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Description

This information concerning the Employee Maintenance tile has been
removed from the Administrator Guide into this new, separate guide.

Added Pay Stub menu item description.
Added how to terminate an employee.
Added note about EPO Link icon field on Employee Summary screen.

Added a change that a rate entered in the Alternate Rate screen is set
to Not be the Primary Rate by default.

Added Note screen.
Added info to Direct Deposit section, including DD Notifications.
Added Tax Form menu item and I-9 employee Notification.

Added Synch Employee to TimeClock button for 1099 employees on
Employee Summary screen.

Added date-based notifications for expiring licenses & certifications.

Added Employee Summary - Advanced Filter description. Added Re-
Hiring an employee.

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 maintain specific employee records in 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 or for downloading.

Advanced HR 2.0
User Guides:

Applicant Tracking Guide

Single Sign On Guide

Benefits Guide

New Employee Onboarding Guide
Reporting Guide

Security Guide

Customizing Security Roles/Users Guide
Implementation Guide

n Asure Software
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Advanced HR 2.0 — Employee Maintenance 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

o 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
Evolution® Hcv

by ASURE

HCM TECHNOLOGY RESOURCES ABOUT US NEWS CONTACT

EvolutioniResourcelCenter
How can we help you?

Q Search our resources...

An Industry Leader in Human Capital Management Technology

Evolution Resource Center
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

Updated 3/22/2018 Asure Software -
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Advanced HR 2.0 Employee Maintenance Guide

Welcome to your Advanced HR 2.0 Employee Maintenance Guide! This Guide discusses how
administrators and managers can update specific employee records. It also discusses the Employee
Summary screen.

Employee Maintenance Menu

The Employee Maintenance tile or 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. The importance of keeping these fields updated on the Employee
Maintenance menu, of course, is essential to Advanced HR 2.0 operations.

Einployee Baitenancs ; 2o —

& Employee Summary

& Achievement ¥ [ i ——

& Alternate Rate £

& Certificate

& Class

& Class

& Compensation

& Direct Deposit E

& Document (employee o —

& Document (compan '

& Education L.
& Emergency Contact Go to HR Admin - Employee Maintenance for access. Within the
:Egmploymentf‘.etall tile, you can:

& Labor Allocation * View the Employee Summary

& License

& Note * Set Alternate Pay Rates

& Pay Stub * Enroll an employee in Training Classes

v «  View and edit Direct Deposit information

::z * Add employee and company Documents

& Tax Form * View and edit Emergency Contact information
* View an employee’s 1-9
* View and edit an employee’s Labor Allocation
*  Access Pay Stubs
+ View and edit an employee’s Tax information

* View electronic tax forms

This guide will describe selected menu options of the HR Admin — Employee Maintenance menu.

Note: You can only delete a record that has not been used AND is not in the employee’s payroll history.
You can only terminate, not delete, an employee.

3/22/2018 Asure Software -
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Updating Information from the Onboarding
Validation Report

A one-time task you will do using various Employee Maintenance menu items is to update any future
dated information you found by running the Onboarding Validation Report (S3550) before performing
the Payroll Data Cutover process (described in the Advanced HR 2.0 Administration Guide).

The Payroll 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 future effective date again.

The following is a list of the fields to be identified:
e Name (first, middle initial, last) fields

e Social Security Number

e Current status code
#Jennifer JS Shelburne Inn & Shoppes | AHR 2.0 Onboarding Validation ($3550) |
Onboarding D, 207
e Salary amount [OobowdrgDre |
‘Emprnyae Number: 1 Name: Megan Forsyth S5N: soocoe-1111 ‘
Effective Date Fiekd Fiald Valua
L
Rate num ber 112018 Last Hame Hebert
11172018 Middle Initial
b4 Rate amount Employee Number: 2 Mame: |saac Mackay S5N: oor-xe-1089
. Effective Date Field Field Value
o DBDT fields 1212017 Branch Reception
12112017 Department Desk
° Default Workers Comp 1212017 Division Main Office
Employes Numbier: & Mame: Virgania Parsons SSN: oocx-3212
number ‘Elfecﬁfenme Field Field Value l
1Mns2017 Default WC Whe stHay Bailing

A sample Onboarding Validation report is shown above right.

Using the Onboarding Validation Report that was run prior to the Payroll Cutover, the user should begin
to update any necessary fields as soon as possible. Most importantly, fields impacting payroll should be
updated first.

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.

The fields that need to be updated will, for the most part, be located in the Employee Maintenance tile
in the HR Admin menu tab. Once these fields are updated in Advanced HR 2.0, the information will flow
back into Evolution Classic.

- Asure Software 3/22/2018
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Employee Summary

Employee Maintenance

| & Employee Summary |

& Achisvement
& Alternate Rate
& Certificate

& Class

& Class (rapid enro
& Compensation
:ggifm[;iff'ﬁ: Go to HR Admin — Employee

& Document (company Maintenance — Employee Summary
& Education ) d edit |

& Emergency Contact to view and edit employee
& Employment Detail information

&9

& Labor Allocation

& License

& Note

& Pay Stub

& Review

& Skill
& Tax (F
o Tax (5t
& Tax Form

You'll be taken to the Employee Summary Dashboard. This dashboard will display a list of all the active
employees in the company. The Employee Summary Dashboard allows the user to access Employee
information at a glance, add a New Hire, begin Onboarding Prep, and start the Self-Service Setup:

Employee Summary %88

1 & &Dowoad fiter grid v
Actions  Name - EmpID Status Employment Orgaliationl i ine Position Hire Date (orig) Supervisor 1 EPO Link Tax Form
m Alfonse, Jamison 12 Active Full Time Farm Stand, Warehouse, Customer Service  Trainer 0911112017 Megan Forsyth ® w2
m Braverman, John 9 Active Full Time: ;f;":‘a ST'::’: RlasbouesiCialomaSerca gy Ve 081412017 Megan Forsyth ® w2
m Dyer, Boris 2 Active Full Time: Trainer 0810212017 Megan Forsyth ® w2
B e 8 Active Full Time Fam Stand, Warehouse, Customer Service  Lab Technician 0610912017 Megan Forsyih ® w2
m Forsyth, Megan 1 Active Full Time: Customer Service Manager 0810212017 ) w2

Employee Summary screen

If you are a Super Admin, you will see all employees for all companies. If you are a Service Bureau
Admin, you will only see the employees of the companies you have access to.

Before applying any filters you will have visibility of all active and terminated employees. This grid can
easily be filtered down to any level of visibility including hire date range utilizing the Advanced Filter.

The Employee Summary dashboard displays the following information for employees in column fields:
e Employee Name
e Employee ID (Employee number)

3/22/2018 Asure Software -
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Status
Employment Type

Organization Structure (DBDT)

Position
Hire Date
Supervisor 1

Tax Form

Evolution®

by ASURE

From the Employee Summary screen, you also have the option of:

Add a new hire

Initiate Onboarding Prep (getting a new hire or candidate ready for onboarding)

Self-Service setup (do a mass self-service onboarding)

Terminate a specific employee by clicking on the red icon in the Actions column

Click on the EPO Link icon on a row to go directly to that Employee’s Employee Detail screen
where you can create a new Position Org entry for the employee.

Employee Summary &

Actions  Name - EmpiD Status
2 Activa
5 et
2 Act

& Download

Employment

Full Time

Organization Structure

Warshouse, Customar Senvice  Trainar

iouse, Customer Senvice,

Position

Hiee Date forg) Supervisor 1
a1 Magan Forsyth
08142017 Magan Forsyth
08022017 Magan Forsyth

EPO Link Tax Fam
@ w2
@ w2
®

It will add an additional line for the new entry for that effective date. Note that when you go to
the Employment Detail screen, find something in the list and edit it, the system will edit that
specific entry, it will not create a new one.

Employment Detail:

Employee

Company

B Shelburne Famms 03 (SF03

Employee

&  Aifonse, Jamison (12

Effective Date

Effective Date
1111312017

Position/Status.

Position

Trainer - Trainer

Employment Type
Full Time - Full Time

Status
Active - Active

Position/Org records for employee €

Eff Date Status Position
132017 ['ncive | Treiner
091112017 ['hcive | Treiner

Organization

Division

Farm Stand - Farm Stand

Branch

Warehouse - Warehouse

Department

Customer Service - Customer Service

Division

Fam Stand

Fam Stand

Branch Department
Warehouse Customer Service
Warehouse Customer Service
Compliance
EEO Category +
- Please Choose (represerts BLANK)
Worker Comp Code +
- Please Choose (represents BLANK)

Team Hire Term

See the Employee Detail screen section of this document for more information about this

screen.

- Asure Software
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Using the Employee Summary Advanced Filter Screen

Click the Advanced Filter button at the top right of the Employee Summary screen to display the
Advanced Filter screen.

filter grid hll| Advanced Filter ¥

You can use the Advanced Filter to specify the list of employees that you want to display on the
Employee Summary screen.

Advanced Filter

Hire Date (orig) €9

Start End
Start Date 2] End Date 2]
Active
NO ALL YES
Include Other Employees (Future Hires)
[

Yoo

Use the Hire Date section to narrow the list of employees displayed by their date of hire as follows:

Hire Date (orig) ﬂ

Start End

Start Date End Date

e Todisplay a list of employees hired within a specified time period, enter both a Start Date and
an End Date.

e Todisplay a list of employees hired on or after a certain date, enter the Start Date only.
e To display a list of employees hired on or before a certain date, enter the End Date only.

o  Click the blue Information Icon (i) to display a Help topic of these guidelines. Click on the
Information Icon again to hide the Help topic.

Use the Active toggles section of the Advanced Filter to narrow the list of displayed employees by their
Status as follows:

3/22/2018 Asure Software -
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Active

Include Other Employees (Future Hires)

-

e The Active toggle setting will default to Yes to display all employees with a Status of Active.

e Set the Active toggle to All to display employees with all Statuses.

e Set the Active toggle to No to not display employees with a Status of Active.

e You caninclude future hires in the list by setting the Include Other Employees (Future Hires)

toggle to Yes. The default setting for this toggle is No.

This would include someone who has gone through the Applicant Tracking process, was hired,
but will not actually start as an employee until a future date. This is a way for Admins to be able

to see these people.

Complete your settings on the Advanced Filter screen and then click the Apply Filter button.

Note: An important item to be aware of about the Advanced Filter is that it is referred to as “Sticky.”
This means that if you activate the Filter by applying some settings, then anytime you display the
Employee Summary, the system will apply your filter settings to the list of employees it displays in the
screen grid. To inactivate (“unstick”) the filter, you must clear the settings on the Advanced Filter screen

by clicking the Clear Filter button.

Employee Summary Screen Information:

When an employee is selected on the Employee Summary, their information is displayed in sections.

BT

When an employee

St WD nta: Empioymans Dwvisicn:

......

is selected, their
information is
displayed in

sections:

Summary
Profile
Classification
Links

Payroll
Employment
Benefits
Documents

- Asure Software
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N ™

Summary Gives a read only breakdown of the employee’s information.
Profile Displays Name, Address, SSN, etc.
Classification =~ Shows Gender, Ethnicity, Marital Status, etc.

Links Displays the Linked User(s).
Shows what Security Role(s) the employee has assigned to them.
Also allows for the Quick User Add to be used

Payroll Displays Pay Frequency and Standard Hours.

Employment  Shows FLSA Classification and whether or not the employee is Eligible for Rehire.
Benefits Allows the user to set an Eligible for Benefits date and what Medical Coverage is Offered.
Documents Employee specific Documents can be uploaded.

Integration Can by used to synch Employee to Timeclock (for W-2 or 1099 employees)

Note: Any of the above fields can be edited as long as you have the appropriate security settings.
Remember, when updating any field, click the green Save Changes button on the top or at the bottom
of the screen.

To view the Employee Summary:
Go to HR Admin — Employee Maintenance — Employee Summary.

The Top (Summary) section is a dashboard of important info with more detailed sections below. Your
ability to edit this information is dependent on your security role access. Managers for example, are only
allowed access to their designated supervisees.

Shelburne Farms 03 - Braverman, John (9)

status: Hire Date: Employment: Division:

08/14/2017 Full Time Farm Stand
Tax Form: Termination Date: Position: Branch:
[Not Assigned] Trainer Warehouse
Pay Type: EPO Link: Supervisor 1: Department:
Hourly ® Megan Forsyth Customer Service
Pay Rate: Team:
$10.00 Alpha Team

When an employee is selected, their information is displayed in sections on the Employee Summary.
Scroll down to find:

N ™

Summary Gives a read only breakdown of the employee’s information.

Profile Displays Name, Address, SSN, etc.

3/22/2018 Asure Software
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|

Shows Gender, Ethnicity, Marital Status, etc.

Classification
Links

Payroll
Employment
Benefits

Documents

Displays the Linked User(s).

Displays Pay Frequency and Standard Hours.

Shows FLSA Classification and whether or not the employee is Eligible for Rehire.

Allows the user to set an Eligible for Benefits date and what Medical Coverage is Offered.

Employee specific Documents can be uploaded.

In the Profile section, we can see the employee’s basic information. The Clock Number would be the
SwipeClock number.

Profile

Name

Prefix

£ Backdate Address

Address Line 1

Mr, Mrs, Miss

First Name

Jonn

Middle Name

Middie Name

Last Name

Braverman

Suffix

Jr. sr

Nickname

Nickname

’] Address Line 1
Address Line 2
@ Address Ling 2
city
City
State
Please Choose (represenis ELANK)
Zip Code

Zin

D

SSN

155-46-6974

Birthdate

08/08/1965

Clock Number

Contact Info
Email
=  brave@sharklasers.com

Home Phone

L 123.456.7890 x123
Work Phone

. 123.456.7890 x123

Cell Phone

AN 123.456.7890 x123

The Classification section displays gender, marital status, and ethnicity.

- Asure Software
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Classification

Gender

M - Male -
Marital Status

S - Single -
Military Service

Military Reserve

No

Discharge Date

Discharge Date

Disabled Veteran

Armed Forces Service Medal Veteran

Vietnam Era Veteran

Other Protected Veteran

Ethnicity
W - White -

Education Level

Please Choose (represents BLANK) -

Yes

Yes

User Defined / Custom allows for editable memo codes to record any applicable information.

User Defined/Custom

Memo 1
Disability
Memo 2

Memo 2

Links section — with Quick User Add

Memo 3

Memo 3

The Links tile allows the user to link the employee with a user. You can also see what Security Role(s)

this employee has been assigned.

3/22/2018
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Links
Users linked to this Employee

Username (email) Contact Status

braverman@sharklasers.com Braverman, John =3 o]

Select existing user (type to search)

x

&  typetosearch
Quick User Add is a simple

way to create a user, link
them to the employee,
and in turn link them to
the company.

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

Important Note: Remember, you have an employee and you have a user. They have to be linked
together. If they are not linked together, then when the employee logs in, they will not have any access
to anything; they will see a blank Dashboard.

In the Roles for all Users section, you can see what role this user has.

Roles for all Users

Role Level Company Name

SF03 Base User 10 Shelburne Farms 03 (SFO3)

You can see that this user is a Base User.

Asure Software 3/22/2018
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The Quick Add User popup
allows you to add a user to
the system with the most
important fields:

* Create Username

* Edit Contact info

* Send a Welcome Email
* Assign a Role

Quick Add User

Remember that userames (emails) must be unique to the sytem. We will verify that your new user isn't

This is meant as a quick way to add a user to the system with the most important fields. If other details

‘ already being used

about the user are to be entered, please visit the User List page after completion here to review or add

those other details

User Contact
Username £3 First Name
8 | Jack@sharkiasers com Jackson v
Send Welcome Email Last Name
Assign a Role Timezone

SF03 Base User (Level=10)

| Eastern (US and Canada) (UTC-0500) & =

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.

Payroll / Employment / Benefits sections

An employee’s Payroll, Employment, and Benefits information can be accessed and edited. You can set

a benefits eligibility date here and what medical coverage is offered.

Please note that what appears in the dropdowns is actually created in the Company Setup tile.

Payroll

Pay Frequency
Weekly - Weekly -

Standard Payroll Hours
40.00

Employee Photo section

Employment

FLSA Classification

Eligible for Rehire

-

NonExempt - Entitled to Overtime Pay (FLSA}

Benefits

Eligible For Benefits

10/01/2017 =}

Medical Coverage Offered

EmployeeAndDependents - Employee and dependent medical coverage =

3/22/2018
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Employee Photo (only JPG, PNG, and GIF extension files allowed here)

Already Attached

Browse or Drag/Drop documents

The final section of the
Employee Summary allows
the user to upload any

Drag & drop files here ... pertinent documents or
pictures.

@ Browse

Integration section

A Timeclock tile may display in the Integration section of the Employee Summary screen, if, for this
company, in the Other Info section of the Company List screen, the Enabled SwipeClock Sync for 1099
Employees Yes/No toggle button has been set to Yes.

Other Info Integration

Worker Comp Policy 1D

Timeclock
516814684651

Organization Level for Employee Assignment | © Sync Employee To Timeclock |
Department - Excluded From Updates
Enabled SwipeClock Sy for 1093 Employees — ™

Web Clock Enabled

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

Note: Any of the above fields can be edited as long as you have the appropriate security settings.

Remember, when updating any field, click the green Save Changes button on the top or at the bottom
of the screen.

n Asure Software 3/22/2018
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Achievement

Provides a high-level list of the employee’s achievements. Clicking on any achievement item row will
display additional details and any attached documentation, as shown in the second screenshot.

Achievements & ¥
e ocom v
Actions Name Employee ID Achigvement Code - Achievement Description
ﬂ Oakley, Warren 1 QOSA Quarterly Outstanding Sales Award
ﬂ Forsyth, Megan 2 Qosa Quarterly Outstanding Sales Award
w e - . ow Page 1 of1 | Go Pagesze 2  Change ltem 1to 20f 2

Achievement: [=17;1=661:0)

Employee Achievement Info
Company Achievement Type +

B MB Winery (MB01) - Please Choose (iepresenis BLANK) * -
Employee Awarded Date

&  Please Choose (represents BLANK) * - Awarded Date =]

Expiration Date

Expiration Date =}
Notes
Notes
-
Documents
Already Attached
Browse or Drag/Drop documents Temporarily Uploaded Documents

Alternate Rate

The Alternate Rate screen provides details on any alternate rates assigned for specific jobs, shifts, etc.,
other than the Primary Rate — see the “Primary Compensation Screen” section.

3/22/2018 Asure Software “
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To view or edit an employee’s
alternate pay rates, click on
Alternate Rate.

Unless you are locked into a

Evolution®

by ASURE

particular employee, you will see all
the employees for the company that

have alternate rates.

Employes Malntenancs

A Employes Summary

ocument
& Education
st

& Tax Form

Alternate Rates & $

m & | o Dowslead

ey — P
u i, B 5

[« P -

O so

n Curtis, Timetny i

"N - -

Rate Numbar -

Page 1 off Go Pagesize 4 | Change

Effecthve Dain Hourty Rane

Hem 110 4 0f 4

The Alternate Rates Dashboard displays any additional rates of pay the employees are receiving. This
information flows over from Evolution Classic as part of the payroll cutover. You can also add other pay
rates here and it will flow back into payroll and Evolution Classic. Click on an employee row to get their

alternate rate detail information.

Alternate Rate:

Employee
Company
B JCoz- Cozy Inn & Hamburgers (JCoz) -

Employee

&  Clarkson, Lauren (47) -

Alternate Rate Info
Rate Number
1
start Date
Start Date
End Date
End Date
Hourly Rate
$ | 18.00

Notes

Notes

To enter a new alternate rate record, click on the + New button

with a red asterisk.

. Remember, any required fields display

Asure Software
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When the green New button is clicked,
a new record will popup:

Sm{)m Sma.N-_anH ciose

Alternate Rate:

Employss Aliernate Rate Info
Company Rate Number
B Shelbume Inn & Shoppas - Wil (Will)

Employes Start Date

&  Please Choose represents BLANK ® - * B Select:
End ome * Rate Number
° + Thisis required
T . * Start and End Date
Select the Employee from .. .
Notes * This is required
the dropdown. .

Hourly Rate
* Thisis required
* Add additional Notes

Any alternate rates you enter on this screen will by default not be set as the Primary Rate. The Rate
Amount is 0.00 if nothing is entered.

Alternate Rates @ S

Name Employee ID Rate Number - Effective Date Hourty Rate

In the above screenshot, note the added Alternate Rate for Timothy Curtis.

Certificate

Provides a list of any certifications with the details displayed by clicking on a specific certification item
row on the summary screen.
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Evolution® Hcwv

Documents

Already Attached

Browse or Drag/Drop documents

Temporarily Uploaded Documents

by ASURE
Certificates & #
£ & Download T
Actions. Name Employee ID Certificate Code - Certificate Description Issue Date Expire Date Cert#
ﬂ Dyer, Boris 3 Payroll Payroll 117102011 oWON2017 30351354132035
LI L Page: 1 of1 Go Pagesize 2 |Change Item1to2of 2
Certificate:
Employee Certificate Info
Company Certificate Type 4+ Issued By
B  Shelbume Farms 03 (SF03) - Payroll - Payroll -~ CPAA
Employee Certificate Number Issued Date
a Dyer, Boris (2) - 30351354132035 = 117107201 m
Notes Expiration Date
Notes 09/09/2017 m

Employee Acknowledged

-

Expiring Certification Notifications

Using the Communications — Notifications screen (License & Certification category) you can set up
date-based expiring license and certification reminders targeted to the impacted employee.

& Dovnload

License & Certification - License & Certification -

Active

Category - Name

License & Certification = Achievement Expiration Date

License & Centification ~ Certificate Expiration Date

License & Certification  License Expiration Date

filter grid

Recipients

Target Employee ~ Reports To 1~ Employees: Dowd, Elvood (9)

Target Employee ~ Reports To 1 ~ Employees: Dowd, Elwood (9)

Target Employee ~ Reports To 1 ~ Employees: Dowd, Elwood (9)

Delivery

Delivery oceurs 1 day
BEFORE the Target Date

Delivery ocours 1 day
BEFORE the Target Date

Delivery ocours 1 day
BEFORE the Target Date

v

Description

Noifies recipients of an Employee’s upcoming Achievement expiration date

Noifies reciplents of an Employee’s upcoming Certificate expiration date:

Notifies recipients of an Employes's upcoming License expiration date

W n »w Page 1 | of1 Go Pagesze: 3 | Change ltem1to 3 of 3
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. Refer to the Advanced HR 2.0 Notifications Job Aid.
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Class and Class (Rapid Enroll)

Available Training Classes will appear in the employee’s My HR menu tab when they login to their
Employee Dashboard. It is here that the employee will sign up for classes. These training classes need to
be created first, however, and then made available to the employee. You can easily create classes, you
can acknowledge it, and you can report on it (who signed up for a class, who acknowledged it, etc.).

Employee Maintenance

Training classes allows the employee to
sign up for classes. These training
. Achievement
classes need to be created first, and & Achiow
& Alternate Rate

then made available to the employee. & Certificate

& Class

I_ ’ . . & Class (rapid enr

et’s create a Training Class by going to 2 Commensaton

HR Admin - Company Setup - Class: & Direct Deposit
& Document (employee
& Document (compar
& Education
& Emergency Contact
& Employment Detail

& Employee Summary

Company Setup

£ Achievement

€ Certificate
& Labor Allocation
£ Class :
License
£ Compensation Change Reason
8 EEO & Review
& Employment & Skill
£ Ethnicity & Tax (Federa
& Frequency & Tax (State
s &
Classes @
[ | oo X
. Class Title . E= § &
Actions  Company Class Description Time Location Is
Open
NCC1701 : ) ) . No
n ot Celestial Celestial mechanies is the branch of astronomy that deals with the motions of celestial objects. Historically, celestial mechanics applies principles of physies (classical 06/01/2017 ' Starbase o
touch) )to objects, such as stars and planets, to produce ephemeris data. 08:00 AM 15 n
Cheese Cheesemaking (or caseiculture) is the craft of making cheese, which dates back at least 5,000 years. Archaeological evidence exists of Egyptian cheese being made in et
es No
n Shelbume  Makingin  the ancient Egyptian civilzations. The production of cheese, fike many other food preservation processes, allows the nutritional and economic value of a food material,in  11/01/2017 |~ =
onference
Farms 03 the 21st this case milk, to be preserved. It allows the consumer to choose (within limits) when to consume the food rather than have to consume it straight away, and it allows the ~ 09:00 AM — n
Century product to be altered which gives it higher value

If the user is not locked into a company, they will see all the classes for all the companies that they have
access to. If you don’t see the Class you are looking for, make sure that you are locked into a company.

To create a new class, click the green New button.

3/22/2018 Asure Software



Advanced HR 2.0 — Employee Maintenance Guide EVO!HE:?EH e

e
Class: IRV ;i)

Company Class Info
Company Title
B shelbume Farms 03 (SF03) = Fork Lift Operation 101 v
Description

Any mobile power-propelled truck used to camry. push, pull, ift. stack or tier materials. Powered industrial trucks can be ridden or
ed by a wal erator. Earth moving and ow

designed to move earth but has been modified to accept forks are also not included

the road haulage trucks are not included in the definition. Equipment that was

Operators must always maintain control of the forkiift, keep a proper lockout. and operate the forklift at speeds safe for the particular
operation and work site conditions.

A New Record will popup where you can begin to create your class. As you can see from the above
example, we are creating a Fork Lift Operation training class.

e If you haven't yet, select your Company from the dropdown.

e Give your class a Title.

e Give your class a Description.

e Enter any class details like start Time and Location, and maybe any credits.

e The Class is Open Yes/No toggle is where you make the class available for people to enroll in.

Enter the Class Details:

Class Time [0 Class Is Open

Class Details
Instructor Location
[ Leonard McTavish V} { Warehouse 5 v]
Duration {in hours) Credits
o [ «00 V| [e v
— 8 -

Reset Employee A:nnmmgmnn )

Note the blue ‘i’ information icon.
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For any previously created Training Class, the user can Reset the
Employee Acknowledgements.

Clas I Reset Employee Acknowledgements I

Clicking this button will reset the acknowledgement
|

status for every employee enrolled in this class.

E'] Use this if you are changing pertinent class details,

acknowledgement icon to re-appear for this class

on the Employee Dashboard.

dizn
1

Note that clicking on the “i” icon will open an

information popup.

Classes can be Acknowledged by the employee on their Dashboard. Once a class is created, saved, and
assigned to the employee, they can Acknowledge that they are going to attend the class. Below you can
see a sample employee Dashboard with an acknowledgement icon showing in the My Upcoming
Training Classes section of the screen.

Evolution’ ' T

My HR- ® S Ot

_ e - e m— I

My Upcoming Reviews - Sraverman. Jon (

- No Reviews in upcoming months

My Upcoming Classes - Sraverman. John (3

nk_ They secure and distribute 4 thousand meals each year through food pantries
Class

- - -

012017 Braverman.  Cheese Makinginthe

gage N the fight aganst hunge Please leave your non-penshable donations n the

My Expiring Certifications - Braverman_Jonn (¥

No Certificates expinng in upcoming months

My Expiring Licenses - Sraverman. John (9

No Licenses expiring in upcoming months

He can acknowledge that class. The system will then send a notification email to his manager that John
B. just enrolled in this class.

You can also attach any related documentation for the class.
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Evolution® Hcm

by ASURE
Documents
Already Attached
. . These documents are already attached to this record
The final step is to attach sountons — e 8y
documentation or images to the Company document pdf 23 B
class. These will be available to mpioyee Handboot e @
the employee when they enroll. S e &
@ Forkiit_Truck jpg 57 @
Browse or Drag/Drop documents
Remember to click Save Changes
when complete:
Class: IS0
[E) save & Mext Record P
Assigning Training Classes to Employee(s)
Employee Maintenance
There are two ways to enroll & Employes Buxsnaty
employees in Training Classes: Pyv—
& Alternate Rate
Go to HR Admin menu tab- & Certificate
. = Class
Employee N!amtenance-CIass 2 Clans (ot senc
or Class Rapid Enroll. & Compensation
& Direct Deposit
. & Document (employes
Class Rapid Enroll allows the user a0 s
. ocument (company
to enroll multiple employees at & Education
once into a particular class. & Emergency Contact
& Employment Detail
&1-9
& Labor Allocation
& License
Note: Unless the Class is assigned to the & Review
employee(s), they won’t be enrolled. & Skt
& Tax (Federa
& Tax (State)
3/22/2018
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Classes @ &
RA Ul & O Downloa A 4
Actions  Name Guployee | o Desc — Byhun
° e fpthon Time S Locaton
u —:-‘.r ° :; ben ;:‘:eme
. = g B
(8 |
The Classes Dashboard will show a list of which employees are enrolled in what classes.
Click the green New button to enroll an employee in a class.
Enrolling One Employee in a Class:
Em Changes Save & Ne.\ﬂ:l\‘.md" Close x
Class: EVLESL0]
Employes Class info
Company Class Type Grade or Result
H  Shelburne Farms 03 (SF03) - Fork Lift Operation 104 - Any mobile power-propeliecigll . =
Employes Coempletion Cate 770 Expiration Date [[50)
[ & | Braverman, Jahn (9) v - . - . . -
Employee Acknowledged
Send Email notification to Employee?
Select the Employee you =
wish to enroll. Hotes

Select the Class Type.

Once enrolled, you can
Send an Email

Notification. Remember to Save Changes.

You use this screen, not to create a new record, but to enroll an employee into a class. Select the Class
from the Class Type dropdown. Since this is the first time enrolling the employee into the class, there is
no acknowledgement yet. However, as a manager, you could come into this screen later to see if the
employee ever did acknowledge the class. You can also set up a stock Email notification to the
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Evolution®

by ASURE

employee for classes using a template editor in the Company tile. You can also enter any Notes about
the class here. Once you click Save Changes, the employee is enrolled in the class.

Now that we’ve enrolled the employee, let’s sign in as that employee and view what he sees:

I . o Shelburne Farms 03 John Braverman
1 HC N SR crmemren
Evolution® Hen @ s
by ASURE My HR~ & Sign Out
B  Shelbume Farms 03 (SF03) - &  Braverman, John (9)
Q
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 Allocation
& Document (company & My Classes & My Tax (Federa
& My Emergency Contact & My Education & My Tax (state My Misos angoiss
& My Summary &My -9
& My Licenses
& My Reviews #:Home,
& My Skills & My Alternate Rate
& My Employment Detail
= My Upcoming Classes - Braverman, John (9)
Food Drive - /1622017
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 throughout the state and lead the nation to engage in the fight against hunger. Please leave your non-perishable donations in the Class,
Date Employee Type Acknowledge
employee kitchen
11/01/2017 Braverman, Fork Lift Operation (4]
John (9) 101
11/01/2017  Braverman, Cheese Making inthe
John (9) 21st Century

For the employee, the My Upcoming Classes tile will display all classes that have been assigned to the

employee. They can Acknowledge the class by clicking the “thumbs up” icon.

Rapid Enroll Method - Enrolling Multiple Employees in a Class

Rapid Enroll lets the user enroll multiple employees at once into a training class. It also allows you to

assign grades or add notes to employees all at one time.

n Asure Software
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It’s important to remember that Rapid Enroll cannot create a class. Its function is enroliment only.

Classes @ &

T O Downicas h 4
Actons :::‘ Class Description

Taxidermy i the preserving of an anmal's body via stuffing or mounting for the purpose of display or study Animals are ofien, but not always. porrayed in a Me-Ske state The word taxidermy refers
1o e process of presenving the anmal Dut the word 3§ 30 Used 10 describe the end product. which are often called ‘mounts” The word taxdermy 5 derved fom the Greek words aus” and
derma” Taxs means 10 Y0 move” . and “derma’” means “skin” (he derms ) The word taudermy Yansiates 1o “arangement of siun” [1] Taxdermy 3 practiced pamanty on vertebrates(2] (mammais.
bros umstances Taxdenmy 1akes on 3 number of 1orms and Purposes.

4] A person who practices taxdenmy is caled 3 taxdermat. They
y for museums of as businesses caterng 10 hunfers and fishermen. o a8 amateurs. such as hobbyists, hunters. and fshermen. A tandermst & aded by famianty with
pture. pantng. and tanning

Any mobie power-propelied truck used 10 Carry, push. pull, MR Stack or ter materials. Powered Ndustial trucks can be ndden or controlied by 3 walking operator. Earth moving and over the 1oad
hautage trucks are not MCiuded I the Sefnton EQUIDMEnt Tat was JesigNed 10 MOve earth but has been Mmodfied 10 accept ©orks are a1S0 N0t NChuded. Operatons Mus! always mantan control of
e forki® heep 8 proper IOOKOU aNd Cperate the O at spreds safe for The PartcUL OPeEtON and work e CONBONS

C value of 3 food mater

N Bus case mik, 10 be preserved. It alows the

allows the product 1o be altlered which gives & higher value

Change

Class

Location
=
0901/2017 Conference
C800AM RmS

11012017 Warehouse
CECOAM S

West
rtecence

Room

0900 AM

Remito3ofld

Go to the Classes Rapid Enroll Dashboard — this may be an easier and quicker method. In the above

screenshot, we can see our Fork Lift Operation 101 class. Click on it to open it.

Here is our Fork Lift Operation 101 class with the attendee list. Use the No/Yes toggles to enroll as

many employees as you would like. Remember to click Save Changes when complete.

. -
I Save & Next Record

Class:

Send Email notfication to Employee?

-3

Grade or Result

Division / Branch / Department / Team / Position

Farm Stand / Warehouse / Customer Service / / Trainer

[

Alfonse. Jameson

‘“
S -

Braverman. John 9 Farm Stand / Warehouse / Customer Service / Aipha Team / Trainer

3/22/2018
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Notification Related to Employee Enrollment in Training Classes

Note that there is a Notification that Admins can set up to inform employees when they have been
successfully enrolled in a training class or were enrolled by a manager/admin. Admins go to HR Admin —
Communications — Notifications and select the Classes Category, to set up this item.

Notifications A

2 & Dounload fier grid T
Category - Name Active Recipients. Delivery Description
Classes Envoliment in Class No Target Employee Delivery when event occurs  Confirmation Email sent to Employee when they successfuly enrolled or wiere enralled by an Admin/Manager in a dlass.
W - v Page 1  of1 Go| Pagesize 1  Change ltem 1101 of 1

Compensation

The Compensation screen displays the employee’s primary rate or salary amount. You can view all of the
employee’s current and historical compensation changes.

Compensations & $
———— -
Actions  Name Employee ID Effective Date - Pay Type Pay Rate Change Reason
ﬂ Alfonse, Jamison 12 0911/2017 Hourly 25.00
n Braverman, John 9 081472017 Hourly 10.00
ﬂ Fleck, Bill 8 08092017 Hourly 25.00
ﬂ Webb, Chick 7 080972017 Hourly 15.00
n McBrittish, Rockford 4 08082017 Hourly 25.00
ﬂ Forsyth, Megan 1 080272017 Hourly 20.00
ﬂ Dyer, Bons 2 08/02/2017 Houry 15.00
w | - - Page 1 of1 Go| Pagesze 9  Change ftem 1109018

Click on an employee to see the Compensation details screen.

Compensation:

Employee Compensation Info Other Info
Company Effective Date Change Reason +

B Shelburne Farms 01 (SFO1) - 08/10/2017 = Please Choose (represents ELANK) -
Employee Pay Type Comment

&  Summers, Scott (5) - E02 - Salary - Comment

e
Rate (Hourly or Salary per pay period)
$ | 55.000.00

To add a new Compensation record, click the + New button.
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Compensation: [EEE

Employee Compensation Info Other Info

Company Effective Date Change Reason +

B  shelbume Farms 01 (SF01) v - Efiective Date *

Employee Pay Type Comment

Please Choose (represents BLANK) -

& Summers, Scott (5) - Please Choose (represents BLANK) *

4

Rate (Hourly or Salary per pay period)

$ | Rate *

A compensation in Advanced HR 2.0 corresponds with the Employee - EE Entry - Pay section in Evolution
Classic.

It is comprised of both a salary amount, and a primary hourly rate. Salary amount is optional, but hourly
can be 0.00 (still mandatory)

By default, for an employee that doesn’t have an hourly rate the API needs to submit an rate number
(defaults to 1 on the screen, but can be changed) and an hourly rate of 0.00.

DBDT'’s, WC, Jobs etc., can all be associated to a pay rate. For example, an employee can be both a
waiter and a bartender and have different rates at each.

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.

Note: 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.

Go to HR Admin — Employee Maintenance — Direct Deposit. Lock in on a Company and an Employee.

You'll be taken to the Direct Deposit dashboard. Any Direct Deposits that were previously created, or
part of the Payroll Data Cutover, will be displayed in the dashboard

Direct Deposits & T

ﬁ < & Download erg T Advanced Filter ¥

Actions Name Emp ID Start Date ~ End Date Routing Account Account Type Status

[ =] Oldman, Saly 15 12282017 107000327 1365136516 Checking
ﬂ Foreyth, Megan 1 010312018 107000327 216545 Checking
[a ] Braverman, John s 010312018 107000327 64163136561 Checking

“ n [ Page 1 off Go Pagesizer 3  Change ftem 1103 643
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Click on the + New button to add a new direct deposit record.
[B) save changes [E) save & Next Recors | Ciose 3
Deposit:

Empleyen Barik Infa Accownt Typs

’T s:».n..nu Farens 03 (SF03) v | 1:?:033:.' \f_ ™

Employes Account # Bavvings

[& sraverman, sonas) v - ( v [ e

Maney Market
. -
— Enter the following information:
e  Routing Number Note that an Admin or
Amount Code

Percentage

An

Click Save Changes
when complete.

Account Number
Start Date
Amount Code
o Percentage
o Balance/Remainder
o Flat Amount
o Live Check Amount

Amount of Deposit

Manager, upon approval,
will enter the Deduction
Info. These are the E/D
codes from Evolution
Classic.

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.

After receiving a notification that an employee has submitted a Direct Deposit request, the Base Admin
user goes to the HR Admin - Employee Maintenance - Direct Deposit, to approve it.
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Direct Deposits & I

m < O Download filter gric T  Advanced Filter T

Actions Name Emp ID Start Date| - End Date Routing Account Account Type Status
Mackay, Isaac 2 03128/2017 000000000 89465435 Checking
Ferrari, Harmison 106 0411202017 000000000 a56514 Cheacking
Blake, Anne 16 0402472017 000000000 BB4654 Checking
Poole, Frank 123 042572017 000000000 84622 Chescking
Mandrake, Lionel 108 051612017 000000000 6656509855 Checking
Blaker, Harristte 20 0E/02/2017 000000000 500 Checking

n Arpuvian, Samson 134 01/03/20183 107000327 5165184885 Checking I:l

LR T B LI Page: 3  of3 Go| Pagesize: 15 Change ltem 31 1o 43 of 43

You'll be taken to the Direct Deposit dashboard. Remember, that since you are logged in as a Base
Admin, you can see all the Direct Deposits for the entire company. Click on the name of the employee
that has a Pending status:

) seve & bt Recond W] ciose 3
Deposit:
Emgloyes Bank Info Account Type
Campany Ruatinng Nursber Checking
§ [Snietm i ey . i =1
Employee Account ¥

Savings

Waonay Market

-

Tranaaction lnfs Dutads Daduetion bafs
Sast Dt Prenote?
01032018 = — ves D01 - e Pay Direct Degesi v -
End Do
i ™ Approved
Amownt Code
S - - . . .
. You have the ability to edit any information. However, you’ll need
..... .

BEE V| to enter a Deduction Code and change the Status to Approved.
Click Save Changes when complete.

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, if these have been activated.

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.

Document (Employee)

You can view, print, save, and add documents to the employee’s “electronic personnel folder.”

Documents (employee) & [

S | @ Dounload fiter grid v
Actions  Name EmployeelD  Download  Filename - Category Title Upload Date [0 Size (KE)  UploadBy  Private
ﬂ Allagash, Cranston 2 ‘“”“"“:z’"‘::”ndy"g:ﬁ:ﬂﬂsh [T Onboarding Background Check Auth FormBackgroundCheckAuth 01/30/2018 03.49 PM 505 Onboarding m Yes
ﬂ Portabello, Ignacio 33 ‘“”“h“:;i‘::l‘ﬁ';jﬁug;n:::”n o o018 035 Onboarding-Background Check Auth FormBackgroundCheckAuth 02/02/2018 03:58 PM 505 Onboarding m Yes
ﬂ Clickstop, Wibaforce 34 “"’“b:f;i:“ﬂ”f;’;i‘::j:imm [ Onboarding Background Check Auth FormBackgroundCheckAuth 020512018 12:23 PM 506 Onboarding m Yes
ﬂ Clickstop, Wilbaforce 34 ‘“"“":’fsﬂdj"fﬁ:":;m (e Onboarding-Direct Depasit FormDirectDeposit 02/05/2018 1223 PM 116 Onboarding m Yes
ﬂ Allagash, Cranston 2 ‘“’m”‘l_‘;:fm o oo g on 15020133347 Onboarding W4 FormiW4 0113012018 03:49 PM 695 Onboarding m Yes
ﬂ Portabello, Ignacio 33 “"”‘Wiz:fm e Onboarding-Wa Formw4 02/0212018 0358 PM 694 Onboarding m Yes
[ | Clickstop, Wibaforce 34 ‘“”“’:L‘;‘:; o o Gl on 513 12151 Onboarding W4 Formi4 0210512018 12:23 PM 696 Onboarding m Yes
ﬂ Allagash, Cranston 32 ‘9—5“::;:“1 ey e Onboarding-19 Formlg 01/3012018 0349 PM 759 Onboarding m Yes
[ | Portabello, Ignacio 3 ‘“"“:_:::m [ Onboarding 19 Formi9 02/02/2018 0358 PM 758 Onboarding m Yes
ﬂ Clickstop, Wilbaforce 34 \9_5915:; s Onboarding-19 Formlg 02/05/2018 1223 PM 760 Onboarding m Yes
Wl - v m Page 1  of1 Go Pagesize:| 10 | Changs tem 11010 0f 10

n Asure Software 3/22/2018



Evolution®

Advanced HR 2.0 — Employee Maintenance Guide

by ASURE
Document:
Employee Category
Company Category
E  Shelburne Farms 03 (SF03) Category -]
Employee Title
& Braverman, John (9) Title
Description
Description
2
Info Attributes
Filename Private Document

Key to the city.pdf

size (KB)

84

Upload Date

08/17/2017 07:54 AM i}

Uploaded By

wroberts@evolutionhcm.com

Document (Company)

View and print any documents that the employer has uploaded to a central company documents
database. You can view, download, print, and save existing documents, but note that you cannot add
new documents.

Documents (company) & [
S @Dowmioad er grid v
Download Filename - Category Title Upload Date Size (KB) Upload By Published To Manager
Beneit packages paf Bensiits Beneit Packages Summary 101032017 10:26 AM % WilR _  esofware.Com No
Employes Handbook pdf 09/11/2017 1243 PM 1 wro mcom No
Letter from the CEO pef 08242017 0222 PM 1 wr em com No
. - [ Page: 1 off Go Pagesize: 3  Change ltem 110 3 0f 3

Education

Provides details about an employee’s education, including the code, description, and the name of the
educational institution.

Education & =
m & | &Dovmload ter grid T

Actions  Name Employee ID Education Code - Education Description Institution
ﬂ Forsyth, Megan 2 Bachelor Bachelor's degree UC Davis
w n v m Page: 1  of1 | Go| Pagesze: 1 | Change tem 1 to 1 of 1
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To add a new education record for the employee, click the green + New button and complete the
details.

Education: [[ELESL0

Employes Education Info
Company Education Type
B MBWinery (MBO1) - Please Choose (ipreserts BLAIK * -
Employee Institution
& Please Choose irepmsents BLANK * - =
Major
Minor

Completed Date

GPA

MNotes

Emergency Contact

Provides details concerning emergency contact information for the employee.

Emergency Contacts & I8
2 | &Dovnload tor grid =

Actions  Name - Employee ID Contact Type Contact First Contact Last
ﬂ Forsyth, Megan 2 Spouse Michael Harper
ﬂ Forsyth, Megan 2 Mother Jane Forsyth
W« n [ Page: 1 off Go| Pagesize: 2 | Change fem 1102 0f2

To add a new contact for an employee, click the + New button and complete the information on the
screen.

Employee Contact
Company Contact Type
H  MB Winery (MBOT) - Contact Type *
Employee Priority
&  Please Choose (represents ELANK) * - Priority
First Name
First Name *
Middle Name
Middle Name
Last Name
Last Name *
Contact Address Contact Details
Address Line 1 Email
Address Line 1 = | youremall@domain.com
Address Line 2 Home Phone
Address Line 2 L | 1234567890 x123
City Work Phone
City S| 123.456.7890 x123
State Cell Phone
Please Choose (represents BLANK) - L | 123.456.7890 x123
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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.

Go to HR Admin — Employee Maintenance — Employment Detail.

Employee Maintenance

& Employee Summary

& Achigvement

& Alternate Rate

& Certificate .

:g;m When selected, the Employment Detail will
83 (rapid enro .

& Compensation open a Dashboard that will allow for:

& Direct Deposit » New hire/Termination

& Document (employes

& ocument e * Position Organization
gucanon

& Emergency Contact . Rehiring
: ;
: * Effective Dating

& Labor Allocation
& License

& Note

& Pay Stub

& Review

- kil

& Tax (Federa

& Tax (State

Tip: This screen is best used by locking into a specific employee with the employee search bar at the top
of the screen or the dropdown.

B MB Winery (MB01) x - - employee search _ x

As you can see from the left side of the following screenshot, this is also where you can initiate a New
Hire or Termination process. In addition, the Add a Position/Organization section to the right allows
you to Re-Hire an inactive employee or modify an active employee’s Position/Organization records.
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Employment Detail & &

New Hire/Termination ADD Position/Organization

I you want to hire or terminate an employe, please If you would like to add a Position/Organization record, please choose a company and employee to give a better context for the effective date that you will be choosing. We will be copying
00 to the Special processing pages that are setup to information from the previous effective dated record, so please keep that in mind when choosing an effective date. You cannot pick a date that would become the first historical dated record for
help you with those respecive processes. this employee. Also remember that itis NOT a good idea to have multiple records for the same employee on the same day. The system can get confused on which one should be current/active:
If you wish to re-hire (or add any record) for an inactive employee, please use the top employee search to find the inactive employee rather than the dropdown selection
Company Employee
B shelbume Farms 03 (SF03) - &  Please Choose (epresents BLANK) * v
Effective Date Is this a RE-HIRE?

Let's begin adding a Position/Organization =)

To access an employee’s record, select them from the Employee dropdown at the top of the screen and
click the Let’s begin adding a Position/Organization button.

Pasition Scroll down the Position/Status tile
TR - Training Specialist v - and the Reports To/Supervisor tile:

Employment Type

FullTime - Full Time LA 1. Enter specific Position
Status information.
Active - Active v - 2. Build an organizational structure

by assigning Managers and
Supervisors.
3. If a Manager is assigned in the
Reports To dropdown, when

Reports To 1

Shirt, Red (28) = . .
they login, they will have access
Reports To 2 r;
to some of the employee’s
Telosian, Veena (29) x = - - - -
pertinent information, including
Ri ris To 3 = -
—— Acknowledgment functionality.
Smith, Jimnmy (26) =

Supervisor (SC) o

Note: The Supervisor (SC) field can be used as a user defined text representation of the Supervisor. It
can also be used as an option in various Time Clock Integrations such as Swipe Clock.

Asure Software 3/22/2018



Evolution®

by ASURE

Employment Detail Dashboard

that have occurred will be displayed.

Advanced HR 2.0 — Employee Maintenance Guide

On the Employment Detail dashboard, a list of the history of all the employee changes, and or, updates

2 | & Download er grid T
Actions  Name Emp ID Eff Date ~ Position Cppr o ChmeEe Status Reports To 1 Hire Term
& | Shit, Red % 1202672017 NA Main Offce, Human Resources, HR Manager  Active Kk, Jim u e u es
[ & | Smith, Kevin 5 121132017 Securlty Guard Shelbume Inn Store, Brewery, Forkift Driver  Active u Yes n Yes
ﬂ Telosian, Veena 29 121132017 NA Main Office, Human Resources, HR Manager  Active McCoy, Emily u Ye n Yes
ﬂ Srmith, Jameson 27 11412017 Training Specialist Shelbume Inn Stors Active Shir, Red u Ye n 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 among users — this is not an

indication that the system has created a duplicate record by mistake.

< & Download

Actions Name

Emp ID

Eff Date -

Shirt, Red 28 12/26/2017 NA Main Office, Human Resources, HR Manager  Active n Yes u Yes
Smith, Jameson 27 11/13/2017 Training Specialist Shelburne Inn Store Active Shirt, Red u Ves. u Ves.
Smith, Jameson 27 10/11/2017 Training Specialist Shelburne Inn Store Active Shirt, Red u Yes u Yes

Position

filter grid

Organization Structure

status

A Advanced Filter ¥

Reports To 1 Hire

If you would like to add a Position/Organization record, please choose a company and employee to give
a better context for the effective date that you will be choosing. We will be copying information from
the previous effective dated record, so please keep that in mind when choosing an effective date. You
cannot pick a date that would become the first historical dated record for this employee. Also remember
that it is NOT a good idea to have multiple records for the same employee on the same day. The system
can get confused on which one should be current/active.

If you wish to re-hire (or add any record) for an inactive employee, please use the top employee search
to find the inactive employee rather than the dropdown selection.

Asure Software H
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I-9 Screen

The I-9 screen is the standalone electronic I-9 process. The I-9 screen allows HR staff to update and
e-sign the employer portion of the 1-9 form. The I-9 screen lists all the employees for the company and
indicates their -9 Status. The employer has full control as to when to allow employees to be able to
access their I-9 Form.

All the I-9 information is stored on the employee record itself.
e The employee self onboards and completes Section 1 of the I-9

e Admins/Managers cannot do anything with Section 1, other than marking it (manually) as
Complete/Incomplete and Assigning it to the employee. By “assigning it”, it displays for the
Employee to do, fix, update, or complete Section 1 (also assuming it is not marked as Complete
already).

o Similarly, employee (self service) cannot access Section 2 of the I-9. Section 2 is only accessible
for the Admins / Managers and for Section 2's that are not already complete.

2 & Download fiter grid. Al Advanced Filier ¥
Sec 1 Complete + Sec 2 NOT Complete =
Name Employee ID Hire Date (orig) ~ 19 Status Lo Assigned  Status Employment Position
=3
Smithers, Jackson 13 0972872017 912812017 Incomplets m Yes | Active Full Time Trainer
 Mariccomplats
CR n - Page: 1 of1 |Go Pagesize: 1 | Change liem 1101 of 1

To access the employer portion of the I-9 screen:
1. Go to HR-Admin — Employee Maintenance - I-9.
2. The system displays the I-9 screen.

S & Download fiter grid @l Advanced Fiter ¥
Sec 1 Complete + Sec 2 NOT Complete -
Name Employee ID Hire Date (orig) ~ 19 Status 19 Assigned  Status Employment Position
Hovis, Chris 193 08/14/2017 8/15/2017  Incomplete n Yes | Active Regular Full Time Sales Representative
v Mark complete.
Esposito, Betteanne 190 08/08/2017 8/8/2017  Incomplete “ Yes  Active Regular Full Time CFO
Mason, Victor 187 0810312017 8/3/2017  Incomplete “ Yes | Active Regular Full Time Accounting
 Mark complete
Esposito, Betteanne 184 08/02/2017 8/2/2017  Incomplete m Yes| Active Regular Full Time Sales Representative
'« Mark complete.
Rees, Wendy 178 0711812017 71182017 Incomplete “ Yes | Active Regular Full Time Accounting
' Mark complete.
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The filter at the top left of the I-9 screen allows the

Z & Download
Admin/Manager to filter the types of 1-9 Status to show.
—
You can select the following views:
e All Sec 1 + Section 2 Status
e Sec 1 NOT Complete

e Section 1 Complete + Section 2 Not Complete - this is the default view but you can change it.

1-9 Assigned Field

You can use the 1-9 Assigned column field to open the Section 1 of the I-9 Form in order
for the employee to do something to their I-9, for example if the employee didn't fill out H9 Assianed
the I-9 during onboarding.

In the 1-9 Assigned column — change the Yes / No toggle switch from No to Yes to assign m =
the I-9 task to the employee. The system assigns the -9 to the employee and sends an

email to the employee indicating a request to go fill out or complete their I-9 document which includes a
link for the employee to click — a sample email notification is shown below.

Desert Quest Software EVO - 1-9 Request

Desert Quest Software EVO

This is a notification to inform you that you have been requested to fill out and/or complete your I-9 document.

Go to the I-9 page (My Personal History) or simply click the link below to get started.

hite oz hopext com 3835 1 Securs Emploves Emplovee] Ot aspx meaw=ESS

To do this, you also need to change the Status of the |-9 from N
Complete to Not Complete in order to be able to a§S|gn a .
completed I-9 back to the employee. You can do this manually, in e ) e =
the I-9 Status/Dates section of the screen, in the Mark column, by | —. s
clicking on the Thumbs Up/Down icons to mark it as Not
Complete (or click on the Thumbs Up/Down icons to mark it as Complete).

Here is an example where the Admin has assigned the I-9 back to the employee. When the employee
logs into their My HR screen (1-9), he/she can click on their assigned 1-9 task (indicated by the Yes toggle
in the 1-9 Assigned column).
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-9 (&3]

T Adwasoe) Flter T

O O Downiosd
AlESE 1 ¢ S 2 SIASSGE
Hirg Date jrg) ~ I8 St 18 Assigeed Pt Empiloymant Poamon
o0 re——r— | n . At Full Trme Fih] Engeees
3
u |4 - LI Page { of1 0o Pageane i Changs Bem iAo

3. To return to our example, you click on an employee row on the summary screen to see the actual I-9
details of that employee.

Shelburne Farms 03 (do not touch) - Smithers, Jackson (13)
Status: Hire Date: Employment: Division:
09/28/2017 Full Time aranch:
Tax Form: Termination Date: Position: Department:
Trainer
Team:
I1-9 Status/Dates 1-9 Documents
 Mark ALL sections complete Download Filename Size (KB) Date Remove Link
Section Status Electronic Date Mark i9_sect.paf 760 09/28/2017 @-
Section 1 = 9/28/2017 Q)
Document
Section 2 6]
Please Choose (represents BLANK) -
=y
-9 Instructions
For complete instructions and -9 document reference, please use these: E-Verify
-9 Document Link
1-9 Instructions (english)
-9 Instructions (spanish) E-Verify Site/Information
E-Verify Site Login
1-8 Instructions E-Verify
For complete instructions and 1-9 document reference, please use these: E-Verify Sitefinformation
1-8 Document Link
19 Instructions (english) E-Verify Site Login
19 Instructions (spanish)

The top section of the I-9 screen contains the employee I-9 information, links to the I-9 Instructions and
to E-Verify and to the physical I-9 Documents which you can click on such as the actual I-9 Section 1

portion that the employee completed.
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1-9 Documents

Download Fllename Size (KB) Date Remove Link
L i9_sect.pdf 756 07/04/2017 @
Document
Please Choose (represents BLANK) -

% Link 19 document

1-9 Section 1

The employee completes Section 1 of the screen. The employer does not have access to Section 1.

1-9 Section 1

Name/Address ID/Contact Status

First Name B0 i ] E-vesity O | US Gitizen

Middle Initial Birthdate Non-Citizen natienal (US)
Last Name Email

Lawful permanent resident

Smithers &= | youremail@domain.com “ =
Other Names Used Fhone UscCIs #
NA L | 123.456.7890 x123 R
Address Alien Registration # (should start with "A")
25 Main St NiA
Apartment
NIA Alien authorized to work
oy I
Anytown Work Expiration Date
W
state Work Expiration Date ::)
VT-VERMONT. US e uscis #
Zip Code A
05103 Alien Registration # (should start with "A”)
N/A
OR
Form |-24 Admission #
1-94#
OR

Foreign Passport #

Foreign Passport #

Country Of Issuance

Please Choose (represents BLANK) -
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E-Signature
Type your name here Form Date
Jackson Smithers 09/28/2017 i

Preparer and/or Translator Certification

Did a preparer andior assist the employee in ing Section 1 7

“ es

Providing your 9-digit Social Security Number is voluntary on Form I-9 unless your employer participates
in E-Verify.
If your employer participates in E-Verify and:

1. You have been issued a Social Security number, you must provide it in this field; or

2. You have applied for, but have not yet received a Social Security number, leave this field blank
until you receive a Social Security number.

1-9 Section 2

The common workflow is the Admin/Manager will display the Section 2 section of the I-9 screen to
complete the employer portion. The employee does not have access to Section 2. The screen mimics the
online Smart I-9 Form.

I1-9 Section 2

ListA ListB ListC
Identity and Employment Authorization Identity Employment Authorization
Document Title Document Title
Decument Title
Please Choose (represents BLANK) = Please Choose (represents BLANK) =
Please Choose (represents BLANK) ~
Issuing Authori Issuing Authori
Issuing Authority o Ll o L
Please Choose (represents BLANK) - Please Choose (represents BLANK] -
Please Choose (represents BLANK) -
Document Number Document Number
Document Number
Document # Document #
Document # =2 !
- Expiration Date Expiration Date
Expiration Date
Expiration Date Expiration Date
Expiration Date =) > = o ! £
Document Title
Additional Information
Please Choose (represents BLANK) ~

Additional Information
Issuing Authority

Please Choose (represents BLANK) -

Document Number

Document #

Expiration Date

Expiration Date ]

Decument Title

Please Choose (represents BLANK) -
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Document Title
Adgitional Information
Please Choose (represents BLANK) -

Additional Information
Issuing Authority

Please Choose (represents BLANK) -

Document Number

Document #

Expiration Date

Expiration Date ]

Document Title

Please Choose (represents BLANK) -

Issuing Authority

Please Choose (represents BLANK) -

Document Number
Attestment
Document #

| attest, under penalty of perjury, that (1) | have examined the
by the ab. d employes, (2) the
Expiration Date ] above-listed document(s) appear to be genuine and to relate to tife
employee named, and (3) to the best of my knowledge the

employee is authorized to work in the United States.

Expiration Date

No Yes
Employer/Representative
Employee's first day of employment
Employment Date * B
ployer or Authorized Repi i Business/Organization
Title Business Name
Title * Business Name *
First Name Address.
First Name * Address *
Last Name City
Last Name * City *
State
Please Choose (rzp * -
zip
Zip *

The Admin/Manager clicks Yes to the Attestment section, signs the E-Signature section and clicks the
Save and Generate 1-9 (Sec 2) button.

E-Signature
Type your name here Form Date
E-Sign Name * 08/09/2017 L]

ave and Generate -9 (Sec 2)
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The system then generates the document and you can see it now listed in the I-9 Documents section of

the screen at the top.

1-9 Documents

19_sect pdf 756

Download Filename Size (KB) Date Remove Link
i9_sec1_sec2.pdf 770 N 07/05/2017 @
07/04/2017 @

I-9 Related Employee Notification

Admins can set up a Notification to inform an employee that they are being asked to complete an I-9
document. Go to HR Admin — Communications — Notifications and select the Compliance Category.

Notifications L\

Notification System is ON and ready for use

© @ Download

Compliance - Government Compliance o

fiter grid

Delivery

Description

Category - Name Active Recipients
Compliancs 19 Assignment No E Target Employes Delivery when svent occurs  Employee being askedto complat 19 document
e n v Page' 1 off Go Pagesize 1 tem 1t0 1 of 1

Labor Allocation

Labor Allocations & (T
m £ & Download

Actions. Name

ﬂ Mandrake, Lionel
w| e n [

Emp ID Start Date -

02/15/2017

fiter grid

Page: 1

of 1 | Go| Pagesize: 1

v

Allocated To
Division: Retail

Item 1101 of 1

Click on a row to display the Details screen.

n Asure Software
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Allocation:
Employee Labor Allocation Info
Company Division

B Will's Other Company (Wil 2)

Employee
& Mandrake, Lionel (13)

Basic Info

Start Date
0211512017

End Date
0211512018

Percentage

Retail - Shelburne Inn Store

Job

Please Choose (represents BLANK)

Allocation: [T=TH =)

Employes
Company
B Shelburne Farms 03 (SF03)

Employee

&  Please Choose (represents ELANK)

Basic Info

Start Date
Start Date

End Date
End Date

Percentage

%

Labor Allocation Info
Division

Please Choose (represents BLANK)
Branch

Please Choose (represents BLANK)

Department

Please Choose (represents BLANK)

Job

Please Choose (represents BLANK)

License

Provides access to details on any license - including expiration dates and any attached documents.

Licenses & B9
re——

Actions  Name Employse ID

ﬂ Forsyth, Megan 1
| N

License Code «

TAX

License Description
Taxidermy

Page 1 of1 Go Pagesize 1

Cnange

Issue Date

021192015

Expire Date License #
091232017 56165461335136485

ftem 110 10f1

3/22/2018
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License:

Employee License Info

Company License Type +

B shelburne Farms 03 (SFO3) - TAX - Taxidermy

Employee License Number

&  Forsyth, Megan (1) - 56165461335136485

Issued By

TAA

Issued Date

02/19/2015 =]

Expiration Date

09/23/2017 &
Notes

Notes

Employee Acknowledged

.

Click on the + New button to add a new license record for the employee.

License: [EEE0)
Employee License Info
Company License Type +
B  shelburne Farms 03 (SF03) - Please Choose (represents BLANK) * b
Emplcy!e License Number
& Please Choose (represents BLANK) * - License Number @
Issued By
Issued By
Issued Date
Issued Date ]
Expiration Date
Expiration Date &
Notes
Notes
g
Employes Acknowledged
Expiring License Notifications
USIng the Communications — Notifications screen (Llcense & Certification Category) you can set up
date-based expiring license and certification reminders targeted to the impacted employee.
S & Download v
Category - Name Active Recipients Delivery Description
License & Certification | Achievement Expiration Date No Target Employee ~ Reports To 1 ~ Employees: Dowd, Elvood (9) gé‘;vggE°;:‘ir‘g‘:f‘gaw Noifies recipients of an Employee's upcoming Achievement expiration date.
License & Certification | Certificate Expiration Date No Target Employee ~ Reports To 1 ~ Employees: Dowd, Elwood (9) gé‘;vggE°;:‘ir‘g‘:f‘gaw Noifies recipients of an Employee’s upcoming Certificate expiration date:
License & Certification | License Expiration Date No Target Employee ~ Reports To 1 ~ Employees: Dowd, Ewood (9) g;‘;vggE";:‘ir‘g‘:f‘Bm Notifles reciplents of an Employee's upcorming License expiration date
W n »w Page 1 | of1 Go Pagesze: 3  Change ltem 1 to 3 of 3
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Note

Admins / Managers can use the Note screen as a direct method to communicate to an employee and
leave a record of the communication in the system.

Notes &
m £ & Download filter grid T
Actions Name Employee ID Date - Title Description
ﬂ Braverman, John 9 1200412017 Did you know? You were supposed to work today,
PR n s Page: 1 of1 Go Pagesize 1  Change tem 1101 of 1
Click on a row to display the Details screen.
Note:
Employee MNote Info
Company Note Date
B Shelburne Farms 03 (SF03) - 120472017 =]
Employee Title
& | Braverman, John (9) = Did you know?
Description
You were supposad to wark loday
To create a new note:
From the Notes screen, click on the + New button.
Note: [IETTIEET T
Employee Note Info
Company Note Date
B Please Choose (represents BLANK) t_—.3 127282017 =]
Employee Title
& Please Choose * - Title
Description
Description
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Select the Employee and Company, if not already selected.

In the Note Info section:

The Note Date defaults to today's date; you can change it using the calendar icon.
Enter a Title for the Note.

Enter the text for the note in the Description.

Click Save.

Pay Stub

Use the Pay Stub menu option to see and download a PDF version of an employee’s pay stub.

Employee Maintenance

& Employee Summary

& Achievement
& Alternate Rate
& Certificate
& Class
& Class (rapid enro
& Compensation
& Direct Deposit
& Document (em,
& Document (compan Go to HR Admin — Employee
& Education .
& Emergency Contact Maintenance — Pay Stub
& Employment Detail
&9
& Labor Allocation
& License
2 hote
& Review'
& Skill
& Tax (Federal
& Tax (state
& TaxForm

The system displays the Pay Stubs screen.

Pay Stubs & $

Administrative Company Selection

Company Employee

B  Please Choose (represents BLANK) * v &  Please Choose (represents BLANK) * -

< @ Downioad

Pay Stub Download ~ Check Date ~ Gross Wages
NO Records

« s Page: 1  of1 Go| Pagesize 15 | Change ltem 010 0 o 0

Select the Company and the Employee for which you want to display the Pay Stub for in the Company
and Employee dropdowns. If you were already locked into a Company, then just select the Employee.
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The system displays a screen listing the Pay Stubs Dashboard for that employee which are available to
download as a PDF.

£ & Downioad

Pay Stub Download

06/30/2017

06/16/2017

06/0212017

05/19r2017

05052017

YN Y 2 B 2 N E A )

Check Date ~

Gross wages

2,433.03

284049

233984

233984

2,339.84

Click on the Pay Stub check date row that you want to download. The system displays the PDF icon of
the pay stub at the bottom corner of the screen.

[

04/21/2017

L B L

= paystub-5-30-2017

pdf A~

3,226.42

Click on the PDF icon to display or download the PDF file to your machine. The system displays the PDF
of the employee’s pay stub.

Candice J Moreland

USA PAYROLLS, INC.

2801 Lac De Ville Bhvd

ROCHESTER NY 14818 585-427-2010

Company Period Begin Divigion Fed OR addl $20,00
9899 aMo2017 Birthday £.00-0.00=8 00 HOURS
Muraber Period End Branch PTO 227.00-63.00=1 6400 HOURS
BI232017 1 DU Balance Pad $125.00
Social Security #  Check Date Department
302017 230
Hire Date Check Mumber Team
SHOM996 S0016274
Earnings Deductions
Descriptaon Liscatson § Jaob Rate HouralPiecp{ et Year To Dale Dieseriplion Current Year To Diste
Regular 0.00 63.00 0.00 0.00|Fed (M) (1994.40) 233.39 2955.66
Salary 0.00 0.00 2423.03 3047430 0ASDI (2189.04) 135.72 2021.44
Commission 0.00 3540.69| Medicare (2189.04) 31.74 472.76
Gas Allowance 0.00 0.00 10.00 130,00 NY (MA0) (1984.40) 94.71 1187.40
(Taxable)
PTO 0.00 9.00 0.00 0.00|NYS DBL 1.20 15.60
Quarterty Bonus 0.00 1500.00{AFLAC Cancer Pre Tax 3848 513.24
Retro Pay 0.00 93.19(Cell Phone Allowance -60.00) -360.00
Group Term Life 0.00 0.00 274 35.62|Pretax Dental 38.02 456.24
MEMOS 0.00 HSA Savings Acc 0600700 169.23) 219999
ER 401K Match 0.00 0.00 8732 1236.70|Internet Access Fees -239.70
0.00 Mileage Reimbursement =72.37 -1061.87
0.00 United Way 40.00
0.00 Direct Deposit 10040X33X 1627.27 21524.89
0.00 401k 194.64] 247351
Total Earnings 72.00 243577 35773.80( Total Deductions 2433.03 32208.16
NET PAY 1627 27| Total Direct Deposits 1827.27| Check Amount 0.00) 3528.02

You can print or save the pay stub file.
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Base User

Evolution® Hcwv

by ASURE

For a Base User, after the payroll has been run, they will be able to access their Pay Stubs. The Base User
will go to their My HR menu tab - My Payroll - My Pay Stub:

Evolution’ Hem |

by ASURE

Shelburne Farms 03

John Braverman
[ braverman@sharkiasers.com |

B Shelbue Farms 03 (SF03)

- & Braverman, John (3)

Q | find menuitem
My Employment Summary My Personal History

& My Compensation & My Achievement
& My Document & My Certificates
& Document (company) &My Classes
& My Emergency Contact & My Education
i My Summary &My 19

&My Licenses

& My Reviews

&My Skills

& My Direct Deposit
& My | abor Allgcation
Wy Tax Feaeral)

& My Tax (State:

My Payroll My Benefits

& My Benefits Summary
& Open Enrollment

My Miscellaneous

# Home
& My Alternate Rate
& My Employment Detail

When clicked, My Pay Stub will display the Pay Stubs Dashboard:

Pay Stubs & $

Fa ey

Pay Stub Downdosd | Chack Date =
E QTIERI0E

BTN NG

06N TG

Ei

b

[£) DAHI0NE
" s n .|

Groas Wages

5,000,040

500000

5, 0000

5.000.00

Review

The Pay Stubs Dashboard will allow the
employee to:
*  Wiew 3 check Date.
®  View their Gross Wages.
# Download a POF of their Pay
Stul.

You can view a list of the employee’s completed and scheduled performance reviews. Clicking on a
specific review on the summary screen provides review details and any attached documents, as shown

in the second screenshot.

n Asure Software
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Reviews & ¥

Documents

Already Attached

m 2 &Download fitor grid v
Actions  Name Employee ID Reviewer Scheduled Date Status Review Type
ﬂ Buck. Joe 2 Dowd, Elwood 02/152018 Scheduled 6 month review
ﬂ Lebowski, Maude 10 Dowd, Elwood 02/152018 Scheduled 6 month review
Wl e n - Page 1 of1 Go Pagesize 2 | Changs ftem1 102 072
Review:
Employee Review Info Second Reviewer
Company Review Type + Second Reviewer
H  Will's Other Company (Wil 2) 6M - 6 month review - Please Choose (represents ELANK) -
Employee Status Scheduled Date
& Buck, Joe (12) § - Scheduled - Scheduled Date =}
Reviewer Completed Date
Dowd, Elwood (9) - Completed &
Scheduled Date
021572018 =] s Raling
Completed Date
Completed Date -]
Rating
Rating
Employee Acknowledged
.
Details
Review Notes
4
Private Notes
Private Notes
P
Review Template
Review Template
from Review Type)
4
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Skill

View a comprehensive list of all skills the employee has achieved. Clicking on an individual skill on the
summary screen provides basic details of the specific skill.

Skills & v
m & Downioad er grid v

Actions  Name Employee ID Skill Code - Skill Description
NO Recoras
“ . - .o Page 1 of1 Go Pagesze 15 | Change item 0 10 0 of 0

SKkill: ET; e )

Employee Skill Info
Company skill Type +
B Shelburne Farms 03 (SF03) - Please Choose (represents BLANK) * -
Employee Notes
&  Please Choose (represents BLANK) * - Notes
7
Proficiency Percentage Years of Experience
Proficiency % B % Experience in Years
Documents

Already Attached

Browse or DragiDrop documents Temporarily Uploaded Documents

Drag & drop files here ..

n Asure Software 3/22/2018
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Tax - (Federal)

Select HR Admin — Employee Maintenance — Tax (Federal) to display/add an employee’s Federal Tax
information.

Federal Taxes & $
£ O Downioaa

Employee Name - Employee ID Marital Status Tax Type Exemption Type Exemptions
Hunter, Hannan 14 Single 63 Aadtionalamount 800.0
Allan, Sophia 15 Marmed w2 None 00
Alsop, Ahanu 7 Single w2 None
Anders, Kimmy T940 Single w2 None 0.0
Auto TOA, Test T901 Single w2 None
Barnes, Sean 1984 Single w2 None 0.0
Black, Jessica 36 Marmed w2 None
Black, Tom 7922 Singie w2 None 00
Blake, Anne 16 Marmed w2 None

Click on an employee row to get the Federal Tax detail information.

Tax Info:
Details.
Federal Marital Status Allowances
Single - 1
Federal Tax Type Amount
Regular Amount - $ 000

Annual Tax Form

Tax Form Residential State
w2 - 9 VT-VERMONT US -
Legal Name W-2 Settings
First Name Deceased
Middle Name Legal Representative Designated
Last Name Deferred Compensation
Suffix Statutory Employee

Pension

&
&

3/22/2018 Asure Software
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Overrides and Exemptions

Employee Tax Statuses Employer Tax Statuses

Federal Tax Status FUI Rate Credit Override
Include - Withhold tax - $ 000

OASDI Exempt FUI Exempt

Medicare Exempt OASDI Exempt

7
3

Medicare Exempt

7
3

Tax - (State)

Select HR Admin — Employee Maintenance — Tax (State) to display/add an employee’s State Tax
information.

(]
State Taxes @
Employes
Employee
& Shir, Red (28) v -
3o oo
Actions  state SUI State SDI State Marital Status Tax Exemptions
B VT VT VT Single 1
w | o« n [ Page 1 of1 Go Pagesize 1  Change tem 1101 0f 1

n Asure Software 3/22/2018
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Tax Info:

Details.

Earnings State
VT - VERMONT
SUI State
VT - VERMONT
State Marital Status
Single
State Tax Code
Tax

Settings

Salary Type
NA

Calculate SUI Taxable 1099 Wages

County

County
SDI State

VT - VERMONT -
Exemptions

1

‘Overrides and Exemptions
State Tax Type
= None

Employee Tax Statuses

State Tax
Include - Withhold tax

SDI Exempt
Include - Withhold tax

SUI Exempt
Include - Withhold tax

Reciprocation

Reciprocal Method

None e

Reciprocal State

Please Choose (represents BLANK) -

Employer Tax Statuses

SDI Exempt

- Include - Withhold tax -
SUI Exempt

- Include - Withhold tax -

And here is the screen the user receives when adding a new State Taxes record:

Tax Info:

Details
Earnings State
Please Choose (represents BLANK)

SUI State
Please Choose (represents BLANK)
State Marital Status

Please Choose (represents BLANK)

State Tax Code

Tax Co

Settings

Salary Type
Salary For Varying Hours

Calculate SUI Taxable 1099 Wages

County
= County
SDI State
= Please Choose (represents BLANK) g
Exemptions
* O Amount

Overrides and Exemptions
State Tax Type
- None
Employee Tax Statuses

State Tax
Include - Withhold tax

SDI Exempt
Include - Withhold tax

SUI Exempt
Include - Withhold tax

Reciprocation

Reciprocal Method

None =

Reciprocal State

Please Choose (represents BLANK) =

Employer Tax Statuses

SDI Exempt
- Include - Withhold tax ~
SUI Exempt
- Include - Withhold tax -

3/22/2018
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Tax Form

Admins (or higher roles) have access to an
employees electronic tax forms by clicking
the Tax Form menu item on the Employee
Maintenance screen.

Tax forms include: EE W2 Electronic Copy,
EE 1095B Electronic Copy, EE 1095C
Electronic Copy, and 1099-Misc.

Tax Forms & $

Agministrative Company Selsction

Company Empioyes

W Culural Aliance inc - DO NOT TOUCH (000, - &  Casay, Johny (3 L
& & Downost
Tax Form Downloaa  Year - Dascnpbon
b - [ep——
" .-. " Page 1 o1 Go Pagesme 1 Change e 1101 0f 1
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Terminating an Employee

Terminating an employee can be performed, as long as you have access. The only users, besides Super
Admins and SB Admins that have the permissions to terminate an employee are Base Admin users.

To terminate an employee, go to
HR Admin - Employee Actions -
Terminate Employee. &+ Add New Hire

& Self-Service Setup
F‘ Terminate Employee I

Employee Actions

The two-step Terminate Employee wizard will walk you through the process.

Terminate Employee

STEF 1 - Employee Info

The information below helps 1o guide you through the rest of the Terminaticn process. Remember, you can only lerminate a cument ACTIVE employes

Company Employee Termination Date

W Shelburne Inn & Shoppes < Will (Wil - & Please Choose mpesents BLANK * - 10W2017 [

Select the Company, the Employee and click the blue Let’s begin termination button.

The Termination Date will always default to the current date. It can be back dated, but not post dated.

STEP 2 - Fill out Termination information
Choose an appropriaie siatus and optonally provide 2 reason and commend. Don'T woery, we'l iell you if you forged anything Importani.

Empiloymeni
Satus + Tarminaticn Reason Eligibia for Rehire
e ——" e e - ™

Comimasnt

Empinyes visiated cur atiendance poicy. See documents wittin emplyes fie

Step 2 allows the user to set:
* Status
* Termination Reason
* Eligible for Rehire

Click the blue Submit Termination button when complete

3/22/2018 Asure Software H
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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.

Re-Hiring 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

[ e [ 3

T HR Admin~ Quick Links~ ==
B WR Shelburne Inn & Shoppes. (Will 4--_:1 Longbottom, Jasper (144) | 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

v erpicyes % v & betier corsen L— u will ba chogssing. We will be copying
han choosing an efiective date. You cannot pick 3 date that would become the firt historical dated
ypée records for the same empioyee on Se same day. The systsm can get confused on which ane should

o wark 10 hire G teeminate a0 emplayes. please ! you would ke 1o add & Postion Organization record. cose 8
010 the special processing pages that ane setup 1o nformaton from the previous efective dated recond, 42 please ee;n at
heip YOU W NOBE TESPECHE DIOCESEES record for this smpioyes. Also remembier that £ is NOT 2 good idea 10 have mult

Company Employes
B | R Shetburme fon & Shoppes (W) © 8 [Loogmenem sssperiies]
Make sure the greenIs
- - . Eftectrve Oatn s this a RE-MIRE?
this a Rehire toggle is R = = .

set to Yes.

Lt begin adng a Posin Orgarazaton =

Click the blue Let’s
begin adding a
Position/Organization
button.

Set the Is this a Re-Hire? toggle switch to Yes.
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Position/Status

Position

TS - Training Specialist

Employment Type
NA - N/A

Status

Active - Active

When the employee’s Employment Detail
screen opens, scroll down to the
Position/Status tile. Select Active from the
- Status dropdown.

Click the green Save Changes button when
complete.

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:

9 o
£ 38 Adnin
E}. Adrin
(%) Einance
1| 548 Repan
L2 puea

] Client

[

ongbottom Jasper ¥

B8 Browse & EE Entty | ] Detais | o3 ackress | 2| EE Federal | 7 Notes| &8 HR | T ca| [ Documents | 53 Mai oom | & Self Serve |

WR Shelburne Inn & Shoppes
WR Shelburne Inn & Shoppes

S5N=* EE Code* Pay Frequency> Standard Hours

Federal Marital Status
;IH ‘ & Single  Married

ﬂ B 55654558 [Biweeky
® Last Name = Salaty Amount Aversge Hous Federal Dependents
. Employes [Longbotiom | [ i 0.00| [ o]
w8 HA Modde Fist Name * il Fiate Number Rate Amount=
- = | | | )
) AuBaral | g1 Postion for Pay Grads Pay Giade
S99 Paynal [1 Explosing Poptart | [ = |
E Aekess 2 ‘ifDT‘ o
Bepos
|
Ciy* Stale*  Zip*
Operations
@ [Thepes 05248 | Healthcare Coverage = vr =
AR Taxpmnts Piimary Phone ext Gender* |NoER Paid Ins/MNot Elghl + | 55@2 Marital Status = State Dep
M TE— |:| Male | Dependent Coverage Avaiable Eligible for Bensfits
Date of Bitth County Ho N | -
= [ Assign Locals
) Mise |s/01388 = [ |
Ethniciy* Tribe T (‘i’”‘k’““””‘a p=
[k x e s =] e L
£ Assign D/B/D/T
i Flecipiocal Method=
[ifie ST Division Retal Shelbuine Inn Store
Take None =l
Curtent Hire Date = Original Hire Date Branch Cheese | [Chesse Shoppe Reciprocal State
[z2102m8 [=]|[smvam7 -] Deparment Taster Chesss Taster [ ~|
Curtent Term Date Eligible for Fehire _
[2/20/2018 =] [ves -] Dt
Current Status Code = ‘ =
Active - —
‘ 5 H Default Job
Pasition Status ‘ _I‘
N7 ~ z
- Urian
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