Pay Day, Inc.

FUNCTION:  Adding a new employee into Evolution
DATE IF REVISION:  March 22, 2012
REPLACES REVISION of: August 26, 2011
1. Click on Employee-Employee
a. Click Open Company
b. Check your list of employees to see if the person has already been added. (To view inactive employees, put a check mark next to Removed EEs at the top of the list)

c. Click the green addition sign at the top of the screen

i. Fill in all the information in RED for the employee
1. Fields in red that are not required are Ethnicity, Healthcare Coverage, and Reciprocal Method
ii. Click the Green Check Mark and the Commit Changes button at the top of the screen to save
2. For Employee Self Service Users (not using Employee Self Service? Contact your payroll rep to find out more)

a. Go to the Self Serve tab in Employee – Employee

i. Access Level = Read Only

ii. User Name = First Initial, Last Name, Employee Number (Example: Jon Doe, employee 33 would be jdoe33) This is not case sensitive.

iii. Password = last four digits of employee social security number. (Employee will be able to change this password the first time they log in)
b. Go to the Address Tab in Employee – Employee
i. Print Voucher = NO (if employee has 100% direct deposit)
c. Click the Green Check Mark and the Commit Changes button at the top of the screen to save.

3. For Webclock Users (Not using Webclock for time and attendance? Contact your payroll rep to find out more)

a. Go to Employee – Additional Info

i. Click on the Values Tab

ii. Click the Green Addition sign at the top

1. Field = SC_LOGIN_ID

2. Sting = Employees Webclock Login ID (First Initial, Last Name, Employee Number (Example: Jon Doe, employee 33 would be jdoe33) This is not case sensitive.)
3. Click the Green Check Mark and the Commit Changes button at the top of the screen to save.

iii. Click the Green Addition sign at the top again

1. Field = SC_PASSWORD

2. Sting = Employees Webclock Password (we recommend at least 8 characters)
3. Click the Green Check Mark and the Commit Changes button at the top of the screen to save.
iv. Click the Green Addition sign at the top again (only for clients that track Supervisors in Webclock)
1. Field = SC_SUPERVISOR

2. String = Employee’s Supervisor’s name

3. Click the Green Check Mark and the Commit Changes button at the top of the screen to save.
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