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TITLE: Payroll Processing in Payroll Now
LOCATION: HRP for BC > Payroll NOW User Guide > Processing

SUMMARY: Payroll Now offers users a range of tools for effective payroll management, including the capability to
handle individual transactions or process batches. This guide serves to offer clear, practical steps for executing a
payroll batch, allowing for streamlined operations and precise employee payments. The example given will walk
you through the steps for processing a payroll batch for ‘Weekly’ printed check employees.

STEPS & SCREENSHOTS:

Step 1: Access Batch Payroll Processing

Begin by navigating to the Home Screen and selecting 'Batch Payroll Processing'.

Demo Template Posted Documents v

Employees  Payroll Processing | Batch Payroll Processing

ACTIONS
—+ Payroll Document > Full Payroll Menu.. > Payroll Journal > PTO Journal  [E Payroll Report Employee PTO Report

Insights

Activities
PAYROLL DOCUMENTS PAYROLL BATCHES WAITING FOR APPROVAL

HOURS
APPROVAL

0

ALL OPEN
DOCUMENTS DOCUMENTS

ALL BATCHES MY BATCHES EMPLOYEE CH...

APPROVAL

0

> >

Step 2: Initiate a New Batch

Batch Payroll Processing List

2 Search New Manage Show Attached CA Open in Excel Actions Less options = A
-
PYBA10010 2/10/2018 2/10/2018 Weekly Week 6 2018 WINBORNSQLDEVVIMY,...

Page 10f11



‘ ’Integrity

Data.

Your people. Qur priority.
Step 3: Create a New Batch

Once in the 'Create Batch Payroll Processing' screen, opt for the 'Weekly' pay cycle.

EDIT - CREATE BATCH PAYROLL PROCESSING /

Options Show more

Pay Cycle

Pay Cycle Period

Payment Date
Posting Date
Payroll Calc. Formula e

Payroll Employee

Show results:

Where: | po. is: y

And: Employee Posting Group is: »
And: Direct Deposit Employee Is:
QK Cancel

Step 4: Set Pay Cycle Period
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EDIT - CREATE BATCH PAYROLL PROCESSIMNG /
Options Show more
Pay Cycle
Pay Cycle Period
Payment Date
Posting Date
Payroll Cale. Formula e
Payroll Employee
Show results:

Where: | po. is: v

And: Employee Posting Group Is: W

And: Direct Deposit Employee Is: v

oK Cancel
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Note: The 'Payment Date' and 'Posting Date' will automatically align with the end of the pay cycle period.
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A2 Search + New E% Edit List X Delete Process Show Attached €8 Open in Excel
PAY CYCLE PERIODS + New 7
DEFAULT
STARTING ENDING PAYMENT POSTING CALC. CL...
TYPEY NAME DESCRIPTION DATE DATE DATE DATE FORMULA h 4
Weekly Week 2 2018 1/7/2018 1/13/2018 1/13/2018 1/13/2018 DIA
Weekly Week 3 2018 1/14/2018  1/20/2018  1/20/2018  1/20/2018 O
Weelkly Week 4 2018 1/21/2018 1/27/2018 1/27/2018 1/27/2018 O
Weelkly Week 5 2018 1/28/2018 2/3/2018 2/3/2018 2/3/2018 O
Weekly Week 6 2018 2/4/2018  2/10/2018  2/10/2018  2/10/2018 O
Weekly Week 7 2018 2/11/2018  2/17/2018  2/17/2018  2/17/2018 O
Weelkly Week 8 2018 2/18/2018 2/24/2018 2/24/2018 2/24/2018 O
Weelkly Week 9 2018 2/25/2018 3/3/2018 3/3/2018 3/3/2018 O
Weekly Week 10 2018 3/4/2018  3/10/2018  3/10/2018  3/10/2018 O
Weekly Week 11 2018 3/11/2018 3/17/2018 3/17/2018 3/17/2018 O
Weelkly Week 12 2018 3/18/2018 3/24/2018 3/24/2018 3/24/2018 O
Weelkly Week 13 2018 3/25/2018 3/31/2018 3/31/2018 3/31/2018 O v
Wioot, Winnl 14 9012 4012 Arrmanie  amoniR  Aranie 37
|
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EDIT - CREATE BATCH PAYROLL PROCESSING I/
Options Show more
Fay Cycle Weelkly
Pay Cycle Period Week 2 ED1B| x
Payment Date 1/13/2018
Posting Date 1/13/2018
Payroll Calc. Formula _REGULAR o
Payroll Employee
Show results:

Where: | po. is: y

And: Employee Posting Group Is: R

And: Direct Deposit Employee Is: v

Ok Cancel

Step 5: Configure Payroll Employee Settings

In the 'Payroll Employee' section, filter the 'Direct Deposit Employee' option to 'No' and confirm by clicking 'Ok'.
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EDIT - CREATE BATCH PAYROLL PROCESSING

Options Show more
Pay Cycle Weekly
Pay Cycle Period Week 2 2018
Payment Date 1/13/2018
Posting Date 1/13/2018
Payroll Calc. Formula _REGULAR Y
Payroll Employee
Show results:
Where: | pjo. is: v
And: Employee Posting Group is: s
And: | Direct Deposit Employee s | e |

Step 6: Edit Batch Payroll Processing
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Batch Functions Related Information Posting | Actions Navigate Less options
EDIT - BATCH PAYROLL PROCESSING /
Batch ID | PYBA10012 ‘
SEND
DIRE... CHECK
EMPLOYEE POSTING PAYMENT DEPOS  BY C
NO. NO. FIRST NAME LAST NAME DATE DATE EMPLO E-MAIL P
PRP10043 EMP10003 Harrison Ford 1/13/2018 1/13/2018 No No
PRP10044 EMP10010 Britney Spears 1/13/2018 1/13/2018 No No
< >
EMPLOYEE VACATION SICK LEAVE AMOUNT
2 0 0 0.00
Step 7: Select Payroll Documents
Batch Functions Related Information Posting Actions Navigate Less options
EDIT - BATCH PAYROLL PROCESSING /‘
Batch ID ‘ PYBAT0012 ‘ <
SEND
DIRE... CHECK
EMPLOYEE POSTING PAYMENT DEPOS  BY
M nNO. NO. FIRST NAME LAST NAME DATE DATE EMPLO  E-MAIL
¥l PRP10043 EMP10009 Harrison Ford 1/13/2018 1/13/2018 No No
v PRP10044 EMP10010 Britney Spears 1/13/2018 1/13/2018 No No
< >
EMPLOYEE VACATION SICK LEAVE AMOUNT
2 0 0 0.00

Step 8: Perform Actions

Under 'Actions’, select 'Check’, followed by 'Print All Checks'.
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Batch Functions Related Information Posting Actions Navigate Less options
Batch Functions Check ~ Check Stub &8 Electronic Payments = Posting -+
B&! Print Check...
Batch ID ‘
Bl Print All Checks...
SEND
EX Void Check DIRE. — CHECK
EMPLOYE POSTING PAYMENT DEPOS  BY
M NO. NO. 2% Void All Checks IE DATE DATE EMPLO  E-MAIL
W PRP10043 : EMP1000 1/13/2018  1/13/2018  No No
. Egl Print All Checks Override Direct Deposit...
v PRP10044 :  EMP1001 1/13/2018 1/13/2018 No No
< 2
EMPLOYEE VACATION SICK LEAVE AMOUNT
2 0 0 0.00
Step 9: Review Checks
EDIT - PAYROLL CHECK /'
Options
Bank Account WWB-OPERATING xoow
Last Check No. 212
Reprint Check D
Test Print @
Owverride Direct Deposit D
5end to.. Print Preview Cancel
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o Choose file type...

® PDF Document

O Microsoft Word Document

() Microsoft Excel Document

oK Cancel
Craplayas Foy Fanieel 01072013 1A32M8 sown Stz TadiSonna) MlzwangssiCrira
Harrisan Fard 450 Thmekmeren Fart Warts TETRE I AL RN Marriad! Fed-NLE-UAD
R _ _ Pay Late: U7 30010 B
Ear g and Howrs ity Fale Cunenl YTD Awounl Currernt Y 1L Avount
lzgula AU P anin o nyE Ml ay GULLIT aEEN )
Toml Eamingz 200.00 204,00
Dleducions
Health Inzuranase -2 0 2000
Totl Dedustion: 2000 -20.00
Trw Wl mmalding=
Fedaiz! WiH -10.00 -10.00
LA -3 = =11kl -1 5l
| 24 - Soc ] Secunty ~48.715 -8
Tokl Tax wWithholdingz 09.67 G967
P Zurmnany Auesd YL Used Avalalle
Bearaininin Theg n s nan na7
VWestninstor 13

Alianta, = 31400

SRS IUHLDRELL LIS ARNL 23700

Q1132018 I -+
Harrigom Fard

AZ0 Thooskrnaon
Frul Wwioeln, T 76 109
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Step 10: Finalize Posting

Select 'Actions’, then '+Posting', and finally 'Post' to complete the process.

Batch Functions Related Information Posting Actions Navigate Less options

Batch ~ Functions Check ~ Check Stub &8 Electronic Payments - = Posting v
@T Post...

Batch ID PYBAT0012

ﬁ Post and Print...

_|+|j Transmit and Post... DIRE..
EMPLOYEE ENT  DEPOS
| NO. NO. FIRST NAME LAST NAME & post and Print Batch Register.. EMPLO
PRP10043 : EMP10009 Harrison Ford 132018 171372018 No
PRP10044 : EMP10010 Britney Spears 1/13/2018  1/13/2018  No
<
EMPLOYEE VACATION SICK LEAVE AMOUNT
2 0 0 0.00

Step 11: Adjust Posting Details (Optional)
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In the 'Edit-Batch Post Payroll Processing' screen, make any necessary adjustments to the posting date or simply
click 'OK' to proceed.

EDIT - BATCH POST PAYROLL PROCESSING v
Options

Posting Date 1/13/2018 x
Payment Date 1/13/2018
Transmit ®

Payroll Header

Show results:
Where: | Batch ID is: | PYBA10012
And: | Ng, = ~
And: | Employee No. s v
And: | posting Date is

QK I Cancel
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