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. Connecting to PDS

Connecting to the PDS Computer

o On your computer, click on the Remote Desktop icon.
Enter your 4-digit office number.
Then enter your 6-character password.

At the LOGIN Dialog Box

:J Remote Desktop Connection

I
L2

CompLter: | termser\d

]

I Connect H Cancel H Help ” Options > ]

Log On to Windows

Microsolt

Copyright @ 1335-1393
Microsoft Corporation

Zancel Shutdown,. . Opkions <<

o Enter the employee ID that has been assigned to the person allowed access.
o Enter the password that is associated with that employee ID.

T

Uzer 1D I |
Pazzword I

Ok, Cancel |




Il. The Home Page

Home Page
The entire payroll is navigated from here, the Home Page screen.

The background of the Home Page screen displays the yearly calendar that has been setup for the company. On
the left is the vertical navigation bar from which the entire payroll system is run.

The Status field indicates the status of each payroll period. The current period is always the one with the last non-
blank status.

Clicking on different items in the vertical navigation bar will take you through the entire payroll system.

% 67.52.64.82 - Remote Desklop
L mETE

01 - Pacific Data Services Home Page_

Payroll Calendar
rStatus‘ Month | Period | Type End Date Ending Check D ate Last Check | 4]
Tomple 1 1 A 1243172007 01/03/2008 nz4 ||
Comnplete 1 2 B 01A15/20028 MonthEnd 01A15/20028 2047
Complete 2 1 A 01/31/2008 01/31/2008 2089
Complete 2 2 B 02/15/2008 MonthEnd 02/15/2008 13601
Complete 3 1 A 02/23/2008 02/23/2008 131610
In Progress 3 2 B 0371572008
4 1 A 03/31/2008
na = e 115} MonthEnd
sICurrent Period e
5 2 MonthEnd
E 1 A 05/31/2008
3 2 B | 06/15/2008
7 1 A 0643072008
7 2 B 07415/2008 MonthEnd
8 1 A 07/31/2008
g 2 B 08/15/2008 MonthEnd
2] 1 A 08/31/2008
3 z B | 03/15/2008
10 1 09/30/2008
H : 05 MonthEnd
avigation Bar -
2 B 11572008 MonthEnd
1 A 11/30/2008
2 B | 12152200 |NESERGIN
m| Pacific Data Services Office: 9999 Period End: 03/15/2008 | Month:03 | Period:02




lll. Company Data

Enter general Company Data

Home Page > Company Data

Company ID:
Name:

DBA Name:
Tax Address:
City/State/Zip:

Federal ID:

File Federal Tax:

File FUTA:

FUTA Rate:

Security Level:

Last Check:

# PDS Payroll Professional _[5] x|
01 - Pacific Data Services Company Data
e ——
Company D | 01 Federd D I 20-3305706
Name i 5 File FederalTax IT tarual j C | Current d
DB Mame | Pacific data Services File FUTA IT Maral j Q[ Quartery d
TaxAddress | 1029 Makolu Street, Suite H FUTA Rate e %
City | Pearl City State I HI Securty Level m
Zip Code | 36752 I 2830 Last Check [ 131638
Bank [FHE  [FIRST HAWAIAN BANK =]
State Tax Data can be found Attached to a Department Branch | 1213
Account | 81-072248
Departments
Dept | Dept Name Freq | Laca j
L - J User Options [~ Sort Reports by Employes Mame
(B GE”E'E‘_E‘Adm'" g ! ™ Transfer Schedule to Timeshest
FR Praduction S HI ¥ Transfer Timesheet ta Payral
55 Sales & Customer B HI [ Hide pay rates in Timeshests
Add Department I Skip Salany if given hours in Timeshest
Edit Departrent ¥ “acation/Sick Leave on Checks
N [T Company has a Pension plan
Admin Options [T 2 signatures required on checks
T Automatic Signaturs
¥ Company uses Direct Deposit
I_ Rate

Fields to enter information about a payroll company:

Special 2-digit number you assign to each company that you do payroll for.
The actual corporate name.

The name of the company as it appears on your checks.

Company address

Enter city, state, and zip code

The corporate number assigned by the federal government. Enter numeric data only; the
program will format it for you.

Payment by Check (C ), Manual (M), or Electronic Payment (E).
If (C ) is selected, the system will cut a check for the appropriate amount.
Payment made with Current Payroll (C ), Monthly (M), or Quarterly (Q).

Payment by Check (C ), Manual (M), or Electronic Payment (E).
If (C) is selected, the system will cut a check for the appropriate amount.
Payment made with Current Payroll (C ), Monthly (M), or Quarterly (Q).

The federal unemployment rate assigned by the federal government is .6%. This must
be entered as .6 not .006 as this is a percent field.

Select High or Low.
Personnel with a High security level will have access to all information.
Personnel with a Low security level will have access to limited information.

Enter the last check number used.



lll. Company Data

Enter general Company Data

Bank:

Account:

User Options:

Admin Options:

From the pull-down list, select the bank that your checks will be drawn from. If the bank is
not on the list, contact PDS.

Enter the bank account that your checks will be drawn from. Enter numeric data only; the
program will format it for you.

Select all that apply from the list of options
2 Signatures required on checks: Check this box if 2 signatures are required.
Automatic Signature: Check this box if the signature will be computer-printed on checks.

Company uses Direct Deposit: Check this box if employees will have their net check
deposited to a bank account of their choice.



lll. Company Data

Add an Earning
Home Page > Company Data > Earnings > Add Earning
Fill out the information in the New Company Earning box, and click OK when done.

NOTE: An earning cannot be deleted if in use by an employee.

% 67.52.64.82 - Remote Desktop =&
¥ PDS Payroll Professional | x|

01 - Pacific Data Services Company Earnings_

Rearange by dragging with the Right Mouse Button
Code Description Eam | Calc | Freq | Amt/Factor| Prepaid | A | B | C | D |E | S| TS j
S alary S alary 1 [ ¥V VWM W TC J
BT ——ouls i O [FF[FE[F ]
.NewtompanyEarning 1.500 r rjcjCcjcjcjc| 2
— o O o o o ol
Wage Code || Timesheet Column IT :: :: P ": :: F ": g
Qescliptinnl Il rcicicric
. - = il
Earring Type I J Tl FERICIOE T
TaxaslfPaldI IEmpInyeeFrequency j i ‘mlinliniinliniis
Calz Type I I j
I Prepaid [ tips, meals, etc. not in net pay |
Bun-Type [~ & | Eaming
e automatically
L o e——
ro mgtches Mlnfmum
rE PEST[J:DE Maxlmuml 0.000
" 5 | Calendar Zero at YearEnd
Ok I Cancel |
Company Earning Fields:

Tax as if Paid: For earnings such as a bonus that is not paid every period. This allows Federal and
State withholding taxes to be calculated correctly for such earnings. Select from the
pull-down list.

Calc Type: Select from the pull-down list down list of calculations.

Prepaid tips, meals Prepaid earnings that an employee has already received that will not

etc. not in net pay: be in the net of their check.

Run-Type: Check applicable boxes. This allows you to set the period in which it will automatically

be included in the employee’s check. If the Run-Type matches the Period Type on the
Calendar, that deduction will automatically appear in the “3 Calc Payroll” grid for that

period.
Minimum: If the deduction is computed (i.e. medical), it will be restricted if
Maximum: a figure is keyed into this field.
Zero at Year End: The system keeps a running total by employee, by deduction. If this box is checked at

the start of each year, it will be set to zero



lll. Company Data

Edit an Earning

Home Page > Company Data > Earnings > highlight the earning you want to edit > Edit Earning

NOTE: An earning cannot be deleted if in use by an employee.

%) 67.52.64.82 - Remote Deskiop =3
PDS Payroll Professiona X
] Ha [)a P = ompa ]
Rearange by dragaing with the Right Mouse Button
Code Description Eamn | Calc | Freg | Amt/Factor| Prepaid | & [E | C | D | E | S| TS j
Salary Salary 1 A, - VIVMFNMFITC J
Hourly Hourly 1 B r ViV VM W T 1
04T 04T 1o B 1.500 C Cc|CcojccCjc| 2
b | Camm Comm 20 & C OO ool 4
— a C CcCoojccjc| o3
Hi 4 1) Select the earning to edit o o o o S
TDIB =2l |nlinlinlindindin
HMSa | HMSA 01 mimiciciinlislinlls
Ira Ira 2m ) r Riciislinlindlnl
- - - r OO O e
2) Click on Edit Earning
Fill out the information in the Edit Company Earning box, and click OK when done.

£ PDS Payroll Professional

%) 67.52.64.82 - Remote Desktop

01 - Pacific Data Services

Rearrange by dragging with the Right Mouse Button

Company Earnings

=] x|

Bun-Type

Calc Type | & I Fixed Amaount

[~ Prepaid [ tips, meals, ete. not in net pay |

A Earning
automatically
I ocours when
rc Run-Type
o matches
Period Type
[IE ot the
[ 5| Calendar.

Ok ; Cancel |

Mirirnurn I 0.000
I aximum I 0000

Zero at Year End ¥

Code |Descnpt|on Eamn | Calc | Freq | Amt/Factor| Prepaid | &4 | B (C | D[ E | S| TS d
20z T | & O M E e P E ]
1 E Cr ~FMFIFFIFT|1
150 O CjojCjc|jCC| 2
| o o o o o
C Clojoicjcir] s
| o oo o o
4 VM o CCojCorjrr
Eamning Type | 207 IHeguIalDlherEaming C VMIVM|C|CiC
C FMMOCOC[C
Tax as if Paid IEmp\uyee Frequency j = miinliniiniisils

‘-*Fill out the information in this box |

=i Click OK when done |




lll. Company Data

Delete an Earning
Home Page > Company Data > Earnings > highlight the earning you want to delete > Delete Earning.

The Deleting Earning box pops up and asks, “Are you sure you want to DELETE...?” Click Yes to confirm that
you want to delete.

NOTE: An earning cannot be deleted if in use by an employee.

J 67.52.64.82 - Remote Desktop =)=/
PDS Payroll Profe ona X
] Ha )ata B = omp ]
Eearrange by dragging with the Right Mouse Button
1) SElect earning to delete am | Cale | Freq | Amt/Factor| Prepaid | & | B | C
4 1 A C FIFIFF[F[TC |
Howrly Hourly 1 B r MIF|IF I FIFI |1
asT 0/7 1m B 1.500 r Cclojcjcjcir| o2
Comm Comm 2m A r OO OO O 4
Yac ac 203 B C ClojCcjcjCC| 3
Hol Hol 204 B C OO OO C|C] s
TDIB TDI-B 403 ) ~ ClojCc|jcjc &
HMEA HMSA 2m A r MM O
Ira Ira 2m A C VMIMCIC|C
O-Em OtherEmn 2 A C [l il i mii il

® Are you sure you wank ko DELETE Comm?

2) click on Delete Earning I




lll. Company Data

Add a Deduction

Home Page > Company Data > Deductions > Add Deduction

Fill out the information in the New Company Deductions box, and click OK when done.

Mew Company Deductiol

Wwage Code I Direct Deposit [~
Description ISep
Deduction Type | 603|408 K [SEF) =]
Calc Type I A IFixedﬁ-\mount j
Check Frequency I N |none j
Payee Line I
FPayee Line I
BunTere 1 & [ Deduction
I B autonatically
rc oceurs wheh
Fiun-Type .
ro e e Fininiuirm I 0.000
Period Type : oo
T E i the bl aminuin I )
rs Calendar. Zero at Year End [
e R

Fields for Company Deductions:

Wage Code:
Direct Deposit:
Description:
Deduction Type:

Calc Type:

Check Frequency:

Payee Lines:

Run-Type:

Minimum:
Maximum:

Zero at Year End:

5-character descriptive code associated with a given deduction or earning.
Check this box if employee is on direct deposit.

A full 30-character description.

Select from the pull-down list.

Select from the pull-down list of calculations.

If the payroll system is going to create one check from the total of all employees having this
deduction.

If check frequency is other than “none”, enter the Payee Name to be written on the check.
Check all applicable boxes. This allows you to set the period in which the deduction will be
included in the employee’s check. If the Run-Type matches the Period Type on the

calendar, the deduction will automatically appear in the “3 Calc Payroll” grid for that period.

If the deduction is computed (i.e. medical), it will be restricted if
a figure is keyed into this field.

The system keeps a running total by employee, by deduction. If this box is checked at the
start of each year, it will be set to zero.



lll. Company Data

Edit a Deduction

Home Page > Company Data > Deductions > highlight the deduction you want to edit > Edit Deduction

Fill out the fields in the Edit Company Deduction box, and click OK when done.

%4 termserv - Remote Desktop g
e —— _[B]x
] 0 DMpa [ )ed 0
Fearrange by dragging with the Right Maouse Button
Code Description Ded Calc DDepos Freg A|lBIC|D|E]|S |~
Sarse 501 4 o] N DD oo
P |Sep Srg I A |l h FMIMICICICr
Sepp LA Edit Company Deduction Ii? Vool ir
select the HMSAF__H Wage Code | Sep Direct Deposit [ ViF OO C|C
deduction to edit HFCL H o _ VM|l
0-Ded il Description niiniiniiniiniln
Deduction Type | 603 |4EIEK[SEP] =]
Calo Type | A I Fired Amount j
Check Frequency | N I hone vl
Payee Line I
Payes Line I
BunTyre & 4 [ Deduction
~E automatically
rec occurs when
Run-Type -
[~ D | matches Iiniirmum I 0.000
Period Type . 0.000
CE o the M aimum I |
'8 | Calendar. Zero at YearEnd [T
ok I Cancel |

10



lll. Company Data

Delete a Deduction
Home Page > Company Data > highlight the deduction you want to delete > Delete Deduction

The Deleting Deduction box pops up and asks, “Are you sure you want to DELETE...?” Click Yes to confirm
that you want to delete.

NOTE: A deduction cannot be deleted if in use by an employee.

%J termsery - Remote Desktop E]
PDS P oll Profe ona x
] Ha ata o = omp BI-Te »
Fearrange by dragging with the Right Mouse Button
Code Drescription Ded Calc DDepos Freq AlB|JCIDJE]S |~
P |Sarse 501 A - N |Iniiniiniiniinli i
Sep Sep E03 A r il VM M|C|CC|C
Sepp Sepp E03 T - N VIO C|C|C
HMSA HMSA 501 A C N VM MC|CC|C
HMEAF HMEAF 501 A C N VIO C|C|C
HFCU HFCU 501 A C C VM MC|CC|C
0-Ded OtherDed 50 A C N CcojCcjCojc|lc

Are you sure you wank ko DELETE Sarse?

Ho |

’E‘ Pacific Data Services DOffice: 9999 Period End: 03/31/2008 | Month:04 | Period:01




lll. Company Data

Add a Department

Home Page > Company Data > Add Department

%J 67.52.64.82 - Remote Desktop
¥ PDS Payroll Professional s

£dd Department

01 - Pacific Data Services
T —

Compary 1D |01 New Department '
Mame |Pacific E’ C | Curen
DEA Name | Pacii Dept || ][0 [Quae
Tax Addiess | 10291 Dept Name
City | Pearl | Address 1
Zip Code | 96782 Lddress 2 |
H I_ suae | REW/ENIAN BEN
Zip Code I —
State Tax Data can Contact -
Phone I Ext I
Payrall Frequency I_I 'I
by Employes Mar
Location I I 'I Edule to Timezhe
State 1D [HHEHHRHEE shest to Payrol
— = in Timesheets
Unemplopment 1D | #HH#ER giver hours in Ti
File State Tax I j I Leave on Chet
File State Ul [ | =] = aPension plan
Company TD| Rate | 0.000 % SUI Rate I 0.000
Employes TOI Rate | 0000 & .
equired on chec|
hrature
Ok I Cancel | Ez Direct Deposit

Every company is assigned a default main department (or location) “AA”. You can assign more departments if you
wish. This will result in the grouping and totaling of employees on reports by department. If the company pays in
multiple tax locations (states), you must assign separate departments.

Dept:

Dept Name:

Address 1:
Address 2:

City & State:
Zip Code:

Contact:

Phone & Ext:

Location:

Fields to Enter a New Department, in the Department SS box:

Enter a 2-character department code associated with a given department (must be alpha
caps).

Enter the name of the department.

Enter address.
Enter address.

The company address and state information is entered on the first department. Each
department can have its own information.

Enter city, enter state
Enter zip code

Enter name of the contact person
Enter name & phone of contact person

From the pull-down list, select the location (state).

12



lll. Company Data

Add a Department (cont’d)

State ID:

Unemployment ID:

File State Tax:

File State Ul:
(Unemployment
Insurance):

Company TDI Rate:
(State Disability)

SUI Rate:
(State Unemployment)

Employee TDI
Rate:

The corporate number assigned by the state government. Enter numeric data only; the
program will format it for you.

The workman’s compensation number assigned by the state government.
From the pull-down list, select how payments will be made;
by check (C ), done manually (M), or via electronic payment (E).

If (C ) is selected, the system will cut a check for the appropriate amount.

From the pull-down list, select when payments will be made;
with Current Payroll (C ), Monthly (M), or Quarterly (Q).

From the pull-down list, select how payments will be made;
by check (C ), done manually (M), or via electronic payment (E).
If (C ) is selected, the system will cut a check for the appropriate amount.

From the pull-down list, select when payments will be made;
with Current Payroll (C ), Monthly (M), or Quarterly (Q).

Enter as a number (eg. 6% is entered as .6 not .006)

Enter as a number (eg. 6% is entered as .6 not .006)

The portion of the State Disability rate to be paid by the employee.
NOTE: Enter zero if tax is not to be taken from the employees.

Clicking on Delete Department after highlighting a department will delete it.

Note: A department cannot be deleted if wages have been paid in that department during the year, or if an
employee is assigned to the department. Department “AA” cannot be deleted but its name can be changed.

13



lll. Company Data

Edit a Department

Home Page > Company Data > highlight the department you want to edit > Edit Department

# PDS Payroll Professional MEE
01 - Pacific Data Services Company Data

| Caompany D |D1 : Federal IN | 2n_2ans7ne
/ Name [Fa Department 55 lﬂ = [Cunert =
T DBaA Name IF'acific Dept [55 3 O [Quetely 7]
= Taxhddress [10291 - _
Dept Mame el
City IF'aarIE =
Zin Code 36782 Address 1 |50 5. Beretania St.
ip Cade
Address 2
City | Honolulu State [HI HAWAILAN BAMK j
State Tax Data can t Zip Cade | 36813 I -
—— Contact | Helen
Dept | DeptN Phane | 5304674 Ext |
Ei geliveﬂ Payroll Frequency ITIB\VWeBkIy vl w Employes Name
Ener dule to Timesheet
FR Produc Location | HI.  |Hawai vl heet ta Payrol
> State ID | 103315024 in Timesheets
Bl i houts i Timshsst
Unemployment ID | 0000260517 prven howrs In Timeshes
— Leave on Checks
Fie State Tax | C [Check || M [Monthly =] 4 pension plan
File State LI ,T Check j 3 |Guarterly j
Select dept to Company TDI Fate [100.000 3 SUIRate [ 180 %
edit; then click on Employee TDI Rate | 0000 % eq:ired on checks
- nature
dit Department oK I c | | s Direct Deposit
ANCEl

Edit the fields in the Department SS box, and click on OK when done.
Clicking on Delete Department after highlighting a department will delete it.

Note: A department cannot be deleted if wages have been paid in that department during the year, or if an
employee is assigned to the department. Department “AA” cannot be deleted but its name can be changed.



lll. Company Data

Delete a Department

Home Page > Company Data > highlight the department you want to delete > Delete Department

# PDs Payroll Professional

§ | Company 1D

Hame

DBA Mame
Tan Address
City

Zip Code

Home Page

m

01 - Pacific Data Services

Pacific D ata Services

Pacific data Services

1029 M akaolu Street, Suie H
Pearl City

9E7ez 2830

State IT

State Tax Data can be found Attached ta a Department

FR Produc:
55 Sales &

Add Department
Edit Departmen

Delete Department

Company Data

Federal ID I 20-3305706

File FederalT ax IT Marual j C | Current j

File FUTA IT Manual j 0 | Quarterly j

FUTA Rate 0E00

Security Level |Low vl
Last Check I 131638

Bank |FHB |FIHST HamwallAN BANE.
Branch [1212
Account W

Emplopes Mame

Iz to Timeshest

eet to Payroll
Timesheets

e hours in Timesheet

Cancel

™ o eave on Checks
™ Compary has a Pengion plan

Admin Options [T 2 signatures required on checks
[T automatic Signature
¥ Compary uses Direct Deposit

I_ Rate

A department cannot be deleted if wages have been paid in that department during the year, or if an employee is

assigned to the department.

The Sorry box will appear notifying you that “There are transactions on file for this Department, so the

department cannot be deleted. Click OK.

N |

| & There are transactions on file For this Department.

Default department AA cannot be deleted but its name can be changed. To change the name:
Home Page > Company Data > select Department AA > Edit Department.

15



lll. Company Data

Add a Workstation

PAYPRO has the option of setting up remotely accessible timesheets that branch office or department heads can
input timesheet hours in a secure fashion without exposing employee pay rates or other sensitive data. In order
to grant the remote computer the ability to fill in one of these said timesheets, you must set up a workstation.

A workstation can permit timesheet entry of single or multiple departments.

Home Page > Company Data > Workstations > Add Station

# PDs Payroll Professional =] x|
01 - Pacific Data Services Company Areas

‘whorkstations
Wwhs | Name Departments Allowed at this 'workstation
1 | Admin GA/ _
BE/PR/SS/

Edit Station

—

Area Number | 22 Name | Office

22 | Office

Click to see the drop
D epartments |/ down list

Department

General & Admin

FR | Production Sometimes
55 | Sales & Customer Service
*

ok I Cancel |

Fill out the information in the New Station box, and click OK when done.

Fields in the New Station box:

Area Number: Up to 2 numeric characters
Name: Name of the new station
Department: This is a list of departments the new station may be allowed access to.

In the New Station box under the Include column, click on a department. A pull-down list
will appear. Make a selection for each department on the list.

16



lll. Company Data

Edit a Workstation

Home Page > Company Data > Workstations > highlight the workstation you want to edit > Edit Station

£ PDS Payroll Professional

01 - Pacific Data Services

‘workstations

Whs | Mame

Depaitments Allowed at this \Work station

1 | Admin

Gad

Edit Station

BEB/PR/SS5/

ea Number IE Hame IUffice

Diepartments
Department Include
Ga | General & Admin Mewver
PR | Production Mewver
55 | Sales & Customer Service Always
*
oK I Cancel

In the Edit Station box, under the Include column, click on a department

edit each department on the list as needed.

Click OK when done.

. A pull-down list will appear. You can

17



lll. Company Data

Delete a Workstation

Home Page > Company Data > Workstations > highlight the workstation you want to delete > Delete Station

£ PDS Payroll Professional = E
01 - Pacific Data Services Company Areas

W orkstations

Departments Allawed at this \Workstation

W 1 |adwin G o
2 |Prod BE/PR/SS/
| | 22 |Offics |55/ |

_

‘fou are about ko delete this Station. Are vou sure you want ko do this?

The Delete? box will appear asking, “You are about to delete this Station. Are you sure you want to do this?”

Click on Yes to delete.



lll. Company Data

Security : Add a User

Home Page > Company Data > Security > Add User

Security consists of two access levels:

A user with High level security is permitted to view all payroll data.

A user with Low level security is permitted limited access, eg: to timesheet entry only without access to
employee pay rates.

Fill in the User information, make a selection from the pull-lists, and click OK when done.

¥ PDS Payroll Professional
01 - Com Company Users

Users

Uszer | Mame \Workstation | Type
0

Userl_ =2 ArEaIU - Inpull 'l

Cancel |

22 | Office -

zer I_I j .ﬁ.reall:l vI Ipd Il "’I

Ok Cancel | S | Scheduling -

19



lll. Company Data

Security : Edit a User
Home Page > Security > Company Data > select by highlighting the user you want to edit > Edit User

Edit the User information, make a selection from the pull-lists, and click OK when done.

|zer ITIStan

ok

22 | Office i

I ser ITIStan Area IU vI Input || VI

)4 Cancel | 5 | Scheduling =

20



lll. Company Data

Security : Delete a User

Home Page > Security > Company Data > select by highlighting the user you want to delete > Delete User

If you are sure you want to delete the User selected, click Yes.

“J termserv - Remote Desktop
£ PDS Payroll Professional

Company Users

Userz

‘wiorkstation

Delete?

You are about bo delste this User. Are wou sure you want ko do this?

21



IV. Employee Data

To Add a New Employee

Home Page > Employee Data > Add Employee

You will be taken to the New Employee box in the Select Employee screen to add a new employee. Fill out all
applicable information, and click on OK when done.

Department:
Employee ID:
Last Name:
First Name:
Initials:

SSN#:

Current Salary:

Current Hourly:

%) 67.52.64.82 - Remote Desktop
# PDs Payroll Professional

01 - Pacific Data Services

Cabudoy, Marpson C

Jones, Edward

“watanabe, R onald

Lee, Robert

PR |62

PR |64 Loo,
PR |EE Hoo
PR |71 Mas.
PR |75 Oste
FR |76 Jaco
FR |77 Salis
PR |80 Shay
FR |81 Men
PR |82 Kk
PR |83 Conr
PR |54 Rive

Department | 'l

Employee 1D
Last Mame
First Mame

Initials
SSMH

Curent Salary

Current Hourly

o]

§0.00
$0.00

Cancel

Fields for New Employee:

Select from the pull-down list

An up to 9-character employee ID number

Enter last name

Enter first name

Enter middle initial

Enter social security number

Enter current salary

Enter hourly rate

Sort Order
fall}
 Mame

= Gtatus

% Department

I Orly Show Teminated

Select Employee

22



IV. Employee Data

To Delete an Employee
Home Page > Employee Data > select the Employee > Delete Employee

NOTE: An Employee cannot be deleted if he/she has wages. You will be prompted with a message box, “There
are transactions on file for this employee.”

%) 67.52.64.82 - Remote Desktop
# PDs Payroll Professional

01 - Pacific Data Services Select Employee

Sort Order
D
Jones, Edward " Name
Home Fage FR |7 ‘whatanabe, Fonald Active € Status
FR |11 Lee, Robert Active % Department
Eg gg ?jéﬁ'% .tlﬁc.t!ve I Orly Show Teminated
Edit Employes PR (55 - mployee
PR &1 Kim,
PR |B2 Plan Depatrent [BH 7]
FR |E4 Loo, Emlawzs [0
PR |EE Hoo
FR_|71 Mas. Lestiftainie
FR |70 Oste First Mame
FR |76 Jaco Initials
PR |77 Salis —
PR (80 [Sha Ssall__
PR |81 hen Current Salary $0.00
PR |22 Keke Current Hourly $0.00
PR |83 Conr
PR |54 Rive 0K I Cancel

23



IV. Employee Data

Edit Employee’s General Data

Home Page > Employee Data > highlight the employee you want to edit > Edit Employee

Fill out the fields in the Employee General Data window, and click Back when done.

%) $7.52.64.82 - Remote Desktop =J=/Ed

Earnings
Deductions

Tax Exceptions

Employee Number:
Department:

When Paid Frequency:
Last Name:

First Name:

Middle Name:
Gender:

Salary:

Hourly:

Hired:

Status:
Terminated:

Social Security No:

Marital Status:

#° PDS Payroll Professional MmEE

01 - Pacific Data Services Employee General Data
1 Cabudoy, Maryson C .

Employee Number I 1

Department I vl Social Security Number | 550-29-3335
i 5 IS i-tonthly  + -
hen Paid Frequency M Marital Status | Married vl
Last Mame | Cabudoy
First Mame | Maryson Federal Dependents 10
Middle Hame [C Additional Federal Tax 000 Less than $1 denotes percent

Gender |Femalz = I

State Dependentz 10
Salary $0.000 Additional State T 0.00 Less than $1 denat t
—_— tional State Tax X sz than enotes percer
Hourly $0.000
Hired | 04/15/1334 I
Statuz |Active VI
Terminated I
¥ Employee Uses Direct Deposit
Direct Depost Bank |FHE  [FIRST HAWAIAN BANK. |
Direct Deposit Branch I

Direct Deposit Account I 94-265177 ™ Thiziz a Savings Account

Fields for Employee General Data:

An up to 9-character employee ID number

Select from the pull-down list

Select from the pull-down list

Enter last name

Enter first name

Enter middle name or initial

Select form the pull-down list

Go to Raises to enter this information

Go to Raises to enter this information

Date first hired; select from the pull-down calendar
Select from the pull-down list

Termination date; select from the pull-down calendar
Enter federal social security number

Select from the pull-down list
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IV. Employee Data

Edit Employee’s General Data (cont’d)

Federal Dependents:

Additional Federal Tax:
State Dependents:
Additional State Tax:

Employee Uses
Direct Deposit:

Savings Account:

Number of Federal dependents claimed. If 99 is entered, withholding is taken from
Additional Federal Tax.

Additional Federal tax to be withheld from paycheck.
Number of dependents claimed
Additional State tax to be withheld from paycheck.

Click on Bank Data (in the vertical navigation bar on the left)
In the dialog box, check the box employee uses direct deposit if applicable.

Direct Deposit Bank: Select from the pull-down list. If employee’s bank is
not on this list,
contact PDS.

Direct Deposit Branch: Enter the employee’s bank branch.

Direct Deposit Account: Enter the employee’s bank account number.

Check this box if employee’s direct deposit account is a savings account.
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IV. Employee Data

Edit Employee’s Personal Data
Home Page > Employee Data > highlight the employee you want to edit > Edit Employee > Personal Data.

Fill out the fields, and click on Back when you're done.

) 67.52.64.82 - Remote Desktop WE X

#° PDS Payroll Professional B

01 - Pacific Data Services Employee Personal Data
1 Cabudoy, Maryson C
Lontact
Address 1 Address 1
Address 2 Address 2
City | Homolulu State IHI City | Honalulu State | HI
Zip Code | 96821 I Zip Code | 96821
Hame Phone Relationship
Ethnicity - Horme Phane
Birth D ate l Business Phone
1S Citizen [T Weteran [~
Handicapped [~ Dizabled Veteran [~
Pension Plan [~ Wigt Nam Yeteran [~

Fields for Employee Personal Data:

Address1 & Address2: Filled for W2

City/State/Zip Code: Filled for W2

Home Phone: Employee’s phone number

Ethnicity: Employee’s ethnicity; select from pull-down list
Birth Date: Employee’s date of birth; select from pull-down calendar
Contact: Name of person to contact in an emergency
Address1 & Address2: Contact person’s address — optional
City/State/Zip Code: Contact person’s city, state and zip code
Relationship: Relationship to the employee

Home Phone: Contact person’s home phone number
Business Phone: Contact person’s business phone number

Other Check Boxes: Click on all that are applicable - optional



IV. Employee Data

View an Employee’s Raise History

Home Page > Employee Data > select the employee you want to view > Edit Employee > Raises

This grid contains an entry for every raise the employee has received during his/her employment. You may select
any raise record to review past performance and to create a new raise.

%J 67.52.64.82 - Remote Desktop
¥ PDS Payroll Professional

01 - Pacific Data Services
50 Tanaka, Robert

Effective Salary Hourly | Job Title Review Owerall Perinds | ~
010142003 $250.00 2.880 1243142003 | & atisfactony B3
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IV. Employee Data

Add an Employee Raise
Home Page > Employee Data > Pay Rates

Fill out the information in the Effective Date column, and New Salary or New Hourly columns.
Click Back when done.

Fields for Employee Raise Record:

Effective Date: Enter the date the raise is to go into effect; select from the pull-down calendar. NOTE:
If you have already entered hours for this employee in the current period, any changes
to salary or hourly will not be reflected on the entries that you have already made! If
you want them to reflect this raise, you must go to the entries for this employee and
change them manually.
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IV. Employee Data

Edit an Employee Raise
Home Page > Employee Data > Pay Rates

Revise the information in the Effective Date column, and New Salary or New Hourly columns.
Click Back when done.
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IV. Employee Data

Delete an Employee Raise

Home Page > Employee Data > Pay Rates

Highlight and delete the information in the Effective Date column, and New Salary or New Hourly columns.

Click Back when done.

NOTE: A Raise cannot be deleted if it is the only Raise Record the Employee has.

%J 67.52.64.82 - Remote Desktop
¥ PDS Payroll Professional

MEIE
01 - Pacific Data Services Employee Raise History

50 Tanaka, Robert

Effective Salary Houly | Jab Title Review Overal Periads | ~
01401 /2003 $250.00 2.880 12/31/2003 | 5 atisfactony B3
04./01/2008 $400.00 4615 Fair 0
$300.00 3.462

$0.00 0.000

F air

Delete E

Q Are you sure yvou want to delete the selected Raise Record?

Caneel |
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IV. Employee Data

Employee Earnings

Home Page > Employee Data > select Employee > Edit Employee > Earnings

All the earnings setup for this company appear in a list. (If the earning is not active for this employee, then it is in

gray).

%J 67.52.64.82 - Remote Desktop
# PDS Payroll Professional

01 - Pacific Data Services
50 Tanaka, Robert

|

Employee Earnings

Auto | Code Description Rate Type Arnaunt 5/T Rate Factar Fate Used
P v [Salam Salary I anual Amount 400.000 400.000
™ |Hourly Haurly 5/T 0.00 a 0.000
ot 0/7 S/T * Factor 0.00 1.5 0.000
[ | Comm Comm anual Amount 0.000 0.000
C |Wac ac 54T 0.00 1] 0.000
™ |Hal Hal ST 0.00 0 0.000
C |TDIB T0I-B anual Amount 0.000 0.000
T |HMSA HMSA Manual Araurt 0.000 0.000
I |Ia lia anual Amount 0.000 0.000
C |0Em OtherErn I anual Amount 0.000 0.000

Edit Earning

Additional earning information must be in hours for sick pay and vacation pay only.

Earned Per Period Worked:

Beginning Balance this Year:

Amount Earned this Year:

Amount Used this Year:

Current Balance:

Accumulated Maximum:

Hours earned toward vacation or sick leave each period an employee works

Hours owed from last year

Hours earned this year (earned per period)

Hours used or paid this year

Hours owed to employee; computer generated

Maximum hours accumulated before losing those hours
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IV. Employee Data

Edit an Employee’s Earning

Home Page > Employee Data > select Employee > Edit Employee > Earnings > highlight the earning to be edited,
or highlight it > Edit Earning.

Fill out the fields in the Employee Earning box, and click OK when done.

%) 67.52.64.82 - Remote Deskiop = )=/Ed

£ PD5 Payroll Professional ==

01 - Pacific Data Services Employee Earnings
50 Tanaka, Robert

Auto | Code I D escription I Rate Type I Amountl 5/T Rate Factor|  Flate Uged| «

r = - | Manual Amount | 250.000] 250,000
WY 1M Enployee Earning 0 4 620
r 15 £.320
C |vac a 4.620
r -
r 0
r 0.000
[T (OEm |t 3is interded enter less thar 1.00 0,000

Edit Earning

Minimum 0000
oK I Cancel |

Fields for Employee Raise Record:

If % is intended enter
less than 1.00: Enter either a dollar amount or a percentage

Amount: Enter a dollar amount
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IV. Employee Data
Edit an Employee’s Deductions

Home Page > Employee Data > select Employee > Edit Employee > Deductions > double click on the deduction
to be edited, or highlight it > Edit Deduction.

Fill out the fields in the Employee Deduction box, and click OK when done.

%J termserv - Remote Desktop
_.f “PDS Payroll Professional

01 - Com
80 Shaw, Beverly

Auto | Code Description For¥ G Min

> HMEA i 1.000 0.000 0.000 0.000 0.000

Sarse | | 0.000

3 Employee Deduction

If % iz intended enter less than 1.00

Edit Deduction
= veen R I 3t ™ Deduction to be Deposited in Bank
Bank |
Minirnirn Arnort 0.000
b axirnum Amount 0.000 e I LI

Friar Amaint | 0.000 Account |
Stap Amouit I 0.000 I~ Account is a Savings Account

o (T

Fields for Employee Deduction:

Amount/Rate: Dollar amount or Percentage of this deduction,
eg. 1.50 = $1.50, .25 = 25%

Stop if Balance Zero: Once the total amount of an employee’s deductions have been reached, the
system will stop deducting from the employee.

Minimum Amount: Optional. Minimum amount of each deduction from the employee per pay period

Maximum Amount: Optional. Maximum amount of each deduction from the employee per period; eg.

20% of employee’s straight time, up to a maximum of $100.
Prior Amount: Optional. To date total amount deducted from the employee

Stop Amount; Optional. If there is a grand total amount to be deducted from an employee
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IV. Employee Data

Employee Tax Exceptions

Use Tax Exceptions to override an employee’s normal taxing:
Home Page > Employee Data > select the employee > Edit Employee > Tax Exceptions

NOTE: These taxes should not be altered from their standard settings except in rare cases. (i.e. A foreign student
not subject to FICA or Medicare).

%] 67.52.64.82 - Remote Desklop =J=/Ed

# PDs Payroll Professional |_ 2] x|
01 - Pacific Data Services TDI

50 Tanaka, Robert

Employee  Company
pays pavs
FICA c2

Medicare

KUY

Federal Tax
State Tax
DI

FUTA

sul

Do not Change - consult tech support

e B
U B e i

“Warning: Do not chnge
urless Employee is a Mon
Resident ar if instructed by

Tech Support

Tax Check Boxes:
o Under the “Employee pays” column, check the boxes for which the employee is subject to.
o Under the “Company pays” column, check all boxes that the Employer is responsible for.

When done, click on Back .
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IV. Employee Data

Employee Earnings Report

Home Page > Employee Data > select a Sort Order > Earnings

At the Earnings window, make a selection from the pull-down list of which type of earning report you want to see.

=1 atlg

Back Print Summary  Show Detail Earning m > § St |Empl
Mbr Marme Dept | Auta Per Period I airnurn Beg BalEm— =
1 Cabuday, Marpson C FR r iyl
2 Jones, Edward FR C

M7 ‘watanabe, Fonald FR C ol 1
11 |Lee. Fobett PR | [ joie ]
49 | Chang, Andrew PR | [ MSA i
50 | Tanaka, Robert PR | T 2 I
B |Onidte, Yalerie PR_| [ L

Then, at the Sort box, make a selection of how you want the report sorted.

#° PDS Payroll Professional

Administration

T Bal 2P Empl

To see the details of employee’s earnings:

Back Print Surmary  Show Detail Earning |%ac
Mbr Mame Dept | Auto Per Period b axirnurm BegBal| EamYTD| Used%TD
1 Cabuday, Maryson C PR r
2 Jones, Edward FR C

k|7 ‘w/atanabe, Ronald PR [l

Select an employee > Show Detail, click Ok when done.

f
» atlo

Back Print Summary  Show Detai
"

Eaming |¥ac j Sart [Empl

To print the report, click on Print Summary.

Mbr Name . e e Cur Bal *
1 Cabudoy, Maryspn C
2 Jones, Edward ‘watanabe, Fonald
b7 \watanabe, Rongld Month | Period | Type | Salay | Worked| Eamed| Adusted Used| *

11 Lee, Robert » 1 1 & w il il 0 ] -80.000

=] Chang, Andrew 1 2 B [ il il 0 ]
- Tanaka, Robert 2 1 & ' il il il il
= Mselect employee, then g 3 2 E g g g g
gz | ¢lick on Show Detail 3 3 B = 2 2 2 2
B4 o0, Tracy Il 1 & - il il il i] -109.000
BR Hoopai, Melinda 4 2 B r il il il il -113500
il Mazaki, Desiree £ 5 1 A r il il il il 117,500
i) Oster, Mark 5 2 B - i i i 0
7E Jacobson, Donald * ' -80.000
77 Salis, David
79 Cheung, Joan
a0 Shaw, Beverly =
& Mendoza, Antonio
22 |Kokos, Sandra Hows | 000 oodf 000
a3 Conner, Jessie Tatal Earned | 000
84 Rivers, Debra Beginning B alance Iw

Cument Balance Iw
Cancel |
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IV. Employee Data

Employee Deductions Report

Home Page > Employee Data > select a Sort Order > Deductions >

This brings you to the Deductions window.

Make a selection of which type of deduction report you want to see.

# PDS Payroll Professional

Administration
S —

Back Print Summary arning | Sort |Empl j -

Mbr Marme Dept | Auta Amaunt Stop Amt | *

1 Cabudoy, Maryson C FR r (=3

2 Jones, Edward PR_| T peon

7 Watanabe, Ronald PR | [ o)

11 |Lee, Robett FR | [ LB

43 | Chang Andrew PR | [ AEL

50 | Tanaka, Robert FR | [ g-Ded

= e — =

Then, at the Sort box, make a selection of how you want the report sorted.

# PDS Payroll Professional

Administration

] e
Deductions

Back  Frint Summary Earning | Sarse j Sart - -
Nbr Mare Dept | Auto Amnount Mirimum | Maimum]  Pricr Amt | =Rt Emel
1 Cabudoy, Mamson C PR - eptiame
2 Jones, Edward FR r
7 Watanabe, Ranald PR | [ [ame
i I v — e

To print the report, click on Print Summary.
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IV. Employee Data

Employee Pay Rates Report
Home Page > Employee Data > Pay Rates.

At the Sort box, make a selection from the pull-down list to determine how you want to see the report.

# pDs payroll Professional

Administration

Back  Frint Summary o [Hame] -
Mhr N amne: Dept Eftective | Curr Salary | Cur Hourly Eftective | Mew Salary Dept'Empl

3K Cabuday, Marysan C PR | 04/16/2008 DeptiNams

43 |Chang, Andrew PR | 01/01/2003] 1450000 16.730 Erp)
79 |Cheung.Joan GA | O1/01/2003 250,000 2680

You may view the report on the screen, or click on Print Summary to print the report.



V. Process a Payroll

1. Time Cards

This screen allows you to enter current earning information by batch.
Home Page > 1.Time Cards > Open Batch

Station Number: Select from the pull-down list
Batch Date: Select the batch date from the pull-down calendar
Note: Enter any identifying description

%d 67.52.64.82 - Remote Desktop mE X

# PDS Payroll Professional == E
Administration Time Card Batches

W [ Beich Date | Station| # [Hote | Hou| _ 0/T] __ Vac] _Comm| ___Holl
I ) | i i [ i [

Batch Tatals

Home Page

New Batch

Station Number IE 'I
Batch Date I I
MNote IProd

oK I Cancel |

To Start a New Batch
Home Page > 1.Time Cards > New Batch

Fill information in the New Batch box, and click OK.
NOTE: You can create as many batches as you like. The smaller the batch the easier it will be to balance it.

Station Number: Select from the pull-down list.

Batch Date: Select the batch date from the pull-down calendar.
Enter any identifying description in the Note field.

To Delete a Batch

Home Page > 1.Time Cards > highlight the batch to delete > Delete Batch

Click OK.



V. Process a Payroll

1. Time Cards > Sort Order

You may sort a batch by employee number or by name (within department or not). Select how it would be most
convenient for you to enter employees’ hours &/or amounts in the proper columns.

After you have entered an employee’s hours &/or amount in the proper columns, down arrow to the next
employee & enter information. Continue until all employee hours have been entered.

All earnings involving hours will be multiplied by the employee’s standard rate (overtime at 1.5). If you wish to
override the standard rate, enter a new rate under the Temp column.

NOTE: If the Temp rate is used, all items on that line will be at that Temp rate.

If an employee has multiple rates, highlight the employee, go to the top of the screen and select Insert Row to
create multiple lines for this employee (as many as needed). On each line, enter the Temp rate applicable for the
hours at that rate.

{3 termserv - Remote Desktop E]
Back Print Summary  [nzert Row Workslat|0n|_1 BatchI_W I 05/15/2009  Maote | Admin Sort IEmpI j
I Mbr | Employes Mame Date Dept Rate| € Temp lﬁ Hourly 0.7 Wac Comm Hal =
| 73 [Cheung..Joan 15/03 | GA 2880 32.000
9 | Cheung, Joan 05T | Ga 2880 12000 8.000
* \\

Click here, then cli}:k on
Insert Row.

1 of]

,E| Pacilic Data Services Difice: 9999 Period End: 04/15/2008 | Month:04 ‘ Period: 02

Click Back to return to Time Card Batches screen.
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V. Process a Payroll

2. Adjustments
Home Page > 2.Adjustments

This screen allows you to make manual adjustments to an employee’s pay figures, and to enter figures manually
outside of PAYPRoO.

You can correct prior period data and enter current transactions that have not been generated by the system, such
as termination checks, etc.

This screen lists all adjustments made in the current period only. The numbering starts with 1 at the beginning of the
year, and is numbered sequentially throughout the year. Therefore the first adjustment in the current period may
not start with the number 1.

# pDS Payroll Professional heal? | %]

01 - Pacific Data Services All Adiuslments_
\ Adit | Emplayes | Mame Morith | Period | Sheskblumber | sl

Home Page
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V. Process a Payroll

2. Adjustments > Manual Adjustment

A manual adjustment can be used to correct figures in the current period and for any prior period, for an inactive
employee.

Home Page > 2.Adjustments > Manual Adjustment > highlight the employee > OK.
At the top, enter a numerical reference number in the Ref field.
A list of all earnings and deductions for the company is shown across the top.

Click on the appropriate cell(s) and enter the adjustment figures that apply.

Taxes may be entered on any earning. It is recommended, however, that you enter all taxes on either Salary or
Hourly. NOTE: “Hours” are optional.

When done, click Save Changes.

#° PDS Payroll Professional -E.l E_
01 - Pacific Data Services Adjustment

82 [Kekos, Sandia Dept [FR Rt Month | Period [ adig] 3
Desc Dept Gross Hours FICA ted Fed State TOI| ~
Salary FR _ )
Hourly PR F 29.00
01 PR [ 3\
Comm FR | = J
| vac FR N g.00| A |
Hl PR .
TOIE FR

The Post Manual Adjustment box appears.

Post Manual Adjustment

Select Adjustment Period | 6 | 1 [ 05/31/2008 [ InProgiess | ’E‘

Make your month and period selection from the drop down list. Selection of the month and period is critical as
this determines the quarter and month the adjustment dollars go into.

If everything is correct, click Post. If not, click Cancel, and you can re-enter.

Post Manual Adjustment

Select Adjustment Periodl B | 1 | 05/31/2008 | In Progress | ﬂ
Month | Period Rundate Status TypeEnding | =
2 2 2/15/2008 Complete MonthEnd
3 1 2/23/2003 Camplete
3 2 31542008 Complete QuarterEnd
4 1 3432008 Skipped -
4 2 4/15/2008 Skipped MonthEnd
5 1 4/30/2008 Camplate
5 2 BA15/2008 Complete ManthEnd
B 1
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V. Process a Payroll

2. Adjustments > Cut a

Check

If you want to write a check in the current period before running the payroll:

Home Page > 2.Adjustments > Cut a Check > highlight the employee > OK.

Enter the hours and rate. All withholding amounts will be computed with the net amount payable to the employee.

% 67.52.64.82 - Remote Desktop

¥ PDS Payroll Professional

01 - Pacific Data Services

75 |Dsler,Mark Dept | PR Ad\#l 1
Dept Desc Hours Fate %] OwiAmt Gross | *
PR Haurly 4000/  15.000 £00.00

*|

-\

|Enter information l

Print Stub

Gross E00.00
Federal'withhelding Tax | 0.0
Local'withhelding Tax | 13.06
Fca [ ara0

Medicare —B?D

Dizability —DUD

. Yaluntary Deductio (.00
Net amount is calculated-}-‘@

Click on Print Stub (you may want to print a copy to attach with check to employee).

#° PDS Payroll Professional - [Report]

Back

W 11 >y a

-] 3]

When done, click Save Changes.

Employwes Number 7a
Name Oster, biark
Dep artme nit PR
Che ck Mum ber
Chech Date
Adjustment 1
[ [T | Desc | Hours | Fate | %] Amourt | Gross |
| PR | Hourly | 40,00 | 1500 | | | [T
Gross 600 00
Faderal Withholding Tax 0 no
Lozal Withhalding Tax 12 D6
FICA i}
e dicare 70
Dizabilky o.on
Het 541 04
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V. Process a Payroll

2. Adjustments > Void a Check

When you void a check, the system will reverse all figures associated with this check.

Home Page > 2.Adjustments > Void a Check > enter the Check Number > OK.

£ PD5 Payroll Professional
01 - Pacific Data Services All Adjustments
Adift | Emplayes | Hame i Check Murmber

Void aCheck

LCheck Mmber I |

oK I Cancel |

To Delete an Adjustment
Home Page > Adjustments > highlight the adjustment to be deleted > Delete Adjustment

To Review an Adjustment
Home Page > Adjustments > highlight the adjustment to want to review > Review Adjustment

Click on Back to return to the Home Page.



V. Process a Payroll

3. Calc Payroll
Home Page > 3.Calc Payroll

This screen allows you to select active employees to be paid.
NOTE: Employees having hours from time card batches will appear in BLUE.

You may sort by employee number or by name (within department or not).

This screen displays a list of all non-terminated employees, so if you wish to show terminated employees, click on
Show Terminated.

D 0 0 0 =l ES
[] Pa Data = e e ployee o be Paid
Pay | Dept | ID Mame Statuz Time Cards i
|l Ga |79 Cheung, Joan Active [ (_.m =
v FR |1 Cabuday, Marysan C Active (| b
~ FR |2 Janes, Edward Active r 7 Name
r ‘F‘H 7 ‘watanabe, Ronald Active C € Status
- lect E I to be Paid [l & Department
id S N EC eSOl e L I Shaw Teminated
v TR [

55 Ony fie: ! ] Sort Order: On the next
~ PR |E1 Kim, Jean Antive r screen, the sort order is
~ FR |2 Plant, Lusito ' Active C according to the
|l FR |E4 Loo, Tracy Active [l Dlede'flelrcnlned arder for

= f 3
| | PR |66 |Hoopai Melinda Active [ el
el FR |71 Mazaki, Desiree 2 Active r
~ FR |78 Oister, Mark Antive r
el FR |7E Jacobson, Donald Antive r
~ FR |77 Salis, David Active r
= PR |an Sham Pewern brtie [l

If an employee does not appear, either he/she has not been set up, or he/she was terminated.

To set up: Home Page > Employee Data > Add Employee (to set up new employees)
To change

a terminated Home Page > Employee Data > Edit Employee (change status
employee’s status: to Active)

Once you have a complete list of employees, you can choose which ones will be paid this pay period by checking
(or un-checking) under the Pay column.

Now that you have a list of employees to be paid, you are ready to calculate their pay.

The Calculate Payroll screen shows a list of all selected employees, with the earnings and deductions they will be
getting for the period.

Home Page > 3.Calc Payroll > Calculate

# PDS Payroll Professional ME R

Paypro Payroll System Calculate Payroll
§ T
/ Dept | Empl Nbr | Mame Dept Desc | Hoursl Hatel | Qipddmt Gross | *

AN 79 Cheung, Joan Gi Salay | I 250,00 250,00
Home Page PR 1 |Cabudoy. Maryson C__ | PR 5 enter hours & rate | 0.00 0.00
PR sl h T | 50,00 0.00
PR 2 Jones, Edward PR Salary 3 L 1.267.50)  1.267.50
PR HFCL Al \ 20.00 2000
FR Fi ‘Wwatanabe, Ronald FR Hourly 000 7e00 0.00
PR 1 Lee, Robert PR Salary 1996.76| 199675
PR 49 Chang. Andrew PR Salary 1.450.00 1.450.00
PR 50 Tanaka, Robert PR Salary 0.00 0.00
PR 55 Oniate, Valerie FR Salary 500.00 500,00
PR 61 Kim, Jean PR Salary 537.50 53750
PR 62 |Plant, Lusito W PR Haurly 0.00) 11.000 0.00
FR 64 Loo. Tracy FR Hourly 000 8000 0.00
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V. Process a Payroll

3. Calc Payroll (cont’d)

Enter current earning and deductions information, and the program extends and calculates each employee’s gross.
Deductions are in red.

Final changes to earnings and deductions are done on this screen. Add, delete, or modify any and all earnings or
deductions.

Clicking on “Calculate” does the following:

o Generates all automatic earnings due this payroll period.

o Generate all automatic deductions due this payroll period.

o Calculate the gross on each line according to Calc Type.

o Calculate all taxes for each employee.

NOTE: Since this calculates the payroll for every employee, it will take a few seconds.

To add a line: Highlight the employee you wish to add a line to, click on Insert Row, and choose from the
pull-down list the earning or deduction.

If the earning is not on the pull-down list, go to:
Home Page > Company Data > Earnings > Add Earning.
Set up the earning that you want at the company level.

If the deduction is not on the pull-down list, go to:
Home Page > Company Data > Deductions > Add Deduction.
Set up the deduction that you want at the company level.

Then return to this screen. Click on Insert Row, and choose from the pull-down list, the
earning or deduction that was missing.

If you wish to review a particular earning or deduction (i.e. “Sick”), go to the top of the
screen to FILTER, select the earning or deduction you wish to look at on the screen. (In
this case all employees having an earning of “Sick” will appear).

To modify a line: Click on the line and change information under Hours, Rate, %, or Qty/Amt. Upon
leaving the line, a new gross will be calculated for that line.

Lines in blue are from the time card batches and cannot be modified. You To make any
changes, go to the Time Card batch.

To delete a line: Highlight the line you wish to delete. Click on Delete Row.
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V. Process a Payroll

3. Calc Payroll : Problem Solving

Problem:

Solution:

Problem:

Solution:

Problem:

Solution:

Problem:

Solution:

Some earnings or deductions are missing for all employees.

All earnings or deductions must be flagged at the company level as to the Run-Type they are
active in, in order to be generated on the Calculate grid. Go to Company Data, click on
Deductions or Earnings, and set the Run Type to match the current calendar Type.

Then return to this screen.

Some earnings or deductions are missing for some employees. They are probably not Activated
for this employee.

While on the given employee, click on Insert Row and choose from the pull-down list, the earning
or deduction that is missing. To fix this problem on a permanent basis for future runs: Click on
Employee Data, go to the deduction or earning, and set it to Active. If you want, you can also set a
specified dollar amount for the deduction or earning at this time.

Some earnings or deductions are listed, and the employee does not need them.

Delete the row. NOTE: If the earning is in “blue” it came from the Time Card batches, and must be
set to zero there.

For a given grid line, you cannot enter a given field such as Hours.

The cursor on a given grid line is controlled by the Calc Type of that particular earning or deduction
(i.e. If the Calc Type is Hours times Rate, you can put in hours. But if the Calc Type is Fixed

Amount you cannot put in “Hours”.) Go to Company Deductions or Earnings, and set the Calc
type to the correct type. Return and delete the existing row and re-insert it.
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V. Process a Payroll

4. Preview Register
Home Page > 4.Preview Register

Previewing the register when you are finished entering time information will bring up a trial balance register. This
register allows you to view the payroll register that your entries from 1 and 2 and 3 above have generated.

NOTE: By holding the left mouse button down, you can move a given page around on the screen. You can
change pages by clicking at the bottom left. To return to the Calculate screen, click on Back at the upper left.

If the results on the register are not correct, go back to 1 and 2 and 3 above, correct the data, and preview the
register again. Repeat each time you enter time information until you have balanced.

To return to the Home Page, click on Back at the upper left.

%) 67.52.64.82 - Remote Deskiop
# PDS Payroll Professional - [Payroll Register]

Monih 2 Pu od 2 Entim 3 132ma sunngq PaeMic Cafs Servicen Pl R - P 12 ol Cloamt

To return to the HOME PAGE. |~
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V. Process a Payroll

5. Close Period

Home Page > 5.Close Period

This is done when all the data is correct, and there are no further entries to be made in the current period, every

thing has been reviewed, and all is in balance.
Starting Check:
Check Date:
Delivery Method:

Click OK.

You will be asked, “You are about to close the pay period! This cannot be undone. Do you wish to proceed?

Click on Yes to proceed.

This transmits your payroll file to PDS and the payroll status will change to Complete.

Enter your starting check number

From the pull-down list, select a delivery method

Enter the check date, using the pull-down calendar list

After your payroll has been transmitted to PDS, you cannot go back to this period.

# PDS Payroll Professional

01 - Pacific Data Services

Payroll Calendar

Status konth | Period | Tupe End Date Ending Check Date Last Check.
Complete 1 1 A 12/31/2007 01/03/2008 2024
Complete 1 2 E mA6/2008 MorthE nd 01/15/2008 2047
Complete 2 1 A 01/31 /2008 01/31./2008 2069
Complete 2 2 B 02/15/2008 MonthEnd 02/15/2008 13EM
Complete 3 1 A 02/29/2008 02/29/2008 131610
Complete 3 2 B 03/15/2008 03/20/2008 13621

Skipped 4 1 A 03/31/2008
Skipped 4 04/15/2008 | MonthEnd |
Complete Clo ariod F4J30#2DDB 131629
» In Progress

g Starting Check )

7 Check Date [05/15/2008 [...]

; Delivery Method Inone chosen vI

8

3 ,TI Cancel |

a3

10

10 2 E 10415/2008 MorthEnd

11 1 A 10/31/2008

11 2 B 11/15/2008 MonthEnd

12 1 A 1143072008

12 2 B | 12152000 [EESEREIN

Fields for Close Pay Period Box:

Starting Check:
Check Date:

Delivery Method:

WARNING: After closing a period, no further changes to employee’s pay can be made in this period for these

checks. The checks will now be printed by PDS.

Choose from the drop down box.

Enter the check number of the first employee’s check.

Date of the checks. Select the date from the pull-down calendar.
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V. Process a Payroll

6. Print Reports

Home Page > 6.Print Reports

This screen shows all reports offered by the system, and any special reports that you may have set up. You can
select to print all current reports, and reports for prior periods.

Current reports will be headed as Trial Run — Period is not closed unless you are in the Complete mode.

To preview a report before printing:
Home Page > 6.Print Reports > select the report you want to print > Preview Report.

# PDS Payroll Professional '-n E
01 - Pacific Data Services Print Reports

Select Report Morth and Peiod [ & | 1 [ 06/31/2006 | InFrogiess =]

Report Narme |WhenF|un | Commets
Payroll Reqgister All Periods | Primary Faproll S ummarg

Il Periods | For handwritien notes

elect the report, then
P Curent A Summany of Vac Benefits

lick on Preview Report
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V. Process a Payroll

6. Print Reports : Create Your Own Special Reports

Special reports are user-created 10-column reports. Each column can consist of any earning, deduction, tax, etc.
that you define.

To create your own special reports:
Home Page > 6.Print Reports > Create New

Create New Report Fields:

Report Title: Name your report

Comment: Enter any comment

Employee Sort Order: Select either by employee number or by employee name

By Department: Click if you want the report by department

When Run: Select from the drop down list when you want the report run, all periods, monthly,

quarterly, or yearly.

Print if all zeroes: Click if you want to print employees with zero amounts.

# PDs Payroll Professional |_ (=] x]
01 - Pacific Data Services

Beport Title IYear ta D ate Earmings Repart

Comment I
Employes Sort Order © Mumber (% Name
By Department [~

When Run IQuarterIy VI

10es b

Calumn Description Accumulate By
1 |Earming j |Gloss j r-T-D j
2 [blank =] [rore =] Jewent 7]
3 |b|ank j |n0ne j Current j
4 |b|ank j |n0ne j Current j
5 |b|ank j |n0ne j Current j
[ |b|ank | |n0ne x| [Curent |
7 |b|ank j |n0ne j Current j
8 |b|ank | |n0ne x| [Curent =l
=] Ihlank ﬂ Inone j Current j
10 [blank =] [rore =] Jcurert +]
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V. Process a Payroll

6. Print Reports : Create Your Own Special Reports (cont’d)

You can now define each of up to 10 columns.

Under Column, select the general category of your report, such as Earning, Deduction, Tax, Hours, etc.

Accumulate By

_:J IEunem

_:J IEunem

_:J IEunem

_:J IEunem

_:J IEunent

_:J IEunem

_:J IEunem

_:J IEunent

_:J IEunem

Dezcriptian
|nnne
|nnne
|nune
|nnne
Innne
|nnne
|nnne
g II:uIank j Inone
9 Iblank j Inu:une
10 Il:ulank j Inone

Lefbed Lefled Lol Lefle] e Lo

_:J IEunent

Under Description, choose the specific category related to the Column selection you made. The choices include

Salary, Hourly, Gross, O/T, etc.

Column

1 I Deduction = I

Description

Accumulate By

IEurrent vl

2 [blank |

Current VI

3 Iblank "I

Current VI

4 |blank |
5 Iblank VI

Current _:J

[urren

Current _:J

Current vl

j IEurrent j

j IEurrent j

& |blank =]
o T
g Iblank j Inane
9 [blank =] [rone
10 |I:|Iank j |r'u:une

_:J |Eunent _:J
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V. Process a Payroll

6. Print Reports : Create Your Own Special Reports (cont’d)

Under Accumulate By, select the periods to sum for; Current, M-T-D, Q-T-D, or Y-T-D.

Column Dezcription Accumulate By
1 [Deduction =] [HM3A =]
P |blank j Inune j
3 Iblank j Inone j EI]TE
4 [blank x| [nane ~| k1D
] |I3Iank j Inune j IEurrent j
g |blank j Inc.ne j IEurrent j
7 Iblank j Inone j IEurrent j
3 Iblank j Inune j IEurrent j
] |blank j Inune j |Eurrent j
10 Iblank j Inc.ne j IEurrent j

Click on Save Changes if this is the report you want.
If you want to preview the report before printing, click on Preview Report

To change a report: Home Page > 6.Print Reports > highlight the report to change >
Edit Existing
To delete a report: Home Page > 6.Print Reports > highlight the report to delete >

Delete Existing

Click on Abort Changes if you want to start over.

Certain reports allow you to look at prior periods. If the “Select Period” dialog box appears select the period you
wish to review.

Double clicking your mouse will magnify or reduce the size of the page. By holding the left mouse button down
you can move a given page around on the screen. You can change pages by clicking at the upper left.



V. Process a Payroll

7. Next Period

Home Page > 7.Next Period

Advancing the period (clicking on 7.Next Period) clears all the figures and sets up the next period to enter
information. This action can only be invoked when a calendar status is Complete. The status for the new period
will be In Progress.

¥ PDS Payroll Professional == s

01 - Pacific Data Services Home Page
Payroll Calendar
Statuz Month | Period | Tppe End Date Ending Check Date Last Check, d
Complete 1 1 & 12431 /2007 01/03/2008 2024 |_|
Complete 1 2 B /1572008 MaonthEnd 0141572003 2047
Complete 2 1 & 01431 /2008 01/31/2008 2069
Complete 2 2 B 02/15/2008 MonthEnd 02/15/2008 131601
Complete 2 1 & 02/29/2008 02/29/2008 13610
Complete 3 2 B 03/15/2008 03/20/2008 131621
Skipped 4 1 & 03431 /2008
Skipped 4 2 B 04/15/2008 | MonthEnd |
Process Payroll Complete pzzuos 131629
» Complete F./2008 131638

Mext Period € advance to Next Pap Period
 |nsert a Special Payoll
€~ Skip the MNewt Pay Period
= Edit the Payroll Calendar

Cancel

107572008 MaonthEnd
1043172008
1141572008 MaonthEnd
1143072008

12115/2003 |NESERGIN

I CEIEA
m| || = |m

Run special payrolls (eg. bonuses), BEFORE you click on 7. Next Period.
Click on Edit Calendar and add another payroll period (special) to your calendar.

Current reports will be headed as Trial Run — Period is not closed unless you are in the Complete mode.
Click Cancel if you do not wish to advance.

Click on Exit takes you out of the program.

Other functions on the Home Page not related to the Status field:

o Clicking on Change Companies will allow you to exit this payroll company and select another company if you
are running more than one payroll.

o It will also allow you to go to the present company’s prior year information if it exists.
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VI. Payroll Calendar

Set Up and Modify Payroll Periods

The payroll calendar reflects the payroll period dates for the payroll company.
Home Page > Edit Calendar

%J 67.52.64.82 - Remote Desktop =J=/Ed
PDS Payroll Professiona =
] Ha )ata = = Period T » alenda
erio e
] Payrall Caley yp
Status Manth | Typi End Date Ending -
Complete 1 A 12¢31/2007 - -
Complete 1 B | MA5/2008 | Monthend aﬁsfgg[;iﬂzziwﬁﬁdr;‘;témg
Campiets 2 A 0/31/2008 Flun Type will avtarmatically
Complete 2 E 02/15/2008 MonthEnd o far this period,
Complete 3 A 02/29/2008
Complete 3 B 03/15/2002 OuarterE nd
Skipped 4 A 03/31/2008
Skipped 4 B 04/15/2008 MonthEnd \nsert Period: Place the
Cormplete 5 A 04/30/42003 cursor on the row where pou
» In Progress 5 B 05/15/2008 MaonthEnd want a hew period to
B & 05/31/2008 appear. Click on Inzert
OuarterE n Period,
& B | 05/15/2008
7 A 06/30/2008 Delete Period: Place the
7 E 07/15/2008 MaonthE nd CUrSOr on the row pou want
3 & 07/31/2008 to delete. Click on Delete
g E | 08/15/2008 | Montherd ieicd
k] A 0843142003 Skip Period: Choase ta
3 E | 09/15/2008 bypass a period and
10 A 09/30/2008 advance to a new period.
10 B 10/15/2008 MonthEnd
11 A 1043142008
11 B 1141542008 MonthEnd
12 A 1143042008
12 B 12415/2008
*

You can modify the payroll period dates, however, once a payroll period has been run, it cannot be modified.

A calendar consists of 12 months (mandatory). Each month may have as many or as few periods as you want
(but there must be at least one).

The user assigns the month to the entry, and the computer automatically assigns the sequential period number.

Months 1 to 3 = the first quarter,

Months 4 to 6 the second quarter,

Months 7 to 9 the third quarter, and
Months 10 to 12 the fourth quarter (year end)

These months do not have to match the month of the actual calendar month in the end date (i.e. month #3 does
not have to be March), but the end dates for the whole calendar must be in ascending order.

The Period Type (A through E, or (S)pecial) is used to classify a period as to which deductions and earnings are
to automatically occur in that period.

Deductions and earnings having the same letter designation (RunType) will automatically be inserted in the

employee’s time cards for that period (provided that the given deduction &/or earning has been set to Active for
that employee).
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VI. Payroll Calendar

To Add a Payroll Period

Home Page > Edit Calendar > select the row below where you want to insert a payroll period > Insert Period.

To Delete a Payroll Period

Home Page > Edit Calendar > select the payroll period you want to delete > Delete Period.

To Bypass (Skip) a Payroll Period
Home Page > Edit Calendar > select the payroll period you want to bypass (skip) > Skip Period.

This will bypass a period and advance to a new period.

Status:
Month:
Period:

Type:

End Date:

Clicking on Save:

Clicking on
Abort Changes:

Is determined from the Home Page.
From 1 to 12. A calendar must have at least one period in each month.

Assigned by the computer upon the Save function.

(A thru E, or S) is used to classify the period as to which deductions and earnings are to

automatically occur during that period.

Any calendar date you want, but it must be in ascending order.

Saves the changes to the calendar you have made.

Resets the calendar back to the way it was before changes.
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	PayPro
	
	USER’S MANUAL

	Pacific Data Services

	Connecting to the PDS Computer
	
	
	
	Enter the password that is associated with that employee ID.




	�
	
	Home Page
	
	III. Company Data
	III. Company Data
	III.   Company Data




	Add an Earning
	Home Page > Company Data > Earnings > Add Earning
	Company Earning Fields:
	Tax as if Paid:  For earnings such as a bonus that is not paid every period.  This allows Federal and State withholding taxes to be calculated correctly for such earnings.  Select from the pull-down list.
	Prepaid tips, mealsPrepaid earnings that an employee has already received that will not
	
	
	
	III.   Company Data


	Edit an Earning


	Home Page > Company Data > Earnings > highlight the earning you want to edit > Edit Earning
	�

	Home Page > Company Data > Earnings > highlight the earning you want to delete > Delete Earning.
	Home Page > Company Data > Deductions > Add Deduction
	Fields for Company Deductions:
	Home Page > Company Data > Deductions > highlight the deduction you want to edit > Edit Deduction
	Home Page > Company Data > highlight the deduction you want to delete > Delete Deduction
	NOTE: A deduction cannot be deleted if in use by an employee.

	�
	Every company is assigned a default main departme
	Zip Code:Enter zip code
	Contact:Enter name of the contact person
	Phone & Ext:  Enter name & phone of contact person
	Location:  From the pull-down list, select the location (state).
	
	
	
	III. Company Data




	State ID:  The corporate number assigned by the state government. Enter numeric data only; the program will format it for you.
	Unemployment ID:  The workman’s compensation numb
	
	
	
	III. Company Data
	Edit the fields in the Department SS box, and click on OK when done.
	III. Company Data
	�
	III. Company Data
	�
	III. Company Data
	Home Page > Company Data > Workstations > highlight the workstation you want to edit > Edit Station
	�
	Click OK when done.�III. Company Data
	Home Page > Company Data > Workstations > highlight the workstation you want to delete > Delete Station
	III. Company Data
	�
	III. Company Data
	�
	III. Company Data
	IV.   Employee Data




	To Add a New Employee
	Home Page > Employee Data > Add Employee
	
	
	
	IV.   Employee Data



	NOTE: An Employee cannot be deleted if he/she has
	
	
	IV.   Employee Data


	Edit Employee’s General Data
	
	IV.   Employee Data


	Edit Employee’s Personal Data
	
	
	
	
	Home Page > Employee Data > highlight the employee you want to edit > Edit Employee > Personal Data.



	IV.   Employee Data
	
	
	Home Page > Employee Data > select the employee you want to view > Edit Employee > Raises







	This grid contains an entry for every raise the employee has received during his/her employment.  You may select any raise record to review past performance and to create a new raise.
	
	
	
	IV.   Employee Data
	
	
	
	Add an Employee Raise

	Home Page > Employee Data > Pay Rates







	Click Back when done.
	
	
	
	IV.   Employee Data
	
	
	
	Edit an Employee Raise

	Home Page > Employee Data > Pay Rates







	Click Back when done.
	
	
	
	IV.   Employee Data
	
	
	
	Delete an Employee Raise

	Home Page > Employee Data > Pay Rates







	Click Back when done.
	NOTE: A Raise cannot be deleted if it is the only Raise Record the Employee has.
	
	
	
	
	
	Home Page > Employee Data > select Employee > Edit Employee > Earnings



	Additional earning information must be in hours for sick pay and vacation pay only.
	Earned Per Period Worked:Hours earned toward vacation or sick leave each period an employee works
	Beginning Balance this Year:Hours owed from last year
	Amount Earned this Year:Hours earned this year (earned per period)
	Amount Used this Year:Hours used or paid this year
	Current Balance:Hours owed to employee; computer generated
	Accumulated Maximum:Maximum hours accumulated before losing those hours
	IV.   Employee Data
	
	
	Home Page > Employee Data > select Employee > Edit Employee > Earnings > highlight the earning to be edited, or highlight it > Edit Earning.



	IV.   Employee Data




	Edit an Employee’s Deductions
	
	
	
	
	
	
	Home Page > Employee Data > select Employee > Edit Employee > Deductions > double click on the deduction to be edited, or highlight it > Edit Deduction.



	IV.   Employee Data
	
	
	Employee Tax Exceptions
	Use Tax Exceptions to override an employee’s norm
	Home Page > Employee Data > select the employee > Edit Employee > Tax Exceptions







	Tax Check Boxes:
	Under the “Employee pays” column, check the boxes
	Under the “Company pays” column, check all boxes 
	
	
	
	IV.  Employee Data
	IV.  Employee Data
	IV.  Employee Data
	V.  Process a Payroll

	This screen allows you to enter current earning information by batch.
	Home Page > 1.Time Cards > Open Batch
	Station Number:Select from the pull-down list
	Batch Date:  Select the batch date from the pull-down calendar
	To Start a New Batch
	Home Page > 1.Time Cards > New Batch
	Fill information in the New Batch box, and click OK.
	Station Number:Select from the pull-down list.
	Batch Date:  Select the batch date from the pull-down calendar.
	Home Page > 1.Time Cards > highlight the batch to delete > Delete Batch
	V.  Process a Payroll
	V.  Process a Payroll
	V.  Process a Payroll




	Fields for Close Pay Period Box:
	Starting Check: Enter the check number of the fir
	Check Date: Date of the checks. Select the date from the pull-down calendar.
	
	
	
	VI.  Payroll Calendar



	The payroll calendar reflects the payroll period dates for the payroll company.
	Home Page > Edit Calendar
	
	
	VI.  Payroll Calendar


	To Add a Payroll Period
	To Delete a Payroll Period


	Status:  Is determined from the Home Page.
	Month:  From 1 to 12. A calendar must have at least one period in each month.
	Period:  Assigned by the computer upon the Save function.
	Type:  (A thru E, or S) is used to classify the period as to which deductions and earnings are to automatically occur during that period.
	End Date: Any calendar date you want, but it must be in ascending order.

