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Evolution Install on your Desktop

1. Go to: http://www.paydayinc.com/
a. Click the “Clients” button at the top of the page
b. Click the “Secure Transfer / Download Files” bullet point
c. Click the “Download Files” option — this link opens
http://www.paydayinc.com/clientdownloads.php

d. Click the “Evolution Install” bullet point
e. Select each of the available hyperlinks

i. Evolution Training Manual

ii. EVORMT.zip

iii. RemoteHelplnstaller.zip

Unique Payroll Solutions s [ Clients | | Employe CPAs
EAVDAlM Payroll Human Resources Health Insurance Ac

Client Downloads

Downloads

P API

¥ Evolution Install

# Evolution Training Manual
o BEvoRMT zip
» RemoteHelplnstallerzip

> EvoQ
» Report Viewer

P Tools

» Click Here for Peace of Mind
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If a File Download box comes up, select Save

Do you want to open or save thiz file?

[l%lh Mame: EvoRMT.zip
Type: Compressed (zipped) Folder, 23.9MEB

From: www.paydayinc.com

T (T

~
Alwayz azk before opening this twpe of file

harm wour computer, If you do not tragt the zource, do not open or

= ; | While filez from the Intermet can be uzeful, zome files can potentially
L,
= zave thiz file, what's the nzk?

Select to save in your Desktop. The File name, and Save as type
will fill in correctly automatically. Select Save

Save in; [iﬁ' Dezktop 2| G e om El'
5 [L3My Documents _JPhone Recordings
{ ."3 f My Computer CReports
by Recent & My Nebwork Places C5aas
Documents || ) Calendar's )scanned doc.'s

J Draily Training Quizzes [ 5kit

[_Jdocuments [Chwca

[_Faith EL& My Cormputer

[_JFun Group ﬂﬁhnrtcut ko Sys on ‘Paydaynebware' (F)

Y [hierry inkerview
-"/ ﬁ\- misC

ty Documents

| Met Clock,
[_JMew Hire Forms
| g €))Pay Day Handbook
f_‘!_r I ZhPayrall Source 05
by Computer
‘ ) File: narme: |EvoRMT M
- : e : ]
PR awe az fype: Compressed [zipped] Faolder e

The file will download. When it is complete you will see a folder like the one below on your desktop.

' ]
Double Click on the folder Double Click on the EVORMT
on your desktop. ewopmt  lcon that is in the folder.

EvaRMT
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The File Download — Security Warning box will come up. Select Run

The Evolution Software Install will run

Ieavmg you with an Evolution lcon on your The publizher could not be venfied. Are pou sure you want to

desk top. run thiz zoftware?
4 Mame: EvwoRMT.msi
You will double click on the Evolution Icon Publisher  Unknown Publisher
to access Evolution. The login screen will Type: Windows Installer Package 8
come up when you do this.
) B Cancel
lJ

7

e Thiz file does naot have a walid digital signature that verifies itz
@ publisher. au zhould anly run zoftware fram publizhers wou st

eVO '.U tl O n Your username and password will be

provided to you by Pay Day.

Login Id The Server ID will be populated with

—“evolution.paydayinc.com”

Password

Server volution, paydayinc. com The connection type is your internet
=~ connection — typically T1 (this will default)

Compression |NONE

e Ty — If you click the Settings button, you will find
the port used for communication (default is

P— port 443); this port setting is relevant to

Repeat the above instructions for the Evolution Help Installer
(RemoteHelplinstaller.zip)
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Print Key — Evolution v4.0 Print Screen

1. Print Key is an excellent add-on. It is activated when you press the Print Screen Key and
allows you to capture the entire screen or any portion of it. You can then make changes to the
screen capture and save in a variety of formats including .gif, .omp, .jpeg, .emf and .wmf. You
can also swap colors, convert to grayscale or black and white, change picture size and send to
the printer.

2. Below are instructions on how to install “Print Key” on your desktop in order to print selected
screens directly to your printer.

3. Go to http://www.paydayinc.com/ .

a. Click the “Clients” button at the top of the page

b. Click the “Secure Transfer / Download Files” bullet point

c. Click the “Download Files” option — this link opens
http://www.paydayinc.com/clientdownloads.php

d. Click the “Tools” bullet point

e. Click the “Print Screen” bullet point

f. Select the available hyperlink, “PrintKey5.exe”

DMC Payroll Human Resources  Health Insurance

[ Client Downloads i

Downloads

P API

P Evolution Install
P EvoQ

» Report Viewer

Tools

P Aloha
P Intercept

Print Screen

¢ Printkeys.exe
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Your Username and Password

Username

Password

Evolution Password Requirements

1. Evolution has an improved security feature that has been added since the upgrade to the
latest version in Sept. 2010
2. Passwords that are created for Evolution must now meet the below requirements. You must
have at least 3 of the 4 below options in your password.
a. Lowercase letters: a, b, c...z
b. Uppercase letters: A, B, C...Z
c. Numbers: 0,1, 2...9
d. Specialcharacters: ' @# % & *()_-=+{}[]1|\:;"’<,>
i. The $ (dollar Sign) is Not included in the special characters
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Payday Contact List

Main number 505-255-5433 5011 Indian School Rd. NE Albuquerque, NM 87110
Fax number 505-962-2758 Secondary Fax 505-213-0177 after hrs 505-260-7627
Extension Email
Operations
e Client Service Manager
o Liz Mink, CPP x327 liz@paydayinc.com
o Platinum Service Team
= Cindi Pohl — Team Lead x310 cindi@paydayinc.com
e Donna Sellers, CPP x309 donna@paydayinc.com
o Client Service Supervisor
= Myra Armstrong x322 myra@paydayinc.com
= Customer Service Representatives (CSR)
e Sherry Clees x326 sherry@paydayinc.com
e Dolores Griego x369 dolores@paydayinc.com
e Dena Parmeter x307 dena@paydayinc.com
e Sarah Ruiz x364 sarah@paydayinc.com
e Michelle Sena x333 michelle@paydayinc.com
e Mandy Vialpando x367 mandy@paydayinc.com
e April Wiebenga x315 april@paydayinc.com
= Payroll Checks/ Reports Packaging
e Monique Archuleta x350 monique@paydayinc.com
e Janice Lujan x328 janice@paydayinc.com
= Couriers

e Julio Deleon
e Juan Vialpando
= 401(k) Benefits Reporting

e Becky Hoover x303 becky@paydayinc.com
e Receptionist
o Lina Alvarez x301 lina@paydayinc.com
= Back-up
e Becky Hoover x303 becky@paydayinc.com
o Kathy Wagy x363 kathy@paydayinc.com
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Main number 505-255-5433 5011 Indian School Rd. NE Albuquerque, NM 87110
Fax number 505-962-2758 Secondary Fax 505-213-0177 after hrs 505-260-7627

Extension

Tax/ Accounting
e Finance Manager

o Leanne Rich, CPP x320 leanne@paydayinc.com
= Tax
e Elvira Romero x336 elvira@paydayinc.com
o Kathy Wagy x363 kathy@paydayinc.com
= Accounting Department
¢ Natalia Beinenson x324 natalia@paydayinc.com
e Mireya Bejarano x313 mireya@paydayinc.com

Implementation
e Business Development Manager

o Russ Loidolt x354 russ@paydayinc.com
= Customer Service Coordinators
e Esther Vialpando x329 esther@paydayinc.com
e Jerry Galindro x330 jerry@paydayinc.com
Benefit Offerings benefits@paydayinc.com
o Paula Sherwood x331 paula@paydayinc.com
o Tana Trujillo x323 tana@paydayinc.com
o Tiffany Haworth x353 tiffany@paydayinc.com
o Delphina Inez x359 delphina@paydayinc.com
Owners
o Andy Siegel x311 asiegel@swcp.com
= Administrative Assistant
e Pat Peterman x321 pat@paydayinc.com
o Sylvana Siegel x304 sylvana@paydayinc.com
= Project Coordinator
e Maria Romero x332 maria@paydayinc.com

PAYDAY. .
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Client Control Considerations

1. Ensuring that only authorized and properly trained personnel are allowed
logical access to Payday, Inc. systems, fax input worksheets and coversheets.

2. Establishing proper controls over the use of user ids and passwords that are
used to access and enter payroll information on Evolution.

3. Review of the annually prepared payroll processing schedule and notifying
Payday, Inc. of any changes in a timely manner.

4. The preparation of worksheets, faxes and control totals that are sent to
Payday, Inc..

5. Notifying Payday, Inc. of changes in the authorized contacts list.

6. Accuracy of the data entry when using remote client entry in Evolution.

7. Reviewing the Pre-Processing Payroll Register report before submitting on a
timely basis to ensure that all payroll information has been recorded completely
and accurately.

8. Reviewing the reports produced by Payday, Inc. after initial account set-up.
This is to ensure that employee-level and company-level information has been
initially recorded completely and accurately.

9. Review of error messages that result from entering payroll data, addressing
errors and resolution in a timely manner.

10. Submitting payroll data in accordance with the mutually agreed upon schedule.

11. The completeness and accuracy of client-specified deductions.

12. Submitting client-specific deduction changes to Payday, Inc. in a timely
manner.

13. Establishing procedures to notify Payday, Inc. if employees report problems
with checks.

14. Signing upon receipt of payroll reports, checks and vouchers.

15. Receiving and distributing checks.

16. Reconciling bank accounts used for payroll processing on a timely basis each
month.

17. Retention of payroll reports and supporting documentation for the appropriate
length of time to comply with all federal, state and local compliance agencies.

18. Submitting all relevant correspondence with tax agencies to Payday, Inc.

promptly.

DAYDAY. p)
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Downloading RWA Viewer from Payday Inc. Website

1. All reports will be sent electronically as an rwa file. This is a secure file that is created when
your payroll is being processed. To open this file you will need to have preview.exe installed
on your computer.
Create a new Folder on your desktop: “Reports”
Open an internet browser and navigate to http://www.paydayinc.com/

a. Click the “Clients” button at the top of the page

b. Click the “Secure Transfer / Download Files” bullet point

c. Click the “Download Files” option — this link opens

http://www.paydayinc.com/clientdownloads.php
d. Click the “Report Viewer” bullet point
e. Select each of the available hyperlinks

w N

DA'INC) Payroll Human Resources Health Insurance

| Client Downloads

Downloads

P API
P Evolution Install
P EvoQ

Report Viewer

+ Evolution Report Viewer pdf
s [SRWPreview.zip

P Tools

s

The File Download — Security Warning window will come up. Select Save; save it to the

Reports folder

The “isRWPreview.exe” program is in the “isRWPreview.zip” compressed folder

Double-click the “isRWPreview.zip” folder to see the contents

Once the compressed folder is open, right-click on the “isRWPreview.exe” programe

Select Copy

. Close the folder window

10.Right-click in the Reports folder; select Paste

11.Double-click the isRWPreview.exe program to open it up and allow Windows to set the file
associations; once open, you may click the “X” to close it

12.When you receive your report you will want to save them to the Reports Folder.

13. Double-clicking the Report .rwa file will open the Preview.exe and the report(s)

©ooNOoOO
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Navigating
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Top Navigational Bar Tabs

Select the Header Column to put
the information in order by the
column Vu select

<] Prior ‘ Newt [ |
58 ] EE Entl_l,J] Details] Addresﬁ\-‘? ] Federal] Motes 1 HF ] Documents]

|458 - | |Glover Jozeph - |

TMpar J E'j Oper Filkered By DIB;"DJT;"F’G‘ E.'j Open Filtered By EEtt,SSN,NameJ r

Evolution 1£.U _“ l\ |
iSystems : :
i R-31. | %45
3 SE Admin = = -
| Last: Glowver Client  AB2005 Donna's Trainifg 1 Simple @
First.  Joseph EE#: Company AB 2005 Donna's Trapting 1 Simple

= &
emoved EEs % Send E-mail

/

3 umber e |Name IStatus s 3 EE Code ~ [Last Name ‘First M ame IMIISSN IStatus 2%
4B ABC Test Company Inactive » Glower Jozeph 333-44-4444 Active
_|ABO0Z AR Test Company I Seazonal & | 1002 Ortega Roberto S |100-00-0002 Active
| Ak002 S annple Client Inactive 24 1003 Clark. b amy J 100-00-0003 Active
_|ABO0Z azic Copy Seas b 1004 Franklin Alberta k. | 100-00-0004 Active

_|AB0O EvaS . Ve | 1005 Rodriguez Alonzo J100-00-0005 Active =

_|AB1005 Pay The ? will onald || 1006 Smith Lonnie T [100-00-0006 | Active
AB107Tk Origi : onal & 1008 WwWallace Tereza k4 | 100-00-0008 Active
,- 0S Do _brlng Up a e | 1009 Lopez Jane J 1 333-44-5555 Apctive
The _|#B2m pon  filter screen [ i 1010, Austin Jane P 123223333 | Active
_|aB202s prH  which allows e B 1011 Rics Anns R [GE555BE66  Active
Browse | TJeus Meslt you to filter the e ] 1013 Farve Brett BE5E5E555  Active
Tab W|” _[4BZ204 Bill's information ive | 1014 weasley Ginny 354-17-1351 Active
_|AB205 Des X ive | 1015 ellow Sicratch Pad 500-00-0001 Active
always | aB207 Jem|{ YOU are seeing I 1016 Training Sample 100100123 Active
be _|AB207B Jery = | 1018 Hagen Taom 100-00-0012 Active
| [THABOTH# FPapday TH Active | 1021 Goober Funny 111-00-3541 Active
where il 1022 Montoya Pedio 123451234 Active
1023 Brazzi Luca 111-25-4567 Active
you r’_ S 1024 Patterson James 987-E6-5430 Active
“list” is. B 1025, Summer Shiley E7B-336540 Actve
=] | 1026 Sawyer Tom 999-44-4444 Active
| 1027 Hemingway Ernest 123-45-6788 Active
| 10239 Foe Edgar &llen 322-25-6544 Active
| 030 Shakespears William 459-56-0044 Active
| 1 Ronald 5E5-85-793 Active
| Harry R25-73-8693 Active
4 Loiz 565-45-3571 Active
b Luna 525-73-6390 Active

|| | Padme J0E-52-4326  Active w

£ > £ |

has subfolders run reports, set-up reports, etc.

f& Employes
@ Fayrall

Run Reports

wew Mizc

et up Reparts
#d Hoc Reparts

¥ Page 14 of 117
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¢~ Faffer records to view

Enter text to use to filter records.

Field names Filter

EE Code |

Last Name

First Mame

Ml

S5M

Status ACTIVE
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2. Tabs are located along the top of the screen. You can access further information within each
tab by selecting each tab.

Browsze IEE Entr_l,l] Detail3| .-'-‘-.ddre&s] W ] Federal Ta:-:] MNaotes ] HR ]

3. The Top Navigational Bar helps you navigate and perform actions within Evolution.

(4 - .
Back to previously viewed window Forward to next viewed window (The
drop box arrow will allow you to select from the last few places you have been.)

C 2 - C "
"= First Record = Prior Record . Next Record == Last Record
F
Create a record Delete a record
=]
View field audit history Refresh data
Post Changes Cancel Changes

Commit data changes to database on server J Abort Changes

PAYDAY. .
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Changes
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Entering a Change to Employee Information
On the Employee/ Employee/ EE Entry Screen

1. To Enter a change to employee information you will need to select the Employee Button.

2. Select the Employee Sub Folder | § Employes

Employes ]

i1 HR Mod: Emploves Quick Enkry

3. Select the Employee that you need to make a change on from the Browse Area

[1002 - | |F'|:-tter Hary S - | <] Prior | Mest [= |

Browse l HE Entr_l,l] Details] .-'-‘-.ddress] i ] Federal] M aotes ] HFR ] Du:u:uments]

4. Selectthe EE Entry Tab  ['202 _<|[PatterHaryS
Browsk l EE Entr_l.l] Eetails] Addres:

5. Select the Information that needs to be changed
6. Enter the change to the information

7. Select the Green Check Mark J
8. Select the Yellow Sun. .

**Note** Changes that need to be made in other areas of Evolution are basically the same. Select
the information that needs to be updated. Make the change... Save.

Notes:

PAYDAY. S,
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wn =

7
8.

. Click the Create New Record

Creating a New Employee

Select Employee on the side bar. Select Employee from the Subfolder that appears.

Open the Company you want to add a new employee to.

This action opens the company and displays its employees in the employees list. (EE list is
in the Browse Tab)

27 | button on the upper tool bar to create a new record for
the new employee

A new employee will be created and it will be displayed in the EE Entry tab.

Once this has occurred, you can begin to key information about the employee. All the fields
highlighted in dark red must be entered-This information is sufficient enough to create the
new employee and pay him or her.

. SSN is required to be entered first.

Starting at the upper left of your page use your Tab Key on your Keyboard to enter all of

[456

vl <7 Prior | Mext [= |

- ||Glover Jozeph

Browsze EE Enty ] Details] Address] W2 ] Federal] Motes ] HFR ] Documents]

the employee’s information.
L Notes:

Always key 55M first
SSH |333-44-4444

EE Code 456

Last Hame |Glover
First Hame |Jozeph Ml |_
Address 1 [123 Clover Lane

Address 2 |

City |Somewhere State ,3_

Zip Code |58003 Eounty |

Frimary Phone | |

[ |

Ethnicity |Not Applicable
Date of Birth (4/21/2010  «

Gender [N/ =D

Divigion |

Branch |

|
|
Department | |
|

Team |

Current Hire Date Original Hire Date

Federal Marital Status

[gs2172m0 | | | || # Single " Married
Current Term. Date Rehire DK Federal Dependents
- Ves hd 2
Current Status Code
|A-:tive j
Pay Frequency Standard Hours | State
| | =
Salary Srmount  Average Hours S0
|0.00
Rate MNumber Hate Amount sul
| 1 £.50 MM -
Combined Pozition State Marital Status  State Dep
Position |5 ﬂ |
| j Healthcare Coverage
Fap Grade | J
| j Reciprocal Method
Default W C  Description State |T°"‘?e Nane ﬂ
| j | ,— Reciprocal State
i
Deefault Job =] 4 oo
| =l

9. When entering the employee’s Division, Branch, Department, or Team you must select the
DBDT button. This will allow you to select the DBDT

10. If the employee that you are entering is salaried you
will enter the salary based on the Pay Frequency. This is
what they will actually be paid on their check per pay
period (not the employee’s annual salary). You will leave
the Rate Number as 1 and the Rate Amount as 0.00. If
they employee’s is hourly you will enter the employee’s
pay rate in the Rate Amount. You will leave the Rate

Gender |h-1 ale

-(& ven)

Divvizion |

Branch |

Departrment |

Team |

TR :.;:-D AYC )

number as 1.
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Pay Frequency

|Bitweekly ~|

Salany Amount Awerage Hours
| 150000  |0.00

HRate Number Standard Hours
| o

Rate Amount Pay Grade

oce | =l

12.Remember to save changes by selecting the green check ﬂ and yellow sun

Note: if you want the salary to auto populate with hours in the payroll area
you will enter the hours in the Standard Hours Box.

11.  More information about the employee can be added by using the
following tabs:

Details tab

Address tab

W2 tab

Federal Tax tab

Notes tab

HR tab

when applicable on the toolbar!

Notes:

PAYDAY.
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Entering your Employee’s
Using Employee Quick Entry

1. Select the Employee Button Ty Emplayee
2. Select the Employee Quick Entry Subfolder Employee Quick Entry
3. Select the Employee Quick Entry Tab A ——
Browse| EE Duick Enty | 2 Payol f;‘:::
4. Select the Green Plus Sign at the top of the page. _El — scheduled E/Ds
(s ¢ Opera Tirne OFF Accrual

LD

5. Enter the employee’s information

@ Tax e Shifts
a. All required information is Bolded in Red —

Auto Labor Distribukion

6. To save the employee select the Green Check Mark. sl poriion Fund spits
7. Then select the Yellow Sun. J Fiere Work
s Additional info

Notes:

PAYDAY.
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Terminating an Existing Employee

Note: When terminating an employee you should consider if the employee needs to be paid again
before actually terminating the employee in the system. The system creates checks in the Batch area
based on the employee’s that are active in the system. If you terminate the employee before running
your payroll, and you still need to pay this employee you will have to manually create a check to pay
this person.
1. Select Employee on the side bar. Select Employee from the Task List items that appear.
2. Open the Company you want to add a new employee to.
3. This action opens the company and displays its employees in the employees list. (Browse
Tab)
4. From the list of employee’s select the employee that needs to be terminated. (You can
either double click on the employee’s name or select the employee and then the EE Entry
Tab to enter the employee’s information.)
5. Enter the termination date, and change the status to one of the available status listings. As
well as if the employee can be rehired.
6. Any status that is not active will cause the employee to not automatically come into the
payroll when auto creating checks.
=l &

v| <] Erior | Mext [= |

1042 = ||Feet Happy Remove Emplopes |

Notes:

Brows= EE Entry lDetaiIs] Address] W2 I Federal] Motes ] HR I Documents]

Always key SS5N First

SSN |215-25-2645
EE Code 1042

Cumrent Hire Date Original Hire Duate

[4/25/2007 =] | |

Current Term. Date Rehire OK

Federal Marital Status
* Single " Married

Federal Dependents

Last Hame |Feet E/1/2010 &2 Tes r a
. Current Status Code
First Hame |Happy Ll |— |Terminated j
Address 1 |‘IDD Feet Feel Good Rd.
Address 2 | Pay Frequency Standard Hours | State
|Eitweekly || | =]
City |Maving State ,W Salary &mount  Awerage Hours S0
Zip Code (87124 Caunty 0.00
. Rate Number Rate Amount SUl
Frimamy Phone | | | . | o o
Ethnicity |N0t Applicable j | Carnbited Position State Marital Status  State Dep
Date of Birth - Pozition |5 j | 0
Gender |MAA - g D/BDAT | j Healthcare Coverage
Divisi | | Pay Grade | J
iwigion
| ﬂ Reciprocal Method
Branch
| | Default wC  Description State |Tak_e Mane =l
Department | | | j | ,— Reciprocal State -
Team | | Default Job :" :ki Locals
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Rehiring an Employee

If you start entering a new employee, and the system auto populates the Employee’s information, this
employee is already in the system. You should select the red ¥ Now you should go through
the steps to rehire the employee.

1. Select the Employee Button, then the Employee Subfolder
2. Select the filter beside the employee list || clear list so that you are seeing all employee’s

= - [5]x]
Enter text to use to filter records. N OteS :

Field names Filter

EE Code

Last Name

First Marme:

Ml
55N

Status

S Clearal | [~ Mot [~ ExactMatch Ok % Cancel

3. Select the employee that you want to rehire (either double click on the employee’s name or
select the employee and then click on the EE Entry Tab)

4. Change the Current Hire Date to reflect the new hire date. Change the Original Hire Date to
reflect the hire date that was this person’s original hire date. Change the status to Active

Lazt: Smith S5M: 100-00-0006 Client AB2005 Donna's Training 1 Simple
First:  Lonnie EEH: 1006 Company AB2005S Donna's Training 1 Simple

1006 ~|[Smith Lonnia T | < Brior ‘ Newt [> | E@

Browse  EE Enty lDetai\s] Address] W2 1 Federal] Mates 1 HR ] Dncuments]

Always key SSN first Current Hire Date Original Hire Date Federal Marital Status
SRR 100+10-0006 [irz02008 +| [esoor +] || @ Singe " Married
EE Code ’W Current Term. Date  Rehire OK Federal Dependents
Last Name |Smith B/28/2008 v | |[Tes :" 3
First Name ’Lonniei Ml |T— r:;i'::l glatusitode j
Address 1 4589 Eubank
S et e—t tate
Addrass 2 | [BFweekly = oo | =]
City |Albuguergue State 'W Salary Amount  Awerage Hours 5DI
Zip Code |3?115 County | 354890 0.ao
. Rate Mumb Rate A k sul
Primary Prw-ne |505-345-7867 [ I 0 T —
Ethnicity |\'\"'h‘lE ﬂ | Beriisfied sl State Marital Status  State Dep
Date of Birth |5/2/1949 - Pasition |M j | il
Gender ,_‘ E D/B/DAT | j Healthcare Coverage
L Pay Grade J
Divisian | | :
| j Reciprocal Method
Branch | | Default wC  Description State |Tal§e None j
Departrnett | | ’—_l' ’7 ’— Reciprocal State
4l
Team | | Drefault Job ~ M
| El
5. Depending on your company you may have other areas that will need to be updated.
a. Address
b. Pay-rate
c. Scheduled E/D’s
d. Direct Deposit
e. Etc.

PAYDAY. o
\) Evolution Training Manual V. 6 AW
g1 4 Page 22 of 117




Details Tab

1. The Details Tab in Evolution is located in the Employee Button Employee Subfolder. This area
holds extra information about the employee.

2. Payday sends the New Hire Report for most of our Clients unless specifically asked to not
perform this service. You can see the status of the New Hire report in the upper left hand
corner of the Details Tab.

3. Keep track Last: Austin S5M: 123-22-3333 Company: Donna's Training 1 Simple
First:  Jane EEH: 1010 Murmber:  AB2005#
of your
emplpyee S [1010 +|[2ustinJane P ~| <] Erior | Hest = | 2
Position. The D otal _—
Effective Date Ernwse] EE Ent etalls l ddress] W2 ] FederaITaH] Motes ] HR ] Documents
of thlat Hew Hire Heport Sent Labor Distribution Options @ —
emp_oye_e |Eu:um|:u|eteu:| ﬂ |Distri|:uute Both j 4[ )
starting in that FLSA Exempt Tipped Direct
Position. Also T Auta Labar Digtribution E/D Group ™ Yes >t
. v M -
keep track of if ~ Nzt Applicable | J Ignore FICA on Cleanup Payroll
E:e emplgyee S Time Clock Murnber Pay Group £ Yes * Mo
osition Status. | | ﬂ Combine Returns On Thiz EE
Pazition . * “Yez " Mo
|B kk J Drelivery
ookkeeper -
N _ | ﬂ Generate Second Check
Position E ffective Date Group Term Policy Amout 7 “es * Mo
1043072008 | |
Deductions To Take First
Poszition Status GTL Hours GTL Rate |Ehi||:| Support, Gamishment j
Full Ti -
| W e J | | Second Check Template
Highly Compensated OnCalFrom  OnCall To | -l
" Yes * Mo | j | j
EE Scheduled ED': |
Corparate Officer G/ Tag
" Yes * Mo | Apply for Mew Poszition |

4. To build the list that is available in the drop down box under Position right click over the
position column. Select the Edit Lookup Table from the box.

Notes:

PAYDAY. o
Q Evolution Training Manual V. 6 AW
3’ Page 23 of 117




Poszition

Delive

>l r—— 5. This will direct you to the area in Evolution where you can

Posiion Effective D T build the list available in this droo down box.
[Mo/ao/zo0e e 6. By selecting the Green Plus Sign at the top of the screen
Position Status | Cut . you can add a Description. Enter the Description at the
FulTme | Copy ~ bottom of the page. Save by selecting the Green Check
Mark and then the Yellow Sun. When done entering the
Highly Compensate  Delete A Descriptions that you would like to have available hit the
® i f back arrow button at the top of the screen to have Evolution
= navigate you back to the Employee/Employee/Details Tab.
Notes:

< % ) P o5 @-; g @
it AB2005# Donna': Training 1 Simple

Company AB2005# Donna®s Training 1 Simple

Browsze Dretails l

4-a

Drezcription - |

L Bookkeeper
| Outside Sales Reprasentative
| | Test

Description |Bookkesper

PAYDAY. .
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7. The YTD Button allows you to pull the employee’s Year To Date information. By clicking on
the YTD Button @ 70 F3) Evolution will pull the employee’s information.

f x|
f ¢ ||
3 Description = |H0urs |.-’-\m0unt i 3 Deszcription = |H0urs |.t‘-\m0unt - 3 Description Arnount ‘ A%

L Regular E amings 100 L Met Pay 91.58 L ER FUI 0.aa
| |TestMemo 1a _|ER Medicare 1.60
_|ER DASDI .82
| Medicare 1.60
_|MM-SUI 220
| DASDI .82
Earnings Deductions Taxes
0 110
< » 0 NEE 19.92 w

o

8. Shd-rtcut Keys allow you to jump to a specific area of Evolution. The Details Tab has two
shortcut keys.

EE Scheduled ED's ) ) .
a. This shortcut key will allow you to jump to the

Employees Scheduled E/D’s area of Evolution.

b. gl e e Pesian This shortcut key will allow you to access the

Employee HR area where you can document an existing employee applying for a
new position. (This is only possibly if you have the HR Module)

Notes:
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1. In the Address Tab the required Red Bold areas default with what is entered in the EE

Entry Tab.

Address Tab

2. The Alternate Address area allows you to keep more than one address in the system.
3. This area also allows space for extra phone numbers
e - &l - Tz W
Last: Austin S5M: 123-22-3333 Company: Donna'z Traiming 1 Simpl
First:  Jane EEH: Mumber:  ABZ2005#
010~ |[austin Jane P »| <] Prior | Nest [ |

Bru:uwse] EE Entr_l,l] DetaiIE ] FederaITaH] Motes ] HF ] Documents

Standard Address --
[For Mailing 'w2"s]

Address 1 |555 Meadow Lt

Alternate Address --
[For Mailing Payroll Checks)

|8412 Pink. Car Dr Ny

Cointry f« Yez{ Mo ¢ Yez { Mo

Addreszs 2 | |
City |.-’-'-.Ihuquerque |.-’-'-.Ihuquerque
State [np IW
Zip Code IW IW
County
Prirmary Phone | | | |
Secondary Phone | | | |
Tertiary Phone | | | |
Bzl | Self Serve
YiF Pazzword | Enabled Print YWoucher
|

Izer Mame |

Pazzward |

4. Employee’s that are having their vouchers emailed to them must have Direct Deposit that is
not in pre-note on their account.

a. Enter the employee’s email address (this is where the voucher will be emailed) enter
the VMR Password (this will be what the employee must enter to be able to view the
check voucher ~ this is usually the last four digits of the employee’s social)

b. Make sure that you let your CSR know that you set up an employee to receive their
check through email. The CSR has a final step that they must do to make this
process work properly.

c. Note!l! If an employee needs to receive a paper check you will need to notify
your CSR so that they can make a change in Evolution so that this will
happen.

5. If you are using our Self Serve service you will enter the employee’s User Name and
Password in the Self Serve box.
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W-2 Tab

1. The W-2 Tab allows you to control information for the W-2. This area is used mostly to
control if you are paying 1099 employees through Evolution.

Social Security Number Annual Form Type
123121234 11039 |
Treat az EIM or 55N Deceazed
" EIM f+ S5H " Yes i+ Mo
1099 or Employee Statutory Employee
f+ 1093 -2 " Yes i+ Mo

a. If paying a 1099 employee through Evolution you must change the form type to 1099
instead of W-2. You must also change the 1099 or Employee box to show 1099.

b. It also important to check the Employee/Scheduled E/D area on 1099’s to make sure
that there is no Worker's Comp codes on the employee. (Note: this only affects NM
employers)

c. 1099 employees should only be paid under a code that is specific to 1099
employees. If you are paying 1099 employees through Evolution you will need to
have a special Earnings Code set up to pay them under in the payroll.

2. The other area used in the W-2 area is the First Name, Middle Name, Last Name, and
Name Suffix. These Columns allow you to override what will show on the W-2. Normally
the system takes the information from the Employee/EE Entry area, but when these
columns are filled out the system will use what is enter here over what is in the
Employee/EE Entry area.

First Mame Notes

|F|a_l,lmu:unu:|

kiddle Mame

|J ahin

Last Mame

|D|:-e

PAYDAY. o
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Federal Tax Tab

1. To take additional Federal taxes on an employee who has designated to do so, on their W-
4 you will need to go to the Federal Tax Tab in the Employee/Employee area of Evolution.

= Evolution 9.0.20.8 [192.128.100.70] - Employee - Employee

& iystemns | | Tk P s OO B

5B Adrmin

[:; Lazt: Shortyl SSH: 486-78-9012 Company: ABC Test Company

[’j& Adrnin First:  Alex EE#: 40 Mumber:  ABODT

15 Finance [40 ~ | [Shoryl Alex »| <] Prior Ve

i} 5/B Repart I - l
1.:; i Browse] EE Entr_l,l] Details] Address] wiz|  Federal Tax IN tes ] HF ] Documents | Mail Foom
22 Bursau

Use Effective Dates to Change Tax Statuses

€ Clent

. : EE Federal

Z|. Override Fed Tax Type

L) BEoem i CE & Block £ Includ
|Add|t|onal.&mount ﬂ rempt ocl nclude

ﬁ}q Employes

i

@ A Paroll EE DASDI Exempt

- Overmide Fed Tax Walue £ es & Mo
# Payol | 25,00
E_| Beports EE Medicare Exempt

EIC

@ Operations |N0ne ﬂ " Yes + Mo
2| Tax epots ER DASDI Exempt
w0 Misc FUI Rate Credit Overide £ es & No

ER Medicare Exempt
™ Yes * Mo

ER FUI Exempt
" Mes &+ Mo

2. Once in this tab you will need to change the Override Fed Tax Type. You will then put in
the amount or percentage in the Override Fed Tax Value.

3. Available options in the Override Fed Tax Type drop box and what they mean:

None ~ no additional taxes will be taken

= Regular Amount ~ this will tell the system that this is the only taxes to
u ?EllldE FEd T b T_',IPE be taken for federal. This will override the employee withholding status
on the EE Entry Tab
Regular Percent ~ this will tell the system to only take this percentage

&dditional Amoun -

N for the Federal Taxes. This will override the employee withholding status
ane on the EE Entry Tab.
Reqgular Aot Additional Amount ~ this will take the amount entered as well as what

the system calculates the EE’s withholding to be based on their
withholding status.

Reqular Percent

E.I':'I.I:lljitil:ll"lufll ||'l'|.r|'||:||_4r|t Additional Percent ~ this will take this percentage as well as what the
Additional Percent :%/:ttsz calculates the EE’s withholding to be based on the withholding

4. If you have an employee who enters Exempt on the W-4 you will need to contact your CSR
to have them set this up on your Employee.

AY.. . -
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Notes Tab

1. The notes area in the Employee/ Employee/ Notes Tab: will allow you to keep notes on your
employee’s.
a. The Payroll Notes will show in the payroll as a reminder of something that needs to be
done for this employee in the payroll.
b. The General Notes gives you a place to keep notes on this employee. These notes will
only show in this area.

[1003  +|[Clark Mary J ~| <] Prior | Mext [ | E )
Bn:uwse] EE Entry] Details] .t'-‘l.ddress] W2 ] FederaITFl ] Ducuments] _
Fayroll Hotes

Enter nates that pou want to zee in the Pagroll Area af Evolution. Ay notes entered in thiz arga will highlight the emplayee in the
Payrall Batch Quick Entry Area. ou can double click an the emplayes bo view the nate that pau enter in this area.

General Motes

Mates entered in this area will only show here.

Notes:
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HR Tab

Lazt: Potter S5M: 525-79-8693 Company: Donna's Training 1 Simple
First:  Harrp EEH: 1032 Murber.  AB200S5
|1032 - ||F'0tter Harry v| <] Friar ‘ Mext [ ‘ @ @
Erawse] EE Entr_l,l] Details] .-’-‘n.dl:lless] W ] FederaITa:-:] Maotes] HR ] Dcuments]
| Recruiter Perfarmanice Rating Citizenzhip
= Load
i ds. |Alhus Ciumbeldore j |Eﬂcellent j |
Referal Review Date Mext Review Date
|Hermione Granger | PAsms +| o Aszoin v
Automobile Yeteran
Refiable vehicle ™ Yes f* Mot Applicable
+ Yes " Ma " No
Drivers License Mumber D /L E xpiration Discharge Date -
| j Yietnam Veteran
Inzurance Carrier (" es fe Mot Applicable
" Mo
Badge ID | Disabled Vet
) izabled Yeteran
123456 Insurance Policy Mumber e & NotApplicable
| ™ Mo
Securty Clearance Erelfem Essafaliiarn -
Hidh ilatin Military Reserve
Hig - I Yes % Not Applicable
Supervisor " Mo
|'W'iebenga ﬂ Smoker WISA
EEQ Code " Yes Y154 Humber WISA Type E=piration D ate
|2 Professional j * Mo | |None ﬂ | ﬂ

1. The HR Tab allows you to keep basic HR information on your employee.

2. You can load a picture

a. The picture must be a bitmap format that does not exceed 50 KB
b. Select the Load button and navigate to where the picture is located on your computer or

server.

3. The other areas on this tab that have drop boxes are customizable

Right clicking in the box that you would like to customize.

Select Edit Look-up Table

This takes you to the area of Evolution that you can build the list for this box.

Once you have built your list using the plus sign to add more than one entry hit the back
button to get back to the Employee/ Employee/ HR Tab

e. The list you just built should now be available.

Qo oo

Notes:
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Tracking Workers Comp in Evolution

1. There are two ways that Evolution allows tracking of Workers Comp.
a. The first option is from the Employee/ Employee/ EE Entry Tab.
b. Tracking can be done from the drop down box Default WC.

Pay Frequency

(EBiwieekly -]
Salary Amount  Average Hours
| 0,00

Rate Humber Standard Hours
| 2 |

Rate Amount Pay Grade
| 1600 |Techrical |

Default W C  Description State
ESE |
Default Jab

| =l

c. The second option is for the workers comp code to be attach to a DBDT. This would
allow that when you select an employee’s home department in the Employee/Employee/
EE Entry area that the Default WC would be selected based on the home department

that was selected.
Gender |Male ~] & omonl

Dhisiizion | |

Branch |

|
Department | |
|

Team |

2. Workers Comp can also be changed on the check lines of a payroll. This allows tracking if an
employee works in different jobs that need to be coded under different workers comp codes.

Notes:
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Life Insurance over $50K

1. Group Term Life Insurance can be tracked in the Evolution System so that it does not need to
be entered in all at the end of the year.

2. To enter this is you will need to have Payday set up a code in the system. This code will need
to be set up in the Scheduled E/D’s area so that it will come into the check.

3. You will also need to make sure that the employee’s Date of Birth is entered correctly in the
Employee/ Employee/ EE Entry Tab.

Browse EE Enty l Details] .ﬁ.ddressl W ] Feder.
Always key 55N first
SSN [123-121234

EE Code 10

Last Mame |D|:ue

First Mame |J|:|hr'| I |_
Address 1 |123 Main 5t
Address 2 |2
City |.ﬁ.lbuquerque State IW

Zip Code |15335 County

Primary Phone |505-325-2584 |
Ethnicity |white =

Date of Bitth |12/4/13969

In the Details Tab you will enter the Group Term Life Poli

p Details l.-’-‘-.ddress] w2 | Federal Tax | Notes |HR | D

eport Sent Labor Distribution Dptions
~|  |Distribute Bath |
mpt
Auto Labor Distribution EAD Group
_ |.-’-'-.ut|:| Labor j
licable
umber Fay Group
|Live Checks j
J Dreliveny
— =l
tive Date Group Term Policy Amount
[~ | 150,000.00
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Employee/ Pay rate Info

1. The Employee Pay rate area of Evolution allows you to update and maintain your
employee’s pay information.

Bronz: [retails

B

Salary Armount Standard Hours Future Raize Date Future Raize R ate Auto update rates
0.00 | = |  Ves
Annualized S alary Pay Frequency Future Raize Amount  Future Pay Frequency
[Biweskly = | fw/eekly = | 2"
Average Hours Calculated Annual Salary Future Raize % YWorkers Comp % age Limit
n.oo 000
3 Fiate Mu.. = |Hate Amaunt £
|
w
Divizion Team Pay Grade
| | & | =]
Branch Jobs Mumber Primary Rate Hate Humber
- 1
| | J v Yes
Department WC Code YWorkers Comp State Hate Amount
| —l (o [ tem

2. For employee’s that are hourly the rate entered in the Employee/ EE Entry area of
Evolution will default into this area as the Primary Rate. To update the hourly rate you
would change the rate in the Rate Amount Field and save.

3. Ifan employee needs to have more than one hourly rate; select the plus sign at the top of
the page. This will give you another line to add a separate pay rate. The rate number will
be the next available number. Enter the rate amount and then save.

? Fate Mu... = |Rate Amount -
| 1 442
2 .50
| I T
“

Qsion Team \ Pay Grade
| & | -]
Jobz Mumber Hate Humber

Sl Primary Rate
| ﬂ i Yes 3

[ =partment Wi/C Code “Workers Comp State Hate Amount
| ~| | | ) @ e 10.00

4. Payrates can have a DBDT attached to them. This will cause the system to connect the pay
rate with the attached department. If an employee is paid a different rate when working in
a different department this would work in the system for this employee.
a. Highlight the pay rate that needs to have a department attached to it.
b. Select the DBDT Icon, and select the DBDT that you want to attach.

Evolution Training Manual V. 6 AW
Page 33 of 117




5. Employee’s that are salary will have the salary amount that was entered in the
Employee/ EE Entry are defaulted into this area. The system calculates based on what you

entered what the annual salary is.

Standard Hours N OteS

praee

S alary Amaount
1.477.88
FFTIae e o atary Pay Frequency

Calculated Annual 5 alary

38.424.88

Average Hours
Q.00

Page 34 of 117

PAYDAY. N
25\) Evolution Training Manual V. 6 AW



Employee/ States

1. The Employee/ States area of Evolution will allow you to change the State on an employee
a. First you will need to make sure that the state is setup and available
b. Go to Employee/ States
c. Select the employee that you need to change the state on
d. Select the plus sign from the details tab.

L - 5] =
Last: Rock S5 525-00-0000 Company: ABC Test Company
Firzt:  Stone EEH#: 1009 Mumber:  ABDO1

[1003  +|[Rock Ser® »| <] Prior | Next [ |

Browse Detailz l " Dverrides]

Home SEarE

i <l

35t...'|MaritaIStatus |Withhnlding.ﬁ.lluwances | A

e. In the State, SDI, and SUI drop boxes select the State that the employee is being

changed to.
CoLinty Reciprocal Amount/Percentage M arital Status
State CaLnty
chl Tax Ct Ve Btz Reciprocal Method Import M arital Status
|N'\-" ﬂ | | |Take Mone ﬂ ~ Single
Ul Witht Withholding Allowances Reciprocal State
Hi + Married
@ | ' ' -
DE ”

f. Select the Marital Status for the new state. Enter the Withholding
Allowances Amount for the new state as well.

g. Save with the green check mark and yellow sun.

h. Change the Home State at the top of the Details Tab.

VT - _ i. To affect an employee’s
WA 3z Browse Details l Tax Dverndes] state Withholding go to
Home State Employee Side
by | Button/States Sub-
Folder/Tax Overrides Tab.
2|5t = [Marital Status | Wwithholding Allowances | You will be able to affect
MMM = the employee’s state

Qs v [ g withholding by selecting
the Override State Tax

o s T

Ovemride State Tax Type Dwveride State T ax Walue state tax value.
\dditional Amount ~| 1500
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Employee/Scheduled E/Ds

& - 3l CE s F e F o .
: — 1. The Scheduled E/D’s area of Evolution is used for Earnings and
et Potter 2o 2889 Deductions that you want to come into the payroll automatically when
. P :

starting the payroll.
[1032 ~|[Patter Hamy »| <12. When in the Employee/Scheduled E/D’s/ Browse Tab you will be
Browse | Browse Scheduled E/Ds Detals 1 |1 viewing your company(s) on the left side of the page and the list of
employee’s on the right side of the page. Select an Employee either by
double clicking on the Employee’s name or by highlighting the employee’s
name then select Browse Scheduled E/D’s tab.
Fied 3] a. From the Browse Scheduled E/D’s tab you can view the Scheduled

E/D’s that are already set up for this employee.

E/D Code
040 » | Cafe Medical

Calculation Method

T;EDD”DN “ b. If you need to edit an already created E/D select the E/D then
' select the Details 1 tab or any other tab that may hold information
it =) about that E/D.
Evey Py [ c. Change the information that needed to be updated and save
Month #  Which Payrolls d. Note to stop a deduction enter an end date that is before the
None  ~| [l | beginning date for the pay period.
E/D Graoup 3. To create a new Scheduled E/D select the green plus sign at the top of

| the screen. This will automatically direct you to the Details 1 tab.

Agency a. Most Scheduled E/D codes are specific to your company needs so

| =] that you should be able to select the E/D Code, enter the amount or
percentage that should be paid or taken, and then save.

b. It is important to note that each employee should only have an E/D

code set up on them once. The system will not allow a code to be

active on an employee more than once.

c. If you find that you are in need of another E/D code on your company setup please

let your CSR know. We can add more E/D codes to your set up for your use.

d. Some codes may require more information to be filled out in the Details 2 tab.

Codes that require a target to be setup will require that the information is setup in the

Detail’s 2 tab. Under Target Action select from the drop down box

L

Effective Start Date Effective End Date

2As/2009  ~| | |

T arget Action ~Do not reset Balance but Leave Line — will leave the balance in Evolution and

Mane | | will leave the line on the ee’s check.

~Do Not Reset Balance and Remove Line- will leave the balance in Evolution
and will remove the line on the ee’s check once the target has been met.

Feszet Balance
Reszet Balance and lzsue Agency Check,

BE EEE Ezzz: E:::QEE Eﬁé'—;ﬁaﬁx‘éﬂ&ne Enter a Target Amount. The system will take the amount that was set
in the Detail’s 1 tab for the deduction and will update the Balance
Taken until the total Target Amount has been taken. Then the system
will automatically put an end date in the Detail’s 1 to stop the code.

4. All Child Supports, Garnishments, and Liens need to be set up in the system by Payday.
Contact your CSR to send them the information to be set up.

DAY ) -
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Future Dating in Scheduled E/D’s

-_—

. Evolution will allow you to date a Scheduled E/D to start or stop in the future.
2. Future dating is done in the Scheduled E/D Details 1 Tab
a. The Effective Start Date is the date that the system looks at for starting a Scheduled
E/D
b. The Effective End Date is the date that the system looks at for stopping a Scheduled
E/D
Effective Start Date Effective End Date

Az« | |

3. When Future dating you must think about what pay period the date that you want the
Scheduled E/D to start or stop in.
a. The Pay Period is the time frame that you are paying for on a specific check date. The
Beginning and End Date show in the Batch Area when you are running payroll.

3 Batch |Period Eegin Date = [Period End Date Frequency
b B/26/2009 7242009 W
Pavroll Filker Pay Salary
| j & Ves  Ma [ Create Batch
FPayroll Check, Template -
| <] | Pay Standard Hours [E4 Create Cobra Batch
Frequency o+ g " Mo 2l Refrash ED
| | .
Load P Il Default 2l Refresh ED Mo Man
Period Begin D ate Period End Date L AL =
B/26/2003 | |7/2/2009 -l 9 fifes ® il @ Delete Batch
o R P Calculate Scheduled EDs | Gelect EEs from List [ Create 945 Checks
Checks per EE
R FPau Create Checks
1 :l' o Al " Salarpy 7 Hourly f* Regular ¢ Manual  3rd Party

b. As long as the date that you enter in the Scheduled E/D Detail 1 (Effective Date or End
Date) fall within the Period Begin Date and Period End Date that Scheduled E/D will
either start or stop for that Pay Date.

Notes:
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Mass Updates in the Scheduled E/D Area

1. In the Employee Scheduled E/D Area of Evolution select an employee from the Browse Tab
who needs to have an E/D updated.

2. Select the Browse Scheduled E/D’s Tab

3. Select the E/D that needs to be updated

4. Right click and select the Action that you would like to perform.

Notes:

a. Copy
i.

Select the Employee’s that you would
like to copy this E/D onto.

. Say Yes to overwrite existing enteries
. This will only work if the EE’s that are

selected do not have this E/D setup on
them

This is best used when you are setting
up a completely new E/D

b. Update E/D’s
Select the Employee’s that you would like to have the E/D selected updated on

them as well.

Browse Browse Scheduled E/Ds | Detais 1| Details 2| Di

3 E/D Code = |Description | Calculation Type| Amont |
L4
_|o2s Savings1 M | COPY

DNP MetPay z | UpdateEDs
| W EE ‘W, F Llpl:late Fields ]
B ) ER W/ F Llpdate Arnounk ]

Ipdate Percent

This is best used on E/D’s that already are setup on Employee’s that need to be

updated.

c. Update Fields

This function allows you to update the
E/D that you are on right now. This will
give you a Choose fields to update pop
up screen. Select the fields that you
want to update.

. Select the update button at the bottom

of the box.
Select the Employee’s that you would
like to update these fields on.

1. If you are updating on more than
one Employee select the Ctrl key
on your keyboard to select more
than one name.

2. If you are selecting all select the
first name in the list hold down
your Shift key on your keyboard
then select the last name in the
list. This will select all of the
names.

-

x|

Agenc S
b E frective Start Date

Effective End Date

E/D Group

Frequency

Calculation kMethod

Take Home Pay

bultiple Scheduled E/D Group

Pricrity

Month &

Alwayz Pap/Deduct

Client Benefit Reference

Which Payrallz

Client Benefit Amount Type

Employee Benefit Reference

Block Week 1

Block week 2

Block week 3

Block “week 4 b

\f Update x Canicel |
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3. Select the Copy Selected Button

2 EE Mumber First Marmne = [Last Mame |

> =
1004 | &lberta Franklin il
1005 |Alonzo |Rodriguez

_ | 10004 {Annakin | Skyalker

| | Anne |Rice

_ | 10073 | Apolla | Ohino

| 1047 Apri ‘wigbenga

| 10006 Athur |Dent

| 10040 | dyla Mo People

| 1002 Bart Allen

| 10003 |Brad | Pittz

| 1m3 |Brett |Farve

_| 10083 |Brom | Starypteller

| 1001 Bruce W apne

_{ 1003 Bullwinkle ‘Moase

| | 10076 | Cameror Adams o

! Copy All | E Copy Selected x Canicel

iv. A message box will pop up Select Yes

@ T hiz operation will overwrite exizting entries! Are yau sure pou want o do this?

rYes |

d. Update Amount/ Percentage
i. This will give you a pop up box that will allow you to change the amount or
percentage on this E/D.
ii. Enter the new amount of percentage
iii. Select the update button. B

@ND

Update E/D Amount

|lpdate Mode
i+ Change to an Amaunt 3 |55
i~ Change by a Percent XI
J Ipdate | x Cancel

iv. You will be prompted to select the Employee’s that need to be updated.
v. Select Employee’s

vi. Select copy Selected

vii. Say yes to the message to overwrite existing entries.

BK-a-,-rcn Sol 'Jvn"w
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Client Benefits

1. The Client Benefits area allows for a Scheduled E/D to be updated to affect everyone who has
that specific setup of that Scheduled E/D - f| BiExt Ui

Go to the Client Button and then the Benefits Subfolder.

From the Browse Tab the Benefits that have been created -

can be seen.

To add a new Benefit hit the Green plus sign at the top of the page. Fill out the Details Tab and

% and Amounts Tab

To update an already created Benefit select the Benefit from the right column. Then select the

Details Tab.

From the Details Tab you can update the information for the Benefit.

There is further information that can be updated for each level of the Benefit under the % and

Amounts Tab.

Benefits
R Repoarts
HR. 4

wn

ﬁ_‘ﬁ Enmploy

Ern:nwse] Detail: = and Amaounts l

3 Fate D'escription = | Tvpe (3 or &mt] |EE Part ER Part Cobra Amaount
t Double Amount Arnount 11677 38031
__|Family Armaunt Test AmoLink 155.48 466.43
| |Single Amourt Arnount 75.00 200.00
Description Type
|
Double Amourk f* Amount Percent
EE Part ER Part
Amount | 11677 | 350,31 Cobra Amourt
708 EE Ratio ER Ratio
| 2500 | 75.00

8. By selecting the Rate Description you can update the Amounts that will Globally affect

everyone who has that Rate set up on the Employee File.

9. To add a new Rate Description select the plus at the lower right part of the page.

10.In the Employee/ Scheduled E/D’s you would follow normal procedure. Select the green plus
at the top of the page to create the scheduled E/D.

11.From the Details 1 Tab select the E/D Code.

12. Select the Benefit Reference from the middle of the page

13. Select the Benefit Amount Type.

14.The Calculation Method and Amount will gray out because you will control this from the Client
Benefit area.

Client Benefit Beference

15.1f you have the HR Module portion of
Evolution you can control the Benefit

|L|:wela|:e Hk O

Clignt Benefit &maount Type

|Single Arnount

Employee Benefit B eference

-] Reference by selecting from the drop
down box with the plus sign beside it.
| This are allows you to reference the

HR Module information, which is
connected to the Client Benefit Area

| =1H

DAY DAY

Evolution Training Manual V. 6 AW
Page 40 of 117

Client Benefit A eference

| [

Client Benefit Amount Type

| [

Ermployee Benefit Beference
=1

|L|:wela|:e Hi0O




Employee/Scheduled E/D’s/ Direct Deposit

1. Click Employee and then select Scheduled E/D’s
2. The Browse tab will be displayed.
3. Select a company in the left browse grid and select an employee in the right browse grid.
4. Once the employee is selected, click the Direct Deposit tab.
5. In the Direct Deposit tab, create a new bank account record for the employee by clicking
the plus button.
< [Evolution 720.10,2/197:4 <:100,70] CEmployee o Sehreduled D
2 e iR 5 s T % oy @
i3l Admin
e L3zt Doe S5h: 12 -5678 E/D Code: DOZ2  Tuwpe: D1 Company:AB Test Company
!‘:‘é Client First: John EEH#: 1 [Desc: Savings Mumber, ABOO1
=L Company |§g _HDDBJDhn M -I Newt [= I Remove E4D J
@ Erowse] Browsze Scheduled E.-"DS] Dietailz 1 ] Dietails 2 wﬂts Il:hild Support Eases]
@ Pagrall 3 =
— | Y EE Bank Account Nu... = [ABA Mumber '-i‘;
2t ferots | Iy IR 1
ose Misc 1123 107006813 ||
123 DE4000017 3
4567 0e4000020
[+
o o
ABA Number Bank Account Number Account Type In Prenote
]30?‘00012? 111222333 Checking ﬂ " Yes (» Mo
Addenda
——
Branch |dentifier
e
[~ Allow Hyphens
6. Enter a valid ABA or Transit Number
7. Type a valid Bank Account Number.
8. Select an Account Type.
9. Select whether the direct deposit is In Pre-note. Remember: When pre-noting a payroll, it

takes 10 working days for the bank before direct deposits take effect. Weekly payroll clients
could wait two payrolls and biweekly could wait one to two payrolls.
Remember to save changes by selecting the green check v °r yellow sun
when applicable on the toolbar!

10.0nce you have set up the bank account for the employee, you need to set up a scheduled
E/D for the employee.

11.Click on the Browse Scheduled E/D’s Tab. Then click the plus sign (this will take you to the
Details 1 Tab.)

12.Select the E/D Code from the drop down box at the top of the page. If the Direct Deposit is
going to be for the entire Net Check Select DNP as the E/D Code.

13.Select EE Direct Deposit drop down box (select the correct account)

14. Select YES under the Deduct Whole Check.

15.To “remove” a direct deposit permanently, you should go into the Scheduled E/D’s and
enter an effective end date. The information will be retained in the system, but the direct
deposit will stop.

S
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Direct Deposit
At a Glance
Creating Direct Deposit

Employee Button

Scheduled E/D’s

Select Employee the Direct Deposit need to be added to.
Select Direct Deposit Tab

Click green plus sign at middle right of pg.

Enter account information

Select green check mark & yellow sun.

Select Browse Scheduled E/D’s

Click green plus sign (create new record)

10 Select Direct Deposit Deduction Code

11.Select EE Direct Deposit drop down box (select the account)
12. Select Yes under Deduct Whole Check

13.Save by selecting green check mark & yellow sun.

©CoNoOORWN =

Creating Multiple Account Direct Deposit

Employee Button

Scheduled E/D’s

Select Employee the Direct Deposit need to be added to.

Select Direct Deposit Tab

Click green plus sign at middle right of pg.

Enter account information

Select green check mark & yellow sun.

Select Browse Scheduled E/D’s

Click green plus sign (create new record)

10 Select Direct Deposit Deduction Code

11.Select EE Direct Deposit drop down box (select the account)

12.Select Yes under Deduct Whole Check

13.Save by selecting green check mark & yellow sun.

14.Select Direct Deposit Tab

15.Click green plus sign at middle right of pg.

16. Enter account information

17.Select green check mark & yellow sun

18.Select Browse Scheduled E/D’s

19.Click green plus sign (create a new record)

20. Select direct deposit deduction code (cannot be the same code as the other direct
deposit account)

21.Select EE Direct Deposit drop down box (select account)

22.Select either fixed or % under calculation method

23.Enter either amount or % to be put in the account under amount or %

24.Save by selecting green check mark and yellow sun.

©CoOoNoOORWN =
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Employee/ Time Off Accruals

1. The Employee Time Off Accural area of Evolution allows you to maintain your Employee’s
TOA’s.
2. The TOA area can be set up to accommodate many types of plans. It can facilitate balance
only plans as well as accruals. We can also have maximum’s and roll over plans.
3. Payday can set up your company’s TOA’s to automatically create on employee’s or it can be
set up where you must create the TOA line for it to start to accrue.
4. Once the type line has been created depending on your company’s setup the system will take
care of the accruals.
5. By entering the employee’s used Time Off in the Payroll the system can deduct the used from
the accrued to show a remaining balance.
35 Finarce | | I | | | & Active T0A Oy
1=h 5/B Report fromse Detailsl
m zType '|Balance |Accrued |Used |Dvenide EffDate|DvenideAccrualMaximum|Dvenide Hate|Dverride HolloverDate|Activz"
£ Clent Test Accrual £4.00 £4.00 0.00 ¥
=4 Company | || EYRE oo oo/ oo | | | ||
5 fus Parol bt
Z& Paproll _ 4
2t Reports Type Dveride Accrual Masimun
] Tanrepors| [Test Acenall =] [
w5 Misc Current Accrued  Cument balancs Dveride Rate
E | 0.00 -
Current Used Ovenide Rollover Type . .
o | Adjusting
Active Overide Rollover Dats is done
& Yes € Mo | = with
Reason Current
v\ —~ Accrued
or Current
You will be prompted to Used
put a reason for the change
Q
' Help
;ﬁl Esit
Wiew Task Queue: 15 New Finished; 22 Total; 22 Finished UserID: awl52 Recd: 2.74M 4.2Mjsec  Sent:35.22K
6. If you need to make an adjustment to an employee’s balance you will have to adjust the

Current Accrued amount or the Current Used Amount.
7. To view the history of a TOA highlight the accrual at the top of the page and then select the
Show TOA History Button on the right part of the page. This will show you the detail for the

dates selected.
[10 ~ |[Das Jahn ~|

<] Biior | Hext [» | ¥ Active TOA Only

Browse] Dietailz  History l

Show transactions in period from; | 1/ 1/2008 ﬂ to:l 249649009 j

Eictiizalh | Annual Accrue Reset Test 15 Mos
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3 Accral . =~ |Accrued |Accrued Capped| Used |Note Created - |Changed by |Check Date |F|un#|
| 12/12/2008 8.00 0.00 Accmal Pr12/12/20081 P28 12A17/2008 2:05:47 .. SF161 1241272008 1
_[11/28/2008 8.00 0.00 Accral Pr11/28/20081 P-8 12/9/2008 11:49:46 ... RL103 11/428/2008 1
_[11/14/2008 8.00 0.00 Accral Pr11/14/20081 P-8 12/9/2008 11:49:05 ... RL103 114142008 1
_[10/31/2008 8.00 0.00 Accrual Pr10/31/20081 P-8 10/29/2008 10:01:5... | Super 104312008 1
(1041772008 8.00 0.00 Accral Pr10417/20081 P-8 10/29/2008 2:51:14 .. Super 10417/2008 1




Employee/ Auto Labor Distribution

<~ Evolution B.0.17.3[192.128.100.70] - Employee - Auto Labor Distribution

§ iSystems E‘-ﬁ - m - ; - i‘?’" %J @ F e
S Admin =
p Eﬁ Last: Clark S5M: 100-00-0003 Compary: Donna's Training Company
| QB Aidmin First; Mary EE#: 1003 Mumber,  AB201M#
|33 france | (00— < [Ciak Mayd | e [CH
E
| __’ 5/B Report e Detailsl
Q Bureau
E/D Group
| €& Client
k “’_ — ] LJ Clear Dist.
| T:;,li LCompany
— ?| Division Code = |Branch Code Department Code Team Code Job wharkers C
i Employes ;
[ @ A Paproll
[ 8 Payrl
| z= Reports
| ':‘?g Operations A
——— 23\ %
| eﬂ Tax reports = =
ST R e
: Divizon Code Divizian Job
G098 MISC _@ ] 1 _J
Branch Code Branch ‘Workers Comp Code
Department Code Departrent %
Team Code Team
] & Percentage should equal 100% or be larger than 031
Add 50

1. Auto Labor Distribution is an area in Evolution that will allow you to Distribute an Employee’s
wages. It is important that this is going to be the break out for that employee’s wages every
time, and that 100% of the wages are broken out.

2. If you do not already have an E/D Group set up for Auto Labor Distribution you will need to

contact your CSR to get this set up.

To set up on an employee Select the Employee button, then the Auto labor distribution

Subfolder.

Select the E/D Group from the top of the page.

Select the Division Code

Enter the percentage of wages that go to this Division Code.

Save

Hit the plus sign to add another division code

Repeat steps until 100% of the wages have been assigned.

w

©ooNO oA

Notes:
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Employee/ Additional Info

1. This area of Evolution gives you a place to keep any additional information on your
employee’s.
2. To access this area go to the Employee button then the Additional Info subfolder

Last: Potter SSH: 100-00-0002 Company: Donna’s Training Company
First:  Harry EEH: 1002 Mumber:  AB201M
1002 - ||F'|:utter Harmy 5 - | <7 Frior | Mest [= |

Browsze Walues l

?| Name | String | Date |.-'1".m|:|unt Walue_nbr

| 4IFavarite Sports Team Griffindor Quiddich Team

Browse Figlds l

?| Name
-

Emergency Contact

Field

_|Favorite Flower

__|Favaorite Food
String __|Favorite Sports Team
|I3riffinu:||:|r Guiddich Team || Shirt Size

Edit lookup table

Doate cuk

e Copy

Amount

li Delete

Yalue

| =

Hame Yalue

|E mergency Contact |

3. To build the list that is available in the drop down box under Field right click over the Field then
select the Edit lookup table.

4. The system will direct you to the area of Evolution where the list for this Field is kept.

5. To add to the list hit the green plus sign at the top of the page and add the information you
want to be available in the Name and Value columns.

6. Hit the back button at the top of the page to be directed back to the Employee/ Additional Info
area.

7. The information you have added to the list will be available for your use.

Notes:
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Payroll

Entering Your Payroll - Regular -No Overrides in Batch — pg. 77
Entering Your Payroll - Regular - pg. 79

Entering Your Payroll -Net Clock (Web Clock) — pg. 82

Creating a Manual Check — pg. 62
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Payroll/ Company

<~ Evolution 8.0.14.15 [192.128.100. 70] - Payroll - Payroll

_t;-iswems & - 5 Pz ¥ % o=@
SB Admi

—m Donna's Training 1 Simple

&} admin

7 R Company | Motes | Pawoll| Company contacts

iFa Finance

1=} 5/E Feport | |
—=
Q Bureau

e 3 Company Humber - | Company Name | b’
€- Clent ! —

" » i Donna's Training 1 Simple

=y Company | |AB20TME Conna's Training Compary

ﬁ s Record Count: 2|
_—

In the Company Tab you can select your company. If you have more than one company this is where
you will select the company you are working in.

Payroll/ Notes

<~ Evolution B.0.14.15[192.128.100.70] - Payroll - Payroll

3 e J G- 3 T F W o4 @
(3 5B admin
- Donna's Training 1 Simple
&L admin
5 Finance Company  Mates ]F'ayroll] Compary contacts]

'3 5/E Fieport This iz where you can add notes that are helpful to you when entering wour pagall, |

a Bureau

The Notes Tab is where you can have your notes that are useful to you when
entering your payroll. We only ask that you leave the top line as this is for the CSR’s.

Notes:

Evolution Training Manual V. 6 AW
Page 47 of 117




1.

Notes:

Payroll/ Payroll

&~ Evolution B.0.14.15[192.128.100.70] - Payroll - Payroll

5 ispstems - 45 s o= s 2O

{3 5B Admin You can select how far back you

Donna's Training 1 Simple

{8l Admin want Evolution to show in payrolls.
g-;) Finance Company] Mates  Papral ] Company contacts]
12} 5/8 Repot] | Display Pagrolls As Of [2/9/2007 = This is where

Q Bureau — .
—— | L 57 eck Date A eck Date Statuz| Scheduled| Type| St... = | Stab C]

= ?|m Check D Check Date Status| Scheduled| Type| 5t = |5 Evolution shows what y

= Client = " . 4 H

- ¥ sz v R P *asmorisres| Status your payrollis

'_Eli Company L 1 37272007 M hd Rw 2/27/2007 10:0%| N,

ﬁﬁ Employes
——

The Payroll Tab is where you can start your payroll. It is also where you can view the payrolls
that have already been run and the status that they are in. Under status the letter tells you
what status your payroll is in. W = working, H = on hold (this means you have submitted your
payroll) P = means that your payroll has been processed, C = the wrap room at Pay Day has
begun to work on your payroll, and Y = means the system is working on the process you have
asked it to do for that payroll (sometimes if you refresh).

Pagroll Check. Comments Run Nb P Create Payroll
y Block TD Accrual I%‘ lE]}
Al & No . e @ 5B Review
ype
™ Accrual [Regular | I Submit Payrol

Block Agencies Block Checks/Reports ﬁ:‘;ﬁ;n[;;te J 42| Pre-Process
" Reportzs © Both —
" Yez & Na g Actual Caldn D ate 4 Delete Payroll |

" Check ICl |
i o | ﬂ Copy Payroll

The bottom of the Payroll/ Payroll tab has some important buttons and options. The Payroll
Check Comment area allows you to put a note on your employee’s checks. Notes enter in this
box will show on everyone check stub.

You want to make sure that the Block areas are not blocked! This is very important. Blocking
should only be done by Payday under special circumstances.

To the right are the Payroll buttons. The Create Payroll Button will allow you to create your
next scheduled Payroll. The SB Review button is the button you will be using when you are
ready for Payday to process your payroll. You will submit your payroll Payday by selecting the
SB Review button. The Submit Payroll button is used by Payday to submit your payroll for
processing. The Delete Payroll button is used when wanting to delete a payroll that has not
been processed. The Copy Payroll button is only available to Payday for internal use.
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Payroll/ Payroll/ Batch

1. Batches are simply containers for checks. You can have as many Batches as you would like
in a payroll. Each batch will hold separate checks.

Donna's Training 1 Simple #1 2/20/2009

Batch l Cuick, Entr_l,l] Quick Entry Wa’Dverrides] Earnings and Deductions I Tanes ] Import I Company contacts] Auta Reduction

3 Bat.. = |F'eliod Begin Date ‘F’erind End Date ‘Frequency‘

L 171 2/4/2009 2M17/2009 b
Payrall Filter Pay Salary
| j ™ Yes T Ho E Create Batch
Payrall Check, Template
| ﬂ Pay Standard Hours 82 Refresh ED
Frequency * “Yeg " Mo -
| J Refrezh ED Mo Man

Load Pawoll Defaults

Period Begin Date Period End Date
24472009 | Jen7szo0g | 0+ es ™ No

B atch Creation Options
Checks per EE

@ Delete Batch

v Calculate Scheduled EDs [ SelectEEs from List [ Create 945 Checks
= Pay Create Checks

1 x s Al " Salary " Hourly (¢ Regular © Manual ¢ 3rd Party

2. The Payroll Filter and Payroll Check Template are ways of filtering and paying checks with
special circumstances.

3. The Frequency will default with your pay frequency. If your company has more than one pay
frequency you will have to change the frequency based on what employee’s are being paid.
The system will only bring employee’s with the frequency that is selected into the batch.

4. The Pay period Beginning and Ending date simply show the dates the employee’s are being
paid for. This should come up correctly based on what we have built into your schedule. If for
some reason these dates are not correct please let your CSR know so that we can update
your calendar.

5. The Pay Salary, Pay Standard Hours, and Load Payroll Defaults should default all saying yes.

6. The Batch Creation Options allow you some options when creating your batch of checks. By
changing the Checks per EE the system will create 1 or more checks for each active employee
that is brought into the system.

7. The Pay box allows you to specify what employee’s are to come into this batch. This is useful
if you would like to have your hourly and salary employee’s in separate batches.

8. The Create Checks box will allow you to specify what types of checks should be created.
Note: once the checks have been created if you add another check into the batch the check
will default to regular.

PAYDAY. N
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9. You are also given the option of Calculate Scheduled E/D’s, Selecting EE’s from a list, and
Create 945 checks.

a. If you are using the Select EE’s from a list you will be prompted do you want to auto
create checks when you save the batch. Say yes to this and the system will give you a
pop up box of all employees that have been entered into the system for your company.
You can select from the list the employee’s you would like to pay. To select more than
one employee use the ctrl button on your key board.

10.The Create Batch button will allow you to create a Batch. S BerBREE

11.The Refresh ED button will refresh all E/D’s in all the checks for the batch that S Fiefresh ED

you select.

12.The Refresh ED No Man will refresh E/D’s in all checks except for Manual #4 Refresh ED Mo Man
checks.

13.The Delete Batch will allow you to delete the batch that you have selected. B9 Delete Batch

Creating an Additional Batch

1. To create an additional Batch from the Payroll/ Payroll/ Batch Area select the Create Batch
button.
a. Select or deselect the items that you would like to be effective for this batch.
b. Select the green check mark and yellow sun. The system will prompt you with a pop
up. Do you want to auto create checks? Say yes to this prompt.
c. Once the system has created the batch select the quick entry tab or button to view the
checks that you have created.

Notes:
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Tabs within the Batch

Eatch ] Cluick, Entry ] Cluick Enty WAOwverndes ] Earnings and Deu:lu-:tiu:uns] Taxes ] Import ]

1. The Batch Tab will allow you to view the batches you have created. You can select the batch
that you would like to view from this tab.
2. The Quick Entry Tab allows you to quickly and easily view and enter your payroll information.
a. The Quick Entry Tab allows you to select the E/D’s that you would like to have in a grid
format.
b. This area does not show all E/D’s that are on the EE’s checks just the codes you
choose to view.
c. Totals are seen at the bottom of the page
d. This area allows you to overriding Salaries and Scheduled E/D’s by simply typing in the
new amount from the Quick Entry Tab.
3. The Quick Entry W/ Overrides tab has the same options as the Quick Entry tab, but it also has
some other override options available.
a. Options that are available from the check lines can be accessed from here as well.
4. The Earnings and Deductions Tab gives the totals of

§ . ’ fgency &idd Check Line Figld
all of the Earnings and Deductions that are in the 1ohb Add E/D N
payroll as well as a break out of what is on each Line Ttem Date Add E[D...
employee for each E/D. Line Ikern End Drate &dd all EfDs in the batch
a. B_y selecting a specific !E/D on the left you can | Fiece remove Check Live Fisld »
view the detail of what is on each EE on the Rate Mbr Remove EfD R
rig ht. Rate OF Pay
Shift Festore Defaults

atch ] Quick Entry ] Quick Entry W /0verides  Eamings and Deductions l T axes ] Import ] Company contacts ]

~ Dizplay Uzer Entries Separately I~

| E/D Code = |Description |Hours.fF'ie... |Amount |Count | & 3 EE Code |Ern|:u|o_l,lee Marne |Hours.fF'ie... |Amount
(D04 401k Contributions 12555 . » Clark Mary J a0.00 1.200.00
|D05 401K ER Match 5278 2 10001 | Dermal Emplayes 80.00 1.200.00
| D06 Catch up contributio 75.00 1 10002 |Dermoz2 Employes 80.00 2.000.00
104 Checking 1 100.00 1 10003 |Demo3 Employes 7R.00 7a0.00
(D22 Checking 2 150.00 1 10008 DosJohnF 5E.00 420.00
D40 125 Medical 93.38 2 1004 | Franklin &lberta K a0.00 1.580.00
1041 125 Dental 1457 2 10009 Seinfeld Jemy 80.00 1.040.00
|D42 Wizgion £ 1
(D43 F5& 38.46 1
|DNP Met Pay 2.797.72 2
JEDT Regular Earnings 531.00 8,190.00 T
|E02 Dvertime 60.00 147000 4
|EO7 Salary £.375.16 3
|E10 PTO 5.00 50.00 1

E11 Bonus 200.000.00 4

5. The Taxes tab show the Tax Type and total on the right and then the detail for the specific tax
you have highlighted will show on the right.
6. The Import Tab allows you to import a file that is in a format that Evolution recognizes.

Notes:
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Payroll/ Quick Entry

1. The Payroll Quick Entry area of Evolution is the area of Evolution that allows you to enter your
payroll quickly and easily.

2. The Tab allows you to customize the columns that you are viewing so that you can view the
columns that you use to enter hours and earnings for your Employee’s Pay.

3. You can enter any of the Earnings or Deductions that you have set up in your company to
show as a column in the Quick Entry Tab.

4. When you first come into the Quick Entry Tab for the very first time the columns showing will
be as seen below.

At BEOT Hrz EHI1 Amit B

W) (atiis (ST il Salary Fegular Regular

5. The columns default in this manner based on company and based on computer. So, if you
have more than one company this will be the default for each company. When you work on
more than one computer, each computer defaults to this as well.

6. Once the columns have been set on a specific company and specific computer the columns
will show as you have set them on that computer and company the next time you enter into

Evolution.

7. To customize the Quick Entry “Grid” with the Columns that you would like to Vear to date F3
see you right click in the gray area of the “Grid.” Select E/D,
Select Add or Delete. This will bring up the available list of E/D’s. Select the

Manual Tax k

E/D you would like to add, then either Hrs. or Amt.
8. Continue to add and delete columns until your “Grid” has all the E/D’s you would like to have.
9. You can size the columns and move the location of the columns as well. Simply grab between
the columns in the header, this will allow you to size the column. To move the columns select
the header and drag the E/D to where you would like it to be located.

Hrs E0Z % Put cursor right here to

At EO7 * ﬂ E0 |.l54T Ohwertime Sick = resize

Salary | amt 12 Bal
- D he E/D h 1
1 252 E5 Honus \ragt e E/D to where you would

like it to be located.

10.By typing over the amount in a scheduled Earning or Deduction you are overriding what will be
paid or deducted for that check. This allows you to make adjustments that will only affect this
payroll. The next time you start your payroll the Earning or Deduction would be the normal
scheduled amount.

11.Employee’s who have a note entered in the Employee/EE Entry/ Notes Tab/Payroll notes area
of evolution will show highlighted in yellow in the Quick Entry Tab. By double clicking on the
employee’s name you will be directed to the Payroll/Check area where you can see and
change the note on the employee.

12. The Quick Entry Tab gives you totals at the bottom of the page for the columns that you have
selected in your “Grid.”

13.1t is a good practice to check the Earning and Deductions tab to check your totals because this
tab shows you all Earnings and Deductions not just the ones that you have selected to see on
the Quick Entry “Grid.”

14. Always have totals from outside of Evolution to check against the totals that you have in your
payroll.

DAY ) -
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Payroll/ Quick Entry W/ Overrides

. The Quick Entry w/ Overrides Tab is very similar to the Quick Entry Tab. There are a few
extra’s in the Quick Entry w/ Overrides Tab that are not available in the Quick Entry Tab.

. Employee’s that are paid a Salary will have their name and text in the Salary line show in Red
text.

Batch ] Quick Entry  Quick Entry '/ /0 verides l E aringz and Deduu:tiu:uns] Tares ] Irpart ] Compangy cnntacts] At
1001 Allen Bart

zType Mates | EE Code MName Chech # J::;ui:Eamings ::’gj‘:: T ?;gr?j? :;ISESE? |
PN 10021 [Allen Bart 1 1,252 65
R (M 10021 Allen Bart 1
R M 1035 Amidala Padme 1
R M 1010 Auztindane P 1
R M 1023 Brazzi Luca 1
R M 10022 Caine Horatio 1 1687 46
R M 10022 Caine Horatio 1
R ¥ 1003 Clark kary 1
R M 10037 Clauze Santa 1 1.500.00
R M 10037 Clauze Santa 1
R M 10015 Cobblepot Ozwald 1 1,000, 00

. You can enter another line for an employee by hitting your insert key on your keyboard. You
would then enter the employee’s number under the EE Code Column. If this were going to be
a separate check you would enter 2 or 3, etc. in the check # Column.

. If you are just entering more information for the first check for that employee you would enter
check 1 under the check #.

. The Quick Entry w/ Overrides allows you to enter information that is also available in the check
lines. Department Allocations, Job Costing, Certified Payrolls can be keyed from this Tab. To
add the needed columns, right click in the gray of the page. You can add or delete Check Line

fields and E/D’s add Check Line Field b
Add EjD b
AddE[D...

Add all E/Ds in the batch

Remaove E/D »

Restore Defaulks

Notes:
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Payroll/ Earnings and Deductions

1. The Earnings and Deductions Tab shows all of the Earnings and Deductions in your payroll.
2. By selecting one of the codes on the left you can see all of the detail of who has this code and
hours and amounts on the right.

Batch ] Quick Entryl Quick Entry W /0verides  Eamings and Deductions l Taxes ] Import ] Company contactsl Auta Heduction]

[ Digplay User Entries Separately [ Digplay Tatalz By Check Type

3 E/D Code = |Description |H0urs£F’ie... |Am0unt |C0unt | e 3 EE Caode |Emplo_l,lee Mame |H0ur$a’Pie... |Am0unt

4 Advance 432.00 13 4 Cobblepat Oswald 16.00
_|baA Checking 1 11 | 107 Coreone Sonny 10.00
_|Dz2 Checking 2 2 _| 10014 DentHarvey 40,00
_|D25 Savings 1 13 _| 103 Farve Brett 25.00
_|D26 Savings 2 1 |10zt Goaober Funny 15.00
_|D40 Cafe Medical E0.00 2 _| 1837 Grainger Hermione 27.00
_|D33 Mizscellaneous Deduct 406.00 15 | 10028 James Cody 25.00
_|DCS Child Suppart B37.00 3 | 1003 Lopez JaneJ 29.00
_|DGN Garmighrment 25.00 1 | 1822 Montopa Pedo 50.00
_|DNP Met Pay 21 | 10022 Palin Sarah 15.00
_|EDT Regular Earnings 320.00 800.00 72 _| 1024 Patterson James 30.00
_|E02 Orwertime 1 | 1026 Sawyer Tom 100.00
_|E02 Wacation 1 L1023 wallace William 50.00
_|EDB FTO 1

_|EO7 Salary 51.341.23 15

_|ET4 Commigsions 500.00 2

| EE WCA 132.00 EE

| w2 ER WCA 34.50 B3

Select the E/D that you would like to View the detail for the E/D that you
see detail on. selected.

3. Some of the codes will not show accurate numbers until you have done a Pre-Process. For
instance Net Pay will not show until the checks have been calculated.

Notes:
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Payroll/ Taxes

1. The Payroll/ Taxes Tab will show you the taxes in your payroll and the detail broken out by
employee.

2. You must preprocess before you will see any information in this area.
3. Select the tax that you would like to see detail for on the left. You will see the detail amount for
each employee on the right.
Batch ] Quick Entryl Quick Ertry Wfﬂverrides] Earnings and Deductions  Taxes ] Impart ] Carmpany contactsl
[ Digplay User Entries Separately
2 Dezcription - ‘.t’-‘n.mnunt |I:0unt ‘ 2 3 EE Code |Em|:|||:|_l,Jee Hame ‘.t’-‘n.mount
_|FEDERAL EE 0ASDI TIPS Q.00 il L 10021 | Allen Bart 1245
_|FEDERAL EE DASDI WAGES 5747473 21 | 1035 |Amidala Padme a6.22
_|FEDERAL EE_MEDICARE_TAX 933.38 1 | 1010 JAustindane P 42.1
_|FEDERAL EE_MEDICARE_TAXAB.. | 5747473 Al | 1023 |Brazailuca 2836
_|FEDERAL DASDI TAX 386343 | | 10022 | Caine Horatio A4
_|FEDERAL_Tax 7.942.87 18 | 1003 |Clark MaryJ 44.07
_|FEDERAL TAXABLE WAGES 4748397 18 | 10037 |Clause Santa 34.39
|STATE [NM] NM-SUI TA 1.143.50 Al | 10015 | Cobblepat Oswald 2398
_|STATE [NM] NM-5UIwWAGE A7 47473 Al | 1048 | Corlzone Don Yito o7
| STATE [Mi) T 2.176.51 2 | 107 | Corleone Sonny 346,95
STATE [MM]WAGE 5747473 21 | 10024 |Elway John £14.93
| 10012 | Gordon Jim £33
| 1037 | Grainger Hemione 11.18
| 10025 |Helton Todd 12057
| 1027 | Hemingway Emest 2h4.89
| 1036 Howeth Eva g7 45
| 10007 | MormisonJim h3.04
|1 Rice Anne A 8453
10023 | Sharpe Shannon RE.30
| 1006 |Smith Lannie T 143,60
1014 |Weasley Ginny 76.51
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1.

7.
8.
9.

Payroll/ Import

The Payroll/ Import tab allows you to import a file that is compatible with Evolution.

Batch l Cluick Entr_l,l] Cluick Entry W!Dvenides] Earningz and Deductions] Taxes Import l Company contacts l Auto Reduction
Timeclock import

Source file name |E:\D0cuments and SettingzhaprhD esklopheyvalution. tut @ Impart to the payroll |
Exception repart file name |E:\D0cuments and SettingshapriDesktoperor. tat @ "iew the report file |
Look EE up by i+ Cuztom # " Mame ™ 55M

DBOT rnatch " Full [faster] i+ Partial [zlower]

File: format ™ Fined pozitions f* Comma delimited

[ Usze four digitz for pear | Auto import job codes | Usze emploves pay rates | Auto Refresh ED
[~ Block Sched E/Dz Except DD on Additional Checks

The source file name allows you to select where on your computer or server to go to get the
file to import. By selecting the three dots to the side of the line you can select your file.

The exception report file name is where you are telling Evolution to send an error report if any
of the information does not come in correctly when importing. You should have a notepad
saved somewhere that you can tell Evolution to use to send an error report.

The Look EE up by should be by Custom #. If for some reason you have a file that only has
names or SSN’s then you would have to use the Name or SSN option.

The DBDT match should be on Partial (slower)

The File Format should be the type of file you have. If you have a comma delimited file (CSV)
you would select the Comma delimited option. If you have a txt file then you would use the
fixed positions.

None of the boxes below this should be selected.

You select the Import to the Payroll button to import the file.

Once the system has imported you will have a yellow sun at the top navigational bar. (This is
how you will know information came in)

10.Before selecting the yellow sun you will want to select the View the report file to see if any

error messages were created.

11.Select the Earnings and Deductions Tab to check your totals. If everything looks ok then you

can select the yellow sun.

12.1f you save before you checked your totals and need to start over simply go to the batch and

delete the batch. Then you would re-create your batch and re-import your file.

Notes:
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9.

10.

11.
12.

Notes:

Payroll/ Check

. The Payroll Check area in Payroll is where you can view and enter information on each

employee’s check.

To get into the employee’s payroll check you will need to start in the Quick Entry Tab. You
can either double click on the employee’s name or you can select the check button at the
bottom of the page while the employee’s name is highlighted.

Once you are in the employee’s payroll check you can select the Batch button at the
bottom of the page to get back to the Quick Entry “Grid.”

In the employee’s check the check lines that have text in red are the Earnings or
Deductions that are Scheduled. (Salary, 401K, Medical, etc.)

To add a check line you can either go to the last line and hit your down arrow on your
keyboard, or you can hit your insert key on your keyboard.

To delete a check line select the line that you need to delete. Hit your ctrl and delete
buttons at the same time on your keyboard. The system will prompt you Do you want to
delete this check line. You can select yes or no.

If you have deleted a scheduled E/D that did not need to be deleted you can either just
enter the code back in or you can select the General Tab. Select the Refresh Scheduled
E/D’s and the system will put the scheduled E/D’s back into this employee’s check.

From a specific employee’s check you can scroll through the list of employee’s checks in
the Quick Entry by selecting your plus key on your keyboard(+) to go forward and your star
key on your keyboard (*) to go back.

You can calculate the check that you are on by selecting the Recalculate Check Button at
the bottom of the Check Lines Tab in the Payroll Check.

The YTD Button in the Payroll Check will give you same YTD break out

that you can get from the Employee/ Employee area. Ikl m
The Local’s Button will allow you to see the employee’s Locals. —_—
The Preview ALD Button allows you to preview the Auto Labor Distribution £ Preview ALD (FE)
for that employee.
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Creating an Additional Check

1. There are a 3 ways to create an additional check for an employee.
a. Green Plus sign from the Payroll Check

i.
ii.
iii.
iv.

V.

Vi.
Vii.

viii.

Double click on an employee from the Quick Entry Tab
Hit the Green Plus Sign at the top Navigational Bar
Select the type of Check you need to create. Select Next
Select your employee
1. You can change the top drop down box so that you can select the
employee by either
a. EE Code
b. EE Name
c. SSN
2. Then you can select your employee, Select Next
If you have any check templates set up that you need to use on this check select
the check template. If not just leave blank, Select Next.
Say Yes or No to if you want to pay Salary
Say Yes or No to if you want to pay regular hours. This will only affect the check
if you have hours set up in the EE Entry area.
The system will create the check.

b. Down Arrow or Insert

In Quick Entry Tab you can hit your insert key on your keyboard. You could also
go to the bottom of the page and hit your down arrow while on the last person in
the “Grid.”
This will give you another line. You will have to select the employee from the EE
Code area.

1. This will show you everyone who has ever worked for your company

(Active or Inactive)
2. These are in order by EE Code

c. Separate Batch

VI.

Notes:

From the Payroll Batch Tab select the Create Batch Button
Put a check mark in the select EE from list.
Select the type of check you are creating.

v SelectEEzfrom List [ Create 945 Checks
Create Checks

tly fo Regular ¢ Manual  3rd Party

Save by selecting the green check mark and yellow sun.
The system will prompt you do you want to auto create checks. Say Yes
This gives you the list of employee’s. You can select your employee from the list.
1. If you need to select more than one employee hold down your ctrl button
on your keyboard while selecting the employee’s. Select the ok button
once done.
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Creating a 3™ Party Sick Check

3" Party Sick Checks must be entered when you are doing your payroll.
From the Payroll Batch area of Evolution Select the Create Batch Button.
Put a check mark in the Select EEs from List box. Select 3" Party from the Create Checks
box. Both of these functions are located at the bottom right of the screen.

[w SelectEEsz from List [ Create 945 Checks
Create Checks

(" Regular © banual © 3rd Party

[ Create Batch

wn =

4. Select the Green Check mark at the top of the page. =~

dl

Whiould you like bo auto-create checks for thiz batch?

5. A pop up will ask you:

6. Say Yes

? Tes @ND |

7. This will give you the list of Employees. Select the Employee(s) that you need to create 3™
party sick checks for. (To select more than one employee hold your CTRL key on your
keyboard down while selecting employees.)

= x|

3 EE Code = |Last Hame Firzt Mame 55H Status 9
t 1007 Simpzan Jake 100-00-0001 Termination ...
] 1002 Ortega Roberto 100-00-0002 Active
] 1003 Clark. b ary 100-00-0003 Active
] 1004 | Franklin Alberta 100-00-0004 Yoluntary Re...
] 1005 Rodriguez Alonzo 100-00-0005 Active
] 1006 S mith Lonnie 100-00-000& Active
] 1007 Haywarth Thomasz 100-00-0007 Terminated
] 1003w allace Teresza 100-00-0003 T erminated
] 1009 Lopez Jane 333-44-5555 Active
] 1010 Awstin Jane 123-22-3333 Active
] 1011 Rice Anne hAh-55-6EEG Active
_ 1012 Chawez Jozh 883-77-39933 T erminatior ...
] 1013/ Farve Brett hRR-55-65R5 Active
] 1014 Weasley Gy 54171381 Active
] 1015 Y ellow Scratch Pad R00-00-0001 Active
] 1016 Training Sample 100-10-0123 Active
] 1017 | Corleone Sanny 100-10-01M Terminated
] 1018 Hagen Tom 100-00-0012 Active
] 1019 W alerzuela b aria 424-36-29333 Active
] 1020 Jones b ary 111-00-0002 Suzpended
n 1027 Goober Fuininy 111-00-3541 Active 3
\.-"'II (] | x Cancel |
PAYDAY.. _ o
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8. Your 3" Party provider will give you the information that needs to be entered.
9. Double click on the employee’s name to enter the information into the system. This takes you
to the payroll check area.
a. Select the proper Third Party Sick Code.
b. Enter in the Amount

Check Lines l b aral Ta:-:] Eeneral] Tax Dgerrides] F'revieg] Employes Nu:utes]

2 E/D Code E/D Description Hourz/Pieces R ate of Pay |Amount
[ 3 -

E90 Short Term Third Party Sick Pay

ET Lang Terrn Third Party Sick Pay

10. Select the Manual Tax Tab.
a. Your 3" party administrator will also have provided you with tax information if there are
taxes being taken out of the sick pay.
b. If provided with tax amounts enter them into the appropriate line.
c. You may have to select the Add States Button if there are State Taxes for those lines to

show.
d. Make sure that you select the Yellow Sun after each tax that is entered. =5
11.Select the Check Linez Manual Tax l General ] Tax Owemides ] Preview ] Emplopee Motez ]
Recalculate 3 Raow | Description Aot | - Calculate Overnde T axes
Check Button b 1 Federal (v “es " Mo
at the bottom | | 2z oasol
ofthe page. || 3 Medicare Heciniceateb Bl
Make sure that | | 4 EIC o ks { Ho
the Net 3 Backuplithholding Disable Shortfalls
Amount | B STATE - MK r Yes = Mo
matches the |  7/5DI-NM
information I 9,50
that was given |+ ot B A pAl Prorate FICA
10 5UI - EE WwWCa, =
to you by the
3" party
administrator.
@ Recalzulate Check
L

T Add States | 281 Add Locals |

12.1f you have more than one employee that you are entering 3™ party sick information for select
the Batch Button at the bottom of the page.

13.Double click on the employee that you need to enter information for and follow steps 9-12 until
all Employees information is entered.

14. Now you can select the Batch Tab to create your regular payroll Batch. Select the Batch
button making sure that the Select EE’s from List is not selected and the check type is regular.
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Job Costing

1. Job Costing can be done from the Payroll Check. Your company must have jobs created at an
upper level.

2. Double Click on the employee from the Quick Entry Tab

3. Right click in the gray area of the Check Lines to add the Job Column in the Check Lines Tab.

4. Select the Job from the Job Column/ either on the line with the correct E/D code or add a line
(by hitting the down arrow on your keyboard while on the last row) or hit insert on your
keyboard and select the correct E/D code.

a. Enter hours and/or earnings

Notes:
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Creating a Manual Check

— | 1. To Create a Manual Check in Evolution there are a few ways that you can do this. The first
@ way is by Using the Check Calculator to create a Manual Check
a. Tax & Check line Calculator when the Tax & Check line Calculator is selected it takes
you to a calculator for the employee that you are currently in.

Tax and Check Line Calculator - ﬁ While in the Tax Calculator
i| Check Preview | Payrals | .

i s e —— you can select the Earnings or
[0 =] B BefeshSchectied E/Ds () I Biweckly =] |2sae- MantalSI‘WllhA\IawlSlatsTax\fv’agss|5tale Tax |5['§ Deductions that you need to
Tl o ool LI 2 be in the check. Then enter
blowe e | the amount for those E/D’s.

: = You can select how the taxes
Enter the preetl sujw | ‘ are to be handled. You can
y 3 SUl = |SUI Tax Wages|SUI Tax SUIGro #
E/D’s here. e I ey even Gross up a check by
check the Net to Gross box
Override EIC 1 H
s — 4 and putting in the Net Amount.
: < =
v Backupwibhodng |
- = l 3\ Local Name - |ana| Tax Wagas| Local Tax |EIF| An
[ Block Fedstal [~ Black Addiional Federsl [ Tax at Suppl [ Rats ﬂ Select the net to Gross
I Black EE lock EE Medicare FI; Blezk EIC | et s . ——— [ box and enter the Net
‘ederal Marital Stabuy g1 of Dependents

U e | [ « | amount that you want.

i < >

e ~os

|_ DA5DI Taable Tips DASD] Tax P E\sahle Shotfalls =l Caloulate check [F5)

Medicare T axable 'Wages: Medicare Tax SIS

b ? EIC Tax I | Control the taxes here.

Hr Gross: MNet: * Manual © Regul & Copy to payioll [F8) ¥ Close [F2) I~

&

e —

a. By selecting the Check Type as Manual you can create a manual check.
b. Select the Copy to Payroll Button.
c. You will be directed to the Payroll Tab
i. You can select to attach the manual check
1. To a New Payroll
a. The system will ask if you would like to attach to the next
scheduled payroll:

@ Would you like ko attach to the nest scheduled payroll?

? Tes @ND |

b. You will then be prompted with the next available scheduled
Payroll check date.

| x|

@ The next scheduled payroll check date is 4/3/2008. 'Would vou like to use it?

? Tes eN-:u |
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c. You then enter the Manual Check Number:
Ei

Pleaze, enter a Manual Check Mumber

\,.'" Q. x Cancel |

2. To a New Batch
a. You will select the check date from the list of payrolls open on

the left.
b. The system will prompt you to enter the Manual check number.

Tan ] Check Preview  Payrolls | |
3 Check D~ |F|un i = |Scheduled| Type| Status| i 3 Period Begin ..~ | Perind End Date| Frequenc_u| o
_[E/9/2006 1 R W | 3418/2009 3/31/2003 E
| 4/4/2008 1Y R W | |3/118/2003 3/31/2003 B
_[542/2008 1 R W
_[5A16/2008 2% R W
_|5430/2008 1Y R W
_[BAM13/2008 1 R W
_|E/27/2008 1 R W
_|7/A11/2008 2% R W
_[848/2008 1 R W
_[8s22/2008 1y R W
_[12426/2008 1 R W
_[149/2009 1 R W
_|1/23/2009 1 R W

2/6/2009 1 R W S
_[2/20/2009 Lk R W @

3/20/2003 LA R W

44342009 10y R |w Pleaze, enter a Manual Check Mumber

~F 0K | % Carcel |
v v
(3% Attach to New Payroll ‘ [ Attach to New Batch Aftach to Selected Batch

3. To Selected Batch
a. You will select the check date from the list of open Payrolls on
the left.
b. You will select the batch that you want the check to be attached
to from the list of available open batches on the right.
The other way of creating a manual check is in the Payroll Area
3. Open your next scheduled Payroll (unless the payroll for your next check date has already
been opened. If so jump to # 4)
Select Create Payroll
Select Green check mark
Select Create Batch
Select Payroll Filter (if you do not have a payroll filter to choose from in the drop box jump
to #18)
Select manual in the create checks box at bottom of the page.
Select EE’s from List box

A

No ok

8.
9.

Evolution Training Manual V. 6 AW ‘
Page 63 of 117




10.Select Green Check (when prompted do you want to auto create checks say yes)

¢~ Evolution 8.0.19.3 [192.128.100. 70] - Payre!! - Baich

% 15pstems @ . *11 J x
W Admi
M AR Test Company Il
€E Cliant
ésli Company Batch lﬂuick Entr_l,l] Quick Entry Wa"Dvenides] Earmings and Deductions] Tares
SeleCt ﬁﬁ Emplayes 3 Bat... ™ |F'eri0d Begin Date |F'eri0d End Date |Frequenc_l,l|
|3 Pyl ||| 65 SE/2007 5/19/2007 B Create a New Batch
Payroll e | | 84/5/6/2007 5/19/2007 B
Filter 2 Beoors
b
Select
EE’s from
List’ and Pay Salary
Manual in ©ve Mo
Create Pay Standard Hours 22 Refresh ED |
CheCkS % “es " Mo o
748 Refresh ED Mo Man
box =
Period Begin D3 Load Payroll Defaults

@ Delete Batch |

" Mo

[5/6/2007 ~] S N @ e
B atch Creation Options 7

o v Calculate Scheduled

— Pay
1 3 su

" Salary " Hourly

- P — e

9. Select Employee (s) in list that you need to create a n;

employee hold your Ctrl button on your keyboard down) e
. - |Ei Eas
10 CIle on Ok When you have Selected the Z|EE Code ‘LastName |F|rstName jSSN Status b
11 0007 | Aird Stephanie 526-65-0356 Active
Employee(S) | 0024 Bond Steven |585-26-8133 Active
11.Select Quick Ent 0003 Caiozzi Nhu 5BE-44-9878 | Temination ..
Q v : : B ouicoin 522355439
12. Select the employee you want to enter information SOBIDEEE e T
on. (Either Double Click on the Employee or | 0004 Dow M Scher 523137487 Temination ..
select the employee and then click on the check e o e
button at the bottom of the Quick Entry screen. il 0018 Garcia Natalie 626231344 Active
. : 0023 Garcia Melanie 520-71-4451 Termination ...
13.Enter information for manual check i Seo Gauge e e e Ik
a. Useful tool: If you need to bring in the Bl 0022/Gonedes Diare 535370187
H H 0006 Hunter Rose 450921333 Active
Scheduled Earnings anq Deductions for the i e e e am |
employee you are creating a manual check for [] 11 Laredo John 23EEEETE  Active
go to the General Tab. Then select the . e i T p
Refresh Scheduled E/D’s button. Then select ] 0026 Rodriguez Lisa 5A5553624  Active
: : H | 0027 Segura Daniel 58h-25-6966 Active
the Check Lines 'I_'ab to see the information. i — oal e
b. To Delete check lines hit Ctrl + Delete on your [} 100 Smith Freddie BE47B.9744  Active “
keyboard while the line you want to delete is )
highlighted. SOk | % cancel |
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c. Useful tool: When creating a manual check you must enter everything into the system. You
must also tell it to calculate information. If you enter hours into the check line you must enter
the rate that the hours need to be paid at and then you must right click with your mouse and
then select Calculate Check Line or hit Ctrl+F5.

<~ Evolution 8.0.19.3[192.128.100.70] - Payroll - Check

e J R Tt ® W S E ©ow
' Admin
L AB Test Company Il #1 5/25/2007 5/6/2007 - 5/19/2007 =3 5l e
£ Cien Hidden Division | __ | 0101 Batch 5/6/2007 5/19/2007
2L Compary | [0 ~|[EolenCoco s M| | [ 999983 [1p 1100 ~| #0000 o o

ﬁ‘ﬁ Emplayee Check Lines l M anual Tax] ﬁeneral] Tax Dxenides] Previeﬂ] Employee Notes]

| @ Payrall 3 E/D Code |E.:’D Drescription |Hours#Pieces|Hate of Pay |Am0u

= PEDT Regul 40.00 11.00} :

Z Reports Ld e Caloulate Check Line  Ctr4FS
T By »

eee Misc
»

- -

d. Useful tool: If you need to enter the check number that you will be using for the check that you
will cut you can enter that in the Check Lines. There are boxes above the Tabs in the Check
Lines Screen. You can select the box above the Preview Tab and enter your check number.

== - N - & = E L
il admin
: AB Test Company Il LT T
€= Clent Hidden Division | __ | 0101
2L Compary | (3011 +|[Eofion Coco s -] [ 9998713 e 1100
ﬁ_:ﬁ Employes Check Lineg l b anual Ta:-:] Eeneral] Tax Dgerrides\&evie&] Erﬁ}é}lee Notexl
| &2 Pauoll |E|EHD Code |E.-"D Deszcription |H|:uurs.-"F'iec

14.0nce all information for the manual check is entered select Recalculate Check at the bottom of
the Check Lines screen.

| < | | Sl ey
Rate Mbr Fate of Pay Hours [Pieces) Line ltem D ate: Line ltem End Date m
9 | 1 | 4000 | ~| | B Preview ALD (F6)
i’ lizlp Batch | @ Recalculate Check | Quick Entry Q |
A Esit
Wiew || Task Queue: 0 Total; 0 Finished UserID: Imink. Recd:16.00M 4.1M/sec Sent:307.03K

15. Evolution will calculate the check and take you to the preview screen. This is where you will see
the taxes, and the net amount. You will write the check for the net amount.

@ Evolution 8.0.19.3 [192.128.100.70] - Payroll - Check

S omer IR - 5 Pt T T S E
{3 Admin
| AB Test Company Il #1 572572007 5/6/2007 - 5/19/2007 a3 e
€ Dient Hidden Divigion | __ | 0101

: : : sopn  Baich5/6/20075/19/2007
Z; Company | [T +|[Colion Coca § Ml | [ 3398713 [1p_ 1100 Check 2 of 2 :

G Employee | Check Lineg] Manual Tax] generall Taw Overides  Preview l Employes NUtES]

| & Payrol ;
e | EARMINGS: DEDUCTIONS:
z_|= Beports

ED1 Regular (40) = $440.00 FEDERAL TAXES:

woe Misc

Earings SubT otal = $440.00 0ASDI Tax = $27.28 ($440.00/40.00)
Medicare Tax = $6.38 [$440.00)

MEMOS: Federal Tax = $20.73 ($440.00)
STATE TAXES:

Wb State Tax = $4.32 [$440.00)
T axes SubT otal = $58.71

Met Amount = $381.239
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16.Make sure that you commit
to the Evolution database.

17.You can now select the Batch Button or the Quick Entry Button at the bottom of the screen.
This takes you back to the Quick Entry Screen. (If entering more than one manual check you
will follow # 11 - 16 for each manual check.)

18. Useful Information: Creating a Filter in Evolution.

a. You may want to add a Payroll Filter to your company for instances when you have
more than one batch in your payroll. Creating a Payroll Filter will allow you to identify
the batch’s in your payroll. For instance you may want to create a batch with manual
checks in it. You could use a filter called manual checks to identify that Batch.

b. To add a Payroll Filter to your Company go to the Company side Button

(click the Yellow Sun) to save the manual check information

-~ Evolution §.0.19.3 [192.128.100.70] - Company - Payroll Dziaults - Payroll Filters
§ iSystemns E *lj

AB Test Company
ABC Test Company

ﬁ‘jﬁ Employee |

@ Payroll

— | 2| Mumber '|Name Status A5
E: Reports = - — -

I —— L ABOO1 ABC Test Compaty Inactive

we Misc | [ABOODZ AR Test Compary |l Seazonal &

c. Now you will want to select the Payroll Defaults Subfolder. Then select Payroll

(RIICTEM  Evolution B.0.19.3 [192.128.100.70] - Company - Payroll Defaulis - Payroll
d e [ 9 G F W S @
E&A& Client ABOO1 AB Test Company
ﬁé Cliett Compary ABOO1 ABC Test Company

1 Browse | netaits |

General L4

ﬁT mployes Miscellaneous ¥ |

@ Payroll Payroll Defaults  » Default EfD's -- Company =

"2 Beparts | R | Default E/D's — Division =

- - E‘AB 0m | &H Default EfD's -- Branch

220 Misc AB002 AE Default EfD's -- Department s
Default EfD's -- Team
Payroll Check Templates
Pay Group
Pavrall Filters
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d. Select the Detail Tab at the top of the page.
e. Select the green plus sign

il

f. Enter the name of the Filter that you are
creating on the Name line at the bottom of

the page.

Hame
Divizion
Branch
Departrnent
Team

FPayGroup

|Manual Checks

Ll Lef e L

N4 g. Select the green check mark and then
the Yellow Sun to save your work.

e
..'I.-';';-\.

h. You can continue to select the green plus

sign to add filters for the Batches that you
create.

Notes:

=

% e fE S Fes BV 4G @[
M lient ABOO1 AB Test Company
€L Cliert Mm ABC Test Company
=_:E|' e Browse Detalsl
m 3Name '|Divisi0n |Branch
XTI | ke e :
Z|= Beports B
aos Mise
Hame |F'ay Filker 2
Divisin | APS |
Branch | 1 ﬂ Home:
Department | 2 ﬂ Diept 2
Team | ﬂ
PayGroup  [EEs With Green Epes |

pi%ymm)
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Print Back Checks/Manual Check

1. Go to Reports/ Reprint Checks/Reports

woo Misc RFun Reports

Set up Reports

Reprink
#d Hoc Reparts

2. In the Browse Tab open your company.
3. On the right side of the screen select the check-date.

Browse l etails ] Fayroll Checks ] Mizz Checks ]

Check Form Reprnnt TO Balances

| |Eheck Letter Stub Only [Mew] j |Eurrent j
Mizc Check Form C'estination [ Don't Print Banking Info on Checks
| Check Letter Stub Dnly [New] ]| Print ~| I Don'tPrint Background on Checks
[v DoMot UzeYME Settings

2 MHurnber = [Mame Fein 5 3 Run Mu... = |Check 0.~ Sq'ueduled Type|5t.. = | Exclude Ach| Exclud
_|ABOM ABC Test Company 123486785 11052000 1Y Row M M
_|#E002 4B Test Company I 1zaase7ac (|0 IED o720 v Row M N
_|Ab003 Sample Client 123456785
_|ABO03 B asic Copy 12345617E
_|ABONO Eva Test Co 9999939495

4. Select Check Letter Stub Only (New) from the Check Form, and Misc Check Form drop boxes.
5. Leave the Destination as Print.
6. Select the Payroll Checks Tab

Clignt AB2005 Donna's Training 1 Simple

Company  AB2 'z Training 1 Simple Payrall 1 RA,2009
Brnwse] Detaild Pawoll Checks l iz Ehecks]

?| Serial Murnber |NetWages |EE Code |Em|:n|n:|_l,lee M arme SSM

210043 Black. Jacob

7. Select the Manual Check that you would like to print the stub for.
a. If you are selecting more than one check to print select your CTRL key on your
keyboard and then select the checks. o
8. Select the Green Plus Sign at the top of the page.
9. The system will prompt you with this message. ' E‘
10.Select Yes.

@ YWhould pou like to print checks with todap's date?

! s | @ND
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11.The system will prompt you with this message.

12.Select Yes.
13.The system will ask you to enter a reason for the @ Reprint SELECTED Fayrall Checks?
Reprint

’ es @ND |

Flease, enter a reason for check,
reprint,

Next P Your tazk haz been added ta the quelse

~F OK
14. The system notifies you that this has been added to the Queue.
15. Your check stub(s) will print to the printer that you have defined as your default printer in the
Workstation Settings area of Evolution.
16. If you need to set your printer in the Workstation Settings Area
a. Go to Admin/ Workstation Settings

2 Bdmin
% Einanc )
- Systemn Information

‘:]' 5/B Re Workstation Settings

b. Set the printer that you want to print the check to as the Checks Printer

SECUriky L

I Settings |E:-:terrl1.all

—workstation Printing
Duplex Printing

|IIInIy Reportz with Duplexing ;l [ Always doreport preview | Always show ASCI File Save Dialog

Checks Printer Feparts Printer
|HP Laserlst 8150 Series PCL Ea |HP Laserlet 8150 Series PCL Bl
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Correction/Additional Runs

1. Correction and Additional Runs must be run through Payday. There are many security policies
that Payday has in place when it comes to Correction and Additional Runs.
a. Examples of Corrections Runs:
i. Voiding a check
ii. Missed paying an employee
1. This could also be handled with a Manual Check to document what was
paid, and the Client writing a check on site.
b. Examples of Additional Runs:
i. Bonus Run
ii. Terminated an employee that must be paid right away
1. This could be handled with a Manual Check as well.
2. To request a Correction or Additional Run simply contact your CSR at Payday.
a. Your CSR will take any information that is needed to do the Run
b. Your CSR will enter the run
i. Unless this is a large run in which case we will work closely with you to enter the
information.
c. This is because of some of the security procedures in place.

Notes:
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Voiding Checks

1. When voiding a check in Evolution you need to make sure that you have the information about
the check that you will be voiding.
a. Have the check number, employee number, name, and net amount for the check that
you will be voiding.
b. If the wrong check is voided in accident it is difficult to correct this mistake.
2. It is very important that if the check that needs to be voided was Direct Deposited you
will need to call your CSR for assistance.
3. There are two ways that you can void a check.
4. The first way to void a check
a. In Evolution select the Payroll Tab
b. Select the Payroll Tab
c. If your payroll is already open you will select the payroll then select Batch at the bottom
of the page.
d. If you payroll is not open select the Create Payroll Button
e. From the Batch Tab select Create Batch Button
i. Select the EEs from List check box
ii. Select Manual from the Create Checks area

Pay Salary
:| & Yes “ No [E Create Batch

E Create Cobra Batch

:| Pay Standard Hours

* “Yes " Mo 24 Refresh ED
Load Payroll Defaults g4 Refresh ED Mo Man
o es £ No @ Delete B atch

[ Select EEz from List | | Create 945 Checks

Create Checks
uy o Regular  Manual © 3rd Party

iii. Click on the Green Check mark at the top of the page. o4

iv. A question box will come up. Select Yes to the question: Would you like to auto-
create checks for this batch?”

v. Another question box will come up. Select No to the question: Do you want the
balance of the scheduled EDs for manual checks to be updated?

vi. Select the employee that you will be voiding the check for.

1. If you will be voiding more than one check you need to select each of the
employee’s that you will be voiding checks for. Select more than one
employee by holding the CTRL key on your keyboard down.

f. Select the Quick Entry Tab or Button
g. Double Click on the manual check that is in the Quick Entry Tab
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h. Hit the Green Plus Sign at the top of the screen. &

i. Select Void from the drop down box in the first option Payroll Expert
from the Payroll Expert box -

j- Select Next

k. Change the Begin Check Date and the End Check Date
so that the check date for the check that needs to be
voided will show.

I. Select the Filter Button

m. Select the check that needs to be voided.

i. Be sure that you have the correct check selected it
is difficult to bring a check that has been voided
back.

Select the Ok Button
Your check is now voided.

p. If you are voiding more than one check you will need to
go into the Quick Entry area (from here select Batch at
the bottom of the page) follow steps g through o to
complete.

5. The second way that you can void a check.

a. In Evolution select the Payroll Tab

b. Select the Payroll Tab

c. If your payroll is already open you will select the payroll then select Batch at the bottom
of the page.

d. If you payroll is not open select the Create Payroll Button

e. From the Batch Tab select Create Batch Button

i. Select the EEs from List check box
ii. Select Manual from the Create Checks area

>

o

Cobra Credit
SetupTD
Setup ATD

Pay Salary
:| & Yes “ No [E Create Batch

E Create Cobra Batch

:| Pay Standard Hours

* “Yes " Mo 24 Refresh ED
Load Payroll Defaults g4 Refresh ED Mo Man
o es £ No @ Delete B atch

[ Select EEz from List | | Create 945 Checks

Create Checks
uy o Regular  Manual © 3rd Party

iii. Click on the Green Check mark at the top of the page. o4

iv. A question box will come up. Select Yes to the question: Would you like to auto-
create checks for this batch?”

v. Another question box will come up. Select No to the question: Do you want the
balance of the scheduled EDs for manual checks to be updated?

vi. Select the employee that you will be voiding the check for.
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1. If you will be voiding more than one check you need to select each of the
employee’s that you will be voiding checks for. Select more than one
employee by holding the CTRL key on your keyboard down.

Select the Quick Entry Tab or Button

Double Click on the manual check that is in the Quick Entry Tab
Select the General Tab

Select the Void Next Check button

—:-co—h

e

‘a] General l ka:-: Dgerrides] F'reviey] Employes Nn:ntes]

Block Sched E/Ds Except DD

Mo " ez i Mo %i Create Mew Check
t Net Block Sched E/Ds Ezcept Pension &pply Check Template

Mo " Yes i Mo

Fiefresh scheduled E/D s

wcorual Block Scheduled E/Ds From Agency .

Ma "~ Yes i+ Mo E—'l Create Mext Check
ibution Update Scheduled E/D Balance @ Waid Mext Check

Mo v Yes i Mo

@i Create b anual Check,

A o

j-  Change the Begin Check Date and the End Check Date so that the check date for the
check that needs to be voided will show.
k. Select the Filter Button
I.  Select the check that needs to be voided.
i. Be sure that you have the correct check selected it is difficult to bring a check
that has been voided back.
m. Select the Ok Button
n. Your check is now voided.
o. If you are voiding more than one check you will need to go into the Quick Entry area
(from here select Batch at the bottom of the page) follow steps g through o to complete.
6. For both ways that you void a check once you have voided the check you will need to go back
to the quick entry and delete the manual check.
a. Select Batch from the Check screen to get back to the Quick Entry screen. Select the
manual check that needs to be voided there will be an M in the type column.
b. Hit your Ctrl key and your delete key on your keyboard at the same
c. A message Box will come up. Select OK to Delete this check?
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DBDT Allocating

1. DBDT Allocating allows you to allocate your employee’s pay between different departments.
2. From the Quick Entry Tab double click on your employee.
3. Right Click in the gray area to add the Division, Branch, DEPARTMENT
Department, and Team Columns. Delete »|  DIVISION
4. You can just add the columns which you need to use to BRANCH
allocate the wages. TEAM
5. You can drag the columns into the order that is best for you
to key the information onto the check.
Check. Lines l M anual Tar:] ﬁeneral] Tax Dxerrides] Previeﬂ] Employes Nntes]
2| DEPARTMENT |E/D Cade |E/D Descrpion |Hous/Pieces|Fiate of Fay [mount |
B w2 ER W4,
| w1 EE wWCA 2.00
| 0393 Mizzellaneous Deduction 20.00
b 500 ED Regular E amings 8.00 80.00
n 200 EQ1 Fegular Eamings 20,00 a.00 160.00
| 400 EQ1 Regular Eamings 30,00 a.00 240.00
] 100 EO1 Regular E arnings 20.00 8.00 160.00

6. Above is an example of how the wages could be allocated. By selecting the department from
the drop box in the department column, and then entering in the hours that go to each
department.

7. Once you have entered in all of your hours for your employee’s then you can run a pre
process. Once the pre process has run you can run a labor report. We offer many different
types of labor reports.

Notes:
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One time entries in Payroll

1. Any one time changes to your payroll can be entered in the Payroll Check and those changes

will only affect that check.
a. Entering one time changes

i. Usually the best place to enter one time changes is in the payroll check.
1. From the Payroll Quick Entry Tab double click on the employee you are

working on.

a. Select the last line in the Check Lines Tab or select your insert key
on your keyboard.

b. This will give you another check line to enter in your one time entry.

~The lines with Red You can enter any of your E/D’s as the code.
Text are Scheduled c. You can override the pay rate.
E/D’s. Check Lines l b atial Ta:-:] ﬁeneral] Tax Dgerrides] F'revieg] Employes Notes]
~ On this check the
, ?|E/D Code E/D Description Hours/Pieces |Rate of Pay |&mount

EE’s rate has been x | i | | )| |

idden _|EO7 Salary 0.aa 2.834.00
overriaaden. " |poe 125 Dental 16.00
~ On this check the EE | [T|por 125 Medical 170.00
needed to have an Dot Advance 35.20
additional $20. Of 125 _|DNP Net Pay
Medical taken to catch | Do el

. E01 Reqular 30.00 20.00

the EE up on this code. | [Tpgr 195 Medical

2. If you are changing a Scheduled E/D it is easier to change these from the
“Grid” or Quick Entry Tab.
a. Add the column that you need to affect. Override the amount or
hours that are in the Scheduled E/D. This will change this on the
employee you are working on for only this payroll check.

Batch Guick Entry | Quick Entry 'W/Overides ] Earnings and Deductions ] Ta
1004 Weaszley Ronald K

? Type [Motes | EE Coda Nams ?;;E?::tal J:;-Ir;r?j?
RN 1054 Dunns Esther
R N 1049 Diuran Scatt E
R [M 1033 Federer Roger J 5.556.00
AN 1042 Federling Fevin & 3.00

~ If | wanted to override the amount being taken for Dental
for this payroll check for Kevin Federline | could simply
type over the 3.00 with the amount that needs to be taken.
~ If | needed to override the Salary amount that is being
paid on this payroll check for Rodger Federer | could
simply type over the salary amount with what should be
paid this time.

b. Deleting for one time changes in the payroll
i. If you are deleting in a payroll check for a one time payroll change it will be a
scheduled E/D that you will be deleting.
1. From the Quick Entry Tab double click on the Employee
2. Select the line that needs to be deleted in the Payroll Check Lines Tab.
3. Select CTRL + Del on your keyboard.
4. The system will ask if you want to delete this check line. Select Ok to

delete.

ii. You may need to delete an employee’s payroll check.
1. This is done from the Payroll Quick Entry Tab.
a. Select the employee that’s check needs to be deleted.
b. Select CTRL + Del on your keyboard.
c. The system will ask if you want to delete this check. Select Ok to

delete.

DAYDAY. p)
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Comments on Checks

1. From the Payroll/ Payroll area you are able to enter a comment on your employee’s checks.
a. The Payroll Check Comment area allows you to put a note on your employee’s checks.
Notes enter in this box will show on everyone check stub.

Payroll Check Comments Bun Mb P Create Payroll
: Block TO Accrual l%' IEJ(

Al * Mo . b @ SE Review

ype

O Accrual |Hegular ﬂ EF Submit Payrol

Block Agencies Block Checks/Reports |$2.-’ESI[1:I;2II::I)ETE:E = 4Z| Pre-Process
" Repartz  Bath —

™ Yes % Mo = Ehp . N &ctual Callin Date [ Delete Payrol

ecke ™ Maone
| ﬂ Copy Paurall

2. You can enter a comment on just one Person’s check so that the comment will show on the
employee’s check stub.
3. This is entered in the employee payroll check.
a. From the Payroll Quick Entry Tab double click on the employee that you will be entering
a note on.
b. Select the General Tab.
c. The box at the bottom of the page that says Current Check Comments will allow you to
enter a comment on this person’s check.

Check Lineg] Manual Tax General l Tax Dgerrides] F'review] Emplopes Nntes]

Block DD

™ ez (* Mo

Block DD Except Met
" “Yes (« Mo

Block Time OFff Accrual

Block Sched EfDz Except DD
™ Yes (o Mo

Block Sched EfDz Except Pension
" “Yes (s Mo

Block Scheduled E/D= From Agency

%i Create Mew Check,

Apply Check Template

2 Refresh scheduled E/Ds

fl: ﬁllzcrual * Mo i Yes f+ Mo B—H Create Mext Check
Block Auto Distribution 945 Check [%3 void Mest Check
£ Ves f+ Mo Mane ﬂ

@i Create Manual Check

Current Check Comments

Notes:
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Entering Your Payroll
Regular
No Overrides in Batch

1. Do all Employee Maintenance first. (Ex: new employee’s, terminations, address changes,
pay rate changes, deduction changes or additions)
a. Note: most employee maintenance can be done throughout the pay period so that
when it is time to do payroll all maintenance will already be done.

2. Select the Payroll Button.

3. Read Company Notes, if any.

4. Select the Payroll Tab _

5. Select the Quick Payroll Button. [ Quick Payroll

6. The Quick Entry Tab holds a grid that looks like a spreadsheet. You can customize this Tab
to allow you to enter your payroll quickly and easily. Please reference the Quick Entry Tab
in previous pages on how to customize this area.

7. Input your payroll.

8. Check your totals by selecting the Earnings and Deductions Tab.

a. Any Codes that require the check to be calculated for the amount to show will not
show accurately until you do your pre process.
9. Select the Quick Entry Tab
10. Select the Pre Process Payroll Button at the bottom of the page.

-i% Pre-Frocess l@ Subrnit Payrall

11.This calculated all of your checks.
a. Any checks that did not have any earnings will fall out of the payroll.
12. At the bottom of the page the status of the pre process can be seen.
Task Queue: Mew Finished: 1 Total: & Finished: & When the total amount and the finished
amount match the pre process is done running.
13. Select the small View button located below the Exit to enter the Queue. | 3] Exi
a. This is where you can see if your pre process ran successfully.
b. If your pre process ran with any errors call your CSR.

Wiew || Task |

14. Once your pre process has run successfully you Fu g@ di
can run reports to check your payroll before : :
submitting it. Favorite Reports  Details l
15. tSheeIeScCtrteI':f;1 .Favorlte Reports Button at the top of @ [Freview =l B> Run Repors) |
16.The Favorite Reports will pop up. - Runthiough the Queve
17.Select the Payroll Register Report by clicking in Date Range:
the box beside the name. _ _
18. Select the Details Tab Time Periods
19. Select Preview f+ Last Waiting Payrall
20. Select Last Waiting Payroll
21. Uncheck the Run through the Queue box. £ Last Processed Payroll

22.Select the Run Reports Button.

23.The report will run and come up on your screen.
24.You can either print or save your report from here.
25.Review the report for any errors in the payroll.

" Month to Date

" Quarter to Date

" Current Year to D ate

(" Prior Y'ear to Date
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26. If you need to make any corrections in your payroll before you submit
a. Select the Payroll Button, then Payroll Tab
b. Select the Check Date that you are working in.
c. Select the Batch Button at the bottom of the page.
d. If you only have one Batch open it will take you straight into the Quick Entry tab for
your Batch
e. If you have more than one Batch in your payroll select the batch that you need to
enter from the Batch Tab, and then the Quick Entry Tab.
f. Enter your corrections
g. Re-run your Pre Process and Payroll Register Report.
27.0nce you are sure that your payroll is correct and ready to be submitted. Select the Payroll
Button, then Payroll Tab
28. Select the check date you are working on.
29. Select the SB Review Button gy 5 Review
30.The System will ask:

| ]

@ Faor Review - This will put your payroll on hold until pou contact Pagday, [nc.

\,." Ok, x Cancel |

a. This will make everything in the system go gray so that you will not be able to enter
or do anything until your payroll has been processed.
b. Select OK

?T Ut |.;§

| '\?"} Thank vau. Your payrall haz been successfully submitted to Papday, Inc. faor resview,
Would you like bo e-mail pour contact at Payday, Ihc.?

F ves @ Mo |
31.The system will pop up: |

a. This will allow you to email your payroll contact to let them know that your payroll is
done and note anything that you would like them to look over for you.

b. Itis very important that you contact your CSR to let them know you are done, and to
note anything that you want them to check. If you do not want to email them then
call.

c. Your payroll will be on Hold until the payroll has been processed. Once the Status
changes to P you will be able to make changes in the system.

Notes:
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Entering Your Payroll
Regular

1. Do all Employee Maintenance first. (Ex: new employee’s, terminations, address changes,

pay rate changes, deduction changes or additions)

a. Note: most employee maintenance can be done throughout the pay period so that
when it is time to do payroll all maintenance will already be done.

Select the Payroll Button.

Read Company Notes, if any.

Select the Payroll Tab

Select the Create Payroll Button.

Verify your check date and click the green check mark to save

This will then take you to the Payroll Batch Screen.

Select the Create Batch Button

Verify the beginning and ending pay period dates.

10 Select the green check mark to save your batch. v

11.Answer Yes to auto-create checks for this batch. This will create a check for everyone who
is Active in the system.

12.Select QUICK ENTRY at the bottom of the page. You will now see the “Grid” with all your
Active employees.

13. The Quick Entry grid looks like a spreadsheet. You can customize this Tab to allow you to
enter your payroll quickly and easily. Please reference the Quick Entry Tab in previous
pages on how to customize this area.

14. Input your payroll.

15.Check your totals by selecting the Earnings and Deductions Tab.

a. Any Codes that require the check to be calculated for the amount to show will not
show accurately until you do your pre process.

16. Select the Quick Entrnyab YOuTe YORTPE P {8 PreProcess | Submit Payrol

17.Select the Pre Process Payroll Button at the bottom of the page.

18. This calculated all of your checks.

a. Any checks that did not have any earnings will fall out of the payroll.

19. At the bottom of the page the status of the pre process can be seen.

Task Queue: Mew Finished: 1 Total: & Finished: & When the total amount and the finished
amount match the pre process is done running.

20. Select the small View button located below the Exit to enter the Queue.| 3 Exi

a. This is where you can see if your pre process ran successfully.
b. If your pre process ran with any errors call your CSR.

[ Create Payrol |

E Create Batch

©oOoNOORWN

Wiew || Task |

Notes:

PAYDAY. .
2;\) Evolution Training Manual V. 6 AW

Page 79 of 117




21. Once your pre process has run successfully you Fu ﬂﬂ di

can run reports to check your payroll before | - :
Favorite Reports  Details l

submitting it.
22.t8|;eelescc:;rrtehee;] Favorite Reports Button at the top of @ [Freview = > Run Reports] |
23.The Favorite Reports will pop up. | Run thraugh the Queue
24. Select the Payroll Register Report by clicking in Date Range:
the box beside the name. _ .
25.Select the Details Tab Vo Fries
26.Select Preview v Last Waiting Payroll
27.Select Last Waiting Payroll
28. Uncheck the Run through the Queue box. {" Last Processed Paprol

29. Select the Run Reports Button.

30. The report will run and come up on your screen.
31.You can either print or save your report from here.
32.Review the report for any errors in the payroll.

(" Manth to Date

" Quarter to Date

33.1f you need to make any corrections in your payroll ¢ Cument Year bo Date
before you submit

a. Select the Payroll Button, then Payroll Tab ™ Prior ear to Date

b. Select the Check Date that you are working
in.

c. Select the Batch Button at the bottom of
the page.

d. If you only have one Batch open it will take you straight into the Quick Entry tab for
your Batch

e. If you have more than one Batch in your payroll select the batch that you need to
enter from the Batch Tab, and then the Quick Entry Tab.
f. Enter your corrections
g. Re-run your Pre Process and Payroll Register Report.
34.0nce you are sure that your payroll is correct and ready to be submitted. Select the Payroll
Button, then Payroll Tab
35. Select the check date you are working on.
36.Select the SB Review Button 5B Beview
37.The System will ask:

| x|

@ Far Review - Thiz will put your payrall an hold until pou contact Papday, [he.

~F 0K % Cancel |

a. This will make everything in the system go gray so that you will not be able to enter
or do anything until your payroll has been processed.
b. Select OK

Notes:

PAYDAY. N
25\) Evolution Training Manual V. 6 AW

Page 80 of 117




?: Lt |..§.§i

| I\‘\!p) Thank vou. Your payroll has been successfully submitted to Payday, Ino. for review,
WWould pou like to e-mail your contact at Payday, Inc.?

? es @ Mo |
38. The system will pop up: !

a. This will allow you to email your payroll contact to let them know that your payroll is
done and note anything that you would like them to look over for you.

b. Itis very important that you contact your CSR to let them know you are done, and to
note anything that you want them to check. If you do not want to email them then
call.

c. Your payroll will be on Hold until the payroll has been processed. Once the Status
changes to P you will be able to make changes in the system

Notes:
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Entering Your Payroll
Net Clock (Web Clock)

1. Do all Employee Maintenance first. (Ex: new employee’s, terminations, address changes,
pay rate changes, deduction changes or additions)
a. Note: most employee maintenance can be done throughout the pay period so that
when it is time to do payroll all maintenance will already be done.

2. You will want to make sure that employee’s code in Web Clock matches the Employee
number in Evolution

3. To view employee information in Web Clock Select Employee Setup, select the Employee
you want to see.

You can select the Once in the employee setup screen
Employee Setup employee you want you can verify that the employee’s
to see by clicking on information is correct (employee
Employee Name the employee. / number)
{add new)

Abbott, Cassandra Employee Setup

* denotes required fields,

Arnot, 1

Eirst Marne* Cassandra Middle Narme

Ashby, Erin Last hame* Abbott Desiqnation
- Title Departrment saner
Bailis, Janet

Location Supervisor

Behrend, Steven Home 1 hostess Home 2 bar

Home 3 SEM

wieh Password Auto Lunch 30 | minutes, after B | hours.

Blaser, Mark Start Date End Date

Brown, Bryce Emplovee Code 1234 Default Payrate 213

Pay Fate 7.25 Pay Rate 2 45

Manning, Daniel

Pay Rate 3 1} Card Mumber1  |BE5BEEE

Bailey, Donald Card Number 2 Card Number 3

Additional
Options

O
O
O
O
O
[] Blanton, Roberts
O
O
O
O
o

Schedule

10 employees shown.
[ (i checked, employpee’s paproli data

Export Black e radad
Check all | Clear &ll | 0 00 e

Once you have done all maintenance in Evolution and Net Clock

Select the Payroll Button.

Read Company Notes, if any.

Select the Payroll Tab

Select the Quick Payroll Button. [=> Quick Payrol

The Quick Entry Tab holds a grid that looks like a spreadsheet. You can customize this Tab
to allow you to enter your payroll quickly and easily. Please reference the Quick Entry Tab
in previous pages on how to customize this area.

10.Go to Net Clock (all time in the clock should be correct at this time.)

11.Go to Reports (located in Main Menu)

©ooNO oA

Notes:
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12.Select Summary Report

13. Select the pay period that you are paying your employee’s for. Usually this is the second
option.

14.Standard payrolls will select the Show Wages & Dollar Amounts in the Report Options.

15.The Show Which Employee Fields can be left blank in most standard Payrolls.

16.The Sorting and Filtering can be Sorted by Employee Name and No Filtering.

17.Select Run Report.

Online Timekeepi
P pp——
Date: 3/10/2009

oo Galls Company-wide surmmary for a single pay period. Shows tatal hours and earnings for each employee, broken down by

category.
Report Menu
Online Demo @ 3/8/2000 thru 3/21/2009
Daily Auto Email Report Beginning and Ending Date O 2/22/2009 thru 3/7/2009
Detail Report C' 2/8/2009 thru 2/21/2009

Click here for more pay perinds

Download Activity Files
Employee Export Show Wages & Dollar Amounts
Labor Code Reporting
Payroll Settings

Single-Day Report O Show Approval Signature Line @
Summary Report

Report Options O show Week Breakdown @

Summary Report Employee Name CJemployee Code
{Unf tted) . -

ararmace Show which Employee Fields? [JHame Department [Hame Location
Time Cards
This is a demo account. [ card Mumber 1 Ossn
Mone of the names or data in
this account are real, Sart By: | Emplovee Name v

Sorting and Filtering

Back Ta kain kenu Filter By: | Mofilter- Show ALL employees v
Fun Report

Online Demo

Payroll Summary 2/22/2009 through 3/7/2009

OThis symbol means employee is missing one or more punches,

# Name Total Hrs Category Pay Rate Pay Job Code

1 Abbott Cassandra 7a.41 Regular 213 169,14 i}
1.14  Owertime 3.20 3.64

2 Arnot, Josh 56,98 Reqular 0.00 0

3 Ashby, Erin 56,93 Regular Z2.00 113.96 i}

4 Bailey, Donald 79.45 Reqular 0.00 1Z2a0
0.51 Owvertime 0,00

5 Bailis, Janet 7347 Regular 11.00 808,17 i}
3.01  Overtime 16.50 49,67

& Behrend, Steven 40,00 Reqular 0.18 720 0
40,00 Regular 0.30 1z.00
3.00  Owertime 0.27 0.51
1.96 Overtime 0.4535 0.55

7 Blanton, Roberts 50,00 Regular 5.15 412,00 i}
4,956 Owertime 7.73 38.32

& Brown, Brvce 2247 Regular .50 191.00 a

o @ Manning, Daniel 51.40  Regular 0.00 a

Totals 594.74 $1,806.79 1280

Category Total Hours Total Pay

Reqular 58016 $1,713.47
Overtime 14,58 $93.32
TOTALS 594.74 %1,806.79
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18.Your report will come up.
a. You should not have any missing punches.
i. If you do have missing punches you must fix these before you can go on with

your payroll.
b. The report will show you the totals for each E/D
19. Print this report so check totals once you have done your import.

20, Download Activity Files g0t Download Activity Files from the list of reports.
21.Select Custom at the bottom of the page and type in evolutioncomma in the box available.
22.Select Continue

Notes:

File Format Code:

Select A Pay Period: | gojoct the pay period you are
paying your employee’s for

File Processing: Select Download It

Employee Filtering: No Filtering

Options: Do not select anything here.

Labor Mapping: All options should say Nothing.

23. Make your selections as shown above.
24.Select Run Report
25.Select Save from the box that pop’s up.

X

Do you want to save this file. or find a program online to open
it?

Mame: evolutiohcomma
| Type:  Unknown File Tepe, 1.15KEB

Fram:  w swipeclock. com

Savein | () My Documents v: (e 15 A
Find ] [ Save ] [ Canizel :
» )My eBooks
L <] =:ﬁ|My Music
MyRecent | [[ZiMy Pictures
Documents 25 My Received Files
I | YWhile filez from the Internet can be useful, zome files can potentially Lz} S
-‘ 'q harm your computer. |Fwou do nat trust the source, do not find & B
L program to open thiz file or save this file. What's the rigk?
My Documents |
26.You will now select where you will save P
your file. Itis important that whatever you | ...
name your file it has .txt after the name. B _
Once the file exists, you can double-click @ | e remion T ¥
the existing file to overwrite it. ik NS Do) o R [ el ]

Evolution Training Manual V. 6 AW
Page 84 of 117




27. Go to Payroll Batch in Evolution. Select the Import Tab

=

15yt n
3 e YIRS R 2 2 8 eF
{2 5B Admin
| Donna's Training 1 Simple #1 3/2/2007 Checks: 18
i8L Adrin
L
§§) Finance Batch ] Quick. Entry] Quick Entry W.-’Dverrides] Earnings and Deductions] Tawes Import ]Eompan_l,l contacts]
—— 2 2
':., 5/B Repart Timeclock, import
a Buieau Source file name |C:\Documents and Settings\apritDeskiophevolution.tst ( w ) F_}l Impart to the payrall ‘
!‘% Clignt Exception report file name |C:'\Documents and SettingshapribhDesktopheror. bt Q ) @View the report file ‘
ETR
= Compary | ["ook EE up by & Custom # " Mame 55N
fdi Emplovee | | DBOT match ™ Full faster) & Partial (slower]
@ v Paproll | I File: farmat (" Fined positions f¢ Comma delimited
aprol z& four digits for pear uto import job codes e employes pay rates uto Refresl
B Payoll [ Use four digits f [ Autoi job cod u | [ Auto Refresh ED
2 Reports
28.Click on the three little dots on the Source file name line to select where your file was
saved.

29.Click on the three little dots on the Exception report file name. This should be a notepad
saved with an ending of .txt

30. The area below these lines should look as they do above.

31.Now you can select the Import to the payroll button. A task bar will pop up until this is
finished.

32.The yellow Sun shows that data did come in during your import. Do not hit the yellow sun
until you are sure you are ready to save.

33.Click on the View the report file button.

a. This will bring up an error log. If there is anything on this log you may need to
correct the problem and then recreate your file and re-import.

b. The hours and earnings for anyone rejected on the report will not have been
imported. (If you must make corrections do not save what you have done in
Evolution. If you have saved you may need to delete the batch and recreate it.)

34.Check your totals by selecting the Earnings and Deductions Tab.

a. Any Codes that require the check to be calculated for the amount to show will not
show accurately until you do your pre process.

b. Make sure that the totals look correct from the report you ran out of the Net Clock
and then you can save your import.

35. Select the Quick Entry Tab
36. Select the Pre Process Payroll Button at the bottom of the page.

{E Pre-Process @ Subrnit Payrall

37.This calculated all of your checks.
a. Any checks that did not have any earnings will fall out of the payroll.
38. At the bottom of the page the status of the pre process can be seen.
Task Queue: Mew Finished: 1 Total: 6 Finished: 6 When the total amount and the finished
amount match the pre process is done running.
39. Select the small View button located below the Exit to enter the Queue. | ] E:it
a. This is where you can see if your pre process ran successfully.
b. If your pre process ran with any errors call your CSR.

View || Task|
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40. Once your pre process has run successfully you can
run reports to check your payroll before submitting it.
41.Select the Favorite Reports Button at the top of 1J
screen.
42.The Favorite Reports will pop up.
43.Select the Payroll Register Report by clicking in the
box beside the name.
44.Select the Details Tab
45.Select Preview
46. Select Last Waiting Payroll
47. Uncheck the Run through the Queue box.
48. Select the Run Reports Button.
49.The report will run and come up on your screen.
50.You can either print or save your report from here.
51.Review the report for any errors in the payroll.
52.1f you need to make any corrections in your payroll
before you submit
a. Select the Payroll Button, then Payroll Tab
b.

c. Select the Batch Button at the bottom of the

page.

d.
your Batch
e.

Select the Check Date that you are working in.

=

- [B]x]|

Favorite Feports  Details l

| Presaew

j @ Fun Report(s] |

[ Run through the Queue

D ate R ange:

Time Periods

f«  Last W aiting Payroll

(" Last Proceszed Payrall

(" Month to Date

™ Quarter ta D ate

i Current Y'ear to D ate

" Prior Year to Date

If you only have one Batch open it will take you straight into the Quick Entry tab for

If you have more than one Batch in your payroll select the batch that you need to

enter from the Batch Tab, and then the Quick Entry Tab.

f.
g.

Enter your corrections

Re-run your Pre Process and Payroll Register Report.

53.0nce you are sure that your payroll is correct and ready to be submitted. Select the Payroll

Button, then Payroll Tab
54.Select the check date you are working on.
55. Select the SB Review Button 5B Beview
56. The System will ask:
a. This will make everything in
the system go gray so that
you will not be able to enter

x|

@ Far Review - This will put yaur payrall an hald skl pau contact Payday, [he.

or do anything until your

0K

% Cancel |

payroll has been processed

b. Select OK

d'l

Thank vou. our pavroll hazs been successfully submitted to Papday, [ne. for review,
YWwhould vou like to e-mail your contact at Payday, Inc.?

? Yes

oND |

57.The system will pop up:

a. This will allow you to email your payroll contact to let them know that your payroll is
done and note anything that you would like them to look over for you.

b.

It is very important that you contact your CSR to let them know you are done, and to

note anything that you want them to check. If you do not want to email them then

call.
C.

Your payroll will be on Hold until the payroll has been processed. Once the Status

changes to P you will be able to make changes in the system.
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Running Reports

@ Payrall

Select the Reports Button

Select the Run Reports Subfolder E :

Select the report that you would like to run from the list of reports on the right side of the page.
a. Select in the box next to the report to put a check mark in the box

4. Select the Report Parameters Tab at the top of the page. [ gooot Parameters |

wn =

5. The parameters will be different depending on the report that you are running.
6. The Payroll Register Report is a standard report for what is available in the parameters tab.

Client AB201M Donna's Training Company
Company  AB201M Donna's Training Company

Browse FReport Parameters l

Owvermide default parameters as Frint -

J ﬂ]] Festore Defaults ¥ Run through the Qusus @ Fiun Report(s]

Pavialls | Misc | Employes Fier | DEDT Filter |

Check Date Periad Select Payralls for

‘Year v 1stQuarter v 3rd Quarker [7 1stQuarter [ 3rd Quarter

2003 :I' [v 2nd Quarter v 4th Quarter 7 2nd Quarter [ 4th Quarter

[~ Year
Fom | 1/ 1/2008  «| To 123z |
[~ Show Processzed Only r

3|E Check Date - |F|un # - |Processed |Status|Type| b’
»[C| 441772009 1 W R

| 44342009 1/318/2009 101728 W R

| 3/20/2009 1/3/4/2009 957494 W R

| 2#642009 1/2/24/2009 11:46:34 W R

[1|1/23/2009 1 W R

[C|1/9/2003 1 W R

a. Select the check date or dates in the Payrolls Tab.

i. The Select Payrolls for box will allow you to select check dates for 1%, 2" 3",
and/or 4" quarter. It also allows you to select check dates for the entire year.

ii. You can change the year under the check date period.

ii. If you are looking for payrolls in a specific time frame you can enter the time from
in the From and To boxes under the check date period.
El 1. You can then select all of the date in the period by selecting the box next

to the filter.

b. Select the Misc Tab : : :
Payrall:  Misc l Employes Fllter] DBOT Filter

Grouping and Sarting

Group Level |Department ﬂ
Group Type |Summar_l,l Dretail j
Group Sort |I3r|:|up Code j

Dretail Sart |Em|:u|u:|_l,lee Last Mame j

Do according to Compaty Setup j
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1171717

Page Break. after each Group

Show Terminated Employees

tazk Sensitive Information

Under the Grouping and Sorting Box

1. The Group Level allows you to select how you want the
grouping to be (Company or Department)

2. The Group Type allows you to select

Shows anly Surnmary for Multiple check dates a. Summary Detail — This is totals and the detail of each

Show Home DBOT for each Employes

Inzlude Memos in Tatalz

Inzlude Taxable Memos in Totals

check.
b. Summary — just the totals
c. Detail — just the detail of each check
3. The Group Sort allows you to show your first Group Level

Include Pieces from Piecewark, in Taotals either by Department Code or Name

Break Emploves between Pages
Deductions as Taxes

Show Shift Differentials

4. The Detail Sort affects the detail of information within the
group
a. Your employee’s can be in order by
i. EE Last Name

Hide S5M. State, Frequency. and Salary i EE SSN

Swap Check Date and MNet Check

Bold EE Mame, Check Mumber, and Met Check.

Show Employees With v TD Earmings

PAYDAY.

ii. EE Code
i. The Check Boxes at the right of the page allow you to
customize the report even further.
1. Page break after each group - allows a break to the next page
after each department.

2. Show terminated employee’s — employee’s that are terminated in the
system, but were paid during the time frame that you are looking at will
show on the report.

3. Mask Sensitive Information — Social Security Numbers will be shown as
X’s

4. Show only Summary for Multiple Check Dates — if you do not need the
detail of every check for each employee... this will allow you to see a
summary for multiple check dates.

5. Show Home DBDT for each Employee — will show the employee’s home
DBDT on the report.

6. Include Memo’s in totals — if you have memo’s they will show in the
total’s

7. Include Taxable Memo’s in the total’s — if you have taxable memo’s they
will show in the total's

8. Include Pieces from Piecework in Totals — if you have Piecework you
can have pieces show in the totals

9. Break Employee between pages — will print part of employee’s
information on one page and break when runs out of room and finish on
next page (can be hard to read report with this function)

10.Deductions as Taxed — deductions are showing in order as they are
taxed.

11.Show Shift Differentials — if you have shift differentials you can have it
show.

12.Hide SSN, State, Frequency, and Salary- gray line on this report
normally will show the EE’s SSN, State, Freq., and Salary. If you select
this it will be just a gray line.

13.Swap Check Date and Net Check — switches location of these items

14.Bold EE Name, Check Number, and Net Check — will make these items
bolded

15.Show Employee’s with YTD Earnings — will show employee’s with YTD
Earnings.
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iii. Select Employee Filter Tab
1. This Tab will allow you to run this report for just one or a select group of
employee’s.
a. An example of how this report could be used:

i. An employee comes to you needing check information for
the last 3 check dates. (Employee is refinancing home, and
shredded check stubs already.)

1. Select Payroll Register report
2. Select check dates employee needs
3. Select Employee from list
4. Run and Print Out for Employee
2. If no employee’s are selected in this tab the report will run for all
employee’s.
iv. Select DBDT Filter Tab
1. This Tab will allow you to run this report for just one or a select few
Division’s, Branches, Departments, and/or Teams.
2. If no specific DBDT’s are selected the report will run for all.
v. From the Drop Box at the Right Select Preview
1. You can select to print, but this does not allow you to preview the report
before it begins to print.

|F'review j
v Fun thraugh the Queue [E* Run Report(s) |
vi. Make sure the Run through the Queue has a check mark in the box. This will
send your report to the Queue (your report will be available in the Queue for 10
days) i

| 31

Your tazk haz been added ta the quels

W Ok

vii. Select Run Report(s) Button
viii. You will get a pop up message to let you know that the report has been added to
the Queue.
ix. Close out of the Report area with the red L_]l at the top of the page.
7. At the bottom of the page you will see the Task Queue
Task Queue: MNew Finished: 7 Total: 18 Finished: 18
a. You will want to wait until the Total number and Finished numbers are the same.
b. When the report is finished running select the View Button located under the Exit at the
lower left corner of the screen. 24 Esit
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Quick Guide
Running a Report

Select Report Button

Select Run Reports Subfolder

Select Report that you would like to run.

Select Report Parameters Tab

Select Parameters (If Applicable)

Select to Preview the Report

Select Run through the Queue box

Select Run Report Button

Wait until Report shows it has run in the Task Queue at the bottom of the page.
10 Select the View Button under the Exit Button

11.You can now see and do what you need with the Report that you have run.

©CoNoOORWN =

Notes:
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Navigating in the Queue

1. The Queue is the area of Evolution that hold all of your previous preprocess and reports that
you have run and asked to have run through the Queue. The information in the Queue is
available for 10 days.

2. Note: Depending on each user’s rights the Queue may have some differences in functionality.
Usually User’s will only see a difference in if the Queued area is available.

3. The top portion of the Queue has these buttons: 7 «x &F & &

c. The double up arrow allows you to go to the 1irst page or the report that you are looking
at.

The single up arrow will scroll up.

The single down arrow will scroll down.

The double down arrow will take you to the last page of the report you are looking at.

The arrow going in a circle is the refresh button. You may have to refresh if you come

into the Queue and your report is not done running.

4. Below the arrow buttons is the list of reports that you have run for the past ten days, and the

@~oa

Queued list.
a. The list of reports shows the date, status, description, and other information about the
report.

b. The Queued list show the status on the reports that you have run.
2| User |Finished|F’rionty| Id - | Updated |Status ‘Descnption |Caption #||Qusued Firished 8
= [\ aiting for Fes. Finished succ. g
L Aw152 o 800 EO014 3/19/2009 11:02:27 .. Finizhed Successfully Task Run Report Scheduling Rep Evecuting Firished w/excep.
| Aw152 | 800 R9829 3/19/2009 8:26:54 AM Finished Successfully Task Run Repart COHAB20TM. [ |Fgied iz mie
| Aw152 ~ 795 59542 3/18/2009 3:19:29 PM Finished Successfully Task Preprocess Papralls CotNO32+ Pr3/ |Priority)
_|AwW152 I 795 59463 3/18/2009 2:39:23 PM Finished Successfully Task Preprocess Payrolls | Co:NO40+ Pr3/ Total tasks a
| |52 ¥ 795 58058 3/17/2009 9:18:28 &M Finished Successfully Task Preprocess Pagralls CocD221+ Pr3/ o
£ >
Personal | Al

5. Below the lists is the description of the report that you are viewing.

Dezcription:  Task Fun Report
aption: CO# AB201M. 05 - Paproll Register
Status: Finished Successfully Changed: 3/13/2009 8:26:54 AM

Meszage:

-
6. The icons below the description allow you to affect the report you are viewing.

a. B Allows you to save the report outside of Evolution. Make sure if you are saving so
that you can email or make available to someone who does not have Evolution on their
computer that you change the type of the report to Adobe PDF Format

b. & Allows you to save your report outside of Evolution. See above... Allows you to
save reports that you ran at the same time as separate files.

c. ¥ Allows you to password protect your report before saving it outside of Evolution.
Allows one or two passwords.

d.  Prints the report to your default printer

e. = Allows you to select the printer and parameters for the printer you selected to print
to.
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Allows you to zoom in and out to see more or less of your report.
# pjlows you to search through the report.

& Allows you to create circles that you can attach text to.

& &l Allows you to scroll through the report.

Page | Tef23 Shows what page of the report you are viewing

A t | Al Graphic Reportz =
cpot | : = = If you ran more than one report at the same

time this allows you to select which report you want to view.

7. Below the icons you will see your report.

8. On the right top part of the Queue there are 4 Tabs available. These will change the view.
List Vigw Spit Wiew | Detail view | Full Screen

a.
b.

The List View allows you to see just the list of report you have run in the past 10 days.
The Split View is the default view it allows you to see the list, description of report and
all the icons.

c. The Detail View will eliminate the list and leave all other functions
d.

The Full Screen takes away the list and detail leaving you with just the report and icon
buttons that will affect the list above and the icon buttons that affect the report.

9. These steps walk you through running the payroll register report. This is a good example of
the different parameters that are available when running reports. If you ever find that you have
a question about a parameter that is available with a specific report call your CSR for further
guidance.

Notes:
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Running Reports from Favorite Reports Button

Select the Favorite Reports Button @
Select the Report(s) you would like to run
Select the Detail’s Tab
Select if you would like to Print or Preview the report.
a. If you select Print it will print as soon as the report is done running
b. If you select Preview it will allow you to preview the report.
5. Select if you would like the report to run through the Queue.
a. If you select to run through the Queue you will need to go into the Queue to view your
preview.
b. If you do not select to run through the Queue if you selected preview it will come up on
your screen.
c. Reports run through the Queue are available for the next 14 days.
Select the Date Range that you would like to use to run the report(s)
Select the Run Report(s) Button % Run Reparts]
Your report(s) will run.

OO

® N
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Saving a Report as a PDF

1. Select the Reports Button/ Run Reports Subfolder

2. Select the report that you want to run from the list
of reports. Put a check mark in the box beside the
report.

3. Select the Report Parameters from the top of the

page. Erowse l Report Parameters]

E|: Beports

4. Select the Parameters for the report that you are
running.

Run Reports

Set up Reports

Reprint Checks/Reports
Frint Blank Checks

&d Hoc Reparts

Report Search

5. Select Preview from the drop box at the top right
part of the page.

6. Make sure that the run through the Queue has a
check mark in the box beside it.

@ Fun Report(s]

Send To Maiboy

Select Run Report

[v Bun through the Queue

A pop up box will let you know that the report has been added to the Queue.
When the report has finished running. (You can see the status of the report at the bottom of
the page.

© N

Wiew || Task Queue: Mew Finished: 4 Total: 12 Finished: 12

10.To enter the Queue Select the small View button below the Exit button.
Select the save button
11.The Save Report Writer k& ult file will pop up.
12.Select where you would like to save the report and what you would like to name the report.
13.Select the Save as type and select PDF File
14.Select the Save button.

Save Report Writer result file

Save in: | 1) AB00T

A

by Recent
Documents

r

Desktop

<

by Documents

-
-

-
ky Computer
<) |
My N;t_ufnrk File mame: | LJ 5 ave |
Flaces
Save as type: |F'DF File [*.pdf] j Cancel |
Feporta/riter Result File [*.nwa) >
el PDF File [".pdf]
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10.

11.

Colurnn data Farmak

(%) General

C' Text

Ascii File Open in Excel

Once you have run your Ascii report in Evolution go to the Queue to save outside of Evolution.
From the Queue select the Save Icon.
This will bring up your Save Box.
a. Save to the location that you would like the file to go to.
b. Name the file
c. The file will be a text file.
Open Excel
Select your open file
In the Open Pop up Box select where All Files so that you will be able to see your text file
where you saved it.
Double Click on the text file you created.

Criginal data bvpe

Choose the file type that best describes your daka:

i) Delimited

(%) Fixed width - Fields are aligned in columns with spaces between each Field,

- Characters such as commas or tabs separate each Field,

This will open the Text Import Wizard
Select Delimited then Next

| mext > ][ Finish

Select Semicolon and Comma. Uncheck Tab then select Next.

Delimiters
[]1ab
| mext> | Finish | Semicolon
Comma
. Dfpace
Leave General selected and select Finish P Gtter:

[ Cancel ][ < Back ]

) Date: MOV ~

) Do not import column (skip)

12. This will bring the information into Excel.

Notes:
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Re-Printing Check Stubs

1. Go to Reports — Reprint Checks/Reports
Clignt ABOOZ AB Test Company Il

Coppan BOOZ2 AB Test Company Il Paurall 1 121642009
tails ] Payroll Checls ] Mizc Checls ]
Check Form Hepnnt TO Balances [ | ]
| |Eheu:k Letter Stub Only [Mew] ﬂ ||:urrent j
Mizc Check Form CRIEIR N | Don'tPrint Banking Infa on Checks
| Check Letter Stub Only New] ||| Frint | I DonttPiint Background on Checks
v DoMot UzeVME Settings

2. From the Browse Tab change the Check Form and Misc Check Form to show Check Letter
Stub Only (New)
3. The Destination needs to be Print
4. Select the check date that you need to reprint the check stub for in the list below
5. In the Payroll Check Tab Select the check (if you need more than one check hold your CTRL
Key on your keyboard) needed. Hit your Plus Sign at the top of the page.
Clignt AB2005# Donna‘s Training 1 Simple

Compary  AB onmia =y raining 1 Simple Paurall 1 114232007
Br-:uwse] Detafs  Paproll Checks l = Ehecks]

A\ J
3 Serial Mumber Met wages |EE Code |Em|:u|u:|_l,lee Mame 55M
-9999E53 0.001 70003 E:inj_. T'.-'-.'E!Et_','
-99996637 0.00 1023 Brazzi, Luca 111-25-4567
n 10139 B26.77 1012 Chavez, Josh 858779999
n 10140 85313 1046 Clark. Marla 123-45-6789
a 10141 908.93 1003 Clark., Mary 100-00-0003
10143 911.33 1049 Calling, Fobin 454-25.1515
B o 4531710000 | Collinsd, Robin 525-15-1258
6. This box will pop up Select Yes f
7. You will be notified that it has been sent to the Queue select
s .
OK ' Feprint SELECTED Payroll Checks?

Y'our task haz been added to the queus

r Tes OND |

o OK

8. Once it has finished running in the task Queue (status seen at the bottom of your page) you
may enter the Queue by selecting the View Button under the Exit button

@

I—

+* Help

A Esit < *

Queue: Mew Finished: 7 Total: 17 Finished: 17

9. You can reprint the check stubs by select the reprint checks button at the bottom of the Queue

m
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1.

2.

3.

4.

Ad Hoc Reports

When using Ad Hoc Reports you will be manipulating information that is specific to your
company. There are many areas in Ad Hoc where you will need to spend time becoming
familiar with what is available to you based on how your company is set up in the Evolution
system.

To navigate to the Ad Hoc Reports you will select
the Reports side button.

You will then select the Ad Hoc Reports sub folder

|u Evolution 9.0.13.33 [evolution. paydayinc.com]

€< Client
= Company
ﬁﬁ Employes

|H Evolution 9.0.13.33 [evolution. paydayin

(2 Admin

€L Client

=y Company
:f'_& Employes
Z¢ Payroll

2| Bepe

Fun Reporks

eee Misc Set up Reports
Reprint Checks/Reports
Print Blank Checks
&d Hoc Reports

Now while in your company you will select the green plus sign at the top of your Navigational
Bar. If not automatically directed to the details tab select the details tab.

Enter in the title of your report in the Description box
You will select the type of report that you are creating
from the report drop box, and this will allow you different
information to pull from. If you are creatingareportthat | & &1 o & o+ o 0 g
will just have employee information and not need any Cient  AB200S#  Donna’s Training 1 Simple
payroll dates or information you can select Employee. If | company AB2005# Donna's Training 1 Simple
you are creating a report that is going to need any Payroll} grouse Detai |

information you will need to select Payroll.

19.0.13.33 [evolution. paydayinc.com] - Reports - Ad

Description IEmpIu:n_l,lee Anniversaried

ER Evolution 9.0.13.33 [evolution. paydayinc.com] - Reports - Ad Hoc Reports

ke

Bow ToimToaws w & a6l
€ Clent

= Company

ﬁﬁ Employes
& Payrol

E_| Beparts

N
Client AB2005# Donna's Traiming 1 Simple
Compary AB200S5# Donna's Training 1 Simple
Browsze Detail |
Description |Emp|nyee.~‘-‘«nniver$aries
Report I ;I Feport Parameters |
- Company [51153)
- Emplopes [51134)
- Paprall [51132)

Evolution Training Manual V. 6 AW
Page 98 of 117




Report Parameters

7. Select the Reports Parameters button
8. If creating a report using the B Evolution 9.0.13.33 [evolution. paydayinc.com] - Reports - Ad Hc

Employee information you will have
Columns, Select EE’s, and Misc. as LT R Y e 2L A e I

tabs where you can manipulate and | = Clien u Report Parameters
pull information for your report. i Come| Coins | Select EEs | M) |
9. If creating a report using Payroll — N

Information you will have Misc.,
Employee Filter, DBDT Filter,
Columns, and ASCII Report
available as tabs where you can
manipulate and pull information
for your report.

10. At this point you will have 7% Employes
information available [ ene i | [ Page Break after &
depending on how your company is set up in Evolution. Below you will find some navigating
information to help you in creating your report.

11.The Columns Tab you can add and delete columns that will show up on your report. You are
also able to move the columns to put them in the order you want them to be.

12. With the Column Type you will be selecting what kind of information you will be pulling from
Evolution. By selecting Employee you are shown information about the Employee in the
Columns Values.

13. With the Column Title you are naming the Column what you want it to be called on your report.

14.You are able to make the columns you create visible or invisible ( if you need information for a
calculation, but you do not need it to be visible on the report). If you are doing a calculation you
will have to select Calculation from the Column Type(when calculating a column enter the
Column number then the calculation method and then the other Column. For instance

u Evolution 9.0.13.33 [evolution. paydayinc.com] - Reports - Ad Hoc R
\ -5 FATE ¥ 5 4 @

Fﬁﬂepn rt Parameters

Misc I Employes Fllterl DEOT FiIterI En:ulumnsl ASCII Fiepn:lrtl

=l Compary

col1+col3)
u Report Parameters w
Columns |SelectEEs| Misc |
List of Columns Colufin Property
2| Coluran ID | Colun Tt |invistie|size (| Ao Type  [Emplopee |

olurin Title ICustom Employee Code

coLz First Marme False |
coL3 Block wieek 1 Falze i L . . .
. : —t Calu ize |1 [~ Invisible Calumn [+ Print test instead of abbreviation
CoL4 E/D Code False
of alues [15 alue per non-calculated column]
|

3 ElFIELD_DISPLAY_NAME i
H__, ‘IDSSH Distribytion _Eode
Address1

Address?

Auto Labor C Ed Group
Auto Pay Shift

Auto Update Rates
Autopay Cl Pieces Mbr
Badge ID

Baze Retuns On This EE
Branch

| Calculated 5 alary

|| City

V] | Co Hr Salary Grades Mbr

L coLd | Custom Employes Code Falze |

(o)

\

A

[Jancel Changes |

(a2 Y
< Add Colurmn | Delete Column | Maove Up | Move Down |

Apply Changes

\/ 110! !]|D|"I|!'IL:I|EI|EI|TI|!'I

Cancel |

15.You are able to select the size of the column.
16. The Column Values area is where you select what is show in the column you are creating.
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17.0nce you have created and manipulated all of the columns to where you want them select the

Apply Button.

18.1n the Select EE’s Tab or the Employee Filter Tab allows you to select specific employees
for the report. Note: this will be available when you tell Evolution to run the report it does not

need to be set while building the report.

19.1n the Misc. Tab you are given
the option to pick what kind of
employees will show on the
report. Active, Terminated,
Inactive, etc. You are also able
to select depending on if the
report is being created through
Employee, or Payroll more
information

EE Status

-~

[2]

Current Status Code

1/«

R O Y T . 4 E1

Active

Involuntary Layoff

Leave of Absence

Military Leave

Felease "Without Prejudice
Seasonal

Suzpended

Terminated

Termination Due to Death
Termination Due to Layoff
Termination Due to Retirement
Termination Due ta Transfer

{3h 2dmin o = T
ﬁ iz Clipst ARIONSH D ‘e Trainina 1 Cimok
|l Compary | Co{ER Report Parameters
| Fa Emplopee Bil Coumne Select EEs ] Misc ]
2 Payrol g 212l Codev]ssm ‘FirstName Last Name
] Z: Reports [ 1001 (100-00-0001  Jake Simpson
" H [0] 1002  100-00-0002 Roberto Ortega
soo Misc —=
[ 1003 100-00-0003  Mary Clark
| 1004 100-00-0004  Alberta Franklin
_: 1005 100-00-0005  Alonso Rodriguez
| 1006 100-00-0008  Lonnie Smith
_: 1007 100-00-0007  Thomas Haywarth
_: 1008 100-00-0008  Teresa Wallace
_: 1009 333-44-BB55  Jane Lopez
| O] 1010 [12322.3333 [Den Stuart
7: 1om 555-55-6666  Michael Henderson
O] 1m2  888-77-9393 Josh Chavez
| 1m3 555555555 James Jones
_: 1014 354171351 Jennifer Fun Lady
Ml 1015 500-00-0001 | Seratch Pad “ellow

u Report Parameters

Columns | Select EEs  Misc

Sart By |

21.

Ta sort the results of the report, enter the calumn numbers

of the calumns on which you wish to sort in the arder in
which they are to be sorted, seperated by commas. For
example, to ot on columng 3, 4 and 1 in that arder, the
text to enter in the Sort By box would be as follows: 3,41

Iv Print &5CII Result

| €E Client

[ @1 Adrin
[ e

R .

“Woluntary Fesignation

|

u Report Parameters

= Company

| 76 Employes

Payroll

1~ Grouping and Sorting

Group Level ’m
Group Tppe | Summany Detal v]

Misc 1 Employee F\Iter] DBDT Fi\lel] Culumns] ASCH Hepurl]

| [T PageBreak after each grou

™ Mask Senstive Infarmation

Iv Print Column Headers E m p | Oyee

File Type
" Fixed Length

[Dietall Sort Employee Last Mame vi

Payroll

{* Delimited
If Delimited.. —
Delimiter |. &+ Pawol
Qualifier |" " Check
. é CJ_ianl uRepurl Parameters
20.The DBDT Filter Tab allows you to = Company Misc | Employes Fiter DBDT Fiker | Columns | 45CII Fiepart |
select specific departments that will | Enviowes | | DBDT Love L
ShOW On the report_ You Wi” SeleCt hOW ‘izaE;OIIt E?Dwmnn |D|\f|s\nnﬁAPs ‘ilanch |Eranchﬂ 1 Eep;a;ment Depaltment:t
. e R mepotls: L4 M) ame ept One
you want to specify (Company, Division, . Hisi AP Hame 1 Dem2 2
APS Home: 1 Dept 3 3
Branch, Department, Team) s APS Home ™ THome 100
APS Home: 1 a00 a00
The ASCII Report Tab allows you to set i s ST Boysvarsty B
. ] APS SCR Bays Jv B
your print parameters and report s 4P5 SCR_ Gk Vensiy Y
specifics. - T S Thee o
-] { O APS TestCampany LHP  [LPM £00007
l‘ﬂ Admin ] = = = = _: APS Test Company I:HF' CHA, E00003
B o 22.0nce you have created your report you will want to
2 Compary | | Misc | Employee Fiter | DBDT Fier | Counns  ASClRepon | save by hitting the green check mark on the top
G Ensloves | |~ Pt aSCl Fesut navigational bar, then the yellow sun.
@ Payrall
i P 23.Now you can run your report. In the browse area of the
T melp 1 |PELPR Ad Hoc Reports you will now see your report. Select
*+ FmedLengl ill i acE< T . .
S e E the report and make sure there is a check mark in the
e - run through the queue, then select run report.
Decimal Point Visibility — # of Decimal Positions
[visble =] i 9.0.13.313 [evolution. paydayinc.com] - Reports - Ad Hoc Reports
-8l (emhng G o= e @
24.Choose the reports parameters. YOU | g asoor  aBc rest Company
can make any changes you want to gfo“;z”y];“f"]“ ABE Test Company
the report. Save, and then select ok. I Show
A box will pop up notifying you that Gy | =il
your report haS been added to the gNumber '|Name Statu.s i EHeFortName . '|
LABDm ABLC Test Company Inactive Active EE Ph Address List
ueue. u ueu |aponz 4B Test Campary I Seasonal 4| | |M[ad Hoo - Pagral
Queue. You can go to the Queue to |
. . _|Ab003 Sample Client Inactive _|Emplayee Bith Dates
view and prlnt yOUf report- _|AB003 Basic Copy Seazonal & _|Feglnfo
_|AB100SH Original Sirple Client Seasonal & | [Salary Employes’s
. _|ABTOMHE Original Moderate Client Seasonal &

mnm)
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Running a Query

1. Queries are a type of report that can be exported to Excel. S

2. Clients can have a Query emailed to them so that they can run the Query. \.22. =28 QUEW Euilder
3. Torun a Query select the Misc. button, then the Query Builder Subfolder. - Report Wiriter
4
5

Select Open Existing Query.
Select where you have the Query Saved.

Look ir: | (3 QUERIES =~ & &k B

L

o I
'-l'—"n_ﬂ_ﬂ_.:_'-'_
L T I U
Jd =5 = = £

3 -‘t-‘t-‘*.vtd_gmss_example

Affvtd_hours_eszample

-

My Recent .-'-‘-_CH File Amts
Diocurnents ACH Racon
ACH_Favrolls_Processed_Or_Sched_For_Dits

Letive EE Count with Co Info hgen
=

s

Desktop

=

= =

.ctive EEs Address List

.ctive EEs Address List with Phone Mum

wctive EEs Address List with Phone Mums and Email

Active EEs Address List with Phone Mums and Email by Dept

= I

ty D ocuments

Active EEs Auto Lab Distrib Percentages
- || Active EEs by Br Dept Addrass List with Phone FMum Auto
%j Active EEs BY DEFT Address List with Phone Mum EI Biac
My Compiter Active EEs Longevity EI Birg
Active EEs with 551 DOB .EIE!;..|

& EEBEBBEBBEB

"’E ! |
by M etwork, File name: I _:_] Open
|

Flaces
Cancel

Files aof bype: 1I1uer_l,l Builder Queries [*.mg)

6. Double Click on the Query you want to run.
7. The report will run and show the results in Evolution.
8. To Export the results to Excel select the Export Result To Excel Button.

Browse Hueres l

Fjﬂ Create Mew Cuey [uery Builder | @ Ewport Besult To Excel
ﬁ Open Existing Query | v *wizard Yiew [ Shaow data far entire client

9. Select where you would like the report to be saved to.
10. Go to where you saved the file and double click on the file to open. The file will be a SYLK file,
but you can save as an excel file once you have gone into the file by selecting file/ save as.
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Creating a Basic Query

1. The Query area of Evolution allows you to pull information out of the system.

a. The Query area pulls the information based on where it is located in Evolution and
where that information is link to in the tables that are in the Query area.

b. The best way to locate the information you are looking for in the Query Building is by
knowing what fields you are going to want to pull and going to those specific areas in
Evolution.

i. Select the field of information that you are going to be pulling into the Query and
select the Field Audit History Button from the top navigational bar. | This will
show you where in the Query Tables the information will be found.

3 LAST_MAME ACTIVE_RECORD|CREATION_DATE EFFECTIVE_DATE EH.ﬂ.NGED_BY| i
P|Ortega F 5/22/2006 2:23:41 PM 1.1/2005 23
| Potter F 84282008 17:12:41 . BA28/2008 111341 13
|| Potter C 34262009 1:34:47 PM 372642009 1:34:47 P 42

c. Once you have noted all of the information that you want to pull and where in the tables
that information will be found you can go to the Query Building area.
2. Go to Misc Button Query Builder Subfold

Report Writer
RMW Analvze

3. Select the Create New Query Button from the Queries Tab.

Client ABZ2OTM Donna's Training Company

Compaty™ AB 2T Donna's Training Company
Browzk

Eﬁ Create Mew Query

Cluery Builder | E Export Rezult To Excel

—~
[v wizard View [ Show data far entire client

4. From the list of Tables grab the table where the field of information that you need is located
and drag it into the top gray area of the screen.
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3l T ables

=¥ Data Dictionary ,
=2 Cliert '
-7 mgency

-7 Bank Account

i . Client

+-E Bensfits

- Biling Address Information :2223222 Contact g::er
ﬁ ClBenefit Rates [=1 Active Recard Slring
ﬁ €l Change Log = Address String
[+-E I Mail Box Group Option AT String
-5 CIRepart Group Members B gency Check M., Integer
#-E Cl Report Groups B suto Save Minutes  Integer
ﬁ Cliert @Changed By [Serv... Integer
-7 Conzolidated Taxes 2::r|t "S_tﬂ:”ger
'"ﬁ Consalication Client humber Slri:g
ﬁ Delivery Group =2 Cartact] String
+-EE] Delivery Method 3 Contact String
+-E ED Codes == Creation Date Date

ﬁ ED Group Codes FEHCSR [Service Bur..  Intsoer
-7 ED Groups

-7 ED Local ExemptEsxcluds
[T ED State ExemptExclude
i+ Federal Tax Exempts
#-F3 Funds

i+ -7 Local Tax Exempts
- Penzion

ﬁ Perzon Showing Fields I Snrtingl Mizc | SOoL | [rata F!esultl

5. As you drag different tables to the middle the Query Builder will create links between the
tables.

Person [Client]
Employee

Mew Hire Report ..

Mext Raize Amount

Mext Raise Date

Mewxt Raize Percen...

Mext Raise Rate

Mext Review Date

Motes

Mumber Of Depen...

on Call From

on Call To Date
Original Hire Date . Date
Override Fed Tax ... String
rverrice Fed Tax ... Flost
Pay Freguency String
FEHpay Grouo [Come...  Intecer

Shawing Fields |S|:|rting| Mizc I SEL I Data Result

Field | Type | Field Alias | Table
Last Hame String H
First Mame String H
Onginal Hire Date Date k2

Unique Payroll Selutions
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6. By selecting a field and dragging it down to the bottom of the table where it say’s and you will
get a condition constructor box. You can select the compare operation, and then enter
information based on what you are comparing.

Left Part Compare Operation

Expressian
2 Original Hire Date |BETWEEN |

[ Inverse compare result [HOT]

Right Part
Initial Expreszion Final Exprezsion
‘01012008 "0E/30/2009

AMD

Check | k. | Cancel

7. Once you have entered all the fields and conditions that you want in your Query select the run
button. i%

8. Sorting can m going to the Sorting Tab at the bottom of the page. Right Click and
Sorting l

select Add. sc | SOL | Data Resu sortFieldEditor (%]
— Shaowing Field
|LastName ﬂ

Sort Direction
Edit... nker f* Azcend (" Descend

Femove Field Del

Q. | Cancel |

9. By selecting the add in the sorting you will see a sort field editor pop up. Select the field that
you would like to sort by first and then the order to sort by. You can continue to add sorting
until you are satisfied with the results.

a. You will need to re run the Query results to see the changes

10.You can save your Query to a file by selecting the floppy disk icon. =
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Buttons Within Evolution

1. Located in the Employee/Employee screen

a. Check Finder ;@ When you select this button it takes you to the check finder. The
check finder will show you checks for the dates you select for the employee that you are

on when you select the check finder.

Begin Check Date  End Check Date FRun# Check Serial # EE Code
= 17 172007 | [ 3n8s007 ¥ | [1004 A Fie | B Show | | % Cancel |
3 Check D...+] |Hun %plo}lee # |Employee Mame /T/Check Mumber | Giro: |Net |Status | 5

» 11004 Alberta Franklin

You can select
the begin and end
check date that
you want to see

b. Tax & Check line Calculator @ | When the Tax & Check line Calculator is selected it

/

The filter button shows
the checks once the
dates are selected. The
show button shows the
check you select once it
is highlighted.

]

‘IDDV 1.236.00 1,027.28 Dutstanding

taken you to a calculator for the employee that you are currently in.

Tax and Check Line Calculator
i Tar I Check Preview | Pawols |
Franklin Alberta K

Befresh Scheduled E/Ds [F3)

A Employee
1004 |

Tax Frequency
I T

Override Fed Type

States

31 State ™ l M arital Sl‘with A\Iﬂw]Slata Tan Wagasl State Tax |S[ o4

T

While in the Tax Calculator
you can select the Earnings or
Deductions that you need to
be in the check. Then enter
the amount for those E/D’s.
You can select how the taxes
are to be handled. You can
even Gross up a check by
check the Net to Gross box
and putting in the Net Amount.

ll Federal Marital Status

" Single % Married [ 2=
Dif -
|— Federal Tax \Wages: Federal Tax:
St 0ASDI Taxable Wages:
r 0A5DI Taxable Tips: DASDI Taw
Medicare T axable ‘Wages: Medicare Tax:
”‘I_ EIC Tax:
R Gross et
A

I

2[e/m Cote ~[amaunt st [sU15tate]Ho A fNare =]
HDNP Overide Fed Yalue =
< 5
Override 0ASDI sU|
Enter the 250 =[5 Tan wages|su T [s e
E/D, Override Medicare ﬂ EE WA
Override EIC -
v
s ¢ 8
+ | Backup ‘Withhalding —
Tl 5 = Locals
EJ Local Name = ] Local Tax Wagasl Local Tax |DF! An
[~ Block Federal [~ Block Additional Federal I Tax at Suppl | Rate ﬂ
[~ Block EE logk EE Medicare 1™ BlockEIC | 0 o /
e of Dependents J:

>

[~ Disable Shartfalls L2 Calculate check [F&]

[ Check Preview

7 Check Type T~
% Manual Heguh, B Copytopayroll [F8) | %€ Close (F2)

PAYD AYNC
»—

........

| Select the net to

Gross box and
enter the Net

_Control the taxes here.
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2. Located within Payroll/ Quick Entry area in Evolution.

a. Employee ﬁ'aﬁ | The Employee Button takes you to the Employee/Employee area of
Evolution.

=
b. Employee Rates A= imnn'The Employee Rates Button takes you to Employee/ Pay rate
info screen.

3. Located within Payroll/ Check-line area in Evolution.

a. Employee Button ﬁ?ﬁ
area of Evolution.

The Employee Button takes you to the Employee/Employee

b. Employee Rates A= meeThe Employee Rates Button takes you to Employee/ Pay rate
info screen.

|
c. Scheduled E/D’s +
Scheduled E/D’s area.

The Scheduled E/D’s button takes you to the Employee/

d. Check Finder: ;@ When you select this button it takes you to the check finder.

e. Tax & Check line Calculator J When the Tax & Check line Calculator is selected it
taken you to a calculator for the employee that you are currently in.
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Evolution Shortcut Keys

General
Action Button Shortcut Key

Check Finder @l F12
Moves the insertion point from tab to tab | N/A CTRL+TAB
on a window
Show contents of drop-down menu N/A ALT+DOWN ARROW
Tax Calculator @| F9
Field Value Locator N/A CTRL+ F
Field Filter |3| CTRL+R
Change to menu item N/A ALT+ _
Export “Grid” within Evolution N/A CTRL+E

Employee & Payroll

Action Button Shortcut Key
Select employee by name N/A CTRL+ F12
Select employee by number N/A CTRL+ F11
Move to next employee and Nest [> PLUS SIGN (+)
save changes to current

employee

Move to previous employee and Asterisk (*)

save current employee changes

Get Employee YTDs N/A F3

Move insertion point to the first | N/A ALT+HOME
employee

Move insertion point to the last | N/A ALT+ END
employee

Create a new employee/check N/A ALT+ INSERT
Move from employee details tab EE Scheduled ED's N/A

to the browse tab of that
employee's scheduled E/D/s
window.

Move from the employee's Employee N/A
scheduled E/D window to the
browse tab of the Employee
window.
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Payroll

Action

Shortcut Key

Move from Payroll- Batch window

CTRL+ ALT+ LEFT ARROW

Move from Payroll-Checks window

CTRL+ ALT+ RIGHT ARROW

Create a Payroll or Batch

ALT+ INSERT then F10

Payroll- Payroll-Batch/Checks

Action

Shortcut Key

Delete a check

CTRL+DELETE

Add a check

INSERT or DOWN ARROW

Move to check lines

CTRL+ ENTER

Move back to check

CTRL+ ALT + LEFT ARROW

Payroll- Payroll- Check lines

Action Shortcut Key
Add a check- line INSERT
Add a check ¢ DOWN ARROW

e ALT+ INSERT

Delete a check

ALT+ DELETE

Move to Quick Entry

CTRL+ ALT+ LEFT ARROW

Add Copy of check line

CTRL+D
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Toolbar

Action Button Shortcut Key

Back to previously viewed window [ . SHIFT+ALT+ LEFT ARROW

Forward to next viewed window 2. SHIFT+ALT+ RIGHT ARROW

First record . ALT+ HOME

Prior record 1 CTRL+ ALT+ LEFT ARROW

Next record = CTRL+ ALT + RIGHT ARROW

Last record & ALT+ END

Create a record B | ALT+ INSERT

Delete a record v | ALT+ DEL

View field audit history = CTRL+H

Refresh data = F5

Post changes WV F10

Cancel changes w F2

Commit data changes to database on g CTRL+ S

server :

Abort changes 7 SHIFT+ ALT+ BACKSPACE
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Payroll Filters

1. You may want to add a Payroll Filter to your company for instances when you have more than
one batch in your payroll. Creating a Payroll Filter will allow you to identify the batch’s in your
payroll. For instance you may want to create a batch with manual checks jn_it,_You could use
a filter called manual checks to identify that Batch. € Client

2. To add a Payroll Filter to your Company go to the Company side Button "= Company
3. Now you will want to select the Payroll Defaults Subfolder. Then select =
Payroll Filters. :ﬂ| s 24 Employee

““*The Banks

General

.......................... "
i Emple e * Please make
73} HR M Div/Branch/Dept/Tearm P

@ A Pl Benefits r e e

Payroll Defaults » Cefaulk E/D's -- Comparry

@ Pagrol Imparks r Defaulk EfD's -- Division

‘== Reports Defaulk E/D's -- Branch l
=§E§ Operations Defaulk E/D's -- Department

= Defaulk E/D's -- Team

ﬂ Ut speis Payrall Check, Templates

sew Misc Pay Group

_ Payroll Filkers |

4. Select the Detail Tab at the top of the page. | Client ABOD1
=1 Company  ABODO1
5. Select the green plus sign = = Browse Detalls |

6. Enter the name of the Filter that you are creating on the Name line at the bottom of the page.

Browse Details l

3 M ame - |Divisi0n |Branch |Department |Team |Pay Group /'/
-

Fay Filter 2
Fayroll Filter

Mame |M anual Checks

Divigian

Branch

Team

Lol Ll Lef Lo

|
|
Departrment |
|
PapGiroup |

[~

7. Select the green check mark and then the Yellow Sun to save your work. v o

8. If you want to specify only a specific Division/Branch/Department/Team or Pay Group to come
into the payroll you can do so by selecting from the drop boxes below the Filter Name.

9. If you have any questions while creating a Filter contact your CSR for further guidance.

10.You can continue to select the green plus sign to add filters for the Batches that you create.
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1. Goto

Creating a Template in Evolution

2. Fill out the information in the Details Tab

Erowse Details l Elucksl Ta:-:es] States] L-:u:als]

Mame

T ax Supplemental Hate

" Yes " Mo

Federal Ovemde Type

| El
Federal Override Yalue

Ii

Override Frequency

| Hl

Prorate Scheduled E/Ds
" Yes " Mo

4. Select Block DD if you
want no Direct Deposit to
come in.

5. Select Block DD
Except Net if you want
all DD accounts except
the Net to be Blocked.

6. Select All under Block
Time Off Accural if you
want both Accruals and
Used to be Blocked.
Select Accrual if all that
you want blocked is the
Accural.

7. Select Block Auto
Distribution if you do
not want any Auto
Labor Distributions that
have been set up to
run.

PAYDAY.

select no)

M one

Regular Amount
Regular Percent
Additional Amount
Additional Percent

e Enter the Name of the Template
e Ifthe checks should be taxed at a supplemental (higher)
rate select yes (if they are not to be taxed supplemental

{ Semi-tanthly

Monthly
[uarterly
Semi-bnnual
Annual

¢ You will select the Override Frequency:

e The Federal Override Type has the following: Usually you
will select None as the type in this area. If you select one of
the other options you will fill out an amount or percent in

e You will select the Prorate Scheduled E/D’s (Yes or No)

3. Fill out the information in the Blocks Tab

Block DD
" Yes " MNao

Block DD Except Het
" “es " Mo
Block Time O Accural

Al " Nao
" Accrual

Block Auto Distribution
" “es " Mo

Block Sched EfDs Except DD
™ Yes " Mo

Block Scheduled E/D=s From Agency
™ Yes " Mo

Block Sched EfD Except Pension
™ Yes " Mo

Emwse] Details Elocks l Ta:-ces] States] Lucalsl

E/Dz to Block
3 E/D Code Dezcription
Ld
<
E/D Code ._:..
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8. Select Block Scheduled E/D’s Except DD if you want all Scheduled E/D’s except DD to be blocked
9. Block Scheduled E/S From Agency if you do not want any Agency Checks to be created

10.Block Scheduled E/D Except Pension if you want all Scheduled E/D’s except for any Pensions to
be Blocked.

11.The box to the right allows you to block certain codes.

12. Select the green plus sign in the box to add another line to add codes to be blocked.
13.Fill in the information in the Taxes Tab:

Brnwse] Details] Blocks Tawes lStates] Lu:u:als]

Notes
Block Federal Block ERFL—— — —1
* ‘Yesg ™ Mo " Yes (* Mo
Exclude Additional Federal Block ERDASDI—  —— - T T T T T T T T T
Additional ﬂ " “Yes o« MNag
Block EE OASDI Block ER Medicare
" ez (* Mo " Yes “«ta 777

Block EE Medicare

" Yes * Mo
Block EEEC—————————— ... m—_—_—_———————— — ——
" Yes o Mo e

14.Fill out the States Tab:

Bru:uwse] Details] Elucksl Tawes States l L-:u:als]

5.~

|Ta:-c At Supplemental Hate| Block, State| Block 5D | Block SUI | State Overide Type|State Overide Yalu

w
< »
State Tax at Supplemental Rate X
| -l Yoz © No -
|5“'“" Override T’"j Block State Block SDI
™ es " Mo " Yes i~ Mo
State Owverride YV alue
Exclude Additional State Block SUI
| j " Yes (™~ Mo
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