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Introduction

This document is intended as a comprehensive resource for the payroll section of the system.
Some things you should note about this document:

Any time you see an item marked in bold it means it is a button or option to select.

Tables below large screen shots are there to describe the various options in the screen shot
above (which normally have a bold rectangle around them).

Anything in /tfalics is the name of the window you are viewing.

If you ever see this popup below, it means you have not saved your work. Select cancel,

save your work, and then you won't get that popup and can continue through the system.

Leave site?

Changes you made may not be saved.
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Employee Tax Setup

Tax Options: Federal

The system default for Federal taxes is set to single with zero exemptions.

1. Select the Hamburger Menu (highlighted below).

PAYPRO sy
" WORKFORCE § 2»
Management Solutions

-

Home © My Dashboard

Main Online Help & Edit Tabs

MY DASHEOARD Feedback ‘o @

qQ

2. Select the My Employees option.

Search

+ New Window

> Start

‘ » My Employees

The menu expands.
3. Select Employee Information and the following window displays.

m Home © My Employees = Employee Information

Rows On Page 10 ~ Showing: 1-10 of 21 Page

Employee Filter: 4%, All Employees

1 0f3 >

)
i}

View Selected Employees = Hire Employee Utilities |~ Split View

| Default] ~ el A 4 == Lr

~ ~ ~ starts with ~ starts with ~ All - All
[ & 3 rgellar == Ross Gellar Yes -
E & 4 ching Chandler Bing Yes
‘ = & 5 Jeribiani Joey Tribiani Yes

5. Select the Payroll Tab.

Select the [Eicon next to the employee you want to set up from the employee list.
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Home » My Employees - Employee Information » Edit Employee

Employee: Monica Gellar (1)

‘ Payroll & Edit Tabs

Payroll Tab

6. Scroll down to the Tax Information pane.

7. Select the Federal Tab (if not already selected).

8. In the pane, shown below, enter the new Filing Status, # of Allowances, and From date.
Allowances are commonly referred to as exemptions.

9. If an employee has additional withholdings enter this number in the additional

withholding section.

The number of allowances changes how many people you are claiming. Additional withholding
/s additional money you want withdrawn from your check each pay period.

Tax Information &

‘I Federﬂll State Local General

Lock In Letter Received ||

Single - 12/31/1900
llowances

Tax Information

10. Select the Save button on the top right corner to save your work.

Feedback

P o q

|5m-e AddNote  Utilities  Download PDF

Tax Options: State Tax Allowance Changes

Like Federal, the system default for new hire employees’ State taxes is set to single with zero
allowances (exemptions). If allowance changes are required, i.e., someone gets married, divorced,
has a child, etc., these are the steps you would take to make those adjustments.

1. Select the Hamburger Menu (highlighted below).

‘ PAYPRO sy 0
¥ WORKFORCE ¢ 2% MY DASHBOARD Feedback @
Management Solutions w sedbac ‘ =~ Q
Home - My Dashboard
Main Online Help < Edit Tabs
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1. Select the My Employees option.

+ New Window
> Start

I > My Employees

The menu expands.
2. Select Employee Information under My Employees.
Home - My Employees  Employee Information

RowaOnPage 10« Showing:1-10 of 21 Page 1 /0f3 |> D) Refrean Data % 3 Full Serzen [ Detautt] £ Settinga Y Fitter ~ == Select Columnz o, Export

Employee Fifter: AAll Employeea

O E & 3 rgellar Ross Gellar

Employee Information Pane

Select the icon to select an employee.

Select the Payroll tab and scroll down to the Tax Information pane

Select the State tab.

Enter the number of allowances.

Enter any additional withholdings and update the filing status as necessary. (as
highlighted in the picture below)

NOo oA w
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Tax Information

Federal State Lacal General %

STATES

additional Withholding - NYC 0 1243141900 +] (7]
additional withholding - Yonkers 0 1243141900 +] (7]
Q | x| mewvork O 0
Filing Status s v 1243141900 +] (7]
Total Allowances - NYC 0 1243141900 +] (7]
8. Select the Save button on the top right corner to save your work.

Feedback ...o @ Q

|5m-e AddNote  Utiliies  Download PDF

Tax Codes: Unemployment

The system can be set up to default to a particular company home location, however if you have
multiple locations you will need to select the appropriate state based on where the employee works.

1. Select the Hamburger Menu (highlighted below).

PAYPRO N
‘ E 1 WORKFORCE £ 2% MY DASHBOARD Feadback ‘o @ Q
Management Selutions
Home - My Dashboard
Main Online Help & Edit Tahs
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2. Select the My Employees option.

Search

+ New Window

> Start

> My Employees

The menu expands.
3. Select Employee Information under My Employees.

RowaOnPage 10« Showing:1-10 of 21 Page 1 /0f3 |> D) Refrean Data % 3 Full Serzen [ Detautt] £ Settinga Y Fitter ~ == Select Columnz o, Export

Employee Fifter: AAll Employeea

O E & 3 rgellar Ross Gellar

Employee Information Pane

4. Select the [ icon next to the employee you want to set up from the employee list.
5. Select the Payroll tab and scroll down to the Tax Information pane.
6. Select the Unemployment State drop-down menu and select the appropriate state for

the employee.

SETTIMGS

Unemployment State Mew York - 12/31/1900 [+

State Reciprocity Override | Enforce Reciprocity -

Unemployment Pane

State Reciprocity Override
The default is set to Enforce Reciprocity. However, several settings will override reciprocity rules.

Option Explanation

Enforce The tax engine calculates the correct taxes.

Reciprocity

Resident Only If this option is selected, only the Resident state income tax is withheld.
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Non-Resident If this option is selected, only Non- Resident state income tax is withheld.

Only

Zero in Both If this option is selected, there will be no state income tax withheld for both
Resident and Non- Resident states.

Full If this option is selected, then state income tax is withheld in both the Resident
and Non- Resident states.

Diff The greater of the difference in state income tax (SIT) withholding is withheld

based on calculated SIT. For example, an employee lives in MO but works in
IL. MO SIT calculates at $100 and IL SIT calculates at $75. In this case, $25
would be withheld in MO SIT and $75 in IL SIT.

7. Select the Save button on the top right corner to save your work.

® e a

Feedback

|5m-r. AddNote  Utilities  Download PDF

View W2 Forms
All W2s that have been prepared for each employee and tax year are available for your review.

1. Select the Hamburger Menu (highlighted below).

PAYPRO
‘ |E|'"\‘JURE<FUHUE 25) MY DASHBOARD Feedback ._o @ qQ

Management Solutions

Home - My Dashboard

Main Online Help £ Edit Tabs

2. Select the My Employees option.

Search

+ New Window

> Start

I > My Employees

The menu expands.
3. Select Forms, and then W2s option.
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4.

Withholding

Was

1099s

IRS Form BOZT

View Selectes  Downlosa PDF  View By State

Y Filter ~

ﬂ Home © My Employees - Forms + W2s

FRows On Page 20 « 20Rowa ) Refresh Data 57 Full Screen [ Defautt] ~ I Settinga ~ == Select Columne oy Export

Employee Filter. 4hAll Employees TaxYear | 2018 ~

T v mamewn v ewnswm v - e -] [- e -
U | &Il & [ & 4 | Chancler ET; Active 2018 | New §1.228,
U | G|l & [z & 6 | Phoebe Buffet Terminated 2018 | New §1.000,
U | G|l & [z & 19 | Lendry Clarke Agtive 2018 | New §2.000,
O < | &l & [ & 18 | Tyrs Callette Active 2018 | New 2118
O Ll &Il & E & 17| Luke Gatierty Active 2018 | New $1.280.
O Ll &Il & E & 7| Lya Garrity Active 2018 | New §1.461.
[mi sl R & [ & 14| Busay Garity Active 2008 | New §1.538,

=Y Employee Listing

Special Note: There are two columns with the same icon & . Oneis
copy D (or for the employer) and one is the W2 which are the copies
for the employee. If you hover over the icons it will tell you which
column is which.

Select the = and view the employee’s W2.
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Preview
Form W2 Employee: & Landry Clarke {149) 2ne
B Fansyer iskrtificsion ramiber (EIM) Tw
11-12345¢€1
€ Froplover's reane, shbrew aral F1P code EIE
Claudine"=s Way Cool Co
1300 Broadway
Rocky Point NY 11778
T -
-]
3
i el iratial Sull. 11 Mamepedifial plars. EE) |
13 Wemreees T 12
3 Arlington Heights Rd SE !:ll, [l [ T |
Elk Growe Wlg, IL €0007 i |
12d |
T TG Loszalin i
|

me_z ﬁ%:n?:r?t-rﬂ 201 8 Depastment of the | resary-Iniemal Reventis Senice

Copy O -- For Employer.

s

5. Select Download PDF or Close.
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