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Figure 1

Enter your User Name and Password and then click on the Login Button.
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Pavroll Status  Penod End Date Checle Diate

Create Payrall 42352000 552000

Creates a new payroll.

@ - Click on Caestion mark to submit errors, conurents, and suggestions.

Figure 2

When you enter the first page you may verify the payroll period end date and check
date. If they are correct, then click on the “Create Payroll” button. If they are not
correct please call your payroll specialist.

Payroll Status Penod End Date Check Date

Edit Payroll 44232000 552000
Contitae working on curtent payroll.

Owerride Payroll Af2=2000 SiSf2000

Dielete curtent pasyroll and create a new payroll.

@ - Click on Qaestion mark to submit errors, conunents, and suggestions.

Figure 3

If you have left a payroll online without submitting it, you will see the above options
after you login. You may continue to edit the payroll and submit it, or you may
delete the payroll and start over by clicking on the “Override Payroll” button.
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Figure 4

Before you enter the payroll area you will receive a pop up if you have more than
one pay period type. From this pop up you can select the pay period types that you
wish do enter time for. The selections that are available will depend on how your
company varies. In this example, the company has Weekly, Bi-Weekly, and Semi-
Monthly pay periods.

Tzer For Help Call (B007741-320592
Client ; Large Test Client Cepprigie © 2000 A% Rights Reseved
Subrnit Payroll | Exit | Comments | Pavrall Report | GotoPage : | =]
Set - [Name = Shovr : | DOE 0, JOHN - DOE 99, JOHN  [1-160) =] Totsl EE: - 160 Broup By : | List &1 -
Hiane ZroHems  Total Honms Tatal fsnoimt Stame P - Py Periind
DOE O, JOHM | = | 0O | O | A | Hourly | wesk Ty | -
Earning Code Hours  Eate Amount Depatment Account Code WMC Code Delete
[
S 1 r = = Hp
Current Deductions Zero Hours Eeason
Il:ode Deduction ¥TD Balance Annual LimitI | I _,J |
[#
LI E] =] z
Figure 5

When you enter the payroll area you will see the above page. Details of each part of
this page will follow.



www.goNELCO.com

For Help
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Figure 6

Near the upper right of the page, underneath the yellow question mark, there is a
dropdown box titled “GotoPage:”. This is where you can add/edit departments,
account codes, and change your payroll page configuration.

Current Departments Add/Edit Departments
Code  Description Code  Description Del
0002 OOTSIDE SALES THAT FEALLY 3ELL E I I = 'a:
0001 FHONE 3ALES =
.
EIED [ = F1ED
Done |
Figure 7

To add a department, click on the “Add/Edit Departments” option from the
“GotoPage:” dropdown. Then enter the “Code” and “Description”. As you enter the
information, a new row will automatically generate. If you make a mistake, click on
the “Del” button (the button with the red ‘x’) to delete that row. After you are
finished, just click on the “Done” button and the new department will be available in
your payroll entry area.
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Current Account Codes AddEdit Account Codes
Code  Description Code  Description Del
f0004 LOCATION #2 j i = ﬂ
0003 LOCATION #1 = =
[
|
[ B | =]
[one |

Figure 8

To add a account code, click on the “Add/Edit Account Codes” option from the
“GotoPage:” dropdown. Then enter the “Code” and “Description”. As you enter the
information, a new row will automatically generate. If you make a mistake, click on
the “Del” button (the button with the red ‘x’) to delete that row. After you are
finished, just click on the “Done” button and the new account code will be available
in your payroll entry area.

Defaults

Sott By IName *i

Group By IEIII Taro (0 for ALL

Done |

Figure 9

To change the default configuration of your payroll entry area click on the
“Configuration” option from the dropdown box titled “GotoPage:”. You can also
change these settings temporarily from the payroll entry area.
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Figure 10

If you look near the upper left of the Payroll Entry page, you will see a dropdown
box with the title “Sort:” next to it. You may sort your employee’s by department
(Dept) or sort alphabetically (Name).

b wik L ornmnetks Havrall Heport Goto

DOE 120, JOHN -DOE 141, JOHN (21 - 40]
| |DOE 143, JOHN - DOE 166, JOHN (41 -60]

DOE 167, JOHN - DOE 188, JOHN [61 - 80]
DOE 189, JOHN - DOE 30, JOHN (81 - 100]
DOE 31, JOHN - DOE 54, JOHN (101 - 120]
DOE 56, JOHN - DOE 77.JOHN (121 -140]
DOE 78, JOHN - DOE 93, JOHM (141 - 160]

I Account Code

ero Hours t
P e s s e e e | ]| ]

Figure 11

Directly to the right of the “Sort:” field, you will see a “Show:” dropdown box. With
this option you may jump to a particular group of employees.
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- 'I!:IEI per Page

i‘_ Lizt All
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Figure 12

If you wish to change the amount of employee’s per page in the “Employee”
dropdown (see Figure 13), just look to the right of the “Show:” field, and you will
see the “Group By:” dropdown. The available options are 5, 10, 20, 50, 100, 500 &
List All Employees, depending on the size of your company.

Seet | Mame = Shnw:|DDE 0,JOHM - DOE 1719, JOHM 1 - 20) > | Total EE: ; 160 Group By ¢ | 20 per Page =
FaroHoars

Total Houre Total Aot Stahas P

| & | Hourly

AT T g T
DoE 1, 0 8] A | Hour Iy

DOE 10, JOHM 0 0 A | Hourly

DOE 100, J0OHNW ¥ |0 0] A | Hourly

DOE 101, JOHW ¥ 0 0 A | Hourly

DOE 103, JOHW ¥ 0 0 A | salary il
DOE 104, JOHMW ¥ 0 0 A | Hourly

DOE 106, JOHW 0 ] A | Commission

DOE 107, JOHM 0 ] A | Hourly

DOE 108, JOHM 0 0 A | Hourly

DOE 109, J0OHN 0 4] A | salaryExempt -

|

e
Figure 13

To choose the employee for time entry click on the dropdown arrow, just under the
“Group By:” dropdown, in the dark gray box. This is the “Employee” drop down. We
will go into more detail about this area later.
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Figure 14

If the employee you have chosen has hours to enter, click on the dropdown box
that is under the “Earning Code” Column and select the type of pay that the
employee is to receive. We will cover if the employee has zero hours in Figure 18.

Harre _ ZeroHours  Total Hours Total fanomt Statae  Pay Type Pay Period
[DOE O, JOHNM | | 40 | 206 | 4 | Hourly | weekly | =]
Earning Code Hours  Rate Sy ount Depatment Accountlbode WG Code  Delete
Regular m 515 [ [DUTSIDE SALES THAT RE._= | IR - || =742 =] =
! =l | | | =l -l ]
Current Deductions Zero Hours Eeazon
Code heduction ¥TD Balance Annual Limif | | LJ |

povoes 1§ o |

| | | |
Figure 15

Enter the hours worked in the “Hours” column. You may tab through each column.

Earning Code Hours  Rate Amount patment = 020000 F WEC Code [Delete
Fegular - 515 OUTSIDE SALES THAT RE. i S | R j
| Jl | | EQLTSIDE SALES THAT FIE.-'l'-.LL'ii ﬂ
| PHOME SALES [000071]
Figure 16

Choose which department that the employee earned the pay in.
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Earmning Code Hours Eate Amount Depadment Account Code Delete
[Fequar  =|[E  [515 | OUTSIDE S4LES THAT RE i LOCATION #2 (00004) | x| j
| jl | | | LEIE.-'-‘«TIEIN #1 (00003 | A
Current Deductions
Figure 17

Choose the account code.

When you have an

WMIC Code [Delete

Account Code

|

tment

Zero Hours Eeazon

Terminated
Unpaid W acatiaon
Unpaid Sick
IInpaid Leave
Dtker

s

+ Annual Limit I

[315]

Figure 18

employee that did not work for the pay period you must select a

“Zero Hours Reason”. You will not be able to submit your payroll if any employee
has zero hours and no reason was given for the zero hours. This feature has been
added so that employee’s are not missed when doing the payroll. You will see an
“Error” message on the reports for zero hours without a reason.
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Ear!'ning Code H-:n..lrs Bate .Arn-:nurnt De::.artmgnt Ac-:tcnu!'ut Code i I:::--:Ie De!ete
[Regular  =J[40  [515 [205 | OUTSIDE SALES THAT RE._=|| I | IEE j
| 3| | | | = =l x|

Current Deductions Zero Hours Eeason
Code Deduction YT Balance Annual Limit) ] ‘j
ADANCES |125 ||:| |125 |125

Unifarms fz0 o |50 Jso

Gl

(S ]

Figure 19

If the employee has any deductions that are setup in the system, you will see them
in the “Current Deductions” table located to the left of the “Zero Hours Reason”.

Dy Deriod
| weekly

JOHM

OCE 1,

EamingCeds  Hour Rate  Amount WECode _
Fegular [40 Je15 [245  |PPUTSIDE SALES THAT RE. - INOCATION 52 (00004) ]| THa742 j
Ovetime  =J|5  [9.225 |4612  DUTSIDE SALES THAT RE. = || LOCAON #2(00004) = ]fTHE742
Mieage =0 |0 2823  WOUTSIDE SALES THAT RE. x| LOCATIOMNg (00004) = l[THE742
Bonus =0 o [eo000 SGE SALES THAT RE._ ]| LOCATION ﬁzT‘quq] = |2

| —— =] N H

Current Deductions
| Code Deduction ¥TD Balance Annual Limit | | |

(5]
Figure 20

As you enter the Earning Codes, hours, and amounts; if you look in the “Employee
dropdown list, you will see that the “Total Hours” are kept on a running total, and
“Total Amount” for gross pay is totaled for the employee. If any employee has zero
hours and no “Zero Hours Reason” you will see a asterisk ( * ) in the “Zero Hours”
column in this area.



www.goNELCO.com

. 1= - oLl LF E
Subrnit Payrall | Ewit | Commentz | Fayroll Repart |

Sert - | Mame > | Shove - | DOE 0LJOHN - DOE 99, JOHN [1-160) =] Tota 28 - 150
Figure 21

From the toolbar you can Submit Payroll, Exit, enter “Comments”, or view “Payroll
Report”. If you wish to exit the payroll and not to submit it, so that you may finish

it later you can click on the “Exit” button. All information that you have entered will
be saved online.

; Report Questions -- Web Page Dialog ] ﬂﬁl
Eeport Brealedown Emplovee Totals

[T Eegular W Show

[T Labor Distnbution ™ Hide

W Tob Costing

Freview Repor

||‘|tt|2l:,I',I'dE'-.-'SEF'-.-'EF,I'WEbtiI‘I‘lES,I'JDbCI:IS| lgl_ Local inkranet
Figure 22

When you click on the “Payroll Report” button from Figure 21, you will receive a
pop up. With this pop up you can configure the report the way you wish to view it.

For the following example we will use the “Job Costing” report breakdown and show
employee totals.
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Filz=  Edit  Yiew

Fawvorites  Tools  Help

Large Test Client

Pyyroll End Date : 42352000

Eeport Cpwerated : 652752001 8:36:39 AM

Hame Department Job Code WCCode Earming Hours  Eate Amount
00001 - PHONE § Deparinent
Deparinent
DOE 106, JOEH 00001 - PHONE 5 THE310 01 - Rzl 2500 £.00 150.00
DOE 106, JOHN Tetal: .00 150.00
Total: .00 150.00
00003 - LOCATIO Department
DOE 102, TOEH 00001 PHOME S 00003 - LOCATIO  TH3E10 01 - Regnlar 4000 13.15 526.00
DOE 108, JOHN Totsl: 40.00 526.00
00003 - LOCATIO Totsl: 4000 526.00
00004 - LOCATIO Department
DOE 107, JOHH 00001- PHOME S 00004 - LOCATIO  THMsglo 01 - Regnlr 3775 12.15 458 66
DOE 107, JOHN Tetal: s 458 66
00004 - LOCATIO Tetsl: 378 458 66
00001 - PHONE § Total: 10275 1134.66
00002 - OUTSIDE Deparinuent
Deparinent
DOE 104, JOEH 00002 - OUTSIDE THE42 01 - Regnlar 4000 9.15 366,00
DOE 104, JOHN Tetal: 40.00 266.00

(Continued on next page)

On the next page please note:
?? Error: Zero Hours (no reason)
Zero Hours Reason

Pay period end date

7?
?7? Delivery Information Confirmation
7?
7?

Check Date



00002 - LOCATIO Deparnirvendt
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DOE0, TOHH ooz - OUTSMmE ooons - LOCATIO THaT42 01 - Begular 40.00 515 206.00
DOE 0, JOHN Tetal: 40.00 2oG.00
DOE 1, TOHH ooon2 - 0UTSME ooons - LOCATIO THaT42 02 - Crertite 5.00 02z 46,12
DOE 1, JOHN Tetal: 500 46.12
DOE 103, TOHEN o2 - QUTSIDE ooz - LOCATIO TH2T42 02 - Crrertitne .00 46,22 140,65
DOE 10}, JOHN Tetal: 3.on 140,65
00002 - LOCATIO Tetal: 48.00 30277

00004 - LOCATIO Deparirvend
DOE 1, JOHH o002 - OUTSIDE o004 - LOCATIO THa742 01 - Eegular 40.00 6.15 246.00
DOE 1, TOHH ooz - 0UTSMmE aoond - LOCATIO THa742 09 - Wlilesge 0.o0 0.on 2823
DOE 1, JOHM ano2 - QOUTSIDE 004 - LOCATIO TH2T42 04 - Boxois 0.00 000 200.00
DODE 1, JOHN Tetal: 40.00 474.23
DOE 103, TOHN anong - QUTEIDE aoood - LOCATIO TH2742 01 - Eegular 40.00 3126 125025
DOE 10}, JOHN Total: 40.00 1,250 25
00004 - LOCATIO Total: &0.00 171448
0000t - OUTSIDE Tetal: 16E.00 148325
Grand Tetal: 7075 3.617.91

Comments :

[ERROR : Zero Hours o reason)

[0OE 109, TOHM
COE 11, JTOHH

[0OE 110, TOHM
COE 111, TOHM
[0E 113, TOHH

Ziero Hours Reason
DOE 10, JOHN  Thpaid Vaction
DOE 100, TOHH  Thpsid Sick
DOE 101, JOHH  Thypaid Sick

Delivery Information
Type :  OUrEr
To : Client
Bddrese 0 23 W est Bt
apt. 123
Bradenton FL. 34203
Delivery Motes : This iz a test.

Deriod Fnd Doate 4/23,2000
Drelinreryr Drate :
Checl; Drate : 55,2000

Final total e wary due to romding of Salaried Ervployees.
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Enter any comments here

Cloge |

Figure 23

If you wish to add comments to the payroll for your payroll specialist please click on
the “Comments” button from the toolbar as seen in Figure 21. From here you can
enter any special instructions for your payroll. Remember when entering the
comments to please note if they will be a ‘permanent change’ or a ‘this week only’

change.




Payroll Verification Screen

Delivery Type

Ferind End Date

|C|:|urier
Delivrer Ta

T,
IL aol UL

Check Date

[Client
Delivery Address

|123 YW'est St

Delivery Date

Japt. 123

|5radentan |Fi_
Delivery Motes

[34203

This is a test.

Submit Payroll

=
[2

Comments | Back To Paproll

Figure 24
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Once you click on the “Submit Payroll” button from Figure 21, you will then see the
“Payroll Verification Screen”. This screen will have the standard information for

delivery, Period End Date, Check Date, Delivery Date, and buttons for “Comments”,
“Back to Payroll”, and “Submit Payroll”. When you click the “Submit Payroll” button
on this page it will send the payroll to be processed.




