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INTRODUCTION

Welcome to the new world ERP Payroll Processing Guide. This manual will guide you through both the
setup and processing aspects of Payroll Processing.

The guide is divided into two sections:

The System Administrator’s Guide will focus on the set-up components necessary to utilize Payroll
Processing within new world ERP. This will include detailed information on “master files” that must be
set-up such as Pay Batches and Frequencies and will also include the security settings which will be
utilized to enable workflow and tailor user options to your needs.

The End User’s Guide will describe the steps, workflow and options available in Payroll Processing to the
end-user. It will guide you through the process from payroll initialization through to posting of the
payroll. Included in the section will be a guide to the standard reports available in the software.

This document is available in Microsoft Word format to allow for customization to your organization’s
particular needs and procedures.

SYSTEM ADMINISTRATOR’S GUIDE
PAY BATCH SETUP

Before starting the payroll, a batch must be set-up. While it is recommended that all of the batches are
set-up in advance, batches can be created one at a time before the payroll process begins. A batch can
be set up as a manual batch each time a payroll begins or as an Auto Build which will build batches for a
full year.

AUTO BUILD PAY BATCH SETUP

Maintenance > Human Resources > Pay Day Setup > Pay Batches. Then click on the Auto Build button

myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance
Pay Batch List

Pay Group v
Pay Year
From Check Date =
To Check Date =
Status -
oo
Pay Group |Pay Year _|Batch Number | Pay Period StartDate  [EndDate  [CheckDate |Check of the Month |Status
Bi-Weekly 2013 20131 1 12232012 0100572013 01102013 1 Non Initialized
Bi-Weekly 2012 20121 1 122502011 01072012 01M212012 1 Non Initialized
BHWeekly 2012 2012-2 2 01082012 0112172012 0112612012 2 Non Initalized
Bi-Weekly 2012 2012-3 3 01222012 0200472012 0200972012 1 Non Initialized
Bi-Weekly 2012 20124 4 02/05/2012 021812012 0212312012 2 Non Initialized
Bi-Weekly 2012 20125 5 02192012 0300372012  03/08/2012 1 Non Initialized
Bi-Weekly 2012 20126 5 03042012 03MTRO12 032212012 2 Non Initialized
BHWeekly 2012 20127 7 03182012 033172012 041052012 1 Non Initalized
Bi-Weekly 2012 2012-8 8 04012012 041412012  04M912012 2 Non Initialized
Bi-Weekly 2012 20129 9 04M512012 0412812012 0500312012 1 Non Initialized
BI-Weekly 2012 2012-10 10 04292012 05M2I012  05M7/2012 2 Non Initalized
Bi-Weekly 2012 2012-11 11 0532012 0SIBR012 051312012 3 Non Initialized
BHWeekly 2012 201212 12 057272012 06/09/2012 061412012 1 Non Initalized
Bi-Weekly 2012 2012-13 13 0BM02012 0612372012 0612812012 2 Non Initialized
Bi-Weekly 2012 201214 14 062412012 0772012 O07HM212012 1 Non Initialized
BHWeekly 2012 2012-15 15 070812012 0712172012 0712612012 2 Non Initalized
tems: 1 - 50 of 360
o] D e e
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Select the Pay Group for batches you want to pre-build. (Click in the grid to select from a list of available
pay groups.)

This action will display six controls requiring entries. Values will change depending on the type of pay
group selected. Displayed below is the setup for a bi-weekly payroll.

myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance

Pay Batch List
Pay Batch Auto Build

PayGroup  BW v

PayYear StartDate A
Pay Period Number Endpate | A
EndofYearBasedOn CheckDate ~  CheckDate |

Override General Ledger

Centralized Payroll Fund h

PayrollLiability Accourt | v

fese L i

Type the Pay Year.
Type the Pay Period Number (typically this number would be a 1 so it can count the 26 pay periods in the

year).

In the End of Year Based on field, select whether the end of the year will be based on the actual Check
Date, the pay period Start Date or the pay period End Date.

In the Start Date field, select the first day of the first pay period of the year.

In the End Date field, select the last day of the first pay period of the year.

In the Check Date field, select the date that the first check will be paid to employees.

Note: Start Date and End Date entries establish the pay period interval and will be used to calculate the
start and end dates of all pay batches for the year. Even if the first pay period is shortened or changed
due to the holiday, enter what the range should be as to not affect the calculation of future batches.
Changes are allowed to be made to the dates after batch creation is complete.

If the payroll is going to be paid out of a separate General Ledger than what has been set up in Company
HR Settings, populate this information under the Override General Ledger section. This allows for the
simultaneous processing of payrolls that use different fund and liability accounts.

Click the Build button.

myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance

Pay Batch List
Pay Batch Auto Build

PayGroup  BW -

PayYear | Start Date i
PayPeriod Number | End Date |
EndofYearBased On CheckDate  ~  CheckDate A
Override General Ledger
Cenralized Payroll Fund M Message from wehpﬂ‘ ==
Payroll Liability Account v
[_Reset J Buia | .Q. Build complete. Continue Building?
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When the build is complete, a popup will open to ask whether the user wants to build another set of pay
batches.

If the user wants to build more pay batches for the next pay year, click OK. The fields on the Pay Batch
Auto Build page will be cleared for new entries.

Otherwise, click Cancel. The user will be taken back to the Pay Batch List screen to review what has been
entered and enter changes to the dates if needed by clicking on the pay batch number.

MANUAL PAY BATCH SETUP

If a special batch needs to be completed outside of the batches previously set up, or if it is the
organization’s policy to create the batches one at a time prior to the initialization of payroll, a manual
batch can be set up.

Maintenance > Human Resources > Pay Day Setup > Pay Batches. Then click on the New button.

myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance
Pay Batch List

Pay Batch

Pay Group \ v

Pay Year
Pay Period Mumber

W

Batch Number
Checkofthe Month 1 =
Pay Period Start Date ,— E
Pay Period End Date ,— :ﬁ
Pay Period Check Date ’7 E

Override General Ledger

Centralized Payroll Fund -

Payroll Liability Account v

D T s o

Select the Pay Group of the batch you want to build. (Click in the field to select from a list of available pay
groups.)

Type the Pay Year.

Type a Pay Period Number (If this batch is outside of the normal pay batches for the year, you may want
to number it something other than 1-26. Batch values may be alphanumeric.)

Select the Check of the Month to which this pay batch is tied. The available entries are 1 through 5. The
number you enter here affects which deductions/benefits are included in the employees’ checks.

In the Pay Period Start Date field, select the first day of the pay period.
In the Pay Period End Date field, select the last day of the pay period.
In the Pay Period Check Date field, select the date that the check will be paid to employees.

If the payroll is going to be paid out of a separate General Ledger than what has been set up in Company
HR Settings, populate this information under the Override General Ledger section.

After completing your entries, click Save. The pay batch will be added to the grid on the Pay Batch List
page.

. s hew world
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USER-BASED SECURITY

The User-Based Security Settings area contains permissions per user that will control the ability for
Payroll users to override settings during Payroll Processing.

GENERAL FUNCTION

Maintenance>new world ERP Suite >Security >User Based Security >General Function

User-Based Security - General

User |NWS j Function |Genera| j

Home Department 7110 - Utiliies(Water) i
Home Location/Facility IUT\LIT\ES DEPT - UTILITIES DEF"\RTME!j

Budget Level Mail Security  Budget Level Forecast Security Budget Level Reporting Security Payroll Override Security ini Security
Department Request  [# Department Request ¥ DepartmentRequest  [# Accrual Hours Balance ¥ myReports
Finance Suggested ¥ Finance Suggested ¥ Finance Suggested [# Waximum Premium Hours ¥
Manager Recommended Il Manager Recommended I Manager Recommended I Employee GIL Distribution 2
Board Adopted ™ Board Adopted ¥ Board Adopted @ Employee PayRate ¥

~

Projects for Employee Hours

x

Ignore Hours Code Security

The Payroll Override Security section concentrates on the possible overrides a user can have during the
payroll process.

Accrual Hours Balance — This permission gives the user the ability to grant any given employee the
capability to use more time than they currently have in their accrual bank. A warning will appear on the
employee’s timesheet that the user will be able to accept, thus giving the employee have a negative
balance on their accrual banks

Maximum Premium Hours — If a maximum number of premium hours has been utilized in employee
Benefit Groups, this permission will allow the user to override the maximum balance that has been

specified.

Employee G/L Distribution — This permission allows the user to override an employee’s default G/L
account specified in their Workforce Administration Jobs tab. The specific accounts the user can override
to is defined in a later section of this manual. This permission is useful if a certain hour’s code is charged
to an account that is different from the employee’s usual account, and/or an employee has been loaned
to another department and their hours need to be charged to this secondary department.

Employee Pay Rate — This permission will allow the user to override the employee’s default pay rate to
another rate of pay during hours entry.

Projects for Employee Hours — If Projects are being used to track employees’ time, this permission will
allow the user to associate varying project codes to employees’ entered time.

Ignore Hours Code Security — This permission allows the user to override any settings associated with
hours codes.

. “=s% new world
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HOURS CODES FUNCTION

Maintenance>new world ERP Suite>Security>User Based Security>Hours Code

User-Based Security - Hours Codes

user [Nws =l Funcion [Hours Codes =

Hours Codes

Cell Phone Reimb - Cell Phone Reimburse | Comp Eamed - Comp Eamed
DSS Phone Reimb - DSS Cell Phone Reim Comp Pay - Comp Pay
FILAEARNED - FLILA HOURS EARNED

AnnLeave - AnLeave Payout Clothing Allow - Clothing Allowance j
FHLA USED - FHLA HOURS USED

Comp Used - Comp Used
Donated Sick - Donated Sick Leave

(¥ )~
G+

Donated Vac- Donated Vacation Time
Education - Education Pay

Election Pay - Election Pay - Taxable Hot
Election Pay NF - Election Pay Non-Tax F
Election Pay TF - Election Pay Taxable FI
Election Pay-NT - Election Pay - Non Tax
HH Visits - Home Health Visits

Holiday Pay - Holiday Pay

Langevity - Longevity =l

Available: 5 View: 0 Use: 46

(4)(2
(a)(2

sase LoeceL}

All hours codes that have previously been set up in the system are listed on this screen. On a user basis,
the hours codes will need to be distributed among the three available columns: Available, View, Use.

Available — Hours Codes listed in this column are not available for the user to view and/or use during
hours entry. When hours codes are first created, they will appear under this column automatically.

View — Hours Codes listed in this column are available for the user to see during the time entry process,
but they will appear in a read-only state. The user will be able to delete the line item that includes these
hours codes, but changes will not be allowed. Moreover, these hours codes will not appear in the drop-
down menu for the user to select during time entry.

Use — Hours Codes listed in this section are available for the user to select, modify, and/or delete during
time entry. Additionally, the user will be able to make changes to line items including these hours codes
if they are automatically added to the employee’s time sheet due to the employee’s schedule.

SUB LEDGER FUNCTION

The Sub Ledger area of User Based Security allows for filtering of the General Ledger Organization Sets
that a user can work with in the Payroll Processing Module. This can be utilized to provide administrators
access to all organization sets while limiting departmental users to their own areas.

Maintenance>new world ERP Suite>Security>User Based Security>Sub Ledgers

e s new world
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User-Based Security - Sub Ledgers

User [NWS | Function [SubLedgers =1 Ledger |[Payroll -1

Department Sub Department
I =] =] =
Awailable Organizations: 0 Selected Organizations: 144
10 - GEMERAL FUND -
10-4110 - GEMERAL FUND, GOVERMING BODY
10-4120 - GEMNERAL FUND, ADMIMISTRATION

10-4125 - GENERAL FUND, HUMAN RESOURCES
10-4130 - GENERAL FUND, FINANCE

10-4140 - GENERAL FUND, TAX ADMIMNISTRATION
10-4170 - GEMERAL FUND, BOARD OF ELECTIONS
10-4180 - GEMERAL FUND, REGISTER OF DEEDS
10-4190 - GEMERAL FUND, BUILDINGS

10-4190-4190 - GENERAL FUMND, BUILDINGS , BUILDING!
10-4190-4191 - GENERAL FUND, BUILDINGS , COOPERA
10-4190-4192 - GENERAL FUND, BUILDINGS , GOLDSBO
10-4190-4193 - GENERAL FUMND, BUILDINGS , MASH STR
10-4190-4194 - GENERAL FUND, BUILDINGS , DETENTIO
10-4190-4195 - GENERAL FUMND, BUILDINGS , EMERGEM
10-4190-4196 - GEMERAL FUMD, BUILDINGS , MILLER R(LI

NN

f Apply To All Sub Ledgers J
=3

After accessing the Sub Ledger area, click the Ledger drop-down and select Payroll. Then select the GL
Organizations tab below.

Listed in the Available Organizations will be all GL Organization Sets. Select those organization sets for
which the user should have access and move them to the Selected Organizations box on the right using
the arrow buttons. When complete, click the Save button.

. s new world
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END USER’S GUIDE
PAYROLL PROCESSING INITIALIZATION

PAY BATCH INITIALIZATION

Navigate to Human Resources > Payroll Manager

Note: Initializing a batch needs to be done to allow departmental users to enter time in new world ERP.

Located on the left side of the page, the Pay Batch Summary section lists all unposted pay batches
currently in the system.

Every payroll has its own Pay Group and Batch Number, so multiple pay batches may be in progress at
the same time. However, only one batch can be in processing at one time.

To see a quick snapshot of the status of the batch, the start date and end date of the batch, as well as the
check date of a pay batch, hover the pointer over the Batch Number.

myFavorites | Financial Management | Human Resources | Utility Managem|
Payroll Manager

«

Pay Group

Batch Humber  Pay Group

¥ 201030 Bi-Weekly

2010-22
J 201049

20101

201012

Bi-Weekly
Bi-Weekly L
Election

201011 Retirees ‘ ‘

Retirees

Pay Batch Information
Status Hon Initialized
Start Date  12/01/2010
EndDate 12/31/2010
Check Date  12/01/2010

Retirees
Bi-Weekly
Bi-Weekly
Retirees
Bi-Weekly

vy e | Fanareossl WasudaeTeer | Huimuan Reboawied | Comiresely Devvsopivesnt | aavbensre

Payroll Manager [ 200920-5 | - Initialize Bateh

wox Dt WO

Load Scheduled Hours is selected by default. Selecting this box will import hours information from
employees' schedules in Workforce Administration. Holiday pay hours set up for any benefit groups in
Maintenance also will be imported.

e . new world
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Once these hours are imported, you may adjust them on an exception basis.

Create One Time Deductions will import deductions that could not be processed in previous payroll
cycles. A listing of all deductions that would be imported is found on the Deductions Not Taken section in
Post Payroll Processing.

If you do not select the Create One-Time Deductions box, unpaid deductions will remain until this box is
selected. However, the amount may be loaded later in the process through one-time processing.

Create One Time Direct Deposits will import any direct deposits that could not be processed in previous
payroll cycles. A listing of all direct deposits that would be imported is found on the Direct Deposit Not
Taken section in Post Payroll Processing.

If you leave this box cleared, the amount may be loaded through one-time processing for each
employee.

Click the Submit button.

A Payroll Initialization Audit Report will be generated detailing the errors (if any) that exist. If there are
no errors, close the report to begin the payroll process.

If errors exist, the report will detail the error descriptions. Errors must be fixed before a payroll can
proceed.

Common error messages refer to employees without general ledger accounts, positions or primary
departments.

Brom e e o I B e e
3

(L oft b M 100% - Find [ Nt Select a format - Bxport  [@

e ey orraws Payroll Initialization Audit Report
Pay Date Range 11/01/10 - 11/30/10
Pay Batch 201011

Page Lof 1

UN-INITIALIZE PAYROLL

Un-initializing a payroll will clear out all entries made in the Payroll Processing batch. As all entries in the
batch will be erased, this should only be done if absolutely necessary. Un-initialization can be done up
until the payroll has entered the processing phase (e.g. checks are in the process of being printed). The
user can delete the processing batch if payroll needs to be uninitialized after this point. Once a payroll

8/38 ..E°:.. n\?wwg r d



batch has been posted, the batch is no longer available in Payroll Processing Batch List and is no longer
eligible for un-initialization.

Note: The system cannot undo the Un-Initialization process. Un-initializing the budget will require
starting the payroll over for the desired batch.

Maintenance >Human Resources> Pay Day Set-up > Pay Batches.

Pay Batch List

PayGroup ||
Pay Year l—
From Check Date i
To Check Date i
Status lm

[ scarcn L neset

Pay Group | Pay Year Batch Number Pay Period Start Date End Date Check Date Check of the Month Status
Manthly 2011 320114 4 04/01/2011 04/30/2011 04/29/2011 1 In Process
Monthly 2011 320115 5 05/01/2011 0513142011 0531/2011 1 In Process
Monthly 2011 320116 6 06/01/2011 06/30/2011 06/30/2011 1 In Process
Tourism 2011 3201186 B 06/01/2011 06/30/2011 06/30/2011 1 In Process

Citew Y vstcie ] eiiesn] eavor ] poni ] uninietae ]~ uiouia ]

To un-initialize a payroll batch, go to the Pay Batches section under maintenance.

Choose the pay batch that needs to be uninitialized and then click the Un-Initialize button. The system

will produce a message to confirm the uninitialize process. Clicking the OK button will complete the
process.

Message from webpage il

Uninitializing a pay batch will delete any payroll information
associated with it. Do you wish to continue?

| Ok I Cancel

o s hew world
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PAYROLL PROCESSING PAYROLL MANAGER

The Payroll Manager lets the user review and perform all payroll processing steps, from initialization to
posting, from a centralized location in the software. While payroll can be completed from individual
menu items, this guide will focus on doing all tasks from this screen and show the status under each

header.

Four areas must be completed to post the payroll: Hours Entry, Validate, Payment Processing, and Post

Payroll.

All other areas may be completed each payroll cycle, but the system will let you continue with the
process without warning if these areas are not processed.

Payroll Manager ( 2201615-B ) - Home

Start Date  7/710/2016 End Date 7/23/2016 Check Date 7/29/2016

[C]

[

PGS PROETEELER G2 Q

10/38

Third Party Hours Import

13 Imports Executed.
Departmental Hours List

36 Department(s) available for Departmental Hours Entry.
Import Departmental Hours

37 Department(s) available for import into Centralized Hours.

Centralized Hours Entry

40 Department(s) at level 1.
Howurs Reports

Reports last run : Jul 25 2016 1:41PM.
Calculate Accruals

Accruals have not been calculated yet.
Calculate Longevity

Longevity has not been calculated yet.
Calculate Sick Incentive

Sick Incentive has not been calculated yet.
Calculate FLSA

FLSA has not been calculated yet.
Calculate Accrual Payoff

Accrual Payoff has not been calculated yet.
Calculate Roll Accrual Hours

Roll Accrual Hours has not been calculated yet.
Calculate Accrual Pool Contributions

Accrual Pool(s) have not been calculated yet.
Validate

0 valid of 679 employees,
Pay Day Reports

Reports last run : Jul 25 2016 11:00AM.
Payment Processing

" new world
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PAYROLL PROCESSING
THIRD PARTY HOURS IMPORT

StartDate 4/18/2011 EndDate  4/24/2011 Check Date  4/28/2011

2 3
Import Specifications
Import Type ™
Date /12022011
Import File Location/Name | Browse...
Desciption |

If your organization has an outside timekeeping program that tracks employees’ work hours, they will be

imported into the payroll using this feature. The import file must be in a .csv format or created from the
eTimesheets module of new world ERP.

To recognize position numbers that have been overridden, Override Position Number is on the Third-
Party Hours Import file.

Override Job also has been renamed as Override Job Title. On the Third-Party Import Edit Listing, the Job
column has been renamed as Override Job\Position Number.

Under the Import Specifications field, fill in the following:
Import Type - There will be an option in the drop-down menu for Payroll Hours.

Date - This will default to the current date. It can be changed accordingly if it needs to reflect an
alternate date.

Import File Locations/Name - Use the Browse button to search for the file and select it for automatic
entry.

Description - Type a description for the file. This name will be reflected in the View Import History should
the user wish to go back and verify which imports had been completed.

Click the Next button. The following screen will display any errors with the import. If there are errors, go
back to the file and modify the information prior to attempting to re-import.

To import the third-party hours, click the Import Hours button. Hours records that cannot be imported
will be printed on an error listing and sent to myReports.

DEPARTMENTAL HOURS LIST

If your organization has a decentralized method of time entry, (e.g. representatives from each
department entering and editing time for their employees) this screen is where departments would enter
and approve their time. Not all departments must be decentralized to use the decentralized payroll
method.

s new world
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The Departmental Hours List page contains a grid of departments that are in the Departmental Hours
Entry process for the selected batch. The grid is sorted alphabetically by Department Code and
Description.

Departmental users will have access only to the departments for which they are authorized to enter time.
To access time sheets for employees, click the plus sign next to the department name to view a listing of
all employees currently assigned to the specified department. Click on the employee’s name to access
their time sheet information.

Hours Enfry Mode  Quick Entry v

Department Code ‘Descn'pﬁon |N||mherofEmpbyees |Appr0vaILeveI ‘
- Clerk- Clerks Office Clerks Office 9 1
Name ‘EmpbyeeNo. |Tille | CycleHonr# RegularHour# Premianour# 01helPayAmour|1BenefﬂGroup
. Auson, Leonel L 2092 CLERK HI 80.0000 0.0000 0.0000 120000 TPOAN
. Betschman, Johnny L 2979 CLERKI 80.0000 0.0000 0.0000 800.00 TPOAM
. Doino, Heath M 2738 CLERKHI 80.0000 0.0000 0.0000 900.00 TPOAM
. Hopps, Brent R 2993 SECRETARY IV 80.0000 0.0000 0.0000 800.00 TPOAM
. Mealor, Dexter T 4644 ELECTION INSPECTOR 10.0000 0.0000 0.0000 0.01 ELECTIONS
. Ruscher, Lucy A 3020 CLERKHI 80.0000 0.0000 0.0000 800.00 TPOAM
. Tanabe, Tyrique G 1375 ELECTED CLERK 80.0000 80.0000 0.0000 160000 ELECTED-FT
. Vavricek, Tristian D 4164 PART-TIME CLERK 10.0000 PARTTINE
. Zavodny, Aqustin K 2027 CLERKIV 80.0000 0.0000 0.0000 130000 TPOAN

Once all time has been entered and verified, a department may employ up to six levels of approval. Set
up decentralized departments and levels of approval in Process Manager.

Payroll Manager - Department Hours List

Department Approval - Clerk - Clerks Office

Level 1 (1) @
Level 2 (1) Qg

Note: Departmental Hours entry can be skipped if one department is responsible for entering hours for
all employees in the organization.

A detailed description of hours entry will be discussed in the Hours Entry section on page 21.

IMPORT DEPARTMENTAL HOURS

The Import Departmental Hours page lets the user view whether departments have completed the
approval process, approve those hours if they have not, and import them to the centralized payroll
process.
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Before the user is able to import departmental hours to Centralized Hours Entry, all departmental hours
must be approved. A green check mark in the Approved column indicates the department’s time entry
has been fully approved and is ready for import.

1 | Approved |Department 2 |Description | 9
[ J AC Animal Control

[ A ASR Assessor

[ o BOCC Board of County Commissioners H

— —~—— Pk P ]

To approve departments that have not been previously verified, select the boxes next to the department.
To approve all departments at once, select the box at the top of the Approved column. Click the Approve
Selected button to approve the hours for import to Centralized Hours Entry.

|| S5PS SUIVEYUN FIOPEILY SHIES
VET Veterans
WM Watermaster s

[ Reliesi. o Approvals.. . importSelecied...

To import hours to Centralized Hours Entry, select the box corresponding with each department whose
hours are to be imported. To import all department hours, select the box at the top next to the Approved
column. Then click the Import Selected button.

Departments will be moved from the Departmental Hours List page to the Employee Hours (Centralized
Hours) Entry page.

Once all departments have been moved to Employee Hours Entry, the Approvals, Approve Selected and
Import Selected buttons will be disabled.

Note: After departments have been imported into Centralized Hours Entry, departments can no longer
make edits to their time.

CENTRALIZED HOURS ENTRY

The Centralized Hours List lets the user search for employees who are in the payroll batch after the
employee hours have been imported from departmental hours. From this page, the user may edit the
hours and/or add employees to the pay batch.

Use the fields at the top of the page to narrow your search for employee hours records.
Leaving all fields blank will find all employee hours records.

Selecting the Not Validated Only box will find only the employee hours records that have not been
previously validated through the payroll validation process.

The Hours Entry Mode determines whether hours information for an employee will display in Quick Entry
or Detail Entry mode when you click an Employee hyperlink on this page.

Click the Search button. The pay batch will be searched for information matching the search criteria
entered. Any field left blank will return all information for that field.

o
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Search Criteria

Primary Department | |v|
Employee | |v|@
Benefit Group | |v|
Position | |v|
Mot Validated Only [
Hours Entry Mode ~ Quick Entry -

(_search ] _Reset,

Results of the search will display on the bottom half of the page, sorted alphabetically by employee
name.

To provide the same hours totals that are displayed in Employee Hours Entry, Premium and Regular +
Premium columns are in the Centralized Hours List grid.

HOURS ENTRY

To begin the hours entry process, click on an employee’s name after performing a search using the
criteria described above.

The time entry screen will be auto populated with any employees’ regular scheduled hours and regular
additional pay (Cell phone etc.). There are two ways to enter time into the system; Quick Entry and
Hours Code Entry.

Pay Group and Batch  20102- § Totals
Pay Start Date  1/1/2010 Regular Hours 44,0000
FayEndDate  1/15/2010 Premium Hours 0.0000
Regular + Premium 44,0000
Other Pay $0.00
Employee Name @@Buckmgham,ceurge ‘ Department  PH-AD - Public Health/Administration
Work Date |Hour5(‘.ode |Hours \OﬂlerPayAmounﬂ Shift Code |Rea50l| |Detai1 Delets
1112010] 01-Hourly Pay v 4.0000 [ [¥] ™Al O
142010 [ | A o
[ E Al o
2010 40000 [ ¥ M E o
[ v S
182010 40000 [ M EIE NG
[ El =
1122010 40000 [ ¥ M Al o
1010 40000 [ £ M Al o
11412010 (01-HoulyPay  |¥ 4.0000 [ Eill ¥ 3 0
page @) G] Page 1of2 - 23

* Secured hours infermation may exist for this employee which is not being shown.

Quick Entry - This method works by adding hours on a line by line basis. If an employee’s time is split
between two or more hours codes in one day, this will need to be multiple lines.

If adjustments need to be made the user can adjust the hours or select a different hours code by clicking
the down arrow and then select the appropriate code.
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Note: Before adjusting accrual hours the user may want to click on the “Accruals” icon to ensure the
employee has enough accrued time before using the requested codes.

A warning message will appear to let the user know if the employee does not have an available balance
of the number of hours entered once the time sheet is saved. Unless granted override security, the user
will have to choose another hours code prior to continuing to the next employee.

If hours need to be deleted on the timesheet, click on the Delete check box at the end of the line to be
deleted and left click the Save button.

To enter an additional line of hours, click in the date field of the first blank line. (You may need to go the
second page.) The date will auto populate with the next date in sequence when the user clicks in the date
box; however, this date can be edited with the appropriate date.

Pay Group and Batch 20128 - BW Totals Job Information
Pay Start Date  4/1/2012 Regular Hours £0.0000 Job '8 0030111.03 - POLICE OFFICER
1141, remium Hours y epartmen _POL_PAT - Public Safety/Police/Patrol
PayEndDate  4/14/12012 P H 0.0000 Department PSD_POL_PAT - Public Safety/Police/Patrol
Regular + Premium 80.0000 Rate  68,180.0000
Other Pay $1,100.00 GIL  207-301-30 - Police, Police, Patrol
Employes Name (QJIG) Amer, Savanna M ~ (D)2
Work Date | Hours Code | HoursiAmount] Job | shift Code | Pay Rate | Detail Delet
4112012 01 FULL TIME - Full Time R ¥ 50.0000 |0020111.02 - POLICE OFF ¥/ ¥ 0.000000 Q 0
4142012 38 LONGEVITY - Longevity| ¥ §1100.00 (003011103 - POLICE OFF| ¥ “ Q O
A | ¥ o.0000 ﬂ w
o ! | 4
01FT ELECTED - Full Time Elected = L0000 Q o
01 FULL TIME - Full Time Regular v v oo000 Q ml
01 PART TIME - Part Time Regular —
01RETRO FT REG - Retro Pay v ¥ ooo00 Q &
01 RETRO OT - RETRQ FULL TIME OT PAY =
01RETRO PT REG - RETRO PART TIME REGULAR PAY v ¥ ooo00 Q [
02 0T 1.5 - Overtime Regular 1.5 7
02 OT 2.0 - Overtime Regular 2.0 - i ¥ 0.0000 Q &
~] v ¥ o.0000 Q [
] v ¥ 00000 Q ]
Page |39 Q] Page 1 of 1 ~ ()

Click on the down arrow in the Hours Code column and select the hours code for the time to be entered.
Type in the number of hours in the Hours/Amount column.

To continue to the next employee, click on the single arrow located at the right of the Employee’s name.
The double arrow will go the bottom of the list.

The user does not have to save after every employee; once all time has been entered for the employees
click on the Save button to save all employees’ time entered.

Hours Code Hours Entry — This method works as a pay grid. Hours codes are defined in the columns
across the top of the screen. This method works best when employees use multiple hours codes on the
same day or work multiple shifts within a pay period.

The hours codes along the top of the grid can be defined in Company HR Settings as the defaults to be
used across all users. Users can add additional needed hours codes to any columns that do not have an
hours codes already pre-defined at time of entry.

Enter the work date, select the shift (if necessary), and enter the number of hours in the appropriate
column(s). If the hours code is an “Other Amount” (salary), enter the dollar amount paid.
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The user must click the Save button at the bottom of the screen to save the information entered prior to
clicking the arrow to move to the next employee in the department.

ADDING AN EMPLOYEE TO THE BATCH

If an employee was created in the since after the payroll was initialized, the employee will need to be
added to the payroll batch. Click the New button to get the Add Employee to Batch popup to open.

——
& LogosNET -- Webpage Dialog ﬂ
e ——

Add Employee to Batch

Pay Group and Batch  2011-5 - BW
Pay Start Date  2/20/2011
Pay End Date  3/5/2011
Employee hd

Create Schedule

o cunca

Using the drop-down, select an Employee.

Create Schedule — Select this box for the employee's scheduled hours to be created at the time the
employee is added to the batch.

Click OK. The popup will close, and the Centralized Hours List page will reopen with the new employee
highlighted.

DELETING AN EMPLOYEE FROM THE BATCH

To delete an employee from the pay batch, use the Delete Selected button on the Employee Hours page.
The most common reason to delete employees from a batch would be if the employee had no hours
worked in the pay period; whether they are part-time or on-call.

Left Click on the Search button to show all of the imported employees

To delete an employee, click on the box in front of the employee’s name and then click on the Delete
Selected button.

A warning message will pop up to let alerting the user that all assigned hours will be deleted. If
appropriate, click the OK button.

Note: Once an employee has been deleted there is no way to recover the information. The employee
can be added back into the payroll, but all of the hours and calculation (in any) information associated
that individual will have to be re-entered.
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ONE-TIME PROCESSING

The One Time button in Centralized Hours Entry gives the option to process an employee benefit,
deduction or direct deposit change that will affect one check only and not modify the employee
Workforce Administration file.

Before using this feature, the benefit, deduction or direct deposit being modified will have to be set up
and active on the employee's record in Workforce Administration.

Search for the desired employee in Centralized Hours Entry.

With the employee highlighted, click the One Time button at the bottom of the screen. Once the One
Time Processing List screen opens, click the New button.

myFavorites | Financial Management | Human Resources | Utility Management | Cj

Payroll Manager - Centralized Hours One Time Pro

One Time Processing - 4083 Abaja, Morgan A

Pay Group and Baich  2011-5 - BW
Pay Start Date  2/20/2011
Pay End Date  3/5/2011

Type -

Gk Benefit hd @
Separate Check |Deduction v
Direct Deposit
Override/Additional | =000
One Time Amounts [Enter One]
Amount Gross
Percent

When setting up a new one-time deduction, the user will select the type of one time process to create.
The options are benefit, deduction, and direct-deposit.

Once the user has selected the appropriate type, select the code to use in the line below. If necessary,
select a Separate Check code to use for this process.

Override — Selecting this option will override the current amount of the deduction, benefit, or direct
deposit and replace it with the amount entered in the fields below.

Additional — Selecting this option will increase or decrease the current amount on the employee record
by the amount entered in the fields below.

Enter the appropriate correction amount in either the Amount or Percent fields. To modify the gross
base the system uses to calculate a percentage benefit and/or deduction, enter the desired amount in
the Gross field. Click Save to exit the process, or Save/New to enter another entry.

HOURS REPORTS

The Hours Reports page lets the user print a variety of pay day reports to verify hours entries before
processing the payroll.

Hours Entry Worksheet — This is a worksheet-based report that allows the user to print an hours entry
sheet for departments to enter time for their employees for the upcoming payroll.
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Payroll Hours Register — This report allows the user to print an hours register for the specified pay batch.
The user would use this report to verify hours entered for each department and/or employee as it shows
the hours entered and detailed payment information for each employee.

Hours Exception Report — This report allows the user to print a report that lists employees whose hours
entered were outside normal hours criteria specified on the Jobs tab of the employee’s Workforce
Administration file. An example of exceptions would be an employee that had no time entered in the
batch, or had too much time entered for them. Exceptions listed on this report will not stop the payroll
from running as these are warnings for the user to check prior to proceeding.

To print a report, click on the name of the report and enter the required criteria.

CALCULATE ACCRUALS

Use this page to run accrual calculations for benefit hour amounts that have accrued for selected profiles
and apply the amounts to each qualified employee's accrual bank.

Calculate @

Pay Batch Process Dates
Effective Date  08/07/2012 e Step Qualifying Start Date 041152012 EH TR
Step Qualifying End Date 04/28/2012 :ﬁ
Anniversary Earned Date iz
Mon Anniversary Earned iz
Date
Accrual Profiles
Filter by Hours Category b
AFSCME - BONUS VAC -
AFSCME - COMP >
AFSCME - FURLOUGH =
AFSCME - PERS =
AFSCME - SICK »
EEEEEEEEEE ~ -

There are two tabs on the Calculate Accrual screen; a Calculate Tab and a Results Tab. The Calculate tab
allows the user to select the pay batch the accrual hours are to be uploaded to, the process date used to
calculate the correct accrual amounts and accrual profiles to be included in the accrual. Calculate the
correct accrual amounts and accrual profiles to be included in the accrual.

Effective Date — The date entered in the field will limit the selection of accrual plans and associated
profiles to those that are currently active and validated. Today's date is defaulted in this field, but it can
be changed accordingly. The recommended date is the last day of the pay period.

Step Qualifying Start Date and Step Qualifying End Date — The start and end dates that are used to
determine what step of a plan will be used when the accrual calculation is run. The calculation will use
this selection to determine the number of months each employee has worked and the accrual amount
earned. For anniversary type accruals, all employees who have anniversaries within this time frame will
have accruals calculated.

Anniversary Earned Date and Non-Anniversary Earned Date - Select the dates to be used as the earned
dates for anniversary and non-anniversary-based accrual calculations. These fields make it possible to run
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anniversary and non-anniversary accrual calculations at the same time. If an earned date has been
specified in the Accrual Profile set-up, a date is not required in this field.

Click in the Filter by Hours Category field to select the type of accrual the user wishes to calculate. The
selection made will filter the list of accrual plan profiles available for selection in the left (Available) multi-
select list box, located below the Filter by Hours Category field. The list will be sorted alphabetically and
will include only active, valid accrual plan profiles associated with the batch selected.

Select at least one plan profile using the jump arrows on the screen.

Click Submit to run accrual calculations. This process will take a few minutes to complete. Do not leave
the screen until the calculation is complete.

After clicking the Submit button, the user will receive a warning that says calculating accruals will
invalidate the payroll. This error is normal even if the user has not previously validated. Click Accept to
allow the Accruals to calculate.

[wIWTIEICH  Results ‘

[ Accrual Profile (Calculated Date Effective Date Earned Date Step Qualifying End Step Qualifying End User Name
[] AFSCHE-SICK 0810712012 08/0712012 0810712012 041812012 04i28/2012 NWS

[] CCOA-SICK 0810712012 08/0712012 0810712012 04152012 04i28/2012 NWS

[] DC-sICK 080712012 08i0712012 080712012 04182012 Ddi2ai2012 NWS

[] FIRE-SICK 0810712012 08/0712012 0810712012 041512012 04i28/2012 NWS

7] NON UNION - SICK 0810712012 08/07/2012 0810712012 041512012 04/28/2012 NWS

[ Options

€D

Note: Only employees whose employment statuses in Event Maintenance allow accruals will be included
in this calculation.

To view the results of the calculation, click the Results tab.

The grid on this tab contains the results of the last accrual calculations submitted from the Calculate tab.
Each row corresponds to a calculation, showing the name of the user who submitted the calculation, the
date of the calculation, effective date, earned date, qualifying date range and accrual profile. Rows are
sorted by User Name, followed by Calculated Date and Accrual Profile.

If the user needs to delete the hours created by the Accrual calculation, select the appropriate row by
selecting the box next to the appropriate line, and click the Delete button. The user can then make
corrections before re-running the calculation.

To generate and display a Calculate Accrual Register Report showing what was calculated for a selected
profile and hours category combination, select the appropriate row(s), and click the Print button.

CALCULATE LONGEVITY

The Calculate Longevity page lets the user calculate the longevity pay amounts for qualifying employees,
based on their length of time employed. This amount may be a flat amount or a percentage of the
employees' base pay.
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Calculate @

Pay Batch Process Dates
Effective Date  08/07/2012 iz | Step Qualifying Start Date  04/15/2012 HE
Step Qualifying End Date  04/28i2012 |
Earned Date :ﬁ
Separate Check A
Longevity Plans
AFSCME
Command »
Command 2
Deputy Chief
Elected Full Time -
FIRE B
Non Union
POAM
TERT 9

Note: If Longevity is calculated as an additional amount to an employee’s hourly rate, this calculation is
not needed. Only run this calculation if the employee receives a lump sum payment per pay period or a
pre-determined pay period per year.

Effective Date — The date entered in the field will limit the selection of longevity plans and associated
profiles to those that are currently active and validated. Today's date is defaulted in this field, but it can
be changed accordingly. The recommended date is the last day of the pay period.

Step Qualifying Start Date and Step Qualifying End Date — The start and end dates that are used to
determine what step of a plan will be used when the longevity calculation is run. The calculation will use
this selection to determine the number of months each employee has worked and the longevity amount
earned. For anniversary type longevity payments, all employees who have anniversaries within this time
frame will have longevity calculated.

Earned Date - Select the date to be used as the earned date for all longevity calculations. Longevity
earnings will be assigned through this date.

If longevity will be paid separately from a regular pay batch process, select the Separate Check code to be
used.

In the Longevity Plans section of the page, use the multi-select list boxes to select the longevity plans that
will be included in the longevity earnings calculation. Only employees associated with the selected plans
will have their longevity earnings calculated. Select at least one plan.

Click Submit to run longevity calculations. To view the results of the calculation, click the Results tab.

The grid on this tab contains the results of the last longevity calculations submitted from the Calculate
tab. Each row corresponds to a calculation, showing separate check data, plans, the number of
employees per plan, the name of the user who submitted the calculation, the date of the calculation,
effective date and process dates. Rows are sorted by User Name, followed by Calculated Date.

If the user needs to delete the amounts created by the Longevity calculation, select the appropriate row
by checking the box next to the appropriate line, and click the Delete button. The user can then make
corrections before re-running the calculation.

To generate and display a Calculate Longevity Register Report showing what was calculated for a selected
profile, select the appropriate row(s), and click the Print button.
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CALCULATE SICK INCENTIVE

The Calculate Sick Incentive page lets the user calculate the sick incentive pay amounts and/or time for
qualifying employees who did not take the entire allotted threshold of sick time.

Process Dates

Step validation | =

Earned :ﬁ
Qualifying Start |5/28/2010 ]
Qualifying End  |7/9/2010 G

Separate Check e

Available Sick Hours Categories: 13 Selected Sick Hours Categories: 0

OT - Overtime -
OTH LEAVE - Other Leave

PTO - Paid Time Off 2)
REG - Regular

VAC - Vacation

COMP - Comp Time

PERS - Personal

SICK - Sick

SICK B-COMMAMND - Excess Sick Bank
SPEC PAY - Special Pay

Bonus Sick - Bonus Sick 52

m

Gy

Step Validation - Compared with an employee's sick incentive start date to determine the months of
longevity service, this date must fall between the Qualifying Start and Qualifying End dates of the batch
selected.

Earned - This date must fall between the Qualifying Start and Qualifying End dates of the batch selected.
Sick incentive earnings or hour accruals will be assigned to this date.

Qualifying Start and Qualifying End - For employees that must work a minimum number of hours to
qualify for sick incentive, select the start and end dates of the comparison period.

If sick incentive calculations will be paid on a separate check from the main payroll, select the applicable
Separate Check code from the drop-down list.

From the Available Sick Hours Categories multi-select list box, select at least one sick hours category.
From the Available Benefit Groups multi-select list box, select at least one benefit group.

Click the Submit button to calculate the sick incentive amounts. When the calculation has completed, a
message box will open. Click OK to clear the message.

Click the Calculate Status button. The Sick Incentive Calculations page will open, showing how sick
incentive calculations were run for the pay batch. To print the Sick Incentive Register Report, select the
applicable rows and click Print.

CALCULATE FLSA

The Fair Labor Standards Act (FLSA) mandates that employees who accumulate more than a specified
number of hours worked during a given week or pay period must be compensated for the overtime hours
at one and one-half times their regular rate. This law is meant to compensate employees who work
uncommon hours and shifts.
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Process Dates Select By

Earmed | [“IHours Entry Reason
Qualifying Start  4/1/2012 i Pay Batch
Qualifying Eng /1472012 G|
Period Start ]
Period End izt
FLSA Code -

Pay Batches

Pay Batches (04/01/2012 - 04/14/2012)

B - 2012-8
R-20124 | 2

Excluded: 2 Included: O

Based on codes set up in Maintenance, the Calculate FLSA page lets you calculate the FLSA pay amounts
for qualifying employees.

Earned - Select the date the FLSA earnings will be applied. This date must fall between the Qualifying
Start and Qualifying End dates of the batch selected.

Qualifying Start and Qualifying End — These dates limit the FLSA earnings calculation to a particular range
of work dates. If the user is running the FLSA calculation for a five day FLSA period, this calculation will
need to run twice in a pay period.

Select the FLSA Code that will be used to reflect the FLSA pay calculations on the employee timesheet.

Note: If the user would prefer to enter a specific rate to be paid for FLSA instead of the calculated rate,
the Payroll section of the Workforce Administration Jobs tab contains an FLSA Rate field for overriding
the pay amount.

The Hours Entry Reason and Pay Batch check boxes under the Select by header open multi-select list
boxes containing hours entry reasons and pay batches that may be included separately in the FLSA
calculation; for example, if the pay period qualifying start date were noon on Friday and the qualifying
end date were 11:59 p.m. two Fridays later, one hours entry reason may pertain to week 1, covering a.m.
hours, and the other may pertain to week 2, covering p.m. hours. These selections and the qualifying
date range will enable the FLSA calculation to be separated accordingly.

Click the Submit button to calculate the required FLSA payment.

Click the Calculate Status button. The FLSA Calculations popup will open, showing how FLSA calculations
were run for a particular pay batch.

To run the FLSA Register Report, select the rows to be included and click Print to generate and display the
report.
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CALCULATE ACCRUAL PAYOFF
Calculate ﬁ

Pay Batch Process Dates

Effective Date 08/08/2012 i Balance As Of i
Work Date tﬁ

Select By Accrual Profile -

Accrual Profiles

Filter by Hours Category b

AFSCME - BONUS VAC a
AFSCME - COMP »
AFSCME - FURLOUGH —
AFSCME - PERS

AFSCME - SICK

AFSCME - VAC

CCOA- COMMAND

CCOA- COMP

CCOA-PTO

CCOA- SICK

CCOA-SICKB

CPT-FURLOUGH

CFT-PTO 4
DC - COMMAND = [

Available: 37 Selected: 0

The Calculate Accrual Payoff page lets the user make payments to employees for accrued benefit time.
Use this function if an employee terminates employment or a contract requires remaining benefit time to
be paid off periodically.

Effective Date - The date entered in the field will limit the selection of accrual plans and associated
profiles to those that are currently active and validated. Today's date is defaulted in this field, but it can
be changed accordingly. The recommended date is the last day of the pay period.

Balance As Of - Date used to determine the balance that will be paid. The system will compare the date
entered to the Accrual balance on that date. The default entry is the last day of pay period.

Work Date - Date the balance will be paid on the employee(s)’ timesheet. The default entry is the last day
of pay period. This date must fall within the current pay period.

Select By - Determine whether the payoff will be made for a particular employee or accrual profile. The
default selection is Accrual Profile. If the Employee value is selected, choose the Employee for whom the
payoff will be made.

The bottom-half of the tab contains a Filter by Hours Category field for the selection of the accrual type
hours category and multi-select list boxes for the selection of the accrual profiles that will be used in an
accrual payoff calculation. Click in the Filter by Hours Category field to select from a list of valid hours
categories. Your selection will filter the list of accrual profiles available for selection in the left multi-
select list box. The user must select at least one profile.

Click the Submit button to run accrual payoff calculations for employees in the criteria selected. To view
the results of the calculation, click the Results tab.

The grid on the Results tab contains the results of the last accrual payoff calculations submitted from the
Calculate tab. Each row corresponds to a calculation, showing the name of the user who submitted the
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calculation, the date of the calculation, effective date, earned date, qualifying date range and accrual
profile. Rows are sorted by User Name, followed by Calculated Date and Accrual Profile.

If a calculation contains errors, select the appropriate row, click the Delete button, and make corrections
in the accrual profile setup and /or the employee Employment dates.

To generate and display an Accrual Payoff Register showing what was calculated for a selected profile
and hours category combination, select the appropriate row(s), and click the Print button.

ROLL ACCRUAL HOURS

Use this page to calculate the year-end or periodic accrual hour adjustments for Employees. Using the
date ranges entered, the calculation carries to the next year (or pay period) not more than the amount
defined as a cap. The excess hours may do the following: be lost (reduces the accrual bank with no
financial gain to the employee), be paid out to the employee while reducing the accrual bank, or it may
be distributed among one or two other accrual categories. The action the system will take is defined
during the set-up of the Accrual Profiles.

Posted and unposted records are used in determining each employee's accrual balance for each profile.

Calculate E

Pay Batch Process Dates
Effective Date  08/08/2012 i Waork Date i
Anniversary Start Date :ﬁ
Anniversary End Date iz
Roll As OF i
Accrual Profiles
Filter by Hours Category b
AFSCME - BONUE VAC a
AFSCME - COMP >
AFSCME - FURLOUGH i
AFSCME - PERS 3
AFSCME - SICK »
AFSCME - VAC
CCOA - COMMAND
CCOA-COMP
CCOA-PTO
CCOA-SICK
CCOA-SICK B -«
CPT-FURLOUGH
CPT-PTO 4
DC - COMMAND 2 .
Availables 37 Selected 0

Effective Date - The date entered in the field will limit the selection of accrual plans and associated
profiles to those that are currently active and validated. Today's date is defaulted in this field, but it can
be changed accordingly. The recommended date is the last day of the pay period.

Work Date - Date the balance to be rolled will be reflected on the employee(s)’ timesheet.

Anniversary Start and End Date — Dates that the system will look at to determine which employees’
balances to calculate. If the user wishes to include all employees in this calculation, enter the first and
last day of the year.

Roll As Of — Date that identifies the last date in the period to use the specified accrual bank.

Click in the Filter by Hours Category field to select from a drop-down list of valid accrual categories. Select
at least one plan profile and click the right-arrow button to move the selections to the right box. Click the
Submit button to run the calculations. To view the results of the calculation, click the Results tab.
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The grid on this tab contains the results of the last roll accrual calculations submitted from the Calculate
tab. Each row corresponds to a calculation, showing the name of the user who submitted the calculation,
the date of the calculation, effective date, earned date, qualifying date range and accrual profile. Rows
are sorted by User Name, followed by Calculated Date and Accrual Profile.

If a calculation contains errors, select the appropriate row, click the Delete button, and make corrections
in the accrual profile setup and /or the employee timesheet.

To generate and display a Roll Accrual Register showing what was calculated for a selected profile and
hours category combination, select the appropriate row(s), and click the Print button.

CALCULATE ACCRUAL POOL CONTRIBUTIONS

Accrual Pools is an accrual bank for donated hours, usually sick, to be used by another employee at a
later date as needed after that employee has depleted their bank of the specified hours. This calculation
determines the amount of time that each employee will donate if they are required to give a specified
amount of time to the pool per calculation period.

Override Confribution Amount Process Dates

Step Validation :ﬂ
Eamned Date Type ~ Other -
Eamed i
Qualifying Start 4172012 |
Qualifying Eng  4/14/2012 |
Accrual Pool -
1
b\éiilable Benefit Groups: 0 Selected Benefit Groups: 0
>
»)
Y
<

Override Contribution Amount - If a number is placed in this field, the system will replace the calculated
amount of time with the number entered in this field.

Step Validation - This is the date that the system use to determine what number of hours will be donated
to the Accrual Pool.

Earned - The work date to which accrual earnings will be assigned. This date must occur between the
start and end dates of the batch selected.

Qualifying Start/End - The dates that the system uses to determine the number of hours worked during
that time frame. The number of hours worked will affect the amount of time donated.

Accrual Pool - The accrual category where the hours donated are going. This category is usually identified
as Donated.

Add the Benefit Groups that are to be calculated and click the Submit button at the bottom of the screen
for the system to run the calculation.

/58 s hew world



The Calculate Status button opens the Accrual Calculations page, where a grid shows how accrual
calculations were run for the selected pay batch.

If a calculation contains errors, select the appropriate row, click the Delete button, and make corrections
in the Benefit Group set-up.

To generate and display a register showing what was calculated for a selected profile and hours category
combination, select the appropriate row(s), and click the Print button.

VALIDATE

Once payroll has reviewed and edited all hours and all one-time processing has been completed, the pay
batch should be validated (calculated).

Optional Selection Criteria

Department hd

Employee A @

The validation process ensures all general ledger accounts expensed during payroll are set up and valid. It
also ensures employees do not have zero hours, garnishments equal deduction amounts, effective date
ranges are valid and more.

Department — Use this field to validate hours for a single department

Employee — Use this field to validate hours for a particular employee and not the entire batch. If you
have already validated the payroll, but made a change to a person’s hours or setup, you can validate the
employee individually by filling in the employee name in this section. This will shorten the time it takes
for the payroll calculation.

To validate all employees in the batch, leave both fields blank and click the Submit button. A Payroll
Validation Calculation Results report will be generated and sent to myReports. The report may take a
few minutes to complete.

Two reports can be generated:

Payroll Validation Report — This report will show a summary of the employee earnings. It also lists any
employees that were not able to validate and why.

Payroll Validation Setup and Error Report — This report will show only the validation errors and will only
appear if there are errors.

Note: To complete the Payroll Process, all employees must be validated.

To fix employee validation errors, go back to Centralized Hours Entry.

To make corrections to hours records that were not validated, select the Not Validated Only check box in
the search options.
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Click the Search button to populate the grid with non-validated employees only. Click on the red “X”
populated by the employee’s name to get the specific error for that employee. Corrections will have to
be made to either the employee timesheet or other areas of the system to fix the error.

The user will need to Validate again after all records are reviewed and errors are cleared.

PAY DAY REPORTS

The Pay Day Reports page lets the user select the pay day reports to be printed for a particular pay batch.

All of the final reports that are run during payroll processing are listed here. Only validated employees
will show up on these reports.

All of these reports will be available in history after the payroll is posted. Therefore, it is not necessary
for the user to print all these reports each pay period.

Pay Day Register — Allows the user to view all calculations for the employees and view what the check
will reflect. The employee’s detailed pay information, taxes, benefits, and deductions are shown.
Moreover, the amount of money going to the employee’s direct deposit is shown. At the end of the
report, it gives a summary page of totals for all hours codes, deductions, taxes, benefits, and banks for all
employees.

Earnings Register - Allows the user to view a summarized report of the gross pay, taxes and deductions
for each check created for the selected pay batch. Similar to the Pay Day Register, just in a condensed
version.

Benefit Register - Allows the user to view a report of selected benefits and associated payments for all
employees in the batch. Also allows the report to be ran including the Social Security numbers and/or
Life-to-Date/Year-to-Date numbers.

Deduction Register - Same as the Benefit Register concerning employee deductions

Cafeteria Plan Register - Allows the user to view a report regarding employee’s benefits/deductions that
are taking part in the organization’s cafeteria plan. The Cafeteria Plan module must be purchased and
operational for this report to function.

Tax Register - Allows the user to view a report that gives specific tax information for all
employees/departments included in the pay batch.

Worker’s Comp Register - Allows the user to view a report that lists totals of Worker’s Comp payments for
employees/departments.

Journal Register - Allows the user to view a report listing the General Ledger entries based on specified
criteria for the pay batch.

Project Journal Register - Allows the user to view a report on a specific payroll all the related expenses
broken down by the projects the payroll activity is associated with. It is intended for use by project
managers to analyze payroll-related expenses for the projects they are responsible for. During the hours
entry process, Projects would have to be assigned to hours codes for this report to function.

Payroll Budget to Actual - Allows the user to view a report that determines if the payroll will create an
over-budget situation when the payroll is posted to the general ledger. The user can make necessary
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budgetary adjustments prior to posting the payroll, preventing any over-budget messages from
displaying when the journal is later validated.

One Time Processing - Allows the user to view a report that lists any one-time processing deductions,
benefits, or direct deposits completed during the payroll process.

Deductions Not Taken - Allows the user to view a report of any employees in the pay batch that did not
have deductions taken from their check due to an insufficient balance.

Direct Deposits Not Taken - Same as Deductions Not Taken report in regards to employee’s Direct
Deposits.

PAYMENT PROCESSING

The Payment Processing page lets you assign check/EFT numbers to employee paychecks and generate
the payment registers associated with them. It is also from this area that the ACH and Positive Pay file
will be created.

Note: Only one Payment Processing batch can be in progress per bank. If there are any other batches in
progress, these will need to be posted prior to proceeding.

Create Payment Register

Print Payrall Cash Requirement Listings
Bank Account Information

Bank Azcount | 2 - Payroll Clearing W
Direct Deposit Stub Format — Payroll

-

Starting Check Number | 3,124

@ ﬁm B

Bank Account - Select the Bank Account from which payroll checks will be issued. If a bank account was
not specified in Company HR Settings, Not Specified will be displayed in the field. Otherwise, the account
selected will be the default on this screen.

Starting Check Number — The first number the system will use when creating a check register. This
number will be updated automatically as payments are posted in the system. Prior to clicking Submit,
the user will want to verify that the check number listed matched the pre-printed check stock number (if
applicable).

If all employees have been validated, click the Submit button to generate and send the Payment Register
to myReports. If not all employees are valid, the system will not allow the user to proceed with
processing.

Upon clicking Submit, the system will re-direct the user to the Payment Processing screen where the user
can view payroll batch information, including the number of checks/EFTs to be printed and the Batch
Total amount.

%
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ACH | Pasitive Pay| BankAccount Date . Checkg Printed | EFT_Printed | Batch Total
7641 - Payroll Disbursements 1012112011 5 94 $125,914.20

Cosoo Y-iuen L inc] enunbr ] cins ] —Ena Cnimatns—] e

Register — A copy of the Payroll Register was sent to MyReports upon clicking submit on the initial screen.
However, if the user requires another copy of the register, it can be printed here.

= : = ————
£ LogosNET -~ Webpage Dialog 1 [ . . =]

Email Payment Confirmations

Payment Type  Checks v  Email Address Al -

[scacn Y e ]-canc.

Confirmation Defaults Include

Sender Bank Information

Bank Account Information

Subject
Message g eSuite Link =

||| Transaction Numbei Payee Name EMail Address Payment Type
0 215431 Lieser,Tre S Check

Cenas ] conaanssing s

Email Confirmations — Allows the user to send employees a confirmation that their payroll was completed
and sent to the bank. The email can be customized to include the employee’s bank information, bank
account number, and/or include a link to the eSuite page to review the payroll check. Only employees
with an email address stored in their Workforce Administration file are eligible to receive this
confirmation.

B Logos T D age D00 s - t

Create Positive Pay File

Bank Payroll - Payroll Clearing
Source  Human Resources
Date 08/30/2012
Export File Type -
Include Cash GiL Distribution Information [
Include EFT Transaction Types

i ] cancel |
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Positive Pay — Allows the user to create a file that is sent to the bank for verification on which checks are
approved for the bank to process.

Choose the export file from the drop-down menu. Verify with your bank if you need to check the two
options on this screen and click the OK button.

Navigate to MyReports and click the Payments-Create Positive Pay file report in the list. Click Save in the
dialog box and select the location where the user wants to save the Positive Pay file. Once this file is
saved the user will complete the Positive Pay transmittal following pre-determined bank guidelines.

Payroll Manager - Payment Processing

Create ACH Transmittal File

Export Type Standard ACH -

ACH Transaction Date i
Include Offsetting ACH Entries
Print ACH Transmittal Report
Originating Company
ACH MName

Immediate Origin Type | Federal Tax 1D

Immediate Origin
Originating Bank

ACH Name

Routing Mumber
CResei.
ACH — Allows the user to create an electronic file that will be sent to an automated clearing house.

To create the .txt to send to the bank, select the export type and enter the ACH Transaction Date. The
ACH Name will default from the Company Suite Settings. This information should not need to be
changed.

Select the Immediate Origin Type. This information is determined by the bank’s ACH criteria and the user
should know which to use. Enter the appropriate Immediate Origin Number based on the option chosen
above. The Originating Bank information will default from the bank selected when the payment batch is
created.

Click the Create button at the bottom of the screen, and the ACH file will be sent to My Reports where it
can be saved from there.

Select the box next to Print ACH Transmittal Report for a report detailing the information included in the
Axt file.

Navigate to My Reports and click the Payments-Create ACH file report in the list. Click Save in the dialog
box and select the location where the user wants to save the ACH file. Once this file is saved the user will
complete the ACH transmittal following pre-determined bank guidelines.

Renumber — If checks need to be renumbered checks in the event there is an issue with the printing, the
user can navigate here to renumber the checks and recreate a new Payment Register.
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In the Start Renumbering at Check Number field, enter the number of the check at which the
renumbering will start. Then, type the first Check Number of the renumbered checks. Six digits is the
maximum length.

If an updated Payment Batch Register needs to be sent to myReports, select the Reprint Revised Check
Register check box.

Click OK to renumber checks. If Reprint Revised Check Register is checked, a revised Payment Batch
Register will be produced, showing the newly assigned check numbers.

Print Payments

Bank Payroll - Payroll Clearing  Starting Check Mumber 215449
Source  Human Resources Number of Checks 16
Date  05/03/2012 Number of EFTs 328

Selectto Print M
Print All Checks [/
Check Format Override

Override Check Format
Check Message
Standard Message -

o] o

Print — Area in which employee Checks and /or EFTs are printed.

In the Select to Print field, select whether to print checks, EFT stubs or both. Selecting Checks displays
and enables the Print All Checks check box. If the user wants to print all checks in the pay batch, select
the Print All Checks check box. This is automatically checked by default.

If the user only wants to print a range of checks, uncheck the box, and enter the range of check numbers
in the From Check and To Check fields.

If you want to override the check format when printing payments, select the Override Check Format
check box. This most often occurs when Accounts Payable and Payroll share the same bank and the AP
check is the default on the bank. This override must be populated with the HR check name, or the checks
will not print.

To add a message to be printed on the employees’ check, type in the desired note in the Standard
message field. This message can be printed on the checks and/or the EFTs. Click OK to process
payments.

Once payments have been processed successfully, the Payment Processing page will reopen, showing a
Printer icon in the Printed column next to the Checks and EFT columns. Navigate to MyReports to print
the files.

Delete — Once a Payment Processing batch is initialized, no further changes are allowed to be employee
timesheets. In the event a change is needed, the user will need to delete the processing batch to allow
for employee modifications. The user will receive a warning prior to deleting the batch if Checks/EFTs
have been printed and/or an ACH file has been created. Accept this warning to continue.
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POST PAYROLL

Journal Information

Fiscal Year 2011
G/ Date 09M6/2011 :ﬁ

_submit_J Reset

The Post Payroll page lets you post a completed payroll and generate a journal entry to update to the
General Ledger. This option is available only after you have printed the Checks, EFTs, and ACH file from
the previous screen. The system will not allow the user to post payroll if those items have not been
completed.

Fiscal Year - The Fiscal Year of the journal to be created. The next available journal number will be
retrieved from the Next Journal Number field on the Counter tab of the Company Suite Settings page.

G/l Date — Date that will be assigned to all journal transactions created by the payroll posting process.

Click Submit to post the payroll batch and create a journal entry and the disbursement items to be paid
through Accounts Payable. A popup will open to tell you when the payroll has completed. Click OK and
the Payroll Manager Home page will reopen.

If you want to view the payroll you have posted, navigate to the Journal List page in Financial
Management.

POST PAYROLL PROCESSING

DISBURSEMENT ITEM LIST

Disbursement ltem List

Vendor | Description [ Type |code | Amount Check Date | =
264 - CANTON COMMAND OFFICERS ASS0 Command Officers Union Dues Deduction CCOA $595.00 04/19/2012 =
1039 - INTL ASSOCIATION OF FIREFIGHTED Fire Union Dues Deduction FIRE $1,510.00 04M19/2012
1586 - POAC Police Officers Union Dues Deduction POAC $2,330.50 04/19/2012
2216 - AMERICAN FAMILY LIFE ASSURAMNCE AFLAC Post Tax Deduction AFLAC -POST $548.93 04M9/2012
10310 -MERS MERS - DB Elected Officials Deduction MERS ELECTED $681.82 04/19/2012
10310 - MERS MERS - DB Command Officers Deduction MERS COMMANC $8,395.07 04M9/2012
10310 - MERS MERS - DB Fire Deduction MERS -FIRE $19,383.81 04M19/2012
10310 -MERS MERS - DB Merit Deduction MERS MERIT $1,892.12 04M19/2012
10310 - MERS MERS - DB AFSCME Deduction MERS AFSCME $1,325.00 04M19/2012
10310 - MERS MERS - DB TPOAM Deduction MERS TPOAM $740.00 D04M9/2012
10310 -MERS MERS - DB Deputy Chiefs Deduction MERS DC $1,369.70 04M19/2012
10310 - MERS MERS - DB POAM Deduction MERS POAM $18,117.53 04/19/2012
10310 - MERS MERS Defined Contribution Plan Deduction MERS Def Contr $12.00 04M19/2012
10310 - MERS MERS Hybrid Deduction MERS - Hybrid $361.48 D04M9/2012
1232 - CHARLES SCHWAB & COMPANY Charles Schwab & Co Inc. Deduction SCHW $2,184.00 04M19/2012 -

i)

This is a listing of all the vendors that were included in in the payroll batch for benefits, deductions, and
taxes. Disbursements are listed here by check date until they are paid in Accounts Payable under
Financial Management. Benefits that are selected with the box Do Not Create Disbursements under the
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Maintenance screen will not appear in this window. Once paid, the disbursements will disappear from
this list automatically.

If the user does not want to pay a specific disbursement listed here, highlight the line, and click Delete.

To print a report listing the Disbursements, click on the Print button at the bottom of the screen.

Disbursement Edit Listing

From Check Date o Disbursement Type
To Check Date i Deductions
Vendar v Benefits
Taxes

Lot _Cascal

In the search criteria, the check dates that the user wants to see the disbursement listing for is required.
To see only the disbursements for one check, enter the same date in both fields. Leaving the Vendor
field blank will list all of the disbursements regardless of vendor. The user must select at least one type
of disbursement. Navigate to MyReports to view and print the files.

DEDUCTIONS NOT TAKEN

This listing shows all the deductions that were not able to be taken from employees’ checks on a per
payroll basis. The items listed here are the same codes that appear on the Deduction Not Taken Register
that can be printed in the Pay Day Reports. Employees that are not brought into payroll (and therefore
did not receive pay) will not appear on this list.

Any deductions on this list will be brought into the payroll if the Create One-Time Deductions box is
selected during the initialization of the payroll. If this box is not selected, these deductions can still be
brought into the payroll individually through One-Time Processing. Once the deduction is paid, they will
be removed automatically from the list. If only a portion of the deduction can be paid, the amount will
be reduced on this list until it is paid in full.

If employees are making other arrangements to pay the amounts in this list, the user can delete the
employee from the list by highlighting the appropriate line and clicking the Delete button at the bottom
of the screen.

DIRECT DEPOSITS NOT TAKEN

This listing shows all the Direct Deposits that were not able to be taken from employees’ checks on a per
payroll basis. The items listed here are the same codes that appear on the Direct Deposit Not Taken
Register that can be printed in the Pay Day Reports. Employees that are not brought into payroll (and
therefore did not receive pay) will not appear on this list.

Any direct deposits on this list will be brought into the payroll if the Create One-Time Direct Deposits box
is selected during the initialization of the payroll. If this box is not selected, these direct deposits can still
be brought into the payroll individually through One-Time Processing. Once the direct deposit is paid,
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they will be removed automatically from the list. If only a portion of the direct deposit can be paid, the
amount will be reduced on this list until it is paid in full.
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