Pay Day, Inc.

FUNCTION:  Create Payroll in Evolution

DATE IF REVISION:  September 17, 2014
REPLACES REVISION of: August 4, 2014
2 pm cut off time - To insure that we have enough time to process your payroll it is important that we receive your hours no later than 2 pm three business days prior to check date i.e. Monday by 2 pm for a Thursday check date.  Payrolls received after the 2 pm cut off time are subject to a $10.00 expedite fee and direct deposit may be delayed one or two business days.

1. Go to payroll – payroll

2. You should be on the Payroll tab if not click on open Company

3. Click on Create New Record + sign at the top of screen, this will create a waiting payroll based on your company calendar
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4. Verify the payroll check date is correct

a. If so, click on Post Changes button with the check mark to create the payroll

b. If not email Pay Day at opsmgr@p-day.com and report the error
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5. You are in Payroll – Batch, on the Batch Tab (this is indicated at the end of the blue bar on the top of the window)

a. Click on the green + sign to create the payroll batch

b. Evolution will enter the payroll frequency and period dates from the company calendar
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Leave the default settings for pay salary and standard hours

d. Notice that there is only one batch listed ( don’t worry about the batch number )

e. Verify that the period dates are correct 

f. If not call Pay Day and report the error

g. If so, click on Post Changes button with the check mark to create the batch
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6. [image: image12.wmf] 

Answer YES to auto-create checks

7. Evolution will create a pay check for all active employees
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8. Click on the quick entry tab, and enter all of the payroll hours on this screen

a. Click on the import tab next to taxes.  The Import tab will not be available until after the Batch has been saved.  This will prevent duplicate checks from being created when users auto created checks after importing

b. Excel file import

i. Exporting from Excel

1. Click on the Create Evolution Import File

2. Save the file to _____________________________________ 

ii. Evolution Settings

1. Source file name 
________________________________________________

2. Exception report file name
__________________________________________

3. Look EE up by:
 FORMCHECKBOX 
 Custom #
 FORMCHECKBOX 
 Name
 FORMCHECKBOX 
 SSN

4. DBDT match:
 FORMCHECKBOX 
 Full (faster)
 FORMCHECKBOX 
 Partial (slower)

5. File format:
 FORMCHECKBOX 
 Fixed Positions
 FORMCHECKBOX 
 Comma delimited

6.  FORMCHECKBOX 
 Use four digits for year

7.  FORMCHECKBOX 
 Auto import job codes


8.  FORMCHECKBOX 
 Use employee pay rates

9.  FORMCHECKBOX 
 Auto refresh ED

c. Time clock import

i. Exporting from time clock software

1. Generate the export file from time clock

a. Webclock

i. Log in and click on reports

ii. Clock on Download Activity Files

1. Custom = evolution

iii. Click continue

iv. Download punches screen

1. File format = evolution

2. Select a pay period = the period you want to pay

3. File processing = Download it

4. Employee filtering = no filtering

5. Options = uncheck ignore data problems

6. Labor Mapping

a. Dept Field = ________________________

b. Job Field = ________________________

c. Shift Field = ________________________

d. Division Field = ________________________

e. Branch Field = ________________________

f. Rate Code Field = ________________________

v. Click run report

vi. File Download window click save

vii. Save the file to _____________________________________

viii. Replace it = Yes

ix. Download complete = close

x. Go back to Evolution – Payroll – Batch – import tab

ii. Evolution Setting

1. Source file name 
________________________________________________

2. Exception report file name
__________________________________________

3. Look EE up by:
 FORMCHECKBOX 
 Custom #
 FORMCHECKBOX 
 Name
 FORMCHECKBOX 
 SSN

4. DBDT match:
 FORMCHECKBOX 
 Full (faster)
 FORMCHECKBOX 
 Partial (slower)

5. File format:
 FORMCHECKBOX 
 Fixed Positions
 FORMCHECKBOX 
 Comma delimited

6.  FORMCHECKBOX 
 Use four digits for year

7.  FORMCHECKBOX 
 Auto import job codes


8.  FORMCHECKBOX 
 Use employee pay rates

9.  FORMCHECKBOX 
 Auto refresh ED

d. Click on the import to payroll button, this imports the file saved above into the payroll

i. When the status bar is finished

e. Click on the View the report file button

i. This will list all errors that occurred while importing the file into Evolution

ii. All errors need to be resolved or accepted prior to going to the next step

iii. Close the file once all of the errors have been addressed, or if there were none

f. Click on the Earnings/Deductions tab

i. Verify all earnings and deductions

ii. Make any changes

9. (You only have to do this once per workstation) 
a. Right click in grey area after last employee or on any employee name
b. Click e/d 

c. Click add (at the top)

d. Choose the e/d (earnings/deductions codes) i.e. Vacation, Sick, Holiday hours … that you want to add
i. Be sure to choose hours if you are paying from this code based on hours and 

e. Move the Salary column to the last column on the right (click and drag and unclick once it is in position)
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10. Click on the Commit Changes button periodically to save your work to the database server
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11. Once all payroll hours, salaries, etc. have been entered click on the Earnings and Deductions tab and verify the totals for hours and earnings to make sure the payroll data is correct

a. Move the solid bar in the middle of the screen, next to the scroll bar, to see all of the information on the left.

b. Make any changes as necessary if you notice and errors or omissions

12. Once you have verified all of the payroll data click on the Payroll Button at the bottom left of the screen

13. This will take you back to the payroll-payroll screen which lists all of your payrolls

a. There should be only one payroll with a type as R (regular) and status of W (waiting)

b. Click on the Earnings and deductions tab and verify all of your payroll information AGAIN
i. If the payroll information is NOT correct return to the batch and correct any errors

ii. If you created multiple batches in error this is were you will see the total of all batches

iii. If the payroll information is correct click on the payroll tab

c. If you have less than ten employees, and/or you do not need to see the net checks before Pay Day processes your payroll, you can skip instructions 14 through 24 and continue with step 25
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14. Click on the Pre-Process button on the bottom right

a. Answer yes to are you sure you want to pre-process this payroll

b. You will get a message that it is added to the queue – click ok

c. On the bottom left of the screen - once the Task queue total = the task queue finished, proceed to next step

d. Click on the View queue button on the bottom left of Evolution

i. Verify that the payroll preprocessed successfully

ii. Click on the Red x to close the View Queue

15. Click on Reports - Run Reports

16. You will see all of the reports listed on the right side

17. Select the reports you want to view (by putting a check mark next to the report name) typically a Payroll Register to verify totals
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18. Click on the Report Parameters tab (this will take a moment to open)

19. Select the payroll you pre-processed by putting a check mark in the box next to the check date

20. Change the “Print” to “Preview” (on top right)

21. Click the Run Report button (on top right)

a. Answer ok to window your task has been added to the queue
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22. Click on View button at the bottom left of the screen when the number of total tasks = finished tasks
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1. Put a checkmark next to Auto Show Task Details (this will automatically show the report)

23. View report to validate payroll information (hours, salaries, etc. are correct) make changes in Payroll – Batch and go back to step 14 to verify payroll data before submitting to Pay Day, Inc.  If all of the payroll data is correct, go to next step.

24. Close the view Queue by clicking on the red X in the top right corner of the Your Queue Tasks window

25. Go back to Payroll – Payroll and be on the payroll tab

26. Select the Payroll that you would like to submit for processing, this is indicated by the arrow to the left of the payroll grid – Choose one of the two options below for submitting your payroll
a. If you are satisfied that your payroll is correct click on the Submit Payroll button (This will allow the service bureau to know your payroll is ready for processing) the status will change from W (waiting) to C (committed)

i. Please call us immediately 401-245-8900 x17 if you notice any errors after you submit your payroll for processing, once the payroll is processed additional fees will apply to make changes.

ii. Answer yes to are you sure

iii. Click ok when the message appears “Thank you for submitting your payroll”

iv. Skip to number 27

b. If you are NOT satisfied that your payroll was entered correctly, or you would like to review a specific item with a member of the Pay Day team, prior to Pay Day Inc processing your payroll, click on the SB Review button. (This will alert Pay Day, Inc. that you need us to review an item(s) in your payroll.  Your payroll will not be processed until these items are reviewed with you.  
i. Click ok to the message “For Review - This will put your payroll on hold until you contact Pay Day, Inc.”

ii. Email Pay Day Inc., by clicking yes at “Thank you. Your payroll has been successfully submitted to Pay Day, Inc. for review.  Would you like to e-mail your contact at Pay Day, Inc.?”

1. Immediately email both opsmger@p-day.com, and info@p-day.com with the specific item(s) you would  like Pay Day Inc to review and include your best contact phone number 
2. All emails must be received prior to 2pm to avoid additional fees 
iii. The status will change from W (waiting) to H (hold)
iv. Pay Day Inc will contact you and address and review the item(s) listed in your email

1. Once this is completed a Pay Day Inc representative will update your payroll status from H (hold) to C (committed)

27. Pay Day will process the payroll and the status will change from C (committed) to P (processed) (it may take 5 minutes or a few of hours for Pay Day to process your payroll).  Pay Day processes all payrolls on Monday and Tuesday between 12:00 pm and 2:00 pm but you can submit your payroll anytime prior to these days.

a. Refresh your screen for status change.  
[image: image11.png]) OpenPayal

Block Aaencies— —Block 401k— —Block Checks/Reports—

Check Date Status|Scheduled| Type| Status Date
YEE) m N Y T
2 o i VR P unwomisssuew
2z i VR P ot
3z i VR P imominmuew
1z i VR P ooz
s i VR P rmomosaa
R i v R P rosamsisem
[ - v R P mmamrmee
Payol Check Comments Bun Nbr 3 Create Payol
[ 7=l Q) 5B Review
Type o8y |
[Reguler <] [ submit Payrol
Check Date





28. Reports

a. If you are approved for remote print back for checks follow next steps 28 a & b, if not skip to 28 b.

i. Click on Reports – Reprint Checks/Reports

ii. Click on open company – this brings you to the details tab (if you are automatically brought here ship to next step)

iii. Click on the Browse tab (you will see your payrolls on the right side of the screen)

iv. Select the payroll check date you want to reprint, this is indicated by the arrow to the left of the payroll grid (if you are reprinting the most recent payroll it may already be selected)

v. Click on the reprint for payroll button above the listed payrolls

vi. Reprint for Payroll window appears select the items you want to reprint (usually you leave all selected) and click ok

vii. Reprint Selected payroll checks answer yes

viii. Enter the reason you are reprinting the checks and reports – first reprint is for EMPLOYEE COPY click next

ix. A window will pop up and say “your task has been added to the queue” click ok

x. The items you selected will reprint and will also be available in the view queue

b. Run and print any of the reports you need for your records as in step 15-22 of these instructions.  Typical reports are:

i. Check Reconciliation (S214)

ii. Cover Letter (S193)

iii. Payroll Register (S109)

29. Congratulations you have successfully completed the payroll process

Appendix

1. Adding Employees to a Payroll batch that has already been created or creating a second check for an employee
a. In the batch on the quick entry tab – Click on the check icon on the bottom of the screen
b. This will bring you to payroll – check 

i. If you are adding a second check select the employee

c. Click on the General Tab

i. Click on the Create New Check Button
d. The payroll expert window will appear

i. Choose the check type (usually regular)

ii. Select the employee (you can choose to sort by employee name, by clicking the drop down arrow next to EE Code)

iii. Select a check template or just click next if you do not need one

iv. Do you want to pay salary? Answer yes if you want to pay salary or no if you do not
v. Do you want to pay regular hours?  Answer yes if you want to pay the employee standard hours or no if you do not
e. You are now at payroll check on the check you added

f. Click on the Check lines tab to see what items are included on this check.  

i. If they are all correct, continue to step G

ii. If you want to delete any of the lines – Highlight the line and press CTRL + Delete on your keyboard

1. Answer yes to are you sure

g. Click on the Batch button on the bottom to go back to payroll – batch

2. Voiding Payroll Checks 
a. You can only void checks in the same quarter as they are issued.  Additional fees apply for voiding direct deposit items and/or checks that are voided from any previous quarters

b. In payroll – batch – quick entry tab

c. Double click on the employee name you will be voiding

d. You are now in Payroll – check

e. Press CTRL + V

f. This will bring up the check finder window

i. Enter the date range of the check you are voiding and the ee code

ii. Click on the filter button

iii. Choose the check you want to void and click on the ok button

iv. The voided check will be added to the payroll

v. Click on the Payroll – Batch button to go back to the payroll – batch screen
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