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Evolution Payroll - Getting Started

Evolution Payroll is a dynamic Payroll, HR, and Tax Management system developed by payroll and HR service bureau
veterans for the Human Capital Management (HCM) industry.

It is a Web-based application that facilitates remote client tasks such as adding new employees, existing employee
maintenance, managing and processing payrolls, running reports and more, via the Internet using a Web browser.

System Requirements

You must be using Evolution Classic version 16.47 or higher to use the Ad Hoc Reporting features. If you are a Saa$
customer, these upgrades will be done for you.

Screen Resolution

The Optimum Resolution for Evolution Payroll use is 1920 x 1080. Evolution Payroll is designed to fit most screens
and screen resolutions by using a Responsive Web Design (RWD), which allows the components within the
application to be moved and resized based on screen size and resolution. The minimum supported resolution is
1360 x 768.

Internet Browser

Evolution Payroll is designed to leverage the features of the most current browser versions. For the best possible
experience, we recommend using one of the browsers listed below.

Browser Supported Version
Internet Explorer 10.0+
Firefox 28.0+
Chrome 33.0+
Safari 7.0+

Third Party Browser Extensions

Important! The use of third party browser extensions is prohibited when using Evolution Payroll. See the table
below to learn how to disable extensions for your browser.

Browser Instructions for disabling extensions

Google Chrome Click the menu button | = in the toolbar.

Select Settings.

Click Extensions in the far left.

On the screen that opens, deselect any checkboxes that are marked
«| Enabled

5. Restart the browser.

El o

Moszilla / Firefox 1. Click the menu button = in the toolbar.
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Browser Instructions for disabling extensions
2. Select Add-ons.
3. Click Extensions in the far left.
4. Select the Add-on/Extension you wish to remove.
5. Click the d2lilis button.
6. Restart the browser.

Internet Explorer Click the settings button £23 in the toolbar.

Select Manage Add-ons

Select Toolbars and Extensions in the far left.

The Manage Add-ons screen opens.

Select an add-on in the grid, and click the Disable button if available.
Restart the browser.

Go to the Safari menu.

Select Extensions

Select an extension from the list
Deselect the Enable checkbox.
Restart the browser

Safari

VhRwWNE OO REWNR

Security Settings

Access to Evolution Payroll is granted in Evolution. Users may be granted access to as many or as few menus and
functions in Evolution Payroll as the service bureau determines appropriate.

User or Group Security Rights

Additional settings specify whether individual users have full access, read-only access, or no access.
1. Go to the Admin - Security — Users (or Groups) screen, and select the user.
2. Click the Details tab - User Rights button.

. Modify settings by right-clicking the green plus sign / red minus sign, and selecting Enabled or
Disabled.

. Click the small plus signs (far left) to open a menu "tree". Everything can be selected individually to give
or remove permissions to users.

3. Click the black plus sign next to Employee to open related topics
4. Right-click the item to be changed from standard group rights

Note: each item must be selected individually.

Enabled - the selected item is visible in the Edit Employee section of the Employees screens in Evolution Payroll. The
user can Add/Edit and Delete Information.

Read-Only - the selected item is visible in Employees screens in Evolution Payroll. The Add button is disabled, and
Edit and Delete are not functional for that item.

Disabled - the selected item is not visible in the Employees screens in Evolution Payroll.
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D/B/D/T Level Security Restrictions

The Organization (D/B/D/T) Level Security in Evolution Payroll is controlled by the D/B/D/T level restrictions set in
Evolution Classic, on the Admin — Security — Users — DBDT tab for the user’s profile. Those settings affect three areas
in Evolution Payroll:
1. Employees will not be visible to a user if s/he is part of a D/B/D/T level to which the user does not have
permission to view.
2. The D/B/D/T level will not be available for selection throughout the application if the user does not have
permission to view it.
3. Checks will not be visible to a user if they belong to an employee who belongs to a D/B/D/T level that is
blocked from the user.

Note: Pay Rates will also be hidden as part of the employee belonging to a D/B/D/T level that is blocked.
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Logging into Evolution Payroll

Evolution Payroll uses the Enhanced Security Level setting from the SB Admin — Service Bureau - Flags & Settings tab
in Evolution. Currently there are three levels of enhanced security to choose from. The table below highlights the
levels and their requirements.

Low

* Requires only a password to login

¢ Users must set up three questions / answers

* Forgot password functionality is available

¢ 3invalid login attempts will lock the account (forcing the user to answer the security questions)
¢ 3 invalid answers to the general security questions will block the account

¢ Requires a password to login

¢ Users must set up three questions / answers

¢ The user is asked to define two Extra Security Questions / Answers in extended login

e Forgot password functionality is available

¢ 3 invalid login attempts will lock the account (forcing the user to answer security questions)
¢ 3 invalid answers to security questions will block the account

B Requires a password to login

¢ Users must set up three questions / answers

* The user is asked to define two Extra Security Questions / Answers in extended login
¢ Forgot password functionality is not available

¢ 3 invalid login attempts will block the account

In addition to establishing the level of enhanced security, other security considerations must be set on this screen.
Password Duration - how often passwords are required to be changed

Minimum Password Length - minimum number of characters the password must contain

Enforce Mixed Password - new passwords must contain at least one alpha, one numeric, and one special character
Send Screenshot with Error — the system automatically sends a screen print when an error message is received.
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Gereral Info Flags & Settings | Cover Letter Notes] Tax Cover Letter Motes | Invoice Notes | VMR Confidentialiy Notice | Terms of Use] External Logins]
Default Check Format= EFTPS Bank Format= Trust Impound Type = ACH ﬂ
Pressure Seal Letter Greatland [Mew 7 Anexsys

[ ! j . Tax Impound Type * ACH ﬂ
Misc Check Format= " Bank of America _ ) oh
Pressure Seal Letter Greatland [Mew) j {* Batch Pravider DiicellUenestimpotndibp=Ry j
Auto Save= Billing Irmpound Type = Internal Checkj
Use PreMote™
33 Mine Wworkers Comp Impound Type = |ACH j
" Yes " No
AR Expart Directary Block DD Impound Type changes =
B In Prenote Days I ‘es * Na
52
I Prohibit Offine Total ACH File Amount= 5.000,000.00
G Werloe) A et Bark Check= Total ACH File Limilations = M =l
0% v well Fargo -
™ Cibank Tax Exception Impound Type= | /ire Transfer =l
Payrall Natification E -t ail  wells Fargo/Kevbank
" Wellz Cashiers T ax Payment Client
- " BBT -
Securiy " Union Bank of Califormia J
Pazzword Duration™ 0o0.o0 :| Dayps ™ User defined
Enhanced Security* tedium
rnaneed = Eedy j " Block Negative Checks From Trust
bt (Pessmre Lergio 1 v| [~ TOA Descriptions on Check
Enforce Mixed Password r Drapz Prior To Check Date for Backdate
Send Screenshot 'with Eror - v A|
-
Enforce mandatory DOE for ‘W employess *
o Yes " Mo
Mark Liabilties az Paid Default=
" Yes &+ Mo

Once security requirements have been established in Evolution,
1. Open a Web browser and enter the URL provided by iSystems.
The first time a use logs in, enter the Username and Password assigned to them by the service bureau.
2. Click Sign In.
Result: a pop-up box opens regarding setting up security questions.
3. Click OK.

4. Select Questions 1, 2, and 3 from the dropdown lists and provide answers to the questions.

Evolution’

5. Click Submit.

If the Enhanced Security field in Evolution has either a medium or high value, the user will be prompted to
create and answer two additional security questions, which will be asked each time the user logs in.
Result: The Dashboard opens.
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Forgotten Password
If the user forgets their password, click | forgot my password on the login screen.
. A new screen opens requiring the user to enter their username and click Submit.
Once submitted, three security questions displayed on the screen must be answered to continue.

Sacute Usar Logi Forget Password

Provide Securty Valkdaticn
Answer fhese quesions 0 verfy JOUNCH

Quasaon 1 Tart

Quachon 2 Texdt

Submat

Submit

Note: If a user answers any of the security questions incorrectly three times, s/he will get a message that the
account is blocked, and instruct them to contact their service bureau.

After answering all three security questions, the user clicks the Submit button.
. A new screen opens, on which the user is to set up a new password.

Secure User Login Forgot Password

SUbmE your user name fo star

User Hame

r=antara

SetPaszword

° The user enters and confirms the new password, and clicks the Set Password button.
. The main Login screen opens, where the username and new password are entered.
Result: The Evolution Payroll Dashboard opens.

Note: If an account becomes blocked and is then unblocked by Admin, user must redefine questions/answers

upon next login.
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Terms of Use

Service bureaus can define the Terms of Use for their internal and external users. These Terms of Use are presented
when users first log in, after the Terms of User are entered (or changed) on the SB Admin - Service Bureau - Terms of
Use tab.

When users log in and see the Terms of Use, they must accept the terms to use Evolution Payroll. Once accepted,
the Terms of Use are not presented again unless a change is made by the service bureau to the terms. To accept the
Terms of Use, click the Accept button.

. New users are presented with the Terms of Use after the user has selected three security questions
and answers.

. Existing users will see the Terms of Use upon initial login or if the Terms of Use have changed.

Note: If the service bureau has not entered anything in the Terms of Use tab, nothing needs to be accepted by
the users.

When the user accepts, the Dashboard screen opens.
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The Dashboard

Information on the Evolution Payroll Dashboard is laid out in sections, or tiles, from which users can navigate to the
information selected. Dashboard functionality is covered in more detail later in this guide.

Evolution®
VO U l O n Have you heard about the new Evolution solution for HR?

Logged in as: Sally | Settings | Logout
Client 0001 - Fantasy Wor

12348 Company 0001 - Faniasy

a

IEEZBEIE = oo aeri 19, 2016 Tuesday, Aprl 26, 2016

ent

Company 5
0410212015
0472012015
0412012015
03/10/2015

Employees

Analysis

SUI Tases: 540.80=0.18 %
State Taxes S47T504 =213 %

FeomalTaes: S5.411.67 = 2425 % ‘

Local Taxes: $0.00=0.00 %

Nt Payrok $16,38.45 = 73.44 %

Evolution’

Header

In the Header at the top of the screen, far left, is the company’s logo. The center section displays up to five
Announcements/Messages selected by the company. Click the numbers to view one of the five messages.

Logged in as- Sally | Seftings | Logout

Evolution®
Remember our offices will be closed on January 1st.

Client | 0001 - Fantasy World v

12 3 45 Company 00014 - Fantasy World v

The clients and companies are selected from the dropdown lists in the upper right corner of the screen. When the
Dashboard first opens, the default client shown is the one with the lowest Internal Client Number. The client and
company fields are accessible in every screen within Evolution Payroll (see screen print below.)

Note: When a different Client/Company is selected, regardless of the menu in which the user is working, the
user is automatically returned to the Dashboard screen.
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Menu Bar

Use the Menu Bar on the left-hand side of the screen to navigate within Evolution Payroll, similarly to the Menu Bar
in Evolution. Menu ltems are selected from the main screens of each menu. Each menu is covered in more detail
later in this Guide.

Payroll Today

The Payroll Today tile offers a snapshot of payrolls scheduled around the time of the viewing. The payrolls listed are
links that, when clicked, take you to the Batch Settings screen for the payroll selected. Normally the first payroll is
the most recently run prior to current day. The next are payrolls scheduled to go out on the current day or in the
very near future. The status for each payroll is shown to the right of the payrolls.

Regular Payroll 07/30/2015 - 1
Regular Payroll 08/06/2015 - 1
Regular Payroll 08/13/2015 - 1

00 —=r

0 il L ®
06/11/2015 - 1 03/17/2015
06/11/2015 - 1 03/17/2015
06/11/2015 - 1 03/17/2015 03/17/2015 03/17/2015
02/19/2015 - 1 03/17/2015

The symbols across the center of the tile are described in the table below and indicate delivery status, currently a
feature of VMR, of those payrolls listed below. To view this section, the company must be set up with VMR.

Symbol Description

Check date of the payrolls listed below

Processed date of the payrolls listed below

Packaged date of the payrolls listed below

In Transit date of the payrolls listed below

cUZmOR

Date Delivered of the payrolls listed below

Agenda

The agenda functions similarly to the User Scheduler, and is available to the user only. It keeps a calendar of all
scheduled tasks. Agenda users must have User Scheduler security rights established in Evolution to access the
Agenda in Evolution Payroll.
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“« Wednesday, August 05, 2015-Wednesday, August 12, 2015

Date Time Event

0 6 Thursdas 10-00 AM-10:30 AM tyuytutyu
0 7 ~riday 7:00 PM-7:30 PM Unit test 4396
0 8 Saturday 10-00 AM-10-30 AM tyuytutyu

1 O Monday 10:00 AM-10:30 AM tyuytutyu

Published Reports

The Published Reports tile lists the 10 most recently run reports published to the company through VMR in
Evolution. Each report link when clicked, brings the user to the “Published Reports” screen in the application,
showing a preview of the report results.

Analysis

The tile on the bottom right of the Dashboard screen displays a graphical representation of the Cover Letter Report
(8193) and Tax Report for Payroll (S247) reports. Users can click the left D or right D arrow to scroll to the next
view.

The Analysis tile always shows data for the last processed payroll and is updated when next payroll is processed. For
the graphs to be displayed, the reports must be properly configured to display on the dashboard.

The Cover Letter (RW) (S193) displays as an inverted pyramid showing the actual dollar amounts in the payroll. At
the top of the chart is a breakdown of the payroll that the chart represents.
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Analysis

<

Cover Letter (S193)
Check Date: 06/25/2015-1, Period Range: 06/14/2015 TO 06/20/2015
Week #26
Total Net Payroll = $9,844.29, Total Payroll Liability = $16,053.99
Total Debited From Account = $16,053.99

Total Tax Liability $5,954.50 = 37.09 %

Total Direct Deposits - Checks $6,837 .88 =42 59 %

Total Agency $238.50 =149 %

Total Billing Amount $16 70 = 0.10 %

>

The Tax Report for Payroll (S247) displays as a Pie Chart showing the amounts of the taxes as well as the Net Payroll
amount for the payroll for which the report was generated.

Analysis

<

Tax Report For Payroll (S247)

Check Date: 01/23/2015-1, Period Range: 01/11/2015 TO 01/18/2015 Week #4
SUI Taxes: $66.686 = 0.41 =

Local Taxes: $173.75 = 1.07

State Taxes: 5774.82=4.78

Federal Taxes: $4,071.93 = 30.67 %

- Net Payrol: $10,224.21 =63.07 %

>

Setting company reports to show on the Dashboard
1. In Evolution, go to Reports — Setup Reports.
Select the company from the list on the left-hand side of the screen and click the Details tab.
Click the Plus sign to add a new record.
Select the report to be added.
Update the Print Frequency, Priority to Print, and Number of Copies as needed
Select the option to Display on Dashboard.

o v ks wN
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Report Payroll Processing Print Settings

Fieport = Print Frequency= Pricrity to Print =

|Cover Letter [S5193) Lll |Ever_l,l Scheduled Pay LI] |5 i”

Feport Print Mame* e TIUmoeT Ionth

| Carver Letter | | Lll | L”
Mumber af Copizs™

ﬁ?i‘zrﬁ:t': Cover Letter ~ 1 ji [~ Summarize [~ Duplexing

Hauthor: Dimitry Shapovaloy

HO ate:

HDezcription: This report is the cover letter

"Dutput ASCI file narme

| || T Addto esisting fle

I~ Favarite [~ Hide for Remotes I Frint with Adjustment Papralls Only ird li_:)ispl
Override Repart Mail Box
I}s Report Parameters ﬂ Run Reports

Note: Print Frequency must be set to Every Pay to be updated on the Dashboard each time a payroll is
processed. Number of copies must be set to 1 or more.
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Navigating Evolution Payroll

Navigate within Evolution Payroll using buttons, symbols, or by clicking within the fields themselves. When adding
information, press the TAB key to advance to each of the applicable fields in the order in which they should be
completed. When tabbing, the next screen will open when the TAB key is pressed in the last field on the screen.

Client and Company Selector

Select the client and company from the dropdown menus in the upper right corner of the screen to view company-
specific information.

To navigate to the topic and screens desired from the Dashboard, users can
1. Click the Menus, or
2. Click the Tile titles

Logged in as: Sally | Settings | Logout

Evolution®
VO U lO n Have you heard about the new Evolution solution for HR?

Client 0001 - Fantasy World

12348 Company 00014 - Fantasy World

Payroll Toda% Agenda

Reguiar Payroll 0411372016 - 1 | Processed | [T | | R ot 26 2016

i il 1! 016-Tuesday. i 201
Regular Payroll 0411312016 - 1 [ Frocemsed | oday MUy ihvrkii0 a0 conmay Ao
Reguiar Payroll 0411872016 - 2 Pening __ JREER Time Even

0] [ ] -G ®
06/24/2015- 1 04/02/2015 04/02/2015 04/02/2015 04/02/2015
06/24/2015-1 04/2012015 04/20/2015 04/2012015 04/20/2015
06/24/2015-1 04/2012015 04/20/2015 04/2012015 04/20/2015
06/2472015-1 09110:2015 0310/2015 09110:2015 0910/2015
Published Reports Analysis
C re Seal Legal Moore (New) (S1757) (S1757)
= ax Report For Payroll (S247)
Lo - (S257) Check Date: 12/1 O ange. 11/30/2014 TO 12/06/2014 Week &5
mployee Report 13 (S2731) S T S0 8020185% sl
P ) LI D Local Taxes: $0.00=0.00 %
Inactive Employee Report 13 (S2731)
FeowTa 5541107~ 2425% ‘

Nt Payrok $16,38.45 = 73.44 %

Evolution®

The Employee Menu

After clicking the Employee menu, click the active button (the button that is not grayed-out) in the Header to access
the additional menu items within the Employee menu.
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Example: the following screen opens when the user clicks the Employees menu. This is the Table View. Click the
active button to access the Form View, which lists the menu items within the Employee menu.

Employees S

EE¥ T Last Name T First Name SSNEIN Zip Code E Goldie Greenburg 3

Direct Deposit

County Phone Extension
Healthcare Coverage *
No ER Paid Ins/Not Eligible .

pnm o e ] ™
T

Dependent Coverage * Benefit Eligible
No v i}

1 Lowis A 84773311 W 10086
2 Smith ail 96551172 ™M 10022 Active Greenburg Goldie
3 Greontarg Galdie 962443369 W 10044 Active
982-44-3360
4 Soffer Hamy 822111 vT w5401 Active df2-44-3309
5 Pinkmans yossie 885669974 W 10011 P e
ctivi
6 Bichon Selma 98044112 wA 885 Active
7 Goodman Saul 302665589 vt wsan cti 951 Smith Street
8 Clark Wille 956441722 VT w5401 Active Ithaca, NY 10044
g White Walter 000:331122 vw 10012 Active
i Susan 63881122 VT w50 Active
n Simon 27133647 v 123 Acti
2 Jim 2434645663 v 15602 Active
13 Ramagopul Yari 615461065 v w5401 Active
u Hamerhil Bryce 514054105 v tsa51 Active
15 Any Body 000000000 vr w602 Active
<)(«) Page a2 (W)(m 1-16 of 17 ftems.
3-Greenburg, Goldie v
982443369
bor Defautts
First Name * mL LastName* Gurrent Hire Date * Original Hire Date
Goldie Greenburg 02/17/2003 ] ]
2
[ ro | [——s £ Tominaton o R o
951 Smith Street o - Yes .
3 o
g
g ciy* State* Zip Code *
On call From oncall To
T .. o . :
" ’ &
i

Benefits

Group Term Policy

GTL Hours GTL Rate

Tables

Several screens in Evolution Payroll are formatted as tables, which come with their own unique navigating
functionality.
The first screen to open in the Employees menu is displayed in table format:

Export Pre
1 Lewis Al 88477-3311 Ny 10086 Active
2 Smith il 96551172 MA 10022 Active Greenburg Goldie
3 Greenbuig Geldie 992443369 Ny 10044 Active
4 Soffer Hamy 77822-1133 VT 5401 Active 982-44-3369
5 Pinkmans Jessie 835.66.9974 Ny 10011 Active. Actve
6 Bichan Selma 26644112 MA 86855 Active
T Gaodman Saul 02665889 vt 05401 Active 951 Smith Street
Clark Wille 996441322 vt 05401 Active thaca, NY 10044
] ihite Walter 000331122 Ny 10012 Active
10 Bigete. Susan %368.1122 VT 05401 Active
n Simon Simon 627-13:3647 Ny 1238 Active
12 Kirk Jim 213645663 vt 05602 Active
13 Ramagopul Yani $1546-1065 VT 05401 Active
n Hamentill Bryce 514054105 vt 05351 Active
15 Any Body 100-00-0000 vt 05602 Active
wW)(«) Page 1 o2 (W)(u 1- 1 of 17 hems

There are several additional tools that can be used when navigating with tables.
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Filtering — if a column header has a filter ﬂ symbol next to the name click to open a filter box. Enter

criteria to filter the results displayed on the screen when searching for specific data.

Expurt to Excsl

Soffer
Goodman
Clark
Bigole
Kirk
Ramagopul
Hamerhill
Any
Golden

Scatt

Saul
Willie
Susan

Jim

Yani
Bryce
Body

Larz

Bloomenfield

778221133
302-66-5889
996-44-1332
963-88-1122
213-64-5663
615-46-1065
514-05-4105
000-00-0000
651-96-5106
635-21-0651

Show items with value that

Is equal to v

VT
And v
s equal to v

V]
al
u
V]
u
vT]
u
al
u
VTl

Active
Active
Active
Active
Active
Active
Active
Active
Active

Active

The filter symbol remains white to let the viewer see that the filter is being used.

Column Re-ordering — click and drag the column heading to re-order the data — for example,
the Zip Code column to view in a different order:

click and drag

T T TS S N

1 Lewis 10066 Active
2 Bill 10022 Active
3 Goldie 10044 Active
4 05401 Active
5 Finkman MY 10011 Active
G Bichon Selma MA 88855 Active
7 Goodman Saul VT 05401 Active
g Clark Willie VT 05401 Active
9 White Walter NY 10012 Active
10 Bigole Susan VT 05401 Active
1 Simon Simon MY 11234 Active
12 Miller Mary VT 05401 Active

Sorting — similar to Excel, data can be sorted from high-to-low or low-to-high by clicking the column header.
This can be done with alpha as well as numerical data.

T R R

10066 Lewis Active
2 10022 Bill Smith MA Active
3 10044 Goldie Greenburg NY Active
4 05401 Harry Soffer VT Active
5 10011 Jessie Finkman NY Active
G 88855 Selma Eichon MA Active
7 05401 Saul Goodman VT Active
8 05401 Willie Clark VT Active
] 10012 Walter White NY Active
10 05401 Susan Bigole VT Active
1 11234 Simon Simon MY Active
12 05401 Mary Miller VT Active
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Hot Keys

A series of Hot Keys have been developed to enable quicker navigation. There are several key combinations that
perform the same function with different results, depending upon the menu the user is in. The table below identifies
the Keyboard Hot Keys currently available.

Keyboard Key/s Description

Press the ALT key + N Add new employee / Add new payroll

Press the CTRL key + S Save employee / Save payroll

Press the CTRL key + E Export grid to Excel (this only works in Grid view)

Press ALT + Insert Insert / add a record (row) into a table (instead of
clicking the Add button.)

Press ALT + Delete Delete record (row) from a table (instead of clicking
the Delete button.)

Press the ALT key + the Right Arrow key Scroll right to next employee record or check line

Press the ALT key + the Left Arrow key Scroll left to previous employee record or check line

New Terminology

There is new terminology used throughout Evolution Payroll that warrants introduction. The table below explains
the new terminology that you will see in this document as well as in the application.

Name Example Description

Menu Bar

Dashboard

Colored blocks on the left-hand side of
the screens that correspond to a menu.
Click the menus to be brought to the
Ei‘ main screen of the menu selected.

Company

LE

Employees

Reports
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i 5 L

Menu Within some of the menus (Company
Items and Employee) there is a sub-menu on
the left side of the screen with menu
| Py | items that pertain to the topics of those
menu items. Our example is from the
Employees menu.
[ o |
Sections . Many of the screens in the application
OmaMatm 4 OmteOm are divided into sections. These sections
—— e—— have headings that separate the
R ) information pertaining to the sections.
Cm ol Fogem. — Om. Col B
Flyout tabs — There are two types of tabs you will see
in the application: Those at the far right-
hand side of the screen, and those along
} the top of the screen. The instructions
: . within this guide will be explicit to direct
! i you to the right tab.
i i
l
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The Menu Bar

The Menu Bar contains many of the same menus as are in Evolution, based on security rights the user has been
given. Note that the list of Menu Items within each menu are color-coded to match the menu selected, indicating in
which menu the user is currently working.

Information on the Evolution Payroll Dashboard is laid out in sections, or tiles, from which
users can navigate to the information selected.

Dashboard

in the Company menu. The fields’ values are taken from corresponding fields in Evolution. The

E Company information, including settings and rules established by the company can be viewed
-
' data in the Company menu is currently read-only however it can be edited in Evolution.

Company

! E Employee information can be viewed, added, and edited in the Employees menu.

Employees

Payrolls are processed quickly and easily through Evolution Payroll. The first screen in the
Payrolls Menu is the Payroll Timeline, displaying coupon or card-like views of scheduled
< o payrolls.
ayro SQ
The Reports menu lets the user see reports that have been published to Evolution Payroll from
VMR, as well as process additional reports as needed.

Reports
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The Company Menu

Company information, including settings and rules established by the company can be viewed in the Company
menu. The fields’ values are taken from corresponding fields in Evolution. The data in the Company menu is
currently read-only however it can be edited in Evolution.

Company - Basics screen

The first screen that opens when the Company menu is accessed is the Company — Basics screen. Note the additional
Company menu items on the left-hand side of the screen.

BDazzled Design Ltd. BDazz1
Organizational Levels _— o
ooooo00un
“ Adoress 1 Customer Service Team
11 Spring Lane Customer Service
Address 2 Customer Service Representative
city State Zip Code Email
Fhone Fax Fayrol
123456789
Name Tax
Linda Mils £ 123456789
5
3 Addess 1 8 Workers Compensation
S 7 spinglane £ 123456780
=
< address2 = siling
=4
= O 123456789
5
city State Zip Code Direct Deposit
Williston VT 05495 123456789

Company - Organization Levels screen

The Company - Organization Levels screen displays the Division, Branch, Department, and Team organization level-
specific information, if applicable, for this company. Each company level (previously known as D/B/D/T in Evolution)
may have their own payroll bank accounts. When a level is selected on the left, a Payroll Bank Account number, Tax
Bank Account number, Billing Bank Account number, and Direct Deposit Account number display on the right, if
applicable.

4 [North Eastern Division Details for: North Eastern Division

4 Northeast Branch

Number No East
4 Northeast Sales Dept

Jessie's Team Description North Eastern Division

4 Western Division Home State VT

4 Western Branch

Override EE Rate #

4 Western Sales Dept

Gladys' Team Override Pay Rate
4 Central Division

Payroll Bank Account # 302875106
4 Central Branch U

4 Central Sales Dept Tax Bank Account # 0000000000

Gus'T
us feam Billing Bank Account # 302875106

4 South Eastern Division

4 Southeast Branch DD Bank Account #

4 Southeast Sales Dept
Walt's Team
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The section on the left-hand side of the screen displays the organization level setup (Division, Branch, Department,
and Team).

. Click a level to view information specific to that organization level in the panel on the right.

Company - E/D Codes Screen
The Company - E/D Codes screen displays a list of the E/D Codes created and used by the company.

M1 ACA Hours
E4 Sick 10.00
E3 Vacation 11.00
E02 Regular
E01 Salary
D7 Child Support - 2
D6 Health Insurance
D5 Garnishment
D4 Child Support
D3 Direct Deposit - Net
D2 Direct Deposit - Partial 2
D1 Direct Deposit - Partial 1
Company - States Screen
The Company — States screen shows the states in which the company is set up to do business.
Company
< cription Cot Setting for: New York - NY Local Rates
D A ‘m New York Gty Res.
N Nesw York Ny ‘:: =N Mew York City Mon-Res 0.0025
Pennsylvania PA [ — MCT Mobility Tax 0.0011
Vermant VT N i 1-3 of Jitems
[P | ven | ! {osersiens SUI Rates
Previous Nest
o e |
NY-Re-employment 0.00075
NY-8UI 0.04025
1 1-20f 2items
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Appendix - Company Menu

Company Basics screen
Field / Button
Name

DBA

Address 1
Address 2
City

State

Zip Code
Phone
Fax

Legal Address section

Name
Address 1
Address 2
City

State

Zip Code

Company Code

EIN
Customer Service Team
Customer Service Representative

Email

Bank Accounts section
Payroll

Tax

Workers’ Compensation

Description
The company name.

Company name if the company is doing business as a name other than
the name above.

First address line of company address.
Second address line of company address.
City name of company address.
Company state.

Company zip code.

Main phone number for company.

Main fax number for company.

If the company has a legal name and address different from the address
listed above, enter it in this section.

Legal company name, if different.
Legal address first line, if different.
Legal address second line, if different.
Legal address city, if different

Legal state address, if different.

Legal zip code, if different.

This must be alpha or numeric, up to 9 characters, and must be unique
to this company.

The Employer Identification Number (EIN) for the company.
Name of the Customer Service Team.
Name of the Customer Service Representative.

Email address of the Customer Service Representative.

The payroll bank account number.
The tax bank account number.

The Workers’ Compensation bank account number.
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Field / Button Description
Billing The billing bank account number.
Direct Deposit The direct deposit bank account number.

Company - Organization Levels screen Company - States Screen

Field / Button Description
Number The number of the organization level displayed.
Description The description of the organization level displayed.
Home State The home state of the organization level displayed.
Override EE Rate # The employee rate number override, if applicable.
Override Pay Rate The pay rate amount if applicable.
Payroll Bank Account # Payroll bank account number for the organization level displayed.
Tax Rate Account # Tax rate account number for the organization level displayed.
Billing Bank Account # Billing bank account number for the organization level displayed.
DD Bank Account # Direct deposit account number for the organization level displayed.
Code Assigned at the System level, these are the E/D Codes the company has
selected to use.
Description Description of the E/D Code
Rate Rate at which the earning or deduction is added or subtracted
Rate # Rate Number for the rate that translates to the employees’ rate number
OT Rate Rate at which overtime is applied

Default section

Start Date Default Start Date for all company employees with this set up as a
Scheduled E/D. Can be changed at the Employee level.

Amount Default Amount for all company employees with this set up as a
Scheduled E/D. Can be changed at the Employee level.

Rate Default Rate for all company employees with this set up as a Scheduled
E/D. Can be changed at the Employee level.
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Company - States Screen

Field / Button Description
Description The state name.
Code The state code.
EIN The Employer Identification Number.
SDI EIN Employer Identification number used when paying State Disability

Insurance in the state

State Tax Exempt Whether the company is exempt from paying state tax in this state.

SUI Exempt Whether the company is exempt from paying SUI for this state.

SUI Rates section State Unemployment Insurance rates that the company pays based on the
states in which it is set up to do business.

Tax Name The SUI tax name.
Rate The rate of the SUI tax.
Local Rates section Local rates that the company pays based on the states in which it is set up

to do business.
Tax Name Name of the local tax

Rate The local tax rate.
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The Employees Menu

Employees can be added, edited and viewed in the Employees menu in Evolution Payroll. When navigating, it is
recommended that you use the TAB key to move from field to field (TAB + SHIFT key to move to a previous field).
Upon reaching the last field on a screen, click the TAB key to progress to the next screen, and continue entering
information.

Security Settings

Security settings must be set to enable Dynamic

System templates: | j‘ SB templates: ‘ j| K Save
field editing.
g - e Bbility o access processed reports in webclient [Ensbled) [FROM GROLUP] - x Cancel
1' GO to the Admln — Security — Users' e Ab?l\tytnaccassVMH[Enab\ed][FHDM GROUF]
- e Bbility ko adjust shaorttallz [Enabled) [FROM GROUP]
2. Select the user from the I|St = Ab?htytnad\U§ttaxes[EnabIed] [FROM GROUF] 4 Undo
- ofn Ability to adminiztrate queue (Enabled] [FROM GROUP]
. H - o &bility b0 approve benefits enrollment [Enabled) [FROM GROLF]
3 ° CIICk the Detalls ta b - o Ability bo change quarter lock date [Enabled] [FROM GROUF] Eg Show top
. B - o dibility to changs tax exemptions [Enabled] [FROM GROUF]]
4. Click the User nghts button. - Abillty to copy pavioll [Enabled] FROM GROUF] [Show ontop
H H = Ability to create and edit Evo map files [Enabled) [FROM GROUP] EE Menus
5 . CI Ic k th e F unctions b utton. = Ability to create backdated payralls (Enabled) [FROM GROUP] s
. . . + Afilty to create Manusl ACH [Enabled) [FROM GROUP) creens
6. Enable the following rights: 4 Ahily to define benefits enrolment [Enabled) [FROM GROUF] l @ Functions
o == Ability to delete client [Enabled] [FROM GROUF]
b Ability to update as of another date + Aty to Delete Frocessed Payroll [Enabled) [FROM GROUF]
HR H == Ability to delete WA Mail Bores [Enabled) [FROM GROUF] "
° Ablllty to Cha nge tax exem ptl ons = Ability to deletz/alternate processed tax retuing (Enabled] [FROM GROUP] [ e g
7. CIle save. = Ability to directly process payralls [Enabled] [FROM GROUP]

- o Ability b edit data dictionary [Enabled) [FROM GROUP]
- o Ability b edit payroll bank account register [Enabled] [FROM GROUP]

The following is the first screen that opens when Sl o et o ot (Encblec) [ 041 GROUPY

the Employees menu is accessed. The default for oAbty to euport using Evc (Enablec) [FHOM GROUPI
. . . . wfn bty to globally update pay rates [Enabled) [FROM GROUP]
this screen is to show only employees with a . Ailly to import using Evel? [Enabled) [FAOM GROUF]
. - o d8bility ta login into EvaClack from Evaolution [Enabled] [FROM GROUP]
status of Active. o Abilty to manualy canect 0A5DI & Medicare (Enabled) [FAOM GROUF]

- o dbility ta mark pawalls as completed [Ensbled) [FROM GROUP]

- o Ability ta pay lisbilities w/a funds [Enabled] [FROM GROUP]

- afm dability to pre-process by batch (Enabled) [FROM GROUP]

- afm Aability to print unproceszed manual checks [Enabled) [FROM GROUP]

- dability to put a Client On or Off Read Only Mode [Enabled) [FROM USER]

- fn iibility to reprint payroll reports [Enabled) [FROM GROUF]

- ofm &ability ko reprint processed misc checks [Enabled) [FROM GROUP]

- afm dability to reprint processed payioll checks (Enabled) [FROM GROUP]

- wfn dibility to rollback tax payments [Enabled] [FROM GROUP]

- wfn Aibility to see and edit EE HR documents [Enabled) [FROM GROUP]

- wfn Aibility to zee hidden tables [Enabled) [FROM GROUP]

- wfn iifility to zet effective period for locals [Enabled] [FROM GROUF]

- wfn dability to submit pagroll (E nabled) [FRORM GROLF]

- wfn iifility to undelete records [Enabled) [FROM GROUF]

- wfn Aability to unlock & company with a "high'* credit hald [Enabled) [FROM GROUP]
- wfn Aability to Lnmazk genzitive data on reportz [Enabled) [FROM GROUP]

.. fm afility to unvoid voided check (Enabled) [FROM GROLUP]

- wfsability to update ACA fislds az of anather date [Enabled) [FROM USER]

- o bility to update a3 of another date [Enabled) [FROM GROLUP] I

.. fn Aability to uge offline client [Enabled] [FROM GROLUP] w
< >
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Employees
+7T EO

1 Lawis

2 Smith

3 Greenburg

4 Soffor
Pinkmans

6 Bichon
Goodman

e Ciark

9 White

1 Bigole

" Simon

Ny 10044
VI 05401
NY 10011
MA a8t

V1 05401
V1 05401
N 10012
V] 05401
Ny 11234
v 0ss02
VT 05401
VT 05451
VT 05602

Goldie Greenburg

Active
Active Greenburg
Active

Active 4 ww w-3369
Active

e Active

Active

951 Smith Street
thaca, NY 10044

Active

Active

1-15.af 17 itams

Goldie

The buttons in the header, far right are used to toggle between the Table view (above) and the Employee view

(below) in which information shows for one employee.

The buttons in the header, far left, are used to + add a new employee, '; show audit history, and G‘)sign in to

SwipeClock directly.

Note: The SwipeClock sign on button will be available on all of the screens in the Employees menu, as well as

the screens in the Payroll menu.

Employees
+ 0

50

Labor Defaults

Child Support

Direct Deposit
Time Off Accrual
Employee Portal

Demographics

3-Greenburg, Goldie

First Name * 11

Goldie

Address 1
951 Smith Street

Address 2

city*

fthaca

County

Email

Birth Date
0211772004 &

Gender*
Female

Last Name *
Greenburg

State Zip Code *
NY v 10044
Phone Extension
Ethnicity * Tribe

Black Or African Am... v

Current Hire Date *
02172003

Termination Date

Hire Status

Employment Typs *

On Call From

Healthcare Coverage *
No ER Paid Ins/Not Eligible

Dependent Coverage *
No

Beneiits

Group Term Policy

GTL Hours

Original Hire Date

Rehirs Eligible *
Yes

oncall To

Beneft Eligible

GTL Rate

Note: If the company has any payrolls with a status of C, H, I, Y, or B, an error message will be displayed, and

the user will not be able to add new employees, or make edits to any employees of that company.
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Adding New Employees

To add a new employee in Evolution Payroll,

1. Select and open the client and company from the dropdown list above the heading on the right-hand side
of the screen.

2. Click the Employees Menu to open.
If there are employees already set up with this company, they appear in the list on the screen.

Note: Employee SSNs are masked in the Grid View except for the last four digits.

Employees
+7 EO
T l Goldis Greenburg 3
Active Greenburg Goldie
a 40 Active ok 3369
6 ic! Selm L 88855 Acti Actue
L] Clark Vil 3 VT 05401 Active thaca, NY 10044
10 Bigols. san 2 05401 Active
] Ramagopul Yari #%4-n 21065 vT 05401 Active
Any Body w0000 vr 05602 Active
3. Click the large plus + sign in the heading to create a new record

Result: The Add Employee box opens.
4. Select the Add Method Advanced (Basic is the default) if the information on the Basics screen is not
detailed enough for the new employee.

Note: The option of selecting Basic or Advanced is available only if the security function “Apply EE Quick Entry
in WebClient” is disabled.

5. Select whether the Tax ID is a SSN or EIN and enter the Social Security Number or Employer Identification
Number.

6. Click Check ID.
If the Social Security Number or EIN is already in the system, the Employees — Basics screen opens with the
existing demographic information already copied into the new employee fields.
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Note: if the Advanced Add Method was selected, the Employees — Personal screen opens.

Employees - Basics screen

The Employees — Basics screen is displayed only when creating a new employee, when the Basic method is selected.
The Basics screen contains the most common fields used when entering an employee, including multiple pay rates
and organizational levels. When using the Basic method, only the information on the Basics screen is required to
save the employee. Additional Employees Menu items are available on the left-hand side of the screen if needed. If
the sections on the Basics screen do not provide enough detail about the employee, users may select the Advanced
method in the Add Employee dialog box.

Note: Users must have the same security access as when using the Employee — Employee — EE Entry tab in
Evolution.

New Employee

Employee Type * EE Code * Time Clock #

I
X

i il
i
Demographics
2
Status

g
Taxation

Healthcare Coverage *

a Benefit Esgible
No ER Pald Ins/Not Eligble

Benefits

VMR

Note: Fields with names with an asterisk (*) are required.

1. Complete the required and applicable fields on the Employee — Basics screen. For detailed information
about the fields on this screen, refer to the Employees - Basics Screen section in the Appendix at the end of
this chapter.

2. Press the TAB key or click the Next button when you complete entering information on this screen.

Result: From this screen, the Employees — Local screen opens.
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Employees - Personal screen

If more detailed information is needed than the Basics screen provides, select the Advanced method on the Add
Employee dialog box. Note the additional Employee Menu items on the left-hand side of the screen.

Important! When creating a new employee using the Advanced screens, you must progress to the Local Menu
Item (if applicable; if there are no locals for the new employee, you must progress to the State Menu ltem) before
the new employee can be saved. If you exit before that, the new employee information that was entered is lost.

H X New Employee
— Enplyee Type* €€ cote Time Clock # Stats
w2 N
Labor Defaults
i i Cuer s Dt [Am——
7
[ e | Z e Yo
8 s @
T - =
T
g o - Zpc
g oncarT
H cante
Mot Eipise
[ ooer | ot
Depennt Coverage Bersit Elghie
) PIN Gender i g [w
m A § o Tem Pokcy
e B
&L Hom GTLRme

3. Complete the required and applicable fields. For detailed information about the fields on this screen, refer
to the Employees — Personal screen in the Appendix at the end of this chapter.

4. Press the TAB key or click the Next button when you complete entering information on this screen.
Result: The Employees — Labor Defaults screen opens

Employees - Labor Defaults screen

Jon
- SelectJob -

Union
- Select Union -

Pay Group
- Select Pay Group -

Salary Information

General Ledger Tag

Tipped Directly *
No

lanore FICA on Cleanup Payroll *
No

Combine Returns On This EE*
Yes

Generate Second Check *

Ne

Reporting

Deductions To Take First*
Child Support, Garnishment
Second Check Template

- Select Second Check Template -

Include In Analytics *
Yes

Organizational Level

4 North Eastern Division
4 Northeast Branch
4 Northeast Sales Dept
Jessie's Team
“ Westem Division
4 Westem Branch
4 Western Sales Dept
« Central Division
4 Central Branch
4 Central Sales Dept
Gus'Team
4+ South Eastemn Division
4 SoutheastBranch
4 Southeast Sales Dept
Walts Team

£ roewsa 1 - Lewis, Al
Workers Compensation Division Branch Department Team
- Select Workers Compensation - Westemn Division Westemn Branch Western Sales Dept Gladys' Team

1. Complete the required and applicable fields. For detailed information about the fields on this screen, refer

to the Employees — Labor Defaults screen section in the Appendix at the end of this chapter.
2. Press the TAB key or click the Next button when you complete entering information on this screen.

Result: The Employees — Pay screen opens.
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i

Employees - ACA screen

The ACA screen in Evolution Payroll contains the same fields as the ACA tab in Evolution Classic, located on the
Employee — Employee — screen.

< 1 - Lewis, Al v >
ACA Status * ACA Standard Hours
Part Time v
Labor Defaults
R ACA Coverage Offer ACA Relief Code
- Select ACA Coverage Offer - v - Select ACA Relief Code - v
g - Select ACA Benefit - v - Select Lowest Cost - v
T s o Omn
B. Employer-Sponsored Coverage v
No v
Child Support
Direct Deposit Form on File *
Scheduled E/Ds i v
©  None v
Time Off Accrual G
12 *
Employee Portal Eorm Typo
[ voes ] o '
o]

=
o)

omplete the required and applicable fields. For detailed information about the fields on this screen, refer
to the Employees — ACA screen section in the Employee Menu Fields module.
2. Press the TAB key or click the Next button when you complete entering information on this screen.

Result: The Employees — ACA History screen opens.

Employees - ACA History screen
The Employees - ACA History screen lets the user view and update coverage information for employees.

q % < 1 Lowis, A1 B >
R . Ac paiids
| s ] January 16 Part Time EE wit Coverage 2 Employes Envlled In Coverage Stasiiy Perod ovauts - 122015
February 10 Part Time EE wit Goversge 20 Employes Envlles in Soverage
Fay o | Maw 16 PartTime EE with Coverage 2C Employee Enrolled in Coverage Employee Dates
= g apal 16 PartTime E witn Coversge 2 Employes Envelled In Coversge
Ecuen] s - =5 & =5 Date of Birth: 02/17/1953
S g s 16 PartTime E€ wit Coversge 2 Employes Entlled In Coverage
State o Y =3 & =2 Hire Date: 02/17/2000
o g e 16 Pt Time EE with Coverage 20 Employes Envalled in Coverage
ocal 2 Original Hire Date: .
—— sty 16 Port Time EE wit Coverege 20 Employes Envlles in Soverage
Child Support Termination Date: -
suust 16 PartTime EE wit Coversge 2C Employes Envlles in Coverage
Direct Deposit
16 PartTime E€ wit Coversge 2C Employes Envlles in Coverage
Sonedled s
utber 16 PartTime EE with Coveraga 2 Employes Entllad In Coverage

Delivery

November 1G Part Time EE with Coverage 2€ Emplayee Er n Coversge
Time Off Acorual
December 16 Part-Time EE with Goverage 2C Employes Enolled in Goversge

Employes Porial

3
E
5
&
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Select the year for which historical information is needed, and click within the month line in the requiring changing.
A dropdown list opens with the applicable codes. Once a code is selected, the subsequent months are changed to
match the new Code.

The screen also displays the Company default Initial Measurement Period and Stability Period, and employee Hire
Date and Date of Birth. That information cannot be edited here.

1. Complete the required and applicable fields. For detailed information about the fields on this screen, refer
to the Employees — ACA History screen section in the Employee Menu Fields module.

2. Press the TAB key or click the Next button when you complete entering information on this screen.
Result: The Employees — Pay screen opens.

Employees - Pay screen

The Employees — Pay screen contains salary information, rate amounts for hourly employees, pay frequency, etc.
There are also three sub-menus that are part of the Pay menu item. The information on these screens is read-only
for employees.

Pay Frequency *
Weekly

Salsey Amount

Average Hours

Rats Humber
1

Overndes

Rate Amount *

Salary Infarmation

aaaaa

]
1al Level

Cale Annual
$130,000.00

HARRAARAR RN
H!EQEHHHHHEEIHEQ

1. Complete the required and applicable fields. For detailed information about the fields on this screen, refer
to the Employees — Pay screen section in the Appendix at the end of this chapter.

If there are any overrides, click the Add button to add the required information.
Press the TAB key or click the Next button when you complete entering information on this screen.
Result: The Employees — Federal screen opens.
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Shifts Sub-menu

Shifts must be already created in Evolution, after which they can be applied to employees in Evolution Payroll. Some
employees may be assigned multiple shifts.

Note: Users must have Employee — Shifts menu access set up in Evolution to be able to create and apply shifts.

Exia Shitt 525030 1.30% i

it B448 000 B 0% Ha

1. Complete the required and applicable fields. For detailed information about the fields on this screen, refer
to the Employees — Pay screen - Shifts section in the Appendix at the end of this chapter.

2. Press the TAB key or click the Next button when you complete entering information on this screen.
Result: The Employees — Piecework screen opens.

Piecework Sub-menu

The Piecework screen is where piecework items are set up and to employees. Before these can be applied to
employees, the piecework items must be set up in Evolution at the Client level.

Users must have Employee — Piecework menu access set up in Evolution to be able to create and apply piecework.

Trufle §0.20 1.00

1items
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1. Complete the required and applicable fields. For detailed information about the fields on this screen, refer
to the Employees - Pay Screen - Piecework section in the Appendix at the end of this chapter.
2. Press the TAB key or click the Next button when you complete entering information on this screen.

Result: The Employees — Auto Labor Dist screen opens.

Auto Labor Distribution Sub-menu

The Auto Labor Distribution screen is where employees’ time and pay rates are set up and applied, based on the
D/B/D/T levels employees work.

Note: Users must have Employee — Auto Labor Distribution menu access set up in Evolution to be able to
create and apply Auto Labor Distribution.

Labor Distribution Options * N

Distriouts B .

uto Labor Ditibuton 0 Group Percenages _y| __ Owanamionalleel 7| b 7| WorenComp 7|
:E’“ 401k Match v 90 Div1/NY Branch/Department Name Field/null 8810
i 10 Div1/NY Branch/Department Name Fieldiull job #1 8310

4:5(
Total: 100%
2items
1. Complete the required and applicable fields. For detailed information about the fields on this screen, refer

to the Employees — Pay screen - ALD section in the Appendix at the end of this chapter.

2. Press the TAB key or click the Next button when you complete entering information on this screen.

Employees - Federal screen

The Employees — Federal screen contains settings and statuses of federal tax information.

Marital Status * . Tupe* Residential State * Distribution Code
Single v 0 w-2 v Ny

Tax Type * Value Eirst Name o TaxémtDetermined* Total*
S None 2 Mo - No
s 2
% FUIRae Gredit £ Wiode name Pension Plan *
& o Neone

]

Override Fed Minimum Wage = LastName

Federal Tax Status * Name Suffx
g nolude
2 DASDIEvempt* Deceased * Statutory EE*
BN No - No
° Medicare Exempt* £ LecalRep® Deferred Compn *
w & »
W B N No

& Pension*

FUlExempt* = M
o Mo
2
™ OASDIExempt*
©“ No
&
= Medicare Exempt*
o
D N
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1. Complete the required and applicable fields. For detailed information about the fields on this screen, refer
to the Employees — Federal screen section in the Appendix at the end of this chapter.
2. Press the TAB key or click the Next button when you complete entering information on this screen.

Result: The Employees — State screen opens.

Employees - State screen

The Employees — State screen is where state tax information can be added, deleted and viewed.

——— e e
D Single/Head of Housenold
County Method State Tax SDI Exempt Tax Type

Take None . Include v Include v None
SUI Exempt Minimum Wage

Include

Salary Type SDI Exempt

NA

To State

- Select To State - Include

Reciprocation

EE Tax Status

ER Tax Status
Overrides

Calc SUI Taxable 1099 Wages
Work At Home Tax Code Include
MNo

SUl Exempt

Click the small arrow(s) at the far left of the line on the information bar to minimize or maximize the state
information. Users may also double-click the small arrow(s) to expand the information.
3. Complete the required and applicable fields. For detailed information about the fields on this screen, refer
to the Employees — State screen section in the Appendix at the end of this chapter.
4, Click the Add button to add another state as needed, or click the Delete button to delete a state from the
employee’s record.
5. Press the TAB key or click the Next button when you complete entering information on this screen.

Result: The Employees — Local screen opens.
Employees - Local screen

When creating a new employee in Evolution Payroll, the local taxes will either be set up automatically, the user will

be prompted to attach local taxes, or local taxes will have to be added as part of the employee setup.

On the Company - Taxes - Local Tax - Details tab in Evolution Classic,

. If the Auto-create on New Hire field is set to Yes, local taxes are automatically applied to new
employees of that company. Note that it does not apply to existing employees or rehires.
e [f the Auto-create on New Hire field is set to No, no local taxes will be attached to new employees of that

company. Users will need to manually add the local taxes when creating new employees in Evolution
Payroll.

e If the Auto-create on New Hire field is set to Ask for any local taxes in Evolution Classic — a screen opens in
Evolution Payroll, prompting the user to apply that local tax.

I——— s

Single/Head of Household

County WMethod State Tax SDI Exempt Tax Type

Take None v Include N Include v Mone

SDI Exempt SUI Exempt Minimum Wage

Include

Salary Type
NA

To State

- Select To State - Include

Overrides

Calc SUI Taxable 1099 Wages SUI Exempt
Work At Home Tax Code Include

No

Reciprocation
EE Tax Status
ER Tax Status

1. Click the Add button to add another local as needed, or click the Delete button to delete a local (if, for
example, the employee moved) from the employee’s record.
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2. For detailed information about the fields on this screen, refer to the Employees — Local screen section in

the Appendix at the end of this chapter.

3. Click Save E at the top of the Menu bar on the left-hand side of the screen when you have completed

entering information on this screen.
4. Click the Next button
Result: The Employees — Child Support screen opens.

Employees - Child Support screen

Add Delete

1 111223365
2 22233666 NY

Not Applicable Office Of Child Support

Not Applicable Office Of Child Support No

vt No

2items

If the employee owes Child Support, the Child Support case information is displayed on this screen.

1. Click the Add button to add a Child Support case as needed, or click the Delete button to delete a case. For
detailed information about the fields on this screen, refer to the Employees — Child Support screen section

in the Appendix at the end of this chapter.

Click Save when you have completed entering information on this screen.
Press the TAB key or click the Next button.

Result: The Employees — Direct Deposit screen opens.

Employees - Direct Deposit screen

Users can add, delete, and view direct deposit information.

=

000000000 30287555 Checking Yes

ABAE* T Bank Account# * T Account Type * T Branch Idenfifier A Addenda \d In Prenote * 14 Form on File * Y| AlowHyphens* T l
No No

1items

1. Click the Add button to add new direct deposit information as needed, or click the Delete button to delete
a direct deposit setup. For detailed information about the fields on this screen, refer to the Employees —

Direct Deposit screen section in the Appendix at the end of this chapter.
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2. Click Save when you have completed entering information on this screen.
3. Press the TAB key or click the Next button.
Result: The Employees — Scheduled E/Ds screen opens.

Employees - Scheduled E/Ds screen

Scheduled E/Ds can be automatically set up for new employees if they are Auto Enlisted in Evolution Classic. To Auto
Create Scheduled E/Ds

1. Go to the Client — E/Ds — Scheduled Defaults screen.

k] El'cwael ET) Dataits | i Tauation | 53 Limits | {5 Persion & Bersit: 1= Scheduled Detoutts | 5 S1ate Tasation | Local Taxation |

Scheduled Defaulz = Bliock 16 Wieek of Month = T o

¥ Yag " No ™ Yes ¥ No -]

Pasto Enlest on Mew Hie™ Block 2nd Wieek of Manth™ Masimem Average Hous E/D Group 7]

* Yez " Ho T Yes * No

- Il e Arg Howry "W age Riaba

Calculation Malkod* Block 3id wWesk of Month=

Fraed ;I ™ Yes * Mo

o % Theeshald E/D Group*
R0 Block 4th wWesk of Month ™ 01k W ages LI
" Yo # No T heezhild Amiount
Freq.lml:y'
Every Pay =l Bloek Sih wesk of Menth= & Use Persion Lim
Morith # ‘wiich Papolt: ™ Yes = Mo
MNane - | All - Funding code
. Deduchons bo zeeo ﬂ
Drefauit Agency oy & i
e &+ No
Blue Cross Biue Shiekd of Vermors | Encess Lade
Elfactive Shait Dats Dieduct Whole Check = J
41152014 | £ e =" Ha
Pricrity Az Pap/Deduct
1 :l Curerit Paprol |
2. Select Yes in the Auto Enlist on New Hire field.

This setting only applies to new employees being created (not existing employees or re-hired employees).
Note that the setting for the auto-creation of Scheduled E/Ds for new hires is at the Client level, as this is
where Scheduled E/Ds are set up.

Users can add, delete, and view Scheduled E/Ds on the Employee menu — Scheduled E/Ds screen.

. Click the small arrow(s) at the far left of the line on the information bar to minimize or maximize the
state information. Users may also double-click the small arrow(s) to expand the information.
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| | cower 71 [ v Calculation Method * T Amount$, v| Amountw  ¥| sming*  ¥|  Ending T
B D1 25

Direct Deposit - Partial 1 Fixed

021712015
Basic Schedule Limits Thresholds
Code Description Alvays Pay/Deduct Deductions to Zero
‘ D1 . Direct Deposit - Partial 1 No s No s
Priority Calculation Link Deduct Whole Check Take Home Pay
- Select EID Group - . No .
Calculate Using Send To
Method defined for this D v Direct Deposit v
Caleulatien Method Amount § Direct Deposit Account
Fied v 25.00 30287555 .
EiD Group Amount % Reference to Display on Check
- Select EID Group -
s D3 Direct Deposit - Net None 0211712015
. n4 Child Sunnort Fixed Al 03M12015 h
5items

Cod Descripfion * T Calculation Method * T Amount § T Amount % T Starting * T Ending T
25

D1 Direct Depaosit - Partial 1 Fixed 02/17/2015

D3 Direct Deposit - Net None 02172015
D4 Child Support Fixed 50 03/01/2015
D6 Health Insurance % of Gross 1 02/17/2015
o7 Child Support- 2 Fixed 21 02/17/2015

5items

Scheduled E/Ds are earnings and deductions that are scheduled to be processed automatically with every payroll.
E/D Codes are separated into three categories - Earning Codes, Deduction Codes, and Memo Codes.

The table below identifies some of the most common E/D Codes that are and those that are not considered
Scheduled E/Ds.
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E/D Code Type E/D Code Type Scheduled E/Ds?

Benefits/Deductions Health Insurance; Dental Yes
Insurance; EE 401(k) contributions,
EE 401(k) catch-up contributions,
Flexible Spending Accounts,
Dependent Care

Memo Codes (money that is set 401(k) match, ER paid insurance Yes
aside by the employer for the contributions

employee)

Direct Deposits Employee bank accounts Yes
Agency-paid Child support, garnishments, tax Yes

levies

Static Earnings Auto allowance, severance pay Yes
Loan Payments 401(k) loans, company loans Yes
Salary No
Hourly No
Sick No
Vacation No
Paid Time Off No
Bonuses No

To set up employee-level Scheduled E/Ds
1. Click the Add button to add a Scheduled E/D, or click the Delete button to delete a Scheduled E/D from the
employee’s record. For detailed information about the fields on this screen, refer to the Employees -
Scheduled E/Ds screen in the Appendix at the end of this chapter.

* After a selection is made in the Send to field, an additional field opens below, depending upon the selection:
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Ahways Pay/Deduct Deductions to Zere

Mo v MNo v
Deduct Whole Check Take Home Pay

Mo v

Send To

Agency v

Agency Name
Health Insurance Admin v

Reference to Display on Check

. Agency - when Agency is selected in the Send To field, a dropdown field opens below, where the
user
selects the Agency.

Always Pay/Deduct Deductions to Zero

Mo v Mo v
Deduct Whole Check Take Home Pay

Mo v

Send To

Client'Company

Reference to Display on Check

. Client / Company — When Client / Company is selected

Always Pay/Deduct Deductions to Zero

Mo v Mo v
Deduct Whole Check Take Home Pay

Mo v

end To

Direct Deposit v

Direct Deposit Account
- Select Direct Deposit - L .

Reference to Display on Check

. Direct Deposit - when Direct Deposit is selected in the Send To field, a dropdown field opens below,
where the user selects an account number, or clicks the plus sign to add a new account number.

2. Click the Schedule tab when this screen is complete. Complete all of the applicable fields.
D1 Direct Deposit - Partial 1 Fixed 25 021712015
Basic Limits Thresholds
Starting Payrolis Affected Block Based On
g 02/1712015 m @ Al ; Custom Defined
E Ending 5} Frequency 8 Weeks blocked
L m :( Every Pay = 3 4 5
3. Click the Limits tab when this screen is complete. Complete all of the applicable fields.
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o ——

4. Click the Thresholds tab when this screen is complete. Complete all of the applicable fields.

Mane v @ -5
Remaring S amouns
.,i =
;—: Aaance T e . Use Pergion Limi
5. Click Save when you have completed entering information on this screen.

Press the TAB key or click the Next button.
Result: The Employees — Delivery screen opens.

Employees - Delivery screen

Delivery information for all of the employees’ payroll and tax forms is listed on the Delivery menu screen.

Address 1% Address 1
2 Oak Road| ‘
Address 2 Address 2
Apt D’ -
Gity * State * Zip Code * B iy State Zip Code
Burlington OH . 2234 g
0 <
& L
@ County Country £ County
E Burlington §
z Emai S Phonet Extension Print Voucher
E | Scookingham@isystemslic.Com e Yes
E el
: =
Phone 1 Extension O Prone? Extension
vo 2222222
Phone 2 Extension Phone 3 Extension
Phone 3 Extension
Payroll Check Mail Box EE Electronic Return Mail Box Password for VMR Deliveries
Tax Returns v Tax Retumns
=
§ EE Report Mail Box 2nd EE Report Mail Box
Payroll Details v Payroll Details
1. Click in the applicable fields to add new delivery information as needed. For detailed information about

the fields on this screen, refer to the Employees — Delivery screen section Employees — Delivery screen
section in the Appendix at the end of this chapter.

Verify that the Primary Address information is correct.
Enter VMR overrides if applicable.
Enter a Payroll Override Address if applicable.
5. Click Save when you have completed entering information on this screen.
Press the TAB key or click the Next button.
Result: The Employees — Time off Accrual screen opens.

AsureSoftware 9/20/2017



Evolution’

Employees - Time off Accrual screen

Depending upon your role / permissions, you may not see this menu-item.
The Time off Accrual screen displays a balance of unused paid time off, as well as used and accrued time off.

Note: the Time off Accrual menu item may not be displayed in the list, depending upon the company settings

that determine whether to make TOA available to employees.

N o v ok

I T O S T B e S K
p—

Yes Time O Acrual 30.00 20,00 50.00

T - I e A S TS BT T

07212015 50.00 0.00 Manual Adj
07212015 0.00 20.00 Manual Adj

Recent History

2items -

1items

Click the Add button to add a new Time off Accrual plan as needed, or click the Delete button to delete a
TOA. For detailed information about the fields on this screen, refer to the Employees — Time off Accrual
screen section in the Appendix at the end of this chapter.

Select the Type of TOA being added.

Tab over to the Accrued tab and enter the amount the employee has accrued. A window opens requesting
a reason for the adjustment. Enter a reason > click OK.

You are about to adjust ACCRUED value

Flesse provide rezson for the adjustment and press Ok or press Cancel if you do not wish to make the
adjustment. Adjustment reason (28 char max):

Result: the Balance fills in.

Enter a Used amount if applicable.

Complete the following fields.

Click Save when you have completed entering information on this screen.
Press the TAB key or click the Next button.

Result: The Employees — Notes screen opens.

Employees - Employee Portal

The Employee Portal screen contains the same fields as are on the Employee — Employee — Self Serve tab in
Evolution Classic. For detailed information about the fields on this screen, refer to the Employees — Employee Portal
screen section in the Appendix at the end of this chapter.

Note: When creating a new employee using the Basic employee entry method, the Employee Portal tab does

not appear as a choice in the Employee menu.
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Settings

Access

Group Assignments

Unblock Account Button

If a user incorrectly answers their pre-defined validation questions in Evolution Payroll three times, their account is
blocked. A user with access must unblock the account using this button. A pop-up box opens with a temporary
password to be provided to the user. Once they log in using the temporary password, they are prompted to establish
a new password and to select new validation questions and their answers.

Group Assignments section

Group Assignments are implemented at the Company level. Access Groups can be created and assigned ESS
Managers in this section.

Available Groups - ESS Groups with a Personal Info or Time off Group Type, these groups are created on the
Company- Benefits - ESS Group Assignment - Group Assignment tab in Evolution Classic.

Assigned Groups - groups to which this employee is assigned as a member.
Select the corresponding checkbox to assign or remove employees to/from various groups.

Employees - Notes screen

Payroll Notes

Notes entered here can be viewed by the payroll processor, or other internal colleagues. The information
does not appear “publicly” and cannot be viewed by the employees.

General Notes

General notes about the employee and payrolls are stored with the employee data and can also be viewed
in the Payroll menu in the Notes flyout tab on the Employees — Payrolls - Payroll View screen.
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Payroll Notes

General Notes

Employees - Check Calculator Shortcut Button

Check Calculator

The Check Calculator Shortcut button opens the Check Calculator screen on which non-payroll employee checks
can be calculated from Gross-to-Net or Net-to-Gross. Once the check has been calculated, it can be sent to an
existing payroll batch for processing, or a new payroll / batch can be created for processing the check.

[ check calculator b 4
BDazzled Design Ltd. Check Details
EE Code - Name Net Amount EARNINGS: DEDUCTIONS: FEDERAL TAXES
 ron i . (8127.41) Heath Insurance S0.00  oasDITax (177
. S MEMOS: Child Support S100.00  edicare Tax (50.41)
13 Spring Lane - Dental Insurance 528.59
Williston, PA 12345 O siogsg  LOCALTAXES:
Abbottstovn Boro LST s1.00
Federal Taxable Wages (528.59)
OASDI Taxable Wages (528.59) UEEEET] GAEE)
OASDI Taxable Tips s0.00
Medicare Taxable Wages (528.59)
Gross Amount 50.00
Check Settings
Earnings/Deductions Federal State sul Local Options Actions

Calculate
Send To Payroll

| Add H Delete |
D02

Health Insurance $0.00
D05 Child Support $100.00
D17 Dental Insurance $28.59

3 items

Select the Employee Number or name from the dropdown list.

Check the Net Amount checkbox if calculating a Net Amount to Gross.

Enter the Net Amount in the field that opens when selected.

Click the Add / Delete buttons to add or delete earnings or deductions to or from the check.
Click the Calculate button.

Click the Federal tab.

o hs wWwN R
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Check Settings

Eamings/Deductions Federal State sul Local Options Actions

Marital Stati E: ti Fed Ty
Marital Status xemptions ed lype Calculate
Tax Frequency QASDI
I Send To Payroll
eekly v

Tax at Supplemental Rate g Medicare
Federal Tax é
Employee Overrides O Ec
@ Additional Values
E EE OASDI Backup Withholding
@

EE Medicare
EEEIC

7. Click in the applicable fields to make changes, blocks, or overrides. For detailed information about the
fields on this screen, refer to the Employees — Check Calculator screen section in the Appendix at the end
of this chapter.

8. Click the State tab.

Check Settings
Eamings/Deductions Federal State sul Local Options Actions
New York NY Marital Status Exemptions State Type
— - $ e i
Tax at Supplemental Rate 2
o
Regular Tax
2l Additional Tax
]
8 Usu
[55]
SDI
2 items
9. Click in the applicable fields to make changes, blocks, or to add an override.
10. Click the SUI tab.
Check Settings
Eamnings/Deductions Federal State sul Local Options Actions
N EE——
State (PA) PA-EE SUI Tax Amount
@«
g Send To Payroll
T
=
(@]

1 items

11. Click in the applicable fields to make a change or to add an override.
12. Click the Local tab.
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Check Settings
Earnings/Deductions Federal State sul Local Options Actions

Adams County-Abbottstown Boro LST

Block this Local Tax
n-Res. Do Not Use York C BT Send To Payroll

Overrides

4items

13. Click in the applicable fields to block a local tax, or to add an override.
14. Click the Options tab.

Check Settings

Eamnings/Deductions Federal State sSuUl Local Options Actions

#| Make this a Manual Check Calculate
Update Scheduled E/D Balance Send To Payroll

Update Year to Date Totals
Update Tax & Deduction Shortages

Lock Calculations for this Check

15. If this is to be a Manual check, a check number is required.
16. Select all applicable fields.
17. Click the Send to Payroll button to send the check to a payroll batch for processing.

Send this Check to Payroll Choose a Payroll for this check X
BDazzled Design Ltd. 0710212014
EE Name Net Amount 118"
05/18/2015 ]

. 8 05/2412015

Wiliston, PA 12345 Batch 2 - Weekly - 01/01/1900 to 01/01/1900
New Batch

Options set for this Check 06/01/2015
Manual Check # 241 07/14/2015
(8 07/15/2015
Year To Date Totals 07/15/2015

08/03/2015
Tax Calculations are not locked in. .“ Go To Payroll
08/05/2015
Change Options Mew Pavenl

Updates

18. Select the payroll in which to include the check for processing.

Audit History

To audit an employee’s record in Evolution Payroll, click the Show Audit History 'b button in the header.
Result: the highlighted employee’s audit history is displayed listing
. Change Date - date/s any changes were made — this is the default sorting order.
. Operation performed
. Field changed
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. Old Value
. New Value, and
. User who made the change.

e Audit of "JoAnne Glazer'

Record Audit Information CL_PERSON (nbr = 2) EE (nbr = 2)

All Personal Labor ACA Federal State Local Child Direct Scheduled | Delivery | Employee
Defaulis Support Deposit EDs Portal

Change Date T | Operation T | Field T | Old Value T | New Value l

04/04/2016 16:26:21 PM Update ACA_SUS Unknown User [267]
04/03/2016 16:26:18 PM Update ACA_SUS Bl 1 Unknown User [267]
02/24/2016 16:35:21 PM Update CO_JONBR g Unknown User [244]
02/24/2016 16:35:20 PM Update CURRETERMINATION 21412016 TJ Offline [244]
02M7/2016 15:31:56 PM Update CO_BRH_MER 2 Unknown User [267]
02H7/2016 15:31:56 PM Update CO_DIVN NBR 1 Unknown User [267]
02M7/2016 15:31:56 PM Update CO_DEPARTMENT_NBR 1 Unknown User [278]
02H7/2016 15:31:56 PM Update CO_DIVISION_NBR 1 Unknown User [276]
02M7/2016 15:31:56 PM Update CO_TEAM_NER 3 Unknown User [278]
02H7/2016 15:31:56 PM Update CO_BRANCH_NER 2 Unknown User [276]
ATHTINAR 1R 21-RA DI lndata ~N NEBARTMENT MR 1 linknmm |lear 1Y7A1 T

426items ¢,

Note: The Security Function “Display User Name in Audit” must be enabled for the user to see the name in the
audit history of the user who made the change. If this function is not enabled, the UserID is displayed without the
name.

Click the button on the far-right side of the header to export a CSV file to Excel, if applicable.

The information can be filtered by clicking the Filter Bl symbol in the column header by which the user would like to
sort/filter.
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Effective Dating Dynamic Fields

Dynamic fields are dependent upon the dates they were entered or changed. Effective dating enables service
bureaus and their clients to edit and audit changes to dynamic fields in Evolution Payroll.

Security Settings

Security settings must be set to enable
Dynamic field editing.

1. Go to the Admin — Security —
Users.
Select the user from the list.
Click the Details tab.
Click the User Rights button.
Click the Functions button.

o Uk WwWwN

Enable the following rights:

. Ability to update as of another
date

. Ability to change tax
exemptions

7. Click Save.

Fields that can be effective dated have

System templates: v| 5B templates:

Abiity to pud a Chent On of Off Read Ordy Mode (Enabled) [FROM USER]

Ability to update ACA fields as of another .dale [Enabled) [FROM USER]

lr& Functions |

[ Save

% Cancel
A Und

ES Showtop

Show on top
& Menus

™
Screens

& Reset Rights

labels displayed as a hyperlink — Example EirstName*  which can be clicked to view the dates any changes to that

field became effective.

First Mame * M1 LastName *
Lisa L Chen
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Click the name field label to view additional information about change effective dates.

@ Etrective Periods for Name -

Begin Effective Date  End Effective Date First Name * LastName * Ml
03/29/2018 12/30/9999 Lisa Chen L
Begin Effective Date End Effective Date First Name Last Name ML
01/01/1900 03/28/2016 Lisa Chen
03/29/2016 12/30/9998 Lisa Chen L
Editing information
To edit dynamic fields,
m Pay Frequency * Rase Date Ruse Rate
Viooky 2
i
- Satany Amunt B RaseAmaunt Pay Frequency *
& waoky
T E Ruex Job tumber cone
[ s | & Select Jovs Number g -SelectCove
[ Pcowors | Average Hours - Pay Grade Position 8 Descnpson
! v':nmv-'r:mn Select Pay Grace Posison ¢
T Complatec
= o | R Ratetumosr Z z 8 L § state
£ FLSAExompt b SelectPay Grade =
£ i
: 3 §  -soectposson
Wage Lint e
BT Eftective Date 1900 File* ? Dasign Retad Dision
Yos 3
No No B n Retal Now Eng
[ Anualized § ) Wid-Alansc
- saDats Dtacien v
Calc Annual L
$78,000 00
[ ]

1. Click the Edit Effective Period(s) button (available on screens that support dynamic fields.)
Result: The Effective Periods screen opens.

@ Eftective Periods for Pay Rates -

Begin Effective Date  End Effective Date Primary * Rate Number * Rate Amount *
G 01/01/1900 12/30/9999 Yes v 1 $0.0000
Begin Effective Date End Effective Date Primary Rate Number Rate Amount
01/0111900 12/30/9999 Yes 1 $0.00

= ==

Click the Add button.

Change the Begin Effective Date.
Make other changes as applicable.

LA

Click Save.
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Deleting an Effective Date Record:

1. Click the Field hyperlink to display the Effective Periods screen for the applicable field.
2. Highlight the row to be deleted.
3. Click the Delete button.

Deleting an Employee

Employees can be deleted, as long as they do not have any payroll history and are not part of a pending payroll. To
delete an employee

Employees
+ E O

L Ch Li 323-33-3333 T 05482
: G sk oize acon Chen (ba L
4 Carow Jane 555555555 Wt 05401 Aawe 323-33-3333
5 Timm Robert 455-12-3087 PA 92
8 Gorman Renee 045-15-3152 MA 0Tt Acive Active
g Canow Harriet 546-21-3879 v 05446 Acte f86-5E0-gaTe
10 ol Naomi 111-22-3456 vr 05485 Adive
15 Oster Michae! 199-46-5797 Ma o7 A
x woa so73654 e oo v

1. Highlight the applicable employee.

2. Click the Delete button.
A confirmation screen opens asking for confirmation of the deletion.
If the employee has any payroll history, the following error message with be displayed.

Cannot delete Employee because M

the employee has payroll history!
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Employees Menu - Appendix

Employees - Basics screen

Field / Button

Description

SSN This is the employee’s Social Security Number or
Employee Identification Number.
EE Code (EE Number) must be alpha or numeric, up to 9

Employee Type

characters, and unique to the employee.
Select W-2 or 1099

First Name The employee’s first name

mi The employee’s middle initial

Last Name The employee’s last name

Address 1 The first line of the employee’s address.
Address 2 The second line of the employee’s address.
City The city name of the employee’s address
State The state name of the employee’s address
Zip Code The employee’s zip code

County The county in which the employee lives
Phone The employee’s phone number

Email Address

Employee’s email contact information

Birth Date Birth date

Gender Gender

Ethnicity Required

Tribe Required. If American Indian is chosen, enter the Tribe

Benefits section

name in the adjacent field.

ACA Status This may be automatically filled for new employees
with the default ACA Status set up on the Company -
General - Company Info - ACA tab, used to determine
whether the employees are to be included in the full-
time eligibility determination.

Healthcare Coverage The employee’s coverage status

Dependent Coverage If the employee is eligible, the coverage, if any,
available for dependents
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Benefit Eligible

Date on which the employee becomes eligible to
receive benefits.
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Status section

Status

Current Hire Date

Organization Level

Employment Type

Workers’ Compensation

Job

Pay section
Frequency
Salary Amount
Rate 1

Rate 2

Rate 3

Taxation section
Fed Marital Status
Fed Exemptions
State Marital Status

State Exemptions

Field / Button

Description

Select the employment status from the dropdown list.
Date employee was hired
Organization level at which the employee works if the

company is set up using Divisions, Branches,
Departments, and Teams.

Select the Employment Type from the dropdown list

Workers’ Comp Code assigned to the Job associated
with the claim if applicable.

Job associated with the Workers” Comp Code selected.

How often the employee’s paycheck is processed.
Salary earned per pay period
The primary rate number

The second rate number if the employee has two
positions with the company doing two different jobs.

The third rate number if the employee has three
positions with the company doing three different jobs.

Marital status for federal tax purposes
Number of exemptions for the employee
Marital status for state tax purposes

Number of state exemptions for the employee

State to which the employee pays taxes

State
SDI State to which the employer pays Disability taxes on
behalf of the employee.
Sul State to which the employer pays Unemployment
taxes on behalf of the employee.
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Field / Button

VMR section

Payroll Check Mailbox

EE Report Mailbox

EE Electronic Return Mailbox

2nd EE Report Mailbox

Employees - Personal screen

Field / Button

Description

Select the mailbox for the employee as needed to
override the company settings.

Description

SSN

EE Code

Employee Type

First Name

MI

Last Name
Address 1
Address 2
City

State

Zip Code
County
Phone

Email Address

Required before any other information is entered, this is the employee’s
Social Security Number or Employee Identification Number.

(EE Number) must be alpha or numeric, up to 9 characters, and unique
to the employee.
Select W-2 or 1099

The employee’s first name

The employee’s middle initial

The employee’s last name

The first line of the employee’s address.
The second line of the employee’s address.
The city name of the employee’s address
The state name of the employee’s address
The employee’s zip code

The county in which the employee lives
The employee’s phone number
Employee’s email contact information

Date of birth

Birth Date
Gender Gender
Ethnicity Required
Tribe Required. If American Indian is chosen, enter the Tribe name in the
adjacent field.
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Field / Button
Hire Status section
Status

Current Hire Date

Original Hire Date

Termination Date

Rehire Eligible
Employment Type
On Call From

On Call To
Benefits section

ACA Status

Healthcare Coverage
Dependent Coverage
Benefit Eligible
Group Term Policy

GTL Hours

GTL Rate

Description

Select the employee’s Status from the dropdown list.
Enter if this is a rehire

This may be the same or different from the Current Hire Date if the
employee is a rehire.

Date of termination if applicable.
Is the employee eligible for rehire?

Select the Employment Type from the dropdown list

Date from which the employee is on call, if applicable.

Date until which the employee is on call, if applicable.

This may be automatically filled for new employees with the default ACA
Status based on company setup, used to determine whether the
employees are to be included in the full-time eligibility determination.

The employee’s coverage status — applicable in Vermont only.

If the employee is eligible, the coverage, if any, available for dependents
Date on which the employee becomes eligible to receive benefits.

Total amount of employees' Group Term Life (GTL) policy.

Number of hours worked annually by hourly employees. GTL Policy
amount is calculated by multiplying the entered number of hours by the
employees' primary pay rate.

Rate used to calculate the GTL amount for salaried employees. GTL
amount is calculated by multiplying the employees' salary by the rate
entered. Example, enter 2 as the rate; the GTL policy amount is
calculated by multiplying 2 times the employees' salary.

AsureSoftware
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Employees - Labor Defaults screen

Field / Button
Salary Information section
Workers’ Compensation
Job
Pay Group
General Ledger Tag
Reporting section

Tipped Directly

Ignore FICA on Cleanup Payroll

Combine Returns on this EE

Generate Second Check

Deductions to take First

Second Check Template

Include in Analytics

Employees - ACA Screen

Description

Workers’ Comp Code assigned to the Job associated with the claim.

Job set up by the company.

Select the pay group.

Enter if the company is using General Ledger.

If any of the employee’s wages were from being tipped directly, click the
link to establish an effective date, if applicable.

If at any time, the FICA is to be ignored for an employee when running a
cleanup payroll, click the link to establish an effective date, if applicable.

If at any time, returns are to be combined for this employee, click the
link to establish an effective date, if applicable.

Default is No. Select Yes to generate a second check for the employee
for reporting purposes.

Select the deductions to be taken first, if applicable.

In the case of the generation of a second check, select the second
check’s template, if applicable.

Default is Yes. Change to No if the information for this employee is not
to be included in the Analytics module, if applicable.

Field / Button Description
ACA section
ACA Status Select the appropriate status of the employee based on average hours
worked.

e New Hire - Used before status is determined through initial
measurement period.

e  Full-Time - A new employee who works an average of 30 hours
or more per week or 130 hours per month.

e Part-Time - A new employee who is reasonably expected at the
employee's start date not to be a full-time employee (and who
is not a variable hour employee or a seasonal employee). Works
less than 30 hours a week or 130 hours per month, on average.

e Does Not Apply - Employees to whom the ACA Status does not
apply.

AsureSoftware 9/20/2017



Evolution

Field / Button

ACA section

ACA Coverage Offer

ACA Benefit

ACA Policy Origin

Benefits Eligible

Reporting section

Description

e Volunteers
e Student Workers
e  Members of Religious Orders

e Variable Hour - A new employee who, at the start of
employment, the employer cannot in good faith determine
whether the individual is expected to average 30 hours of
service per week or 130 hours per month during an initial
measurement period.

e Seasonal - A worker who performs labor or services on a
seasonal basis, including (but not limited to) seasonal farm
workers and retail workers employed exclusively during holiday
seasons.

e Seasonal < 120 days - A worker who performs labor or services
on a seasonal basis, but does not exceed 120 days of service in a
calendar year.

e Full-Time Ongoing - An employee who works an average of 30
hours or more per week and has completed the initial
measurement and stability periods.

e Part-Time Ongoing - An employee who works less than 30
hours a week or 130 hours per month, on average and has
already completed their initial measurement and stability
periods.

e Seasonal Ongoing - A worker who performs labor or services on
a seasonal basis, including (but not limited to) seasonal farm
workers and retail workers employed exclusively during holiday
seasons. Has already completed initial measurement and
stability periods.

This field defaults to what is set on the Company ACA tab. If a change is
made to the ACA Coverage Code in the grid below, it will display that
code in the month that was selected until it is changed

Select the name of the benefit that will be used to determine the Lowest
Cost Benefit for this employee.

Select the appropriate option for this employee for use on the 1095-B —
Line 8.

Yes or No. Is this employee eligible for benefits.

Form on File Yes or No. Is there a consent form on file for the employee to allow
electronic publishing of the 1095 form(s)?
ACA Format Select the form format that will be created for the employee. None,
Both, or Paper
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Field / Button
ACA section

Form Type

ACA Standard Hours

ACA Relief Code

Lowest Cost Benefit

Employees - ACA History Screen
Field / Button

View Coverage For

Month

ACA Coverage Offer

ACA Relief Code

Initial Measurement Period

Stability Period

Date of Birth

Hire Date

Description

New employees are assigned the default field that is assigned at the
Company level. This can be overridden using this field.

e Right-click and select Copy to... to copy to other employees.

This field is used for special Time off Accrual setups that use the normal
Standard Hours field. Use the ACA Standard Hours field to override the
hours that show on the ACA Reports.

This field defaults to what is set on the Company ACA tab. If a change is
made to the ACA Relief Code in the grid below, it will display that code
in the month that was selected until it is changed

Select the Lowest Cost Benefit to be used on the 1095-C.

Description

Select the year for which information is being requested.

Each month of the year selected

Assigns a default Offer of Coverage Code identifying standard health
care coverage offered to employees, when an employee is created in
Evolution.

Relief Code, to describe transition relief as defined by the Affordable
Care Act that may be applicable to the employer, when an employee is
created in Evolution. If a change is made to the ACA Coverage Code in
the grid, it will display that code in the subsequent months

Default Initial Measurement Period assigned at the company level in
Evolution.

Default Stability Period assigned at the company level in Evolution.

Taken from the employee information when new employees are added
to the company.

Taken from the employee information when new employees are added
to the company.
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Employees - Pay Screen

Field / Button

Salary Information section

Pay Frequency

Salary Amount

Standard Hours

Average Hours

Rate Number
Rate Amount
Wage Limit
Limit Frequency

Annualized

Calc Annual

Planned Updates section

Raise Date

Raise Amount

Raise %

Raise Rate
Pay Frequency

Position section

Description

How often the employee’s paycheck is processed.
Salary earned per pay period (salaried employees only)

Number of hours the employee is expected to work (this may be left
blank for salaried employees working a 40-hour week.)

Average hours the employee works — this field is system-calculated and
is not editable.

The rate number if not the primary rate — this is read only.
The rate for the rate number above.

Wage limit used for Workers’ Comp billing and impounds
If there is a wage limit, to what period is the limit applied?

If there is a wage limit for a period other than annual, what is the
annualized total amount of the limit?

The system automatically calculates the annualized salary or pay based
on the value in Salary Amount times pay frequency or the value in Rate
Amount times the pay frequency times standard hours.

The following fields are informational only, and do not affect pay
amounts now or in the future.

The date a future raise takes effect.

The potential amount of the future raise.
Use this for salaried or hourly employees.
If there is a value in this field, leave the Raise Rate field empty.

The potential percentage of the future raise.
Use this for salaried or hourly employees.

The hourly rate of the potential raise.
The frequency the employee will be paid after the future raise.

These fields in this section used to be on the Positions screen.
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Field / Button

New Hire Report

FLSA Exempt

Position

Effective Date

High Comp

1-9 on File

Corporate Officer
Overrides section

Add / Delete buttons
Primary column heading

Rate Number column heading

Rate Amount column heading
Overrides — Job section

Jobs Number

Pay Grade Position

Description

Required field
Pending - select this option any time prior to the employee’s first
payroll, after which time it is automatically updated to Complete.
Completed - if the service bureau is using new hire reporting
services, the employee has been reported as a new hire
Completed by Predecessor - the employee was reported as a new
hire by another service bureau

If an employee's status has changed from another code back to active,

when the changes are saved, a message asks if this is a rehire.
No - system saves the employee record and doesn't ask any more
questions
Yes - system changes the New Hire flag to Pending and opens the
Rehire Wizard. The Wizard includes a series of employee screens for
the user to verify the employee's set-up for pay rate, states, locals,
TOA, Scheduled E/D's, and direct deposits. The Wizard only displays
screens applicable to the employee.

Is the employee exempt from minimum wage and overtime pay under
the Fair Labor Standards Act?

Employee’s work position at the company, set up on the Company -
Benefits — HR Positions screen.

Date the employee’s position became effective
Is the employee highly compensated?
The employee’s form I-9 is on file

Is the employee a corporate officer?

Click to add a pay rate or delete a pay rate that is no longer applicable.
Select NO, if this is not the employee’s primary wage at the company.

If a standard wage, the new line should have a Rate Number of 2 or
more.

Enter the amount of the new rate.

Number identifying the job that the employee has at the company.
Overrides what was set up on the Employee — Pay Rates screen.

Position the employee holds in the pay grade at the company. Overrides
what was set up on the Employee — Pay Rates screen.

Pay Grade Pay Grade in which the employee’s position falls. Overrides what was set
up on the Employee — Pay Rates screen.
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Piecework Sub-menu
Field / Button
Add

Delete

Piece column heading

Rate Amt

Rate Qty

Description

Click to add a new item to the piecework.

Click to delete a piecework item.

Click in the blank line created by clicking the Add button.
The piece is listed in the dropdown list.

Rate for the piece.
The rate is listed in the dropdown list

The rate quantity is pulled from Evolution, where it was originally set up
at the Client level.

Auto Labor Distribution Sub-menu

Field / Button

Labor Distribution Options

Auto Labor Distribution E/D Group
Allocation section

Add

Delete

Percentage

Organizational Level

Description

Defaults to Distribute Both - method used to distribute employee’s labor
for unions. They may be distributed for earnings, taxes, deductions, all,
or none, and must be used in conjunction with the Auto Labor
Distribution E/D Group field.

E/D Group used to distribute the employees' labor.

Click to create a new record
Click to delete an entry
Percentage of the employee’s pay attributed to that organizational level

Name of the organizational level for which the employee works

Job Title of the job worked in the level
WC Code Workers’ Comp code associated with that job
AsureSoftware 9/20/2017



Evolution

Employees - Federal screen
Field / Button
Marital Status
Exemptions
Tax Type
Value
FUI Rate Credit

Override Fed Minimum Wage

EE Tax Statuses section
Federal Tax Status

OASDI Exempt
Medicare Exempt

ER Tax Statuses section
FUI Exempt
OASDI Exempt

Medicare Exempt

Description

Marital status for federal tax purposes

Number of exemptions for the employee

Additional or override tax amount.

Based on the tax type, the corresponding value.

The amount by which to override a FUI Rate Credit, if applicable.

Value used to override the Federal Minimum Wage rate used in payroll
for minimum wage makeup calculations.

. If a value is entered, the amount is used as the rate for
minimum wage makeup calculations.

. The value may be overridden if a State Minimum Wage
override is entered on the Employee - States - Overrides
tab. In that case, Evolution uses that rate in the
calculation.

. If both fields are populated, the Federal Override is used

in the
calculations for all states attached to the employee that do not
have overrides set up. Otherwise, the state override rate is
used.

. If no overrides are entered, standard system logic is
applied in the calculation (taking the higher of the
Federal or State Minimum Wage rate at the system
level). Right-click on the field and select 'Copy To...' to
copy the information.

The default values in this section are dependent upon whether the
employee is W-2 or 1099.

This is the employees’ tax status. Select from the dropdown list whether
the employee’s tax is to be included, blocked or exempted.

Whether or not the employee is exempt from paying OASDI
Whether or not the employee is exempt from paying Medicare

The default values in this section are dependent upon whether the
employee is W-2 or 1099.

Whether or not the employer is exempt from paying FUI for this
employee

Whether or not the employer is exempt from paying OASDI for this
employee

Whether or not the employer is exempt from paying Medicare for this
employee
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Field / Button
W-2 Form section
Type
Residential State
First Name
Middle Name
Last Name
Name Suffix
W-2 Settings section
Deceased
Statutory Employee
Legal Rep

Deferred Comp

Pension
1099-R section

Distribution Code

Tax Amount Determined
Total

Pension Plan

Description

Type of tax form being filed if not W-2; select from the dropdown list.
State for which tax forms are being filed as the employees’ residence.

Legal name for whom all tax forms will be prepared — complete only if
different from the information on the Basics tab.

Status is designated on the Form W-2 as deceased
Status is designated on the Form W-2 as statutory
Is there a Legal Rep designated on the Form W-2?

Are these earnings designated as deferred compensation on the Form
W-27?

Are these earnings from a Pension plan?

If a pension distribution was taken, this is the distribution code reported
on the 1099-R.

Was there a tax amount determined and reported on the 1099-R?

Was the distribution a total distribution of all assets in the pension plan?

The type of pension plan reported on the 1099-R
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Employees - State screen
Field / Button

County

Salary Type

Calc SUI Taxable 1099 Wages
checkbox

Work at Home

Tax Code
Reciprocation section
Method

State

Amount / Percentage

EE Tax Status section

Employees — State screen

State Tax

SDI Exempt
SUI Exempt

ER Tax Status section

SDI Exempt

SUI Exempt

Overrides section
Tax Type
Amount / Percentage

Minimum Wage

Description

County within the state selected
Select the salary type for the employee, if applicable

If selected, the SUI taxable wages for this employee are calculated for
the state.

For PA only.

This is a generic code and can be used to add details needed for returns.

Reciprocal method — select from the dropdown list.

Select the state with whom the residential state has the reciprocal
agreement — the states listed are those the company sets up to do
business with.

Amount required to reciprocate; used based on Reciprocation Method.

Employees — State screen

Employees’ state tax status. Select from the dropdown list whether the
employee’s tax is to be included, blocked or exempted.

Whether or not the employee is exempt from SDI

Whether or not the employee is exempt from SUI

Whether or not the employer is exempt from paying SDI for this
employee

Whether or not the employer is exempt from paying SUI for this
employee

Tax type to be overridden
Amount of the override

Does the override revert to minimum wage?
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Employees - Local screen

Field / Button Description

Column Headings

Local Local tax added at the Company level

State State in which the local agency resides

County County in which the local agency resides

Local Type Employee or employer tax

Tax Rate Tax rate entered at the system level for the local tax

The amount used to adjust the percentage of state taxes when that
calculation method is used.

Misc Amount

Tax Code Used only if an additional tax code is necessary
Active Whether or not the local tax is currently active.
Tax Status Should the local be included, blocked, or is it exempt?

Deduct Behavior Should the tax be always deducted, never deducted, or are there no

overrides?
Work Address Location PA only.
Overrides section
Pre-tax Deductions Does the taxable wage base used to calculate local taxes include pre-tax

deductions?

Tax Type Tax type of the overridden tax, if any
% of Taxable Wages The percentage of taxable wages used to calculate local taxes.
Tax Value If an Override Tax Type is entered, this field is required.

Employees - Child Support screen

Field / Button Description

Priority Priority in order of all Scheduled E/Ds — Child Support usually has
number 1 priority over all other E/Ds.

Case # Case number assigned by the Child Support agency

State Origin The state in which the Child Support Order originated.

Medical Eligible This field is pre-filled from the Healthcare Coverage field value on the
Employees — Basics screen.

Agency Child Support Agency responsible for collecting the money for payment.
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Field / Button Description
Arrears Change to Yes if Child Support payments are in arrears on this case.
FIPS Five-digit Federal Information Processing Standard (FIPS) code (FIPS 6-4)

that identifies counties and county equivalents in the United States.

Custom Field If the company has established a custom field to help with tracking.

Employees - Direct Deposit screen

Field / Button Description
ABA# Routing number identifying the financial institution
Bank Account# Number of the account to which deposits are made
Account Type Type of account to which deposits are made
Branch Identifier Bank Identifier used when transferring money and wiring money
Addenda Additional information (if any) to be added to the direct deposit

instructions

Is the direct deposit within the period of validating the account
credentials?

In Pre-Note

Tracks whether or not there is a Direct Deposit Authorization form on
file

Form on File

Allow Hyphens Yes means hyphens are allowable characters in the bank account
number.

Employees - Scheduled E/Ds screen

Field / Button Description
Basic tab
Code E/D Codes assigned at the system level — select from the dropdown list
Description Entered automatically when the E/D Code is selected.
Priority Priority to process the Scheduled E/D (Child Support E/Ds are always

Priority 1)

Calculation Link Select an E/D Group that the Scheduled E/D belongs to (if applicable)

Calculate Using Select which calculation method will be used to calculate payroll
deductions for the Scheduled E/D. There are three options:
1. Use the calculation method that has been defined for the E/D
2. Use the calculation method defined at the Company Benefit
level
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Field / Button Description

3. Use the calculation method defined at the Employee Benefit
level

Calculation Method Method used to calculate deductions from payrolls. Select the method
from the dropdown list.
Amount $ - If the Calculation Method selected is a fixed dollar
amount enter that amount.
Amount % - If the Calculation Method selected is based on a
percentage enter the percentage amount.

E/D Group Select an E/D Group if the Scheduled E/D is included in an E/D Group.

Note: Earnings must be set up as a member of an E/D Group, which simplifies the calculation of earnings such as
401(k)s.

Always Pay / Deduct Offers flexibility to override E/D, similar to Blocking Week 1 - 5

All payrolls - earnings are paid whether or not there are earned
wages for the employee; deductions are tracked to be taken from
the next payroll.

Current Payrolls - the E/D is applied to the current the payroll
whether or not there are earned wages for the employee. If
deduction exceeds amount in check the amount is not tracked to be
made up later.

If there are insufficient earnings for the deduction, the Scheduled
E/D is processed based on the selection in the Deductions to Zero
field.

No - if the employee has no wages in a payroll cycle, the system
does not pay/deduct the E/D, nor is it tracked it to be made up later.

Important: to ensure that the remainder of the deduction is taken out of a subsequent pay cycle, the Make Up
Deducts Shortfall field on the Client - E/Ds - Details tab must be set to Yes.

Deductions to Zero Defaults to the Deductions to Zero Default field on the Client - E/Ds -
Scheduled Defaults tab. It can be overridden here by E/D, by employee,
and instructs how much of a deduction should be taken if there is not
enough to take the entire amount. This does not turn Shortfall /
Deduction not Taken makeup on or off. It only tells the system whether
or not to take partial amounts for deductions.

Yes - the entire amount is deducted, until the check is zero. If there
is shortfall it may be either a portion of or the total amount of the
Scheduled E/D.

No - a deduction is taken only when there are sufficient funds to
take the whole deduction. If there are insufficient wages, the
created shortfall is always the total amount of the Scheduled E/D.
If there is a pre-existing shortfall, it takes the shortfall amount only
when there are sufficient wages to take the whole amount.

When there is a deduction and a pre-existing shortfall, and there are
sufficient wages to take the shortfall but not all of the deduction,
Evolution takes the shortfall, but not the deduction.
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Field / Button

Deduct Whole Check

Send To*

Reference to Display on Check
Schedule tab

Starting

Ending

Affects section

Payrolls affected

Frequency

Blocks section

Block Based On

Weeks Blocked

Description

Value selected defaults based on the setting applied on the Client - E/Ds
- Scheduled Defaults tab

Yes - deducts the net check (use for direct deposits)
No - deducts a portion of the check

Select Agency or Client, Company, or Direct Deposit
If being sent to Agency or Client/Company on behalf of the employee...
All payment schedule-related information is on this screen.

Starting date for the scheduled deduction

Ending date for the scheduled deduction

Identify which payrolls are affected by the deduction

How often the deduction of the Scheduled E/D occurs.

If there are blocks on any of the payroll weeks identify whether it is
custom defined or being blocked to keep the deduction at four weeks
per month.

Identify which, if any, week(s) is blocked from having the deduction
taken
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Field / Button
Limits tab

E/D Group

Pay Period %

Pay Period $

EE Annual $

Client Annual $

Maximum Averages section
Amount E/D Group

Hours E/D Group

Hourly Rate

Thresholds tab

Action

Remaining

Balance Taken

Amount $

Thresholds section

E/D Group

Description

E/D Group to which the minimum Scheduled E/D belongs (same as
Minimum E/D Group field on the Employee — Scheduled E/Ds —
Advanced tab)

Minimum percentage (if the deduction is quoted as a percentage) to be
taken per pay period.

Minimum dollar amount (if the deduction is quoted as an amount) to be
taken per pay period.

Maximum dollar amount the employee is allowed to contribute per year

Maximum dollar amount the client can contribute per year for the
employee

This information is used for special Union dues calculations.

These fields refer to the goal amounts at which deductions stop — the
same information entered on the Employee — Scheduled E/Ds Advanced
tab in Evolution.
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Employees - Delivery screen

Field / Button

Primary Address section

VMR section

Payroll Check Mailbox

EE Report Mailbox

EE Electronic Return Mailbox
2" EE Report Mailbox
Password for VMR Deliveries

Payroll Override Address section

Description

The information, set up when the employee is first entered into the
system is pre-filled in this section. This address is where W-2 Forms will
be sent.

Edits may be made on this screen by entering data over what is already
there.

Whenever an employee is set up with a VMR mailbox, select the VMR
mailboxes of the employee if different than the company’s default
mailbox.

Whatever names the company has given their mailboxes are listed. To
override the company setup for VMR, select the Mailbox Group here.

VMR Password

Address to send payroll checks for the employee if they are going to a
different address than the W-2.

Employees - Time off Accrual screen

Field / Button
Active

Type

Balance

Used
Accrued
Effective Date

Accrual Max

Rate

Rollover Type

Rollover Date

Description
Whether or not the TOA plan is currently active for the employee
What type of TOA plan it is — PTO, Sick, Vacation, etc...

Tab over to the Accrued field to enter first. The balance will fill in
automatically, after which, enter time used and the balance will be
adjusted.

How much of the accrued time has been used
Enter manually
Date the Accrued amount begins

Maximum set by the company that an employee can earnin a pre-
defined period

Rate at which the time off accrues per pay period

If the company plan allows for a rollover, on which type of accrual is
rollover allowed?

Date on which rollover occurs
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Employees - Employee Portal screen

Depending upon your role / permissions set up in Evolution Classic, this menu-item may not be visible.

Field / Button

Access Section

EE Info

Time Off

Benefits

User Name
Password

Unblock Account button

Group Assignments section

Name

Type

Assigned checkbox
Settings section

Forms on file

Description

For access to the Employee Portal, the Access Level for EE Info must be
Read Only or Full Access. The Time Off and Benefits Access Levels work
independently.

No - employees will not see any of their personal information in the
Employee Portal

Read-only - employees can view their payroll information but will not be
able to request edits in the Employee Portal

Full Access - employees can see and request edits to their payroll and W-
4 information.

No - employees do not see any of their time off information in the
Employee Portal

Read-only - employees can view their time off information but will not
be able to request edits in the Employee Portal

Full Access - employees can see and request edits to their time off
information

No - employees do not see any of their benefits information in the
Employee Portal

Read-only - employees can view their benefits information but will not
be able to make elections in the Employee Portal

Full Access - employees can see and request edits to their benefits
elections in the Employee Portal (during Open Enrollment and/or a
Qualifying Event Enrollment.)

The employees’ user name in the Employee Portal.
The employees’ password in the Employee Portal.

If a user’s Evolution Payroll account is blocked because they incorrectly
answered their security questions three times, a user with access can
unblock the account using this button.

Pre-filled based on the setup in Evolution Classic on the Company -
Benefits - ESS Group Assignment screen.

Name of the group/s to which the employee has been assigned.

Type of group/s to which the employee has been assigned. (Pre-filled
based on the setup in Evolution Classic.

Designates whether the employee is assigned to the group.

Are the annual return forms on file?
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Field / Button
Email
Format

Benefits Email

Employees - Notes screen

Field / Button

Description
Email address for account notifications
Format of the returns; electronic, paper, or both

Email address for benefits notifications

Description

Payroll Notes

General Notes

Notes entered here can be viewed by the payroll processor, or other
internal colleagues. The information does not appear "publicly" and
cannot be viewed by the employees.

General notes about the employee and payrolls are stored with the
employee data and can also be viewed in the Payroll menu in the Notes
flyout tab on the Employees — Payrolls - Payroll View screen.

Employees - Check Calculator Shortcut Button

Field / Button
EE Code/Name

Net Amount checkbox

Net Amount

Calculate button

Send to Payroll button
Add / Delete buttons
Federal tab

Marital Status
Exemptions

Tax Frequency

Tax at Supplemental Rate

Blocks section
Federal Tax

Employee Overrides

Description
Select the Employee Number or name from the dropdown list.

Select if calculating a Net Amount to Gross — user will be required to
enter the Net Amount in a field that is displayed when selected.

Net amount of the check being calculated if Net Amount checkbox is
selected.

Click to calculate the Net or Gross amount.
Click to send the check to a payroll batch for processing.

Use to add or delete earnings or deductions to or from the check.

This information is pre-filled using the settings established in Evolution
Classic.

Select if there are supplemental wages requiring the employee to be
taxed at a supplemental rate.

Select to block Federal tax from being deducted from this check.

Select to block any employee overrides from being included in this
check.
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Field / Button

Additional Values

EE OASDI

EE Medicare

EE EIC

Overrides section
Fed Type

OASDI

Medicare

EIC

Backup Withholding
State tab

Marital Status
Exemptions

Tax at Supplemental Rate

Blocks section
Regular tax
Additional tax
Sul

SDI

Overrides section
State Type

SUI tab

Amount

Local tab

Block this Local Tax

Overrides section

Description

Select to block any additional values from being deducted from this
check.

Select to block the EE OASDI from being deducted from this check.
Select to block the EE Medicare from being deducted from this check.

Select to block the EE EIC from being deducted from this check.

Complete if there are any overrides to add to this check.

This information is pre-filled using the settings established in Evolution
Classic.

Select if there are supplemental wages requiring the employee to be

taxed at a supplemental rate.

Select to block any of these from being deducted from the check.

Select if any type of state tax should be overridden.

Enter an override amount if applicable for the state highlighted in the
left (if more than one is listed)

Select to block the selected local tax from being deducted from the
check.
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Field / Button

Amount

Make this a Manual Check
Enter Check #

Update Year to Date Totals
(Disable YTD)

Update Tax & Deduction Shortages
(Disable Shortfalls)

Lock Calculations for this Check

Description

Enter an override amount if applicable for the local highlighted in the
left.

Select to create a Manual check.
This is a required field if Manual Check is selected.

Select to keep YTD totals from appearing on the employees’ check stubs.

Select to keep shortages from appearing on the employees’ check stubs.

Select to use the reviewed information when the payroll processes.
Results are available on the Manual Tax tab.
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The Payrolls Menu

Payrolls are processed quickly and easily through Evolution Payroll. This section covers creating both scheduled and
unscheduled payrolls. Each will be discussed in detail.

Security Settings

The following security settings must be enabled for a user to submit a payroll in Evolution Payroll. If the Payroll
Menu options in Evolution Classic are disabled, the Payroll Menu button is not displayed as a menu option on the
Evolution Payroll dashboard.

1. Go to the Admin — Security — Users.
Select the user from the list.

Click the Details tab.

Click the User Rights button.

Click the Menu button.

Enable the Payroll menu as well as

o vk wnN

. Batch - If this is disabled, in Evolution Payroll:

The Payroll — Batches screen is not displayed to the user.

The Payroll — Summary View screen is not displayed to the user.

The Payroll — Summary Detail View screen is not displayed to the user.
The Payroll — Detail View screen is accessible to the user.

The Block E/Ds button is disabled.

Users can still View or Edit payrolls.

Symbols for View / Edit will be displayed in the Payroll Card and Grid View.

O O O 0O O O O

. Check - If this is disabled, in Evolution Payroll:

The Payroll — Detail View screen is accessible to the user.

The Payroll — Summary Detail View screen is not displayed to the user.
The Payroll — Summary View screen is not displayed to the user.

Users can still View or Edit payrolls.

Symbols for View / Edit will be displayed in the Payroll Card and Grid View.

O O O O O

. Payroll - If this is disabled, in Evolution Payroll:
o The Payroll Menu button is not displayed as a menu option on the Evolution Payroll dashboard.

o The information in the Payroll Today section on the Evolution Payroll dashboard will be read-only
(no hyperlinks).

Note: If the Payroll — Batch AND Payroll — Check Security Rights are disabled, in Evolution Payroll:

. Users can view the Payroll Card and Grid Views.
. Users can create a new payroll (+ sign at top left of screen).
. Users can create/start a scheduled payroll (+ sign in the card).

. After creating or starting a Payroll, users will not see any batch or check details.
o The Batches and Check icon screens are disabled.
o The Totals and Finish icon screens are enabled.
o The Block E/Ds icon is enabled.
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Systern templates:| L" SB templates: | L" I save
E- 4 Adrin [Enabled) [Enabled: 5] [FROM GROLUP] % Cancel
- A Payroll [Enabled)] [Enabled: 11] [FROM GROLP]
- Bureau [Enabled] [Enabled: 28] [FROM GROUP]
- Client [Enabled) [Enabled: 13) [FROM GROUP] e Undo

-=f= Company [Enabled) [Enabled: B8] [FROM GROUP]

- Employee [Enabled] [Enabled: 12) [FROM GROLUF]

-4k Finance [Enabled)] [Enabled: 7] [FROM GROUF]

- HR Module (Enabled) [Enabled: 28] [FROM GROUP]

-of= iSyztems [Enabled) [Enabled: 1: Read-only: 33; Other: 1] [FROM GROUP]
--|- Mize [Enabled] [Enabled: 5] [FROM GROUF]

----- =+ Check [Enabled] [FROM GROUF]
----- < Pavioll [Enabled] [FROM GROUF]
-4 Reports [Enabled) [Enabled: 8] [FROM GROUPF]
-4 5/B Report [Enabled) ([Enabled: 3) [FROM GROLUP]
- 5B Admin [Enabled) [Enabled: 9) [FROM GROUP]
- Taw pritits [Enabled] [Enabled: 6] [FROM GROUP]
-of= Taw reports [Enabled) [Enabled: 5] [FROM GROLUF]

B Show top

Show on top———

I Menus
Screens |
=0 Functions |

& Resst Rights

7. Click Save.

8. Click the Functions button.
9. Enable the following rights:

. “Ability to directly process payrolls”
. “Ability to mark payrolls as completed”
. “Ability to submit payrolls”

System templates: | j| 3B templates: | L" [ Save
----- = Ability to define benefitz enroliment [Enabled) [FROM GROUP] ~ x Cancel
----- = Ability to delete client [Enabled) [FROM GROUF]

----- = Ability to Delete Processed Paproll: [Enabled] [FROM GROUP]
----- = Ability to delete VR Mail Bokes [Enabled) [FROM GROUP] ﬁ Undo

----- = Ahility to delete/altemate processed tax retums [Enabled] [FROM GROUP]
- oAbty to directly process pavrolls [Enabled] [FROM GROUP] |

- o Ability to edit data dictionary [Enabled) [FROM GROUF]

----- = Ahility to edit payroll bank account register [Enabled] [FROM GROLF]

----- == Ahility to edit B library (Enabled) [FROM GROUF]

----- = ability to export using Evol [Enabled) [FROM GROUP]

----- = Ability to globally update pay rates [Enabled) [FROM GROUP]

----- == ability to import wging Evoi [Enabled) [FROM GROUP]

----- = Ability to login into EvoClock from Evolution [Enabled) [FROM GROUP]
----- = Ability to manually correct 04501 & Medicare [Enabled)] [FROM GROUP]
= Ability to mark, payrollz a3 completed [Enabled)] [FROM GROUP] |

= Ability to pay liabilities w/o funds [Enabled] [FROM GROUP]

----- == Ability to pre-process by batch [Enabled) [FROM GROUP]

----- = Ahility to print unprocessed manual check s [Enabled] [FROM GROUP]
----- == Ability to put a Client On or Off Read Only Mode [Enabled) [FROM USER]
----- = Ahility to reprint payroll reports [Enabled) [FROM GROUF]

----- = ability to reprint processed misc checks [Enabled) [FROM GROUP]

----- = Ability to reprink proceszed payroll checks [Enabled) [FROM GROLUF]

----- = Ability to rollback tax payments [Enabled) [FROM GROUP]

----- = Ability to zee and edit EE HR documents [Enabled) [FROM GROUP]

----- == Ahbility to see hidden tables [Enabled) [FROM GROUF]

----- o= Shility b zet effective period for locals [Enabled) [FROM GROF]

- o &hility b zubmit payroll [E nabled) [FROM GROLUF] |

----- o= Ahility to undelete records [E nabled) [FROM GROUPF]

----- o= &hility to unlock a company with a “high'* credit bold [Enabled) [FROM GROUP]
----- o= Ahility to unmask sensitive data on reports [Enabled) [FROM GROUP]

----- o= Ahility to unevoid voided check [Enabled] [FROM GROUP]

----- == Ability to update ACA field: az of another date [Enabled) [FROM USER]
----- o= Ahility to update as of another date [Enabled) [FROM GROLUP]

----- + Ablllt_l,l b uze offllne client [Enahled] [FROR GHDUF‘]

—Show on top—
5 Menus

Screens |
I & Functions

& Reset Rights
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10. Click Save.

Security settings for blocking options

There are four items that can be blocked from payrolls — ACH, Billing, Liabilities, and Deposits - both on the Payroll
Settings screen, and the Payroll Finish screen. An additional security setting must be enabled for a user to have the
ability to block these from the payroll.

Payroll Settings = Hidg] Submittal Options
. Agency Payments Time Off Accrual
Check Date Run #* Checks. Accruals Only
0472712018 12 .
2
Payrall Type Actual Call In Date =
Regular v =i
Agency Payments Time Off Accrual Eayrol Chack Camments
E] Checks Accruals Only
{_C_:‘ ris
o ACH
Billing
Liabilities
DEpDE its Submit Payrol| Process Payroll

Go to the Admin — Security — Users.
Select the user from the list.

Click the Details tab.

Click the User Rights button.

Click the Functions button.

o vk wN e

Enable “Payroll wizard including deposit/liability, billing, and ACH block options”

System templates: _v| 5B templates: | [ Save

----- == Ahility to void check from previous quarter [Enabled) [FROM GROUF] ~ x Cancel
----- = ahility to void checks [Enabled] [FROM GROUP]

----- = ahility to void payroll [Enabled) [FROM GROUF]

----- o Access bo Bank Acct Mumbers - Check [Enabled) [FROM GROLUF] Q Unda
----- =+ Access to Bank Acct Mumbers - Mise Check ([Enabled) [FROM GROUP]

----- = Access to Clent Bank accounts [Enabled] [FROM GROUP]

----- = Access to Company Cash Management [Enabled] [FROM GROUP] ‘E‘g Show top
----- 4 Access bo company salespersons [Enabled) [FROM GROUP]
----- 4 Access to Dashboard [Enabled) [FROM GROUP] Show on top
----- =+ Access to Employes Bank accounts [Enabled)] [FROM GROUP] 5 Menus
----- = Acceszs to evobRC (Enabled) [FROM GROUP] =

-k Access to pap rates [Enabled] [Enabled: 1) [FROM GROLP] Screens

----- = Access to 5B EIN [Enabled] [FROM USER] & Functions

----- = Access to 5B report info [Enabled] [FROM GROLF]

M- Access to 5B sensitive info [Enabled) [Enabled: 1) [FROM GROUP]

B4k Acoess to Service Bureau accounts [Enabled) [Enabled: 1) [FROM GROUP] G Reset Rights
----- e dccess bo 55N [Enabled) [FROM GROUP] J
----- e Aocess bo wages [Enabled] [FROM GROUP]

----- = &pply EE Quick Entry in ‘W ebClient [Enabled) [FROM USER]

----- = Auto Create Checks including Termed EE s [Enabled] [FROM GROUF]

----- == Block changing of S5M [Enabled) [FROM USER]

----- = Block voiding checks with direct deposit [Enabled) [FROM USER]

----- = Display User Mame in Audit [Enabled) [FROM GROUP]

- e Payrall wizard including deposit/liability, billing, and ACH Block options [Enabled) [FROM GROUH .,

< >

7. Click Save.
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The Payrolls Menu

The first screen in the Payrolls Menu is the Payroll Timeline, displaying coupon- or card-like views of scheduled

payrolls.

There are eight statuses you may see represented on the Timeline screen described in the table below.

On Hold
Submitted

Backdated

Status

sed

Rogpeires Mgr Approwal

Description
Scheduled payrolls that are not due to be processed yet.
Scheduled payrolls that did not get processed as scheduled.
Payroll was started but not submitted
Payroll was submitted to the service bureau for review.
Payroll was submitted to the service bureau for processing.
Payroll has been processed.
Payroll has been backdated

Payroll requires manager approval prior to processing.

Click the (i symbol in the header to change to a Table view of recent payrolls.

Payroll Timeline

w2
w2201
22018
202016

03282016

B4AT2016
BL072016
BY142016
04212016
U016

BU2201E

05122016

4 Page

a9 ()(m

% O B E]
T T T N T ¥ omor 7 ot T E—

Misc Check Adustment 032212016 Procassed 13222016

Qar End T
Misc Check Adusiment 03222016 Processed 1322016
Regular 03242016 0¥21216 Processed 13242016

Misc Check Adustment 03282016 Pending 13282016

Regular 03242016 04042016 Void
Reversal Processed
Rogular 03282016 U018 Processed
Regular 03252016 04182016 Processed
Regular 04252016 Pending

Regular Pending

Regular 03282016 0592016 Processed

T6-90 of 1260ems  C,

Several symbols are visible on various screens in the Payrolls menu, described in the table that follows.

Symbol

48

L
Fe

Description
View — visible only on processed payrolls, click to view details of the payroll
including batches, check lines, etc.

Copy — visible on processed payrolls only, enabling them to be copied for
processing.

Payroll Results — click to view details about payrolls with a status of Processed (P)
and Void (V).
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Symbol

B E B xa+ [

Description
Edit — visible on payrolls that have been started, but not processed. Click to make
changes, add a new batch, filter the information differently, or add new checks.

Add - click to add a new batch to scheduled payrolls, or to add a new payroll.
Delete — click to delete previous changes. Also, to delete a batch.
Cancel Changes — click to cancel changes made to a screen or payroll.

On the Check Batches screen — clicking takes the user to the Check Batch Settings
screen for the batch selected.

On the Check Batch Settings screen — clicking takes the user back to the Check
Batches screen.

On the Check Batch Settings screen — clicking takes the user to the Check Batch
Settings Table View screen listing the company employees.

On the Payroll Timeline screen — changes the view to a Table view from the Card
view.

On the Payroll Timeline screen — changes the view to the Card view from the
Table view.

On the bottom right of the Batch checks screen — click to open a list of E/D Codes
to create additional columns on the checks list.

There are four symbols on the right-hand side of the Header that visually let the user know where they are in the
Payroll process. These can also be clicked to go to specific screens in the process.

Symbol

Batches

Checks

—
=1

E mm
)

Finizh

Description
Batches — this button is active (green) while batches are being created. To view
batch information after they have been created, click this button.

Checks - this button is active (green) while checks are being created. To view,
add or edit checks after they have been created, click this button.

Payroll calculations - click a payroll to view or edit. Click to calculate totals when
checks have been added or deleted from batches.

Process Payroll - this button is active (green) while payrolls are being finished
and submitted for review or processing.
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Creating a Scheduled Payroll

The Payrolls — Timeline screen is the first screen to open after clicking the Payroll menu.
To create a payroll in Evolution Payroll,

1. Click the Payrolls menu.
oll Timeline
B
AR = MR - 3 O Hadd ATHERA
lf‘\i Sabamirnad o B4 2HE 64 21 PR a8 +
P IT T T T @Tﬁu?ﬂu 1 | Getewmea |G AT
".::.'-l:r':f‘“"x-' ,’ P% Submina s BLADIHE 30 AN . B +
EH".‘WHJ T EH"I‘WHJ [ mewoe ]
e 8 +
2. Click the large plus + sign in the Header to create a new payroll.

Result: The Check Batch Settings screen opens.

Note: Payroll notes and general notes created in the Employees menu can be viewed in the Payrolls menu by
clicking the Payroll Notes flyout tab on the far right-hand side of the screens. This flyout tab is available on most
screens within the Payroll menu.

Check Batch Settings Screen

H X C]
Payroll 12/04/2015 - 1 m— @ — E —
B Checks Totals Finizh
4 X CheckBatch 5 - Seftings a2
% Create Checks
S e
1. Complete the required and applicable fields. For detailed information about the fields on this screen, refer

to the Payrolls — Check Batch Settings Screen section in the Appendix at the end of this chapter.

Select the items to include in the payroll in the Include section.
Complete required and applicable fields in the Time Clock Import Options section.
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4. Click the Create Checks button.
5. Click OK in the window that confirms the checks have been created.
Result: The Batch Checks Screen opens.

Batch Checks Screen

5%
Payroll 05/05/2016 - 1 Batch 1: 0412412016 - 04/30/2016 Regular | -99998649 | 101 m— Q — E —

R 1 A Lenis, A

3 Greenburg. Goldie

4000 52,5000 5250000 0o 5000

aduil a0/ swis T

40,00 52.100.00 $1,500 00 000 $500.00
40,00 52.600.00 5260000 000 000
4 Saffer, Harry 4000 $1.000.00 000 £1,000 00
Pinkmans. Jessie 40.00 $600.00 0o $600.00

6 Bichon, Seima 4000 354000 000 3540 00

Gosdman, Saul

40,00 360000 w00 350000

40,00 $312000 0o 5312000

sajon aakodwy T

4000 $1,000.00 w00 $1.000 00

40,00 5350.00 000 $360.00

= » » ®» ™ T ™ ™D D

4000 $350.00 40.00 $350.00 -
#H0.00 £15,060,01 4000

This screen offers three different viewing options, based upon the level of detail required by the user. The
view is selected from the dropdown list in the far right of the Navigation Bar. For detailed information
about the fields on this screen, refer to refer to the Payrolls - Batch Checks Screen section in the Appendix
at the end of this chapter.

Summary View

Default view, this is the check entry screen, on which the user can add checks and edit information for
employee checks. The first five columns are read only. The columns that follow can be edited, as well as
having columns added and subtracted.

. To add or edit a column

1. Click within the column to edit of the check being modified.
2. Once finished click Save in the Header.

. To add a check for employees

1. Click the Add Check button in the Navigation bar.
Result: The Add Checks screen opens.
2. Select the Check Type being created.
Select the employee(s) for whom to create a check.

4. Click the Create Check(s) for Selected EEs button.

. To add additional E/D Codes as columns, click in the bottom right-hand corner of the screen, and
select the E/D Codes from the list.
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Add Checks .

Select a Check Type Find and Select the Employees to use when creating checks. One check

will be created for each Employee you select
Regular v

Check Creation Options
Standard Hours: No Use this Template
Salary Pay: No —Select- v

n EE# T | LasiName T | First Name T | Middle Initial T Organizatio.. T .
Al == WS

1 Lewis Active West = WB
2 Smith Bill Active So East>SB==5...
3 Greenburg Goldie Active West>WB = WS..
4 Soffer Harry Active Central = CB>=§
5 Pinkman Jessie Active West = WB == WS
16 items

Create Check(s) for Selected EEs

Summary Detail View

The Summary Detail View provides a more detailed view of the Summary screen, listing each check and its

Payroll 1111912016 -1 Batch 1: 11/20/2015 - 12/06/2016  Regular | -99999554 | 1 of 2 m— @ — i — ﬁ
Batches Checks Tatals Finish
B
2z
i g s
c . 0 OF P Agency ol <
m o ot spon 5000 i 1 G apon .
=

Child Support - 2 2100 Offics Of Child Suppart
s0.00

06 v Hsalth Insurance. $25.00

-
o saary w0 s ! o
[ Dicect Depesit - Partal z
o3 Direct Deposi - Net H
D4 Child Support $50.00 Ofice Of Chid Support
o7 Child Suppon -2 2100 fics OF Child Support

Towls| 44000 12,8840
v sems (=

. To add a check for employees
Click the Add Check button in the Navigation bar.
Result: The Add Checks screen opens.
Select the Check Type being created.
Select the employee(s) for whom to create a check.
Click the Create Check(s) for Selected EEs button.
. To add a Check Line click the Add Check Line button.

_—
° To add additional columns, click in the bottom right-hand corner of the screen, and select the
desired column(s) from the list.
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Payroll 111912015 -1 Batch 1: 11/29/2015 - 12/06/2015 Regular | -99999554 | 1 of 2 B — é — E — H
Baiches Checks otais nish
Summary Delail -
5
Pl ooy e - o H
000 g

56000 Office Of Child Suppont

4 Check: 99999554 - R Batch: 1. Employse: Lewis, Al [1]
: 0,00 Total Amount: $2.404.00
s e | oo e

or Child Sugpon - 2 s21.00 Office Of Child Support -
] Salary $0.00 52,500 00 4 Iy
E02 Regular 000 $0.00 0.0 -t ;
o1 Diect Deposit - Partial 1 .
o Direct Disposit - Nt 3

D4 Clilé Suppart 5000 Office Of Chikt Suppart

1 + $13.084.1
v aTrems (=

5. Select an E/D Code from the dropdown list.
6. Click Save in the Header.

Detail View

The Detail view provides the most detailed view of each check, and offers editing capabilities, as well as the
ability to add (or delete) additional E/D Codes to the checks.

Payroll 100012018 -1 Batch 1 : 0912012015 - 0912812015 — &

Baiches

Check Serisie  Check Type  Sequence

& 9- White, Waiter L e

i Check Lines
A Ao Deiste

Gaiches L L

|| £ Codo ™ 5 Desaripion v HisPos T Fay Falo v Amount k2 Falo # 7| ]

[——

-
:
:
g

E02 Regular 40.00 52500 $1,00000 11P): 525,00
abor Defau) ocal Tax Override:
Bakh2
iy Rate Mumbar HoursiPes St sul
1(P)-525.00 . 4 ~ Select— . ~Select—
Rate Of Pay Place Work Adgress
Select v Use Detault
Agency
~ Select -
==
. 06 Heath Insurance 520000

2items

h'd

1. Complete the required and applicable fields on this screen as well as on the Labor Defaults and Local Tax
Overrides tabs. For detailed information about the fields on these screens, refer to refer to the Payrolls — Check
Lines Screen section in the Appendix at the end of this chapter.

2. Click the Payroll — Manual Tax menu item.
3. Press the TAB key or click the Next button when you complete entering information on this screen.

Manual Tax screen

Click the Manual Tax tab to override a tax for the check if applicable. The information on this screen is the same as is
on the Payrolls > Check > Manual Tax tab in Evolution. For detailed information about this screen, refer to the
Payrolls — Manual Tax screen in the Appendix at the end of this chapter.
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Payroll 111912015 -1 Batch 1: 11/29/2015 - 12/06/2015 u — @ — a — ﬁ
E! Detail - -
i 5 7
: . Check Sl # Creck Type Sequence | Recaculte | | Provien g3
- € 1-Lowis. A 102 b Ao s g 2
ey  EECTTPNN o (o] I
el (TR e o | g
T o -
— (R .
=l
;-]
g
z
§ items.
v

1. Complete the applicable fields
2. Click the Payroll — Fed Overrides tab.

Fed Overrides screen

Click the Fed Overrides tab to block or override Federal taxes. Information on this screen is the same information as
is found on the Payrolls — Check — Tax Overrides tab in Evolution. The State and Local tabs require the same
information, regarding the state or local taxes for the employee. For detailed information about this screen, refer to
the Payrolls — Fed Overrides screen section in the Appendix at the end of this chapter.

Payroll 11/19/2016 - 1 Batch 1: 11/20/2015 - 12/06/2015 m —_— é —_— E —_— M
Detail - -
Cresto Now Chack & 1-Lewis, Al 1012 P J . 8 i
e = e %
Manuol Tax = S
(ST e
| s overises [
T Tax 1 Sapplomarsa Rt
[ oo |
| e ] 2
b4
1. Complete the applicable fields. For detailed information about the fields on this screen, refer to page 89 in

this document.
2. Click the Payroll — State Overrides tab.
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State Overrides screen

Payroll 1119/2015-1  Batch 1: 11/28/2015 - 1210612015 [ o - @ — E — M
Baiches Checks Totals Fish
Delal & -
I + | 33
Bt Check Sarisl # Chack Typs Seguance | Recaleutate | | Preview O
A st New Check | € 1-Lewis, Al -10f2 ! > 90esss  Reguar 1otz Check AlD g &
m OVR S Abx New York - NY é a

[ st New York WY vpe Regular Tax &

S ax at Supplem E-] su
[ ree | .
)
1 hems 2
A

1. Complete the applicable fields. For detailed information about the fields on this screen, refer to the
Payrolls — State Overrides screen in the Appendix at the end of this chapter.

2. Click the Payroll — Local Overrides tab.

Local Overrides screen

Payroll 1118/2015 -1 Batch 1 : 1112912015 - 12/05/2015 m—a— E = H
Batches hecks als nsh
:.—— 1. 7 Datail v -
+ = ¥
S Check Seral # Chech Tyae Secuence | Recalculate | | Praview i3
- . . ' H
A roate New Chack £ 1-Lewis, Al -10f2 2 e oer Check ALD e
g 3
[ oeaue B or| iciwes e New York ity Res. - New York Ciy Res. o

[ Mewate | Mew York City Res. - New York Gy Res. EE Block thés Local Tax i

T i
[ e ] -
)
z
[ procon § 1| i
frems

3. Complete the applicable fields.
4, Click the Payroll — Options tab.
Payroll - Options screen

Click the Payrolls —Options tab to block scheduled earnings and deductions on employee checks. The information on
this screen can be found mostly on the Payroll — Check — General tab.
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5

Payroll 111812016 -1 Batch 1 : 11/28/2015 - 1210612016 |m— o — E — ﬁ

Batches Chok Totals Fiich

........ - - - -

+ - T

........ Check Serlal # Chieck Type Sequence | Recalculate | | Preview <

A New Ch l| < 1-Lewis, Al -1of2 > 59360554 Reqular  1of2 Check. ALD g

ct Do Comments for This Check Ordy 2 5

Batch 1 % )
iy

£
B Blocks.

fowz T

0N 98

Options

b4

1. Complete the applicable fields. For detailed information about the fields on this screen, refer to the
Payrolls — Options Screen section in the Appendix at the end of this chapter.

2. Click the Review tab to review [unprocessed] payroll checks with overrides, to verify for accuracy before
submitting to payroll. For detailed information about these screens, refer to page 88 in this document.

Payroll - Review screen

1. Click the Review tab to review [unprocessed] payroll checks with overrides, to verify for accuracy before
submitting to payroll. For detailed information about these screens, refer to the Payrolls — Review Screen
section in the Appendix at the end of this chapter.

Payroll 1119/2016 -1 Batch 1: 11/29/2015 - 12/05/2015 m —_— & —_— E —_—
A |'- Teate New \'f-‘\ < 1:Lowis, Al -10f2 N ) 50098554 .qumn 1ot2 Check AD é =
Pevy TN | oo corcuiions — L
[ fesonnsn | vl B =
o
| e | o
¥
2. Once verified, click the Lock Tax Calculations button to save those figures.
3. Click the Recalculate Taxes button to recalculate any changes made.

Calculation Results screen

Click Totals E in the header to access the Payroll — Calculation Results screen to review totals of earnings and
deductions, and taxes. For detailed information about the fields on this screen, refer to the Payrolls — Calculation
Results section in the Appendix at the end of this chapter.
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Calculation Results
m Total Gross Pay: $14460.00 Total Taxes: $106300.47
N TS S S N S U S N
a D Direct Deposit - Parti $200.00 4 Federal Gross Wages 514,208 60 A
E/D Detail For: D1 - Direct Deposit - Partial 1 Tax Defail For: Federal Gross Wages
[ e = = == == ST = === = ==
Al Lewis 0.00 525.00 s Al Lewis 0.00 $2.475.00 o
R s 4 Harry Soffer 0.00 $150.00 S 10 Susan Bigole 0.00 $350.00
R s 8 Willie Clark 0.00 $25.00 S 1" Simon Simon 0.00 $350.00
% § s 2 Bill Smith 0.00 $1,495.00
E (& s 3 Goldie Greenburg 0.00 $2.785.00
s 4 Harry Soffer 0.00 $1,000.00
s 5 Jessie Pinkman 0.00 $600.00 N
3items 11 items.
r D2 Direct Deposit - Parti _ 0.00 $100.00 ] » Federal Tax $2539.70 9 v
» D3 Direct Deposit - Net 0.00 $6.537.88 » Federal Taxable Waaes $14.208 60 1
9items 43 items
[Juser Entries Separately
[ Totals by Check Type [l User Entries Separately

Note: if something needs to be edited, click the leahes
screen.

symbol in the header which brings you back to the Batch

Creating an Unscheduled Payroll

To create a payroll that is not scheduled based on the calendar settings,
1. Click the Payrolls menu, which brings you to the Payroll Timeline screen.

EBayroll Timeline

+ i

L] B AR - 3 On Held G

e Lol Il - A iy 12353004 - I

Feleslind 4 GEELTHH 1 T AN -% Submined sac BLADINE 0443 PR & +

KNP - BT | ([Epeaen I onowane

Wiy (e LR E = B ey oA -

s P R I P Bz
g T e _— e

[ "
[ *

[ --
[ - *
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2. Click the large plus -+ sign in the heading.
Result: The Payroll Settings screen opens.

Payroll Settings 4=Hide
Check Date Run # Calendar Options.
07/30/2015 1 v

Payroll Type Actual Call In Date
Regular v

DAgency Payments [ Time Off Accrual
u» []Checks [] Accruals Only
-
g O Reports
m [JAcH

[IBilling

[ Liabilities

] Deposits

Payroll Check Comment

3. Complete the required and applicable fields. For detailed information about the fields on this screen, refer
to the Payrolls — Payroll Settings screen section in the Appendix at the end of this chapter.

4, Click Save H in the header on the left.

Result: A status of I:_ is displayed in the header on the left.

Click #=Hide in the upper right-hand corner of the Payroll Settings screen.
Click the large plus sign behind where the Payroll Settings screen was, to continue.
Result: The Check Batch Settings screen opens.

Check Batch Settings screen

H X ® TE—
Payroll 12/18/2016 -1 m - -@< - E - H
1% Chck ek 8 “Sesogs -
= Stat Date End Date® [} 5
g * -
: 2
‘ Create Checks
1. Complete the required and applicable fields. For detailed information about the fields on this screen, refer

to the Payrolls — Check Batch Settings screen section in the Appendix at the end of this chapter.
Select the items to include in the payroll in the Include section.

Complete required and applicable fields in the Time Clock Import Options section.
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4, Click the Create Checks button.
5. Click OK in the window that confirms the checks have been created.
Result: The Batch Checks Screen opens.

Payrolls - Batch Checks Screen

This screen offers three different viewing options, based upon the level of detail required by the user. The
view is selected from the dropdown list in the far right of the Navigation Bar. For detailed information
about the fields on this screen, refer to the Payrolls — Batch Checks screen section in the Appendix at the
end of this chapter.

4
Payroll 06/05/2016-1  Batch 1: 04/24/2016 - 04130/2016  Regular | -99998649 | 1 of 1 m— @ — E — m
Batches hecks Totals Finish
Group By: Company Nuniber Summary . & +
- IF
& =
A R’ 1 1 000 5250000 5250000 000 W ge 2
o 7
m R 2 ' 40,00 52.100.00 $1.500.00 4000 ssaomo | §
H
R 3 ' 4000 52.800.00 52800 00 4000 5000
[ 4 Safter, Harry ' 40.00 $1.000.00 40.00 $1.000.00
R 5 Pinkmars, Jessie 1 w000 3600.00 4000 580000
" 6 Bichon, Sema 1 10,00 64000 1000 56000 =
R 7 Goadman. Saul 1 4000 3600.00 4000 $600.00 E)
R s Clark, Wlie 1 w00 $3.12000 w00 $3.12000 3
g
R a Vit Walter 1 w00 s1.000.00 w00 $1.000.00 3
R n Sigole, Susan ' 4000 535000 4000 535000
R n Siman, Simen ' w00 s350.00 w0 53000 +
T oy o u " $8,260.00
v Miems (S

Default view, this is the check entry screen, on which the user can add checks and edit information for
employee checks. The first five columns are read only. The columns that follow can be edited, as well as
having columns added and subtracted.
o To add or edit a column
1. Click within the column to edit of the check being modified.
2. Once finished click Save in the Header.
. To add a check for employees
1. Click the Add Check button in the Navigation bar.
Result: The Add Checks screen opens.

Add Checks -

Select a Check Type Find and Select the Employees to use when creating checks. One check

will be created for each Employee you select
Reqular v

Check Creation Options
Standard Hours: No Use this Template

Salary Pay: No —Select— M

“ EE# T | Last Name Y | First Name ¥ | Middle Inifial T Organizafio_ . T .
Al West > WE == W

1 Lewis Active £
2 Smith Bill Active S0 East>5B>=>5
3 Greenburg Goldie Active West = Wi WS...
4 Soffer Harry Active Central > CB>>S...
5 Pinkman Jessie Active West > W Wws

16 items

Create Check(s) for Selected EEs

2. Select the Check Type being created.
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3.
4.

Select the employee(s) for whom to create a check.
Click the Create Check(s) for Selected EEs button.
Result: The Batch Checks screen reopens with the new check(s) listed.

. To add additional E/D Codes to the grid as columns, click in the bottom right-hand corner of the
Batch Checks Screen.
Result: The following screen opens listing Available Columns - E/Ds available to add to the grid, and a
list of the Current Columns - the E/Ds currently listed as column headings in the grid.

o Choose Columns -

[search. ] Select: All | None
D02 Hrs EE HSA Single (BCBS) Type
D02 Amt EE HSA Single (BCBS) EE Code
D03 Hrs EE HSA Family (BCBS) Name
D03 Amt EE HSA Family (BCBS) Seq
D04 Hrs EE 401K (CIGNA) Total Hrs
D04 Amt EE 401K (CIGNA) Gross Pay
D05 Hrs EE 401K Catchup (CIGNA) E01 Amt Salary
D05 Amt EE 401K Catchup (CIGNA) E02 Hrs Regular
D06 Hrs EE 401K (BCBS) E02 Amt Regular
D06 Amt EE 401K (BCBS)
D07 Hrs EE 401K Catchup (BCBS)

Locked Columns are grouped together and remain visible while scrolling through the grid
Restore Default Column S:Iingi ’ ’ ’ :

. To add E/Ds to the grid, select it/them in the Available Columns list on the left-hand side of the screen,
and drag to the Current Columns list on the right.

. To remove columns from the grid, click the E/Ds in the Current Columns list and drag them to the
Available Columns list on the left.

. Click Apply.

Summary Detail View

The Summary Detail View provides a more detailed view of the Summary screen, listing each check and its
details.
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5.
6.

Payroll 1111912015 -1 Batch 1:11/20/2015 - 121052015 Regular | -99999554 | 10f 2 — é — E — H
nish
- -
-
Lt Child Support $50.00 Office OF Child Suppart g °
o7 Child Support - 2 521,00 Offics OF Child Suppon -
s 00
4 Check 99999554 R Baich 1, Employ
Tatal Hrs 40.00  Total Ameunt 52,404,
06 . Haalth Insurance 52500 -
E0l Salary 5000 52.500.00 5 g
o1 Direet Deposit - Panl 1 z
D3 Direct Degast - hat L
D4 Child Support $50.00 Office Of Child Support
o7 Child Support - 2 521,00 Offics Of Child Suppon
.00 $13,884.10
v shnems (S

. To add a check for employees
Click the Add Check button in the Navigation bar.
Result: The Add Checks screen opens.
Select the Check Type being created.
Select the employee(s) for whom to create a check.
Click the Create Check(s) for Selected EEs button.
. To add a Check Line click the Add Check Line button.

Payroll 11/19/2015-1  Batch 1: 11/29/2015 - 12/05/2015  Regular | -99999554 | 1 0f2 em— @ — E = H
Baiches Chetks otals inish
heck Summary Detail . *
2
P T -
000 " [
g
Child Support 55000 Ofice Of Child Support
[ Divect Depasit - Partial 1
'+ Chech 99899554 - R Batch 1, Employee. Lewis, Al [1]
slal b 40,00 Tolal Amourt. $2,404.00
s
o7 Child Support -2 2100 Office Of Child Support -
E0t Salary $0.00 $2.500.00 7
E02 Reguiar w00 $0.00 50,00 :
i Direct Daposit - Partial 1 z
0 Diroct Daposit - Nt -
o4 Chilé Support 55000 Offce OF Chid Support
T w0 13,8841
e Thems (F

Select an E/D Code from the dropdown list.
Click Save in the Header.

. To add additional E/D Codes to the grid as columns, click
Batch Checks Screen.

in the bottom right-hand corner of the

Result: The following screen opens listing Available Columns - E/Ds available to add to the grid, and a
list of the Current Columns - the E/Ds currently listed as column headings in the grid.
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€ choose Columns

[search. ] Select: All | None
D02 Hrs EE HSA Single (BCBS) Type
D02 Amt EE HSA Single (BCBS) EE Code
D03 Hrs EE HSA Family (BCBS) Name
D03 Amt EE HSA Family (BCBS) Seq
D04 Hrs EE 401K (CIGNA) Total Hrs
D04 Amt EE 401K (CIGNA) Gross Pay
D05 Hrs EE 401K Catchup (CIGNA) E01 Amt Salary
D05 Amt EE 401K Catchup (CIGNA) E02 Hrs Regular
D06 Hrs EE 401K (BCBS) E02 Amt Regular
D06 Amt EE 401K (BCBS)
D07 Hrs EE 401K Catchup (BCBS)

Locked Columns are grouped together and remain visible while scrolling through the grid
Restore Default Column S:Iing‘: ’ ’ ’ :

. To add E/Ds to the grid, select it/them in the Available Columns list on the left-hand side of the screen,
and drag to the Current Columns list on the right.

. To remove columns from the grid, click the E/Ds in the Current Columns list and drag them to the
Available Columns list on the left.

. Click Apply.

Detail View

The Detail view provides the most detailed view of each check, and offers editing capabilities, as well as the
ability to add (or delete) additional E/D Codes to the checks.

Payroll 10/22/20156 -1 Batch 1:10/11/2015 - 10117/2016 B —_— @ — E —_—
Batches Checks Totals. Finish

B
Bz
. Check Serial # Check Type Saquence CEEEE— 2 %
A = < 1-Lewis, Al -10f1 v > 90000640  Reguar  dofd Recakulate Check Preview ALD & <
| SrEeE TR | — i
pst [ aae i3
m g3
’ E02 Regular 40.00 50.00 50.00 1(P): 50.00
: e . o — 18- 5000
[ Local Overides | ' o1 Direct Deposit - Partial 1
D6 Health Insurance 52500
o7 Child Support - 2 52100

T items

Complete the required and applicable fields on this screen as well as on the Labor Defaults and Local Tax
Overrides tabs. For detailed information about the fields on this screen, refer to the pages beginning at the
Payrolls — Batch Checks screen section in the Appendix at the end of this chapter.

Click the Payroll — Manual Tax menu item.
Press the TAB key or click the Next button when you complete entering information on this screen.
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Manual Tax screen

Click the Manual Tax tab to override a tax for the check if applicable. The information on this screen is the same as is
on the Payrolls > Check > Manual Tax tab in Evolution. For detailed information about this screen, refer the Payrolls
— Manual Tax screen section in the Appendix at the end of this chapter.

Payroll 1118/2015-1  Batch 1 : 11/20/2015 - 12/05/2015 |m— o — E — H
Batches Checks atals inish

Detall

sajoN wosieq T

podui o awis

Options

ocal

saion adordu3 T

1. Complete the applicable fields
2. Click the Payroll — Fed Overrides tab.

Fed Overrides screen

Click the Fed Overrides tab to block or override Federal taxes. Information on this screen is the same information as
is found on the Payrolls — Check — Tax Overrides tab in Evolution. The State and Local tabs require the same
information, regarding the state or local taxes for the employee. For detailed information about this screen, refer
the Payrolls — Fed Overrides screen section in the Appendix at the end of this chapter.

Payroll 11/19/2015 - 1 Batch 1: 11/292015 - 12/06/2015 u — é —_— E —_— m

Detall : "

< 1-Lewis, &1 1012 Y - B

Neng. h C g

ER Medicars -

[ proics J et | g
N

1. Complete the applicable fields. For detailed information about the fields on this screen, refer to page 89 in

this document.
2. Click the Payroll — State Overrides tab.
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State Overrides screen

Payroll 11192015 - 1 Batch 1 : 11/29/2015 - 12105/2015 m— @ — a — M
P SRS A =
1 Detail = -
; H A
SR Check Senal # Check Type Sequence | Recalculate | | Preview S 3
M Gt Wt | £ 1-Lewis Al -10r2 TP e o 1oz [ [ g =
[ oeaie | ove sie nx - New York - B
[ N Yot W e Ty egarTe: H
BT o g S
" ax at Supplemental te 2 su
[ o ] -
g
1 hems -
hV.4

1. Complete the applicable fields. For detailed information about the fields on this screen, refer to the
Payrolls — State Overrides screen section in the Appendix at the end of this chapter.

2. Click the Payroll — Local Overrides tab.

Local Overrides screen

Payroll 11182015 -1 Batch 1 : 1112012015 - 12105/2015 |m— o — E — H
Baches Chacks ol inish
| e
bt Chack Saril 8 Check Type Secuence | Recaculate | | Proview i3
- . . . i3
A e § 1-Lewis, Al -10f2 O et mow o: (SN S =
g z
T ER T T New York Cly Res. - New York Cty Res. o
Mesw Vork Gty Res. - New York Cty Res. EE Block this Local Tax g
s Amount
T—
e ] -
g
z
| ien | i | H
Ytems
LY 4

1. Complete the applicable fields.
2. Click the Payroll — Options tab.
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Payroll - Options screen

Click the Payrolls —Options tab to block scheduled earnings and deductions on employee checks. The information on
this screen can be found mostly on the Payroll — Check — General tab.

Payroll 11/118/2016 - 1 Batch 1 : 11/29/2015 - 12/06/2016 ﬁq —_— f_"i —_— T;;E; —_— ﬁ
A e it | € 1-Lews Al -1or2 b Jeemdatigingll  f g :
e e E
BT
oo [
[ ] :
b4
1. Complete the applicable fields. For detailed information about the fields on this screen, refer to the
Payrolls — Options screen section in the Appendix at the end of this chapter.
2. Click the Review tab to review [unprocessed] payroll checks with overrides, to verify for accuracy before
submitting to payroll.
Payroll - Review screen
1. Click the Review tab to review [unprocessed] payroll checks with overrides, to verify for accuracy before

submitting to payroll. For detailed information about these screens, refer to the Payrolls — Review screen
section in the Appendix at the end of this chapter.

Payroll 11/18/2016 - 1 Batch 1: 11/28/2015 - 12/05/2015 m— é — E — m
[Grete New chack |  1-Lewis, Al -10f2 - ‘;”:;‘:‘ :ﬁ:;““f;)"” p— o é :
b
oo | ma
T s
T s
¥
2. Once verified, click the Lock Tax Calculations button to save those figures.
3. Click the Recalculate Taxes button to recalculate any changes made.
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Calculation Results screen

Click Totals E in the header to access the Payroll — Calculation Results screen to review totals of earnings and

deductions, and taxes. For detailed information about the fields on this screen, refer to the Payrolls — Calculation
Results screen in the Appendix at the end of this chapter.

Calculation Results
m Total Gross Pay: $14460.00 Total Taxes: $106300.47
I N TN
a D Direct Deposit - Parti $200.00 4 Federal Gross Wages 514,208 60
E/D Detail For: D1 - Direct Deposit - Partial 1 Tax Defail For: Federal Gross Wages
[ e = = == == ST = === = ==
Al Lewis 0.00 525.00 s Al Lewis $2.475.00 o
R s 4 Harry Soffer 0.00 $150.00 S 10 Susan Bigole 0.00 $350.00
R s 8 Willie Clark 0.00 $25.00 S 1" Simon Simon 0.00 $350.00
© g s 2 Bill Smith 0.00 $1,495.00
g E s 3 Goldie Greenburg 0.00 $2,785.00
s 4 Harry Soffer 0.00 $1,000.00
s 5 Jessie Pinkman 0.00 $600.00 N
3items 11 items.
r D2 Direct Deposit - Parti _ 0.00 $100.00 o » Federal Tax $2539.70 9 v
» D3 Direct Deposit - Net 0.00 $6.537.88 » Federal Taxable Waaes $14.208 60 1
9items 43 items
[Juser Entries Separately
[ Totals by Check Type [l User Entries Separately

Note: if something needs to be edited, click the Batches symbol in the header which brings you back to the Batch
screen.

Pre-Processing and Submitting the Payroll

Prior to submitting the payroll, we recommend pre-processing the payroll as we do in Evolution.

When you click Calculate to the left of the screen name the Status changes from Pending to Pre-Processing,

and a message is created in the upper right corner of the screen advising that the task was added to the queue
(lower left-hand corner as is in Evolution).

<) @ Pre Processing

Payroll 111012015 - 1

Calculation Results
Calculate
Total Gross Pay: $69,612.25

Batches Checks

Total Taxes: $22,633.71

A C ST R N

Tax Detall For: Federal Grass Wages

-—I T R

Emgloyee Direct 000 $540 69

[ s Employee Direct De 000 s1.848.48
(] s 120 Employee Shifts 000 $500 63 s 100 Empiayee Reciproc 000 $570.00
[ 260 Employee GTL 000 $429 12 s 110 Empiayee Jobs 000 74160
n @
g |r s n Employes 401K 000 $463.87 2 |s 120 Employee Shifts 000 126020
2
= = |s 130 Employes Auto Laber 000 5250000
s 140 Employes 401K Fixad 000 3500
B 150 Emplayes Bensfit 000 23100
4items 45 toms
» D02 Swvings 000 sion00 » Federal Tax 31331126 -
33 ems 45 hems
Totals by Check Typs Ussr Entries Separatsly User Enties Separately

Result: The Status changes back to Pending once the Pre-Processing is complete.
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4. Finally, click Finish ﬁ in the header.

Result: The Submittal Options screen opens.

Important! The blocking of ACH, Billing, Deposits are controlled by the Security function “Payroll Wizard Including
Deposit/Liability, Billing, and ACH Block Options”. To keep users from the ability to block those items, be

certain this function is DISABLED in the Security Settings!

“IChecks

@ Billing
Liabilities

Deposits

Submittal Options

|Agency Payments

Payroll Check Comments

Time Off Accrual

Accruals Only

Submit Payroll

‘ Process Payroll

5. Add final Submittal Options.
6. Click Submit Payroll or Process Payroll, depending on the arrangement with the client.
Submit Payroll — The Status of the payroll is changed to Submitted until the payroll is processed by the

service bureau; at which time the Status will change to Processed.

Process Payroll — The payroll is processed directly, and the Status will change to Processed, rather than
being submitted for processing at the service bureau. (Additional security rights are required, and are
described at the beginning of this section.)

Note: The Manager Approval requirements established in Evolution Classic apply in Evolution Payroll. If a
payroll requires manager approval, the payroll goes into the Approve Payroll queue in the Evolution Classic
Operations tab. If a payroll does not require manager approval, the payroll goes into the Process Payroll queue in
the Evolution Classic Operations tab.

Payroll 05/21/2015 - 1

B EEETTTTEEE Sbmitby: 05182015

BB

Batches Checks Totals

Submittal Options
Agency Payments.
Checks.

Reports

ACH

Blocks

Billing
Liabiltles
Deposits

Payroll Check Comments

Time OFf Accrual

Accruals Only

This payroll has been Processed to
iSystems lic
05/29/2015 09:45 AM

O
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Editing / Completing a Payroll

Payrolls with a status of Past Due or Pending are the only payrolls that can be edited, and have an Edit El’ symbol in
the lower right-hand corner of the coupon.
To edit a payroll,

1.
2.

Go to the Payroll — Payroll Timeline screen.

Click the Edit symbol on the payroll to be edited.
Result: The Batch Checks screen opens.

Make all necessary edits and process the payroll.

Viewing the Results Screen

Security Settings

The following security settings must be enabled in Evolution Classic for a user to have access to the full features on
the Results screen.

vk wnN e

Go to the Admin — Security — Users screen.
Select the user from the list.

Click the Details tab.

Click the Functions button.

Enable the following functions:

a. Ability to reprint payroll reports.

b. Ability to reprint processed payroll checks
c. Ability to reprint processed misc checks.

Note: If a specific item is disabled for a user (Payroll Checks, Misc Checks, Reports (including invoice) — the

corresponding checkbox on the Results screen will be disabled and the text “(No Access)” below it.

Users can view payroll results if a payroll has a Processed (P) or Void (V) status. To view,

1.

Click the Results FO symbol in the lower right corner of a payroll card in the Card View of the Payroll
Timeline screen OR
Select a payroll from the Grid View, and click the Results symbol in the header.

Payroll Timeline

Flo »

Result: The Results screen opens.
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Pp—— |- a— B F
Batchas Chacxs Totais .
Details Send to  Task Queue
@ Processed on — Options
04/01/2016 at 11:27 AM
Reports. Dontpnnt banking info
Dont printbackground
» Applied Blocks Invoices. Don'tuse VMR Settings
Show Time Of Batances
» Cnec Comments Payroll Checks 45 of Carrent Data
Misc Checks Payroll Check Stock
Leter Botiom Siub (Hew) - Bz Forms

The Results screen includes the following

. Date and time the payroll was processed

. Any blocks applied to the payroll while setting it up

. Comments entered for the payroll processors

. On Premise Printing - users can reprint reports, invoices, payroll checks, or miscellaneous checks
from the Results screen. Users can select one or more individual payroll and/or miscellaneous checks
to reprint.

. Send to — reprinted reports, invoices and/or checks can be sent through the Task Queue or via VMR
if applicable. Select the location from the dropdown list.

Reprinting Reports and Invoices

1. In the Items section of the Results screen, select the checkbox(es) next to the items to be reprinted.
Send to ‘ Task Queue v
Items Options

Reports Don't print banking info

Don't print background
Invoices Don't use VMR Settings

Show Time Off Balances

Payroll Checks As of Current Date
Selacted: All
Misc Checks Payroll Check Stock

Letter Bottom Stub (New) - Biz Forms

2. Select the applicable options for the reports and/or invoices being reprinted.
a. Don’t print banking info
b. Don’t print background

c. Don’t use VMR settings (this option displays only when the user selects Send to: Task Queue; it does
not appear when the user selects Send to: Virtual Mailroom.)

3. Time-off balances can be shown as of the Current Day or as of a Historical Date, using the dropdown field.
Click the Send button to send to the location specified in the Send to field. Note that the user is not
printing directly to a printer.
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Reprinting Payroll Checks

Users can select one or more individual payroll checks to reprint. To do this,

1.
2.

4.

Select Payroll Checks in the Items section of the Results screen.
When the user selects Payroll Checks, the Selected: All link is displayed, signifying that the system is
applying the default, which is to select all Payroll Checks.

Select the payroll check stock for printing the checks from the Payroll Check Stock dropdown on the right
side of the screen.

Show Time Off Balances
Payroll Checks As of Current Date v

Salected: Al

Misc Checks Payroll Check Stock
Pressure Seal Lagal Moora (New) "

To select a specific payroll check(s) to reprint, rather than all checks, click the Selected: All link.
Result: The Payroll Checks screen opens, where specific checks are selected for reprinting.

Payrell Checks
B | SenalMumber T MetWeges T | EECode T | Employes Name T l
* -90999708 30.00 o1 Goode, Al K.
# a8 65393 ] Cat, Chashingd M
L 7 4 563536 a3 Rahbat Whits A
& 219 2146087 04 Hamer, Mad
¥ R0 SB40.45 2] Hearts. Qusen O
# 3T 3407 96 a7 D, Tl F
C 1] 5411758 i1} [um, Teedie &
¥ 322 ST9E.05 13 Fize, The
B Rams
B Selected El Cancel

Select the checkboxes for the checks to be reprinted.

Click the Select button.

Select the applicable options for the reports and/or invoices being reprinted.

a. Don’t print banking info

b. Don’t print background

c. Don’t use VMR settings

Time-off balances can be shown as of the Current Day or as of a Historical Date, using the dropdown field.

Click the Send button to send to the location specified in the Send to field. Note that the user is not
printing directly to a printer.

Reprinting Misc Checks

Users can select one or more individual miscellaneous checks to reprint. To do this,

1.
2.

Select the Misc Checks option in the Items section of the Results screen.
Result: The Selected: None link appears below signifying that the system is applying the default: no Misc
checks are selected — Note that this is the opposite of the behavior with the Payroll Checks option.

Select the payroll check stock for printing the checks from the Payroll Check Stock dropdown on the right
side of the screen.
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N o vk

To select a specific miscellaneous check(s) to reprint, rather than all checks, click the Selected: All link.
Select the checkboxes for the checks to be reprinted.

Click the Select button.

Select the applicable options for the checks being reprinted.

a. Do not print banking info

b. Do not print background

c. Do not use VMR settings

Time-off balances can be shown as of the Current Day or as of a Historical Date, using the dropdown field.

Click the Send button to send to the location specified in the Send to field. Note that the user is not
printing directly to a printer.

Copying a Payroll

Payrolls can be copied directly from the Payroll Timeline screen (in either the Payroll Table view or the Payroll Card
view) in Evolution Payroll. Note that void checks, or a voided check, will not be copied by the system.

Copying a payroll in Card view

1.

Click the Payrolls menu on the left-hand side of the screen.
Result: The Payroll Timeline screen is displayed in Card view.

iiir}ll limelne
SRR -1 B BRHRTME - 3 Lol A
42 Py 33 EILEA

L1 [ — 8 -+
HIIAPHAA A B @rﬂumu 1 | Geteenea |GG ST
oy T - 1D ey FLORING - LN >
.:,:.::'.:-?-:q"-- is A . P“ b am 24NN 124 AM . B +
3-“1!3@“-1 T 3-&1-1!1:-"-1 | o=
- -:.' Ve : -:.' : )

)t az +

Click the Copy Payroll I symbol in the bottom right corner of the Payroll Card to be copied

A confirmation message is displayed: “Any voids or manual checks in the original payroll will be ignored.
Are you sure you want to copy this payroll.”

Click Yes.

Result: The selected payroll is copied. The run number for the new copied payroll is automatically
incremented by 1 from the highest current payroll run number.

Copying a Payroll in Table view

1.

Go to the Payroll Timeline screen
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2. Click the Table @ view symbol in the header.

Payroll Timeline

s ©
- " y Paytol Type Created Of # 0N Current Status

B oazz2z016 1 Misc Check Adiustment  03/22/2016 Processed 0302202016
B oazzz015 2 Qi End Tax Admustment Processed
B oazzz015 3 Misc Chack Adjustment 03222018 Processed 037222016
03242018 1 Regular 03242018 03212018 Processed 03242016
B o03eaz0s 1 Misc Chack Adjustment  D3/28/2018 Complsted 03282016
033112018 1 Regular 032412016 03282018 Processed
041072018 1 Regular 032412016 041042018 Procassed
0411412018 1 Regular 03/25/2016 041112016 Processed
04212018 1 Reguiar 03252016 041182016 Proceszed
0412802016 1 Reguiar 041252016 Pending
050052018 1 Regular 0510212018 Pending
0511212016 1 Regular 03/28/2018 051082016 Processed

3. Select a payroll (row) on the screen that you want to copy.
. The Copy Payroll I symbol is not displayed if a payroll with a status of Void or Not Started is selected.
. You cannot copy a processed setup-run.
. Payrolls with a status of Submitted or On Hold can be copied.

4, Click the Copy Payroll symbol in the top left of the header

Adding Additional Checks

To add additional checks to a payroll,
1. Go to the Payroll — Payroll Timeline screen.
2. Click the Edit symbol on the payroll to be edited.
Result: The Batch Checks screen opens.
3. Click the Add Check button in the Navigation bar.
Result: The Add Checks screen opens.

Add Checks .

Selecta Check Type Find and Select the Employees to use when creating checks. One check

will be created for each Employee you select
Regular v

Check Creation Options
Standard Hours: No Use this Template

Salary Pay: No —Seleck— v

I I N G e P e S
L

1 Janson Jennifer Active
2 Glazer JoAnne B Active
3 Flax Ron Active
4 Carlow Jane Active
5 Timm Robert Active
o

12 items

Create Check(s) for Selected EEs
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Select the Check Type being created.
5. Select the employee(s) for whom to create a check.
Click the Create Check(s) for Selected EEs button.
Result: The Batch Checks screen reopens with the new check(s) listed.

Adding Check Lines

Go to the Payroll — Payroll Timeline screen.
Click the Edit symbol on the payroll to be edited.
Result: The Batch Checks screen opens.

Payroll 06/05/2016 - 1 Batch 1 : 04/24/2016 - 04/30/2016 Regular | -89993649 | 1 of 1 m —_— —_ E —_—
Batches. hecks Toas Finih
i + 1 Geoup By: Company Number Summary . - -
: : 23
e E02 Amt Reguiar a 3
N 2
AR Bl 1 o 2500 25000 00 0w g E
z i
m R 2 Smith. Bl ' 0o $2.100.00 $1.500.00 40.00 w0 [ 8
g
R 3 Greenburg Galde 1 won 5280000 5250000 w000 5000
L] 4 Saffer, Harry 1 40 00 §1,000.00 4000 $1,000.00
R 5 Pinkmans Jessie 1 w0 360000 4000 $600.00
R & Bichon, Selma 1 40 00 $640.00 4000 $640 00 -
R 7 Goodman. Saul 1 0o 360000 40,00 $600.00 E)
r s Clak, Wilie 1 000 $3.120.00 w00 £312000 F
R ] Viite, Walter 1 won $1.000.00 1000 5100000 H
r 0 Bigole, Susan ' w000 $36000 4000 $350.00
R n Sman, Simon ' won 535000 1000 $3000 v
Totals 41000 $15,060.00 56,8000 w000 s
v
Payroll 1111812015 -1 Batch 1: 11/20/2015- 121052015 Regular | -99889554 | 1 of 2 m|m— @ — E — H
Batches Chacks otais inish
ota Chsck Summary Detal B~
N .
3 3
i3
His/Pes | Rate Of Pay Amount Rte Mumber Agency g &
Fealt o i =
Girect Dagosil - Nt g
Child Suppart $50 00 Office Of Child Suppart =
[ Divect Dapostt - Partal 1
+ Check 99889534 - R Batch 1, Employee. Lowls, Al [1
afal Hrs 40,00 otal Ameurt: $2,404.00
[t et e e |
or Crild Support -2 210 Office Of Child Suppart -
E0t Salary $0.00 $2.500.00 A 7
E02 Reguiar w00 $0.00 50,00 a :
ot Divect Daposit - Partal 1 z
o Ciract Deposi - Mot 5
o4 CHild Support ss000 Office OF Child Support
T pry 13,881
o Tems (F

Select an E/D Code from the dropdown list.
Click Save in the Header.
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Refreshing Scheduled E/Ds for Individual Checks

The Refresh Scheduled E/Ds button can be used to refresh E/Ds on selected Payroll screens, for example, after
making changes to a check line for an individual pending check to revert all the Scheduled E/Ds in the check line to
the values originally set up on the Employee — Scheduled E/Ds screen before doing the final processing for a check.

= ® O o __|

Payroluuants -1 Baton oIS - ouz3ante [ =~
Batches ecks

Totab
P Detail

e . Check Seral# Check Type Sequence | Recaloulate | | Preview Refresh
Creale New Check < 2- Smith, Bill -1 of 1| > 93950844 Regular 1ol Check AD ||| schesutedEDs

Checkinss
Batch 1
ety

H

son oifeg + |

voduwpyoogow £ o

E0cose 7| Deaaton Y| ey Paas 7] em v| et 7| |

E02 Regular 40.00 $15.00 $600.00 1(P):$15.00

sU
Selact

soiop aadoiug 1

E0 Salary $15.00 §1500.00 1(P): $15.00

4items

This feature can also be performed for check Batches.

After a user clicks the Refresh Scheduled E/Ds button, the payroll is locked from any adjustments while the refresh
process is executing; it displays a “Refreshing E/Ds — Please wait” message. The Payroll hotkeys also do not work
while the system is locked for the refreshing task.

. This feature is available for Checks in the Payroll — Detail view screen and for Batches, on the Batch
Card on the Batches screen

. Manually-added check lines are not impacted by the Refresh Scheduled E/Ds process. If a user
deletes a manually added check line — refreshing will not revert it back to the original value.
. If a user deletes a locked check line (EO5 for example) and then adds a new check line of EO5, when

they click the Refresh Scheduled E/Ds button, the system will return the original EO5 and leave the
new one, so that there are now two check lines

. The Refresh Scheduled E/Ds button is not enabled for Third Party or Void checks.
. If a check has no check lines — the button remains enabled.

. The Copy Payroll button can be used if the user wants to use the default Scheduled E/D setup and
the payroll being copied had changes to some of the Scheduled E/Ds.

Refreshing Scheduled E/Ds for Batches

Scheduled E/Ds can be refreshed at the Batch level.
1. Click the Batches symbol at the top right of the Payroll screen to display the Check Batches screen.

Payroll 05/05/2016 - 1 _' é - a - m

Chacks Totak Frish

Check Batcn 1

sbuilieg joifed +
sajon joifed T

ﬂﬁ

[] ID: 76

2. Select the Batch for which to refresh the scheduled E/Ds
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3.

Click Refresh the E/Ds {EBY symbol for this Batch

Blocking Scheduled E/Ds from a Payroll

One or more Scheduled E/Ds can be blocked from a specific payroll.

1.
2.
3.

Go to the Payroll — Payroll Timeline screen.
Click the Table @ view symbol in the header.

Select a payroll and click the Block Scheduled E/Ds @symbol in the top left of the header

Result: The Block Scheduled E/Ds screen is displayed.

Select all the Scheduled E/Ds to block from the payroll.

Select which batches from which the Scheduled E/Ds should be blocked.

Click Apply

Result: The system displays a confirmation message “Are you sure you want to block the Scheduled E/Ds

from the selected Batches? The selected batches will be refreshed and any previously applied blocks will
be overwritten.

Click Yes.
Result: The system displays a screen asking if you want to include Manual Checks.
Click Yes to include manual checks or No.

If Yes, the system performs the Block Scheduled E/Ds function including refreshing the Scheduled E/Ds
for all (regular and manual) checks.

If No, the system performs the Block Scheduled E/Ds function for regular checks only and excludes
manual checks.

Note that this is a difference/improvement over Evolution Classic where if there were manual checks there

were two Block Scheduled E/D buttons — Block Scheduled E/Ds & Block Scheduled E/Ds with manual.

Manual Checks

Users can create manual checks to be added to a payroll when creating a batch, or to an existing batch.

Creating a new batch

1.
2.

On the Payroll Timeline screen select a payroll with a status of Pending by clicking the Edit El/symbol.
Click the Plus sign on the Batch Checks screen to create a new batch.
Result: the Check Batch Settings screen opens.
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Payroll 11/19/2015 - 1 Batch 1: 11/29/2015 - 12/05/2015 Regular | -99999554 | 1 of 2 ﬂ @ E
Batches Checks als

Summary Detail

HrsiPes | Rate Of Pay Ameunt Rate Number Agency
$0.00

$50.00 Office. Of Child Support

1] Direct Deposit - Panial 1
4 Check 99999554 . R_ Batch 1. Employee Lawds, Al [1]
.00 _Total Amount §2,404.00
[aom i i
E0 ' s:n::m[ $0.00 52 5;1-:\1 Bl T Z’
Di Dict Deposit - Partal 1 ’%
o Diroct Deesit - Net 5
= T = T
v Thems (2
3. Complete the required and applicable fields, making sure to select Manual from the Check Types

dropdown list.

4, A new field Update Scheduled E/Ds Balance, is displayed with a default value of Yes. Leave it as is, or
change to No if applicable.

5. Click the Create Checks button and proceed as normal when running a payroll.

Adding to an existing batch

On the Payroll Timeline screen select a payroll with a status of Pending by clicking the Edit = symbol.
Click on a batch that has already been created.

Click the Add Check button in the Navigation bar.

Result: The Add Checks screen opens.

Add Checks .

Find and Select the Employees to use when creating checks. One check

Selecta Check Type
will be created for each Employee you select

Manual v
Check Creation Options

Standard Hours: No Use this Template

Salary Pay: No —Select— v

1 Lewis Active West>WB =>WS...
2 Smith Bill Active So East>8B>>8
L4 3 Greenburg Goldie Active West=WB == WS. ..
4 Soffer Harry Active Central = CB >> 5
5 Pinkman Jessie Active West>WB > WS
16 items
Select EEs

4, Select Manual from the Check Types dropdown list.

5. Select the employees in the checkboxes who are to receive a manual check.
Click Select EEs
Result: A Confirmation screen opens listing the check(s) to be created.

7. Click in the Check# column and give the check(s) a number.

8. Click the Create Check(s) for Selected EEs button.
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Result: The Batch Checks screen opens listing all checks in the batch. In the Type column, the Manual

Add Checks *

Find and Select the Employees to use when creating checks. One check
will be created for each Employee you select

Select a Check Type

Manual v
Check Creation Options
Standard Hours: No Use this Template
Salary Pay: No ~Select- v
E# 7| Lasihame 7| Frethame v|UpdsloBaance  |Greokr | |
000000002 | Smith Bill Yes "445

1 items

Create Check(s) for Selected EEs

check is listed with an “M”.
9. Click the Create Checks button

10. Continue the payroll process as usual.
Notes
. Manual checks do not inherit salary/standard hours but do inherit payroll defaults
. Rate of pay/rate number is not applied automatically.
. Users must enter hours/rate and perform calculation to populate amount (does not calculate

automatically).

. Scheduled E/D amounts like Child Support should accept entered amounts.

. No EP, EO or EQ hours or amounts in manual checks.

Creating Third Party Checks

Users can create third party checks to be added to a payroll when creating a batch, or added to an existing batch.

The difference in process is basically the same as creating a Manual check.

Creating Third Party Checks in a new batch

1. On the Payroll Timeline screen select a payroll with a status of Pending by clicking the Edit B symbol.

2. Click the Plus sign on the Batch Checks screen to create a new batch.

Result: the Payroll Settings screen opens.
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X Check Batch -2 - Setiings
Stan Date End Date ‘
B =]
Frequency
Weekly . l

Employee Types

sbuies lioked 4
suopannsupsaion +

[Ermptcy e Flter Seected 1
slect Template— . Creale Checks

Template
~Select Template—

Creation Options

Checks per EE

Updale Scheduled £/Ds Balance
No

¥ Calculate Scheduled EDs

@ Standard Hours

# Salary Pay

@ Payroll Defauits

Include

Time Off Requests

3. Select the Employee(s) to receive 3™ Party Checks
Result: A Check Batch Settings screen opens, showing the employee selected to receive the check.
4, Select any additional employees if applicable and click the Done button.

— =

Payroll 11/2012015 - 1 m— S —
Batches ches Tas Bt

X Check Batch 2 - Settings

sBuges josieg 4
[ 1]
[ ]

SHON josied T

Active West = VB

I T T S T i e aen +oor o

2 Smith Bil Active SES >
Greenburg Galdie pest

4 Saffer Harry Cantral > C8 »>

B 5 Pinkman Jessie West > WB >>

6 Bichon Seima So East > 5B >> SE! L
Gondenan Saul

B Clark Wilie Active

5 White Walter Active

10 Bigole Susan Active Central > CB »> SC 5> GBS

Page a2z ()0 4 ems

Select the Check Type 3™ Party from the dropdown list on the Payroll Settings screen.
Complete the additional applicable fields.
Click the Create Checks button.
Result: the Batch Checks screen opens.
8. Select the batch just created to view the employee(s) selected

Payroll 05/05/2016 - 1 Batch 1: 04124/2016 - 04/30/2016 Regular | -99998649 |1 of 1 m— Q — E —
Batches hecks Totals Finish
i + 1 Group By: Company Numbsr Summeny B
e R 1 B Lewis, & 1 4000 52,500 00 $2.500.00 4000 3000
m R 2 Smith, Bill a0.00 $2.100.00 $1.500.00 0,00 560000
r 3 Greenburg, Golge 1 000 5260000 5280000 000 3000
[ 4 Salffer. Harry 1 4000 $1.000.00 000 £1.000.00
R 5 Pinkmans, Jessie 4000 360000 40,00 560000
R 6 Bichan, Seina 1 000 564000 w00 561000 -
R 7 Goodman. Saul 4000 360000 000 560000 E)
[ ] Clak, Walie 1 000 5312000 000 5312000 %
£
R f] 40,00 $1.000.00 0,00 $1.000.00 g
[ 10 1 000 535000 000 535000
R i 1 000 335000 4000 535000 ~
0.0 5,060.00 5 0.0 $8.260.00
v iems (F

9. Click the Add Check button in the Navigation bar.
Result: The Add Checks screen opens.
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Add Checks .

Select a Check Type Find and Select the Employees to use when creating checks. One check
will be created for each Employee you select.

‘ 3rd Parly 5 ‘

Check Creation Options
Standard Hours: No Use this Template

Salary Pay: Mo —Select- v

n EE# T | Last Name T | First Name T | Middle Inifial T Organizafio._. T .
Al >> WS -

1 Lewis Active West > WE -
2 Smith Bill Active So East>SB>>§
3 Greenburg Goldie Aclive West = WB == WS_.
4 Soffer Harry Active Central > CB>>§
5 Pinkman Jessie Active West > WB == WS..
16 items
Select EEs

10. Select 3" Party from the Check Types dropdown list.
11. Select the employees in the checkboxes who are to receive a manual check.
12. Click Select EEs
Result: A Confirmation screen opens listing the check(s) to be created.
13. Click in the Check# column and give the check(s) a number.

Add Checks :

Selecta Check Type Find and Select the Employees to use when creating checks. One check
will be created for each Employee you select.

|3ra Pary v

Check Creation Options
Standard Hours: No Use this Template

Salary Pay: Mo —Select— v

FEr 7 Lasthame 7| Frtname v| pasossonce | cnecxs | |
Mo -

000000002 | Smith Bill

1items

Create Check(s) for Selected EEs

Result: The Batch Checks screen opens listing all checks in the batch. In the Type column, the 3™ Party
check is listed with a “3”.

14. Click the Create Checks button
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Group By: Company Number

Feeeeneeesd ED Hrs E10 Hrs
Long Tenm | E09 Amt Long | Shed Tesm | E10 Amt Sher
Third Party | Torm Third | Third Party | Temn Third
Al S Sick Pay | Party Sick Pay | Sick Pay | Parly Sick Pay

Batches
3 13 Lewis, Al 1 40.00 40,00 $800.00

Batch 1 3 " Greenburg, Galdia 1 40.00 40.00 $600.00
Waaky

Balch 2
Wesky

Batch 3
Weaky

15. Click the Check Calculation button if desired, or process the payroll as usual.

Adding Third Party Checks to an existing batch

On the Payroll Timeline screen select a payroll with a status of Pending by clicking the Edit = symbol.
Click on a batch that has already been created.

Click the Add Check button in the Navigation bar.

Result: The Add Checks screen opens.

Add Checks '

Find and Select the Employees to use when creating checks. One check

Selecta Check Type
will be created for each Employee you select

[3rd pary -

Check Creation Options
Standard Hours: No Use this Template

Salary Pay: No —~Select- v

n EE# T | Last Name T | First Name T | Middle Inifial Y Organizatio._ T
Al

1 Lewis Active West>WB>>WS5_..
2 Smith Bill Active So East>8B=>>38

3 Greenburg Goldie Active West=WB == WS_..
4 Soffer Harry Active Central > CB >=S..
5 Pinkman Jessie Active West =W i

16 items

Select EEs

Select 3" Party from the Check Types dropdown list.

5. Select the employees in the checkboxes who are to receive a manual check.
Click Select EEs
Result: A Confirmation screen opens listing the check(s) to be created.

7. Click in the Check# column and give the check(s) a number.
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Add Checks .

Select a Check Type Find and Select the Employees to use when creating checks. One check
| will be created for each Employee you select.
v

[3rd party
Check Creation Options
Standard Hours: No Use this Template
Salary Pay: No —Select—- v
EE# T | Last Name T | First Name T | Update Balance .
000000002 | Smith Bill Yes | 1445

1items

Create Check(s) for Selected EEs

Result: The Batch Checks screen opens listing all checks in the batch. In the Type column, the Manual
check is listed with a “3”.

8. Click the Create Checks button
9. Continue the payroll process as usual.
Notes
. Only E/D Code types associated with 3™ Party Sick Pay are available for selection
EP - Short term 3rd Party Sick
EO - Long term 3rd Party Sick
EQ - Non-taxable 3rd Party Sick
. Third Party checks do not inherit salary/standard hours
. Rate of pay/rate number is not applied automatically.

. Users must enter hours/rate and perform calculation to populate amount (does not calculate
automatically).

Voiding Checks

In addition to the security rights required to work on payrolls, the following must also be enabled for the user to be
able to void checks:

. Ability to Void Checks
. Ability to Void Checks from Previous Quarter (not recommended!)

Users can void individual checks via the Payroll menu, either by creating a new payroll, or by editing a waiting
payroll. The first step in voiding a check is finding the check to void.
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Voiding a check by creating a new payroll

1. Click the Payrolls menu, bringing you to the Payroll Timeline screen.

WA - | Pecsmad | BEHRME . 2 DA Hadl EARTUE
et I - 1T e 12352504 - XRIL
T T ﬂh Scbmirusd ga: B4 1IN 0153 PR

e L I BT e

< _— . ey P

ey a8 e & T

A - ey | [rET— T L TRTUE

drsasty AL - b sy Sudacn. Enuing

et by ¥ E _— B w

2. Click the large plus + sign in the heading to create a new (unscheduled) payroll.
Result: The Payroll Settings screen opens.

Payroll Settings 4=Hide
Check Date Run # Calendar Options.
07/30/2015 1 v

Payroll Type Actual Call In Date
Regular v

DAgency Payments [ Time Off Accrual
o []Checks [ Accruals Only
e [ Reports
@ [lacH

[ Billing

[ Liabilities

O Deposits

Payroll Check Comment

Complete the required and applicable fields.

Click Save H in the header on the left.
Click 4=Hide in the upper right-hand corner of the Payroll Settings screen.

A A

Click the large plus sign behind where the Payroll Settings screen was, to continue.
Result: The Check Batch Settings screen opens.
7. Complete the required fields and click Create Checks.
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Payroll 12/18/2015.- 1 Em— o — B —
Batches Checks ots e
4 X CheckBakh 8 Semings -
2 Stan Dy End Dy T Clock S¢ Fil 2
2 154 Date” o Dt me Clock Source Fils - 4
; 12272018 = 1 m X [ ]
g Fremuency Filo Format H
] Waekly . g CSV-Comma Sepaited Vakes . 2
2 Employee Types £ Dwa st P
2 . © 2 Digit Year immiddiyy) .
S Employee Finss SelectEEs B Empleyes Synchronzation
% ~Select Templale— . £ customs . ‘ Creale Checks
S renpiats 8 gmizsicns Synchnizaien
—Select Tempiate- . 2 FulceoT .
Chesks par EE Check Types = Job Codes
A Requisr . Do Not Import Job Codss .
# Calculate Scheduled EDs. Apply Org Level
From Fils .
# Standard Hours
& @ Sl Pay
2 # Payroll Defauits
= Time Off Requests

8. Click the Add Check button in the Navigation bar.
Result: The Add Checks screen opens.

Add Checks X

Telecia Check Type Find and Select the Check that you need to void. You can then create a
negative check as a reversal of your selected Check.

Void v

ICheck # EEID Within this check date range With Status of

8/4/2015 B - 9302015 Any v
1 1 Lewis, Al - -

08/27/2015 ewis, A 99999528 | 50.00 $0.00 Outstanding
2015 |1 1 Lewis, Al 99999522 | $0.00 $0.00 Outstanding
08R27/2015 |1 1 Lewis, Al 99999513 | 5000 $0.00 Outstanding
091712015 |1 1 Lewis, Al 99999498 | 50.00 $0.00 outstanding
0972015 |1 1 Lewis, Al -99999492 | 50.00 $0.00 Outstanding
0912412015 1 1 Lewis, Al 99999481  §2500.00  §0.00 Outstanding
LY. Y.T.PT - a o Ol VAL A nonnnean conn LYW O sbebom din o T
107 items

Create Void Check for Selected Check

9. Select Void for the Check Type.
10. Enter search criteria to find the check to void
11. Click the Find button.

Result: The system searches company payrolls for the current year, displaying a list of checks that fit the
criteria selected.

Warning: it is not recommended that checks from previous quarters be voided.

12. Highlight the check line to be voided.
13. Click Create Void Check for Selected Check.

Result: user is brought back to the Batch Checks Screen. The Check Type for the voided check is now V and
the selected check is highlighted.
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Note: Voided checks are read only and cannot be adjusted.

14. Process the payroll as if it were any other payroll.

Voiding a check by editing a waiting payroll

1. On the Payroll Timeline screen select a payroll with a status of Pending by clicking the Edit button.
2. Click on a batch that has already been created.

Payroll 05/06/2016 - 1 Batch 1 : 0412412016 - 04/30/2016 Regular | -89998649 | 1.0f 1 "\m— @ — E —
Batches Checks Totls Finish
Group By Company Number Summary . - -
= 7
EO1 Ami Salary E02 Amt Reguiar o =
A gz
" 1 Bl s 1 w0on 5250000 5250000 0o wup g Z
s 3
m R 2 Smith. Bil ' 0o $2.100.00 $1.500.00 1000 oo || 8
2
R 3 Greenbung Golde 1 won 5280000 5280000 1000 s000
r 4 Safer, Hany ' won $1.000.00 1000 $1.000.00
R 5 Prkmans. Jessie 1 w0 360000 1000 $600.00
R 5 Bichon, Selma i wo 364000 1000 3540 00 =
R 7 Goadman. Saul 1 won 360000 000 350000 g
r s Clatk, Waie 1 w0 312000 1000 312000 3
R 9 White. Watter 1 0o $1.000.00 1000 $1.000.00 3
R 10 Bigole, Susan 1 won 535000 1000 5350 00
R " Simon. Simon 1 wo 35000 1000 535000 +
T 400 $15,060,00 56,8000 000 $8,260.
v 1Tiems (=

3. Click Batches in the upper right-hand corner of the header, opening the Check Batch Settings screen.
Click the Add Check button in the Navigation bar.
Result: The Add Checks screen opens.

Add Checks *

Telecta Check Type Find and Select the Check that you need to void. You can then create a
negative check as a reversal of your selected Check.

Void v

ICheck # EEID Within this check date range With Status of

8/412015 - 9/30/2015 Any v
0 015 Lewi - 3 -

2015 |1 1 ewis, Al 99999528 | §0.00 $0.00 Qutstanding

0 2015 |1 1 Lewis, Al 99999522 | §0.00 $0.00 Outstanding
0 2015 |1 1 Lewis, Al -99999512 | §0.00 §0.00 Outstanding
09/17.2015 1 1 99999498  §0.00 $0.00 Qutstanding
09/17/2015 |1 1 99999492 | §0.00 $0.00 Outstanding
1 1 99999481 5250000  $0.00 Quistanding

o
4 a AnnAnEaa | onnn cnon Avbnbandinn
107 items

Create Void Check for Selected Check

Select Void for the Check Type.

Enter search criteria to find the check to void

Click the Find button to display a list of checks that fit the criteria selected.
Highlight the check line to be voided.

Click Create Void Check for Selected Check.

10. Result: user is brought back to the Batch Checks Screen. The Check Type for the voided check is now V and
the selected check is highlighted.

L 0 N oW
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Note: Voided checks are read only and cannot be adjusted.

11. Process the payroll as usual.

Deleting Batches

1. From the Payroll Timeline screen, select a Pending payroll in which at least one batch was created and click
the Edit symbol.
Result: the Batch Checks Screen opens.

Click Batches [ o | in the upper right corner.
If there is more than one batch created, select the batch to be deleted.

Payroll Timeline

= O T

Payroll 01/08/2016 - 1

JEEEE S, Check Batch 1

H H 12/28/2015-01/03/2018
Weekly
Hourly & Salary

aﬁ 4 Checks

ID: 12

sBumas loifed

4. Click Delete W in the left-hand corner of the Check Batch.
Result: a message will open asking if you are sure you want to delete this batch > click Yes.
The batch is deleted, and the batch sequence number is updated accordingly.

Redistributing Labor Allocation

After a payroll has been processed the labor allocation sometimes needs adjustment for reporting purposes.
Evolution Payroll supports the redistribute labor allocation process similarly to the Redistribute D/B/D/T process in
Evolution Classic.

To redistribute labor allocation in Evolution Payroll,
1. Go to the Payrolls — Payroll Timeline screen.
2. Click the Table View @ button on the far right-hand side of the header.

3. Highlight the processed payroll that requires adjustment from the grid and click the View & symbol on
the far left-hand side of the header.
4. Select the Detail view from the dropdown list.
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Payroll 10/29/2015-1  Bateh 1: 1011812015 - 10/24/2015 m— @ — S — H
Baiches. checks otas inish
Detail - kg
PN .
o F-
Chick Seral# Chech Tyoe Seauence i
ey Crsmmmnoon ) UL g i
| :§
a E02 Roguiar w0 000 5000 1(P) S000
T Basic  LaborDefaits  Local Tax Ovenide
m Rate Number Hours/Pes State sul
e ] B8 e :
Rate Of Pay Plece Work Address
0o - Salect - . Use Detaut - -
g
Agency H
~ Select - 2
[ Pece | e | :
g
, &0 Salary 5000 $1.500.00 1) S0.00 g
, o Girect Daposit - et s1.10131
» 5 Health Insurance %5100
4itams
V.

5. Click the Redistribute Allocation button.

Note: To have access to the Redistribute Allocation button and its functionality, you must be running Evolution
Classic version 16.36 or higher.

Result: The Redistribute Allocations screen is displayed for the selected E/D Code. Users can modify the
existing labor allocations or add a new allocation.

0 Redistribute Allocations

Listed below are the allocations for your selected E/D Code: E02 - Regular

You can adjust values on the existing allocations or create additional allocations as needed.

Original allocations ﬁ can be modified but not removed.

. Organizational Level Workers Comp Job Code Line ltem Date I

Central Division/Central Branch/Central Sa. $1,000.00
| - Select Team - v

Division Branch Department Team

- Select Team -

Morth Eas Northeast Branc Northeast Sales Dept Jessie's Team

Westem [ Western Branch Western Sales Dept Gladys' Team

Central Di Central Branch Central Sales Dept ~ Gus' Team

South Eas Southeast Branc Southeast Sales Dept Walt's Team -
Totals 40.00 $1,000.00

2 items (o]

6. Click the Add button to change the allocation by selecting from the dropdown field that opens. Original
allocations can be modified but not removed.

7. Click Apply to save changes.
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Time Clock Imports

The functionality of time clock imports in Evolution Payroll is the same as the time clock import functionality in
Evolution Classic.

Begin by following the initial steps to create either a scheduled or unscheduled payroll.
Time clock import parameters are on the Check Batch Settings screen.

Once the required and applicable fields are completed on the left-hand side of the screen, complete the
fields on the right regarding the time clock import file.

Time Clock Source File Select the file from which the data is being imported

File Format Select the format of the import file

Date Field Format Select the format of the date fields in the import file...mm/dd/yyyy,
etc.

Employee Synchronization Select how the employees are grouped in the import file — by name,
employee number, etc....

Organizational Synchronization Select the organizational level if using D/B/D/Ts

Job Codes Select whether job codes will be imported with the data

Apply Org Level Select if keeping the organization level used in the import file

4. Click the Create Checks button.
Result: A log file is created displaying successful and/or unsuccessful
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The Payrolls Menu - Appendix

Payrolls - Check Batch Settings screen

Field / Button Description

Creation Options section

Start Date The beginning of the Payroll Batch period

End Date The end of the Payroll Batch period

Frequency The Payroll frequency

Employee Types The employee types to include in the payroll

Employee Filter — Select EEs Click to select specific employees to include in the payroll
Template The Payroll Template to use for this payroll, if any.
Checks per EE The number of checks per employee

Check Types The type of checks for this payroll

Include section

Standard hours Select to use Standard Hours in the payroll
Salary Pay Select to use Salary Pay in the payroll

Payroll Defaults Select to use Payroll Defaults in the payroll
Time Off Requests Select to use Time Off Requests in the payroll

Time Clock Import Options section

Time Clock Source File The source file of time clock data being used for the payroll.

File Format The format of the source file

Date Field Format The format of the date in the source file.

Employee Synchronization Method by which employees are synced (EE Number, Last Name, and
First Name).

Organizational Synchronization Level of D/B/D/Ts used for the company.

Job Codes Whether or not Job Codes are used in the imported file.

Employee Pay rates Whether or not Employee Pay Rates are used in the imported file.

Scheduled E/Ds Whether or not Scheduled E/Ds are refreshed in the imported data.

Scheduled E/Ds on Additional Rule on allowing Scheduled E/Ds on Additional Check.

Checks

Create Check button Begins the process of creating payroll checks.
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Payrolls - Payroll Settings screen

Field / Button

Description

Check Date

Run Number

Calendar options

Payroll Type
Blocks

Actual Call In Date
Time Off Accrual

Accruals Only

Payroll Check Comment

The check date of the payroll

Defaults to the next available number for payrolls processed on the date.
If no payrolls processed or created for this date, the Run defaults to “1”

Choose whether to add a new payroll date, change a payroll date, or
ignore the payroll calendar. Defaults to Ignore when selected.

The type of payroll to be processed

Select each item to be blocked on this payroll

The date the payroll was called in

Select to allow Time Off Accrual to show in the payroll

Select to allow the payroll to Accrue time off, but not use show in the
payroll.

The text to be displayed on checks.

Payrolls - Batch Checks Screen

Field / Button

Description

Create New Check

Add button

Delete button

Click to create a new check for the employee
Click to add a new check line to the employee’s check

Click to delete a check line from the employee’s check

Payrolls - Add Checks screen

Field / Button

Description

Check Types

Use this Template

Standard Hours: Yes checkbox
Salary Pay: Yes checkbox

Create Check(s) for Selected EEs
button

Type of check being added to the payroll

Select a template to use if applicable

Select if checks for regular hours are being added
Select if checks for salaried hours are being added

Click to create check(s) for the selected employees
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Payrolls - Check Lines - Basics tab

Field / Button Description

E/D Code column heading Earning or deduction for which an addition or subtraction is made

Description column heading Description of the E/D Code added

Number of hours or pieces for which the earning or deduction
represents

Hrs/pcs column heading

Rate of Pay column heading Pay rate (if applicable) for hours added

Amount column heading Dollar amount of the earning or deduction being added

Rate # column heading Pay rate number if the employee has more than one job/pay rate at the

company

Basic tab

Rate Number The primary rate number is #1. Others are subsequent numbers if the
employee has two or three different positions with the company

Rate of Pay Hourly pay rate for the rate number entered

Agency Agency name if this is an agency check

Hours/Pieces Number of hours or pieces the employee is expected to work/produce
per pay period

Piece Identify the piece if the employee is doing piecework

State State in which the employee is employed

Work Address Work address of the company

SUI SUlI amount the company pays per employee
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Payrolls - Check Lines - Labor Defaults tab

Field / Button Description

Labor Defaults tab

Enter the Organization Level(s) with which the

Division
employee is associated

Branch Enter the Organization Level(s) with which the
employee is associated

Department Enter the Organization Level(s) with which the
employee is associated

Team Enter the Organization Level(s) with which the
employee is associated

Job Code Job associated with the Workers’ Comp Code
selected. Click the plus sign to add a new Job Code,
as long as the user’s security is set up.

Shift Shift the employee works

Line Item Begin Date Beginning date of the override

Workers’ Comp Code assigned to the Job associated

Workers’ Compensation
with the claim.

Line Item End Date End date for including the override

Payrolls - Check Lines - Local Tax Overrides tab

Field / Button Description

Local Tax Overrides tab

Local Name Name of the local tax

Exclude Whether or not to exclude local tax from the check
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Payrolls - Manual Tax screen

Field / Button Description
Add States button Click to add states to override that are not already displayed. States
displayed are what was set up on the Employee — States — Employee
screen.
Add Locals button Click to add locals to override that are not already displayed. Locals

displayed are what was set up on the Employee — Locals — Employee
screen in Evolution.

Description Name of the tax

Amount Dollar amount of the tax (only two decimal places allowed)

Options section
Calculate Override Taxes checkbox ~ Defaultis selected
Reciprocate SUI checkbox Default is selected

Disable Shortfalls checkbox Default is unselected

Note: *If all of the state / local taxes are already listed in the table, these buttons are disabled.

Payrolls - Fed Overrides screen

Field / Button DRI
Federal Type Type of federal tax to override
Tax Frequency Frequency of tax payments
Tax at Supplemental Rate Supplemental rate, if applicable
Amount Dollar or percentage amount of the tax
Blocks
Additional tax Block the supplemental tax
EE OASDI Block the employee OASDI
EE Medicare Block the employee Medicare
EE EIC Block the employee Earned Income Credit
ER OASDI Block the employer OASDI
ER Medicare

Block the employer Medicare
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Payrolls - State Overrides screen

Field / Button
State
Abr
State Type
Amount
Blocks
Regular Tax
Additional tax
SuUI

SDI

Payrolls - Options screen

Description
State for which there is an override.
State abbreviation

Is the override for regular tax or additional

Dollar or percentage amount of the tax override

Is there a regular tax to block
Is there an additional tax to block
Is SUI being blocked

Is SDI being blocked

Field / Button

Desc
ripti
on

Blocks section

Direct Deposit

Direct Deposit Except Net

Block
all
direc

depo
sits

Block
direc

depo
sits
exce
pt
net
chec
ks
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Auto Distribution

Time off Accrual

Accruals Only

Field / Button

Desc
ripti
on

Block
Auto
Labo

Distri
butio
ns

Block
Time
Off
Accr
ual
infor
mati
on
from
displ
aying
on
the
chec

stubs

Block
Time
Off
Accr
ual
infor
mati
on,
but
just
accru
als
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Field / Button

Desc
ripti
on

Scheduled E/Ds Except Direct Deposit

Scheduled E/Ds Except Pension

Scheduled E/Ds from Agency

Options section

Block
all
Sche
dule

E/Ds
exce
pt

direc

depo
sit

Block
all
Sche
dule

E/Ds
exce
pt

thos
e for
retir
eme
nt

plans

Block
all
Sche
dule

E/Ds
from
agen
cy
chec
ks
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Update Scheduled E/D Balance

Payrolls - Review screen

Field / Button

Field / Button Desc
ripti
on

Selec
tto
upda
te
the
Sche
dule

E/Ds
balan
ce
after
all
block
sare
adde

Description

Lock Tax Calculations button

Click to save any changes made to the information before the payroll
processes.

Payrolls - Time Clock Import tab

Field / Button

Description

Time Clock Source File
File Format
Date Field Format

Employee Synchronization

Organizational Synchronization

Job Codes

Employee Pay Rates

Scheduled E/Ds

Identifies the source file of time clock data being used for the payroll.
Format of the source file
Format of the date in the source file

Method by which employees are synced (EE Number, Last Name, and
First Name)

Level of D/B/D/Ts used for the company

Whether or not job codes are used in the imported file

Whether or not employee pay rates are used in the imported file.

Whether or not Scheduled E/Ds are refreshed in the imported data.
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Field / Button Description
Schedule E/Ds on Additional Rule on allowing Scheduled E/Ds on additional checks.
Checks
Import button Begins the process of importing the time clock data.

Payrolls - Calculation Results screen
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Field / Button Desc
ripti
on

E/D Code Sche
dule

earni
ng or
dedu
ction
code
used
in
the
payr
oll

Description Desc
ribes

the
E/D
code

Hrs. /Pcs. Hour
sor

Piece
s if

appli
cable

Pay Rate Rate
amo

unt
for

the
E/D

Amount Total
amo

unt
adde
dor
subtr
acte
d for
the
E/D
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Taxes Section

Description

This
secti
on
has
infor
mati
on
displ
ayed
only
if the
payr
oll
statu
sis
Proc
esse
d. If
the
statu
sis
Com
plete

the
Taxe

secti
on
will
be
blank

Lists
the
taxa
ble
wage
sand
taxes
total
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Amount

Count

Lists
the
total
amo
unts
of
taxa
ble
wage
sand
taxes

The
num
ber
of
chec
ks
inclu
ded
in
the
total
amo
unts
of
taxa
ble
wage
sand
taxes
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The Reports Menu

The Reports menu lets the user see reports that have been published to Evolution Payroll from VMR, as well as

process additional reports as needed.

There are two report types identified that we refer to:

. Defined Reports, and
. Published Reports.

Defined Reports are reports that can be generated from Evolution Payroll on demand.
Published reports are reports that are generated in Evolution and sent to Evolution Payroll using VMR.

Defined Reports

Defined reports are the Company level reports that can be generated by the user on demand in Evolution Payroll.
These reports must be set up for the company in Evolution on the Reports — Setup Reports screen. Refer to the

Appendix at the end of this chapter for a list of available reports that can be generated in Evolution Payroll.

Defined Reports

Payrcll Register By Co (5109)
Payroll Register {S109)
Earmnings And Deductions (S181)
Delivery Label (S184)

Delivery Instructions {S187)

Tip Credit (5189)

Cover Letter (5183}

Direct Depaosit (5211)

Chedk Reconciliation {5214)
Pensicn Wors Report (S215)
401K, Report {(5215)

‘Workers Compensation (S217)
Taxable Wages For Payroll By Ck Date {S235)
Tax Report For Payrell (S247)

Portrait Input Worksheet (S262)

of3 (W)

il «) Page 1

Payroll Register By Co

109

181

184

187

a9

193

21

214

215

215

217

238

247

262

1-15 of 32 items

1. Select the report from the table on the left-hand side of the screen.

2. Click the Configure Report button to establish or edit the parameters for the report

selected.

Result: The Report Generation screen opens.
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Defined Reports
el | Options for Payroll Register (RW)
2o o

I T - TR -
i I
1112015 1 12112015

Page of3 .< o 1- 10 of 28 hems
3. Click the tabs above the grid to access the report parameters. Each report can be filtered by Payroll,

Employee (EE), and Organization Level (Org). Parameters on each tab are specific to the report that is
being generated.

4, Click the Reports List button to return to the previous page listing the Defined Reports.

Users can search for a specific report by using the Search for Report tool at the top of the table, or by using the
filters as described in the Navigation section of this document.

Defined Reports

[ 1

Payroll Register By Co (S5109)

Payroll Register By Co

109

Payroll Register (S109) 109
Earnings And Deductions {S181) 181

Delivery Label (S184) 184
Delivery Instructions {(S187) 187

Tip Credit (S189) 189

Cover Letter (S193) 183

Direct Deposit (5211} 21

Chedk Reconciliation (S214) 214
Pension Works Report (5215) 215

401K Report (S215) 215
Workers Compensation {(S217) 7
Taxable Wages For Payroll By Ck Date (S238) 238

Tax Report For Payroll (S247) 247

Portrait Input Worksheet (S262) 282

w)( <) Page ofz (W )(w) 1- 15 of 32 items
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EE Filier Org Filier Misc Options Run Repaort
1o use for your report. A1 payrolls within your range will be selested. You can fine tune your selecfion by checking only the payrolls you want

Starting Date Ending Date nciude

01012015 =] 0182015 EH  AlPayrals A Apply
B - T - e e

01132015 Processed Reguilar

1-10off fiems G

To generate a report from the Defined Reports screen:
1. Select the report from the list of the Reports.
2. Click the Configure Report button.

3. On the Payroll Filter tab select the Starting Date and Ending Date to filter the payrolls to a specific date
range (optional), or use the Include dropdown list to select from displaying All Payrolls or Processed
Payrolls only.

Click Apply to return a list of payrolls based on the filters selected.
5. Select the payroll(s) for which to run the report.

Note: Users must select at least one payroll to be able to select other filters and parameters or generate the
report.

6. Click the EE Filter tab to select or deselect employees from the report.
7. Click the Org Filter tab to filter by organization (D/B/D/T) level

Defined Reports

Options for Payroll Register (RW)

Payroll Fiter EE Fiter Org Filtes Mise Options: Run Report

« NY Branch

4 Depanment Name Fisld

4 Test 2Hd Dept

4 NH Branch

» VT Branch

+ Branch 23

« New Branch 11

4 Branch 1 Dapt 114

4DEPT1

Team 1

8. Click the Misc. Options tab to update parameters specific to this report.

This screen offers instructions for running the report, as well as grouping and sorting methods to choose
from.
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Defined Reports

L il Options for Payroll Register (RW)

Payroll Filter EE Filter Org Filter Misc Options Run Report

Additional eptions available for this report:

dﬂ) Show only Summary for Multiple check dates g’ Group Level
E Show Home DBDT for each Employes § Department -
g #l Include Memos in Totals 'g Group Type
- @l Include Pieces from Piecework in Totals s Summary Detail v
Wl Break Employee Between Pages g Group Sort
Include Taxable Memos in Totals Group Code v
¥/ Deductions as Taxes Detail Sort
Show Shift Differentials Employee Last Name M
Bold EE Name, Check Number, and Net Check sul
¥ Hide SSN. State. Frequency, and Salary Summarize SUI .
# Swap Check Date and Net Check
# Show Employees with YTD Eamings

Show Cobra Credit

9. Click the Run Report tab to verify report settings.

Defined Reports

Options for Payroll Register (RW)

Payol Fiter e Fier orgFte Misc Oions

Depending on your filters and options, this report may take a long time to generate. If you run this report a task will be placed in the queue to generate it

You will find an entry in the task queue for your generated report. You can then view the report from the queue entry.

Your current report definition is set as follows With options set
Date Range: 12/14/2015-12/14/2015 Include Memos in Totals
Payrolls 1 Payroll(s) Selected. Include Pieces from Piecework in Totals

Break Employee Between Pages
Employees: 8 Employee(s) Selected. B

Deductions as Taxes
Organization Hide SSN, State, Frequency, and Salary

etc...

SUI: Summarize SUI

Run this Report

10. Click Run This Report.

11. Click the Task Queue m symbol once the report is generated to view and print the report.
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Published Reports

The Published Reports screen offers access to reports, tax returns and ASCII files generated in Evolution Classic and
sent through the Virtual Mail Room (VMR) to Evolution Payroll. To display a preview of a Published Report,

1. Click the Reports Menu to open.
2. Result: The Published Reports screen opens.
3. Select a payroll and the report for which to view a preview.

Published Reports|
O T T T S S

Cd 08/31/2016 2 09/30/2018 - 10/06/2018 8257 Inveice (S257) Report
08/31/2016 2 09/30/2018 - 10/06/2018 S2731 Inactive Employee Report 13 Report
08/31/2016 2 09/30/2018 - 10/06/2018 52834 ACA Rule Of Parity Test Report
08/31/2016 2 09/30/2018 - 10/06/2018 5348 GL Export ASCIIFile
12/23/2015 1222 06/12/2016 - 07/29/2017 S1757 Check Pressure Seal Legal Moore (New) (S1757) PRCheck
12/23/2015 1222 06/12/2016 - 07/29/2017 5257 Invoice (S257) Report
12/23/2015 1222 06/12/2016 - 07/29/2017 82731 Inactive Employee Report 13 Report
12/23/2015 1222 06/12/2016 - 07/29/2017 52731 Inactive Employee Report 13 Report
12/23/12015 1222 06/12/2016 - 07/29/2017 52731 Inactive Employee Report 13 Report
12/23/2015 1222 06/12/2016 - 07/29/2017 52834 ACA Rule Of Parity Test Report
12/23/2015 1222 06/12/2016 - 07/29/2017 52834 ACA Rule Of Parity Test Report
12/23/2015 1222 06/12/2016 - 07/29/2017 52834 ACA Rule Of Parity Test Report
12/23/2015 1222 06/12/2016 - 07/29/2017 52834 ACA Rule Of Parity Test Report
12/23/12015 1222 06/12/2016 - 07/29/2017 5348 GL Export ASCIIFile
06/24/2015 1 06/14/2015 - 06/20/2015 $193 CO# 0001A. Cover Letter(RW) Report

W« Page | of 17 1-15 of 249 items

To preview, save, or print a published report,
1. Check the box in the left-hand column of the table to select the report(s) to be viewed, saved, or printed.

2. Click the Preview Report button to open a full-sized preview on a new screen.
3. Use the Resizing tools in the preview window, to zoom in or out to preview the report.

If more than one report is selected, use the arrows at the bottom of the Preview window to navigate
between reports.

4. Click Save at the top of the Preview window to save the report(s) to your hard drive and/or to open the
report you are currently working on.

Result: The report(s) will be saved to your device.
5. Print as normal from the File menu in the Windows Menu bar.
Click the Reports List button to return to the screen listing the Published Reports.
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Ad Hoc Reporting

Evolution Payroll contains an Ad Hoc Reporting feature, similar to Evolution Classic. Users can add a new Ad Hoc
report, edit an existing Ad Hoc report, and run an Ad Hoc report.

Ad Hoc reports are executed at the user’s discretion and can be customized. Capabilities include:
. Adding / removing columns
. Defining column headers and captions
. Filtering on any field (not just those in the visible columns)
. Grouping by fields
. Completing selected summary tasks in grouping such as Count, Sum of Integer Values
. Creating calculations based on columns in the reports
. Exporting the report results to Microsoft Excel
Similar to Evolution Classic there are three general categories of Ad Hoc Reports:
. Ad Hoc - Payroll (S1132)
. Ad Hoc - Employee (51134)
. Ad Hoc - Company (51153)

These reports serve as templates can be selected and used as a base Ad Hoc report to which modifications can be
made and saved with a new report name.

Security Settings

Users must be granted security rights access to Ad Hoc reports in Evolution Classic to use Ad Hoc reports in Evolution
Payroll.

1. Go to SB Admin - Security - SB Templates.

2. Select the template used.
3. Scroll down to Reports, and click the small plus sign to the left.
4. Verify there is a green plus sign to the left of Ad Hoc Reports. If there is a red minus sign, right-click on the

Minus-sign and select Enabled.

Setting up the Report

The report must be added at the Service Bureau level, so it is available at the report level in Evolution Classic.
Go to the Bureau - Company Default Reports - Details tab.

Click the plus sign in the toolbar to create a new record.

Select System in the Level field dropdown list.

Select the report to be added in the Report field dropdown list.

vk wnN e

Click the check mark and the commit button in the toolbar to post and commit changes
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Adding a New Ad Hoc Report

1. Click the Reports menu to open.
Result: The Published Reports screen opens.
2. Click Ad Hoc Reports in the header.

Ad Hoc Reports
+

Ad Hoc - Employee
1134

Ad Hoc - Employes {S1134)

Employee Address Report (S1124) 1134
Run Report =

Ad Hoc - Payroll (31132) 1132 Edit Report =

1-3 of 3 items

There are three standard Ad Hoc Report templates (Company, Employee, and Payroll) listed on the screen.
3. Click the large plus sign in the header.

4, Enter a Report Name for the new report.

5. Select a template on which to base the new report (the default template is Company).

H X

4= Reports List

Report Mame *

New Report Name

Select Adhoc Report Template
Ad Hoc - Company (S1153) v

New Report

6. Click the Configure Report button.
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Ad Hoc Reports
H X

Options for BDazzled Company Test Report (S1153)

Columns Sorting

Golumn ID T| Golumn Title ¥| Hidden ¢ . Column Type
No

Team

coLt Team Cade
coL2 Department No 80 Column Title
Team Code

Column Size

Column Property

[ Hidden Column

Column Values (Select ONLY 1 Golumn value per column)

FIELD DISPLAY NAME T l

List of Columns

Address1
Address2

Column Values

(m)
[m]
[J  Billing Cl Bank Acct Nor
O ciy

2items
47 items

7. Click the buttons at the bottom of the screen to add or delete columns, or to move columns up or down.
8. Click Add Fields to add a column to the table.
a. The column properties on the right-hand side of the screen become active.
b. Enter the information about the column being added.
c. Select the column values to define the information that will be populated in the columns.
9. Click Apply Changes or Cancel Changes at the bottom of the Column properties sections.
The tabs contain parameters to set for generating the report. The number of tabs available is dependent upon the
type of report selected.
10. Click the Sorting tab to set additional parameters for the report.
11. Click the Save or Cancel symbol in the header when finished.

Editing an Existing Ad Hoc Report

1. Click the Reports menu to open.
Result: The Published Reports screen opens.
2. Click Ad Hoc Reports in the header.

Ad Hoc Reports
+

Ad Hoc - Employee

1134

Ad Hoc - Employes {S1134)

Employee Address Report {S1134) 1134

Ad Hoc - Payroll (31132) 1132 Edit Report =

Run Report =
1-3of 3 items

3. Select the Ad Hoc report from the list that is to be edited.
4, Click Edit Report.
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6.
7.

Make any changes to the report parameters.
Click Apply Changes.
Click the Save symbol in the header.

Running an Ad Hoc Report

1.

5.

Click the Reports menu to open.
Result: The Published Reports screen opens.
Click Ad Hoc Reports in the header.

Ad Hoc Reports
+

Ad Hoc - Employee

Ad Hoc - Employee (S1134) 1134

Ad Hoc - Payrall {S1122) 1132 Edit Report =P
Employee Address Re; 51134 1124
ey port € ! Fun Report ==

1 -3 of 3 items

Select the Ad Hoc report from the list (in this example the Employee report template is selected.
Click the Run Report button.

Result: The system displays the Configure Report screen, with four tabs: Columns, Employee Filter Misc,

and Run Report.

Ad Hoc Reports

Options for Ad Hoc - Employee

Columns Employee Filter Misc Run Report
3 3 Column Type
Column 1D Y| Column Title ¥| Hidden Y| size A
Employee v
coLt Custom Employee Code No 5
coLz Last Name No 10 Column Tite
> Custom Employee Code
coL3 First Name No 1 £
S Column Size
o s
o £
E S [JHidden Column
E <3
3 O [ print Text Instead of Abbreviation
] Column Filter
|
3
Examples: =John' LIKE D%<=5,BETWEEN § and 10
Column Values {1 column value per non-calculated column)
FIELD DISPLAY NAME T l
a
3items S O Addesst 2
3
= O Address2
Add Fields [l Delete Fields =
§ O AutoLaborGiEd Group
=3
(5] [0 AutoPay Shift v
18 items

Click each tab to set up all of the report parameters.
When complete, click the Run this Report button on the Run Report tab.
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Ad Hoc Reports

Options for Ad Hoc - Employee

Columns Employee Filter Misc Run Report

Depending on your filters and options, this report may take a long time to generate_ If you run this report a task will be placed in the queue to generate it.
You will find an entry in the task gueue for your generated report. You can then view the report from the queue entry.

Your current report definition is set as follows:
Report Number : 1134 Columns: 3 Columns added to report
Employee: All Employees Included.
With options set:
Print ASCII Result
Print Column Headers
File Type : Delimited
Delimiter : ,
Qualifier : "
Sort By :

0 Current Status Code

Run this Report

Result: The system displays a confirmation message at the top right of the screen that your report task has
been added to the queue.

7. Open the Task Queue to view or print the report from the Task Queue once the Ad Hoc report is
generated.

Note: To create the report in Excel, save the file as an ASCIl format and then convert it to Excel.

Ad Hoc Report Restrictions

Note the following restrictions concerning Ad Hoc reports:
. Report orientation is landscape only with a maximum of 133 bytes or characters.
. Reports may contain as many columns as can fit into a horizontal row of 133 characters.

Note: If a field is added that extends the row length beyond 133 characters, the report may or may not
execute. If it executes, truncation of all data beyond the 133rd character will take place.

. There is no word or column auto-wrap to the next line
. The Output ASCII File Name and Add to Existing File features are not active

. The Duplexing check box is active. If selected, and the printer supports duplex printing, output will
be printed on both.
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The Reports Menu - Appendix

Reports - Defined Reports

Report

401(K) Report (S215)

ACA Eligibility Analysis Report (52713)
ACA FTE Report (S2711)

ACA Rule Of Parity Test Report (S2834)
ACA Status Audit Report (S3085)
Birthday Report (5457)

Certified Payroll Report (5518)

Check Reconciliation Report (S214)
Check Stub Detail Report (S2590)
Compensation Detail Report (S601)
Cover Letter Report (S193)

Cover Letter With Tax Report (S1082)
Direct Deposit Report (S211)
Employee Audit Report (S1075)
Employee Change Listing Report (5539)
Employee Change Listing Report (New) (51075)
Employee HR Date Report (S457)
Employee Profiles Report (5263)

GL Export Report (S348)

General Ledger Report (5183)

HR Alert (S759)

HR EEO-1 Report (5455)

HR EEO-1 Section D Employment Data Report (S1537)

HR EEO-4 Headcount Report (S566)

HR EEO Ethnic ID Report (S467)

Report

HR EEO Standard Report (5450)

HR Emergency Listing by Emergency
Contact Report (S452)

HR Employee Review Report (S850)

HR Mailing Labels (S449)

HR OSHA 300 Report (S462)

HR OSHA 300A Report (5567)

HR OSHA 301 Report (S451)

HR OSHA Injury Report By Cost (465)

HR OSHA Injury Report by Home Dept. (S453)
HR OSHA Report By Body Part Code (S466)
HR OSHA Report by Injury Code (S464)

HR OSHA Report By Status (S568)

HR Personnel Report (S463)

HR Veterans Report (5714)

HR Workers Compensation Code Report (S454)
Inactive Employees Report (S2731)
Individual Earnings Report (S431)

Input Worksheet (S351)

Job Costing Report (5229)

Labor Distribution Report (New) (S1077)
New Hire Pending Report (5292)

New Job Costing Report (S554)

Payroll Register Report (S109)

Period Summary Report (5404)
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Personnel Register (S344)
Portrait Input Worksheet (S262)
Tax Notices Report (S341)

Tax Report for Payroll (S247)

Report

Report

Time Off Register Report with Hours (S920)

Taxable Wages for Payroll Report (5236)

Workers’ Compensation Report (S217)

For information about the parameters for particular reports, refer to the specific report document in WebHelp.

Reports - Published Reports

Column Name

Check Date

Run #

Check Period

Report #

Report Name

Type

Description

The date of the payroll from which the report
was generated.

For Tax Returns, this is the last date entered on
the tax return screen when tax returns are
processed.

The payroll run from which the report was
created.

Tax Returns will show a run number of 0

The batch period of the payroll for which this
report was generated. Tax Returns will not
display a batch period.

The Evolution report number for this report.

The name of the report or tax return.

The type of document displayed

Example

1/20/2015 — Check Date
12/31/2014 — Tax Return Date

1, 2, 3, etc...
0

1/10/2014 - 1/16/2015

$193, 5257, S356, etc....

Cover Letter, SUI Tax Wages by
Quarter, etc...

Report, Tax Return
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The Task Queue

The Task Queue contains all tasks for the current user. Tasks marked as read remain in the Task Queue for three (3)
days before they are automatically deleted by the system. Unread tasks remain in the Task Queue for 10 days before
they are automatically deleted by the system. ACH files and tax payments remain in the Task Queue for 10 days,
whether they have been viewed or not.

The Task Queue has a table view listing of tasks — similar to the Task View in Evolution, which you can use to display
report results or more details about each task.

The Task Queue can be viewed from the Dashboard using the two navigation methods shown in the Navigating
Evolution Payroll section of this document, or by clicking the arrow in the bottom left-hand corner of any screen in
the application.

Employees
+ i
- Search for Employee. Preview
company [l €7 | sttame _y] peteme y| s v|zeoxe vl sws 7] [NV 1

B smith Bl A 10022 Active Levwis Al
! Greenburg Goldie 10044 Active
05401 Active 884-77-3311

10011 Active

Soffer Harry

Pinkman Jessie

Active

Bichon Selma 88855 Active

Gaodman saul 05401 Active
963 Main Street

05401 Active Brooklyn, NY 10066
10012 Active

Clark Wilie

@ e~ e e w

White Walter

Bigole Susan 05401 Active

23525353235 %

Simon Simon 11234 Active

1-tlofitiems ¢

Paycolisy
Reports,
k]
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My Task Queue

Direct Deposit #211
© Finished Successfully - T

Cover Letter #193
@ Finished Successfully

Payroll Register #109
© Finished Successfully - T

WEB1150 Pr:4/28/2016 - 1
‘© Finished Successfully - T
WEB1150 Pr:4/28/2016 - 1
@ Finished Successfully - T

0001A Pri6/8/2016 - 1
© Finished with Exceptions

0001A Pr:5/25/2016 - 1

@ Finished with Exceptions - T

Results Log
CO# WEB1150 . Cover Letter #193

@ Download

page 10of 1

#WEBI1150 D&L Services (HCM)

CO# WEB1150. Cover Letter #193

Check Date 05/19/2016-1
Period Range 05/08/2016 TO 05/14/2016
Week Number Week #20

| am the cover letter notes. There is quite a lot of room here.

Have a nice dayl

Payroll Totals:

Total Regular Checks
Total Direct Deposits
Total Manual Checks
Total 3rd Party Checks
Total Void Checks
Total COBRA Checks

Total Net Payroll

Total Billing Impound
Total Agency Checks
Total Agency Checks DD
Total Agency Checks Void

# Checks

11 Items

2
0
0

Total Tax Deposit Checks Tax deposit fo be made by ISystems

Sum of Checks

Total of Checks Printed
Total Tax Liabilit

277.73

13 Items
6011.39

To review the report results, select a task (row) in the Navigation Panel on the left-hand side of the screen. The
report results appear in the Preview pane in the right. In the screen above, the Preview Pane shows a preview of The
Cover Letter Report (§193). The Status shows as Finished Successfully in the Navigation Panel.

If a task finished with exceptions, those can also be viewed in the Preview section below the task list.
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My Task Queue

Task: Process Payrolls ﬂ — inishad wi =
BDazzi Pr: 1/18/2015-1 ' D: 01/14/2015 4:09PM

Results Exceptions Log

Delivery method is not setup comecthy ~

: BD15-01-14, 18:05:27, TTms JuL
. INLPWADZ

: BYSTEM <admin>

: Windows NT New build 3200

m

urs
Intel(R) ¥=on{R) CFL X5830 @ 2.47GHz
131 MB (freaitotaly

: 2730
ElnconsistentData -
: Delivery method is not setun comecth.

Click Hide Wik d in the upper right-hand corner of the screen to close the Task Queue and return to the previous
screen.

Note: atask might return any of the following tabs, which are only shown if applicable to the specific task:
Results / Exceptions / Warnings / Messages / Notes / Log.

Click Save to save a local copy of the Results / Exceptions / Warnings / Messages / Notes / Log.

* Saving can only be applied to the active tab.

Viewing/Downloading Reports

Users can view multiple reports that were run as part of processing the payroll, which enables the user to download
all reports, as a group, in a zipped file format.
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