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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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Getting Started 
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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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: 
 

 
 
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: 
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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. 
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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: 

• After successfully logging into the Client Area. 
• By clicking the Home link in the menu. 
• By clicking the Home link on the toolbar. 

 
The following image will help explain the Welcome Page. 

 
 
 

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. 

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

• Home - This will take you back to the Welcome Screen. 
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• Contact Us - This link will open a message window to the Payroll 
Administrator of the online system. 

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

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

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

 
2. 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. 

 
3. 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. 
 

4. 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. 

 
5. 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, it is 
possible that some other text 
will be listed. 
 
Database Field Name - The 
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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. 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. 

 
7. 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. 

 
8. 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. 

 
 
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. 
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Company 
Company Setup 

 
 
The Company Setup page details demographic information about your organization 
based 
on the information from the PEO/ASO's main payroll system. To get to the Company 
Setup page, click on the Company>Setup menu item. 
This will open the following page: 
 

 
 

Updating Information 
 

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

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

 
 
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. 
 

 
 

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

 
 

 
 

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. 

 
Click the Update button to open the form for editing. 
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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. 
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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. 
 

 
 

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

 

 
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. 
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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 
updated.

  
 
Click the Update button to open the form for 
editing.

  
 
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 



Company 

17 

Click the Undo button to remove your 
changes.
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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. 
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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. 
 

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

 
 

Add Training Types 

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

 
 
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. 
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Updating a Training Type 

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

 
 
Click the Update button to open the form for editing.   
 

 
 
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. 
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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.   
 

 
 

Add Training Status 

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

 
 
Click the Update button to open the form for editing.   
 

 
 
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 
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Click the  to remove changes. 
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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.   
 

 
 

Add Training Rating 

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

 
 
Click the Update button to open the form for editing.   
 

 
 
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. 
 

 
 

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. 
 

 
 
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. 
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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.   
 

 
 
Click the Update button to open the form for editing. 
 

 
 
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. 
 

 
 

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. 
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Things to know about this screen: 
 

• The Incident Number will increase by one each time a review is added. 
• Though there are no required fields, you must enter some information for the 

record to be saved. 
• The drop lists for Manager, Type, Action and Rating are generated from the 

values placed in HR Setup. 
• The Date Created and Created By fields are added automatically and cannot 

be updated. 
• 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. 
 

 
 
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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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 PEO/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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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.   
 

 
 

Add Review Types 

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

 
 
Click the Update button to open the form for editing.   
 

 
 
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.   
 

 
 

Add Review Action 

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

 
 
Click the Update button to open the form for editing.   
 

 
 
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.   
 

 
 

Add Review Rating 

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

 
 
Click the Update button to open the form for editing.   
 

 
 
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. 
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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. 

 

 
 
 

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. 
 
 
 
 

 
 
 

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. 
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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. 
 

 
 

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

 
 
Click on the row containing the dependent.  This will open the grid for the 
dependent. 
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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. 

 
 

Updating Employee License 
Click the row containing the employee's license to update.  This will 
display all information about the license. 

 
 
Click the Update button to open the fields for editing. 



DarwiNet Client Level 

48 

 
 
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 

 
From the Employee License list click the Add button.  The entry form 
will be 
displayed.
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• Any field with a red exclamation mark is required.  The license will not 
be saved if one of these fields is left blank. 

• Using the buttons to the right of the date fields can assist in adding the date 
• Click the down arrow to decrease the day by one. 
• Click the up arrow to increase the day by one. 
• 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. 
 
 



DarwiNet Client Level 

50 

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. 
 

 
 

Updating Benefits 
Clicking on a row will open the benefit information grid for that specific 
employees code. 
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Click the Update button to open the form for editing.   

 
(partial 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. 

 
 
 

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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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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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.

  
 

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

  
 

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. 
 

 
Partial image of deductions screen 

 
Updating Deductions 

Clicking on a row will open the deduction information grid for that 
specific employee and 
code.
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Click the Update button to open the form for 
editing.

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

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

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

• Click the down arrow to decrease the day by one. 
• Click the up arrow to increase the day by one. 
• 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.
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Partial image of deductions add screen 
 
 

Things to know about this page: 
 

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

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

• Click the down arrow to decrease the day by one. 
• Click the up arrow to increase the day by one. 
• 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. 

 
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.   
 



DarwiNet Client Level 

60 

 
 
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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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. 
 

 
 

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

 
 
Click the Update button to open the form for editing.   
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Things to know about this page: 
 

• Any field with a red exclamation mark is required.  The 
deduction 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 updated the Precheck flag will be 
marked. 

• 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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Things to know about this page: 
 

• 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. 

• 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. 
 

 
 
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. 
 

 

  

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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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. 
 

 
Partial image of pay codes add screen 

 
 
Things to know about this page: 
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• Any field with a red exclamation mark is required.  The benefit will not 

be saved if one of these fields is left blank. 
• 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.   
 

 
 
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. 
 

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

Pay Rate Changes 

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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Pay Rate History 

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

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

 
 
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. 
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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. 
 

 
 

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. 

 

 
 

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. 

 

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

 

 
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. 

 
 
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. 
 

 
 
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. 
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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: 
  

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

 
  
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. 
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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. 
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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. 
 

 
 

Adding an Address 

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

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

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

• 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.  
 

 
 
Click the Update button to open the form for editing. 
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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.   
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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. 
 

 
 
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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Plans 
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: 
 

 
 
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 Reports 
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. 

 
 

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

 
:

  
 

 
 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. 

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

- Deletes the timesheet. 
 

 

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

recover the timesheet. 
 

 
Timesheet Profiles 

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. 

 

If there is a list of profiles to 
choose from, contact the payroll 
administrator for instruction on 

which profile to use. 
 

 
Creating a Timesheet 

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. 
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 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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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. 

 
 

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

 
 

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

 
 

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

 
 

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 
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: 
 

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

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

 
 
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 Filters 
 Setting Sort 
 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 create 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. 
 

 
 

 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 
 

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. 

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

 
 
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 

 
 
 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. 

 
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. 

 
 
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. 

 

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

 
 
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(   - 
  )AND(   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. 
 

  
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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Merging with a PDF Form 
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 Writer>Upload Report Form: 

 
 
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. 

 
 
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: 

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

 
 
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. 
  

2. 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. 
  

3. The New Report Setup page will display: 
 

 
 
Report Parameters 
  

Report Name:The name being applied to the report. 

Status: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. 

Report Page Size: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. 

Report Form: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: 
 

 
 
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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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. 

  
 

6. 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.   
 

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

  
 

7. 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.   
 

 
 
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. 

  
 

8. 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. 
 

 
 
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. 
 

 

   

Editing Existing Reports  
  

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

 
 
Click the Setup button one more time. 
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The fields will be shown.   
 

 
 
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: 
 

• List - Navigate back to the list of HR Reports. 
• Update Field List - Navigates to the list of fields where you can change the 

order of the fields 
 



DarwiNet Client Level 

110 

 
 
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. 
  

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

 
 
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. 
  

• Sorting - Click the sorting button to get to the sorting screen. 
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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. 
 

 
 
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 "rf0_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: 

 

 
 
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: 
 

 
 

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: 
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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: 
 

 
 

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: 
  

 
 

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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Other Reports 
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.   
 

 
 
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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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. 
  

 
  
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  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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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. 
 

 
 
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  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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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: 
  

 
  

Adding Menu Items 

Click on the Add button to add a new menu item.  An entry form will open after 
clicking the Add button. 
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Things to know about this screen: 
  

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

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

• The MenuSeq value must be between 7001 and 7999. 
• 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. 

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

• 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 Item 

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.  
  

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

 
 
Fill out the fields based on these parameters: 
 

• 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 number, 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. 

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

• 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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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. 
  

 
  

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. 
  

 
  
Things to know about this page: 
  

• 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. 

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

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

• 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.   
  

 
  
Click the Update button to enter the update form. 
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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. 
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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: 
 

 
 
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: 
 

 
 
Email options: 
 

• Use Default Email Address - Selecting this item will use the email address 
provided on the Company | Setup screen. 
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• 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. 
 
 


