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Templates - Salary, PTO, Deductions

Moadified on: Thu, 23 Dec, 2021 at 1:52 PM

Synopsis:
Payroll Now allows users to create and apply templates for PTO, Deductions and Salaries. This simplifies and streamlines the process of loading employees into
the system. The templates can be applied via the ‘Payroll Division’ in the ‘Create New Employee Wizard'.
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PTO Templates

Step 1. Select ‘Payroll Division Templates’ then ‘PTO Templates’ from ‘Setup Groups’ Column in ‘Full Payroll Menu’
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Step 2. ‘Employee PTO Template List’ screen will open. Click ‘+New’
é
Employee PTO Template List
2 Search Manage Show Attached B8 Open in Excel =
ALLOW
ACCRUAL STARTING YEAR NEGATIVE
PAYROLL DIVISION CODE EARNINGS CODE DATE FORMULA HOURS PER YEAR ~ CARRYOVEF HOURS HOURS LIMIT
ADMIN -PsgsomnAv i 2000 M )] 120
WAREHOUSE PERSONAL DAY 60D 4000 © O 80
'WEEKLY PERSONAL DAY oD 000 ™ i 80

Step 3. Employee PTO Template screen will open. Select ‘Hourly’ from the ‘Payroll Division Code’ drop down menu.
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Employee PTO Template

Show Attached

General

Templates - Salary, PTO, Deductions: Payroll Now

Payroll Division Code

Earnings Code

Allow Negative Hours

PTO Accrual Setup

Accrual Starting Date Formula

. I Hours Limit 4]
ryover @
CODE DESCRIPTION
ADMIN Administration Sreasi o
HOURLY Hourly Employees
SALARY Salaried Employees
WAREHOUSE Warehouse
WEEKLY Weekly Employee Template o 0
+ New Sefect from full list

Step 4. Select ‘Personal Day’ from ‘Earnings Code’ drop down menu

&~

o
) + m
L
Show Attached A
General
Payroll Division Code :HOURLY v Hours Limit | 5]
Earnings Code A Yaar Carryover ® )
Allow Negative Hours er Hours Limit Ol
CODE DESCRIPTION
BONUS Bonus
PTO Accrual Setup OTHER Other
PERSONAL DAY Personal Day .
Accrual Starting Date Formula SICK PAY Sick Pay per Year 0.00|
VACATION PAY Vacation Pay
+ New Select from full list

Step 5. Set ‘Allow Negative Hours’ to False.
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Fo
& @) i
Show Attached '
General
Payroll Division Code HOURLY 0 Hours Limit 0
Earnings Code | PERSONAL DAY o d Year Carryover @
Alow Negative Hours Caiyover Hours i ol
PTO Accrual Setup
Accrual Starting Date Formula Hours per Year 0.00
€ H H
Step 6. Enter an ‘Hours Limit’ of 80 hours
£ N
(£) +
© @) 0
Show Attached »°
General
Payroll Division Code | HOURLY W Hours Limit 80
Earnings Code PERSONAL DAY v Year Carryover e )
Allow Negative Hours (O} Carryover Hours Limit aQ
PTO Accrual Setup
Accrual Starting Date Formula Hours per Year 0.00

Step 7. Set ‘Year Carryover’ to True.
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N i

g v W
Show Attached i
General
Payroll Division Code HOURLY v Hours Limit 80
Earnings Code PERSONAL DAY v Year Carryover -
Allow Negative Hours (:‘ D Carryover Hours Limit [}
PTO Accrual Setup

0,00

Accrual Starting Date Formula

Hours per Year

Step 8. Enter ‘Carryover Hours Limit’ of 80 hours.

e

Step 9. Enter ‘Accrual Starting Date Formula’ of ‘1D’ and ‘Hours per Year’ of 40

N

{ |
(2 +
2 @

Show Attached 3"

General

Payroll Division Code HOURLY s Hours Limit 80

Eamnings Code PERSONAL DAY v Year Carryover

Allow Negative Hours ® Carryover Hours Limit 80

PTO Accrual Setup

Accrual Starting Date Formula

Hours per Year

0.00
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Step 10. Click ‘Back’ button to save the

Templates - Salary, PTO, Deductions: Payroll Now

—

/ i

@ + ®©
Show Attached A
General
Payroll Division Code HOURLY e Hours Limit 80
Earnings Code | PERSONAL DAY ™~ Year Carryover
Allow Negative Hours (O] Carryover Hours Limit 80 |
PTO Accrual Setup

Hours per Year 40,00

Accrual Starting Date Formula D

Step 11. Review the saved template in the ‘Employee PTO Template List’

Hourly PTO Template

( ﬂ) il

i
Show Attached it
General
Payroll Division Code HOURLY e Hours Limit 80
Earnings Code PERSONAL DAY W Year Carryover
Allow Negative Hours ® Carryover Hours Limit 80
PTO Accrual Setup

Hours per Year 40.00

Accrual Starting Date Formula D
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Employee PTO Template List

Templates - Salary, PTO, Deductions

L search + New Manage Show Attached @8 Open in Excel = 2
ALLOW
ACCRUAL STARTING YEAR NEGATIVE
PAYROLL DIVISION CODE EARNINGS CODE DATE FORMULA HOURS PER YEAR ~ CARRYOVEF HOURS HOURS LIMIT
ADMIN PERSONAL DAY 1D 40.00 120
WAREHOUSE PERSONAL DAY 60D 40.00 O 80
WEEKLY PERSONAL DAY lile] o000 o O 80
HOURLY PERSONAL DAY 1D 4000 n 80

Step 12. Repeat this process for the ‘Salary’ payroll division with the following parameters:

Allow Negative Hours ‘True’

Hours Limit ‘120’
Year Carryover ‘True’

Carryover Hours Limit ‘120’
Accrual Starting Date Formula ‘1D’

Hours per Year ‘80’

—
Z) i

Show Attached "

General

Payroll Division Code SALARY R Hours Limit 120

Earnings Code PERSONAL DAY v Year Carryaver &

Allow Negative Hours [ o] Carryover Hours Limit 120

PTO Accrual Setup

Accrual Starting Date Formula 1D Hours per Year 80.00

PTO Lump Sum Setup >

Step 13. Review both templates in ‘Employee PTO Template List’

: Payroll Now
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Employee PTO Template List

£ Search -+ New Manage Show Attached

08 Open in Excel

Templates - Salary, PTO, Deductions: Payroll Now

1]
»

PAYROLL DIVISION ACCRUAL STARTING YEAR Qgé%‘%vs
] CODE EARNINGS CODE DATE FORMULA HOURS PER YEAR ~ CARRYOVEl HOURS HOURS LIMIT
[0 ADMIN PERSONAL DAY 1D 4000 o 120
O  WAREHOUSE PERSONAL DAY 50D 4000 = 80
O WEEKLY PERSONAL DAY oo 000 W [m] 30
‘¥ HOURLY PERSONAL DAY 1D 4000 L] 80
M SALARY PERSONAL DAY 1D 8000 ™ M 120

Deduction Templates

Step 1. Select ‘Payroll Division Templates’ then ‘Deduction Templates’ from Setup Groups column in ‘Full Payroll Menu’
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Step 2. The ‘Payroll Emp. Deduction Template List’ will open. Click ‘+New’

<«

Payroll Emp. Deduction Template List
2 Search Manage Show Attached 03 Open in Excel

PAYROLL DIVISION
CODE

ADMIN
ADMIN
WAREHOUSE

WEEKLY

DEDUCTION
TEMPLATE CODE

ADMINBEN

ADMINBEN

WAREHOUSEBEN

PAYROLL CODE

401KPLAN

HEALTH INSURANCE

HEALTH INSURANCE

ADTKPLAN

DESCRIPTION

401K Plan

401K Plan

Health Insurance

Health Insurance

Step 3. The ‘Employee Deduction Template’ screen opens

v
2

AVAILABLE
ON WEB
TEMPLATE DESCRIPTION PORTAL
Administrative Benefits |
Admin Benefits 5
Warehouse Benefits ]
%]

. Select ‘Hourly’ from the Payroll Division Code Menu

& EMPLOYEE DEDUCTION TEMPLATE (j\; Ee 1]

Show Attached
General
Payroll Division Code w7 Starting Date Formula
Deduction Template Code Date Formula

CODE DESCRIPTION —
e scripti | @ )
Template Description T i e on Web Porta @
Payrall Code HOURLY : Hourly Employees

SALARY Salaried Employees

WAREHOUSE Warehouse
Employee Deduction Setup WEEKLY Weekly Employee Template

+ New Select from full list

Description maunt / Percent 0.00

Amount Formula

% of Gross Wages

i3

Step 4. Select ‘Health Insurance’ from Payroll Code drop down menu
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& EMPLOYEE DEDUCTION TEMPLATE

Deduction

Show Attached

@

Templates - Salary, PTO, Deductions: Payroll Now

~
General
Payrall Division Code. HOURLY e Starting Date Formula
Deduction Template Code Ending Date Formula
Template Description Available on Web Portal @ )
Payroll Code b
CODE DESCRIPTION
Employee Deduction Setup ALt T o
403BPLAN 403b Plan =
Description / Percent 0.00
FISCAL YEAR... Fiscal Year V' -
Amount Formula FSA Flexible Spending Account
HEALTHINSU.. &  Hsalth Insurance |
HSA Health Savinas Account
Employer Contribution Setuj -+ New Select from full list .
£ H ’ & H ’
Step 5. Enter ‘Starting Date Formula’ of 1D and set ‘Available on Web Portal’ to False.
==
&  EMPLOYEE DEDUCTION TEMPLATE f\/) - T
Show Attached "
A
General
Payrall Division Code HOURLY N | Starting Date Formula |1D
Deduction Template Code Ending Date Formula
Template Description |Avai\ab!e on Web Partal ® .‘I
Payroll Code HEALTH INSURANCE pve
Employee Deduction Setup
Description Health Insurance Amount / Percent 0.00
Amount Formula % of Gross Wages ﬂ

Step 6. Select ‘Fixed Amount’ for ‘Amount Formula’ and enter ‘20’ in ‘Amount / Percent’
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¢  EMPLOYEE DEDUCTION TEMPLATE ( ) i
e,
Show Attached a4
General =
Payrall Division Code HOURLY ~ Starting Date Formula D
Deduction Template Code Ending Date Formula
Template Description Available on Web Portal @ >
Payroll Code HEALTH INSURANCE
Employee Deduction Setup
Description Health Insurance |Anmunt / Percent 20,00
Amount Formula Fixed Amount ﬂl
A ‘ y .
Step 7. Click ‘Back’ button to save Deduction Template
- P
& | EMPLOYEE DEDUCTION TEMPLATE (&) -+ i
L
Show Attached a
General sd
Payroil Division Code HOURLY v Starting Date Formula i
Deduction Template Code Ending Date Formula
Template Description Awvailable on Web Portal @
Payroll Code | HEALTH INSURANCE M
Employee Deduction Setup
Description Health Insurance Amount / Percent 20.00

Amount Formula Fixed Amount 1]

Step 8. Repeat this process for the ‘Salary’ payroll division with the following parameters:

* Payroll Code ‘401KPlan’

« Starting Date Formula ‘1D’

« Available on Web Portal set to ‘False’
« Amount Formula ‘Fixed Amount’

« Amount/ Percent ‘50’
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& EMPLOYEE DEDUCTION TEMPLATE ,:%/9) i
Show Attached o
General &
|Payra\! Division Code SALARY A | |S!a|1ir=g Date Formula 1 |
Deduction Template Code Ending Date Formula “ ‘
Template Description Available on Web Portal @ > |
Payroll Code A01KPLAN v |
Employee Deduction Setup
Description 401K Plan |Amount / Percent 50.00
Amount Farmula Fixed Amount El |
. =g . Y]
Step 9. Review both templates in ‘Payroll Emp. Deduction Template List
(s
£ Search -+ New Manage Show Attached EBOpen in Excel =
AVAILAE...
PAYROLL DIVISION DEDUCTION ON WEB
| CODE TEMPLATE CODE PAYROLL CODE DESCRIPTION TEMPLATE DESCRIPTION PORTAL
O ADMIN ADMINBEN 401KPLAN A01K Plan Administrative Benefits [}
| ADMIN ADMINBEN HEALTH INSURANCE Health Insurance Admin Benefits O
O WAREHOUSE WAREHOUSEBEN HEALTH INSURANCE Health Insurance Wareheuse Benefits O
8| WEEKLY A01KPLAN A01K Plan =]
HOURLY HEALTH INSURANCE Health Insurance ]
SALARY 401KPLAN 401K Plan L]

Salary Templates

Step 1. Select ‘Payroll Division Templates’ then ‘Salary Templates’ in Setup Groups column of ‘Full Payroll Menu’
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Full Payroll Menu
Payroll R Reports History Per!ofl!c Setup Setup Groups Posting Setup
Processing Activities

Periodic Additional Empl
: Payroll Setup i mp. e
Processing.. : Setups.. Posting Groups
i e

Payroll - Payroll Ledger
Processing Entries

Withholdings /
Deductions

Employer Taxes

] Pay Cycles..
ol am; e
Payroll ed Baf Web Portal Payroll Calc.
Applicants. Employee Info., List Documents.. Formulas
Create Emp.
roll | HR: s Info. fi Eamings Rat
Earuieys oo T _; 5 ;ﬁm A i Tempiates. Contribubions
emplate..
PTO : Time Transfer Payroll Tax PO .
Mangganent. 5 Repott= g i
C‘Etomer | p :
Payroll T Tempiates e
\_;yruo = | Advances
E Salary |
Automatic Data 2 Tempiates |
State Tax IDs ents
: HR Tracki |
Tel

mplates

Report Sefup.

Payroll Division Emplayer

Step 2. The ‘Employee Salary Template List’ will open. Click ‘+New’
(5

Employee Salary Template List
B search Manage  Show Attached @ open in Excel

il
N

PAYROLL DIVISION CODE PAY CYCLE SALARY TYPE ANNUAL SALARY
ADMIN - Semimonthly Salary 75,000.00
WAREHOUSE Weekly Hourly 24,960.00
WEEKLY Weekly Salary 60,000.00

Step 3. The ‘Employee Salary Template’ screen opens. Select ‘Hourly’ from the Payroll Division Code Menu
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i o B
Employee Salary Template
Show Attached #
Salary Setup
Payroll Division Code | o I Rate per Hour 0‘00:;
Pay Cycle Salary | 0.()0“1
CODE DESCRIPTION B
Sty Tye ADMIN Administration s Dtaly ®
HOURLY : Hourly Employees
SALARY Salaried Employees
WAREHOUSE Warehouse
WEEKLY Weekly Employee Template
+ New Select from full list
Step 4. Select ‘Weekly’ from Pay Cycle menu
Employee Salary Template
Show Attached a
Salary Setup
Payroll Division Code | HOU_RLY v Rate per Hour (J_‘OOI
i’ay Cycle Annual Salary N 0‘00.
Salary Type Biweekly Use Hours Details ®
Semimanthly
Manthly
Quarterly
Semiannually
Annually
Daily or Misc
Step 5. Select ‘Hourly’ for Salary Type
Employee Salary Template
Show Attached 7
Salary Setup
Payroll Division Code | HOURLY ] Rate par Hour 000
Pay Cycle | Wee;kly M Annual Salary 000‘
salary Type (AT | Use Hours Deails O
|

: Payroll Now
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Step 6. Enter ’20.00’ for the ‘Rate per Hour’ and set ‘Use Hours Detail’ to False. The ‘Annual Salary’ will auto populate

=N

S )

Employee Salary Template

Templates - Salary, PTO, Deductions: Payroll Now

]

Show Attached
Salary Setup
Payroll Division Code HOURLY v Rate per Hour 20.00
Pay Cycle Weekly v Annual Salary 41,600.00
Salary Type Hourly ﬂ Use Hours Details @ )
Step 7. Click ‘Back’ button to save Employee Salary Template
AN
Employee Salary Template
Show Attached
Salary Setup
Payroll Division Code HOURLY v Rate per Hour 20.00
Pay Cycle Weekly [~ Annual Salary 41,600.00
Salary Type Hourly ﬂ Use Hours Details ’I.:

Step 8. Repeat this process for the ‘Salary’ payroll division with the following parameters:

+ Pay Cycle ‘Weekly’
+ Salary Type ‘Salary’

+ Enter 95,000 in ‘Annual Salary’. The Rate per Hour will automatically calculate

« Set ‘Use Hours Details’ to False
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~

& @) - m
Show Attached ar
Salary Setup
Payroll Division Code SALARY v Rate per Hour 45.67308
Pay Cycle | Weekly E Annual Salary 95,000.00
Salary Type Salary v Use Hours Details @ )

Step 9. Review both templates in ‘Employee Salary Template List’
e

Employee Salary Template List

£ search + New Manage Show Attached @8 open in Excel

il
N

] PAYROLL DIVISION CODE PAY CYCLE SALARY TYPE ANNUAL SALARY
O ADMIN Semimenthly Salary 75,000.00
O WAREHOUSE Weekly Houtly 24,960.00
] WEEKLY Weekly Salary 60,000.00
) HOURLY : Weekly Hourly 41,600.00
SALARY - Weelly Salary 95,000.00
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