6/1/24, 11:09 PM Processing Individual Payroll Document: Payroll Now

Processing Individual Payroll Document

Modified on: Thu, 23 Dec, 2021 at 2:43 PM

Synopsis:
The PAYROLL PROCESSING Manual will explain the following:

TABLE OF CONTENTS

+ How to PROCESS INDIVIDUAL EMPLOYEE PAYROLL DOCUMENT
* How to Print Check
e How to Process Direct Deposit

How to PROCESS INDIVIDUAL EMPLOYEE PAYROLL DOCUMENT

Step 1. From ‘Primo Payday’ Role Center click ‘Payroll Processing

Dynamics 365 Business Central

Manuals

Employees | Pay

ACTIONS

-~ Payroll Document > Full Payrall Menu.. > Payroll Journal > PTQ Journal B Payroll Report [l Employee PTO Report

Insights

Sandbox

* ‘Payroll Processing’ table will open:
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Dynamics 365 Business Central

Sandbox

Manuals Posted Documents =
Payroll Processing:  All O Search —+ New Delete ’f} Create Documents m Delete Selected @T Post... Card Y = @ R A
olt v & e No First Name t Name Posting Date

Payroll Processing PTO Hours Su...

Eamings Code

1 Hours Available

» Click ‘New’ to open a new payroll document

Dynamics 365 Business Central

Manuals Posted Documents =

Payroll Processing:  All 2 Search Delete [ Create Documents [B Delete Selected [ Post... Card = 5 & Ol [V

Payroll Processing PTO Hours Su...

Eamnings Cade

T Hours Available Ac

e The ‘NEW-PAYROLL PROCESSING’ screen will open
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{_

Payroll Processing

B Suggest Lines Egl Print Check...

EZ Print Check Stub...

EJ Email Check Stub

i} Post...

=

e .
[ Post and Print ...oc.

General Ehevimon

Mo heck Stub Emailed

mployee No. heck No.

First Name Direct Deposit Em...

Last Name Vacation 0

Pay Cycle Period Sick Leave 0

Payment Date Holiday 0
Personal Day Hours 0

Posting Date

Open

Check Printed

Check Export Status

Step 2. Complete ‘GENERAL’ Tab of New Payroll Document

[}

Register... Card More optians L
Payroll Processing PTO Hours Su...

Eamings Cade

Hours Total A

Hours Quantity Totsl Ama

1. Click on ‘No.’ field then press ‘Tab’ to auto generate a payroll document number
2. Select an ‘Employee No.’ from the available options in the drop down menu

3. Select a ‘Pay Cycle Period’ from the available options in the drop down menu
4. Adjust the ‘Payment Date’ & ‘Posting Date’ if needed
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e
&« I’\f} - i +/ SAVED o
¥

Payroll Processing

' Suggest Lines 55l Print Check.., & Print Check Stub... mail Check Stu il Post.. B Post and Print ...oc. Register... w Car lore options 0}
¥ suggest Li B2l print Check Egl Print Check 5 =1 Email Check Stub [ P B P d P Reg & Card M {
General S e Payroll Processing PTO Hours Su...
dii ok G Eamings Code
No. | PRP10001 Check Stub Emailed 8 + Holis Avaiiabis
Employes No. | TEST-EMP-AK v Check No.
(There is nothing to shaw in this view}

First Name | Test Direct Depaosit Em...
Last Nam Vacation ’
Last Name .Emploj.,'ee 'acation Q Year Earnlngsv
Pay Cycle Period Wesk 2 2019 - Sick Leave | o

1 ] Payroll Code fours Total A
Payment Date 1/17/2019 B Haliday 0 i & Her al
Posting Date /1772019 = Personal Day Hours 4] [There is nothing te show in thic view)
Status Open Check Export Status
Check Printed Expense Allocation

Step 3. Populate Payroll Document Lines
Up to this point, you have assigned an employee, a pay cycle period, a payment date and a posting date to this new payroll document. Now you will apply all the

necessary payment, withholding and deduction information to this payroll document for processing

e Select ‘SUGGEST LINES’ Page Action.

Y
g

& W) fil SSIVED O ¢
E: Suggest Lines @ Print Check... @ Print Check Stub... =1 Email Check Stub lﬂ' Post... [‘,5, Post and Print ...oc, Register... & Card More options 'I,'
General Ghow 12 Payroll Processing PTO Hours Su...

s y | Holidav | Earnings Code Current
No, PRP10001 | Holiday G 1 i e W
Employee No. TEST-EMP-AK A Parsonal Day Hours 0

(There is nathing to show in this view)
First Name Test Gvertime 0
Last Name Employes Bereavement 0 Year EarninQS' =
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« Select appropriate Payroll Calculation Method Code and click ‘Ok’

22 search — New ¥ Edit List Delete  Process  Setup A Open in Excel
PAYROLL CALCULATIONS z.'?'
Code T Description
— REGULAR Regular
BONUS Bonus

- |

* The ‘Lines’ Tab will auto-populate with all necessary Earnings, Contributions, Withholdings and Deductions

Lines |  Manage

Payroll Type
— Eamnings
Withholding
Withholding
Withholding
Employer Tax
Employer Tax
Employer Tax

Payment

More options

Descriphion Hours
Regular 40.00
Federal W/H

FICA - Medicare

FICA - Social Security

Federal Unemployment

FICA - Medicare (Employer)

FICA - Social Securnty (Employer)

{Check

Step 4. Apply employee PTO / Accruals

Quantity Rate per Hour Total Amount

3,327.30769 133,092.31
-48,514.00

-1,929.84

-8,235.60

-42.00

-1.929.84

-5,239.80

-74.408.67
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NOTE: If the employee assigned to this payroll document has approved PTO / Accruals during the current pay cycle, PTO / Hours will populate automatically in the

appropriate PTO field.

o Approved PTO / Accruals will automatically populate. However, you can also manually enter PTO / Accrual time by simply entering in the number of hours
that apply to the correct pay code for the employee. For example, if you need to add 8 hours of ‘Sick Leave’, simply enter ‘8’ in the ‘Sick Leave’ field.

— PAYROLL PROCESSING | WORK DATE: 4/8/2019

PRP10001

|:r .{/J;‘)

B Post and Print .

¥ Suggest Lines 55 Print Check.. B8 Print Check Stub... =1 Ernail Check Stub Gl Post...

General Show mo
Mo, . PRP1000C1T Check Stub Emailed

Employee MNa. . TEST-EMP-AK s Chack Na.

First Name Test Direct Deposit Em...

Last Name :.Employee Vacation

Pay Cycle Penod . Week 2 2019 > Sick Leave

Payment Date 1/17/2019 = Heliday

Posting Date . 1/17/2019 | Personal Day Hours

Status Open Check Export Status

Check Printed

« You can then review the ‘Lines’ tab to insure the new hours were added to the payroll document
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Check Printed

Lines Manage Muore options £
Payroll Type Descnipion Hours Quantity Rate per Hour Total
— Earnings :  Regular 32.00 3.327.30769 1
Earnings Sick Pay 8.00 3.327.30769
Withholding Federal W/H
Withholding FICA - Medicare
Withholding FICA - Social Security
Employer Tax Federal Unemployment
Employer Tax FICA - Medicare (Employer]
Employer Tax FICA - Social Security {Employer}
Payment Check

Step 5. Review and apply edits to New Payroll Document Lines

 TO DELETE A LINE, click on the symbol with 3 vertical dots * =l and select ‘DELETE’
 TO EDIT HOURS or TOTAL AMOUNT, select ‘HOURS’ field and enter correct hours or select TOTAL AMOUNT’ and enter adjusted amount. NAV Payroll will
automatically recalculate the deduction values.

Step 6. Print Check / Direct Deposit

How to Print Check

In order to print a check, the payroll employee must not be set up for Direct Deposit in the employee card. This can be quickly determined by looking at the ‘Direct
Deposit Employee’ field. If it ‘Set to False’ you can print a physical check
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@ + ®

" SAVED =

Iﬂ Post... LE',. Paost and Print ...oc. Register.., & Card ‘ Maore options

ﬁ Suggest Lines @ Print Check... @ Print Check Stub... EJ Email Check Stub B

No. I PRP10001 i | Check Stub Emailed :

Employee No. | TEST-EMP-AK s | Check No.

First Name |Test | Direct Deposit Em... y

Last Name |Eployee | Vacation | 0|
Pay Cycle Peniod | Week 2 2019 b | Sick Leave | 8 |
Payment Date |"|,”7,1'2019 £ | Holiday | 0|
Posting Date | 1/17/2019 i | Personal Day Hours | O|
Status Open Check Export Status

Check Printed !:

Lines Manage More options E2

Payroll Processing PTO Hours Su...

Eamings Code Current
! Hours Available Accrusl H

(There is nothing to shaw in this view)

Year Earnings

Payroll Code Hours Total

(There is nathing to shaw in this view)

Expense Allocation -~

Hours Quantity Total Amo

« To print a check, follow the previous steps ‘How to Process an Individual Employee Payroll Document’ then click the ‘Print Check’ page action

€  PAYROLL PROCESSING | WORK DATE: 4/8/2019

PRP10001

m Suggest Lines I 58 Print Check.., I @ Print Check Stub.., E1 Email Check Stub @T Post...

N, |PRP100DT -
Employee No. | TEST-EMP-AK v |
First Name ‘ Test ‘
Last Name ‘ Employee ‘
Pay Cycle Period | Week 22019 ~ |
Payment Date [1/1772019 ) ‘
Posting Date \ 1/17/2019 s \
tatus Open

Check Printed IO

Check Stub Emailed (@

Check No,

Direct Deposit Em... 0:

Vacation | D|
Sick Leave | 8|
Holiday | o|
Personal Day Hours | 0|

Check Export Status

" SAVED = =

B&i Post and Print ...oc. Register... & Card | More options @

Payroll Processing PTO Hours Su...

Eamings Code Curmrent
Hours Available Accrual H

(There is nathing to show in this view)

Year Earnings

Payroll Code Hours Total A

(There is nothing to show in this view)

Expense Allocation -~
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1. The ‘Edit — Payroll Check’ screen will appear.

2. Select correct bank account.

3. The ‘Last Check No.’ will auto-populate.

4. Select ‘Sent to...” if you wish to print to PDF or click ‘Print’ if you wish to Print based on your default printer settings.

PAYROLL CHECK kj"

Options

Bank Account

Last Check No.

Reprint Check ® )
Test Print (I
Dwerride Direct Deposit (@ )

‘ Preview H Cancel ‘

How to Process Direct Deposit

(Note: This ACH file would only include one employee direct deposit)

* Check that ‘Direct Deposit Employee’ is ‘Set to True’
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&« O + [ill +/ SAVED e

Payroll Processing

ﬁ Suggest Lines @ Print Check... @ Print Check Stub... EJ Email Check Stub lﬂ Post.. Post and Print ..oc. Register.. & Card | Actions """ @
General S e Payroll Processing PTO Hours Su...
. — Eamings Code Current
No. |PRP10003 Check Stub Emailed ® ) Hetirs Avsilable Abriial
Employee No. |TEST—EMP7AR v | Check No.
{There is nothing to show in this view)
First Name |Test | I Direct DepositEm... - @D I
Last Name | Employee | Vacation ‘ 0| Year Earningsv
Pay Cycle Period | Week 2 201 9| ~ | Sick Leave ‘ D|
C T
Payment Date [1/17/201 B  Holiday ‘ o Fayrall ok e it
Posting Date | 11772019 = | Persanal Day Hours ‘ 0 | {There is nothing to show in this view)
Status Open Check Export Status
Chick Brintad ) Expense Allocation
‘ . ’
1. Select ‘Actions
3 H ’
2. Select ‘Electronic Payments
3 )
3. Select ‘Export
“— -+ 0] " SAVED B2 2%
% Suggest Lines @ Print Check... @ Print Check Stub... EJ Email Checl Stub @T Post... [‘.ga Post and Print ...oc, Register... & Card Actions. --* @
I} Release Functions Check ~/ = Posting §=.4 Electronic Payments ~/ =
[} Export...
. 3 Earnings Code Current
N | it | Che E— Hours Available  Accrual H
‘oid...
Employee Na. |TE5T—EMP—AR S | Chevasrms
[There is nothing to show in this view)
First Name | Test | Direct Deposit Em... &
Last Name | Employee | Vacation | U| Year Eamingsv
Pay Cycle Period | Week 2 2079 e | Sick Leave | 0|
Payment Date | 117/2019 i | Holiday | 0| Exfelttexcnr Hars Toblh
Posting Date | 1/17/2019 E | Persanal Day Hours | 0| {There is nothing to show in this view)
Status Open Check Export Status
iRl — Expense Allocation~
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Once you ‘Export’, you can confirm that the export was successful by the following changes
1. ‘Status’ field will show ‘Released’
2. ‘Check No’ field will populate a check number
3. ‘Check Export Status’ will show ‘Transmitted’

P
PAYROLL PROCESSING | WORK DATE: 4/8/2019 ':\ /:

PRP10003

) Suggest Lines @ Print Check.., @ Print Check Stub... =] Email Check Stub @T Post.. [:?,a Post and Print ...
General Shew mor

No. | PRP10003 Check Stub Emailed

Employee No. TEST-EMP-AR ~ Check Na. a3

First Name . Test Direct Deposit Em...

Last Name ..Em.!:lﬂyee Vacation of

Pay Cycle Period Week 2 2019 “ Sick Leave 1]
Payment Date .‘F/i?fZO‘IB i Haliday 4]
Posting Date | 1/17/2019 | Persenal Day Hours Q

Status Released | | Check Export Status Transmitted

Check Printad

oc. Register., & Card

Actions ***

Payroll Processing PTO Hours Su...

Earnings Cods

t

(There is nothing to show in this view]

Year Earnings

Payroll Code

Hours Available

Hours

(There is nothing to <t

Expense Allocation

“Email Check Stub” or “Print Check Stub” by selecting the corresponding page action.

Current

Accrual H
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e

 SAVED i

m Suggest Lines @ Print Check... I 7-:'_‘13'; Print Check Stub.., | IEI Email Check Stub @T Post... [:“.u Post and Print ...oc, Register.., & Card | Actions --- @
General S e Payrall Processing PTO Hours Su...
] ~= Eamings Code Current
No. ‘ PRP10003 | Check Stub Emaited (I " Histirs Avaitable PERE
Employes No. ‘ TEST-EMP-AR b | Check No. 3
(There i nothing to show in this view)
First Name ‘ Test | Direct Deposit Em... [ @]
Last Name ‘ Employee | Vacation | D‘ Year Earnings v
g
Pay Cycle Pericd ‘ Week 2 2019 e | Sick Leave | D‘
Payment Date ‘ 117/2019 | Holiday | Di Ry Sce i ety
Posting Date ‘ 1/17/2019 i | Personal Day Hours | ﬂ‘ (There is nothing to show in this view)
Status Released Check Export Status Transmitted
— Expense Allocation
& Check Printed ® P
Step 7. Post Payroll Document
€ i) H
* Select ‘POST’ page action .
“— PAYROLL PROCESSING | WORK DATE: 4/8/2019 +* SAVED P 4
a
% Suggest Lines @ Print Check... @ Print Check Stub... E] Email Check Stub B Post and Print ...oc. Register... & Card ‘ Actions "' ©®
General T Payroll Processing PTO Hours Su...
. - y Eamings Code Current
No. | PRP10003 . | Check Stub Emailed I + Hositre Bailable P
Employee No. | TEST-EMP-AR A | Check No. 3
(There is-nothing to show in this view)
First Name | Test | Direct Depaosit Em... [ @]
Last Name |Employee | Vacation | 0| Vs Earningsv
Pay Cydle Period | Week 2 2019 W | Sick Leave | D|
Il T
Payment Date | 1/17/2019 = | Holiday | 0| FapbllCotke ha gty
Prctinn Nata [4117m010 = Parcanal Mav Hanre [ nl Thers ic nnthinm t chow in thic ise)

12/13



6/1/24, 11:09 PM Processing Individual Payroll Document: Payroll Now

e Select “YES on pop up menu
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