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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 Jtalics 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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Changing Pay Rates

We will give you two examples of updating compensation—one for hourly and one for salary. Our
first example is hourly.

Example: Updating an Hourly Employee
1. Select the Hamburger Menu (highlighted below).

) |[=| ke (25) o
¥ WORKFORCE §, 2» MY DASHBOARD Feedback @
Management Solutions - . sedbac '.' ~ Q
Home - My Dashboard
Main Online Help £ Edit Tabs

2. Select the My Employees option.

+ New Window
> Start

> My Employees

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

RowsOnPage 10 + Showing: 1-10 of 21 Page 1 0f3 > ) Refresn Data = 2 Full Screen [ Defauht] ~ £ Settinga Y Filter ~ == Select Columnz ot Export

Employee Filter: ABAll Employeea

Employee Information Pane

4. Selectthe Micon to select the employee’s payroll information.
5. From the Payroll Tab, find the Base Compensation pane.

The Base Compensation Pane, below, shows the employee’s current hourly pay, hours they are
expected to work, how often the person is paid, and the effective date of their salary. To change
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their payrate you do not edit their current pay, you add another row. This provides an audit trail of
their pay from their hire date and going forward.

Base Compensation P
CURRENT COMPENSATION
Amount § Hours
Annual 27.040.00 2080.00
Pay Period 520.00 4000
Hourly 13.00
AUTOPAY
AMOUNT § PER HOURS PER N ANNUAL $ AMOUNT AUTOPRY EFFECTIVE FROM
TYPE
EARNING
0| e 13.00 Hour 40.00 Week 52 27,040.00 Hours 12/31/1900

Base Compensation Pane

6. Scroll to the right and select the *! icon to add a new row.

Base Compensation P
CURRENT COMPENSATION
Amount § Hours.
Annual 27,040.00 2080.00
Pay Period 520.00 4000
Hourly 13.00
ANNUAL $ ~

27.040.00

12/31/1900

Notice the new row pre-populates with the current data.
a raise to $14.50 an hour with a weekly pay frequency.

For our example we will give the employee

-

CURRENT COMPENSATION
Amount § Hours
Annual 27.040 00 2080.00
Pay Period 520,00 000
Hourly 1300
oPA on
ANNUAL§ x 0 P
x 13.00 Hour ~ 40.00 Week 52 27,040.00 ~ Hours ~ 3| ®
a|e 13.00 Hour 40.00 Week 52 27.040.00 Hours 12/31/1900 53]

7. Type in the AMOUNT box the new hourly rate to 14.50/hour.
8. Select the following options: Per Hour, Pay Period of Weekly, 52 weeks in a year, and the
effective date of the new pay (let’s choose 01/01/2019).

CURRENT COMPENSATION
Amount § Hours
Annual 30,160.00 2080.00
Pay Period 58000 40.00
Hourly 1450
oPA o
ANNUAL § 0 L
x 1450 Houw 40.00 Week 52 30,160.00 1154 -~ Hours v 0/01/2019 [ )
a|e 13.00 Hour 40.00 Week 52 27,040.00 Hours. 12/31/1900 0]
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If the change is immediate, the updated information will appear in the Current Compensation area
as highlighted in the screen shot below. If the effective date is set to a future date the Base

Compensation area will not reflect the new compensation until that date has been reached.

CURRENT COMPENSATION
Amout § Hours

Annual 30,160.00 2080.00

-

Pay Period 580.00 4000

1450

Hourly

PP AUTOPAY

PER N ANNUAL S ~ %CHNG AMOUNT

YEAR EARNING
30,160.00

Week 52 154

EFFECTIVE FROM

ojo1/2009 [

10.00 Week 52 27.040.00 Hours

12/311900

(+ | [

Base Compensation Pane

9. Select Save at the top right of your window to save your work and you are done.

!p @ Q

Feedback

Suve Add Note | Unilities Downboad PDF

Example: Updating a Salaried Employee

—

1. Select the Hamburger Menu (highlighted below).

PAYPRO =%
. WORKFORC

E (2%
Management Solutions

-

MY DASHBOARD Feedback
Home - My Dashboard

Main

Online Help £ Edit Tabs

Lo

Q

2. Select the My Employees option.

Search

+ New Window

> Start

‘ » My Employees

The menu expands.
3. Select Employee Information under My Employees.
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Rows OnPage 10 ~

Employee Filter. 48, All Employees

m Home + My Employees = Employee Information

Showing: 1-10 of 21

View Selected Employees | Hire Employee | Utilities  Split View

Page| 1 03 > O xx

IDefault] ~ ¢ Y

bt

starts with ~

starts with ~ All

- Al
& & 3 rgellar | == Ross Gellar Yes <
O 6 & 4 ching Chandler Bing Ves
w &E & 5 jiribiani Joey Tribiani Yes

Employee Information Pane

4. Selectthe Micon to select an employee.
5. From the Payroll Tab, find the Base Compensation pane.

Base Compensation

CURRENT COMPENSATION
Amount $

Annusl 37,440.00

Pay Period 720,00

Hourly 1200

AUTOPAY SCHEDULE

(@) Used for Prorating Autopay Eamings.

Autopey Schedule | Monday - Friday, 8 hours per day

~ B x 12/31/1900

Base Compensation Pane

This pane shows the current annual pay, hours, how often the person is paid, and the effective date
of their salary. This employee is paid per paid period. To change their payrate you will need to add

another row to the pane and make that the new pay rate. This provides an audit trail of their pay
from hire date and going forward.

6. Scroll to the right and select the * icon to add a new row.

Base Compensation

CURRENT COMPENSATION

Amount § Hours

Annus! 37,440.00 2080.00
Pay Period 72000 4000
Hourly 18.00
PP AUTOPAY D
AMOUNT § PER HOURS PER N ANNUALS ~ AMOUNT ] EFFECTIVE FROM
YEAR EARMING
ale 37,440.00 ear 2000 PP 5: 37,440.00 salary Both 12/31/1900 _
AUTOPAY SCHEDULE
(@ used for Prorating Autopay Eamings.
Amopay schedule | Monday - Friday, 8 hours per day ~ R x s
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7. Enter 40,000 in the AMOUNT box.

8. Select the drop-down that it is PER Year.

9. Enter that they work 40 HOURS per PP (pay period).

10. Ensure that it says there are 52 PP IN YEAR.

11. Skip to the AUTOPAY AMOUNT EARNING drop-down and select Salary.

This will ensure that the person is automatically paid their salary every payroll.
12. Select the AUTOPAY TYPE as Both.
13. Make the EFFECTIVE DATE 01/01/2019.

Base Compensation

urs
Annusl 40,000.00 2080.00

B awovom | | | ver - wm | | [~ = A o] | [y SIEEE — -

ale 37,430.00 vear 20.00 PP 52 a7,430.00 salary Both 12/31/1900 =

AUTOPAY S
(@ used for Prorating Autopay Earnings

Autopay Schedule | Monday - Friday, 8 hours per day ~ |B x| 1mnen [E2]

14. Select Save (top right of your screen) to save your work and you are done!

Feedback .‘.o @ Q

F
e Su\le AddNote | Utilities  Download POF

If the change is immediate, the updated information will appear in the Current Compensation area
highlighted in the screen shot below. If the effective date is set to a future date the Base
Compensation area will not reflect the new compensation until that date has been reached.

40,000.00 ear 40.00 PP~ 52 40,000.00 6.84 salary ~ Both - ovozone [ || [H

Qe 37,440.00 “ear 2000 PP 52 37,440.00 ‘salary Both 12/31/1900 [+

Changing Pay Rates in the Middle of a Pay Period

There are times when you will need to change a pay rate for an employee. The pay rate change will
be reflected if it occurs in the middle of a pay cycle if they are set up for autopay and are salaried
employees. In this case, they are date driven and not pay period driven. However, hourly
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employees that are tied to time clocks are the same through the first pay cycle and would require a
manual adjustment to reflect the change mid pay period cycle.

Pay Period Frequency Defined

Frequency Definition

Year Paid once a year.

Month Paid once a month.

Week Paid weekly.

PP (Pay Period) The difference between this and the ones above is mainly regarding
deductions. For example, a bonus check will not have the same
deductions that a regular paycheck would have because it's not a regular
pay check—it’s being paid at a random time.

Autopay Amount & Autopay Type Settings

When you are setting up/editing a salaried employee, it is customary to put them on an autopay
setting. Autopay is listed twice in the Base Compensation pane and the two fields are tied together.
You cannot select one field without the other. What each field means:

e Autopay Earning: This setting ties the pay to the employee’s earning code, meaning, is it
their regular salary, sick time, vacation, etc.

o Autopay Type: This is what is displayed on the employee’s check. You can select amount
earned, hours, or both.

Page 10 Copyright © 2019 Paypro Corporation. All rights reserved.
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Deductions

There are times when you will need to add or change the deductions for an employee. Deductions
have been already set up in the system for your company. In the following example, we will add a

deduction.

Example: Adding a Deduction

Note: If you are starting a new deduction to replace a
current one, you must stop the old deduction first. See
Stopping Deductions on page 19.

This employee will now have a new deduction, union dues, applied to their payroll.

1.

-

Select the Hamburger Menu (highlighted below).

P

1 W ORKFORCE ¢ 25
Management Solutions

Home © My Dashboard

Main

Online Help

& Edit Tabs

Lo a

e

MY DASHBOARD Feedback

‘ > My Employees

Select the My Employees option.

+ New Window

> Start

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

Back Home » My Employees = Employee Information

Rows OnPage 10 ~

Employee Filter: ,'AAII Employees

Showing: 1-10 of 21

-
-

View Selected Employees | HireEmployee | Utilities | Split View

[ Default] ~ o3 A == L

~ stars with

starts with

[z & 3 rgellar | = Ross Gellar Yes .
F‘; 59 4 ching Chandler Bing Yes
(3 & 5 Jtribiani Joey Tribiani Yes
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4. Select the 2 icon for the employee’s record.
Select the Payroll Tab.

on

Home » My Employees - Employee Information » Edit Employee

Employee: bonica Gellar (1)

q Payroll & Edit Tabs

Payroll Tab

6. Go to the Deductions pane.

Deductions

Currently Scheduled All Scheduled ¥TD

1| E= w | @ | o1k 12/31/1900 01/15/2019
[ vewsazr ]
Deductions Pane
7. Select the New Deduction button highlighted in the screenshot above.
8. In the drop-down menu, select Union Dues as shown in the following screenshot.

Question

Please select deduction type to use for new deduction.

Deduction | | -

o

401k

Charitable Contribution

child Support
Custom Pre-Tax Deduction
Garnishment

Section]25(1)

Standard

Student Loan

mp [ o

Selecting a Deduction

9. Select OK.
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Scheduled Deduction

Deduction  Union Dues
Begin Date* | 02/13/2019
Priority Sequence 2
Annual Max §
Annual Max ER §
Memo

vendor

Settings

Additional Info
EMPLOYEE
Amourt S+
Minimum | N/A
Maximum | N/A

Frequency* | Every Pay -

Arrearage Settings

: End Date

Pay Statement Types To Apply To | All Pay Statement Types B

Flat $ Amount ~

Arrearage Function

Max Arearage Recovery Per Pay Statement | Flat § Amount ~

Goal

L1 enmpren

Cost Center Defaults

Cost Center B

Deduction Pane Explained

Scheaduled Deduction

Before we continue, let’s review the options in the scheduled deductions pane.

Scheduled Deductions
Deduction

Begin date

End date

Memo

Vendor

Pay Statement Types

Settings
Employee Amount
Amount Dropdown

Frequency

The deduction we just selected (in this case, Union Dues). It is
greyed out because it cannot be edited.

This field defaults to today but can be edited to be a future date.
Select an end date, if you do not, it will default to 12/31/9999.

Add any notes about the new deduction. (Not required)

Select any third party for the check disbursement.

The default is All Pay Statement Types but others can be configured.

Enter a value to be deducted. (This is a required field)

There are several varieties of how that number can be calculated—
flat rate or based on a certain percentage. If you select the drop-
down you will see the many options.

This is typically set to Every Pay. But, there are many other options
available in that drop-down which include by date, manual deduction,
or only scheduled pays. (Scheduled pay means that the deduction
will not occur on special payments like bonuses since those are
typically not a scheduled pay).
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Arrearage Settings

Arrearage Function Establishes how the system handles deductions when there are
insufficient earnings to withhold the scheduled deduction.

e Discard Underfunded Amount: When there are insufficient
earnings to withhold the full deduction amount, the
underfunded amount will be discarded. The employer can
choose to forgive’ this amount or enter a manual adjustment
to recover the amount from the employee on the next
available pay statement.

e Arrear the Underfunded: When there are insufficient earnings
to withhold the full deduction amount, the underfunded
amount will be moved to the Adjustments section of the
employee’s file to be recovered on the next pay statement
with enough earnings.

e Discard the Entire EE Deduction: When there are insufficient
earnings to withhold the entire deduction amount, the entire
deduction amount will be discarded. The employer can
choose to forgive’ this amount or enter a manual adjustment
to recover the amount from the employee on the next
available pay statement.

o Arrear the Entire EE Deduction: When there are insufficient
earnings to withhold the full deduction amount, the entire
deduction amount will be moved to the Adjustments section
of the employee’s file to be recovered on the next pay
statement with enough earnings.

Max Arrearage Select how to recover the arrearage per pay period. Options are:
Recover Per Pay e Flat $ Amount
Statement e % of Gross Earnings

e % of Earnings List

10. Apply all the appropriate deduction values in Scheduled Deduction and Settings
11. Select Save and your work is complete.

Feedback .‘.0 @ Q

F
T

Page 14 Copyright © 2019 Paypro Corporation. All rights reserved.



O
v/ PAYPRO

Warklforce Managemant paypro_viewing_payroll_data_client_final

Special Note: To create a Goal for your deduction you need
to save the deduction first. Goals are not required.

Setting a Deduction Goal

After adding a deduction, and you save your work, you can establish Goals for the deduction. For
example, maybe the employee only needs to pay a certain amount each year for union dues (or any
other type of deduction). If you create a goal, and that goal is reached, the deduction will no longer
occur on the employee’s record.

1. Select the Hamburger Menu (highlighted below).

EPI’[I'III] sy O
‘ ™, WORKFORCE {25 MY DASHBOARD Feedback @
Management Solutions w . sedbac ‘ = Q
Home © My Dashboard m
Main Online Help & Edit Tabs

2. Select the My Employees option.

+ New Window

> Start

‘ » My Employees

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

m Home © My Employees = Employee Information View Selected Employees = Hire Employee | Utilities | Split View
RowsOnPage 10 ~ Showing: 1-10 of 21 Page 103 > 9 b [ Default] ~ E A == L)

Employee Filter: 4%, All Employees

- = ~ = ~ starts with ~ starts with ~ All ~ All

5] & 3 rgellar == Ross Gellar Yes -

E & 4 ching Chandler Bing Yes

|
‘ | = & 5 jeribiani Joey Tribiani Yes

4. Selectthe [ icon for the employee’s record.
5. Select the Payroll Tab.
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-

Home » My Employees - Employee Information » Edit Employee

Employee: Monica Gellar (1)

Payroll

& Edit Tabs

Payroll Tab

6. Under Goal, select the Enabled checkbox.

-

Goal

[ emapLeD

7. To start a new goal deduction, select the text link, Change Amounts.

Goal

ENABLED

GOAL TAKEN TOWARDS CURRENT GOAL

REMAINING TAKEN TOTAL

Times Goal Met 0

Reset Balance Type | Never v

‘ change Amounts §Taken History

8.

In the next dialog box, enter the goal amount, if any amount has previously been taken,
and any comments (not required) in the dialog box.

Note: The field, Taken, would be used if the deduction goal was not
set up and the deduction had previously taken. This would reduce
the overall goal for the employee by the amount already taken.

l Taken

Modify Goal Amounts

Goal

Times Goal Met

COMMENT

Cancel “
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9. Select OK.

After setting your goal, you can choose how often the goal should be reset for the employee from
the Reset Balance Type drop-down menu.

Goal
[¥] ENABLED
GOAL TAKEN TOWARDS CURREM
$500.00
Times Goal Met o
Reset Balance Type | Mever ~

" Never
When Met
Until X Times Met

Processing Value
Annually on X

15. After setting up the goal, select Save to Save your work.

Feedback

P o a

| Save | Add Mote | Utilities Download PDF

Reviewing Deduction History

If deductions have been previously taken, and you want to adjust the goal by those amounts, you
must review the current deduction history.

1. From the Goal Pane, select the Enabled checkbox as highlighted below.

Goal #

[

GOAL TAKEN TOWARDS CURRENT GOAL REMAINING TAKEN TOTAL

Times Goal Met 0

Reset Balance Type | Mever ~
Change Amountll Taken History

2. Select Taken History as highlighted in the screenshot above.

Page 17 Copyright © 2019 Paypro Corporation. All rights reserved.
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RowsOnPage 20~  BRows ') RefreshData SIFull Screen  [Defd

< < <

Added Type Amount

02/12/2019 12:55p Pay Statement Closed T $100.00

02/05/2019 03:31p Pay Statement Closed $100.00

01/29/2019 03:24p Pay Statement Closed $100.00

01/22/2019 03:38p Pay Statement Closed $100.00

01/15/2019 04:33p Pay Statement Closed $100.00

01/09/2019 02:21p Pay Statement Closed $100.00

01/02/2019 03:53p Pay Statement Closed $100.00

12/28/2018 11:02a Imported $2,400.00
Total

$3,100.00

Deduction Adjustments

In the event you need to make an adjustment to someone’s deductions, go to the Adjustment Pane.

1. Scroll to the Deductions Pane.
2. Scroll to the Adjustments Pane.
3. Select New Adjustment (highlighted in the screenshot below).

Adjustments

ROWS OnPage 20 ~

NOoRows ')

NO Results Returned

—b_

4. Fill out the Add Adjustment popup.

(Amount is required, Effective to/from dates are required, and select PerPayPeriod if the
adjustment is to happen for every scheduled paycheck versus any time a check is cut to the

employee).

Add Adjustment

Record Type
Amount
Amount (ER)
Mote

Effective From

Deduction (Adjustment)

50.00

0.00

Add reason why adjustment is being made

08/06/2018

PerPayPeriod 7

To 09052019

(o |
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5. Select the OK button.
The adjustments will now be listed as shown below.

Adjustments -
ROWS On Page 20 ~ Showing: 1-20 of 56 Page 1 0f3 D E+3 i
X $50.00 open Add resson wity adjustment is being made |  Deduction (Adjusiment) | 08/06/2018 a/10/2008
x $50.00 - | open ‘Add reason why adjustment is being made | Deduction (adjustment) | 0811/2008 08/17/2018
x $50.00 - | open ‘Add reason why adjustment is being made | Deduction (adjustment) | 08N18/2008 08/24/2018
X $50.00 open Add resson wity adjustment is being made |  Deduction (Adjustment) | 08/25/2018 /3172008
x $50.00 - | open ‘Add reason why adjustment is being made | Deduction (adjustment) | 09/01/2008 09/07/2018
X $50.00 open Add reason why adjustment is being mede | Deduction (Adjustment) | 09/08/2018 03/14/2018
X $50.00 open Add resson wity adjustment is being made |  Deduction (Adjusiment) | 09/15/2018 09/21/2018

Feedback *o I:‘_J_: Q

s
) Smle AddNote | Utilities  Download POF

Stopping Deductions

Let’s assume that our employee no longer has to pay union dues. We need to stop their dues that
are currently being taken out of their paycheck. Also, if we are changing a deduction, we need to
stop the current deduction first and then add the new deduction.

1. Select the magnifying glass, highlighted in the screenshot below, next to the deduction
that you want to stop.

Deductions

Currently Scheduled All Scheduled YTD

Deductions Will Pr

1| L e w | Q | 40k 124311900 01/15/2019
2| O EE# Q. | union Dues 01/15/2019 12/31/9999
Deauctions Pane
2. Enter an End Date, highlighted in the screenshot below.
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Scheduled Deduction

Deduction = Union Dues

BeginDate*  01/15/2019 End Date  3/1/2019 -

Priority Sequence 2

Annual Max § 5,000.00
Annual Max ER §

Kemo
vendor v | R
Pay Statement Types To Apply To | All Pay Statement Types E
Scheduled Deductions
3. Select the Save button on the top right corner to save your work.

Feedback ‘0 @ Q

|5mle AddNote  Utilities  Download PDF
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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 DASHBOARD 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: A& All Employees

1 0f3 >

)
i}

View Selected Employees = Hire Employee \hilities = Split View

| Default] ~ el A 4 = 4

- - - stenswith sterswith - Al - Al
[ & 3 rgellar == Ross Gellar Yes -

O E & 4 ching Chandler Bing Yes

‘ O = & 5 jeribiani Joey Tribiani Yes

4,
5. Select the Payroll Tab.

Select the ™ icon next to the employee you want to set up from the employee list.
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Employee: Monica Gellar (1)

‘ Payroll

~

Home » My Employees - Employee Information » Edit Employee

& Edit Tabs

Payroll Tab

Scroll down to the Tax Information pane.

Select the Federal Tab (if not already selected).
In the pane, shown below, enter the new Filing Status, # of Allowances, and From date.
Allowances are commonly referred to as exemptions.
If an employee has additional withholdings enter this number in the additional

withholding section.

Tax Information

‘I Federﬂll State Local General

Lock In Letter Received ||

Single -
llowances

12/31/1900

10.

Tax Information

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

Feedback

9

@

|5m-e AddNote  Utilities  Download PDF

Q

Tax Options: State Tax Allowance Changes

For example, an employee gets married and has a child. They want to change their exemptions
(allowances) from zero to three.

1. Select the Hamburger Menu (highlighted below).

-

[

PAYPRO -
¥ WORKFORCE § 2»
Manzgement Solutions w

Home © My Dashboard

Main Online Help & Edit Tabs

MY DASHBOARD

Feedback ‘o @ Q
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1. Select the My Employees option.

Search

+ 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 v Y Fitter ~ == Select Columnz o, Export

Employee Filter. AmAll Employeea

~ - ~ startzwith starte with

‘ & 1 mgellar Monica Gellar

[l & & z rgreen Rache Green

O E & 3 rgellar Ross Gellar

Employee Information Pane

3. Select the Micon to select an employee.
4. Select the Payroll tab and scroll down to the Tax Information pane
5. Select the State tab.
6. Select the Ed icon in the Additional Allowances pane as shown below.
Additional Allowances 0 12/31/1900 =9
Additional Allowances: State
7. Enter the new number of allowances in the new row created.
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‘w 3 ozjzij2mie [E] +]
additional Allowances ﬂ
0 12/31/1900 +
Adaitional Allowances. State: New Row
8. Enter the effective date.
9. Select the Save button on the top right corner to save your work.

Feedback ...o @) Q

|5m-e AddNote  Utilities  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).

) ([P0 () 0
1. WORKFORCE § 2% MY DASHBOARD Feedback @
Management Solutions w - sedhad '.' = O‘
Home © My Dashboard m
Main Online Help £ Edit Tabs

2. Select the My Employees option.

Search

+ New Window

> Start

> My Employees

The menu expands.
3. Select Employee Information under My Employees.
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RowsOnPage 10 + Showing: 1-10 of 21 Page 1 0f3 > <) Refresn Data = 2 Full Screen [ Defauht] ~ T Settinga Y Filter ~ == Select Columnz o Export

Employee Fifter: ABAll Employeea

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.
SETTINGS
Unemployment State lllinoiz hd 12/37/1900 1'
State Reciprocity Override | Enforce Reciprocity
Unemployment Pane
6. Select the Unemployment State drop-down menu and select the appropriate state for

the employee.

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.

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.
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Feedback ...0 @ Q

|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).

-

2.

PAYPRO 2

. WORKFORCE {25
Management Solutions w

Home - My Dashboard

Main Online Help £ Edit Tabs

MY DASHBOARD Feedback ._o @ qQ

Select the My Employees option.

Search

+ New Window

> Start

l > My Employeeg

3.

The menu expands.

Select Forms, and then W2s option.

Withholding

was

1099s

IRS Form 8027
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Home » My Employees - Forms - W2s View Selected  DownlosdPDF  View By State

FowzOnFage 20~ 20Rawa ') Aefrean Data IIFuiSereen  [Defaulil~ ¥ Setiinge~ Y Fiter ~ == SelectColmne o, Export

Employee Filter. JAShAll Employees TexYear | 2018 -~

T ~ atarts with ~ gtarts with ~ - ~ - ~ - ~ - ~
U | G|l & [z & 4 | Chancler ET; Agtive 2018 | New §1.228, =
U | G|l & [z & 6 | Phoebe Buffet Terminated 2018 | New §1.000,
[m] sla|la & & 19 | Lenary Clarke hotive 2018 | New 52,000,
O Ll &Il & E & 8 | Ty Colletta Active 2018 | New s2118,
O sl G| & [ & 17| Luke Gafierty Active 2018 | New §1.260,
[ gl G|l & [x & 7| Lya Garrity Active 2008 | New §1.461.
U | &Il & [ & 14 | Busdy Barity Active 2018 | 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.

Preview
Form W2 Employee: &' Landry Clarke {19) e
[ T TS I — .
“id [ 123-n0-2211
B Funpilver iskmiifissan rasmber (FIN) LT S ——— Z Fraleral incoan: tas witthol
11-12345€1 2000.00
€ Fanpluyer's rmanc, abioceanl 1P ook L T P —

Claudine"=s Way Cool Co
100 Brozdway & Sk
Bocky Point HY 11772

1] Tt man Tl TH
Landry Clarks i |
ceras Tipies | 120
3 Arlington Heights Bd [ 12,': |
Elk Growe Wlg, IL &0007 b |
120 |
T Famy e sl 7P ok -
TG Sase Farphoyer s shak 110 b TE Stk wago. b o T i To 1 T T8 Coad imanm e, A
IL L 200000 55_00

anlw-z m?:r:::t'ran 20 1 8 Depasimeni of the | resssry-lniemal Revesue Service

Copy D -- For Employer.

—
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5. Select Download PDF or Close.
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Direct Deposit

Adding direct deposit is done from the employee’s payroll information screen. Below we will show a
demonstration on how to set up a direct deposit. Fields in the direct deposit window are detailed in
the table below.

Field
SEQ

Active From
Active To

Type

Calc Method

Account

Type

ABA # Bank

Routing #

Account #

Description

The sequence number refers to the order in which the funds are dispersed. It is
assigned by the system based by entry. The order can be changed by clicking the
up and down arrows. The system will apply the direct deposits in the displayed
order as long as there are funds available. After reaching the limit on funds the
balance is applied to Entire/Remainder. Special Note: Entire/Remainder
calculation method will always be the last direct deposit ifem sequence.

Enter the effective date for the direct deposit item.

Enter the end date for the direct deposit item.

This field defaults to Direct Deposit when the New Direct Deposit button is
clicked.

There are four direct deposit calculation method options available:
Entire/Remainder, Flat $ Amount, % of Gross Earnings, and % of Net Pay.
Select Checking or Savings from the drop-down menu.

The routing number the financial institution uses. After entering the routing
number, select the VALIDATE button to ensure you have the correct number and
financial institution.

Enter the employee’s bank account number at the financial institution.

Example: Add new Direct Deposit

1.

Select the Hamburger Menu (highlighted below).

PAYPRO P 0]
= |™ WORKFORCE ¢ 25 MY DASHBOARD Feedback @
Management Solutions w v eedbac Iy @ Q
Home © My Dashboard m
Main Online Help & Edit Tabs
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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.

Home My Employees -~ Employee Information View Selected Employess  HireEmployee | Utilities  Spiit View

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

Employee Filter. AmAll Employeea

nnnnn

aad
Y

I
3
:

Employee Information Pane

Select the ™ icon to select an employee.
Select the Payroll tab and scroll down to the Direct Deposit pane
6. Select New Direct Deposit.

S

Direct Deposits

Active All

Mo Direct Deposita Definea

‘ NEW DIRECT DEPOSIT NEW RESERVE LIVE CHECK

7. Enterin the ACTIVE FROM date, ACTIVE TO (12/31/9999 is indefinite end), CALC
METHOD (in this case, Entire/Remainder), ACCOUNT TYPE, ABA# (BANK ROUTING#).

Direct Deposits

Active Al

X 2390 [m 12/31/0988 [ Direct Deposit Entire/Remainder ~ Checking ~ 021000021 m -
NEW DIRECT DEPOSIT NEW RESERVE LIVE CHECK
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8. Select VALIDATE and this immediately will let you know that the routing number is correct.

X
Bank Info: 021000021
Bank = JPMORGAN CHASE
Addresz = 3RD FLOOR
City  TAMPA
State | Florida
Zip | 33610-0000
Phone | §13 4323700

9. Select Close.

Add Partial Direct Deposit

There are times that an employee wants part of their pay to go to one account and the remainder to
go to another account. The example below shows you how.

1. Select the Hamburger Menu (highlighted below).

‘ PAYPRO Py (o)
¥ \WORKFORCE §, 2% MY DASHBOARD Feedback @
Management Selutions - sedbac ‘ =~ Q
Home + My Dashboard
Main Online Help <2 Edit Tabs

2. Select the My Employees option.

Search

+ New Window

> Start

> My Employees

The menu expands.
3. Select Employee Information under My Employees.
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RowsOnPage 10 + Showing: 1-10 of 21 Page 1 0f3 > <) Refresn Data = 2 Full Screen [ Defauht] ~ T Settinga Y Filter ~ == Select Columnz. o Export

Employee Fifter: ABAll Employeea

v ewmrtzwitn stans with

] & & 2 rgreen Rechel Green
] Y & 3 rgellar Foss Gellar

Employee Information Pane

4. Selectthe Micon to select an employee.
5. Select the Payroll tab and scroll down to the Direct Deposit pane
6. Select New Direct Deposit.

Direct Deposits

Active Al

% wanee = Twmees Direct Depasit Entire/Remainder ~ Checking ~ 021000021 [ vauoare |

‘ NEW DIRECT DEFDSIT NEW RESERVE LIVE CHECK

7. Enterin the ACTIVE FROM date, ACTIVE TO (12/31/9999 is indefinite end), CALC
METHOD (in this case, 100.00, Flat $ Amount), ACCOUNT TYPE, ABA# (BANK

ROUTINGH).

x | Q| wanse @ e fE Direct Deposit E 10000 | Flat$ Amount ~ Checking ~ 021000021 [ vwoare |

—
4567801 eady To Sent

2 | T x 12/31/1900 [= 12/31/9999 (] Direct Deposit Entire/Remainger ~ Cnecking ~ 02100021

NEW DIRECT DEPOSIT 'NEW RESERVELIVE CHECK

8. Select VALIDATE and this immediately will let you know that the routing number is correct.

Bank Info: 021000021 X

Bank | JPMORGAN CHASE
Address | 3RD FLOOR

City | TAMPA
State | Florida

Zip | 33610-0000
Phone | E13 432 3700

Cloge

9. Select Close.

Page 32 Copyright © 2019 Paypro Corporation. All rights reserved.



o)
v/ PAYPRO

Warklorce Management paypro_viewing_payroll_data_client_final

Starting the Payroll Process

Each step that needs to be completed is listed in the payroll prep window (shown on the next
page). There is a check box located to the left of each step. Please note, the check box is for
personal use only (like crossing an item off your to-do list). It doesn’t actually have a function—
checking the box will not perform the action. To proceed through the steps, select anything
highlighted in blue, which is a hyperlink, and complete your steps.
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BACK Home » Manage Payroll : Manage Payrolls » View All Payrolls Payroll Prep

Payroll Prep: Weekly Regular 02/27 /2019

REFRESH  PAYROLL QUICK LINKS

GO TO TIME PREP Mot Completed
Go To Time Prep’02,/18/2019 - 02/24/2019 ( Weekly )"

EMPLOYEE RELATED FUNCTIONS NotCompleted
Hire New Employee(s)
Edit Employees

INITIATE PAYROLL Not Completed
Pay Statements: 0.
Employees: 0.

SYNC TIME Not Completed
02/18/2019 - 02/24/2019 ( Weekly ): Sync Was Mot Performed

ADDJEDIT BATCHES Mot Completed
Batches: 1

ADD/EDIT PAY STATEMENTS NotCompleted
Recalculate Pay Statements

SIGN-OFF OPEN ALERTS Mot Completed ¥
There are N0 unresolved payrodl alert(s).

CHECK YOUR TOTALS Mot Completed ¥

PRE PROCESS PAYROLL (CLOSE PAYROLL) Mot Completed ¥
Pay Statements: 0.
Employees: 0.

RUN ACCRUALS Mot Completed

VIEW PAYROLL Mot Completed 2

Employees Not Paid

Payroll Register (By PST), (By Account), (By CC), (Summary), (By PST Summary)
LaborDistribution (Regular) (Summary)
General Ledger (Summary)

Retirement Flan Report

vendor Payments (Accrued) & (Paid)

Payroll Recap Funding

Payroll Recap & Funding (Fre Process) (Bets)
DirectDepositAccountDuplications

Master Data Change Report
System-Generated Retro Report

child Support Calculation Details Report
Gamishment Calculation Details Report

Payroll Prep Window
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Payroll Prep Window Explained

Employee Related Functions  Click this to hire new employees or edit employee information for

Initiate Payroll
Create Now

Sync Time

Add/Edit Batch

Add/Edit Pay Statements

Sign-Off Open Alerts
Check Your Totals
Preprocess Payroll (Close
Payroll)

View Payroll Section

Submit Payroll

Keying a Payroll

last minute changes not yet entered on the employee level.
Under Options choose the check box All on Assigned Pay Period
and PST Type — Regular.

The system will bring in all Active employees and create pay
statements.

Select the checkbox next to the applicable payroll and select
Sync Time from the toolbar. (This step will bring the timesheets
into the system)

This screen is used to key in the payroll. OPEN the batch by
selecting the pad & pencil Icon. After you Save & Update you
need to CLOSE the Batch by selecting Close Batch from the
toolbar.

Select the link to enter detailed changes to one or more
employees. To add a second check for an employee, select New
Pay Statement and select Regular 2 as the Pay Statement Type.

This function alerts you to a payroll error. Click the link to view the
error. To sign-off on these alerts mark the flag next to the error.
This report displays your payroll totals in summary format.

Close the payroll after all entries are complete. This will prevent
any further editing. However, you can re-open the payroll before
submitting and make changes.

Displays payroll reports you can view and export to reconcile the
payroll. The “Employees Not Paid” report is highly recommended.
Select this link to send the payroll to Paypro. You will receive an
email to inform you the payroll was finalized.

1. Select the Hamburger Menu (highlighted below).

—_| PAYPRO b o .
= |™ WORKFORCE § 2» 3 M ASHBOARD (?)
Ma |a;|!r||e:\;5nll‘ll.n 6 gy MY DASHBOARD Feedback X @ Q
Home © My Dashboard m
Main online Help £ Edit Tabs
2. Select Manage Payroll.
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L3  Manage Payroll

# Manage Payrolls

# Quarter & Year End Process

» Test Environment

w

Select Manage Payrolls.
4. Select View all Payrolls.

~ Manage Payroll

w Manage Payrolls

view all Pay Periods

view all Pay Periods By
Employee

View By Employee

view all Payrolls

b. Selectthe = icon for the most current payroll to initiate the payroll process.

Home - Manage Payroll - Manage Payrolls - View All Payrolls - Payrolls

Rows OnPage 20 ~ 14Rows ) Refrean Dats = 2 Full Screen [ Defaute] ~ £ Settings ~ Y Filter ~ =2 Select Columna &y Export

PayDate:  Calencsr Renge ~  LastAna CumentMomtne ~  (12/01/2018 - 01/31/2019)

statzwith - ~ - ~ Al ~ - ~ - ~ stertawith

— Weakly Regul:
‘ ] &S| o | Bl | @ n_‘m’;:z;g”" 1| Regular v 012972018 Open

Weskly Regular
01/2512019

1 Fegular ¥ 01/25/2009 Open

Weekly Regular

S
i 1| Regular Y 01/22/2018 Open

ikl Bl

Payroll

6. Select the Hyperlinked words, Initiate Payroll.
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ol

10.

12.

Initiate Payroll

Do You Want To Initiate Payroll?
OPTIONS

Create Type
o All On Azzigned Pay Period

All Active

All w/P5Tz Thig Quarter
EXTRA FILTERS

Wo Fitterz Defined
ADD FILTER

Block Baze Comp o
Pay Stub NHote

Process Calculate All -

PST Type
Regular
Regular

Regular

= - | I

Initiate Payroll

Select Create Now.

After making any changes, be sure to select the text link, Recalculate Pay Statements.
Any open alerts will be listed in the Sign-Off Open Alerts. Address open alerts before

proceeding.

In this example, we can see that we have pay statement errors.

Pay Statements Closed: 0 of 21.

Employees: 21.
21 pay statements created.
[Clear Meazagea)

Pre Process Payroll (Close Payroll)

ﬂ Pay Statement Errora: 3 Errore On 2 Pay Statements

Select the first hyperlink and it will open the window with the details on the errors for

each of the pay statements.
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13.

14.

15.

16.
17.
18.
1€,

Home - Manage Payroll -~ Manage Payrolls  View &1l Payrolls  Payroll Messages: Weekly Regular 01/29/2019

RowsOnPage =20 ~ | 3Rows ) Refresn Data Z2FulSersen  [Defeukt]~ L Settings~ Y Fitter ~ 53 Seled

Employes Filter ARAll Employees

~ - ~ starte with ~ starts with ~ etartz with ~ - ~

Employee home sddress is invalid.
Y & B | Q o1 100 | Claugine McCanmack Regular Mizsing Street Adareza. Misging City.
Miseing State, Missing Zip Code

Migging employee birtnaay.

(5 & B | Q Mz 123456 | Jennifer Jones Regular (Required For Cslculstions) -

Employee: Jannifer Jones

Employee home addresa is invalid.
(Y & B | oz 123456 | Jennifer Jones Regular Misging Street Address, Missing City,
Miseing State, Missing Zip Code

Payroll Errors
Select the error, which is a hyperlink, to (in this case) fill out the employee’s address.
Continue through all errors until they are cleared.
Return to the Payroll Prep screen and select the Recalculate option and the Sign-Off
Open Alerts will now be clear of errors.
Select Close Payroll.

Question

‘Would you like to cloae payroll and leck pay statementa?

Select OK.

Select Check Your Totals.
Select View Payroll.

Select Submit Payroll.

Payroll is submitted to Paypro.
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Reports

Selecting the Time Period of a Report

Most of the areas in WorkforceOne can be exported as a Report. But many reports are available in
the Reports menu. Any reports that you create, and save (shown below), on your own will be stored
in the My Saved Reports option. The additional areas, HR, Payroll, and System contain their
appropriate reports. For purposes of this demonstration we will select Payroll Register (By

Account).

1. Select the Hamburger Menu (highlighted below).

PRYPRO Y
‘ FL.WORKFORCE § 2% MY DASHBOARD Feedback ]_o @ Q

Management Solutions

Home © My Dashboard m

Main Online Help £ Edit Tabs

2. Select My Reports.

~ My Reports

My Saved Reports
» HR
> Payroll

» System

3. Select Payroll.
4. Select Payroll Register.

~ Payroll Register

By PST

By PST (Summary]

By Account

5. Select by Account.
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Back Home ... - Payroll Register (By Account) Download = View By PST Summary = ViewByPST | ...
Rows OnPage 10 ~ Showing: 1-10 of 11 Page 1 0f2 > O b | Default] ~ 3 Y == &
PayDates:  Calender Range -~ Last And Current Months -~ (01/01/2019 - 02/28/2019) | | Employee Filter: A%, All Employees | Display Settings: <

~ Show Only Finalized Payrolls |_| SSN Format Do Not Display Show Cost Center || Show AlICCs || Include ER Taxes ||
Extra Settings:
Show Report Total On Separate Page [ |

Display as Image: O Options: 1 Include Successorship Pay Statements
Report Options:
Option Description
Pay Dates This drop-down allows you to select from calendar range (by month, quarter,

etc.) Date range allows you specify which dates you want to include. Expression
will let you build a formula to the date range. Specific payroll lets you pick from a
list of payrolls to view and finally payroll filter allows you to pick and choose which
payrolls you want to see in one report.

Employee Selecting this filter will allow you to select employees, saved lists, company

Filter groups, company profiles, or advanced filters that let you drill down into more
granular detail about the employees. For example, filter by anything from address
or benefit types.

Extra e Show Only Finalized Payrolls: eliminates payrolls that are not final.

Settings e SSN Format: this drop-down will let you display the social security

number, part of the number, or not at all.

Show Cost Centers: will display the cost center that employee is in

Show All CCs: will display sub cost centers.

Include ER Taxes: include Employer Required taxes.

Showing Report Total On Separate Page: will summarize all totals on a

final page at the end of the report. Your report will display on the screen.

The report can be downloaded for printing, saving, emailing, etc.

6. For a printed/downloaded version, finalize your choices and select the export button on the
top right of your screen as highlighted in the screenshot below.

Back Home © ... - Payroll Register (By Account) Download = View By PST Summary = ViewByPST | ...
Rows OnPage 10 ~ Showing: 1-10 of 11 Page 1 of2 > ) b | Default] ~ 3 4 ==
Pay Dates:  Calendar Range - Last And Curremt Months -~ (01/01/2019 — 02/28/2019) Employee Filter ,'AAII Employees Display Settings: _0

Show Only Finalized Payrolls (|  SSM Format = Do Mot Display ~  Show CostCenter [ | Show AICCs | Include ER Taxes [

Extra Settings:
Show Report Total On Separate Page [l

Display as Image: O Options: L1 Include Successorship Pay Statements

7. Select the export file format you want for your report.
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Export Report

Available Export Formats

m Excel 97-2007 Microsoft Excel 97-2007 Workbook s
Excel 2007 Microsoft Excel 2007 Workbook lsx
m PDF Acrobat Reader pdf
m HTML (Paged) HTML (Paged) hmil

[ Display Information Header/Footer

Adding/Changing Report Columns

Selecting which columns, you want added or removed from your report is easy. In addition,
after you've designed your perfect your report, you can save those settings so that it's easy to
select in the future.

1. Select the Select Columns icon.

Feedback ‘0 @ Q

Download View By PST Summary View By PST

| Default] ~ £+ Settings ~ Y Filter ~ == Select Columns &, Export

Select Report Columns

Available Columns

Butten: View/Edit Employee

Company: System |d

Company: Short Name

Company: Hame

Company: VAT Registration #

Company: Company Registration # (GB)

Company: Type

Employee: Account Id

Employee: Badge

Q Selected Columns

4 Button: Employee Quick Links

Payroll Register

4 Employee: Employee Id
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3.
4.
5.

On the left are the available columns. You can scroll to find the column you want or use the
magnifying glass to search for a column.

Select the right arrow next to any column title and move it to the Selected Columns section.
Select the arrows on the Selected Columns to remove them from the view.

Select the Select Columns button to save your column set up.

Save Report View

If you want to use this view for the future, save the settings, and you'll be able to toggle between the
default view and the new one you created. You can create multiple report views and save them in
the same manner.

1.
2.

3.

Select Settings Cog Wheel/Drop-down menu.
Select Save Settings (as displayed below).

Download View By PST Summary View By PST mma

Lt Settings ~ Y Filter ~ == select Columns 1, Expont
Clear Fikters
Ite Save Settings ge: ]

Load Saved Settings

:

Give the settings a name.

Save Report Settings

Mame | |

Defautt [ |
Run Immediately [
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4. |If you select the Default checkbox that will be the first display you see. It will NOT replace
the current report saved as Default.
5. Select the Save button on the top right corner to save your work.

Feedback ....0 @ Q

-

|5m AddNote  Utilities  Download PDF

Filters, Options, Exporting, Reports

Below is the upper portion of the Payroll Register by Pay Statement Order (PST). See the table
below the screenshot to understand what each function does.

Home : My Reporis -+ Payroll - Payroll Register + By PST - Payroll Register (By PST) I
|RcrwsDnPagE 10 ~ shnwing:rwufzi Fage 1 of3 > b
|Pa:.' Dates:  Calendar Range ~ Last And Current Months ~ | {12/01/2018 — 01/31/2019) IEmpH:u:.'ee Filter: }LGrc:-up: Hourly (15) Clear il
Extra Settings: | Show only Finalized Payrolls || ||SSN Format Do Mot Display ~ |shuw costcenter | ShowAllccs [ ||include ER Taxes [_| |
Display as Image: ] options: ] include Successorship Pay Statements
Function Description

Rows OnPage  This drop-down allows you to see more than just the defaulted view of 10
rows. This example shows that we have a total of 25 employees. If we select
the drop-down menu we could see additional rows and display all 25
employees on one screen.

Pay Dates Select the range you want to view. Multiple options are available including
date, fiscal time frame, quarter view, etc.

Employee Filter  Allows you to select a specific group of people to view instead of the entire
organization.

Show Only will only show final payrolls and not those in progress or review.

Finalized

Payrolls

SSN Format Because of the sensitivity of this information, if you were going to print this

report or show it to others in the organization, you may not want to display any
of their social security information. However, partial, full, and none are all
options for the social security number.

Show Cost Displays the cost center that the employee is included.

Center
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Show All CCs This displays any child cost centers that the employee is included. They may
be a cost center of Sales but with this option you would see if they were in a
specific area of Sales.

Include ER This shows the taxes that the Employer is responsible for on the pay
Taxes statement.
Pay Statement History

The Pay Statement History displays all pay statements. The information is shown in a horizontal
format. You can customize the view of the report so that each employee is displayed on one line
with their details displayed in columns. The report has multiple views, filtering options, and can be
exported in various formats (html, pdf, excel, etc.)

How to View Pay Statement History
1. Select the Hamburger Menu (highlighted below).

PAYPRO P o N
¥ WORKFORCE €| 2% MY DASHBOARD Feedback Iy @ Q
Management Solutions = =

Home + My Dashboard

Main Online Help & Edit Tabs

2. Select My Reports.

w My Reports

My Saved Reports

» HR

» Payroll

» System

3. Select Payroll.

v My Reports
My Saved Reports

» HR

~ Payroll

4. Select Pay Statement History.
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Pay Statement History

Home » My Reports -« Payroell - Pay Statement History

Rows On Page 20 - showing: 1-20 of 39 Page| 1 oOf2 > ) RefreshData % ® Full Screen [ Default] -

Employee Filter: -ﬂ.ﬁdl Employees I Pay Dates: | Calendar Range ~ Last Momth ~ | (12/01/2018 - 12/31,/2018) l

= - starts with - starts with ~ = - starts with
=] & 1 Monica Gellar Active Regular
B &2 2 | Rachel Green Active Regular
Pay Statement History

Once in the Pay Staterment History window, choose a time-period you wish to view from the menu
highlighted in the screenshot above.

Payroll Register

The Payroll Register will display a record for each pay statement, by employee, in the payroll and
additional reports can be spawned from this register.

How to View the Payroll Register
1. Select the Hamburger Menu (highlighted below).

‘ PAYPRO 0
F.WORKFORCE § 2» MY DASHBOARD Feedback @
Management Solutions = eedhad "' \) q
R S =
Main Online Help £ Edit Tabs

1. Select My Reports.
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w My Reports

My Saved

» HR

> Payroll

2. Select Payroll.

~ My Reports
My Saved Reports
» HR

» Payroll

3. Select Payroll Register (By PST).

By PST means the report is displayed in Pay Statement order.

~ Payroll Register

By PST

Home : My Reports - Payroll - Payroll Register - By PST - Payroll Register (By PST)

Fows On Page 10 ~ showing: 1-10 of 25 Page 1 ofs LD

Pay Dates:  Calendar Range ~ Last And Current Months ~  (12/01/2018 - 01/31/20140)

Extra Settings:  Show Only Finalized Payrolls || SSN Format Do Mot Display ~ show cost center | showall ccs ||

Display as Image: [ Options: ] inciude Successorship Pay Statements

Employee Filter: 48, Group: Hourly (15) Clear

Include ER Taxes || Show Report Total On Separate Page |_|

annloud View By PST Summary ~ View By Account _——- h

KA
'Y

Just the Register « 3 A § =

Display Settings: &

Monica Gellar Default - #1 Pay Date: 12/07 /2018 (11/25 - 12/01) Type: Regular, Category: Regular, Pay Statement #: 14 (1)
Pay Type Hrs Rate Amt | Deduction EE Amt ER Amt | Taxes Amt  Net Pay Amt
Regular - 7E9.23 Mo Deductions FIT B0.11 Check 592.20
B Fica
MEDI
SIT:IL
Totais:
Chandler Bing Default - #4 Pay Date: 12/07 /2018 (11/25 - 12/01) Type: Regular, Category: Regular, Pay Statement #: 5 (1)
Pay Type Hrs Rate Amt | Deduction EE Amt ER Amt | Taxes Amt  Net Pay Amt
Regular 38.00 15.75 558.50 Mo Deductions FIT 559.62 Check 443 .46
1= Fica 711

Payroll Register by PST
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Options

Above is the Payroll Register by PST. Three options, which are highlighted, are Download, View By
PST Summary, and View By Account.

Option Description

Download Can download the report to Excel or PDF format.

View By PST Displays a summary per employee. Within the PST Summary you can select
Summary the & and drill into the details of that particular employee. From that window

you can send the Pay Statement to an employee or download it as a PDF by

selecting either the or buttons.

View by Account  This report provides the costs centers breakout in the same view as a
payroll register broken down by employee.
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