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Welcome to the Help area for your
online payroll system.

This online payroll system that you are being introduced to is the most robust online
payroll system available. With proper training from your payroll administrator, this
system will give you the advantage and convenience of having your payroll
information available to you 24 hours a day, 7 days a week. Reports, documents,
employee updates, timesheets and more, can now be accessed at any time, any
where you have access to the Internet. No more waiting for your payroll
administrator to be in office for copies of reports or documents or to manage payroll
information.

It is important to remember while reading through these help pages, that some of
the features and utilities described, may or may not be available to you or, you may
have different levels of access. Your payroll administrator has determined your level
of access. If you have questions regarding features, utilities, or access, please speak
with your account representative.

Thank you for allowing us to serve you.
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Welcome to the Help area for your online payroll
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This online payroll system that you are being introduced to is the most robust online
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employee updates, timesheets and more, can now be accessed at any time, any
where you have access to the Internet. No more waiting for your payroll
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have different levels of access. Your payroll administrator has determined your level
of access. If you have questions regarding features, utilities, or access, please speak
with your account representative.

Thank you for allowing us to serve you.
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Logging In

Although you may already be logged into the system. This information is provided as
reference for your convenience.

Your PEO/ASO will have provided you with your Username and Password. These
values must be entered into the appropriate text boxes:

Lizername:

I.-"ﬁ:lrgat your lp
password .

Powserad By: |
Darwi &

Once the values are entered, click the Log In button. This will take you to the
Welcome Page.

Forgot Password

If your password has been forgotten, click on the "Forgot your password?" button.
This functionality requires that you have an active email address and that this email
address has been provided to the PEO/ASO. Clicking the button will open a new
page on the right of the screen:



Getting Started

Forgot your password?

For an automated E-mail responze, please enter one of the follovwing
infarmation. The system will attempt to look-up your record and e-mail your
uzerid and password ta the e-mail address that is specified in wour profile.

Click here to proceed:

If wou are unzure about your login status, please contact the
administrator to update your login name, password and e-mail address in
the cliert database.

Typically, entering only your User ID is sufficient to retrieve your information.
Because User IDs must be unique, entering only the User ID will provide enough
information for retrieval. Within a few minutes you will receive an automated email
response that will list your User ID and Password.

Additionally, you can click on the "contact the administrator" text to open a email
form that will be submitted to the PEO/ASO.

Failed Login

Should you unsuccessfully enter your login and password three times, the login
page will be removed and the Forgot Password page will display. If you have a
working email address and it has be registered by the PEO/ASO, then you can fill out
the form and have your information emailed to you.






Home

Client Welcome Page

The client welcome page will display a summary of information and is designed to
give quick access to the most common areas of the payroll system. The Welcome
Page is displayed:

e After successfully logging into the Client Area.

e By clicking the Home link in the menu.

e By clicking the Home link on the toolbar.

The following image will help explaln the Welcome Page.
Harry*s Side Running Boards Fefrech | Mide menu | Mome | Contact Us | Help | About | Logout
Welcome to your DarwiNet 3.6 Infurmahnn Center

Welcome & Hews
‘Welcome Client Admin 1o the Employes Leasing Corporastion Clent Servace Canter for Harry's Last irvoce dafed SO002002

Sitde Running Boards. Pleads ke your Selechion Trom fhe mendd of ks B 1 yol sncolmisr an' Last TimeShesed suberified on LUEROWH

probiems, of if you hiree: GUeshions of SUQeeEstons, pleass &-Mmail & mepeae or ol (513) 5551212 @

1 pessnaing chianges requests,

Adminisiralor's responses
The changes to your data have @
R S been successiully sppled

1 Check Fedsral Tax ®
2 Print We Form _DO For -m
% msm:u SN a0z
kS @ ansrzmz SEI2002 51202002 mas
% sec002 ananio a0z ssen 88
3 A2 422002 ATEE02 256 W et Y
a2 Az AN Af21 2002 550 04 Todws Feomiadl. il com
% HEGS °F 135°C
HR Ragsonts Sunday Ju n-l ? EF.I N
Dertal Envodmert a Temp "R
Barames l
mr. E.m ~T

& Frernamber 1o chok the: LOCDUT bufon whsh you ane firished - this i impontant to protect the
privacy of your daba, H you encounter any probiems, or if you have guEstions of suggestons:, please e-
mad & message or call (513) 855412

1. The Toolbar - This is located at the top of the window. It contains the name of
your payroll system and the name of your company. Locate the red colored
ToDo near the (1) in the image of the Welcome Screen. This reminder only
appears when changes have been made that may require additional tasks to
complete. Clicking on this reminder will open the task. These tasks can also
be located under To Do List ( 7) on the Welcome Screen. Once these tasks
have been acknowledged, the reminder will disappear.

Along the top right side of the toolbar may be the following links:

¢ Refresh - Refreshes the page. Never use the Refresh, Back or
Forward buttons on the Internet Explorer browser.

e Hide Menu - This will toggle on or off, the main navigation menu on
the left of the online system.

e Home - This will take you back to the Welcome Screen.
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4.

e Contact Us - This link will open a message window to the Payroll
Administrator of the online system.

e Help - Clicking on Help will open the help screen for the online
system.

e About - Displays the version and copyright information of the online
system.

e Logout - Safely ends your online session. It is highly recommended
that you use this button to securely close your session.

Special Reports - This area will show any private links you may have added
to your online system, as well as any special forms or reports including
manuals and policies that have been uploaded into the system for you
convenience. Clicking on the item will either open that document or take to
the area in the system where the item can be found. If no reports/forms
exist, this area will not de displayed.

Invoice List - This area will display up to 5 of the most recent posted invoices.
Clicking on any of these will take you to the invoice area.

HR Reports - Displays a list of custom created reports within the online
system. These reports are generated using the payroll data that is available
within the online system. If no reports exist, this area will not de displayed.

Data Status - Displays the date of the last posted invoice, the date the most

recent timesheet was released, and the number of pending change requests.
Clicking on the line item "Pending Change Requests" will display the following
window:

This windows displays all
pending change requests. Each
change request includes:

Request ID - The unique
number automatically assigned
to this change request.

Date - The date and time the
change was made.

Change Requested - Indicates
the database table the change
request refers to.

Primary Key - Typically this
will be the Employee ID for
whom the change is being
applied to. However, itis
possible that some other text
will be listed.

Database Field Name - The



Home

field name or names that will be affected following change request.

Old Value - The previous value before the change request.

New Value - The new value being requested.

6.

7.

Administrative Response - This window will only appear when a change
request receives a response from the main payroll system. It will show
whether the change was accepted or rejected by your payroll company. Click
on the line item to view the details of the change. If the change was rejected,
the payroll personnel are required to enter a reason for rejection which will be
displayed in the corresponding column. Click OK to clear the display.

To Do List - Displays additional tasks resulting from change requests. These
will primarily result from tax status changes, and will include I-9 or W-4
forms. The online payroll system will automatically fill these forms with the
required information for the tax change. Simply print the form. If no changes
exist, this frame will not be displayed.

Local Weather - Displays a summary of your local weather. Click on the image
to display your local weather page. This frame is created using your zip code.
If your zip code is not recognized by the weather service, a red x will be
displayed.

Please note. The online payroll system works under SSL. The weather window
displays weather information from an external link that is not under SSL. This
alert is advising you of this.

Security Information x|

rir“l Thiz page containz both secure and nonsecure

?. items.

Do pou want ta dizplay the nonzecure items?

MHa Mare [nfa

Click the Yes button to display the weather image. No data is compromised by
clicking this button. To disable this alert window, click on the Internet
Explorers browser menus TOOLS>INTERNET OPTIONS, then click on the
SECURITY tab. At the bottom of that window, click on "Custom Level". Scroll
through the options until you find "Display Mixed Content". Select "Enable" and
then click OK.






Company
Company Setup

The Company Setup page details demographic information about your organization
based

on the information from the PEO/ASQO's main payroll system. To get to the Company
Setup page, click on the Company>Setup menu item.

This will open the following page:

Cligrit T 0o LCal DELIVERY
=Ty PET TSN Harry's: Side Running Boards: Cash
Roger Ardmore 5511995
1200 YWest Harbor Mebsite ey harrysrunningboards com
dre harry@@harrysrunningboatds.com
BES02 s ™
EXI tarhettan BANK OF K5
Bank of kanzas
. 2 Trs 052000452
[913) S44-83565 e z Wyl 123456789
[913) 233-5555 Debit Accourt Type sl ple P slalally

® Updating Information

Clicking the Edit button will open the fields in this window. After making your
changes, click the Save button.

11
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Departments

= Updating a Department
= Add a New Department

This area will display the departments assigned to your payroll. Departments
listed here can originate from the main payroll system, or can be added by

clicking on the button.

® Updating a Department
Most likely Departments will have been created by the payroll

administrator.

Department Description

004 0o Harry's Dept 01
004 002 Harry's Dept 2

To update the description of a Department, click on the Department to
be updated, then click on th Edit button.

001 001
|I—I amy's Dept 01 |

Edit the Description and add comments then click Save.

® Add a New Department

From the Departments list click the Add button.
The Department form will open. Enter the details about your new
department and then Save your information.

Department

Description

O Please follow instructions provided by
your Administrator when creating new
Departments.

12
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Additional Information

= Update Additional Info
= Remove Changes

Additional Information is a special set of User Defined Fields. Up to four data
types (Text, Date, Currency and Numeric) can be displayed. Each data type
can have up to five entries. Each of the entries can have different editing
permissions. The payroll administrator is responsible for setting up Additional
Information.

Click on the Additional Info link under the Company menu item. This will
display a list of existing fields.
Harry's Side Running Boards Refresh | Hide menu | Home | Conkack Us | Help | About | Lagoul

Additional Client Info

Page: 1 of 1 {1 records) =%

Spec. Delivery Inst. Contract Evaluation

Call befare delivering checks.  7ra2002

#® Update Additional Info
To update a record click on the row containing the Addition Info text.
This will open a grid displaying the Additional Info. Click on the row
containing the Additional Information.
Harry's Side Running Boards Refresh | Show menu | Home | Conkack Us [ Help | About | Logout

Additional Client Info

= RIS Call hefore delivering checks.
Contract Evalustion [Elenne

Click the Update button to open the form for editing.

13
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Harry's Side Running Boards FRefresh | Show menu | Home | Contack Us | Help | About | Logout

Additional Client Info
Gk [B[Cancel

You are ypdating this record:

":all befaore delivering checks.

Trar2002

A cdditional
Comments:

Additional Comments can be added as a message to the Administrator.
Edit the values that are available and click the Submit button to save
the changes. Clicking the Cancel button will remove your changes and

return you to the grid.

® Remove Changes
Changes that have been entered can be removed up until the time
that the Administrator transfers the changes.
Harry's Side Running Boards Refresh | Show menu | Home | Contack Us | Help | About | Logouk

Additional Client Info

Page: 1 of 1 (1 records)

Spec. Delivery Inst. Contract Evaluation

Delivet to secondary office.  FiS52002

14
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JBS Codes

= Adding JBS Codes
= Updating JBS Codes

JBS Codes are supplied to enable Job Costing. Use of JBS Codes and how
they are established and configured is determined by your Administrator.
Please contact your Administrator for these guidelines.

Clicking on the JBS Codes link under Company will display a list of existing
codes.

‘ Harry's Side Running Boards Refresh | Show menu | Home | Contack Us | Help | About | Logou

Client JBS Codes

Page: 1 of 1 {4 records} 52

Job PO Phase Task SubTask Description Inactive Budget Default Default
Hame Humber 6 @ 56 & 7] 5] [2:7] 5] 5 & Amount WiC Pay Rate
AW | &E & @B W | E | E

CFFICE Crffice Worker $0.00  KSEE10 $16.00
DRIYER OME ROUTE 1 Route 1 $0.00 $0.00
DRINMER OME Drriver D $100.00 $0.00
A0 Administrative O $0.00 000

® Adding JBS Codes
To add a IBS Code, click on the Add button. This will open the entry
form.

Harry's Side Running Boards Refresh | Show menu | Home | Contact Us | Help | About | Logou

Client JBS Codes

I»

You are credting this record:

Job Matme !

Ll |

The image above shows a sampling of fields available. Please note
that any field with a red exclamation mark is required and the record
cannot be saved unless these fields are complete. Enter values based
on your Administrator's instructions. When all fields are complete click
the Submit button to save the record. Clicking Cancel will remove all
entries and return you to the JBS Codes page.

15
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® Updating JBS Codes

Click on the JBS Codes link under Company. Click on the row
containing the JBS Code to be
pdated.

Harry's Side Running Boards Refresh | Show menu | Home | Conkact Us | Help | About | Logout

Client JBS Codes '
E]E]Recurd

20f4 Sort by: [JobName] DESC

0 hlatme DRIVER

OME
ROUTE 1

Route 1

O

$0.00

3 $0.00
~00002

Click the Update button to open the form for
editing.

Harry's Side Running Boards Refresh | Show menu | Home | Contact Us | Help | About | Logout

Client JBS Codes
[[Ebmit] (E[Cancel

You are #pdating this record:

Jok Mame WSS
PO Mumber

L |

Additional Comments can be added as a message to the Administrator.
Edit the desired fields and then click the Submit button to save the
changes. Clicking the Cancel button will reset your changes and
return you to the previous screen.

® Remove Changes

16
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Click the Undo button to remove your

Harry's Side Running Boards Refresh | Show menu | Home | Contack s | Help | About | Logout

Client JBS Codes

(4 (<) Rrecord 2 of 4 Sort by: [JobName] DESC

You have updated the highiighted fields.
DRIVER

QOME
ROUTE 1

Raute 10

O

$0.00

$0.00
~000o:z

17






HR Setup
HR Setup

This area will allow you to track your employee training and employee reviews. For
detailed information, click on the respective links.

Training or Review Types - Types of training and/or reviews. i.e. First Aid Training.

Training or Review Status - Types of status of the training and/or reviews. i.e. In
Progress, Completed, etc.

Training or Review Rating - Types of ratings to give the completed training or review.
i.e. Pass, Fail, etc.

19
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Training

The Employee Training area allows the client to track and maintain training for each

of the employees. Once set up, the training is tracked from the Employee Details
menu > Training.

B | Harry's Side Running Boards  Refresh | Show menu | Home | Contact Us | Help | About | Logout
Employee Training

Page: 1 of 12 records)

Employee ID Renewal Comment Rating Completion

(A2 Date Date
01.0041 .0001 DRNVER  COMPLETE 142372006 Certified LICENSED  1/9/2002 142372002
01.0041 .0001 DRNVER  COMPLETE  1/23/2006 Certified Driver LICENSED  1/3/2002 14242002

Clicking on a row for a particular event will open that event for updating.

20
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Training Types

Training Types allows you to setup various Training Type codes. These can be used
to track when an employee attends job-related training. These types can then be
used in the Training Status area of the system.

After clicking on the Training Types link you will be provided a list of existing Types
codes.

Harry's Side Running Boardg Refresh | Show menu | Horme | Contack Us | Help | About | Logout

Employee Training Types
Page: 1 of 1 (2 records)

TrainingType Description
Az

DRIVER Certified Driver Training
SALES Sales Training

Add Training Types

From the Training Types list click the button. This will open a form for adding
a new record.

‘ Harry's Side Running Boards Refresh | Show menu | Home | Contact Us | Help | About | Logouk

ADD Employee Training Type
[E|5ubmit] [E|Cance|]

You are creating this record:

.- | L

Enter an ID for the new training type in the Trainingtype line item. This is a required
field. The record cannot be saved if this field is left blank. Additional Comments can
be added as a note to the PEO/ASO Administrator.

Once you have entered the information, click the Submit button to save the record.
Clicking the Cancel button will remove the information entered and return you to the
list.

21
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Updating a Training Type
Any existing Training Type can be updated. Click the record to be updated.

11 Harry's Side Running Boardsg Refresh | Show menu | Horme | Contact Us | Help | About | Logout

Employee Training Type
Record 10f2 (21" Sort by: [TrainingType] ASC

Training Type EREEYEE
= i B Cetified Driver Training

Click the Update button to open the form for editing.

1‘ Harry's Side Running Boards Refresh | Show menu | Home | Contact s | Help | About | Logouk

Employee Training Type
[E|5ubmit] [E|Cance|]

You are ypdating this record:

Addditional
Comments:

Make the necessary changes and click the Submit button. Clicking the Cancel button
will remove the changes and return you to the Training Types list.
Deleting a Training Types

A Training Type can be deleted. It is advised that you contact your PEO/ASO
Administrator before doing so.

From the Training Types list click on the record to be deleted. Click the Delete
button. Click the OK button on the confirmation to continue the delete process.
Clicking the Cancel button on the confirmation message will abort this process.

Removing Changes

Click the to remove changes.

22
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Training Status

The Training Status link under the HR Setup menu item allows you to setup various
Training Status codes to be used when an employee attends job-related training.
This item will be used in the Employee Training area of the system.

After clicking on the Training Status link you will be provided a list of existing Status
codes.

‘1 Harry's Side Running Boards Refresh | Show menu | Home | Contact Us | Help | About | Logout
Employee Training Status

Page: 1 of 1 (3 records)

TrainingStatus Description
Az

COMPLETE Training Completed
INPROGRESS l= currently in class
STARTED Just started class

Add Training Status

From the Training Status list click the Add button. This will open a form for adding
the record.

Harry"s Side Running Boards Refresh | Show menu | Home | Contack Us | Help | About | Logout

ADD Employee Training Status
[E|Submit] [E|Cance|]

You are creating this record:
¥

-

The line item with the red exclamation mark is required. The record cannot be saved
if this value is left blank.

Additional Comments can be added as a note to the PEO/ASO Administrator.

23
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Once you have entered the information, click the Submit button to save the record.
Clicking the Cancel button will remove the information entered and return you to the
list.

Updating a Training Status

An existing Training Status can be updated. From the Training Status list click the
record to be updated. This will open the grid of information about this record.

11 Harry's Side Running Boards Refresh | Show menu | Home | Contact Us | Help | About | Logouk
Employee Training Status

Record 1 of 3 Sortby: [TrainingStatus] ASC

Training=tatus geelt RN
Description Training Completed

Click the Update button to open the form for editing.

1‘1 Harry's Side Running Boards Refresh | Show menu | Home | Contack Us | Help | About | Logout
Employee Training Status

[E|Submit] [E|Cance|]

You are ypdating this record:
N COMPLETE

Training Completed

Additional
CoMmments:

Make the necessary changes and click the Submit button. Clicking the Cancel button
will remove the changes and return you to the Training Status list.
Deleting a Training Status

A Training Status can be deleted; however, it is advised that you contact your
PEO/ASO Administrator before so.

From the Training Status list click on the record to be deleted. Click the Delete
button. Click the OK button on the confirmation to continue the delete process.
Clicking the Cancel button on the confirmation message will abort this process.

Removing Changes

24
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Click the to remove changes.

25
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Training Rating

The Training Rating link under the HR Setup menu item allows you to setup various
Training Rating codes to be used when an employee attends job-related training.
This item will be used in the Employee Training area of the system.

After clicking on the Training Rating link you will be provided a list of existing Rating
codes.

Harry's Side Running Boards Refresh | Show menu | Home | Contact Us | Help | About | Logout

Employee Training Rating
Page: 1 of 1 {2 records)

TrainingRating Description
iz

FAILED Failed Training
LICEMZED Licensed and certified

Add Training Rating

From the Training Rating list click the Add button. This will open a form for adding
the record.

1‘ Harry's Side Running Boards Refresh | Show menu | Home | Contack Us | Help | About | Logout

ADD Employee Training Rating
[E|5meit] [ElCancel]

You are creating this record:

TrainingRating !

The line item with the red exclamation mark is required. The record cannot be saved
if this value is left blank.

Additional Comments can be added as a note to the PEO/ASO Administrator.

Once you have entered the information, click the Submit button to save the record.
Clicking the Cancel button will remove the information entered and return you to the
list.

26
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Updating a Training Rating

An existing Training Rating can be updated. From the Training Rating list click the
record to be updated. This will open the grid of information about this record.

1‘ Harry's Side Running Boards Refresh | Show menu | Home | Conkack Us | Help | About | Logout
Employee Training Rating
Record 1 0f 2 Sort by: [TrainingRating] ASC

TrainingRating W E= ]
Description Failed Training

Click the Update button to open the form for editing.

1‘ Harry's Side Running Boards Refresh | Show menu | Home | Conkack Us | Help | About | Logouk

Employee Training Rating
(i Eukmt) (E[Cancel)

You are ypdating this record:
el FAILED
IFaiIeu:I Training

A ddditional
Comments:

Make the necessary changes and click the Submit button. Clicking the Cancel button
will remove the changes and return you to the Training Rating list.
Deleting a Training Rating

A Training Rating can be deleted; however, it is advised that you contact your
PEO/ASO Administrator before so.

From the Training Rating list click on the record to be deleted. Click the Delete
button. Click the OK button on the confirmation to continue the delete process.
Clicking the Cancel button on the confirmation message will abort this process.

Removing Changes

Click the to remove changes.
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Manager

Employee's managers can be maintained from the Managers link under the HR Setup
menu item. Managers can be assigned to all employees.

After clicking the Managers link a list of existing managers will be shown. If no
records exist you will need to add a manager to track Employee Reviews.

The image below shows a list of managers.

Harry's Side Running Boards Refresh | Show menu | Home | Contact Us | Help | About | Logout

Employee Manager

Page: 1 of 1 {2 records)

EEManager Description
Az

ALLARN Allan Richards
STEVE Office Manager

Add Managers

Click the Add button to add a new manager. After clicking the Add button a form will
open where you can complete your entry.

Harry's Side Running Boards Refresh | Show menu | Home | Contact Us | Help | About | Logout

ADD Employee Manager
[E|5ubmit] [E|Cance|]

You are creating this record:
¥

-

Additionzl
Comments:

The EE Manager field is required. The record cannot be saved if this field is left
blank.

Complete the form and click the Submit button. Clicking the Cancel button will
delete the entered information and return you to the Managers list.

28



HR Setup

Editing Existing Managers

From the manager's list, click the row containing the manager to edit. This will open
the grid of manager specific information.

Harry's Side Running Boards Refresh | Show menu | Home | Contact Us | Help | About | Logout

Employee Manager
(4(“)recora2 0f 2 Sort by: [EEManager] ASC

EEManager E2yi=4=

RN Office Manager

Click the Update button to open the form for editing.

Harry's Side Running Boards Refresh | Show menu | Home | Conkack Us | Help | About | Logout

Employee Manager
[E|Submit] [E|Cance|]

You are apdating this record:

==NENEE STEWE

BN | Office M anager

Additional
COMmments:

Edit the Description and optionally add Additional Comments. Click the Submit
button to save the changes. Clicking the Cancel button will remove any changes
made and return you to the Managers list.

Delete a Manager

From the Manager list click the row containing the manager to be deleted. Click the
Delete button and then click the OK button on the confirmation message. Clicking
the Cancel button on the confirmation message will abort the delete process.

Removing Changes

Click the to remove changes.
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Reviews

You are able to track employee reviews in the system. To get to this section click on
the Employee Details link under the Employees menu item. Locate the employee in
the grid and click on his/her Actions button. Select the Reviews item from the drop
list.

Existing review will be displayed.

iy’ Sinde Paning Bosr e Bafreah | Show meru | Heme | Contact U | Holp | St | Lagent

Employss Reviews
(BT P 1 004 61 wsnagny, D)

Dete: Tamo Fl-r-i'-ni Fhinmd by
o)
E i

i el " 1?020:“! & BRESS CO0E  VERBAL RDMMDER  SATEFACEORY  pekears 1li||1l=$3

Adding a Review

To add a review you must first make sure that Review Actions, Review Types and
Review Ratings have been created. When these are established, click the Add button
to open the form for adding the new review.

Harry's Side Running Boards Refresh | Show menu | Home | Contact Us | Help | About | Logouk
Employee Reviews

[E|5meit] [ElCancel]

You are creating this record:

Employes

' 010010001
(]

2
DatesTime @ @

Additional
Comments:
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Things to know about this screen:

e The Incident Number will increase by one each time a review is added.

e Though there are no required fields, you must enter some information for the
record to be saved.

e The drop lists for Manager, Type, Action and Rating are generated from the
values placed in HR Setup.

e The Date Created and Created By fields are added automatically and cannot
be updated.

e Each date field has three buttons to the right of the field. The up and down
arrow buttons will add or reduce the day by one day. The third button will
open a calendar in a new window. Selecting the date from this calendar will
put that date in the field.

After entering all pertinent information, click the Submit button to save the record.
Clicking the Cancel button will remove all information added and return you to the
Reviews list.

Updating a Review

From the Reviews list, click on a review to be updated. This will open the Review
grid.

Harry's Side Running Boards Refresh | Show menu | Home | Contact Us | Help | About | Logouk

Employee Reviews for James Winton (ID# 010010001 )

010010001

1

4012002 12:00:00 P
STEWE

thinkwvare
GU2272002 10:04: 33 AM
o

Note on this screen that the Changed By and Modified Date are already in red. This
is by design as these fields are automatically filled and cannot be edited. Clicking
the List button at this point will return you to the Reviews list and will not save any
changes. To make changes to the review click the Update button to open the
editable form.
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Harry'z Side Running Boards Refresh | Show menu | Hame | Contact Us | Help | About | Logouk

Employee Reviews for James Winton {ID# 010010001 )

(5t [BE[Sancel)

You are ypdating this record:

Employee 010010004
Inciclert 1
5 R 40 2002 12:00:00 PM

MWanager STEWE R

| DRESS CODE - |
I [ /ARNING =l
GET | SATISFACTORY |
Created thinkare

402202002 10:04:33 A

hodified
Date

Br272002 9:32:55 A

Additional =

Make necessary changes using the drop lists and add optional Additional Comments.
Click the Submit button to save your changes. Clicking the Cancel button will
remove your changes and return you to the previous grid. The Created By field may
show a user from your PEQO/ASO. This is normal.

Deleting a Review

Reviews can be deleted, but you should contact your PEO/ASO for guidelines and
recommendations.

From the Reviews list, click the review to be deleted. When the Review grid appears
click the Delete button. Click the OK button on the confirmation message to
complete the process. Clicking the Cancel button on the confirmation message will
abort the delete process.

Removing Changes

Once changes have been established, they can be removed up until the time your
PEO/ASO transfers the changes. A changed Review will appear in the list with red
text. Click on the Review where changes exist and are to be removed. This will
show the Review grid.
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Harry's Side Running Boards Refresh | Show menu | Home | Contact Us | Help | About | Logouk

Employee Reviews for James Winton {ID# 010010001 )

You have updated the figfifighted fields.
01009 Q0o

9

412002 12:00:00 PM
ALLAMN

DRESS CODE
WARMIMNG
SATISFACTORY
thinkware

412202002 10:04: 35 AW
0o

Bf2712002 9:45:51 A

Clicking on the Changes Exist button will show details and the status of the changes.
Click the Undo button to remove the changes. Click the OK button on the
confirmation message to complete the process. Clicking the Cancel button on the
confirmation message will abort the Undo process.
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Review Types

The Review Types link under the HR Setup menu item allows you to setup various
Review Types codes to be used when entering an employee review. This item will be
used in the Employee Review area of the system.

Clicking on the Review Types link will display a list of existing codes.
“ Harry's Side Running Boards Refresh | Show menu | Home | Contact s | Help | About | Logouk
Employee Review Types
Page: 1 of 1 {2 records)

ReviewType Description
Az

DRESS CODE Improper attire
LATE Artives late for work

Add Review Types

From the Review Types list click the Add button. This will open a form for adding the
record.

Harry's Side Running Boards Refresh | Show menu | Horme | Contack Us | Help | About | Logout

ADD Employee Review Type
[ElSubmit] [El':ancel]

You are creating this record:

¢

Adddditional
Comments:

The line item with the red exclamation mark is required. The record cannot be saved
if this value is left blank.

Additional Comments can be added as a note to the PEO/ASO Administrator.

Once you have entered the information, click the Submit button to save the record.
Clicking the Cancel button will remove the information entered and return you to the
list.
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Updating a Review Types

An existing Review Types can be updated. From the Review Types list click the
record to be updated. This will open the grid of information about this record.

1‘ Harry's Side Running Boards Refresh | Show menu | Home | Contack Us | Help | About | Logout

Employee Review Type
Record 10f 2 )M Sort by: [ReviewType] ASC

SRR DRESS CODE
i Impropet attire

Click the Update button to open the form for editing.

1‘ Harry's Side Running Boarde Refresh | Show menu | Home | Conkack Us | Help | About | Logouk

Employee Review Type
[E|5meit] [ElCancel]

You are #pdating this record:

- DRESS CODE

Ilmprnper attire

Additional
Comments:

Make the necessary changes and click the Submit button. Clicking the Cancel button
will remove the changes and return you to the Review Types list.
Deleting a Review Types

A Review Types can be deleted; however, it is advised that you contact your
PEO/ASO Administrator before so.

From the Review Types list click on the record to be deleted. Click the Delete button.
Click the OK button on the confirmation to continue the delete process. Clicking the
Cancel button on the confirmation message will abort this process.

Removing Changes

Click the to remove changes.
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Review Action

The Review Action link under the HR Setup menu item allows you to setup various
Review Action codes to be used when entering an employee review. This item will be
used in the Employee Review area of the system.

After clicking on the Review Action link you will be provided a list of existing Action
codes.

‘1 Harry's Side Running Boards Refresh | Show menu | Home | Contact Us | Help | About | Logout
Employee Review Action

Page: 1 of 1 {2 records)

ReviewAction Description
A}

WERBAL REMINDER  “erhal Reminder
WARMNIMG Wiitten or erbal Warning

Add Review Action

From the Review Action list click the Add button. This will open a form for adding the
record.

“ Harry's Side Running Boards Refresh | Show menu | Home | Contack Us | Help | About | Logout

ADD Employee Review Action
@'5'-"3"1“] [E|Cancel]

You are cregting this record:
¥

-

Comments:

The line item with the red exclamation mark is required. The record cannot be saved
if this value is left blank.

Additional Comments can be added as a note to the PEO/ASO Administrator.

Once you have entered the information, click the Submit button to save the record.
Clicking the Cancel button will remove the information entered and return you to the
list.

36



HR Setup

Updating a Review Action

An existing Review Action can be updated. From the Review Action list click the
record to be updated. This will open the grid of information about this record.

Harry's Side Running Boardg Refresh | Show menu | Horme | Contack Us | Help | About | Logout

Employee Review Action
Record 1 of 2 Sort by: [ReviewAction] ASC

=N YERBAL REMIMNDER

Jescription Yerbal Reminder

Click the Update button to open the form for editing.

Harry's Side Funning Boards Refresh | Show menu | Home | Contack Us | Help | About | Logouk

Employee Review Action
@|5meit] [ElCancel]

You are ypdating this record:

Make the necessary changes and click the Submit button. Clicking the Cancel button
will remove the changes and return you to the Review Action list.
Deleting a Review Action

A Review Action can be deleted; however, it is advised that you contact your
PEO/ASO Administrator before so.

From the Review Action list click on the record to be deleted. Click the Delete
button. Click the OK button on the confirmation to continue the delete process.
Clicking the Cancel button on the confirmation message will abort this process.

Removing Changes

Click the to remove changes.
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Review Rating

The Review Rating link under the HR Setup menu item allows you to setup various
Review Rating codes to be used when entering an employee review. This item will be
used in the Employee Review area of the system.

After clicking on the Review Rating link you will be provided a list of existing Rating
codes.

Harry's Side Running Boardg Refresh | Show menu | Horme | Contack Us | Help | About | Logout

Employee Review Rating
Page: 1 of 1 (2 records)

ReviewRating Description
A )

SATISFACTORY Satisfactory
WARMED Has been warned

Add Review Rating

From the Review Rating list click the Add button. This will open a form for adding
the record.

11 Harry's Side Running Boards Refresh | Show menu | Home | Contact Us | Help | Abouk | Logout

ADD Employee Review Rating
[E|Submit] [E|Cancel]

You are creating this record:

¢

The line item with the red exclamation mark is required. The record cannot be saved
if this value is left blank.

Additional Comments can be added as a note to the PEO/ASO Administrator.

Once you have entered the information, click the Submit button to save the record.
Clicking the Cancel button will remove the information entered and return you to the
list.
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Updating a Review Rating

An existing Review Rating can be updated. From the Review Rating list click the
record to be updated. This will open the grid of information about this record.

11 Harry's Side Running Boards Refresh | Show menu | Home | Contact Us | Help | About | Logouk
Employee Review Rating

Record 1 of 2 Sort by: [ReviewRating] ASC

HIERSEE N SATISFACTORY
Description Satistactory

Click the Update button to open the form for editing.

1‘ Harry'z Side Running Boards Refresh | Show menu | Home | Contact Us | Help | About | Logout
Employee Review Rating

[E| Submit] [E| Cancel |

You are gpdating this record:

Make the necessary changes and click the Submit button. Clicking the Cancel button
will remove the changes and return you to the Review Rating list.
Deleting a Review Rating

A Review Rating can be deleted; however, it is advised that you contact your
PEO/ASO Administrator before so.

From the Review Rating list click on the record to be deleted. Click the Delete
button. Click the OK button on the confirmation to continue the delete process.
Clicking the Cancel button on the confirmation message will abort this process.

Removing Changes

Click the to remove changes.

39






Employees

Employee Details

= Alphabet Filter Bar

= Column Filter and Sort

= Edit Personal Info

= Terminating an Employee
* Quick Link

Clicking on the Employee Details link under the Employees menu item will
display a list of your active and inactive employees and allows for quick
navigation to employee-specific details.

| ELN | EC T | X | L | | | PO | | | e | | | | e | | | | | T | 2

Empéosyes 0 Inactive Lagt Rame Middle Firgl Hame: State EMail
23] o] | B | | = | = 5] "]
O w Bethany WE = =]

i a0 B0y HARRYE Gray

#® Alphabet Filter Bar:
This bar across the top of the window, allows you to filter the list by
last name.

® Column Filter and Sort:
The filter icon located in the top of column heads, allow you to add
filters to find specific records. The sort icon will sort the column.
Clicking again on the sort icon will reverse the sort order.

#® Edit Personal Info:

Clicking on the Employee
line will open the
employees Personal
Information window. After
opening the Personal
Information window, you
can update the information
by clicking on the Update
button. This will open the
fields to edit.
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® Terminating Employees:

Employees are terminated

from the Personal

Information window. This

will not delete the employee

out of the system. It will set
the employee as inactive. To terminate or inactivate an employee,
simply check the box at the top of the employees Personal Information
window.

After checking the box, click submit to
get the termination dialogue box. This
box allows you to enter a termination
date, the termination code, and a
description. It will also allow you to
disable the employees login to the
online payroll system.

O Please make note of the following functionality when terminating an
employee:

= The Termination Date is a required field. This is the actual date
the employee is to be terminated.

= The Termination Code is also required. Each PEO/ASO can set
these values up differently: Please consult with your PEO/ASO
for clarification on which code to enter.

= The Termination Description field cannot be edited. This simply
shows the description of the selected Termination Code.

Reactive an Inactive Employee:

Employees that have a status of Inactive can be reactivated. From the
employee Personal Information screen, click the Update button and
then remove the checkmark in the Inactive field. Click the Submit
button and the following window will be displayed.
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Select any of the employee records to
reactivate and click the Submit button.

® Quick Link:

In the last column to the right of each employee listed, is a Quick Link
icon.
This button will open a drop-down list of payroll related areas available

to view or update.
Click on this button and let the page refresh to show the drop-down

box. Then select the desired area.

43



DarwiNet Client Level

Employee Dependents

Updating a dependent
Adding a Dependent
Deleting a Dependent

The Dependents page can be accessed by clicking on the Employee
Dependents link under Employees or by selecting Dependents from the
Employee Details Actions button &=, when Employee Dependents is
selected, a list of ALL dependents for all employees will be provided. Clicking
on the Dependents item from the drop list will provide employee-specific
dependents. Management of dependents is the same regardless of method of
getting to the Dependents page.

Page: 1 of 1 (3 records) -

El'l'm n Marme First Hame Middie Last Hame S5H Birth Date: Gender Relation Lives with Full Time Disabled
) ] = ahip EE Student = =
M | @8 | &= 5]
O O O

0100 0003 Gray, Bethary w Fred 123456789 9M2003
01.000.0001  Winton, James Maetha Sterwrat Windon LSRR R TR Female Spouse
010010001 Winton, James Susan Young Vinton 430604933  THRAS%0 Fermale Daughter a | i

® Updating Dependents

44

To update an existing Dependent, click on the row containing that
dependent. A grid showing all dependent related information will be
displayed.

Harry's Side Running Boards Refresh | Show menu | Home | Contact Us | Help | About | Logout

Dependent Info for EmployeelD# 010010001
[Elet) ([EUedste) [X[oektz) [14)[4)pecora20f2  Sortby: [FirstName] ASC

010010001
Marme: Wirton, James

SUsan

Y oung
Wintan
439534933

Comtmert
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Clicking the Update button will open the fields for editing.

When all changes are made, click the Submit button. Clicking the
Cancel button will remove all changes made.

® Adding a Dependent
To add a dependent click the Add button. Complete the required fields
and including any additional information. Click the Submit button. If
the dependent is a new born that does not yet have a Social Security
Number, enter 000000000 in the field. Enter the correct humber at a
later time.

® Deleting Dependents
Dependents can be deleted. After the Dependent grid is displayed,
click the Delete button. Click the OK button on the confirmation
message to complete the delete process. Clicking the Cancel button
on the confirmation will abort the delete process.

Removing Changes
Changes can be removed up until the time the Administrator transfers the changes.

Dependents that contain changes are displayed in red.

Harry's Side Running Boards Refresh | Show menu | Horme | Contact Us | Help | About | Logouk

Dependents

Page: 1 of 1 (2 records) 5,

Middle SS5H Gender
01.001.0001  Winton, James  Barbara Arne Wirton 343134244 4/48M958 Female
01.001.0001  Winton, James  Susan Y oung Wirton 439834933 78990 Female

Click on the row containing the dependent. This will open the grid for the
dependent.
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1‘ Harry'z Side Running Boards Refresh | Show menu | Hame | Contact Us | Help | About | Logouk

Dependent Info for EmployeelD# 010010001

Record 1 of 2 Sort by: [FirstName] ASC
You have updated the fighifighted fields.

01 001 aooq
Matmne Winton, James

EE 75433929

Barbara

343134344
4i6M 958
Female

Spouse

Clicking the Changes Exist button will display detailed information about the changes
and their status. Click the Undo button to remove the changes. Click the OK button
on the confirmation message to complete the process. Clicking the Cancel button on
the confirmation page will abort the Undo process.
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Employee Licenses

= Updating Employee License
= Adding Employee License

The Licenses page can be accessed by clicking on the Employee Licenses link
under Employees. This will display all licenses for all employees. By selecting
Licenses from the Employee Details Actions column drop list will provide
employee-specific licenses.

A license list will be displayed if licenses exist.

Harry's Side Running Boards FRefresh | Show menu | Home | Contact Us | Help | About | Lagout

Licenselnfo

Page: 1 of 1 (1 records) m ;._

Employee ID Hame Licenze License Licenze Effective Expiration Comment Inactive
(1] Description Humber Date Date
4] W | = W | = W | =

01.001 0001 winton, James  DRIVER Driver's License 4231 27E754874  TAMN995 T2002

#® Updating Employee License
Click the row containing the employee's license to update. This will

display all information about the license.
Harry's Side Running Boards Refresh | Show menu | Home | Contact Us | Help | About | Logout

License Info for EmployeelD# 010010001
=L

01001 G004
Mame Winton, James
m 746438929
DRIVER

Drriver's License
4251 275754574
FIrM99s
FrF2002

O

Click the Update button to open the fields for editing.

47



DarwiNet Client Level

Harny's Side Running Boards Refresh | Show menu | Home | Contact Us | Help | About | Logout

License Info for EmployeelD# 010010001

You are ypdating this record:

Etnployves

N 010010004
T
Matne Winton, James
EE 745435928

License 0 WelHRYSH

|Driver's Licenze

4231276764574

[7/71938 (]
[7r7/2002 (2]
|

-

Additional
Comiments:

-l

Manually enter a date into the date field. Or, click on an arrow button
to enter todays date into the empty field. Continue to click the arrow
button to advance the date by one day or decrease the date by one
day. Clicking the calendar button will allow you to select a date from a
calendar in a pop-up window.

Click the Submit button to save all changes. Clicking the Cancel
button will remove all changes.

#® Adding an Employee License

48

From the Employee License list click the Add button. The entry form
will be
displayed.
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Harry's Side Running Boards Refresh | Show menu | Home | Contack s | Help | About | Logout

License Info
[ [Submit] B [ancel)

You are creating this record:

!
| )
| )

Additional
Comimernts:

e Any field with a red exclamation mark is required. The license will not
be saved if one of these fields is left blank.
e Using the buttons to the right of the date fields can assist in adding the date
e Click the down arrow to decrease the day by one.
e Click the up arrow to increase the day by one.
e Click the calendar button to display a calendar in a new window. Clicking on
a particular date will add this date to the field.
¢ Additional Comments can be added as a message to the Administrator.

Click the Submit button once all fields have been entered. Clicking the Cancel button
will remove all entered information.
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Benefits

Updating Benefits
Adding Benefits
Removing Changes
Excel Export
Actions Column

The Employee Benefits page can be accessed by clicking on the Benefits link
under Employees or by selecting Benefits from the Employee Details Actions
column. When Benefits is selected from the menu a list of ALL benefits for all
employees will be provided. Clicking on the Benefits item from the drop list
will provide employee-specific benefits. Management of Benefits is the same
regardless of method of getting to the Benefits page.

Clicking on the Benefits link will display a list of benefits.

Bary's S Rarsing Boeids  Fofrei | Show e | Home | Conbaot Us | Hok | At | Lagat

Eenefit Codes
Page: 1 of § () inoerds) [

nacties 1'.|L
(o]

o (a1 0 Trontar, Mick Ry o e, EE NGO Fiedl Asnrt il ] AMERIC AN HEALTH
24 (N 2005 Rzciford biskanes Aarican s, 1 + Spouns Frosd Aamcuni FL T o AEFICAM MIALTH
9 (o 9003 Gy, Betrary AMHES  Aserioen Fealn, BE « Spouse |:| NEH0  Fiued Amount bl 0 ME00  AMERNCANHESLTH E‘.-:
24 (E 2000 Grwy, etharvy [MTLES. Dl (E+5 | G0 Fiosd Amourt 035 O WIS00 ONTAL =3
9 G 9008 Rocitord, Molaree  DMTLES  Dentel, BEeS | GG Fiusd Amoart 3 W00 pEnla -
24 {81 200 “hdnion, ey [ATLFM  Danisl Famdy | AGHD  Fiosd Aok 0o o MO0 DIRTAL =3
& (i 0 “Weus, Darvia HOEERE M B Oy 3000 | NGO Fiusd st wnare ] WIOD HUAGANA )
24 [N 004 “hdnizn, ) WL e Dep P Fandy X067 | ACID  Frsd Aot FIT (] WD FREAAA =3
e

Tt

® Updating Benefits

50

Clicking on a row will open the benefit information grid for that specific
employees code.
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Harry's Side Running Boards Fefres ] ne | Conkack Us | Help | About | Logouk

Employee Benefits
(4[] record 6 of 8 Sort by: [BenefitCode] ASC

O

101 2000

O

Fixed Amaount
F2.00

0.00

DEMTAL
F0.00

$5.00

$0.00

F0.00
Wizekly

Click the Update button to open the form for editing.

Harry's Side Running Boards Refresh | Show menu | Home | Conkact Us | Help | About | Logout

Employee Benefits for EmployeelD# 010010001

You are ypdating this record:

04004 0001
Mame Winton, James
EE 745438929
Benefit DMTLFM

Dental, Farmnily

| Fixed Amount =] !

I 2.00

(partlal view of benefit update screen)
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® Adding Benefits

Existing benefit codes can be added to employees It is not possible to
add a new benefit code.

Click the Add button from the Benefit list.

Harry's Side Running Boards Refresh | Show menu | Home | Contact Us | Help | about | Logout

Employee Benefits

-
You are creating this record:
Employes
ICr

—
Deszcriptio

(D2 Dy
D@

=

#® Removing Changes

Changes to information can be removed up until the time that the
Administrator transfers the changes.

When a specific employee with a specific benefit code has had changes
applied to that code, the Benefit list will display this line with red text.

To remove the changes for this employee, click on that row from the
list.
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Harry's Side Running Boards FRefresh | Show menu | Home | Contact Us | Help | About | Logouk

Employee Benefits for EmployeelD# 010010001

((“)Rrecord 6 of 8 Sort by: [BenefitCode] ASC

You have updated the figiligited fields.

) 010010001
Mame Winton, James

EET s+

Dental, Family

1172000

O

Fixed Amount
$4.00

0.00

DEMTAL
$0.00

$5.00

$0.00

$0.00

Wigekly

Clicking on the Changes Exist button will display detailed information
and status about the changes. Click the Undo button to remove the
changes. Click the OK button on the confirmation message to
complete the process. Clicking the Cancel button on the confirmation
message will abort the process.

#® Excel Export
The Benefit list screen includes an Excel button at the top of the page.
Clicking this button will allow you to export the list into a Microsoft
Excel spreadsheet. Once the button is clicked, a new window will open
and display the benefit information. This process can take several
seconds depending on the number of benefits you have.

Using the grid sorting features, you can lessen the number of records
displayed and export only those values. Otherwise, ALL records will be
exported to the Excel document.

® Actions Column
The button in the Actions column provides an additional link to Benefit
Transaction History. Clicking on the Actions button will cause a drop
down list to appear. Click the down arrow and select Transaction
History. The resulting page will provide a list of transactions for this
particular code and employee.
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Harry's Side Running Boards Refresh | S menu | Home | Cantack Us | Help | About | Logout

Benefits Details for {ID# 010010004 ; Code AMHLEE )
Go to Page: m of 2 (19 records) D D

EmployeelD PaymentlD CheckHumber Amount LT CheckDate
A,z

01.001.0004 2376 0000258584 $30.00 0 52052002
01.001.0004 2370 00002873 $30.00 0 SM352002
01.001.0004 2352 00002860 $30.00 0 SmBr002
01.001.0004 2346 00002854 $30.00 0 452952002
01.001.0004 2340 00002843 $30.00 0 452202002
01.001.0004 2334 00002842 $30.00 0 44552002
01.001.0004 2328 00002836 $30.00 0 4502002
01.001.0004 2322 00002830 F30.00 0 ans2002
01.001.0004 236 00002524 $E0.00 0 3f2502002
01.001.0004 2302 00002811 $30.00 0 3nas002
01.001.0004 2283 00002800 $30.00 0 32002
01.001.0004 2280 00002795 $30.00 0 22502002
01.001.0004 2275 00002730 $30.00 0 2nas002
01.001.0004 2270 00002785 $30.00 0 21152002
01.001.0004 2255 00002773 $30.00 0 Zran2002
Total $600.00

Clicking the List button on any of the pages will take you back to the
previous page you viewed.
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Check History

The Check History page can be accessed by clicking on the Check History link
under Employees or by selecting Check History from the Employee Details
Actions column. When Check History is selected from the menu a list of ALL
check history for all employees will be provided. Clicking on the Check History
item from the drop list will provide employee-specific check history.

In order to view the employee's stub, you will need to install the free Adobe
Acrobat Reader, which can be downloaded from Adobe.

When viewing the employee's pay stub it is best to use the Adobe tool bars to
save or print the
document.

IRE@&- &> -|# & BOB|E| K« » ¥
ek - @DOED|[0&- B8

|« % |
B-7 -£-B &G

Clicking on the Check History link will display a list of
checks.

Harry's Side Running Boards Refresh | Show menu | Home | Conkact Us | Help | About | Logout

Check History
Goto Page:l'l 'qu?['ll]l] recurds}DD

Employee 1D Payment Date Humber

Humber A2
01.001 0006 Willimms, Stacy 2378 S/2002002 00002886 SM32002 SM952002 FE41 92
01.001 0005 Fockford, Melanie 2377 5/2002002 00002885 SM 32002 SM9s2002 451 44
01.001 0004 Trenton, Rick 2376 S/2002002 00002384 SM32002  SM952002 561 6B
01.001 0003 Gray, Bethany 2375 5/2002002 00002883 SM32002  SM9s2002 F521 56
01.001 0002 Wourt, Daviz 2374 S/2002002 00002382 SM32002  SM952002 F401 20
01.001 0001 Winton, James 23753 5/20/2002 00002881 sM 32002 SAM9s2002 431 .35
01.001 0001 Wirton, James 2367  SM32002 00002375 SUEs2002 a3 202002 F431 .35
01.001 0002 Wourt, Davis 2368 SM32002 O00O0237E SiES2002 a1 202002 F401 20
01.001 0003 Gray, Bethany 2369 SM 32002 00002877 ouEs2002 M 252002 a1 56
01.001 0004 Trenton, Rick 2370 SM32002 00002378 SiEs2002 a1 202002 561 6B
01.001 0005 Fockford, Melanie 237 SN 32002 00002879 oe/2002 S 252002 F451 44
01.001 0006 Williamz, Stacy 2372 SM32002 00002380 SiES2002 M 252002 FE41 92
01.001 0006 Wiliams, Stacy 2354 5/5f2002 Qooozse? 402902002 es2002 1 604 50
01.001 0005 Fockford, Melanie 2353 S/Er2002 Q0002361 402972002 S09/2002 1,203 60
01.001 0004 Trenton, Rick 2352 S&2002 Q0002860 442952002 59502002 1,404 20
Total $62,420.06

Clicking on a particular line will display the pay stub.
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Deductions

Updating Deductions
Adding Deductions
Removing Changes

The Deductions page can be accessed by clicking on the Deductions link under
Employees or by selecting Deductions from the Employee Details Actions
column. When the Deductions link is selected from the menu a list of ALL
deductions for all employees will be provided. Clicking on the Deductions
item from the drop list will provide employee-specific deductions.

Management of Deductions is the same regardless of method of getting to
the Deductions page.

Clicking on the Deductions link will display a list of deductions.

Bavy's Tila Rarsing Dosids  Falred | 5o meira | Fose | Contasol Us | Holp | At | Legadt

Deduction Codes
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&4 i Sge VA, b CARE i) G O Fiugd Lanid 1]
24 00n 00 Wirtorn, Jamen LD il Suppert | Frecert of hist ages woo
&4 (i s A M [ndTLFid Do, Fasay O Fiaed fanind 1T
o8 0 o0 Virion, Jame HAMT Human Bog P Family 1069 | Fiweed A 7S
&= e e Wk, g UNFOR Unisormg | Flagd Asaind L
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20 i 900s Aot Molafen  AMHLES Amerinn Hoalh, EE o Spouie | Fimed Al -t
24 0N 2005 Rociiord lslenis  [AITLES Deniad, 155 |
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Partial image of deductions screen

® Updating Deductions
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Clicking on a row will open the deduction information grid for that
specific employee and
code.
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Harry's Side Running Boards Refresh | Show menu | Home | Contact Us | Help | About | Logout

Employee Deductions for EmployeelD# 010010001
(B0 (=]5edsts) Record 1 of 17 .. Sort by: [EmployeelD] ASC

01001 0001

ET— e

CARE
Child Care

O

14172002

O

Fixed Amount
0.00

F0.00
F300.00
$0.00
F0.00
Wieekly

Click the Update button to open the form for
editing.

Harry's Side Running Boards Refresh | Show menu | Home | Contact Us | Help | About | Logoul

Employee Deductions for EmployeelD# 010010001

You are »pdating this record: -
: 01001 Qo0
Wirtan, James
B o4z
CARE
Child Care
-
[141/2002 -
|
-
| Fimed Amount | !
T

|4

Partial image of deductions update screen
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Things to know about this page:

e Any field with a red exclamation mark is required. The
deduction will not save if one of these fields is left blank.

e Using the buttons to the right of the date fields can assist in
adding the date

e Click the down arrow to decrease the day by one.

e Click the up arrow to increase the day by one.

e Click the calendar button to display a calendar in a new
window. Clicking on a particular date will add this date
to the field.

¢ Additional Comments can be added as a message to the
Administrator.

Click the Submit button once all fields have been entered. Clicking the
Cancel button will remove all entered information.

® Adding Deductions
Deductions can be added to employees; however, it is not possible to
add a new deduction code.

Click the Add button from the Deduction list. You will be provided with
the form for adding the
deduction.

Harny's Side Running Boards FRefresh | Show menu | Home | Contack Us | Help | About | Logout

Employee Deductions
[FEErt (B[Cance)

You are creating this record:

(2] [E)e
D) [

=
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Partial image of deductions add screen

Things to know about this page:

e Any field with a red exclamation mark is required. The benefit
will not be saved if one of these fields is left blank.

e Using the buttons to the right of the date fields can assist in
adding the date

e Click the down arrow to decrease the day by one.

e Click the up arrow to increase the day by one.

e Click the calendar button to display a calendar in a new
window. Clicking on a particular date will add this date
to the field.

e Additional Comments can be added as a message to the
Administrator.

Click the Submit button once all fields have been entered. Clicking the
Cancel button will remove all entered information.

® Removing Changes
Changes to information can be removed up until the time that the
Administrator transfers the changes.

When a specific employee with a specific deduction code has had
changes applied to that code, the Deduction list will display this line
with red text. To remove the changes for this employee, click on that
row from the list.
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Harry's Side Running Boards Refresh | Show menu | Home | Contack Us | Help | About | Logout

Employee Deductions for EmployeelD# 010010001

Record 1 of 17 Sort by: [EmployeelD] ASC
You have updated the &ighfighted fields.

010010001

Wirton, James

TR 7455229

) i = CARE
Child Care

112002

Ol

Fixed Amaount
F50.00
0.00

$0.00
$300.00
$0.00
$0.00
Wizekly

Clicking on the Changes Exist button will display detailed information
and status about the changes. Click the Undo button to remove the
changes. Click the OK button on the confirmation message to
complete the process. Clicking the Cancel button on the confirmation
message will abort the process.

® Excel Export
On the Deduction list screen an Excel button can be seen at the top of
the page. Clicking this button will allow you to export information into
a Microsoft Excel spreadsheet. Once the button is clicked, a new
window will open and display the deduction information. This process
can take several seconds depending on the number of deductions you
have.

Using the grid sorting features, you can lessen the number of records
displayed and export only those values. Otherwise, ALL records will be
exported to the Excel document.

® Actions Column
The button in the Actions column provides an additional link to
Deduction Transaction History. Clicking on the Actions button will
cause a drop down list to appear. Click the down arrow and select
Transaction History. The resulting page will provide a list of
transactions for this particular code and employee.
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Harry's Side Running Boards Refresh | Show menu | Home | Contact Us | Help | About | Logout

Deductions Details for (ID# 010010005 ; Code UNIFOR )
Page: 1 of 1 {1 records)

Empluyeell] PaymentlD CheckHumber Amount Units CheckDate
[ I A | 88 [~ I 2 I 2 - =

01.001.0005 2078 00002605 F10.00 1sdr2002
Total $10.00

Clicking the List button on any of the pages will take you back to the
previous page you viewed.
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Direct Deposit

The Direct Deposit page can be accessed by clicking on the Direct Deposits
link under Employees or by selecting Direct Deposit from the Employee
Details Actions column. When the Direct Deposits link is selected from the
menu a list of ALL direct deposits for all employees will be provided. Clicking
on the Direct Deposits item from the drop list will provide employee-specific
direct deposits. Management of Direct Deposits is the same regardless of
method of getting to the direct deposit page.

Clicking on the Direct Deposits link will display a list of deposits.

-" Hiar ry’s Sadda Running Boarde Rl e | Show i | Hose | Contadt LS | Hilp | About | Logowt

Page: 1 of 4 rocoras [HE) (BT
eremm Agcou Agcount Fay
'I'unlh Huirmilier 'Iﬂm Code
[ T
Fm 10
Totsd .08 i

Bank Deposits

1 0 0 Winbon, James  ank of Mansas  RODO0EL:  S5ESES hl:" -

#® Updating Direct Deposits
Clicking on a row will open the direct deposit information grid for that
specific employee.

1‘ Harry's Side Running Boards Refresh | Show menu | Home | Contact Us | Help | About | Logouk

Deposit Information for EmployeelD# 010010001

014010004
Winton, James
746438929
Bank of Kansas
052000452
4364365
CHECKIMNG

Marme

3010
100
[
Ol

Click the Update button to open the form for editing.
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1‘ Harry's Side Running Boards Refresh | Show menu | Home | Conkack Us | Help | About | Logouk

Deposit Information for EmployeelD# 010010001

You are ypdating this record:

Employee

010010001

Winton, James
B 745435029

[Bark of Kansas

(T

032000452
4364363

CHECKING

I Percentage-NET ;l !

A clcftional
Comments:

o |

Things to know about this page:

e Any field with a red exclamation mark is required. The
deduction will not be saved if one of these fields is left blank.

e When the Deposit Option is Percentage, the Amount field
cannot be edited. When the Deposit Option is Dollars, the
Amount field becomes active.

e Whenever a direct deposit is updated the Precheck flag will be
marked.

e Additional Comments can be added as a message to the
Administrator.

Click the Submit button once all fields have been entered. Clicking the
Cancel button will remove all entered information.

#® Adding Direct Deposits
Direct Deposits can be added to employees.

Click the Add button from the Direct Deposits list. You will be provided
with the form for adding the direct deposit.
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1‘ Harry's Side Running Boards Refresh | Show menu | Home | Contact Us | Help | &bout | Logouk
Deposit Information

You are creating this record:

=

Aclditional
Comments:

Things to know about this page:

e Any field with a red exclamation mark is required. The benefit
will not be saved if one of these fields is left blank.

¢ When the Deposit Option is Percentage, the Amount field
cannot be edited. When the Deposit Option is Dollars, the
Amount field becomes active.

¢ Whenever a direct deposit is added the Precheck flag will be
marked.

e Additional Comments can be added as a message to the
Administrator.

Click the Submit button once all fields have been entered. Clicking the
Cancel button will remove all entered information.

® Deleting a Direct Deposit
From the Direct Deposit list page, click the Delete button. Click the OK
button on the confirmation message to continue the delete process.
Clicking the Cancel button on the confirmation message will abort the
delete process. The direct deposit grid for this record will show, click
the Submit button to complete the process. Clicking the Cancel button
now will abort the delete process.
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® Removing Changes
Changes can be undone until the Administrator transfers the changes.
Once they are transferred the record becomes locked and no
additional changes can be made.

Direct Deposit records that contain changes are displayed in red on the
Direct Deposit list screen. To remove the changes click on the row
containing the changes to be removed. This will open a grid displaying
the direct deposit information.

Harry's Side Running Boards Refresh | show menu | Home | Conkack Us | Help | About | Logout

Deposit Information for EmployeelD# 010010001

A% Changes Exist

You have updated the kigilighied fields.
Employes ID 01 001 0o0q

——
ESTR 745475525

3 Bank of Kanzasz
052000452
4364565
CHECKIMG
Percertage-NET

Clicking the Changes Exist button will display detailed information and
status of the changes. Click the Undo button to remove the changes.
Click the OK button on the confirmation message to complete the
process. Clicking the Cancel button on the confirmation message will
abort the Undo process.

® Excel Export
On the Direct Deposits list screen an Excel button can be seen at the
top of the page. Clicking this button will allow you to export
information into a Microsoft Excel spreadsheet. Once the button is
clicked, a new window will open and display the direct deposit
information. This process can take several seconds depending on the
number of direct deposits that you have.

Using the grid sorting features, you can lessen the number of records
displayed and export only those values. Otherwise, ALL records will be
exported to the Excel document.
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Pay Codes

= Updating Paycodes

The Pay Codes page can be accessed by clicking on the Pay Codes link under
Employees or by selecting Pay Codes from the Employee Details Actions column.
When the Pay Codes link is selected from the menu a list of ALL pay codes for all
employees will be provided. Clicking on the Pay Codes item from the Quick Links
drop list will provide employee-specific pay codes.

Clicking on the Pay Codes link will display a list of pay codes.

Pny Code Des=cription Inactive Type Rate Pay Unit Fregquency YTD ShiftCode
W | & .-.-..-.-. W | &8 W | &S

BOMUS Bonus Pay Cther Wieekly

HOUREL Hourly Biveekly Hourly. $0.00  Hourly Weekly $1,00000 TESTSH
HOURAH Hourly Wieekly |:| Haurly 15.00  Hourly Wigekly $3,094.00

OTHRYK Overtime Hourly Weekly |:| Crvertime 2250  Hourly Weekly $13015

SALBI Salary Bivyeekly |:| Salary $0.00 Bivweekly Manthly $0.00

SALSM Salary Semibonthly O Salary $0.00  Morthly Morithly 0.00

Total $4,224.15

Updating Pay Codes
There are two ways to change a pay rate amount.

1. Clicking on a pay code in the pay code list will open the pay code information
grid for that specific employee and code. Click the Update button to open the
fields for editing.
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01 .001 0003
HOLIRA
Hourly Wieekly

[

Haourly
F15.00
Hourly
Wieekly

F0.00
F0.00
$0.00
F0.00

01 .001 0005
HOLIR R
Hourly Wieekly

®Things to know about this page:

Any field with a red exclamation mark is
required. The pay code will not be saved
if one of these fields is left blank.

Additional Comments can be added as a
message to the Administrator.

Inactive - If marked, the pay code is flagged as inactive and will be
unavailable for inclusion in pay runs.

Pay Rate - Enter the pay rate for the pay code, if different than the default.

Pay Period - Select the frequency of the pay run, if different than the default
that was specified at the setup level.

Max. Period/Month/Year/Life - Enter a maximum amount for the pay
code, if desired.

Shift Code - If using Shift Code functionality, enter or select the shift code
that corresponds to the indicated pay code.

Click the Submit button once all fields have been entered. Clicking the Cancel
button will remove all entered information.
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Adding Pay Codes

Pay Codes can be added to employees; however, it is not possible to add a
new pay code.

Click the Add button from the Pay Codes list. You will be provided with the
form for adding the pay code.

‘1 Harry's Side Running Boards Refresh | Hide menu | Home | Conkact Us | Help | About | Logout

ADD Employee Pay Codes
[E|5Ubl'l'ﬂt] [El':ancel]

You are creating this record:

Additional
Camments: |

Partial image of pay codes add screen

Things to know about this page:
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e Any field with a red exclamation mark is required. The benefit will not
be saved if one of these fields is left blank.
e Additional Comments can be added as a message to the Administrator.

Click the Submit button once all fields have been entered. Clicking the Cancel
button will remove all entered information.

Removing Changes

Changes to information can be removed up until the time that the
Administrator transfers the changes.

When a specific employee with a specific pay code has had changes applied to
that code, the Pay Code list will display this line with red text. To remove the
changes for this employee, click on that row from the list.

Harry's Side Running Boards Refresh | Show menu | Home | Contact Us | Help | About | Logouk

Employee Pay Codes for EmployeelD# 010010001

Record 1 of 25 Sort by: [Paycode] ASC

You have updated the figfifighted fields.

01 001 000
Mame Winton, James

EE 5433929

BOMUS
Bonus Pay

[

Cther
F10.00

Wieekly

$0.00
$0.00
$0.00
$0.00

Clicking on the Changes Exist button will display detailed information and
status about the changes. Click the Undo button to remove the changes.
Click the OK button on the confirmation message to complete the process.
Clicking the Cancel button on the confirmation message will abort the
process.
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Excel Export

On the Pay Code list screen an Excel button can be seen at the top of the
page. Clicking this button will allow you to export information into a Microsoft
Excel spreadsheet. Once the button is clicked, a new window will open and
display the pay code information. This process can take several seconds
depending on the number of pay codes you have.

Using the grid sorting features, you can lessen the number of records
displayed and export only those values. Otherwise, ALL records will be
exported to the Excel document.

Actions Column

The button in the Actions column provides additional links to Pay Code
information. Three links are available in the pay codes action column:
Transaction History, Pay Rate Changes and Pay Rate History. Each will be
explained below.

Clicking on the Actions button will cause a drop down list to appear. Click the
down arrow and select one of the available links.

Transaction History

Clicking on the Transaction History link will open a list of transactions for this
code/employee.

Harny™s Sitho Raunnineg Boands  Pefredh | Show mera || Home | Cordact Ui | Help | dbout | Logot
PayCodes Detalls for (I0#% 010010001 ; Code BONUS )
::"F-IMF.'.-N‘i 0 reson duj

Inipiloywnld CharckMurmbiar Armard ChockDats Doparterent Job Tl Womp
-] Lyl -] ] = | | e oo
[iear S #4000 0 1M il AL [ ary
S

(09 00 s W0
L

Clicking the List button on any of the pages will take you back to the previous
page you viewed.

Pay Rate Changes

70

The Pay Rate Changes screen allows for scheduled rate changes based on an
employee's pay code. After clicking on the Pay Rate Changes item from the
drop down list a screen will open showing any pending pay rate changes.
Changes that are displayed in red are pending authorization from the
PEO/ASO.
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Marry's Skde Running Boards: Fefred | Show mera | Moms | Conbsct L | Meip | o

Employee Pay Rate Changes for (ID# 010010001 ; Code HOURWK )
(= page: 1 o8 1 1 racords) FEEED

Ermpligeesn 0 l"h..lur Clharsge Anneal
m Praconk Comp
'5 L] = S o

o on

8 00 rt Winlon, Jamas  HOURVYY  SOT0002 15 N T 000 00

Pay Rate History

The Pay Rate History link allows you to see the history for rate changes based
on pay code.

sy ‘it Rusrarsing Binards  Fsfrosh | Shoss mavus | b

Employee Pay Rate History for [ID% 010010001 | Code HOURMWK )
= page: | of 1 (F insordul

a7l

B (an Wilrdas, e HOURAE 0 B
GH 24 Dl Walndon, Jemes  HOURAK mm 1II-'JB 1:H'.‘5 FRANDE B

No changes or updates can be made on this page. Click the List button to
return to the Pay Codes screen.

71



DarwiNet Client Level

Tax Status

The Tax Status page can be accessed by clicking on the Tax Status link under
Employees or by selecting Tax Status from the Employee Details Actions column.
When Tax Status is selected from the menu a list of ALL tax status' for all
employees will be provided. Clicking on the Tax Status item from the drop list will
provide employee-specific benefits. Management of Tax Status is the same
regardless of method of getting to the Tax Status page.

Clicking on the Tax Status link will display the tax status list.

Harry's Side Running Boards FRefresh | Show menu | Home | Contact Us | Help | About | Logouk

FederalTax

Page: 1 of 1 (6 records) (5%,
LIV StateTax | LocalTax

Emp. Hame MaritalStatus Exemptions Additional Estimated

01.001.0001  Winton, James Married 2 F10.00 F0.00
01.001.0002  Yount, Davis Single 0 F0.00 F0.00
01.001.0003  Gray, Bethany Married 2 F0.00 F0.00
01.001.0004  Trerton, Rick Married 3 F0.00 F0.00
01.001.0005  Rockford, Melanie  Single 1 $0.00 $0.00
01.001.0006  Wiliams, Stacy Married i F0.00 F0.00

Total

This page contains three tabs: Federal Tax, State Tax and Local Tax. Each tabs
when clicked will display the records specific to the tax type. Federal Tax can only
be edited, while State and Local Taxes can have multiple codes per employee, so you
have the ability to add and update these.

Federal Tax

To edit a federal tax item, click on the row for the employee to be edited. When the
grid of specific information is presented click the Update button. Edit the fields and
then click the Submit button. After making a change to a Federal Tax record you will
be prompted to print a W-4 form for this employee. The printing of the form can be
done immediately, delayed to a later time or never printed. If it is delayed, ToDo
text will remain in the toolbar until the file is printed.

State Tax

To add a State Tax code to an employee, click on the State Tax tab and then click on
the Add button. Add the necessary information and click the Submit button.
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To edit State Tax information for an employee, click on the State Tax tab, locate and
click on the row containing the employee. When the grid of state-specific
information appears click the Update button. Make all necessary changes and then
click the Submit button.

Local Tax

To add a Local Tax code to an employee, click on the Local Tax tab, locate and then
click on the Add button. Add the necessary information and click the Submit button.

To edit Local Tax information for an employee, click on the Local Tax tab, locate and
click on the row containing the employee. When the grid of Local Code specific
information appears click the Update button. Make all necessary changes and then
click the Submit button.

73



DarwiNet Client Level

New Employee Setup

Access to be able to add new employees into the payroll system is granted by the
Payroll Administrator. If you have been granted access to do so, there will be an
"Add" button at the top of the New Employee Setup screen.

New Employee Setup
Page: 1 of 1 (0 records)

Ho records exist inthe current table.

To begin, click the Add button.

The first screen will allow the user to enter the employee ID. The Payroll
Administrator will define how the Employee ID is created. Consult with your
Payroll Administrator for the proper method of entering the Employee ID.
The user may also enter data into any other fields desired. Fields with the !
are required fields and must be added before moving to the next step.

ClientiD 0o
by Manual Ertry

01001 [DEMO !
[HarRYS =]

Firzthaime TOM

MiddleMatme

[BAKER

[ o0 DEMD !
= !
| !

Client ID - ID of the current client.

Employee ID Method - The method chosen by the Payroll
Administrator for creating the new Employee ID.

Employee ID - All Employee ID's will begin with the Region ID then
Client ID then the characters from the ID creation method chosen by
the Payroll Administrator. (i.e. Social Security Number)
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If the Employee ID is set to Manual Entry as shown above, then up to 10
Alpha/Numeric characters may be entered. Do not use any other characters
such as hyphen, underscore, apostrophe, etc.

=yl = BN S el by Social Security Mumber

Employeell 01001 || ! [Enter Socisl Security Mumber)

If the Employee ID is set to Social Security Number, enter the employee
Social Security number.

by Sequence Mumber
01 00 4 200

If the Employee ID is set to Sequence Number, the Employee ID will be
automatically generated.

Employee Class - Employee Classes are profiles created by the
Payroll Administrator to ease the process of creating a new employee.
The Payroll Administrator can set a class to define what pay codes,
deductions, etc. will automatically be assigned to the employee when
that class is selected for the employee. Classes are not required and
may not be available to select.

Online User ID - Enter the ID that the new employee will use to log
into their online payroll system. This may be automatically generated
after entering the employees ID.

User Password - Enter the password that the employee will use to
log into the online system.

Once you have entered the appropriate information click the Submit
button. Clicking the Cancel button will terminate this process and
remove all entered information.

After submitting the User ID and New Employee name, a new employee grid
will be displayed.

FedTax | StateTax | LocalTax | PayCodes | Benefits | Deductions | Deposits or Tax
Employeell] EmployeeClass Lastname Firgtname Country EMail
W | &8 | 5] . . B W E W
01.001 DEMO2 HARRYS BAKER

It is critical that the Payroll Administrator give instruction on how and what
should be entered into this area.

This grid shows each table available for employee payroll information. First,
click on the Employee ID in the Info tab. This will open the employee details.
Enter details for all required fields as well as other fields desired. Continue
through the additional tabs if desired, Fed Tax, State Tax, etc. Tabs colored
red are areas designated as required by the Payroll Administrator. Shown
above, the Pay Codes area is required. You will not be able to release the
employee until these required areas have been completed.
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At any time you may leave this area and return at a later time to finish
entering information. When you return to the New Employee Setup you will
see a list of any unreleased new employees.

Employee ID Details Fed State Local Pay Benefits Deduc Deposits Depen
(A2) 7] Tax Tax Tax Codes tions dents
) O O O ) O O O O

01.001 DEMO2

Each employee listed will show which areas have been completed by showing
a check mark. To access the employee, click on any part of the employee line
item. Continue adding desired information.

When all required areas have been completed, the Release button will appear.
Once the employee is released, the employee is immediately active in the
online payroll system and ready for payroll. If a timesheet is now created, the
released employee will be in that timesheet. If an email address was entered
for the employee during setup, the new employee may receive a welcome
email. This will depend upon if the Payroll Administrator has this option
active.

After releasing the new employee, you may be prompted to print out any
required forms when navigating out of the new employee setup area. You
may choose to view the forms immediately or at a later time.



Employees

Help Area Introduction | Making a Change | Permission Settings

Employee Additional Details

The Employee's Additional Details screen, accessed from the Actions column while in
the Employee Details, provides PEO/ASO specific User Defined Fields for employees.

After clicking the Additional Details link you will be presented with the following
screen:

Harry's Side Running Boards Refresh | Show menu | Home | Contact Us | Help | About | Logouk

Employee Additional Details
Page:1 of 1 {1 records) 3

Employee 1D Favorite Anniversary Date Graduation Date

[A,] Holiday

01.001.0001 Winton, James  Christmas 32002 20352002

Clicking on the employee's row opens a grid that displays the Additional Details
information:

Harry's Side Running Boards Refresh | Show menu | Horme | Contact Us | Help | About | Logouk
Employee Additional Details for James Winton (ID#
010010001 )

01001000
01001000

Click the Update button to update this information.

Jun-2004
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Successor Tax

Successor Tax information can be viewed by clicking on the Actions button for an
employee. From the drop list select Successor Tax. This will open the screen that
displays this information. Information here can only be viewed; therefore, no
updates are permitted.

Hiar 1y ko Rasnnineg Bomds  Befredh | Show mera | Home | Cortact Uk | Help | Sbout | Logout
Employee Successor Tax for James Winton 1II:I# 010010001 )

quc:l of 1 {1 recordsh

|m|:|upml: |u-' FICA Soc Last
- 'r#Hl-Hd u;-i-dnd

O 009 000 "Wnton, JTesy WD fheiews AQI00G
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Successor SUTA

Successor SUTA information can be viewed by clicking on the Actions button for an
employee. From the drop list select Successor SUTA. This will open the screen that
displays this information. Information here can only be viewed; therefore, no
updates are permitted.

1‘ Harry's Side Running Boards Refresh | Show menu | Home | Contack Us | Help | About | Logout

Employee Successor SUTA for James Winton {ID# 010010001 )
Page: 1 of 1 (1 records)

Emplu].ree 1] Hame Year State SUTA Wages
im | BB W | & - | &

01.001 0001 Wirton, James 2002 $0.00
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125 Balance

Employee's 125 Deduction balance and payments can be viewed by clicking on the
125 Balance link from the employee's Actions column under Employee Details.

The 125 Deduction information can only be viewed, no edits can be made. Please
contact your PEO/ASO for more information regarding 125 Deductions.
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Employee Addresses

Employees are allowed to have multiple addresses. Because of this addresses
cannot be edited from the employee's record.

To edit an employee's address you must go to the Employee Details link under the
Employees menu item. Locate the employee and then locate the Actions column and
button for the employee. Click on the button and then select Addresses from the
drop down list. This will open list of existing addresses.

Hairy's Side Rursdng Boards Fofresh | Show e | Hows | Conta s -y

EI'I'IP'D':.I'B‘B Addresses
(B pugs 1 06 1.2 riconany (R

29 0 0 ‘Winbon, Jemsy  PRELARY 500 Vesgl ey Lans  Thind Floos M Farlanadl W05 B ISS5EEE0
29,001 o Wanton, Jemey  FICCRDWMRY 137 Mwin T m Mariafisn  BE

Adding an Address

Click on the Add button to open the form for adding a new address.

Harry's Side Running Boards Refresh | Show menu | Home | Contack Us | Help | About | Loge

ADD Employee Addresses for James Winton (ID# 010010001 )

You are credting this record:
Employeell 01 .00 0001

Things to know about this screen:
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e The field with a red exclamation mark is required. You will not be able to
save the record if you leave this field blank.

e Entering a Zip code will automatically populate the City and State fields.

e If you do not know the zip code for a particular city, type at least four
characters into the City field then click the House button to the right of the
field. A list of cities matching your criteria will be displayed. Select the city
that fits your needs.

e Addition Comments about this record can be provide for the PEO/ASO
Administrator.

Confirm with your PEO/ASO the naming structure for Address Codes.

Enter as much information as possible and click the Submit button. Clicking the
Cancel button will remove all information added and return you to the Address List
page.

Updating an Address

From the Address List page click on the employee's address to be edited. This will
open a grid showing the address details.

1‘ Harry's Side Running Boards Refresh | Show menu | Home | Contack Us | Help | About | Logout

Employee Addresses for James Winton {ID# 010010001 )
Record 1072210 Sort by: [EmployeelD] ASC

01.001 0001

PRIMARY

4509 West Geary Lane
Third Floar

GES01

hc Farland

24

=A,

Hurter

9139556560

Click the Update button to open the form for editing.
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1'1 Harry's Side Running Boardg Refresh | Show menu | Horme | Contack Us | Help | About | Logout

Employee Addresses for James Winton (ID# 010010001 )

[E|Submit] [E|Cance|]

You are gpdating this record:
04 .00 0001
PRIMARY

|45EIE| West Geary Lane
|Third Floor

EmployeelD

|I'v1|: Farland
kS -
Jusa

|Hunter

| 9135556560

Additional

[ |

Enter the necessary changes and click the Submit button to save the record.
Clicking the Cancel button will remove your changes and return you to the address

list page.

Removing Address Changes

Changes made can be removed up until the time the PEO/ASO Administrator
transfers the changes. Addresses with changes are shown in red on the Address list

page.

e | Harry's Side Running Boards  Refresh | Show menu | Home | Conkack Us | Help | About | Logout

Employee Addresses for James Winton {ID# 010010001 )

Page: 1 of 1 {2 records}

Employee 1D Empl. Hame Address

[A] Code

01001 .0001
01.001.0001

Winton, James  PRIMARY

Winton, James  SECOMDARY 123 Main Street

Street

4509 Vest Geary Lane

Address 2 i

Third Floor EESC
GEal
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The partial image above shows the changed record. To remove these changes, click

on the row containing the record. This will open the grid showing the details of the
record.

‘ Harry's Side Running Boards Refresh | Show menu | Home | Contack Us | Help | About | Logouk

Employee Addresses for James Winton {ID# 010010001 )

(44 recora 2 0f2  Sortby: [EmployeelD] ASC

You have updated the fighfighted fields.
) 01.001 0001

SECOMDARY

123 Main Street

GES02

K5
(Hi=F28

Comments:

Click the Changes Exist button to see the details and the status of the requested
change. Click the Undo button to remove the changes. Click the OK button on the
confirmation message to complete process. Clicking the Cancel button on the
confirmation message will abort the remove process.
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Employees

The Plans menu item, under Employees, is designed so that the Client User can view
the employees that are enrolled in plans. After clicking the menu item, a page

similar to the following will open:

Harry's Side Running Boards, Incorporated Refresh | Show menu | Home | Contack Us [ Help | About | Logou

Employee Plan Maintenance
Page: 1 of 1 (4 records)

[a][e][c][o][El[F][c][n][H][][x][L [[m][n][o][p][e][R][s |[T][u][v][w][x][v][z]

Employee 1D Original
[A,2] Hire
Date
04001 0001 Winton Dean James 2121990 1451955
01.001 0002 Y ount Dravis 1131993 SM M 965
01001 0003 artin John 11172002 8231965
01.001 0013 Duke Morimer 110452002 11441954

0m
0m
0m
0m

Clicking on a alphabetical button will display only those employees with a last name

that begins with the letter selected.

Clicking on the row for an employee will display either the plans that employee is

eligible for or the plans that the employee has enrolled in.
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Time Sheets

= Timesheet Profiles

= Creating a Timesheet
= Timesheet Entry

= Saving a Timesheet

= Editing a Timesheet

= Releasing a Timesheet
= Deleting a Timesheet

The timesheet area allows you to create a timesheet and submit that
timesheet to the main payroll system. This allows an accurate and
secure way to submit salary information for your employees. All
Change Requests such as new employee's, pay rate changes, tax
adjustments, etc. should be entered into the employee area before
creating a timesheet. It is very important that the payroll
administrator give instruction on how to use the timesheet. The
timesheets ability to save time and be accurate in providing payroll
information depends on your ability to use the timesheet properly.
Training should include submission of a few timesheets.

(be active timesheets already exist, they will be
listed when entering the timesheet area:

Page: 1 of 1 {2 records)

RDE ID Client ID Profile Hame Date From Date To Status
A W | B 5 =] | EE [ I L2208 = I 22

519/2003 8129/2003  Released

36 001 HoL 104 £2003 10772003 Edt v

= Click on one of the existing timesheets to open
and edit the timesheet.

= Click on the "Add" button to create a new
timesheet.

= The "Show Transferred" button allows you to
view timesheets previously submitted to the
payroll administrator. Transferred timesheets can
no longer be edited and can only be viewed.
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= The Status column indicates if the timesheet has
been Released for the payroll administrator or if
the timesheet is still in the "Edit" mode. The
status "Edit" indicates the timesheet has been
saved and not yet released.
= The Actions column has three functions:
+ - Is displayed only if the timesheet has
not been released. Clicking on this button
will release the timesheet.

[E- Allows you to view the timesheet. You
will not be able to edit the timesheet.
- Deletes the timesheet.

O If a timesheet is accidentally deleted, contact
your payroll administrator. They may be able to
recover the timesheet.

# Timesheet Profiles

#® Creating a

Timesheets use a profile created by the main payroll system.
This profile determines how the timesheet looks and acts. Some
companies use more than one profile for various payroll
situations. If your company uses only one profile, that profile
will automatically open when entering the timesheet area. If
your company uses more than one profile, you will be
presented with a list of timesheet profiles to choose from.

(be there is a list of profiles to

choose from, contact the payroll

administrator for instruction on
which profile to use.

Timesheet

88

Once the profile is selected you will be presented with the
timesheet parameter window. This window allows you to set
options for the timesheet. These parameters can be changed at
any time, even after the timesheet has been created by clicking
on the Setup button in the timesheet toolbar.



Time Reports

!E Submit Et-&nm[l [ E Ehoaw Transhermed
Use Profile REG for ClientlD 001

Bromoo: 2] " Display all Employees
W DDD = Display WHEmplnyEﬂ per page
| Employes Mame _‘_'_I Create FEI rowis) per Employes
Aitomaticalty save time sheet every m min [ 0 - no suossve )

= The "Submit" button accepts the options and creates
the timesheet.

= The "Cancel" button resets the parameters back to the
default settings.

= The "Show Transferred" button displays any previous
timesheets that have been sent to the main payroll
system. Timesheets previously submitted can still be
viewed.

= "Pay Period From/To" sets the pay period dates for the
timesheet. Depending on the timesheet profile set up
by the payroll administrator, this value may
automatically increment each pay period. The arrow
buttons increase/decrease the date by one day. The
select button opens a calendar for choosing a date.

= "Sort By" will determine how the employees are sorted
in the timesheet.

= "AutoSave" determines how many minutes the
timesheet automatically saves.

= "Display All Employees", if selected, will display the
maximum amount of employee rows per page (50). A
second page will be created if there are more than 50
rows.

= "Display (xx) Employees Per Page" allows you to set
how many employee rows are on each page of the
timesheet. This helps users with slow computers to use
less computer resources to display the timesheet.

= "Create (xx) Row(s) per Employee" allows you to set
more than one row per employee.

= "Additional Comments" allows you to submit a
comment along with the timesheet to the payroll
administrator.

In most cases you will not need to change any parameters.
Continue by clicking the Submit button and the timesheet will be

generated.

® Timesheet Entry

Click on areas of the timesheet below for information on how it works.
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m@@@ﬁl Page: 1 of 1 (2 rows}
m REG FY2005- 292003 | Detbours QUL EmpioyeeNiame | Pagesize [l

ﬂddﬂmuh.ommeﬂ AuoSaye-3 min
-WWWWWWIHW-
WO+
Trarton, Rick fo [0 [ oo ary [5m [0 )
|j (¢ ourt, Davis __ . oo [ (] ooom ADMIN  KS cmy [ [m 3 X
] Yourt, Davis oo [ ] ooom ADMIN  HS iy [[5m [Too =

Employee Row

Each row is dedicated to one employee. By default your cursor
will be placed in the first cell of the first employee. Here you
can begin entering time values. Using the Tab key on your
keyboard will move the cursor one cell to the right. As a result
of the qualities of Internet Explorer, the keyboard arrow keys
cannot be used in the timesheet. If additional variable codes,
departments, shift codes etc... are required, click on the
Replicate Line button at either end of the employee line. Click
the red X to remove the added line.

As an example, the following is how to add a variable code.

1. In the variable column, click on the variable code button

2. This will open a selection window. Select the type of code.

Choose Variable Type:
Pay Code Deduction

3. This will open a list of codes available for the type of code
selected.

Leduction
UHIFOR

4. Clicking on the code will open the details window. Enter a value
and click the Submit button.

Type Deduction
Code LIMIFOR

o
[E|Submit] [z| Delete | [E|Cance|]

5. The code has now been added to the timesheet.

Yar
Code

LIMIF DR 24.00
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® Saving a Timesheet

To save a timesheet, simply click the Save button in the
timesheet toolbar. A saved timesheet cannot be transferred to
the payroll system by the Payroll Administrator. Only when you
release a timesheet, can the Payroll Administrator collect the
timesheet. The timesheet will also automatically save itself at a
timed interval. This is set to a default of every 3 minutes, but
can be set at the timesheet parameters window when you first
create the timesheet. When the timesheet auto-saves, the time
saved should appear in the browsers status bar.

|:E Timesheet has been saved at 10:47;50 &M

Rstort]|| 1] @ 017 € @5 @

® Editing a Timesheet
To edit an existing timesheet, go to the timesheet list by
clicking on Time Reports>Time Sheets.
This will produce a list of existing timesheets. Click on one of
the timesheets to open it. If no timesheets appear, no active
timesheets exist.

#® Releasing a Timesheet

When a timesheet is considered complete, the next step is to
submit the timesheet to the Payroll Administrator. To do this,
click on the Release button in the timesheet toolbar. When the
timesheet is released, an email is sent to the Payroll
Administrator with notification that the timesheet is ready for
payroll. If it is discovered that additional changes need to be
made to the timesheet, the timesheet can be re-opened and
modified. This is only allowed until the time the Payroll
Administrator transfers the timesheet to the main payroll
system. This will lock the timesheet making it view only.
Afterwards, to make additional changes to the timesheet will
require contacting the Payroll Administrator. The Payroll
Administrator will be able to release the lock on the timesheet.

® Deleting a Timesheet
Delete a timesheet by clicking on the Delete button. It may be
possible to recover a deleted timesheet. To do so, contact your
Payroll Administrator.
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Invoices

Three methods of viewing invoices are provided. You may click on the Directory,
Register or Current menu items to view your invoices. Clicking on Directory or
Register will provide list of invoices. The image below shows a partial screen shot of
the Invoice Register page:

Harry's Side Running Boards Refresh | Show menu | Home | Contack Us | Help | About | Logout

Invoice Register

Go to Page: I 1.~ I of 2 {20 records) .2

Invoice Voided PayBegin CheckDate Checks

|532]
36 5L2052002 |:| SM 352002 SM9/2002 572072002 & 3 .604.35 F0.00
35 SM 352002 [l SIG2002 SH2/2002  5M32002 & $3,604.35 $0.00
34 SE2002 | 472912002 S/5i2002 S/Ei2002 g $8,938.68 $0.00
33 42952002 O 472212002 4/23/2002  4/29/2002 G §3,592.58 $0.00
32 4r22r002 O 41552002 4722002 472202002 G §3,569.04 $0.00
31 4n552002 |:| 40572002 41472002 4152002 & ¥ 54126 F0.00
30 4582002 [l 4112002 4752002 4/8/2002 & $3,545.49 $0.00

Clicking on the invoice row will open a screen that provides links to the invoice and
invoice reports available for this invoice.

Harry's Side Running Boards Refresh | Show menu | Home | Contact Us | Help | About | Logout

Invoice# 36 Reports
Page: 1 of 1 {1 records)

Report File Hame
Az

Invaice invoice pdf

Click on the row to open your invoice or invoice report.

When clicking on the Current link under the Invoices menu item you will be taken to
the list of reports for the most current invoice. Click on the row containing the
report that you wish to view.

In order to view your invoice or reports, you will need to install the free Adobe
Acrobat Reader, which can be downloaded from Adobe.
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When viewing the available reports it is best to use the Adobe tool bars to
accomplish your task.

IR & &-[6 © -
@k - @®|OBOEOE

£ BOB|E|| K 4 b M|« ]
o[ & | -8B -4 B A1
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Summary

The Summary link under Invoices provides a summary of your account status with
the PEO/ASO.

Harry's Side Running Boards Refresh | Show menu | Home | Contact Us | Help | About | Logout

Summary

Date GI23r2002
Mumber of Sales 39
Total Amount F111 595638

Open Amounts:

Current FS5117.84
0-1 Days F0.00
?-8Days $0.00
S and Over F35,342.9

Please contact you PEO/ASO for more information regarding the content of the
screen.
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Report Writer
Create HR Reports

= Report Setup

= Selecting Report Fields

= Setting Filter
= Setting Sort

S

= Merging with a PDF Form

The Report Writer function is a convenient tool for creating payroll reports.
With just a few clicks you can create reports utilizing any data that is
available within the online payroll system. Report Writer does not do any
calculating functions, but the data can be exported and used within your own
Excel forms. This utility has many features that is worth learning. You have
the ability to create many reports that will be available to you 24 hours a day,

7 days a week

® Report Setup

To crea

te a report, go to Report Writer>HR Reports. The page may

display a list of reports that has already been created. To create a new
report,

click on the Add button.

[ Chient 01 =]
A [15 -]

[:l *1 custom repart * pdf file

L

Report Name: This will be the title of the report.

Status: This determines who will see the report. Selecting
"Private" will hide the report from all other users. Otherwise,
the report will be seen by all users in your company.

Report Page Size: Determines how many records will be
displayed per page of the report. For example, if you create a
report of all employee names then set the report page size to
15 and you have 30 employees, the report will display a two
page report with 15 employees per page.

Report Form: Allows you to merge your report with a form
created in Adobe. You can use your report to automatically fill
in Adobe forms with the report data.
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After setting the new report parameters, click the Submit button.

# Selecting Report Fields

98

The report fields are where you select what kind of data will be in the
report. Click on a main category item to open the sub menu.

= Employee Information
Employer Paid Bel "fits
NECK STHE

With the sub menu open, select which fields you need in your report.

Emplovee Information
Employee 1D
Employee Class
Inactive
La=t Hal
Middle
First Hame

This will move the fields into the Selected Fields window. You can use
the arrow buttons to arrange the order of fields in the selected fields

window. This will determine in what order the fields are shown in the
report.

The main category item actually

refers to a database table name.

The sub category items refer to
fields within that table. One common
field in all of the categories is the
Employee ID field. Include the
Employee ID field from each of the
main categories you are using for your
report. This will allow you to link all of
the fields selected in each of categories
to one employee.

The requirement for this example, is a report of paycode ID's for each
employee. The following fields were selected to create this report:
From the Employee Information category, Employee ID and
Employee Last Name

From the Pay Codes category, Pay Code ID

Selected Fields

Employee Information.Employee 1D
Employee Information.Last Name
Pay Codes.Pay Code ID

After selecting these three fields, click Next.
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The second part of selecting the fields is the window that will allow you
to hide or set a summary on each field.

Employee I Employee Information Employee D

I_ Last Name Employee Information  Last Mame |:| |:|
[T PayCodeld Pay Codes Pay Code D |:| |:|

Hiding a field allows us to use that field to filter with, but not show in
the report. The summary option allows the report to total any
numerical values in that field and display the total in the report. Click
Next.

#® Setting Filters
Setting up filters on a report can help reduce the size of the report and
help to find the specific data we are looking for. Filters in DarwiNet
Report Writer uses Boolean Logic.

Anc/Cr

O | &3 i1 | | =l
[BEE [@Femove)

For our example report, we will create a filter to return any employees
with a last name of Winton. After selecting the fields and typing in the
name of Winton, click the submit button. You will see the filter added
to the script box. This filter will return all pay code ID's for employees
with the last name Winton.

™ [Emplopes Information Last Name =] [Equal To =] [winton | =
([[Eubmit) [ Femove]
TUPPER ([Emploves Information] . [Lastc Nawe]) = 'TINTON'
Employee 1D Last Hame Pay Code ID
01001 Qo1 Wirton BOMUS
01001 0001 Wirton HOURWMH,
01001 0001 Wirton OTHRWWH
01001 Qo001 Wirton REIM
01001 Qo1 Wirton SALBI

We can add another filter to the existing filter. Click on the drop-down
box in the And/Or column. Select "AND". This will add an additional
filter line. Select Pay Code ID from the Field column drop-down box.
Select Equal To in the Expression column. Enter BONUS in the
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100

Value column. Click Submit to add the new filter to the script box.
The report displayed will show all BONUS pay codes for Winton.

O IEmpIo_l,leeInformation.LastName ;l IEquaITo ;I |Wint0n IAND ;I
[ |Pay Codes Pay Code ID | |EqualTa =l [BonUs | |
e (e
UPFEER | [Ewployee Information] . [Last Nawee]) = 'WINTCON' AND UPPER([Pay Codes] . [Pay
Code ID]) = 'BONUS'

Let's remove one of the filters. In the Delete column, tick the checkbox
for the "Last Name" filter. Then click the red X button below the
checkboxes. This will remove the selected filters. Click Next. Clicking
on the Remove button will remove all filters.

Use a minimal set of filters here.

You will be able to add additional

filter options on the finished report.
Each column will have a Filter and Sort
button on the final report. Setting
conflicting filters here, may cause the
report to error.

Here are a few examples of how the filter
settings function:

Employee ID > 010010001 AND Pay Code =
HOURLY

This will pull out only those employees that
have an employee ID higher than 010010001
and only those employees that have the pay
code HOURLY.

Pay Code = HOURLY OR Pay Code = OT

This will pull out only those employees that
have either the pay code HOURLY or the pay
code OT. Those employees that have both of
these pay codes will be shown twice.

Additionally, since a Logical Expression is being

built, parenthesis can be used to in the creation

of a filter expression. From the drop list you will

see the following options:

OR( - AND( - )OR - )AND - )OR( -
JAND( and finally )

The parenthesis control the flow of the

statement.

Examples:

Pay Code = HOURLY OR Pay Code = OT AND
Pay Rate > 10
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This expression will not work. The AND
expression of the statement would process first
and provide erroneous information. This
statement can be changed using the
parenthesis:

(Pay Code = HOURLY OR Pay Code = OT) AND
Pay Rate > 10 - This expression will work. By
placing the pay code requests inside of
parenthesis, the OR expression will be
evaluated as one entity and will be then be used
with the AND clause. The result of this
statement will yield all employees that have an
HOURLY or OT pay code where the rate is
greater than $10. If the employee has both
HOURLY and OT that employee will be listed
twice.

Search the Internet for a more detailed
explanation on how Boolean Logic works.

® Setting Sort

The next screen is for setting sort options on your report. Sub sorting
can also be done by adding additional fields in the Sort By window.
This report will sort by Last Name and then sort by Pay Code ID. To
change the sort order use the arrow buttons. To change between
Ascending sort or Descending sort, highlight the field and click the
button. Setting a sort option on a field here, will remove the sort
button from that field on the finished report.

Sort By

Employee Information.L ast Hame [AS

SRERE

After selecting your sort options, click Next.

The completed report will be displayed. Notice we set the sort order on
the Last Name and Pay Code ID fields when creating the report,
therefore removing the sort buttons from the columns. To make a
change to the sort options for these fields, you will need to re-enter

the set-up for the report by clicking on the Report Setup button.
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Employee 1D Last Hame Pay Code 1D
010010003 Grary BOMUS
010010005 Rockford BOMUS
010010004 Trerton BOMUS
010010001 Wirton BOMUS
010010002 ot BOMUS

® Merging with a PDF Form

102

A report created in Report Writer can be merged with a PDF form. As
shown above, the report created is in a simple grid format. Merging
the report with a PDF form will allow you to create a report in a more
presentable fashion. The form will need to be uploaded into the payroll
system and then assigned to the proper report. To upload the form, go
to Report erter>UpIoad Report Form:

f= Other Reports 'h

Click the Browse button and locate the PDF form. Click the submit
button to upload the form. The Overwrite Form File check box is for
updating an existing form with the same name.

Cwerwrite Form File Il

Enter Custom Form - - |
PDF-Filename to upload: Id'\‘M}I DacumentshE mployeeList pdf Sl

(Il [Eobmit

After the file has been uploaded, the form needs to be assigned to a
report. Go back to where the Report Writer reports are listed. Find the
report you created and click on the setup button:

Report Hame Date Access Form Page Size
. = | S W BE | & E

Employes List 121202003 43127 PM Public 15 %] %

The report setup screen will open. Click on the Report Form folder icon
and select the PDF form that was uploaded.

Report Form |EmployeeList.pdf %*] custom report * pof file

The form name will be entered into the field and is now merged with
the report. To remove the assigned form, simply delete the form name
from the Report Form field.
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Create Invoice Reports

You have the ability to create Invoice based reports. The reports can be web-based,
meaning the results will appear in a web page, or they can be form based, meaning
the creation of an Adobe form is required. To create a report:

1.

Log in and locate the Report Writer menu item. Click on this and locate the
Invoice Reports item.

If this is the first time a report is being create a blank screen will appear with
an Add button () at the top of the page. Click this button.

. The New Report Setup page will display:

Harry's Side Running Boards FRefresh | Show menu | Home | Contact Us | Help | About | Logout

New Report Setup

Report Mame |Irwu:uiu:e Ligt

Report Pa [nd:] I 15 = I

Ll |

I Client 007 = I

Report Form |

Report Parameters

Report Name:
Status:

Report Page Size:

Report Form:

D *1 custom report * pdf file

[=]Enmm

The name being applied to the report.

The Status value allows you to create a report that
can be viewed and edited by any client user or one
that is user-specific, meaning that only that user can
edit the report. Selecting Client XXX will create a
report for all users. Selecting Private means that only
the user who created the report has rights to the
report.

This drop list provides a list of numbers to determine
how many records will be placed on each page. For
example: If a client has five employees and sets this
setting to one, the report will generate five report
pages.

Adobe Acrobat can be used to create a form that will
be populated with data generated by this report.
Please see the "Create PDF Forms" help topic. For
standard web-based reports, no report form needs to
be entered. This field can be left blank.
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4. Once the parameters have been entered, click the Submit button ().

5. Fields must now be selected to go into the report:

104

Harry's Side Running Boards Refresh | Show menu | Home | Contact Us | Help | About | Logout
Select fields for Report ‘Invoice List'
[ Back | [Mext |

All Fields Selected Fields =

Receivables Summary
Workers Comp

Invoices

Joh Costing Codes
Employee Information
Check History

Client Additional Information
M CONSTANT

Each of the initial items displayed relates to a table that contains fields that
can be used in the report. To reveal the fields of a particular category, left-
click once on the name and selection will expand to display the fields.

Each field that is to be used in the report needs to be moved to the right text
area (Selected Fields). This can be done by left-clicking once on the field.
When this click takes place, the field will be moved to the right text area.
Make all field selections.

Note - It is advisable at this point to try to arrange the fields in the order that
they will be displayed. In the Selected Fields area the fields are displayed
top-to-bottom. When these fields are shown in the report they will be
displayed left-to-right in the same order. By doing this, time will be saved in
having to reorder the fields for display.

The image below shows the fields selected for this report. The report being
created is an Invoice List:
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Harry's Side Running Boards Refresh | Show menu | Home | Contact Us | Help | About | Logout

Select fields for Report 'Invoice List'

[ Back |

[Mext ]

Receivables Summary
Workers Comp
Invoices

Invoice

Date

Pay Period Start Date

Pay Period End Date

Check Date
Humher nf Therks

Invoices.Invoice
Invoices.Date
Invoices.Check Date
Invoices.Total

Invoices.Grand Total

| »

[

To move fields in the Selected fields box, left-click on a field once to highlight
it. Use the Up Arrow to move it to the proper place. Move the placement of

any other field.

If a field is moved to the Selected box by mistake, click on this field once to
highlight it and use the left-facing arrow to remove it.

Once all fields for the report are in the Selected box, click the Next button.

The selected fields will be displayed. On this screen it is possible to hide the
fields that are to not be shown. Additionally, for numerical fields, a summary

of the fields can be displayed.

Harry's Side Running Boardg Refresh | Show menu | Home | Contact Us | Help | About | Logouk

Select Report Fields
Page: 1 of 1 (5 records)

[

Irvaice Imvoices
Date Imvoices
Check Date  Invoices
Total Imvoices

Grand Total  Invoices

Imyoice |:|

Date O []
Check Date ] ]
Total O Il
Grand Total ] ]

Click on the row to edit. The row will open as a form where changes can be

made.
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Harry's Side Running Boards Refresh | Show menu | Home | Contact Us | Help | About | Logout

Select Report Fields

ubm| Cance
IMveoice Invoices  Invaice
Date Irvoices |Date |_ I_
Check Date  Inwoices  Check Date |:| |:|
Total Invoices  Total | |
Grand Total  Inwoices  Grand Total |:| |:|

Click on the Hide or Summary checkbox to mark it and you can change the
display name for the field. When done click the Submit button. Repeat this
process for additional fields.

When complete click the Next button.

Filtering of fields can be established during the creation of the report.
Filtering allows you to obtain only the data that is required. Leaving the filter
empty will show all records.

Harry's Side Running Boards Refresh | Show menu | Home | Contact Us | Help | About | Logout
Set Filter for Report Invoice List’
[4Back] [Mext ] (B[ Cancel]

And/Or

Setup fiter(s) to apply to the results of the report.

The filter can be left blank. Click the Next button after establishing your filter
or leaving the filter blank.

A note about constructing Filters. To the right of the page the And/Or column
can be seen. This column allows for the use of multiple search criteria. Here
are a couple of examples:
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Client ID = 001 AND Invoice Post Date = November 1, 2002. This provides a
report that includes all invoices for client 001 that were posted on November
1, 2002.

Additionally, since a Logical Expression is being built, parenthesis can be used
to aid in the creation of the expression. From the drop list you will see the
following items: OR(, AND(, )OR, )AND, )OR(, )AND(, and finally ). The
parenthesis control the flow of the statement. Examples:

Client ID = 001 OR Client ID = 002 AND Invoice post Date > November 1,
2002 AND Invoice post date < December 1, 2002. This expression will not
work. By using parenthesis we can turn this in to a viable expression:

(Client ID = 001 OR Client ID = 002) AND (Invoice post Date > November
1, 2002 AND Invoice post date < December 1, 2002). This provides a report
that includes all invoices for Clients 001 and 002 with invoices posted during
the month of November, 2002.

Sorting allows for the display of records based on Ascending or Descending
records. If desired, select a field to sort by clicking on the field.

Harry's Side Running Boards Refresh | Show menu | Home | Contack Us | Help | About | Logaouk

Set Sort for Report ‘Invoice List

Field Marme

Invoices.Invoice Invoices.Date [ASC]
Invoices.Check Date
Invoices. Total

Invoices. Grand Total

Select the field( =) to determine howy the report iz sorted.

Double-clicking on the field will move it to one or the other box. Also, you
can single click on the field and use the left or right arrows to move the fields.
The button to the right of Sort By allows you to change between ASC
(ascending) or DESC (descending) sorting. After setting up your sorting click
the Next button.
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9. Your report will be displayed.

Harry's Side Running Boards Refresh | Show menu | Home | Contact Us | Help | &bout | Logout

Invoice List
GutuPage:I'l 'qu2{2l]ret:urds}

Invoice Date Check Date Total Grand Total
S 5”8 2] % IO -2 I 2

10472002 15452002 $3,395.40 $3,399.40
18 1A1/2002 1172002 $2,785.64 278564
19 1M&R2002  1AM&52002 $2,7583.64 F2, 73364
20 42552002 1r2552002 $2,7583.64 F2, 73364
21 22002 25452002 $2 75364 F2 73364
22 2M2002 2n1/2002 $2,735.64 F2,783.64
23 2MBMR002  2Maf2002 $i6,936 .61 $6,936 61
24 22572002 262552002 $2,585.96 $2,589.96
25 SMi2002 342002 $2,7583.64 F2, 73364
26 3MEMR2002  SAMER2002 F3133.3 Fa13aH
27 3MBMR2002  SMER2002 F236.57 F236.57
23 32552002 362552002 $3,135.851 F313551
29 4n2002 4012002 $4,370.72 437072
30 4isa2002 455,02002 $3,545.48 F3,545.49
31 4MSf2002  4n 552002 $5,541 .26 5,541 .26

Editing Existing Reports

From the HR Report list, locate the report to be edited. Click the Setup button (IE).

Harry's Side Running Boards Refresh | Show menu | Home | Contact s | Help | About | Logout

Client Invoice' Reports

Page: 1 of 1 {1 records)

Repnrtll.'l ReportHame ReportDate Status ReportForm PageSlze
W | BB M| BB W | B | B W | BB

Invaice List 5r23r2cu:|2 #3023 cient oot 15 =) &% X

Click the Setup button one more time.
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Harry's Side Funning Boards Refresh | Show menu | Home | Contack Us | Help | About | Logouk

Update Report Setup

L |

GERRRENEN |reoice List

I Client 007 - I

I (3 *) custom report * pdf file

[E|Submit] [E|Cance|] [‘E|Setup]

The fields will be shown.

Harry's Side Running Boards Refresh | Show menu | Home | Contact Us | Help | About | Logout

Select Report Fields
E E] E] Page: 1 of 1 (5 records)

[

Inwoice Inwoices  Inwaice |:|

Date Invoices  Date ]
Check Date Inwaices  Check Date |:|
Tatal Inwoices  Total |:|

Oood

Grand Total  Inwoices  Grand Total |:|

When editing the report fields you can Hide a field, change display name of the field
or set the field as a Summary field. Adding more fields is not possible.

Using the buttons at the top of the page you can navigate to other setup parameters.
The buttons from left-to-right:

e List - Navigate back to the list of HR Reports.

e Update Field List - Navigates to the list of fields where you can change the
order of the fields
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Harry's Side Running Boards Refresh | Show meny | Home | Contack Us | Help | About | Logouk

Select fields for Report "Invoice List'

f® B8 ® B H=

Selected Fields =

[Invoices].[Invoice]

[Invoices].[Date]
[Invoices].[Check Date]
[Invoices].[Total]

[Invoices].[Grand Total]

@

Single-click on a field and use the up or down arrow to change the placement.
Remember that items listed top-to-bottom are shown in a let-to-right order
in the report.

e Filtering - Allows you to Add, Change or Remove filtering.

Harry's Side Running Boards Refresh | Show menu | Home | Contact Us | Help | About | Logout

Set Filter for Report ‘Invoice List'
[ Back] [Next v [Bl[ance]

[ - |

Setup fiter(=) to apply to the results of the report.

Add - Click the And/Or drop list and make a selection. A second row will
appear. Add your filtering criteria.

Change - Edit the parameters of the existing filter.

Delete - Place a checkmark in the box to the left of the filtering line that you
want to remove. Click the Delete button (Red X) to complete the deletion.

e Sorting - Click the sorting button to get to the sorting screen.
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Harry's Side Running Boards Refresh | Show menu | Home | Contact Us | Help | About | Logou

Set Sort for Report 'Invoice List'
® 6

Field Mame Sort By

Invoices.Invoice
Invoices.Check Date
Invoices. Total
Invoices.Grand Total
Invoices.Date

Zelect the field(z) to determine how the repart iz sorted.

In this case there is no sorting. Either single-click on a field and use the right
arrow to move it over or double-click on a field to move it over. Change the
ascending or descending sort order by clicking on the field and then clicking
on the button to the right of the Sort By display.

Add PDF Form to a Report

After creating an HR Report and creating a PDF to go with that report it needs to be
associated with the HR Report. From the HR Report list click the Setup icon to open
the setup parameters for the report.

Harry's Side Running Boards Refresh | Show menu | Home | Contack Us | Help | About | Logouk

New Report Setup

Ll |

Report Mame IIm--:ui-:e List

IEIient a0 vI
Repott Page Size |‘|5 TI

Report Farm | (3 *) custom report * pf file

[E| Subrnit] [E| Cancel]

Click on the folder to the right of the Report Form field. This will open a new window
where one of the existing reports can be selected. After selecting the report the
window will close and the report name will be presented in the Report Form field.
Click the Submit button to save the change. Clicking the Cancel button will remove
the form.
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Once assigned to the report, the form can be removed by placing you cursor in the
field and deleting the contents. Click the Submit button to save the change.
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Create PDF Reports

Client Users the ability to use specially created PDF (Adobe Acrobat) files for use with
the Report Functionality. To user who opts to create the file, known as a PDF Form,
must have the full version of Adobe Acrobat installed. Knowledge of creating forms
in Adobe will greatly assist in this process.

It is recommended that the user become familiar with creating reports (HR Reports
and/or Invoice Reports) prior to attempting the creation of customized reports.

Known Variables

To create a custom form, the following variables will must be understood. It is not
necessary to use all of the variables in a form. When used in a form, the exact name
shown must be used. The exact name is listed in quotes in the right column of the
table below. When using the variable, do not include the quotations.

reportheader: Creating a form field called "reportheader"” will place the Report
Name onto the printed report.

reportpage: Creating a form field called "reportpage"” will place the page
number on the report.

reportdate: Creating a form field called "reportdate" will place the date that
the report is printed on the report.

fn: Use "fn" to designate the Field Name. The field names are
used/selected during the creation of the DarwiNet report.
During the creation of the report, field names were selected
and placed in a top-to-bottom alignment. This, in turn, creates
left-to-right fields on the report. the first field name, regardless
of the actual field name, will be "fn0" and the "0" designation
will increase by 1 for each additional field. See more below.

rf: Using "rf" designate the Report Field. The report field is the
actual data to be displayed in the report. The "rf" fields are
designated with "rfO_1" where the "0" is the first column and
the "1" is the second row. So, to get the first column, first row,
the value will be "rf0_0".

tf: Using "tf" designates that the field is a Summary (Total) field
from the report setup. This value will appear on the LAST PAGE
of the report.

ts: Using "ts" designates that this is a Sub Total for a particular
field.

tp: Using "tp" designates a Page Total for a particular field.

tfn:  Add the "tfn" form field when a Field Name for a "tf" is needed.
Using the properties of the form field, in Adobe, Options tab,
Default field, type in the value that you want to display.

tsn: Add the "tsn" form field when a Field Name for a "ts" is needed.
Using the properties of the form field, in Adobe, Options tab,
Default field, type in the value that you want to display.

tpn; Add the "tpn" form field when a Field Name for a "tp" is
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needed. Using the properties of the form field, in Adobe,
Options tab, Default field, type in the value that you want to
display.

The above information can prove to be confusing, so lets take a look at a sample
report. The report created is an Anniversary report and was created under HR
Reports. During the setup of the report the Employee "ID, Last Name, First Name
and Original Hire Date fields were selected. The report was setup to have 10 records
per page. Having completed the setup of the report, the result of the report is as
follows:

Employee 1D Last Hame First Hame Original Hire Date

110010001 Winton Jamesz 2121930
010010002 ount Davis 1/3M1993
010010003 Gray Bethany 121113585
010010004 Trenton Rick 231993
01001 0003 Rockford helanie 9M0M1934
01001 000G Willizms Stacy 21852002

To start the creation of the custom form, open any text editor (MS Word, Notepad,
etc.) and go to File | Print. Select the Adobe PDFWriter as the printer. Check the
box to open the file, name the file and click Save. Adobe Acrobat will open
displaying the blank form. Use Adobe's Form Tool to start creating form fields. Add
the fields to the report, as can be seen below:

| ORLeET |

| UJILGEERR 0 |

| UBLIGERE |

Once the form file is complete, use the "Upload Report Form" menu link to upload
the file. After clicking on the link, the following page will display:

Oweryerite Form File

Entet Custom Farm Browse |
PLF-Filename to uplozd:

[=]Ermm
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Use the Browse button to locate your completed file on your hard drive or network
drive. If you are uploading a new version of the file, click the checkbox next to
"Overwrite Form File." Click the Submit button to complete the upload.

After the file is uploaded, go to the HR Report or Invoice Report that will use the file.
Click the Setup ([@) button in the Actions column. When the screen refreshes the
following screen will be seen:

L

eport Mame |.&.nniversary

Client -

Feport Form I (3 *) custom report * pdf file

Click on the yellow folder, on the Report Form line, to open a screen where you can
choose your file. Click on the file and save the setup by clicking the Submit button.

After these steps have been completed, the report will now be displayed using Adobe
Acrobat Reader, which is the free version available from Adobe. The next image
shows the report as it has been generated in Adobe:

1022001 Anniversary Date 1
Employes ID Last Hame First Mame Original Hire Date
020020001 Jackson Bill annmear
020020002 Travis Edward anear
020020003 Cauill Gary annmear
020020004 Richards Karen KINFRE==F)
020020005 Edwards Tony anear
020020006 Anderson Tina 3Mimear
020020007 Jones Janet 2152001

Remove Form File From Report

When a form is no longer required for a report, go to the report where the file is
being used. Delete all text from the Report Form line and click the Submit button.

Formatting PDF Files

Adobe Forms can be formatted. The formatting will come from the creation of the
PDF form.
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Reports Directory

Clicking on the Directory link under the Other Reports menu item will open a list of
reports uploaded by your PEO/ASO. The items listed here can be forms, reports,
document, etc.

After clicking the Directory menu item you will be presented with a list of items that
have been uploaded for you.

Harry's Side Running Boards Refresh | Show menu | Home | Contact Us | Help | About | Logouk
Client Reports Directory

Page: 1 of 1 {1 records)

ReportHame ReportDate ExpirationDate
A7)

DertalFarm B 92002 101310 A 12055172002 1200000 Phd

The image above is an example of what may be uploaded. Your list will most likely
be different.

Click on the row containing the report/document that you want to open. The item
will open in the right side of the viewable area.
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Help Area Introduction | Making a Change | Permission Settings

Birthday Report

The Birthday List provides a report based on employee's birth dates. After clicking
on the Birthday List link under Other Reports you will be presented with a screen
that lists your employees.

B | Haivy's Side Running Bosrds Refresh | Shos mena | Home | Conkect Us | Feip | About | Logeut

(e ppp—— -

Employee Birthday List

[Cdan [ Fetr [ wwr [ aw [ sy [ dun [ e [[ A [ Sen [ Oa [ Wew [ Bee |
Mirkllo OviginalHineliste PracrscHormn Departeminnl
= o = o 5] ] 5]

Eirged Vil S TR0 D

Wnban dafrd 1950 1SR G FEEEELE] Liilii]

Wl Shacy oLl e tE 1IN ST N

ot Davia 12953 SAASES SRR Lolon)

Cariry Bttty 1 2R S RN G154 TETS L lii]

Trampson Eegar [T bden BnTAETE BoREE TETY] ]

Roockriosd L S0 eed 00 2R 361 SASATETTIT Lol

Tesrian Rk SEAEA 12N5n8EE AL SIS L il a]

Using the button at the top of the page you can sort your employees based on the
month of their birth.

Excel Export
Clicking on the Excel button at the top of the page allows you to export the birth
date information into a Microsoft Excel spreadsheet. After clicking the Excel button a

new window will open and the data will be displayed. This document can be saved
by using the File | Save As functionality in the browser.

Download to Text File
Clicking the 5 button allows you to download the file into a text file onto your hard

drive. This file is saved as a standard text file and can be opened simply in Notepad.
Jun-2004
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Phone List

Clicking on the Phone List link under the Other Reports menu item will open a report
that displays all employee's phone numbers.

Marry's Skin Rurning Basrds  Refrach | Shosw meni | Moms | Contact s | Pl | Rbot | Logout

Employee Phone List
Pages 1 of 4 {8 rocords) Iﬂ@ E
[a][o]le)lo][e)lr J[s J0n ]l ]la](x e ][m J[w]le ][ [ e ][=J[s J[¥ ][u]{v ][w][=][¥][z]

Lastname Departmant eyt eEneyC ot sl
&R Lyl & L] & L]
oo [’ ]

. ) Gy PR

Gray Dethary TSI BMsTT =l -] Sandey Gray

Aucirived Mslarie BISEIETS  DHSATETIT? o ;;;;""?:“”““""’"'
Thomgtor tdgw 254 58 T [u m=s st E ) X o

Trenton Frck BEID7 4SBT SN3SASSETE il] Giad Trenton - Spouse
ams SRy 0 EE 45  QEESETTTT ]

'enion i TAGAIERS SISSSRSE0 [l ] Beawripaw s Wnbon = SpouUse
e Dervey BT  Gi3ESELISE Leijlisy] Hisrodd "onnt - Falier

Sorting of employees can be done by using the standard sorting or by using the
letter buttons at the top of the page.

Excel Export

Clicking on the Excel button at the top of the page allows you to export the birth
date information into a Microsoft Excel spreadsheet. After clicking the Excel button a
new window will open and the data will be displayed. This document can be saved
by using the File | Save As functionality in the browser.

Download to Text File

Clicking the [5 button allows you to download the file into a text file onto your hard
drive. This file is saved as a standard text file and can be opened simply in Notepad.
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Help Area Introduction | Making a Change | Permission Settings

Client User Menu

The Client User Menu allows you to create and maintain menu items for your
employees. The menu will be presented at the employee level under
Manuals/Policies. Also, documents that have been uploaded using "Upload Client
Document" can be managed through this link.

After clicking the Client User Menu link, found under the System category, you will
be presented with a screen similar to the following:

Harry's Side Running Boards Refresh | Show menu | Home | Contack Us | Help | About | Logout

Personal Menu

m Page: 1 of 1 (1 records) m

I'u'IenuSeq lconType Menulevel Function Hide
M| B M| & M| B i - m

7001 Documernt 2 Weather Channel

Adding Menu Items

Click on the Add button to add a new menu item. An entry form will open after
clicking the Add button.

Harry's Side Running Boards Refresh | Show menu | Home | Contact Us | Help | About | Logout

ADD Client User Menu Item
(e Gtri) [B[Sancel)

You are creating this record:

o1
fFO1E £
Document
2
!
FunctionURL !
Wiesne Only
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Things to know about this screen:

e Items with a red exclamation mark are required. The record will not be saved
if one of these items is left blank.

e The MenuSeq value is the numerical value that determines where the menu
item will be placed.

e The MenuSeq value must be between 7001 and 7999.

e The MenuSeq value increments at +5 each time you enter a new item. This
value can be manually edited. Entering a value that already exists will
overwrite the existing value.

e The Function value is the value the will be displayed in the menu.

e The FunctionURL is the actual link that will be navigated to. When entering a
web link, please precede the link with "http://" or the appropriate address
identifier.

e The Hide checkbox allows you to hide an existing menu item.

Click the Submit button once you have entered the information. Once back at the
Client User Menu list, click the Roll-Down button. This will apply the links to all
employees.

Deleting a Client User Menu ltem

Once added, menu items can be deleted. After clicking on the Client User Menu link
the menu list will be displayed. Click on the row containing the menu item to be
deleted. Click the Delete button to remove the menu item. Click the OK button
when the confirmation message appears. Clicking Cancel will abort the delete
process.

Harry's Side Running Boards Refresh | Show menu | Horme | Contact Us | Help | About | Logout

Client User Menu ltem

(4(<)Recora 2 0f 2 Sort by: [MenuSeq] ASC

|lzeriD oo

7016
Document
2

MSH

hittp: S mEn.com

Wiesny Only

After deleting one or more menu items, click the Roll-Down button to apply the
changes to the employee's menu.

Jun-2004
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Upload User Doc

Clicking the Upload User Doc menu item under the System menu item, will allow you
to upload virtually any type of document to your employees (users).

After clicking Client User Doc you will be presented with the following screen:

Upload a document to all of your employees.
They will be able to get this document from ManualsiPolicies.

v
|7005

The enu Mumber must be between 7001 and 7993

| Browse. .. I

[=]Ermm

Fill out the fields based on these parameters:

e Overwrite Employee Document - This must be checked if you are updating
an existing document. If the doc already exists and this is not ticked, the
upload will not complete. No harm will occur if this is checked for the first
upload of a document.

¢ Menu Number - The menu number determines where the document will be
viewed in the menu. The lower the nhumber, the higher it will appear in the
list. By default the Menu Number will increase by +5 from the previously
available item; however, this value can be manually edited to a different
number. The menu number must be between 7001 and 7999.

e Description - The Description is the title of the menu item that will be seen
in the menu.

e Apply to all Employee Menus - By default this box is ticked. This will allow
all employees to immediately see the document. Removing the checkmark
will upload the document and create an entry into the users menu, but the
menu item will not show at the Employee Level. At a later time you may
activate the document by going to the Client User Menu to roll-down this
document.

Once all parameters are entered click the Submit button.
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Help Area Introduction | Making a Change | Permission Settings
Client Private Menu

The Client Menu link under the System menu item allows you to create links to your
favorite web addresses. After clicking on the Client Menu link you will be presented

with a list of existing menu items. At minimum you will be presented with the
Private Folder item.

Harry's Side Running Boards Refresh | Show menu | Home | Contact Us | Help | About | Logout

Personal Menu
Page: 1 of 1 {2 records)

MenuSeq lconType MenulLevel Function Hide
A,
[l

2000 Folder 1 Private

S005  Documert 2 Weather Channel |:|

Adding a Client Menu (Private) Item

From the Client Menu list click the Add button. This will open the form for adding a
new menu item.

Harry's Side Running Boards Refresh | Show menu | Home | Contact Us | Help | About | Logouk

Client User Menu ltem
[E|Submit] [E|Cance|]

You are creating this record:
|

| aotn !

Document

I
=

J

i

i

2

=
I

Things to know about this page:

e Items with a red exclamation mark are required. The record cannot be saved
if one these items is left blank.
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¢ The MenuSeq item must be between 8001 and 8999. When you first enter
this screen the MenuSeq will increment by +5; however, you may edit this
value to be anything between 8001 and 8999 as long as the value has not
been used. The lower the number, the higher it will be in the menu.

e The Function item is the value that will be seen in the menu.

e The FunctionURL is the actual link. It is best to use proper URL (web
address) rules when creating this link. For example, use
"http://www.weather.com" instead of "weather.com."

e The Access item has no real bearing on the items you list here, so no editing
of this drop down list is needed.

e The Hide item will hide a link from appearing in the menu.

Editing Client Menu Items

From the Client Menu list page, click on the row containing the menu item to be
edited. This will open a grid showing the menu item's information.

Harry's Side Running Boards Refresh | Show menu | Home | Contact Us | Help | About | Logout

Client User Menu Item
(4(“)Recora20f2  Sortby: [MenuSeq] ASC

oo

g0os

Document

2

Weather Channel

bt fheesewy sveather com
ViewUpdatelnzert/Delete

Click the Update button to enter the update form.

Harry's Side Running Boards Refresh | Show menu | Home | Contact Us | Help | About | Logouk

Client User Menu ltem

[E| Submit] [El Cancel |

You are ypdating this record:
oo

| a00s ¥

Document
2

Function IWeather Channel

=i

Ll |

FunctionlRL Ihttp:a’a’www.weather.cnm
| Yiew/Update/nsert/Delste = |
-
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Make any changes necessary and then click the Submit button. Clicking the Cancel
button will remove all changes to this screen and return you to the Client Menu list.

Deleting a Client Menu Item

From the Client Menu list click on the menu item to be deleted. Click the Delete
button. Click the OK button on the confirmation message to complete the process.
Clicking the Cancel button on the confirmation message will abort the process.

Jun-2004
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Notification

The Notification menu item under System allows you, or some other member of your
staff, to receive an email update when an employee makes a change to his/her
information. The email notification does not detail the change, rather it lets you
know that the change was made.

After clicking the Notification link you will be presented with the following screen:

Harry's Side Running Boards Refresh | Show menu | Home | Contack Us | Help | About | Logout

Client E-mail Notification

Place a checkmark in the box below to receive emails
when employees make a change to their data.
Please click on Help for additional information

equested Chs

By default you will not receive any email notifications. You must place a checkmark
in the box provided. After placing a checkmark in the box the screen will refresh to
show the following:

Harry's Side Funning Boards Refresh | Show menu | Home | Contack Us | Help | 8bout | Logouk

Client E-mail Notification

Place a checkmark in the box helow to receive emails
when employees make a change to their data.
Please click on Help for additional information

equested Changes

Email options:

¢ Use Default Email Address - Selecting this item will use the email address
provided on the Company | Setup screen.
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e Email From the AdminUser List - Allows you to select the Client User that
receives the email notification.

¢ I want to use another Email - Allows you to physically type in the email
address to be used.

Once you have made your selection click the Submit button. The information is
saved even though nothing is seen on screen. Simply click another menu item to
leave this screen.

Updating Email Notification

If you need to change the email notification, click on the Notification link. When this
has been previously set, your selection will be displayed. You may change the email
parameters or remove the checkmark to receive an email. Once your changes are
made, click the Submit button to save the changes.
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