1) Login

Entering a Payroll

2) On your home page select enter a payroll
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messages

1F you 1o longer wish to see one o mars of the messages lited, select the
‘Remove’ check box and click ramove selected messages buttan.

payrolls

view the latest payrol reports or sslect & payroll

s Enterffdd:  Marual Checks
Pay Date PEDate Frequency Status LastSavedBy Action
3/B/2013 322013 Weekly Processed  [jpisper on 3/4/2013 at 02:51 PMEST|  Yiew Reports
calendar

CPTIONS

3) Enter your period end date and pay date. These dates are usually pre-populated based on
our payroll schedule. Note: Your payroll must always be entered 2 business days prior to
your pay date due to EFT requirements.

4) Select Go to pay entry grid
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Entering a Payroll

5) Make a positive selection of the employees you would like to pay by checking their box in
the ‘Pay’ column.

6) Salary employees will have their pay already entered. You can make a temporary override
by entering a different number. Enter hours for hourly employees.

P 1€ pe T Pieper Payroll Demo Client
Payroll

Employee
MNew Employes € Critical eror, must correct Payroll frequency: JEE
i Pay Lﬁiher Employess Ay Warning, please review. Pay date: 3/14/2014
ayrol
\xew Payline Totals A Locked fram edit, emplayee has multiple paylines. Period ending date: 3/8/2014
Yiew fpprove Payrall </ Calculated without error.
Totals
Reports
Pre-Process Report: [Cselect all
Payline, Pay Type EE Name REG Hours | SALARY o1 OTH/ER HOL VAC SICK REIMBR | BONUS
100 |wrashington, George 1000,00
101 |adams, John 1000,00
102 |Jefferson, Thomas 10,0000 / 40,00
102 |Madison, James 10.0000 \ 40.00 )
T Calculate Selected Paylines ] [ Haold Payroll

7) Calculate selected paylines and the system will process the pays for the employees that you
had selected. An employee’s payline will turn green when it has been calculated.

Pieper
Pa%’roll

Pieper Payroll Demo Client

Employee s
Mew Erployes € Critical error, must carrect, Payroll frequency: Wisekly
Pay Other Employess N R
payrall A wWarning, please review. Pay date: 3/14/2014
Wiew Payline Totals ﬂ Locked from edit, employee has multiple paylines. Period ending date: 3/3/2014
vietprrove rayal okl | Calculated without error,
Reports
Pre-Process Report
[Cselect all
Payline| Pay Type EE Name REG Hours | SALARY or OTH/ER HOL YAC SICK REIMER | BONUS
Fi 100 |washington, Georde 1000.00
] 101 |adams, John 100,00
) 102 |lefferson, Thomas 10,0000 40.00
Add o] 103 [Madison, James 10,0000 40.00

_’_—-—" l Calculate Selected Paylines ] Hald Payrall




8) Select pre-process report.
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€& Critical error, must carrect.

Entering a Payroll

Pieper Payroll Demo Client

Payroll frequency: Weekly
A Warning, please review, Pay date: 3f14/2014
I Locked from edit, emplayee has multiple paylines. Period ending date: 3/8/2014
| Calculated without error,
Ceslect a1
Payline] Pay [ [Type[ EE Name REG Hours | SALARY | OT | OTH/ER | HOL VAC SICK | REIMBR | BONUS
¥ 100 |washington, George 1000.00
] 101 |adams, John 1000.00
¥ 102 |defferson, Thomas 10,0000 40,00
4 103 |Madisan, James 10,0000 40.00
Calculate Selected Paylines Hold Payroll
9) The following screen will be presented. Select generate report.
Pieper Payroll Demo Client
Payrall Pre-Pracess Report
Payroll frequency: Weekly Pay date: 3/14/2014
Run humber: Period ending date: 3Bf2014

Instructions:

To view the pre-process report select the generate report button, NOTE: This report may take a few moments for results to be
displayed.

Return to Payroll

/ Generate Report




Entering a Payroll

10) This is the pre-process report screen. The pre-process report is a draft of your final payroll
journal. The report is shown on the bottom of the screen and there is a green command bar
above it. Select the export drop down and then select pdf.

11) Once the pdf is generated you can save it or print it

12) Review the pre-process report to make sure the payroll that has just been processed
matches your intent.

13) After you are done select ‘Return to Payroll’ which will take you back to the payroll entry
grid. You will be able to make changes thee or proceed to finalizing your payroll.

Plepe r Pieper Payroll Demo Client
Payroll

Payroll Pre-Process Report
Payroll frequency: weelkly Pay date: 3/14/2014

Run number: 1 Period ending date: 3fgf2014

Instructions:

To viesw the pre-process report select the generate report button, NOTE: This report may take a few moments for results to be
displayed.

=3  Return to Payroll

Generate Repart

4 4 |1 Jofz b Pkl @ Find | Next |l -

Excel
‘ PDF ‘
ward Pcess Report

Payrol Frequency.  Weekly TaxFiling Run Date: 310/2014 3:10:55 PM Reterence Number: 1
Earn Rate / ‘ Current | YTD Tax W-4 | Current Y10 Ded Current Y10 Desc Amount
Hame | Amount | Hrs [ Amount | Hrs [ Amount | Hame Amount | Amount Hame | Amount | Amount
Washinaton. Georae
Emp: 100 SALARY 100000 1.000.00 1,000 0 | T M2 85,38 5.3 MISC 500,00 500,00 | Net 3133
SSEE 62,00 52,00 Deposhed 31133
MEDCEE 1450 1450
KT B2 1731 31
RIFLIF 100 100
sulEE 468 468
(L] 260 280
QD Gross: 1,000.00 Gross: 100000 1,000 00 188,67 EE Deds: 500.00
. . W7t y
14) To finalize your payroll select ‘View/Approve Payroll Totals’.
Pleper Pieper Payroll Demo Client
17
Payroll
Employee
Mew Employes €9 Critical error, must correct, Payroll frequency: Wieekly
P:;:uﬁmgr Employess A Warning, please review, Pay date: 3/14/2014
Wiew Payline Totals ﬂ Locked from edit, employee has multiple paylines, Period ending date: 3/8/2014
YiewApnroYE Ryl TatE [/ Calculated without error.
Reports
Pre-Process Repart
Csekect all
PPayline| Pay Type EE Name REG Hours | SALARY ot OTH/ER HOL vaC SICK REIMBR | BONUS

100 |washington, Georgs 1000.00
101 |adams, John

1000.00°

102 Jefferson, Thomas 10.0000° 40,00

b
o
&

o [l |fl
H|E(E|E
N N NI

103 |Madison, James 10,0000 40,00

Calculate Selected Paylines Hald Payrall




Entering a Payroll

15) The payroll totals page allows you to review a summary of your payroll.

16) After reviewing your totals and pending debits you have 3 choices...
a. ‘Hold Payroll’ allows you to save the payroll without finishing so you can return later.
b. ‘Approve Payroll’ will finalize the payroll
c. ‘Cancel Payroll’ will delete the entire payroll

P Piepel‘ Pieper Payroll Demo Client
Payroll
Temporary Changes

Check Stub Message Payroll frequency: Weekly
Mesct Check Murnber

PR .
R Warning! This payroll has not been saved. Pay date: 3/14/2014
Delivery Options Do ot logout before selecting the "Hold Payroll” or "Approve Fayrall” Period ending date: 3/8/2014

Payroll
Fay Entry Grid button or vour payroll data could be last,

Yiew Payline Totals
Reports Earnings totals:
Pre-Process Report
Earnings Hours Amount ~
REG &0.00 800.00
[SALARY 0.00) 2000.00
oT 0.00 000 o
Tazes totals:
Taxes Employee Amount Employer Amount ~
FUTA 16.80]
ke e Total gross: 2,800,00
o — 7 Total taxes: 946.60
Total net: 1,651.87
Deductions totals: Total direct deposit: 1,651.87
Total net checks: 0.00
Deductions Amount 5
401k 25.00]
e e Paylines: 4
- 00,00 Employees paid: 4
Active EE's not paid: [u]

Approving and Halding & Payrall can take time... please do not dick the buttons more than once.

Hald Payroll ] [ Approve Payroll ] l Cancel Payrall

N




Entering a Payroll

17) After approving your payroll the system generates a summary of your bank debits.

18) Once your payroll is processed in our office all of your payroll reports are published on line.

19) Having completed your payroll you can either return to your home page by selecting ‘Home’
in the upper left corner or you can log out using ‘Logout’ in the upper right corner.

20) When you are done never ‘X’ out of the application. Always using the ‘Logout’ command.

P Piﬁ‘l)ﬁ' I Pieper Payroll Demo Client » Logou
Payroll Helo, Marta Vahngta

Home
Payroll Approval Confirmation

/ Congratulations! You've successfuly submitted your payrol, Your payol reports wil be avalabs shortly
Payrol information:

Cherit number NEWIER

Clent Name: Pieper Payrol Demo Client

Pay frequency: Weskly

Run date: 310/2014

Period end date: 3fsfa0t4

Pay date 3142014

Run sequence nusrber 1
Debit:

Payrall et 165187

Ta fing debit: 486,60

Ird party dsbursement ACH: 0.0

Billng debit 20.00

Total debit amount: 261847 Debit date: 3/14/2014.
Checks:

et checks: 0.0

3rd party dsbursement checks: 0.00

Total check amount: 0.00



