Pay Day, Inc.

FUNCTION:  Automatic Import of Webclock hours into Evolution
DATE IF REVISION:  July 19, 2011
REPLACES REVISION OF:  
1. At least one day prior to your scheduled import day, your payroll will automatically be created in Evolution.

a. Your scheduled import day will be adjusted on holidays as discussed with your payroll representative.

2. Log into Webclock and prepare the payroll hours in accordance with the agreed schedule made with your payroll representative.
a. Be sure to have all hours completed in Webclock at least 15 minutes prior to the time they are imported.
3. Once all hours have been updated, run a Summary Report in Webclock to verify the hours are imported correctly.
a. On the left of the screen click Reports
b. Select Summary Report

c. Select the appropriate period beginning and end dates from the list.

d. Click Run Report.

e. Print or save this report in order to use it to verify against the imported hours in Evolution.

4. At the scheduled time, your payroll hours will automatically be imported into Evolution.
a. Please allow approximately 5 minutes after the scheduled time before you log into Evolution to compelte your payroll.

b. If an error occurs during the automatic import of your payroll hours, you will be alerted immediately and instructed on how to proceed.

5. Log Into Evolution

6. Click the payroll Button on the left

7. Click Open Company

8. Click the batch button on the bottom of the screen to enter the current opened payroll.

a. You are now in the payroll batch screen

9. Click on the Quick Entry Tab

10. Enter in any additional payroll information including commissions, bonus, and salaries.

11. Click the Earnings and Deductions Tab to check your totals against the Webclock Summary Report.

12. Once the totals are confirmed, click the payroll button in the bottom left of the screen.

13. Check your totals again on the Earnings and Deductions Tab.

14. Once they are confirmed again, click the Payroll button in the bottom left.

15. If the payroll is correct and ready to be processed, click the Submit Payroll button on the right of the screen.
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b. Click SB Review if there is an item on the payroll you would like to review with Pay Day prior to it being processed.

