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INTRODUCTION

Welcome to the new world ERP Workforce Administration Guide. This manual will guide you through
both the setup and processing aspects of the Employment and Payroll Data tabs housed in Workforce.

The guide is divided into two sections.

The System Administrator’s Guide will focus on the set-up components necessary to access and create
new employees within new world ERP. This will include detailed information on “master files” that must
be set-up such as benefits, deductions, taxes, banks 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 and workflow of how to maintain and update employee
records in the Personal, Employment, Jobs, and Payroll Data tabs in Workforce Administration. It will
demonstrate the proper sequence of effective dating and creating employment events. Included in the
section there 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 DAY SETUP FREQUENCIES

When creating employees and managing employee’s personal data, there are several set-up processes
that will need to be implemented before any employees can be created.

Maintenance > Human Resources > Pay Day Setup > Frequencies

Frequencies

T o T T T T R N
T e I I NN N B
v 1st & 2nd 24 Times Per Year v v
v 2nd Second Check of Month ¥4
v A A Short Week v
v B B Short Week v
v BONUS Bonus Check v
v BONUS B First Check v
v c C Short Week v
v Every All Checks v v v
[ New | [ print |

The frequency table shown above will dictate how often a deduction, benefit, or scheduled hours will
occur in payroll. The frequency of these actions will be applied to each deduction, benefit and schedule
set up in new world ERP.
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New — This button will create a new frequency option. There will be a code designated to the new
frequency, a description, and the pay period number of the month that it will be utilized.

BANKS

Here is where all of the bank information is housed for new world ERP including all of the direct deposits
that will be set up on the employee’s record.

Maintenance > new world ERP Suite > Banks

Bank List

& American Bank & Trust

#- American Express Centurion Bank
o} Appalachian Federal Credit Union
= Ashley Test Bank

# Auburn Banking Company

@ Auto Truck Federal Credit Union
& B & W Federal Credit Union

i B of | Federal Bank
® Bancorp Bank (T-mobile)
# Bank of America

i Bank of America - BG KY

& Bank of America - TN

@ Bank of America - TX

[ Bank of America Ardington, TX
& Bank of America-New York
& Bank of Caneyville

#- Bank of Columbia

& Bank of Dickson

[# Bank of Edmenson County

ltems: 1 - 50 of 193

Routing Number | Accounts | ACH Bank Name
122244134 1 test ACH
033908323

124071839
2421861380

083903661

283078634
283078697
264171241

031101169
114000653
103000017
064000020
111000025
063100277
021000322
083904539
033903098
064108236
083907560

Pageﬂou Next Page =

(== | = =

New — this button will allow you to add banks in new world ERP. The banks created will be a major part
of the employee direct deposit setup under the payroll data tab in Workforce.

Once the level descriptions have been defined, the Transactions check box can be checked if applicable
for any level of the budget. Transaction based budgeting is a more detailed, optional way to make
budget entries where, instead of entering a budget amount by GL account, the budgeted amount by GL
account is calculated based on any number of Transactions that are created for the line item. Each
transaction consists of a Description, a Cost per Unit and the Number of Units.

If the Position Budgeting module is being utilized,check the budget levels where the amounts calculated
in Position Budgeting will be swept in the Annual Budget process.

VALIDATION SETS

new world ERP has validation sets that will need to be set up to define values for multiple fields
throughout the Workforce portion of the Human Resources menu. All validation sets are numbered to
help assist in the process of locating them efficiently.
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Maintenance>new world ERP Suite>System>Validation Sets>Validation Set List

Validation Set List
2

Validat t Alternate e Type Validation Set Alternate Usage T
Document Type Aegis/M5P Document Extension:
3 State State
4 Gender Gender
5 Race Race
B Employee Type Employee Type
Employee Class Employee Class
] EEQLC Function EEOC Function
9 EECLC Category EEOC Category
10 Pay Group Pay Group
11 Withholding Status Employee Tax Withholding Statu
12 Marital Status Marital Status
13 Project Category Project Category
14 Inactive Reason Project Inactive Reason

15 Project Manager Project Manager
(en [ oetete ] reresn | contert ] vaies |

New — This will create a new validation set.

Delete — This will delete a selected validation set

Refresh — This will refresh any data that was manipulated

Context — Will display where the values are associated in new world ERP
Values — This will display all of the existing Values of the Validation Set

There are several validation sets that will need to be completed before employees can be created or their
personal data can be managed.

The Personal Tab uses the following Validation Sets. Entries in bold are required when creating a new
employee.

¢ Employee Name Title (367)

Name Suffix (24)

e Employee Address Type (371)
e Gender

e Race

¢ Marital Status
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¢ Military Branch (372)

e Veteran Status (373)

¢ Employee Education (71)

¢ Major (72)

e State (3)

¢ Email Type (387)

¢ Relationship (124)

¢ Removal Reason (134)

¢ Employee Phone Type (370)

e Skill - Unit of Measure (19)

¢ Skill — Equipment/Application (20)

¢ Operator License Type (41)

¢ Employee Inventory (70)
There are six validation sets that will be used on the Employment tab of Workforce Administration:
Validation set number 39 - Employee Status: controls the primary status of employees.

Validation set number 368 - Employee Status Event: allows an event to be tracked on the employee
record to signify a change to his or her status.

Validation set number 369 - Employee Status Event Reason: allows you to attach a reason for the
employee status event.

Validation set number 6 - Employment Type: labels the employee as either full time or part time, or any
other variation that is created to categorize employees.

Validation Set number 7 - Employment Class: will help further define an employee’s categorization with
additional information of the user’s choice.

Validation Set number 376 - EEOC Employment Type: helps to place the employee in the correct
category for the Equal Employment Opportunity Commission reporting.

The Jobs Tab uses the following Validation Sets. Entries in bold are required when creating a new
employee.

¢ Job Event (374)

¢ Job Event Reason (375)

¢ EEOC Category (9)

¢ EEOC Function (8)

¢ Benefit Exception Code (386)

¢ Longevity Exception Code (383)
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¢ Pay Group (10)

EMPLOYMENT STATUS EVENT MAINTENANCE

Employment Status Event Maintenance is where connections are made between the Status, Status
Events and the Status Event reasons.

Maintenance>Human Resources>Event Maintenance>Employment Status Event

Employment Status Event Maintenance
Employment Status Events
Payrall Mass/Stap Rate
Employment Status it Status Event Open Enroliment Initialization Accruals Terminated Increase COBRA

7< Active ] m} ~ m}
7< Active Administrative Leave wit... 1 |
7 active Administrative Leave wit... ] O
7 Active Demotion O O
7< Active Disability Leave Bank ] ]
7 Active Disciplinary Notice O O
7 Active End of Probation O |
7 Active FMLA ] O
7< Active FMLA Leave without Pay O O
7 Active Injury Leave with Pay ] ]}
7< Active Injury Leave without Pay O ]
7 Active Leave Without Pay O O
7 Active Maternity/Patemity Leave ] ]
7 Active Military Leave | |

Employment Status Events — This tab contains the values of all status and status events created in the
validation sets. Here, the status can be linked to a particular status event and the available options for
the status to be eligible for an open enrollment process, payroll validation, leave hour accruals, mass step
rate increase, retro pay, or even termination, leaving the status to be ineligible for any option.

Event Reason — The event reason tab will be used in much the same way as the Employment Status Event
page. This screen will display the employment status event and the event reason that will be linked to it.

SEPARATE CHECK CODES

Separate Check Codes can be used to create separate checks for different hours codes in a schedule or
for separate checks in the direct deposit setup in Workforce Administration.

5/54
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Maintenance>Human Resources>Pay Day Setup>Separate Check Codes

Separate Check Code List

V’ California State Tax

V' Fedstate Federal/State taxes only \/
v Incentive Fire and Police Incentive Check v
V’ Manual Check Manual Check for Payouts V’

v/ Manual Check 2 All Deductions v

V’ MedicareOnly Medicare Only

v Misc Misc Correction v v
v Payment Payment without Health Benefits v v
v Payout Payout v
V’ Payout 2 Payout 2 \/
\/ Payout 3 Payout 3 \/
\" Payout no Taxes Payout with no Taxes or Retireme \" v

vew | octete | retresn ] export ] prnt

This screen will allow for the creation of separate check codes that contain different criteria for checks
that will be created through the Payroll Manager.

USER-DEFINED FIELDS (UDFS)

User defined fields can be used in Employment Tab of Workforce Administration to capture additional
personal information or State required information for reporting purposes. To set-up User Defined
Fields, go to the User Defined Field list screen.

Maintenance>new world ERP Suite> Security>User-Defined Fields

User-Defined Field List

Record Type IE"anoyee Employment Maintenance Type |Attributes
Section Header Attribute Name Data Type .
2016 ¢12-DD Monetary A
CADefinedBenefitPensionFormula Text
IN Submission Unit Fund Validation Set
1's new field Check Box
Rehire Eligible Check Box
Last Dray Worked Date
Pay Employee for Accrued Leave Check Box
Employee Cleared of Property Res Check Box
CERS Text
First Aid Responder Check Box
DOT Random Drug Testing Check Box
WA ‘WA Ret Plan Code Text
WA WA Ret Reporting Group Text
Wa WA Ret Type Code Text Vv
WA Ret Eligibility Start Date Date

WA
I 3

First, select the appropriate Record Type. The Record Type for Workforce Administration is Employee
Employment.

6/54

’5:. new world

a tyler erp solution



The User-Defined Field (UDF) Mass Update Add-In supports SSL, HTTP and all types of UDFs. Logos.NET
Server Protocol, a new field on the new world ERP UDF Mass Update Login panel, lets you select HTTP or
SSL.

You may update the following types of UDFs:
e Check Box
e Date
¢ Monetary
¢ Quantity
e Text
e Validation Set

¢ Numeric

CREATING SECTION HEADERS
The ability exists to categorize UDFs by Section Headers for organized presentation on the UDF screen. If
a substantial number of UDFs are to be utilized, this can be helpful.

If UDF Section Headers are desired, they can be set-up by selecting the Maintenance Type of Section
Headers.

UDF Maintenance Type designation

User-Defined Field List

Record Type IE"ﬂponee Employment Maintenance Type ISectim Headers

e |
1WA

To add a Section Header, click the New button.

UDF Section Header Add window

User-Defined Fields Section Header
User Defined Field Section Header

Section Header |

Sequence Number I .
Lox [ cancer

The Section Header description should contain the description of the category.
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CREATING USER-DEFINED FIELDS

To add user defined fields, change the Maintenance Type to Attributes as shown below, then click the
New button to add a new field.

The pop-up below will appear:

Adding a User Defined Field

User-Defined Fields

User Defined Field Attributes

Mame |
Section Header I
Sequence NMumber I .

Data Type |Text

Maximum Length

Required [ |

m Cancel

Name — This is the title of the User Defined Field.
Section Header — If appropriate, select the Section Header

Sequence Number — This will determine the order in which the field is presented within the section
header.

Data Type - This is a drop-down with the following options:

User-Defined Fields

User Defined Field Attributes

MName
Section Header I
Sequence Mumber I .

Data Type

Mumeric
Maximum Length | pate Time

Validation Set

Check Box

Lox | concer JNEEEEE
Quantity

Reqguired

The UDF Date Type Drop-down window options are:

. hew world
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Text — Select this option if the desired field should be free form text. If selected, an additional field will
request the maximum number of allowable characters for the field. The options for this entry are 1 to
999.

Numeric — Select this option if you wish to have a number entered in the user defined field. If selected,
an additional prompt will request the minimum and maximum allowable values. These can be set to
negative amounts if desired.

Date/Time — Select this option if you wish to have a Date/Time for the User Defined Field.

Validation Set — Select this option if you would like the UDF to present the user with a drop down from a
validation set. If selected, an additional prompt will require specification of the validation set to use. If
an additional validation set is required, go to Maintenance>new world ERP Suite>System>Validations
Sets>Validation Set List and click New to create an additional validation set and its entries. A unique
(unused) number will be required for any new Validation Sets created.

Check Box — Select this option if you wish the UDF to be a simple True/False utilizing a check box.

Monetary — This allows for entry of a monetary figure. If selected, the user may specify the desired
number of decimal places which can be useful for per unit information.

Quantity — Select this option if you wish to record quantity information in the UDF. If selected, an
additional prompt will request the number of decimal places to be recorded.

Required — The Required check box will only require that a user put an entry into that field when
accessing the UDF screen in Budget Maintenance. It does not require that the user actually access the
screen and it does not set a requirement in the system that the UDF is completed to advance or adopt
the budget.

After creating the desired UDFs, the list of UDFs will populate the User Defined Field List screen. They
can be edited or changed by clicking on the Attribute Name to re-open them.

DEDUCTIONS

When deductions are applied in the Payroll Data tab, the available deductions for selections will come
from the list of deductions created during the setup process.

Maintenance>Human Resources>Deductions and Benefits>Deductions
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Deduction List
Deduction

Code ‘ Calculation Method |Amount per Hour .

Description Amount
Active Maximum
Include in Benefit Plan  [] Met Pay Minimum

Last Processed Date  NOT USED imit Type  |Vear-To-Date
Effective Date GII A D‘D Limit Amount

Start Date [

Deduction Type  [standara

User Defined Start Date

B
]

User Defined End Date

Vendor

=]

Garnishment [ ]
Default Sequence

Default Frequency .

Credit Distribution [Select One]
Account ‘ |ﬂ

GIL Account | [~

Child Support ACH

Do Net Create Disbursement  []

BENEFITS

When Benefits are applied in the Payroll Data tab, the available Benefits for selections will come from the
list of created Benefits during the setup process.

Maintenance>Human Resources>Benefits and Deductions>Beneifts

Benefit List
Benefit
Code |
Description
Active

Include in Benefit Plan  []

Include on Pay Stub

Last Processed Date  NOT USED
Calculation Method IAmount per Hour .

Effective Date [ v
DI E] Amount
Start Date i |
Maximum
Benefit Type [Standard [v]

‘fear-to-Date Limit

Vendor | [~

Default Frequency

Life-to-Date Limit

<

Credit Distribution [Select One]
Account | |'v |

GIL Account | ~ 1=

Debit Distribution [Select One]

Account | [~

G/ Account | ~ =3

Split Between Fiscal Years |:|
Distribute Cost To Override

Do Not Create Disbursement [

. hew world
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EXCLUDE EMPLOYER COST G/L ACCOUNTS

Exclude Employer Cost G/L Accounts lets you identify the general ledger accounts that should be
excluded from benefit and employer tax allocations during payroll processing. These accounts have never
been created on the G/L Account List page, or they have been created and used at one time but no

longer should be.

Maintenance>Human Resources>Deductions and Benefits>Exclude Employer G/L Account List

Exclude Employer G/L Account List

W | 61 Account

Exists in Chart of Accounts

0 - 0 of 0 records

By Org Set By Components Delete

HOURS CODES

Hours Codes are an essential part of the Schedule setup on the Payroll Data tab in Workforce
Administration. An Hours code will need to be selected when creating a schedule of hours worked for an
employee and the Hours Codes are created and housed under the Human Resources drop-down in the

Maintenance menu.

. hew world
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Maintenance>Human Resources>Earnings Maintenance>Hours Codes

i 5 Lis

I = I Y Rec | ennote

v AccrualTestDave AccrualTestDave COMP 1071372017
v AccrualTestDavel Accural Lost Test Dave COMP MOT USED
v Admin Leave Administrative Leave REG 4/30/2016
v Admin Leave P/T Administrative Leave P/T REG 6/14/2014
v Admin OT Admin Leave OT oT 8/14/2016
v Al-Hours Codel Al-Hours Codel REG MOT USED
v App Day OT Appreciation Day OT Rate APPR 7/a/2018
v Appr Day Payout Appreciation Day Payout APPR 5/14/2016
v Appr Day Used Appreciation Day Used APPR 7/a/2018
v Appreciation Day Appreciation Day Earned APPR 1/23/2016
v Aprist Aprist REG 4012017
\/ Aprlast Apriast REG MNOT USED
\/ ATH Ashley Test Hours VAC MNOT USED v
v Augist Auglst REG NOT USED

Cew [ v [ spor L oo | seretnearess —
TAXES

Taxes will also need to be created to apply them to employees in the Payroll Data tab. Before taxes can
be applied to an employee record, they will need to be created in new world ERP. Below is a list of taxes
and the path to locate them in new world ERP.

Maintenance>Human Resources>Deductions and Benefits>Taxes

T R S T

Federal FIT Federal Income Tax 1041372017
EIC EIC Earned Income Credit Mot Used
FICA FD FD Mot Used
FICA FICA FICA 10/13/2017
FICA FICA Test test Mot Used
Medicare AATEST TEST Mot Used
Medicare FICA Medicare FICA Medicare 10/13/2017
Medicare Medi w GL &Acct Medi w GL 8tAcct Mot Used
SUTA SUTA STATE UNEMPLOYMENT INS Mot Used
State cT CT 01/28/2017
State IN INDIANA TAX 04/01/2017
State KY Kentucky Withholding 1041372017
State M Michigan 10/13/2017 4

2 S T
CERTIFICATION

Certifications are a portion of the Payroll Data tab that will allow an employee to receive additional pay
for specialized trainings or job specific training an employee has completed. This is an optional value
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which can also be applied without any pay increase. The Certifications will need to be built in new world
ERP before they can be applied at the employee level.

Maintenance>Human Resources>Employee Attributes>Certifications

Certification List

Water Salel\r Instructor

Tetanus Tetanus \/ 120
Swim Coaches Safety Training for Swim Coaches \/ 36
Reporting S5RS Reporting Purposes Only
Random Drug Random Drug Screening
Pre Emp Physical Pre-Employment Physical (P5)
PR/AED CPR FOR PR/AED v 12
PLHCP PLHCP Exam
PL Pesticide License
Lifeguard Instru Lifeguarding Instructor \/ 12
Lifeguard Lifeguard Certification \/ 36
LG/FA/CPR/AED Lifeguarding/First Aid/CPR/AED v 24 hd
= o
BENEFIT GROUPS

A benefit group provides a way to group employees whose benefits or other attributes are the same; for
example, all employees who accrue sick and vacation time and who work the same hours per day and pay
period may occupy one benefit group, while all employees whose longevity is calculated the same way
may occupy another.

The payroll initialization, add employee to batch, and manual check processes return a warning if at least
one tax has not been set up for an employee. If you do not want this warning to display, an Allow for No
Tax Setup check box has been added to the Benefit Group page.
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Maintenance>Human Resources>Employee Attributes>Benefit Groups

Benefit Group List

_ Elected Officials 311812017
\/ Exception Exception 3/18/2017
v Fire A Shift A Shift Fire Officers 3/18/2017
v Fire B Shift B Shift Fire Officers 3/18/2017
v Fire C Shift C Shift Fire Officers 3/18/2017
v P/T 20 hr Part Time 20 Hour Week 3/18/2017
v P/T 25 hr Part Time 25 Hour Week 5/20/2017
v P/T 30 hr Part Time 30 Hour Week 3/18/2017
v P/T 35 hr Part Time 35 Hour Week 3/18/2017
v P/T No Accruals Part Time - No Accruals 3/18/2017
v Reg F/TE Regular Full Time Exempt 3/18/2017
v Reg F/T NE Regular Full Time Non-Exempt 3/18/2017
v Sworn Officers Sworn Police 3/18/2017
xCrossing Guard School Crossing Guards 9/24/2011
xDept Head Department Heads 9/24/2011 N
a [ Export | prn
BENEFIT PLANS

Benefit Plans are a way to manage benefits in a more organized method. The Benefit plan will house the
deduction and benefit portion of a medical or dental plan in one central location. Benefit Plans can be
applied to an employee record in the same way a standard benefit or deduction can be applied, although
the build of a benefit plan is more involved. The path for Benefit plans is labeled below, although Benefit
plan construction will be explained in another training document.
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Maintenance>Human Resources>Benefits Administration>Benefit Plan Maintenance

Benefits Administration Categories
o

457 Roth Deferred Compensation 04/01/2017 - Open 04/01/2017 - Open Active v

st Deferred Compensation 04/01/2017 - Open 04/01/2017 - Open Active v
#a 8] abctest Medical 01/01/2017 - Open 01/01/2017 - Gpen Active v
%, Additional CERS Pension 07/01/2011 - Open 07/01/2011 - Open Active v
A Health 1 Medical 01/01/2017 - Open 0170172017 - Open Active v
o 15] Benefit Credits Benefit Credits 01/01/2017 - Open 01/01/2017 - Open Active x
& cers Pension 06/19/2016 - 10/13/2017 06/19/2016 - 10/13/2017 Active v
%, DavesFsa Medical Care Reimbursement 01/01/2017 - Open 01/01/2017 - Open Active v
% '8] Daves Test Deferred Comp Deferred Compensation 01/01/2017 - Open 01/01/2017 - Gpen Active v
% DefComp TEST Deferred Compensation 01/01/2017 - Open 0170172017 - Open Active v

SECURITY SETUP

Security for the Workforce Application of new world ERP is controlled through User Based Security and
Application Permissions. Access for certain fields and menus are utilized through the use of Permissions
which will control what the user is allowed to access. User Based Security will control hours codes usage
for schedules.

USER-BASED SECURITY/GENERAL TAB

The General Tab within User Based Security is shown below:

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

User-Based Security - General
user [rows [+ function

Home Department [1600 - Legal [~
Home Location/Facility [City Hall Annex - City Hall Annex
Budget Level Maintenance Security Budget Level Forecast Security Budget Level Reporting Security  Payroll Override Security Administrator Security
Requested [ Requested Requested ¥ Accrual Hours Balance myReports
Recommended [ Recommended Recommended [ Maximum Premium Hours
Approved [+ Approved Approved [ Employee G/L Distrioution
Emplayee Pay Rate
Projects for Employee Hours
Ignore Hours Code Security

USER-BASED SECURITY/HOURS CODES

The Hours Code area of User Based Security allows for filtering of the Hours Codes that a user can work
with in the Payroll and Schedule setup in the Payroll Data tab.

15/54 s hew world

L a tyler erp solution



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

User-Based Security - Hours Codes
User [rows ] funciion [N |

Hours Codes

1883 TEST - 1883 TEST Admin Leave - Administrative Leave
AccrualTestDave - AccrualTestDave A 4 4 Admin Leave P/T - Administrative Leave P
AccrualTestDavel - Accural Lost Test Dawe . . Admin OT - Admin Leave OT
AJ-Hours Codel - AJ-Hours Codel - » App Day OT - Appreciation Day OT Rate
Aprist - Aprist — — Appr Day Payout - Appreciation Day Payc
Aprlast - AprLast Appr Day Used - Appreciation Day Used
ATH - Ashley Test Hours Appreciation Day - Appreciation Day Earn
Auglst - Auglst Auto Benefit - Taxable Vehicle Usage
Auglast - Auglast Bonus - Fire OT - Bonus Used - Fire OT
BR TEST - BUS RULE TEST - “4 | |Bonus Eamed - Bonus Time Earned
Comp at OT Rate - Comp Time at OT Rate . . Bonus F/T Used - Bonus Time Used Full Ti
Declst - Declst v |4 4 Bonus P/T Used - Bonus Time Used Part T
Declast - Declast = = |Bonus Payout - Bonus Payout

Available: 45 Wiew: 0 Use: 122

[ save |

There are three available jump boxes that can be used to give users access to hours codes. All of the
created hours codes will initially be in the far-left jump box which means that the specified user will not
have access to use or view any of them in new world ERP. If the hours codes are moved to the middle
jump box, labeled View, the user will be able to view the hours codes (such as in related reports), but not
use or apply them in new world ERP. The jump box on the right, labeled Use, will allow users to view and
use all hours codes that are housed in that box.

APPLICATION PERMISSIONS

Application Permissions for Workforce Administration can typically be completed effectively with one
general template. This template would include all the basic permissions to apply necessary payroll
information on employees.

Change the Feature Group at the top of the page to HR — Employee Maintenance. This will narrow down
the permissions. Find the permissions in the Component column that start with Workforce
Administration. Clicking the X under the All column will allow you to select any of the choices for the
corresponding permission. To create a new employee, a minimum of the Add, Change, and View/Use
checkmarks should be selected.
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Permission Type — Company Applications

Feature Group — HR Employee Maintenance

Payroll Data -
Benefits

the payroll data tab of
Workforce.

S
2
App Component Description =
3
HR Workforce Provides the ability to X X
Admin-Employee. search for employees in
Workforce Administration
HR Workforce Admin  Ability to access the X X
Employment employment tab in
Workforce
HR Workforce Admin  Ability to apply Benefit X X
Payroll Data — Plans in the payroll data tab
Benefit Plans of Workforce
HR Workforce Admin  Ability to apply X X
Payroll Data — Certifications in the payroll
Certification data tab of Workforce
HR Workforce Admin  Ability to apply Check X X
Payroll Data - Messages in the payroll
Check Messages data tab of Workforce.
HR Workforce Admin  Ability to apply Deductions X X
Payroll Data - in the payroll data tab of
Deductions Workforce.
HR Workforce Admin  Ability to apply Direct X X
Payroll Data - Deposits in the payroll data
Direct Deposit tab of Workforce.
HR Workforce Admin  Ability to create Schedules X X
Payroll Data - in the payroll data tab of
Schedule Workforce.
HR Workforce Admin  Ability to apply Taxes in the X X
Payroll Data - Tax  payroll data tab of
Workforce.
HR Workforce Admin  Ability to apply Benefits in X X

17jsa . new world

L a tyler erp solution



App Component Description

=
(¢’]
s
S~
=]
(%]
(4]

Suite Bank Account Ability to add or edit current X X X X X
Entry bank accounts used for
direct deposit.

HR Employee - Ability to view or change an X X X
Employee Name employee name.

HR Employee Entry -  Ability to use created user X X
UDF's defined fields in the
employment tab.

HR Employee Search  Ability to complete an X X
employee Search

HR Employee Status Ability to access the Status X X X X
Event Event Maintenance and link
Maintenance status events with status
reasons.

PROCESS MANAGER

Process Manager can be used to limit the visibility of departments and employees in Workforce
Administration to certain users.

Maintenance>new world ERP Suite>Process Manager

@RYGB®B 19| Process

Effective Date  03/30/2017 3

& @ Miscellanecus Billing - Inquiry

] @ Miscellaneous Billing - Invoice Processing

@ @ Miscellaneous Billing - Late Fee Finance Charge
. @ Payment Processing - 3rd Party Payment Batches
& @ Payment Processing - Payment Reconciliation Batches
] e‘ Payroll - Applicant Tracking

& e Payroll - Department Hours Ents

@m Payroll - D

. e‘ Payroll - Employee Self Service

=W Payrol - FvLA

] ﬁ Payroll - Job Posting Position Process

® ﬁ Payroll - Job Posting Process

. @ Payroll - Pension Loans

& @ Payroll - Personnel Action

] ﬁ Payroll - Position Budgeting Process
@ ‘ Permits - Journal Batch Processing

Set Up Departments Process Maintenance Approvals Approval Users Copy Effective Date
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Highlight the Payroll — Department/Employee Inquiry process and click Set Up Departments. On the next
screen use the jump box to move departments from the Available Departments box to the Selected
Departments box. Departments moved to Selected will be visible for this process. Click Save.

Breadcrumb back to the Process Manager and click the Manager icon at the top of the page. Highlight the
user that you want to grant the Payroll — Department/Employee Inquiry process to and click Process
Approvals.

Choose Payroll — Department/Employee Inquiry in the process drop-down menu. Move the appropriate
departments over in the Selected Departments jump box for the user to view in Workforce
Administration.

Y o°:
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END USER’S GUIDE

Maintaining and applying data to the Employment and Payroll Data tabs will be managed through
Workforce Administration. The Employment tab will allow the input of employee specific dates as well as
User Defined fields while the Payroll Data Tab will contain all payroll information that is employee
specific for deductions and benefits.

CREATING AN EMPLOYEE

Human Resources > Workforce Administration > Create Employee

Create Employee n

Employee Demographics
Employee # | Social Security # - -
Effective Date |03/30/2017 i Date of Bith |_/ / =
MName Gender | '|
-
Title [~ Race |~
il -
First Name Marital Status
Middle Name Employment
Last Name Status -
Suffix &
:l Status Event

Event Reason

Cancel 0K

Upon choosing to create an employee, a pop-up window appears that requires certain information.
Required fields are a corn silk color and optional fields are white. Click OK when complete.

Some information from this window will populate in the Personal Tab of an employee record in
Workforce Administration.

PERSONAL TAB

There are ten sections of the Personal Tab which can be accessed easily through the Quick Links section
on the left side of the page. You can also use the scroll bar on the right.

Above Quick Links are Common Links which allow the attaching of documentation to an employee’s
record, remote access to documentation through a web address, and an area for general comments.

The ten sections of the Personal Tab can have the following buttons in the blue bar: New, Edit, Create
Event, and Delete Event.
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I New Create Event Delete Event l

New - use this to add new information to an unused section.
Edit - use this to edit previously entered information in the Name and Demographics sections.

Create Event - use this to create a new point in history, or effective date, where information will change.
Upon clicking this button type in a date that is after the most recent posted payroll’s pay period ending
date. Then edit the information.

Delete Event - If you have created an event and changed information, you can delete the changes up
until the next payroll is posted by using this button.

There are also icons that appear after adding information to most sections.

#9 The Edit icon allows editing of the section during setup and after Create Event has been used, but
before the next payroll is posted.

7% The delete icon allows for the deletion of the information during setup and after Create Event has
been used, but before the next payroll is posted.

Note: To take someone out of Pending status, some sections of the Personal Tab are required when
creating a new employee. Pending status means that there is not enough information to create a
paycheck and W-2. The required fields of Name, Address, and Demographics need to be completed as
part of the process to remove the pending status.

Name

Effective Date, First Name, and Last Name fields are required. Title and Suffix choices populate from
Validation Sets. Ctrl+left click is a shortcut that will take you to the validation setup screen via a pop-up
window.

The Alternate Names section allows for employees to use different names in new world ERP than what
might be required on a paycheck or W-2.

Address

Effective Date, Address Type, Address, Zip, City, and State fields are required. Address Type and State
choices populate from Validation Sets.

At least one address must have the Primary Address check box selected. This address will print on checks
and W-2 forms.

Demographics

Effective Date, Date of Birth, Gender, Race, and Marital Status fields are required. Gender, Race, Veteran
Status, Military Branch, and Marital Status choices populate from Validation Sets.

Other fields such as Light Duty, Disabled, Pension Number, and the fields under the Veteran Information
and Citizenship headers are for informational purposes. Fill these in if it suits your needs.

....:. n
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Education

Education Type and Institution Name fields are required if choosing to complete this section. Education
Type and Major choices populate from Validation Sets.

Attendance information, Employer Cost, and Employee Cost are informational fields.
Email Addresses

Email Type and Email Address fields are required if choosing to complete this section. Email Type choices
populate from Validation Sets.

At least one email address must have the Primary Email Address check box selected.
Contacts/Dependents

First Name and Last Name fields are required if choosing to complete this section. If you select the
Dependent check box, Date of Birth is also required. Title, Relationship, Gender, and Reason Inactivated
choices populate from Validation Sets.

Most information in this section is optional and for informational purposes. If you are using Benefits
Administration and choose to track dependents, information about the dependent(s) will be required in
this section.

Phone Numbers

Phone Type and Phone Number fields are required if choosing to complete this section. Phone Type
choices populate from Validation Sets.

At least one phone number must have the Primary Phone check box selected.
Skills

Skill Type is a required field if choosing to complete this section. Skill Type choices can be set up on the
Employee Attributes menu under the HR Maintenance menu. Measurement and Equipment/Application
choices populate from Validation Sets.

Operator’s Licenses

License Type is a required field if choosing to complete this section. License Type and State choices
populate from Validation Sets.

Inventory

Inventory Type is a required field if choosing to complete this section. Inventory Type choices populate
from Validation Sets. Location choices populate from Work Sites.
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REPORTS

Human Resources > Reports > Employee Reports

Applicant Tracking * Employee Information Report
Benefits Administration » Maonthiy 22-1 Employee Benefit Report
COBRA Processing

Employee Deduction Report

eluite M Employee Reports 4 Employee Tax Report

FMLA ¥ Pay Day Reports + Employee Pay Rate Report
Non-Employee ¥ Management Reports » Employee Contact Report
Personnel Actions Earnings Reports » Employee Emergency Contact Report
Life Events Pay Day History Reports ¥ Employee Birthday/Anniversary Report
Position Budgeting * EEOD » Employee Inventory Report
Retirement Benefit Tracking  » Applicant Tracking Reports v Employee Education Report
Roster Cards * Benefits Administration Reports ~ »  Employee Certification Report
Time Off Requests * COBRA Reports » Employee Skills Report
Workers' Compensation * Employee Event Tracking Reports  » Employee New Hire Report
Non-Employee Reports ¢+ Employee Termination Report
_Inquiries .7 Position Control » Employee Job Change Report
hecks South Central Ba, Retirement Tracking Reports » Employment 3tatus Report

-

Roster Reports Employee Audit Report

b

Workers' Compensation Reports Employee 35N Verification

The following Employee Reports will help you survey employee information coming from the Personal
Tab in Workforce Administration.

¢ Employee Contact Report

¢ Employee Emergency Contact Report

e Employee Birthday/Anniversary Report
¢ Employee Inventory Report

¢ Employee Education Report

¢ Employee Skills Report

¢ Employee SSN Verification

e EEO Reports
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EMPLOYMENT TAB

Human Resources>Workforce Administration>Search

Employee Search

Last Name Benefit Group -

/"
First Name Department E x"'
Middle Mame Employment Status ; J"'
Mumber Status |Exclude Pending
S5M

=3
Employee Number Employee Name 55 Employment Status

3048 Abaja, Morgan R 116-66-7242 Active
192 Abare, Lucy J 582-96-5222 Inactive
3369 Abati, Savanah C 318-42-99659 Inactive
1630 Abbington, Jacqueline L Ti7-66-9543 Active
2926 Abboud, Adrian B 307-19-1759 Inactive
2554 Abdelaziz, Kayleigh J 104-22-1037 Inactive
3066 Abdullai, Kayla 111 442-40-1227 Active
2492 Abee, Frederick R 123-75-1931 Inactive
3713 Abee, Frederick T 606-17-7320 Active
2251 Abele, Cooper M 187-18-2947 Inactive
797 Abele, Cooper T 256-12-4342 Inactive
3266 Abercrombie, Juanita R 1V 460-07-99383 Inactive

This screen will not display any employees until the search is executed. The drop-down boxes will help
narrow the employee search by limiting the results by name, number, social security number, benefit
groups, departments or employee status. Leaving all fields blank will return all employees. Here the
search has been executed and the resulting employees are displayed. Clicking on an employee number
will open the Personal tab in Workforce.
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Human Resources>Workforce Administration>Search

- |
11/19/1997

Employment

Effective Date: 11/19/1997
Status Information

Status Inactive Comments
Status Event No Reason Given
Event Reason
Employment Type Part Time
Employment Class Non-Exempt

EEOC Part-Time

Company
1099 X
Date Selection
Hire Date 11/19/1997 Seniority Date 11/19/1997
Benefit Date 11/19/1997 Seniority Rank
Accrual Date 11/19/1997 Termination Date 12/12/1997

IMP Start Date

This is the result of clicking on employee number and clicking on the Employment Tab

The default page that opens will be the Personal tab. When the Employment tab is clicked, this screen
will display. There are 3 buttons at the top of the screen, Edit, Create Event, and Delete Event.

Edit - By clicking the Edit button, the fields will become active and allow for changes to be made.

Create Event — Creating an event will save the current information and create a marker on the date
sensitive timeline to signify the changes that will be made. By utilizing this feature, this data will be saved
as its own page and will be available to be viewed by the date it was changed. The timeline will display
every event that was created during the life cycle of an employee.

Delete Event — In the same manner an event is created, and event can be deleted. If an event was
created in error, the Delete Event button will allow for the removal of any marker or saved data that was
placed on the time line.

The fields on this screen are:

Status — This defines the relationship between the employee and payroll initialization. This status will
trigger whether an employee will be pulled into a payroll batch.

Status Event — The status event can be used to categorize the employee’s status by further describing if
the status is a result of being rehired, a new hire, or any other variation.
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Event Reason — The Event Reason will help add additional information about why the employee has the
current Status Event. An employee could have a status of Active, with a Status Event of Rehire, and a
Status Reason as Seasonal Worker.

Employment Type — This field will help to label employees based on the terms of their employment.

Employment Class — Employment Class will help further describe or label the employee’s Employment
Type.

EEOC - The Equal Employment Opportunity Commission will be used to label the employee’s terms of
employment on the Federal EEO4 report.

Company — This field will house the federal ID number. If multiple companies are processing payroll
under a single new world ERP database, then this field will help distinguish an employee’s employer on
form W2.

1099 - If this box is checked, it signifies the employee is a private contractor and will need a form 1099 at
the close of the calendar year.

Comments — User specific comments can be applied here.
Hire Date — The day the employee started work.

Benefit Date — This can be any date specified by the user. Usually used to mark the day the employee
becomes eligible for company paid benefits.

Accrual Date — This can be any date specified by the user. Typically, it is used to mark the day the
employee becomes eligible for paid time off.

Seniority Date — This can be any date specified by the user. Typically, it is used if the employee has come
from another subsidiary of the company and will keep seniority as a date prior to the hire date.

Seniority Rank — This gives the user the ability to classify the employee by their Seniority Date.
Termination Date — The date an employee is effectively no longer employed.

User Defined Fields — These fields can be populated to user specifications and can be applied according to
the setup from previous instruction.
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REPORTS

Human Resources > Reports > Employee Reports

Applicant Tracking k Employee Information Report
Benefits Administration » Monthiy 221 g ployee Benefit Report
COBRA Processing

Employee Deduction Report

e5uite 4 Employee Reports ] Employee Tax Report

FMLA r Pay Day Reports v Employee Pay Rate Report
Non-Employee ¥ Management Reports » Employee Contact Report

Personnel Actions Earnings Reports ¥ Employee Emergency Contact Report
Life Events Pay Day History Reports v  Employee Birthday/Anniversary Report
Position Budgeting * EEo ¥ Employee Inventory Report

Retirement Benefit Tracking ¥

-

Applicant Tracking Reports Employee Education Report

b

Roster Cards

Benefits Administration Reports Employee Certification Report

Time Off Reguests ¥ COBRA Reports

-

Employee Skills Report

Workers' Compensation * Employee Event Tracking Reports  »  Employee New Hire Report

Reports

Mon-Employee Reports Employee Termination Report

vI

Inquiries

-

Position Control Employee lob Change Report

hecks South Central Ba, Retirement Tracking Reports

Employment Status Report

Roster Reports

_ Workers' Compensation Reports

The following Employee Reports will help you survey employee information coming from the
Employment Tab in Workforce Administration.

Employee Audit Report

b

Employee 35N Verification

¢ Employee New Hire Report
¢ Employee Termination Report

¢ Employee Status Report

JOBS TAB

A “job” in Workforce Administration is a consolidated home for much of the information used to create
compensation for an employee. Some of the most notable items are pay rate, grade and step,
department, and General Ledger distribution. Also, you may use this page to assign an accrual plan,
longevity plan, and FLSA code.

If you are using the Position Control module, a majority of the information will be filled in when you
choose the position to apply to the employee.

On the far-left side of the screen, you will see Quick Links and Common Links. There is only one Quick Link
on this page. If you click it, you will be taken back to the top of the Jobs tab, should you have scrolled
down the page. The Common Links section allows the attaching of documentation to an employee’s
record, remote access to documentation through a web address, and an area for general comments.

There are four sections of the Jobs tab: Position Detail, Position, Payroll, and G/L Distribution.
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The top of the Jobs Tab has the following buttons in the blue bar: New and Create Event.

I New Create Event Delete Event I

New - use this to add a new job to the page.

Create Event - use this to create a new point in history, or effective date, where information will change.
Upon clicking this button, type in a date that is after the most recent posted payroll’s pay period ending
date. Then edit the information on the page.

There are also several icons that appear after adding a job to the page.

#9 The Edit icon allows for editing of the page during setup and after Create Event has been used, but
before the next payroll is posted.

7% The Delete icon allows for deletion of the information during setup and the ability to delete after
Create Event has been used, but before the next payroll is posted.

/" The Checkmark icon indicates that this is the employee’s primary job. The employee can have multiple
jobs but they must have one primary job designated. Multiple jobs could serve a few purposes:
additional pay rates, G/L distributions, workers’ comp codes, benefit groups, or pay groups.

Note: To take someone out of Pending status, the Jobs tab is required when creating a new employee.
Pending status means that there is not enough information to create a paycheck and W-2.

Also, the required fields of Name, Address, and Demographics need to be completed on the Personal Tab
as part of the process to remove the pending status.

JOB DETAIL

There are no required fields in this section. The Job Event field populates from a Validation Set and is
used to denote occasions where employees takes on or changes job responsibilities. The Event Reason
field populates from a Validation Set and is used to denote reasons why an employee’s job is changing.

Ctrl+left click is a shortcut that will take you to the validation setup screen via a pop-up window.

Comments is an open text field for additional comments.

POSITION & PAYROLL

The following charts describe the function and requirements of these sections.

Field Name Field Description

Position Pulls from Position Control. Populates many fields on the Jobs
tab. If not using Position Control, this is required.

Title A title for the employee’s job. A required field if not using
Position Control. An optional field if using Position Control.

Position Entry Date  The date that the employee took on this job’s responsibilities.
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Field Name Field Description
Department Provides report sorting capabilities. This is a required field.

Department Entry The date that the employee entered the department which the
Date position reports to.

Union Code An informational field that denotes an employee’s union
affiliation. This field populates from a Validation Set.

Worksite An informational field that denotes an employee’s physical work
location (address). When completed, this field helps with sorting
of Check Stubs. This field populates from a
Maintenance>HR>Employee Attributes>Work Sites.

Workers’ Comp This field assigns an employee’s Workers’ Compensation code
Code that was set up at Maintenance>HR>Deductions and
Benefits>Workers’ Compensation

EEOC Category This field assigns an EEOC-related category to an employee. This
field populates from a Validation Set.

EEOC Function This field assigns an EEOC-related function to an employee. This
field populates from a Validation Set.

Benefit Group This field assigns a Benefit Group to an employee. Benefit
Groups are used to group employees for reporting, benefits, and
sorting purposes.

Benefit Exception This field assigns an exception to an employee for benefits
purposes, which is first set up on the Rule Set of the Benefits
Administration plan. This field populates from a Validation Set.

Accrual Plan This field assigns an Accrual Plan and its related profiles to an
employee.

Accrual Plan This field assigns an exception to an employee for accrual

Exception purposes, which is first set up on the Rule Set of the Accrual

Plan. This field populates from a Validation Set.
Longevity Plan This field assigns a Longevity Plan to an employee.

Longevity Exception This field assigns an exception to an employee for longevity
purposes, which is first set up on the Longevity Plan. This field
populates from a Validation Set.

@
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Field Name Field Description

Plan Calculation Used when the following are calculated: accruals, longevity and
Percent the percent of plan costs an employee will pay for benefits.
Position FTE Required if a Position has been selected. It tells the number of

employees (full-time equivalents) who may be active in this
position at one time. This entry will default from Position
Control.

Daily Hours This field denotes the number of work hours assigned to this
position per day. This field is required.

Cycle Hours This field denotes the number of cycle hours assigned to this
position per day. This field is required.

Annual Hours This field denotes the number of annual hours assigned to this
position per day. This field is required.

Fields in the Payroll section of the Jobs tab

Field Name Field Description

Pay Group Identifies the employee's pay group, such as weekly or bi-
weekly. This is a required field and populates from a validation
set.

Grade This is the pay grade code. It is a required field.

Hourly Rate This is the employee’s rate of pay. It is required, and is filtered
by grade.

Special Assignment This code identifies an additional amount of pay to be added to
the hourly amount for an hourly grade/step employee.

Project Hours will be charged to this project code from the Financial
Management application.

FLSA This field populates from FLSA codes that have been set up.
FLSA Rate This is an override pay amount the employee receives for FLSA.
This amount is the weighted average hourly rate of pay for FLSA
hours.
o® -
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Field Name Field Description

Holiday Time If selected, this determines that an employee is eligible for
holiday time.
Holiday Hours This field is an override to the number of holiday hours that are

set up on the Benefit Plan.

Pay Type This is a view-only field that reflects the grade type that an
employee is assigned to (annual, hourly, or salary).

Grade Minimum This is a view-only field that reflects the grade minimum
amount.

Grade Maximum This is a view-only field that reflects the grade maximum
amount.

G/L DISTRIBUTION

Although not corn silk in color, this section is required for payroll processing. The G/L distribution will fill
in from Position Control, or you can enter/override it manually. Click New or Edit. Search for the org. set
created in the Financial Management application that you want to assign to this employee.

The Percent field is required. Whether there are one or many distributions, the total must equal 100%.

Click Save, then click OK to exit the G/L entry pop-up window.
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REPORTS

Human Resources > Reports > Employee Reports

Applicant Tracking 3
Benefits Administration 3 Maonthiy
COBRA Processing

eSuite d Employee Reports

FMLA 4 Pay Day Reports

Mon-Employee ¥ Management Reports

Personnel Actions Earnings Reports

Life Events Pay Day History Reports
EEO

Applicant Tracking Reports

Position Budgeting 3

Retirement Benefit Tracking  »

Roster Cards ¥ Benefits Administration Reports

Time Off Requests " COBRA Reports

Waorkers' Compensation *  Employee Event Tracking Reports
Non-Employee Reports
”_I|_1.q_uiri|=_'i . _____ " Position Control
hacks South Central B Retirement Tracking Reports

Roster Reports

Workers' Compensation Reports

22-1

* v w w w ¥

b

* v w ¥

b

Employee Information Report
Employee Benefit Report

Employee Deduction Report
Employee Direct Deposit Report
Employee Tax Report

Employee Pay Rate Report

Employee Contact Report

Employee Emergency Contact Report
Employee Birthday/Anniversary Report
Employee Inventory Report
Employee Education Report
Employee Certification Report
Employee Skills Report

Employee Mew Hire Report
Employee Termination Report
Employee lob Change Report
Employment 3tatus Report
Employee Audit Report

Employee 35N Verification

The following reports will help you survey employee information coming from the Jobs Tab in Workforce

Administration.
¢ Employee Pay Rate Report
¢ Employee Job Change Report

¢ Employee Information Report which includes EEOC categories

Related reports on Position Control can be found here: Human Resources > Reports > Position Control
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PAYROLL DATA TAB

Human Resources>Workforce Administration>Search

Employee Search

Last Name
First Name
Middle Name
Mumber

55N

[scwer [ rone

Emplayee Number

Employee Name

Abaja, Morgan R
Abare, Lucy J

Abati, Savanah C
Abbington, Jacqueline L
Abboud, Adrian B
Abdelaziz, Kayleigh J
Abdullai, Kayla J Il
Abee, Frederick R
Abee, Frederick T
Abele, Cooper M
Abele, Cooper T

Abercrombie, Juanita R IV

Benefit Group
Department

Employment Status

Status | Exclude Pending

116-66-7242
582-96-8222
318-42-9965
TT7-66-9548
307-18-1758
104-22-1037
442-40-1227
123-75-1931
606-17-7320
187-18-2947
256-12-4342
460-07-9983

Employment Status

Active
Inactive
Inactive
Active
Inactive
Inactive
Active
Inactive
Active
Inactive
Inactive

Inactive

Department

Fire - Suppression

Fire - Suppression

BoC

Fire - Suppression

Parks - Aquatics

Citizen Information & Assistance
Police - Patrol Operations
PW - Fleet

Parks - Fitness

Parks - BGCC

Human Resources with Power

Parks - Landscape

This screen will not display any employees until the search is executed. The drop-down boxes will help
narrow the employee search by limiting the results by name, number, social security number, benefit
groups, departments or employee status. Leaving all fields blank will return all employees. Here the
search has been executed and the resulting employees are displayed. Clicking on an employee number
will open the Personal tab in Workforce.

Human Resources>Workforce Administration>Search

This is a result of clicking on employee number and clicking on the Payroll Data Tab

@ - Documents
@ . Notes
eSuite Access

Employee Service

(m]

o

Deductions
Benefits
Schedule

Tax

Direct Deposit
Certifications
Benefit Plans

Check Message
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CERS/HAZ Ret - CERS Hazardous
4ed525 - ded525

FSA Reimburse - FSA
Reimbursement

Medical 750 - Health Ins Plan 750

o ¢ Mesice| Flex - Miegica Reimb Flex
“ Spending

# K supp. Heroes - Supporting Heroes

Vision- - Vision Ins 09

4 K suaget Term Lite - Bugget Tem Lie

Ao < CERS HAZ Incent - CERS HAZ Incentive-Fire

CERS Haz Ret - CERS Hazaroous Retirement

Dental- - Dental Ins 09

20
565

210

290
7

Deductions

Every - All Checks 07/01/2012 - Open
1st- 12 Times Per Year  03/16/2017 - Open

Every - All Checks 01/01/2016 - Open
Every - All Checks 01/01/2017 - 12/31/2017
Every - All Checks 10715/2016 - Open
Every - All Checks 06/21/2013 - Open
Every - All Checks 12/27/2015 - Open

Second Check of Month 03/03/2017 -
All Checks 10/16/2010 -
All Checks 07/01/2012 -
All Checks 12/27/2015 -

Open
Open
Open
Open

$100.00

§13.68

Timeline Filter EiE e T

8:0000%

Mutiplier

31.0600%

31.0600%
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Schedule

eTime

-
& 01/01/2016 - Open

oo K Monday 22-114 - Firefighter / EMT 1|
s X &/ 01/01/2016 - Open Wednesday 22114 - Firefighter / EMT 1|
& X &/ 12/01/2016 - Open Sunday 22-114 - Firefighter / EMT 1|
- K 10/04/2010 - 11/21/2010 Monthy 22-114 - Firefighter / EMT

K 11/22/2010 - 06/30/2016 Monthly 22-114 - Firefighter / EMT 1|
- K 01/01/2015 - Open Quarterly 22114 - Firefighter / EMT 1|
- K 07/01/2016 - Open Monthly 22-114 - Firefighter / EMT 1|

Tax

| New | Greate Event | End Event

[] Date Range Withholding Status
[ # X Other ary 10/04/2010 - Open Mot Applicable: 0
[0 # X Federal FIT 12/02/2016 - Open Married Filing Single:
O # X state (<3 10/04/2010 - Open Mot Applicable:

Reg F/T - Regular Full Time
Reg F/T - Regular Ful Time
Reg F/T - Regular Full Time
Incentive Fire - Firemen
Incentive Pay

Incentive Fire - Firemen
Incentive Pay

Phone Stipend - Personal
Cell Phone Stipend
Incentive Fire - Firemen
Incentive Pay

Medicare |FUTA

0 v

SUTA

80000
240000
(2.0000)

525833

$258.33

$90.00

§333.33

Additional Amaunt

Adcitional Percant

- ~
<

e B

|| new | create Event | Delete Event Direct Deposit Agofah 2

Effective Date: 03/03/2017 - Open Status: Inactive

Frequency Bank
South Central Bank - 083905012

#a X All Checks Checking -
#a 2 M Checks South Central Bank - 083905012 Checking -
Certificatit

Date Last Used:

3003600003
6009696303

Amount

Balance of Net Pay

Go Paperl

: O

A2Y

# 7K Annual Physical - Annual Physical Corpeare 02/10/2014 $0.0000

#a X Chest X-Ray - Cnest X-Ray oHP 02/02/2016 02/02/2021 $0.0000

#a < Chest X-Ray - Chest X-Ray 10/04/2010 10/04/2015 $0.0000

#a X EMT - EMT Certification Commanwealth of KY 01/01/2010 12/31/2016 $0.0000

#a X Fire Callback - Fire Callback FY17 Callback (40 hours) 07/01/2016 $1.9200 v
#a X Fire Callback - Fire Callback FILL - IN 40 Hour week 08/24/2015 06/30/2016 $1.4900 v
#a < Fire Callback - Fire Callback FY16 Callback Rate 07/01/2015 08/23/2015 $9.3500 v
#a < Fire Callback - Fire Callback FY15 Callback Rate 07/01/2014 06/30/2015 $18.3000 v
#a X Fire Callback - Fire Callback FY14 Calloack Rate 07/01/2013 06/30/2014 $18.2200 v
#a 7< Fire Callback - Fire Callback FY13 Calloack Rate 07/01/2012 06/30/2013 $17.7000 L
New | Create End Event Benefit Plans View Al [P
o K CERS - Haz Employee Only 7/01/2012 - Open 07/01/2012 - Gpen /A

#a ¥ Life Insurance - Life Insurance Employee Only 01/02/2013 - Gpen 01/02/2013 - Open $0.00

# X Dental - Dental Employee Only 01/01/2016 - Open 12/27/2015 - Open $0.00

#  Dependent Care Flex 01/01/2016 - Open 12/27/2015 - Open na W

# XK Medical Flex 01/01/2016 - Gpen 12/27/2015 - Open N/A v

#a ¥ Vision - Vision Employee + Child(ren) | 01/01/2016 - Open 12/27/2015 - Open N/&

# 7< FsA Reimoursement - FSA Healtheare Employee Only 01/01/2016 - Open 01/01/2016 - Cpen $7.50

o X Hsa 01/01/2017 - Cpen 01/01/2017 - Cpen na o

# X Medical - Plan 750 Employee + Family  01/01/2017 - 12/31/2017 01/01/2017 - 12/31/2017 $16.15

o K Testlife - Test life Employee Only 03/17/2017 - Open 03/16/2017 - Open $1248

| New | Check Message =

No Data

m Exclude Employer Cost G/L 2

DEDUCTIONS

Deductions is the first of many sub-headings under the Payroll Data Tab. This screen displays all the
current and past deductions that have been applied to this employee. There are several features that
can be utilized to add, modify and end a deduction. The buttons housed in the Deductions banner will be

used to accomplish these functions.

A column of check boxes has been added on the far-left of the Deductions and Benefits grids to let you

create end events for multiple deductions and benefits at once.
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The New button will give the ability to add a new deduction to the employee, Create Event can be used
to change a current deduction that has already been used in payroll, and the End Event button is used to
stop or end the deduction from being taken from the employee.

New — This button will open a pop-up window allowing the creation of a new deduction.

Deduction | 1=

Cancel OK

Opening the drop-down box will display the available deductions that can be applied to the employee.
After selecting a deduction, click the OK button and the following screen will appear.

[ save | savemew [ cancel | Deduction Detail
Effective Date  10/15/2016 Last Used In Payrell  12/01/2016
End Date |/ / =

Deduction Medical Flex - Medical
Reimb Flex Spending

Declined |:|
Values
Override Default
Sequence 210
Freguency Ewvery - All Checks Every - All Checks
Amount  $200.00 N/A
Met Pay Minimum N/A
User-Defined Limit $3,500.00
Limit Start Date N/A
Limit End Date N/A

Effective Date — This is the date the deduction will begin

End Date — This is the date the deduction will end, this field does not need to be populated if this is a
deduction that is ongoing.

Declined - This check box lets Michigan Office of Retirement Services (ORS) users assign employees
benefits and deductions with zero contributions so the employees will be reported correctly on the
Michigan ORS Report and transmittal file. The Create ORS Member Data process will include benefits and
deductions that have been declined.

The Values section of this screen controls the frequency, amount, and limit of the deductions. These
values can be defaulted in at the deduction level, which will display under the column labeled Default or
they can be overriden at the employee level under the Override column. If the default information is
correct, then no override information will be necessary.
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Sequence — This value determines the order that deductions will be taken out of the employee’s check.
This references all deductions and not just the deductions applied to the employee.

Frequency — The frequency controls how often the deduction will occur in payroll. Sometimes deductions
will only be effective for the first pay of the month, whereas other deductions will be effective every pay
period.

Amount — The amount field will control the dollar amount to be deducted from the employee. If the
deduction is set up as a percentage, then this field will be labeled Percent. If the default amount is not
accurate, the override field can be utilized to apply the correct amount for the employee.

Net pay Minimum — This field is most commonly used with garnishments that allow an employee to keep
a fixed amount of net pay and applying the overage to the third party agency. Entering a value in this
field will leave the employee with the specified net pay and the remaining pay will be deducted.

Year-to-Date Limit — This field can be useful if a deduction has a maximum amount to be deducted for the
year. If an amount is populated here, it will not allow the deduction to exceed this amount for the
current calendar year.

The Create Event button can be used to change an exiting deduction. To utilize this feature, highlight a
current deduction by clicking on it. This will enable the Create Event and End Event button. Clicking on
the Create Event button will trigger the pop-up window requesting a new effective date for the
deduction. The new effective date will populate with the earliest date the deduction can be modified.

Effective Date | [EIURIENLE x | [iiHl

Cancel OK

After the new effective date has been entered and reviewed for accuracy, the OK button can be clicked
and the deduction detail will be displayed.
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| Save | Save/New | Gancel Deduction Detail

Effective Date  10/15/2016 Last Used In Payroll  12/01/2016

End Date |/ f =

Deduction Medical Flex - Medical
Reimb Flex Spending

Declined |[]
Values
Override Default
Seguence 210
Freguency Ewvery - All Checks Every - All Checks
Amount  $200.00 N/A
Met Pay Minimum N/A
User-Defined Limit $3,500.00
Limit Start Date N/A
Limit End Date N/A

This screen can now be modified in the same way a new deduction is created.

The End Event button will be used when a deduction should no longer be active on the employee record.
To utilize this feature, highlight a current deduction by clicking on it or checking the checkbox. This will
enable the Create Event and End Event buttons. Clicking on the End Event button will trigger the pop-up
window requesting an End Date for the deduction. The End Date will populate with the earliest end date
that the deduction can be ended.

End Date % | [

Cancel OK

After the end date has been entered and reviewed for accuracy, the OK button can be clicked and the
deduction will be removed from the employee record.

BENEFITS

The next sub-heading under the Payroll Data Tab is Benefits. This screen displays all the current and past
benefits that have been applied to this employee. There are several features that can be utilized to add,
modify and end a Benefit. The buttons housed in the Benefits banner will be used to accomplish these
functions.

A column of check boxes has been added on the far-left of the Deductions and Benefits grids to let you
create end events for multiple deductions and benefits at once.

The New button will give the ability to add a new benefit to the employee, Create Event can be used to
change a current benefit that has already been used in payroll, and the End Event button is used to stop
or end the benefit from being applied to the employee.
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New — This button will open a pop-up window allowing for the creation of a new benefit.

Benefit | |5

Cancel OK

Opening the drop-down box will display the available benefits that can be applied to the employee. After
selecting a deduction, click the OK button and the following screen will appear.

| Save | SavelNew | Cancel | Benefit Detail
Effective Date 12/13/2016 Last Used In Payroll  10/13/2017
EndDate _/ / =
Benefit Budget Medical - Budget Medical
400
Declined |:|
Values
Override Default
Freguency Ewery - All Checks Every - All Checks
Amount  $21.00 N/A
Benefit Maximum N/A
Year-To-Date Limit N/A
Life-To-Date Limit N/A

Effective Date — This is the date the benefit will begin.

End Date — This is the date the benefit will end, this field does not need to be populated if this is a benefit
that is ongoing.

Declined - This check box lets Michigan Office of Retirement Services (ORS) users assign employees
benefits and deductions with zero contributions so the employees will be reported correctly on the
Michigan ORS Report and transmittal file. The Create ORS Member Data process will include benefits and
deductions that have been declined.

The Values section of this screen controls the frequency, amount, and limit of the benefit. These values
will be defaulted in at the benefit level, which will display under the column labeled Default or they can
be overriden at the employee level under the Override column. If the default information is correct, then
no override information will be necessary.

Frequency — The frequency controls how often the benefit will occur in payroll. Sometimes benefits will
only be effective for the first pay of the month, whereas other deductions will be effective every pay
period.

Percent — The percent field will control the percenage of wages to be applied for the benfit. If the benefit
is set up as a flat dollar amount, then this field will be labeled Amount. If the default percent is not
accurate, the override field can be utilized to apply the correct percent for the employee.
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Benefit Maximum — If this benefit has a maximum amount that can be applied to an employee record per
pay period, then the maximum should be populated into this field.

Year-to-Date Limit — This field can be useful if a benfeit has a maximum amount to be applied for the
year. If an amount is populated here, it will not allow the benfefit to exceed this amount for the current
calendar year.

Life-to-Date Limit — The life to date limit is similar to the year-to-date limit in the fact that it is set up the
same way, although this will not reset at the end of a calendar year. It will contiunue until the employee
has reached a lifetime maximum defined by this amount.

The Create Event Button can be used to change an exiting benefit. To utilize this feature, highlight a
current benefit by clicking on it. This will enable the Create Event and End Event button. Clicking on the
Create Event button will trigger the pop-up window requesting a new effective date for the benefit. The
new effective date will populate with the earliest date the benefit can be modified.

Effective Date [ITRETELR x | [ifH]

Cancel OK

After the new effective date has been entered and reviewed for accuracy, the OK button can be clicked
and the benefit detail will be displayed.

| Save | SavelNew | Cancel | Benefit Detail
Effective Date 12/13/2016 Last Used In Payroll  10/13/2017
EndDate _/ / =

Benefit Budget Medical - Budget Medical
400

Declined |:|
Values
Override Default
Freguency Ewery - All Checks Every - All Checks

Amount  $21.00 N/A
Benefit Maximum N/A
Year-To-Date Limit N/A
Life-To-Date Limit N/A

This screen can now be modified in the same way a new benefit is created.

The End Event button will be used when a benefit should no longer be active on the employee record. To
utilize this feature, highlight a current benefit by clicking on it or checking the checkbox. This will enable
the Create Event and End Event button. Clicking on the End Event button will trigger the pop-up window
requesting an End Date for the deduction. The End Date field will populate with the earliest end date
that the deduction can be ended.
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End Date x| @

Cancel OK

After the end date has been entered and reviewed for accuracy, the OK button can be clicked and the
benefit will be removed from the employee record.

SCHEDULE

The Schedule can be used to load specific hours codes and hours on an employee record. The schedule
that is created here can be pulled into any payroll batch the employee is eligible for. This will alleviate the
need to key in payroll hours every pay period where the employee works the same repeating schedule.
This is not a permanent schedule of hours worked. It can be easily changed or manipulated after being
loaded into the pay batch in Payroll Manager.

The New button will give the ability to add a new schedule line to the employee. When the New button
is clicked, this pop-up window will display.

| Save | Save/New | Cancel | Schedule Detail
Start Date x | Override Information
EndDate | _/_/__ & nclude in Budget
Schedule Type |Day Includein (]
Day |Last Day of P{w] eTimesheets
Frequency | 1st & 2nd - 24 Times Per Year | 7| G/L Organization =
Hours Code | Reg F/T - Regular Full Time E Project = g
Hours 50.0000 Secondary Job Title m
Shift Code |- Grade
Separate Check | ': Rate | '|

Start Date — This field will trigger the start date of the employee schedule. This can be dated to begin at a
future date.

End Date — The end date should only be populated if there is a specific time period the schedule should
be active.

Schedule Type — The options for schedule type are Day and Cycle. Day refers to a specific day or days
during the pay period and Cycle will allow for a periodic occurrence of the schedule.

Day — This controls the day of the week in the pay period where the hours codes and hours will be
applied to the employee.

Frequency — The frequency controls the number of times each month this particular schedule line will be
loaded in the payroll batch.

Hours Codes — The hours code will dictate the type of pay used for the hours that will be loaded into the
payroll system. It can be any hours code that has been created. If the hours code calculation is rate x
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hours, then a field will appear looking for hours, if the hours code is set up as a flat amount, then a new
field will appear asking for a dollar amount to be loaded.

Shift Codes — Shift codes can be applied to the predetermined hours to increase pay on a regular basis.

Separate Check — If the schedule dictates the hours or pay amount be processed on a separate check,
then the separate check code can be applied here and will automatically pay this amount as a separate
check in the payroll process.

Override Information

The override information can be populated in the schedule creation to prevent the usage of the default
GL, project, secondary job, grade, and rate that is currently set up on the employee level. These fields
only need to be populated if the employee’s default information is not accurate for the specified
schedule.

Note: The schedule can be manipulated or deleted at will. There is no need to create an event to change
or delete. To remove a schedule, click on the red X to the left of the Date Range column, to edit a current
schedule, simply click on the Edit 5"icon.

TAX

Tax is another sub-heading under the Payroll Data tab. This screen displays all the current tax information
that has been applied to the employee. There are several features that can be utilized to add, modify
and end a tax. The buttons housed in the tax banner will be used to accomplish these functions. In many
cases, there will be a need to add more than one tax to an employee. This example will demonstrate the
application of federal taxes, although state taxes and local taxes will also need to be applied in the same
manner.

The New button will give the ability to add a new tax to the employee, Create Event can be used to
change a current tax that has already been used in payroll, and the End Event button is used to stop or
end the tax from being applied to the employee.

New — This button will open a pop-up window allowing the creation of a new tax.

Tax Type | | '|

Tax Code | = |
Cancel OK

This pop-up window requires two fields, the tax type and the tax code. These tax fields will have been
created during the initial payroll setup. Upon completion, clicking the OK button will display the
following screen.
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| Save I Save/Mew | Cancel Tax Detail

Effective Date Last Used in Payrell  10/13/2017
End Date _/ / j
Tax Type Federal Additional Amount
Code FIT Additional Percent
Exempt | []

Withholding Status -

Mumber of
Exemptions

Additional Federal Taxes
FICA - EIC -|
Medicare i Withholding Status ]

FUTA =l

Effective Date — The date the tax will become effective on the employee.

End Date — The end date should only be populated if the tax has a specific end date, normally the taxes
applied to an employee will not have an end date.

Exempt — This check box should only be selected if the employee claims exemption from the particular
tax.

Withholding Status — Tax status will have been built during the construction of the tax tables and the
most common tax status are single and married.

Number of Exemptions — This is a numerical value that will need to be assigned to this field which will
determine the number of dependents or exemptions the employee will claim.

Additional Amount — If the employee elects to have additional flat dollar amount withheld for this tax
agency, the amount can be loaded here.

Additional Percent — If the employee elects to have an additional percent of tax withheld for this agency,
then the percentage should be loaded here.

Additional Federal Taxes

The additional federal taxes section houses the subsidiary taxes regulated by the federal government.
Here is where the FICA, Medicare, FUTA, and EIC taxes can be applied to the employee. These fields only
need to be populated if the particular tax applied to the employee.

The Create Event Button can be used to change an existing tax. To utilize this feature, highlighting a
current tax by clicking on it. This will enable the Create Event and End Event button. Clicking on the
Create Event button will trigger the pop-up window requesting a new effective date for the tax. The new
effective date will populate with the earliest date the tax can be modified. The most common change
made to an employee tax is a withholding status change, which will require the use of the Create Event
button.
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Effective Date [INGETELY x |[iH

Cancel OK

After the new effective date has been entered and reviewed for accuracy, the OK button can be clicked
and the tax detail will be displayed.

| Save I Save/Mew | Cancel | Tax Detail

Effective Date | 12/13/2016 i Last Used in Payroll  10/13/2017
EndDate |/ / =

Tax Type Federal Additional Amount
Code FIT Additional Percent
Exempt O
Withholding Status | Single |;
Mumber of

Exemptions

Additional Federal Taxes

FICA | FICA [=] EIC =
Medicare |FICA Medicare |T Withholding Status |T|
FUTA [=]

This screen can now be modified in the same way a new tax is created. This example refers to the state
tax, which resembles the federal screens in all respects with the exception that there are not any
subsidary taxes mandated by the state agency that need to be selected like FICA or Medicare.

The End Event button will be used when a tax should no longer be active on the employee record. To
utilize this feature, highlight a current tax by clicking on it or checking the checkbox. This will enable the
Create Event and End Event button. Clicking on the End Event button will trigger the pop-up window
requesting an End Date for the tax. The End Date will need to be entered and by clicking the OK button,
the tax will no longer be active on the employee record.

DIRECT DEPOSIT

The Direct Deposit section will allow the application of a bank account or multiple bank accounts to an
employee record in order to make payroll payments electroncally through an ACH process. Much like the
deductions, benefits, and taxes, there are three main optoins available to manipulate the direct deposit
data in the direct deposit ribbon. The options are New, Create Event and End Event.

Clicking the New button will display the following pop-up window.
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Detail

Effective Date 12/13/2016 Active o

Go Paperless
Direct Deposit Detail

Bank American Bank & Trust Deposit Type Amount

Routing Mumber 083908323 Amount / % of Met  $100.00
Pay

Sequence 1

Account Type Checking

Account Number 123456789
Life to Date Limit
Freguency 24 Times Per Year i
nclude in Separate g€

Check

Motification Sent

Effective Date — The date the direct deposit will become effective on the employee.

Go Paperless — If this check box is selected, it will prevent the EFT advice from printing through the
payroll payment patch.

Bank — This drop box will open the available banks that have been created in new world ERP during the
setup process.

Account Type — There are only two options for this field, checking and savings. A value will need to be
entered to define the account being set up.

Account Number — This needs to be populated with the final desination of the ACH into the account that
is being set up.

Frequency — The frequency controls how often the direct deposit will occur during the month.

Deposit Type — This drop box determines the calculation of the direct deposit. The options are Amount,
where a flat amount can be sent to this particular account, Percent of net pay, where a specified percent
of net pay can be allocated to this account, and Balance of Net Pay, where the entire net pay will be
deposited into the account.

Sequence — The sequence will deteremine the order in which direct deposits will be removed from the
net pay and deposited. When multiple accounts are set up on an employee, it is important to assign the
sequence carefully. When the option for Balance of Net Pay is selected in the Deposit Type field, the
sequence will automatically populate as 999. If any other deposit type is selected, a sequence will need
to be populated. A sequence of 1 will siginify this particular direct deposit will be first in line to be
removed from the net pay, where a sequence of 2 means it will follow the direct deposit with the
sequence of 1.

Life-to-Date Limit — This field can be useful if a direct deposit has a maximum amount not to be exceeded
for the duruation of its existance. If an amount is populated here, it will not allow the benfefit to exceed
this amount while it is active.

Include in Separate Check — If the direct deposit dictates an amount be processed on a separate check,
then the separate check code can be applied here and will automatically pay this amount as a separate
direct deposit in the payroll process.

Notification Sent — If this check box is selected, a pre-note has already been sent and the direct deposit
account information is accurate and active, resulting in an immediate direct deposit with the employee’s
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first check. If this box is cleared, then the first payroll processed with the direct deposit setup will not be
sent electronically.

Create Event — This option can be used to change an exiting direct deposit. To utilize this feature,
highlighting a current direct deposit by clicking on it. This will enable the Create Event and End Event
button. Clicking on the Create Event button will trigger the pop-up window requesting a new effective
date for the benefit. The new effective date will populate with the earliest date the benefit can be
modified. From here the direct deposit can be modified in the same manner it was originally set up.

End Event — The End Event button will not be used when a direct deposit should be inactive on the
employee record. To remove a direct deposit, the Create Event button must be used. Highlight the
direct deposit and click the Create Event button and select the next available date for the event. Once
this has been completed, the red X next to the direct deposit will be ready for use. By clicking the red X,
it will remove the direct deposit and the field will be cleared of the entry and the direct deposit will no
longer be active on the employee record.

CERTIFICATIONS

Certifications are a method to increase an employee’s pay or reward them by increasing their rate of pay
for having specific qualifications that apply to their job. Certifications can also be applied for tracking
purposes only where it does not increase the employee’s hourly pay. The certifications are built during
the payroll setup process and will be applied here in the payroll data tab. Like many of the other items
housed under the payroll data tab, certifications can be added, removed and edited on individual
employees through the use of the buttons on the certification ribbon.

New — This button will allow you to add a new certification to an employee. When the new button is
selected, a pop-up window will display requesting a certification type. Once the certification is selected
from the drop-down menu, executing the OK button will display the certification detail screen.

| Save | Savellew | Cancel | Certification Detail
Certification Type Woater Safety - Water Safety Hourly Amount  $0.0000
Instructor Override Hourly
Organization | Amount
Certification Date | 01/02/2016 _:H Hourly Percent
Expiration Date 01/02/2018 Override Hourly

Percent
Course Length

Unit Of Measure -

Employer Cost Employee Cost
Course Course

Expenses Expenses

Certification Type — Select the Certification that was created during the payroll setup that will be applied
to the employee.

Organization — This field will help define the group or organization that is associated with this particular
certification.

Certification Date — Date the certification was acquired by the employee.
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Expiration Date — If this certification expires after a specific time period, this field will need to be
populated with the expiration date.

Course Length — This field can be utilized to display the length, usually measured in a unit of time, for the
required course to receive the certification.

Unit of Measure — Unit of Measure is a description of time it takes to complete the course. The course
length could be a value of 1, and the unit of measure would be in days or weeks.

Hourly Amount — If the certification dictates an increase in pay, the amount will be displayed here upon
application to the employee.

Override Hourly Amount — If the hourly amount is not accurate, this field will allow for a different amount
to be used for this particular employee.

Hourly Percent — If the certification dictates an increase in pay, the percent will be displayed here upon
application to the employee.

Override Hourly Percent — If the hourly amount is not accurate, this field will allow for a different amount
to be used for this particular employee.

Fields listed below Employer and Employee Costs will populate if these costs were associated during the
creation of the certification, but can also be input on this screen as well.

BENEFIT PLANS

Benefit Plans is the next sub-heading under the Payroll Data Tab. This screen displays all the current and
past benefits plans that have been applied to this employee. There are several features that can be
utilized to add, modify and end a Benefit Plan. The buttons housed in the Benefit Plan banner will be
used to accomplish these functions.

The New button will give the ability to add a new Benefit Plan to the employee, Create Event can be used
to change a current Benefit Plan that has already been used in payroll, and the End Event button is used
to stop or end the Benefit Plan from being applied to the employee.

New — This button will open a pop-up window allowing the creation of a new Benefit Plan.
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Coverage Start Date || =
Category | '|
Select Plan or Decline

Plan |"|

Decline / Reason [ | = |
Cancel OK

Coverage Start Date — This is the date the coverage for the actual benefit will begin.
Category — This category will define the type of benefit, weather it is a medical or dental coverage.
Plan — This will be a drop box of all the available plans under the category that was selected above.

Decline/Reason — This will be used only if it is necessary to track the plan an employee is eligible for and
they have declined coverage.

Once this information is completed, clicking the OK button will result in the following screen.

| save | saveiew | Cancel | Benefit Plan Detail
Coverage Start Date  03/30/2017 Last Used In Payroll
Coverage End Date |_/_/ = Payroll Start Date | 03/30/2017 i
Category Health Payroll End Date  _/_f %
Plan |Health F Frequency All Checks
Option E Decline / Reason [] E
Enroliment Date | _/ / 3 Comments
Plan Cost

Rule et

Total Annual Cost
Employer Benefit Amount

Employee Deduction Amount

Coverage Start Date — This date was selected earlier with the last screen and will default in.

Coverage End Date — This field should only be populated if the coverage will end prior to the scheduled
end of the benefit plan year.

Category — The category will default in from the previous screen.

Plan —The plan will default in from the previous screen.
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Option — This will be the employee’s coverage option, usually for a medical category, the options would
be employee only, employee plus one, and family coverage.

Enrollment Date — This date will only be populated if this Benefit Plan was applied to the employee
through an open enrollment process.

Last Used in Payroll Date — This date will be populated with the last day the Benefit Plan was used by this
employee.

Payroll Start Date — This date dictates the day the Benefit will be applied to the employee’s pay check.

Payroll End Date — This field should only be populated if the Benefit Plan will end prior to the scheduled
end of the benefit plan year.

Frequency — The frequency controls how often the Benefit Plan will be applied to the employee record
during the month. This field cannot be changed here; it is built into the Benefit Plan

Decline Reason — The coverage for an employee can be declined here and a reason can be entered.
Comments — Any notes that are pertinent to this employee can be entered here.

Plan Cost

Rule Set — This rule set determines the eligibility of the employee based on date criteria.

Total Annual Cost — This field will display the total annual cost of the Benefit Plan.

Employee Benefit Amount — This will be the amount associated to the benefit side of the plan.

Employee Deduction Amount — This will be the amount that will be deducted from the employee
paycheck.

The Dependents section here will display the dependents that have been loaded into the Personal data
tab in Workforce. If the coverage option for the benefit plan contains coverage for more than the
employee, then the covered dependents will need to be marked here.

Create Event — This can be used to change an exiting Benefit Plan. To utilize this feature, highlighting a
current Benefit Plan by clicking on it. This will enable the Create Event and End Event buttons. Clicking
on the Create Event button will trigger the pop-up window requesting a new effective date for the
Benefit Plan. The new effective date will populate with the earliest date the Benefit Plan can be
modified.

Effectiva Date [IVRETEIL x [

Cancel OK

After the new effective date has been entered and reviewed for accuracy, the OK button can be clicked
and the Benefit Plan detail will be displayed.
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The resulting screen can now be modified in the same way a new Benefit Plan is applied.

End Event — This button will be used when a Benefit Plan should no longer be active on the employee
record. To utilize this feature, highlight a current benefit by clicking on it. This will enable the Create
Event and End Event buttons. Clicking on the End Event button will trigger the pop-up window
requesting an End Date for the Benefit Plan. The End Date will populate with the earliest end date that
the Benefit Plan can be ended.

EXCLUDE EMPLOYER COST G/L ACCOUNTS

To accommodate cases when particular expense accounts should not be used for some or all employee
benefits, workers' compensation or employer taxes, an Exclude Employer Cost G/L Distribution section is
in the Workforce Administration Payroll Data tab. In this section, you may select the general ledger
expense accounts that are to be excluded when payroll calculations are run. To select a G/L account, click
the New button, located on the far-left side of the section header. An Exclude G/L Distribution Detail
section will display, containing one field, G/L Distribution. Type the name or click one of the prompts to
select the full G/L account to be excluded, and click Save or Save/New, depending on whether you want
to exclude more than one account. Saved selections will be added to a grid.

[“New | Exclude Employer Cost G/L

f‘ 7( 800-9160-508010 - General Government Fixed Assets-TO - Asset Transfers-Operating Transfers Out

[ save | savemew | cancel | Exclude G/L Distribution Detail

G/ Distribution || ~ [€

CHECK MESSAGE

Here Check Stub messages can be applied to employee paychecks.
Effective Date — The day the message will be effective added to the paycheck stub.
End Date — The date the message will no longer be active on the employee paycheck.

Check Message — This is the body of the message, type any required message.
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REPORTS

Human Resources > Reports > Employee Reports

Applicant Tracking 3

Benefits Administration 3 Maonthiy 22-1
COBRA Processing

Employee Event Tracking [ 3 _

eSuite ’
FMLA * Pay Day Reports 4
Mon-Employee y Management Reports 4
Personnel Actions Earnings Reports 4
Life Events Pay Day History Reports 3
Paosition Budgeting 4

Retirement Benefit Tracking #

EED
Applicant Tracking Reports

-

-

Roster Cards ¥ Benefits Administration Reports ]
Time Off Requests ¥ COBRA Reports b
Workers' Compensation * Employee Event Tracking Reports  »
MNon-Employee Reports 3
”_IEq_uiri&s e _f Position Control 3
hecks South Central Ba, Retirement Tracking Reports 3

b

-

Roster Reports
Workers' Compensation Reports

Employee Information Report
Employee Benefit Report

Employee Deduction Report
Employee Direct Deposit Report
Employee Tax Report

Employee Pay Rate Report

Employee Contact Report

Employee Emergency Contact Report
Employee Birthday/Anniversary Report
Employee Inventory Report
Employee Education Report
Employee Certification Report
Employee Skills Report

Employee New Hire Report
Employee Termination Report
Employee lob Change Report
Employment Status Report
Employee Audit Report

Employee 35N Verification

The following reports will help you survey employee information coming from the Payroll Data Tab in
Workforce Administration.
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Employee Benefit Report
Employee Deduction Report
Employee Direct Deposit Report
Employee Tax Report

Employee Audit Report
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EMPLOYER REPORTING TAB

| -
01/01/2016 05/16/2016

Employer Reporting
I New | Create Event End Event Offer and c°v¢ragg
End Date Full-Time Employee ;?::,s‘:"fo“ SRS Offer of Coverage Safe Harbor
i

1H ffer of
o ?( 05/16/2016 Open Plan 750 Mo offer o 2B Employee not a full-time employee
coverage

1H No offer of
_*' 7( 01/01/2016 05/15/2016 Plan 750 coveroagoe ere 2A Employee not employed during the month

I New | Create Event | End Event Covered Individuals

No Data

OFFER AND COVERAGE

The Offer and Coverage section on the Employer Reporting tab tracks employee information to be
reported in Part Il of the 1095-C form required under the Affordable Care Act (ACA).

COVERED INDIVIDUALS

For customers with self-insured plans who do not track covered individuals with Benefits Administration,
the Covered Individuals section on the Employer Reporting tab tracks individuals to be reported in Part llI
of the 1095-C form required under the Affordable Care Act (ACA).

In the Covered Individuals Detail section of the Employer Reporting tab, an employee may be deselected
as a covered individual.

In the Withholding Status column of the Taxes grid, an employee's number of elected exemptions
appears next to each withholding status. Additional Amount and Additional Percent columns also have
been added to the grid.
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