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Introduction

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

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

Overall Goals and Objectives

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

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

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

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

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

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

0 Review payroll register reports for final accuracy verification
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To add a new employee, go to Employee-Employee.

1. Click on the EE Entry tab.

Il

2. Click the green plus

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

**¥You will notice that some of the field labels are bold red. Any field that is a “Red” field
is a required field and must have data entered into that field to be able to successfully save

the data.

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

**(Once you have entered all the necessary data, click the Green Check mark 31 or F10 to

save and the Yellow Sun to Commit.

your screen.
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3. SSN - You must always put in the social security number prior to trying to enter
data into any other field. When typing in the number the system will place the dashes
in for you.

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

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

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

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

7. DBDT - Even though the Division, Branch, Department and Team (or DBDT)
tields are not red, your company may have specifically been set up to use these fields.
To select the correct DBDT click on the DBDT Picker or F4 and it will bring up

what has been set up for your company. Select the correct DBDT for this
employee then click select and you will see that DBDT now loaded on the employee.

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

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

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

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

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

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



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

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

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

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

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

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

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

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

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

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

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

**Be aware that there are different rules for certain types of employees such as
Sales People. If you are unsure how to set up an employee, please contact the



PayData Tax Department for documentation to allow you to make the best
decision on the set up prior to paying any wages to an employee.

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

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

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

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

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

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

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

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

2. Click on the Notes tab.

3. Determine if you are entering Payroll Notes or General Notes and enter the data in the
appropriate area.
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Additional Federal Taxes

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

1.

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

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

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

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

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

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

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

EIC — If your employee has provided you with a W5 form, select the appropriate
option by clicking on the drop down arrow. Remember that a new W5 form must
be filled out each year.
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Once you have entered all the necessary data, click the Green Check mark 3] or F10 to

save and the Yellow Sun to Commit. =] These are located in the top right hand corner of
your screef.

Additional State Taxes

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

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

2. Click on the Tax Override Tab.

3. Opverride State Tax Type — Select the option you would like.
* Regular Amount — Will take only what is in the Override State Tax Value
and not look at what the employee is claiming for Status and Dependents
* Regular Percent — Will take only the percentage in the Override State Tax
Value and not look at what the employee is claiming for Status and
Dependents

11



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

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

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

4. Override State Tax Value — Enter in the amount or percent you want.
Percentages should be put in as whole numbers, i.e. 10% should be entered as
10. Dollar amounts should be entered in dollar amounts, i.e. 10.00.
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Once you have entered all the necessary data, click the Green Check mark ] or F10 to

save and the Yellow Sun to Commit. =21 These are located in the top right hand corner of

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

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

mvm-|-¥¢¢& I

Last: Child SSM: 999-99-0010 Company: Becky's Test Company
First:  Julia EE#: b6 Mumber: 0010
5 ~|[chidJui =] <1 Brior | Wear> |
Browse | Detailsl Tax Dverridesl
&) Dpen compary | & Dpen Filtered By D/BYDAT /PG | () Open Filtered By EE# 55K Name |
~ [Mams Statusz = 3 EE Code '|LastName |FirstName |MI|SSN Statuz
Becky's Test Compary Sample 1 Manzon Becky 000-00-1111 Active
E = Child Julia 995-33-0010 | Active
| 57 Richardz Kathleen h | 003-52-4398 Active
| 59 One Single 000-22-3333 Active
| B0 One Married 000-11-2456 | Active
| 61 Three M arried 000-22-2456 Active
| B2 Pozada Jarge 000-00-0062 Active
| B3 wilzon Liza L | 000-00-0008 Active

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

Il
3. Once you are on the Details tab click on the green plus key ' to add another
state.
Browze Detals I Tax Overrides I
Home State
T |
... ™ | Marital Statuz  |Wwithholding Allowances =
State County Reciprocal Amount/Percentage  Marital Status
S0 Tax Code Reciprocal Method Import Marital Status
I LI I |Take Nane ll * Single
5uUl “wiithholding Allowances Reciprocal State
I LI I I LI " Married
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4. Go to the bottom of the screen to the State, SDI and SUI fields. Pull in the new
state on all three fields. If this state is not available to pick, than you do not
currently have an ID # established. Please contact the PayData Tax Department
for assistance.

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

6. Click the Green Check mark 3] to save. This is located in the top right hand

corner of your screen.

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

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

save and the Yellow Sun to Commit. k=] These are located in the top right hand
corner of your screen.

Setting up a Reciprocal State for an Employee

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

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

RS- |Faws F T o v x|« =
Last: Child SSN: 999-99-0010 Company: Becky's Test Company
First:  Julia EE#: 56 Mumber: 0010
6 =|[chidiuia ~| <dpin | newl> |
Browss | Detailsl Tax D\rerridesl
£ Upen compary | & Upen Filtered By D/B/DIT/RG | & Upen Filtered By EE# 55K N ame |
- |Mame Status = 3 EE Code '|LastName |FirstName |MI|SSN Statug
Becky's Test Company Sample 1 Manzon Becky 0o0-00-1111 Active
E| =1 Child Julia 999-33-0010 | Active
| 57 Richards K.athleen M |003-52-4993  Active
| 59 One Single 000-22-3333 Active
| B0 One M arried 000-11-2456 Active
| E1 Three Married 000-22-2456 Active
| B2 Pozada Jorge 000-00-0062 Active
|| B3 wilzon Liza L | 000-00-0008 Active

2. Either double click on their name or go to the Details tab at the top.
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3. Once you are on the Details tab click on the green plus key - to add another

state.
Erowsze Details I T ax Overides I
Home State
[wT |
3 St... = |k arital Status  |"wWithholding Allowances =
-
WT S a
State County Feciprocal Amount/Fercentage M arital Status
SOl Tax Code Reciprocal Method Import Marital Status—
LI I ITake Mone LI = Single
S wfithholding Allovwances Feciprocal State
- I I I = I = Married

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

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

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

corner of your screen.

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

Now you are ready to assign the reciprocation flags to each of the states.

8. In the grid, click on the state which is the HOME, (state where wages are earned).
In the Reciprocal Method pull in the desired option. In the Reciprocal State field,
pull in the RESIDENT state.

15
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9. In the grid, click on the state which is the RESIDENT state, (state where EE lives).
The Reciprocal Method should always remain “Take None” and the Reciprocal
State should always be blank.

& - Fea F W O&H &

Lazt: Tips S5MN: 000-D0-4321 Company: Test Company # 2
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| [T |5 0
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10. Once you have entered all the necessary data, click the Green Check mark ¥ to

save and the Yellow Sun to Commit. =21 These are located in the top right hand

corner of your screen.

Adding Local Taxes to an Employee

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

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

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

L rm|
3. Once you are on the Details tab click on the green plus key - to add a local
tax.
Browze DEtEIilSl
3 Local ~ | Type|* alue Exempt Exclude] Mizc Amount| Filler Enabled
|| Mesw York City Res.

=

Local Overnide Tax Type  Ovemde TaxWalue  Misc Amaount % OF Tarable "Wages
|New York City Res. j |N|:|ne j | I
Cauimty Standard Tax Rate [ Local Enabled
[Mew York City Res. | 0.00 (¥ “es " Na
Tax Code Deduct
I % Always " Mever

) = Mo Overides
Usze Effective Dates to Change Tax Statuses

Exempt or Block —Include pretax deductions in tax wages—

’}“ E zempt {~ Block {* |nclude % Yez " Mo

4. Find the red field called Local and click in the drop down box. Select the locality

that you would like to add to this employee.

5. You now have the option to override the default set ups on this employee. If

applicable, go through the fields and pull in the override tax amounts and taxation.

17



If you are unsure what you should be pulling into these fields, contact the PayData

Tax Department for assistance.
6. Local Enabled - means that the local will be active on the employee.

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

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

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

save and the Yellow Sun to Commit. =] These are located in the top right hand
corner of your screen.

**You need to be extremely cautious concerning overriding of taxes. Some

local taxes are based on a percentage of earnings and, if overridden, will require

corrections to be done to fix incorrect tax withholdings. Any questions
concerning local taxes should be immediately directed to the PayData Tax
Department for assistance.**
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Adding an Additional Rate of Pay to an Employee

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

rate info.

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

R-3- PADE T W oL ® v x‘ef %
Last: Child S5M: 999-99-0010 Company: Becky's Test Company

First:  Julia EE#: L1 Murmber: 0010

|58 j|ChiId Julia j <] Prior | Mest [ | Update Rates or 5 alaries |

Browse | Detais |

& Dpen compary | &} Dpen Filtered By D/B/D/T /PG | & Open Filtered By EER.S5N Name |

- [Mame Status 2] g EE Code '|LastName |FirstName |MI|SSN Status

Becky's Test Comparny Sample | 1 Manzon Becky 000-00-1111 Active

b 56 Julia 999-99-0010 | Active

| 57 Richards Fathleen M 003-52-4338  Active

| 59 One Single 000-22-3333 Aictive

| 60/ One Married 000-11-2456 Active

| E1 Three taried 000-22-2456  Active

| B2 Posada Jorge 000-00-0062 Aictive

| | 63 Wwilson Liza L | 000-00-0008 Actve

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

il

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

rate.

Primary Rate Rate Number
I 2
" ‘es
_______ Fate Amount

+ g [ 0.00

4. The system will default the Primary Rate to NO and the Rate Number to the next

available number for this employee.

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

6. Once you have entered all the necessary data, click the Green Check mark %] to
These are located in the top right hand

save and the Yellow Sun to Commit. L=
corner of your screen.
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Adding an Override Department to an Additional Rate of Pay

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

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

B3 SPass @ B = @ ooomsd ¥ X \ #ow
Last: Child S5M: 999-93-0010 Compary: Becky's Test Company

First: Julia EE#: 56 MNumber: 0010

‘55 leh\IdJulia j <] Prior | Nest [= | Update Rates ar Sa\ariesl

Biowse | Detait |

E:j [Dpen compary. | %j Dpen Eiltered By DO7E/D/T/FG: | g:j Open Filtered By EEH S5 ame: |
3 MNumber = |Mame Status = 3 EE Code '|LastName |FirstName |MI|SSN Status LI
M Becky's Test Company Sample | 1/ Manson Becky 000-00-1111 Active
L =15 Child Julia 993-93-0010  Active
| 57 Richards Kathleen N 003524338 Active
| 53 One Single 000-22-3333 Active
| B0 One Married 000-11-2456  Active
| E1 Three Married 000-22-2456  Active
| B2 Posada Jorge 000-00-0082 Active
| | E3 Wilson Lisa L 000-000008  Active

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

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

3 Rate Mu... '|F|ate Amountl ;I

1 1E.18

3 12.72

I

Divizion Team Pay Grade
| | = =]
Branch Jobs Mumber Primary Rate Rate Number
I I j " Yes I 2
Department “Ww'/C Code “Wworkers Comp State Rate Amount
| | [ | | & No [

5. Underneath the grid, next to the field Team, you will see the DBDT Picker.
Click on this button or hit the F4 key and it will bring up your Department Listing.
Highlight the one you want and click Select to pull this onto the rate.

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

save and the Yellow Sun to Commit. k=] These are located in the top right hand

corner of your screen.
20



PAY DATA

Working for you.

Terminating an Employee

To terminate an employee, go to Employee-Employee.

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

2

R-d-|2eama TR o4 @ v x|« =
Last: Child 55M: 999-93-0010 Company: Becky's Test Company
First: Julia EE#: 56 Mumber: 0070
6 ~|[chidiuia ~| <l Bia | wenl> | @l @l
Browse | EE Entryl Detailsl Addressl W I Federal Taxl Motes I HR I Documentsl
(Y Dpen compary | £ Dpen Filtered By DJBJDJTIPG' £ Dpen Filtered By EEﬂ,SSN,Namel I~ Remaved EEs [2 Send E-mail |
- [Mame |Status 2] 2 EE Code '|LastName |FirstName |MI|SSN |Status
Becky's Test Company Sample 1 Manzon Becky ooo-00-1111 Active
EI &8 Child Julia 993-93-0010 Active
| 57 Richardz K.athleen MW | 005952-4393 Active
| 59 One Single 000-22-3333 Active
| B0 One Married 000-11-2456 | Active
| E1 Thres Maried 000-22-2456 Active
| B2 Pozada Jorge oo0-00-0062 Active
| | B3 Wilson Liza L | 000-00-0008 Active

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

3. Once you are on the EE Entry tab, look in the second column and find the field

Current Status Code. This should currently be ACTIVE.

Current Hire Date Original Hire D ate
173172003 =] [1/31/2003 =]
Current Termination Date —Rehire DK

B/27/200 | (o ‘es
" Mo

Current Statuz Code

Femiad g

4. In the drop down box select the new status for that employee.

5. Above the Current Status Code field is the Current Termination Date. Fill in
the applicable leave date for this employee.

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

i

save or F10 and the Yellow Sun to Commit.
hand corner of your screen.

These are located in the top right
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Reactivating a Terminated Employee

_—
PAY DZD

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

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

2= Filter records to view =10 x|

Enter text to use to filter records.

Field names Filter

EE Code

Lazt Mame

Firgt Mame

MI

S5M

Statuz

ACTIVE

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

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

Click on the |2 Ceardl

from the Status box.

button at the bottom and it will remove the ACTIVE

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

4. Find the employee in the list and either double click on their name or go to the EE

Entry tab at the top.

5. Once you are on the EE Entry tab, look in the second column and find the field
Current Hire Date. Enter the employee’s Re-Hire date in the Current Hire Date
field. You can keep the Original Hire Date their original date of hire.

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

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

Cumrent Hire Date Ornginal Hire Date
(EREEINRD B EETFTERNE]

Current Termination Date  —Rehire DK
[e/27/2008  +] & Yes
i~ Mo
Current Status Code

[Teminated =

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

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

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

F10 to save, and the Yellow Sun to Commit. =1 These are located in the top right
hand corner of your screen.

10.You will now be asked by the system if this employee is a rehire. Click Yes and you

will be prompted to review specific employee data that was previously setup for
this employee.

Evolution

[ @ Iz thiz a rehire?

Evolution

@ Do pou want o see a report of which Emplopes detailz are set up that should be reviewed?

eN-:u |
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Employee details to review for employes Faith COrn

Employee detailz to review for employee #2387, Faith Omn.,
ICo #0002, Test Company i 2-

Scheduled EfDs

Pay Rates

States

Time O Accrual

=9 Print Repart | ¢ Close

**When reactivating a terminated employee all of their previous settings will
also be reactivated. This includes any Scheduled Earnings or Deductions,

Direct Deposits, Time Off Accrual, etc. Make sure you completely review the

entire employee set up to make sure that the system is current.
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PAY DATA

Working for you.

Adding Workers Comp to an Employee

To add Workers Comp to an employee, go to Employee-Employee

1. From the Browse tab, select the employee.

2. Click on the EE Entry tab.

. Evolution 9.0.27.2 [PDS01] - Employee - Employee
§ iSystems | @ . *lj .
SB Admin
t? Lazt: Ham SSM: 009-22-3782 Company: Test Company # 2
[i% Adriin First: Donna EE#: 3 Murber: 0002
#5 Finarice E leam Do L j <] Priar | Mext [ | @l |
1=} S/B Report|
r"; P20 Biowse EE Enty | Details | Address | w2 | Federal Tax | Motes | HR | Documents |
2 Bureau Always key SSN first . L )
r— o I_— Current Hire Date Original Hire Date Federal Marital Status
e I-I-’PI 42004 j I j * Single = Married
<L Company EE Code | 3 Current Termination Date —Rehire DK
= o
Z&: Employee Last Name IHam I J I ;st Federal Dependents
2 i Paprol First Name IDonna I IL_ |.[£:‘::til:enl Status Code j I 0
% Payol Address 1 [314 AnnDi
= Address 2 State
= Repoits I el Pay Frequency T =
i I ate I -
@ Operations City |Colchester T IBI-WeekIy vl =]
. Zip Code |05446 Cointy T -
& Tax pronts IIELNE I I Salary Amount  Awerage Hours -
= ~| Primaty Phone | | | tooooo [e2E0 Ih
s Ethnicit |NotA licable j I Rate Number Standard Hours :
we Misc Y ala I 1 I State Marital Status  State Dep
— Date of Birthl v[ Hate A ba G |s j| 0
ate Amount 2y Grade
Gender [Femalz -] & o] [ so0 =1 || el o BT
. ' | [~ [No ER Faid Ins/Mot Eligitle |
Dl I I Default W C  Description State Reciprocal Method
Branch I 403 IBlanch 1 I?DDD j I?DDD IVT ITake Mare j
. Hee Department | 122012 |[r2e012 Default Job Reciprocal State
) 4l
;ﬁl Exit Tiezm | 93 lag | | | | x| S '—°°a'3|
Wiew || Task Muene: 14 New Finisherd: 24 Tokal: 24 Finished [T isertre wir [ Rerd:177.38M 11 3Mlser SPnb:277. 38k 2

3. Once you are in the EE Entry tab, look toward the bottom of the second column.

You will find a field called Default WC.

4. From the pull down menu, select the appropriate Workers Comp code for that

employee.

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

F10 to save, and the Yellow Sun to Commit. L= These are located in the top right

hand corner of your screen.

** If an employee has a Workers Comp code that you do not see in the drop down

box, please call your Client Service Representative for further assistance.
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Adding Workers Comp to Multiple Rates

**Before utilizing this option please remember that Workers Comp codes that are
assigned to specific rates will always override the workers comp code setup on the
employee. And these workers comp codes can not be overridden on the payroll
check lines. **

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

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

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

Lazt: Manson 55 000-00-1111 Company: Becky's Test Company
First: Beckp EE#: 1 Humber, 0070
|1 j |Manson Becky j =] | Briar | Hewt = | Lpdate Fates or Salares

Browse Details |

Salary Amount Standard Hours Future Raize Date Future R aize R ate
Coow [ = |

Annualized 5 alary Pay Frequency Future R aize Amount Future Pay Frequency
I— I\-\-"eekly j I IWeekl}l j
Average Hours Calculated Annwal Salary Future Raise & Whorkers Comp W age Limit

2 Rate Mu... '|F|ate .t’-‘-.mnuntl ;I

1 000
T I T

3 12.00

hd

Divizion Team Pay Grade
| | E= =]
Branch Jabs Number Primary Rate FHate Humber
I I j = Yes I 2
Department WAL Code Wwhorkers Comp State Rate Amount
| Bl x| [Tocking [T & Mo [ om0

3. On the rate grid in the center of the screen you will see the different rates of pay
for that employee.
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4. Choose the rate amount you want to attach the Workers Comp code to.
5. Toward the bottom of the screen you will see a field called W/C Code.

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

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

]

Commit. k=1 These are located in the top right hand corner of your
screen.

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

** Jf an employee has a Workers Comp code that you don't see in the drop
down box, please call your Client Service Representative to set it up for you.




PAY DATA

‘Working for you.

Scheduled E/Ds

Setting up a new Recurring Earning

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

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

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

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

Ll

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

Erowse] Browse Scheduled E/Ds  Details 1 l Detailz 2] Direct Deposits] Child Suppart Eases]

E/D Code Child Support Case Block week 1

E12 | Bonus | j ™ “Yes * No

Calculation Method Garmizhment |0 Block Week 2

|FIHEd j || " “es * No

Amount 4

| Benefit Reference ?_!DCk WEEklE

Frequency | ﬂ Yes + No

Ever Pay [ , Block Week 4

Benefit Amount Tupe

Month #  Which Payrolls | = " Yes * No

Nore | [l [ _ . Block Week 5

E/D Group i—:E Direct Deposit J T Yes & No

| J Always Pay/Deduct

Agency Deduct Whole Check |N|:| j

| j " Yes * Mo )
Deductions to zero

Effective Start Date Effective End Date Tl Mz Eap "~ Yes * Mo

/82006 «| | | |7

Priarity Multiple Scheduled E/D Group Erpl

mployes

= -
-
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4. Under E/D Code, select the earning you would like to setup.

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

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

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

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

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

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

»
e

10. Click the green check ¥ ot F10 to save and the yellow sun 7 to commit
theses changes.

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

12.1f the code was used at one point and stopped, you will see that the Effective End
Date is filled in with a date. To remove this date, click in the field so that the date
is highlighted and click the Delete key on your key board. This will remove the
date.

13.Go to the Details 2 tab to verify the data on this screen. Again, if the data needs to
be removed, click on the field and click the Delete key on your keyboard.
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14. Click the green check ¥ o1 F10 to save and the yellow sun

theses changes.

Setting up a new recurring Deduction

i

-t
gt

i}

to commit

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

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

1. From either the Browse Tab or by using the employee drop down boxes at the top,

select the employee you are working with.

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

**]f the code is already set up, go directly to step #13. Do not set up the same
code twice as this will result in an error and possible loss of newly added data
that has not yet been committed.

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

m--ﬂ-|-¥.-11@.5 o

Last: Child S5H: 999-99-0010 E/D Code: DO1
Firzt:  Julia EEH# 56 Desc: Misc
56 = | [Chid duia =] = B | Mest [= |

EfD Code

IDD1 vI bz

Calculation Method

IFi:-ced LI

Arnount bt

| 25.00 |

Frequency

IEver_l,l Fay ;I

Month # WwWhich Payrolls

INone LI I.t’-\ll ;I

E/D Group

I =]

Agency

| =

Effective Start Date Effective End D ate

|o&s01 /2006 = | =1
Pricrity Multiple Scheduled EA/D Group

I = =

Child Support Case

= = |[Tiogm7ecoos =

Tepe: DM

v x| o=

Company: Becky®s Test Company
Mumber: 0010

Browse I Browse Scheduled E/Ds  Dietails 1 I Detailz 2 I Direct D eposits I Child Support Cazses I

Garnizhment 10

=]

Eenefit Reference

Eenefit Amount Tupe

EE Direct Deposit

Deduct Whole Check
i Yes i Mo

T ake Home Payp

.

Block Week 1
i Yes i Mo
Block wWeek 2
i Yes i Mo
Block Week 3
i Yes i Mo
Block Week 4
= ves i+ Mo
Block wWeek 5
= Yes i+ Mo

Always Pap/Deduct
Jno =
D eductions to zero
i es = Mo

Employes

o

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

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

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

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

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

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

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

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

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

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

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

11.1f you run payroll on a weekly or bi-weekly basis please be aware that there are
some months in the year that you will run an extra payroll. This payroll will always
occur in the 5" calendar week of a month. If you have done calculations so the
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deductions come out only 4 times a month for weekly payrolls or 2 times a month
tor bi-weekly payrolls, you will need to mark Block Week 5 as Yes.

12.1f the set up is correct, click the green check ¥ o1 F10 to save and the yellow

.
L
o

sun " to commit theses changes.

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

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

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

Sl

-l

16. Click the green check ¥ o1 F10 to save and the yellow sun " to commit

theses changes.

Stopping a recurring Earning or Deduction

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

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

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

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

3. Click on the Details 1 Tab
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fa-ml - 5 4 B0 % o e @ [earons w0 SF ¥ T
Last: Child 55M: 999-99-0010 E/D Code: DO1  Type: DM Company: Becky's Tezt Company
First:  Julia EE#: 56 Desc: Misc Murnber: 0010
5 v“EhiIdJuIia j =7 Erior | Hext 5= | Fermave E/D |
Browse I Browse Scheduled E/Ds  Details 1 | Details 2 I Direct Deposits I Child Support Cases I
E/D Code Child Support Caze —Block Week 1
Dol * | Mgz I j i~ Yes % Mo
Caleulation b etthod ;
IFiHEd j Garnizhment 10 —Block Week ?
I " es * Mo
Amout 4
25,00 =
I I Benefit Reference ?_!DCk WEEkg_
Frequency I j Tes * Ho
Benefit Amount Type il stz s o
Month #  Which Payrolls | - " ‘es ' Mo
None =] jai b _ _ ~Block Week 5
20 Ef |EE Direct Deposit J  Yes &~ Mo
I j Always Pay/Deduct
Agency Deduct Whole Check IND j
I j ™ ez {* Mo )
Deductions to zero
Effective Start Date Effective End Date T ’7(‘ Yoz * Mo
[oa/oi/z006 = os/s/2006 v |—
Priority tultiple Scheduled E/D Group
I f’ I j Employee

4. At the bottom of the first column you will see the field Effective End Date. Enter

the Effective End Date for this code. The system will compare this date to the

payroll’s period dates to determine when this code needs to stop.

**When deciding what date to enter, remember that the system is based on Check

Date, not Pay Period Dates. For example if you put the Effective End Date as
08/22/2007 and the payroll has a pay date of 08/24/2007 with pay period dates
from 08/12/2007 to 08/18/2007, the code will be brought into that payroll even

though the pay period does not cover that date.

5. Click the green check ¥ o1 F10 to save and the yellow sun
theses changes.

o

=i-

to commit
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PAY DATA

‘Working for you.

Setting up a Pension E/D on the employee

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

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

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

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

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

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

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

7. Enter the applicable percent in the % field.

Blowsel Browse Scheduled E/Ds  Details 1 | Details 2| Direct Depositsl Child Support Cazes |

E/D Code Child Support Casze —Block Week 1

|p3u -] EEamik | =] " Ves & Na

Calculation Method Bemidkmiemt [0 b Wt 5

|% of E/D Giroup dmt =l | Py & N

(=3 * [u}
Amount %
5.00 =

I I Benefit Reference Block Week 3

. I j  Ves & Mo

[Every Pay = . ~Block Week 4

Benefit Amount Type

Month #  Which Payrolls | = CiYes B HNo

[None =] Jan [ _ _ ~Block Week 5

E/D Group |EE Dz e = Cives 6 Mo

IEE Fension j Always Pap/Deduct

Agency Deduct Whole Check IND ﬂ

|4EI1KAdmin Compaty-Far Te:j ’7(‘ Yes * Mo Deducts )
rDeductions to zero

Effective Start Date Effective End Date .. ™ Yes " Mo

| FIEZTERE =l —

Priority Multiple Scheduled E/D Group Emnl |

[ 23] [Pension Max - Muliple E/0 7] i

8. If the employee is contributing a fixed amount, change the Calculation Method to
tixed. Enter the amount in the “Amount” field.
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9. If your employee is contribution based on a fixed amount and the company is
matching the contribution you also need to enter the employer’s matching percent
in the “%” field. (If the match is 100% of 3% put a 3 in the % space of the
employee code.) This must be done or you will get an error when creating the

payroll.
E/D Code
D30 | EE 401k
Calculation Method
[Fined =l
Aot %
| snon | 300
Frequency
IEver_l,l Pay j
Month # Which Paprolls
[Mone ~| fan =l
E/D Group
IEE Penzion j
Agency

|4D'I K. &dmin Compary-For T e:ﬂ

Effective Start Date Effective End Date

| FIEE-IRd =l

Priority Multiple Scheduled E/D Group

| 22| |Pension Max - Muliple E/D = |

Child Support Caze

Blowsel Browse Scheduled E/Ds - Details 1 I Detailz 2| Direct Depositsl Child Support Casesl

~Block Week 1

Garnishment 1D

™ Yes

[~

= No

~Block Week 2

" Ves

@ No

Benefit Reference

Block Week 3
" Yes

Benefit Amount Type

L«

= No

Block Week 4
" Yes

Lo

* No

Block Week 5

EE Direct D eposit

" Yes

Deduct Whole Check
’7(' ez f* Ma

* No

L

Alwaysz Pay/Deduct

IND

Take Home Pay

e

& Mo

Deductions to zero
[F Yesg

-

=

Emploves

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

11.Go to the Details 2 screen and pull in the Employee Pension Group in the ‘Max
E/D Group’ field and enter the % of the employee’s deferral in the ‘Maximum Per

Period %’ fields.

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

Period %’ will be blank.

Maximum E/D Group

IEE Pensian
Maximum Pay Penod 3

I 3.00

b &xirnurn Pay Perod Amount

=

~

b asirmurm E/D Group

bl amirmurmn Pay Peniod %

et

bl asirmurn Pay Peniod Smont

IEEI.EIEI

=~
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13.Save your changes (F10).

14.1f the employee is also contributing to the Catch Up, go to Employee - Scheduled

E/Ds. Make sure you are on the correct employee.

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

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

code.

17.Select the Catch Up code that is scheduled to start when the pension code reaches
the designated amount. Be careful of the date that you enter for an Effective Start

Date. Once the Threshold has been met, Evolution will look at the Scheduled

E/D setup, including the Effective Start Date to determine when to start the Catch
Up. Pleae note that the Employee date of birth needs to be populated.

18. Enter in the Amount or % that the employee is contributing, making sure the

Calculation method is either “Fixed” if they are contributing a fixed amount or “%
of ED Group Amt” if they are contributing a percentage.

19.1f the employee is contributing a fixed amount and the company is matching that
contribution, you also need to enter the employer’s matching percent in the “%”
field. (If the match is 100% of 3% put a 3 in the % space of the employee code.)
This must be done or you will get an error when creating the payroll. If the

employee is contributing a fixed dollar amount, and the employer does not match
the Catch Up contributions, you must enter a 0 in the % field on the EE Catch Up

Code.

20.1In the Multiple Scheduled E/D Group field at the bottom left portion of the

screen pull in the Pension Max — Multiple E/D Group. Make sure that the priority

1s set at 3.
Browse' Browse Scheduled E/Ds  Details 1 | Details 2| Direct Deposits' Child Support Eases'
E/D Code Child Support Caze
ID31 vI EE 401k Catch up I j
Calculation Method Eerrialmiat 6
|7 o E/D Giroup Amt =l |
Amaunt %
5.00
I I Benefit Reference
Frequency j
IE\rer_l,l Pay j I
Benefit Amaunt Type
Month # Which Payrolls I j
[Hone =] [a0 =l
D v EE Direct Deposit
IEE Pension ﬂ I ﬂ
Agency Deduct Whole Check
|4D‘IKAdmin Company-FolTe:ﬂ ’7(‘ Yes = No
Effective Start Date Effective End Date ke M Py
R | | .
Priority ultiple Scheduled E/D Group
| 32| [Pension Max - Muliple E/D ~ |

~Block Week 1
 Yes &+ Mo

Block Week 2
 Yes & No

Block Week 3
 Yes & No

Block Week 4
" Yes &+ Mo

rBlock Week 5
 VYes * Mo

Always Pay/Deduct

|No

Deductions to zero
" Yes &+ Mo

=

Employee
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21.1f the contribution is based on an E/D Group %, on the Details 2 screen the
Employee Pension Group should be pulled in under the ‘Maximum E/D Group’

and the employee pension contribution % should be pulled in under the ‘Maximum
Pay Period %0’ fields.

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

Maximum E/D Group b aximum EAD Group

IEE Pension j I j

Maximum Pay Penod 3 b aximum Pay Penod %

M awirmurn Pap Period Amount b aximum Pay Period Amaurnt

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

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

Threshold E/D Group
|F'ensiu:un Threzhold j

Threzhold Amount

v Use Pension Limit

24.Save your changes (FF10)

25.Go to Employee-Employee and verity that they employee has a Date of Birth

loaded. They system will verify the age of the employee when doing the
calculation.

Employer Code-

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

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

4. The Calculation Method should default to Pension Match, the E/D Group should
default to the ER Pension Group and the Priority should be set at 4.

5. You do not need to enter any information in the Amount or % fields, as the
employer matching information is stored at the Client E/D Code level. You also

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

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

Browsel Browse Scheduled E/Ds  Details 1 | Details 2 I Direct Deposits | Child Support Cazes I
EfD Code Child Support Case Block Week 1
D3z ~| ER 40K I j [F Yes
Calculation Method Garrishmant 10 ol Sl 2
IF'ension Match j I [F ‘es
Amount 4
I I Benefit Reference (B.!lmk Wt 3
Frequency I j Tes
[Every Pay = . Black Week 4
Benefit Amaunt Type
Month #  Which Paprolls [ | " Yes
[ore =] Jan =l _ _ Block Week 5—‘
E/D Group |EE Direct Deposit J [r Ves
- -

IEH Pension j Always Pay/Deduct
Agency Deduct Whole Check IND j
|401 K. &dmin Compary-For Te:j ’7(" Yes * No Deducti 0

eductions to zero
Effective Start Date Effective End Date e —"— [r Yes * Ma
EEZIIE | I
Priarity Multiple Scheduled E/D Group o |

mployes

=R [
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PAY DATA

Working for you.

Direct Deposits

Setting up a new Direct Deposit

Browse ] Browse Scheduled E/Ds ] Details 1 ] Details 2 Direct Deposits | Child Support Cazes

?|EE Bank Account Nu... = |4B4 Number 5

251480754

-J'. —-—
ABA Humber Bank Account Number Account Type In Prenote
|t25'| 480754 12 Checking j (v ¥ex Mo
Addenda
Branch Identifier

[ Allaw Hyphens

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

STEP 1

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

ol
-

Click the green key or alt-insert to add a new direct deposit.

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

Bank Account Number - Load the bank account number
. Account Type - Choose checking or savings for the Account Type

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

7. Click the green v or F10 to save.

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

STEP 2

Browse] Browse Scheduled E/Ds  Details 1 l Details 2] Direct Deposits | Child Support Cases]

E/D Code Child Support Casze Block Week 1
P10 w | Checking | ﬂ " Yes f* Mo
Calculation Method Garnizhment 10 T et %
|Fmed | ™ “es * Mo
Aot %
| 700 , Block Week 3
Benefit Reference ~ P
Frequency | j Tes * Mo
[Every Pay [~ | . Block Week 4
Benefit Amount Tupe
Month #  Which Payrolls | | £ Yes # Mo
[Nore ] o [ _ _ Block Week 5
E/D Group EE Direct Deposit " Yes & No
| = 12 =l
Always Pap/Deduct
Agency Deduct Whole Check |N0 j

| J i Yes * Mo :
Deductions to zero

Effective Start Date Effective End Date TeleMams Py * Yes " Mo

|4/262006 - | ~| —
Pricrity Multiple Scheduled E/D Group Ernnl

- mployee
Lo2sl [~

8. Click on the Details 1 tab.

Ll
9. Click on the green " * key or Alt-Insert to add the deduction

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

11.1f the Direct Deposit is for the net check- calculation method should be NONE
0 Go to EE direct deposit and pull in the account number.
0 Choose yes for Deduct Whole Check.

0 Click the Green v or F10 to save.
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12.1f the Direct Deposit is for the net check less a specific amount of take home pay -
the calculation method should be NONE.

0]
0)

0]

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

Choose no for Deduct Whole Check .

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

Click the Green v or F10 to save.

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

0)
0]
0]
0]

Put in the amount that should be deducted in the amount field.
Go to EE direct Deposit and pull in the account number.
Choose no for Deduct Whole Check .

Click the Green v or F10 to save.

Stopping a Direct Deposit

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

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

Browse Browse Scheduled E/Ds l Details 1 ] Detailz 2] Direct Deposits] Child Support Cases]

3 E/D Code ~ ‘Description ‘Ealculation Type|.-’-‘n.m0unt |F'erc:entage ‘Frequenc_l,.l ‘Eff Start Date‘Eff End Date‘
D 2% Shareh... F 35.00 D FA7/2005 14142008
|D0z2 Child Supp... D 50.00 D 7/13/2004

D03 5125 Insur... F 125.00 P FA72004 9/24,/2004
_|Do3 5125Flkex F 100.00 D 792005 1A/2008
»

D12 United Way P 090D VA7 /2005 1/1/2008
_|D1E Standard ... M 100.00 U 5/2B/2005  1A41./2006
_|D18 Garnizshment M 100.00 D 5/24,2004

D13 Lewy D 100.00 D 4727/ 2006

_|D20 EE401k W D 7A19/2004  B/30/2005
D21 ER40TEK, 5 D 7A159/2004  B/30/2005

3. Go to the Details 1 tab
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Browse ] Browse Scheduled E/Ds  Details 1 l Details 2 ] Direct Deposits ] Child Support Cazes ]

E/D Code Child Support Caze Block Week 1

010 | Checking | ﬂ ™~ Yes * MNa

Calculation Method Garnishment 1D e Gt &

|Fmed j | " ‘Yes * Mo

Amount X

| e , Block Week 3
Benefit Reference ~ P

Frequency | ﬂ Ves * Mo

[Every Pay [] , Block Week 4
Benefit Amount Type

Month #  Which Payrolls | | £ es f Mo

None =] Jad = - - Block Week 5

E/D Group |EE Direct Deposit J ™ Yes & Mo
12 -

| J Always Pay/Deduct

Agency Deduct Whole Check |No ﬂ

| J " Yes * Mo B

Deductions to zero
Effective Start Date Effective End Date Take Home Pay % Yes Mo
[4r2602006 | | ~] ——

Pricrity Multiple Schedulgd E/D Group

- Employes
BEER / |

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

4

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

To Change a Direct Deposit

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

Bmwse] Browze Scheduled E."'DS] Detais 1 ] Details 2 Direct Deposits | Child Support Cases

?|EE Bank dccount Mu,.. ~ |ABA Number A

251480754

w
.}. -

ABA Humber Bank Account Humber Account Type ﬂn Prenote

|[25‘I 480754 12 Checking L] ez Mo

Addenda

e

Branch ldentifier

=

[~ Allow Hpphens



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

Green * key or alt insert to add a new Direct Deposit.
ABA Number - Load the ABA Number.

Bank Account Number - [.oad the bank account number
Account Type - Choose checking or savings
Prenote - Choose yes

AR

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

6. Click Green v or F10 to save.

STEP 2

Bmwse] Browse Scheduled E/Ds  Detais 1 ] Details 2] Direct Deposits | Child Support Cases]

E/D Code Child Support Case Block Week 1
D10 w| Checking | ﬂ " Yes * MNa
Calculation Method Garnishment D T 2
|Fmed j | ™ Yes * Mo
Amiount x
| 77600 , Block Week 3
Benefit Reference ~ o
Frequency | j Tes * No
JEvery Pay [ . Block Week 4
Benefit Amount Type
Month #  Which Payrolls | | " ‘es e No
JNone =| - jai = - _ Block Week 5
E/D Group EE Direct Deposit ™ Ves " Mo
| =] 12 =l
Always Pay/Deduct
Agency educt Whole Check |N0 j
| J " Yes * Mo )
Deductions to zero
Effective Start Date Effective End Date . . * Yes " Mo
[4s26/2006 | | =] —
Fricrity Multiple Scheduled EAD Group _— |
- mployes
|23 [~

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

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

9. Click the green ¥ ot F10 to save.
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Setting up an H.S.A Scheduled E/D with Direct Deposit

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

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

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

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

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

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

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

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



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

scheduled E/D.**

19.Click on the Direct Deposit tab.
Ll
20.Click the " key that is on the lower right-hand side of the screen to add the
new account number.

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

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

.
L
o

21.Click the green check ¥ o1 F10 to save and the yellow sun =" to commit
theses changes.

En:uwsel Browse Scheduled E.-"Dsl Details 1 I Detailz 2 Direct Deposits | Child Support Cazes

3 EE Bank Account Mu... = |ABA Mumber -

[ 3123456729

-‘rl L]
ABA Humber Bank Account Humber Account Type In Prenote
IEIEIDEIEIEIEIDEI 123456739 Checking j ’71" Yez (¢ Mo
Addenda

e

Branch [dentifier

e

[ &llow Hyphens
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Ll

22.Click the " key at the top of the screen or click Alt-Insert to add the new E/D
Code.

Browse I Erowse Scheduled E/Ds  Details 1 | Detailz 2 I Direct Deposzitz | Child Suppart Cazes I
E/D Code Child Support Case Block Week 1
D20 = | H5& Single DD I j = Yes * Mo
Calculation Method Garnishment 10 ok Week 2
IFIHEd j I " Yes &+ Mo
Amount 4
50.00 =
I I Benefit Reference :i!uck Weekg
Frequency I j Tes * Mo
[Every Pay = . ~Block Week 4
Benefit Amount Tupe

Month #  Which Payrolls | ] " ‘res & No
[None =] Jan h ~Block Week 5
E/D Group EE Direct Deposit  Yes & Mo
| ] 123456783 =l

Always Pay/Deduct
Agency Deduct Whole Check IND j
I j " Yes f* Mo i

Deductions to zero

Effective Start Date Effective End Date Tl Mo Far ’7(‘ Y = Mo
[tr/o07 = | | —
Priority tultiple Scheduled E/D Group Erpl |
[ 22 [HsaSinge =] i

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

24.Under calculation method select the appropriate method for this code, in most
cases this will be ‘Fixed’.

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

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

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

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

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

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

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

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

30.1f the set up is correct, click the green check ¥ o1 F10 to save and the yellow

e
S

sun " to commit theses changes.

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

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

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

eEy

e

to commit

34.Click the green check ¥ o1 F10 to save and the yellow sun
theses changes.

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

**In some cases the employee and employer codes need to be linked together so
the total of both codes equals one number**
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35.0n the Details 1 tab, at the bottom of the first column, put in a priority of 2.

36.Under the ‘Multiple Scheduled E/D Group’ pull in the H.S.A group.

37.Under Details 2, in the Annual Limit field enter in the annual combined limit of
both the employee and employer contributions.

Eru:uwsel Browse Scheduled E.f'D$| Details 1 Detail: 2 | Direct Depu&itxl Child Suppart Easesl

Target Action

MinirnLim “ age b ulkiplier

Mone

Murnber of Targets Remaining

|

=

M awirnurn Garnish %

-

Annual M asirunn Amount
280000

Client &nnual b asirumm Amount

iz

T arget Amaunt
I Minirmum E/D Group b axirmum E /D Group
Balance Taken I j I j
I Minimum Pay Perod % kM awimurm Pay Period %
: kinimum Pay Perod Amount b &ximum Pay Peniod Amount

b aximum Average dmount EAD Group I— I—
IMa:-:lmum Awerage Hours E/D Group j Threshold E/D Group
b aximum Average Hourly ' age Rate Threshold Amount

[~ Usze Pension Limit

Y 2

38. Click the green check or F10 to save and the yellow sun """ to commit

theses changes.

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

‘Working for you.

Setting up a child support

Child Support Case is located under the Employee- Scheduled E/Ds

1. Click on the Child Support Tab

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

Ernwse] Erowse 5 cheduled E.-"Ds] Detail: 1 ] DetailsE] Direct Deposits  Child Support Cazes l

2 Cuztom case nu.. ™ |F'riu:urit_l,I number )
»
w
Priority Humber Caze Murber Origination State _J_, —
|00 020003 YT
Agency

|Office of Child Supp. - Willsto - |

Amears St Medical Ins Ehgible
 es & No £ Yes
" Mo

{*+ Mot Applicable
FIPS Code

-
|

3. Priority Number - Enter the appropriate number, to assign priority order if there

is more than 1 child support order. Use number 1 for only one child support
order.

4. Case Number - Enter the case number assigned to the child support order. If

there is not one indicated you can use the employees social security number, which

is located at the top of the screen

5. Agency - If the company has agency checks, you can pull in the appropriate one.
This is an information only field. You must pull the Agency in on the scheduled
E/D to force the check to be created.
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6. Arrears - You can indicate if the order is in arrears. Info only field.
7. Once the set up is correct, click the green V' or F10 to save and the yellow sun

M
=

“ to commit the changes.

Under Employee — Scheduled E/Ds

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

1. Go to the Details 1 Tab

Browse] Browse Scheduled E/Ds  Details 1 l Details 2] Direct Deposits] Child Suppart Eases]

E/D Code Child Support Caze Block Week 1

002 | ChildSupport |DEI'I 020003 ﬂ " Yes f* Mo
Calculation Method g

F_a “d“ B LaE LD Garnishment (D Block Week 2

| e ﬂ | ™ Yes * No
Amount 4

0.00
|E Benefit R eference I(]_!uc:k WEEkLE
Frequency | ﬂ Tes * Mo
|E'\-'Br_l.J Scheduled Pay j
Benefit &mount Type HLatels e o

Month #  Which Paprolls | | 7 Yes * Ho
Nene x| jai = _ _ Block Week 5

E/D Group i—:E Direct Deposit J ) es & Mo
| J Alwayz Pay/Deduct
Lgency Deduct Whole Check |N|:| j
Office of Child Supp. - Willisto + i Yes f* Mo

| J Deductions to zero
Effective Start Date Effective End Date TeleldemmlEey (~ Yes * Mo
I - |7

Priority Multiple Scheduled E/D Group

| Al | j Employes

¥
2. Click the (at the top of evolution) or Alt-Insert to add the deduction

3. Choose the correct E/D code.

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

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

6. Click on the Details 2 tab.

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

Brnme] Browse Scheduled EHDS] Details 1 Details 2 l Direct Depn$it$] Child Support Cases]

Annual b asinumm Amount

;

Client &ntwial b asimunn Aot

i

Maximum E/D Group

Target Action Mirirmurm W age Multiplier
MHone j |
MHurmber of Target: R emaining Maxirurn Garnish %
T arget Armaunt

tinirnum E /D Group
Balance Taken |

tinirurn Pay Period %
M axiriurm Average Amount E/D Group M el
 axiriurm Average Hours E/D Group

t awirurm Average Hourly ‘W age Rate

o

[

|Dispusible Earnings ﬂ
Maximum Pay Period %
50.00

M awirnum Pay Period Armaount

o

Threshold E/D Group
| [~

Threshold Amont

e

[~ Usze Penzion Limit

8. Click the green v or F10 to save and the yellow sun | to commit the changes.

10. If the employee has more than one Child Support Order, repeat the above steps for
each of the Child Support EDs. On each Child Support code make sure to pull in the
‘Child Support” ED Group in the ‘Multiple Scheduled ED Group’ field. This will tell the
system that it needs to look at all Child Support codes when it calculates the Maximums
amounts per period. If you do not have a Child Support Group please contact your
Client Service Representative for assistance.
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Brow&e] Browse Scheduled E/D:  Details 1 l Detailz 2] Direct Depasitz | Child Support Ea&e&]

E/D Code

Doz | Child Support

Calculation Method

[Fired |
Amount x

| 5000

Frequency

|Every Scheduled Pay j
Month # Which Pawolls
[Hore | jal |
E/D Group

| =l
Agency

|Oifice: of Child Supp. - Willsta v |

Effective Start Date Effective End Date

|sfzs/e008  w| |

f 2] |Chid Suppon

Child Support Case

001020003 |
Garnishment 1D

|

Benefit Reference

| []
Benefit Amount Type

| [~

EE Direct Deposzit

Deduct Whole Check
™ Yes f* Mo

Take Home Fay

o | —

Priority tultiple Scheduled E/D Group

Block Week 1
" Yes + Mo

Block Week 2
" Yes f* Mo

Block Week 3
" Yes + Mo

Block Week 4
" Yes f* Mo

Block Week b
" Yes + Mo

Always Pay/Deduct

|Nn

Deductions to zero
" Yes + Mo

Emplayes

[

** Do NOT setup the same ED Code more than once on an employees or errors could

occut. If you need more Child Support E/Ds set up, please contact your Client Service

Representative. **
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PAY DATA

‘Working for you.

Setting up Group Term Life

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

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

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

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

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

2. Go to the EE Entry Tab and enter the employee’s Date of Birth, which is located

towards the bottom of the first column.
|Date of Birth ||33;24;1 914 ;|

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

Group Term Paolicy Amount

| 75,000.00 |
GTL Howrs GTL Rate GTL Hours GTL Rate

| || | 2080 |20

Group Term Policy Amount

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

**[f you choose the GTL Hours and GTL Rate, the system will then look at the
employee’s salary or rate to calculate the policy amount. In the GTL Hours field, load
the number of hours that the employee will work in one year. In the GTL Rate field,
load the rate from the IRS published information deduction chart. For example, if you
have an hourly person making $15.00 per hour, the system looks at the GTL hours
and multiplies this by their rate of pay. It then takes that number and multiplies it by
the GTL Rate. This is now what the system uses for the Group Term Policy Amount.
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The system then will go through the steps of determining the taxable amount (amount
over $50,000) to calculate the taxable benefit.

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

-+

Go to Employee — Scheduled E/Ds.

Make sure you are still on the correct employee then go to the Browse Scheduled
E/Ds tab.

il

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

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

8.

9.

Under Calculation Method, make sure it says Fixed.

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

10. Choose the correct Frequency. If you want to tax the employee on their GTL

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

Browse I Browse Scheduled E/Ds  Details 1 I Dietails 2 I Direct Deposits | Child Support Cazes I

E/D Code Child Support Caze —Block Week 1

|E5[| vl GTL I ;I " Yes & No

Calculation kMethod Garmishrment |0 —Block Wesk 2

IFIHBd ;I I Ve &+ Mo

Arnoumnt *

I Benefit Feference [Elock Wask

. I ;I " Yes & No

[Ever Pay =l _ ~Block Week 4

Benefit Amount Type

Month #  ‘Which Payrolls | =] " Yes & Mo

[Nore =] fan =l _ _ ~Block Week 5

E/D Group |EE Direct Deposit _I - i &~ Mo

I ;I Always Pay/Deduct

Agency Deduct Whole Check IND ;I

I ;I " “es * Mo )
—Deductions to zero

Effective Start Date Effective End Date T —"—  “as * Mo

josemszooe = | =] —

Priority tultiple Scheduled E/D Group —

I = | [ | e




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

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

e

-l

sun " to commit these changes.

** For instructions on how to post GTL, please see the payroll entry section.
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Time Off Accrual

PAY DATA

‘Working for you.

Employee — Time off Accrual (Details Screen)

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

dates.

- Evolution 4.0.28.6 [rs11] - Employee - Time Off Accrual

ﬁﬂ Admin

!’% Client
= Company

G Employee

Z Payol
e

BR-5- 2a5 2 @ = g @ [Fooons] « %

S5M: 000-00-0015

Last: Patterson

First:  Florance EEH:

=181

Company. PayData Prospects Demo
Mumber:  PayData

| [Pattersor Florance = | <] Erier | Mext [= |

Browse Detalls |

2 Beports

oo Miso

2| Description

- | Balance

24.00 0.00
a0.00 0.00

Eff Accual Date|Mext Acciual Date| Annual Acciual Maxk| Dvenide Rate| Rollover Wbr

Roloves Date Naxtﬂj

[Personal =l

Curient Accrued Current balance
2400 24.00

Current Used

&

Active
i Yes N

;

Owerride Annual Accrual Maximum
Show TOA History

Owerride Rate

Override Rollaver Type

=l
Owerride Eff Date Owerride Rollover Date
=] I =]

Vigw |Task Queue: 0 Total; 0 Finished

[ [Recdi67a. 18K 9.3M/sec Sent:18.66K

Adding a New Time Off Accrual Type

1. Click on the

key or Alt Insert to add a new time off accrual type.

2. Type - Use the drop down box to see the selection of time off accrual types. Select
the type that you would like to add.

3. Current Accrued - If the employee has a beginning balance load it under this field.
If not, Save the info by using the green check mark at the top of the screen. As the
employee accrues time, this field will be updated.

4. Current Used- This is updated when an employee uses time within payroll.

5. Active — If the employee should no longer accrue new time, but needs to use the
existing balance, leave as active Yes.

56



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

Maximum here.

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

8. If the employee is allowed to rollover time from one accrual type to another

A.

existing balance.

Select the correct type in the grid. This should be the type that holds the

B. In the override rollover type select the type that you want the balance to

transfer to.
C.
happen

Override Rollover Date — select the date that you want the rollover to

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

check dates.

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

Manual Adjusting a Time Off Accrual Type

& Evolution 4.0.31.6 [rs11] - Employee - Time OFF Accrual

_1a] x|

g @ Feeans] o % F‘ =
Compary: PayData Prospects Demo
Mumber  PayData

F-R - AP B

Last Patterson S5N: 000-00-0015
First:  Florance EE#: 15

15 ~|[Patterson Florance  ~| <1 Brior | e |

Browse Details |

i Employes

Z Repoits = | Balance

24.00 0.00
24.00 0.00

ion
Sick. 24.00
24.00

Eff Accrial Date| Next Accrual Date] dnnual Accrual Max| Ovenide Ratef Rollover Nbr

Rallover Date Nexlﬂj

Type Override Annual Accrual Maximum

[vacation =

Current balance:
42.00

Shaw TOA History

Cunrent Accrued Overide Rate

| &0.00 [

Current Used Overide Rallover Type

40.00 -

Override Eff Date Dwerride Rollower Date

2 I =l I =]

Aclive
+ Yes

Reason

|Amuum Inaded wrang in payrol|

View |[Task Queue; 0 Total; O Finished | [Recd:190.08K 10.2Misec Sent: 79K

iR start |J iy 3 [ ”H [ inbox - Microsfe out\nnkl B Evolution Manual Aug-. . | B8 contact Plus meessmna\lsmlutinn

LR R ]

2:06 PM
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1. To adjust a time off accrual type, highlight the type in the grid and go to the field
that needs to be adjusted in the bottom of the screen.

2. Highlight the entire field and type in what the new amount should be. This will
bring up a Reason box at the bottom of the screen. Tab down to the reason and
type in why you are adjusting that field.

8. Click the green V' 61 F10 to save and the yellow sun "= to commit the changes.

Using the Show TOA (Time off Accrual) History Button

¢~ Evolution 4.0.31.6 [rs11] - Employee - Time OFf Accrual T =l
faw IR S leasa @ 2 o @ o] v X (s s
£ et
22 B | (st Patterson SGN: 000-00-0015 Company: PagData Prospects Demo
% LCompany First: Florance EEH: 15 Mumber:  PayData
25 Evploges | [15_ =|[Patterson Floonce = <0 Prier | near= |
& Payoll Browse | Detals History |
e
=l Repots | Show ransactions in period from [& 2w =] o [ erzrznme =] Refiesn | Vacation
oo Mise ~Transaction
3 Accrual .o~ |Acclued |Acclued Eappedl Used |Nole Created - | Changed by | Check Date | Hunﬂl Check# ﬂ
_|8/21/2003 oo -2.00 Manual Adj; wrong amaunt laaded in payra 8/21,/2003 1:38:06 PM KLynch
| M| 8/21/2003 0.00 40.00| Used Pr:08/21/2003-1 8/21/2003 1:34:32 P 8/21/2003 1
Ki| o
[ Adiustment; Connected Transactior:
Double click on transactions to open this information Drouble click on transactions to open this infamation
Wigl \Task Queue: 0 Total; 0 Finished ,_\Recdzlgz.azk 10.3Mfsec Sent: 9.02K
i#listart “ ot W | ”“ Inhnx'MltrDsnFt..‘I B Evolution Manual..‘l B8] contact Plus F‘m‘..l R evolution |®§Q*%E@@Q 209 PM

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

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

2. Use this field to tell if the change was a change made with payroll or a manual

adjustment. This will also list who made the change according to the Evolution Log
In it was made under.

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

‘Working for you.

Employee Shifts

Employee — Shifts (Details Tab)

& Evolution 4.0.28.6 [rs11] - Employee - Shifts

=12 x|

B-5- Fae s 5 5 g @ FecansE

Last SSN: 000-00-0015 Company: PayData Prospects Demo
= Compary | Fist Florance EE#: 15 Number:  PayData

73 Employee | 15 =|[Pattersan Florance = | <] Brier | neer> |

25 Payrol Browse Details |

—

|- Repoits
soo Miso

Auto-Shift

Kl

Shift Rate x

view || Task Queve: 0 Total; 0 Finished |Recd:674.80k 9.3Mfsec Sent:19.40K

1. In Employee go to Shifts:

* Click on the + key
* Pull in the shift
* The amount will filter in, but can be overridden if needed.

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

3. In Payroll check lines when keying in hours that need to paid out in a shift, you will
need to pull in the shift on each individual earning. If Auto-shifts have been set up,

this will happen automatically.
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Auto Labor Distribution

PAY DATA

‘Working for you.

¥ ee - Auto Labor Distribution

istributio
T2

g @ Fooms ¥ % F‘ 7

SSN: 000-00-0015 Compary: PayData Prospects Demo
EE#: 15 Number:  PayData

SCTEe ] wer |

eeeeeeeee

| Recd:677.03K 9.3Msec Sent:20.33K

From the Employee / Employee screen

3.

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

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

Pt 1

Click the green V' o1 F10 to save and the yellow sun to commit the changes.

From the Employee/ Auto Labor Distribution Screen

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

Click the Elpicker to the right of Division Code. Select the appropriate
Division/Branch/ Department.

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

o
Pt 1

Click the green V' o1 F10 to save and the yellow sun to commit the changes.

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

Working for you.

Scheduled Payrolls vs. UnScheduled Payrolls

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

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

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

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

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

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

sl .

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

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

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

P

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

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

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

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

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

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

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

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

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

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

* Replace — you are creating a payroll that IS one of your normal 52, 26, etc.
but:

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

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

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

‘Working for you.

Creating Payroll

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

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

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

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

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

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

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

2’ Evolution 8.0.11.10 [rs13] - Payroll - Payroll - IEllil
Dl Admi
Lon B3 2498 T 7 o v ><|ff <
€L [lient
= Becky's Test Company
=l Company
5% Emplovee Compary | Notes  Payroll I Black E/Ds | Checks | Earmings and Dedustions | Tax | Time 0ff |
@ Payrol Display Payrolls As OF |1-"2-"2UU? 'l E‘ et Payrall |
2_| Reports
3 Run = |Check Date ‘lEheck Date Statusl Scheduledl T_I.Jpel Sho= | Statuz Date | =l
gon M
— 3 27772007 N v R W 2/6/2007 33530 M
=
Payroll Check C l Run Nb Tif Create Payroll
cLIE e SR —Block TO Accrual I?un1 AI IEH(
oAl = Mo =2 5B Review
Type
o Agcrual Fgﬁh &7 Submit Payroll |
~Block Agencies Block Checks/Reports—| g?;;;ﬂ[;ate = 42 Pre-Process |
" Reports € Both —
" Ye: (% Mo Actual Calin Date E Delete Payrall
" Checks ' Mone I =]
@ Copy Payrall
' Help
= Mew Payrall Expert @ Batch Create Batch Q
] Exit
Wigw ||Task Queue: 0 Tokal; 0 Finished |UserID: evomanual |_|Recd: 1.68M 10,3Mfsec Sent:26.69k 4
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2. The system will pull in the next available scheduled check date based on your company’s
calendar. Review all of the red fields at the bottom of the screen and change any that are
necessary.

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

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

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

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

Run Nbr — Always leave this blank. The system will assign this number for you.

Type — This determines the type of payroll you are running. It will always default to
Regular, which is your standard payroll. If you running an extra, unscheduled payroll,
you may want to switch this to a Supplemental Run or a Client Correction.

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

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

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

Actual Call-In Date — Ignore this field.

3. Once all of the fields have been filled in correctly, click the green check mark at the_top to

save.

4

You will now automatically be brought to the Batch screen. If for any

reason it did not bring you to the Batch screen, click the Batch button at the bottom.

Batch

4. To create the batch, click the Create Batch button on the right of the red fields.



Bain_ln.5.  2ra9s ¥ 7 o

@~ Evolution 8.0.11.10 [rs13] - Payroll - Batch

=10l x|

Faproll Check Template

j —Pay Standard Hours

Refresh ED |

Refresh ED Mo ban |

Frequency & VYes  No
IWeekIy VI —
Period Begin Date Period End Date ez Ry
[1/28/2007 =] [eraran = @ives Mo

@ Delete Batch |

Batch Creation Option
Checks per EE

[¥ Calculate Scheduled EDs

[~ SelectEEs fram List [~ Create 945 Checks

wl ® oW
€E Cient |
e Becky's Test Company #1 27772007
—Elf LCompany
74 Employes Batch | Quick Entryl Quick Entry W'.-"Dverridesl Earmings and Deductionsl Tares I Impart I
I @ Payral 3 Batch |Period Begin Date = | Period End Date |Frequenc:y| =
= *h‘é 1/28/2007 24372007 A
'E—l: Beports Record Count: 0
wew Misc
Faprall Filter —Pay Salary
I j & Ve " Mo [ Create Batch |

Pay Create Check:
I‘I 3' ’V(:' All " Salay € Hourly ‘ ’V(:' Regular & Manual  3rd Party
¢ =p (B3 Payroll | @ Mew Batch Expert | @' Check | Create Batch il
2 Exit

Wiew || Task Queue: O Total; O Finished

| UserID: evomanual

| [Recd: 1.68M 10.2Msec Sentiz7. sk s

The system will pull in the batch or pay period dates that are associated with that payroll.

If you are doing an unscheduled payroll, like a Client Correction or Supplemental, you
most likely will need to override the Period Begin Date and Period End Date.

Review all the fields at the bottom of the screen and change as necessary

Payroll Filter — By setting up filters you are able to bring in predetermined groups of

employees.

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

taxation of the pay

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

checks, etc.

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

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

batch.

Period Begin Date — This is this pay period begin date for payroll. This will default

to the dates set up when your company payroll calendar was created.

Period End Date — This is the pay period end date for payroll. This will default to the

dates set up when your company payroll calendar was created
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Pay Salary — Select whether you want your salaried employees to automatically get
paid the normal salary.

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

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

Calculate Scheduled E/Ds — If checked, it will calculate the Scheduled E/Ds at the

time the checks are created.

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

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

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

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

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

~

7. Once all of the fields have been filled in correctly, click the
save.

mark at the top to

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

ou want to pay.

Evolution N x|

@ "Whould you like to auto-create checks for thiz batch’?
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PAY DATA

Working for you.

Entering payroll using the Quick Entry Screen

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

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

@ Evolution 8.0.11.10 [rs13] - Payroll - Batch o = 54
(e -5 | @aews @ =2 5 @ Fooo = < X S
- Client
Becky's Test Company #1 24772007 Checks: 5
2L Compary
—_—
75 Employes Eatch Gluick Entiy | Quick Enty W /Overides | Eamings and Deductions | Tazes | Import |
%2 Pawrol 56 Child Julia =
2t Beports 2| Type|Motes| EE Code [ Name ’;:I';rsm :r:gu?;f =]
vse Mise CEE 56 | Child Julia
RN 57 |Employes Test
R M 66 |Fudd Elmer
RN 62 |FosadaJorge
RN 63 [wilson Lisa L
=] I 0.00 | 0.00 -1
' Help =
[&3 Pavrall [Z] Mew Batch Expert Batch Totals Al
3 Exit
wiews || Task Queue: 0 Total; O Finished | UserID: evomanual |Recd: 1.70M 2.3Mjsec Senk:29.33K 2

2. You will always want to customize this screen to the codes that you are using in

payroll. To do this, right click in the white grid and select E/D.

Wear ko date F3 |

Manual Tax 3 Add...
Delete »

DO1 Misc

D02 Simple

D03 5125 Ins

D05 EE 401k

D06 ER 401K

D07 401k Cakch Up
D05 401K Loan
D09 MY SDI

D10 Savings

D11 Checking

D12 Checking 2
D13 Child Suppart
D25 Milzage

EOL Salary
ED3 erti
EO4 Wacation
EOS Sick

ED6 Holiday

EO7 Tips

E10 Incentive Overide On Code
Ell Incentive Use Template
Elz Bonus

ESO GTL

Eirne

r v+ vy vy vy vy ¥y yRIT FTTITTIYTIYFIYIFTYTTYTTsTrryerw
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3. If you need to add another column to the grid, select the first Add. You will then get a
listing of all of your available codes.

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

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

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

Screen.

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

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

payroll**

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

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

10.Make sure you are committing your changes often by clicking the yellow sun at the

i

s

top.

11.When you are done entering all of your payroll information, make sure you verify your
totals either by reviewing the data at the bottom of each column or by going to the
Earnings and Deductions tab at the top.

12.Once the data has been verified for accuracy you are able to go back to Payroll by
clicking the Payroll button at the bottom left. G Payrol

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

14."To submit the payroll click either the submit payroll button 5Pl | . ¢ SB
@ 5B Rewview

Review button
Submit Payroll sends the payroll to PayData so we can process the pay checks.
By choosing Submit, we will not do any verification of the payroll data that comes in.
SB Review sends the payroll to PayData so we can process the pay checks, but
puts the payroll on hold. **If choosing this option, you must contact your Client
Service Representative so they are aware of why you put the payroll on hold.**
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PAY DATA

‘Working for you.

Adjusting Check Lines

Adding Check Lines

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

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

button

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

name.

2. Making sure you are on the Check Lines tab, click somewhere inside the grid.

Using the arrow keys on your keyboard, arrow down until you get to a blank line.

Check Linez I Marual Tax I General I T ax Ovemdes I Prewview I Employee Motes I

3 E/D Code E/D Dezcription Hours/Fiecesz| Fate of Pay |Amount
_|EM Salany 0.00 1.000.00
| D05 EE 401k 25.00
_|D0e EFR 401F 25,00
_|E02 Reaqular .00

* I

3. In the column labeled E/D Code select the Earning or Deduction that you would
like to add.

4. Depress the Enter key or use the arrow keys until you get to the desired column

then put in the necessary data.

1

(@)

~

. If you would like to add a column. Right click on the column header

Click Add or Delete.

8. Choose column title that you need.

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

T

buttons.

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

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

button

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

name.

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

you want to delete.

Check Lines | barual Tax I General I Tax Owemdes I Fresview I Employee Motes I

3 E/D Code E/D Dezcription Hourz/Fiecesz| R ate of Pay |Amount
_|EM Salany 0.00 1.,000.00
#|D05 EE 401k s 25.00
_|D0s ER 401k, 25.00
| |EDZ Reqular .00

12.On your keyboard press the Ctrl and Delete buttons at the same time. It will ask
you if you want to delete this check line. Make sure you say OK.

Evolution x|

@ Delete this check line?
' Cancel |

13.Make sure you Save and Commit your changes using the and the

buttons.

4. 1f the message says anything other than Delete this
check line, you need to select Cancel and redo the

SthS.

X
.l".&
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Adding a second regular check to a batch

PAY DATA

Working for you.

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

=5 Check

‘ button

located at the bottom right hand side of the screen or double clicking on an

employee’s name.

2. Find the employee that the check needs to be for by using the Employee listing

drop down box at the top of the screen.

3. Click on the green plus key +

Payroll Exper

Flease, choose check type.

=

| Next [~ |

5. Verify the Employee number or name is correct

Flease, select a check template for
the check or leave it blank.

for a standard check.

Hext [

Flease. select an employee for the
new check

|EE Code

[~
[~

Next [~

6. If using a template, bring that in now or leave blank
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7. 1f you would like to pay salary click yes. If you would not like to pay salary click no.

@ Do pou want o pay salam?

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

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

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

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

11.1In the column labeled E/D Code, select the Earning or Deduction that you would
like to add.

12.Depress the Enter key until you get to the desired column, then put in the
necessary data.

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

14. Make sute you Save and /or Commit your changes using the and/or the

T

buttons.
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