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Contact Information

If this training guide does not answer your specific question(s), please contact
us at the resources below.

10830 Old Mill Rd Ste 102
Omaha, NE 68154
Phone (402) 932-6668
Fax (402) 933-0288
Toll Free (866) 210-0903

support@paypluslic.com

tax@payplusllic.com
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Logging into Evolution/Changing Password

To open Evolution, double click on the Evolution icon that was placed on your desktop when
Evolution was installed. If you do not have Evolution installed on your computer, please contact
a Payroll Specialist and they will be able to install it on your computer.

Evolution
Client

When the Evolution login screen appears enter the following information:

Login Id: This is assigned to you by PayPLUS.

Password: Your initial password assigned to you by PayPLUS.
Server: Enter payplus.evolutionsaas.com if missing.
Compression: Use the dropdown box and select T1.

Click on the OK button.

Eveolution Login (v 17.19.00.22) ot

Evolution®

HCM Technology
Login Id |
Password

SENEI' payplus. evolutionzaaz. o

Compression T -

[ Change Password I Forgot Pazsward

] o Cancel ‘/\ Settings...

Note: Once you have logged in for the first time, the Login ID, Server, and Compression fields
will be populated each time you open the Evolution Login screen. You will only have to enter
your password going forward.
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Logging into Evolution/Changing Password continued

If you are using your user ID for the first time or your account was unlocked due it being
blocked, you will be required to answer three security questions. After answering these
questions, you will be logged into Evolution. This only needs to be done the first time you log

into Evolution.

r
Security Setup

Please zet up three guestions and answers

T, $ ] ==

[uestion 1*

Anzwer 1=

[uestion 2*

Answer 2=

[uestion 3%

Anzwer 3=

e — |

-]

-]

W OK

I ¢ Cancel ]
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Logging into Evolution/Changing Password continued

If you need to change or can’t remember your password, this can be done by checking the box in
the lower left or right corner.

Evolution Login (v 17.19.00.22) X

Evolution®

HCM Technology

Login Id |

Password

o Cancel }';: Settings...

After checking the change password box and logging in, you will be prompted to enter a new
password.

[ | = |

Change Password | J

It iz tirme to change your password.
Pleaze, fil in the screen and press Ok.

Mew Pazsword

Confirrn Mew Pagsword

| f OK | ’annceI]
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Logging into Evolution/Changing Password continued

If you check forgot password, you will be prompted to enter the security question answers that
were established when you first used your User ID. You will be also required to establish a new

password.

" | E:g

Pazsword Reset | J

Please answer theze questionz and zet up a new password

whhat ie your father's middle name?

wihat waz paur high schoal mascat?

wihat waz paur first car [make and model]?

Mew Passward Confirm Mew Pazswaord

f OK ’ % Cancel ]
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Evolution Toolbar

Below is an explanation of the icons found across the top of your screen on the Evolution
toolbar:

A
y

Navigates you back to the previously viewed window.

Navigates you forward to the next viewed window.

Navigates you to the First record in the employee list.

©© @

Navigates you to the Previous record in the employee list.

Navigates you to the Next record in the employee list.

Navigates you to the Last record in the employee list.

Create a New Record

Delete a Record (contact your payroll specialist prior to use)

View Audit History. This allows you to see the history of any selected field in
Evolution.

Refresh Data

Post changes

Cancel changes

Commit data changes to the database on the server.

Abort all changes since last time data was committed on the server.

o0eee cojeee]
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Evolution Toolbar continued

Q
Anytime you add a new record in Evolution, you will start with the u button. This
includes adding a new hire, adding new E/D's, and direct deposits.

Click on the M

When populating Evolution screens, any fields that are labeled with a red asterisk (*) are
required fields and must be populated. Many of these fields will pre-populate when adding a
new record into the system.

I

and the

o

‘ to save a change in Evolution.

9|Page



Entering a New Hire

Go to Employee -> Employee. This will take you to your franchise name, you will either need
to click on open company or double click your franchise name and this will open your list of
active employees. You are now ready to enter a new hire. The following steps will provide a
guideline on how to enter new employees.

1. Select the green plus sign

start adding the new employee.

in the top menu bar. This will open an empty screen to

@'W" :

s~ (@@ © @

EE CODE CLIEN SAMPLE CLIENT
MPANY HISC Sample Client

e YW W O

999-99-1111

[ vAj v‘] & Prior &9 Next

- .

SoN= EE Code® Py Frequency= _ Stendard Hours [rFederal Marital Status -

“ M B ‘ | Semi-Monthly EJ\" ‘ ‘ « Single " Maried ‘
Last Name * Salary Amount ) Average Hours Federal Dependents =
\ | f 1L o] | 0f
First Name* Ml Fate Number* Rate Amount*
‘ , & BN 1] 000
- i State*
Address 1 Paosition for Pay Grade N Pay Grade I o
| o B -l | |
= 3Dl
Address 2 =
[ e L =l
City= State*  Zip*> SUI )
\ | | | HeathcareCoverage® L =
Primary Phone ext County [No ER: Paid Ins/Not Eligibl_v | State Marital Status* . State Dep
‘ H W [ Dependent Coverage Available Eligible for Benefits - L ;IJ ‘
Date of Bitth* Gender* [Ne LI‘ ‘ = BBl Acsor | oo
s i [ Assign Locals
L [N =l
Ethnicity - :I'n;bg i Wok AtHome ————
{NolAppIicable LM ‘ Labor Defaults { " Yes @« No J
[ & Assign D/B/D/T J

R0 ‘ ‘ L ‘ jTake None L’
Current Hire D ate* _ Ptiginal Hire Date . Branch [ ‘ ] Recipracal State B
‘ =i =l Department ‘ ‘ ‘ ‘ ~|
Current Term Date Eligible for Rehire*
R s ey Team ‘ ‘ ]

] [ves e
Default WC

Eynrent Staus Code o -]
| Active vl =
e— = Default Job
Kosiionalot g . |
N/ ~ | : =
ACA Status™ B AE‘A Standard Hours iz =
i\-’aliable Hour L’ ‘ ‘ :-]

2. You will need to begin by entering the employee’s Social Security number. The fields

that are labeled with a red asterisk (*) are required fields and must be populated before
Evolution will allow you to save the employee’s data. Many of these fields are already
pre-populated by Evolution.
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Entering a New Hire continued

3.

10.

Next, you will need to populate an EE code. This code will need to match the External ID
in ClearCare.

Note: If they are an Admin or an Executive employee, you need to assign a number that
won’t cause issues with your caregiver numbers. This number is usually higher or lower
than your caregiver numbers. Also, the last name must be entered in ALL CAPS for
Admin and Executive employees.

Continue adding employee information i.e. Address, Date of Birth, Gender (if you
choose) & Ethnicity (if you choose)

Next, enter the employee’s hire date in the Current Hire Date field as well as the
Original Hire Date field. (Note: If the hire dates falls after the current payroll’s period
end date, that employee will not be included in the current payroll.)

You may bypass the Position Status & ACA Status fields.

In the middle column, Pay frequency will automatically default based on your pay
schedule.

If entering an Executive or Admin employee — enter the salary information into the
Salary Amount field. This is the amount they are to receive each pay period, not the
yearly salary. If they are an hourly employee, leave the Rate Number as 1 and then enter
the hourly rate in the Rate Amount field.

Note: If this is a full-time employee who works a standard number of hours (86.67 is the
default for semi-monthly), you can enter hours into the Standard Hours field. This will
ensure their status will show up as full-time on the Affordable Care Act reports.

Note: Caregivers do not need a rate since pay information comes from ClearCare.

The position area can be left blank.

In the Labor Defaults area, there is a button labeled Assign D/B/D/T. This button allows

you to assign a division to the new hire. Divisions are Exec — 1, Admin — 10, and
Caregiver — 20.

Labor Defaults

[ £ Assign D/BADAT |
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Entering a New Hire continued

After clicking on the button, select the appropriate Division and click the Select button.
The rest of the fields in this area can be left as the system defaults.

11. The W-4 information can be entered in the last column for both Federal and State. If the
employee is claiming Exempt, enter ‘999’ in the number of dependents.

12. If the employee has any local taxes withheld, please select the Assign Locals button and
| 53 Avsion Locals | add the appropriate local taxes. Please see the next page for
further instructions on adding or removing local taxes.

You will need to set-up an employee's local taxes when entering a new employee. After clicking
on the Assign Locals button on the previous page, this box below will open and you will be able
to edit the employee's local taxes.
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2

g Lo e & e —
Company Local Tax
3 Local x |State|E0unt_l,l |Local Type |Tax Rate |Tax Amnount |Misc Amount| =
[ 3| Dubois-Resident ¥ Diubaiz County Ihcame Residential
Gibzon-Fesident IN  Gibzon County Income Residential E
Madizon County Tax IN  Madizon County Income Residential
Fozey County Res IM  Pozep County Income Reszidential £
Spencer County Tax IN  Spencer Caunty Income Residential
Yanderburgh County M... 1N Yanderburgh County Income Mon-Residential
I Yanderburgh County Ta= 1IN % anderburgh County Income Residential
Wwharrick County T ax IN  warick County Income Residential il

Employee Locals

[ Sort by County/Locgl 'ﬂ
3 Calnty > |Loc:a| |Exern|:|t Exclude |Deduct |Misc Amhl'/ it
I 4| anderburgh Caunty Yarderburgh County T ax ¥
W anderburgh County Wanderburgh County Mon-Res. Tax | M
County % 0 Taxable \Wages Deduct=
Yanderburgh County + Always (" Mo Ovemides Mewer &4 0K

Based upon your client set-up, the employee may already have locals set-up. The company local
taxes that are set-up will show at the top of the screen. If you do not see a local tax that needs to
be used, please contact your payroll specialist.

When are you ready to add a local tax, highlight the tax on the top part of the screen, and click
on the down arrow to add it to this employee.

It will automatically default to Always deduct. If you need to remove or change a local tax for
an employee, email your payroll specialist.
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Entering a New Hire continued

13. The final step after all information has been entered is to save it. You can do that by
selecting the green check mark to post the changes and then the “green hamburger” to the
right to commit the changes.

/0]
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Additional Federal/State Withholding

1. If the employee chooses to have additional amounts withheld from their paycheck, this
information can be entered in two places. For Federal, it is located in Employee —
Employee under the Federal tab.

Federal Taxation

Override Fed Tax Type™

Mone j

Ovemnde Fed Tax Yalue

In the Override Fed Tax Type field, you have the following options to choose from in the drop
down:

e None: The employee is taxed at the regular rate.

e Regular Amount: The employee’s regular tax amount is overridden with the amount
in the Override Fed Tax Value field.

e Regular Percent: The employee’s regular tax amount is overridden with the
percentage in the Override Fed Tax Value Field.

e Additional Amount: Adds the amount in the Override Fed Tax Value field to the
federal taxes normally withheld.

e Additional Percent: Adds an additional percentage, loaded in the Override Fed Tax
Value field, to the federal taxes normally withheld.

In the Override Fed Tax Value field, enter a numeric value for the federal tax amount to be
withheld. Do not enter a $ (dollar sign) or % (percent symbol).

IMPORTANT NOTE: Do not change any of the other fields on this tab.

15|Page



2. For Additional State taxes, go to Employee -> States and then the Tax Overrides tab.

Man, Pac
111-11-1111

L w | Man Pac

ﬁ Bru:uwse] Dietailz

Override State Taw Type™
M one ﬂ

Owvernde State Tax YWalue

E Overrides

In the Override State Tax Type field, you have the following options to choose from in the
drop down:

e None: The employee is taxed at the regular rate.

e Regular Amount: The employee’s regular tax amount is overridden with the amount
in the Override State Tax Value field.

e Regular Percent: The employee’s regular tax amount is overridden with the
percentage in the Override State Tax Value Field.

e Additional Amount: Adds the amount in the Override State Tax Value field to the
state taxes normally withheld.

e Additional Percent: Adds an additional percentage, loaded in the Override State
Tax Value field, to the state taxes normally withheld.

In the Override State Tax Value field, enter a numeric value for the federal tax amount to be
withheld. Do not enter a $ (dollar sign) or % (percent symbol).
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Additional Employee Screens
The following tabs offer more functionality, but are not required:

Details Tab — In the upper right hand corner of this screen, there is a YTD (F3) button. By
| T [F3) |

clicking on the
information for the employee selected.

button, you can display the year to date wage

Address Tab — You can add an alternate address to the employee record if the employee’s
check and W-2 need to be mailed to different addresses. There are also fields to track additional
phone numbers for the employee. The additional fields on this tab are directly tied to our
Virtual Mail Room (VMR) offering. (See p. 42 for paperless options)

Federal Tax Tab — This tab should only be used when entering a Federal tax override amount
for the employee’s tax withholding. All other fields on this tab MUST be left as system defaults.

Notes Tab — There are two types of notes that can be entered for an employee, Payroll notes and
General notes.

* Payroll Notes: Any notes entered in this area will be visible while entering the payroll.

Type any notes regarding this employee that a payroll processor should be aware of while
keying the payroll. Anything typed in the Payroll Notes field will be highlighted in bright
yellow while in the Payroll -> Batch on the Quick Entry tab.

*General Notes: This is where you can enter notes pertaining to the Employee. These are
not displayed anywhere else. They can only be seen if you are on this notes tab
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Terminating an Employee

1.

2.

\l

Go to Employee -> Employee and display the employee that is to be termed.
Go to the EE Entry tab.

In the first column under Hire Status, there are two fields that must be populated to
terminate an employee and remove them from being created in payroll.

Populate the Current Term Date field with the employee’s termination date.

In the Current Status Code field, select the reason for termination from the list
available in the drop down.

s

| € _—
Click on the green check |ﬂ|‘ and the commit button '——' to save your
changes.

. If an employee has direct deposit or other deductions, these deductions can be termed
under the Scheduled E/D's. Go to Employee -> Scheduled E/D's. This may be
beneficial in case the employee comes back to work and these deductions and/or
information has changed or no longer active.

Note: If you have your filter set to display only ACTIVE employees, this employee
will drop out of view and Evolution will move to the next ACTIVE employee. See
next page for description of removing the filter to include all employees if needed
(including terminated).

18|Page



Reactivating a Termed Employee

If you are unable to find an employee on your list, more than likely they have been termed.
After logging into Evolution, only active employees will be displayed. In order to show all of
your employees you will need to remove the active filter.

1. First thing you will need to do is click on the red question mark next to the EE Code
header.

D)

BE Code = [Last Mame First Mame kI S5M Statusg

2. This will bring up the filter box. You will need to remove ACTIVE from the status
category. You can do this by removing ACTIVE from the status category or by clicking
on Clear All. Click Ok and this will now show all employees for your franchise.

u Filter records to view l — | (=] |_i:?-]
Enter text to use to filter records. i
Field names Filter
EE Code |
Last Mame
First Mame
bl -
55H
1
Status ( ACTIVE
7 Clear 4l | [ Mot | ExactMatch Ok “ Canc -

3. Locate the employee to be rehired. Go the EE Entry tab for this employee.

4. Update the Current Hire date field with the most recent hire date.
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5. Delete the date this is populated in the Current Term Date field.

Reactivating a Termed Employee continued
6. Change the Current Status Code field to ACTIVE.
7. A box will pop up asking if this is a rehire, click yes.
8. Atfter clicking yes, a box will pop up asking if you want to see a report of which
Employee details are set up that should be reviewed, click no. You may want to review

exemptions, addresses, direct deposit information, and other deductions to make sure
there are no other changes.

Note: If the question mark is already green in color that means there is no filter in place on that
data set.
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Entering a Direct Deposit

Note: This is a two-step process and both steps must be completed — setting up the Direct
Deposit account information and then setting up the Scheduled E/D. Failure to do so will
cause the employee to receive a live check.

Go to Employee -> Scheduled E/D’s. This will take you to your franchise name, you will
either need to click on open company or double click your franchise name and this will open
your list of active employees. You are now ready to enter direct deposit information. The
following steps will provide a guideline on how to enter a new direct deposit.

1.

Select the employee you need to add direct deposit for by double clicking their name or
searching their name in the white search bar. The employee’s name will show up in large
letters in the black bar at the top for you to verify you are on the correct employee.

Click on the direct deposits tab.

First enter the ABA number (also known as banking routing number - 9 digits). Then
add the bank account number — include all zeros and if there is a hyphen in the account
number — mark the box “ALLOW HYPHENS”

Choose the account type.

In Prenote should be marked “NO”. Click on the green check

button

Note: If more than one account number is to be added — hit the create button located
below the branch identifier.

and the commit

to save your changes.

3 EE Bank Account Mumber - |AB,’.\ Mumber i
»
Direct Deposit Detail
AB A Mumber=
[ Allow Hyphens
Bank Account Number® Account Type* In Prenate*
ﬂ " Yezs 1 Mo
Branch |dentifier Addenda Form on File=
" Yez 1 Mo
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Entering a Direct Deposit continued

6. The next step in setting up a direct deposit is to set-up a direct deposit code. You will
now need to select the Details tab. You will need to hit the green plus sign at the top to

add a new E/D code. P
Q)

7. Under the E/D Code section — select the type of direct deposit account:
Z01 — Net Pay to Checking — full amount of check to be deposited
Z02 — Fixed Amount to Checking — fixed amount to be deposited
Z11 — Net Pay to Savings — full amount of check to be deposited
Z12 — Fixed Amount to Savings — fixed amount to be deposited

8. If the E/D code is a fixed amount — you will need to enter the amount in the Amount field
just below the fixed calculation method.

9. All other fields should be left as the system defaults, the last step is to select the account
information from the EE Direct Deposit drop down (in the Destination Details box). After

selecting the correct account, click on the green check u and the commit button

Q)
to save your changes.

10. If the employee is requesting multiple accounts to be set-up, follow the same process by
setting up an additional account on the Direct Deposits tab and then going back to the
Details tab and hitting the green plus sign "~ | atthe top to set-up a second E/D
code. Ml
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‘ @ < \"‘f E %*'f’ b"f’ b‘/f’ Kw‘! G € L e M’ i.ﬂ
SMITH, JULIE 0D MPANY 7799999 HISC

L

E/D Code: Type:
Desc:

472 ~ |[SMITH JULIE v” ) Prior ]k LMt |

Eﬁ Browsel = Browse Scheduled E/Ds Dietails ||_=,",1 Advancedl E'_?i DirectDepositsl ‘? Child Support Casesl

E/D Code* Frequency= Agency
| = | =
Manth = which Payrallz* Child Suppart Caze
' iy = B -
_ Effective Start Date* Effective End D ate Garnishment/Loan (D
Calculation Method = E/D Group | j| | j| | |
- | =]
Amount Percentage
< | Iy | Block Week 1 =" EE Direct Deposit
W Deductions to zera™ ® = ® s <r | d|
| =l ’7(‘ ves Mo Block Wesk > alouzioccy
Priarity Multiple Scheduled E/D Group " Yes " No ‘ 0 es £ No
| Eﬂ | j| Block Wesk 3 Take Home Pay
e Mo ‘ | |
. g Block *Week 4
Company Benefit Company Benefit Rate ‘
(el N Navigation
| =1 =l - -
Employee Benefit Block Week 5 3 Employee
| jl[@ Ereate]  Yes Mo ‘ I ]
l ﬂ HR Employes Benefits ]
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Making Changes to an Existing Direct Deposit

Any changes need to be completed before a payroll is started to ensure they will be effective for
the payroll that is being submitted.

1. To cancel a direct deposit, you will need to enter an effective end date. Select the

employee’s record then on the Browse Scheduled E/D’s tab double click the E/D you
want to discontinue. This will take you to that E/Ds details tab.

ﬁ Browse = Browse Scheduled E/Ds ‘ Detail&l E! Advanced] |":c.'| DirectDepo&itS] E Child Suppart Eases]

Browse Scheduled Earnings and Deductions

3 E/D Code = |Description |Ealculation T_I.J|:|E|.-’-'«mnunt |F'ercentage |Frequenc_l.J |Eff Start Date| Eff End Date|
L 401 _Foth  Roth 401k F 25.00 b 9/29/2011
|01 Met Pay to Checking z 0 G/7/2010
&2 Fixed Amaount to S avings F 100.00 0 B/7/2010

2. On the Details tab, you will need to put an effective end date to cancel the direct deposit.

EE Browse] i= Browse Scheduled E/Ds Details l’f! Advanced] I":d Direct Deposits] Q Child Suppart Cases]

E/D Code* Frequency= Agency
i) j Met Pay to Checking Everny Pay ﬂ J
Maonth f= ‘wihich Payrallz = Child Suppart Caze
- More ~| =]
aliElT faw Effective Start Date > ffective End Date Garnishment/Loan [D
Calculation Method= E/D Group E/7/2ma ﬂ
Mone j ﬂ
Amount % Percentage
Block 'week 1* EE Direct Deposit*
[ { s N -
Always Pay/Deduct* Deductions to zero* = ° 12345878 J
Mo j " Yes * Mo Block Week 2= Deduct ‘whole Check*
Priarity Multiple Scheduled E/D Group " “Yes * Mo * 'es " MNo
:l j Take H P.
Black Wesk 3* S
™ Yes + Mo
. o Block wieek 4*
Company B enefit J Company Benefit R ate J r ves & No
Employes Benefit Block Week 5= I 23 Employee ]
J ) Create " Yes * Mo
l 23/ HR Emplayee Benefits ]

3. If you wish to reactivate a termed direct deposit, just highlight the effective end date and
hit delete on your keyboard. This will reactivate the E/D code for the next payroll. Make
sure the account information is still correct (by going to the direct deposits tab) before
doing so.
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Setting up Scheduled E/D’s

Note: If you receive any type of garnishment please forward the information to PayPLUS. A
payroll specialist will set this up for you. All other types of scheduled earnings or deductions
may be set-up using the information below. All deductions should be set-up prior to running
payroll.

1.

2.

9.

Go to Employee -> Scheduled E/Ds.

Click on the Browse Scheduled E/Ds tab and verify that the reoccurring earning or
deduction that you are going to setup is not already in the employee’s listing.

Click on the green plus sign M\ at the top of Evolution to create a new record.
Evolution will take you to the Details tab.

In the E/D Code field, select the earning or deduction code that you are setting up from
the drop down menu. If you do not see the E/D code in the drop down, please contact
your Payroll Specialist to have it setup for you. (Many of the required fields will
automatically populate based on the E/D code selected.)

The Calculation Method field will automatically populate. This tells Evolution how to
calculate the earning or deduction. (i.e. — Fixed, Percentage of Net, Percentage of E/D

group...)

Enter the dollar amount of the deduction in the Amount field or the percentage amount in
the % field.

The Frequency field will automatically populate. This tells Evolution how often to make
the deduction.

The Agency field must be populated if Evolution is making your third party payments.
Depending on the E/D code, this field may automatically populate with the agency.

The Effective Start Date can be today’s date.

10. If you have created your payroll and batch, you will receive the following pop up when

you move from the Employee ->Scheduled E/Ds screen to the Payroll screen:

Evolution [ﬁ,l

@ You've changed zalamy or scheduled E/D information for one or more employess.
Theze changes will take effect when any open payrolls are processed.
Do pou want to refresh check lines in appropriate waiting payrollz o that you can see your changes now’?
You'll be able to choosze payrolls from the list, if vou press "esz" button.
If wou refresh check lines that have already been distributed, thoze check lines will remain as they are,
and a new check line will be created, so that the E/D will be in the check twice.
Pleaze manually adjust thoze checks as needed.

PV [ @M | [ Xcace |
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Setting up Scheduled E/D’s continued

Answer “No”, if you do not want this amount to update in the waiting payroll.

Answer “Yes”, if you would like this new amount to update in the payroll that has been created.
A box will appear that displays all employees that have had changes made to their scheduled
E/D’s since the payroll was created. Click on the button labeled “Refresh All Except Manual” to
update all amounts in the waiting payroll.
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Processing Payroll

To start your payroll, you should first export from ClearCare.

Steps for Exporting out of ClearCare:

1.

2.

Open up your ClearCare and go to Accounting — Payroll.

You will want to make sure your pay period selected is correct and that all Caregivers are
showing up. (Do not click on anything else while ClearCare is loading)

Select all Caregivers and scroll to the bottom of the page. You will want to make note of
the grand total in the bottom right hand corner so you can verify your totals after
importing into Evolution.

If you have not already, you will want to “Finalize”.

Click “Export to PayPLUS”. This will create a csv file that will (on most search engines)
automatically save the file to your downloads. (Note: It is important that you DO NOT
open this csv file or even right click and save as. Doing either of these can corrupt some
of the data in the file.)

After completing the export, you can proceed to Evolution.
Go to Payroll — Payroll. If you haven’t already, you will need to click “Open Company”.

Once your company is open, click the Quick Payroll button at the bottom of the screen,
this will pull over all active employees, salaries, and any scheduled e/d's. See diagram on
the following page.

Note: You should only click Quick Payroll one time each payroll. By clicking on it
multiple times it will start a payroll for each scheduled calendar date. If you come
back to this screen and need to go back into the payroll, Highlight the check date
you were working on, Click on the Batch button on the bottom, and that will take
you back into the payroll you were working on.
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2799999 SAMFPLE CLIENT

pany Z9999 HISC Sample Client

m I:Dmpan_l,ll E Motes é Payrall Il_g_L_I Compary I:Dntac:tsl

Displaw Pawrolls &5 OF | 12/14/2012 =~ =) Open Payrall

Run = | Checlk Drate ‘Il:hec:k Drate Status IScheduled IT_l,lpe IStatus "IStatus Date I =

(w4

m

1|

Faproll Check Comments Fun Humber= [ @ Create Payrall ]
T EI [ | 85 SE Review ]
ype= —
| Lll [ 5 Subriit Pawroll ]
 Block Agencies= Block TO Accrual™ Block Checks/Reportz = Check Date* -g -
7 Yes Al " Mo " Feports ¢ Both
Actual Call-ln D ate el
7 Mo 7 Accrual " Checks  Mone _Il [ I'EU = = T ]
-~ - Copy Payral

—
~
[ & Mews Payproll Expert ] [ % Batch H J_é. Huick Payroll )
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Processing Payroll (Continued)

9.

10.

11.

12.

13.

Once Evolution has completed creating the payroll, you will want to verify your pay date
located in the black bar at the top of the screen. If the date needs to be changed, contact
your payroll specialist.

Proceed to the “Import™ tab.

‘:@ Batch] @ Guick Entl}'] Quick Entry Wa’Dverrides] |":c:| Eamings and Deductions] EE Taves Import ]L:_| Company contacts | = Auto Reduction

Timeclock Import

Source file name

C:A\Uzers\PublichDownloadsh2015_03_28.cav E] [ 57 Import to the payrol l

Exception report file name

C:\PapPLUSAE weeptions. bt E] ’ ﬂa\-’iew the report file ]
Look Up EE By

& Custom # £ Mame £ SSN [ Use four digits for pear
CBOT match . .

& Ful ~ Patial [v Auto impart job codes
T [ Use employee pay rates
" Fiwed pozitionz  * Comma delimited [ Auto Refresh ED

[ Block Sched E/Dz Except DD on Additional Checks

Each time you log in to do your payroll, you will need to make sure you select the most
recent file you exported out of ClearCare. ClearCare exports will always be dated for the
date they are exported. Click on the 3 dots next to Source File Name field to select the
correct file.

[ %7 Import bo the payroll ]

Once you have the correct file selected, Click on the button one
time. This will import all of the information that was exported from ClearCare. Make
sure you only click this button one time. If you happen to click on it more than one time,
it will bring over the information twice and cause the employees to be double paid.

[ 17 view the repart file ]

After the information has been imported, click on the button. At
the top of the notepad you will be able to see the date and time that you imported. If that

date is old, that means the import did not go through. You will need to import again.
mj Exceptions.txt - Notepad '

File Edit Format View Help

Timeclock import exception report. Started at 5/14/2015 4:04:05 PM

If there is any type of error, abort the import (by clicking the red hamburger) and correct
the errors. You may get back into the payroll by going to Payroll, highlighting the check
date and clicking on the “Batch” button. See page ** for a listing of common errors &
how to correct them.
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Processing Payroll (Continued)

3. If there are no errors, you may proceed to the Earnings and Deductions tab. This tab will
allow you to total the caregiver earnings & verify the numbers from the import are correct. You
will need to add up the totals any services or caregiver wages that were entered into ClearCare.

4. After your numbers have been verified you may commit the import by clicking on the

green check @ and the commit button ‘ to save your changes. You may now

proceed to the Quick Entry to make your manual adjustments.

[T Display Uszer Entries Separately [T Display Tatal: By Check Type

3 E/D Code = |Description Hourz/Pie... |Amount Count| *

B(CS392 Child Support 103.85 1
D01 CG Advance 94.35 1
EM SalaRy 253230 2
ED3 &0k Regular 108,00 1,262.80 2
EDS A0k O Call 105.00 1
E11 Al Mileage 42 80 1
E13 C5SR 2ee.00 1
E23 CG Overtime 75,75 351.94 28
E27 CG Adijust 211.92 41 2
E35 LG Mileage 111.25 B |7
E3R LG Reimburse 5,00 K]
GMO15T [Garnizhrment 2250 1
Sm Home Helper 53E.85 433368 72
S02 Perzonal Care 24417 788093 93
503 Special E47 EF 5,919.82 G0
S06 Rize M Shine 200 31.00 2
Z01 Met Pap to Checking 16.231.76 33
£03 Direct Depozit - Che 214.82 1
211 Met Pap to Savings BO7.12 1|
£13 Direct Deposit - Sav 114.16 1




Quick Entry

The Quick Entry can be used for any ad hoc changes that are not imported from ClearCare and
also to enter any Admin/Exec pay information. The Quick Entry can be used to enter any
earnings or deductions.

* To move from one field to the next in the Quick Entry grid, use your mouse or use the
arrow keys on keyboard.

* The following columns are shown by default:
1. Amt EO1 Salary
2. Hrs EO02 Salary Hours
3. Amount EO2 Salary Hours

Because Evolution defaults to the three E/D codes listed above, you will need to customize your
view for the grid for the first time you run payroll. The grid layout is both log in & PC specific.
Therefore, if Evolution is installed and used on a different computer, you will need to setup your
columns on that computer.

How to Add Columns to the Quick Entry Grid

While on the Quick Entry tab, right click in the grid area.
Select E/D, Add, the Earning or Deduction to be added, and click either Hrs or Amt.

Any of the columns you've added can be rearranged. Click and hold the column description.
Drag the column to the left or right to place the columns in your preferred order.
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Quick Entry continued
Deleting Columns from the Quick Entry Grid

While on the Quick Entry tab, right click in the grid area.
Select E/D, Delete, select the Earning or Deduction to be removed, and click either Hrs or Amt.

Payroll -> Check

To see more detail information for an employee's check, double click on the employee or select

the employee and click on the button found at the bottom of your screen.
Check

This will take you to Payroll->Check and show you all of the check line detail for the selected
employee. You can also enter payroll items from this screen.

G - G £ K ‘ Ho‘ ‘{QHQH H ‘ £ 1182m3 |

Client 7799999 SAMPLE CLIENT #1 1725520013 741652010 - 773042010
Compary Z9999 HISC Sample Client

3 _v| RICHARDS Arrette | |Fegula - || -93967390 || 1P 0.00 ﬂ

Check Lineg lﬁ'  arwal Ta:-:l Eenerall Tan Dgerrides] ﬁ F'revieyl '—.__'/g Emplayes Nu:ute&l
3 E/D Code |E.fD Dezcription ‘HourSHPiecex|Hate of Pay |.~'-\mount |
_|EM & | SAaLARY 0.00 1.200.00
_|=Z01 & Met Pay to Checking
_|EO5 ADM On Call 0on A00.00

Any items that are displayed with a lock icon in the E/D Code column are items that
automatically populated in payroll because they are scheduled E/D's. The items with no lock
icon are items that were manually keyed or imported into Evolution.

You cannot make a change to an item with a lock icon unless you are on the Quick Entry tab. If
you would like to delete an item, click on the item to be deleted, and click Ctrl + Delete. This
will ask if you want to delete this check line, click yes if you are sure.

You may also add an extra line of data to this screen. Click on the very last line of the check,
click the down arrow on your keyboard and this will create a blank line. You may now select the
E/D code from the drop down and proceed to enter the amount in the far right column.

To return to the Quick Entry grid, click the blue back arrow in the upper left corner.
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Creating a Second Check

1. While in the Quick Entry tab, double click on the employee you wish to create a
second check for.

2. This will take you to the employee's pay check. Click on the |ﬁ“ button found at
the top of your screen on the tool bar to add a new record. This will start the Payroll
Expert.

3. Select the type of check, usually 'Regular’, and then click Next.

4. The employee information will default to the employee you had selected while on the
Quick Entry tab. Confirm the employee selected by verifying the EE code or the EE
name. Change if necessary. Click Next.

5. Check template should be blank.

6. You will be prompted with the following questions: 'Do you want to pay salary?' and
‘Do you want to pay regular hours?' - Answer accordingly.

7. Evolution will create the second check and bring in all of the appropriate scheduled
E/D's. Review the check lines for accuracy. Make changes if necessary.

8. The Scheduled E/D's will display with a lock icon. You are not able to make changes
to any items displayed with a lock icon. If the amount needs to be edited, remove the
scheduled E/D (by selecting the E/D & pressing Ctrl + Delete) and enter a new line for
the amount you need for that E/D code.

9. To Remove a Scheduled E/D from the check, click on the check line to be removed.

Press Ctrl + Delete on your keyboard. It will ask you if you want to delete this check
line. Click ok to remove that check line of data.
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Submit the Payroll

This is the final step in completing your payroll. Once you have verified your payroll
information and you are satisfied with your payroll data, you must submit your payroll for
processing. Once you submit your payroll, you will not be able to make any additional changes.
Submitting the payroll places your payroll in the queue for processing. This will produce your
checks and reports.

1. To submit your payroll for processing, you may do it in two places.

2. If you are working on the Quick Entry grid and ready to submit, click on the
T Submit Payroll | button found on the bottom of your screen.

The other option to submit payroll is located on the main payroll screen. See screenshot
below for example.

3. After clicking on submit payroll, you will be asked: "Are you sure you want to submit
this payroll?". Click on the OK button.

4. You will receive a pop up notifying you that, "Your payroll has been successfully
submitted to PayPLUS, LLC for processing”. Click on the OK button.

Once your payroll has been submitted, Evolution locks the Employee windows until the
processing has been completed. You will not be able to make any Employee maintenance
changes or add any new employees to the system at this time. This is to protect the data in the
payroll.

You can verify the status of your payroll by going to Payroll -> Payroll and viewing the Payroll
tab. Look at the status column for the Payroll Check Date that is in question. The status codes
are as follows:

* wW Payroll is working and HAS NOT been submitted or your PayPLUS agent
is currently reviewing the payroll.

* C Payroll is completed and is on the queue waiting to be processed.

* H Payroll has been submitted and is on hold in our queue for processing.
* I Payroll has been submitted and is currently being processed.

* P Payroll processing has been completed.
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Common Import Errors:

1. Could Not Find EE # - This means there is an employee who does not have an external
ID in ClearCare. First, you will want to abort your import in Evolution by hitting the red

“hamburger”

You can open up the export file and this employee will be listed at the top of
the file.

. Open up the employee’s profile in ClearCare & enter the external ID. Save

your change.
Re-export all of your payroll information.

. It’s a good idea to also double check that the employee was entered into

Evolution before re-attempting your import. Add the employee to Evolution if
necessary.

Once you’ve verified that employee is in Evolution, Go back to Payroll —
Payroll & hit the batch button. Go to the import tab, select the new export file
& follow the rest of the import steps.

Note: You will get the “EE does not have any checks...” error if you had
to add the employee into Evolution.

2. Could Not Find EE# 1234 — This means there is an employee in the export file with this
external ID & there isn’t an employee with that as their EE code.

a.
b.
C.

d.

You can run a report from ClearCare to find who is under this external ID.

You can then go to Employee — Employee and search for the employee by name.
If the employee isn’t in Evolution, you will want to add them in. If the employee
is under the wrong EE code, you can change the code in Evolution.

Once the employee is added/corrected, you can go back to Payroll — Payroll, hit
batch & import the original file.

Note: You will get the “EE does not have any checks...” error if you had to
add the employee into Evolution.

3. EE does not have any checks. One has been created. — This means that when you started
the payroll, this employee either has a status that is something other than Active, the
employee was added into the system after the payroll had been started or the hire date
was entered as after the current pay period. Evolution created a payroll check for this
employee and they will be paid.

Note: If you receive the message above, any Scheduled E/D's set up for this
employee will not pull through. You will need to add these to the paycheck. You
can do this by going to the Quick Entry and double clicking on the employee's
name. This will take you to the employee’s individual paycheck. You will then need
to click on the General tab. Goreral l
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. . & Refrezh scheduled E£D 3
You will then click on the button Refresh Scheduled E/D's.

This will add any Scheduled E/D such as Salary or Direct Deposit to the paycheck.

4. Unknown E/D Code: SO. This means there is a new service code set-up in ClearCare that
is not set-up in Evolution. Please contact PayPLUS for further assistance.

37|Page



Paperless Option

Please Note: These features must be setup by PayPLUS prior to use. Contact PayPLUS if you
are interested in our paperless options.

Virtual Mail Room (VMR)
Virtual Mail Room allows Evolution to email an employee’s direct deposit stub to them. This
will be sent to the email address that has been populated in Evolution and it will be password
protected. This requires the employee to receive their net pay through direct deposit. If an
employee receives a physical check, they cannot be setup on VMR.
To setup an employee to receive their pay check stub through Virtual Mail Room, go to
Employee -> Employee and click on the Address tab.
In the lower left hand corn of this screen, enter the following information.

1. E-mail = Employee’s email address where they wish to receive their pay stub.

2. VMR Password = Last four digits of the employee’s social security number.

3. Print Voucher = Print voucher should remain as YES.
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COD COMPaMyY " S 2 Clie
Man! Pac EE CODE COMP&aNY Z799999 HISC Sample Client

T 52 CLENT 79999 SAMPLE CLIENT

‘|52 v||ManF‘ac v” . Prior ” L Mest ]

Standard Address for Mailing W2's Alternate Address for Payroll Checks

Addreszs 1* Address 1

|123 Independent Living Drive | | |
Address 2 Address 2

| N |
City= City

|Dmaha | | |
State = Zip* State Zip

NE | [e8128 = B || |
County Country Coounty

| || N |
Frimary Phone extenzion Frimarny Phane extenzion

| || N || |
Secandany Phaone extenzsian Secondary Phane extenzion

| || N || |
Tertiary Phone extenzion Tertiam Phohe extenzion

| || | § ! || |

Print % oucher = E -mail

e ‘Yes |pman@yahuu.cnm |
WiR Fazsword

" Mo = |
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W-4 Form
For a printable copy click here. This link will direct you to the IRS website.
Direct Deposit Form

For a printable copy click here. This link will direct you to the PayPLUS website.

Check Finder Option

The check finder option allows you to find, view and research an employee’s processed check (s)
without running a report.

Go to Employee -> Employee.

Once you have selected your employee, click on the Check Finder button or F12. This button is
located in the upper right corner of the Employee screen under Additional Tools. (See below.)

& ~ [ManPac - Piiat Hent

3 Browe & EEEny |71 Detote | oy acthess | 5 wiz| B2 Feders| [ Notex | B 4R | 5 Documents

When the Check Finder opens, the following screen will appear.

1 Check Finder [ = ]

|

Begin Check Date  End Check Date Run# Check Serial# EE Code

[EREEZER N s REEEER N | |52 |
;
7 L | | | | | | |

| 1T Fiter |
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http://www.irs.gov/pub/irs-pdf/fw4.pdf

Check Finder Option continued

Click on the Filter button and the current year’s check will display. If you are looking for checks

for a previous year, change your dates in the Begin Check Date and End Check Date fields.
After entering your date range, click on the Filter button and the list of checks will display.

Check Finder | =

Begin Check Date  End Check Date Run#t Check Seral## EE Code

" 1z > (7 12aeoE ] || 52 [ @Fie || Bshow || @ox

Search Results
3 Check Date |Fun #|Employes # |Emploves Mame Check Mumber | Gross Met Statuz il
» oo 52 Pac Man 9045587 138 52| Dead

T/23/2m0 1 52 Pac Man 90485588 1.000.00 788,43 Dead

m

1

-
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Check Finder Option continued

To view the check detail for a particular check, place your cursor on the check to be viewed and
click on the Show button. The detail will appear as follows.

MEMOS:

Mnmucmms;

S0 Companionship [25] = $250.00 FEDERAL TAXES:
303 Special (501 = $750.00

0ASDI Tax = $62.00 [$1.000.00./40.00)

Earningz SubTotal = $1,000.00 Medicare Tax = $14.50 [$1,000.00]

Federal Ta« = $103.07 [$1,000.00
STATE TAES:

OF. State Tax = $32.00 [$1.000.00)
Taxes SubT otal = $211.57

Met Amaount = $783.43

% Frint Check ‘ ‘ @ Frewview Check x Cloze

You may choose to preview the check or print the check. If you decide to print the check you
will be required to put in a reason. You will also need to make sure your printer is set-up under
Admin -> Workstation Settings under the Checks Printer field prior to printing your first

check.
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Running Reports
Go to Reports -> Run Reports.

All reports that are setup for your company will appear on the right side of the screen.
Place a check mark in the front of the report(s) that you would like to run from the report menu

on the right side of the screen. The Payroll Register has been selected in the example below.

?|2|Report Mame '|
| 401K, Repart [5215)
| Delivery Label [5184]
C{Direct Depasit (S211]
| Direct Deposit Yerification [51134)
| E amings And Deductions [S181]
| Employes Change [Mew] [51075]
| General Ledger [5183)
| General Ledger - Flapid E=port Format [5 348
Cf impound Summan: [5153)
A1)
v
port [S109]
| Personnel Register [5344]
| T a= &nd Impound Fepart [5 247
| T a=able ‘#ages For Payrall By Ck Date [5236]
| Time Off Register [S760]
Cfworkers Compenzation [5217)

Once you have selected your report(s), click on the Report Parameters tab near the top of your
screen.

Click on the box in front the check date(s) that you would like to include in the report. This will
place a check mark in the box(es) of your selected check date(s). If you would like to run the
report over a date range, select all payrolls in that range.

If you need to display more dates than are currently showing, you can change the date range by
using the From and To fields directly above the Check Date.
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Running Reports continued

CLIENT  Z799999 SAMPLE CLIENT

HISC Sample Client

COMPANY 79999

~ Report Parameters

ﬁ Browze

Override default parameters as

Paproll Regizter [S103)

- [ E'ﬁ Restore Defauls

Payralls lMisc | Employee Fiter | DEDT Filter |
Check. Date Perod

Select Payrollz for

“ear [w 13zt Cluarter [vw 3rd Quarker [ 1zt Quarker [ 3rd Quarter
2013 il v 2nd Quarter v dth Quarker [ 2nd Quarter [ 4tk Quarter
[ “Year
FralN_1/ 172013 ~|  Tao 1273172013 ~
[ Show Proceszsed Only [
T 29 Check Date = [Run # ~ [Proceszed Statuz| Type
- || »O|1s252m 2 1 W R

Click on the Misc tab.

This screen offers many options on the way this report can be displayed. The following options

are available:

* Group Level: Sort by Company or Division

* Group Type: View report in Detail, Summary, or Summary Detail.

* Detail Sort: Option for sorting by Employee Last Name, Employee SSN, or Employee

Code.

* Mark Sensitive Information: This will display all XX's in place of the employee's

SSN.

* Show only Summary for Multiple check dates: When selecting multiple check dates,
this option will combine into one total record.

This tab will default to the settings that are used when this report generates with your payroll run.
The setting can be changed using the drop downs or adding or removing the check marks.

Depending on the report that you select, the Misc tab will display different options.
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Running Reports continued

CLIENT  Z799999 SAMPLE CLIENT

HISC Sample Client

COMPANY Z9999

% Browse o Feport F'arametersl

- [ I Restore Defaults

Override default parameters az
Pavrall Reaizter [5109]
F'ayrplnyee Fiter | DEDT Filter]
Grouping and Sorting |—
Group Level | Division - v
Group Type | Summany Detail - v
-
Group Sort | Group Code - -
Detail Sart Ermployes Last Mame | - [w
v
Do accaording to Camparny Setup |
v
v
-
-
=
v
-
-

Page Break after each Group

Show Terminated Employess

Show only Surmary for Multiple check. dates
Show Home DEDT for each Employes
Include Memos in Tatals

Include Taxable Memos in Totals

Include Pieces from Piecework in Totals
Break Employee between Pages
Deductions as T axes

Show Shift Differentials

Hide 55M ., State, Frequency, and Salary
Swap Check Date and Met Check.

Bold EE Mame, Check Mumber, and Met Check
Show Employess WWith ' TD E arnings

Showe Cobra Credit

[ Dizplay Company subtotal for P& EIT taxes
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Running Reports continued

Click on the Employee Filter tab.

This panel gives you the ability to select the employee(s) that you would like to run the report
on. Click on the box in front of the employee(s) that you would like to include on the report.
The report will only include the employee(s) that have been selected and paid the check run(s)
that have been selected.

If no employees are selected, the report will show all employees that receive pay on the check

date(s) that have been selected on the Payrolls tab.

CLIENT  ZZ9999%  SAMPLE CLIENT

HISC Sample Client

COMPAMY 29999

&8 Browse o Report F'arametersl

Qverride default parameters az
Faprall Register [S109) - [ I Rrestare Defaults
Payralls | Mis€_ Employee Fiter TRWBDT Filter |
3 GIEE Code ~ [S5N Firzt M ame Last Mame
Mo 1 555-55-1004  Rita FORTER
O 2 AA5-55-1062  Mark JETTER
C K] BA5-55-1047 | Annette RICHARDS
[l 4 aa8-08-0888  Marion CARTER
[l B ARB-BR-1057  Louize b artinez
O 7 BRE-BE-1076  Lynn ilzam
[l a 555-66-1036  Rhonda Hanzen
[l 9 555-55-1053  Janice Clark,
O 10 H05-66-1058  Brenda Hendricks
O 1 555551027  Denize EDWwWARDS
(] 12 255-65-1081 | Catherine Fuller
O 14 a08-04-4855  Julie MORRISOM
(] 15 AA5-66-1059  Denize b ciore
O 16 AR5-55-1066  Liza Harper
[l 17 ARB-BR-1060  Marsha Lund
[ 19 AAR-AE-1055  Diane Little
[l 20 B5R-55-1063 | Debbie Jones
[l 21 BE5-55-1026  Mary JOMES
O 22 555-65-1023 Ron Freeman
O 23 B05-55-1043  Kathy Jones
[ 24 855551073 | Charlie French
O 25 555551073 Ted Fluge
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Running Reports continued

Click on the DBDT Filter tab.

You can select the DBDT Level using the drop down. Once you have made your DBDT Level
selection, you will then be able to select the level(s) that you wish to run the selected report for.
If no divisions are selected, the report will run for the entire company.

Run Report - To run the report, you can select Print or Preview from the drop down in the upper

) ) [ Fun Feport[z] ]
right hand corner. Click on the button.

Using the Queue

If the Run through the Queue check box is not checked, Evolution processes the report locally.
You will not be able to perform other tasks in Evolution while it is being processed. When
completed, it is displayed immediately on your workstation.

If the Run through the Queue box is checked, Evolution submits the report request to the server
to be processed. You can perform other tasks in Evolution while it is being processed. When
completed, it displays it in your queue tasks windows. Watch the queue found in the lower left
hand corner of your screen. When Total: # = Finished: #, your report is ready to view.

A | —

( ‘-.n‘iE'-.ﬂ.-') Task Queue: New Finished:]Q(Tﬂtal:Elil Finished: 214 >

You can access the queue by selecting the View button found at the bottom left hand corner of
your screen. You will have options to save and print within the queue.

Within the Queue you will have options to print.
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Running Reports continued

2ues Frivedfpiom]la — =[u St o & unne festeg 25|k
E [Fritedpvon] fusaaes I ot [eoton ] T R e e | P
[Deick. = | 1000 2755 1718/2013 22854 PM Firished Successhaly 1 atk Fiun Repat OO 25539, Payrol Flegiser ' [Execusing Finizhed w/excep. 2
Deick 7 1000 2781/1/18720131:12.35 PM Firished Successhly Task Process Payrcls  CaMD1631 Pr1/2320131 lFated Fokbadvion. & =
Denk 77000 2740171872013 7.07.24 PM Firished Successhuly Task Preprocess Paseols CoHO16ST Pr1/2320131 IPrce) =
Derick 7 1000 2733 1/18/2013 1105 PM Fnished Successhuly Task Process Payecls  CaMOTES Pr1 23/20131 Towtstke 215 f
ek 000 2737 1718720131257 30 Fnished Successhuby Tatk Pregecesss Payolls CoHO1S Pr1 23/20131 L
[Denck. P | 100 2733 111872013 124652 . Finished Successhuly Task Process Payrolls  CoMOBS0 Pr1/23/20131 e F
&
e (8] H
Desciption: Task Fun Repat =
Capiorc D2 29939 Payel Register £
Saue  Finished Successfully Changed 1187201322854 Pt g
Message i
N % Auto sho task, detaks
wHdde 58 BEOE A& BB E Peel a2
#29999 HISC Sample Client Payroll Register (S109)
Check Date | 0125720131
PeriodRange - | 07/162010 TO 07302010
Week Number Week =4
oo “Soc Securty Nomber Thook TTbRr CheckDNte Gheck Type W Check
Eamngs Curmet o Dedudions  Cureet YD Amount [Tes Descripton CurentAmount  YID Amourt
aetee  ofPY pows  Amount Hours ot Desareton
5, Annetis -3 X000 - oo | oW Semdoy AR Fepar
sy 000 a0 120000 000 120000
Jos som On can 000 000 000 a00 w008
Jog 40 Bonus 000 000 2000 000 2008
Chea Totals oo 1e00m ] 750000 ] a0y ] [
10 ADwn & WPLOVEE: )
Jot saaRy 000 00 120000 000 120000
Jos 4om o can 000 000 2000 000 2000
[oe 20w Bonus 000 00 2000 050 mo
Divson Toteis CE T 9510000 a0 oo 0 o)
[oveon 0 _CAREGIVERS
(Gark, Janice -8 00K = o ok T Semdioy s Fepusr
Daniers, Grog - o of G0 semaonny 0T Fepar
Jabn 36 00LI0C000 - o oF G0 Semddorty G252 Feguer
Fisher, Davn = o oK 00 semidony 013 Fwgur
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The first button highlighted is the Quick Print button. This will print the report using the current
settings for printer properties.

The second highlighted button displays the Print dialog. Once you have set printer properties,
print the document by clicking the Print button.
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Tax and Check Line Calculator

The Tax and Check Line Calculator gives you the ability to calculate an employee's check
amount without having to create a payroll. You are able to perform gross-to-net or net-to-gross
calculations for an employee check. You may include scheduled E/D's and implement tax
overrides. Any calculations or changes that you make in this screen will not affect the

employee's permanent record.

You can access the Tax and Check Line Calculator by going to Employee -> Employee.

EECODE  COMFANY 7799999 HISC Sample Chent

SAMPLE CLIENT
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button found in the upper right hand corner of the employee screen under

Additional Tools and the following screen will appear.
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Tax and Check Line Calculator continued

Tax Tab

On the left side of the screen, any active scheduled E/D's that are setup on the employee will
automatically populate here. If you do not want an item(s) for the check calculation, click on the
E/D code you would like to remove, and press Ctrl + Delete at the same time. A pop up box will
appear asking if you want to delete the record. Click OK and the item will be removed.

To add an E/D that is not already listed, place cursor on the bottom E/D listed, press your
arrow down key on your keyboard. This will add a new line to this screen. In the E/D
code column of the new line, enter the E/D code that you would like to add to this

calculation. This may include earnings codes as well as deduction codes. When you add
an earning code, make sure to also enter the gross amount to be paid. If you are
calculating pay for an hourly employee, enter the hours to be paid and Evolution will pull
in the hourly rate of pay assigned to the individual on the EE Entry and then calculate the
gross pay for that earning code. This calculation will happen when you calculate the

check.

Once all E/D amounts have been entered, click on the
near the lower right hand corner of your screen. Evolution will calculate the net check.
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Tax and Check Line Calculator continued

In the lower left hand corner of the screen, you will find the following items in red:
Gross pay, Federal Tax amount, OASDI Tax amount, Medicare Tax amount and the Net Check
amount. State and local withholding amounts can be found on the upper-right side of the screen.

Below is the Check Preview tab showing the details of the check calculation:

O il ] —1

BS Tax | Check Preview | [ Payrols |

52 Man Pac
| |

EARMINGS: :DEDUCTIONS:

EOT SALARY = $250.00 FEDERAL TAXES:
ED8 ADM Bonus = $1.,000.00
04501 Tax = $77.50 (41,250.00,/40.00)
Earmings SubTatal = $1,250.00 Medicare Tax = $18.13 $1,250.00)
Federal Tax = $155.16 [$1.250.00]
MEMOS:

STATE TAXES:
OF. State Tax = $44.00 [$1,250.00)
Taxes SubTotal = $294.79

Met Amount = $955.21

\

To print the details on the check calculation, press F7 on your keyboard.

We recommend that you print a copy of the check. The copy should be placed in your payroll
pending folder and must be entered as a manual check in the next payroll run. This will update
the employee’s history information and also collect and pay in the taxes. See instructions on
page 71 to enter a manual check into the payroll.
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Tax and Check Line Calculator continued

Net to Gross Calculation
To gross up a pay amount for an employee, you will be using the Net to Gross function

found on the Tax tab. Place a ¥ in front of the box labeled Net to Gross. Enter the
dollar amount that you would like the check to be made payable for in the box directly
below the check marked field.

In the example to the right, the employee ol [ T s
will receive a check in the amount of $500.00. En0.00

Copy to Payroll and Payroll tab

Evolution does offer a function that will populate your calculated check into a waiting payroll.
We do not recommend this procedure as many times a manual check calculation is being made
because of missed hours in the payroll. Since many times these calculations are being made on
payday, it is not advisable to create your next payroll this far in advance. Remember, when you
create your payroll, employees and their scheduled E/D’s are brought into the payroll as they are
setup at the time of the payroll creation. Any new hires will not be a part of the payroll if it is
created too far in advance.
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Entering a Manual Check into the Payroll

If you would like to have PayPLUS enter your manual checks, please fax or e-mail the
information prior to running payroll and we will enter it for you.

1. After a payroll and batch have been created, go to Payroll -> Batch. While in the Quick
Entry tab, double click on the employee you wish to enter the manual check for.

Q)

2. This will take you to the Check Lines tab in Payroll -> Check. Click on the \L/ button
found at the top of your screen on the tool bar to add a new record. This will start the

“Payroll Expert”.

3. Select ‘Manual’ from the drop down when asked to choose a check type. Click Next.

4. The employee information will default to the employee you had selected while on the Quick
Entry tab. Confirm the employee selected by verifying the EE Code or the EE Name.

Change if necessary. Click Next.

5. You will be prompted to enter the check number. Click Next.

6. Evolution will create the manual check and take you to the Check Lines tab. Make sure to
enter all earnings and deductions that were a part of the check that was issued to the

employee. (Note: Evolution will not automatically calculate the amount as it does on a

regular check.)

7. Click on the Manual Tax tab and enter the amounts for all tax types. Click on the

I button to show the State tax pieces.

8. Click on the green check M

= Recalculate Check |

)
and the commit button to save your changes.

9. Click on the button found at the bottom of your screen. Once the check
is calculated, you will be on the Preview tab. Verify that the check amount matches what

the employee received on the check that was given to the employee. If it does not, go back

to the Check Lines tab and make any adjustments necessary.

10. Once the check matches, Click on the green check M and the commit button ‘ﬂ/
save your changes.

to

iy
=% Batch
11. Click on the | button to return to the Quick Entry tab. When you return

to the Quick Entry tab, this check will appear with the letter “M” in the Type column to
designate it as a manual check.
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