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Switch My View

OVERVIEW: Employees may be accessed in many different sequences. We call these 'Views'.
Each View may be selected and all employees are immediately sorted and displayed in the
selected order.

?  switch my View Company Code: I1T29

Multiple Views have been set up for working with Employee data.

Pleasze =elect the View you would like to use:

2 | lect the Vi Id lik

p Employees

B Payroll Active Employees, by Mame Emp # w
- Select View —

Submit Payroll
& yro Active Employees, by Hourly/Salaried, Clock #

P Web Reporis Active Emplovees, by Hourly/Salaried Emp #
p Company Setup Active Employees, by Clock #Emp #
P Support Active Employees, by Div,Dept,Clock # Emp #
Active Employees, by Div.Dept Emp #
5 Active Employees, by Div,Dept,Name Emp #

Active Employees, by Emp #

Active Employees, by Group, Mame

Active Employees, by Hourly/Salaried, Div Dept.Mame
Active Employees, by Hourly/Salaried Mame

Active Employees, by Mame Emp #

Active Employees, by Pay Freq,Div Dept,MName
Active Employees, by Pay Freg Mame

All Employee, by Name

NOTE: Each userin Online Payroll System has a default view set up in the USER ID SETUP
section under COMPANY SETUP on the left side of the screen. Selecting SWITCH MY VIEW
here will switch the default view to the one chosen for this one web session only. If the user logs
out and logs back in, the view will go back to the default.

¢ Active Employees, by Hourly/Salaried, Clock #

¢ Active Employees, by Hourly/Salaried, Emp#

e Active Employees, by Clock #, Emp #

¢ Active Employees, by Div, Dept, Clock#, Emp#

¢ Active Employees, by Div, Dept, by Emp #

¢ Active Employees, by Divn,Dept,Name, Employee #

e Active Employees, by Employee #

¢ Active Employees, by Group Code, Name

¢ Active Employees, by Hourly, by Salary, by Divn, Dept, Employee Name
¢ Active Employees, by Hourly, Salary, Name

o Active Employees, by Employee Name, Employee #

¢ Active Employees, by Pay Frequency, Divn, Dept, Name
¢ Active Employees, by Pay Frequency, Name

¢ All Employees, by Employee Name,Employee #
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Employee Maintenance

Employee List

OVERVIEW:
The Employee List is displayed by clicking the 'EMPLOYEES' menu item, and employees will be
listed in the default or selected 'View' sequence.

e Select the Division or Department Name or All Divisions/Departments you wish to view.
¢ Employee Division, Department, Name and Status are displayed.

Soc Sec #, Employee # or Clock # is displayed dependent on the selection made on the

&MP ID NUMBER TO USE AS UNIQUE IDENTIFIER6 on t he Company Opt.
e Click on the employee name to link to the EMPLOYEE DEMOGRAPHICS screen

Depts: | REERENEE

? Employee List Company Code; LO98
Your default Yiew is: Active Employees, by Div,Dept,Mame,Emp #

Dept Emp # Employee Employment Status
1000 good4  BOLTOMN, MICHAEL Active
1000 001l FLINTSTOME, FRED Active
1000 o013 HOUDIMI, HARRY Active
1000 oold JETSON, JAME Active
1000 goos MARTIAM, MARWIN Active
1000 ool MILLIOMAIRE, JOE Active
1000 oo0s  PEMMSYLWVAMIA, PEMMY Active
1000 goolz SMILE, SARAH Active
1000 gooy  STATE MICHIGAN Active
1000 goos  MON TRAPP MARTA Active
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Employee Search

An icon (binoculars) is now accessible from all Employee Maintenance screens (Demographics,
Salary,) and Pay Data screens (PayGrid, PayDetail, and Adjustments). It allows the user to search
by Last Name, First Name, SS#, Clock #, or Emp #. The default search criterion is Last Name.

Divs & Depts: | | -\*ﬁ Emp: | UNIOM, BILL

? EIT'IIJID?EE DEI'anraphics Diwv: 01 Dept: 0100-TEST Clock # : 0

The drop-down list only appears as the user types in search criteria, and the resulting list will use
the @ahegpedd feature to show t hdownflistwilscontimeato shimk i t f
as the user keys more data.

A Employee Search oW ehpageiaiog, ﬂ

£ | hktps: v, paychoiceonline, cormfwebpayroll[ErmpSearch_Frames, asp?SearchFld=L_ g‘i

Search by: LastName

Key at least first 3 characters of Last Name:
|

Once the user clicks on an employee from the drop-down list, the search window will automatically
close and the selected employee will be displayed in whatever screen the user was on before they
opened the Search feature. For example, if the user was on the Employee Salary screen when
they clicked the Search button, the employee they selected from the Search window will be
displayed on the Employee Salary screen. The division/department pull-down list and the
Employee pull-down list at the top of the Employee Salary screen will be updated to reflect the
newly-selected employee.

For Data Entry users, the search will only allow them to find employees in the

divisions/departments for which they have been given access.

If the user is accessing the Search feature from the PayGrid, and the PayGrid is displaying

multiple pages, then when the user selects an employee from the Search screen, the PayGrid will

be redisplayedtos how t he page that the selected empl oye
be highlighted on that page.

The user6s current oOViewd will also affect the
includes only ACTIVE employees, then only active employees (and those terminated/in-activated
in the CURRENT pay period) will show in the Emp

Empl oyeeso vi ew, -attinateedempleyeeswilhatsa be ahé¢luded in the search list,
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when the user is searching on Employee Maintenance screens. Terminated Employees from prior

pay periods are NEVER included on the Employee Search when the user is searching from the
PayGrid, Pay Details, or Adjustments screens.
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Adding New Employee

Welcome to the Online Payroll System

User HELP Feature!

This section is designed to help you understand and get the most benefit from
using Online Payroll System

Please take the time to review the topics within this section, and refer back to
them
whenever you have a question about Online Payroll System.

As always, if you cannot find the answers to your questions within this
documentation,

Please contact your payroll data center.
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Required Information

OVERVIEW:

When setting up a NEW employee on Online Payroll System, a wizard interface takes you through
4 required screens under the Employee menu. The fields listed below are required for each new
employee.

Data Element Screen Default Value

Employee Number (4) Saving New Employee Next Highest Number 0001-
9989

Employee Status Demographics New Employee

Division Code (2) (If Used) Demographics Must be Selected

Employee Name Demographics Must be Entered

Employee State (2) Demographics Company Work State

Employee Social Security Demographics Must be Entered

#

Gender Demographics Not Reported

Race Demographics Not Reported

EEO Code Job Data Not Reported

Rate Switch (Rate 123/ Salary Hourly Rate 1

Salary

Employment Status Salary Full Time

Income Tax State Taxes Employee Residence State

Unemployment Tax State Taxes Employer Location State

Martial Status (Fed & Taxes S=Single

State)

Rate $ Salary Hourly or Salary Amount must
be entered. O is a valid
amount.

Note: All New Hires MUST be keyed during one session. You cannot save partial
information for a new hire then return in another session to complete it.
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New Employee Wizard

OVERVIEW:

When setting up a NEW employee on Online Payroll System, a wizard interface takes you through
8 required screens under the Employee menu. The fields listed below are required for each new
employee. Click on the screen names below to see any screen.

Demographics:
Job Data:
Additional Info:
Salary:
Deductions:
Taxes

Direct Deposit:
Pay Template:

Adding a New E i
Employee £ Employee Demographics

Demegraphics  grp 2 To be assigned Status

Job Div/Dept” | 01-: (no Depty v|
Additional Info gt Name™ |.J|3hn ||G | Last Name "
Salary Address 1 123 Mo. Main Street | Address 2 |Ant 34 |
Dedudtions vy state™  [Anpille [ ] zip Code  [08076 |- | |
Taxes -
socsec#’ (123 |-[45 | |678@ | Phone # 608 |-|234  |-|eres |
Direct Deposit
Birth Date {mmy/dd/yyyy) sl goite g
Pay Template N . —
Gender Race e ]

Cancel New Employes

" Required [ Save, Continue to Mext Step
Support
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Demographics

OVERVIEW:

Changes to an exi sting e mmpdtianygan betnmdemyaselectingther s on n e
'‘Demographics' menu. The Employee Demographics will appear for current selected employee.

Employee #: (4 Characters)

This number is assigned to each new employee. The number can be auto assigned or selected
by the USER on the last screen of the NEW HIRE WIZARD. The number cannot be changed after
a payroll has been run using the new employee number. When the employee has been
terminated, the employee number and all associated data will be dropped at year end and may be
used again in subsequent years (provided that the payroll data center has set the option for this to
happen). NOTE: If an employee is terminated it is very beneficial to enter the TERMINATION
DATE in the system.

Status:

This field contains the status of current employment. By clicking on the look up button, a drop
down menu of selections will appear. The selections that appear in the drop down are based on
the current employment status. Required Field.

A = Active

| = Inactive (Will appear on the Pay Grid for current period only, then will appear on the
drop down for terminated/inactive at the bottom of the grid, and will be dropped at end of
year if option set)

T = Terminated (Will appear on the Pay Grid for current period only, then will appear on the
drop down for terminated/inactive at the bottom of the grid, and will be dropped at end of
year if option set)

N = New (Will change to ‘A" Active after 1st pay cycle)

R = Rehire (Re activated to 'A' Active Status when rehired within the same calendar year as
terminated)

If an employee is marked terminated, a box appears on the screen with the terminated date pre-
filled as todayodos date and a reason field. Thi
demographic screen.

Division: (2 Characters)

Click on the Lookup box for a choice of company division. Divisions should be used to separate
work locations. An employee can not be paid in more than one division per pay period. A payroll
can be set up with different period start and period end dates per division, but the payroll can only
have one check date. If you are interested in different period dates by division for your company,
please contact your payroll data center. If you company is already set up with different period end
dates by division, the dates can be set on the DATES page under the PAYROLL menu. Totals
and optional page skips are provided by division on all payroll reports.

If you need to add a division to your company, please contact your payroll data center.
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Department: (4 Characters)

Click on the lookup box to select the department to be used as the home department number.
Remember that the alpha characters have a higher value than numbers on a PC. (0001 i low to
ZZZZ i high). When keying pay data, you may charge an employee to a temporary department.

Depts: | All Departments v Emp: | PEMMSYLYANIA, PEMNY (w
? Employee Demographics Dept: 1000-CEPARTMENT 1000 Emp # : D005
Fill aut an I-9 Form
*® Status:k Termination
Emp # s Terminated % | 5ove (52502008 | 2]
Departrent | 1000; DEPARTMENT 1000 + Reason |QUIT
First Marme |PENNY Last Marne |PEMNEYLVANIA
fddress 1 456 SOUTHWEST BLVI fddress 2
City, State” | PORTLAND PA v Zip Code 54540 |- 0000
SocSec# (568 |- |44 |- (3333 Phone # 215 | -[555 |- 1234
Birth Date 0881988 | (mm/dd/yyyy) Hire Date 05132001 |E]
Gender Female w Race. Mot Reparted v

First Name, MI, Last Name: (16,1,16 Characters)
This field contains the employeebs | egal name f
appears on all screens as well as the Employee er Demographics. Required Field.

Address Line 1: (25 Characters)
This should be t he e mpdsystireeenamse ahdengrddr inadinglany R.. a d d
Box or apartment number, under which their legal W-2 should be printed.

Address Line 2: (25 Characters)
This should be the employeeds | egal mai l ing add
Box or apartment number, under which their legal W-2 should be printed

City: (20 Characters)

Enter the employeeds City of | egal residence. F
city spellings with a unique 2 character city abbreviation (This can be set up under CITY

SHORTCUTS under the COMPANY OPTIONS link). Then upon keying the two characters in the

city field, click on the 'City' field description and you will automatically complete city name and

state code.

State: (2 Characters)
Select the 2 digit post office abbreviation code for the legal state address from the drop down list.
Required Field.

Zip Code + 4:
Enter the employeeds zip code +4.
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Social Security #:
Enter the employeeds nine di gmustbeconpletadforall@evur i t vy

employees. A company may be fined up to $50 per employee at year end for missing social
security numbers on the W-2.

Home Telephone:

Enter the employeeds home X¥XXephone number. (XX
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Birth Date:
Enter the employee 6s birth date using the format ( MM/ DD/

Hire Date:
Enter the hire date for an employee using the format (MM/DD/YYYY) or use the lookup box to

open the calendar and select the date.

Gender:
Click on the | ookup box o rrsoaneltaredrithe tothlaumbemg| oy ee 60 s

employees by sex by quarterly, (required for most state unemployment returns). Required Field.

N = Not Reported
F = Female
M = Male

Race:

If you wish to utilize the payroll EEOC reporting system and optional report, this field must be
completed.

Required Field.

N - Not Reported

A - Asian

B - Black or African American

W- White

H - Hispanic or Latino

| - American Indian

P - Native Hawaiian or other Pacific Islander
T - Two or more races
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Job and Labor Info

OVERVIEW:
The Job Data screen is used to store employee personnel data associated with non-critical
information. Fields are used to keep job related information.

Job Title: (20 Characters)
Enter the employeeds

Clock #: (6 character)
If a time clock or electronic time and attendance system is used, you may enter a clock number up
to 6 digits. Do not attempt to make clock numbers and employee numbers the same. You may

reuse clock numbers, but you may not reuse employee numbers.

j ob

description.

Thi

Divs & Depts: | UNEEEE Emp: | BELLIMG, JOSEPH -

? Ernpluvee Juh Infu Diw: 01 DEpt: 0100-STAFF 55 # 1 4589-22-2995
Job Title COMTROLLER Clack # [15600 W2 Pension

EEOD Code Officers & Managers ) Workers' Comp b

Group FICR_IM - MOM UMIOR EMPLOYEES w

Location 11-100- QFFICE S INDIRECT LABORS »

* .

Required ( Save Changes |
EEO Code:

s f

If you wish to utilize the payroll EEOC reporting system and optional reports, this field must be
completed. Required Field.

N - Not Reported (Default)

X - Exec/Sr-Level Officials & Mgrs
1 - First/Mid-Level Officials & Mgrs
2 - Professionals

3 - Technicians

4 - Sales Workers

5 - Office and Clerical

6 - Craftsmen

7 - Operative - Semi Skilled

8 - Laborers - Unskilled

9 - Service Workers

Wor kerés Comp Cl ass:
Click on the drop down list to select the correct employment class for workers compensation
reporting. This field will not appear if Worker's Compensation is not active or setup by Department.

Pagel4
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W-2 Pension:

If this employee is part of a an IRS qualified pension plan, enter a Check Mark in this field to place
aYinthepensionbloc k on t hi s -<Ratpdareyeeds W

Group Code: (6 Characters)

Click on the drop down | ist to select the empl
'‘Group’ values by accessing the 'Company Tables' menu and built 6 character values and
descriptions. These fields will NOT appear if no lookup table has been built.

Location Code: (6 Characters)

Click on the drop down | ist to select the empl o
‘Location’ values by accessing the 'Company Tables' menu and built 6 character values and
descriptions. These fields will NOT appear if no lookup table has been built.
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Labor Spits

An

splits are used, then the $/Hours fields will be left blank. If $/Hours splits are used, then the
percentages will be automatically calculated for you.

\T0 T All Departments | 4 Emp: | 0001- JAMES, JOE
? Employee Labor Splits Dept: 0002-DEPARTMENT 2 S5 # : xoor-xx-2370
Allocated Base Amt™ ™ Allocated Amt
Home Labor Code 0% ($/Hrs) (%/Hrs)
0003-003-00002 LEVEL 3 100.00 |
i |
. plit Split Amt
Labor Code Descri 5‘9\“ /g% ($/Hrs)
Add a Labor Split \ f
Add 3 new Company Labor Code Jf.;r | Save Laboe Changes ]
el | t up labor splits by $ Amounts Houlg, efiter 3 non-zero amount in the Base Amt field.
Ta set up labor splits by Percentages, delste %off amount in the Base Amt field (or set it to zero).

This employee is set up with only a
Home labor code. No labor splits are

in effect.
? Employee Job Info
Job Title
EEC Code” Technicians Clock # |0 W2 Pension [
" Required ' Save Changes

¢ All labor codes that have been set up for your company are available in the Home Labor
Code pull-down list and in the Add a Labor Split pull-down list.

e If a new labor code is needed for the company, click on the Add a new Company Labor
Code link to add it.

empl oyeebs | abor splits can be défpercantagesei t he

e Once the employeeds HOME | abor code is set

by selecting labor codes from the Add a Labor Split pull-down list and assigning a Split %
or Split Amount to it.
e When you add additional labor codes for an employee, the amount allocated to the Home

Labor Code will be automatically adjusted, based on the amounts entered for the additional
labor codes.
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Depts: All Depariments

% Emp: 0001- JAMES, JOE

o

? kn]p{n"rcﬂ Labor hp!itg Dept: 0002-DEPARTHMENT 2 55 # & X
Allocated Base amt** Allocated Amt
Home Labor Code O ($/Hrs) ($/Hrs)
0003-003-00002 LEVEL 3 | 75.00
st Split Split Amt
Delete Labor Code Description 9% ($/Hrs)
] 0002-002-00002 LEVEL 2 |25.00 |
Add a Labor Split %]
Add 3 new Company Labor Code Jave Labor Changes |

7T To set up laber splits by § Amounts or Hourgt enter a non-gero amount in the Base Amt fisld.
To set up [abor splits by Percentages, deleyll the amaount infthe Base Amt field {or sat it to z&ro)

When the LEVEL 2 labor code was added to this
employee and assigned a 25% split, the
Allocated % for the Home Labor Code was
automatically adjusted from 100% down to 75%.
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Additional Personnel Info

Overview:

You may choose to store additional employee personnel data items on this screen that can be
designed and defined by your payroll data center.

Up to sixteen data categories may be defined and titled and will display as hyperlink menu items
on the left side of this screen.

Under each custom labeled category displayed on the left side of the screen, up to eight data
fields can be custom titled and entered as text up to 25 characters, dates, telephone numbers,
amount fields or lookup fields with mandatory or optional selection values.

Divs & Depts: | RIBIERLENEG_G_— Emp: | BELLING, JOSEPH '
? Er“pl.DYEE Additinnal I"f.o Diw: 01 D‘Ept: 0100-5TAFF Emp # : 0018
Static Perscnnel Data Emergency Contact Info
EREE E s e EMERGENCY CONTACT NAME 1 [MARY BELLING
Emneroency Contact Info - X o
L EMERGENCY ADDRESS 1 123 WEST GRAND BLVD
Sick Accrual EMERGEMCY ADDRESS 2
Vacation Accrual
P — EMERGENCY CITY LAS VEGAS
Salary/Rate History
Event History EMERGENCY STATE MY
Kuike-Vu MTD Totals EMERGENCY ZIP CODE 02765 EEEEs
Ewile-Wu QTD Totals 22m -
wile-Vu YTD Totals EMERGEMNCY FHOMNE = 1 ,_,,_,,_,-444-';|_‘|. 8 TEE-REE-EEEE
Company Property EMERGEMCY RELATICN MOTHER
Checkstub
Training History [ Update Emergency Contact Info ]

Examples of Additional Personnel Info that can be setup are:

Emergency Contact Info

Educational data

Training data

Other personnel data items

Benefit Information

Vacation / Sick Eligibility data

Employee Skills
Display any MTD, QTD or YTD hours, earnings, taxes, deductions, Gross Pay or Net Pay
Amounts
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Divs & Depts: |RINEEEE
i

Static Personnel Data

Other Personnel Data

Ernergency Contact Info
401 K Information

Sick Accrual

Wacation Accrual

Event History
Ewik-vu MTD Totals

Ewil -y ETD Totals
Ewik -4y [ Taotals
Company Property

CheckStub
Training Histary

< Employee Additional Info

Emp: | BELLING, JOSEFH

Diw: 01 Dept: 0100-=

Kwik-¥u QTD Totals
GROSS PAY QTD 7.446.00

FICA QTD 451.67
MEDICARE QT 105.63
FED wWT QTD 3,964.00
STATE QTD 224.00
Local QTD 7448

W
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Rates and Salary

OVERVIEW:

This screen displays the employee hourly rates OR salary. Up to three rates can be entered per
hourly employee, with the default being the rate checked off. When a salary is entered for a
salaried employee, 1 f the Overtime Paid box is
rate to be used in case overtime is needed to be paid.

Sample Employee Salary Screen for an Hourly Employee:

Depts: | 1000-DEPARTMENT 1000 £2 % Emp: 0011- FLINTSTONE, FRED
? Ernplnvee Salartjlr Dept: 1000-DEPARTMENT 1000 Emp # : 0011
Hourly Rate 1 ® 18.0000 Pay Frequency Weekly
o Standard Hours ; —
Hourly Rate 2 () 20,0000 (par pay chack) 40,00, Display Hrs )
Hourly Rate 3 O 0000 Employment Status | Full Time
Salary P ;
 (per pay check) O 00 Shift
Overtime Paid ] \ {
Recalc Annual Salary $37,440.00 This employee has a 40 hrs will )
' = default rate of $18/hr. automatically display
Last Raise Date 3212005 =] on the PayGrid for
Next Raise Date 312172006 &) A second rate has also this employee every
been set up for $20/hr. | | pay period, because
View Salary History m their "Display Hrs
option is checked.
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Sample Employee Salary Screen for a Salaried Employee:

Depts: RETELTE- NN L &% Emp: 0014- JETSON, JANE |

Dept: 1000-DEPARTMENT 1000 Emp # : 0014
Hourly Rate 1 O 0000 Pay Frequency Weekly v
Hourly Rate 2 '®) 50.0000 ?;j:‘?:;‘ih*l‘zﬂgs 4000 Display Hrs []
Hourly Rate 3 @ 0000 Emplayment Status | Full Time
Salary @

(per pay check)

) 2000.00 Shift
Overtime Paid -

[ —
This employee has a Salary of
$2.000, per pay period.

Recalc Annual Salary $104,Dﬂm
Last Raise Date 51212003 | o™

; 7 Since her "Overtime Paid” option is
NextRaise Date 611212004 | checked, Rate 2 shows that $50/hr
view Salary History will be used as the hourly OT rate.

Hourly Rate 1:

Enter the hourly employeebs primary or base
unless overridden will be used to calculate overtime. You may also use this rate to pay an
employee by the day or the work unit produced. This field is NOT available on salaried employees
and therefore allows for hours/days to be posted for any hourly pay category without fear of
overpayment.

Hourly Rate 2:

Use rate 2 to store another rate frequently used for this hourly, daily, or piecework employee. On a
salaried employee, the program will calculate and store in Rate 2 the straight time hourly rate
computed for O/T purposes.

Hourly Rate 3:
Use rate 3 to store another frequently used rate for this hourly, daily, or piecework employee.

Salary Per Pay:

To pay a salary employee, enter in this field, the Salary dollar amount to be paid per pay cycle.
This amount will display on the payroll timesheet as well as the Pay Grid screen. Salary
employees are usually not paid by the hour. Strict regulations issued by the Department of Labor
determine the classification of Salary vs. Hourly employees. If these laws are not followed the
employer may be subject to strict penalties. If work week hours are entered, an overtime hourly
rate 2 will be calculated and used to pay overtime or any other hours for a Non-Exempt Salary
employee.
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Pay Frequency:
This field contains the taxing frequency by which the employee is paid.
WKY i Spreads table taxes over 1 week
BW11 Spreads table taxes over 2 weeks
SEM i Spreads table taxes over 2.1 weeks
MTH 1 Spreads table taxes over 4.3 weeks
QTR T Spreads table taxes over 13 weeks
ANN T Spreads table taxes over 52 weeks

Standard Hours:

Enter in the following format (XXX.XX) the amount of hours that the company wants to display on
the timesheet as normally paid (for an hourly employee). For a salary employee, the amount of
hours entered into this field is used to divide the workweek into normal salary to arrive at an
interpolated hourly rate 2.

Display Standard Hours:

Il f this box has a check mark in it, the hourly
Sheet as well as appear on t he erpdurstpaudhdicalay C
pay this employee.

Employment Status:
Enter or click on the lookup box to display a list of choices for this field:

F = Full Time

P = Part Time

D = Deceased Employee
2=1099 EIN

1 =1099 SSN

S = Statutory Employee
T =Temporary Employee
H = Household Employee
E = Seasonal

R = Probation

Probation status can be assigned to employees hired under a probationary period. This is
typically the first 3-6 months of employment, during which the employee does not qualify for
company benefits. This code is not processed any differently in the payroll system; it is simply
provided for those companies that which to keep track of the probationary status of new
employees.

No automatic assumptions are made from this information concerning overtime calculations,
benefit access, or vacation/sick accruals. Required Field.

Overtime Paid:

If this box is checked, the employee is a salary, non-exempt employee who is paid overtime based
on the rate loaded in Hourly Rate 2. When paying overtime on the Pay Detail screen, be sure to
select Rate 2.
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Annual Salary: (Display only)

In this field, on all employees, if rate 1, salary, normal hours, and pay frequency are entered, an
annual dollar salary amount will be computed for reference purposes only. The annual salary will
appear in the following format (XXXXXXX.XX). This amount may be helpful in employee labor cost
and budgeting.

Shift:
This field identifies t heusedfoptiackiggeaeddeportivgppurgoses,h i f t
but it is not used in any calculations.
Valid values are:

Blank = No Shift (Default)

1thru9

A thru Z
Note: The default value is a blank. Itis only a 1-character field, so if you want to key something
else for the Shift, you need to either backspace over the blank and key something else, or
highlight the blank and key something else.

Last Raise Date:

Il n this field, whenever r adat willapgear. Yeuarlaygoveyrideitlss c h a
date with whatever date you choose. Enter in the following format (MM/DD/YYYY).

Next Raise Date:

Whenever rate 1 or salary is changed, this field will automatically be populated with a date that is 1
year greater than the Last Raise Date. You may change this date using the following format
(MM/DD/YYYY).
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EXTRA AMOUNTS:

Extra Timesheet Amounts are Earnings Codes that can be set up to only be used for select
employees. These codes are first set up at the payroll data center. When an employee has been
set to use one of these Extra Amounts, the field will appear on the bottom right of the Employee
Salary Screen. Any amount entered in the Extra Earnings field will automatically be paid when the
employee is paid. The amount can be changed on this screen, on the PayGrid (if the amount is
set to be listed on the grid), or on the Pay Detail screen on a per payroll basis.

Divs & Depts: 00T i 3 Emp: 0012- SMITH, BOB

? Employee Salary Div: 01 S5 # : 2000-20¢-2000
Hourly Rate 1 ) 0000 Fay Frequency Weekly
- Standard Hours
{ .
Hourly Rate 2 & 11.8750 {per pay check) 40.00 Display Hrs []
Hourly Rate 3 @, 000 Employment Status  Full Time
Salary . ® 475.00 Shift
(per pay checik)
Owertime Paid [#] :
| Recalc Annyal Salarv $24,700.00 Extra Earnings Type Amount |
COMM 1 s 14
Last Raise Date  &r212007 | E]
AUTO RE 5 55 12.00
Next Raise Date  &r212008 | ] - 4
View Salary History ‘_.,-"' [ Save Changes ]

s

If your company is set up (by the payroll data center) with
Extra Earnings codes, then you can set up employees with
fixed amounts to be applied every pay period. The
example here shows that the employee is set up to
receive $512 per pay period in Auto Reimbursement.
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Employee Salary History

The Online Payroll System tracks every hourly and salary rate change made on the web. (Note
that if a rate change is made at the payroll data center, it will not be recorded in the Salary History
displayed online.)

The Salary History screen will display the empl
that rateds new dol | amddallerancrease,of tte chdnge (hoepapee to thee n t
rate at the beginning of the pay period).

Any changes made to an employeeds Rate 1, 2, 3,
date/time and the LoginID of the user making the change. Multiple changes made in the same pay
period are grouped together, with horizontal lines between each pay period. It is important to

note that ALL rate changes made in a pay period will be recorded, not just the last change.

This means that if you change the rate 4 times prior to submitting the payroll, it will appear 4 times

in the Salary History. Only the last change made will affect the payroll.

User comments can be added for any rate change made in the current pay period. Comments
can be added at the time that the rate changed is saved on the Employee Salary screen, or they
can be added, edited, and deleted directly on the Salary History screen. Only current pay period
comments are editable. Comments made for rate changes in prior pay periods are part of history
and cannot be altered.
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