |*
[ a7 = Elontie Date — 1. Go to Reports-Run Reports.
— 2. Select the company you are planning to
2[e[FieLomame | a || T Mask fr:nw perform the cutover on.
oImation
E g::acl:TelmhatimCMe Adkdiondl Duiput Dpions 3. Select the AHR 2.0 Onboarding Validation
_Ofpstaurwe  csv Report ($3550).
| CliDepatnent [~ Excel
|_[|Division 4. Select Import Parameters.
' C1|First Mame
|_CllLast Name 5. Click Run Report.
| Middlle Initial
_ Ol Rate mount
_[|Rate Mumber
| O|ssmM .

5. Click Run Reports.

6. Save the Report for future action.
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Update any Effective Dated Fields in Advanced HR 2.0

Once the future dated fields are identified, it will be
necessary to manually change them to the current date
(the Payroll Data Cutover date) in Evolution Classic.

It is highly recommended that you keep this report.
After the Payroll Data Cutover, it will be the only record
of future changes to the employee’s information.

Note: The AHR 2.0 Onboarding Validation Report
(53550) is a Company Level Report that must be pulled
from the SB Reports and then added to each company
that will be cutover. In Evolution Classic, go to Bureau-
Company Default Reports to find this report.

Now that the report has been generated, find the
Employee in Evolution Classic, and manually remove the
future dated lines from the Effective Date Editor.

The fields that need to be updated will, for the most
part, be located in the Employee Maintenance tiles in
the HR Admin menu tab, shown at right.

Once the future details have been removed, the company is now ready to onboard. In Advanced HR 2.0,

Employee Maintenance

& Employee Summary

& Achievement

& Alternate Rate

& Certificats

& Class

& Class (rapid enroll)

& Compensation

& Direct Deposit

& Document (employes)
& Document (company)
& Education

& Emergency Contact
& Employment Detail
&l9

& Labor Allocation

& License

& Note

& Pay Stub

& Review

& Skill

& Tax (Federal)

& Tax (State)

& Tax Form

go to HR Admin — Account - Payroll Data Cutover to perform the cutover.

Payroll Data Cut-Over Process E &

Data Cut-Over

STEP 1 - Action Type and Connection
Action Type

B New - Import New Company V -

Payroll Service Location

@ | Evolution V3 - https://apidev.evolution-software.com/v3/api/burea... V = ]

Let's begin 9

After the cutover is successful, find the fields that were shown to be future dated (according to the

S$3550 Report), and update them accordingly in Advanced HR 2.0.
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