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The following manual is designed to familiarize new users
with Evolution and to provide extra knowledge for current
users. This manual will focus on the tasks involved with
creating or changing employee information and keying
payrolls.

There are many terms and abbreviations in this manual that
may be unfamiliar to you if you are new to Evolution. You
can find information about the terms and abbreviations in
the Glossary section at the end of the manual.

This manual is arranged to generally mirror the windows
and tabs of Evolution. To find a specific topic from the
index, simply click on the topic and you will be brought to
the page that contains the information.
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Evolution Shortcut Keys

General
Action Button Shortcut Key
Filter records to view El CTRL+R
Moves the insertion N/A CTRL+TAB
point from tab to tab
on a window.
Show contents of a N/A ALT+DOWN ARROW
drop-down menu
Search a browse grid | N/A CTRL+F
View the details of an | N/A CTRL+ENTER
item in a browse grid.

Toolbar
Action Button Shortcut Key
Back to previously B SHIFT+ALT+LEFT ARROW
L |-

viewed window

Forward to next e ~ SHIFT+ALT+RIGHT ARROW




viewed window

First record 5 ALT+HOME

Prior record ciy ALT+LEFT ARROW
Next record Loy ALT+RIGHT ARROW
Last record ] ALT+END

Create a record T ALT+INSERT
Delete a record v ALT+DEL

View audit history = CTRL+H

Refresh data F5

As of date editor N/A

Post changes J F10

Cancel changes 5 F2

Commit data CTRL+S

changes to database

on server
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Abort changes W SHIFT+ALT+BACKSPACE

Employee-Employee window

Action Button Shortcut Key
Create an employee ST ALT+INSERT
Move insertion pointto | N/A CTRL+F12
Employee Name box

Move insertion pointto | N/A CTRL+F11

Employee Number box

Move to previous ALT+LEFT ARROW

cA

employee and save

changes to current = — * (asterisk on number pad)

employee <] Prior

Move to next employee £3 ALT+RIGHT ARROW

and save changes to

current employee — = PLUS SIGN (on the number pad)
L Mewt >

Select a DBDT 5 F4

Start the Tax @ F9
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Calculator

Start the Check Finder 2 F12

Navigating to Other Windows
To navigate to other windows, click ALT+ the underlined letter in the
window name. Below are some shortcuts typically used from the
Employee — Employee window.

Go to Employee - N/A ALT+E, then C
Scheduled E/Ds
window

Go to Employee — Pay | N/A ALT+E, then P
rate info window

Go to Employee - N/A ALT+E, then S
States window

Go to Payroll - N/A ALT+Y, then P
Payroll window

EE Entry Tab
Action Button | Shortcut Key
Choose a DBDT 5 F4




Locals 84 Locals N/A

Details Tab
Action Button Shortcut
Key
Displays year-to-date for employee & 7D F3) F3
Notes Tab
Action Button Shortcut
Key
Spell check comments | N/A F7
Payroll — Payroll Window
Action Button Shortcut Key
Create a payroll New Payroll Expert N/A
using Payroll
Expert
Go to Payroll - Batch ALT+Y, then B
Batch window
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Create a payroll S ALT+INSERT
Go to Employee — | N/A ALT+E, then E
Employee window
Payroll Tab
Action Button Shortcut Key
Create a payroll ST ALT+INSERT
[ Create Payrol
Submit payroll to SB SB Feview N/A
for review
Delete a payroll v ALT+DEL
ﬁ Delete Payrall
Copy Payroll Copy Payrall N/A
Pre-process payroll 45| Pre-Process N/A
Submit payroll for &7 Submit Payrol N/A

processing
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Notes Tab

Action Button Shortcut Key
Spell check N/A F7
comments

Payroll Batch Window

Action Button Shortcut Key
Create a batch S ALT+INSERT
Delete a batch Lo ALT+DEL
Go to Payroll — 3 Payrol ALT+Y, then P
Payroll window
Create a batch e Batch Expart N/A

using the New
Batch Expert

Go to Check Lines
tab of the Payroll —
Check window

| ALT+Y, then C

Batch Tab

| Action | Button Shortcut Key




Create a batch ST ALT+INSERT
E Create Batch
Refresh scheduled Fefresh ED N/A
E/Ds on all checks -
Refresh Scheduled o N/A
24 Refresh ED Ma M
E/Ds on all but & e o
manual checks
Delete a batch v ALT+DEL
@ Delete B atch
Checks Tab
Action Button Shortcut Key
Add a check N/A ALT+INSERT
Delete a check N/A CTRL+DELETE
Move to next check | N/A DOWN ARROW
View details of a CTRL+ENTER
check (move from

18




Payroll — Batch —
Checks tab to

Payroll — Check —
Check Lines tab.)

Payroll — Check Window

line

Action Button Shortcut Key
Create a check = ALT+INSERT
Tax Calculator & F9
Check Finder E F12
Recalculate check Recaloulate Check ALT+K
Delete a check v ALT+DEL
Go to Payroll - S Batch | N/A
Batch window
Check Lines Tab
Action Button Shortcut Key
Delete a check N/A CTRL+DELETE
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Add a check line N/A INSERT
ENTER (from the last cell)
DOWN ARROW (from last
column)
distribution
Display year-to- & v1D (F3) F3
date for employee | =
Display locals for | 4 Lacals [F7) F7
employee -
Choose a DBDT @ F4
Add a job ﬂ CTRL+J
Calculate a check | N/A CTRL+F5
line on a MANUAL
check
Manual Tax Tab
| Action Button | Shortcut Key |

20




General tab

Add state taxes T Add States | | N/A
Add local taxes 44 padLocals | | N/A
Action Button Shortcut Key
Create any type of 53 Create New Check ALT+INSERT
check for any
employee —
-
Apply check template Apply Check Template CTRL+A
to check -
Refresh scheduled i-ff’_‘ Refresh scheduled E/Ds N/A
E/Ds on current
check
Create the next [5 Create Nest Check | CTRL+N
regular check for the
current employee
Void the next check I3 Void Newt Check | CTRL+V
for the current
employee
Create a manual 8 Create Manual Check CTRL+M

21




check for the current
employee

Spell check N/A F7
comments

General Navigation in Evolution

Filter button El: CTRL+R displays the Filter Records to View
dialog, which provides options for filtering the list of
items in a Browse Grid. When the list is unfiltered,

Evolution displays the button as green |3| When the
list is filtered, Evolution displays the button as red EI

& Open company |: Opens the company selected in the Company

Browse Grid.

Prior button ﬂl: Displays the prior record
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Next button M: Displays the next record

Understanding Effective Dates

Evolution tracks the history of each change made to its databases. Each time
a change is made to an Evolution database, Evolution creates a new record in
the database to mark the change. You can also make changes that take effect
in the past or in the future.

To see the audit history, put your cursor on the field you want to see history for.
éJ

Put your mouse on the button, and right click. You will be given two

options:

e View field audit history — Shows details of the field where your
cursor was placed. Example: screenshot below is of the
employee’s Social Security Number.

e View record audit history — Shows details of any changes to
the parent table of the field you had the curser on. Example:
cursor was on Social Security Number. When you choose
‘record audit”, it shows all changes to this employee’s client
person table.

23



Viewing Effective Dates
Below is an example of the field-audit history using the effective date viewing
method described in the prior section

& CL_PERSON - Audit X
3 PHONET |AET\VE7HEEUHD‘EHEATIDNiDATE |EFFEETIVE7DATE ‘EHANGED73Y| - |
M) - P 12/21/2000 12:49:3.., | 12/21/200012:43.3... 70
|_|718123-4567 P 10/7/200512:56:09 ... 10/7/2005 12:56:03 374
| |718123-6566 C 10/7/200612:68:47 ... 10/7/2005 12.68:47 374

|

-~ Evolution



Effective Date: The date a transaction is effective. (This date can be before or
after the creation date).

Creation Date: The date the record was created. Each time Evolution performs
a transaction, whether data was created, changed, or deleted, Evolution
creates a record to show the change. Therefore, in addition to being the date
the record was changed, it is also the date the data was changed, created or
deleted.

Active Record: Indicates whether the record is the current record.
e “C” indicates the current record.
e “P”indicates a past record.

Changed By: Lists the internal number of the user who made the change to the
record.

25



Examples

New Tax

A tax change is announced that is retroactive back to Jan 1, 2005. To
implement the tax, you would enter the new tax and then change its effective
date to 01/01/2005. Because you implemented the change today, its creation
date would be today. When Evolution next calculated taxes, it would use the
tax’s effective date to determine the rate to use in its calculation.

SUI Rate Change

e A payroll is processed on 01/05/2005. When processed, the
SUlI rate is 2%.

e On 02/05/2005 the rate is changed to 3% effective
01/01/2005. After you enter this change in Evolution, there
will be a new record with a creation date of 02/05/2005 and an
effective date of 01/01/2005.

e The 01/05/2005 payroll, however, still reflects the old rate
because it was processed before the rate change. Later, you
run a QEC, which looks at the effective date and cleans up the
rate discrepancy.
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As of Date Editor

Evolution displays the database as of the date listed in the As of Date Editor
field. This can be helpful but also confusing. The date in this field may be
changed for viewing purposes although changes to the database should not
be made while in this mode. Once you have finished viewing the data, be sure
to return the date to the current date and time.

<~ Ewolution 7.5.42.1 [odin1] - Employee - Employee

Ben o 5, ooz @ 2 5 @
€E Client
A IS Evans 5SN: 089-50-7691 arnpany._—Fiemas English-Do Not Touch

-ﬂ—:El'igompany First: Dale EEH#: 18 MNumber: 29999

If& Emploves | g « |[Evans Dale ~| <] Erior ‘ Mest [= ] E @

& Payroll
@ — Browse EE Entry ]Details] .-’-‘«ddlessi W2 ] FederaITa:-:] Motes ] HA ] Documents

=
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Monitoring the Task Queue
To view the tasks that are on the queue, do the following:

1. Click the View button.

[

' Help

2| Exit

Viev/ Task Queus: 0 Total; 0 Finished UserID: remoketrain Recd: 9.21K 21.2M/sec  Sent: 6,12k

2. Evolution displays the queue tasks window. This window displays
a list of tasks sent to the server for processing and allows you to preview
the results of the task.

There are four tabs on this window: The information listed in the top grid
pertains to the List, Split, and Detail view tabs.

List View
Split View
Detail View
Full Screen
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» All jobs, with the exception of tax payments, will remain in
the task queue once viewed for three days, unless
manually deleted. Tax payments will remain in the queue
for ten days, whether or not reviewed. This allows
additional time should a roll back be necessary.

List View
This tab displays a list of tasks that were submitted to the server for processing.
= Your queue tasks El@[@
3User |FII’]\ShEd‘PHUHly“d ‘|Updaled |Slalus |Descnpl\un |Eaplmn | A %
LTAMMY | 100 1755 4/25/2006 3:44:03 PM Finished successfully | Run Report Paproll Register g
| [ TAMKMY [7 B2000 1305 4/14/2006 & 45 30 AM Firished successfully | Pre-process comparyie E
g
% |
g
£
1=
User: The login of the user who submitted the task to the server.
Finished: Indicates whether or not the task has been completed.
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Priority:

ID:
Updated:

Status:

Description:

Caption:

The priority assigned to the task. This priority determines in
what order Evolution processes the task.

The number identifying the task.
The time the status of the task was updated.

Indicates the progress of the task, and if it completed
successfully.

The type of task. For example, Run Report.

A description of the task. For example, Payroll Register.

Send Updates to

When set up at SB Admin/SB/Flags and
Settings, Evolution will send an email if an
exception or message log occurs.

T Displays the results of the first task in the
list.

Y Disp_lays the results of the previous task in
the list.
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Displays the results of the next task in the

3
list.

3 Displays the results of the last task in the
list.

® Refreshes the list of tasks.

v Deletes a task from the list. If this button is

hit while a task is processing, it will cancel
the task. Note: You may not delete a task
during processing.
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Split View

This tab displays a list of tasks that were submitted to the server for processing

and a preview of the results of the task, as well as details of the task.

T =g
o Commtai FoFad B 2
b Farmabertl worz ncituly Chargad 5702000 106 0 P

lipsdsiad [sa [ Beccrgpton fizsesion [ =l

E 1 e SO0k 2 DD PH Fresheed naccesshlls Run Fegar Btedag Aoget
TIHADM® F im0 06 ST 1 S E PM Fsihed g cavikaly Flun P Dy LabalFral]
Tialern F 10 300 872000 10501 P Fireshed necesshly Aun Fapan Bishclay Rapce
REL ] F o onm0 08 S0RmE 06T PN Fesihed iadasiblly Fun Pupao Cimid | snaHw]

=inr-n HO BOR && BEHE el @ |
W 5 Fooifsall Focion® Caver Letten{HW)

Chieel Dt 0103430031 TO 117185
Prnod Ratgge AT TO 18730050
Waak Humber Wask B4

Do PsyDiata Chod,
‘il [aaratreied o Tan ol b pateeieSire T T v @ Aliviresrtd i Vieyre d B el iy Pl bals ks ol of it rrhﬂwnﬂﬂ
¥

e |=

Benii ]
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Detail View
This tab displays a preview of the results of the task,
task.

as well as details of the

Description:  Run Aeport S O 5B

Captior:  Payiol Register 2daTaE &%
Status: Fimished successfully Changed:  4/25/2008 3 3 P

Message:

He 58 # o | @ B Page| 1o
A
#Golf Tigger Wonld - DO NOT TOUCH Payroll Register (5109)
Check Date 04/14/2006-1
Feriod Range 04/01/2006 TO 0409,
Week Number : Week #13
Erpioves Name Sockl Sectrly Mimber Saken Freqency Check Nomber Check Date Check Tupe
Eamings Rate Current NTD Decudtions Current NTO Amount [Taxes Description Current Amourt TD A
Description ofFay  paurs Amourt Hours Amount Description Amourt
\Patrick, dames -1 - 008851235 ¥rovr 1275.00 Weskl 5435 142006 Regular
M Salary 1250 aliln) 1,275.00 ooo 510000 [05 Loan 10000 400 00F ederal (30) 33918 1,356 72
02 Regular 12,50 40.00 S00.00 160.00 2,000.00 [15 Pretax Insurance 50.00 200.00(0A3D] 106.95 42760
11 Mdemao-ht 0.00 000 £83.25 000 154.90 (30 Simple 8BTS 355.00(Mecdicare 2am 100.04
|32 Savings 100,00 400 00(Knox County Ceoups ion aliln) 177 50
vonkers Non-Res B3 63 B54 52
Check Totals: 40.00 182825 16000 7,254 80 33875 1,355 .00] 3477 2,716.58
npany TChecks TENPLOYEES
HO0Mema-i 000 000 000 000 52500 [N Checking 000 10,239 B0|Federal 3948 16,562.90
3 Tips 000 000 000 000 25000 |2 Gamishment 000 192.00|CAsSDI 106 85 4,565 08
o Salary 0.00 000 1,275.00 000 61,350000 |05 Loan 100.00 960.00(Mecicare 2am 1,067 &1
02 Regular 0.00 4000 S00.00 1302.00 1241367 |03 5125 Vidon 0.00 33.72|State KY 000 16374
5 Spedal Taxec 000 aliln) ooo ooo 250.00 [14 Misc Swmming C 0oo 52.00(State MNE aliln) BO8
110vemo-M 0oo aliln) 8325 ooo 21265 [15 Pretax Insurancs 50.00 350 03[Knox County Cecupat ion aliln) 180 86
95 uni form 0.00 000 000 000 0000 (30 Simple 873 573.99(Tipp City Work I 000 F00.00
Mema-ht 0.00 000 000 000 £25.00 [31 Pension Match w. 0.00 B.74(vonkers Non-Res. 16363 &1613
M Fund EEA-M 000 aliln) ooo ooo 150,00 [32 Savings 100,00 B03 56 634.77 23,662.38
ER QASDI 10685 4,193.08
ER MEDICARE am w6061
ERFUI 1380 FOTT ™
£ >

33



Full View

Displays the full result of the task.

HeBa ot @ B] Page| 1ol
2Golf Tigger Would - DO NOT TOUCH Payroll Register (8109)
Check Date 04/14/2006-1
Period Rangs 0401 /2006 TO 0409/20(
Wieek Number Week #15
Ermplayee Name Snckf Securty Mumber Salan Frenuency Check Number Check Date  Check Type  Net
Eamings Rats Currsnt NTD Dedudions Current  YTD Amount [Taxes Description Current Amourt HTD Amou
Deswighion  of Pay o e Ao MG Ao Description Amourt
\Fatrick, James - 1- 000551235 ¥rovT 27500 Meeiy 145435 Q2006 Reguar
0 Salary 12.50 oo 1,275.00 oo 5,100.00 |¥5 Loan 100.00 400.00|Federal (S/0) BIA8 135672
02 Regular 12.50 40.00 500.00 160.00 2,000.00 |15 Pretax Insurancs 50.00 200.00|0ASDI 106.85 427 80
|11 Dem o-h 000 .00 5325 000 154.90 {30 Simple 875 355 00| Medlicars xBm 100,04
32 Sanings 100.00 400.00|Kneox Courty Occupaion 0.00 A77.50
onkers Mon-Res. 16363 B54 52
Check Totals: 4000 182825 160.00 7,254 .80 3875 1,355.00] 63477 271658
npany 1 Checks 1ENPLOYEES &
[10em o-bt 000 ki) 000 i) 52500 |01 Checking 000 10,233 60|Feceral 1818 16,562 80
135 Tips 000 .00 000 000 250.00 |02 Gamishment 000 192.00{0ASDI 10B.95 456508
0 Salary 0.00 000 1,275.00 000 61,350.00 |25 Loan 100.00 950.00|Meclicare. 2.0 1,067 &1
02 Regular 000 40.00 500.00 1302.00 12413 B7 |08 5125 Vision 000 3372 State KY 000 B3 74
05 Spedal Taxec 000 000 0.00 000 250.00 |14 Misc Swimming C 0.00 52.00|State NE 0.00 606
(11 0em o-h 000 .00 5325 000 212 65 |15 Pretax Insurance 50.00 350.03|Knox County Occupa iar 000 150 86
156 uniform 000 oo 000 oo 300,00 30 Simple |75 573.99|Tipp City Work In 000 F00.00
Mema-bt 000 ki) 000 i) 52500 (31 Pension Match w 000 6.74|Yonkers Mon-Res 163 63 81613
01 Fund EEA-M  0.00 oo 000 oo 150,00 |32 Senings 100.00 B03.56] 63477 23,662.38
ER OASDI 106.85 419308
ER MEDICARE xBm S0E
ERFUI 13.80 IFaTT
IM-3U1 000 .39
TH-SUI 0.00 003
WT-SLI 4515 119562
ME-SUIT 000 16,86
NY-Re-smployment [ilils} 254
TH-Joh Skills Fee 000 o009
191.91 6,852.99
Company Tdss 40.00 1,528.25 1302.00 7597632 3875 13,011 64 2665 3051537
< »

Fesults | Log

Fussrg g wan i=ra |wan wds |war =0




Adjusting Display Size
You can adjust the display size of the report preview:

e To display a page of the report at its true size, click the True

Size button.
e To display the report preview so that you won’t need to scroll
from side to side, or from top to bottom, to view an entire page

of a report, click the Fit to Window button.
e To display the report preview so that you won'’t need to scroll
from side to side to view the entire width of a report page, click

the Fit to Width button.
Navigating the Report Preview

To navigate the report, use the following buttons:
Click this button to display the first page of the report preview.

Click this button to display the previous page of the report
preview.
Click this button to display the next page of the report preview.

Mﬂ‘!@

Click this button to display the last page of the report preview.
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Printing Report Previews
You can print report previews. You can either do so with one click or by first
setting the printer properties and then printing the report preview.

e To print a report preview with one click, click the Quick Print

button =) . Evolution prints the report preview using the
current settings for printer properties.
e To set the printer properties and then print the report preview,

click the Printer Properties button = . Evolution displays the
dialog box for the printer properties. Once you've set printer
properties, print the document by clicking the Print button
(may be an OK or other button on your PC).

Marking Up Report Previews

You can mark up a report preview to aid review by another party. If there was
an issue with report data, you could mark up the line, save the report to file,
and then file the electronic copy of the report preview or e-mail it to someone
for review.
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To add a marking to a report preview, do the following:

1.

2.

Click the Marking On/Off button &

Evolution is now in Marking mode. On the report preview, click and
drag the cursor where you want the marking.

Evolution asks you if you want to include a note for the marking.

e To add a note, type the note in the Text for the mark box and
click OK.

e To view the note, hover your cursor over the marking.

e The note does not appear when you print the report.

Evolution draws the oval.
e To delete the marking, right click on the mark, select Delete

Mark.
e To add another marking, repeat steps 2 and 3.
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Saving a Report Preview
To save a report preview, do the following:

1. With a report preview open, click the Save to File button = .
2. Type a File name, select a location, and click the Save button.
For text output files, you may choose a Save a Type of All Files,

which will allow you assign whatever file name and extension you
wish. Evolution saves the report preview.
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Admin Security

This section describes features used on the Admin Security windows.

Viewing Users

To view the users assigned to your client, click Admin, click Security, and then
click Users. Evolution displays the Browse tab with a list of users.

Browse tab

¢ Evolution 7.5.42.1 [odin1] - Admin - Security - Users =13
@ ednin G518 B W H @ -

€= Cliant

= Uzerld: Remotetrair  Remote Training

= Lompany

7 Employes | Browse | Details | Groups | Clients | D/B/04T |

& Payol 3 User 1D ']FirstName lLastName l.ﬁ.ctivelclientNumbel i

2 Reports Ld

To access the User’s security rights directly, double-click the user in the list.
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Detail tab

<~ Evolution 7.5.42.1 [odin1] - Admin - Security - Users

B Adnn |-W_w-ﬁ--|%§e'.z,l€*&; T o o4 @
€ Clent | L : '

Fis

T Userld: Hemotetrair Remote Training
= Company

T Employes | Browse Detals I Groupsl Elientsi D/B/DAT I

& Papoll
— MELHIY - lawed Achive User
2 Reports | ernotetrait| [no spaces allowed) e -
seo Misc Last Name
IHethe Password Confirm Password
T I
First Name Initial | | |
|Training I Password Change Date Security Level
E-mail Address [11/8/2007 | [user =l
I Department

Llzer Signature |Client - I

@ Load | ~User's stereotype
@ Remate |29999 'i
Accountant
I ..'..l gg User rights |

7

' Help

2l Exit

Wigm ||Task Queue: 5 Total; 5 Finished |UserID: remotetrain | %hecd: 1.02M 11.5Mfsec Sent:13.33K ,ﬂ




User ID:

Last Name:

First Name:

Initial:

E-Mail Address:

User Signature:

Accountant:

Active User:

Password/

The unique identifier for the user.

User’s last name.

User’s first name.

User’s middle initial.

The e-mail address of the user.

Service Bureau Use Only.

The accountant associated with this user. When this user
logs in, the accountant name is displayed on the splash
screen instead of the Service Bureaus.

Yes: The user is an active user.

No: The user is not an active user. Evolution prevents this
user from accessing the system.

Confirm Password: The user’s password
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Password

Change Date: The date when the password will have to be changed next.
When this date occurs, the user will be prompted to enter a
new password.

Security Level: The security level of this user, in regards to changing
passwords. Users may only manipulate users at their
security level, or below.

Department: The department to which the user is assigned.

User’s Stereotype

e S/B Internal: The user is a member of the service
bureau and does not require remote access to the
system.

e Web: The user is not a member of the service
bureau and requires web access to the system.

e Remote: The user is not a member of the service
bureau and requires remote access to the system.
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User’s Stereotype
Box: The Client ID of the company the user may access.

Security Rights for Users
To assign or view security (user) rights for an existing user, click on the

Uzer nghts |
& g button.

The Security Rights window allows you to view the user rights a user has for
accessing parts of Evolution and performing various functions.
The Menus feature displays the levels evolution.
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G~ Security rights

5/B Repaort [Dizabled] [Dizabled: 3) =l Funchions

SB Admin [Dizabled) [Dizabled: 10] —
Tax pmnts [Disabled) [Disabled: 6] DB Tables |
Tax reports [Dizabled) (Disabled: 5]

System templates: || j SE templates: ﬂ E

+- == Admin [Dizabled] (Dizabled: E) x Cancel
+o== A Payraoll [Dizabled] [Disabled: 17)

+--== Bureau [Dizabled) [Dizabled: 20]

4] == Clignt [Ernabled] [Enabled: 5: Dizablad: 17)

+- == Compary [Enabled] [Enabled: 18; Disablad: 41]

4/ == Employes [Enabled] (Enabled: 27; Dizabled: 1)

+-== Finance [Dizabled) [Dizabled: 7] 'Eé“i‘; Show top
+-== Systemsz [Digabled] [Dizabled: 36)

+)- 4= Misc [Enabled] [Enabled: 1; Disabled: 3 Show on top
+--== Operations [Dizabled) [Dizabled: 11] Menus
+- == Payrall [Enabled] [Enabled: 3] -

+ 4= Reports [Enabled) [Enabled: 1; Disabled: 4) SEEEE
o] —

o] —

o] —

o] —




Below is a display of the Screens within the Menus from above. The user can
be disabled from seeing individual screens.

¢~ Security rights

System templates: | ~| 5Btemplates: | | = save

: i bled: 1)1 -~ x Canhcel
Ad Hoo Reportz [Dizabled)] [Enabled: 1]

Additional info [Enabled] [Enabled: 1]

Agency [Dizabled] [Dizabled: 1]

Agency [Dizabled] (Enabled: 1)

Apply Offline Changes [Dizabled] [Disabled: 1]

Approve Payrolls [Disabled) [Dizabled: 1) 'Eg Shaow top
Auto Labor Distribution [Enabled) [Ernabled: 1)

Balance information [Dizabled] [Disabled: 1) Show on top
Bank Account Register [Dizabled] [Disabled: 1] 5 Menus
Bank Accounts [Dizabled] [Disabled: 1)

Bank Accounts [Dizabled] [Enabled: 1] Screens

Banks [Dizabled] [Disabled: 1] = Functionz

Batch [Dizabled) (Dizabled: 1] —
Eatch [Enabled] [Enabled: 1] DB Tables |
Benefitz [Enabled) [Enabled: 1)

Billing [Dizabled] [Enabled: 1]

Check [Dizabled) [Dizabled: 1)

Check [Enabled) [Enabled: 1)

Clear credit habilities az paid [Dzabled) [Dizabled: 1]

Client [Digabled)] [Enabled: 1]

Client Penzion Funds [Dizabled] [Enabled: 1)

Corpany Default Reparts [Disabled) [Disabled: 1)

Conzcolidated Reporting [Dizabled) [Enabled: 1]

T mimemlidatad Tovss (Mieskladl (Eeaklad 17

i-H-H-8-5-5-E-F--E-E-E-E-E-E-E-E-E-E-E-E-E-E-E-E
Tttt rt+tt++111rr+11tli+1l
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The Functions tab allows users to perform specific functions within Evolution.

G- Security rights

System templates: || j SB templates: |

Ability to edit payroll bank account register [Dizabled)
Akbility to edit B library [Dizabled)

Ability to manually comect 0ASD] & Medicare [Dizabled)
Ability ta mark, payrollz a: completed [Dizabled)

Ability to pay liabilities w/o funds [Dizabled)

Ability o print unprocessed manual checks [Dizabled)
Ability ta reprint payrall reports [Dizabled)

Ability to reprint procezzed mizc checks [Dizabled)
Ability ta reprint proceszed paproll checks [Disabled)
Ability to rollback tax payments [Dizabled)

Ability to zee and edit EE HR documents [Dizabled)
Ability to zee hidden tables [Dizabled)

Ability to undelete records [Dizabled)

Ability to unlock a company with a "*high'* credit haold [Dizabled)
Ability o unvoid voided check, [Dizabled)

Abiliby bo update as of another date [Dizabled]

Ability to uze offline client (Enabled)

Ability to woid payroll [Dizabled)

Access to company zalespersons [Disabled)

Acocess to pay rates [Enabled) [Enabled: 1)

Accesz to SB report info [Dizabled)

Acoceszsz to SB sensitive info [Dizabled)

Acocess to wages [Enabled)]

Payroll wizard including agency, biling and ACH pages [Dizabled)

I+11+0101+1000010rrrrrrnnl

B Show top

Show on top

—
= Menus

Scresns
& Functions

DE Tables |

DB Tables are for Service Bureau internal use only.
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Creating Users

The Payroll Specialist must set up the initial user. Then if your user ID has the
security right, you can create a user. You cannot, however, grant another user
more rights than you have. To add a user, perform the following steps:

1. Click Admin, click Security, and then click Users. Evolution

displays the Browse tab with a list of users.
Il
2. To create a user, click the Create record button "™ . Evolution

displays the Details tab. Complete the information on this tab.
3. Click the User Rights button and assign rights to the user.

e To change the security rights for a user, right-click the security
right you want to change. In addition to enabling or disabling a
single right for user, you can enable all of the rights for its
children or make the menu or screen read only. The Read
Only option may be selected by right clicking on the shortcut
menu.

e To enable a right, right-click on the security right and click
Enabled on the shortcut menu. This enables only the right-
clicked right.
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To enable a right and all of its children, right-click the security
right and click Give max rights to all child atoms on the
shortcut menu. This enables the right-clicked right and it’s
children rights.

To disable a right, right-click the security right and select
Disabled. This disables the right and all of its children

rights.
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C|Security rights
System templates: | j 3B templates: j [ 5ave

% Cancel

dmin [Disabled) [Disabled: 6)
1 ed: 11]

Bureau [Dizabled) [Dizabled: 20]
Client [Enabled] [Enabled: 5; Dizabled: 17]
Company [Enabled) [Enabled: 16; Dis: bt
Employes [Enabled] [Enabled: 27: Disa + Enabled
Finance [Disabled) (Dizabled: 7) = Disabled B Show top
15ysterns [Dizabled] [Diszabled: 38)
Mise (Enabled] (Enablec: 1: Disabled: 3 £¥ Give maxrights to al child atoms Show on top
Operations [Dizabled) [Dizabled: 11] Menus
Paprall [Enabled) [Enabled: 3]
Reports (Enabled) (Enabled: 1; Disabled: 4) Ececl
5/B Report (Disabled) [Disabled: 3) =) Functions
5B Admin [Dizabled) [Dizabled: 10] —
Tax prorts [Disabled) (Disabled: 6] DB Tables |
Tax reports [Dizabled) [Disabled: 5]

i KE

Tl ++1+101+++111

4. Click Save.

Groups Tab
Service Bureau Use Only.



Clients Tab
Click the Clients tab and assign the client to the user.

¢~ Evolution 7.5.42.1 [odin1] - Admin - Security - Users

= |Cl. name el

&) Adnin [ REE S e G N 6 sieoos v
€ Cjent | &
| e . B Fakra -
% e Uszerld: F Remote Training
G Employes Browsel Detai\si Groups  Clients I D/B/D/T
# Payrol Ayvailable clients Selected clients
Zlt Reports
— e | 214
i Pzaam
Add B2 |
E @ Hemovel
|
| 2l s |

Thomas English-Do Mot Touch!

5
[

Wiew || TaskQueue: 5 Tatal; 5 Finished

UserID: remotetrain

i_ iRecd:288.52K 11.7Mfsec Sent: 6.94K |
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D/B/DIT Tab
To view the divisions, branches, departments, and teams the user is assigned
to, click the D/B/D/T tab. If you need to limit access to a division, branch,
department or team, click the D/B/D/T tab and assign or limit the appropriate
rights. The D/B/D/T levels that are checked are disabled.

ﬁ& Admin E - "j ;
€ Client

TS & W W 4

Userld: Remotetrair RAemote Training

2k Company

i Emplovee | Browse | Details| Groups | Clients  D/B/DIT |
o S —

_@ ! -] il

Z: Reports

oo Mise

' Help

A Esit

View | Task Queue: 5 Tatal; 5 Finished ;UserID: remotetrain

| |recd:2ss.52k 11.7Mjsec Sent:6.09K ]

51



Deleting Users

Because it is important for the system to save a history of all transactions, a
user can only be deleted if the user’s ID has not been used in any transactions.
Once a user ID has been used in a transaction, you can make the user ID
inactive. To make a user ID inactive, perform the following steps:

1. Click Admin, click Security, and then click Users. Evolution
displays the Browse tab with a list of users. Choose the user to
deactivate.

2. Click the Details tab.
3. Select No for Active User. Evolution continues to maintain

historical transactions performed with this User ID, but prevents
any subsequent use of this User ID.
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System Information

You can access a summary of your system information, which will include the
following types of information:

e Operating system
e CPU
e RAM
e Versions of Evolution components
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To access your system information, click Admin and click System
Information.

Ewvolution 7.5.42.1 [odin1] - Admin - System Information

B )

; Company || Generated

. Service Bureau
ﬁT Ennlycs Lzer name
2 Payol Server name

Compression & Encryption

Feports

CPS

System Database Wersion
03

Processor 0

Free [Total] Physical bMemon
Free [Total] Paging File
Free [Tatal] Space Drive C
Frinter 0

Printer 1

Frinter 2

Printer 3

Frinter 4

Fiinter 5

Printer &

Frinter ¥

Printer &

s Mise

evdymr.bpl
evdtareports. bpl
evdtaxpayments.bpl
evdsystem. bpl

@ evdsbreportz.bpl

evinalnmalrenarts bol

' Help

A Exit

Vigw , Task Qﬂ‘eue: 5 Tatal; 5 Finished

B/6/2006 2:38:18 PM
Irasburg

rematetrain

odind

Fake

Uncompressed data [Sent/Rec 7,237 b/ 295 512 b

0Kbis

7543695

Microzoft Windows <P Yersion 5.1.2600 Service Pack 2
~2794.0 MHz <86 Family 15 Model 4 Stepping 1 Genvinelntel
137.212 [522.224) Kb

809,648 [1.270.632) Kb

59,834,732 [75.176.164) Kb

“hads3WHP_8150_2

WhdsWHP Lagerlet 4100 PCL Be

Wds2\HF Lazerlet 8150 PCL e [default]

Mimen Printer

Microzoft Office Live Meeting Docurment Writer
icrosoft Office Document Image *whiter

HF Laser)et 8100 Series PCL

ActiveTouch Document Loader

1-Step RoboPDF

“hodinZyevaolutionclient
WodinZtevaolutiontclisnt
“hodinZyevolutionclisnty
‘hodinZhevolutiontclienty
ShodinZsevalutionclisnts
“hadin el tinnteliznt

| UserID: remoketrain

=6

75421
75421
75421
75421
75421
7H421

| Recd:288.73K 11.6Mjsec Sent: 7.19K

(=1




Workstation Settings
On the Workstation Settings window, you can customize how your Evolution
works on your local PC. To adjust your workstation settings, do the following:

Printing

Duplex Printing:

Only reports with Duplexing: Evolution determines if the report should be
duplexed and prints it accordingly.

Always: Evolution duplexes all reports and payrolls.
Never: Evolution prints all reports and payrolls single sided.

Always do report preview: Select this check box to have Evolution preview all
reports regardless of what you specify when you specify at print reports. You
can print the report from the task queue later if desired.

Always show ASCII file save dialog: Select this check box to have Evolution
always prompt you to save ASCII files when performing processes that produce
ASCII files.

Checks Printer
Checks Printer: The printer all checks will be sent to for printing.
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Vertical Offset: The vertical offset.
Horizontal Offset: The horizontal offset.

Reports Printer

Reports Printer: The printer all reports will be sent to for printing.

Vertical Offset: The vertical offset.
Horizontal Offset: The horizontal offset.

@ Send

E-mails the settings of the Workstation Settings window to someone, your
customer service representative for example, to help you troubleshoot your
system.

Jump to Detail Tab Automatically: Select this checkbox to have Evolution
display the Detall tab instead of the Browse tab when you open a window.
Using this option is helpful when you deal with only one company.
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Go Offline & Full Copy: Allows a remote client to work offline, meaning they are
not connected to the internet. This is used when a client has a slow internet
connection.

D : od A d orkstation Setting A
5 1 1
8 an USSR N Jiox | =
ff% Cligrt \ .
= Settings | External|
E
=4 Company
. ~Frinting
ﬁ‘ﬁ Employee Diuplex Printing
@ Payrall Ol
2| Repotts Checks Frinter Vertical Offset  Harizontal Offset
ass Mise |4\ds2\HP Laserlet 5150 FCL Be x| o 2 o =
Fieports Printer Wertical Offset Harizortal Offset
[44ds24HP Laserlet B150 PCL 5e ~| |0 e =
WV Always do report preview [ Always show ASCI File Sawve Dialog
¥ Jump To Detail Tah Automatically
= :
) Send I Full Cepy G Offine |
| 7 Helo
§| Exit
Wiew H-‘Fa_sk_Queue: 5 Total; 5 Finished 'Lls;rID rematetrain |_ -Iia_cd_Z_E‘E“?EKIIEMJ‘sec Sent: 719K i |
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Speed Test

Evolution includes a system speed and load test that is designed to help
diagnose performance problems. You can use the results as benchmarks,
which you can use as a guide for troubleshooting and tuning your system. To
access the speed test, click Admin and then click Speed Test.

Only run these tests in conjunction with discussions with your Payroll
Specialist.

To run the speed tests,

1. Choose the type of test to run:
e Speed
e Load. Also select the number of threads to test. The number
of threads is the number of test jobs you want to run in
parallel.
e lterations. The number of times to run the load test in
sequence.
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{8l Admin

€L Client

Fi

2L Company

E'E Employes

a2 Payrol

Reportz

wew Misc

' Help

2. Click the Run Tests button.

m . »’1 : = %

Speed i Trace Route

Database Speed

DB to Middle-Tier Transfer Speed

Middle-Tier Server Speed

.........................................................

Middle-Tier to Client Transfer Speed

Client To Middle-Tier Connection Speed

]

Client Speed

| [ Reterence W Currert I

A Esit

Fiun Tests!

@ Save Az Reference @ Speed ¢ Load |10 = % Send Iterations |1 31

Vigw ;;Task QLl.eue: 5 Total; 5 Finished | UserID: rematetrain e PRecd: §.55M 10.4Mjsec Sent: 7.53K

59



3. Analyze the results.
e Top bar is reference.
e Bottom bar displays results of test

Saving as Reference
To save the results of a speed test as a reference for subsequent tests, click
the Save As Reference button.

Viewing Trace Route

When it runs the Speed Test, Evolution also traces the route the data took
between the server and the workstation and the time required at each step of
the way.
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To view the trace route, click the Trace Route tab.
> The IP addresses have been commented out for security purposes.
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E-mailing Results
To e-mail your test results:

1. Click the Send button. Evolution creates a text file and attaches it
to an e-mail.

2. Complete the e-mail and send it to your customer service
representative for troubleshooting purposes.

Client RW Reports

RW Reports: Accesses the report writing tool within Evolution.
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Company-General-Company Summary
The following windows are view only. You must contact the your Payroll
Specialist if information needs to be updated.

Address and Bank Accounts tab displays the company demographics
and bank account information.

Client 29999 Thomas English-Do Not Touch!
Company  Z9999 Thomas Englich-Do Mot Touch

Browse Address & Bank Accounts ] EIM and Rates ] Earning & Deduction Codes ] Division, Branch, Department, and T eams ]

Company Number Legal Narme

73333 |

Name

- Legal Address 1

|Thomas Englizh-Do Mot Touch |

DEA

| Legal Address 2
Address 1 |

|5 W uffin Lane Leqal City Legal State  Legal Zip Code
Address 2

City State Payproll Bank Account Mbr
Crowen Paint MY
Zip Code Cotnty Tax Bank Account Nbr
12992

E-mail ‘workers Comp Bank Account Mbr
Customer Service Team Billing Bank Account Nbr
Customer Service Rep DD Bank Account Mbr
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EIN and Rates tab displays all State, SUI, and Local information.

Browse | Address & Bank Accounts  EIN and Rates l Earming & Deduction Codes | Division, Branch, Department, and T eams |

3 State = |State EIM State SDI EIM |State SUIEIM |E:-cempt |SUI E xempt ‘ 5
L MY 4852154 453213541 G456454 M &)

w
2suiTexhame  <[state [sUiRate ~
t MY'-Fe-Emplayment MY 0.00075
| [Hy-SUI MY 001625

w
3 Locality = |State| Local EIM |EHBITI|3t | -
L Mew York Cityp Hon-Res. MY 123456 M
| |NY-MJ W aterfront MY 12345E878 M

-




Earnings & Deductions Codes tab displays all earnings, deductions,
and memos set up on the company.

Browsze ] Addrezs & Bank Accounts ] EIN and Rates Earning & Deduction Codes I Divigion, Branch, Department, and Teams ]

3 Code x |Descriptiu:un |F|ate |F|ate i |DT Rate * |Def Start Date |Def Arnount |Def Rate |
bk | Misc.
Checking Account
D03 Advance
(D04 Gamish
(D05 Child Suppaort
D06 A1k
|00 nion Dues
_|EOT Salamy
_|EDZ R egular
_|ED3 Average Overtime 1.50
_|ED4 Bonus
_|EDS W acation
|MOE Penzion Match
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Division, Branch, Department, and Teams tab displays the levels set
up on the company.

Browse ] Address & Bank Accounts ] EIN and Rates ] E aming & Deduction Codes  Division, Branch, Department, and Teams l

3 Combined Humber - ‘Eumhined Mame ‘Home State |EIF| EE Rate ﬂ‘ OF FPay Fiate| Payroll Bank Ac
4 i Hide | Hide | B aker MY
1111200 Hide | Hide | Decorator MY
1111300 Hide | Hide | Delivery MY
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Company-Miscellaneous-Jobs

Details Tab
Job Code: The code identifying the job.
Description: The descriptive name of a job.

Default Workers Comp:  The default worker’'s compensation code for this job.
Rate per Hour: The amount of the pay per hour for this job. If the
employee is hourly, enter an hourly rate. If the
employee is salaried, be sure that this box is blank.
Miscellaneous Job Code: Not in use at this time.

G/L Tag: The tag for a general ledger account.

Job Active: Yes: The job is active.
No: The job is inactive.

» The jobs list may be filtered to show only Active Jobs.
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Certified:

State Certified:

Life to Date Info:

Amount:

Hours:

E/D Code:

Address:

Yes: The job is a federally-certified job.
No: The job is not a federally-certified job.

Yes: The job is a state-certified job.
No: The job is not a state-certified job.

Life-to-Date information is used to enter prior job
costing history. For example, if a client has just
converted to Evolution, the life to date of their jobs
may be entered here. The Amount and Hours are
entered, along with an E/D code to have them
attached to for reporting purposes.

The life-to-date amount.

The number of life-to-date hours.

The E/D Code to attach life to date information.

The address, city, state, and zip code of the job site.
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Client Z9999
Company 29999

Browse Detals l Locals]

Thomas English-Do Mot Touch!
Thomas English-Do Not Touch

3 Job Code ~ | Dezcription |Job Active| Celtified| State Cerlifiec ™
123999 Kitchen k4 M
14
<
Job Code Rate Per Hour Life To Date Info
|‘I 456 | Amaunt Haours
Description Mizcelaneous Job Code | |
|F|elai|5tore | E/D Code
Default Yworkers Comp G/L Tag
Job Active Certified State Certified
v Yes " No " Yes * Mo " Yes & Mo
Addrezz 1 | City |
Address 2 | State Zip Code
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Locals tab

Insert new record button “#*:

Delete record button ==:

Local Name:
Client 9999 Thomas English
Company 9999 Thomas Englizsh

Browse] Detailz; Locals l

Adds a local tax to the job.
Deletes the selected local tax from the job
The name of the local tax added to this job.

?|Local Mame b
b

4
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Company-General-Additional Info

Additional information allows you to add customized information about
employees. For example, you might create the following types of fields:
e Spouse’s hame
e wedding anniversary
e dog’'s name
e eye color



¢~ Evolution 8.0.0.86 [zeus] - Company - Miscellaneous - Additional Info -0l x|

£ Clent

Bon e s 2 sa & % 5 @ P v

Client 29999 Thomasg English-Do Mot Touch!

I i;'.—. Company | Company 29999 Thomas English-Do Not Touch

Browse Fields |

ﬁﬁ Employee
o

& Payoll 3 Hame Iil -
J— - n
- Reports Certification 3 WaLLE - a
= | |Eve Color »
s Miso Spouge's Name
Errcwn
Green
I |
Name Value
Eye Color IEIue
iew |Task Queue: 2 Total; 2 Finished |UserID: remaketrain FlREcd:EZQ.BUK 11.8Mfsec Senk: 9.43K 4

Name:

Value:

Enter the name for the field you wish to track.

Create the values for the corresponding user defined field name.



» For example, the field Name is Eye Color, the Values might
be blue, brown, and green.

In addition, you might use it to track other items unique to a company. For
example, a nursing home uses additional information fields to track available
beds.

Company-Misc-HR Positions
The browse grid displays the company and general information about the
company. The description column lists the HR Positions.

Client £9999 Thomas Englizh-Do Not Touch!
Comparny 29999 Thomas Englizh-Do Not Touch

Browse I Details ]

Loy |

2 Mumber > |Mame Status A 3 Descrption - W
l Thomas Engligh-Do Mot Touch | Active L Directar

| Manager

| |Supervisor
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Details Tab
Ll
1. Click the Create New Record ' button and enter a descriptive

name of a position in the Description field. Click the Post Changes

~

button , in the upper right hand corner to save the changes.

Client 29999 Thomas Englizh-Do Hot Touchl!
Company 29999 Thomas English-Do Mot Touch

Browse Details

3 Drescription - 4
¥ | Directar
| Manager
|| Supervisar
v

Description |D irectol

74



Creating Payroll Default E/Ds

You can set up default E/Ds for payrolls and control how they appear. Creating
default E/Ds allows you to customize the data entry windows in payroll.
Therefore, if you use regular and overtime E/Ds all the time, you can predefine
your windows to show regular and overtime in the order you want.

Creating default E/Ds for payroll involves the same steps for companies,
divisions, branches, departments, and teams.

Company
To create default E/Ds for a company, perform the following steps:

1. Click Company, point to Payroll Defaults, and then click Default
E/Ds — Company. Evolution displays the Browse tab.
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2. Select the company and then click the Details tab.

Ciet 29999 Thomas English-Do Not Touch!
% Company  £9999 Thomas Englizh-Do Not Touch
ﬁ‘.;n Ermployes Browse
e
& Payoll 3 CoE/D Codes Salary, Hourly| Override Rate| Overide EE Rate Nbr|Override Hours| Overide Amount| Dverride Line Item Date| # |
Bepartz =
= E04 B 100.00
woo Misc E05 B A
M
E/D Code ~Salary. Hourly or Both
EO3 ~ " Salary i!
Ovemde Rate & Haourly El
I " Baoth
Owvemde EE Rate Nbr o

|

Ovwvemide Hours

|

Overmide Amaunt

|

Ovemide Line ltem D ate

|

=" Help
Al Esit
=
Wiew || Task Queue: 5 Total; 5 Finished | UserID: rematetrain !_ERecd:130.22K 12.8Misec Sent: 7.54K /|
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3. Create a new default E/D by clicking the Create Record Button.
Evolution creates a new record.

4, Specify the following for the Default E/D:

E/D Code: Select the Company E/D Code to be posted on the
Payroll lines.
Override Rate: Enter the Rate amount to be used for this E/D.

Override EE Rate Number:Enter the Rate Number to be used for this E/D.

Override Hours: Enter the number of hours to be posted for this
E/D. This function is often used for Holiday hours. If
using this function for salaried employees, be sure
their Rate 1 (Primary Rate) is $0.00.

> Items entered as Payroll Defaults, will continue to load in
payroll until the item is either manually deleted or changed.

Override Amount: Enter the flat amount to be posted for this E/D.
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Override Line Item Date: Enter the Date for this Line Item for the check. This
is often used with Job Costing to associate a date
with a line item on a check.

Salary, Hourly, or Both:
e Salary: Apply this default E/D to only
salaried employees.
e Hourly: Apply this default E/D to only hourly
employees.
e Both: Apply this default E/D to both salaried
and hourly employees.

Job: Select the job to which this default E/D applies.

5. Click the Post Changes button v to save the changes to
local memory.

6. To create additional default E/Ds, repeat steps 4 through 6.

7. Click the Commit Changes = | button to commit the
changes to the database.
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Division
Setting up payroll defaults for a division is similar to setting them up for a
Company. To create default E/Ds for a division, perform the following steps:

1. Click Company, point to Payroll Defaults, then click Default
E/Ds- Division. Evolution displays the Browse tab.

2. Select the company and the appropriate division, then click the
Details tab.

3. Create and specify the default E/Ds as you would for a Company.

4, Save and Commit the changes.

Branch, Department and Team

Setting up payroll defaults for a Branch, Department and Team is similar to
setting them up for a Company. To create default E/Ds for a branch,
department, or team perform the following steps:

1. Click Company, point to Payroll Defaults, then click Default
E/Ds- Branch. Evolution displays the Browse tab.

2. Select the company and the appropriate division, then click the
Details tab. Repeat this step for the department and team if
applicable.

3. Create and specify the default E/Ds as you would for a Company.
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4. Save and Commit the changes.

Creating Payroll Check Templates

A check template is a customized template that you build with your specific
requirements. If you want to block certain weeks on a scheduled E/D, or have
other unique set up issues, you can implement these in a check template. Once
the template is built, it can be applied to an entire batch or an individual check.

To set up a check template, do the following:
1. Click the Company button, point to Payroll Defaults, and then
click Payroll Check Templates. Evolution displays the Browse
tab by default.

Il
2. Click the Create New Record ' button to create a blank
template. Evolution displays the Details tab.
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Evolution 7.5.43.1 [odin1] - Company - Payroll Defaults - Payroll Check Templates

i : | P E] s T 7
Bow fo.5 zsvs ® % o @ |
e Client - =
B Cient 29999  Thomas English-Do Not Touch!
I & Caompany Company 29999 Thomas English-Do Not Touch
5 Emplopee | Browse Details IB\ocks; Taxesl Stalesi Localsl
e
@ Payrall Name
z_= Beparts
w00 Misc
 Tax Supplemental Rate
o Ves Mo
|
Federal Overnide Type
IFleguIal Percent _:]
Federal Overnide ¥alue
I 28.00
Ovemide Frequency
IAnnuaI __:]
i Prorate Scheduled E/Ds 1
© Yes * Mg
|
2
' Help
ﬂl Exit
—_
Yiew | Task Queue: S Total; 5 Finished | UserID: remotetrain !_iRecd:sﬁ?.33K 11.7Mfsec Sent: 9.09K  /

3. Specify the following information:



Name:

Tax Supplemental Rate:

Federal Override Type:

Give the Check Template a name. For example,
Bonus Check.

Yes: Uses the tax supplemental rate from the
system table.

No: Will look to the employee setup for taxing
purposes.

None: Evolution does not override the federal tax.
Regular Amount: Evolution taxes the check the
amount entered in the Federal Override Value
field.

e Regular Percent: Evolution taxes the check
the percentage in the Federal Override
Value field.

e Additional Amount: Evolution taxes the check
the regular amount plus the amount entered
in the Federal Override Value field.

e Additional Percentage: Evolution taxes the
check the regular amount plus the
percentage entered the Federal Override
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Value box.

Federal Override Value: If a Federal Override Type is selected (other than
None), type the amount or percentage for the
override.

Override Frequency: Select the frequency for the override.

Weekly
Bi-Weekly
Monthly
Quarterly
Semi-Annually
Annually

Normally, select the same frequency as your payrolls. To withhold more or less
taxes, select a different frequency.

Prorate Scheduled E/Ds: Not Currently in Use.

4. Click the Blocks tab and specify the items to be blocked.
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<~ Evolution 7.5.43.1 [odin1] - Company - Payroll Defaults - Payroll Check Templates

{8l Admin

-5l

| T Y3 G m e o o T
€L Clent
e Cient 79993  Thomas English-Do Not Touch!
Company | Company 29999 Thomas English-Do Not Touch
ﬁiﬁ Emplayee Browsei Detail; Blocks | Taxesi Statesi Localsi
crr——
2Pl | pocop E/Ds to Block
‘#: Heports e r
i b ?\E/D Cade = | Description |
wee Misc & - §
~Block DD Except Met L Doz Checking Account
7 e @ No
“Block Time Dff Accural
o Al Mo
 Aeerual
“Block Auto Distribution T
ey Mo
~Block Sched E/Ds Except DD
ey Mo
~Block Scheduled E/Ds From Agency o
& Yes  No <] __)_._
) ~Block Sched E/D Except Pension E/D Code dp -
- ey Mo IDD2
| ' Help

)

Wiew || Task Queus: 5 Total; 5 Finished

! UserID: remotetrain

| Recdie6?. 33K 11 7Misec Senti9.03 /|




Block DD:

Block DD Except Net:

Block Time Off Accrual:

Block Auto Labor Distribution:

Yes: Blocks direct deposit from the
check.

No: Does not block Direct deposit from
the check.

Yes: Blocks direct deposit, except net,
from the check.

No: Does not block direct deposit,
except net, from the check.

All: Blocks both accrual and usage of
all Time Off Accruals.

No: Time Off Accrual is used and
accrued normally.

Accrual: Blocks time off from accruing
but still allows time used to be
recorded and deducted from the Time
Off Accrual balance.

Yes: Blocks auto labor distribution
from the check.
No: Does not block auto labor
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Block Scheduled E/D Codes:

Block Agency Check Sch. E/Ds:

Block Sch. E/Ds except Pension:

E/Ds to Block:

distribution from the check.

Yes: Blocks all scheduled E/Ds,
except for scheduled E/Ds based on
the E/D code type of D1.

No: Applies E/D to the check
normally.

Yes: Blocks scheduled E/Ds from
being applied to agency check.
No: Applies E/D to the check
normally.

Yes: Blocks all scheduled E/Ds,

except Pension E/Ds, from the check.
No: Does not block scheduled E/Ds,
except pension E/Ds, from the check.

Select the individual E/D code that you
would like to block. The name of the
E/D code set up at the Client level will
populate the Description field.
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» To add an E/D code to the list of E/Ds to Block, click the Add button

+

on the bottom right hand side of your screen. To delete an

individual E/D code from the list of E/Ds to Block, click the Delete

button on the bottom right hand side of your screen. Clicking the

il
Create Record '™ button located in your toolbar will create a new
check template, not an individual E/D code on the selected template.

b

Clicking the Delete Record button located in your toolbar will
delete the entire check template, not just an individual E/D code on
the selected template.
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5. Click the Taxes tab and specify the appropriate information.

-3 TaAa9s F B H @

Client 29999 Thomas Englizh-Do Mot Touch!
Company 29999 Thomasz Englizh-Do Not Touch

Browsel Detailsl Blocks Tawes IStatesl Localsl

~Block Federal | [ Block ER FUI
e & Mo e “ Mo

~Block Additional Federal ~Block ER DASDI

7 Yeg & Mo ez & Ha
~Block EE DASDI-—— | [ Block ER Medicare
 Yes i No i Yes @ No

~Block EE Medicare

 Yes i No
~Block EE EIC
 Yes i No

Wiew || Task Queue: O Total; O Finished UserID: remaoketrain l_lRecd:664.9?K 10.5Mfsec  Sent: 8.61K /A




Block Federal:

Block Additional Federal:

Block EE OASDI:

Block EE Medicare:

Block EE EIC:

Block ER FUI:

Block ER OASDI:

Block ER Medicare:

Yes: Blocks this tax from the check.
No: Does not block this tax from the check.

Yes: Blocks this tax from the check.
No: Does not block this tax from the check.

Yes: Blocks this tax from the check.
No: Does not block this tax from the check.

Yes: Blocks this tax from the check.
No: Does not block this tax from the check.

Yes Blocks this tax from the check.
No: Does not block this tax from the check.

Yes: Blocks this tax from the check.
No: Does not block this tax from the check.

Yes: Blocks this tax from the check.
No: Does not block this tax from the check.

Yes: Blocks this tax from the check.
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No: Does not block this tax from the check.

Click the States tab and specify the appropriate information if you
wish to create a State tax override. This screen is for overrides
only. In order to create an individual state override for your check

template, click the Add button ﬂ located on the bottom right
hand side of the screen. Clicking the Create New Record

Il
* button in the toolbar will create a new check template. To
delete an individual state from your check template, highlight the

state you would like to delete and click the Delete button -
located on the bottom right hand side of your screen.
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Evolution 7.5.32.3 [odin1] - Company - Payroll Defaults - Payroll Check Templates

-3 2493 F 7 4

Client Z9999 Thomas English-Do Mot Touchl
Company  £9999 Thomas Englizh-Do Mot Touch

Blowsel Detailsl Blocksl Taxes States |Locals|

3 5.7 | Tax &t Supplemental Rate| Block State| Black SD1|Black SUI|State Overide Type| State Dveride YWalu ™
| ——

€]

|~
| »

State —Tax at Supplemental R ate

|| 'l ez i Ma + -

State Dverride Type —Block State————  Block 5DI———
I :,v  ‘Yes " Mo  Yes Mo

State Dverride Walue

~Block Additional State——— [ Block SUI
 Yes Mo " Yes Mo

Wigw ||Task Queue: 0 Total; 0 Finished UserID: remoketrain |_|Recd:664.9?K 10.5Mfsec Sent: 8.61K /A




State: Select the State for which you would like to create a
taxation override.

State Override Type: Select the type of State Tax Override you would
like to apply. You have the same options for State
tax overrides as you do for Federal tax. The
options are:

None

Regular Amount

Regular Percent

Additional Amount

Additional Percentage

> If you select an option, you cannot use the Tax at Supplemental
Rate box or the Block State options.

State Override Value: If a State Override Type (other than None)
has been selected, type the amount or the
percentage of the override.

Tax at Supplemental Rate: Yes: Taxes are calculated at the
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supplemental wages tax percentage.

No: Taxes are not calculated at the
supplemental rate when this override
template is being used. They are calculated
at the Override Value or at their regular rate.

> If you select Yes, you cannot use the Override Type box or the
Block State options.

Block State: Yes: The state tax is blocked.
No: The state tax is included. Therefore, the
employee is subject to the tax and the tax will be
withheld.
> If you select Yes, you cannot use the Tax at Supplemental Rate

box from the Override Type options.

Block Additional State:

Yes: Additional state taxes are blocked when this
check template override is used.

No: Additional state taxes are not blocked when
this check template override is used.
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Block SDI:

Block SUI:

Yes: The SDI tax is blocked.
No: The SDI tax is included.

Yes: The SUI tax is blocked.
No: The SUI tax is included.

Click the Locals tab and specify the appropriate information if you
wish to override Local taxes. The screen is for overrides only. In
order to create an individual local tax override for your check

template, click the Add button ﬂ on the bottom right of your
Il
screen. Clicking the Create Record button " in the toolbar will

create a new check template. To delete an individual local tax
from your check template, highlight the local tax and click the

Delete button ﬂ located on the bottom right of your screen.
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-3 | PAaTF F OB O = 5/15/2006 v oW
Clignt 29939 Thomas English-Do Not Touch!
: Compahy  Z£9999 Thomas English-Do Mot Touch
ﬁi Employes Browsel Detailsl Blocksl Ta:-cesl States Locals |
@ Pagrall 3 Local ~ | Overide Amount Block Local )
2_|= Bepoits >
woe disc
[]
Local Tax Override Amaunt ~Block Local .
I ;I I  Yes Mo
3
" Help
;ﬁl Esit
Wigw ||Task Queus; 0 Total; 0 Finished

UserID: remaotetrain

| Recdied.97k 10.5Mjsec_senti 861k /]
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Local Tax: Select the Local tax you would like to override.

Override Amount: Enter the Override Amount for the local tax. Based on the
calculation method used by the local tax, this may either be
a percentage or a flat amount.

Block Local Tax: Yes: The local tax is blocked.
No: The local tax is included.

8. Click the Post Changes v button to save changes to local
memory.
9. If Evolution hasn’t committed the changes to the database, click

the Commit Changes ' = | button.
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Creating Pay Groups for Payroll Defaults

Every employee belongs to a pay group. You can create pay groups for
employees to organize said employees into groups that are exceptions to
salary, hourly, and DBDT groupings. Pay groups are used to group employees
for payroll batches. You add employees to pay groups on the Details tab of the
Employee-Employee window.

To create a pay group, perform the following steps:

1. Click Company, point to Payroll Defaults, and then click Pay
Group.

2. Evolution displays the Browse tab. Select the company and click
the Details tab.
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¢~ Evolution 7.5.32. 3 [odin] - Company - Payroll Defaults - Pay Group

Bom I@R.5 o T oL @
€5 Client

A

5/15/2008 =

Client 29999 Thomas English-Do Mot Touch!
I % Compary Company 29999 Thomasg English-Do Mot Touch

L= N Browse |Details|
——

@ Fayrall @j Open company |
:Z|':= Reports
- 2| Mumber = [Mame Statuz
wes Misc 7
4 Thomas English-Dio Mot Touch | Active

' Help =
a8 st 3] >
—
e ||Task Queue: 0 Tokal; O Finished |UserID: rematetrain |_|Recd:66?.98K 10.5Mjsec Sent: 9,40K /A
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5

3. Create a new pay group by clicking the Create Record button = .
¢ Evolution 7.5. 32, 3[odin1] - Company - Payroll Defaults - Pay Group |:||EHZ|
Boi | @ - 3 T ® % el
€ Client _ .
Client 29999 Thomas Englizh-Do Not Touch!
‘ éEIt Lompany Company 29999 Thomas English-Do Not Touch
T Employes Browse Detals I
@ Payral 3 Fay Group Description s b
Zt Beports 3w/ Last Names A-L
— EEs'w/ Last Mames M-Z
s Miso
e
Description
|EES i/ Last Mames A-L
' Help
a Exit
View | Task Queue: O Taotal; O Finished UserID: remotetrain Recd:667.98K 10.5Mfsec  Sent: 9.40K

4, For the newly created pay group, type a Description (name). Pay
Groups are attached to each employee on the Details tab of the
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Employee-Employee window.

Click the Post Changes button v to save the changes to
local memory.
Click the Commit Changes button = | to commit the

changes to the database.

Creating Payroll Filters for Payroll Defaults

Payroll Filters give you the ability to apply Pay Groups to payroll batches. You
may create groupings that allow you key payrolls based on any filter you
create. A few examples of said filters are salary, hourly, employees with last
names beginning with the letters A-L, and employees with last names ending in

M-Z.

To Create a Payroll Filter, perform the following steps:

1.

2.

Click Company, point to Payroll Defaults, and then click Payroll
Filters.

Evolution displays the Browse tab. Select the company and click
the Details Tab.
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Evolution 7.5.33.1 [odin1] - Company - Payroll Defaults - Payroll Filters

{2l Admin

R4 Faws P T & 0 Em—
€ Client l Clignt

£ LCompany Company

L — Brows8|DetaiIs|

 m—
# Payrol i |
;@ éj Open company
2 Reparts
2| Mumber ~ [Mame Status |
sos Misc -
Thomas Englizh-Dio Mot Touch | Active
[
T | >
View | Task Queue: 0 Total; 0 Finished UserID: remotetrain ’_ Recdi116.21K 12.0Mfsec Sent: 7.42K /|
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3. Create a new Payroll Filter by clicking the Create Record button

¢ Evolution 7.5.33.1 [odin1] - Company - Payroll Defaults - Payroll Filters

24 Adrmin . ;
Boow f2 & wr5a T 9 VAR B
Client Z9999 Thomas English-Do Not Touch!
Company 29999 Thomas English-Do Mot Touch
ﬁ‘iﬁ Employes
m—
@ Payrol 3 Mame = | Division Branch Department |Team |F'a_l,l Group b
= Repotts L AL Bakers 1 1 100 EEs'W/ Last Mames &-L
- __ _[AL Decorators 1 1 200 EEs '/ Last Mames AL
woe Misc _[AL Delivery 1 1 300 EEs '/ Last Mames &-L
_|M-Z Bakers 1 1 100 EEs '/ Last Mames M-Z
_|M-Z Decorators 1 1 200 EEs'W/ Last Mames M-2 B
| |M-Z Delivery 1 1 300 EE ='W/ Last Mames M-2
4
&) >
Hame IA-L Bakers
Division I 1 LI Hide
Branch I 1 LI Hide
Diepartment I 100 LI Baker
Team I LI
PayGroup IEEs Wi Last Mames A-L LI
Wiew || Task Queue: O Tatal; O Finished UserID: remotetrain l_lRecd:ISS.S?K 12.1Mfsec_Sent: 7.87K /|
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4. For the newly created Payroll Filter, specify the following:

Name: Enter a descriptive name for the filter to be used to identify
the group when keying in payroll.

Division: Select the Division that you would like to associate with
this filter.

Branch: Select the Branch that you would like to associate with this
filter.

Department: Select the Department that you would like to associate with
this filter.

Team: Select the Team that you would like to associate with this
payroll filter.

Pay Group: Select the pay group you would like to associate with this
filter.

5. Click the Post Changes button v to save the changes to

local memory.
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6. To create additional payroll filters, repeat steps 3-5.
7. Click the Commit Changes button = | to commit the
changes to the database.

Employee-Employee window

Generally, you can specify all the required employee information on the EE
Entry tab. The EE Entry tab summarizes the most commonly used information
on one tab. If you need to specify more detailed information about an
employee, you can do so on the other tabs. For example, if you need to add an
alternate address for an employee, you can do so on the Address tab.

Remember: Any field that is in red is a REQUIRED field. You will not be able to
save the entry until all red fields are populated.

Not all remote users will see an additional tab called Documents. This tab has

separate security rights, and must be enabled by your Payroll Specialist for the
remote user to access it.
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The following toolbar applies to all tabs of this window:

Last: Ewans
Firzt:  Dale

|'IB v||Evans Dale

S5M: 089-50-7691 Company: Thomas English-Do Hot Touch

18 Mumber. 29999

v| <] Prior ‘ MNewt [= | E@

Last:

First:

SSN:

EE#:

Company:

Number:

The last name of the employee whose record is
displayed.

The first name of the employee whose record is
displayed.

The Social Security Number (SSN) of the employee
whose record is displayed.

The employee code (or number) of the employee
whose record is displayed.

The primary name of the company whose employee
records are displayed.

The code or number used to identify the company.
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Employee Code D: To display the record of an employee, select their
employee code (or number).

Employee Name

[Evans Dale ] To display the record of an employee, select their
name.

LS Bror ) Click this button to view the prior employee’s record.

Lot ; Click this button to view the next employee’s record.

Check Finder E: Starts the Check Finder, F12, which allows you to

find and view an employee's processed checks.

Tax Calculator @ Starts the Tax Calculator, F9, which allows you to
make net-to-gross and gross-to-net calculations.
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¢ Evolution 7.5.33.1 [odind] - Employee - Employee

Bl Adnmi .
LN |- R SR N RN s o]
€ Cient -
Last: Ewans SSN: 089-50-7691 Company: Thomas English-Do Mot Touch
-i'Eli Company First: Dale EE#: 18 Mumber: 29999
G Emplyes | [ . |[Fuams ae | AFin | Heal> | )
@ Payrall

‘2 Reports
—

wo Misc

Browse ] EE Entryl Details] Address] Wi I FaderaITak] Mates I HR ] Dacumants]

| | ‘ |~ Removed EEs % Send E-mail

3|Numher = |Name |Elatus A g EE Code = ‘Lasl Name ‘First Mame |MI|SSN ‘Etatus -
ﬂ_ Aot iThomas English-Do Not Toush | Active 2 Evans Dale 083560-7691 Active
24 Webb Charlotte Fi |288-4562387  Active

Creating an Employee
To create an employee, do the following:

1. Click Employee and then click Employee.

2. Evolution displays the Browse tab. If the company is not open,
click the Open company button.

3. Evolution opens the company and displays its employees in the
employees list.
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Il
. Click the Create New Record button ™ to create a new record

for new employee.

. Evolution creates a new employee and displays it in the EE Entry
tab. Specify the information below as appropriate.
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EE Entry Tab

n §.0.0.31 [zeus] - Employee - Employee
-~

Last: Ewans
‘= Compaty First: Drale EEH:
——

ﬁjﬁ Employes

@ Payrall
——
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= & [ s [z
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v %
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Z9999
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D ate of Birth I VI
Gender [Make -|& DKBKDKT'

Rate Number Standard Hours

1 [ eam
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| 922 | =]
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- — ";:;?;;;:T B (el Current Hire Date Original Hire Date Federal Marital Status
sso Misc [pas50 jsnasr  w| |19 =] || & Single € Maried
EE Code I 18 Current Termination Date —Rehire 0K
o
Last Hame IEvans I j - Ezs Federal Dependents
First Name lDaIe— Ml I_ Current Status Code i)
IActive j
Address 1 |PD Box 7051
Address 2 | State
Pay Frequency MY -
City [Flaitsbugh State [y [Eowecky =] L
Zip Code [12534 Cowrlyy || Salay Amount Awverage Hours N b2
Primary Phone [123-123-1231 [Main | Jo.o0 sul

INY -
State Marital Status
IS -
State Dependents

]
Reciprocal Method
Take None hd
Reciprocal State

=
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Note: Always type the SSN first.
Personal Information
The address information entered on this tab is used as the employee’s
standard address and is printed on forms, such as W2s and checks. To set up
an alternate address for either W2s or checks, or to enter additional address
information, click the Address tab.

SSN: Type the employee’s social security number or EIN. If the
employee is a 1099 worker and has an EIN, type their EIN
instead of their social security number. You may change
the format of the individual ID on the W2 tab.

EE Code: An alphanumeric code up to nine characters long. Also
referred to as an Employee Number.

> You can set up Evolution to automatically increment a numeric
value for the employee code. To set this up, contact your
customer service representative who will enter a numeric value in
the EE Auto Increment box on the Company-General-
Company Info-Misc tab.

Last Name: Employee’s last name.
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First Name:
MI:
Address 1:
Address 2:
City:

State:

Zip Code:

County:

Primary Phone:

Ethnicity:

Employee’s first name.

Employee’s middle initial.

Employee’s address.

Employee’s address.

Employee’s city.

Employee’s state.

Employee’s zip code.

Employee’s county.

Employee’s primary phone.

Employee’s ethnicity. If American Indian is selected, you

will be directed to the field to the right of the ethnicity. This
field is to be used to record the corresponding tribe.
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Date of Birth:

Gender:

D/B/DIT:

The date the employee was born. This field is informational
only unless it is required for some calculation based on the
employee’s setup.

Employee’s gender. This field defaults to N/A; however,
upon saving the Employee’s record, you will receive a
message asking if you would like to assign a gender to the
Employee. Although the N/A fulfills the field population
requirement, the Gender field is used in the creation on
certain reports like the New Hire Report (S1072). For this
reason, Evolution verifies that you do not want to record
specific data here.

Click the D/B/DIT 5 button, or press the F4 key, and
select the correct division, branch, department, or team. If
a Division, Branch, Department, and/or Team are created
for a particular company, every employee entered for that
company must be associated with a D/B/D/T level or an
error will result.
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Current Hire Date: Enter this date even if it is the same date as the Original
Hire Date. Time Off Accrual uses this field as its effective
date unless overridden at a lower level.

Original Hire Date: Enter this date if it is different from the Current Hire Date.
This field is used for informational purposes only.

Current

Termination Date: If the employee has been terminated, enter the effective
date.

Re-Hire OK: Informational field only. Can be used to indicate whether

the employee is eligible for re-hiring in the future.

Current Status
Code: The current status of the employee.

Pay Frequency: The frequency to pay the employee.

Salary Amount: If the employee is salaried, enter an amount. Salaried
employees are paid a flat dollar amount. If the employee is
hourly, be sure this box is blank.
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Average Hours:

Rate Number:

Standard Hours:

Rate Amount:

The Salary Amount divided by the Rate Amount. After you
enter the Salary Amount, you can enter either the Average
Hours and have Evolution calculate the Rate Amount, or
you can enter the Rate Amount and have Evolution
calculate the Average Hours.

An Average Hours box also appears on the Details tab of
the Employee-Pay rate info window.

By default, Evolution enters 1 (one). Therefore, if an
employee has more than one rate, be sure that you enter
the number of the employee’s primary rate.

If someone gets paid the same hours every week, you can
specify standard hours. The data populated in this field
may be used as a default value during the payroll process.
For more detail on this topic, see Payroll.

If the employee is hourly, enter an hourly rate. If the
employee is salaried, be sure that this field is set to 0.00.
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Pay Grade:

Default WC:

Default Job:
Federal Matrital
Status:

Federal
Dependents:
EIC:

State:

Select a Pay grade. The Pay Grades are stored at
Company-HR-Pay Grades.

Select a default Workers Comp code for the employee.
This can be overridden at the payroll level if necessary.
Once this field is populated, it will auto-populate the WC
Description, and the WC State fields.

Select a Default Job number. The Jobs are stored at
Company-Misc-Jobs.

The employee’s marital status for federal taxes.

Type the number of dependents the employee claims for
federal taxes.

The status of the employee for Earned Income Credit.

Required. The employee’s home state. This is the same
as the Home State on the Details tab of the Employee-
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States window.
SDI: Select the state to which this employee pays SDI. If the
state does not have SDI, it will not be calculated.

SUL: Required. Select the state to which to report this
employee’s SUI wages.

State Marital
Status: Select the employee’s marital status for this State.

State Dependents: Type the number of dependents the employee claims for
state taxes.

Reciprocal Method: Required. Select the method this employee uses for state
income tax reciprocation.

e Take None: Does not reciprocate.

e Take Difference Between: Takes the
difference between the work state and
what the reciprocating state would have
withheld. For example, NY withholds at a
higher rate than VT. So, if you work in VT
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Reciprocal State:

Locals:

and live in NY it will take the difference
between what is withheld in VT and what
would have been withheld if the employee
were paid in NY.

Take a Flat Amount: Withholds a flat
amount for the reciprocal state.

Take a Percentage: Withholds a straight
percentage for the reciprocal state.

Take the Full Amount for: Withholds the
full amount for both the work state and the
reciprocal state.

Select the state with which this employee reciprocates. In
order for this function to work, the state selected must be
set up as one of the company’s states.

Click the Locals button to select local taxes for this
employee. For more information, see Locals.
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New Hire Report Sent:

e Pending: Until the employee’s first
payroll, select this option. After the
employee’s first payroll, Evolution
automatically changes it to Completed.

e Completed: If you are using new hire
reporting services, the employee has
been reported as a new hire.

e Completed by predecessor: The
employee was reported as a new hire
by another company.

FLSA Exempt:
Yes: For employees who are exempt from
overtime.
No: For employees who are not exempt from
overtime.
Not Applicable: FLSA does not apply to the
employee.

Time Clock Number: The ID number of the employee used by the
time clock.
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Position: The title of the position of the employee.
Positions are loaded at Company-Misc-HR
positions.

Position Effective Date: Select the date the employee’s position
became effective.

Position Status: The status of the employee in this position.

¢ N/A: This is the default position status
assigned at Employee record creation.

e Full Time: The employee is full time.

e Full Time Temp: The employee is full
time, but temporary.

e Part Time: The employee is part time.

e Part Time Temp: The employee is
part time, but temporary.

e Half Time: The employee works half
time.

e Seasonal: The employee is seasonal.

e Student: The employee is a student.
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e 1099: The employee is a 1099. You
also need to select 1099 on the W2
tab of the Employee-Employee

window.

Highly Compensated: Yes: Indicates employee is highly
compensated.
No: Indicates employee is not highly
compensated.

Corporate Officer: Yes: Indicates employee is a corporate
officer.
No: Indicates employee is not a corporate
officer.

Labor Distribution Options: Defaults to the value set as the default on the

Company- General -Company Info, Misc.
tab. Contact your Customer Service
Representative to change this default value if
needed.

The method used to distribute this
employee’s labor. Earnings are automatically
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distributed, but you must specify if you want
taxes, deductions, all, or none distributed.
This field is used in conjunction with the Auto
Labor Distribution E/D Group field.

» Earnings in the selected group are distributed to all job roles. Taxes
and deductions default to the home D/B/D/T. Earning distributions
are not affected by tax and deduction distribution options.

Distribute Taxes: Taxes and earnings
are distributed to all job roles.
Distribute Deductions: Deductions and
earnings are distributed to all job roles.
Will distribute ALL deductions. It’s all
or nothing, you cannot specify which
deductions to distribute.

Distribute Both: Deductions, earnings
and taxes are all distributed.

Distribute None: Earnings in the
selected group are distributed to all job
roles. Taxes and deductions default to
the home DBDT. To have nothing
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Auto Labor Distribution
E/D Group:

Pay Group:

Delivery:

Group Term Policy Amount:

distributed, leave the Default to
Distribute Both, but do not populate an
Auto Labor Distribution E/D Group.

The E/D group used to define the earnings to
be distributed. You cannot put deductions in
this group. They will be ignored.

If applicable, the pay group for the employee,
which can be used for grouping during payroll
entry or for grouping on Report Writer
reports. You can create pay groups for
employees to organize said employees into
groups that are exceptions to salary, hourly,
and DBDT categories. Pay Groups are
loaded at Company/Payroll Defaults/Pay
Groups.

Informational use only.

The full Group Term Policy amount used for
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GTL Hours:

GTL Rate:

Visa Number:

On Call From/On Call To:

G/L Tag:

calculating GTL Deductions.

The number of hours worked annually by
hourly employees. Evolution calculates the
GTL policy amount by multiplying the entered
number of hours by the employee’s Primary
Pay Rate.

The rate used to calculate the GTL amount
for salaried employees. Evolution calculates
the GTL amount by multiplying the
employee’s Salary by the entered rate.

If the employee is not a US citizen, the
employee’s visa number.

Informational only. Does not affect
calculations. The dates during which the
employee is on call.

The general ledger tag associated with this
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employee.

YTD (F3) button M The Year to Date window displays the
following read-only information for an

employee:

x
3 Diescription ™ | Houwrs |Am0unt | 1= 3 Descrption = | Hours |Am0unt | = 3 Description Amaount | Pl
| Regular 1236500 11,432.83 P| Checking Ac... 3,907.01 PER FUI 56.00

|| Child Support a875.00 _|ER Medicare 165.78
_|ER 0asDI 70283
_ | Federal 77131
| Medicare 13365
_ | N-Re-employment B.37
_[Mv-SUI 144.39 —
_|DASDI 387.97
= || State NY 250,92
I 1.236.5 I 1143283 | I 0 I 47820 j I 2.625.22 ;l

Xmosel [ooos 4]

e The left pane displays the employee’s earnings.
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e The center pane displays the employee’s deduction.

e The right pane displays all the taxes that are attached to the
employee and the specific dollar amounts associated with
each tax.

» To view a prior year’s data, change the year at the bottom of the

window.
Tipped Directly: Defaults to No.
Yes: Indicates employee receives tips
directly.

No: Indicates employee’s tips are pooled or
employee does not receive tips.

Ignore FICA on Cleanup Payroll: Defaults to No
Yes: Ignore FICA on QEC’s. Generally,
select this option for tipped employees you
want to report with FICA out of balance.
No: Include FICA on cleanup payroll.

Combine Returns On This EE: Defaults to Yes.
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These options are for companies that have
different tax IDs, but are allowed to take
credit against both companies, such as for a
common paymaster. For example, an
employee works in both companies, but may
only report to one company for tax returns.
This setting asks if you want to use the
employee on this company’s tax returns.

> Also, these options are for employees in companies that are in a
common paymaster who keeps all the employee’s taxes. A common
paymaster is an umbrella of companies that are related enough that
they can combine wages to reduce their unemployment, OASDI, and
Medicare taxes.

Yes: Base the employee’s tax returns on this
EE Code.

No: Do not base the employee’s tax returns
on this EE Code.

Generate Second Check: Yes: Evolution creates a second check for
the employee when the payroll batch is
created.
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Deductions to Take First:

No: Evolution creates only one check for the
employee when the payroll batch is created.

Defaults to Child Support, Garnishment. You
can choose the order in which Evolution
takes deductions. According to which
selection you choose, it will take the indicated
deductions in the order listed, then will take
any other deductions according to the
“Priority to Include ED in Check”. For
example, if you choose “Child Support,
Garnishment”, it will first take all Child
Support deductions, then Garnishments, then
any other deductions. Choose from:

Child Support, Garnishment
Garnishment, Child Support

Child Support

Garnishment

Use E/D Priorities

» When Use E/D Priorities is selected, Evolution will look for the
priorities set up on the Scheduled E/D, and take them in that order.
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Priority 1 gets taken before Priority 2.

Second Check Template: The template on which to base the second
check if Yes is selected for Generate
Second Check.

EE Scheduled ED's Takes you to the Employee/Scheduled

E/D’s screen.

Address Tab

Employees must have at least a Standard Address, but they may also have an
Alternate Address. The standard address data is populated from the
information you entered in the EE Entry tab. If there is other address
information you would like to include, you may do so on this tab.

If only a standard address is entered, Evolution prints this address on both
W2’s and payroll checks. If an alternate address is entered, Evolution prints the
standard address on W2'’s and the alternate address on payroll checks. This
feature is especially useful for seasonal employees who have different
addresses for W2s and checks.
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To enter additional address information for an employee, perform the following
steps:
1. Click Employee and then Employee.

2. Evolution displays the Browse tab. Select the employee’s record
you wish to modify and then click the Address tab.

3. On the Address tab, specify the following information:
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131



Address 2: Additional address field

City: Employee’s city

State: Employee’s state

Zip Code: Employee’s zip code

County: Employee’s county

Primary Phone: Employee’s primary phone. You can also add a brief

description in the adjoining box.

Secondary Phone: Employee’s secondary phone. You can also add a brief
description in the adjoining box.

Tertiary Phone: Employee’s tertiary phone. You can also add a brief
description in the adjoining box.

E-mail : Employee’s e-mail address

VMR Password: Service Bureau Use only.
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Country:

Self Serve
Enabled:

Print Voucher:

User Name:

Password:

4. Click the Post changes button

Employee’s country of residence.

Yes: The employee is able to access Self Serve.
No: The employee cannot access Self Serve.

Yes: Default. Prints a check voucher if the employee has
a zero check.

No: Does not print a check voucher if the employee has a
zero check.

Selected by either the service bureau or the employee, the
user name is populated here and will be used to retrieve
documents available through the self-serve feature.

Selected by either the service bureau or the employee, the
password is populated here and will be used to retrieve
documents available through the self-serve feature.

4

to save the changes to
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local memory.

5. Click the Commit changes button
to database.

to commit the changes
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W2 tab
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Social Security Number:  The employee’s social security number. It is initially
entered on the EE Entry tab.

Treat as EIN or SSN: EIN: The number entered in the Social Security
Number box is treated as an employee identification
number.

SSN: The number entered in the Social Security
Number box is treated as a social security number.

1099 or Employee: 1099: Indicates the employee receives a Form
1099.
W2: Indicates the employee receives a Form W2.

» When you originally set up the employee, and select 1099,
Evolution defaults the employee to tax exempt. If the
employee was already set up, and you select 1099, you must
exempt the employee from all taxes using an effective date.

First Name: The employee’s first name to be printed on the

Form W2. If blank, Evolution prints the name
entered on the EE Entry tab.
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Middle Name:

Last Name:

Name Suffix:

Annual Form Type:

Deceased:

The employee’s middle name to be printed on the
Form W2. If blank, Evolution prints the initial entered
on the EE Entry tab.

The employee’s last name to be printed on the Form
W2. If blank, Evolution prints the last name entered
on the EE Entry tab.

Enter the employee’s name suffix to be printed on
the Form W2. There is no field for suffix in EE
Entry.

Select the type of Form. If not stated otherwise, this
is the type of form needed:
e None
W2
1099
W2 & 1099
Puerto Rico

Not used at this time.
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Statutory Employee:

Legal Rep:

Deferred Compensation:

Pension:

Residential State:

Yes: If selected, the Statutory Employee check box
will also be checked on the Form W2.

No: If cleared, the Statutory Employee check box
will not be checked on the Form W2.

Not used at this time.
Not used at this time.

Yes: The pension check box is checked on the
Form W2, which indicates that the employee is
receiving pension or 401k benefits outside your
company.

No: The pension check box is not checked on the
Form W2. Note: If the employee’s pension or 401k
benefits are done through payroll in Evolution, the
pension box will automatically be checked on Form
W2.

Defaults to employee’s address state. The value is
138



automatically populated with the state entered in the
State field on the EE Entry tab of the Employee-
Employee window.

[-9 on File: Yes: Indicates that the Form I-9 (Employment
Eligibility Verification) is on file. The employee fills
out the form within 3 days of hiring so the employer
can verify eligibility of employment.

No: Indicates that Form I-9 is not on file.

The 1099R fields will be described in the 1099 section found at the end of this
topic.

Federal Tax tab

To change federal taxes for an employee, do the following:
1. Click Employee and then click Employee.
2. Click the Federal Tax tab.

3. Specify the type and value of the override
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Override Federal Tax Type:

¢ None: The employee is taxed at the regular rate.

e Regular Amount: The employee’s regular tax amount is
overridden with the amount in the Override Fed Tax Value
field.

e Regular Percent: The employee’s regular tax amount is
overridden with the percentage in the Override Fed Tax
Value field.

e Additional Amount: Adds the amount in the Override Fed
Tax Value field to the federal taxes normally withheld.

e Additional Percent: Adds an additional percentage, loaded
in the Override Fed Tax Value field, to the federal taxes
normally withheld.

Override Federal Tax Value: If you did not select None for the
Override Federal Tax Type, enter a
numeric value without the $ (dollar
sign) or % (percent symbol).

EIC: Select the status of the employee for
Earned Income Credit.
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4. Specify the taxes for which the employee is to be exempt.

EE Federal:

EE OASDI Exempt:

EE Medicare Exempt:

ER OASDI Exempt:

ER Medicare Exempt:

Exempt: Not subject to tax.

Block: Employee is subject to tax, but
the taxes are not withheld.

Include: Subject to tax and withheld.

Yes: Employee is exempt from this
tax.
No: Employee is subject to this tax.

Yes: Employee is exempt from this
tax.
No: Employee is subject to this tax.

Yes: Employee is exempt from this
tax.
No: Employee is subject to this tax.

Yes: Employee is exempt from this
tax.
No: Employee is subject to this tax.
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ER FUI Exempt: Yes: Employee is exempt from this

5.

6.

tax.
No: Employee is subject to this tax.

The taxes you exempt or override on this tab will affect every
check issued to this employee. You can override taxes on
individual checks during payroll entry. You cannot, however,
override taxes that are exempted or blocked at this level. You can
override only taxes that are calculated. Statuses can now only be
changed as of the effective (as of) date.

If the effective date of the tax needs to be set, contact your Payroll
Specialist to make the change for you.

You don’t need effective dates to do an additional amount or
override the amount of tax coming out. Only the exempts and
blocks require effective dates.

4

Click the Post changes button to save the changes to
local memory.
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8. Click the Commit changes button | to commit the changes
to the database.

Notes tab

Payroll notes: Any notes entered here are displayed on the
Employee Notes tab in payroll. The employee is
highlighted in yellow alerting the user there are
notes associated with this employee.

General Notes: Enter general notes about the employee. These

notes are displayed on this screen only.
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HR Tab

Allows you to track some basic information if the full Human Resource package

is not purchased. This information is optional.
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To calculate Federal withholding, in accordance with the IRS Circular E, for
Non-Resident Alien employees, Evolution will look to the VISA Type field to
determine whether or not to apply the additional amount to a non-resident alien
employee’s wages. If a VISA Type other than None is populated and the
expiration date is less than the employee’s check date, Federal withholding will
be calculated based on higher taxable wages, according to the table in the
Circular E. If a VISA Type of None is not populated, standard taxable wages
will be used for the calculation. A warning will display when a Visa Type other
than None is entered in this field reminding the user of the taxation rules.

Documents Tab

This window allows you to store personal documents for individual employees,
for example, their annual review or 19. You can load an unlimited number of
documents on this window.

To add a document, follow the steps below.
1. Click the ™ key and enter a description in the Description field.

. Click the button. Choose the document to add.

2
3. Click = 5o
4. To delete a document, click the ™ key.
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This tab will only be accessible if you have security right to it.

Lazt: Ewans SSN: 089-50-7691 Company: Thomas English
Firzt: Dale EE#: 18 Humber. 9999

Browse] EE Entl_l,l] Detailsl Address] W2 ] FederaITaxl MHotes ] HR Dacurments ]

2 A= -
Z Description

=

Description  [Annual Review
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Employee Quick Entry Window
The EE Quick Entry window was created to allow the user to new hire a very
basic employee and add up to three different rates of pay.

You cannot change information on this window. If you have entered and saved

incorrect information, you must open the Employee-Employee window and
correct the information on the appropriate tab.
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EE Quick Entry tab
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SSN:

EE Code:

First Name:

Last Name:

Employee Address:

Required. Social security number or EIN. If the
employee is a 1099 sub-contractor and has an EIN,
type their EIN instead of their social security
number. You may change the format to that of an
EIN by selecting the EIN flag on the Treat as EIN or
SSN field of the W2 tab of the Employee-Employee
window.

Required. The alphanumeric employee code (or
number) of the employee. Employee Codes may be
up to nine characters long.

Required. The first name of the employee to be
added to the selected company.

Required. The last name of the employee to be
added to the selected company.

Required. Enter the employee’s address using the
Address 1, Address 2, City, State, and Zip Code
fields.
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Primary Phone:

Gender:

Time Clock Number:
Pay Frequency:
Salary Amount:
Default WC:

Post & Add Next

Employee:

Rate Amount:

Enter the primary phone number used to contact the
employee.

Required. Select the gender of the employee.

Enter the employee’s time clock number if
applicable.

Required. The frequency the employee will be paid.
The amount the employee will be paid if they are a
salaried employee.

The default worker’s compensation code for this
employee if applicable.

Will save the new employee information and display
a blank screen to add the next employee data.

Required. Enter the pay rate amount for the
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employee. If the employee is hourly, enter an hourly
rate.

> If the employee is salaried, then be sure that this box is either
blank or the rate entered is $0.00. You must enter the salary
amount on the either EE Entry tab of the Employee-
Employee window or the Details tab of Employee-Pay Rate

window.
Rate Amount: Enter a second rate for the employee if applicable.
Rate Amount: Enter a third rate for the employee if applicable.
Ethnicity: Required. Select the employee’s ethnicity.

Federal Marital Status: Required. Select the federal marital status as
defined by the employee’s W-4 form.

Federal Dependents: Required. Enter the number of dependents the
employee claims for federal taxes as defined by the
employee’s W-4 form.

State: Select the employee’s home state, the state used
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SDI State:

SUl State:

State Marital Status:

State Dependents:

Date of Birth:

Current Hire Date:

for taxation purposes. It is the state in which the
employee’s wages are earned, not the state in
which the employee resides. This is the default state
for taxes.

Select the state to which the employee will pay
State Disability Insurance, if applicable.

Required. The state to which to report this
employee’s SUI wages.

Required. Select the state marital status as defined
by the employee.

Required. Enter the number of dependents that the
employee is claiming on the state level.

Enter the employee’s birth date.

Enter the employee’s date of hire.

Current Termination Date: If applicable, enter the employee’s termination date.
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Current Status Code: Select the employee’s status. Only active
employees are automatically included in Payroll.
Options are Active, Involuntary Layoff, Termination
due to Layoff, Release without Prejudice, Voluntary
Resignation, Termination Due to Retirement,
Termination due to Transfer, Military Leave, Leave
of Absence, Seasonal, Suspended, Termination
Due to Death, and Terminated. Only Active and
Seasonal codes, which are associated with the
employee on the EE Entry tab of the Employee-
Employee window, result in a Status of Active. All
other codes result in a status of Inactive.

DBDT Code Q: Required. Select the Division, Branch, Department,
and/or Team to which the employee is assigned that
corresponds with the entered Rate Amount.

DBDT Code 5: Select a second Division, Branch, Department,
and/or Team to which the employee is assigned that
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corresponds with the entered Rate Amount, if
applicable.

DBDT Code 5: Select a third Division, Branch, Department, and/or
Team to which the employee is assigned that
corresponds with the entered Rate Amount, if
applicable.

Click the Ok & Next button at the bottom of the window to save and add

~

another employee, or the Post Changes button , in the upper right side of

the window to save the information.
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Pay Rate Info window
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Salary Amount:

Annualized Salary:

Average Hours:

Standard Hours:

If the employee is paid salary, the amount of the
salary paid per pay frequency. When entered with a
pay rate average hours, Evolution calculates the
hourly pay rate amount.

Informational Only. The amount entered will not
effect any calculations regarding annualized salary.

The pay rate salary amount divided by the pay rate
amount. After you enter the pay rate salary amount,
you can either enter the Average Hours and have
Evolution calculate the pay rate amount or you can
enter the pay rate amount and have Evolution
calculate the Average Hours.

The number of hours Evolution enters when auto-
populating a check. If an employee is paid the same
amount every pay cycle, you can specify standard
hours. When you create a payroll, Evolution asks if
you want to pay standard hours. Select Yes if you
would like to pay this number of hours.
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Pay Frequency:

Calculated Annual Salary:

Future Raise Date:

Future Raise Amount:

Future Raise %:

The pay cycle associated with this employee and
the entered pay rate amount/ salary.

Evolution auto-populates this field by calculating the
employee’s annual salary. If the employee is
salaried, it multiples the Salary Amount by the Pay
Frequency. If the employee is hourly, it multiples the
Rate Amount by the Pay Frequency and by
Standard Hours.

Informational only. The date the future raise will take
effect.

Informational only. The amount of the raise. You
can either use this for salary or hourly employees. If
you enter a value in this box, be sure the Future
Raise rate is blank.

Informational only. The percentage of the future

raise. You can use this for either salary or hourly
employees.
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Future Raise Rate:

Workers Comp
Wage Limit:

Auto Update Rates:

Informational only. The hourly rate the employee will
make following the Future Raise Date.

The limit above which Evolution should no longer
calculate workers compensation for this employee.

Yes: When the employee’s primary pay rate
(Evolution defaults the primary rate to be Rate 1) is
changed, all other rates that were the same amount
before the change will also be updated.

No: If selected, the other rates that are equal to the
employee’s primary rate (by default, Rate 1) will not
be updated.

» This only applies to changes of the primary rate. If you change a rate
other than a primary rate (Rate 1), this option will not work.

Pay Rate Browse Grid
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4=

Rate Hu... = |Rate Amaunt

1 9.22

2 13.41
O 5 Bw

Rate Number:

Rate Amount:

The number of the pay rate pulled from the Rate
Number field located at the bottom right hand
corner of this screen. By default, Evolution enters
1(one). Therefore, if an employee has more than
one pay rate, be sure that you enter the number of
the employee’s primary rate. Any rate number can
be selected as the primary rate. Evolution defaults
the Rate 1 to be the primary rate. It is also used by
the Auto Update Rates field when making
changes.

The amount of the pay rate for a pay rate number
pulled from the Rate Amount field located at the
bottom right hand corner of this screen. If the
employee is hourly, enter an hourly rate. If the
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employee is salaried, then be sure that this box is
either blank or the rate entered is $0.00.

Division: The division name associated with selected
employee and the corresponding pay rate.

Branch: The branch name associated with selected
employee and the corresponding pay rate.

Department: The department name associated with selected
employee and the corresponding pay rate.

Team: The team name associated with selected employee
and the corresponding pay rate.

DBDT button 5': Displays the Filter & Select D/B/D/T dialog from
which division, branch, department, and/or team can
be selected.

Jobs Number: The code identifying the job.

WI/C Code: The workers’ compensation code used by this
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Workers Comp:

State:

Pay Grade:

Primary Rate:

company, as provided by the company’s workers’
compensation carrier.

The descriptive name of this workers’ compensation
code, such as clerical.

The state for which this workers’ compensation
code is valid.

The description of the salary grade as defined in the
user populated table within the Evolution HR
module. The HR module is tied to security. Please
contact your customer service representative for
access.

All employees must have one and only one primary
rate. Any rate number may be selected as the
primary rate. Evolution defaults Rate 1 to be the
primary rate. The Auto Update Rates field also
uses it when making changes. When Yes is
selected, the rate selected is the employee’s
primary rate. When No is selected the rate is not the
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Rate Number:

Rate Amount:

Update Rates or Salaries

button

Ilpdate Ratez or Salanes |,

employee’s primary rate.

Required. The number of the pay rate. By default,
Evolution enters 1 (one). Therefore, if an employee
has more than one pay rate, be sure that you enter
the number of the employee’s primary rate. Any rate
number can be selected as the primary rate. The
Auto Update Rates field also uses it when making
changes.

Required. The dollar amount of the pay rate. If the
employee is hourly, enter an hourly rate. If the
employee is salaried, then be sure that this box is
either blank or the rate entered is $0.00.

Displays the Update Rate Amount dialog, which
allows you to update pay rates for multiple
employees.
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Update Rates or Salaries Dialog:

Update Rates or Salaries x|

rpdate
= Salaries

* Rates
[~ Far Hourly Employess Onlp

wage Range to Be Modified

from $| ta I

rMode
~ Change by a Fised Amount § I
[e.g. add .B0)
I Change by a Percent b I
[e.g. 10]

I Change to an Amount kS I

[e.g. change to B.15]

\f SelectEmplnyeesl x Cancel |

Update: Salaries: When selected, salary amounts for
salaried employees will be updated.
Rates: When selected, rates will be updated.
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Wage Range to
be Modified:

Mode:

Change by a Fixed
Amount:

Change by a Percent:

Change to an Amount:

For Hourly Employees Only: When selected, only
rates for hourly employees will be updated. When
cleared, pay rate amounts for both salaried and
hourly employees will be updated.

The range of the wages to be updated or changed.

The mode to use to change the wages.

The pay rate is changed by a fixed amount. For
example, if 0.50 is entered, Evolution will change
the rates by adding $.50 to each rate.

The pay rate is changed by a percentage. For
example, if 10 is entered, Evolution will change the
rates, increasing them by 10 percent.

The pay rate is changed to an amount. For
example, if 6.15 is entered, Evolution changes each
rate to $6.15.
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Select Employees Button

s/ SRS § Once you have populated your specific updates in

the Update Rates or Salaries dialog, the Select
Employees button becomes active. To update
employee rates and/or salaries, click this button. A
list of active employees will appear.
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=10l ]

3 EE Murnber Firzt M ame = |Last Mame | ;I
| x} 1099 Ermplayes
| Kis) Alvzza Bryant
| 24 Charlotte “Webb
| 18 Dale Evans
| 32 Rhett Butler
K1l Ry Williarns

-

! Copy &l | | E Copy Selected I x Cancel |

Choose the employees whose rates you would like to update. Copy All allows
you to select all active employees. Once clicked, all employee rates that fit the
parameters you selected on the Update Rates or Salaries dialog will be
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updated. By clicking the Copy Selected button, you will only update the
employee rates that fit the selected parameters for the employees that you
have chosen. Again, once clicked, the rate updates will happen automatically.
You will see the following message once you click either the Copy All or the
Copy Selected buttons.

@ T hiz operation will ovensrite exizting entrieg! Are you zure pou want o do this?

Choose Yes to Apply updates. Choose No to cancel your changes and return
to the Employee-Pay Rates window.

Similarly, clicking the Cancel button M in the Update Rates or Salaries
dialog will take you back to the Employee-Pay Rate Info window and out of the
Update Rates or Salaries dialog completely.
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States Window

If you have set up an employee on the EE Entry tab, you do not need to use
the States windows, unless you want to add an additional state or set up a tax
override.

Adding States
To add a state for an employee, do the following:
1. Click Employee and then click States.

2. Evolution displays the Browse tab. Select the company and click
the Open Company button.

3. Select the employee you want to edit, and then click the Details
tab.

Il
4. On the Details tab, click the Create Record button ™ to create a
new state for the employee.
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Home State: Required. The employee’s home state. This
state is the same as State on the EE Entry
tab of the Employee- Employee window.
Additional states are not shown on the EE
Entry tab. Each employee can only have
one Home State.

5. For each state, specify the following information:

State: Required. Select the state to which this
employee pays state taxes.

SDI: Select the state to which this employee pays
SDI. If the state does not have SDI, it will not
be calculated.

SUI: Required. Select the state to which to report
this employee’s SUI wages.

County: Enter the county for use on the state tax
return.
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Tax Code: If applicable, type an additional tax code for
the state tax return.

Withholding Allowances: Type the number of withholding allowances
for this employee for this state.

The following Reciprocation options are used for employees who work in one

state, live in another, and want to insure that they have enough taxes withheld
by the end of the year to avoid paying additional taxes. The company must be
set up in this state to use these options.

Reciprocal Amt/Percentage: Type the amount or percentage for
reciprocation used for the Reciprocal Method.

Reciprocal Method: Required. Select the method this employee
uses for reciprocation.

e Take None: Does not reciprocate.

e Take Difference Between: Takes the
difference between the work state and
what the reciprocating state would
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have withheld. For example, NY
withholds at a higher rate than VT. So,
if you work in VT and live in NY, it will
take the difference between what is
withheld in VT and what would have
been withheld if the employee were
paid in NY.

e Take a Flat Amount: Withholds a flat
amount for the reciprocal state.

e Take a Percentage: Withholds a
straight percentage for the reciprocal
state.

e Take the Full Amount for: Withholds
the full amount for both the work state
and the reciprocal state.

Reciprocal State: Select the state that this employee
reciprocates with. In order for this function to
work, the state must be set up as one of the
company’s states.

Marital Status: Required. Select the employee’s marital
174



status for this state.

Import Marital Status: Required. Used for HR Exports when you
need to export a marital status to another

system that will only accept M or S.
6. Click the Tax Overrides tab.
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7. Specify the following information:

Override State Tax Type:

Override State Tax Value:

None: No state tax override.

Regular Amount: The employee is
taxed the amount in the Override
State Tax Value field.

Regular Percent: The employee is
taxed the percentage in the Override
State Tax Value field.

Additional Amount: The employee is
taxed the regular amount, plus the
amount in the Override State Tax
Value field.

Additional Percentage: The employee
is taxed the regular amount, plus the
percentage in the Override State Tax
Value field.

If you did not select None for the Override State
Tax Type, enter a numeric value without the $
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State Exempt or Block:

EE SDI:

EE SUI:

ER SDI:

ER SUL:

(dollar sign) or % (percent symbol).

Exempt: Not included in wages, and not taxed.
Block: Included in wages, but not taxed.
Include: Included in wages, and taxed.

Exempt: Not included in wages, and not taxed.
Block: Included in wages, but not taxed.
Include: Included in wages, and taxed.

Exempt: Not included in wages, and not taxed.
Block: Included in wages, but not taxed.
Include: Included in wages, and taxed.

Exempt: Not included in wages, and not taxed.
Block: Included in wages, but not taxed.
Include: Included in wages, and taxed.

Exempt: Not included in wages, and not taxed.

Block: Included in wages, but not taxed.
Include: Included in wages, and taxed.
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1099 Calculate SUI Yes: Calculate SUI Taxable wages for this
Taxable Wages: employee for this state.
No: Do not calculate SUI taxable wages for this
employee for this state.

8. Click the Post changes button v to save the changes to
local memory.

9. Click the Commit changes button | to commit the changes
to the database.

Locals Window
The Employee - Locals window provides options for assigning local
taxes to an employee. To assign local taxes to an employee, do the
following:

1. Click the Employee and then click Locals.

2. Evolution displays the Browse tab. If the company is not
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already open, click the Open Company button.

. Select your employee, and click on the Details tab.
L

. On the Details tab, click the Create record button ™ .

. Evolution creates a new record for a local tax. For the local
tax, specify the following:
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Local:

County:

Tax Code:

Exempt or Block:

Override Tax Type:

Required. Select the local tax. These locals are set
up and stored at Company — Taxes-Local Tax.

Read-Only. The county for the local tax will auto-
populate based on the system setup.

This field is used for tax returns that require
customized information.

Defaults to Include. After the initial set up, if you
need to change this option, you must use an
effective date.

Exempt: Employee is not subject to this tax.

Block: Employee is subject to this tax, but the taxes
are not withheld.

Include: Employee is subject to this tax, and it is
withheld.

Defaults to None.

None: No tax override.

Regular Amount: The employee is taxed the amount
in the Override Tax Value box.
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Standard Tax Rate:

Override Tax Value:

Local Enabled:

Regular Percent. The employee is taxed the
percentage in the Override Tax Value box.
Additional Amount: The employee is taxed the
regular amount, plus the amount in the Override
Tax Value box.

Additional Percentage: The employee is taxed the
regular amount, plus the percentage in the Override
Tax Value box.

Defaults to rate set up at Company level.
Reference only. This is the rate that is loaded at the
Company — Local level.

If an Override Tax Type is selected, type the value
of the override.

Defaults to Yes.
This only affects screen behavior, not payroll. To
affect the payroll, use the Deduct flag.

> When disabling a local, the Deduct flag will be automatically set
to Never. The deduct control will be disabled until the local is
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Deduct:

enabled again, at which time you will be prompted to choose the
Always or No Overrides with an effective date.

When you originally set up a new local, and choose Local Enable
No, Evolution will not switch the Local Deduct to Never. That only
occurs when a change is made after the initial setup.

If you effective date into the future to enable a local, it does not
prompt you to change the status of the Local Deduct. If you
effective date into the past, it will prompt you.

Defaults to Always.

Always: The local tax is always deducted, unless
you manually block it on the check or check line.
Cannot be overridden, only blocked.

No Overrides: This local tax will be included in local
taxable wages, only on check lines that have no
local overrides attached. This option gives you the
flexibility of overriding the local.

Never: The local tax is not always deducted. This
option works with D/B/D/T, job, check and check
line overrides. You must select the local tax either
as a default for the D/B/DI/T or for the job, or to
override it on the check or check line. If not set up
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Include pretax
deductions in tax wages:

Misc Amount:

% of Taxable Wages:

as a default, or overridden manually on a check or
check line, this tax will not be deducted.

Defaults to Yes.

Yes: Includes Pre-tax deductions in taxable wages.
No: Pre-tax deductions are not included in taxable
wages.

Type the dollar amount of the tax.
Type the percentage of taxable wages. Evolution
takes the taxable wages and prorates them by this

percentage and only taxes the employee for the
prorated percentage of wages.

4

6. Click the Post changes button to save the changes to
local memory.

7. If Evolution hasn’t committed the changes to the database,

click the Commit changes button
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Scheduled Earnings and Deductions window

This section describes how to set up Scheduled Earnings and Deductions. The
beginning of this section discusses a basic set-up. Following that is a quick
reference guide on some Scheduled E/Ds that have special set up
requirements. For example: Direct Deposit, Child Support, Garnishments and
Pensions have special set up rules.

Creating new Scheduled E/Ds
To create a Scheduled E/D for an employee, do the following:

1. Click Employee and then click Scheduled Earnings and
Deductions.

2. Evolution displays the Browse tab. If the company is not open,
select your company and click the Open company button.

3. Select the employee in the list and click the Create New Record

Il
button " .

4. Evolution creates the scheduled E/D and displays it in the Details
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1 tab. To set up additional details for the employee’s E/D, click
the Details 2 tab.

Details 1 tab
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E/D Code: The E/D code for the scheduled E/D. This
information is loaded at the Client level.

e Calculation Method: The method used to
calculate the E/D.

e Fixed: Uses a fixed amount to calculate the
E/D. There must be a value in the Amount
file, and the % field must be blank.

e 9% of Gross: Uses a percentage of the cash
gross to calculate the E/D. (It does not use
taxable memos, including tips.) There must
be a value in the % field, and the Amount
field must be blank.

e % of Net: Is a percentage of net wages to
calculate the E/D. There must be a value in
the % field, and the Amount field must be
blank.

e % of Disposable Earnings: Uses a
percentage of disposable earnings to
calculate the E/D. There must be a value in
the % field, and the Amount field must be
blank.
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Garnishment: Evolution will only display
this calculation method if the E/D Code you
are setting up is an E/D type of
Garnishment.

» When using this code type and calculation method, the system looks at
the state level for the garnishment maximum. This can be overridden at
the employee Scheduled E/D level. You must attach an E/D group to this
Scheduled E/D, with gross wages defined.

Garnishment % of Gross: You will only see
this calculation method if the ED Code you
are setting up is an E/D type of
Garnishment. This calculation method
works like a garnishment, except it uses
gross wages to define earnings. Gross
wages can also be defined using an E/D
group.

% of E/D group Amt: Calculates the
amount for the check line based on the
amount in the E/D group. For example, if
your E/D Group has $100 and the E/D with
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this calculation method is set up to take
10% of that, the check line would appear
with $10.00.You must also attach an E/D
Group to the Scheduled E/D.

% of E/D Group Hours: Calculates the
hours for the check line based on the hours
for the E/D group. For example, if your E/D
Group has 100 hours and the E/D with this
calculation method is set up to take 10% of
that, the check line would appear with 10
hours. You must also attach an E/D Group
to the Scheduled E/D.

% of E/D Group Amt and Hours: Calculates
the amount for the check line by taking a
percentage of both the amount and hours
for the attached E/D Group.

Levy: Allows you to attach a garnishment
for unpaid Federal or State taxes, when the
take home pay must be no more then a
specified amount; you must enter an
amount in the Take Home Pay field for this
to work correctly.
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e Pension Match: Select this option if the
Scheduled E/D is a pension match.

e Rate * Hours: Multiplies the hours from the
attached E/D group by the Scheduled E/D
amount

e Rate * Amount: Multiplies the amounts from
the attached E/D group by the Scheduled
E/D amount.

e State SDI: This scheduled E/D is for
withholding State SDI from the employee.
Some states allow the SDI to be withheld
from the employee, as opposed to being
withheld from the employer as a tax
withholding.

e Washington L&I: The scheduled E/D is for
Washington L&lI.

e None: Use this Calculation Method for
Direct Deposit of the net check amount.

Amount: The flat amount of the E/D. If a Percentage is
specified, this must be blank.
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%: The percentage amount of the E/D. For example,
enter 10 for 10%. If an Amount is specified, this
must be blank.

Frequency: Select the frequency for the E/D.

e Every Pay: Adds the scheduled E/D to
every payroll that is created.

e Every Scheduled Pay: Adds the scheduled
E/D to every payroll that is scheduled in the
company calendar.

e Every Other Scheduled Pay: Adds the
scheduled E/D to every other payroll that is
scheduled in the company calendar.

e First Scheduled Of Month: Adds the
scheduled E/D to the first scheduled payroll
of the month.

> This is the first scheduled payroll of the month for the company. It
is not necessarily the first scheduled payroll of the month for the
employee’s pay frequency.

e Last Scheduled Of Month: Adds the
191



scheduled E/D to the last scheduled payroll
of the month.

> This is the last scheduled payroll of the month for the company. It
is not necessarily the last scheduled payroll of the month for the
employee’s pay frequency.

Closest Scheduled To 15™ of month: Adds
the scheduled E/D to the scheduled payroll
of the month that is closest to the 15". If the
15" falls exactly between two pay periods,
it will add the scheduled E/D to the later
payroll.

Quarterly: Adds the scheduled E/D to
payrolls quarterly. Also select a Month
Number, and select Which Payroll. For
example: Month number is 2; Which
Payroll is First would add the scheduled
E/D on the first payroll of February, May,
August and November.

Semi-annual: Adds the scheduled E/D to
payrolls semi-annually. Also select a Month
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Number, and select Which Payroll. For
example: Month number is 3; Which
Payrolls is Last would add the scheduled
E/D on the last payrolls of March and
September.

e Annual: Adds the scheduled E/D to payrolls
annually. Also select a Month Number,
and select Which Payroll. For example:
Month number is 5; Which Payroll is Last
would add the scheduled E/D on the last
payroll of May.

e User Entered: This frequency allows you to
do one-time direct deposits or
garnishments. You can set up the
scheduled E/D with the required
information, and then select it when
desired.

When a company has multiple frequencies, for example weekly
and semi-monthly, with a scheduled E/D frequency of First
Scheduled of Month, and the first payroll of the month is a check
date for the weekly payroll, the scheduled E/D will not happen for
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the semi-monthly employees. The system looks for the first
payroll processed in the month. It does not look whether or not
“this is the employee’s first check of the month.”

Month Number: Defaults to None.

> If the frequency is Quarterly, Semi-Annual, or Annual, the month
in those frequencies that the action is performed is entered here.
For example, if Frequency is Semi-Annual, and you select 2 for
the Accrual Month Number, then this scheduled E/D would
happen in February and August.

Which Payrolls: Defaults to All.
Select which payroll of the month to add this
scheduled E/D to the payroll:
e First: The E/D will be included in the first
payroll of the selected period.
e Last: The E/D will be included in the last
payroll of the selected period.
e Closest to 15:The E/D will be included in
the payroll closest to the 15" of the month.
If the 15™ falls exactly between two pay
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periods, it will add the scheduled E/D to the
later payroll.
e All: The E/D will be included in all payrolls.

E/D Group: If the E/D uses an E/D group, select an E/D Group.
For example, the 401K E/D group is calculated on a
specific set of earnings.

Agency: To include the E/D on an agency check, select the
appropriate agency. For example, child support
deductions are often included in an agency check.
401K may also be an agency check.

Effective Start Date: The date the scheduled E/D begins. Defaults to
today’s date. Uses the check date as a reference.

» For Pension and Pension Catch Up E/D codes, the
Effective Start Date field will auto-populate based on the
current date, the client E/D default start date, the
employee’s date of birth, the pension minimum age, and
the pension probation period. The latest date will be used
as the start date.
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Effective End Date: The date the scheduled E/D ends. If you want to
stop a scheduled E/D, you would populate an end
date. You should never delete scheduled E/Ds, as
you will lose any history attached to it. You cannot
populate an Effective End Date for a Scheduled
E/D that is prior to the Effective Start Date of said
E/D.

Priority: Enter the priority for adding this scheduled E/D.
Lower numbers indicates a higher priority. Blank
means zero, which is the highest priority. Use this
field to indicate which order to add scheduled E/D’s.
For example, you must make an employee 401K
deduction have a higher priority then the match. It
needs to calculate the EE 401K, so it knows what
number to calculate the match against. Or you may
want to make an insurance deduction come out
before a loan payback deduction.

> Also see Deductions to Take First at the Employee —
Employee- Details window for more options.
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Multiple Scheduled

E/D Group: If you have multiple E/Ds that need to be looked at
as a whole, so that combined they do note exceed a
certain limit, an E/D group would be created and
attached to each scheduled E/D that is to be
considered for the limit.

For example, this can be used when combining multiple garnishments that
cannot exceed a specified percentage of wages, or for combining multiple
pension deductions that cannot exceed a set annual amount. You may also
use this field when creating pension deductions when employee has both a
standard pension contribution as well as a catch up contribution. Your Payroll
Specialist will create the E/D groups for you to associate in this field.

Child Support Case: If the E/D involves a child support, select
the case number for the child support case.

> You need to set up the Child Support Cases prior to setting up
the Scheduled E/D.
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Garnishment ID:

Benefit Reference:

Benefit Amount Type:

EE Direct Deposit:

To print the garnishment ID on agency
checks (regardless of the type of E/D), type
the Garnishment ID here.

The Benefit to which the scheduled E/D is
based and dynamically linked. When the
benefit is changed on the Client - Benefits
window, Evolution updates the scheduled
E/D.

The Benefit Types amount to which the
scheduled E/D is based and dynamically
linked. When the benefit is changed on the
Client — Benefits window, Evolution updates
the scheduled E/D. When you select a
Benefit Reference, and a Benefit Amount
Type, the system will populate the Amount
or Percentage fields automatically.

To direct deposit the scheduled E/D, select
the bank account number for the direct
deposit.
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> You need to set up the Direct Deposit Account Numbers prior to
setting up the scheduled E/D. When a linked employee direct
deposit account is updated on the Direct Deposit tab of the
Employee-Scheduled E/D window, said update will automatically
be reflected in the EE Direct Deposit field.

Deduct Whole Check: Yes: Deducts the entire net check for direct
deposit.
No: Default. Deducts a portion of the net
check for direct deposit.

Take Home Pay: Enter the amount of take home pay (to be
paid in a live check). To set this up, you
must also select Yes for Deduct Whole
Check.

e If the employee would like to take
home a certain amount, specify the
amount.

e If a person has a levy against them,
and you are using a levy-type E/D
code, type the amount for the take
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home pay. Evolution then calculates
the correct levy.

Block Weeks 1 - 5: Yes: Prevents Evolution from performing
the E/D for the week selected.
No: Allows Evolution to perform the E/D for
the week selected.

For example, many insurance deductions are based on four deductions per
month and should not be taken in the fifth week of a month. To prevent the
deduction, select Yes for Block Week 5.

The system looks at the check date to determine what week it is in.
1% through 7™ of month = week 1

8™ through 14™ of month = week 2

15" through 21 of month = week 3

22" through 28" of month = week 4

Anything after the 28" would be week 5

Always Pay/Deduct: Defaults to No.
No: If the employee has no wages during a pay
cycle, Evolution does not pay or deduct the
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scheduled E/D, nor does it ever try to make it up.
All Payrolls: Evolution processes the scheduled
E/D, even if the employee is not otherwise paid
in a pay cycle.

> If the scheduled E/D is a deduction, Evolution applies it in the
next cycle. If there are insufficient earnings, and Make Up
Deductions Shortfall (at the Client E/D level) is set to Yes,
Evolution tries to make up the deduction in subsequent pay
cycles.

> If the scheduled E/D is an earning, it pays the employee, even if
they have no other earnings.

Current Payroll: Evolution applies the scheduled
E/D only in the current pay cycle, even if the
employee has no other earnings. It also applies
scheduled deductions if there are no other earnings
to be paid. If there are no earnings to deduct from,
these deductions will not be taken and never will be
taken or made up.

Deductions to Zero: Defaults to the Value set on the Misc. tab of the
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Employes

Company-General-Company Info window. The
parameter selected tells the system whether or not
to take partial deductions. The field value is the
selection for the specific scheduled E/D you are
creating.

Yes: Evolution takes the deduction until the check is
zero, even if there are not sufficient funds to take
the entire deduction.

No: Evolution takes a deduction only when there are
sufficient funds to take the whole deduction.

Hot key that will advance you to the Browse tab of
the Employee—Employee window.
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Details 2 tab
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You can specify minimums and maximums for the E/D code to be specified.

E/D codes can have pre-set minimum and maximum dollar amounts. The
minimum E/D group sets the bottom limit for dollars that can be taken. The
maximum E/D group sets the top limit for dollars taken.

Target Action: Defaults to None.
None: There is not a target for this scheduled E/D.
Reset Balance: Each time the target is met, the
Balance Taken is reset and the Number of
Targets Remaining will be reduced. Once the
number of targets reaches zero (0), then an
Effective End Date (the check date) is
automatically entered on the Details 1 tab of the
scheduled E/D. This will stop the scheduled E/D
from occurring beyond that date.
Reset Balance and Issue Agency Check: When
the target is met, Evolution resets the Balance
Taken and creates a check for the attached
agency.
Do Not Reset Balance but Leave Line: When
target is met, target balance is not reset, but the
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Number of Targets
Remaining:

target is still displayed on the Payroll — Check
window. When the target is met, Evolution will
populate the check date in the Effective End Date
field. This will stop the scheduled E/D from
occurring beyond that date.

Do not Reset Balance and Remove Line: When
target is met, target balance is not reset, and the
Scheduled E/D is not displayed on the Payroll —
Check window. When the target is met, Evolution
will populate the check date in the Effective End
Date field. This will stop the scheduled E/D from
occurring beyond that date.

The number of times you want the target to reset.
If a number of targets are entered, and the Target
Action is Reset Balance, each time the target is
met Evolution resets the balance and the reduces
the number of targets by one. Once the number of
targets reaches zero, Evolution enters an
Effective End Date on the Details 1 tab, and
stops the deduction.
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Target Amount:

Balance Taken:

Maximum Average

Amount E/D Group:

Maximum Average
Hours E/D Group:

The total amount that will be taken for a specified
scheduled E/D. When adding a target to a
Reimbursement (ED code type DO), be sure to
enter the target amount as a negative.

The amount of money applied to the target.
Select the E/D group, which contains the earnings

to be considered in Union Dues calculations. See
Setting Up Union Dues.

Select the E/D Group, which contains the hours to
be considered in Union Dues calculations.

» lItis not required that these two groups contain the same E/D codes.
You may choose some codes for the earnings and yet different codes for

the hours.
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Maximum Average

Hourly Wage Rate: Enter the multiplier that is calculated against the
Average Hourly Wage, that is not to be exceeded
for this Union Due deduction.

» Example: Evolution looks at the Details 1 tab to see what the
calculation should be, then looks at this field to verify that the dues do
not exceed the limit populated here. If 2.5 is entered in this field,
Evolution will verify that this deduction does not exceed 2.5 times the
Average Hourly Wage.

Minimum Wage Multiplier: Type a wage multiple to override the standard
garnishment calculation.

Maximum Garnish %: The maximum percentage of the check that can be
garnished. The wages are determined by the E/D
Group attached on Details 1.

Minimum E/D Group: Select the E/D group on which to base the
Minimum Pay Period %.

Minimum Pay Period %: The minimum percentage for the E/D for the pay
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Minimum Pay Period Amt:

Annual Maximum Amount:

Client Annual Max Amt:

Maximum E/D Group:

Maximum Pay Period %:

Maximum Pay
Period Amt;

period. If a Minimum Pay Period Amount is
specified, this field must be blank.

The minimum amount for the E/D for the pay period.
If a Minimum Pay Period % is specified, this field
must be blank.

The maximum amount the E/D can reach in a
calendar year.

For reference only. If there is an Annual Maximum
amount loaded at the client level, it will show here.

Select the E/D group on which to base the
Maximum Pay Period % or Amount.

The maximum percentage for the E/D for the pay
period. If a Maximum Pay Period Amount is
specified, this box must be blank.

The maximum amount for the E/D for the pay
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period. If a Maximum Pay Period % is specified,
this box must be blank.

Threshold E/D Group: Select the E/D group for which the Threshold
Amount must be reached before this scheduled
E/D can begin.

> Thresholds can be used when a minimum amount of earnings or
deductions must be achieved before this scheduled E/D can
occur. For example: Employee must have $1000 in YTD wages
before an insurance deduction can happen.

Threshold Amount: The amount of the Threshold E/D Group that must

be reached before this scheduled E/D can occur.
This is an annual threshold amount.

Direct Deposits tab
To create direct deposit bank accounts, do the following:

1. Go tothe Employee — Scheduled E/D’s window.
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2. If the company is not open, select the company, and click Open
Company.

3. Select the employee, and click on the Direct Deposits tab.
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. Create a new bank account record for the employee by clicking

the Create Record button . Note: Make sure you use the
insert key from the middle of the page, not the one at the top of
the page. The insert at the top of the page creates a new
scheduled E/D. The one in the middle of the page creates a new
direct deposit account number.

. Type a valid ABA (Routing) number. Note: HASH is built into
this field, and Evolution will not allow you to enter an invalid ABA
(Routing) number. This includes internal bank ABA numbers
beginning with the number five (5).

. Type a valid Bank Account Number.

. Select an Account Type: Checking, Savings, or Money Market.

. Select whether the direct deposit is in Pre-note. Pre-noting sends
a file through with $0.00 as a way to test the account numbers

before live money is transmitted. Remember when pre-noting that
it takes one or two weeks before direct deposits take effect.
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Weekly payroll clients could wait two payrolls, and bi-weekly
clients could wait one or two payrolls. Check with your Payroll
Specialist for details on the length of pre-noting.

9. If applicable, enter the bank addenda. This would be an additional
identifier supplied by the bank.

10. If applicable, type a Branch Identifier. This would be an additional
identifier supplied by the bank.

» If applicable, check the box to Allow Hyphens. This box will allow
you to save the Bank Account Number in the format you entered.
This will save letters, spaces, and/or hyphens. Most banks do not
require this, but there are instances where the banks require the
hyphens. It is not recommended you use this field unless
instructed to do so from your Payroll Specialist, or the bank itself.

11. Click on the Post Changes button v to save the
information to local memory.
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12.Click the Commit Changes button = | to commit the
changes to the database.

13. Once you have set up the Bank Account for the employee, you
need to set up a scheduled E/D for the employee. See sections
on setting up Scheduled E/Ds, and the quick reference guide on
setting up Scheduled E/Ds.

» When a linked employee direct deposit account is updated on the
Direct Deposit tab of the Employee-Scheduled E/D window,
said update will automatically be reflected in the EE Direct
Deposit field of the Details 1 tab of the Employee- Scheduled
E/D window.

Child Support Cases tab
To create Child Support Cases, do the following:

1. Go tothe Employee — Scheduled E/D’s window.

2. If the company is not open, select the company, and click Open
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Company.
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. Create a new Child Support Case for the employee by clicking the

Create Record button " |. Note: Make sure you use the insert
key from the middle of the page, not the one at the top of the
page. The insert at the top of the page creates a new scheduled
E/D. The one in the middle of the page creates a new child
support case.

. Enter a Priority Number. If there are multiple Child Supports,
and the employee doesn’t have enough funds to cover all of
them, this will determine which to take first. Lower numbers mean
higher priority. For example a priority 1 will be deducted before a
priority 2.

. Enter a Case Number. This number is provided by the Child
Support Agency.

. Enter an Origination State. This is the state that issued the

Child Support order.

. Select an Agency. This information is loaded at the Client level.
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This is who issued the Child Support order, and whom the
check/ACH transaction will be issued to.

9. Arrears: Required. Defaults to No. Used to indicate whether this
child support case is in arrears. This is informational only.

10.St Medical Ins Eligible: Required. Defaults to Not Applicable.
Select if this Employee is eligible for medical insurance. The Y for
yes, or N for no will appear in the child support payment that is
being directly deposited.

11. Enter a FIPS (Federal Information Processing Standard) code
if necessary. Some agencies require this code when the
payments are made electronically. The additional unlabeled field
below the FIPS code is for additional information that needs to be
sent to the agency regarding this Child Support Case. This
information is supplied by the agency. If direct depositing the child
support payment to the agency, this is required.

Agency checks display the EE Code, Name, SSN, Case
Number, FIPS code, from the Details 1 Tab on the Employee-
Scheduled E/D window unless the line items out number the
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space available on the check stub. If this is the case, the check
stub will read, “This check reflects payments on behalf of XX
employees.”

12.Click on the Post Changes button v to save the information
to local memory.

13.Click the Commit Changes button | to commit the
changes to the database.

14. Once you have set up the Child Support Case for the employee,
you need to set up a scheduled E/D for the employee. See
sections on setting up Scheduled E/Ds, and the quick reference
guide on setting up Scheduled E/Ds.
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Viewing Scheduled E/Ds
To view an employee’s scheduled E/Ds, click Employee and then click
Scheduled E/Ds.

Evolution displays the Browse tab. If the company is not open, select your
company and click the Open company button.

To view the Scheduled E/Ds for an employee, select the employee in the list,

and click the Browse Scheduled E/Ds tab. Evolution displays a list of the
Scheduled E/Ds for the employee.
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To view the details of an employee’s Scheduled E/D, select the scheduled E/D

and click the Details 1 tab.

¢~ Ewolution 7.5.33.1 [odini] - Employee - Scheduled E/Ds
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¢ Evolution 7.5.33.1 [odin1] - Employee - Scheduled E/Ds
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Creating Specific Scheduled Earnings and Deductions
Setting Up Child Support (DQ)
This topic highlights the tasks for setting up a scheduled E/D for Child Support,
which uses the E/D code type of DQ. The following child support scenarios are
detailed:
e Single Child Support Orders
= Fixed Amount
= 9% (Percentage) Based
e Multiple Child Support Orders
= Fixed Amount
= 9% (Percentage) Based
e Pro-Rating Multiple Child Support Orders

> If your Payroll Specialist has set up the child support E/D to
Make-up Deduction Shortfalls at the Client level, Evolution will try
to make it up on the next payroll.

> Please Note: When creating a Scheduled E/D for Child Support
deductions, you must first create the Child Support Case on the
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Child Support Cases tab of the Scheduled E/Ds window in
order to attach the information on the Details 1 tab of the
Scheduled E/D window. For more information, see Child
Support Cases tab.

Single Child Support Order

Fixed Amount:

To create a Scheduled E/D for a child support deduction, specify the following
data on the Details 1 tab of the Employee-Scheduled E/Ds window:

E/D Code: Select the E/D code for the
employee’s deduction for child support
created by your Payroll Specialist.

Calculation Method: Select Fixed.

Amount: Type the amount to be withheld as
determined by the child support order.

%: Leave blank.
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Frequency: Select the frequency for the deduction.
Generally, this will be Every Pay.

E/D Group: Leave blank.

Agency: Select the agency to which the
payment is being sent.

Child Support Case: Select the appropriate child support
case.

On the Details 2 tab of the Employee-Scheduled E/Ds window, specify the
following data:

Maximum E/D Group: Select the E/D group that defines
disposable earnings for the child
support order.

» Evolution automatically accounts for taxes.

Maximum Pay Period %: Enter the maximum percentage of
disposable earnings as specified in the
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child support order.

> You only need to enter the Maximum E/D group and the Maximum
Pay Period % (percentage) if the employee’s court order dictates a
fixed amount but limits the percentage of disposable earnings that can
be taken. Example: Employee Smith is ordered to have $200 deducted
per pay period but the total amount should not exceed 40% of
disposable earnings. In this case, the data should be keyed on the
Details 2 tab of the Employee-Scheduled E/D window as described
above.

Percentage
To create a Scheduled E/D for a child support deduction, specify the following
data on the Details 1 tab of the Employee-Scheduled E/Ds window:

E/D Code: Select the E/D code for the
employee’s deduction for child support
created by your Payroll Specialist.

Calculation Method: Select % of E/D Group Amount.

Frequency: Select the frequency for the deduction.
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Generally, this will be Every Pay.

Amount: Leave blank.

%: Enter the percentage to be deducted
as specified by the child support court
order.

E/D Group: Select the E/D Group that defines

disposable earnings for the child
support order.

> Evolution automatically accounts for taxes.

Agency: Select the agency to which you are
sending the payment.

Child Support Case: Select the appropriate child support
case.

Multiple Child Support Orders

Multiple Fixed Amounts

You must create a Scheduled E/D for each Child Support Deduction. Your

Payroll Specialist will have previously created these codes. To illustrate, Child
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Support Deduction 1 may be code CS1, Child Support deduction 2 may be
code CS2, etc. If your employee has more deductions than you have codes,
contact your Payroll Specialist. For each deduction, specify the following data
on the Details 1 tab of the Employee-Scheduled E/Ds window:

E/D Code:

Calculation Method:

Amount:

Frequency:

%:
E/D Group:

Agency:

Select the E/D code for the
employee’s deduction for child support
created by your Payroll Specialist.
Select Fixed.

Type the amount to be withheld as
determined by the child support order.

Select the frequency for the deduction.
Generally, this will be Every Pay.

Leave blank.
Leave blank.

Select the agency to which you are
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Multiple Scheduled E/D Group:

Priority:

Child Support Case:

sending the payment.

Select the E/D Group that links all the
child support deductions together.

Enter the Priority for this child support
case as dictated by the child support
court order. (Priority 1 gets paid first.)

Select the appropriate child support
case.

On the Details 2 tab of the Employee-Scheduled E/Ds window, specify the

following data:
Maximum E/D Group:

Maximum Pay Period %:

Select the E/D group that defines
disposable earnings for the child
support order.

Enter the total percentage of
disposable earnings for all the child
support cases as specified in the child
support orders.
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Multiple Percentages

You must create a Scheduled E/D for each Child Support Deduction for this
employee. Each deduction should have its own E/D code. Your Payroll
Specialist will have previously created these codes. To illustrate, Child Support
Deduction 1 may be code CS1, Child Support deduction 2 may be code CS2,
etc. If your employee has more deductions than you have codes, contact your
Payroll Specialist. For each deduction, specify the following data on the Details
1 tab of the Employee-Scheduled E/Ds window:

E/D Code: Select the E/D code for the
employee’s deduction for child support
created by your Payroll Specialist.

Calculation Method: Select % of E/D Group Amount.

Amount: Leave blank.

%: Enter the percentage to be deducted
as specified by the child support court
order.

Frequency: Select the frequency for the deduction.

Generally, this will be Every Pay.
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E/D Group: Select the E/D Group that defines
disposable earnings for the child
support order.

Agency: Select the agency to which you are
sending the payment.

Priority: Enter the Priority for this child support
case as dictated by the child support
court order. (Priority 1 gets paid first.)

Multiple Scheduled E/D Group: Select the E/D Group that links all the
child support deductions together.

Child Support Case: Select the appropriate child support
case.

On the Details 2 tab of the Employee-Scheduled E/Ds window, specify the
following data:

Maximum E/D Group: Select the E/D group that defines
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disposable earnings for the child
support order.

Maximum Pay Period %: Enter the total percentage of
disposable earnings for all the child
support cases as specified in the child
support orders.

Pro-Rating Multiple Child Support Orders
To pro-rate child support amongst more than one child support case, you must
do the following:
1. Create the Scheduled E/D for the Child Support deduction.
2. On the Child Support tab of the Employee-Scheduled E/Ds
window, enter the pro-ration in the Priority Number field.
> Pro-rations are based on a percentage of the child
supports and are entered as negative numbers. Child
support cases with positive pro-rations will not be pro-
rated.
3. Save the changes to the Child Support case.

Examples:
e If you have three (3) child support cases with fixed amounts of
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$70, $20, $10, then your pro-rated percentages would be —70,
-20, and —10 respectively.

e If you have child support payments of $200 and $100, the pro-
rated percentages would be —67 and —33 respectively.

> When there are not enough funds to fully pay all of the child
supports, the amount that is taken is prorated based on these
percentages. For example, if you had an employee with two child
support deductions of $200 and $100 as described in example 2
above, but said employee only had $200 available to be used for
child supports (perhaps due to a percentage of disposable
earnings cap), the amounts taken would be $134 and $66 dollars
respectively.

Setting Up Garnishments (DR)

This topic highlights the tasks for setting up a scheduled E/D for Garnishments,
which use the E/D code type of DR. The following garnishment scenarios are
detailed:

e Single Garnishments
» Fixed Amount
= % (Percentage) Based
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e Multiple Garnishments
» Fixed Amount
» % (Percentage) Based
e Overriding State and Federal Guidelines

> If your Payroll Specialist has set up the garnishment E/D to Make-
up Deduction Shortfalls at the Client level, Evolution will try to
make it up on the next payroll.

Single Garnishments

Fixed Amount

To create a Scheduled E/D for a garnishment deduction, specify the following
data on the Details 1 tab of the Employee-Scheduled E/Ds window:

E/D Code: Select the E/D code for the
employee’s deduction for garnishment
created by your Payroll Specialist.

Calculation Method: Select Garnishment. When using this
code and calculation method, the
system looks at the State level for the
garnishment maximum. Some states

233



Amount:
%:

Frequency:

E/D Group:

Agency:

Garnishment ID:

Percentage:

follow federal maximums, in which
case the federal guidelines are loaded
at the State level.

Type the amount to be deducted.

Leave blank.

Select the frequency for the deduction.
Generally, this will be Every Pay.

Leave blank.

Select the agency to which you are
sending the payment.

Enter the Garnishment identification
code.

To create a Scheduled E/D for a garnishment deduction, specify the following
data on the Details 1 tab of the Employee-Scheduled E/Ds window:

234



E/D Code:

Calculation Method:

Amount:

%:

Frequency:

E/D Group:

Select the E/D code for the
employee’s deduction for garnishment
created by your Payroll Specialist.

Select Garnishment. When using this
code and calculation method, the
system looks at the State level for the
garnishment maximum. Some states
follow federal maximums, in which
case the federal guidelines are loaded
at the State level.

Leave blank.

Enter the percentage to be deducted
as specified by the garnishment.

Select the frequency for the deduction.
Generally, this will be Every Pay.

Select the E/D Group that defines
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disposable earnings for the
garnishment.

Agency: Select the agency to which you are
sending the payment.

Garnishment ID: Enter the Garnishment identification
code.

Multiple Garnishments

Fixed Amounts

You must create a Scheduled E/D for each Garnishment Deduction for this

employee. Each deduction should have its own E/D code. Your Payroll

Specialist will have previously created these codes. To illustrate, Garnishment

Deduction 1 may be code G01, Garnishment Deduction 2 may be code G02,

etc. If your employee has more deductions than you have codes, contact your

Payroll Specialist.

For each deduction, specify the following data on the Details 1 tab of the
Employee-Scheduled E/Ds window:

E/D Code: Select the E/D code for the
employee’s deduction for garnishment
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Calculation Method:

Amount:

%:
Frequency:

E/D Group:

Agency:

Priority:

Multiple Scheduled E/D Group:

created by your Payroll Specialist.
Select Garnishment.

Type the amount to be withheld as
determined by the garnishment.

Leave blank.
Select the frequency for the deduction.
Generally, it will be Every Pay.

Leave blank.

Select the agency to which you are
sending the payment.

Enter the Priority for this garnishment
case as dictated by the garnishment.
(Priority 1 gets paid first.)

Select the E/D Group that links all the
Garnishment deductions together.
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Garnishment ID: Enter the appropriate Garnishment ID.

On the Details 2 tab of the Employee-Scheduled E/Ds window, specify the
following data:

Maximum E/D Group: Select the E/D group that defines
disposable earnings for the
garnishment.

Maximum Pay Period %: Enter the total percentage of
disposable earnings for all the
garnishments as specified in the
garnishments.

Multiple Percentages

You must create a Scheduled E/D for each Garnishment Deduction for this
employee. Each deduction should have its own E/D code. Your Payroll
Specialist will have previously created these codes. To illustrate, Garnishment
Deduction 1 may be code G01, Garnishment Deduction 2 may be code G02,
etc. If your employee has more deductions than you have codes, contact your
Payroll Specialist. For each deduction, specify the following data on the Details
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1 tab of the Employee-Scheduled E/Ds window:

E/D Code:

Calculation Method:
Amount:

%:

Frequency:

E/D Group:

Agency:

Select the E/D code for the
employee’s deduction for garnishment
created by your Payroll Specialist.

Select % of E/D Group Amount.
Leave blank.

Enter the percentage to be deducted
as specified by the garnishment.

Select the frequency for the deduction.
Generally, this will be Every Pay.

Select the E/D Group that defines
disposable earnings for the
garnishment.

Select the agency to which you are
sending the payment.
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Priority: Enter the Priority for this garnishment.
(Priority 1 gets paid first.)

Multiple Scheduled E/D Group: Select the E/D Group that links all the
garnishments together.

Garnishment ID: Enter the appropriate garnishment ID.

On the Details 2 tab of the Employee-Scheduled E/Ds window, specify the

following data:

Maximum E/D Group: Select the E/D group that defines
disposable earnings for the
Garnishment.

Maximum Pay Period %: Enter the total percentage of

disposable earnings for all the
garnishments.
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State and Federal Guidelines & Maximums

To take the maximum amount allowed by law, leave both the Amount and the
% boxes blank. Evolution will use the state and federal maximums to calculate
the garnishment.

Overriding the State and Federal Guidelines

If for some reason the state and federal guidelines for garnishments are not
used, you can override them for the percentage garnishments. On the Details
2 tab of the Employee-Scheduled E/Ds window, specify the following
information:

Minimum Wage Multiplier: Enter the maximum multiplier for the
minimum wages.

Maximum Garnish %: Enter the maximum percentage to be
taken for all the garnishments.
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Setting Up Group Term Life Insurance

This topic highlights the tasks for setting up a Scheduled E/D for Group Term
Life, which is only a taxable memo. The following Group Term Life scenarios
are detailed:

e Automatic Calculation (ED Code Type E3)
e Fixed Calculation (ED Code Type E7)

Automatic Calculation (E3)
To set up an automatic calculation for Group Term Life, you must do the
following:

1. Confirm the employee’s birth date is entered in the Date of
Birth field on the EE Entry tab of the Employee-Employee
window.

2. Click the Details tab.

3. On the Details tab, type the total amount of the policy in the
Group Term Policy Amount field.

4. Create the Scheduled E/D for the employee.

> Be sure that the E/D code type is E3.
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Fixed Calculation (E7)
To set up a fixed calculation for Group Term Life, you must do the following:

1. Confirm the employee’s birth date is entered in the Date of

Birth field on the EE Entry tab of the Employee-Employee

window.

Click the Details tab.

On the Details tab, type the total amount of the policy in the

Group Term Policy Amount field.

4. Create the Scheduled E/D for the employee. Be sure that the
E/D code type is E7.

5. When setting up the Scheduled E/D for the employee, attach
the fixed calculation amount.

w N

Setting Up Pensions

This topic highlights the tasks required to set up Scheduled E/Ds for Pensions,
which may be created with or without an Employer match. The following
Pension scenarios are detailed:

e Percentage Based
e Fixed Amount
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Percentage Based
Employee Contribution

Create a Scheduled E/D for the employee deduction. On the Details 1 tab of
the Employee-Scheduled E/Ds window, specify the following data:

E/D Code: Select the E/D code for the employee’s deduction for the
pension created by your Payroll Specialist.

Calculation Method: Select % of E/D Code Group.

» You can also use % of gross, but we discourage this because
Evolution defines gross as cash gross, not all earnings.

Amount: Leave blank.

%: Enter the percentage to be deducted for the Pension
contribution.

Frequency: Select the frequency for the deduction. Generally, this will
be Every Pay.
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E/D Group: Select the E/D Group that defines all earnings for the
pension.

Priority: Enter the Priority for this deduction. (Priority 1 gets
calculated first.) For pensions with an employer match, we
advise that the Employee contribution have a lower
number than the Employer match.

Employer Match

Create a Scheduled E/D for the employer memo. On the Details 1 tab of the
Employee-Scheduled E/Ds window, specify the following data:

E/D Code: Select the E/D code for the employer’s match for the
pension created by your Payroll Specialist.

Calculation Method: Select Pension Match.
Amount; Leave blank.

%: Leave blank. The percentage is set at the client level.
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Frequency: Select the frequency for the deduction. Generally, this will
be Every Pay. The frequency selected should match the
frequency selected for the Employee deduction.

E/D Group: Select the E/D Group that is defined for employer
pensions.
Priority: Enter the Priority for this deduction. (Priority 1 gets

calculated first.) For pensions with an employer match, we
advise that the Employee contribution have a lower
number than the Employer match.

Fixed Amount
Employee Contribution

Create a Scheduled E/D for the employee deduction. On the Details 1 tab of
the Employee-Scheduled E/Ds window, specify the following data:

E/D Code: Select the E/D code for the employee’s deduction for the
pension created by your Payroll Specialist.

Calculation Method: Select Fixed.
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Amount: Enter the amount of the pension deduction.
%: Enter the maximum percentage of the Employer match.

Frequency: Select the frequency for the deduction. Generally, this will
be Every Pay.

E/D Group: Select the E/D Group that is defined for employee
pensions.
Priority: Enter the Priority for this deduction. (Priority 1 gets

calculated first.) For pensions with an employer match, we
advise that the Employee contribution have a lower
number than the Employer match.

Employer Match

Create a Scheduled E/D for the employer memo. On the Details 1 tab of the
Employee-Scheduled E/Ds window, specify the following data:
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E/D Code:

Calculation Method:
Amount:
%:

Frequency:

E/D Group:

Priority:

Select the E/D code for the employer’s match for the
pension created by your Payroll Specialist.

Select Pension Match.

Leave blank.

Leave blank.

Select the frequency for the deduction. Generally, this will
be Every Pay. The frequency selected should match the

frequency selected for the Employee deduction.

Select the E/D Group that is defined for employer
pensions.

Enter the Priority for this deduction. (Priority 1 gets
calculated first.) For pensions with an employer match, we
advise that the Employee contribution have a lower
number than the Employer match.

On the Details 2 tab of the Employee-Scheduled E/Ds window, specify the
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following data:

Maximum E/D Group: Select the E/D group that is defined for employer
pensions.

Maximum Pay Period %: Enter the percentage matched by the Employer.
For example, if the employee’s deduction is 5% and
the employer matches all of the deduction, you
would enter 100 in this field.

Pension Fund Splits

After pension fund split memo E/Ds are created by the Payroll Specialist, they
need to be attached to individual employees. This is done from the Employee-
Scheduled E/Ds screen.

From this screen, add a new Scheduled E/D for each fund into which this

employee contributes. Follow the rules below to set up these memo E/Ds
correctly.
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There are 3 fields that must be populated correctly in order for these pension
fund split memo E/Ds to calculate as they should. They are:

1. Calculation Method - This field must be set to % of ED Group Amt.

2. % (immediately below Calculation Method) - This field must be set to
100.

3. E/D Group - This field must reference the appropriate E/D group.
If there are multiple agencies that money must be paid to for this pension, each
fund's respective agency needs to be selected here. In that case, the agency
on the employee and employer contribution E/D codes would be blank.
If all the money is going to the same agency, you can populate the agency on

the employee and employer contributions and leave it blank on the fund split
scheduled E/D’s.
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To enter the pension fund split scheme, do the following:
1. Click Employee and then click Pension Fund Splits.

2. Select the employee in the browse grid.
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On the Details tab, click on the green + button, or Alt + Insert, to
create a new record.

Select the fund.

Select the appropriate E/D code (pay attention to whether you're
selecting the EE or ER codes).

Enter the percentage of the pension contribution that will be
contributed to this fund. The percentage of contributions must
total 100% for all Employee fund splits, and 100% for all employer
fund splits.

Select if this is an Employee contribution, or an Employer
contribution.

Click the green check mark to save the changes.

Follow steps 3-8 for all fund splits.
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< Evolution 7.0.18.11 [st3] - Employee - Pension Fund Splits
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Results:
The fund splits will show on the employee's check stub, as well as in the payroll
register.
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#Alpia Sample Client Payroll Register (5109)
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Check Totsls: 40.00 440,00 12000 1,510.00 T 4000 12000 574 254,22
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Setting up Washington L & | (DY, M7)

This topic highlights the tasks required to set up a Scheduled E/D for
Washington L&I.

e For private workers’ compensation plans, use the normal
procedure for creating scheduled E/Ds.
e For state plans, use this method.

To set up scheduled E/Ds for Washington L&I, you must do the following:

1. Create the Scheduled E/D for the employee. You will need to
attach a Scheduled E/D for both the EE and the ER deduction.

2. On the Details 1 tab of the Employee Scheduled E/Ds window,
specify the following information:

E/D Code: Select the appropriate E/D code created by
your Payroll Specialist. The E/D code for the
EE deduction must use the E/D code type of
DY.

Calculation Method: Select Washington L&l.
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Frequency: Select Every Pay.
Amount: Leave blank.
%: Leave blank.

» On the Details tab of the Employee-Pay Rate Info window, attach
the L&l code in the W/C Code field to the correct pay rate.

3. Create the Scheduled E/D for the Employer.
4, On the Details 1 tab of the Employee-Scheduled E/Ds window,
specify the following data:

E/D Code: Select the appropriate E/D created by your
Payroll Specialist. The E/D code must use
the code type of M7.

Calculation Method: Select Washington L&l.
Frequency: Select Every Pay.
Amount: Leave blank.
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%:

Leave blank.

When you key in the hours for the employee, Evolution
automatically makes the employee and employer deductions
based on the hours in the E/D group specified for the workers
compensation code as created by your Payroll Specialist. This
E/D Group is set up at the Worker’'s Compensation window on the
company level, not at the employee scheduled E/D level.

In order for the return to calculate properly, if the employee is
salaried, you must enter a dollar amount in the Rate field on the
EE Entry tab of the Employee-Employee window. The system
will then divide it by the salary to get the average hours
computation on the Washington L&l. Washington L&l does not
look at an effective date.
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Time Off Accrual window

Time Off Accruals are created at the company level. This window is used to
assign an accrual to an individual employee or to manipulate an assigned
accrual associated with an individual employee.

To assign time-off accrual to an employee, do the following:
1. Click Employee and then click Time Off Accrual.
2. Evolution displays the Browse tab. Select the company in the left

pane and then select the Employee Number (EE Code) in the
right pane.
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¢~ Evolution 7.5.40.1 [odin1] - Employee - Time Off Accrual

Roaw B-5- 2495 ¥ B 8B Vo e
e Client
e — Last Ewans SSM: D89-50-7691 Company: Thomas English-Do Mot Touch
% Company First. Dale EEH: 18 Mumber: 29999
i 18 «|[EvansDae | o | mewl> | & active 08 Oy
Browse | Details |
ves Mise & Open compary | 2§ Open Filtered By D/B/D/T/PG | i Open Filtered By EEH 55N Name |
3 Murmber EE Code = |Last Mame |FirstName |MI|SSN |
M|Z3999 Dale 083-50-
24 'webb Charlatte R 288-454
31 williams Raoy M | 044-46-
32 Butler Rhett G 070-56-
33 Employes 1099 109-914
34 Jones Tom om1-70-
35 Bryant Alysza 123-454
' Help & 3z
Al it %3 m)| = |5 2
Wiew | Task Queue: 0 Total; 0 Finished UserID: remaketrain l_ Recd:744,96K 10.7Mfsec Sent:12.27K /|

3. Click the Details tab.

4, Evolution displays the Details tab for that employee.
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<~ Evolution 7.5.40.1 [odin1] - Employee - Time Off Accrual

{8 Admin & -3 T om oL @
€E Client -
Last Evang 55M: 089-50-7691 Company: Thomas English-Do Mot Touch
2L Compary | Fist Dale EE#: 18 Number: 29999
2 Employes |1B - ||Evans Dale v| <] Brior | Newt [ | Iv Active TOA Only
2 Payol Browse | Detais |
E_|= Reports
T | | |
3 Murnber '|Name Status g EE Code = |Last Namne |F||stName |M\|SSN -
\M|Z3399 h i Mot Touch BT » Evans D ale 083-50-
24 ‘wiebh Charlotte R 288-451
31 Williarns Roy M 044-46-
32 Butler Fihett G 07056~
33 Employes 1099 1099141
34 Jones Tam 011-70-
35/Bryant Alysza 123451
' Help | 3
A st %1/ 3 e 3
‘Wiew || Task Queue: O Total; O Finished UserID: remotetrain Recd: 744, 96K 10, 7Mfsec  Senk: 12, 27K

5. Any accruals set to auto-enlist at the company level will be listed
here if the employee’s record was entered after the Time Off
Accrual was created.
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6. To manually add an accrual to an employee, click the Create
Ll
Record button ™= .

7. Select the Type of Time Off Accrual.

8. Type the number of hours accrued by the Employee in the
Current Accrued box. This defaults to zero (0).

9. Type the number of hours used by the Employee in the Current
Used box. This defaults to zero (0).

» For Evolution to be able to calculate the Current Balance, you must
enter a number, even if it is zero, into the Current Accrued and the
Current Used boxes.

10.  Upon creation of a new accrual for an employee, the Active
Record flag is marked Yes. Confirm that this is the active accrual
for this employee. By selecting No for the Active record flag, you
are telling Evolution that you do not want the accrual to accrue. In
addition, the accrual will not be reduced by corresponding hours
entered in payroll, nor will any information on this accrual print on
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11.

12.

13.

employee paychecks.

You may enter an Override Accrual Maximum amount for this
employee if applicable. The Accrual Maximum amount is set at
the company level. This override applies until it is manually
changed.

You may enter an Override Rate for this employee if applicable.
The accrual rate is set up at the company level. If you specify this
rate, TOA is still calculated using the Calculation Method set up
for the company on the Company-Miscellaneous-Time Off
Accrual window, but it uses this rate instead of what is set up in
the Rates table. For example, if the Calculation method is
Accrue by Frequency and the frequency is Per Pay Period, and
you enter 10 for the Override Rate, then 10 hours will be accrued
every time this employee is paid. This override applies until it is
manually changed.

You may enter an Override Rollover Type for this employee if
applicable. This will override what has been set up at the
company level unless the Rollover was created with the option of
If Set on EE level/None. If rollovers are used, select the type of
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14.

15.

16.

accrual that the current selected accrual will rollover into.
Rollovers allow this time off accrual to be changed to another time
off accrual on a specified date. It will move the balance to the
receiving Time Off Accrual and change this accrual flag to active
No. It will begin to calculate the new Time Off.

Enter an Override Effective Date, if applicable. This date will
override the Current Hire Date from the EE Entry tab of the
Employee-Employee window, which is the effective date for
which Time Off Accruals are based. For example, if the
company’s current time off accrual begins six (6) months after
hire date and this employee should start accruing and receiving
time off immediately, enter a date that is 6 months prior to the
Employee’s hire date.

You may enter an Override Rollover date for this employee if
applicable. This will override the date the rollover occurs.

To view the history of this accrual for this employee, select the
Time Off Accrual from the grid, and click the Show TOA History

[#] Show TO& History o )
button . This will display the History tab of
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the Employee-Time Off Accrual window. You may also double-
click the accrual in the grid to view the history of said accrual.

4

17.  Click the Post Changes button to save changes to local
memory.

18.  If Evolution hasn’t committed the changes to the database, click

the Commit Changes button.

» When updating the balance of an individual time off accrual by
manipulating either the Current Accrued or the Current Used fields,
Evolution requires the user to enter a reason for the adjustment to
the Accrual. Below the Active record flag, a Reason box will
appear. The user should enter the reason for the adjustment. Once
the adjustment has been saved, this reason will show on the History
tab of the Employee-Time Off Accrual window.
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¢~ Evolution 7.0.16.4 [DS2] - Employee - Time Off Accrual ;IEIiI

" &drmin

B-3- | FAa¥IF F T X e

35 Finance

el lazt Ewans S5M: 089-50-7691 Company: Thomas English-Do Not Touch
Q Bureau First: Dale EE#: 18 Mumber: 29999
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l 6 Employes ] - - - -
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2 Payol
—
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| o
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Current Accrued Current balance Overide Rate
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Viewing

Time Off Accrual Histor

G~ Ewolution 7.5.41.1 [odin1] - Employee - Time Off Accrual

{2l admin

-3 FrawIs F OB L @ VAR S

€ Cent

= Company

I f‘E Employes

& Payoll
o ——

Last: Ewans SSM: 089-50-7691 Company: Thomas English-Do Mot Touch
First:  Dale EEH: 18 Mumber: 29999

18 ~ |[Evans Dae ~| <] Bioe | Hext [ | [V Active TOA Dnly

Browsel Details Historyl

2 Beparts
Shaw b tions i iod fram: to: | WYacah
— ow transactions in period from I 44 142005 LI {e} I B/ 542006 LI Eietizedi acation
 Transaction:
3 Acciual .., - Accruedlhccrued CappedlUsed |N0te |Created ‘lChanged by |Check|ﬁ
» 0.00 40,00 Manual &d; adjust balance per HR Direct | 6/1/2008 9:52:06 AM | Remotetrain
|
(23 m| &
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View | Task Queue: 0 Total; 0 Finished UserID: remoketrain |_|Recd:1?4.46K 13.1Mfsec Sent:12.73K 2
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By default, the date range for Show transactions in period from: is the
beginning of the current quarter, to one week from the current date. To change

these dates, select your new start and end dates and click Refresh ﬂl_
This will update the Time Off Accrual transactions shown in the grid.

Transactions

This browse grid displays the individual entries of time-off accrual transactions.

Accrual Date:

Accrued:

Accrued Capped:

Used:

The date to which the transaction relates. It is like an
effective date for the transaction. For example in the
screenshot above, the Accrual date is the date the
adjustment was made. It does not relate to a check date
as it would if the adjustment had been system generated.

The amount of time-off accrual expected to be applied in
the transaction.

The amount of time-off accrual actually applied in the
transaction.

The amount of time-off accrual actually deducted during
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Note:

Created:

Changed By:

Check Date:

Run #:

Check #:

the transaction.

A note generated by Evolution that shows the details of a
time-off accrual operation for an employee. The system-
generated note consists of three parts; the type of
operation, the payroll in which the operation occurred, and
a summary of the formula used to calculate the time-off
accrual for the employee. If a user has manually adjusted
an accrual, the information keyed in the Reason field will
show here.

The date and timestamp of the transaction.
The user ID of the person who modified the transaction.
The check date in which the transaction occurred.

The run number of the payroll in which the transaction
occurred.

The serial number of the check in which the employee was
notified of the transaction.
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> Both the Adjustments and the Connected Transaction tables are
used for advanced troubleshooting of individual time off accrual
transactions. Please contact your Payroll Specialist representative for
more information. The Adjustments table is for Your Payroll
Specialist use only. The Connected Transactions table will show
you where an outgoing rollover was transferred.

Shifts window
Shifts apply differentials to an employee’s rates. To create a shift, do the

following:

1. Click Employee and then click Shifts. Evolution displays the Browse
Il

tab. Choose the employee, then click the Create record button = .
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2. Evolution creates a blank shift and displays the Details tab.
Evolution 7.5.41.1 [odin1] - Employee - Shifis

D e S R A | s
Last: Ewans SSM: 089-50-7691 Compary: Thomas English-Do Mot Touch
First: Dale EE#: 18 Mumber:  Z9999
| [8 vllEvans Dale j <] Priar | Next [ |
@ el Browse Detailsl
Z Reports
e Misc Auto-Shift
|Second Shift |
~ | Shift Rate i)
: 10.00
=2
@ Shift Rate %
) Help | Second Shift > | ®mm | 100
2] Exit
igw ||Task Queue: 0 Total; 0 Finished |UserID: remotetrain |_|Recd:169.03K 13.5Mfsec Sent: 9.85K 4
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. Select a Shift. Shifts are created at the Company level on the
Company-General-Shifts window and may be up to forty characters
long.

. To select a default shift for the employee, select an Auto-Shift. When
payroll is keyed, Evolution automatically assigns this shift to the
earnings. If this field is left blank, the person entering payroll would have
to manually pull the shift into the check lines.

. Enter the differential Shift Rate or %. The Shift Rate field may accept
values that contain three decimal places.

. Click the Post changes button v

memory.

to save the changes to local

. If Evolution hasn’t committed the changes to the database, click the

Commit changes = lbutton.
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Auto-Labor Distribution window

When an employee works for a company and holds more than one position in
the company, their earnings and/or deductions and taxes can be distributed
across the employee’s various job roles.

With Auto Labor Distribution, Evolution automatically distributes time amongst
locations that are the same for each pay period for an employee.

Evolution automatically performs the labor overrides so that you do not need to
enter them manually when keying payroll.

Verify with your customer service representative that your account is set up for
auto labor distribution.

To set up Auto Labor distribution for an employee, do the following:
1. Click Employee and then click Auto Labor Distribution.

2. Evolution will display the Browse tab. Choose the employee, then
il
click the Create Record button ™.
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3. Evolution creates an auto labor distribution record and displays the
Details tab. Select the Division, Branch, Department, and/ or

Team to which the selected Auto Labor Distribution E/D Group
should be distributed.

¢~ Evolution 7.5.41.1 [odin1] - Employee - Auto Labor Distribution

LETE L B 7 8 e
!HF—E Client —
—— L3zt Evans SSM: 089-50-7691 Company: Thomas English-Do Not Touch
-i:E‘i LCompany First: Dale EE#: 18 Mumber. 29999
i Emplovee | G | [Frans Dale o] AP | nenls |
M Browse Detals ]
2\: Beports
e | E/D Group
o e Aut Labor Distribution j Clear Dist.
2 Divigion Code - |B|amch Code ‘Departmemt Code |Team Code |Job |W’o|kars CE8
| 1 1 100
| 1 1 200
13
v
=[] e
Divison Code Division Job
Branch Code Branch wiorkers Comp Code
Department Code Department %
) [ [ | 2sm
Team Code Team
' Help ‘ [
al Exit
Wiew || Task Queue: O Tatal; O Finished UserID: remotetrain Recd:189.88K 13, 3Mfsec Sent:11.27K
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4. Select the % (percentage) of the selected E/D Group that should be
distributed to the selected levels. Each employee must have his or her
distributions total 100%.

5. If appropriate, select a Job.

6. If appropriate, select a Worker’s Compensation Code.

4

7. Click the Post Changes button to save the changes to the
local memory.

8. If Evolution hasn’t committed the changes to the database, click the

Commit Changes button

Pension Fund Splits window
Pension fund splits are used to show how employee and employer portions of
pension monies can be distributed between various funds.

Attaching Pension Fund Split Memo E/Ds to an Employee
After pension fund split memo E/Ds are created, they need to be attached to
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individual employees. This is done on the Employee-Scheduled E/Ds window
and the Employee-Pension Fund Splits window. After the scheduled E/Ds
are created the splits need to be set up at the Employee-Pension Fund Splits
window.

Pension Fund Splits Setup
To enter the pension fund split scheme, do the following:
1. Click Employee and then click Pension Fund Splits.

2. Select the employee in the browse grid.

3. On the Details tab, click on the green + button, or Alt + Insert, to
create a new record.

4. Select the fund.

5. Select the appropriate E/D code (pay attention to whether you're
selecting the EE or ER codes).

6. Enter the percentage of the pension contribution that will be
contributed to this fund. The percentage of contributions must total
100% for all Employer fund splits, and 100% for all employee fund
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splits.

7. Select if this is an Employee contribution, or an Employer
contribution.

8. Click the green check mark to save the changes.

9. Follow steps 3-8 for all fund splits.

Piecework window
1. Click the Employee and then click Piecework. Evolution displays the
Browse tab.

2. Select an EE Number (EE Code) and click the Create Record
Il
button .

3. Evolution displays the Details tab and creates a piecework entry for
the selected employee. The default values for the individual pieces
are loaded at the Client level. You may override these values on this
window if you so choose. If the piece that you would like to select in
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& Admin

not an available option, please contact your Payroll Specialist
representative. Using the drop down box, select the appropriate

piece for this employee.

¢~ Evolution 7.5.41.1 [odin1] - Employee - Piece Work:
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Piece: Select the piece. (Pieces are set up at the Client level.)

Rate Amount: Enter the amount to be paid for each Rate Quantity
completed by the employee. (The default value will be
pulled in when the piece is selected.)

Rate Quantity: Enter the quantity of pieces for this piecework rate. This is
the number of pieces that need to be completed in order
for the employee to be paid the Rate Amount.

4. Click the Post Changes v button to save changes to local
memory.

5. If Evolution hasn’t committed the changes to the database, click the

Commit Changes button

Example
Employee Dale Evans will be paid $.50 for every 12 muffins he makes. We
know this based on the following specifications:
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Piece Muffins
Rate Amount $.50
Rate Quantity 12.00

Additional Info window

Additional information allows you to add customized information about
employees. This information is stored in customizable fields and user-defined
values, which are set up on the Company-Miscellaneous- Additional Info
window. For example, you might create the following type of fields:

Spouse’s name
Wedding
Anniversary
Dog’s Name

In addition, you might use it to track other items unique to your company. For
example, a nursing home may use additional information to track available
beds.
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Applying Additional Info to Employees
To attach additional information about an employee, perform the following
steps:

1. Click Employee and then click Additional Info.

2. Evolution displays the Browse tab. Select the company and then
click the Open Company button if the company is not already open.

3. Evolution opens the company and displays its employees in the right
pane. Select an employee and click the Values tab.
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4. On the Values tab, click the Create New Record button

5

to
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create an additional information field for the employee.

5. For the new field, specify the following information:

Field: Select a field.

String: Enter a value for the field.

Date: If applicable, enter a date.

Amount: If applicable, enter an amount.

Value: If applicable, select the valid option for the field.

~

6. Click the Post Changes button to save the changes to local

memory.
7. If Evolution hasn’t committed the changes to database, click the

o
«.'-la'{_'

Commit Changes button.
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Miscellaneous
Terminating an Employee
To terminate an employee, do the following:

1.

2.

Click Employee and then click Employee.

Evolution displays the Browse tab. If the company is not open,
select the company and click the Open company button.

Evolution opens the company. Select the employee, then click the
EE Entry tab.

On the EE Entry tab, enter the termination date of the employee
in the Current Termination Date field.

Select the new Current Status Code for the employee. For
example, change the status from Active to Terminated.

4

Click the Post changes button to save the changes to
local memory.
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7. If Evolution hasn’t committed the changes to the database, click

the Commit changes button

Check Finder

Use the Check Finder @| or F12 to find and research a certain check without
running a report. The Check Finder finds any processed checks based on the
filters in the windows. You can access the Check Finder from the Employee-
Employee window.

Last Ewvams SEN: 08%-50-F6H Compary:  Thomas Emglish-Dio Mot Towch
Frit Dada EER 8 Nusmber 29999

B * |[Evans Do = <P | Hest [ | LI

Browse | EE Ermy | Detads | Address | W2 | Fedoal Ta| Notos | MR | Documents |

s | &ior ! | ol e 557 | I Remaved EEs EJSu-.dEmuII‘

To locate a check or checks, do the following:
1. Click the Check Finder EI button.

2. Evolution displays the Check Finder window.
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x
Begin Check Date  End Check Date Run # Check Serial # EE Code

B tvarvznme =] B ez 2] [ B | Bre | Esion | vor | % cancl |
| [ | | | | | |

Specify the following criteria for the check or checks you want to locate:

Begin Check Date: The beginning of the range of dates in which you want to
locate checks.

End Check Date: The end of the range of dates in which you want to locate
checks.
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Run #: The number of the payroll run for the checks.
Check Serial #: The serial number of the check that you are searching for.

Employee Number: The number (code) of the employee whose check you are
searching for.

3. Click the Filter button.
4. Evolution displays the list of checks that meet the criteria.

5. To display a check, select the check and click the Show button.
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2~ Check preview

DEDUCTIOMS:

EO02 Reqular [80] = $737.60
Earnings SubTatal = $737.60

MERMOS:

D02 Checking Account = $582 E7

D05 Child Support = $125.00
Dreductions SubTotal = $707.67
FEDERAL TaXES:

Federal Tax = $10.00 [$737.601
STATE Ta=ES:

M Stake Tax = $19.93 ($737.601
Taxes SubTotal = $29.93

Met &mount = $0.00

=5 Frint Check.

I@F’leviev\a Check | |

¢ Close

6. To preview the check, click the Preview Check button. When done,

click the Close button.
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Tax and Check Line Calculator
You can access the Tax and Check Line Calculator from both the employee
and the payroll levels by clicking the Tax and Check Line Calculator

button % . It gives you the ability to perform gross-to-net or net-to gross
calculations on a check. You may include scheduled E/Ds, but any changes will
not be permanent. Taxes are specified on the Tax tab. The calculations and
taxes are located on the Check Preview tab.

Tax tab

On the Tax tab of the Tax and Check Line Calculator, you have the ability to
apply tax overrides and blocks on a single check. You may also manipulate the
Scheduled E/Ds on the created check. Any changes made to the taxes and the
Scheduled E/Ds will only be applied the created check and will not become
permanent. You have the ability to create either a manual or a regular check
using the Tax and Check Line Calculator. You may also Disable Shortfalls and
YTDs. A created check may be copied into a new payroll or into an existing
payroll and/or batch.
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[~ Disable ¥TDs
DASDI Tax: [~ Disable Shartfalls E\ Lalculate check (F5)

Medicare Tax [~ Check Preview

EIC Tax

Check. Typ
Net & Manual © Regular Eﬂ:npy to payrall [F8] | x Close [F2]

To copy this manual or regular check to a payroll, click the Copy to payroll

button or F8.

When using the Net to Gross function in the Tax and Check Line Calculator,
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there are instances where the desired net amount can not be achieved down to
the penny. If the calculated net is off by a penny, a warning will now display
suggesting that you manually adjust and then plug the taxes so that you can
get the net amount.

Check Preview Tab

@&~ Tax and Check Line Calculator x|
Tan Check Praview I Payralls I

18 Evans Dale

|
EARNINGS: (DEDUCTIONS:

E01 Salary = $1,000.00 D05 Child Support = $126.00

D0E 401k = $26.00
Eamings SubTotal = $1,000.00

Dreductions SubTatal = $150.00
MEMOS:

FEDERAL TAXES:
MOE Pension Match = $3.13

Federal Tax = $10.00 [$375.00]
Memos SubTotal = $2.13
STATE TAXES

N State Tax = $33.74 [$375.00]

LOCAL TAXES

Mew Yok City Non-Res. = $2.40($1,000.00]
Taxes SubTotal = $46.14

Met Amount = $803.86
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To print the information on the Check Preview tab, right-click the Check
Preview tab and click on Print Results or press F7.

Payrolls Tab

@~ Tax and Check Line Calculator

x|
Tax I Check Preview Paprolls |
?|Check D..~ | Run Mu.. 'lScheduIadl TynelSlatusl =] 3 Period Begin .. 'lPanod End Dalel Flequencyl =
1 1M R W || 7/5/2008 742042008 E
1Y E W

| hd
Eﬁ Attach to Mew Paproll

[ Attach ta New Batch E Attach to Selected Batch
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The Payroll tab displays any waiting payrolls in the payroll queue. You may
attach this check to the waiting payroll, in a new batch or an existing batch; or
create a New Payroll. If you choose to create a New Payroll, you will be
prompted to enter a check date, batch period begin and batch period end
dates. If you create a manual check, you will also be prompted to enter a check
number.

Overriding Employee Federal Taxes
Scenarios in which you might override federal tax types are infrequent. A few
examples are:
e When a priest is exempt from certain taxes vs. church’s other
administrative employees who are not clergy.

e A company who uses contractors would be exempt from
paying federal taxes on these workers. The contractors are
technically considered their own business and are federally
taxed as a company.

Setting Up 1099R Employees
First, you must set up a separate EE Code for each distribution code that
needs to be reported. When setting up an EE Code, be sure to note the
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following on the W2 tab of the Employee-Employee window:

Lut Employes S5k 109910591
Faer Ten Mamstyrns EER 1
[ «|[Egimee Tonfiearmy =] <1Bix | petf> |

m| EEEw| Ddll||hclchu Wi

Social Secwity Hundis
Tenat ax Eib o S5H
T EM F 55H
- ——
/ﬁ?w[m
LR w2
., i =
Faet Wil —————
[ —
il M
Lt Mawms.
I
s Tl
o

| Fecdosa T | tictes | R |

Arwasl Form Type

Comgary Thomas Englnd-[io Mot Touch
Huwber 20999

| &l

[im=m =
Dreconsuod
™ ea % Mo

Rinzidential Slate
[re =l
-8 on File
& Yed ™~ Mo
IR
Datrbaution Code |
e
Ilr{ 1w Aumaignt Mﬁ“
\.__‘_l" Ve & W o
B S
< Total Dissibwtion “‘xl
(\-" Wiem = Ha 7
S R
Pargion fan
i -
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1099 or Employee:

Distribution Code:

Tax Amount Determined:

Total Distribution:

Pension Plan:

Select 1099

Type the distribution code assigned by the
IRS. Evolution prints this code in the
corresponding box on the Form 1099R.

Yes: The Taxable Amount not Determined
check box is selected in box 2b on the Form
1099R.

No: The Taxable Amount not Determined
check box is cleared in box 2b on the Form
1099R.

Yes: The Total Distribution check box is
selected in box 2b on the 1099R form.
No: The Total Distribution check box is
cleared in box 2b on the 1099R form.

Select the type of pension plan:
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None
IRA
SEP
Simple

Setting Up 1099M Employees
File Form 1099-MISC, Miscellaneous Income, for each person to whom you
have paid during the year one or more of the following:
e Atleast $10 in royalties or broker payments in lieu of
dividends or tax-exempt interest (see Box 8 on page MISC-6);
e Atleast $600 in rents, services (including parts and materials),
prizes and awards, other income payments, medical and
health care payments, crop insurance proceeds, cash
payments for fish (or other aquatic life) you purchase from
anyone engaged in the trade or business of catching fish, or,
generally, the cash paid from a notional principal contract to
an individual, partnership, or estate;
e Any fishing boat proceeds; or
e Gross proceeds to an attorney.
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> If you would like to create a 1099 if the worker is paid less than $600.00,
please contact your customer service representative. Your Payroll
Specialist will make the change (shown below) required by the system at
the Company level.

Browse ] Addfess![ﬁélendaf Setup Tax Reporting I Tax D.efaults ] Ehécks l Genetél Business
EIN Number Federal Reporting Agency FUI Reporting Agency
030263833 ||nterna| Revenue Service - Andover j |Inlernal Revenue Service - Andover j
Federal Tax Deposit Frequency  Federal Tax Payment Agency FUI Tax Agency
|Mnnthly j |Bank Of America j |Eank Of America j
945 Tax Deposit Frequency Use Effective Dates to Change Tax Statuses
|5,3,-“i.s.,\,.',3,3k\|JIJ j Exempt Federal Exempt ER Medicare
" Yeg o Mo ™ Yes {* Mo
Federal Tax Payment Method
[EFT Debi =l Exempt EE DASDI Exempt FUI
FUI Tax Deposit Frequency " Yes & No ™ Yes * No
|Duarterly j
Exempt EE Medicare Apply Misc Limit to 1099
" Yes & No + Hes " No
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> Your Payroll Specialist will create a 1099 Earning code, using the EW
code type. This will automatically exempt all taxes.

Enter the worker's information on the EE Entry tab of the Employee-
Employee window. Next, select the W2 tab. In the Treat as EIN or SSN field,
select whether to format the number in the Social Security Number field as an
EIN or SSN. In the 1099 or Employee box, choose1099. Evolution will default
the Annual Form Type to 1099.

| [ | | | 2| @

Bmwse] EE Entryl Details] Address W2 lFederaITaH] Muotes l HR ] Ducumentsl MailHDDI‘I‘I]

Social Security Humber Annual Form Type Residential State
0019-55-1235 1093 | T |
Treat as EIN or 55N Deceased 1-9 on File
" EIN (s S5N ™ Yes (+ Mo s Yes ™ Mo
1093 or Employee Statutory Employee 1099R
f« 1099 Wi " ez f* Mo
Diztribution Code
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If Treat as EIN is selected, the Social Security number field is formatted as
shown below.

Social Security Humber
00-5551235

Treat as EIM or 55H

v iR 55N
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The worker is then paid using the 1099 Earnings code.

BANCH 127 107 20U 1 27 1 57 2003
[13 + | [Fippen Scotty - | [955770] [t oo0 ~| 0D oo
Check Lines l b arual Ta:-:] ﬁeneral] Tax Elgerrides] Previe&] Employes Nu:utes]
2 E/D Code |E!D Description |HDu1s;"F’ieces|Hate of Pay ‘HATE MER |.-i‘-.m|:|unt |
l EG2 1099 Earnings | 10,000.00
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No taxes are deducted. The worker is responsible for filing all necessary
returns to the appropriate agencies.

[13 = |[Pippen Scatty - [ s e om0 |

Check. Lineg] td anual Ta:-:] Eeneral] Tax Overides  Preview l Employes Nntes]

EARMINGS: DEDUCTIONS:
EEZ 1099 Earning: = $10,000.00 FEDERAL TAXES:
Earnings SubTotal = $10.000.00

Taxes SubTatal = $0.00
MEMOS:

Met Arount = $10,000.00
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If a worker started out as a 1099, and then was hired as an employee, change
the Treat as EIN or SSN if applicable. Change the 1099 or Employee to W2

and change the Annual Form Type to W-2 &1099. This instructs Evolution to
produce both a 1099 and a W-2 for this employee. The 1099 will report all the
exempt earnings. The W2 will report all taxable wages, taxes, etc.

| | 2| @

Bn:uwse] EE Entr_l,l] Detailsl Address W2 ]FederalTa:-:] M otes ] HR ] Du:u:umentsl MailHDoml

Social Security Humber

003-55-1235

Treat as EIN or 55M

" 55M

1099 or Employee

" 1099

fo Wi-2

Annual Form Type Reszidential State

'wf-2 & 1033 -] WT |
Deceazed 1-9 on File
" Yes ¢ Mo e Yes " Mo
Statutory Employee 1099R
" Yes (e Mo
Digtribution Code
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Setting Up Reciprocal States

Reciprocal states are used when employees work in states that are different
than their resident states and they want to prevent owing state income taxes at
the end of the year. In order to have the reciprocal state income taxes withheld,
the employer must register and receive an employer ID number with the state
in which an employee resides.

1.

Ensure that employer has established an ID for reciprocating
taxes with the state.

Contact your Payroll Specialist if additional states are needed.
On the Details tab of the Employee-States window, select the
employee's home state for the State, SDI, and SUI boxes. If the
ID number for the employer has not been entered, the state will
not be available.

Select the appropriate Marital Status for the employee.

Save the changes.
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Examples
Employee Lives in a Taxable State (VT), Works in Non-Taxable state (NH)
1. Ensure that both NH and VT have been added to the employee.

2. On the Details tab for the non-taxable state (NH), specify the
following attributes:
e Home State Select NH
e Reciprocal Method Select Take Difference Between
e Reciprocal State  Select VT

3. On the Details tab for the taxable state (VT), specify the
following:
e Home State Select NH
e Reciprocal Method Select Take None
e Reciprocal State  Leave blank

Employee Lives in Taxable State (NY), Works in Taxable State (VT)
1. Ensure that both NY and VT have been added to the employee.

2. On the Details tab for the taxable state in which the employee
works (VT), specify the following attributes:
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e Home State Select VT
e Reciprocal Method Select Take Difference Between
e Reciprocal State  Select NY

3. On the Details tab for the taxable state in which the employee
resides (NY), specify the following:
e Home State Select VT
e Reciprocal Method Select Take None
e Reciprocal State  Leave blank

Employee Lives in Non-Taxable State, Works in Two States
In this example, the employee resides in NH (non-taxable), but works in both

VT (taxable) and NH (non- taxable).
1. Ensure that both NH and VT have been added to the employee.

2. In this example, you do not need to enter anything in the
Reciprocal Method or Reciprocal State because Evolution
knows to withhold the correct state tax depending on where the
wages are earned.

e |If the wages are earned in NH, no tax is needed, as the
employee is a NH resident.
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e If the wages are earned in VT, then the system will
correctly withhold the tax.

On the Details tab for VT, specify the following attributes:
e Home State Select the state in which the employee
works most.
e Reciprocal Method Select Take None
e Reciprocal State  Leave Blank

On the Details tab for the taxable state in which the employee
resides (NH), specify the following:
e Home State Select the state in which the employee
works most.
e Reciprocal Method Select Take None
e Reciprocal State  Leave blank

When keying the payroll, be sure to attach NH to the SUI field of
each check line, whenever the employee worked in NH.
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Employee Lives in Taxable State (MA), Works in Taxable State (NY),
Specifies Extra Tax.

In this example, the employee resides in MA (taxable), works in both NY
(taxable) and MA (taxable), and specifies that $10 extra in tax be withheld.

1.
2.

Ensure that both MA and NY have been added to the employee.
On the Details tab for NY, specify the following:

e Home State Select NY

e Reciprocal Method Select Take Flat Amount
e Reciprocal State Select MA

e Reciprocal Amount/Percent Enter 10.00

On the Details tab for MA, specify the following:

e Home State Select NY
e Reciprocal Method Select Take None
e Reciprocal State Leave Blank

When keying the payroll, override the check lines whenever the
employee works in NY.
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Setting Up Locals
There are two methods for setting up locals for employees:
e From the EE Entry tab of Employee —Employee window.
e From the Employee — Locals window (as detailed in the prior section).

However, most employees can be set up from the EE Entry tab of Employee —
Employee window.

Employee — EE Entry window
Use this method if you are setting up a basic local. This method is a quick entry
method. If you have to enter any overrides, use the Employee — Locals method.
There are some fields in the Employee — Employee -local’s grid that can only
be populated from the Employee — Locals window.
To assign local taxes to an employee, do the following:

1. Click Employee and then click Employee.

2. Click the EE Entry tab.

il
3. Click the Locals button Mto select local taxes for this
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employee.

4. Evolution displays the Locals window. Select a local tax in the

Comﬁani Local Tax ﬁane and click the Add button \d .

Company Lacal Tax

3 Local = |State|Tax Rate |Next Tan Hate|Tax Armnount |Next Tan Amount| Misc Amount| Mext Misc. Amount| Mext Migc ™

[d\Mew Yok City Mon-Res. |NY

A
2
Employee Locals [ Sort by County/Local &' %

3 County Lacal = |Exempt Exclude| Always Deduct| Misc Amount| Filler L
4

Mew York. City Mon-Res.

|

County % Ot T axable Wages '?;!";-rvzy[:edu':t  Mever
" Mo Ovenides
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5. Specify the following data for the local:

County: Read-Only. The county for the local tax
will auto-populate based on the system
setup.

% of Taxable Wages: Type the percentage of taxable wages.

Evolution takes the taxable wages and
prorates them by this percentage and only
taxes the employee for the prorated
percentage of wages.

Always Deduct: Always: The local tax is always deducted,
unless you manually block it on the check
or check line. Cannot be overridden, only
blocked.

No Overrides: This local tax will be
included in local taxable wages, only on
check lines that have no local overrides
attached. This option gives you the
flexibility of overriding the local.

Never: The local tax is not always
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deducted. This option works with D/B/DI/T,
job, check and check line overrides. You
must select the local tax either as a
default for the D/B/D/T or for the job, or
override it on the check or check line. If
not set up as a default, or overridden
manually on a check or check line, this
tax will not be deducted.

6. Click on the OK button to save the new local.

Misc
Sort by County/Local:

Remove button

% .

Selected: Will sort the Employee Locals
first by County, then by Local within that
county.

Not Selected: Will sort the Employee
Locals in alphabetical order.

Select a local in the Employee Locals pane, and click on the Remove button,
and it will remove that local from the employee.
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Payroll

Using the Payroll Expert to Create a Payroll
Evolution provides a wizard called the Payroll Expert to help you create a
payroll. To use this wizard to create a payroll, do the following:

1. Click Payroll.

2. Evolution displays the Payroll tab of the Payroll-Payroll window.
Click the New Payroll Expert button.

-~ Evolution 8.0.0.96 [zeus] - Payroll - Payraoll =100 x|
r A ERE R R A ls SR - BRSNS I | AR E
= Client
= Thomas English-Do Not Touch
= Company

i Emplayee | Company | Notes  Faymol |

& Payol Display Payrolls As OF [11/15/2006 - [ Open Payroll
Z: Repoits
rn  ~[checkDate -|EhatkDate Statuslﬁthedu\edlwpelﬁt '|5lalusDate | B
e M he
e 2 1172442006 N s R P 11/6/2006 2:46:36 PM
Paprell Check Comments Run Nbr ¥ Create Payrol
| 58 Review
Type ——
Regular = {7 Submit Payrol
Block Agencies et e i | e e 3
11/24/2006 -
" Fepotts ' Both
CYes & No Actusl Callin Date =] oyt
" Checks  ( Mone =l
) Copy Payrel
2 Hep New Payll Expent_ | Bach |
) Exit —
view || Task Queue: 0 Total; 0 Finished | UserID: rematetrain [ Recd: 4.51M 10.5Mjsec Sentizz4zK g
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3. Evolution starts the Payroll Expert. Specify the following
information as requested by the Payroll Expert:

Evolution displays the payroll notes. These notes may include items such as
special procedures for running the payroll.
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Payroll Expert
— -

01

E\y

N
2o
YT

Motes Entered on the Co-General,
Co Info, General Business tab in the
Fayroll Motes Field will show on the
Motes tab of the Payroll, Payrall
wir oy,

Type any payroll comments you wish to appear in the check comments (memo
section) of the check stub of each check within this payroll. You may also
change or add to these comments on the individual employee checks.
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Flease, enter payrall check
comments below.

Next ™

For the type of payroll, select Regular.
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Flease. choose payroll type.

~]

Next ™

The Wizard then confirms the Scheduled Payroll Date. This date is generated
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by a calendar administered by your customer service representative. You may
change this date, and it will be updated on your Calendar. However, if you need
to add a new date, you need to contact your customer service representative.

Payroll Expert x|
= s L

- [\

» X
o
e

B

This is the current scheduled check
date. Flease, make necessany
changes.

Mext [

Select whether or not to block agencies. If Yes is selected, no agency checks
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will be created. If No is selected, all agency checks will print.

Payroll Expert
— _
'l .{I

Block all agencies?

" Yes f+ Ha
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Select whether or not to block checks or reports. If Reports is selected, all
reports that would normally print with the payroll will be blocked. If Checks is
selected, all checks created in this payroll will not print. If Both is selected,
checks and reports associated with the payroll will be blocked. If None is
Selected, all checks and reports associated with this payroll will print. None is
the default selection.

ayroll Expert
]

Block Checks/Repons?

{~ Beports
= Checks

" Both

MNext [
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Select whether or not to block Time Off Accrual. If All is selected, all accrual
and usage of time off will be blocked. Time Off Accrual balances will neither
increase nor decrease in this payroll. If Accrual is selected, time taken from
time off accruals will be recorded but time off will not accrue during this payroll.
Balances will not increase. If None is selected, time off will accrue and reduce
normally. None is the default selection.

Payroll Expert |

Block Time Off Accrual?

Al i+ Mone
 Accrual

MNext [~
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Evolution now begins to create the batch.
Select the pay frequency of the batch, if your company uses more than one pay
frequency.

Payroll Expert

e
£l

Flease, select frequency.

MNext ™
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Select the beginning date of the batch. For the default value, Evolution
calculates the next scheduled check period begin date. If you change this date,
Evolution will ask you if the changed date is the new scheduled date. If you
select Yes, the begin dates for this and all subsequent batches will be based
on the new date.

Payroll Experkt

This is the current scheduled
period begin date. Flease, make
necessany changes.
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Select the end date of the batch. For the default value, Evolution calculates the
next scheduled check period end date. If you change this date, Evolution will
ask you if the changed date is the new scheduled date. If you select Yes, the
end dates for this and all subsequent batches will be based on the new date.

Pavyroll Expert
— -

This is the current scheduled
period end date. Please, make
necessary changes.

MNext
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Select whether or not to pay salary. Evolution will pull the salary amount
populated on the EE Entry tab of the Employee-Employee window. The
default selection is Yes.

Payroll Experkt
.

" i

Fay Salar?

" Yes = Mo
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Select whether or not to pay standard hours. If Yes is selected, Evolution will
pull the amount populated in the Standard Hours field of the EE Entry tab of
the Employee-Employee window and will apply this amount on the check to
the Regular Hours E/D code. If No is selected, Standard hours will not be
applied to the Regular Hours E/D code and will not be brought into the checks.
The default selection is Yes.

Payroll Expert
= T l‘w 1

Fay Standard hours?

i+ ‘ez " No

MNext [

326



Select whether or not to load payroll defaults. If Yes is selected, Evolution uses
the E/D defaults set up for this company when it creates checks for this batch.
If No is selected, Evolution will not use the E/D defaults set up for this company
when it creates checks. The default selection is Yes.

Payroll Experkt

ix
L

Load payroll defaults?
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If desired, select a default check template for the batch (i.e. Bonus Check).

Payroll Expert
: A

Flease, select a default check
termplate far this batch or leave it
blank.

MNext
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If desired, select a payroll filter.

Payroll Expert

Fleasze, select a payroll filter far this
batch ar leave it blank.

Next ™
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Select whether or not to auto-create checks. If Yes is selected, Evolution will
automatically create checks for active employees in the previously selected
frequency. If No is selected, Evolution will not auto-create checks. You will
have to create each check individually after the batch is created.

Evolution x|

@ “whould pou like to auto-create checks for this batch?

GND |
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Evolution displays the newly created batch. To key checks, click either the

Quick Entry button or the Checks button and begin.

R e N I - - - (VAR
Thomas English-Do Mot Touch 1 74772006
; Company
= Employes Batch | Quick Entryl Guick Entry WO verides | Eamings and Deductionsl Tanes | Impiort |
& Payroll 3 Bat... = | Period Begin D ate |F'eri0d End D ate |Frequenc:y| A
Z¢ Reports » 3/16/2006 3/23/2008 B
e Misc =
]
Payroll Filker —Pay Salary
I j ® Yes Mo E'j Create Batch |
Faproll Check Template
I d —Pay Standard Hours Refresh ED
Frequency & Yes Mo
o
Biiweekly - Refresh ED Mo Man
~Load Payroll Defaults——
Period Begin Date Period End Date AR LRI DAL @ Delete Batch
[2r16/2008 =] [3/2ar2008 =] & Yes © Mo
Batch Creation Opti
S CIEEII B [~ Calculate Scheduled ED: | SelectEEs from List [~ Create 945 Checks
Checks per EE
Pay Create Check.
I‘I 3' Lo i Salary Houry ‘ ’7(:' Regular ¢ Manual ¢ 3rd Party
' Help — .
= %? Payroll @ Mew Batch Expert Check. Guick Entry Q
Al Exit
View || Task Queue: 2 Tatal; 2 Finished | UserID: rematetrain |_|Recd: 2.53M 9.0Mfsec Semt:27.31K
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Creating the Payroll Using the Create Payroll Button
1. Click Payroll.
2. Evolution displays the Company tab of the Payroll-Payroll
window. If the company is not open, click the Open Company
button.

€~ Evolution 7.5.41.1 [odin1] - Payroll - Payroll

Admi ’ 7 ;
G cariv JiG I N sl e e T o o] S
ﬁé Client o
— Thomas Englich-Do Mot Touch
_sl‘ Lampary
7% Employes | Company | Motes | Papoil]
& Payrol Comparg| ] Onen itered By 0/B/0/T/PG || g Open Fibered By EES551 o |
Z: Reports <
?ICompany Mumber 'iCompany Marme: i o)
oo Misc bkt .
YEEEE Thomas EnglishDo Not Touch
P ]
2 Heb Hew Peyiol Expet | B Batch
Al it
view || Task Queve: 0 Total; 0 Finished | Usero remotetrain | Recd: 4.73M 10.6Msec_Senti73.24K
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3. Click the Payroll tab.

4. On the Payroll tab, which lists the payrolls for the company, click
the Create Payroll button.

- Evolution 8.0.0.96 [zeus] - Payroll - Payroll ] |
Bus RS- eso2 % % S e o v X #

S Client |
— Thomas English-Do Mot Touch
=l Company

7% Emplopes Company | Notes  Payrol |

I # Payol Display Payrolls As OF |11/1 5/2006 v[ & Open Pavrol |

Z|: Reports

i 3 Fiun = |Check Date - | Check Date SlaluslSchaduledl Type|5l... hd | Statuz Date | 1=
e
LPE 4 1142442006 il A R F 11/6/2006 2:46:36 PM

Payroll Check Commerts s T2 . Run Mbr 3% Create Payrall
~Blocl —
Al @ No = i@ 5B Review
Type —_—
i Accnual Feqular - [&F Submit Payroll
Block Agencies ~Block Checks/Reports— E:ZTES;;E =
" Repots % Both =
" Yes (& No Actual Call-n Date [ Delets Payroll
" Checks  Mone I ﬂ
@ E Copy Payrall
2 Help New Payroll Expert | [= Batch |
EI Exit
Wigw |Task Queue: O Total; 0 Finished |LIserID: remiotettain |_|Recd: 4.51M 10.5Mfsec  Sent:3z.42K 2
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5. Specify the information for the payroll. For more information
about creating payrolls, see the following sections.

6. Click the Post Changes v button. Evolution posts and
commits the payroll. It displays the Batch tab of the Payroll-
Batch window.

Creating the Batch
You can create one or more batches for a payroll. Most payrolls require only
one batch. You may want to create more than one batch for the following
reasons:

e To pay hourly and salary employees separately.

e To pay employees with different pay frequencies in the same

payroll.
e To allow different users to key different batches.
e To apply a template to a batch.

1. Click the Create Batch button (or press ALT+INSERT).

2. Evolution creates the batch and loads the default data. Specify
the information for the batch.
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3. Click the Post Changes ﬂ button to save the changes to
local memory.

<~ Evolution 7.5.41.1 [odin1] - Payroll - Batch

L g : o
(@) Admin B-H - FAaATE ¥ OW O B o
f,‘é Client =
- Thomas English-Do Not Touch #1 6/30/2006
=k Company
ﬁ'ﬁ Employee Batch | Quick Enlryi Quick Entry Wz’Dvenidesi Earnings and Deduct\onsi Tanes i Impot i
& Papol 3 Feriod Begin Date ‘lPeriDd End Date lFrequency! e
2t Beports » - 2/16/2006 | 2/23/2006 B
see Misc =
]
Payrall Filter ~Pay Salary
I :J & Yes ‘ E| Create Batch I
Paprall Check Template
I —vJ Pay Standard Hours % Fefiesh ED |
Flequenc_v * ‘Yes (“ No
: Refresh ED Mo kan |
~Load Payroll Default:
Period Begin Date Period End Date fowiin et @ Dielete Batch
& ‘es ~Na elete Batc
|2416/2006 | 2232008 |
Batch Creation O pti
SR ¥ Caleulate Scheduled EDs [ SelectEEs flom List [ Create 945 Checks
Checks per EE
Pay ‘Create Check:
1 H' {5’ All " Salary " Hoully ‘ {ﬁ' Reqular ¢ Manual & 3rd Party
21 |
2 Help %? Payral i Mew Batch Expert I I
A it
View | Task Queue: 0 Tokal; 0 Finished | UserID; rematetrain ,_ iRecd: 1,35M 11.3Mfsec Senki10.67K 7|
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4. Evolution asks if you want to automatically create checks. Click
YES to auto-create checks in most situations.

Evolution x|

@ Whould pou like to auto-create checks for this batch?

5. Evolution creates checks for the batch. To create additional
batches, repeat steps 1 through 4 for each batch.

6. If you want to import time-entry data, such as from a time clock,
click the Import tab and import your data.

7. Click the Quick Entry button. Evolution displays the Quick Entry
tab of the Payroll-Batch window.
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Keying the Checks
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Click on the Quick Entry Tab and do the following for each check:

1. Verify that the sorting order is appropriate for entering your check
data. The default sort order is set up at the company level.

e To change default sort order, contact your CSR.

e To sort the current list differently, click the label of the
column you want to sort by. The first click sorts the list in
ascending order, the second click sorts the list in
descending, and the third click will sort the data as it was
originally displayed.

2. Type the Amounts or hours for each check.
e To move to the next column in a check, press ENTER or
the Right Arrow. From the last column, press ENTER to

move to the first column of the next row.

e To move to the next check, press the Down Arrow key. If it
is the last row, Evolution creates a new check.
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The Amt Salary, Hrs Regular, and Amt Regular columns are
shown by default. Right click the list to add or delete other E/Ds.

If necessary, display the Payroll-Check window to be able to
enter additional detail for the check. To display the Payroll-
Check window, do any of the following:

e Double-click the check.

e Select the check and click the Check button.

e Select the check and press CTRL+ENTER.

Evolution displays the Payroll-Check window. If necessary, enter
the detailed data for the check.
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5. Click the Batch button to return to the Quick Entry tab of the
Payroll-Batch window.



6. On the Payroll-Batch window, click the Batch Totals button.
Evolution displays the Earnings and Deductions tab. Verify the
totals for each E/D code for the batch and the number of checks.

G- Evolution 7.5.41.1 [odin1] - Payroll - Batch |

ﬁ&l, Admin E I "’1 B 2 & @ 'z E.J @ o o o
!% Client B =
= Thomas English-Do Not Touch #1 673072006 Checks: B
2 Company
G Employes | Batch ] Quick Entryl Quick Entry W4Overides  Earmings and Deductions ] Tares % Import ]
@ Payroll | I~ Displap User Entries Separately [~ Display Tatals By Check Type
2_| Reports 3 E/D Code ']Dascriplion ]HDursfPie.. lAmour i 3 EE Code |Employes Mame ]HoursJP\e ..JAmount A
s Misc Do Wiz Butler Rhett G 75.00 7BR
= _|Doz Checking Account Employes 1039 | |
|03 Advance Evang Dale | 80.00) 7aTL
_ |05 Child Support Jones Tom | 80,00 0l
_|DO6 401k Webb Charlotte B a0.00 800.1
_|D1o Union Dues | 1.04) “Wwilliams Fioy b 20,00 1440010
_|EOT Salary 5.0
L EO2 Fiegular 3.4
_|ED3 Average Overtime |
| |MOE Pension Match
M sl
o] JEi ¥ | ¥
- Help 5 =
= |7-f? Payroll Mew Batch Expert Check
EI Exit
Wiew ”"[‘asi&‘Queue: DTutaIJ-D I;\rnshed "L‘l‘se;laz remu‘te{ra\‘n‘ i .:ﬁec‘d:-l.égl-\'l_é-‘Sﬁp’-sec -Sentzliﬁk ',

341



If the totals or the number of checks are incorrect, do the following:

a. Select the E/D code with the incorrect amount from the left pane.

b. Select the employee in the right pane.

c. Press CRTL+ENTER to display the Check Lines tab of the
Payroll-Check window.

d. Correct the check.

e. Click the Batch button to return to the Payroll-Batch window

> You can filter the list and move its columns to aid in
verifying the totals.

f. Click the Complete Payroll button to go to the Payroll-Payroll
window.
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Pre-Processing the Payroll

Pre-processing allows you to check the totals of the payroll without actually
processing the payroll. However, pre-processing does not update liabilities,
targets, or time off accruals. To pre-process the payroll, do the following:

1. Open the Payroll-Payroll window and click on the Payroll tab.

2. Click the Pre-Process button. Evolution will display the following
message. Select OK.

Evolution x|

@ Are pou sure you want to pre-process this payroll’?

3. Evolution pre-processes the payroll. Verify the totals.
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Submit the Payroll
Submitting the payroll puts the payroll in a queue so that it may be processed
by a CSR. There are two methods for submitting the payroll.

e If you do not need your Payroll Specialist to review the
payroll, click the Submit Payroll button on the Payroll tab
of the Payroll-Payroll window. The Payroll Specialist then
processes the payroll normally.

e If you need your Payroll Specialist to review the payroll,
click the SB Review button on the Payroll tab. Evolution
submits the payroll, but puts it on hold and prompts you to
email your Payroll Specialist. The Payroll Specialist then
reviews the payroll, addresses any issues, and processes
the payroll.

Once the Payroll is submitted and waiting to be processed, Evolution locks the
Employee windows until it is processed to protect the integrity of the data in the
payroll.

You can verify the status of the payroll, on the Payroll tab of the Payroll-
Payroll window.



Payroll-Payroll Window

This section describes the data and functions of the Payroll-Payroll window.
Each window of the Payroll level of Evolution will be discussed prior to the
description of how to create, key, and submit a payroll for processing by your
Payroll Specialist. It is advisable to read through the whole topic before
proceeding.
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Company Tab

Upon entering the Payroll-Payroll window, the first tab is the Company tab.
This tab allows you to select the company for which you wish to key a payroll.
There are three ways that you may choose to open a Company using the
buttons located above the Company grid. They are:

B Open Compary Clicking this button loads all of the data for the Company
selected in the Company grid and displays the corresponding Details tab. In
payroll, you will either be directed to the Notes tab or the Payroll tab. Where
you are directed is based on whether or not there are payroll notes loaded for
the company by your Payroll Specialist on the General Business tab of the
Company General- Co Info window.

(24" Open Fikered By D/B/D/T/PG Clicking this button allows you to filter the selected
company data by division, branch, department, team, or pay group. Once you
click on this button, a dialog box will appear and then you may enter the text
you wish to match. An example of such text is department code.

4§ Open Fitered By EE# S5 Nome Clicking this button allows you to filter the selected

company data by employee number (employee code), social security number,
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or employee name. Once you click on this button, a dialog box will appear and
then you may enter the text you wish to match. An example of such text is an
employee last name like Evans.

The Company Grid allows you to view all of the companies for which you have
access. The grid lists each company by Company Number and Company
Name.

New Payroll Expert Button News PayrollExpert

Click this button to start the Payroll Expert, which is a wizard that helps you
create a Payroll. For more information, see Using the Payroll Expert to Create
a Payroll.

Batch Button fatch |
Click this button to display the batches for the selected payroll.
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Notes Tab
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Any Notes associated with payroll may be entered here. Additionally any notes
entered by your Payroll Specialist in the Payroll Notes field of the General
Business tab of the Company-General -Co Info window will also display here.
These notes may include details regarding special procedures for running a
company’s payroll that a processor should be aware of before keying payroll.
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Payroll Tab
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Display Payrolls As Of
Select a date to filter the Payroll List grid. Payrolls with a check date that falls
before the date selected will not be displayed.

(& Open Payrol Click this button to load the data for the payroll
selected/ highlighted in the Payroll List grid.

Payroll List Grid
Run: The run number of the payroll.
Check Date: The check date of the payroll.

Check Date Status: Informational only (Do not use)

Z =

Informational Only (Do not use)
Scheduled: Y: The payroll is a scheduled payroll.
N: The payroll is not a scheduled payroll.
Type: Quarter End Cleanup (QEC)

w =

Service Bureau Correction

351



C: Client Correction

D: Tax Deposit

E: Set Up Run

I:  Import

M: Misc. Check Adjustment
R: Regular

T: Tax Adjustment

V: Void/ Reversal

> Payroll types and their applications will be discussed in a later section.

Status: C: Completed and on the queue waiting to be processed.
H: On Hold for SB approval
I: On the Task Queue being processed
P: Processed
V: Void
W: Waiting to be submitted for processing.
Y: Payroll is on the queue pre-processing

Status Date: The date and time the status was last changed.

As with other grids, you can filter the payroll list by clicking the Filter List EI
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button. You will then need to specify the parameters of your filter.

You can view the specific details of each payroll by selecting it in the grid and
viewing the information below the Payroll List grid.

Payroll Check Comments:

Block Agencies:

Block TO Accrual:

Block Checks/Reports:

Enter the comments that you would like to
appear on each check stub in this payroll.

Required.
Yes: No agency checks will be created.
No: All agency checks will print.

Required.

All: Blocks both accrual and usage of all
Time Off Accruals.

No: Time Off Accrual is used and accrued
normally.

Accrual: Blocks time off from accruing but
still allows time used to be recorded and
deducted from the Time Off Accrual balance.

Required.
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Run Nbr:

Type:

Reports: Block the printing of reports with
this payroll.

Checks: Blocks the printing of checks with
this payroll.

Both: Blocks the printing of both checks and
reports with this payroll.

None: Prints checks and reports with this
payroll.

Required.
The run number of the payroll. Defaults to
the next available number.

Required. Select the type of Payroll:

e Regular: A normally scheduled
payroll.

e Supplemental: Not a regular payroll,
such as for commissions, bonuses,
etc.

e Reversal: A payroll that voids another
payroll.

e Client Correction: A payroll used to
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correct another payroll because of a
client initiated change.

The following Payroll types are for Service Bureau use only:

Check Date:

Set Up Run

Misc. Check Adjustment
SB Correction

Tax Adjustment

Wage Adj with Qtr
Wage Adj no Qtr

Tax Deposit

Import

Backdated Set Up

Required.

Defaults to the next available check date.

To select a check date for payroll, right —click
somewhere in the grid or the check date field
and a list of scheduled check dates will
appear for you to make your selection.
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Actual Call In Date: Informational Only.
Does not affect calculations. Enter the date
the payroll was actually called in.

Function Buttons

Y Create Payoll | )i this button to create a new payroll.

@ 5B Review

Click this button to put selected payroll on hold until reviewed
by the Payroll Specialist.

@ Submit Payrall

Click this button to submit the selected payroll to the Payroll
Specialist for processing.

% Pre-Process

| Click this button to pre-process the selected payroll. Once a
payroll is pre-processed, you can run any report that does not use liabilities
processing to confirm the validity of the payroll data.

G Dokte Fayol | Click this button to delete the selected payroll. Only non-
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processed payrolls can be deleted. Once deleted, this payroll cannot be

recovered.

Copy Pavrall

Click this button to create a copy of the selected payroll.

» To open an existing payroll, select it from the Payroll List grid and click
the Open Payroll button. The following tabs will be visible:

Block E/Ds tab

Checks tab

Earning and Deductions tab
Tax tab

Time Off tab
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Block E/Ds tab
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This tab allows you to block specific scheduled earnings and deductions on all
checks within a particular payroll prior to processing the payroll. You may also
block individual E/Ds on individual employee checks on the General tab of the
Payroll-Check window. To add or delete from the E/Ds List grid, use the Add

ﬂ or Delete ﬂbuttons located on the right side of your screen. Using the

Il
Create Record ™ button will create a new payroll, not an individual entry to

this list. Using the Delete Record 7 from the toolbar at the top of your screen
will delete the entire payroll, not an individual entry from this list.

Using the Add Buttonﬂ, create a new entry to the E/Ds List grid.

1.

2. In the EE Scheduled E/D Code field, select an E/D that you
would like to add to the list.

3. Select the Block option you would like to associate with the
selected E/D. The Block flag defaults to Yes, which will exclude
the E/D from the payroll. If you select No, the E/D will be included
in the payroll.

4, Post changes v to local memory.

5. Repeat steps 1-4 until all E/Ds you wish to block are added to the
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grid.
6. If Evolution has not already done so, click the Commit Changes
= | button to commit your changes to the database.
7. To Delete an E/D from the list, highlight the E/D you wish to
remove on the grid. Click the Delete button.
8. Save and Commit changes.

> It is not necessary to add all E/Ds associated with your company
to this list. It is sufficient to only load the exceptions or the E/Ds
you would like to block on all checks.

Button Toolbar
An additional option has been added to the button toolbar located at the bottom
of your screen.

&7 Pavroll Clicking this button will take you back to the Payroll-Payroll
window.
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Checks tab
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This tab is a summary of all checks within a selected payroll, including checks
in all batches associated with each payroll (check date). All checks created
within the selected payroll are listed on the Checks grid. To view individual
check details, double click the check line on the grid.

Check Grid

Batch: The batch in which the check was created. This
number is assigned by the system and cannot be
changed.

EE Code: The employee number (Code) for the employee;
originally entered on the Employee-Employee, EE
Entry tab.

Employee Name: The name of the employee for whom the check was
written.

Gross Wages: The gross wages on a check. This figure will only

populate if a processed or pre-processed payroll
has been selected.
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Net Wages: The net wages on a check. This figure will only
populate if a processed or pre-processed payroll
has been selected.

Check Type: The type of check created for each employee.

e Regular: A standard payroll check.

e Manual: A payroll voucher that updates YTD
information for an employee that was paid
outside of Evolution.

e Void: A check that nullifies a previous check.

e 3"Party: A payroll voucher that updates
year to date information for an employee who
was paid disability wages outside of

Evolution.
Serial Nbr: The serial number of the check.
> Checks resulting in a net direct deposit have a unique identifying

number. To differentiate these unique numbers for direct deposits, these
serial numbers are assigned a negative number (ex. —164).
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Check Status:

The status of the check. The options are as follows:
e Qutstanding
e Cleared
e Void
e Write-Off
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Earnings and Deductions tab
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This tab displays E/Ds applied to a payroll. This tab is best used for confirming
user-entered data. To use it to verify all E/Ds applied within a payroll, you must
pre-process the payroll.

Display User Entries Separately

When selected, this checkbox displays the Sched column, which displays the
data and sorts it based on how it was entered. Data is sorted in the following
categories:

U The E/D was entered the line by the user. Timeclock imports
and auto-posting are considered to be user-generated lines.

S The E/D was entered by the system.

Display Totals By Check Type

When selected, this checkbox displays the Check column, which displays the
totals by each check type. For example, regular and manual check type totals
are shown separately. See the previous description of Check types.

E/D Browse Grid
This is the grid on the left hand side of the screen. This browse grid displays a
list of all E/D codes included in the payroll.
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E/D Code: The identifying earning or deduction code.
Description: The name of the E/D created at the Client level

Hours/Pieces: The total hours or pieces for the selected E/D code that
were applied in the payroll.

Amount: The total dollar amount for the selected E/D code that was
applied in the payroll.

Count: The number of checks to which the E/D code was applied.
Employee Browse Grid

This is the grid on the right hand side of the screen. This browse grid displays a
list of employees to whom the E/D code was applied in the payroll.

EE Nbr: The identifying employee number (code).

Employee Name: The employee to whom the E/D was applied.

Hour/Pieces: The number of hours or pieces to which the E/D code was
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applied in the payroll.

Amount: The amount of the E/D code applied to the employee
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Tax tab
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This tab is a summary of the total taxes calculated within a selected payroll,
including taxes in all batches associated with each payroll (check date). All
calculated taxes applied within the selected payroll are listed on the Tax grid.
To view individual tax details, click the tax line on the grid. This tab is best used
for identifying system-generated information versus user-entered data. To use
it to verify taxes applied within a payroll, you must pre-process the payroll.

Display User Entries Separately
When selected, this checkbox displays the OVRD column, which displays the
data and sorts it based on how it was entered. Data is sorted in the following
categories:

Y The tax was overridden by a user.

N The tax was not overridden by a user.
Tax Browse grid (left pane)
OVRD: Indicates whether or not the tax figure was overridden.
Description:  The description of the Tax applied to the payroll.

Amount: The total amount of the tax calculated in the payroll.
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Count: The number of checks that composed the total amount of the
calculated tax.

Employee Browse Grid (right pane)
EE Code: The identifying employee number (code).
Employee Name: The name of the employee.

Amount: The tax amount calculated within the selected payroll for
the employee.
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Time Off tab
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Because the time clock-import process does not involve actually keying check
lines, it does not activate the Check Time-Off Balance function. (Check Time
Off Balance flag on the Details tab of the Company-Miscellaneous-Time Off
Accrual window) This tab, therefore, is helpful when importing time clock data.
It displays employees who have checks in the payroll that cause the employee
to exceed the Current Balance available on the Details tab of the Employee-
Time Off Accrual window. The payroll does not need to have been pre-
processed or processed for this to run.

Click the button to perform this function. If there are any
results generated, an employee browse grid with two columns will display. The
first column will list the EE Code of all individual employees who have
exceeded their Current Available time off accrual balance. The second column
will list the Serial Nbr of the check in which the employee has exceeded their
Current Available balance for time off accrual.
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Payroll-Batch Window
This section describes the data, features and functions of the Payroll-Batch
window. Each window of the Payroll level of Evolution will be discussed prior to
the description of how to create, key, and submit a payroll for processing by

your Payroll Specialist. It is advisable to read through the whole topic before
proceeding.

¢~ Evolution 7.5.46.1 [odin1] - Payroll - Batch
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Batch:

Period Begin Date:

Period End Date:

Frequency:

The number used and generated by Evolution to
identify batches.

For the default value, Evolution calculates the next
scheduled check begin date. If you change this
date, Evolution will ask if the changed date is the
new scheduled date. If you select Yes, begin dates
for this and all subsequent batches will be based on
the new date.

For the default value, Evolution calculates the next
scheduled check end date. If you change this date,
Evolution will ask if the changed date is the new
scheduled date. If you select Yes, end dates for this
and all subsequent batches will be based on the
new date.

The batch frequency. Options are:
Daily

Weekly

Bi-Weekly

Semi-Monthly
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e Monthly
e Quarterly

> Once the checks have been either auto created or manually
generated, Evolution will not allow the frequency to be changed.

Batch Details
Payroll Filter: The name of the payroll filter applied to the batch.

> Filters give you the ability to have salary checks and hourly checks in
separate batches or to create different batches for different division,
branch, department, or teams. These are created at the Company level.
Contact your Payroll Specialist if needed.

Payroll Check Template: The check template applied to the batch.

Frequency: The frequency of the batch. Default value
pulls from the Company level. Only employees with
this frequency will be pulled into the batch.

Period Begin Date: The beginning date of the pay period of the
batch.
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Period End Date:

Pay Salary:

Pay Standard Hours:

Load Payroll Defaults:

E Create Batch

The ending date of the pay period of the
batch.

Yes: Salaried employees are paid in this
batch.
No: Salaried employees are not paid in this batch.

Yes: Hourly employees are paid their standard
hours.
No: Hourly employees are not paid their
standard hours.

Yes: Evolution uses the E/D defaults set up when it
creates checks for this batch.

No: Evolution does not use the E/Ds defaults set up
for this company when it creates checks for this
batch.

Creates a new batch for the selected payroll.

377



Refresh ED

24 Refresh ED Mo Man

Refreshes the scheduled E/Ds by reloading the
default E/Ds. Typically, you would refresh scheduled
E/Ds in the following situations:

o When copying a payroll from another
payroll, but the scheduled E/Ds are
different.

. When you realize after you have

created the batch that you didn’t set
the defaults for the scheduled E/Ds
correctly and you would like to correct
them.

When selected, Evolution will refresh all the
scheduled E/Ds that were deleted or changed on
check lines for regular check types only. It will not
refresh a manual check type.
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Delete Batch
G2 Dekte Batc Deletes the batch for the selected payroll.

» You can only delete a batch from a non-processed payroll. If a batch is
deleted, it cannot be restored.

Batch Creation Options
Checks Per Employee: The number of checks to create for each
employee in this batch.

Calculate Scheduled E/Ds: When selected, Evolution calculates the
scheduled E/Ds while creating the batch.
When cleared, Evolution does not calculate
the scheduled E/Ds while creating the batch.

> Clearing this flag speeds up batch creation by 10%.
Select EEs from List: When selected, the user may select the
employees to create checks for in this batch.

The user may select from a list including
active and terminated employees.
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Create 945 Checks:

Pay:

Create Checks:

Payroll:

When selected, 945 checks will be created.

When selected, each flag performs the
following function:

All: Pays all employees in this batch
Salary: Pays only salaried employees in
this batch

Hourly: Pays only hourly employees in
this batch

The type of checks to be auto created in the
batch.

Regular: Evolution creates regular
checks in this batch

Manual: Evolution creates manual
checks in this batch.

3" Party: Evolution creates 3" party
checks in this batch.

Clicking this button will take you back to the
payroll this batch is a part of on the Payroll
tab of the Payroll-Payroll window.
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New Batch Expert Button: Click this button to start the Batch Expert,
which is a wizard that helps you create a
batch. For more information, see Using the
Payroll Expert to Create a Batch.

Check Button: Click this button to display the Check Lines
tab of the Payroll-Check window for the
selected batch.

Once a new batch has been created and saved, the button toolbar will also

include the Quick Entry button DBy, | The Quick Entry
button is displayed only when creating a batch to help guide you through the
payroll process. Clicking this button will display the Quick Entry tab.
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Quick Entry Tab

Evolution 7.5.41.1 [odin1] - Payroll - Batch
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The Quick Entry tab is for quick entry of check data. By default, it allows you to
enter the following data:

e Salary Amount
e Regular Hours
e Regular Amount

You can, however, change these columns by adding or deleting columns by
right clicking the list.

Quick Entry Browse Grid
Type: The type of check created in this batch.

Notes: Y: The employee has notes.
N: The employee does not have notes.

EE Code: The identifying employee number.
Name: The employee to whom the check belongs.
Amt Salary: The amount of salaried earnings.
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Hrs Regular: The number of the hours.
Amt Regular: The amount of the earnings

> Checks highlighted in Yellow have employee notes associated.
Employee notes are loaded at the Employee level.

Employee buttonﬁl: Clicking this button will display the Employee-
Employee window.

Employee Rates=2 Clicking this button will display the Employee-Pay

Rate Info window.

Button Toolbar
An additional option has been added to the button toolbar located at the bottom
of your screen.

Batch Totals |This button is displayed only when creating a batch to

help guide you through the payroll process. Clicking this button will display the
Earnings and Deductions tab.
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Quick Entry W/Overrides tab

& Evolution 7.5.41.1 [odin1] - Payroll - Batch
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The Quick Entry W/Overrides tab allows a user to override D/B/D/T
assignments, job codes, shifts, and various other fields on a grid instead of
keying the data on the Check Lines window. The tab is basically a quick entry
screen with override capability.

Each user workstation can be customized by company. Evolution will hold the
settings. To customize the grid, right click and choose the appropriate field to
add. Once added, the columns may be dragged and dropped to further
customize the order and placement of the columns.

386



To view the detail of a check, double click the grid lines and it will bring you to
the actual check lines.

<~ Evolution 7.5.41.1 [odin1] - Payroll - Check
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Earnings and Deductions tab
This tab displays E/Ds applied to a batch. See previous section for a detailed

explanation of each field.

Taxes tab
This tab is a summary of the total taxes calculated within a selected batch. See

previous section for a detailed explanation of each field.
Thomas English Checks: 1

Eompany] Motes I F'ayrull] Block E.-"DS] Checks] E amings and Deductions  Tax ]Time fo]

[ Dizplay User Entries Separately

3 Description - ‘.-’-‘«mount |E0unt A 3 EE Code |Emp|0yee Hame Amount A
M FEDERAL_TAX | T Evans Dale 10,00
_|FEDERAL_TAXABLE WAGES 740.00

_|STATE [NY] Nv-Re-Emplopment TA 05E

| STATE [NY] M'-Re-Employrment 'wa 740.00

| STATE [N HY-SUI TAK 12.03

_|STATE [N HY-SUIWAGE 740.00

| STATE [NY) Tax 20,05

| |STATE [NY]WAGE 740.00
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Import Tab
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This tab is for importing time entry data, such as from time-clocks or
spreadsheets.

» Import data must comply with Evolution formats.
Source File Name: The full path of the file to import.
Browse button _I Click to locate the source file.

@ Impart to the payrall |

Click this button to import the data to the payroll.

Exception Report File

Name: The full path of the file to be used for the exception
report, which denotes data that could not be
imported.

Browse button _I Click to locate the exception report file.

(8 View the report fie | Click button to display the exception report file.
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Look EE up by:

DBDT match:

File format:

Use four digits for year:

Select the unique identifier used to match the import
data with Evolution’s data.

e Custom #

e Name

e SSN

Full (faster): Evolution uses a faster algorithm to
match the DBDT data from the import to the DBDT
data in Evolution. Select this option for single tier
DBDTs or multi-tier DBDTS with unique names.

Partial (slower): Evolution uses a more robust
algorithm to match DBDT data from the import to
DBDT data in Evolution. Select this option for multi-
tier DBDTs with the same names.

Select format for the import file.
e Fixed positions
e Comma-delimited

The import data has four digit years.
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Auto Import job codes:

Use employee pay rate:

Auto Refresh E/Ds:

When selected, job codes are automatically
imported.

When selected, Evolution will look at the DBDT in
the import file, match the DBDT level to the EE
Rates screen and assign the associated rate to the
hours.

When you import a time clock file that includes any
employees that did not previously have a check in
the batch, selecting this flag will pull the Scheduled
E/Ds associated with the employees into the newly
created check(s). If cleared, the Scheduled E/Ds
will not be pulled into the newly created check(s).

» You can attach the State and Workers Compensation code
when using the time clock import to enter employee data.
When matching W/C codes, Evolution will look to the full
six characters used for workers compensation in the import
file. If there is no state attached, Evolution will apply the
first matching code. To illustrate, in the time clock import,
rather that just pulling 8810, you can now select 8810VT
and Vermont’s 8810 code will be attached.
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Payroll-Check Window

This section describes the data, features and functions of the Payroll-Check
window. Each window of the Payroll level of Evolution will be discussed prior to
the description of how to create, key, and submit a payroll for processing by
your Payroll Specialist. It is advisable to read through the whole topic before
proceeding.

To access the Payroll-Check window, starting at the Payroll- Batch window,
you must do the following:
e If there is a payroll with only one batch open, click Payroll and
then click Check.
¢ If there are multiple batches, you must open the payroll,
choose the batch, and then view the checks.

> Each tab will be described respectively in the following section.
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Check Lines tab
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Toolbar

The following toolbar will appear above each tab of this window.

Thomas English-Do Not Touch
100

#1 34372006

111072005 - 1141742005 2| 2] '
Batch 1141042005114 .7".:"2005

@'@

[24 = |[webb Charlotte R

j |F|egular j |

599995489] [1p 1000 j $0.00

Check 3 of 3

The toolbar is composed of the following parts (the corresponding examples
from the toolbar above will appear in italics):

Company Name

Run Number

Check Date

Begin/End Dates of Payroll
EE Code

Employee Name

Check Type

Check Number

Rate Number & Rate Amount
Salary Amount

Begin/End Dates of Batch
Check Count for the employee

Thomas English- Do Not Touch
#1

3/3/2006
11/10/2005-11/17/2005

24

Webb, Charlotte R

Regular

-999999489

1P 10.00

$0.00

Batch 11/10/2005-11/17/2005
Check 3 of 3
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Function Buttons

The following hot buttons are located at the right of every tab in this window:

Employee button ﬁl Clicking this button will display the
Employee-Employee window.

Employee Rates button| =, : Clicking this button will display the

Employee-Pay Rate Info window.

Scheduled E/Ds button ﬁl Clicking this button will display the
Employee-Scheduled E/Ds window, with
the current employee selected

Check Finder button |E|: Clicking this button will display the Check
Finder utility.
Tax Calculator button @I Clicking this button will display the Tax and

Check Line Calculator.
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Check Line Grid
E/D Code: The unique identifier for the Earning or Deduction code
created at the Client level.

E/D Description: ~ The name of the Earning or Deduction created at the Client level.

» Scheduled E/Ds will post as red check lines. They may not be
edited. You may, however, delete the check line containing the
E/D and re-add the E/D in a new check line manually making
any modifications you require. Check lines that are black may
be edited or deleted.

Hours/ Pieces: The corresponding hours/ pieces pertaining to the E/D
code.

Rate of Pay: The corresponding rate of pay pertaining to the E/D code.

Amount: The total amount of the hours/pieces multiplied by the

corresponding rate of pay for the E/D code.
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All Fields tab
This section first describes data that is normally posted by Evolution. Then it
describes the data that is normally keyed by the user. Finally it describes

methods for navigating the window and keying data.
Al Fields I Check Line Local Overides I

Diivizian Branch Department Team

| | 2 | T &
State sSUl YWork.ers Comp Job

| | | = = |
i’-‘«genc_l,l j I‘Shlft j IF'lece j @ YTD 3]
Rate Mbr Rate of Pay Hourz [Pieces] Line ltem Date Line Item End Date M
| 1 oo | 1500 | =l | B PreviewALD [FE]

Data Normally Posted By Evolution

If your company or payroll uses the features below, Evolution enters default
data for them except hours and amount, which can be set up to auto-post by
Evolution.

Division: The Division code selected using the DBDT pickergl,
for override purposes.
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Branch:

Department:

Team:

State:

SUL:

Workers’ Comp:

Job:

The Branch code selected using the DBDT pickergl,
for override purposes.

The Department code selected using the DBDT picker
El, for override purposes.

The Team code selected using the DBDT pickergl, for
override purposes.

The two-letter abbreviation identifying the state
associated with this employee.

The state to which to report this employee’s SUI wages.

The default Workers’ Comp code associated with this
employee

The code identifying the job. If the job you wish to
associate with the check line is unavailable, click the Add

Job button, ﬂl to add a new code for the check line.
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Agency: The name of the agency associated with the check line.

Shift: The descriptive name of the shift assigned to the
employee.

Piece: The name of the piecework item.

Line Item Date: The begin date regarding this line item for the check. This

field is used in certified payrolls and Time Off Accrual
through the HR module. Contact your Payroll Specialist
representative for more information.

Line Item End Date: The end date regarding this line item for the check. This
field is used in certified payrolls and Time Off Accrual
through the HR module. Contact your Payroll Specialist
representative for more information.

Data Normally Keyed by User

Rate Nbr: The number of the rate of pay associated with the
employee and the corresponding check line. Any Rate
Nbr set up on the Employee-Pay Rate Info screen may
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Rate of Pay:

Hours (Pieces):

Amount:

Functions:

be pulled in. Evolution defaults to Rate Nbr one (1).

Defaults to the pay rate hourly amount associated with
the pay rate. To override, type a rate of pay. Evolution
will delete the Rate Nbr.

Type the number of hours or pieces to apply to this check
line. This can be set up to auto-post by creating a payroll
default or by specifying Pay Standard Hours during Batch
creation. Note: Rate Nbr or Rate of Pay is required with
hours (pieces).

Type the amount for the check line.
e If Hours (Pieces) is specified, leave this blank to
allow the system to calculate it.
e For salaries, however, you can enter a Rate Nbr of
0 (zero) and an Amount.

@ | Displays the Employee Year to Date
window.
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M Displays the Select and Add Dialog, which
allows you to add a local tax to a check line. See Adding

Local Taxes on a Check Line.

01- .
5p Preview ALDIFB) | Allows you to preview auto-labor
distribution. To use this utility, ALD must first be set up

for this employee.

Check Line Local Overrides tab
Al Fields  Check Line Local Overrides I

1

3 Local Mame Exclude |

|

This tab allows you to block or exempt local taxes for each check line.
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Local Name:

Exclude:

Batch Button:

Recalculate Check:

Quick Entry:

The name of the local tax.

How the local should be treated for the
corresponding check line

e Include: The employee is subject to the tax
and the tax will be taken.

e Block: The employee’s tax amount will be
calculated based on taxable wages, but the
amount will not be taken.

e Exempt: The employee’s wages are not
subject to the tax and no amount will be
calculated or taken.

Click this button to display the Quick Entry tab of
the Payroll-Batch window for the selected batch.

Click this button to individually pre-process the
selected employee’s check.

Click this button to display the Quick Entry tab of
the Payroll-Batch window
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Manual Tax tab
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This tab allows you to override a tax for this check.
Row: Read only. The row number.
Description: The descriptive name of the federal, state, or local tax.

Amount: To override the amount of the federal, state, or local tax, type the
amount of the override.

Please note the following:
To prevent Evolution from changing the tax, you must enter an amount. If you
want no tax, you must enter 0.00. If left blank, Evolution calculates the tax.

Once a manual check is printed, it is frozen and cannot be altered. Prior to
printing, it can be altered up to the point of being processed.

Recalculating a manual check does not override the taxes. Recalculating gives
you a tentative total that you can then enter, modify, or reject.

> For certain taxes, if there is a minimum or
maximum amount for the YTD total, and the manual
tax violates it, Evolution either recalculates the tax
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Calculate Override Taxes:

to meet the limit or it doesn'’t let you enter it. The
Calculate Override Taxes field fixes this issue.

Default Yes: calculates the tax amount. This may be
different than what the user entered, depending on
limits and/or shortfalls.

No: Uses the taxes entered on this tab, whether
they are correct or not. For example, if the
employee will reach their OASDI limit with $10 in
taxes, but you enter $20 in taxes, Evolution still
takes the $20, even though it puts the employee
over their limit. The exception to this is if it is a live
check and the taxes entered will make the check
negative. If this is done, you will not be able to leave
that check until you either change the taxes, or
make the Calculate Override Taxes = Yes, which
will make the taxes shortfall. A manual check can
have a negative net amount.
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Reciprocate SUI:

w2 Prorate FICA

Functions

T Add States |

28 Add Locals |

Yes: The employee is setup to reciprocate SUI with
another state.
No: The employee does not reciprocate SUI.

Enter the total FICA amount in the OASDI field, and
then click the Prorate FICA button. The system will
calculate and then apply the correct amounts to the
OASDI and Medicare fields. This can be done on
setup runs, backdated setup runs, and regular
payroll types.

Click this button to add state taxes to the check that
may not already be displayed. This will only show
states that are set up on the employee.

To override, click this button to add local taxes to
the check that may not already be displayed. This
will only show locals that are set up on the
employee.
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General tab
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This tab allows you to block various scheduled earnings and deductions on
individual employee checks. To save yourself from making the following
changes for each check, you can create a check template that makes the

appropriate blocks.

» E/D code types are not the same as E/D codes. E/D codes are
based on E/D code types.

Block Direct Deposit:

Block DD Except Net:

Defaults to No.

Yes: Blocks all deductions based on the E/D
code type of D1.

No: Applies D1-type deductions normally.

Defaults to No.

Yes: Blocks all deductions based on E/D
Code types of D1, except for scheduled E/D’s
that have Deduct Whole Check set to Yes
on the Details 1 tab of the Employee-
Scheduled E/Ds window.

No: Applies D1-type deductions normally.
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Block Time Off Accrual:

Block Auto Distribution:

Block Sched E/Ds except DD:

Defaults to No.

All: Blocks accruals on all hourly based time
off accrual and blocks usage on all accruals.
Accrual: Blocks hourly based time off from
accruing, but still records time taken.

No: Allows all time off to accrue and show
taken amounts.

Defaults to No

Yes: Blocks the automatic distribution of
labor.

No: Performs the automatic distribution of
labor normally.

Defaults to No

Yes: Blocks all scheduled E/Ds, except for
scheduled E/Ds based on the E/D code type
of D1.

No: Applies scheduled E/Ds to the check
normally.
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Block Sched E/Ds
except Pensions:

Block Sched E/Ds from Agency:

945 Check:

Current Check Comments:

Defaults to No

Yes: Blocks all scheduled E/Ds, except
for pension scheduled E/Ds.

No: Applies scheduled E/Ds to the check
normally.

Defaults to No.

Yes: Blocks scheduled E/Ds from being
applied to agency checks.

No: Applies scheduled E/Ds to agency
checks normally.

Select the type of special check:
e None

945

943

Guam

Virgin Islands

Puerto Rico

Type the comments you want to appear on
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Functions
% Create Mew Check

Apply Check Template

the check stub. These comments add to the
comments entered in the Payroll Check
Comments box on the Payroll tab of the
Payroll-Payroll window.

Clicking this button will launch the Payroll
Expert to help you create a check for any
employee.

Click this button to apply a check template to
the check. You can set up check templates
to apply blocks and defaults automatically for
various types of checks. To apply a check
template, perform the following:

e Click the Apply Check Template
button.

e Evolution displays the Apply
Template dialog box. Select the
template you wish to apply.

e Click OK.
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4 Refresh scheduled E/Ds

6—1 Create Mest Check

(%3 Void Nest Check

@i Create b anual Check

Reloads the default scheduled E/Ds for this
check.

Creates another regular check for this
employee.

Brings up the Void Check dialog box for this
employee.

Creates a manual check for this employee.
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Tax Overrides tab

<~ Evolution 7.5.41.1 [odin1] - Payroll - Check
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This tab allows you to block or override taxes on the individual employee

check.

Tax Frequency:

Tax Supplemental Rate:

Federal Type:

To override the tax, select the frequency on which
you want to base all taxes for this check.

Defaults to No

Yes: Uses tax supplemental rate from the system
table.

No: Does not use the tax supplemental rate from
the system table.

Defaults to No.

None: No overrides.

Regular Amount: Overrides the amount of federal
taxes withheld with the amount in the Federal Value
field.

Regular Percentage: Overrides the percentage used
to withhold federal taxes with the percentage keyed
the Federal Value field.

Additional Amount: Adds the amount in the Federal
Value field to the federal taxes withheld.
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Federal Value:

Blocks
Federal:

Additional Fed:

EE OASDI:

Additional Percentage: Increase the percentage
used to withhold federal taxes by the percentage
keyed in the Federal Value field.

If a Federal Type other than None is selected,
enter the amount or percent of the override.

Defaults to No

Yes: Federal taxes are blocked from this check.
No: Federal taxes are applied normally to this
check.

Defaults to No

Yes: Additional federal taxes are blocked from this
check.

No: Additional federal taxes are applied normally to
this check.

Defaults to No

Yes: Employee OASDI taxes are blocked from this
check.

No: Employee OASDI taxes are applied normally to
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ER OASDI:

EE Medicare:

ER Medicare:

EE EIC:

this check.

Defaults to No

Yes: Employer OASDI taxes are blocked from this
check.

No: Employer OASDI taxes are applied normally to
this check.

Defaults to No

Yes: Employee Medicare taxes are blocked from
this check.

No: Employee Medicare taxes are applied normally
to this check.

Defaults to No

Yes: Employer Medicare taxes are blocked from
this check.

No: Employer Medicare taxes are applied normally
to this check.

Defaults to No
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ER FUI:

State overrides:

Local overrides:

Yes: Employee EIC taxes are blocked from this
check.

No: Employee EIC taxes are applied normally to
this check.

Defaults to No

Yes: Employer FUI taxes are blocked from this
check.

No: Employer FUI taxes are applied normally to this
check.

Can be manipulated in the same manner as federal
taxes as described above.

Can be manipulated in the same manner as federal
taxes as described above.

418



Preview

Evolution 7

tab

.9.41.1 [odin1] - Payroll - Check
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A Exit
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The Preview tab displays a preview of the check. To ensure current data, click
the Recalculate Check button. The example above displays the preview of a
check after recalculating the check. As you can see, taxes have been applied.

Clicking the button after recalculating the check, Evolution will
direct you to the Manual Tax tab, allowing you to adjust and/or apply tax
overrides to the check.
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Employee Notes tab
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Type any notes regarding this employee that a data processor should be aware
of while keying payroll. The notes are stored with the employee data. Any notes
loaded in the Payroll Notes box of the Notes tab of the Employee-Employee
window will post here by default. Employees with notes will appear as yellow
line items on the Quick Entry screen. When deleting a note, be sure to delete
all spaces.
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Creating Additional Regular Checks
There are two methods for creating additional regular checks:

e Using the Create Next Check button
e Using the Payroll Expert

The two methods are similar, but using the Payroll Expert generally requires a
few more steps. You can, however, use it from any tab on the Payroll —Check

window. You can access the Payroll Expert by clicking the Create New Record
Il
button " or ALT+Insert and by clicking the Create New Check button on the
General tab of the Payroll-Check window. If you create a new check using
the Payroll Expert, you may create a check for any active employee
associated with the company. If you create a new check using the Create Next
Check button, you may only create another check for the employee in which
you are currently working. This document assumes that the Payroll-Check

window is the starting point.
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Using the Create Next Check Button
To create an additional regular check from any tab on the Payroll-Check

window, do the following:
1. Click the General tab.

2. Click the Create Next Check button or press CTRL+n.

3. Evolution displays the Create Next Check dialog box.

Create Next Check |

—Pan Salany
= Yes & Mo

—Fau Standard Howr
= Yes & Mo

Template j

1 % Cancel |
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Specify the following:

Pay Salary:

Pay Standard Hours:

Template:
4.

5.

Click OK.

Yes: Pays salary on the check by applying the
salary entered in the Salary field on the Employee
EE Entry tab.

No: Does not pay the salary on the check.

Yes: Pays standard hours on the check by applying
the regular hours entered in the Standard Hours
field on the Employee EE Entry tab.

No: Does not pay the standard hours on the check.

If applicable, select a check template on which to
base the check.

Evolution displays the created check. Specify any other
information for the check, as necessary.
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Creating a Manual Check
There are three methods for creating manual checks:

e Using the Create Manual Check button
e Using the Payroll Expert
e Creating Multiple Manual Checks

The methods are similar, but using the Payroll Expert generally requires a few
more steps. You can, however, use it from any tab on the Payroll -Check

window. You can access the Payroll Expert by clicking the Create New Record

Il
button " or ALT+Insert. The Create Manual Check button is located on the
General tab of the Payroll-Check window. This document assumes that the

Payroll-Check window is the starting point.
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Using the Create Manual Check Button
To create an additional check from any tab on the Payroll-Check window, do

the following:
1. Click the General tab.

2. Click the Create Manual Check button or press CTRL+m.

3. Evolution displays the Create Manual Check dialog box.
x|
Check Type
= tdanual £~ Third Party

Check Mumber |1 234

+f 0K % Cancel |
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Specify the following:
Check Type: Select Manual.

Check Number: Type a check number for the check. If left blank the system
will assign a check number.

4. Click OK.

5. Evolution displays the created check. Specify any other
information for the check, as necessary.
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Create Multiple Manual Checks
Create a batch and save it. Check the Select EE's from List box, in the Create

Checks section, check the manual check box, and keep the Calculate

Scheduled E/D's b

ox marked.
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A dialog box will display with a list of EE's. Select the EE(S) you are creating
manual checks for. Click OK.

¢~ EmployeeSelector

3 EE Code * |Lazt Wame Firzt Wame S5M Statuz
M l8Evans Dale 083-50-7691  |Active
L 24 'webb Charlotte 288-45-6237  Active
] | williams Foy 044-46-3412 Active
L) 32| Butler Rhett 070-66-1254 Active
2 33 Emploves 1095 109-91-0991 | Active
= 34 Jores Tarm M1-70-1170 [Active
1 35| Bryant Alyzza 123-45-6787 Terminated

w

~f OK ‘ x Cancel I
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Go to the Check Lines tab and enter the values. Repeat for all checks.

Click Save. Check lines that are red cannot be altered. You must delete the line
and re-add it if a different amount is needed.
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Modifying the Check
Once you have created the check, you may want to do the following

e To override taxes, click the Manual Tax or Tax Overrides tab. To block
a tax, click the Tax Overrides tab and select Yes for each tax that you
would like to block. Or, you can click the Manual Tax tab and enter a 0
(zero) to block a tax. Please be sure to set the Calculate Override Taxes
flag to No. (If a field is blank, Evolution still calculates the tax.)

e Manual checks do not automatically calculate the Amount for each
check line when hours are entered. To calculate the amount, type the
Amount or press CTRL+F5.

e To refresh scheduled E/Ds on a manual check, click the General tab
and click the Refresh Scheduled E/D button.

To verify that the check is calculated correctly, click the Recalculate Check
Button or press SHIFT +ALT+U.
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Creating 3" Party Checks
There are two methods for creating third party checks:

e Using the Create Manual Check button (Third party checks are a
type of manual check), in this case you could choose Third Party
instead of Manual Check.

e Using the Payroll Expert

Voiding Checks
Evolution voids a check by doing the following:

e Creates a new record that negates the value of the voided
check.

e Changes the status of the voided check to Void.
e Disables the voided check to protect the integrity of the data.

There are two methods for voiding checks:

e Using the Void Next Check button
e Using the Payroll Expert
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The two methods are similar, but using the Payroll Expert generally requires a
few more steps. The Void Next Check button is located on the General tab of
the Payroll Check window.
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Using the Void Next Check Button

To void a check from any tab on the Payroll-Check window, do the following:
1. Click the General tab.
2. Click the Void Next Check button.

3. Evolution displays the Check Finder.

zl
Begin Check Date  End Check Date Run# Check Serial # EE Code
Ir: 1/ I"I2DDEj Ir"’“ 3""31"12005ﬂ I I |24 ?@Filter I EEShow | \/ K | x Cancel |

2 [ | I I | I I |
?
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Specify the criteria to find the check to void.
e Employee Number defaults to the number of the employee of
the check.
e The beginning and ending dates default to the current quarter.
e For more information, see Check Finder.

4, Click the Filter button.

5. The Check Finder displays a list of checks that meet the criteria.
Select the check and click OK.

6. Evolution displays the voided check.
Using the Payroll Expert
To use the Payroll Expert to void a check, do the following:
1. Start the Payroll Expert by using either one of the following:

e From any tab of the Payroll -Check window, click the
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L
Create Record '™ button. Evolution displays the Payroll
Expert.
e On the General tab of the Payroll-Check window, click the
Create New Check button.

Evolution displays the Payroll Expert and asks you what type of
check you would like to create.
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Payroll Expert

Flease, choose check type.

[vid =

Next [

Select Void.



2. Evolution displays the Check Finder. Enter the search Criteria
for locating the check you want to void and click the Filter button.

zl
Begin Check Date  End Check Date Run# Check Senial # EE Code
IERIEGN | R 24 \_ﬁ Fiter | [E3 Show | J oK | % Cancel |
2 || | | | | | |
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3. Evolution displays a list of checks that match the criteria. Select
the check you want to void and click OK.

¢~ Check Finder
Beqgin Check Date  End Check Date Runf Check Serial# EE Code
[T 7 7z =] s ] [ | 18 B | BEoon | Jok | X cened |
2 Check Date IHun ﬁ{EmpIo}leeﬁ |Empl0yee M ame ICheck Numheriﬁross |Net ]Status I it
L 2/302006 3 1 13 |Dale Evans -33333530 73760 (.00 Outztanding
|| 3431/ 2006 2018 Dale Evans -93399359 73760 0.00) Dutstanding
> The check must be in the current year to be able to void it. If the
check is from current year but not the current quarter, Evolution
warns you.

4, Evolution voids the check by doing the following:

¢ Creates a new record that negates the value of the voided
check.
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¢ Changes the status of the voided check to Void.
¢ Disables the voided check to protect the integrity of the data.

5. Once Evolution has voided the check, it displays the void record.
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Until the payroll is processed, you can change the status of the

check from Void (by deleting the record that voids the check).
Once the payroll is processed, the status of the check is locked.
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6. If appropriate click the Post Changes button to save the
changes to local memory.

7. If Evolution hasn’t committed the changes to the database, click

the Commit Changes = | putton.

Miscellaneous
Using the Keyboard to Navigate
There are some shortcuts for using the keyboard to navigate the list of payroll

checks:

To move the arrow to the next column in a check, press Enter or the Right
Arrow (From the last column, you move to the first column in the next row.)
To move to the next check, press the Down Arrow key. (If it is the last row,
Evolution creates a new check.)



Adding Columns
To add a column to the list, right-click the list, click Add, and click the column
you would like to add.

Deleting Columns
To delete a column in the list, right click the list, click Delete, and click the
column you would like to delete.

Viewing the Check Detalil
Detail data for the check is displayed on the Payroll-Check window. To view
the detailed data for the check, do any of the following:

e Double-click the check.
e Select the check and click the Check button.
e Select the check and press CTRL+ENTER.

Adding Checks
You can add checks to the batch, but only regular checks. To add a check, do
any of the following:

e Click the last check in the list and press the Down Arrow
key.
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e Click the last column of the last check and press ENTER.

» Because this is the Payroll-Batch window, clicking the Create
Record button creates a new batch.

Deleting Checks
e To delete a check, select the check and press Delete.

» Because this is the Payroll-Batch window, clicking the Delete
Record button deletes the batch.

Adding a Check Line
To add a check line, do any of the following:

e Click the list and press INSERT.
e Click the last check in the list and press the Down Arrow.
e Click the last column of the last check line and press ENTER.

» Because this is the Payroll-Check window, clicking the Create
Record button creates a new check.
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Preview ALD (F6) Button
To display a preview of the auto labor distribution for the check, click the
Preview ALD (F6) button or press F6.

To use auto labor distribution, it must be set up on the employee.

YTD (F3) Button
To display YTD data, click the YTD (F3) button or press F3.

Reports-Run Reports Window

On this window, you can select reports for printing as needed. You may print
reports that are scheduled to run with payrolls or miscellaneous reports to view
using a customized timetable and various other parameters. Any parameters
selected here will only be applied one time. After the report is run or the user
leaves the screen, the parameters will default back to what is set as default
parameters on the Set Up Reports window.
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The Browse tab lists the companies and their reports.

Open Company button:
Set Up Reports button:
Company Pane
Number:

Name:

Status:

Select Check Boxes EI
button:

Opens the selected company.

Displays the Browse tab of the Reports-Set
Up Reports window.

The number used to identify the company.
The name of the company.

The status of the company.

When the user clicks on the button, the
following options will be displayed:

. Select All

. Unselect All

. Reverse Selection
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Report Name: The name of the report.

Click on the checkbox next to the report you want to run. Then click on the
Report Parameters tab to specify the details of the report, such as check date.
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Report Parameters Tab
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This tab allows the user to specify the report parameters for the reports
selected on the Browse tab of the Reports-Run Reports window. The
parameters for a report vary depending on the type of report being specified
and on the individual report itself. For example, payroll reports have different
types of parameters than employee reports. In addition, individual reports may
have parameters unique to them. For example, some employee reports may
include pay rate parameters while others do not.
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Payrolls Tab
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The Payrolls tab allows you to select the payrolls to include in a report.

Check Date Period Section
These options set the parameters for the payrolls to be displayed in the
Payrolls browse grid from which you can select the payrolls to include in the

report.

Year:

Quarter 1 check box:

Quarter 2 check box:

Quarter 3 check box:

Quarter 4 check box:

From:

The year for the check date period.

Displays the payrolls from the first quarter of the
Year.

Displays the payrolls from the second quarter of the
Year.

Displays the payrolls from the third quarter of the
Year.

Displays the payrolls from the fourth quarter of the
Year.

The beginning date for the check date period used
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to customize a date range.

To: The ending date for the check date period used to
customize a date range.

Select Payrolls for Section
These options specify which payrolls to include in the report. They will display
and select the range specified.

Year: Displays and selects all payrolls for the year.

Quarter 1 check box: Displays and selects all the payrolls from the first
quarter of the Year.

Quarter 2 check box: Displays and selects all the payrolls from the
second quarter of the Year.

Quarter 3 check box: Displays and selects all the payrolls from the third
quarter of the Year.

Quarter 4 check box: Displays and selects all the payrolls from the fourth
guarter of the Year.
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Show Processed Only:

Consolidation:

Select this check box to display only processed
payrolls.

Selected: Consolidates the reporting under the
company. When selected, new payroll dates
appear. These are the payroll dates from all of the
consolidated companies. To distinguish between
companies, look at the Run #. The main company
keeps the original run number, such as 1. The first
secondary company will have 100 added to the run
number, so its run 1 becomes run 101. The next
company has 200 added to its run number; its run 1
would become 201. If that company had a run 2, it
becomes run 202. Select your dates as you
normally would. After you run the report, the word
Consolidated appears in the upper-left corner of that
report.

Cleared: Does not consolidate the reporting.
Reports are generated normally.
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Payrolls Browse Grid
This grid displays a list of the payrolls to include in the report.

Select Check Boxes EI button: When the user clicks on the button,
the following options will be displayed:
e Select All
e Unselect All
¢ Reverse Selection

Check Date: The check date of the payroll.
Run #: The run number of the payroll.
» When the Consolidation check box is selected, Evolution modifies

the run numbers to distinguish amongst the payrolls of the
consolidated companies.

Processed: The date and time the payroll was
processed.
Status: The status the payroll is in.
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This tab allows you to override various parameters. The overrides on this tab
vary based on the report selected. For a list of the Misc tabs for various reports,
contact your customer service representative.

Grouping and Sorting

Generally, reports that list employees have sorting and grouping. You may
choose to group on company and then sort on employee parameters.
Generally, if you are listing employees and grouping, use Summary Detalil.
If you are running a report in summary that does not list employees, choose
Summary.

Group Level: Select at what level to group the
report. Options:
e Company
e Division
e Branch
e Department
e Team
Group Type:

e Summary Detail: The groups in
the report contain both
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Group Sort:

Detail Sort:

summary totals and detailed
information.

e Summary: The groups in the
report contain only summary
totals, but no detailed
information.

e Detail: The groups in the report
contain detailed information, but
no summary totals.

Each group has a name and a code
used to identify it. Select how to sort
each group. Options:

e Group Code

e Group Name

Select how to sort the details of the
report. Options:

e Employee Last Name

e Employee SSN

e Employee Code
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Page Break After Each Group:

Show Terminated Employees:

Mask Sensitive Information:

Selected: Insert a page break after
each group.

Cleared: Does not include a page
break after each group.

Selected: Includes data from
terminated employees in the report.
Cleared: Excludes data from
terminated employees from the report.
Only data from active employees will
be shown.

Selected: Blocks the Social Security
number from being displayed on the
report by printing Xxx-xx-xxxx in the
place of the SSN.

Cleared: Defaults. Prints the Social
Security Number (SSN) on the report.
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The Employee Filter tab allows you to include specific employees in the

report.

When no employees are selected on this tab (all employee check boxes are
cleared), the report will include all employees based on the previous selection
on the “Show Terminated Employees” checkbox.

When one or more employees are selected on this tab, reports include only

those selected employees.

Select Check Boxes button:

When the user clicks on the button, the
following options will be displayed:

e Select All

e Unselect All

e Reverse Selection
On the individual employee line item, when
the employee check box is selected, the
employee will be included in the report. When
cleared, the employee will be excluded from
the report.

» If all employee check boxes are cleared, Evolution includes all

employees.
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EE Code:

SSN:

First Name:

Last Name:

The identifying number of the employee.
The Social Security Number of the employee.
The employee’s first name.

The employee’s last name.
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DBDT Filter tab
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The DBDT filter tab allows you include specific division, branches,
departments, and /or teams in the report.

When no divisions, branches, departments, and/ or teams are selected on this
tab (all check boxes are cleared), reports include all divisions, branches,
departments, and/or teams.

DBDT Level: The level of division, branch, department, or
team to display.

Select Check Boxes: When the user clicks on the button, the
following options will be displayed:

J Select All

J Unselect All

. Reverse Selection
On the individual DBDT line item, when the division, branch, department,
and/or team check box is selected, the DBDT will be included in the report.
When cleared, the DBDT will be excluded from the report.

> If all DBDT check boxes are cleared, Evolution includes all
divisions, branches, departments and/or teams.
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Division:
Division #:
Branch:
Branch #:

Department:

Department #:

Team:

Team #:

The name of the division.

The number (code) identifying the division.
The name of the branch.

The number (code) identifying the branch.
The name of the department.

The number (code) identifying the department.
The name of the team.

The number (code) identifying the team.
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This section describes some commonly used parameters.

Override default parameters as:

Restore Defaults:

Print/Preview drop down box:

Run through the Queue checkbox:

Displays the type of report parameters to
override. When more than one report is
selected on the Browse tab and they have
different parameters (a payroll and an
employee report, for instance), you need to
tell Evolution which set of report parameters
you want to override.

Restores the filters to the default
parameters specified in the report.

Print: Sends the report to the printer
Preview: Previews the report on the
workstation. After previewing the report,
you may either choose to save or print the
report. Previewing the reports gives you
the option to print out only certain pages of
the selected report(s).

Selected: Evolution submits the report to
the server to be processed. Therefore, you
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may perform other tasks in Evolution while
it is being processed. When completed, it
displays it in the your Task Queue window.

Cleared: Evolution processes the report
locally. Therefore, you may not perform
other tasks in Evolution while it is being
processed. When completed, it is displayed
immediately on your workstation.

Run Reports button: Runs the selected report(s).

469



Reports- Set up Reports Window
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On this window, you set up reports for companies. You may set up reports that
are scheduled to run with payrolls or miscellaneous reports to view using a
customized timetable and various other parameters. You may also create
default parameters for each report.

Browse Tab

This tab lists the companies and their reports.

Open Company button opens the selected company.

Company Pane
Number:

Name:
Status:

Reports Pane

Report Print Name:

The number used to identify the company.
The name of the company.

The status of the company.

The name of the report. It also includes the
identifying number of the report in parentheses.
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Report Description:

Report Print Priority:

Details Tab
Report:

Report Browse button:

Report Print Name:

Notes (not labeled):

Displays details regarding the selected report.

Displays the priority assigned to each report. The
lower the number, the higher the priority of the
report; therefore, reports with lower priority numbers
assigned will print first.

Select the report name as it appears in the list of
service bureau or client reports.

Displays the Choose Report Dialog, which helps
you select a report.

The name of the Report as it appears on the
company reports list. You may customize this report
name by company should you so choose.

Notes regarding the selected report, usually
including specific instructions regarding running the
selected report. These notes may only be updated
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through Report Writer Designer.

Payroll Processing Print Settings
Print Frequency:
e Every Pay: Performs the action with every
payroll.

e Every Scheduled Pay: Performs the action
with each scheduled payroll.

e Monthly: Performs the action monthly. Also
select a Week Number to specify when
during the month.

e Quarterly: Performs the action quarterly.
Also, select a Month Number and a Week
Number to specify when during the quarter.

e Semi-Annually: Performs the action semi-
annually. Also, select a Month Number and
Week Number to specify when during the half
year.
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e Annually: Performs the action annually. Also,
select a Month Number and a Week Number
to specify when during the year.

e Run Once: Set up a report with a frequency
of Run Once with the number of copies set to
1, the report will print with the next payroll
then Evolution changes the number of copies
to 0, thus preventing the report from running
with other payrolls.

Month Number: If the frequency is Quarterly, Semi-Annual, or
Annual, select month in those frequencies that you
wish the action to be performed. For example, if a
report has a frequency of Quarterly and you select a
Month Number of 2, the report will print in February,
May, August, and November.

> You must also select a Week Number to specify exactly when the
report should print during the month.
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> If selecting Monthly, Quarterly, Semi-Annually, or Annual
frequencies, and you would like to see amounts for the entire
period, you need to check the Summarize check box. If you do
not check this box, the report will only show amounts associated
with the payroll for which it was run not the entire time period.

Week Number: If the frequency is monthly, quarterly, semi-
annually, or annually, select the week in the
chosen month to run the report. Options are:

e First Scheduled of the Month:
Performs the action with the first
scheduled payroll of the month.

e Last scheduled of the Month:
Performs the action with the last
scheduled payroll of the month.

e Closest to the 15" of the Month:
Performs the action with the
scheduled payroll that is closest to
the 15" of the month. If the 15™ of
the month falls directly between
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two payrolls, the report will print
with the first payroll.

Priority to Print: Select the priority for printing. For example, if
you select 2, Evolution prints this report in the
second group of reports. With that group,
Evolution prints the reports alphabetically, if
there is more than one report in that group.

Number of Copies: The number of copies to print.

Summarize check box: When selected, includes all the data for the
Print Frequency selected. When cleared,
includes data only for a specific payroll.

Duplexing check box: When selected, instructs the printer to duplex
the report. When cleared, instructs the printer
to print the report single sided.

Output ASCII file name: If this report should be saved to a file, enter the
complete file name and path of the output file.
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Add to Existing File
check box:

Report Parameters button:

Go to Run Reports button:

When selected, Evolution adds a plus sign (+)
to the end of the file path entered for the output
ASCII file name. It is this plus sign (+) that tells
Evolution to append to the file. You can also
type the plus sign (+) yourself. If the plus sign
(+) is not added to the file path entered in the
output ASCII file name, Evolution overwrites
the existing file with the report data. When
cleared, Evolution creates a new file. If a file
already exists, Evolution overwrites it.

Displays the Report Parameters dialog box.
All parameters set at this point will become
default parameters when running this report.
See Report Parameters Dialog Box for more
information.

Displays the Browse tab of the Reports-Run
Reports window.
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Report Parameters Dialog Box

This dialog allows the user to specify the default report parameters for the
reports selected on the Details tab of the Reports-Set Up Reports window.
The parameters for a report vary depending on the type of report being
specified and on the individual report itself. For example, payroll reports have
different types of parameters than employee reports. In addition, individual
reports may have parameters unigue to them. For example, some employee
reports may include pay rate parameters while others do not.

This section describes some commonly used parameters.
Tabs

The Report Parameters dialog box allows you to customize the parameters of
the selected report. You may do so using the options on the following tabs:
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Misc tab
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This tab allows you to override various parameters. The overrides on this tab
vary based on the report selected. For a list of the Misc tab parameters for
various reports, contact your customer service representative.

Grouping and Sorting

Generally, reports that list employees have sorting and grouping. You may
choose to group on company and then sort on employee parameters.
Generally, if you are listing employees and grouping, use Summary Detalil.
If you are running a report in summary that does not list employees, choose

Summary.

Group Level: Select the appropriate level to group the
report. Options:

Company
Division
Branch
Department
Team

Group Type: Summary Detail: The groups in the report
contain both summary totals and detailed
information.
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Summary: The groups in the report contain
only summary totals, but no detailed
information.

Detail: The groups in the report contain
detailed information, but no summary totals.

Group Sort: Each group has a name and a code used to
identify it. Select how to sort each group.
Options:
e Group Code
e Group Name

Detail Sort: Select how to sort the details of the report.
Options:
e Employee Last Name
e Employee SSN
e Employee Code

Page Break After Each Group:  Selected: Insert a page break after each
group.
Cleared: Does not include a page break after
each group.
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Show Terminated Employees:

Mask Sensitive Information:

Show only Summary for
Multiple check dates:

Show Home DBDT for
Each employee:

Include Memos in Totals:

Selected: Includes data from terminated
employees in the report.

Cleared: Excludes data from terminated
employees from the report.

Selected: Blocks the Social Security number
from being displayed on the report by printing
XXX-XX-XXXX in the place of the SSN.

Cleared: Defaults. Prints the Social Security
Number (SSN) on the report.

Applies only to payrolls with a frequency of
monthly, quarterly, semi-annual or annual.
Evolution includes all payrolls in the
frequency period of the payroll.

Displays the home D/B/D/T for the employee.

Displays the amounts on the report and
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Include Taxable Memos
in Totals:

Include Pieces from
Piecework Table:

Break Employees between
Pages:

includes them in the company totals.

Displays the amounts on the report and
includes them in the company totals.

Includes pieces in the totals.

Inserts a page break between each
employee’s data.
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Employee Filter tab
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_r 8 145-21-3620 March East

_r ] 002-44-4444 | b arjorie Adanns
_r 10 102-10-2101 | Ervie Bert

_r 1 104-41-4141 EalE. Rizer
_r 12 125125125 Mister Goodbar
_r 13 111-44-5245 Sarah Therrien
_r 14 102-45-9696 | Apple telntogh
_r 15 0BE-15-1456 | Franciz Scott King

_r 16 102-42-4210 | Mary Campbel
_r 17 131-321321 | Gay Morth
_r 18 083-50-7691 Dale Evans




The Employee Filter tab allows you to include specific employees in the
report.

When no employees are selected on this tab (all employee check boxes are
cleared), reports will include all employees.

When one or more employees are selected on this tab, reports include only
those selected employees.

The Select Check Boxes button: When the user clicks on the button, the
following options will be displayed:
. Select All
. Unselect All
. Reverse Selection

EE Code: The identifying number of the employee.
SSN: The Social Security Number of the employee.
First Name: The employee’s first name.

Last Name: The employee’s last name.
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DBDT Filter tab

Misc | Employes Filter DBDT Filer ]
DEDT Lewel
3|E Diivigion |Divisi0n # ‘Branch Branch # Department Department # -
» | Hide 1 Hide 1 Baker 100
[[I|Hide 1 Hide 1 Decoratar 200
| Hide 1 Hide 1 Delivery 300
w
< >
[l | Cancel |
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The DBDT Filter tab allows you include specific division, branches,
departments, and /or teams in the report.

When no divisions, branches, departments, and/ or teams are selected on this
tab (all check boxes are cleared), reports include all divisions, branches,
departments, and/or teams.

DBDT Level: The level of division, branch, department, or
team to display.

Filter buttonEl: The filter button that may be used to narrow
DBDT selection options.

Select Check Boxes button: When the user clicks on the button, the

following options will be displayed:

) Select All

) Unselect All

o Reverse Selection
On the individual DBDT line item, when the
division, branch, department, and/or team
check box is selected, the DBDT will be
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Division:
Division #:
Branch:
Branch #:

Department:

Department #:

Team:

Team #:

included in the report. When cleared, the
DBDT will be excluded from the report. Note:
If all DBDT check boxes are cleared,
Evolution includes all divisions, branches,
departments and/or teams.

The name of the division.

The number (code) identifying the division.
The name of the branch.

The number (code) identifying the branch.

The name of the department.

The number (code) identifying the
department.

The name of the team.

The number (code) identifying the team.
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Setting Up Company Reports
This Section describes how to set up reports for a company. To add a report to
a company, do the following:

1.

2.

Click Reports and then click Set Up Reports.

Evolution displays the Browse tab. If the company is not open, click
the Open Company button.

Click the Details tab.

il
Click the Create Record button "™ to add a report.

Evolution creates a new report. Specify the information for the report.
For more information, see the Reports-Set Up Reports window
section.

4

Click the Post Changes button to save the changes to local
memory.
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7. Click the Commit Changes | button to commit the changes to
the database.

Running Company Reports
This section describes how to run company reports.

For more information, see Reports- Run Reports window.
To run one or more reports for a company, perform the following steps:
1. Click Reports and then click Run Reports.

2. Evolution displays the Browse tab. If the company is not open,
select the company and click the Open Company button.

3. Select the company from the list of companies (left pane) and
then select one or more of the reports from the list of reports (right
pane).

You must select at least one report before clicking the Report Parameters tab.
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If the report is not in the list, then the report needs to be added to the company.
4. Click the Report Parameters tab.
5. Evolution displays the parameters of the reports.

The Report Parameters tab allows you to customize the parameters of the
selected reports. Depending on the type of reports selected, there are four tabs
on the Report Parameters tab.

Payrolls

Misc

Employee Filter
DBDT Filter

Evolution displays a tab only when it is appropriate for a selected report. It
displays the Misc tab for all reports. The parameters displayed on the Misc tab
also vary based on the selected report. For example, for a payroll report,
Evolution would display all four tabs. In contrast, for an employee report, it
might only display the Misc, Employee Filter, and DBDT Filter tabs.

If more than one report was selected and they have different parameters, select
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the set of parameters to use in the Override Default parameters as check box.

6. To have Evolution produce a preview of the report(s), select
Preview from the Print/Preview field (unlabelled).

7. If applicable, click the Payrolls tab and specify the payrolls to
include in the report.

8. If applicable, click the Misc tab and specify any overrides of the
miscellaneous parameters of the report.

9. If applicable, click the Employee Filter tab and override the
employees to be included in the report.

10. If applicable, click the DBDT Filter tab and override the divisions,
branches, departments, and/or teams included in the report.

11. To have Evolution process the report on the server (the Queue),
select the Run through the Queue check box. Generally, select
this option for large reports that would tie up your workstation.

12. Click the Run Reports button.
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13. Evolution processes the report.

e If the Run through the Queue check box was cleared, Evolution
previews or prints the report.

e |If the Run through the Queue was selected, click the View button to view
the report.

Appending Report Data to ASCII Files
To configure a report to append its results to an ASCII file, perform the
following steps:

1. Click the Reports and then click Set Up Reports.
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Bowe 325 T B W LG
€5 Cent - -
Client Z9999 Thomas Englizh-Do Mot Touch!
% LCompany Company  £9999 Thomas English-Do Mot Touch
76 Employes Browse l Ditails ]
@ Payrall
2 Murmber '|Name Statug A 3 Fiepart print Mame Report Descriptio #
b Thomas English-Do Mot Touch  Active L Ad Hoc - Company Contacts [51153) HM ame: Adk
_|4d Hoe - Company Test (51153 HM ame: AdE
_|AdHoc - Company Test 2 [51153) HM ame: Adk
_|AdHoc - Paprall 1[51132) HM ame: Adk
_|AdHoc - Papralll [51132) HM arne: AdE
_|Check Reconciliation (5214)
_|Cower Letter [S133)
_ | Deduction Code Repart (5181] HM armne: Eal
_ | Delivery Instructions (5187) Author Travis St—
_ | Defivery Label [5134)
_|Eaming And Deductions (R'w/] [S181) HM ame: Eal
_|EE Shartfalls Report (5228) This report will sk
_|Employes Profiles [5263) HM ame: Ermp
_ | General Ledger [R'w/] 5183] HTicket : 37R
_|General Ledger - Rapid Export Format [S348) Star Team #1825
| Input wiork shest [S351]
_|Input Work sheet Fax Caver (S360] HM ame: Inpu
_|Job Costing [R'w] [5223) Job Costing repor
- | |_|Payroll Register [S103] HM ame: Payr
2 Heb v Quarterly Tax Summary [51080) Author: Ben Carpo
Q) et ) 3 |8 >
Yiew || Task Queue! 2 Total; 2 Finished UserID: remaotetrain Recd: 3.24M 11.8Mfsec  Sent:135,53K

2.

Evolution displays the Browse tab. Select the company and click

Open Company.

494



3.

Select the report and click the Details tab.

Browse Details |

ﬁ‘jﬁ Employee
| ——
B Paroll

Report

Bean JR-8 | FenFeas ¥ 5 & @ voX | o
£ Client

e Cient 29999 Thomas English-Do Not Touch!

’-;lf LCompany Company 29999 Thomas English-Do Not Touch

Payroll Processing Print Setting

IEheck Feconciliation [Rw] [S214)

L]

Print Frequency

Priority to Print

Report Print Hame IEvery Pay LI |5 EI
oo0 Mise IEheck Reconciliation wieek Mumber Month
Author: Dmitry Shapowvalov ~ I LI I LI
MNumber of Copi
HTicket: 33093 | || RIS _ _
Hauthor: Dmitry Shapovaloy I‘I vi [ Summarize [~ Duplexing
HDate: 12/15/2005 |
Output ASCI file narme
Jan
Feport Parameters | @ Go to Run Reports
' Help
Al Esit
Wiew || Task Queus: 2 Total; 2 Finished

| UserID: remotetrain

| Recd: 3.59M 11.8Mfsec_Sent:136.91K /|

4.

On the Details tab, type the full path of the file name for the



report in the Output ASCII file name box. You can also click the
Browse button to enter the path to the directory containing the
report file and then add the name of the file to the directory path.

5. To have Evolution append the report data to the ASCII file, select
the Add to Existing file check box. Evolution adds a plus sign (+)
to the end of the file path entered in the Output ASCII file name
box. Itis this plus sign (+) that tells Evolution to append the file.
You can also type the plus sign (+) yourself.

WARNING: If the plus sign (+) is not added to the file path entered in the
Output ASCII file name box, Evolution overwrites the existing file with the report
data.

6. Click the Post Changes button v to save the changes to
local memory.
7. Click the Commit Changes button | to commit the

changes to the database.
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Using the Certified Payroll Report
The Certified Payroll report is used to report to state or federal agencies that
require reporting of payrolls for a project.

Setting up the Company

To be able to use the Certified Payroll, you need to ensure that the company is
set up appropriately. For more information, contact your customer service
representative.

Jobs

The Certified Payroll report compiles payroll data based on job code. To be
able to run the report, do the following:

1. Click Company, point to Miscellaneous, and click Jobs.
Evolution displays the Browse tab.

2. Click the Details tab.
3. Set up the jobs required for the Certified Payroll report.

4, For each job used in the report, ensure you do the following:
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. If the job is a certified federal job, select Yes for Certified.
. If the job is a certified state job, select Yes for State
Certified.

5. Click the Post Changes button v

6. Click the Commit Changes button

Setting Up the Payroll
To be able to use the Certified Payroll report, payrolls need to be set up
appropriately.

Batch

Because the Certified Payroll report shows the payroll for the week, you need
to ensure that even if the Frequency is not weekly, that the period covered by
the batch is only one week. To do so,

1. Click Payroll.
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Click the Payroll tab.

Select the payroll from the list of payrolls.
Click the Batch button.

Click the Batch tab.

Ensure that the dates entered in the Period Begin Date and
Period End Date do not span more than a week.

Click the Post Changes button v

Click the Commit Changes button
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Check Lines
To be able to run the Certified Payroll Report for a payroll, do the following:

1. Click Payroll.
2. Click the Payroll tab.

3. Select the payroll from the list of payrolls and Click the Open
Payroll button.

4. Evolution opens the payroll. Click the Checks tab.
5. On the Checks tab, double-click a check from the list of checks.

6. Evolution displays the check in the Check Lines tab of the
Payroll-Check window. On the Check Lines tab, do the

following:
Select a Team. This value is used to determine the work
classification in the report.
Select a Job. The job is set up on the Company- Miscellaneous-
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Jobs-Browse tab.

Select a Line Item Date:  Enter a date that is between the beginning and the
ending date of the payroll.

Confirm the Rate of Pay: This report uses the Rate of Pay on the check line
by default not the employee’s primary rate.

7. Click the Post Changes button v

8. Click the Commit Changes button

9. To process another check, click the Back button and repeat steps
5 through 8.
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Running the Certified Payroll Report

Once the company and batch are set up, you can run the report. To run the

Certified Payroll report,

1. Click Reports and then click Run Reports.

Brawse | Feport Parameters |

%j Open company |

Set Up Reports |

gNumI:uer * [Mame Clatuz 2

Awa

Report Mame

4 Thamas Englizh dichive

0 o =

401, Report [5215]

Certified Payroll Report [S518]
Check Reconciliation [5214)
Ciover Letter [5193)

Deliven Instuctions [S187]
Delvery Label [5154]

Direct Depozit [5211]

Eamnings And Deductions [5181)
Employes Profiles [S263]
General Ledger [5183)
Individual Eamnings Report [S431]
[nput Yksht Cover Letter (S360]

| T | R Y
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Evolution displays the Browse tab. If the company is not open,
select the company and click the Open Company button.

Select the company and then select the Certified Payroll report
from the list of reports. If the report is not on the list, the report
needs to be added to the company.

Click the Report Parameters tab.

On the Report Parameters tab, select the payrolls to include in

the report. For more information, see the Running Company
Reports and Reports-Run Reports window sections.
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Browse HReport Parameters

Owerride default parameters as

I Certified Payroll Repart (S518)

IF'lint J
j b Restore Defaultsl ¥ Run through the Queus

-

@’; Fun Report(z] |

Payroll: | bjsi: |

—Check Date Period

Year

IEDDE "I

W 13t Quarter
v 2nd Quarter

Select Payralls for—————————
V¥ 3rd Quarter [ AstQuarter [ 3rd Quarter

v Ath Quarker [~ 2nd Quarter [~ 4th Quarter
[ Year

From | 1/ 1/2006

x| Tolizmt2006 x|

[~ Show Processed Only

[™ Conzolidation

3 E Check Date *|Run# ‘lPrncessed |Status| T_I,Jpel
ba 1 4/26/2006 3:33:17 &M P A
_DE#'ESH’EDDE 1 4/21/200611:0252 .. P R
_DE#"IBH'EDDE 1 4/21/2006 10:56:45 .. P R
_D 5/3/2008 1 4/21/200610:38:32 .. P R
_D 5/2/2008 1 4/21/2006 10:26:23 .. P A
_D 4/25,/2006 1 442142006 10:2212 | P R
_D 3421/2006 1 2/21/2006 22342 PM P R
_D 372008 1 3A1/2006 125148 PM P R
_D 2/28/2006 1 2/16/2006 7:46:08 Ak P R
_D 2/21,/2006 2 2A15/2006 4:06:43 PM P A
_D 2421/2006 1 2A15/2006 2-40:42 PM P R
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6. Click the Misc tab.

Tin -

Certified Payrall Report [S518) |_,

Ml E arrings -
&l Deductions Ed
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7. There are two optional columns on the Certified Payroll Report.
You can include information from an E/D group in each column.

To include optional information in the first optional column, select E/D Group
#1.

To include optional information in the second optional column, select E/D
Group #2.

8. To prevent printing the employees’ hames and addresses on the
Certified Payroll report, select the Don’t print Employee’s name
and address check box. You may also choose to group the
report by a user-defined number of job description symbols. If
you so choose, enter the number of symbols in the Group...field.

9. Because of the length and complexity of the report, it should
generally be submitted to the task Queue for processing. To run
the report locally, which ties up the workstation, clear the Run
through the Queue check box.

10. Click the Run Reports button Ly el |
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11. Evolution processes the report.

If the Run through the Queue check box was cleared, Evolution previews or
prints the report.

If the Run through the Queue check box was selected, click the View button to
view the report. For more information, see Monitoring the Task Queue.

Previewing Reports
Evolution allows you to preview a report before printing it. You can also use the
utility RWPreview.exe to preview reports outside of Evolution.

Displaying a Report Preview
To open a report preview, do the following:

1. Click the Open from file button.

2. Evolution asks you which file to open. Locate the report preview
and click the Open button. Evolution displays the report preview.
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Adjusting Display Size
You can adjust the display size of the report preview:

To display a page of the report at its true size, click the True Size button :

To display the report preview so that you won’t need to scroll from side to side
or from top to bottom to view an entire page of a report, click the Fit to Window

button .

To display the report preview so that you won’t need to scroll from side to side

to view the entire width of a report page, click the Fit to Width button :

Navigating the Report Preview
To navigate the report, use the following buttons:

E Click this button to display the first page of the report preview

— Click this button to display the previous page of the report preview.
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== Click this button to display the next page of the report preview.

2] Click this button to display the last page of the report preview.

Printing Report Previews
You can print report previews. You can do so either with one click, or by first
setting the printer properties and then printing the report preview.

To print a report preview with one click, click the Quick Print button =) .
Evolution prints the report preview using the current settings for printer
properties.

To set the printer properties and then print the report preview, click the Printer

Properties button = . Once you have set printer properties, print the
document by clicking the Print button (this may be an OK, or other button on
your PC).

Marking Up Report Previews
You can mark up a report preview to aid review by another party. For example,
the Company Totals amount has been marked up in the report shown below.
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D06 401k

Totals for D06 25.00
D10 Union Dues

Totals for 010 £5.00
E01 Salary

Totals for EOT 5000.00
E02 Reqular

Totals for E02 374635
MO6 Pension Match

Totals for MOG 3.13
Company Totals THEEEE

If there were an issue with the report data, you could mark up the line, save the
report to file, and then file the electronic copy of the report preview or email it to
someone to review.

To add a marking to a report preview, do the following:

1. Click the Marking On/Off button &
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2. Evolution is now in Marking mode. On the report preview, click
and drag the cursor where you want the marking.

3. Evolution asks if you want to include a note for the marking.
To add a note, type the note in the Text for the mark box and click
OK. To view the note, double-click the marking. The note does
not appear when you print the report.

4. Evolution draws the oval.
To delete the marking, click the Delete Last Marking button.
To add another marking, repeat steps 2 and 3.

Saving a Report Preview
To save a report preview, do the following:

1. With the report preview open, click the Save to File button = :

2. Type a File name, select a location and click the save button.
Evolution saves the report preview.

511



Technical Support
Installing Evolution on a Remote Workstation

To install Evolution on a remote client’s workstation, perform the following
steps:

1. Copy or download the EVORMT .exe installer to the remote
computer.
2. Run EVORMT .exe to install Evolution.

Troubleshooting Printing
Reports don’t print properly on inkjet printers:

Most reports are written to fit on a laser printer page. Ink Jets have a
smaller printable page.
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Glossary
1099R: Form 1099R

ABA Number: A routing number assigned by the American Bankers
Association. See http://www.aba.com/products/ps98 routing.htm

ACH: Automated Clearing House. A network for making interbank electronic
fund (ACH) transfers. For more information, see the Federal Reserve’s web site
at http://www.frbservices.org/ach/franch.cfm or the NACHA'’s web site at
http://www.nacha.org/About/what_is_ach.htm

As-Of Date: No longer used. See Effective Date.

Auto Labor Distribution: When employees work for a company and hold more
than one position in the company, each employee’s earnings, deductions and
taxes can be distributed across the employee’s various job roles. With auto-
labor distribution, Evolution automatically distributes time amongst locations
that are the same for each pay period for an employee.

Backdated Setup Payroll: A regular payroll that can be backdated so that you
can date the payroll prior to the company being converted to Evolution.
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Batch: Payrolls are divided into one or more batches to allow different users to
key different parts of the payroll or to included employees with different pay
frequencies, but have the same check date. The batch houses the pay period
begin and end dates for a particular check date.

Block: An employee is subject to tax, but the tax is not withheld.

Check Template: You use check templates when you have a defined type of a
check that you use regularly, such as a bonus or vacation check. You can
create a template that predefines the attributes of the check, such as how the
check is taxed and what is blocked. Then you can just select the template and
attach it to a batch of checks or an individual employee check.

Client Correction Payroll: A payroll used to correct another payroll because of a
client initiated change.

Common Paymaster: An umbrella of companies that are related enough that
they can combine wages to reduce their unemployment, OASDI, and Medicare
taxes. For more information, refer to the IRS.

Consolidated Client: A client with multiple companies with multiple taxpayer
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identification numbers.

Conversion: The process of transferring a new client’s payroll data from
another Service Bureau or another payroll system to Evolution.

Creation Date: The date a record in the database was created. Each time you
change data, Evolution creates a new record to record the change.

CSR: Customer Service Representative. The person responsible for the
handling of client accounts.

E/D: Earnings and Deductions. Earnings define an employee’s pay.
Deductions are amounts subtracted from an employee’s gross pay to attain net
pay. Taxable Memos add to taxable wages but are not included in the gross-to-
net calculation. Also referred to as E/D Code. A user-defined code used to
identify an E/D.

E/D Code Type: A code defined by Evolution that classifies an E/D and controls
its behavior.

E/D Group: An E/D group consists of various E/Ds. E/D groups are used to
group related E/Ds, such as regular, overtime, and other such earnings for
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calculations and reporting purposes. E/D groups may be attached to another
E/D, such as pensions, garnishments, and child supports that require the
earnings and/or deductions be considered together.

EE: Employee. One employed by another, usually for wages or salary and in a
position below the executive level. [Source: Merriam Webster]

Effective Date: The date a changed record in the database takes effect.
Effective Dates replaced As-Of Dates. For more information, see
Understanding Effective Dates.

EFT: Electronic funds transfer. “Any transfer of funds initiated through an
(EFT) electronic terminal, telephone, computer, or magnetic tape. The term
includes, but is not limited to, Automated Clearing House (ACH) transfers
Fedwire transfers, and transfers made at automated teller machines and point-
of —sale terminals. For purposes of 31 CFR Part 208, the term ‘electronic funds
transfer’ also applies to credit card payments.” [Source: FMS]

EFTPS: Electronic Federal Tax Payment System. An electronic system for
paying taxes. For more information, see the Electronic Federal Tax Payment
System’s web site at http://www.fms.treas.gov/eftps/
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EIN: Employer Identification Number. An employer identification number (EIN)
is a nine-digit number the IRS issues. Its format is 00-0000000. It is used to
identify the tax accounts of employer and certain other organizations and
entities that have no employees. [Source: IRS]

Employee Code: The number used by Evolution to identify an employee
uniquely. Also called employee number.

Employee Number: See employee code

ER: Employer. A person or business that employs one or more people for
wages or salary; the legal entity responsible for payment of quarterly
unemployment insurance taxes or for reimbursing the state fund for
unemployment insurance benefit costs in lieu of paying the quarterly taxes.
[Source: BLS]

Evolution: A quality, Internet-capable, fully auditable, payroll and human
resource software system.

Exempt: An employee is not subject to a tax.

Federal Information Processing Standard (FIPS): Standards for information
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processing issued by the National Bureau of Standards in the US Department
of Commerce [Source: BLS]

FEIN: Federal Employer Identification Number. See employer identification
number.

FICA: Federal Insurance Contributions Act
FIPS: Federal Information Processing Standard

FIPS Code: A numeric designation for geographic areas, such as states,
counties and metropolitan areas. [Source: BLS]

FLSA: Fair Labor Standards Act

Form 1099R: An IRS form. See http://www.irs.gov/pub/irs-pdf/f1099r02.pdf

Form 1-9: Employment Eligibility Verification form from the Immigration and
Naturalization Service. See
http://www.ins.usdoj.gov/graphics/formsfess/form/I-9.htm

Form W-2: An IRS form. See http://www.irs.gov/publirs-pdf/fw2 02.pdf
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FUI: Federal unemployment insurance
GL: General ledger

GTL: Group Term Life. Life insurance offered to an employee by the company
and paid for in part or in full by the company.

Import Payroll: A payroll generated by the system during the importation of
legacy data.

Liabilities: The amounts owed for each instance of taxes. There are separate
liabilities, due dates, and totals for each employee and payroll.

Local Workstation: A personal computer

Magmedia: Alternate method of filing taxes using magnetic media instead of
paper.

Mass Tax Credit: A Massachusetts tax credit that rounds taxes to the nearest
dollar

MICR: Magnetic Ink Character Recognition. A type of printer ink used to print
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checks.

Misc Check Adjustment Payroll: A payroll that voids and issues miscellaneous
checks, such as for: agencies, taxes, or billing

Missouri Tax Credit: Gives employers a tax credit based on how much in
withholding they have. Evolution calculates this amount at the end of the
guarter and issues the employer a credit. Basically any quarterly tax cleanup
issues are done with tax correction type payrolls.

Multiple Worksite Report: The Multiple Worksite Report (MWR) form asks most
multi-location employers to provide employment and wage data for all of their
establishments covered under one Unemployment Insurance (Ul) account in a
State. Most multi-location employers with a total of 10 or more employees
combined in their secondary locations are required or requested to complete
the MWR. An employer’s primary location is the location with the most
employment in a State. All other locations within the State are secondary
locations. [Source: BLS] For more information, see the BLS website.

NYS-45-CC-MN: Quarterly Supplemental Return for Construction Employers

OASDI: Old Age, Survivors, and Disability. “The Social Security programs that
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provide Disability Insurance monthly cash benefits to retired worker
beneficiaries and their dependents, to surviving dependents of deceased
insured workers, and to disabled worker beneficiaries and their dependents.”
[Source: SSA Glossary]

OBC: Official Bank Check

Payroll Expert: A wizard in Evolution that helps you create payrolls, batches,
and checks.

Payroll Processing Queue: The list of payrolls ready for processing displayed in
the Operations-Process Payroll window.

Pre-Processing: A process in Evolution performs on a company to prepare for
its processing of quarterly and annual tax returns.

Primary Key: “One or more fields (columns) whose value or values uniquely
identify each record in a table. A primary key cannot allow Null values and must
always have a unique index. A primary key is used to relate a table to foreign
keys in other tables.” [Source: MSDN]
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Queue Task: A task submitted by a user to the Task Queue to be processed.
Regular Payroll: A normally scheduled payroll.

Remote Client: A client of a service bureau who enters their own payroll data.
Remote Client Workstation: A workstation running Evolution and configured to
be used by a remote client. It operates online or offline. When online, it
connects to the service bureau via the Internet.

Reversal Payroll: A payroll that voids another payroll.

RW: Report Writer. A tool in Evolution that creates custom reports.

SB: Service Bureau. A business that process payrolls and performs other
services for other businesses.

SB Correction Payroll: A payroll used to correct another payroll because of a
service bureau initiated change.

Scheduled E/D: Scheduled E/Ds are created so they will regularly default into
payroll runs after they are set up. An E/D code is entered into the employee’s
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scheduled E/Ds. The applicable E/D group is attached to that specific earning
or deduction code. An E/D should be included in a scheduled E/D group, if itis
a recurring action.

SDI: State Disability Insurance

Setup Run Payroll: A payroll that is used to set up payroll data imported from
another payroll system.

SSN: Social Security Number. A 9-digit number assigned by the Social Security
Administration, used to uniquely identify an employee.

SUI: State Unemployment Insurance. In general, the Federal-State
Unemployment Insurance (SUI) Insurance Program provides unemployment
benefits to eligible workers who are unemployed through no fault of their own
(as determined under State law), and meet other eligibility requirements of
State law. [Source: Department of Labor]

Supplemental Payroll: A payroll, which is not a regular payroll, used for
supplemental items such as commissions and bonuses.

SUTA: State Unemployment Tax Authority. See State Authority
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Unemployment Insurance (SUI).
Target: The dollar cap of a recurring deduction

Task Queue: A function within the Registration Daemon manages queue tasks
sent to the server for processing. A list of these tasks may be displayed by
clicking the View button. For more information, see Monitoring the Task
Queue.

Tax Adjustment Payroll: A quarter-end cleanup payroll

Tax Calculator: A utility in Evolution that allows you to perform gross-to-net and
net-to-gross calculations

Tax Correction Payroll: A payroll in which Evolution fixes rounding adjustments
or applies state tax credits like those for Missouri.

Tax Deposit Payroll: A payroll generated by the system while creating tax
checks.

TIN: Taxpayer Identification Number. “A nine digit number, which is either an
Employee Identifying Number assigned by the Internal Revenue Service (IRS)
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or a Social Security Number assigned by the Social Security Administration
(SSA)." [Source: FMS.]

TOA: Time Off Accrual. The tracking of time-off accrued by an employee.
Ul: Unemployment Insurance

WI/C Code: Workers’ Compensation Code

W-2: Form W-2

Washington L&I: Washington State’s Department of Labor and Industry.

Workers’ Compensation: A type of insurance that employers take out to pay the
cost of work related injuries of employees.

YTD: Year to Date
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