Pieper Payroll

Entering a New Employee

Log into the Pieper Payroll online site:

From Pieper Payroll website: https://pieperpayroll.com/clients/
Direct Link: https://pieperpayroll.evolutionpayroll.com/hcm#/

Enter your log in credentials, User Name and Password, that were provided by Pieper Payroll,
then click on the “Sign In” box

u Pieper Payroll

Please sign in with your credentials to continue
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Pieper Payroll

Select Employees on the left sidebar. You will see a list of the current Employees.

CLEENT | ZZ-SBJP - "¢
Pieper Bgyroll
Employees
@ Dashboard
E\'- Company
L Empioyees
E Check Calculator 1 Joseph Lisa wesos 6431 VT 00000 Active ~
2 Antrochelli Kenneth ~ sesess -4353 VT 0000 Active
P Il
B rayrois 3 Hawthorne Stephanie 4s4-41-8346 VT 00000 Active
4 Kelly Leonard *xx_s+-4684 VT 00000 Active
Q Check Finder
5 Johnston Annie =x=-=+-3287 VT 00000 Active
Reports
v
1-5of5items

Click on the large plus sign “+” to add a new Employee. A box will be displayed where you will
enter the Employees SSN or EIN and then select “CHECK ID”.

0 Add Employee

Let's start by checking the ID of the EE
you want to add to see if it already
exists in the system

Add Method  @Basic (OAdvanced

@ssN QEIN | | - - v

CANCEL

The New Employee input form will be displayed.
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Pieper Payroll Karen ~
® Employees
- an,
£5 EUT oiscs | New Employge
LocaL
E neck Calc @ssN - OB * Employee Type * EE Coae * Time Clock # rar Current Hire Date *
ACA
CHILD SUPFORT we . Aclive
DIRECT DEPOST First Name * " Last Name * Organizational Level Employes Typs *
Q chneck Fing CEITLETED - Select Organizational Level - ] HiA
NOTES
P Addres: Worker's Compensation ob
PREVIOUS  NEXT
- SelECt WoTker's COMpensatio . - Select Job -
Addr
Pay
Frequency * Salary Amount
g State o
c “ Zp Weekly
Rate 1* Rate 2 Rate 3
County Phone Extension
Taxation
Email
Fea Maal Status * Fea Exemptions *
Single - 2019 and prior
Birth Date Gender * Ethnicity *
_ W4 Total Dependents Tax Credit W4 Other Income
~ g i} A v Hot Applicable

Enter the Employee Demographics information:
e Required fields are noted with an asterisk (*).

e Gender and Ethnicity although noted as required, can remain with the default Not
Applicable (N/A).

Enter the Status information:
e Enter the Current Hire Date.
e Select Employee Type from the drop-down.

Enter the Pay information.
e Select the Pay Frequency
o Enter either the Salary amount or hourly Pay Rate.

Enter the Taxation information.
e For Federal Martial Status choose either “Standard Single or Married Filing Separately”
or “Standard Married Filing Jointly”. No other marital status should be selected.
e For State Marital Status in New Jersey select “Rate A” for “Standard Single or Married
Filing Separately” or “Rate B” for “Standard Married Filing Jointly”.
e Select “State” from the drop-down. Enter the employees State.
o Select “SUI” from the drop-down. Enter the employees State.

Page | 3
Pieper Payroll
908-604-0320 (v), 908-926-2348 (f)
Basking Ridge, NJ 07920



Pieper Payroll

Employees

Check Calculator

@

4 Tosk Queve

Employees

f®

Karen =

CANCEL

CHILD SUPPORT
DIRECT GEROSIT
SCHEDULED EDS

HOTES

PREVIOUS NEXT

Demographics
@ssh* OEN*

First Name *
Joe

Address 1"
123 Street

Address 2

city *

City

County

Emall

Birth Date

Benefits

Employee Type *

w2

Gender *

EE Code *

Wi Last Name *

State *

Phane

Ethnicity *

hot Applicable

Smith, Joe

Time Clock #

2ip Code *

Extension

Tribe

Status

Status *

Active -
Organizational Level

- Selecl Organizational Level - "

Worker's Compensation

Select Worker's Compensatio.. *
Pay
Frequency *

weekty v
Rate 1 Rate 2
Taxation

Fed Marfal Status *
Standara Single Of Marmed Filing Separ

W4 Total Dependents Tax Credit

W4 Deductions
ra—

Current Hire Date *
03/13/2024 =]

Empioyee Type *

A .
Job
- Select Job .
Salary Amount
Rate 3

Fed Exemptions *

W4 Other Income:

When finished entering the Employee information click the
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Add Direct Deposit Information

Double click on the Employee from the Employees list. This will bring up the Employee record.

Bl Picper Payral Karen -
Employees
@ Dashboard
B company
. 6 - Smith, Joe K.
4. Employees < 6~ Smith, Joe K. >
Demographics Hire Status
B check caiculator @35N - OF* Employee Type * EE Code * Time Clock # Status
AcA
B rayrors = | w2 M 2 Actve
FEDERAL Eirst Name * u Last Name * Curtent Hire Date * Originai Hire Date
Q  check Finde STATE. Smith 0311/2024 B m
LocaL
g i Andress 1° Termination Date Renire Eligible
Reports CHILD SUPPORT
DIRECT DEPOSIT e B ves
SCHEDULED EDS Address 2 Employee Type *
DELIVERY Full Tme
bl L City * State * Zip Code *
on Call From oncalTo
l Janchs
- B i
PREVIOUS Nexr County Phone Etension
Benefits
Heatincare Coverage *
Email
No ER Paid Ins/Not Eligible
Dependent Coverage * Benefit Eligible
Birtn Date Genaer Ethnicty * Trive:
No B
4 ro ] WA M Hol Applicabie
e Group Term Policy
m igati “Direct D it” and th lick the ADD butt
From the Navigation select “Direct Deposit” and then click the utton.
ﬁ Pieper Payroll Karen =
Emplpyees
@ Dasnboars
N\, B i
B compan
EEE oot o S ek Y 6 - Smith, Joe K.
A Employees Eey
LABOR DEFAULTS
B check calcuiato w0
aca
E Py ABA# * Bank Account # Account Type * Branch Identifier Addenda In Prenote * Farm on File * Aliow Hyphens *
Payrolis
P | | Checking o o o :
Q . smae
Lo
B Reports CHILD SUPPORT

SCHEDULED EDS

CELVERY
EMPLOYEE PORTAL
HOTES

PREVIOUS NEXT

Add the direct deposit information.

e ABA # (Bank Routing Number)
e Bank Account #
¢ Account Type select either “Checking” or “Savings.”

Click the Blue SAVE button to save the information. The following Note will appear.
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Set up a scheduled deduction?

A scheduled deduction needs to be set up for payments to be deposited into
this account.

DOIT LATER SET UP NOW

Select “SET UP NOW”. The Scheduled E/Ds BASIC screen will be displayed.

T

Bl Picper Payrol

Employees

U EBn

@ Dashboard

B company

.| COMPANY | ZZ.S607 - Jetra Sa

Karen =

B

e
< 6 - Smith, Joe

A Employees = >

LABOR DEFALILTS

B check caicuiato

Calculation Method *

B Payrois Par
037132024
Q  check Finder STHTE

LOCAL

Daseription Aways PagDeduct Deuckons 1o Zero

B Reports CHILD SUPFCRT e . e

DIRECT DEPOSIT

Priority

Calculation Link Deduct Whole Cheek

- Select E/D Group - i Ho

DELIVERY

Calculate Using

Method defined for this E/D

SendTo
EMPLOYEE PORTAL Clenticompany
NOTES

Calculabon Method Amount§ Rsference to Display on Check

PREVIOUS HEXT Fired

ED Group Amount %

- Select E/D Group -

6 - Smith, Joe

1 ftems

Enter the required BASIC information.

e From the “Code” drop down select “DD1 — Direct Deposit - Net”.
e From the “Always Pay/Deduct” drop down select “All Payrolls”.
e From the “Direct Deposit Account” drop down select the Account Number.

Click the Blue SCHEDULE button and the following screen will be displayed.
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Pieper Payrall Karen -
© oenoend Employees

+ T | & i
B company

HE L asmn e ) 6 - Smith, Joe K.

L. Employess

B Creck carcutor

wer || expont ro excet reos
B rayrois Pay Code* destrip Calculation Melnod * Amount § Amount % — m

FEDERAL . Doo1 Direct Deposit - Netpay Fiied 03/13/2024 -
el Effective Affects Blocks
& Repons CHILD SURPORT staring Paroes Ateced Bock Basedon
DIRECT DEPOSIT ‘ 03/13:2024) M Custom Defined
Ending Freguency Wieeks blacked

0102030405

DELIVERY Every Fay
EMPLOYEE PORTAL

NOTES

PREVIOUS NEXT

1 items

o Enter the Effective Starting date. Use the “Current Hire Date” previously entered on the
Employee input form.

Click the Blue SAVE button to save the Employee Record.
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