Pay Day, Inc.

FUNCTION:  Creating a Manual check in Evolution
DATE IF REVISION:  September 16, 2013
REPLACES REVISION of: February 8, 2013
1. Click on Employee-Employee
a. Click Open Company

b. Select the employee you need the manual check created for.

c. Click on the EE Entry Tab.

d. Click the Tax and Check Line Calculator button in the top right of the screen.
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2. You are now in the Tax and Check Line Calculator

a. In the grid in the top left, enter the pay for the employee.

i. Example: If the employee is being paid for 20 missed hours.

1. E/D Code column = E02

2. Hours Column = 20

b. Be sure to remove any E/D codes not being used in this check

i. If an employee normaly receives direct deposit, there will probably be a D90 E/D code listed. Select anywhere on the same line as that code, and click Ctrl+Delete. Then click OK

c. Once you have finished entering in the appropriate figures, click the Calculate Check button in the bottom right.

d. Click the Check Preview Tab at the top of the screen.

i. [image: image2.png]Tas ook Prvin | Pl |




e. Click F7 on your keyboard to print this screen.

i. This screen will provide a check voucher to give your employee.

f. Click on the Payrolls tab at the top of the screen.

g. If attaching to new payroll IE: You have not yet started your next payroll in Evolution.

i. Click Attach to New Payroll on the bottom left of screen.

1. Would you like to attach to the next scheduled payroll? = YES

2. The next Scheduled payroll check date is mm/dd/yyyy. Would you like to use it? = YES

3. Please enter manual check number = The # of the check being used to pay the employee

a. Click OK
4. Do you want the balance of Scheduled EDs for the manual check to be updated = NO

ii. When you now go to the Payroll screen to work on the next payroll, you will notice that the check date has already been created.

1. To enter this payroll, click the batch button at the bottom of the screen.

2. You will most likely be brought to the Quick Entry tab. You will notice there is only the manual check on this tab.

3. Click on the Batch Tab.

4. Click the green plus sign at the top of the screen to create a new batch.

5. Click the green check mark to confirm this.

6. Auto-Create checks? = YES

7. You will now have two batches. One that has your regular payroll. One that has just the manual check(s).

h. If attaching to an open batch. IE: you have already created a manual check, and want to add another.
i. Click Attach to Selected Batch on the bottom right of the screen.

1. Please, enter manual check number = The number of the check given to the employee

2. Do you want the balance of Scheduled EDs for the manual check to be updated = NO

i. If attaching to a new batch. IE: You already have the payroll started, but want this manual check to be on its own batch.

i. Click Attach to New Batch on the bottom of the screen.

1. Please, enter manual check number = The number of the check given to the employee

2. Do you want the balance of Scheduled EDs for the manual check to be updated = NO

3. Adding a manual check to a payroll which has already been created.

a. In payroll-batch on the quick entry tab

b. Double click the employee who will have the manual check or any employee if that one is not already in the batch.

c. You are now in Payroll-check

i. Click on the general tab

ii. Click create manual check button
1. Check type = Manual
2. Check Number = the number you used to pay the employee

3. Click yes

iii. Do you want the balance of the scheduled EDs for the manual check to be updated = yes

1. Click yes

d. The manual check will be added to the batch and you will be on Payroll – Check on the General tab of the manual check 

e. Click on the check lines tab
i. Enter the information for the earnings and deductions
1. You will need to enter the hours, rate and amount (Evolution will not calculate these amounts)

ii. Click recalculate check, this will calculate the net amount

iii. Contact Pay Day if there are any difference between the amount you paid the employee and the amount Evolution calculated

f. If there is not difference, click on the batch button and continue with the payroll
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