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Installing Evolution

Security rules require your password to

This software can be installed on multiple be changed at least every 90 days. User
computers with Internet access. You will find accounts are locked out after 3 invalid
the following file by going to our website at aifempls.
https://www.paycoinc.com. /

Select Resources

Select Downloads

Select Evolution Installer (v. xx.xx.x.xx) Note: xx.xx.x.xx represents the current installer version
Download and run the installer as normal.

Follow all the screen prompts and accept all options
After this has been installed you will have an icon on your desktop that looks like this:
7

Evolution
Client

After three unsuccessful log in attempts, you must call Payco to have your password reset.
Double click on the Evolution Icon. This will open a window that looks like this:

( Evelution Legin (v 14,18.00.12) &J
P » &3
evolution

Login Id "YOUR ID HERE

Password

S an/er | évolution. paycoinc. com

Compression FIIIIIIIINN -

[~ Chanae Password ™ Forgat Password

Enter your Login Id and password as given to you by Payco.

You indicate that you want to change your
password at any time by putting a checkmark
in the ‘Change Password’ box.

After three unsuccessful
login attempts, you must
call your Payroll Specialist
to have your password

The server should always be:
evolution.paycoinc.com (Make sure this is all
lower case)

Change the compression box to reflect the reset.
way you connect to the Internet.

Hit “OK” and Evolution will open.
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If there is a newer version of Evolution available, it will automatically be downloaded. You will need
to enter your password again.

Please bear in mind that all data that is changed or added is live data and will reflect the change
immediately.

After three unsuccessful log in attempts, you must call Payco to have your password reset.

Commonly Used Buttons

@ ‘Post Changes’ button- saves any changes you have made locally to your computer
@ ‘Cancel Changes’ button- discards any changes you have made since posting.

‘Commit Changes’ button- saves any changes you have made permanently to our server.
9 ‘Abort Changes’ button- gives you a second opportunity to discard any changes.
@ ‘Create Record’ button- adds a new record to whatever list you are viewing.

‘Delete Current Record’ button- deletes whatever record you are viewing.

D ‘Refresh’ button- pulls all data from our server on demand.

5
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Employee Information

Setting up a New Employee

1. Click on the [H\IgXO){33 menu button and select employee.

2. Click the create record button at the top of your screen. This will bring you to the EE Entry tab.

3. Start filling in the blanks with your new employee information. Very Important: If you enter the
employee’s Social Security Number and the employee’s name and address populates automatically,
STOP and cancel changes by clicking the cancel changes button. This tells you that the employee is
already set up on the database. If you save these changes you may create a duplicate employee
record and will receive two W-2 forms at year-end. Refer to the instructions “Rehiring a Terminated
Employee”.

4. All mandatory fields are marked with a red asterisk and must have a value with the exception of
Ethnicity. Date of Birth is optional, but recommended.

**Note: Do not use any punctuation in any fields at all.

5. Be sure to enter a department for your new employee. After entering the employee’s gender, press

F4 on your keyboard or click on the “Assign D/B/D/T button g in the Labor Defaults section.
' Evolution 14.15.00.20 [evolive] - Employee - Employee EM‘
D -@ - Q) O PIRICIE
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For salaried employees, under the words ‘Rate Number,” change the Rate Number to 0 and under the words
‘Rate Amount’ leave the default set at 0.00. Save changes.

Follow the “Setting up a New Employee” directions in addition to the directions below if your salaried
employee is able to earn overtime pay. You must set up a second rate for overtime earnings.




Setting up a Salaried Employee with Overtime Earnings

1. Onthe EE Entry tab, enter the salary amount and leave the default settings for Rate Number and Rate
Amount. With a salaried employee, the Rate Number should read 0 and the Rate Amount should
read 0.00.

2. Click on the menu button and select Pay Rate Info. You will see the primary rate, Rate O,
set to 0.00 (zero). Leave this information as is.

3. Hit the plus sign at the top of your screen to create a new record, Rate 2. In left-hand side, fill in the
rate amount. The rate amount needs to be the flat pay rate amount not the time-and-a-half rate. If
you enter hours under Overtime Hours in the payroll, it will calculate at time-and-a-half automatically.

4. Leave the Rate Number as 2, and make sure ‘NO’ is selected under the words Primary Rate. Save

changes.
r M
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Setting up a New Employee Claiming Exempt on his/her W-4

If the Form W-4 is filled out correctly follow the “Setting up a New Employee” directions in addition to the
steps below for blocking federal withholding tax in Evolution. For security purposes, we do not allow end
users to “Exempt” an employee from taxes on their own. As a workaround, please follow these steps, which
result in the same taxability of the employee’s wages.

1. Click on the3VidKe)33 menu button and select employee.
_ ploy In order for federal

tax to be exe
employee must fill o
Form W-4 correcti
write In a n
exemptions on line
additional amount
claim exempt on
they have filled th

2. Enter your employee’s information on the EE Entry tab.

3. In the right-hand column of the EE Entry tab, make sure to change
Federal Dependents to 99 and State Dependents to 99.

4. Change State Marital Status to the highest exemption for your state.

5. Click on the green check mark to post your changes and the incorrectly. The e
need to fill out a nel
green commit button to save. for your records.

exempt. your empl
leave line 5 and line 6

-
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Rehiring a Terminated Employee

Click on the [A\YIZ¥X®M=3 menu button and select employee.
When on the Browse tab, click on the red question mark to the left of the EE Code column.

When the Filter Records to View box pops up, click on the [BEE[gEIbutton located in the lower left-
hand corner of the pop-up box. This will allow you to see any terminated employees.

;

.
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|
a5 S AR TS WED: PAYRIGHTMANUAI Sy

Highlight the terminated employee you want to rehire and double click. You will be directed to the EE
Entry tab.

Erase the termination date, by double-clicking on the Current Termination Date and hitting delete on
your keyboard. Then under Current Status Code, click the drop-down arrow and change the Current

Status Code from Terminated to ACTIVE.

You will also need to change the current hire date. Please put the date the employee was rehired. In
the original hire date, you should leave the original start date of your employee.
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Setting Up a Person as an Independent Contractor (1099)

This will guide you on how to set up a new 1099 employee on Evolution.

Very Important!!!l When setting up a new 1099 employee make sure you DO NOT save until you have entered
everything or this will be saved as a W2 employee!!!!

Most of our clients like all 1099 employees to be in one department, usually called something like “1099
Employees.” If you would like your 1099 employees in their own department, contact your Payroll Specialist
to have this department set up.

To add a 1099 employee, go to Employee-Employee and hit the create record button. Enter the employee’s
social security or tax ID number. Remember, if any information populates automatically then you must STOP
and hit the cancel changes button. This means that the employee is already entered and you will have a
duplicate employee. You must find the employee and reactivate and NOT enter it again. If nothing populates
then continue with the entry screen remembering NOT to hit the save button until the very end.

Fill in the address and any other information you know. Remember to NEVER enter a salary amount on this
screen at all for a 1099 recipient. (See example “A”) *Remember: DO NOT hit the save button yet.

Now move to the W2 tab and select the SSN radio button if this is a social security number or EIN if this is an
employer identification number. Choose the 1099 radio button and change the Annual Form Type box to
1099. This will exempt all taxes for 1099 purposes. Just remember, choosing the 1099 radio button BEFORE
hitting save is what triggers the system to make this employee exempt for all taxes as a 1099 employee. If you
hit save and then change this radio button to 1099, the system will NOT trigger as an exempt 1099 employee
and you will have to contact your Payroll Speciliaist or your employee will have taxes withheld from their pay
check. (See example “B”) *Remember: DO NOT hit the save button yet.

If you move to the federal tax tab you will see that all taxes are exempt. If they do not show as exempt, you
hit save too early in the process, and you will have to contact your Payroll Specialist to fix this. (See example
IICII)

Now choose the Notes tab and enter notes as follows: “This is a 1099 employee. Pay under E95” (or the code
you are using for this client as a 1099 employee). (See example “D”) Now you may hit save. Make sure the
green check mark and the commit changes button are grayed out.

Navigate to Employee-States. (See example “E”) Choose the tax overrides tab. Make sure ALL taxes have the
exempt radio box selected. (See example “F”) If they are not marked as exempt, you hit the save button
before you made all your entries. You will need to speak to your Payroll Specialist so they can adjust the
settings to properly handle your 1099.

When paying a 1099 employee, make sure you use the 1099 earnings code only. It is usually a code between
E90 and E99.

If you are paying the same 1099 amount each pay period, you can schedule the earning in Employee-
Scheduled E/D’s. Navigate to Employee-Scheduled E/D’s and hit the create record and add E95 (or the code
you are using for 1099 for this client). Select ‘Fixed’ under Calculation Method and enter the amount you want
to pay every payroll. Remember to change effective date to a day before today. The Always/Pay deduct box
should be changed to Current Payroll. This will allow you to bring this earning code into your batch every
payroll automatically. (See example “G”) See the Setting Up a Scheduled E/D instructions for more
information.
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Setting up a Direct Deposit

1. Click on the [AVIHKe)35 menu button and select Scheduled E/Ds. On the
Browse tab, select your employee and double click on him or her.

2. On the DIRECT DEPOSITS tab, click the create button at the bottom to add Important;
new record (this is NOT the “Create Record” button at the top of the screen, This is a two-step
see example below). .Enter the bank’s ABA number (the bank routing process and you must
number should start with 1, 2 or 3), the employee’s account number, and ol st
the Account Type (Checking or Savings). Select “Yes” under “In Prenote” if
you want the employee to get a live check for two weeks while we validate Set up the
the account information. Otherwise, select “No.” Select “Yes” under “Form direct deposit

on File” if the employee has filled out a direct deposit form. Otherwise,
select “No.” If you need a direct deposit form template, contact your Payroll

Set up the
. L . |
Specialist or visit our forms page at www.paycoinc.com! Scheduled

volution UL levolive] - Employee - >Chedul -3
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Next, go back to the BROWSE SCHEDULED E/Ds tab.

3. Once on the Browse Scheduled E/Ds tab, make sure the employee doesn’t already have Direct
Deposit set up. If not, hit the create record button at the top of the screen to set up the new E/D.

4. Under E/D Code, click on the drop-down arrow and select the appropriate code for Direct Deposit.
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If the employee wants to deposit the entire net check into this account then it should be set up with a
calculation method of NONE. Note: Most clients have code ‘DNP’ set up to be used for Net Direct
Deposits.
» Then be sure to enter the following:
Pay Frequency (defaults to Every Pay)
Month # (defaults to None)
Which Payrolls (defaults to All)
Effective Start Date (the start date needs to be the day before your period
beginning date)
Deduct Whole Check (needs to read YES for full Direct Deposit)
EE Direct Deposit — Pull in the appropriate account number

AN NI NN

ANIRN

If the employee wants to Direct Deposit a partial amount, you can enter a calculation method of
Fixed, % of gross or % of net. Note: Use a different code than ‘DNP’. If one is not available,
please contact your Payroll Specialist.
v" If you select Fixed, then enter the fixed dollar amount under the word
AMOUNT.
v"If you choose % of gross or % of net, enter the percent the employee has
specified to deposit. Note: % of net is assumed unless otherwise specified.

» Then be sure to enter the following:
v' Pay Frequency (defaults to Every Pay)
v" Month # (defaults to None)
v" Which Payrolls (defaults to All)
v Effective Start Date (the start date needs to be the day before your period
beginning date)
Deduct Whole Check (needs to read NO for a partial Direct Deposit)
EE Direct Deposit — Pull in the appropriate account number

AN




5. When an employee has more than one Direct Deposit account, you must set each of them up
separately.

» Follow the directions in steps 2-4 to set up the Direct Deposit account and E/D. For the
account with the Fixed amount or Percent, enter a Calculation Method of Fixed, % of
gross or % of net. Under the words ‘Deduct Whole Check,” select NO.

» Follow the directions in steps 2-4 to set up the Direct Deposit account and E/D. For the
account where the remaining balance of the pay is to be deposited, leave the Calculation
Method as NONE and under the words ‘Deduct Whole Check’ select YES.

6. Itis very important you tie the Scheduled E/D to the correct account number you entered in steps 1 &
2. Under EE Direct Deposit (lower-middle column on the Scheduled E/Ds screen), click the drop-down
arrow and select the appropriate account number. Note: You will see “C” next to the checking
account number and an “S” next to a savings account number.

7. Since the Direct Deposit is a new Scheduled E/D, you need to check the payroll register after you pre-
process the next payroll to ensure it was set up correctly.

If you have already started a payroll, you can still follow the instructions above. After saving your Scheduled
E/Ds, you will need to refresh the Scheduled E/Ds by clicking on the menu button. A box will pop up
asking you if you would like to refresh Scheduled E/Ds. Since you have already started the payroll, you must
click = to refresh the Scheduled E/Ds in order to see your change take place in the payroll. Then a Refresh
check lines box will pop up. On the next screen you will see the individuals name with a check mark, click the

selection that reads [N AW INS M\ ETIVEY .

If you make Scheduled E/D changes while a batch is open, and navigate to a menu other than
immediately after making the E/D changes, you will not be prompted to apply your changes to the open batch.
You can still manually pull in the changes by opening the payroll, and clicking the “Refresh ED No Man” button
in the batch tab. This will pull in ALL scheduled E/Ds again (including ones you may already have deleted from
the batch). Note: Be sure to double-check the E/Ds on any checks you have already worked with.



Stopping a Direct Deposit

One-Off Modification for Current Payroll Only:
1. Click on the menu button and select payroll tab.
2. Highlight the correct check date and click on the button located at the bottom of your screen.
3. Click on the QUICK ENTRY tab, find the employee’s name and double click on the employee.

4. This should bring you to the CHECK LINES tab for that employee’s check within the current working
batch. Find and click on the line that refers to the desired Direct Deposit. On your keyboard, hold
down CTRL key and press DELETE, a box will appear asking “Delete this check line?” Click on , and
the line for the Scheduled Direct Deposit E/D will disappear. Save your changes at the top of the
screen.
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Permanently:

1. Click on the [@\YIXXO}=3 menu button and select Scheduled E/Ds.

2. Go to the Browse Scheduled E/D’s tab and pull down the appropriate employee from the dropdown
above (you can use either EE# or employee last name). Find and highlight the appropriate Direct
Deposit for the employee, then click on the Details tab.

3. In the middle column of the Details tab, enter an Effective End Date. Many users enter date you
select is before your current pay period beginning date. Save your changes. The Direct Deposit will
no longer appear in any batches you create going forward.
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If you have already created a payroll batch and want to remove the Direct Deposit, follow the Stopping Direct
Deposit permanently instructions. After saving your E/D changes, you will need to refresh the Scheduled E/Ds
by clicking on the menu button. A box will appear asking you if you would like to refresh Scheduled
E/Ds. Since you have already started the payroll, you must click to refresh the Scheduled E/Ds in order to
see your change take place in the payroll. Then a Refresh Check Lines box will appear. Since the system
automatically selects everyone who had a Scheduled E/D change, you will need to click the button that reads

Refresh All Except Manuall

If you make Scheduled E/D changes while a batch is open, and navigate to a menu other than
immediately after making the E/D changes, you will not be prompted to apply your changes to the open batch.
You can still manually pull in the changes by opening the payroll, and clicking the “Refresh ED No Man” button
in the batch tab. This will pull in ALL scheduled E/Ds again (including ones you may already have deleted from
the batch,) so be sure to double-check the E/Ds on any checks you have already worked with.

If the only Scheduled E/D change you made while the batch was open was to end-date the Direct Deposit and

you do not wish to refresh all the E/Ds in the open batch, you can follow the steps for stopping direct deposit
One-Off Modification for Current Payroll Only.

© Payco, Inc.., 2013
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1. Go to the [AYIHXO)4H= menu button and select Scheduled E/Ds. On the Browse tab, double click on the
employee.

2. Once on the Browse Scheduled E/Ds tab, make sure the employee doesn’t already have the
Scheduled E/D set up. If not, hit the create record button at the top of the screen. Very Important:
Do NOT change the E/D Code if there is already one set up. To add a new E/D, you MUST follow the
instructions and hit the Create Record button.

3. Under E/D code, click on the drop-down arrow and select the appropriate code for the Scheduled E/D
you are creating. Very Important: Do NOT change the E/D Code if there is already one set up. To add
a new E/D, you MUST follow the instructions and hit the Create Record button.
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4. For flat dollar amounts that will be consistent every payroll, leave the

Calculation Method as FIXED and enter the dollar amount under the word Remember, Payright
AMOUNT. For Percentages, such as 401k, change the Calculation Method will always set these
from Fixed to “% of E/D Group Amt”, then enter the percentage under the E/Ds up for you:
% Percentage. e Child Supports
e  Garnishments
5. Then be sure to enter the following: e Taxlevys

0 Pay Frequency (defaults to Every Pay)

0 Month # (defaults to None)

0  Which Payrolls (defaults to All)

0 Effective Start Date (Needs to be a date in the past, usually yesterday’s date)

0 Deduct

0 Whole Check (will normally be NO for Scheduled E/Ds)

0 The Agency box is only used when setting up special E/Ds such as 401k when the client has

elected that we will be sending the money to the agency directly. If this is the case for your
setup, be sure that the appropriate agency appears in the Agency field.

6. Save using the green check mark and commit changes button.



Stopping a Scheduled E/D

Current payroll only:
1. Click on the menu button and select payroll tab.
2. Highlight the correct check date and click on the button located at the bottom of your screen.
3. Click on the QUICK ENTRY tab, find the line with the employee’s name and double click on it.

4. This should bring you to the CHECK LINES tab for that employee’s check within the current working
batch. Find the line that refers to the Scheduled E/D you wish to stop and highlight anywhere on that
line by clicking on it. On your keyboard, hold down CTRL and press DELETE, a box will appear asking
“Delete this check line?” Click on , and the red line for the Scheduled E\D will disappear. Save your
changes at the top of the screen by clicking the green check-mark and commit changes button.

5. Click on JEEIIEIERONEEN at the bottom, this will bring you to the Preview tab. The preview tab
indicates what the check should look like if you were to process payroll without making any more
changes. If the check looks correct, you can save your changes at the top of the screen.
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Permanently:

1. Click on the [@\YIXXe}=3 menu button and select Scheduled E/Ds.



2. Go to the Browse Scheduled E/D’s tab and choose the appropriate employee by clicking on either
dropdown near the top (one is ordered by EE#, the other by employee last name). Find and highlight
the appropriate E/D for the employee, then click on the Details tab.

3. In the middle column of the Details tab, enter an Effective End Date. Be sure the date you select is
before your current pay period beginning date. Save your changes. The E/D will no longer appear in
any batches you create going forward.
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If you have already created a payroll batch and want to remove the E/D, follow the Stopping Direct Deposit
permanently instructions. After saving your E/D changes, you will need to refresh the Scheduled E/Ds by
clicking on the menu button. A box will appear asking you if you would like to refresh Scheduled
E/Ds. Since you have already started the payroll, you must click to refresh the Scheduled E/Ds in order to
see your change take place in the payroll. Then a Refresh Check Lines box will appear. Since the system
automatically selects everyone who had a Scheduled E/D change, you will need to click the button that reads

Refresh All Except Manuall
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If you make
immediately

Scheduled E/D changes while a batch is open, and navigate to a menu other than [Z\{i{e]il
after making the E/D changes, you will not be prompted to apply your changes to the open batch.

You can still manually pull in the changes by opening the payroll, and clicking the “Refresh ED No Man” button
in the batch tab. This will pull in ALL scheduled E/Ds again (including ones you may already have deleted from
the batch,) so be sure to double-check the E/Ds on any checks you have already worked with.

If the only Scheduled E/D change you made while the batch was open was to end-date the Direct Deposit and
you do not wish to refresh all the E/Ds in the open batch, you can follow the steps for stopping direct deposit
One-Off Modification for Current Payroll Only.
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Blocking Federal and/or State Taxes

Current Payroll Only

If an employee wants to block Federal or State withholding on the current payroll only, follow the directions below.

Click on the menu button and select payroll tab.

Highlight the correct check date and click on the button located at the bottom of your screen.
Click on the QUICK ENTRY tab, find the employee’s name and double click on it.

This should bring you to the CHECK LINES tab for that employee’s check within this batch. Move to
the MANUAL TAX tab. Fill in the amount next to Federal with 0.00 as shown on line 1 below. To block
State withholding, click the button and do the same, filling the amount in with 0.00 as
shown on line 6 below. Save your changes at the top of the screen. ***Note: you MUSTclick on an
empty field after you modify a manual tax amount BEFORE you save your modifications.

5. Clickon at the bottom, this will bring you to the Preview tab. You may review your
changes under the Preview tab and then either save your changes or move back to the Check Lines
tab to make further changes.

s e
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Permanently

If an employee wants to block his or her federal withholding permanently refer to the instructions for Setting
up a New Employee Claiming Exempt on his or her W-4.
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Starting a Payroll

1. Click on the menu button. This will bring you to the Notes tab. After reviewing all the notes,
move to the Payroll tab.

2. Once on the Payroll tab, Click the button (lower left-hand side of the screen). The
system will display a number of prompts. When prompted for “payroll check comments” you can
enter any text that you’d like to appear as a memo on every employee’s stub (it is okay to leave it
blank if desired.) For most of the other prompts, just click . Pay special attention to the Check
Date, Period Beginning and Ending dates, (Adjustments to your Calendar and other adjustments
MUST be performed by us.) The “Pay Salary” prompt allows you to block salaries from being pulled
into the batch. The “Pay Standard Hours” prompt allows you to block standard hours from pulling in.
If for any reason you cannot click Next to on any box or have questions about the prompts, call Payco

immediately.
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3. Once you have clicked next to on all of the prompts, a popup will appear that reads “Would you like
to auto-create checks for this batch?” Typically, you will click select . Note: Clicking will not
bring any employees into the payroll batch; you would have to bring each person being paid into the
batch manually. This is convenient if you are only paying a few people, but not typically used.

4. Your payroll has been opened and you are now inside the batch. Review your Check date (top center
of screen) and your Period Begin and Period End Dates for accuracy. Then click on the CHECKS tab or

the @A QFaNdgY button to begin payroll entry.
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5. If you need to exit the batch, click “Payroll” on the bottom-left. This will bring you back to the Payroll
tab where we clicked “New Payroll Expert.” To re-enter the batch, select the desired check date and
click “Batch” at the bottom, next to “New Payroll Expert.”

6. Navigate to the Quick Entry tab, and begin entering the hours, tips, commissions, etc. for your
employees. Typically you want to set-up the quick entry grid with the pay codes you use each payroll,
and Scheduled E/Ds should be brought in automatically. To add new Earnings Code columns, right
click, highlight “E/D >” highlight “Add >" highlight the desired code, and then select Hrs to bring in a
column used to enter/show a number of hours, or select Amt to bring in a column used to enter/show
an amount of money.

7. When done entering all information for any given employee, use your DOWN ARROW on the
keyboard to go down to the next employee line. NOTE: We strongly encourage you to SAVE YOUR
WORK with the green check and commit changes button periodically as you enter your data. Getting
into this habit will save you from having to re-enter everybody’s hours in the event of a power or
internet connection failure while you are entering payroll.

8. Notice that if you have brought in both the Hours and Amount columns for a given E/D code, you will
see gross dollar amounts calculate in real time as you enter your hours.

9. Be sure to save your changes periodically as you enter your data.

10. You can review your totals (including Scheduled E/Ds) at any time by moving to the EARNINGS AND
DEDUCTIONS tab, and highlighting the respective code.

11. When finished entering all payroll information into this payroll batch, proceed to the Submitting your
Payroll for Processing section.

Creating a Second Batch




the second group of employee(s) in. For example under check date 3/15/13 you might have one batch with a
pay frequency of bi-weekly and a second batch with a pay frequency of monthly. This will allow two different
batches of employees to be paid on the same check date without incurring the additional fees of running a

second payroll.

1. From inside the opened payroll, move to BATCH tab, click on the NAWRAYKCWICHAN] button, and
adjust your period beginning date, period ending date, and pay frequency. Be sure to save your new
batch by clicking on the green check mark and the commit changes button.

2.  After saving the second batch, a box will pop up asking you “Would you like to auto-create checks for
this batch?” Clicking will bring in all your employees with assigned that pay frequency. Clicking
on will not bring in any of your employees.
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3.  Now you can navigate to the quick entry tab and enter your pay data. To toggle between batches,
navigate back to the batch tab, select the batch you’d like to work with, and then move back to the
quick entry tab.

Opening an

Existing Batch

1. Click on the [ZAV4X@Jll menu button and select Payroll.

2. Click on the PAYROLL tab and find the desired check date. At the bottom of the page,
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click on [AyKelz!.

3. Note that any batches in a status other than “W” are read-only and you cannot make changes.
Generally, most batches will either be in “W” or “P” status, where “W” stands for Working while you
are still working on a payroll, and “P” stands for Processed after a payroll has been completely
released. You will occasionally see other statuses like “C” or “H” while a payroll is processing.

4. Move to the QUICK ENTRY tab and you can continue working on your payroll.
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Adding an Employee into a Batch

There are four occasions during which you would need to manually add an employee into a batch:
e When you hire an employee after opening a batch in which they need to be paid
e When paying an inactive or terminated employee
e When splitting an employee’s pay into two checks to make the taxes calculate at a lower rate
e When an employee is missing from the batch because they were accidentally deleted, or you selected
“no” to the auto-create check prompt.

To set up a new employee please refer to the directions on Setting up a New Employee before continuing.

To rehire a terminated employee please refer to the directions on Rehiring a Terminated Employee before
continuing.

1. Click on the |PAYROLL menu button and select the payroll tab. Click on the current desired open
Payroll, then click on the AYf®| button at the bottom of your screen to enter the batch.

2. Move to the QUICK ENTRY tab.
3. Click in the bottom-right hand corner grid box, and hit the enter key on your keyboard.

4. Arrow over to the EE Code column, find the employees name and number in the drop-down list.
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5. Once you find the employee, hit ENTER on your keyboard. Then hit the DOWN ARROW again and
immediately hit the save button. This will sort the employee in the correct order.

6. Then proceed to enter any regular hours, vacation, bonus, etc.
7. Save your changes by clicking on the commit changes button.

Voiding A Check




It is important you void the check in Evolution so payroll records will be correct and up-to-date. Voiding a
check in Evolution must be done after a payroll batch has been started.

1. After starting a payroll, click on the QUICK ENTRY tab and find the employee you need to void a check
for. Double click on the employee. You should now be on the CHECK LINES tab.

2. Hit the create new record button at the top of your screen and a Payroll Expert box will pop up asking
for you to choose the check type. Change it from Regular to Void by clicking on the drop-down arrow

and click NI=24I.
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3. A check finder screen will pop up, Click on . A list of past checks for the employee  will appear.
Select the appropriate check you would like to Void by looking at the Check Dates and Check Numbers.
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3. Highlight the check you want to Void and click . You will then be directed back to the employee’s

check line where you can see the voided check.

4. Be sure to save your changes by clicking on the commit changes button.

© Payco, Inc.., 2013




Calculating Manual Checks

Follow the directions below to calculate a manual check.
1. Click on the [4\I4dXe}433 menu button, and select Employee.
2. After highlighting the employee you want to write a manual check for, click on the EE Entry tab.

When calculating the manual check, you will need to enter the pay rate or salary amount, so be sure
to write it down prior to next step.

3. Then click on the tax calculator button (Near the top right-hand side of the EE Entry screen, in
the ‘Additional Tools’ box).

4. We need to build the check to include only the desired E/Ds. If the employee has any scheduled E/Ds,
they will appear as check lines. If any are not desired for the manual check, you can remove them by
highlighting the row, and then holding down CTRL and pressing DELETE on your keyboard. A popup
will appear asking: Delete Record? Click [@]§ or .

***Note: Direct Deposit E/Ds must always be deleted from manual checks.
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5. Once only desired Scheduled E/Ds remain, you can start keying the employee’s earnings. You can add
new check lines by highlighting the bottom-right hand grid box, and hitting ENTER on your keyboard.
To select an earnings code, click on the box in the E/D Code column, and find the desired code on the
drop-down. Once you select the category of pay (regular, vacation, salary, etc.) you can type in the
gross amount of pay. If the person is hourly, you can type in the number of hours and the rate of pay.




6. Once you have entered the number of hours and rate of pay you will need to click on the [AXe[¥]¥:y)=
®ZI@Y button (bottom of your screen) or hit F5 on your keyboard.

7. After the check has calculated, you will need to save the data so that the manual check can be
recorded with the next payroll. Move to the ‘Check Preview’ tab, and either print the check lines, or
take and save a screen shot. To print a copy, Right Click on the check lines, and then click the ‘Print
Results (F7)’ box that appears.
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Print Results (F7)

8. Keep this printout! If you are cutting the manual check by hand, note the number of the check that
you cut for the employee on print out as well. You will need this info to enter your Manual Check
information in the next payroll.

9. You can run a manual check calculation as many times as you want for testing purposes- nothing is
finalized until the data is entered into a payroll. If you use the results from a calculation for a real
manual check, you have your choice of two methods to enter the data into a payroll. If you do not
currently have a payroll batch open, turn to the section on ‘Entering a Handwritten Manual Check into
Payroll.” If you already have a batch open, move to the next section, ‘Copy Manual Check into Existing
Payroll Batch.’

*Remember, calculating a manual check in the EE screen does not save the check. It is very
important that you remember to enter the manual check when entering your next payroll so
payroll records & employee YTD info will be correct.




Copy Manual Check to Existing Batch

To enter a calculated manual check into batch after you have started a payroll, follow the steps below:

1. After you have calculated check in Manual Check Calculator, you can move to the ‘Payrolls’ tab.

2. You will be presented with a list of all open payrolls and batches. Highlight the current PAYROLL at
the left of your screen (if there are multiple batches open within that payroll, you can select the
destination batch for the manual check toward the right of the screen.)

3. Click on “Attach to Selected Batch” at bottom right of your screen.
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4. Enter Manual Check Number in next pop up box and then hit OK.

Input required ﬁ
Pleaze, enter a Manual Check Mumber

| |
| f OK | ’ % Cancel l

5. Another pop-up window will appear asking if you want the balance of the scheduled EDs for the
manual check to be updated. Always hit YES.



i - - | |'1
Evolution o e

@ Do you want the balance of the scheduled ED: for the manual check to be updated?

6. You have not successfully attached the manual check to the open batch. You will be able to see the
manual check when you re-enter the batch.



Calculating a Net to Gross

If you have issued a check to one of your employees and estimated the net pay, or if you wish to hand the
employee for a desired net amount (such as a $100 bonus check,) you will need to gross up the check using the
Manual Check Calculator:

1. Click on the [A\YIZX0O}M=3 menu button and select employee.

2. Once on the Browse tab, select the employee for whom you need to gross up a check and move to
the EE Entry tab.

3. Then click on the tax calculator button (Near the top right-hand side of the EE Entry screen, in
the ‘Additional Tools’ box).

4. Click the box to the left of the words ‘Net to Gross’. You will see a Check-mark appear in the box. You
will see a pop up window warning you that the Net to Gross option does not calculate %-based E/Ds.
This is OK.

Evolution =]

@ The Met to Gross option does not calculate %-based E/Ds

5. Inthe box below the words ‘Net to Gross,” enter the net amount of the check you have written to the

employee.
u Tax and Check Line Calculator - _ &’
BE Tax |'E\ Check F'reviewl = Payrnllsl
B
Employes Tax Frequency ?|5tate = | M arital Sthith Al\owl State Tax Wagesl State Tax |SE ol
1005 x| FordHeny B Biweskly | =
Ovwerride Fed T e ! 2 |E
?|E/D Codz '|Amounl |State |SUI Stata|Ho; SCILDIAS D
: | -
— Override Fed Valus ™ b
= Override 04501 suUl
Dverics Medicare 2[su *|5U1 Tas Wages| 501 T [501 Gro
» |E
W - Override EIC I
| 2 o
- - | r
Backup "withholding
f [ % Refresh Scheduled £/Ds F3) ]
|
Block Federal Elock Additional Federal Tax at Supplemental Rate
L L L L 3 Local Name '|Local Tax W’agesl Local Tax |EIH An *
|~ Block EE DASDI I~ Block EE Medicare I~ Block EIC » |=
Federal Marital Statu; Fed Mumber of Dependents v Met Ta Gross s
" Single " Maried | 2 i" |EI]I] | | +
{
Federal T ax Wages: Federal Tax: [~ Disable¥TDs
D0ASDI T axable wWages: 0ASDI Tax [ Disable Shortfalls Lalculate check [F5)
i _ [~ Check Preview
045D Taksble Tips: Medicare Tax: [ Plug Taxss
Medicare T axable "Wages: EIC Tax: Check Typ m Copy to payroll (F3) @ Close F2)
& Manual © Regular :
Gross Met:

6. Make one-off tax adjustments you wish (such as blocking Federal and State income tax for a bonus)

7. Then either click on the [@AXEWAyIEEII®Y button or hit F5 on your keyboard.




B Tax and Check Line Calculator W TR

EE Tan |@) Check Previewl = Payrollsl
B
Eg;l;yee _I Tax Frequency ?|5tate - | b arital Sthith Allowl State Tax Wagesl State Tax |S[;
- Ford Henry B Bi‘weekl - =
i e :dT El CIE 2 gat03 69 H
?emcode [amount  |state  [sUistate[Hg 4 ETEETEREE
? = -
PED! B91.03 Overide Fed Value 1 D L
| Overide 0A5DI SuUl
Dvertide Medicare HET = |51 Tas Wages|si Tax ~ [501 Gio
| - P|ra-sUl E
i Oveide EIC | [MAworkforce Develop
‘u 28 I -
Backup Withholding ™~ k
I [ (%, Refresh Schedued E/Ds (F3) ]
Block Federal Block Additional Federal Tax at Supplemental R ate
r r r e 3 Local Mame '|L0c:a| Tax W'agesl Local Tax |DF| An *
[~ Block EE OASDI [~ Block EE Medicare [~ Block EIC > ':
Federal Marital Statu Fed Mumber of Dependents W Met To Gross i
 Single * Married | 2 iﬂ |SDD | < D b
|
Federal Tax Wages: E91.09 Federal Tax: E9.11 |~ Disable¥TDs
DASDI Taxable wWages: £91.09 DASD Taw 4285 [~ Disable Shortfalls Lalculate check [F5]
. ) [ Check Preview
04501 Taxable Tips: 0.00 Medicare Tax: 10,02 ¥ Plug Taxes
Medicare Taxable \Wages: £91.09 EIC Tax 0.00 Check Typ m Copy to payrall [FS) @ Clase [F2)
* Manual © Fegular :
Gross: 69709 Met. 500,00 g

8. The system will calculate the gross amount and the taxes.

9. After the check has calculated, you will need to save the data so that the manual check can be
recorded with the next payroll. Move to the ‘Check Preview’ tab, and either print the check lines, or
take and save a screen shot. To print a copy, Right Click on the check lines, and then click the ‘Print
Results (F7)’ box that appears.



u Tax and Check Line Calculat_“ m &

EE Tay |0 Check Preview |IEI Payrollsl

1005 Ford Henry B

EARMINGS: DEDUCTIONS:

E07 Salary = $1,500.00 D40 Sect 125 Dental Plan = $10.71
Earnings SubTatal = $1,500.00 Reductions SubT atal = $10.71
MEMOS: FEDERAL TAXES:

04500 Tax = $92.34 [$1.489.29/$0.000
Medicare Tax = $21.59 ($1.489.29)
Federal Tax = $148.93 [$1.489.29)
STATE TAXES:

M4 State Tax = $148.93 [$1.485.29)

| Taxes SubTotal = $411.79

Met Amount = $1,077.50

Print Results (F7)

10. Keep this printout! If you are cutting the manual check by hand, note the number of the check that
you cut for the employee on print out as well. You will need this info to enter your Manual Check
information in the next payroll.

11. You can run a manual check calculation as many times as you want for testing purposes (or to
calculate the gross for a regular check you will be paying through payroll if you want the net to come
to a rounded number)- nothing is finalized until the data is entered into a payroll. If you use the
results from a calculation for a real manual check, you have your choice of two methods to enter the
data into a payroll. If you do not currently have a payroll batch open, turn to the section on ‘Entering
a Handwritten Manual Check into Payroll.” If you already have a batch open, move to the next
section, ‘Copy Manual Check into Existing Payroll Batch.’

© Payco, Inc.., 2013




Copying a Manual Check into an Existing Payroll Batch

Refer to the instructions on Calculating a Manual Check before entering.

It is important that you enter the Manual Check into the payroll so payroll records & employee YTD info will be
correct. This must be done after a payroll batch has been created.

1. After calculating the manual check, go to the ‘Payrolls’ tab.

2. Select the open payroll and batch to which you would like to attach the manual check.

3. Click the ‘Attach to Selected Batch’ button at the bottom.

. u Tax and Check Line Calcula.ior" " U v &J

= Taxl [E) Check Preview [ Payralls I

I, C

?| Period Begin ... = |Period End Date| Frequency =

B

»

[

Check D...‘|F|un Mu... 'IScheduIedl Type |Status!
5/10/2013 1 R [ 4+

|~

m

m

8 Attach to New Batch l l 4 Attach to Selected Batch l

l I@ Attach to New Payrol l l

4. A box will appear prompting you for the manual check number. Enter the number on the check you
will be handing the employee, then hit ‘OK’.

B

Input required

Please, enter a Manual Check Nurmber

123456

| < OK | ’ % Cancel ]
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5. Another window will prompt you, ‘Do you want the balance of the scheduled EDs for the manual
check to be updated?’ Click ‘Yes.’

6. Your manual check has now been moved into the open payroll. You can confirm this by entering the
batch and locating the check. You will know that it is a manual check because it will have an ‘M’ in

the type column of the Quick Entry tab.

7. Double check the check in the batch with the printout you made in the Manual Check Calculator.

uEvolutian 14.18,00.12 [evolive] - Payroll - Batch I ; . = = | B [t
v
iSystems Y 1 \ 1 \ n \ 1 \
g 0-0-90000 PIAE
1 Admin

IEN, 00001B Sales Sample Demo 1 571072012 2 020 -

0ooo1B Sales Sample Demo

@ Batch % Quick Entiy I 7 Quick Entry W./‘Dvemdesl [Eg Eamnings and Deductinnsl (= Taxesl Impnrtl ¥ Autg Reduct\nnl

EE CODE NAME
1005 Ford Henry B [ & Enmplayes ] [ 2 Emplopes Rates ]
2[rvse]voss[ ez cose e el -
R Y 2 Potter Harmy 550.00
R M 1000 Smith Pamela 5 2500.00
R % 100078 Bliss Julie 1.800.00
R v 7 Smith Amy H 1.500.00
F M 1102 Darling Jane —
R N 300077 Mac Berie 2.000.00
R M 1002 Andrews Jr Julie E 3.000.00
R M 1003 Hughes Howard D 1.923.08
R M 222212123 MoMahon Scott 1.000.00 =
| R Y (unj Bemy Halle 3,000.00
E M 111 Burrows Diane
E M 28 Cotes Melissa &
R M 1005 Faord Herry B 22.80 209.03
i LA 1005 Ford Herny B 1.500.00
F M 1110 Hayward Laurie 1.000.00
|EIREEE 2250 | 208.03 -

a| g [ = PreProcess H 75 Submit Payrol ]

@ Help
- . [ Pagrall Mew Batch Expert Check Batch Totals
& || [ I )

View || Task Queue: Total: 1 Finished: 1 | UserD: PPSDEMO & A

Entering a Handwritten Manual Check in Payroll

Refer to the instructions on Calculating a Manual Check before entering.
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It is important that you enter the Manual Check into the payroll so payroll records & employee YTD info will be
correct. This must be done after a payroll batch has been created.

8. After starting a payroll, click on the QUICK ENTRY tab and find the employee you need to record a
manual check for. Double click on the employee. You should now be on the CHECK LINES tab.

9. Hit the Create Record button at the top of your screen and a Payroll Expert box will pop up asking for
you to choose the check type. Change it from Regular to Manual by clicking on the drop-down arrow

and click NI=24I.

Evolution 14.17.00.20 [evolive] = Payroll - Check

E iSystems e (a2 62 W= ala
> Gd - WY O | | | Y Y L A =x )
| A ; — s —= =
1} Admin - —
D Cli 00001B Sales Sample Demo 1 3/15/2013  3/3/2013 - 3/16/2013 ___Additional Tools
’5»"—‘ Client Coy 000018 Sales Sample Demo E

= $0.00
/= | Company

@ £l =
SRES Check Lines | # Manual Ta | E Genersl | 17 Tax Overides | 88 Preview | [ Employes Notes |
o+ HA Module
£ Payol
TR £/D Disscription Hours/Pisces| Rals of Pay [Amount =
[ Mise Payroll Expert
Flease, choose check type.
L
Check Line Detail | mE 5
£ AllFiskis | # Check Line Local Overides |
‘Hale Humber | ‘Huurs‘ [Pieces) i |
Setup Y TD =
Rate of Pay Piece Setup OTD —” ‘ Jl
\ N =l | =] Branch =) =
Agency ~ Whork Address Override Department = -
‘ ) [ | ] = e
o - ——
I E et 19
Line Item Begin Dats Line Item End Dale Job workers Comp
\ N = 4ddJab [ = =
)
@ﬂa"’ 8 Baich | B Recalculate Check
i’ Exit
View |[Task Queue: Totak: 0 Finished: 0 | UserlD: PPSDEMO i |
—

10. A box will appear that says “Do you want the balance of the scheduled ED’s for the manual check to
be updated?” Make sure that YES is selected. Then click NEXT.

11. The next box that appears should contain the employee’s EE number. Confirm it is the correct
employee, then click [N=4].

12. The next box that appears will ask you to enter the Manual Check Number. Enter number of the
check that you cut for the employee. Then click [NI3:4].

You will now be entering information from the printout you made when you calculated the manual check.

Note: When completing this data entry, you must fill out all fields. A Manual Check is special, and the system
will not auto-fill the Rate of Pay or Amount fields as it normally does when keying regular payroll information.




Evolution 14.17.00.20 [evolive] - Payroll - Check

0
E 1Systems
| g
’:7‘ e 00001B  Sales Sample Demo #1 3/15/2013  3/3/2013 - 3/16/2013 ditional T
] Clent iny Sales Sample Demo E [
{1 Company _1005 | [Ford Heny B L] [Marai =] e "
@ =
am Emoloves Check Linez |ﬁ Manga\Takl genelall 07 Taw Uyelr\desl 23 Frevleyl [ Employee Notesl
o HR Module
il
alb Pagrall
n 2/ o |E/D Deseipton [HovsPieces|Fete o Pay [Amount -
Reports hd
_— EOT Regular 40.00 10.00 400.00
L[ Mo E'Z'E £00.00
I ) [T =
[ AllFields |f Check Line Localeerridesl
Rate Number Hauwrs (Pisces) State l g Assign DAB/DAT ]
mo| | =l -
Rate of Fay Piece sul Dividen | 5 | =l
o | | | o | 3 5
Agency ok Address Dveric = =
= ’7(‘ Y E“ Department | = -]
z . " | -
= Freview ALD [FE)
Line Item Begin Date Line Item End Date 1D, Job ‘whorkers Camp
=] 4 TN R EIN =l
3|2
@ﬂe‘p [ @pach | [ Reodous Check |
& ext
View || Task Queue: Total: 0 Finished: 0 | UsedD: PPSDEMO 1 ¥ |

13. Click the drop down arrow under E/D Code and select the appropriate code. Enter the number of
Hours, Rate of Pay, and the gross Amount. If you are paying under OVERTIME, make sure to factor in
the OT premium (typically hours x 1.5) before entering the result in the Amount field.

14. If paying a salaried employee, commissions, or any category not tied to hours, click the drop down
arrow under E/D Code and select the appropriate code. Then just fill in the Amount (no need to

record Hours or Rate.)

15. Be sure to save your changes!

16. After all earnings and deductions have been entered, click . This will calculate the
check and bring you to the Preview tab. Make sure the Net Amount at the lower right is equal to the
net amount from your printout. If you have any tax discrepancies, use the Manual Tax tab to override
tax amounts and ensure the Check Preview tab matches the printout EXACTLY.

17. Once everything balances, save your changes one more time!

Submitting your Payroll for Processing

Once all payroll batch entry is complete, you need to submit the payroll to Payco for processing! |

1. When you are done entering your payroll information to the batch, click on the Earnings and
Deductions tab or click FEIsMIIEIN to review your payroll totals. Next, click on [@elaglollS=REWNTe]l| or

BEVIgelll at the bottom of the screen to exit the batch.

© Payco, Inc.., 2013
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2.  From the Payroll tab, click [HgEdgelelss. Click @] to the popup that asks are you sure you want to Pre-
Process this payroll? Click @®{ to the next informational popup. Click on the small button at the

very bottom left of your screen (under the word Exit). Click the E button until then screen reads
“Finished Successfully!” Now, you may continue.

El Your gueue tasks | B
HEEE z

3 Uszer |Finished|F‘riority|Id - |Updated Status Description Caption it i
=
L FPSDEMO ¥ 1000 177034 54342013 10:22:31 Ak Finighed Successfully | Task Preprocess Payrolls | Co:00001E Pr5/10/2013-1 g
©
=g
=
o
=
=]
. K
o
4 F =
2

Description:  Task Preprocess Payroll:
Caption: Co:000018 Pr5/10/2013-1 g
Statuz: Finished Successfully Changed: 5/3/201310:22:31 AWM @
Message: §
r NI [v Auto show task details -

Preprocessing Sales Sample Demo 5/10/2013-1; Time: 00:00:35
Success

3. Since the View button opens a new window to monitor your task, Click on the big red “X” in the
upper-right corner to close this window and continue.
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Running Reports

1. Click on the [0l menu button and select Run Reports. Click on the check-mark box next to the
words Payroll Register. Once checked, click on the REPORT PARAMETERS tab near the top of your
screen.

EF Evolution 14.18.00.12 [evolive] - Reports - Run Reports I ’ . [ESRE= >

0
iSpst : (| 5 1Ir=1
E iSystems TEE ;I (VX ‘ ®© e
E! Admin
o0oo01B Sales Sample Demo
7] Client 00001B Sales Sample Demo

| _Ju':j Compary B8 Browse |}5 Fieport Parameters |

-
- HR Module
g:j Open company ﬂ Set Up Reports
- Payrol

3 E Report Mame 'l e
1 ] [ Hew Time Off Report (B413)

ooe The Store Mat 401K Ower 21 Over 12 Months [B813)

Pay &5 You Go - WC Report (S217)

‘aproll Register (S103)

I

sproll Heport [B381]
‘aprall Schedule (B733)
‘aprall Summary [C8]
Paprall Taxes [51132)
Personnel Register (5344)
Salary Census Repart (B47E]
cheduled Deductions [Employee Soited] [B5E2]
imple IR4 Repart [S215)
arget E/D (5212)
Tax Report For Payrall (S247)
Taxable ' ages For Payioll Summany [S236]

|||
—i

— 4 /:’ b _: Teminated Emplopees With DNW50 [BE16) [BE1E] J
@ Help
i‘ Ezit
View || Task Queue: Total: 1 Finished: 1 | UserD: PPSDEMO Y P

2. Next, choose the appropriate payroll with the check date you were just working with. It will be
flagged with a Status of “W” for Waiting, as the system knows you have not submitted it yet. Click on
the checkbox next to “Run Through the Queue” to uncheck it. Depending on whether you want to
Print or Preview the report, choose from the drop down menu. Click on the button Run Report(s), this
will automatically send your report to the printer, or if you chose Preview, then the report will show
on your screen.
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Evolution 14.18.00.12 [evalive] - Reports - Run Reports

= B s

.
I iSystems

[ adrin

i,‘—\ Client

=%
/i || Company

@ (EI[E,

Sales Sample Demo
Sales Sample Demo

ﬁﬁ Browse o~ Report Parameters |

Owenide default parameters as

:\i Employee
‘ Payroll Register-By Dept [S109]

:il [ 13 Restore Defaults

[~ Run through the Queus

‘ Freview =

[ Run Repart(z] I

You have now submitted your payroll.
preference. If you discover a mistake, let your Payroll Specialist know immediately.

© Payco, Inc.., 2013

.» HR Module
-

Payrolls |M\sc | Employes F\Itarl DEDT Fi\terl
Check Date Period

Payrall

Select Paprolls for

I

= Fepois “rear v 1stQuater v 3rd Quarter [~ tstOuater [ 3rd Quarter

] Misc BD_K" 1':” v 2nd Quarter ¥ dth Buarter [~ 2nd Quarter [ 4th Quarter
[ Year

From | 1/ 172m3 | To[1za3oma |

[~ Show Processed Only

Check Date ‘!F\un # ‘lPrUcessed |Slalus| Typal

510/2013 1 W R
/372013 15/3/2013 10:56:47 AM P R
3152013 1/31/2013 26526 P4 P R

334172013 2.40:23PM P R

o
-
o

[11/18/2013

@) er

| »

m

W e

[ UserlD: PPSDEMO &

View | Task Queue: Totak: 1 Finished: 1

Review the Payroll Register for accuracy of the payroll information you have entered. Once your
review is complete, you are ready to submit the payroll for processing.

Click on the menu button and go to the Payroll tab. Click on the button that reads
. Click [@]4 to the popup that says, “For Review — This will put your payroll on hold until you
contact Payco”. Click to the next informational popup that says “Would you like to email your
contact at Payco?”.

Within the email that pops up, please submit any instructions to your Payroll Specialist that pertain to
this payroll. If no additional assistance is needed from your Payroll Specialist, simply indicate in the
email that your payroll is all set to process.

Your reports will be mailed or emailed to you, according to your
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Running a Payroll Register for specific employees and date ranges.

1. Click on the menu button and select Run Reports. Click on the check-mark box next to the
words Payroll Register (5109). Once checked, click on the REPORT PARAMETERS tab near the top of
your screen.

2. Next, choose the appropriate payroll batch with the check date. Choose the appropriate check date
period To and From period ranges.

[R Evolution 14.18.00.12 [evolive] - Reports - Run Reports I R [E=RE=E |
.
§ Bysteme e - G - @ { e sz - |6 | @9
[T dimin
IENT  00001B Sales Sample Demo
J Client v 00001B Sales Sample Demo
| M Lomparny Bf Browse #° Report Parameters I
@ Employee Overide defsult parameters as [ Run through the Queve
Payroll RegisterBy Dept (3103 3 Restore Defaulls
.o HR Module [Payel Regitery Dt 5105) ~] [
Payralls| Mise  Emplayee Fiter | DEDT Fiter |
3 E EE Code '|55N |First Mame |Last Mame n
— O 2 123-45-6666 | Hamy Ptter
17 Mise (O 20 333333333 Joe James
[l 77 337-55-4444 | Amy Smith e
[ 00 11111111 Halle Bemy
; 1m 011-74-0435 |Rypan Allen
g 111 888-88-8888  Cristina Mazesal L
| 281 037583723 Melissa Cates 3
Ol 500 037583723 Melissa Cotes
Z 1000 333773323 Pamela Smith
; 1001 993-74-5151  Jim Carey
(1] 1002 235691111 Julie Andrews Jr
Z 1003  369-82-5555 Howard Hughes
O] 1004 235004212 John Depp
; 1005 236-12-4444  Herry Faord
(0| 1006 010555556 | Albert Erooks
(1| 1007 523687777 Petula Clark
; 1008 212-45-4545  May b artin
; 1009  987-65-4321 Mary Lou Rettan
] 100 000-965321 | Carl Smith
; 1011 999-85-6325 Carolyn Jones
; 112 | 321-65-4368  Maik Goodman
; 1013 123456783 Joe Shmoe
| [0] 1099 9595987982 | Contractor Sample 1033 il
& e
View || Task Queue: Total: 1 Finished: 1 | UserID: PPSDEMO @l /4

3. Then click on the EMPLOYEE FILTER tab, choose the employee or employees that you would like on
the report. Uncheck the box that says “Run Through the Queue” and click on the button “Run
Report”.
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Employee Portal Employee User Guide

From www.paycoinc.com
Click on Services Login at the top of the screen
Click on Employee Portal

Employee Portal Login Screen

User Mame:

Pas=word:

Secure Login

Forgot Password
Register Mew User

Note: it is recommended that Employee Portal be saved as a Favorite your browser for future ease of
access.

Employee Portal Dashboard Window

After successfully logging into Employee Portal, the initial Employee Self Service screen appears. (Example 4)
The Dashboard provides functionality for the employee to:

e View messages setup by the Employee Portal Manager
e Provides links to Help and Support

e Access Pay Statements

e  Access W2 and 1099 forms

e Access Employee Information

e View Paid Time Off.

e Services — change password

Navigation to Employee Portal functionality is accomplished by selecting the link from the Main Menu area of
the Dashboard or by selecting the tabs within Employee Portal.
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Example 4 - Initial Employee Portal Window

DASHBOARD P TUBS W2 EEINFO  ADDITIONAL INFO  TIME OFF 5 LOG OUT

v Company: Sales Sample Demo & Employee: Amy Smith E-Mail Payroll: B

Company Contact Information

Name: Steve Smith

o Phane: 978-263-5004

B W2/1099 Forms Links

Please Note:
© Employee Info External links are provided by your employer. Your
employer’s payroll vendor is not responsible for the
resence of the links, nor any website or website
© More Info P Y T B
content, privacy practices, data collection, security or

accuracy of the website they link to

B Paid Time Off EvoTime

.
= Your Heaith Insurance
= Your 401(k) Provider
.
.

O Services i
Your HR Manual

=age Board

Annual Company Meeting Next Friday at 10a.m.
Thanks for all your hard work!!!

Note: the email icon,t*j , allows the user to contact the Employee Portal administrator with any
questions the employee may have.

Pay Statement / Paystub Window

Select the Paystubs tab or the Pay Statements link from the Main Menu to access payroll data. (Example 6) By
default, the current year payroll data is displayed.

e Select the Show Year radio button to view pay statements from a previous year.

e Select the Action icon, 7 , to view the check details. (Example 7)



Example 6 - Paystub Window

) PAYSTUBS W2 EEINFO  ADDITIONAL INFO  TIME OFF

LOG OUT

& Company: Sales Sample Deme & Emplayec: Amy Smith E-Mail Payroll: &

Pay Statements

CHECK DATE CHECK # GROSS NET ACTION

= Mar 1,2013 21149 1500.00 48419 ,O =

@ 2013

2 Jan 18,2013 21132 1500.00 460.47 p

- 2012

® 20m

© 2010

© 2009

Example 7 - Sample Paystub
H 150 Main Straet
Amy H Smith Sales Sample Demo Any Town US 12345 975-263-5004
Compy Paricd Begin  Division [Fed OF. 50% Company picuic next weskend!
o0dots 211712013 Company Sick=10.00 Bal HOURS
Nusmbar Paricd End Erech Vacation Salary =16.00 Bal HOURS
77 3202013 Lake
Social Security £ Check Date Dispartmant
3102013 200
Hire Date Chack Namber  Team
&11/2008 21148
Earnings Deductions
Description Lecatom Tk R Hours' | Camunt YearToDate | Description Cusreat Yex Ta Date
Places

Regular Train/Compa/aCTOMEDD 000 1250 0.00 0,00 Fed (M/2) (1405.00) 70250 1417.50
Ragulsr TrainiCompa/HRI100 0oo  1zs0 0.00 0,00 CASDI (1450.00) 2000 181.35
Sick TrainiCompa/ACTOMN/E00 0od TA0 0.00 0.00] Madicare (1450.00) 21.02 4242
Sick TrainiCompa/HRI100 ooa  TAD 0.00) 0.00] WY (M /3] [1405.00) 5182 104.97
Salary TrainiCampa/ACTOMN/EDD 0od 00o 75000 3000.00) WY DI 1.20 240
Salary TrainiCompa/HRI100 ood  00o 75000 0.00) Delta Dents 20.00 20,00
MEMOS 0.00 Dues Test 5450 141.70
Co 401K Fension | Train/Campa/1 117200 ood ooo 11.25 22,50/ Sect 125 Madical Plan 30,00 45.00
Match
Pension Mstch | Train/Compa/111/200 ood ooo 4500 20.00) 401K 45.00 20.00
Test
Total Eamnings 40000 1500.00 3000.00 Total Deductions 1015.81 2055.34
NET PAY 424.18| Total Direct Deposits 0.00 Check Amount 42418 24458

W-2 / 1099 Forms Window

Select the W-2 tab or the W2 / 1099 Forms link from the Main Menu to access annual compensation data.
(Example 8) By default, the current year payroll data is displayed.

e Select the Action icon, #  , to view the W2 or 1099 details for the selected year. (Example 9)



Example 8 - Select Year

DASHBOARD

PAYSTUBS

w2

EE INFO

ADDITIONAL INFO

TIMEOFF  SERVICES LOG OUT

& Company: Sales Sample Demeo

& Employee: Amy Smith

W-2 /1099 Forms

Note: W2 data reflects only originally issued W2 information.

It does not reflect any W2C corrected statements.

Example 9 — Sample W2 Form

W2 Annual EE

W-2 2008

-1k -]

Annual EE

Copy B-To Be Filed With Employee's

FEDERAL Tax Return.

38-2000802
CIME Mo, 1545.00028

a Employee’s 50 58¢. NO.

1 Wages, tips. other comp.

2 Fed. income tax withheld

005-32-6585 7444 20 231.91
3 Social securlly Wages 4 Soc. 525, tax withheld
b Employer ID number (EIN) 934200 579.58
852741063 5 Medicare wages and tips B Medicare tax withheld
9343.00 135.55
© Employers name, address, and ZIF code
Bad Bad Leroy Brown's Books
325 Main St
325 Main St
Burlington, VT 05401 BBS?
d Control number 1
& Employee’s name, address, and ZIP code
John  Garfield
1 Prine Street
Burlington, VT 05401
7 Social security fips 8 Alcoated tips @ Advance EIC payment
0.00 0.00
10 Dependent care benefits 11 Monquatfied plans. 12a Code Seeinst for box 12
120 1124.30
13 Statutory employee 14 Other 12b Code
12E 336.00
Retrement plan 12c Code
320.00
Thrd-party sick pay 12d Code
WT | 27275752725 7019.20 31285
15 Statz E r's state [0 no, 16 State wages. fips, efe. 17 _State income fax
18 Local wages, tips. etc. 12 Lecal income tax 20 Locality name

Form W-2 Wage and Tax Statement

This information is being fumished to the Intemal Revenus Senice.

Employee Info Window

Dept o the Treasury ~ IRS

Select the EE Info tab or the Employee Info. link from the Main Menu to access employee demographic data.
(Example 10) By default, the current year payroll data is displayed.

Select the Edit icon,

, to change employee information. (Example 11) and

send an email request to the employee’s manager for approval. In addition, an employee can view or
print the federal and state W-4 forms.

When editing is complete, select the send icon, ‘Submit Changes’ , to email the change request to the

manager or the cancel icon, ‘Cancel Changes’, to cancel the request.

Example 10 - Employee Information
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EEINFO ADDITIONAL INFO  TIME OFF

& Company: Sales Sample Deme & Employee: Amy Smith E-Mail Payroll: &8

Employee Information

Last Name:  Smith
First Mame:  Amy
Middle Initial:  H

Birth Date:  Jun 10, 1970 FEDERAL STATE ]

Address1: 200 Disney Street Marital Status Married Married
Address 2: Dependents 2 3

Gty Anyplace
State:  MA

Zip Code: 01400 Value 50.00 0.00

Override Tax ~ Regular Percent None

Phone:  (617) 555-2345
E-Mail:

croom(@payrightpayroll.com

Salary:  1500.00
Hire Date:  Jun 11, 2008

DIV ~ BRANCH ~ DI
Company~5ales~R & D~
Company~Warehouse~General~




Example 11 - Request Employee Change Window

CHANGE PERSOMNAL INFORMATION

Last Name Fed. Marital Status | Married |Z|

First Name ) Fed. Dependents | 2
Middle Initizl State Marital Status | Married |Z|

Address 1 | 200 Disney Street State Dependents | 3

Address 2 Click on the link below ta View / Print required W-4 form:
Federal W-3
State W-4

City | Anyplace
State | Massachusetts |Z|
Zip Code | 01400

Phone | {617} 555-234

E-Mail | croomi@payrightpayrolls

Cancel Changes Submit Changes

o

All changes are not final until your manager has approved a signed W-4

Paid Time Off Window

Select the Time Off tab or the Paid Time Off link from the Main Menu to view employee time off balance data.
(Example 12)

Example 12 - Paid Time Off Window

W2 EEINFC  ADDITIONAL INFO TIMEOFF SERVICES LOG OUT

‘@ Company: Sales Sample Demo & Employee: Amy Smith E-Mail Payroll: &

Time Cff Requests Histery

REQ.DATE STATUS
1M Pend. Vacation 5al... 2/25/10 272510 2h Om ,f‘ L
7reino Pend Vacaton 5al... 7712710 7r4n0 24h Om | vac &L =
4/25/10 Pend Persanal 2510 2/5/10 4h0m f Tl
4/29/10 Den. \acation Sal_  6/14M10 618110 40h Om

Services Window
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Select the Services tab or the Services link from the Main Menu to change or reset the employee Employee
Portal password. (Example 13)

e Once the employee password has been changed, select the Save button to save changes or navigate
to another tab to cancel the password change.

Example 13 — Change Password Window

‘& Company: Sales Sample Deme & Employes: Amy Smith E-Mail Payroll: &4

CHANGE PASSWORD CHANGE SECURITY QUESTIONS

Change Password

Password Requirements:

Minimum length must not be less than 8 characters
Must contain at least 1 letter

Must contain atleast 1 number

Must contain at least 1 symbol

Password: * |

Confirm Password: *

Change Password

Log out Tab

Select the Log Out tab to close Employee Portal.



