PAYCHOICE ON-LINE CLIENT PROCEDURES
(Internet Payroll)

1. Login to www.payrollnetwork.com
2. At top of screen select "Login to Services"
3. From Menu select PayChoice ON-LINE

WELCOME TO ON-LINE EMPLOYER:

4. Login =

5. Password = payroll01

6. RESET PASSWORD = something unique for you to remember
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vSpecial Features WEICOme to
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Site Indexr
rLog In
Payroll Providers Business Owne
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center for Employers, Employees, Providers
and others wanting to improve their Password |
administrative operations. From payroll to HR -
and time tracking, our services are delivered o
faster, accurately, confidentially—and most
important, personally.,
These enterprise solutions deliver sustainable
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pra;tices and the latest technology to your =
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www.payrollnetwork.com

Information Center: Product Options
7._Select your company code/company name (double click on it)
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vSpecial Features HOI'I'IE 0
+Products & Services Horne | Iy Profile | Company User Message | Log Out |
D Cent -
ema temer Information Center
rNews Center Mo Mew Messages
Site Index Product Options
»Log I
SRt Payroll Code Name
1365 DELEOM 2 STAMG CRAS
1449 EMGTEL LLC
1630 TELESOL LLC
1672 TRUCKS OM CalLL INC
1706 BST PRINTING CORPORATION
1714 WASHIMNGTOMN DC TECHMOLOGY COUMNC
1719 FOREWVER FIT LLC —
1730 SLR HOLDIMGS IMNC
1732 DRSS SMITH KIMNMARD 2 GILBERT PA
1744 MERLISA LLC
1752 WESTRY OF CHEWY CHASE PARISH
1755 EMERALD TITLE & ESCROWY INC
1760 JERCOME TRAMNSLATION GROUP INC
1765 DULLES BAGGAGE SERVICES IMNC
~ 1767 GROWTH STRATEGIES INC =l
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The name o the zecurnty certificate iz invalid or dogs not
match the name of the zite
Do you want to procesd?
hi= Yiew Certificate |
Security Information ﬂ

ri‘l Thiz page containg both secure and nonzecure

?. items.

Do you want to dizplay the nonzecure ikems?
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Payroll Network, Inc. / WELCOME, Your Company’s Name

(Please review the dates on this screen before proceeding, if incorrect call PNI)
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YOUR SAMPLE Wz P
- WelCome, your SAMPLE COMPANY Manager Data Er

Your Current Pay Period is: 12/4/2000 - 12/10/2000 Linda Ward
201-770-6069
lward@payral
Techkrical Suppo

= Mick Holcarmb
%"— 301-770-5134
nholcomb@p.

Sr. Installation .

Service

Today is Wednesday, March 24, 2004 Thelena Smith v__|
301-770-5184

tewilliams@p:

Installation Coo.
Robin Johnson

201-770-4200
= richnzon@pa
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Uze the left menu to
access company infao

» This is a testl!

MENU (Left side of screen)
= View Company Status
» Reset Company
= Switch View
= EMPLOYEES (Create a Pay Template/Add Earnings
and/or Deductions)
= PAYROLL (Pay Data/Timesheet)
= WEB REPORTS
= SUBMIT PAYROLL



- EMPLOYEES:

NOTE: All New Hires and Master file Changes should be done prior to entering any
worked hours, bonus, etc. under Payroll.
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Payroll Network, Inc.
N -
Divs & Depts: [} —
Employees vs SHES
? Employee List Company C
Your default Yiew is: Active Employees, by Div,Dept,Mame,Emp #
Div Dept Emp # Employee Employment Status
01 o1loo 0015 BELLING, JOSEPH Active
01 o1loo 0025  COLLINS, CHUCK Active
01 gloo gooy  JOSEPRH I, CHARLES Active
01 oioad 00253 MASTERS FEMTOM Active
01 oioo 0024  SMITH, MARK Active |
01 0zoo 0014 DALTON, FRED Active
01 ozoo 0oo4  LEMYA, LOLLIE Active
01 ozoo 0o0z0 S054AY, KAISER Active
o1 0zoo 0001 WINCHELL, WALTER Active
Log Out 01 0300 0009 BIANMCHI, DENNMIS Active =
w 4| | E
€ | B[ [ ntemet Yy

wwiiiexs s DEPARTMENT NUMBERS REQUIRED ON EMPLOY EES# ¥

New Employee, click on EMPLOYEE, New Employee. Save each screen record
before proceeding to the next.
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Addi N
E.-.:.rl;?oaye:w ? Employee Demographics
Demographics | gmp " To be assigned Status” INEW Hire 'I Fill out an 1-3 Form
el Div/Dept” |- SelectA DivDept—~ v|
flliiEmel] e First Name* I I Last Name* l—
Sellery Address 1 I Address 2 I
Deducti :
Feustens City, State” | [y =] Zip Code | -
Socsec | - - Phone # | | |
Birth Date | Crornddd vy ¥y) Hire Date  [aza2008 | =]

Bemilr INotReponed 'I Race |NntRep0rted j
Cancel New Employes

Support * Required Save, Continue to Mext Step

Taxes

Direct Deposit

Pay Template

|&] pone ’_ ’@ ’_ | Inkernet v

Note: All Maryland Employees must be coded for a Local Tax Code. Under
Employee Taxes: choose Save, Add AnotherTax. From the drop down button,
select LOCAL. At the top of the screen appears LOCAL TAX CODE. Select the
County employee lives in. Example: Prince Georges = MDPRGR, Montgomery =
MDMONT, etc. SAVE.
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Change an existing Employee, click on EMPLOYEE and select from the
menu’s cateqory screen to be changed.

Example: To change a “hourly rate or “salary”, click on EMPLOYEE, SALARY

- Enter the “new hourly or salary” amount. LAST RAISE DATE = effective date of
raise. If a NEW HIRE then the effective date = Hire Date.

- SAVE

PAY Template/PAY GRID must also be changed and Saved
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VN

Divs & Depts: | All Divizions =l Emp: |BELLING, JOSEPH 7|
Employee Salary Div: 01  Dept: 0 f
Hourly Rate 1 ' 0.0000 Pay Frequency IWeekly Yl
Standard Hours .
Hourly Rate 2 [ 0.0000 (per poy chedk) I 40.00  Display Hrs [
Eimpllayzes Hourly Rate 3 [ 0.0000 Employment Status IFUIITimE 'I
Salary o
(mer Bay chack) o 5000.00 Shift I 'l
Overtime Paid O
Salar i
' Recalc Annual Salary $260,000.00 Extra Earnings  Type Amount
_ BONUS $ 13 | -66.00
Last Raise Date |212I2DD4 & I
DR&W-NT 3 44
Next Raise Date  |2/212005 E]
Wiew Salary History Save Changes |
TAKE o A Pay Template is set up for this employee.
NOTE "} Make sure all pay changes made here are also made to the Pay Template,
Log Out
v
|&] Dore 3, |4 meernet



- PAYROLL
TIMESHEET INFORMATION click on PAYROLL

= PAY GRID

2 Web site - Microsoft Internet Explorer ; 7] x|

Fil= Edit Yew Favorites Tools Help |Addr’ess I’.cj https:f fwwas paychoiceonline, comfwebpayroll/header . asp j @GD |
&Back ~ = - @ 7t | @Search (Gl Favorites @Med\a @ | %' =] - E

Payroll Network, Inc.

o Divs & Depts: I 01:0100-STAFF | Pay Grid vs. Pay Details? =
2 .
¥ Payroll - Pay Grid
Salaried Employees pay 2l PAY ALL
Click name to view I VACTION BONUS HOLIDA
Emp
Pay # emploves record Det: HRS HRS + HRS S HR=
¥ 0015 BELLING, JOSERH @ | | | soo.00] | |
el ¥ 0007 JOSEPH IIL CHARLES | [ [ 300.00] [ |
Pay Grid Hourly Employees Pay all PAY ALL
Click name to view [apy  WACTION BONUS  HOLIDA
Emp
Pay # emplayee record ails  HRS HRS $ HRS $ HRS
¥ 0025 COLLINS, CHUCK | 8.00] | | | I
¥ 0023 MASTERS, FENTON @ | [ [ 1o00.00] | |
¥ 0024 SMITH, MARK @ [ eooof | | | |
Terminated/Inactive Employees | Select Terminated/inastive Employees |+ |

To include & terminated or inactive employee in this pay period, click on the name from the above list,

Log Out . A " " : .
‘iha employee will be added to the appropriate Hourly or Salaried list and you canlthen assiqn pay details. _ILI
S 4 »
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= PAY DETAIL

Fil= Edit Yew Favorites Tools Help |Addr’ess I’.cj https:f fwwas paychoiceonline, comfwebpayroll/header . asp j @GD |

A -
Divs & Depts:|  01: 0100-5TAFF =l A
2 Payroll - Pay Detail Div: 01 Dept: 0
Current Rate: Rate 1 - $12.00  Tax Frequency: Weelkly (RN
Check Override Tax Frequency
#1 for this check |- ne everide - = ™ Stop Direct Depasit
Payroll Delete Pay Rate Description Amount Information override Department
™ |[Hourly: 01 - REGULAR I 8.00 Hrs Rate 1
Pay Detail [~ |Hourly: 05 - HOLIDAY | 32.00 Hrs Rate 1
I [Hourly: 05 - HOLIDAY I 8.00 Hrs Rate 1 0zoo
[ Hourly: 01 - REGULAR I 32.00 Hrs Rate 1 0300
Add an HOURLY pay code Add an EARNINGS pay code Add 5 TAX code Add s DEDUCTION
mber to save your changes to this Chack,
W pay | Save Changes to Check 1 | Save, next emplovee
-
4 | o]
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Salaried: To pay everyone that is “salaried” click on Pay All.
A check mark M will appear next to the employee’s name and also under Details.

Hourly Employees enter number of hours worked during current pay period under the

appropriate column. Make sure you have a check mark M next to the employee’s
name. After all entries have been entered click on Save these Pay Changes button.




ADJUSTMENTS

Manual/ Void adjustments to an employee’s

Web Site - Microsoft Internet Explorer

pay record click on ADJUSTMENTS.

Divs & Depts: 01

Payroll - Adjustments a TAFF  Emp #

There are currently no Adjustments on file for this employee for the current pay period,

Wwhat type of Adjustrnent do you want to add for this employee?

Payroll
-- Select Type -«

Adjustiments

=
[&] pone ’_ ’@ l_ |4 Inkermet

Select the Dept/Div and the Employee to work with. From the selection menu choose
the type of entry to record.

aWeh Sike - osoft Internet Explorer

File Edit Wiew Favorites Tools Help

= Back -

P

Divs & Depts:

Payroll - Adjustments TAFF  Emp # : 0025

There are currently no Adjustments on file for this employee for the current pay period,

what type of Adjustrent do you want to add for this employee?

Payroll
I-- Select Type ~ 'I

ct =
Manual Check
Adjustinents: "oid

Pre-Calc Check

& [ @[ [ wntermet




ADJUSTMENTS

MANUAL recording. Select the Dept/Div and the Employee to work. Enter in the
assigned Check Number you will give to the employee. Enter in Gross to Net
information. Note: Under Taxes Fl = FICA, MC= Medicare, FW = Federal,
St= State, LC= Local. Do not forget to enter in the Check Amount (Net) and
click on Add this Manual Check. Click on CONTINUE. Click Save Changes.

To record another entry select from the top right (above Check Amount)
Add New Adjustment.

= VOID recording. Select the Dept/Div and the Employee to work with. From the
selection menu click on the Check Number and Check Date to be voided.

The screen will be populated with the voided data. Click on Add this Void.
Click on CONTINUE. Click Save Changes.
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Payroll
A . : o
Divs & Depts:| U1: 0100-5TAFF = Emp: [COLLINS, CHUCK =] =
@ Payroll - Adjustments Div: 01 Dept: A
Adjustment Type: Manual cCheck # to ADD: I \
Check Amount: $ I
Yariance:
Payrall Use Pavcheck Caloulator cancal I | Add ihis Manual Ghatk I
Gross Pay (in-net): 0 Tax Total {in-net): 0 Deduction Total {in-net): 0
Adiustments
Pay Codes Hours  Amount Taxes Amount Deductions Amount
| | = =l
=l | | =l
=] | | =
| | = =l
[ | ] |
[ | =l =
| | [l = | =
2 £ — = =] -
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Payroll Network, Inc.
? Payroll - Adjustments Div: 01  Dept: 0100-STAFF  Emp # : 0025
Adjustment Type: Manual check # to ADD: 2368
Check Amount: $ I 56784
Yariance: $0.00
Use Pavcheck Caleulater Add this Manual Check |
Payrall
Gross Pay {in-net): $625.00 Tax Total {(in-net): $67.16 Deduction Total {in-net): 0
Pay Codes Hours  Amount Taxes Amount Deductions Amount
Adjustments 01-REGULAR ~|[  13.00]  @25.00 | |[FI-Fica | RS =il
= I MC-MEDFIcA ~|[ 906 =]
= | Fw-FEDWTH =|[ 1110 =l
= I sT-sTATE x| 828 = |
=] | = M|
=] | = M|
=] | = M|
=] I =l |
o NOTE: fn-Wet amounts are displayed in black; #CT in-fe? amounts are displayed in aray.
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-TOTALS

* Always run a calculated tape on your regular, overtime, sick, vacation and or
holiday hours, plus any extra dollar amounts due payable.

Before your payroll is sent for processing you must provide Control Totals. There
should be NO VARIANCES. This allows you to double check for accuracy in keying.
SAVE CHANGES.

/2§ Web Site - Microsoft Internat Explorer

Fle Edt WView Favoites Tocks Help | s [ @] hitpsstummus paychoiceariine comywebpayrolfheader asp ~| @ |
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Payroll Network, Inc.

AN
Depts:l e L L L — |

@ Payroll - Totals

Please select & Department from the above pull-down list

Payroll

Totals

N bl | il
&] Done | [ | nternet

=18] x|

omiwebpayrolfheader, asp =] @e

T DT Department from the abave pull-down list

Payroll

Tatals

v 4 | |
[ B 4 mnemet

=18
ss [&] hittps: fjumw paychoiceorling.com/webpayralfheader . asp =] @a

FaN ? Payroll - Totals
Type Earnings Control Totals System Totals variance
H 01-REGULAR lﬁ 0.00 Hrs 0.00 Hrs
H 02-0/TIME lﬁ 0.00 Hrs 0.00 Hrs
§  07-SALARY lﬁ $0.00 40,00
Payroll

H 03-VACTION lﬁ 0.00 Hrs 0.00 Hrs
$  13-BONUS lﬁ $0.00 4000
Ao oos-Houpay [ ooo 0.00Hrs 0,00 Hrs
Totsls H  04-SICK [ oo 0.00Hrs 0,00 Hrs
H 06-PERSMAL IW 0.00 Hrs 0.00 Hrs
s aaprawnT [ 000 $0.00 $0.00
s ozvacTion [ 000 $0.00 $0.00

$

06-PERSMAL 0.00 $0.00 $0.00 =

Save Changes .l
=7 d I :

[&] pere [ & [ nemet




- WEB REPORTS

* Remember to print out these reports each
processing:
e Change History (employee master file)
e Payroll Input Transaction (keyed data)

eb Site - Microsoft Internet Explorer -8 x|
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Payroll Network, Inc.

? Web Reports Cormpan; e: DEMO

web Reports are displayed through a Viewer that provides
printing, search, and zoom capabilities.

The first time you run a Web Report from your PC,
a report viewer will need to be downloaded to your PC.
This will only be required the first time you run a report.

Just click on a report listed in the left menu,
If yvou need the viewer, you'll autornatically be stepped through the process.

Web Reports

v

|&] pone l_ l@ l_ | mkernet
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- SUBMIT PAYROLL

Review of what will be sent for processing. Click on Continue to Next Step. Enter in
Control Totals. Save. Select Continue to Next Step (three times). STOP!

/3 Web site - Microsoft Internet Explorer 18] =
File Edit Misw Favorites Tools Help |Agdress |€"| https:{ i, paychoiceonling, comwebpayrolfheader ., asp j @G
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Payroll Network, Inc.
Feview (=l . ;I
Pas/Dan't Pay REGULAR O/TIME SALARY WACTION BOMUS HOLIDAY SICK PERSMAL NT  Modifi
— HRS HRS $ HRS $ HRS  HRS  HRS $
eview Totals
BELLING, JOSEPH g0o0.00 ¥
Feview Dates
JOSEPH IIT , CHARLES 300.00 v
Review Deductions |y, crens | FENTON 1000.00 v
Ry REperEs SMITH , MAaRK 60,00
Subrmit Payroll COLLINS, CHUCK 32.00 5.00 v
NOT PAID Employees
Cancel Submit
o o DALTOMN , FRED
Suppot MAGUIRE , JOHN
BIANCHI , DENNIS
MC COOL , DANNY
MORRIS , PHILLIP
OTTER , JAMES
STOMNE , SHARCHN
LENYS& , LOLLIE
SOSAY , KAISER
COULTER , CHARLES
WINCHELL , WALTER
Back to Pay Grid Continue to Mext Step | _—
-
4 |

& ’_ '@ ’_ | mternet

In top right corner click on Run the Pre-Process Preview. This will show you
Gross to Net. Printout this Report. If for any reason your payroll is not received
Payroll Network will need this report along with your Employee (master file)
changes entered.

rosoft Internet Explorer

Fle Edit View Favorites Tools  Help gdressl https: { frman. paychoiceonline. comfwebpayrolliheader . asp
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Payroll Network, Inc.

Submitting Payroll ? submit Payroll - Final Step

completed
Payroll Entry

Review
Pay/'Don't Pay

Feview Totals

You are about to submit the payroll Run the Pre-Process Preview RUN THIS REPORT
for pay period: 12/4/2000 - 12/10/2000. hefore Submitting Payrall

If you have special instructions for your Service Bureau regarding this payroll run, please enter them here,

Fmmficm Beime {Instructions will be emailed when payroll is submitted.)
O - From: tswilliams@payrollnetwork.com
To: Iward@payrolinetwork.com;input@payrollnetwork.com;tswilliams@payrollnetwork.com;
Review Reports Message: ;I
Submit Payroll
=

Cancel Submit
Suppart Once the payroll is submitted, it cannot be changed. Also, you will not be able to make any additional

payroll entries until after the payroll is processed.

[ Submit the payroll now Submit Payroll |

@ bone T @
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SUBMIT PAYROLL. ...your files will be zipped along with an email and sent to

Payroll Network for processing. (You can include a message to Customer Service
for checking information on your behalf prior to releasing the payroll).

Once the payroll has completed its process your On-Line service is

Refreshed (updated) for next processing (new period ending
dates now appears on the Welcome page).
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