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Web Demo Login = DEMO2, Web Demo Password = DEMO2

Timesheet Entry

Payroll> Timesheet Entry> Choose from Available Timesheets>
· You can enter time on the main timesheet, or scroll to the right of the screen for access to detail hours/ amount/ deductions

· For access to detail, click on the .00. Your screen will then isolate that particular employee. Click on New Row and you will have access to enter hours, or an amount. For deductions you can type the amount, and choose the deduction code.

Payroll Notes

· Write notes for your payroll processor to read prior to processing your payroll

Report for Batch #

· Gives you totals and subtotals for your active timesheet

Submit Batch #

· Submit batch to GMS for processing

New Hire

HR> New Hire

· Fill in all fields required. 

· “Type” refers to employee status (Full Time, Part Time, Etc.) Choose from the drop down box.

· “Job Title refers to Worker’s Compensation Manual Code. Choose from the drop down box.

· “Standard Hours” refers to standard hours worked in a typical pay period. For example, a full time employee with a weekly payroll would have 40 standard hours. This field is not required. You may leave it blank.

· “Save” at bottom left of the screen. Confirm data entered to continue to the next screen.

Tax Screen

· Federal: Choose Married, Single. Choose Allowance. If the employee wants an additional amount withheld, use the Override Type and Override Amount.

· Home State: Repeat actions for Federal

· Work State: If the employee lives and works in the same state, you may skip this

· “Save”

· Verify your data entry

· “Save”

The new employee will immediately show up on the Employee Census (HR>Employee Census) at the bottom of the list.

Pay Rate Change

HR> Pay Rate Change

· Look up employee by last name

· Enter new pay rate

· Enter effective date *** It is important to use a date that falls within the pay period you want the change to take place. The system updates the timesheet based on the pay period dates

· “Save”

Employee Termination

HR> Employee Termination

· Look up employee by last name

· Choose Termination Code

· Enter termination Date

· Choose termination reason

· Click “yes” to terminate the employee with a favorable rehire status

· “Save”

Change Address, Phone Number

HR> Personal Information

Look at Employee Information (i.e. dept number, address, ss #)

HR> Employee Overview

Active Employee List w/ SS # and Pay Rate

HR> Employee Census

Employee Rehire

HR> Employee Rehire

· Look up employee by last name

· Choose Rehire Type

· Enter Rehire Date

· Choose Rehire Reason
· “Save”
Change EE from Full Time to Part Time (vice-versa)

HR> Status Type Change

Change Worker’s Comp Manual Code
HR> Job Change

Active Employee List w/ address

HR> Active Employees

Change EE Location, Division, Dept
HR> Work Data Record

Change EE Tax Information

Payroll> Tax Filing Record

Employee Wage Information
Pay Rate History, Yearly Summary

Payroll> Payroll Inquiry

Check History by Date
Payroll> Check Stub

Invoice Summary

Payroll> Invoice Summary

Detail of Wages Paid Within an Invoice

Payroll> Batch Inquiry

· Double Click on Batch Number

Payroll Reports

Reports will take anywhere from 5 to 15 minutes to generate. There are 2 systems that run to simultaneously- one that gathers the information and one that sends the information to the web. The system that updates the web refreshes every 15 minutes. If you need a report, run the report, wait until the coffee cup changes to “C” for complete, log out and come back to it later. When you log back in, go to “Report Status” to find your report. Click here, and a window will display the wage information. We are planning to upgrade this system to make this a more timely process. We anticipate the upgrade to have the reports available immediately will be in effect on or before August 15, 2005.

If there is information you are looking for, and are unable to find, contact your payroll processor. We may have the ability to make that information available to you.
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