PINK PAYROLL PAVROLL &
ONLINE PAYROLL AND REPORTS 2.’._-“"‘ :

“Employer On Demand”

Pink Payroll — Using OnLine Payroll and Reports — How To

Section I: Introduction and Basics
Section 2: Additional How-Tos

Section I: Introduction and Basics

In order to set up your computer for a first log on, please see the document titled, “Pink Payroll On Line - Employer on
Demand —Computer Set Up”.

Set up your Printer

g Office and Affiliate Setup

—J',,E PrinterS-Etup <

- ...
Open your Company:
Dashboard

ik | CJ

Companl Ex

Choose “Companies”, then select your company:

Click on your company, and it will open.

|, ol Ty

Open Refresh || Card | Rapid Filter | Filter | Choose
View | Report View | Fields

Company ID & Company Name Master ID DBA Status NextPayDate
o

-1 01030008 YOUR COMPAN Bennett ... Active 11/24/2010

HELP FILE:

We have a very good online help system.
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 Trilegy - Employer On Demand - [01090008 - Bennett Glass, Inc.] - [Rapid Entry Wizard)]

Online Help F1
About APEX Payroll

Dashboard Rapid Pay Wiza &

| &

Cornam Darlk

Companies

@)

Aot

Company Navigation

-

Cornan

MNalata

{

Cowit

H

Crnam

Carminm

NAVIGATION:

The navigation is thru tabs and ribbons. When you open an item on the RIBBON, it creates a TAB above. You now work
in the ribbon under the new tab.

TIP: keep it simple. Close ribbons before moving into a new one to work.

& Trilogy - Employer On Demand - [01090008 - Bennett Glass, Inc.]

ile Company Process eports

Dashboard Companies Company Navigation

" -
@ Sy @ :
- r@ e . o I.Q!
Payroll Rapid Pay | Process | Payroll
Transactions Entry Payroll | lournal
T ————_—_———

This ribbon gives you your choices. See above, the tabthats says "Company Navigation”. Thatis the
ribbon you have the choices from.

FILTERING FOR DATA:
The filtering is a very usefull tool. You can easily find employees or other related data:

1) This button is in most screens: 2) Choose your filtering criteria:

Employees |Gener:|| ICorrtact I Pay Info I Varable Pa'_.'instor'_.'I Dedu

|ﬁ:ﬂ;ltk-hm.-m:adgd filter criteria —Rapid Filters

Status

S [r——

- All

& Last MName Use EIN 55N

First Name Address1
Caceres Pet 61 | Address?
# La tay Use EIN
3) Start typing your selection Cace Email & 618.0
lake Employee Alias ID [l 1234
Metg Fax Number [l 448-9
Metg lsManaoer [l 448-9
ctart typing here
4 Last Name First Name Use EIM
Caceres Fe | 61s
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EMPLOYEES
You may add or edit employees, here.

Direct Deposit — if you have access to the routing and account numbers, please be very careful. You are responsible for
all changes you make resulting in deposits to employee accounts. We suggest you do not use this area for a while, and
provide the Direct Deposit information to the Pink Payroll staff.

ok | ™ = W a )
&G | @O B | B [ BS) N | TP | @[T D 5]
Add Edit Exit | Delete || Accruals | Direct Variable Shifts HR Check Pay Card | Rapid Find Cale Filter | Filter Choose

Deposit | PayRates Calculator | History || View | Report View  Fields

Employees | General | Contact | Pay Info | Variabe Pay/History | Deductions/Accruals | Direct Depasit/Workers Comp | Withholding | Local Tax | 00000114}
Rapid Filters

Employee ID & Last Name First Name ] Middle Name l Suffix Use EIN 35N Address1 Address2 City State
- ‘
=il |

Add and Edit Employees — add or edit employee information here. That will speed up your payroll processing. Please

fax or email the changes you make to the Pink Payroll staff, unless instructed not to do so.
These 4 tabs hold the basic information you will need to set up an employee.

General Pay Info
Contact Withholding

TIPS: Look at another employees set-up to see how to set up a new employee.
If you are setting up an HOURLY employee, look at an hourly. Same for SALARY.

We will set up the Direct Deposit area and deductions/advances for you. Only employers with 25+ employees
will usually learn how to set up the more complex areas.

ENTERING A PAYROLL:

Rapid Pay Entry is where you enter the payroll Details. (You can edit in the Payroll Transactions area, but that requires a

bit of training.) T

Dashboard Companies Company Navigation

[ g i =

D2 =g
Employees Payroll Rapid Pay | Process | Payroll
Transactions En Payroll | Journal

Motify Payroll Rep
Ready To Close

Employer OnDemand
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Choose the Template: Choose the drop down box to choose one of your templates. See the box below in yellow. You
MUST DO this step.

Not all of the Earning Codes (Pay Types) listed below are for your companies use.

Choose NEXT in the Ribbon:

Dashboard Companies Company Navigation | Rapid Pay Wizard

N\
Selection Criteria Additional Options Earning Codes
e Div / Loc / Dept [[] - s
Pay Frequency: - secondary Check [ Template: Use as Global []
Pay Type: 7| Job Number ] y
) = Effective Date [ Include Earning Code Description SubField | Deduct Whole C... | Cross Reference
Division: = Tax Amounts 5% [ = 010 Gross Hours Fl 010 - Gross Hours
. —_— Use Standard Hours [7] [¥] 011 Regular Hours 7 011-Regular H...
Location: v‘ JohClass [ Fi d ] ;
i ontlass B gl 012 Overtime Hours =] 012 - Overtime ...
Department: - Bemove Prigr Transactions. B [l 013 Vacation Hours M 013 - Vacation ...
RatelD [ = - :
Pay Date: — Use Decimal Hours [F] \:I 014 Holiday Hours \:I 014 - Holiday H...
! 015 Sick Hours =] 015 - Sick Hours
] 016 PTO [ 016-PTO
(7] 017 Comp Time 7] 017 - Comp Time
F 018 Time and Rate F 018-Time and ...
1 020 Piecework [F1 020- Piecework
Enter the Hours
. . H P ”
Hourly: Most of the entries will be in “011 Regular Hours
H H {“" H ”
Salaried: Leave hours blank. If you want to change the salary, enter the revised salary as a “071 Pay Overide

We will explain to you your individual use of the Earning Codes we have chosen for you.

Example:

TIPS: are report as a dollar amount.

Overtime: Enter the OT hours and the OT wage will calculate

No Salary: Enter a $0 as “071 Pay Override” for a salaried person

Using PTO, Vacation and Sick Hours:

ONLY use the Earning Codes that show up in your default. We have chosen these based on what you have assigned.

Enter the Hours USED. These will “pay” the hours. Thus, if there was an 80 hour payperiod and the employee worked
72 hours and had 8 hours of PTO. Enter 72 for “011 Regular” and 8 for “016 PTO”. If your company had PTO set up to
track, it will track the PTO hours used.

Issuing Two Checks to one Employee: Some employers will issue two checks, for example the second check for bonus or

comission. At the Rapid Pay Entry Screen, select the box “Secondary Check”. On the pay entry screen, on the drop
down box, choose the check details, eg 11 — Secondary Check With Deductions (not usually chosen) 11 — Secondary
Check Without Deductions (more typical, because you normally wouldn’t want to deduct a garnishment or advance two
times.
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Direct

You mey wicen of reduce the

COIOmTs, 1K @ Spreaushesr

You may "select a row" and move it right

‘ or left for petter layoutiviewing.
Employee ID ~ First Name | LastName = Midde Name 44 Pay Type Pay Frequency | PayDate  Period Start Date  Period Enc Date | Rate (011)Regular Hours  (012)Overtime Hours (016)
00000114 1 Hourly Di-Weekly 11/24/2...  11/6/2010 11/19/2010 F01-00} R

00000115 | Hamas removed Hourly Bi-Weexly 11/24/2... 11/6/2010 11/19/2010
00000112 1 Hourly Bi-Weedy 11/24f2... | 11/6/2010 11/15/2010
00000026 1 E Hourly Bi-Weedly 11/24/2... 11/6/2010 11/19/2010
00000113 (] Hourly Bi-Weeksly 11/24/2... | 11/6/2010 11/15/2010
00000011 . c salary Bi-Weedy 11/24/2... 11/6/2010 11/19/2010
00000111 1 R salary Bi-Weedy 11/24/2... | 11/6/2010 11/19/2010
00000001 1 M. Salary Bi-Weedly 11/24/2... 11/6/2010 11/19/2010

Verifying Totals and Saving

TIP: always “tab” to another field to save your entry.

See the lower left of the screen, you may check your totals with your worksheet.

lecord: 6Of 8 @ 1|

You may also switch between minutes and decimals

Regular Hours = Owvertime Hours = PTO  PW-HR  Total Hours

Save the payroll on the upper ribbon 166 40

9 0 215

Use Decimal Totals t

Processing the Payroll

Choose Process Payroll on the Ribbon, then “Next” at the next screen.

Dashboard Companies Company Navigation _

e

Employees Payroll Rapid Pay | Process
Transactions Entry | Payroll

[ Process Payroll

v
Payroll Notify Payroll Rep
Journal Ready To Close

Choose Process Only, then Start

ProcessfClose Payroll

Comrpany Na... Location Pey Date Next Pay 5tart | NextPay End

Options

[7] Process Orif——

pay D i Process and Close
Y ‘f i Closc Only

Your Companv | 00000001-... 11/24/2010 11/6/2010 11/15/2010 0 | & Advance/ZeroPay

Use the Manuzl Check Date if

recore: [T 4 dof 1 [ « | L[} ]

Processing Optiors

! Manual Check Cate _
/ Use Mantal Check Date For Direct Depaosit
i Use Manval Check Date For Liabilities

a) your payroll talls on aVveekend or Bank |:| Block All Direct DEPOSit
Huliday ur i
b} you want a different payroll date than the [C] By Location
one scheduled AND the pay period {from/to) |:| Proczess Tim ekecping Transactions
cowers the regularly scheduled date

o Cl pi
This is NOT for an extrapayroll run st Optins

B

[ Coed ]| (ﬁack}*&ar}
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Your payroll will process in a few seconds. Choose “Close Window” at the screen below.

Please read the notes on possible problems, below in the picture:

£

=
Finished Pracessing Payrall Far Company: (310900081 YOUR COMP&ARY HARME
o - [ o |
_ o . _ _ FTOCESs LOmpieie HE
FroCessed 8 EmDioyeess in U minuies b second
i Payoli Task Compiete
EE - U '
Severity  Detaied Exception | System Exception O Admin Display | Suggested Correction | Locafion
[ ok |
1 1
I Cloge Window l [ Frint # Export Log

PREVIEW YOUR REPORTS IN THE “PAYROLL JOURNAL”

Select the Payroll Journal icon:

Your payroll records are created.

— — — —_———————————————————————— —————— ——————— —————————— —————————
Fife Company Process Reports Tools System Hep

Dashboard

Companies

= :
e
Payroll Rapid Pay
Transactions

Entry
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See the totals below to see if the Gross Pay matches what you expected. You may also see employees individual detailsb
by selecting (highlighting) an employee then choosing one of t he tabs: Details, Wages/Taxes, etc.

Employes

00000112

Last Name

Empioyes names here

u i friendly Paxr-oll Joumal to approve §7§|§ﬂgg fo view

First Name Pay Date Record Type

System

11/24/2010

11/24/2010 System

13/24/2010  System

$7525.23 149495.00 $1969.77 3000
Choose “Preview Report” to view your report to approve.
s sl LN/ | @i e oSl vl PR L L | GoToPage L FndNext
Open Close Save Delete | Exit || Print Export | Email Fax || First Prev Next
|

i Main Report

; Fedesl 11258 81138 FIcA 5443
2000 $1,04000 FICA 5448 Madicae 1308
Medicsr 1508 FEND™ FuTA 8.32
Chten 2em CASUA __sem
Casol smmon
00000112y Main
[Sysiem)
Reqular Hous 51200 020 45000 Fedesl 1053 2188 FIcA 2975
40:00 548000 FICA 2870 Medicon 688
Medier 6.96 SIART?
CA Steta 543
CASDI 528
You will find this section on the last page, at the bottom of the page:
CompanyTotals: Total # of Pays: 7 Total # of Employees: 7

Regulartous 000 16600 627500 Federl 73102 5500240 FIcA 47083

Guertims Hous 200 40:00 1:32000 FicA 47088 Madicam 11073

= ; FUTA 1274

208:00 §7,595.00 Medicar 11013 Net Pay CASUTA 8870

CA Stae 18601 569246

cAsDI 5355
—sissies 4~ Employee Taxes ad

Empl T
You may sign and fax or scan /email to us. meloySri=es

You may also email the report along with
sending us the Nofification to Close

Signature
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APPROVE YOUR PAYROLL:

Dashboard Companies Company Navigation

- |4

Employees Payroll Rapid Pay | Process | Payroll Notify Payroll Rep
Transactions Entry Payroll | lournal Ready To Close

er OnDemand

Your payroll is approved for the hours and total pay. We will still review the taxes and the detail to make sure it is
correct.

S (o] ous: | . , Y : ) : :
END THE APPROVALTO U = @ “&‘?v}“g r=§ 3 M ﬁ' Zip Email

= i Encrypt Password
Senc | Exit | Attech || Priority Sensitivity Delivery Read
IN THE BODY OF THE EMAIL il i i Receipt Receipt nof active

YOU MUST TYPE:

From:  %Werify 7our amulhgcidress, sometimes we have an authorized payroll admin here.
GROSS WAGES $ .

J— To: =il [3y0

CC!

NET WAGES $ o

Dec:

That way, the payroll we close Subject CLOSE PAYROLL NOTIFICATION - (01

Aftachments:

Will match the last payroll You may save your payroll file as a pdf, then

attach. Mot required.

You entered. Start yping to add vour comments here. .
Enter information here as per approval requirements with Pink

Payroll previously set.
CLOSE PAYROLL NOTIFCATION -
The compary above has been clzared to close by:
Pay Date: Mot Avalable (sent from Company Mavigation)
Pay Frequercy: Mot Available (zent from Company Navigation)
Payrcll 1D, Mul Avalable el liom Comparry Navigalior)|

WHAT IS NEXT:
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Every client will have a procedure set up with us. Based on whether additional approval or review is needed, that will be
completed by Pink Payroll.

PINK PAYROLL WILL PROCESS AND CLOSE YOUR PAYROLL. You will be notified that payroll is complete

After payroll completion, your reports will be sent to you as usual. You may discontinue receiving reports from us, and
print or retrieve your own reports.

REPORT RETRIEVAL

Choose Repots, then Payroll Documents

Payroll Documents

Dashboard Companies

Double click on your company report set. Notice the pay date, and other highlighted items

Choose HISTORY under Status, if the reports do not show up.

ompany

Dashboard Curnpanies Curnparny Navigalun PrinL Payrull

Ty s = s

| el ST ol e 2 o o

Frint Print  Dzlete | Change | Exit Card | Rapid Filter | Filter | Choose
Batch Status

View | Report Vizw | Fields

Rapid Fiters
Date Range 7 Days | Stats  Mew ~ Type [Docs
RS S el
- | (g Cli cre to ter criteria | Show up
-
Company D & Company Name “ | PayDate Print Payroll Typz DocumzntType = Date Crected Print Status Frinted By Printed Cate | Pri
e FOUr cOMPAny Name U aprion tees CHENTFOBY  3/25/20% Weoy 0 wpspoin

Choose the method to retrieve your reports:

Unselect the boxes for the other choices. You may need to scroll to the right to “uncheck” fax. Faxes are set up for
New Hire reports, typically.

Note the email address, you may change here for this report set.

The 5 Reports you will need are shown in yellow, below.

Description Locati...  Paydate Payr... Print Post Notificat... Email Fax Email Address
001-PayraliCheckReport 10/27/20... [l [ [ ]
002-PayrollsummaryReport 10/27/20... ] [ ] ]
003-CheckRegisterReport 10/27/20... &l ] [ [
004-PayroliDetailReport 10/27/20... ] ] [ [l
007-PayrollDetail ReportEar... 10/27/20... 0o = [l [l [l
008-PaidTimeOffDetailReport 10/27/20... [ ] [ ] ]

005 invoiceRepori LT/ P (e O s
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Section 2: Additional How-Tos
Table of Contents

1 — Advances — How to Set up for the Employee
2 — Advances — Running a payroll and adjusting the Advance amount
3 - Creating aJob and using in Rapid Pay Wizard

1 - Advances — How to Set up for the Employee

Dashboard Companies Company Navigation _
F; Sy 1' = S
Open the Employees Ea n (& N g g o g g

Company Employees Payroll Rapid Pay | Process | Payroll Check Setup | Billing

=

Information Transactions Entry Payroll | Journal | Register History

Button

You may then go to one of the two Deductions areas indicated the by the arrows. To choose the one to the
right, on the “tab”, you will first select the employee you will add the deduction to. For both options, use the
Grid View.

R U I o
. . . . . . Dedyctions | Direct | Tawes | Varlsble | Product smns HR
This will show instructions using the option i 4 | oo PayRates | e

in the “tab” view.

Empioyeea |Gensral | Contoct | Pay i | Vanioble Pay/Hisicly | Deductiona/Accrusis | Drect Depost/Workers Coma | Weniheldng | Loca Tex

EI [/ Clickhere toadd finererteria |

Select “Edit”, then from the drop down arrow select

"« ”
Advance”.
Emplayee 10 Last Name First Name Hire Date Base Pay Rate | Middle Name | Suffi
00000004 Test KB 2/24/2011 $15.00
I Johnson Chris 10/1/2010 $1.575.00

| Employees | General | Contact | Pay Info | Variable Pay/History | Deductions/Accruals | Direct Deposit/Workers Comp | Withholding |

Deductions
Effective Calculation Method Frequency
Deduction N.%ﬁﬁon Type  W2Box Calc Method Freq Priority
| ADV : Advance Fixed Amount... - Every Pay 0
Garn-FTBCA Garnishment % Of Net (%) Every Pay 0

We have not listed the columns you do not use, below. Do not fill in the fields unless listed here. Leave all
defaults “as is”

Effective Date: choose date within the last pay dates covered (not paycheck date)

Calculation Method: Choose “Fixed Amount Each Pay (S$)” is most typical

Frequency: Every Pay

Amount: Enter the amount to deduct every time (you may override when you are in Rapid Pay Wizard)
Active: check the box
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Start Date and End Date: can be left blank
Balance: Required. Total balance owed. It will only deduct up to the balance, then will stop

2 — Advances — Running a payroll and adjusting the Advance amount

The advance will automatically deduct, up to the Balance $ amount entered in the employee screen. You may
override this in the Rapid Pay Wizard. Add a checkmark next to Earning Code 043, then select “Next”

Select Adv or Advance from the dropdown | | B 036 3rd Party Exempt
menu, then in the cell (043) row, type the ~ ©.L. L 043 Deduction/Adjustm...
amount you want to override the deduction 1 050 Time and Rate - Res...
with.
**DO NOT ENTER A NEGATIVE AMOUNT**
Employee ID | First Name Last Name Middle Name Suffix Pay Type | PayFrequency = PayDate | Period Start Date = Period End Date = Rate Deduction ID (043)Deduction/Ad]...
00000003 Melisa Hehmann Salary Semi-Monthly 9/30/2011 9/16/2011 9/30/2011 52,0
00000002 chris Johnson salary Bi-Weekly 10/10/2... - 9/21/2011 10/5/2011 s1,.. S $16500
00000001 Erica Phillips Hourly Bi-Weekly 10/10/2... 1 9/21/2011 10/5/2011 $21... | peductiol Deduction Type
00000004 KCB Test Hourly Bi-Weekly 10/10/2... 9/21/2011 10/5/2011 $15... ! £

PH-DEDUCT Garnishment
| GENDEDUCT  Advance
| ADV Advance

Process and view the payroll, and you should see a
Common problems and solutions:

Balance is less than the Deduction amount: Increase balance in employee record
Net pay does not allow full deduction: Effective date is not within or prior to the current payroll period. Revise
date in employee record.

3 - Creating aJob and using in Rapid Pay Wizard

open “SetU p”, then choose Dashboard Companies Company Navigation

“Job Info”, then Job Numbers ik R | =2 > W3 P
. Company Employees Payroll Rapid Pay | Process | Payroll Check Setup
( not d IS p | ayed ) Information Transactions Entry Payroll | Journal | Register

View

Choose “Add” @ ﬁv
R.'-J-pid Find | Calc
Report

At the minimum, you

should type in a Job

Number and a Job Name.

Save. , ;
| Drag a column header here to group by that column. _

# Job Number Joh Name Task 1D Task Description Certified
Fl012 e ———— =
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Now in the Rapid Pay Entry, Select your Template, then check the box JobNumber. If you will do this every time,
then save the Template in the ribbon above, before clicking Next.

Earning

Codes

" View

Selection Criteria D Earning Codes
By ) Div / Loc / Dept [ !
s Secondary Creck [ TEPIAt:
5 lob Number

Division: e Tax Amounts 5% [[] = o082 Royalty

i Use Standard Hours [[] [F1 081 COBRA

Location: ‘ - JobClass [ o oo COBRA

Department: :} Remove Prior Transactions [ el o1 Pay Ow

RatelD [F1 = a g

In the pay entry screen, choose the Column Job Number, then from the dropdown arrow select the job to apply

the hours to.

Employee ID | First Name Last Name Micdle Name Suffix  PayType PayFrequency PayDate Period Start Cate  Period End Dat2 | Rate | JobNumber = (011)Regular
GOBGO003 vielisa Hehim Selaiy Semi-hionthly 5/30/2011 5/16/2011 5/30/2011 32, ﬁ

00000002 Chris Johnsen Salary Bi-Weekly 10/10/2... 9/21/2011 10/5/2011 SL...  JobNumber

00000001 Erica Phillips Hourly Bi-Weekly 10/13/2... 9/21/2011 10/5/2011 §211...

00000004 KCE Test Hourly  Bi-Weekly 10/1/2... 9/21/2011 10/5/2011 S$15... 115 Canvonlob_

116- Mercy Hospital -

If you have a separate job you want to pay hours on, then highlight the person’s name, press the “Insert” key on
your keyboard. You may then tie wages to a different job.

Page 12 of 12 PPOL-OnLine-How-To-V1.2
© 2010 Pink Payroll All Rights Reserved
www.pinkpayroll.com



