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1. SETUP
1.1. Assisted Setup Wizard

Synopsis:
Primo Payday provides an ‘Assisted Setup’ that walks new users through the Primo Payday Setup Process.
This simplifies and accelerates the setup process for the end user.

Step 1. Select ‘Search Icon’ and enter ‘Assisted’. Select ‘Assisted Setup’

Dynamics 365 Business Central

Demo Template Posted Documel] TELL ME WHAT YOU WANT TO DO S X

Payroll Proce a
|r'-.w-'.TPd|

Go to Pages and Tasks

hMenul : -
Assisted Setup Administration

Insights

Step 2. Select ‘Set up Primo Payday’



Primo Payday Primo Payday - 1

Assisted Setup

5 Search B8 Open in Excel | Actions Less options

MWAME

Migrate business data

Set up sales tax

Set up cash flow forecast

Set up approval workflows

Set up a customer approval workflow
Set up email

Set up email logging

Set up your Business Inbox in Outlook
Set up reporting data

Set up an itemn approval workflow

Set up Azure Active Directory

Set up a payment approval workflow
Set up Dynamics 365 for Sales connection
Set up consolidation reporting

Enter Mexican CFDI settings

Set up Intelligent Cloud

I Set up Primo Payday B I

Step 3. The Primo Payday wizard pops up. Click ‘Next’

Page 2 of 117



Primo Payday Primo Payday - 1

PAYROLL SETUP WIZARD e X

WELCOME TO ASSISTED SETUP FOR PAYROLL,
This guide will help you to setup the Payroll solution for your Company.

LET'S GOt
Choose Mext to get started.

=N

Step 4. Click ‘Next’ and the United States Tax settings will automatically populate

PAYROLL SETUP WIZARD / ><

CLICK NMEXT AND ALLOW SYSTEM DOWNLOAD TAX SETTIMNGS.

Once you dick next, the tax table will be downloaded unless it already contains tax
setup records, Make sure that your user have PRIMO PAYDAY or SUPER pemmission set
assigned before continue.
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Step 5. “Specify New or Existing No. Series to Use”
* By default, all No. Series will pre-populate.
* Click ‘Next

PAYROLL SETUP WIZARD v X

SPECIFY MEW OR EXISTIMG MO, SERIES TO USE:

Payroll Employee PAYROLL-EM
Payroll Processing PAYROLL-PR
Posted Payroll Processing PAYROLL-PP
Batch Payroll Processing PAYROLL-BA
Payroll Journal PAYROLL-IN
Payroll PTO Journal PAYROLL-PT
Payroll Applicants PAYROLL-AP

Back Mext

Step 6. “Create Default Codes for the Following Payroll Types:’
* By default all options should be set to True.
* Click ‘Next’
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PAYROLL SETUP WIZARD H.ﬂ ><

CREATE DEFAULT CODES FOR THE FOLLOWING PAYROLL TYPES:
Eamings

Deductions
Withholdings
Employer Taxes

Payment

Employer Contributions

Step 7. “Do you have local taxes?”
* Set ‘Yes we do’ to true
* Click ‘Next’
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PAYROLL SETUP WIZARD

DO YOU HAVE LOCAL TAXES?

I‘fes,mt' do

Mo, we don't

®

| Back |

Step 8. “Do you have State Income Tax”
* Set ‘Yes, we do — One State’ to True

* Click ‘Next’

Primo Payday - 1
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Primo Payday

PAYROLL SETUP WIZARD

DO ¥OU HAVE STATE INCOME TAX?

Yes, we do - One State -]
' Yes, we do - Multiple States (CHD
Mo, we don't (CHID]

Mext

Step 9. “Please Indicate in which state you operate:”

* In ‘Primary State Abbreviation’ select ‘CA’ from drop down menu

» Enter ‘Primary State Tax ID Number’ of 123456789
* Click ‘Next’

Primo Payday - 1
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PAYROLL SETUP WIZARD

PLEASE INDICATE IN WHICH 5TATE YOU OPERATE:

Primary State Aboreviation

Prirnary State Tax ID Mumber

CA

| 123456789

Back | Hext I

Step 10. “Please select pay cycle periods applicable for your company”

» Set ‘Weekly’ to True
» Set ‘Semimonthly’ to True
* Click ‘Next’

Primo Payday - 1
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PAYROLL SETUP WIZARD e X

PLEASE SELECT PAY CYCLE PERIODS) APPLICABLE FOR YOUR COMPANY:

Weekly L 8
Biweekly ®
[ semimonthiy @ |
Monthly ®
Quarterly ®
Semiannualty (CH;
Anmually @

Back I Mext I

Step 11. “Do you want to Config Posting Setup?”
» Set ‘Yes, we do’ to True
* Click ‘Next’
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Primo Payday

PAYROLL SETUP WIZARD

__DO YOU WANT TO CONFIG POSTING SETUR?

Yes, we do -]
Mo, we dont (CHED)]

Step 12. “Please click on each checkbox and config related posting setup:”

» Set ‘Employee Posting Setup’ to True

* Employee Posting Groups Setup window will immediately pop up.
» Select ‘Bank Account No’ Field and select a bank account from drop down menu

* Click ‘Close’

Mext

Primo Payday - 1
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2 Search + New B Edit List < Delete S
EDIT - EMPLOYEE POSTING GROUPS + New = B I/'
BAMK .
CODE DESCRIPTION ACCOUNT NO. =
ALL - All Employees
NO. NAME
GIRO Giro Bank A
MEL Mew Bank of London
< WWE-EUR Waorld Wide Bank
WWB-OPERA... = : World Wide Bank
WWB-TRANS... Waorld Wide Bank v
WWB-USD Waorld Wide Bank
-+ MNew Select from full list

O Search —+ New E% Edit List X Delete

0
o

/"

Il
=]
i

EDIT - EMPLOYEE POSTING GROUPS <+ New

BANK
CODE DESCRIPTION ACCOUNT NO.

ALL - All Employees v||

I Close
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Step 13. “Please click on each checkbox and config related posting setup:”

» Set ‘Payroll Earnings’ to True

» Payroll Earnings Posting Setup window will immediately pop up.

» Select ‘G/L Account’ in ‘Account Type’ field and enter/select a G/L Account # for ‘Account No.’
* Repeat this for all Earnings Codes

* Click ‘Close’
O search -+ New B Edit List X Delete =]
|
EDIT - PAYROLL EARMNINGS POSTING SETUP I./
+ New = B
' EMPLOYEE
PAYROLL POSTING ACCOUNT ACCOUNT
| CODE GROUP TYPE MO,
BOMUS ALL G/L Account 62100 A
HOLIDAY ALL G/L Account 62100
OTHER ALL G/L Account 62100
OWVERTIME ALL G/L Account 62100
PERSOMAL DAY ALL G/L Account 62100
REGULAR ALL G/L Account 62100
SICK PAY ALL G/L Account 62100
VACATION PAY s ALL G/L Account e
L4 >

Close

Step 14. “Please click on each checkbox and config related posting setup:”

+ Set ‘Payroll Withholding / Deduction’ to True

« Payroll Withholding / Deduction Setup window will immediately pop up.

» Select ‘Vendor’ in ‘Account Type’ field and enter/select a vendor # for ‘Account No.’
* Repeat this for all Withholding / Deduction Codes

* Click ‘Close’
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Primo Payday

O Search + New E# Edit List X Delete
EDIT - PAYROLL WH / DEDUCTION SETUP + New = = /'

EMPLOYEE

POSTING PAYROLL PAYROLL ACCOUNT  ACCOUNT
GROUP TYPE CODE TYPE NO.

ALL Deductions HSA Vendor 01254796 N
ALL Deductions HSA_FAM Vendor 01254796
ALL :  Deductions SIMP 401K Vendor 01254796
ALL Deductions SIMP_IRA Vendor 01254796
ALL Withholdings FEDERAL INCO} Vendor 01254796
ALL Withholdings FICA - MED Vendor 01254796
ALL Withholdings FICA - 55 Vendor 01254796
ALL Withholdings LOCAL BRACKE Vendor 01254796
ALL Withholdings LOCAL TAX RES Vendor 01254796

ALL Withholdings LOCAL TAXSD Vendor 01254796

ALL Withholdings LOCAL TAX WK Vendor 01254796

ALL = Withholdings STATE Vendor 0125479

v
< >
Chose

Step 15. “Please click on each checkbox and config related posting setup:”

» Set ‘Payroll Employer Tax’ to True

» Payroll Employer Tax Posting Setup window will immediately pop up.
 For ‘Debit Account Type’ select ‘G/L Account’ and for ‘Debit Account No.” select an account #

* For ‘Credit Account Type’ Select ‘Vendor’ and for ‘Debit Account No.” select an account #

* Repeat this for all Payroll Employer Tax Codes

* Click ‘Close’

Primo Payday - 1
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Primo Payday - 1

O Search - New % Edit List X Delete Process

EDIT - EMPLOYER TAX POSTING SETUP + New = B /'
EMPLOYEE DEBIT DEBIT CREDIT CREDIT
POSTING PAYROLL ACCOUNT  ACCOUNT ACCOUNT  ACCOUNT
GROUP CODE TYPE NO. TYPE NO.

ALL FICA MED EMPL G/L Account 62100 Vendor 01254796
ALL FICA S5 EMPLO’ G/L Account 62100 Vendor 01254796
ALL FUTA G/L Account 62100 Vendor 01254796
ALL ~ |15 SUTA G/L Account 62100 Vendor 01254796

Step 16. “Please click on each checkbox and config related posting setup:”
 Set ‘Payroll Employer Contribution’ to True
» Payroll Employer Contribution Posting Setup window will immediately pop up.
* For ‘Debit Account Type’ select ‘G/L Account’ and for ‘Debit Account No.’ select an account #
* For ‘Credit Account Type’ Select ‘Vendor’ and for ‘Debit Account No.’ select an account #

* Repeat this for all Payroll Employer Contribution Codes

* Click ‘Close’

Close
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Primo Payday - 1

L Search -+ New & Edit List X Delete Process
EDIT - PAYROLL EMPLOYER CONTRIBUTION SETUP + MNew = B /I
EMPLOYEE DEBIT DEBIT CREDIT CREDIT
POSTING PAYROLL ACCOUNT ACCOUNT ACCOUNT ACCOUNT
GROUP CODE TYPE NO. TYPE NO.
ALL E-HEALTH_CON G/L Account 62100 Vendor 01254796
ALL = E-RETIREMENT  G/L Account 62100 Vendor

Close

Step 17. “Please click on each checkbox and config related posting setup:”

* Set ‘Payroll Payment Setup’ to True

* Payroll Payment Setup window will immediately pop up.

* For ‘Account Type’ field select ‘Posting Group Bank Account’
* Repeat this for all Payroll Payment Setup Codes

* Click ‘Close’
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L2 Search + New E¥ Edit List X Delete

EDIT - PAYROLL PAYMENT SETUP 4+ New = 5B /'
EMPLOYEE
POSTING PAYROLL PAYROLL ACCOUNT  ACCOUNT
GROUP TYPE CODE TYPE NO.
ALL - Direct Depos DEFAULT DIREC| %51
ALL Payment CHECK Posting Grou

£ >

Step 18. The Posting Setups are complete. Click ‘Next’
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PAYROLL SETUP WIZARD I/' e

PLEASE CLICK OM EACH CHECEOX AND COMFIG RELATED POSTING SETUP:
Employee Posting Setup

Payrall Eamings
Payroll Withholding / Deduction
Payroll Employer Tax

Payroll Employer Contribution

Payroll Payment Setup

Step 19. “Please specify information for a tax form”:
+ Enter info that will appear on tax forms.
* Click ‘Next’
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PAYROLL SETUP WIZARD

PLEASE SPECIFY INFORMATION FOR A TAX FORM:

Step 20. “Do you want to import signature for a tax form and check?”:

* Set ‘No, we don’t’ to True
* Click ‘Next’

Mame John Doe |

Title | Cwmer |

Phone 5555555555 |

E-mail |jd @acmeco.mml x |
| Back | Hext

Primo Payday - 1
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PAYROLL SETUP WIZARD u/" b

D0 YOU WANT TO IMPORT SIGRNATURE FOR A TAX FORM AND CHECK?

Yes, we do D
Ma, we don't -:

| Back | Hext

Step 21. “Do you want to create test employee?”:
* Set ‘Yes, we do’ to True
* Click ‘Next’
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PAYROLL SETUP WIZARD e X
DO YOU WANT TO CREATE TEST EMPLOYEE?
Yes, we do -]
Mo, we don't ®

Back Hext |

Step 22. That’s it! Click ‘Finish’ to complete the setup wizard.
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PAYROLL SETUP WIZARD v X
THATS IT!

Payroll setup have been successfully created.

PAYROLL IS READY FOR USE!

Please click finish to complete setup,

1.2. Payroll Code Deduction Wizard

Synopsis:

* The Assisted Setup Wizard will automatically setup Primo Payday with the necessary payroll codes to
begin utilizing the solution. However, you may need to add additional codes to configure the solution to your
specific needs. In this manual, we will walk you the process of setting up a Deduction Payroll Code via the
Deduction Wizard.

How to Create a Deduction Payroll Code

Step 1. Enter ‘Payroll Code’ in ‘Search Bar’. Select ‘Payroll Code List’



“t"‘ Home - Dynamics 365 Busi...

P~

localhost: 2050

=| NAV Payroll

Demo Template Posted Documel TELL ME WHAT YOU WANT TO DO I/" ><
Employees  Payroll Processing  Batch Pa Ipa-,u-ullt_udg| = |
ACTIONS Go to Pages and Tasks Show all (4
—+ Payroll Docu t Full Payroll Menul

ayroll Documen > | Payroll Menu Pl Coae L = |
|”5‘|g|]t5 Payroll Event Codes Administration
o Payroll Reason Codes Administration
Activities
PAYROLL DOCUMENTS PAYT

Step 2. ‘Payroll Code List’ will open. Select ‘+New’

&«
Payroll Code List
O Search - New Manage Show Attached [xE} Open in Excel
TYPE CODE
rnin: BOMNUS
Earnings HOLIDAY
Earnings OTHER
Earnings OVERTIME
Earnings PERSONAL DAY
Eamnings REGULAR
Eamings SICK PAY
Eamings VACATION PAY
Deduction A401KPLAN
Deduction 403BPLAN
Step 3.

‘Payroll Code Setup Card’ will open. Select ‘Deduction’

DESCRIPTION
Bonus
Holiday
Other
Overtime
Personal Day
Regular

Sick Pay
Wacation Pay
401K Plan

403b Plan

payroll code ‘Type’ from the drop down menu




Primo Payday

~

Primo Payday - 1

« ) ]
Process Show Attached Navigate Less options ¢
Payroll Code Show mare
Type Description
Code Manual Input Allowed (. \,'
Employer Tax
Direct Deposit
Payment
Emplayer Contribution
Reimbursement
Advance f Loan
Step 4.
The ‘Deduction Setup’ tab will appear below the ‘Payroll Code’ tab. Enter your desired payroll code in the
‘Code’ field.
./ _-\.
- @ + ®
Process Show Attached Navigate Less options 2
Payroll Code Showmore 8
Type Deduction i Description
Code | 401KFidelity x Manual Input Allowed ®
Deduction Setup Show less
Deduction Type Use Arrears Tracking ®
Deduction Limit 0.00 Arrears Tracking Sequence
Deduction Catch up Limit 0.00 Custom Deduction Limit Code
Total Contribution Limit 0.00 Benefit Term. Date to Use Actual Employee Term, Date v
Compensation Limit 0.00 Use Deduction Earnings Filter ;._»
Garnishment ® D Deduction Eamings Filter v
Step 5.

The ‘Deduction Settings Wizard’ will open. Select whether the deduction code will be a Pre-Tax or Post-Tax

deduction via the ‘Pre/Post Tax’ field and then select a ‘Deduction Type’ from the available options.
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Manage Show Attached
DEDUCTION SETTINGS I.z/_‘l

Deduction Options

Pre/Post Tax Pre-Tax I Retirement Type

Deduction Type Family Plan
Retirement Plan
Health Insurance
HSA Plan

FS& Plan

Other

oK Cancel
Step 6. Select a ‘Retirement Type’ from the drop down menu.
Manage Show Attached
DEDUCTION SETTINGS I./
|
Deduction Options
Pre/Post Tax Pre-Tax I Retirement Type
| i
i Deduction Type Retirement Plan Family Plan 403b i
Simple IRA
Simple 401K
SARSEP
[ OK Cancel
Step 7.

If the Deduction code is affiliated with a ‘Family Plan’ set ‘Family Plan’ True. Otherwise leave the ‘Family
Plan’ set to False and click ‘OK’
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Primo Payday - 1

Manage

DEDUCTION SETTINGS

Show Attached

4

Deduction Options
Pre/Post Tax | Pre-Tax ‘ Retirement Type | 401K ‘
— i
Deduction Type | Retirement Plan ‘ Family Plan ® 1
oK ‘ Cancel |
& UINE FTTEATS TTATKITICD ——
Step 8. Enter a ‘Description’ in the Description field.
£
« ?) + @
wil
Process Show Attached Navigate Less options A
Payroll Code Showmore
Type Deduction [v| Description Fidelity 401K Plar| x
Code ADTKFIDELITY Manual Input Allowed ® )
Deduction Setup Show less
Deduction Type 401K Use Arrears Tracking (._:'
Deduction Limit 0.00 Arrears Tracking Sequence
Deduction Catch up Limit 0.00 Custom Deduction Limit Code
Total Contribution Limit 0.00 Benefit Term. Date to Use Actual Employee Term. Date 1‘
Step 9.

Review ‘Deduction Setup’ tab. If you scroll down, you can review the limit settings associated with the
Deduction. The ‘Deduction Wizard’ will automatically populate the limits associated with standard

deductions
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Deduction Setup

Primo Payday - 1

Show less

Deduction Type
Deduction Limit
Deduction Catch up Limit
Total Contribution Limit
Compensation Limit

Gamishment

Check Deduction/Contribution L...

Step 10.

401K
18,500.00
24,500.00
55,000.00
0.00
@ )
-

Use Arrears Tracking

Arrears Tracking Sequence
Custom Deduction Limit Code
Benefit Term. Date to Use

Use Deduction Earnings Filter

Deduction Eamings Filter

Exclude Deduction Eamings Codes

Actual Employee Term. Date

[«

Review the ‘Federal Exemptions’ and ‘State Exemptions’. You can scroll down to determine which
exemptions are set to True or False. The Deduction Wizard will automatically pre-set the exemptions based
on the ‘Deduction Type’ but you can make manual adjustments here if needed.

€  PAYROLL CODE SETUP CARD

Pl
(&)
\&)

Deduction - 401KPLAN

1 i

Process Show Attached Navigate Less options ”
e ——— e— o e
L)
Federal Exemptions
Exempt from Federal WH & Exempt from Social Security (. \
D Exempt from FUTA :. ) Exempt from Medicare (. ,r
State / Local Exemptions
Exempt from SUTA [CED] Exempt from State Unemp. WH '::. )
Exempt from State Income Tax ‘j‘ Exempt from Fam. Med. Leave WH [0 \
Exempt from Local Tax ‘)‘ Exempt from Workforce Dev. WH (O :
Exempt from State Dis. WH ‘f. )
b

Step 11. Click the ‘Back’

button to save new Deduction Payroll Code

Page 26 of 117



e PAYROLL CODE SETUP CARD Vi 1 @
Deduction - 401KPLAN

Process Show Attached MNavigate Less options

Federal Exemptions

Exempt from Federal WH L@ Exempt from Social Security .
D Exempt from FUTA Cll E L . _
State / Local Exemptions
£ * Exerr T Inemp .
Tl t T a & Exempt from Fam. Med. L V L
T cal Ta ‘ Exerr T [» WH .‘_

1.3. Payroll Code Posting Setup

Synopsis:

* Once you create a ‘Payroll Code’ you will need to create a corresponding ‘Posting Setup’ so Primo Payday
can properly post the accounting entries generated by the ‘Payroll Code’. This will walk you through the
‘Posting Setup’ for the newly created ‘401KFidelity’ payroll code.

How to Create a Payroll Code Posting Setup

Step 1. Enter ‘Payroll wh’ in ‘Search Bar’. Select ‘Payroll WH / Deduction Setup’

Employees  Payroll Processing  Batch Pa

| payroll wh L

Go to Pages and Tasks

Insights

Activities

Step 2. ‘Payroll WH / Deduction Setup’ list will open. Select ‘+New’
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e

£ Search + New % Edit List X Delete Process Show Attached B3 Open in Excel Actions  Less options = A
EMPLOYEE POSTING GROUP PAYROLL TYPE PAYROLL CODE ACCOUNT TYPE ACCOUNT NO.
,E X v ] Deductions A
ALL Deductions A01KPLAN Vendor 01254796
ALL Deductions AQIBPLAN Vendor 01254796
ALL Deductions FSA Vendor 01254796
ALL Deductions HEALTH INSURANCE Vendor 01254796
ALL Deductions HsA Vendor 01254796
ALL Deductions HSA_FAM Vendor 01254796
ALL Deductions SIMP_401K Vendor 01254796
ALL Deductions SIMP_IRA Vendor 01254796

Step 3.

After clicking “+New’, a new field will open. Apply an ‘Employee Posting Group’ to ‘Employee Posting Group
field

&«
Payroll WH / Deduction Setup
2 Search + New B Edit List X Delete Process Show Attached 08 Open in Excel Actions Less options — I
EMPLOYEE POSTING GROUP PAYROLL TYPE PAYROLL CODE ACCOUNT TYPE ACCOUNT NO.
lﬁ X v I Deductions -~
ALL Deductions
ALL Deductions 401KPLAN Vendor 01254796
Step 4.

The ‘Payroll Type’ will auto-populate. Select the ‘Payroll Code’ from the drop down menu you wish to apply
to this Posting Setup
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Payroll WH / Deduction Setup

Primo Payday - 1

L Search + New 5% Edit List X Delete Process Show Attached 08 Open in Excel Actions Less options

EMPLOYEE POSTING GROUP PAYROLL TYPE PAYROLL CODE ACCOUNT TYPE ACCOUNT NO.

AL I o-cuctions [ ]

ALL Deductions

ALL Deductions CODE DESCRIPTION 01254796

ALL Deductions 4OIKFIDELITY | & Fidelity 401K Plan || 01254796

ALL Deductions ADTKPLAN 401K Plan 01254796

ALL Deductions AD3BPLAN 403b Plan 01254796

e Baciics FISCAL YEAR... Fiscal Year V B

faoms Deckcion FSA Flexible Spending Account 5 R Fcls

et EBucuinn HFAITH INSILL. Health Insurance B

ALL Deductions + MNew Select from full list | 01254796

Step 5. Select the ‘Account Type’ you wish to apply to this Payroll Code .
e
O Search - New ER Edit List X Delete Process Show Attached B8 Open in Excel Actions Less options

EMPLOYEE POSTING GROUP PAYROLL TYPE PAYROLL CODE G/L Account COUNT NO.
ALL - Deductions ADTKFIDELITY
ALL Deductions |
ALL Deductions A01KPLAN WVendor 01254796
ALL H Deductions 403BPLAN Vendor 01254736
an Ml irtinne L2 Wandrne N 54708

Step 6. Enter the ‘Account No.” where you want all entries from the Payroll Code to post

&
Payroll WH / Deduction Setup
L Search + New E% Edit List X Delete Process
EMPLOYEE POSTING GROUP PAYROLL TYPE
ALL [ Deductions
ALL Deductions
ALL Deductions
Step 7.

Click the ‘Back’ button to save Posting Setups

Show Attached 08 Open in Excel Actions Less options
PAYROLL CODE ACCOUNT TYPE ACCOUNT NO.
A0MKFIDELITY Vendor

A01EKPLAN Vendor 01254796
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Payroll WH / Deduction Setup

Search + New B Edit List X Delete Process Show Attached 04 Open in Excel Actions
EMPLOYEE POSTING GROUP PAYROLL TYPE PAYROLL CODE ACCOUNT TYPE
ALL Deductions A01KFIDELITY Vendor
ALL Deductions
ALL Deductions 401KPLAN Vendor

1.4. Add New Payroll User

For security purposes its important for payroll to have its own users and user rights. This manual walks you

through the process of adding Payroll Users from existing Business Central User ID’s and setting their

permission rights.

STEP 1. ACCESS PAYROLL SETUP
* Click ‘Search’ icon
* Enter ‘Payroll Setup’

* Select ‘Payroll Setup’

Go to Pages and Tasks

* Payroll Setup Table will open



Primo Payday

Primo Payday - 1

« @ =
Process Show Attached Actions Less options
General
Solution Version PY10.07 Only Show Current Year Deduct. / PTO ':_._:-'
Country us v 45 Day Duration Check [ 8]
Hours per Week 40,00 Allow Manual Holidays -
Weeks per Year 52.00 Amount Rounding Precision
Owvertime Multiplier 1.50 Hours PTO Accrual Rounding Percision
Payroll Calendar Code | b Federal Tax Rounding Precision
Default Bank Account No. GIRO o Read Owvertime from Imported Hours -
Display Employer Taxes ‘J Auto-Approve Time Entry [C D]
Display Employer Contribution [ o] Verify Payroll Document Sequence .
STEP 2. ADD USER & ADJUST SETTINGS
* From ‘Payroll Setup’ table, scroll down to ‘Payroll Users Setup’
Payroll Users Setup Manage
RECEL.. ENTER
EMPLO oF ENTER FIECE
PAYROD. PERSOD PAYROLL HOURS AUTO- HOURS RATE EMPL.
REVER..  INFO JOURNAL PAYROLL JOURNAL  PTOJOURNAL PTOJOURNAL APPR..  RUN DETAIL ~ ENTRL.  CHAN..
USERID ALLD VISIBLE BATCH HAME DOCUMENTHDS BATCH HAME DOCUMENT NOS. ADMIN.. REPOR.. ALLD. ALLD. AOMIM
WINBORNSOLDEVWMW DEVUSER - L4 4 DEFAULT PAYROLL-IN DEFAULT PAYROLL-PT L4 + # L4 Ld
WINBORNSOQLDEVVM\LEER L o DEFAULT PAYROLL-IN DEFAULT PAYROLL-PT # # # # #
WINBORNSOQLDEVWM\WHITL L4 o DEFAULT PAYROLUL-IN DEFAULT PAYROLL-FT L4 o L4 L4 Ld
WINBORNSOLDEVWMYWINBORNADMIN L4 o DEFAULT PAYROUL-IN DEFAULT PAYROLL-PT # + # o L4
» Select “..." to open user ID drop down menu then Select a user ID then click ‘OK’
Payroll Users Setup Manage
EMPLO...
PAYRO... PERSO.. PAYROLL
REVER... INFO JOURNAL PAYROLL JOURNAL PTOJOURNAL PTO JOURNAL
USERID ALLO.. VISIBLE BATCHNAME DOCUMENT NOS. BATCH NAME DOCUMENT NOS.
WINBORNSQLDEVVM\DEVUSER o L4 DEFAULT PAYROLL-JN DEFAULT PAYROLL-PT
WINBORMNSQLDEVVM\LEEP o o DEFAULT PAYROLL-IN DEFAULT PAYROLL-PT
WINBORNSQLDEVVMY\WHITL I L4 DEFAULT PAYROLL-JN DEFAULT PAYROLL-PT
WINBORNSQLDEVYMY\WINBORNADMIN [ L4 DEFAULT PAYROLL-IN DEFAULT PAYROLL-PT
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J2 Search + New B Edit List X Delete Manage Process Show Attached
USERS + New /’
LICENSE ¢

USER NAME FULL NAME STATE WINDOWS USER NAME TYPE
WINBORNSQL... Enabled WINBORNSQLDEVVMYDevUser Full User
WINBORMNSQL... Future Customer Enabled WINBORNSQLDEVY MY FutureCustomer Full User
WINBORNSQL... WINBORNSQLDEVVM\LEEP Enabled WINBORNSQLDEVVM\LeeP Full User
WINBORMNSQL... WINBORNSQLDEVVMYNAVPartner Enabled WINBORNSQLDEVVMYNAVPartner Full User
WINBORMNSQL... Renee Martino Enabled WINBORNSQLDEVVMYRenee Full User
WINBORMNSQL... Integrity Data Enabled WINBORNSQLDEVYM\Tegrity Full User
WINBORNSQL... WINBORNSQLDEVVMYWHITL Enabled WINBORNSQLDEVVMYWhitL Full User
WINBORNSQL... Enabled WINEORNSQLDEVVM\winbornadmin Full User
WINBORNSQL... | ¢  WINBORNSQLDEVVM\XCEPTIONPAY Enabled WINBORNSQLDEVWM X ceptionPay Full User

I OK |H Cance |

* Check off the relevant boxes based on the level of access this user should have and fill in the Payroll
Journal Batch Name, Payroll Journal Document Nos., PTO Journal Batch Name and PTO Journal Document

Nos.
Payroll Users Setup Manage
RECEI
EMPLO. OF ENT
PAYRO. PERSD PAYROLL HOURS AUTO- HouU
REVER. INFO JOURNAL PAYROLLJOURMAL  PTOJOURMAL PTOJOURMAL APPR.. RUN DET
USERID ALLO. VISIBLE BATCH NAME DOCUMENTNOS. BATCH NAME DOCUMENT NOS ADMIN. REPOR. ALL
WINBORNSQLDEVVM\DEVUSER ’ s DEFAULT PAYROLL-JN DEFAULT PAYROLL-PT v v
WINBORNSQLDEVVM\LEEP . v DEFAULT PAYROLL-IN DEFAULT PAYROLL-PT v v
WINEORNSQLDEVVMIWHITL v ’ DEFAULT PAYROLL-IN DEFALLT PAYROLL-PT ’ *
WINBORNSQLDEVVMYWINBORNADMIN L4 L4 DEFAULT PAYROLL-JN DEFAULT PAYROLL-PT td L
WINBORNSQLDEVVIM\XCEPTIOMNPAY H Ld i DEFAULT PAYROLL-JN DEFAULT PAYROLL-PT |#

NOTE: You can scroll over the headers for definitions of the columns if needed
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Mail Setup > Payroll Reversal Allowed
Payroll Users Setup Manage
PAYRO... EMPLD...
REVER.. PERSO.. PAYROLL
ALLO.. INFO JOURNAL
USERID t v VISIBLE  BATCHNAME
WINBORNSQLDEVYMN\DEVUSER o 4 DEFAULT
WINBORNSQLDEVVM\LEEP @ @ DEFAULT
WINBORNSQLDEVVMVWHITL 4] "] DEFAULT
WINBORNSQLDEVVM\WINBORNADMIN @ @ DEFAULT
WINBORNSQLDEVVM\XCEPTIONPAY 5] ¥ DEFAULT
(] =

PAYROLL JOURNAL
DOCUMENTNOS.

PAYROLL-JN
PAYROLL-JN
PAYROLL-JN
PAYROLL-IN
PAYROLL-IN

PTO JOURNAL
BATCH NAME

DEFAULT
DEFAULT
DEFAULT
DEFAULT
DEFAULT

HOURS .
PTO JOURNAL APPR.. |
DOCUMENTNOS.  ADMIN.. |
PAYROLL-FT =
PAYROLL-PT @
PAYROLL-PT @
PAYROLL-PT @
PAYROLL-PT @

B
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2. Payroll Employees

2.1. Create New Employee Wizard

Synopsis: With Primo Payday you can streamline the onboarding of new employees with the Employee
Wizard. This function allows the user to utilize pre-designed templates to auto-populate information related
to employee salary, deductions, pto and posting groups.

This Manual will show you how to :
Create a new employee using the CREATE NEW EMPLOYEE WIZARD

STEP 1. ACCESS PAYROLL EMPLOYEES

OPTION 1 — USE SEARCH BAR
* Click on ‘SEARCH’ Icon

Dynamics 365 Business Central

Demo Template Posted Documents
Employees Payroll Processing  Batch Payroll Processing
WCTIO
Payroll Document > Full Payroll Menu.. > Payroll Journal > PTO Journal [E| Payroll Report  [E Employee Accrual Report
Insights

Activities

PAYROLL DOCUMENTS PAYROLL BATCHES WAITING FOR APPROVAL

* The ‘SEARCH’ page will pop up



Demo Template Posted Documell  TELL ME WHAT YOU WANT TO DO A

W
Employees  Payroll Processing  Batch Pa | PAYROLL FMFIGYFFSI = I a"
ACTIONS Go to Pages and Tasks

—+ Payroll Document > Full Payroll Menu] | e el Bl i |

Insights

Activities

PAYROLL DOCUMENTS PAYROLL BATCHES WAITING FOR APPROVAL

» Enter ‘Payroll Employees’ in Search Bar and Select ‘Payroll Employees’

SEARCH FOR PAGE OR REFPORT I./I ><

Type page or report name to start search payroll employees

1 zearch results:

[=%]
:
;
.
=
m
=
[1°]
"
g8
o
&
o
m
2
3
:
(=]
[1%]
M
]

NAME DEPARTMENT

M  Payroll Employees D365 US Payroll - Processing

OPTION 2 — USE FULL PAYROLL MENU
* Select ‘Full Payroll Menu’
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Demo Template Posted Documents ~

Employees  Payroll Processing  Batch Payroll Processing

ACTIONS

-+ Payroll Document I > Full Payroll Menu.. ] > Payroll Journal > PTO Journal [E Payroll Report B Employee Accrual Report

Insights

Activities
PAYROLL DOCUMENTS PAYROLL BATCHES WAITING FOR APPROVAL

OPEN ALL BATCHES
DOCUMENTS

MY BATCHES

5 0

0

« Select ‘Payroll Employees’ in Navigation Bar

&«

u

D365 Payroll

Payroll Processing History Periodic Activities Setup

PTO Ledger Entries Create Employee Deductions Pay Cycle Periods

Create Employee PTO Setup Update Tax Rates. Employer Contributions
Piece Rate Entries Create Employee HR Tracking Payroll Calculation Formulas Pasition and Union Setup.. Reimbursements

Customer Payroll Tax Setup

roll Setup to New

Setup Groups Posting Setup

Transfer GL Entries to Vendor

P il Empliorys
'ayroll Employees e

‘osted Payroll

Other Setups.. Employee Posting Groups

Transfer Payroll Employee to

Payroll Processing Payraoll Ledger Entries

II

Additional Lists_

New Company

Accrue Payroll Expenses into

Batch P! il Processi Payroll Statisti
B ayroll Processing ol istics S

Templates..

Withholdings / Deductions

Payroll Applicants

HR Setup.

Employer Taxes

Reports.. Hours Detail Entries

U5 Tax Reports..

Employee Info Change

PTO M ent..
anagemien Approval

EDI Document List Security Group Setup.. Payment Advances

Emter Hours / Quantity.. Asrears Tracking Entries

3
(%]
g
3

STEP 2. ACCESS NEW EMPLOYEE WIZARD

You can access the CREATE NEW EMPLOYEE WIZARD through the Payroll Employees screen or from an
already opened employee card.

ACCESS EMPLOYEE WIZARD VIA PAYROLL EMPLOYEES
* Select ‘NEW’
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Payroll Employees

L Search

Primo Payday - 1

New Manage Process Report Show Attached B8 Open in Excel Navigate Report = @
NO. FIRST NAME LAST NAME ADDRESS ADDRESS 2 ZIP CODE CITY STATE
EMP10002 Gwen Stefani 123 Heartbreak Rd 90210 Hollywood CA
EMP10003 Tom Berenger 4242 Major League Ave 76109 Dallas X
» Select ‘CREATE NEW EMPLOYEE WIZARD’ from drop down menu
.6
P Search New  Manage  Process  Report  Show Attached @8 Open in Excel Navigate  Report = @
# Create New Employee Wizard T New =
NC. FIRST NAME LAST NAME ADDRESS ADDRESS 2 ZIPCODE  CITY STATE
STEP 3. USE NEW EMPLOYEE WIZARD
» Select ‘CREATE NEW EMPLOYEE WIZARD’ page action
.e
L search New  Manage  Process  Report  Show Attached 08 Open in Excel Navigate  Report = @
f Create New Employee Wizard - New i
MO, FIRST NAME LAST NAME ADDRESS ADDRESS 2 ZIP CODE CITY STATE

o . o o P

e

* The ‘NEW EMPLOYEE WIZARD’ launch screen will pop up. Click ‘NEXT’ in bottom right corner to continue
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NMEW EMPLOYEE WIZARD

WELCOMETO NEW EMPLOYEE WIZARD.

This guide will help you to setup a new Employee.
Choose Mext to get started.

MNext

X

Primo Payday - 1

* Enter First and Last name along with Middle Name and Initials if applicable. Then click ‘NEXT’ in bottom

right
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NEW EMPLOYEE WIZARD

PLEASE SPECIFY GENERAL INFORMATION FOR NEW EMPLOYEE:

First Mame

Middle Mame

Last Name

Initials

Kevin

Costmer

kd]

Back

Mext

Primo Payday - 1

* Enter appropriate address information in fields Address, Address 2, City, State, Zip. Then click ‘NEXT’

button in bottom right corner.
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NEW EMPLOYEE WIZARD

PLEASE SPECIFY ADDRESS INFORMATIOM FOR MEW EMPLOYEE:

X

Address 2556 Cockrell Ave
Address 2
City Fort Worth
State TX
Zip Code 76109
Back Mext

Primo Payday - 1

» Enter applicable information and email in fields Phone No., E-Mail, Emergency Number, Emergency

Contact. Click ‘Next’ in bottom right corner.

Page 40 of 117



Primo Payday

NEW EMPLOYEE WIZARD

PLEASE SPECIFY CONTACT INFORMATIOM FOR MEW EMPLOYEE:

Phaone MNao.
E-Mail
Emergency Number

Emergency Contact

817-555-5555

123@gmail.com

512-555-5555

Tom Sizemcure|

Back

Mext

Primo Payday - 1

* Enter a Birth Date in Format mmddyyyy or select from the Assist Edit button ‘..." on the right of the field.
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NEW EMPLOYEE WIZARD I./ X

PLEASE SPECIFY PERSOMAL INFORMATION FOR NEW EMPLOYEE:

Birth Date 4/18/1983 I
Sex 4 April 1983 » v
Federal Tax Marital Status Mo Tu  We Th Fr 53 Su v

1 2 3

Social Security Mo. a| 5 & 7 2 a| 10

1| 12 12| 14| 15| 18| 17

19 20| 21| 22| ;3 24

25| 26| 27| 28| 20| 30
Today Done
Back Mext

» Select a ‘SEX’ and ‘FEDERAL TAX MARITAL STATUS’ from the available options in the drop down menu.
Enter Social Security Number in xxx-xx-xxxx format. You must include the dashes
Click ‘NEXT’ in bottom right corner.
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NEW EMPLOYEE WIZARD I/I X

PLEASE SPECIFY PERSONAL INFORMATION FOR NEW EMPLOYEE:

Birth Date 4/18/1983

Sex Male ¥
Federal Tax Marital 5tatus Married ¥
Social Security No. 555-55-5555|

Back Mext

* Enter a Hire Date in Format mmddyyyy or select from the Assist Edit button *...” on the right of the field.

* To enter an Employee Posting Group, select the Assist Edit on the right of the field and select the
appropriate option.
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NEW EMPLOYEE WIZARD

PLEASE SPECIFY PAYROLL INFORMATION FOR NEW EMPLOYEE:

Hire Date
Employee Posting Group
Withholding Allowances

SUTA / Income Tax State

Primo Payday - 1

1/1/2018
CODE DESCRIPTION
ALL All Employees
4+ New Select from full list

Back

Finish

* Enter the Withholding Allowances claimed on the employee’s W-2 and enter the employee SUTA / Income

Tax State abbreviation.
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NEW EMPLOYEE WIZARD

PLEASE SPECIFY PAYROLL INFORMATION FOR NEW EMPLOYEE:

Hire Date
Employee Posting Group
Withholding Allowances

SUTA / Income Tax State

1/1/2018
ALL
2
CODE NAME
@ Alaska
AL Alabama
AR Arkansas
AZ Arizona
CA California
CO Colorado

Back

Finish

* When completed, click ‘NEXT in the bottom right corner

Primo Payday - 1

-

Select from full list
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MEW EMPLOYEE WIZARD

PLEASE SPECIFY PAYROLL INFORMATION FOR NEW EMPLOYEE:

Hire Date
Employee Posting Group
Withholding Allowances

SUTA / Income Tax State

X

1/1/2018

ALL

TX

Back

Mext

Primo Payday - 1

* Now you can select whether to use a template to setup the remainder of the information. To use a

template, Select ‘YES’ check box. To manually enter the rest of the information, Select ‘NO’ check box.

* Click ‘NEXT’ in bottom right corner to continue To learn how to create templates please see manual ‘Labor

Division / Position Template Setup’.
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NEW EMPLOYEEWIZARD

4

DOYOUWANTTO USE ALABOR DIVISION / POSITION TEMPLATE TO SETUP THE

REMAINDER OF THE INFORMATION?

‘fesg

%

Mo

* Following screen will appear.

L)

Back

MNext

X

Primo Payday - 1
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NEW EMPLOYEE WIZARD

PLEASE SPECIFY SALARY INFORMATION FOR MEW EMPLOYEE:

Labor Division / Position
Salary Starting Date
Annual Salary / Hourly Rate

Salary Entered as Hourly Rate

O

Back

Primo Payday - 1

» Use the Assist Edit button *..." to select a Labor Division / Position from the drop down menu in the

‘LABOR DIVISION / POSITION’ field
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NEW EMPLOYEE WIZARD /‘ X

PLEASE SPECIFY SALARY INFORMATION FOR NEW EMPLOYEE:

Labor Division / Position

Salary Starting Date

CODE DESCRIPTION
Annual Salary / Hourly Rate
Salary Entered as Hourly Rate i
+ Mew Select from full list

Back Next Finish

* Enter a SALARY STARTING DATE or Select a SALARY STARTING DATE from the drop down menu via
the Assist Edit button *...’
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NEW EMPLOYEE WIZARD / x

PLEASE SPECIFY SALARY INFORMATION FOR NEW EMPLOYEE:

Labor Division / Position TEST
Salary Starting Date | I
Annual Salary / Hourly Rate 4 January 2018 [ 2

Salary Entered as Hourly Rate

15 16 17 13 19 20 21
22 23 24 25 26 27 23

oday Done

[ en

* Enter an ANNUAL SALARY / HOURLY RATE. If you wish to enter the employee salary as an hourly rate,
make sure to check the ‘SALARY ENTERED AS HOURLY RATE’ check box.

* Click ‘NEXT’ in bottom right corner.
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NEW EMPLOYEE WIZARD

PLEASE SPECIFY SALARY INFORMATION FOR NEW EMPLOYEE:

Primo Payday - 1

Labor Division / Position TEST

Salary Starting Date 1/7/2018

Annual Salary / Hourly Rate 50,000.00 ‘l
Salary Entered as Hourly Rate O

Back

Mext

* Click the ‘FINISH’ button at the bottom right corner to complete the NEW EMPLOYEE WIZARD SETUP.

Page 51 of 117



NEW EMPLOYEE WIZARD

THATSIT!

Mew Employee have been successfully created.
Please click finish to close the wizard.

2.2. To Add Employee Salary

X

To ADD EMPLOYEE SALARY
Step 1. From ‘Payroll Employee Card’ select ‘PROCESS’
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Primo Payday - 1

Step 2. Select ‘Salary’

€ PAYROLL EMPLOYEE CARD + ]
MNew Process Report Show Attached Mavigate Report Less options
)
General Show more
Mo. EMP10002 City Hollywood
First Name Gwen State ‘ CA e
Middle Mame Statutory Employee @
Last Name Stefani lob Title
Suffix Blocked @ O
Initials Comment
Address 123 Heartbreak Rd Comment 2
Zip Code 90210 Last Review Date
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<  PAYROLL EMPLOYEE CARD

EMP10002

Report Show Attached MNavigate

New Process

%2 salary

#% Deductions

First Name
Middle Mame
Last Name
Suffix

Initials
Address

Zip Code

= PTO Hours C7 Create PTO Hours from Template

C7 Create Deductio...s from Template

g
|

Gwen State

Statutory Employee
Stefani Job Title

Blocked

Comment
123 Heartbreak Rd Comment 2

90210

Last Review Date

Step 3. The ‘Payroll Employee Salaries’ table will open

Report

Primo Payday - 1

) + ®

Less options

C7 Create Employee Salary

C7 Create HR Tracking Info

s aarang s

|CA

@
@
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L Search ~+ New Manage Show Attached x| Open in Excel
Edit View Delete L2
USE
STARTING SALARY WEEKLY HOURLY ANMUAL OV.. HOU
PAY CYCLE DATE TYPE HOURS RATE SALARY EXEv DETA
(There is nothing to show in this view)
Close
Step 4. Select ‘+New’ to add a new Salary
L Search -+ New Manage Show Attached x| Open in Excel
Edit View Delete 4
USE
STARTING SALARY WEEKLY HOURLY ANNUAL OV.. HOU
PAY CYCLE DATE TYPE HOURS RATE SALARY EXENv DETA
(There is nothing to show in this view)
Close
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Step 5. The ‘Employee Salary Card’ will open

Primo Payday - 1

e

e

' X (2 =
EMPLOYEE SALARY CARD { r
TS e
Show Attached A
General Show more
Fay Cycle E| Weekly Hours 0.00
Starting Date Use Hours Details ® )
Salary Type Hourly z| Crvertime Multiplier
Hourly Rate 0.00 Crvertime Exempt ® )
Annual Salary 0,00
Additional Info
Entered By Modified By
Entered On Medified On
1]
Step 6. Select a ‘Pay Cycle
N
EMPLOYEE SALARY CARD | f) =+ |
o
Show Attached <
General Show more
Pay Cycle Weekly Hours 0.00
Weekly
Salary Type Manthly Overtime Multiplier
Quarterly
Hourly Rate Semiannually Overtime Exempt (. 3’
Annually
Annual Salary Delly or Micc

Step 7. Select a ‘Starting Date’ from available options in drop down menu

Additional Info

Entered By

Modified By
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Primo Payday - 1

€& EMPLOYEE SALARY CARD |\j/| + ]
Show Attached 2
General Show more
Pay Cycle Semimonthly ﬂ Weekly Hours 40,00
Starting Date 112018 Use Hours Details L?'
Salary Type Hourly ﬂ Owertime Multiplier 1.50
Hourly Rate 0.00 Owertime Exempt o)
Annual Salary 0.00
Additional Info
‘ Lt
Step 8. Select a ‘Salary Type
€& EMPLOYEE SALARY CARD (ﬁ} + 0]
Show Attached A
General Show mare
Pay Cycle Semimonthly \": Weeldy Hours 40.00
Starting Date 1172018 Use Hours Details ® )
Salary Type Hour| COwvertime Multiplier 1.50
Hourly Rate Piece Rate Overtime Exempt ® )

Annual Salary

Step 9. Enter an ‘Hourly Rate’ or ‘Annual Salary’ depending on the ‘Salary Type’ you selected.

0.00
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—
& EMPLOYEE SALARY CARD ( p/\;. + il
.

Show Attached P

General Show more

Pay Cycle Semimonthly ﬂ Weeldy Hours 40.00

™

Starting Date 1/1/2018 e Use Hours Details ®_)

Salary Type Salary V| Owertime Multiplier

Hourly Rate 0.00 Owertime Exempt m

Annual Salary ?EODd,OO X |

Step 10. Enter ‘Weekly Hours’. They will default to ‘40’ but can be changed if needed.

€& EMPLOYEE SALARY CARD (ﬁ'\; + i
il
Show Attached P
General Show more
Pay Cycle Semimanthly : Weelkly Hours 40.00
Starting Date 1/1/2018 Use Hours Details ®
Salary Type Salary b | Owertime Multiplier
Hourly Rate 0.00 Owvertime Exempt ‘)
Annual Salary F‘SOOdOO X |
Step 11.

If you are importing hours for this employee, set ‘Use Hours Details’ to True. For Salary Employees, set
‘Use Hours Details’ to False
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& EMPLOVYEE SALARY CARD '\f + i
_
Show Attached
General Show more
Pay Cycle Semimonthly ™ Weekly Hours 40,00
—_—
Starting Date 1/1/2018 Use Hours Details L
Salary Type Salary 1™ Cwertime Multiplier
Hourly Rate 0.00 Owvertime Exempt -3
Annual Salary 75000400 % |
Step 12.

» Enter an ‘Overtime Multiplier’ if applicable. This will most likely be applied to Hourly Employees

» Set ‘Overtime Exempt’ to True or False.
* Click ‘Button’ to save Salary settings.

—
“— | EMPLOYEE SALARY CARD { pj - [iil

Show Attached A
General Show mare
Pay Cycle Semimonthly ﬂ Weekly Hours 40.00
Starting Date 1/1/2018 Use Hours Details k. \r
Salary Type Salary ﬂ IC}uertlrne Multiplier | | ||
Hourly Rate 36.05769 IOwemme Exempt & I
Annual Salary 75,000.00

Step 13. Review newly created Salary in the Salary Table then click ‘Close’
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O Search T New Manage Show Attached B4 Open in Excel

# Edit & View X Delete .

USE
STARTING SALARY WEEKLY HOURLY ANMNUAL OV HOU
PAY CYCLE DATE TYPE OURS RATE SALARY  EXEMN DETA
| Semimonthly = :  1/1/2018 Salary 40.00 36.05769 7500000 &4 L]
Close

2.3. To Add Employee Deductions

To ADD EMPLOYEE DEDUCTIONS
Step 1. From ‘Payroll Employee Card’ select ‘PROCESS’ then ‘Deductions’
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<  PAYROLL EMPLOYEE CARD

EMP10002

MNew Process

Report

am PTO Hours

%2 salary
i

Deductions

Show Attached

7 Create PTO Hours from Template

L7 Create Deductio...s from Template

First Name ‘ Gwen |
Middle Name ‘ |
Last Name ‘ Stefani |
Suffix ‘ |
Initials ‘ |
Address ‘ 123 Heartbreak Rd |
Zip Code ‘ §0210 |

&) +

Navigate Report Less options

7 Create Employee Salary

C7 Create HR Tracking Info

e R

State | CA hd ‘
@

lob Title | ‘

@

Comment | ‘

Statutory Employee

Blocked

Comment 2 | ‘

Last Review Date | ‘

Step 2. The ‘Employee Deductions’ table will open. Click ‘+New’ to add a new Deduction.

«

Employee Deductions

£ Search Manage Show Attached
AMOUNT AMOUNT /
CODE DESCRIPTION FORMULA PERCENT

@8 Open in Excel

EMPLOYER
CONTRIBUTH  CONTRIBUTION
CODE

il
]

EMPLOYER EMPLOYER

CONTRIBU  CONTRIBUTIC

AMOUNT AMOUNT /  STARTING ENDING
FORMULA PERCENT  DATE DATE

EMPLOYER

DESCRIPTION

(There is nothing to show in this view)

Step 3. The ‘Payroll Employee Deduction Card’ will open.

Page 61 of 117



Primo Payday

Primo Payday - 1

&« FAYROLL EMPLOYEE DEDUCTION CARD @ -+ ﬁ]
Show Attached o
. ~
Employee Deduction Setup Show mare
Code v Employee Deduction Limit
Description Employee Deduction Balance 0.00
Amount Formula % of Gross Wages ﬂ Total Contribution Limit 0.00
Amount / Percent 0.00 Total Contribution Balance 0,00
Limit Does Not Reset Annually ® > Max Percent of Net Income 0.00
Employer Contribution Setup Show more
Employer Contribution @ Employer Contribution Amount... % of Gross Wages ﬂ
Employer Contribution Code Employer Contribution Amount... 0.00
Employer Contribution Descripti... Employer Contribution Balance 0.00
W
Step 4. Select a deduction code from the drop down menu in the ‘Code’ field.
€ PAYROLL EMPLOYEE DEDUCTION CARD @ + il
Show Attached A
Employee Deduction Setup Showmore (&
I(‘ode v I Employee Deduction Limit
Description ee Deduction Balance 0.00
CODE DESCRIPTION
Amount Formula - 401K Plan Ih pntribution Limit 0.00
Amount / Percent 403BPLAN 403b Plan antribution Balance 0.00
G FISCAL YEAR... Fiscal Year V
Limit Does Mot Reset Annually reent of Net Income 0.00
FSA Flexible Spending Account
HEALTH INSU... Health Insurance v
Employer Contribution Setul bt Al L i Show more
] + New Select from full list
Employer Contribution @ > Employer Contribution Amount... % of Gross Wages E

Step 5. The ‘Description’ field will auto-populate after you select a code.
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&  PAYROLL EMPLOYEE DEDUCTION CARD (\ﬂ‘/\l —|— ]ﬂ
Show Attached Y
Employee Deduction Setup Showmore
Code |40‘I KPLAP" X v Employee Deduction Limit 18,500.00
Description 401K Plan I Employee Deduction Balance 0.00
Amount Formula % of Gross Wages ﬂ Total Contribution Limit 55,000.00
Amount / Percent 0.00 Total Contribution Balance 0.00
Limit Does Mot Reset Annually ® 0 Max Percent of Net Income 0.00
Employer Contribution Setup Show more
Employer Contribution . ) Employer Contnibution Amount... % of Gross Wages ﬂ
Step 6.
Select the formula for calculating the deduction amount from the employee’s wages from the available
options in the drop down menu
2
&« PAYROLL EMPLOYEE DEDUCTION CARD ij: -+ ]i_i]
Show Attached <
Employee Deduction Setup Shawmore  [@
Code ADTKPLAN W Employee Deduction Limit 18,500.00
Description 401K Plan Employee Deduction Balance 0.00
I Amount Formula Total Contribution Limit 55,000.00
Fixed Amount
Amount / Percent Union Deduction Table Total Contribution Balance 0.00
Spouse/Dependent Table
Limit Does Not Reset Annually . S Max Percent of Net Income 0.00
Employer Contribution Setup Show mare
&

Employer Contribution Amount... % of Gross Wages

0

Employer Contribution

Step 7.
Enter an amount or percent to calculate deduction amount based on the formula you just selected.
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—
& PAYROLL EMPLOYEE DEDUCTION CARD @;} + E
Show Attached A
. e
Employee Deduction Setup Shew more
Code 401KPLAN e Employee Deduction Limit 18,500.00
Description 401K Plan Employee Deduction Balance 0.00
Amaount Formula % of Gross Wages ;l Total Contribution Limit 55,000.00
Amount / Percent 3.00 Total Contribution Balance 0.00
Limit Does Not Reset Annually @ ) Max Percent of Net Income 0.00
Employer Contribution Setup Show more
Employer Contribution CHD] Employer Contribution Amount... % of Gross Wages ﬂ
Fmnlover Contribution Code Fmnlowver Contribution Amount... .00
Step 8.
Set the ‘Limit Does Not Reset Annually’ to True if the deduction will not reset annually. This will usually be
set to False. But for certain deductions such as garnishments or loan repayments it may need to be set to
True
& PAYROLL EMPLOYEE DEDUCTION CARD I\fﬁ‘) + Ty
Show Attached <
. "~
Employee Deduction Setup Show mare
Code ADTKPLAN v Employee Deduction Limit 18.500.00
Description 401K Plan Employee Deduction Balance 0.00
Amaount Formula % of Gross Wages ﬂ Total Contribution Limit 55,000.00
Amount / Percent 3.00 Total Contribution Balance 0.00
Limit Does Mot Reset Annually ':._\' Max Percent of Met Income 0.00
Employer Contribution Setup Show more
Employer Contribution (_._3 Employer Contribution Amount... % of Gross Wages 1]
Employer Contribution Code Employer Contribution Amount... 0.00
Employer Contribution Descripti... Employer Contribution Balance 0.00 o

NOTE:

If applicable to the deduction the ‘Employee Deduction Limit’ and ‘Total Contribution Limit’ will pre-populate
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with information from the D365 Payroll tax table. You don’t have to worry about tracking deduction and
contribution limits for 401k, HSA, FSA etc.

The ‘Employee Deduction Balance’ and ‘Total Contribution Balance’ (the blue numbers) will automatically
calculate after every posted payroll document for this employee.

“— PAYROLL EMPLOYEE DEDUCTION CARD ( f ) T &
Show Attached 2"
" ~
Employee Deduction Setup Show more
Code AD1KPLAN v Emplayee Deduction Limit 18,500.00
Description 401K Plan Employee Deduction Balance 0.00
Amount Formula % of Gross Wages V: Total Contribution Limit 55.000.00
Amount / Percent 3.00 Total Contribution Balance 0.00
Limit Does Mot Reset Annually (O Max Percent of Net Income 0.00
Employer Contribution Setup Show mare
Employer Contribution \._ Employer Contribution Amount... % of Gross Wages ﬂ
Employer Contribution Code Employer Contribution Amount... 0.00
Employer Contribution Descripti... Employer Contribution Balance 0.00
v

ADD EMPLOYER CONTRIBUTION

Step 9.

If there is an employer contribution associated with this deduction, set the ‘Employer Contribution’ to TRUE.
Once selected, the ‘Employer Contribution Code’ and ‘Employer Contribution Description” will become
editable.
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PAYROLL EMPLOYEE DEDUCTION CARD

EMP10002 - Deduction

S

Primo Payday - 1

Show Attached <
: ~
Employee Deduction Setup Show mare
Code 401KPLAN ~ Employee Deduction Limit 18.500.00
Description 401K Plan Employee Deduction Balance 0.00
Amount Farmula % of Gross Wages ﬂ Total Contribution Limit 55,000.00
Amount / Percent 3.00 Total Contribution Balance 0.00
Limit Does Not Reset Annually ('_) Max Percent of Net Income 0.00
Employer Contribution Setup Shaw mare
Employer Contribution [ o] Employer Contribution Amount... % of Gross Wages ﬂ
Employer Contribution Code e Employer Contribution Amount... 0.00
Employer Contribution Descripti... Employer Contribution Balance 0.00 ~
Step 10.
Select the appropriate contribution code from the drop down menu in the ‘Employer Contribution Code’ field
= PAYROLL EMPLOYEE DEDUCTION CARD -(f) e [l
Show Attached A
LINPIVYEE LEUULLUIL IJTLUR SNOW more
~
Code ADTKPLAN o Employee Deduction Limit 18,500.00
Description 401K Plan Employee Deduction Balance 0,00
Amount Formula % of Gross Wages v Total Contribution Limit 55,000.00
Amount / Percent 3.00 Total Contribution Balance 0,00
Limit Does Mot Reset Annually @ Max Percent of Net Income 0.00
CODE DESCRIFTION
E""P'“}'ﬁ‘f Contribution Setuj E-HEALTH_CO... Employer Health Contribution Show more
I E-RETIREMENT... - Employer Retirement Contribution
ibuti ibuti w
Employer Contribution + New Salect from full list er Contribution Amount... % of Gross Wages :l
Employer Contribution Code b Employer Contribution Amount... 0,00
Employer Contribution Descripti... Employer Contribution Balance 0,00
v

Step 11.

After selecting a contribution code, the ‘Employer Contribution Description’ will automatically populate.
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Show Attached 2
LINPIVYEE UEUULLIUIT ISP Snow more
h
Code 401KPLAN W . Employee Deduction Limit 18,500.00
Description 401K Plan Employee Deduction Balance 0.00
Amount Formula % of Gross Wages t Total Contribution Limit 55,000.00
Amount / Percent 3.00 Total Contribution Balance 0.00
Limit Does Not Reset Annually (.: Max Percent of Net Income 0.00
Employer Contribution Setup Show more
Employer Contribution L o] Employer Contribution Amaount... % of Gross Wages ﬂ
Employer Contribution Code E-RETIREMENT_CONT W Employer Contribution Amount... 0.00
Employer Contribution Descripti.., Employer Retirement Contribution Employer Contribution Balance 0.00
Step 12.
Select a formula for calculating the employer contribution from the drop down menu in the ‘Employer
Contribution Amount Formula’ field and then enter an ‘Employer Contribution Amount / Percent’
EMP10002 - Deduction
Show Attached 2
LINPIVYEE LEUULLIVIT ISR SNOW more
~
Code A01KPLAN ' Employee Deduction Limit 18.500.00
Description 401K Plan Employee Deduction Balance 0.00
Amount Formula % of Gross Wages Total Contribution Limit 55,000.00
Amount / Percent 3.00 Total Contribution Balance 0.00
Limit Does Not Reset Annually <._:' Max Percent of Net Income 0.00
Employer Contribution Setup Show more
Employer Contribution - Employer Contribution Amount... % of Gross Wages EI
Employer Contribution Code E-RETIREMENT_CONT hd Employer Contribution Amount... 3.00
Employer Contribution Descripti... Employer Retirement Contribution Employer Contribution Balance 0.00
v

Step 13. Click the ‘Back’ button to save the deduction
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Employer Contribution Descripti... Employer Retirement Contribution

e

Employee Deductions

Employer Contribution Balance

PAYROLL EMPLOYEE DEDUCTION CARD @ + il
Show Attached
LINPIUYoT Louucuul JTwp Snow more
Code ADTKPLAN w Employee Deduction Limit 18.500.00
Desoription A0TK Plan Employee Deduction Balance 0.00
Amount Formula % of Gross Wages :I Total Contribution Limit 55.000.00
Amount / Percent 3.00 Total Contribution Balance 0.00
Limit Does Not Resat Annually i) ) Max Percent of Net Income 0.00
Employer Contribution Setup Show more
Employer Contribution ‘) Employer Contribution Amount... % of Gross Wages ﬂ
Employer Contribution Code E-RETIREMENT_CONT il Employer Contribution Amount... 3.00
0.00

Primo Payday - 1

Step 15. Review the new deduction in the ‘Employee Deductions’ table then click the ‘Back’ button

O Search + New Manage Show Attached B8 Open in Excel =
EMPLOYER EMPLOYER
EMPLOYER EMPLOYER CONTRIEY  CONTRIBUTIC
AMOUNT AMOUNT /  CONTRIBUTH CONTRIBUTION AMOUNT AMOUNT /  STARTING ENDING
CODE DESCRIPTION FORMULA PERCENT  CODE DESCRIPTION FORMULA PERCENT  DATE DATE
401KPLAN . A01K Plan % of Gross... 3.00 E-RETIREMEN.. Employer Retirement Cont... % of Gross... 3.00
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3. PTO / Hours Detail / Hours Imports

3.1. How to Import Hours

How to access the Hours Detail Import function

* How to access the Hours Detail Cross — Ref. Import
* How to execute an Hours Detail import

* How to execute an Hours Detail Cross — Ref. Import

ACCESS THE HOURS DETAIL IMPORT

Step 1. Select ‘Full Payroll Menu’

Demo Template Posted Documents

Employees  Payroll Processing  Batch Payroll Processing

ACTIONS
f Payroll Document | > Full Payroll Menu.. | > Payroll Journal > PTO Journal [ Payroll Report [E Employee Accrual Report

Insights

Activities
PAYROLL DOCUMENTS PAYROLL BATCHES WAITING FOR APPROVAL

ALL OPEN ALL BATCHES MY BATCHES HOURS EMPLOYEE CH...
DOCUMENTS DOCUMENTS APPROVAL APPROVAL

5 5

Step 2. Select ‘Hours Detail Entries’
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D365 Payroll

History Periodic Activities Setup

Transfer GL Entries to Vendor

Payroll Setup

Payrall Employee to

Piece Rate Entries

Employee Info Change
Approval

Payrell Commission Ledger

Primo Payday - 1

Setup Groups

QOther Setups.
S

Posting Setup

Payment Advances

Step 3. The ‘Hours Detail’ table will appear. Select ‘Process’ and then ‘Import Hours’

Hours Details

L Search MNew % Edit List X Delete Process Show Attached

(s Import Hours (s Import Hours Cross-Ref.
1808 3] eMP10003  Tom Berenger
1/9/2018 EMP10003 Tom Berenger
1/10/2018 EMP 10003 Tom Berenger
1/11/2018 EMP10003 Tom Berenger
1/12/2018 EMP10003 Tom Berenger
1/8/2018 EMP10004 Kevin Costner
1/9/2018 EMP10004 Kevin Costner
1/10/2018 EMP 10004 Kavin Costner
1/11/2018 EMP10004 Kevin Costner
/122018 EMP10004 Kevin Costner
10/23/2018 EMP10003 Tom Berenger
10/23/2018 EMP10003 Tom Berenger
10/24/2018 EMP10003 Tom Berenger

Step 4. Click ‘Choose’ and then select an available import file

B3 Open in Excel

REGULAR
REGULAR
REGULAR
REGULAR
REGULAR
REGULAR
REGULAR
REGULAR
REGULAR
REGULAR
REGULAR
REGULAR
REGULAR

fi
k']

Actions Less options

WINBOR
WINBOR
WINBOR
WINBOR
WINEOR
WINBOR
WINBOR
WINBOR
WINBOR
WINBOR
WINBOR
WINBOR
WINBOR

w e RO R e R R ® B ®
18 HEOOOOOOOODO6¢N

fl
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e SELECT TAB DELIMITED TXT FILE FOR IMPORT I/‘
Search New it Li x
R B Edit List & Choose File to Upload X
] Import Hours ] Import Hours Cross-R + » ThisPC » Desktop » timeclockfiles v Search timeclock files o
1/8/2018 - . . Organize = New fiher T:: I—e—
om A
1/9/2018 EMP10003 T timeclock files |* MName Date modified Type
om
1/10/2018 EMP10003 s B This PC |__ 2018 Demo Employee Hours Import wk2 6/1 -.'25'1? 1€:CF PM _e.r. D
171172018 EMP10003 o [ Desktop ﬂ_ 2018 Demo Employee Hours Import whk2 2018 12:06 PM Micro:
[ Documents |= 2018 Demo Employee Hours Import wk3 [20181222PM  Tet D
1/12/2018 EMP10003 Tom & Download @ 2018 Demo Employee Hours Import w3 /2 Z0BPM  Micros
1/8/2018 EMP10004 Kevin ow.n i |; 2018 Demo Employee Hours Import w4 018 12:23 PM Text D
1/9/2018 EMP10004 i & Music -] 2018 Demo Employee Hours Import wid 6/1/2018 1209PM  Micros
R pr e e &= Pictures [Z 170802 example timeclock file week1 017 210PM  Text D
o e B! videos |_ 170802 example timeclock file week2 8/3/2N712:32PM Text D
e St i £ Local Disk (C) (5 170802 example timeclock file weeks 8/11/2017 217PM  Text D
1/12/2018 EMP10004 Kevin o Temporary Stora |=] 170802 example timeclock file weeks /82017 11:37T AM Text D
10/23/2018 EMP10003 Tom — Addi Storage (€5 |=) 180415 example timeclock file 2018week15 Innovia d... 4/ 331PM  TextD
| 180427 leti lock file 2018week17Feeding T... 4/27/2018 10:39 AM  Text D
10/23/2018 EMP10003 Tom & Network v < = e e s J = > |
10/24/2018 EMP10003 Tom ) -
File narme: || | | ANl Files (") v
10/24/2018 EMP10003 Tom —_——

How to ACCESS THE HOURS DETAIL CROSS REFERENCE
Step 1. Select ‘Full Payroll Menu’

Demo Template Posted Documents v

Employees  Payroll Processing  Batch Payroll Processing

ACTIONS

-+ Payroll Document | > Full Payroll Menu.. | > Payroll Journal > PTO Journal [ Payroll Report Employee Accrual Report

Insights

Activities
PAYROLL DOCUMENTS PAYROLL BATCHES WAITING FOR APPROVAL

ALL OPEN ALL BATCHES MY BATCHES HOURS EMPLOYEE CH...
DOCUMENTS DOCUMENTS APPROVAL APPROVAL

5 5 0 0 2 0

Step 2. Select ‘HOURS DETAIL ENTRIES’

Page 71 of 117



Primo Payday

Step 3.

The ‘HOURS DETAIL’ table will appear: Select ‘Process’ drop down

Ref’
e

D365 Payroll

History Periodic Activities Setup

Transfer GL Entries to Vendor

Payroll Setup

Payrall Employee to

Piece Rate Entries

Employee Info Change
Approval

Payrell Commission Ledger

Hours Details

£ Search New B Edit List X Delete Process Show Attached

s Import Hours ) Import Hours Cross-Ref.
yepms B eMP10003  Tom Berenger
1/9/2018 EMP10003 Tom Berenger
1/10/2018 EMP10003 Tam Berenger
1/11/2018 EMP10003 Tom Berenger
1/12/2018 EMP10003 Tom Berenger
1/8/2018 EMP 10004 Kevin Costner
1/9/2018 EMP10004 Kevin Costner
1/10/2018 EMP10004 Kevin Costner
1/11/2018 EMP10004 Kewvin Costner
1/12/2018 EMP10004 Kevin Costner
10/23/2018 EMP10003 Tom Berenger
10/23/2018 EMP10003 Tom Berenger
10/24/2018 EMP10003 Tom Berenger

Step 4. Click ‘Choose’ and then select an available import file

03 Open in Excel

REGULAR
REGULAR
REGULAR
REGULAR
REGULAR
REGULAR
REGULAR
REGULAR
REGULAR
REGULAR
REGULAR
REGULAR
REGULAR

Primo Payday - 1

Setup Groups

QOther Setups.
S

Posting Setup

Payment Advances

menu. Select ‘Import Hours Cross —

Actions Less options E

€

WINBOR
WINBOR
WINEOR
WINBOR
WINBOR
WINBOR
WINBOR
WINEOR
WINBOR
WINBOR
WINBOR
WINEOR
WINBOR

[T N - T - I - DA - T - - DR - -
HER80000000o0ooin
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Tom
Tom
Tom
Tom
Tom
Kevin
Kevin
Kewvin
Kewvin
Kevin
Tom
Tom

Tom

x

=
Hours Details
£ search New B Edit List

O3 Import Hours Lt Import Hours Cross-R
1/8/2018 :  EMP10003
1/9/2018 EMP10003
1/10/2018 EMP10003
1/11/2018 EMP10003
1/12/2018 EMP10003
1/8/2018 EMP10004
1/9/2018 EMP10004
1/10/2018 EMP10004
1/11/2018 EMP10004
1/12/2018 EMP10004
104/23/2018 EMP10003
10/23/2018 EMP10003
10/24/2018 EMP10003
10/24/2018 EMP10003

3.2. To Add PTO Hours

Tom

SELECT TAB DELIMITED TXT FILE FOR IMPORT /

cancel

P i ]
& ChooseFile to Upload x
+ » ThisPC » Desktop » timeclockfiles w O Search timeclock files o
Organize = MNew fprier — a—
timeclock files |* Name - Date modified Type
B This PC |=] 2018 Demo Employee Hours Import wk2 6/1/2018 12:20 PM Text D
[ Desktop @°] 2018 Derno Employee Hours Import wk2 018 12:06 PM Micro:
_] I |= 2018 Demo Employee Hours Import wk3 6/1/2018 12:22 PM Text D
@7 2018 Demo Employee Hours Import wk3 6/1/2018 12:08 PM Micros
Jy Downloads - N
|=| 2018 Derno Employee Hours Import wid ext D
d Music -] 2018 Demo Employee Hours Import wid Micros
&=/ Pictures |1 170802 example timeclock file week1 Text D
B Videos | _ 170802 example timeclock file week2 ext D
e Local Disk (C:) |=1 170802 example timeclock file weekf et D
Temporary Stora ; 170802 example timeclock file weeks Text D
-
o Addl Storage (€] = 180415 example timeclock file 2018week15 Innovia d... ext D
|=] 180427 example timeclock file 2018week1TFeeding T... ext Di o
% Network v < >
File name: || ~ | |AllFiles (") v
P —

To ADD EMPLOYEE PTO HOURS
Step 1. From ‘Payroll Employee Card’ select ‘PROCESS’ and the select ‘PTO Hours’
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&  PAYROLL EMPLOYEE CARD + Til]
EMP10002

New Process Report Show Attached Navigate Report Less options

&2 salary sm PTO Hours C7 Create PTO Hours from Template G Create Employee Salary
#8 Deductions [ Create Deductio...s from Template [ Create HR Tracking Info
- e e | . R |
First Mame |Gwen ‘ State | CA ~ |
Middle Name | ‘ Statutory Employee @

Last Name | Stefani ‘ Job Title | |
Suffix | | Blocked D

Initials | ‘ Comment | |
Address | 123 Heartbreak Rd ‘ Comment 2 | |
Zip Code |9[}21O ‘ Last Review Date | |

Step 2. The ‘Payroll Employee PTO List’ will open. Click ‘+New’

&
Payroll Employee PTO List
2 search Manage  Show Attached @3 Open in Excel

ALLOW

NEGATIVE HOURS PER YEAR TO
EARNINGS CODE STARTING DATE HOURS REMAINING ~ HOURS HOURS LIMIT ACCRUE LUMP SUM HOURS
PERSCONAL DAY - 1/2/2018 3.69 120.00 40.00 0.00
SICK PAY oo0 O 0.00 0.00 0.00

Step 3. The ‘Employee PTO Card’ will open
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“ EMPLOYEE PTO CARD

EMP10002

Show Attached

General

Primo Payday - 1

Earnings Code
Starting Date
Hours Remaining

Hours Limit

Lump Sum Setup

0.00

Allow Negative Hours
Year Carryover

Carryover Hours Limit

i

y

y

Use Lump Sum Hours

Lumip Sum Hours

Accrual per Pay Period Setup

-/

Anniversary Date

Step 4.

For the ‘Earnings Code’ field, select an earnings code from the available options in the drop down menu.
@ + ®

& EMPLOYEE PTO CARD

EMP10002

Show Attached

General

Earnings Code

Allow Negative Hours

Starting Date

Hours Remaining

Hours Limit

CODE

BONUS

OTHER
PERSOMAL DAY
SICK PAY

DESCRIPTION
Bonus

Other
Personal Day
Sick Pay

Fryover

ler Hours Limit

Lump Sum Setup I

VACATION PAY

Vacation Pay

- N
® )

_

i )
)

Use Lump Sum Hours

Lump Sum Hours

Accrual per Pay Period Setup

Step 5.

Select from full list

+ New
-—

Anniversary Date

Enter a ‘Starting Date’ for the PTO Hours to begin accruing by entering a date or selecting one from the

drop down menu
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EMPLOYEE PTO CARD (2) + fil
N
Show Attached A
~
General
Eamings Code VACATION PAY ~ Allow Negative Hours ’._
Starting Date 5;’1?,-’2[)18| * EI Year Carryover ®
Hours Remaining 4 May 2018 > 0.00 Carryover Hours Limit
Me Tu We Th F  Sa Su
Hours Limit
1 2| 3] 4] s|| s
7 B 8 ®w n| 12 2
u 1% 1% 18 19 20
Lump Sum Setup Al Gl L cll o
2 2% a1 N
Use Lump Sum Hours T Done Anniversary Date
Lump Sum Hours
Accrual per Pay Period Setup 5

Step 6. Enter an ‘Hours Limit’. This is the maximum amount of hours that can accrue each year

/L

EMPLOYEE PTO CARD

EMP10002

Show Attached

General

@)

t ]

Earnings Code
Starting Date

Hours Remaining

VACATION PAY

5172018

0.00

Hours Limit

aq x |

Lump Sum Setup

Allow Megative Hours
Year Carryover

Carryover Hours Limit

=
[}

Use Lump Sum Hours

Lump Sum Hours

Accrual per Pay Period Setup

Step 7.
If you wish to allow negative hours or allow unused PTO Hours to carry over each year amount, set the

appropriate sliders to True. If you set the “Year Carryover’ to True you can enter a ‘Carryover Hours Limit’.
The ‘Carryover Hours Limit’ is the amount of accrued hours they can carryover from the previous year.

Anniversary Date
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NOTE: ‘ALLOW NEGATIVE HOURS’ means that an employee can use hours that they have not yet
accrued. This is most commonly utilized with Vacation Time for new employees.

&  EMPLOYEE PTO CARD (&) T i
EMP10002

Show Attached

General

Eamnings Code VACATION PAY v Allow Negative Hours -

Starting Date 5/17/2018 E Year Carryover ‘)

Hours Remaining 0.00 Carryover Hours Limit | 80[ x
Hours Limit 80.00

Lump Sum Setup

Use Lump Sum Hours - / Anniversary Date

Lump Sum Hours

Accrual per Pay Period Setup

NOTE: In most cases, companies will either utilize ‘LUMP SUM SETUP’ or the ‘ACCRUAL PER PAY
PERIOD SETUP'.

3.2.1. Lump Sum Setup Procedure

LUMP SUM SETUP PROCEDURE

Step 1.
If you wish to utilize the ‘LUMP SUM SETUP’, set the ‘Use Lump Sum Hours’ to True. At which point the
‘Lump Sum Hours’ and ‘Anniversary Field’ will become editable.
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< EMPLOYEE PTO CARD

EMP10002

Primo Payday - 1

Show Attached £l
General o)
Earnings Code VACATION PAY R Allow Negative Hours [ @

Starting Date 5/17/2018 i Year Carryover [ o

Hours Remaining 0.00 Carryover Hours Limit 80.00 .
Hours Limit 80.00

Lump Sum Setup

Use Lump Sum Hours .... Anniversary Date
JLump Sum Hours

(Accrual per Pay Period Setup &

Step 2. Enter the lump sum hours and the anniversary date for the hours in the corresponding fields.
& EMPLOYEE PTO CARD (2 + B8

Show Attached 2

General £

Eamings Code 'VACATION PAY v Allow Negative Hours [ o]

Starting Date 5172018 i Year Carryover m‘

Hours Remaining 0.00 Carryover Hours Limit 80.00 .

Hours Limit &0.00

Lump Sum Setup

LUze Lump Sum Hours m Anniversary Date 1/1/2019 .

Lump Sum Hours 80,00

Accrual per Pay Period Setup o

Step 3. Click the ‘Back’ button
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EMP10002

Show Attached -
~

General

Earnings Code VACATION PAY . Allow Negative Hours -

Starting Date 5/17/2018 i Year Carryover L@

Hours Remaining 0.00 Carryover Hours Limit 80.00

Hours Limit 80.00

Lump Sum Setup

Use Lump Sum Hours "‘ Anniversary Date 1/1/219 i}
Lump Sum Hours 80.00
Accrual per Pay Period Setup ¥

Step 4.
Now OPEN the PTO Journal. Enter ‘PTO Journal’ in the SEARCH BAR and select ‘PTO Hours Journal’

Payroll Empl

&« TELL ME WHAT YOU WANT TO DO ey

pto Jt‘llll’l‘la|| x I

Payroll Employ

Go to Pages and Tasks
Search + New Mary = A

PTO Howrs Journa Tasks

EARNINGS CODE STrmemerwmie — rrewne norrwree ot e s LUMP SUM HOURS

Step 5. The ‘PTO HOURS JOURNAL’ will appear.

€ PTO HOURS JOURNAL
Batch Mame DEFAULT
Manage Pracess Actions Less options
AY CYCLE PERIOL
POSTING DATE DOCUMENT NO. EMPLOYEE NO. PAY CYCLE PERIOD ENDING DATE EARNINGS CODE HOURS
/23/20 X [ 0.00

Step 6. Select ‘Actions’ > ‘Functions’ > ‘Calc. Lump Sum Hours’
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<  PTO HOURS JOURNAL

Batch Name DEFAULT

Manage Process Less options a~

R Accruals Carryover DOCUMENT NO. EMPLOYEE NO. FAY CYCLE PERIOD ENDING DATE EARNINGS CODE HOURS

0.00
1 B Cale. Lump Sum Hours F

Step 7.
Enter an ‘Anniversary Start Date’ and ‘Anniversary End Date’ range that includes the lump sum anniversary
date you entered in the ‘LUMP SUM SETUP’ the click ‘OK’.

EDIT - ACCRUALS CARRYOVER /

Lump Sum Date Range

Anniversary Start Date 1/1/2019
Anniversary End Date 5/31/2018
OPTIONS

Auto-Change Anniversary Date L @)

Payroll Employee

Show results:

Where: | No. is: v

(0] 4 Cancel
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3.2.2. Accrual Per Pay Period Setup

Procedure

Primo Payday - 1

ACCRUAL PER PAY PERIOD SETUP PROCEDURE

Step 1.

If you elect to utilize the ‘ACCRUAL PER PAY PERIOD SETUP’, enter the ‘Hours per Year to Accrue’ then

click the ‘Back’ button.

“— EMPLOYEE PTO CARD

EMP10002

Show Attached

o e

Starting Date 1/1,2018
Hours Remaining

Hours Limit

Lump Sum Setup

0.00

&0.00

Year Carryover

Carryover Hours Limit

80.00

Use Lump Sum Hours

Lumip Sum Hours

Accrual per Pay Period Setup

Anniversary Date

Hours per Year to Accrue

80.00] % |

Step 2.

Review the newly added PTO hours in the ‘Payroll Employee PTO List’ then click the ‘Back’ button.

e

Payroll Employee PTO List

L Search + New Manage Show Attached B8 Open in Excel =
ALLOW
NEGATIVE HOURS PER YEAR TO
EARNINGS CODE STARTING DATE HOURS REMAINING ~ HOURS HOURS LIMIT ACCRUE LUMP SUM HOURS
PERSONAL DAY 1/2/2018 369 & 120.00 40.00 0.00
SICK PAY coo O 0.00 0.00 0.00
VACATION PAY i 1/1/2018 200 M 80.00 80.00 0.00
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3.3. PTO Hours Journal

The ‘PTO HOURS JOURNAL'’ allows users to adjust an employee’s accrued hours in 2 possible ways;

1. Adjusting an employee’s accrued hours (+ or -) for any available PTO Hours earnings codes
2. Carrying over available PTO hours from the previous year

3.3.1. How to Adjust Employee PTO Hours

How to ADJUST EMPLOYEE PTO HOURS

Step 1. Select ‘Search’ icon and enter ‘PTO Hours Journal’. Then select ‘PTO Hours Journal’.

yroll Processing  Batch Pa

|pro hours joumal x

Go to Pages and Tasks

> ayroll Men
> Full Payroll Mentg | PTO Hours Journa

Step 2. The ‘PTO Hours Journal’ will open. Adjust Employee PTO Hours by entering ‘Posting Date’
NOTE: POSTING DATE is the date the hours will be added or removed from employee’s PTO Hours

Batch Name DEFAULT

Manage Process Actions Less options

WSTING DATE OCUMENT NO, EMPLOYEE NO, JAY CYCLE PERIOD NDING DAT EARNIMNGS ¢

11/25/2018 | 0.00

Step 3. Enter a Document number in the ‘' DOCUMENT NO.’ field
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€ PTO HOURS JOURNAL

Batch Name

Mana ge Process

POSTING DATE
11/25/2018

Actions

DOCUMENT NO.

DEFAULT

Less options

EMPLOYEE NO.

PAY CYCLE PERIOD

PAY CYCLE PERIOD
ENDING DATE

EARNINGS CODE

Primo Payday - 1

HOURS
0.00

Step 4. Enter ‘EMPLOYEE NO.’ in ‘Employee No.’ Field or select one from the drop down menu

€  PTO HOURS JOURNAL

Batch Name

Manage

POSTING DATE
11/25/2018

Process

DEFAULT
Actions Less options
PAY CYCLE PERIOD
DOCUMENT NO. EMPLOYEE NO. PAY CYCLE PERIOD ENDING DATE
[ Pioooo0000025 |

NO. FIRST NAME LAST NAME HIR
EMP10002 Gwen Stefani T
EMP10003 Tom Berenger 1
EMP10004 . Kevin Costner |
EMP10005 Meg Ryan 1
EMP10007 Dwight Fidelis v

L 4 >

+ New Select from full list

Step 5. Select ‘PAY CYCLE PERIOD’ from ‘Pay Cycle Period’ drop down menu.

EARNINGS CODE
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“— PTO HOURS JOURNAL

Batch Name

Manage Process Actions Less options

POSTING DATE DOCUMENT NO.

11/25/2018 FIODO00000025 EMP10004

Step 6.

EMPLOYEE NO.

DEFAULT

PAY CYCLE PERIOD

Primo Payday - 1

PAY CYCLE PERIOD ENDING DATE EARNINGS CODE HOURS
| 0,00
STARTING
NAME DESCRIPTION DATE
Week 6 2018 2/4/2018  2/10/2018 5
Week 7 2018 2Mpms  2/17/2018
Week 8 2018 2/18/2018  2/24/2018
Week 9 2018 2/25/2018
Week 102018 | § 30422018 31102018
.
< >
+ New Select from full list |

‘PAY CYCLE PERIOD END DATE’ field will automatically populate.
Select ‘EARNINGS CODE’ from ‘Earnings Code’ field drop down menu (only earnings codes that are setup
to be available as PTO Hours will be available in the dropdown).

< PTO HOURS JOURNAL

Batch Name

Manage Process Actions Less options

POSTING DATE DOCUMENT NO.

11/25/2018 PJO0000000025 EMP10004

Step 7. Enter ‘HOURS' in ‘Hours’ field.

EMPLOYEE NO.

DEFAULT

PAY CYCLE PERIOD
Week 10 2018

PAY CYCLE PERIOD

ENDING DATE EARMINGS CODE HOURS
|3/1072018 1| 0.00
CODE DESCRIPTION
BOMNUS Bonus
OTHER Other
PERSONAL DAY Personal Day
SICK PAY Sick Pay
VACATION PAY Wacation Pay
+ New Select from full list
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€  PTO HOURS JOURNAL

Batch Name DEFAULT
Manage Process Actions Less options N
PAY CYCLE PERIOD
POSTING DATE DOCUMENT NO. EMPLOYEE NO. PAY CYCLE PERIOD ENDING DATE EARMINGS CODE HOURS
11/25/2018 PJOD0D0000025 EMP10004 Week 10 2018 3/10/2018 PERSOMAL DAY I 16,00 % |

NOTE: By using the negative sign in ‘Hours’ field, you will decrease the employee PTO Hours by that
amount.

Step 8. Select ‘ACTIONS’ > ‘“+Posting’ > ‘“+Post’

&~ FTO HOURS JOURNAL

Batch Name DEFAULT

Manage Process Less options

Functions = Posting
POSTING DA T NO. EMPLOYEE NO. PAY CYCLE PERIOD ENDING DATE EARNINGS CODE
11/25/2018 PJOOOOO000025 EMP10004 Week 10 2018 3/10/2018 PERSONAL DAY

Step 9. Click ‘Yes’ in pop up window when asked ‘Do you want to post journal entries?’

'? Do you want to post the journal lines?
n L

Yes Mo

Step 10. Click ‘Ok’ on final pop up window

Page 85 of 117



Primo Payday Primo Payday - 1

FT WSS LIS D

o The journal lines were successfully posted.

QK

How to execute PTO HOURS CARRYOVER

Step 1. Open PTO Hours Journal, select ‘ACTIONS’ > ‘Functions’ > ‘Accruals Carryover

& PTO HOURS JOURMAL

PTO Hours Journal

Batch Name DEFAULT

Manage Process | Actions Less options

| Accruals Carryover DOCUMENT NO. EMPLOYEE NO. PAY CYCLE PERIOD ENDING DATE

Calc. Lump Sum Hours

Step 2. ‘EDIT PTO CARRYOVER’ screen opens
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EDIT - PTO CARRYOVER /'

Options

Date 12/31/201 X

PTO Carryover Date Range

Payroll Employee

Show results:

| Where: | No. V] s v

Ok Cancel

Step 3.

Enter a ‘Date’ and then enter a ‘PTO Carryover Date Range’ or ‘Date Formula’

The ‘Date’ will determine how the ‘PTO Carryover Date Range’ formula will calculate the hours to carryover.
For example, if you set a date of ‘12/31°2018’ and enter a ‘PTO Carryover Date Range’ of ‘1d’ then all hours
that are calculated to have accrued on the day of 12/31/2018 will be carried over.
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EDIT - PTO CARRYOVER

' Options
|
Date 12/31/2018
[} PTO Carryover Date Range 1c|| b
Payroll Employee
Show results:
|
| Where: | . is: v
oK Cancel

Step 4.
In ‘Payroll Employee’ section, filter desired employees.

Select available options that apply to your selected filter. In this case we are selecting an employee number.
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EDIT - PTO CARRYOVER /

Options

Date 12/31/2018
| PTO Carryover Date Range 1D

Payroll Employee

Show results:

| Where: | N, v ] s v

Ok Cancel

Step 5. Select from available employees in the drop down menu
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EDIT - PTO CARRYOVER

Step 6. Click ‘Ok’

Options
Date 12/31/2018
PTO Carryover Date Range 1D
Payroll Employee
Show results:
Where: | Ng, is: | EMP10004 X v
0K Cancel
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EDIT - PTO CARRYOWVER. I/'
Options

Date 12/31/2018
FTO Carryover Date Range 10

Payroll Employee

Show results:

Where: | No, is: | EMP10004 X
Ok Cancel

Step 7. Review the hours in the PTO Hours Journal

“ FTO HOURS JOURMAL

PTO Hours Journal

Batch Name

Manage Process Actions Less options
POSTING DAT ~ DOCUMENT NO, EMPLOYEE NO.
12/31/28 EMP10004
12/31/2018 EMP10004
1/1/2019 EMP10004
1412019

Step 8. Select ‘ACTIONS’ > ‘+Posting’ > ‘Post’

DEFAULT

PAY CYCLE PERIQD
Week 53 2018
Week 53 2018
Week 53 2018

PAY CYCLE PERIOD
ENDING DATE

1/5/2019
1/5/2019
1/5/2019

EARNINGS CODE
PERSOMNAL DAY
VACATION PAY
VACATION PAY

HOURS
-16.00
8.00
-8.00
0.00
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&  PTO HOURS JOURNAL

PTO Hours Journal

Batch Name
Manage Process Actions
Functions - # Posting
POSTING DA i} post
12/31/2018
12/31/2018
1/1/2019
17172019 B

Step 9. Click ‘YES’ in pop up window ‘Do you want to post the journal entries’

Primo Payday - 1

DEFAULT
Less options
T NO. EMPLOYEE NO. PAY CYCLE PERIOD
EMP10004 Week 53 2018
EMP10004 Week 53 2018
EMP10004 Week 53 2018

ENDING DATE

1/5/2019
1/5/2019
1/5/2019

EARNINGS CODE
PERSOMNAL DAY
VACATION PAY
VACATION PAY
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4. Processing

4.1. Batch Payroll Processing — Printed
Check

Synopsis:

With D365 US Payroll, users can process individual payroll documents or run payroll batches. This manual
will walk you through the steps for running and posting a payroll batch for ‘Weekly’ printed check
employees. However, these same steps can certainly be used to process a batch of employees for any pay
cycle.

Running a Payroll Batch

Step 1. Select ‘Full Payroll Menu’ from Home Screen

Demo Template Posted Documents

Employees  Payroll Processing  Batch Payroll Processing

ACTIONS

~+ Payroll Document  |> Full Payroll Menu..] > Payroll Journal > PTO Journal [E Payroll Report [ Employee Accrual Report
Insights

Activities

PAYROLL DOCUMENTS PAYROLL BATCHES WAITING FOR APPROVAL

ALL OPEN ALL BATCHES MY BATCHES HOURS EMPLOYEE CH...
DOCUMENTS DOCUMENTS APPROVAL APPROVAL

1 1

Step 2. Select * Batch Payroll Processing’ from menu options
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Payroll Processing

Payroll Employees
Payroll Pr

tch Payrall P

US Tax Reports.

Step 3.

Payroll Ledger Entries

Payroll Commission Ledger

D365 Payroll
Periodic Activities Setup

Transfer GL Entries

Payroll Setup
Ledger

Employee to
Accrue Payroll Expenses into
Financial Period
Create Employee Deductions
Create Employee PTO Setup

Create Employee HR Tracking

Primo Payday - 1

Setup Groups Posting Setup

SEREE————

Additional Lists.. Eamings

Templates. i

Update Tax Rates.. Employer Con

Paosition and Union Setup.. Reimbursements

The ‘Batch Payroll Processing List’ will appear. Select ‘New’ and the click ‘New’ from drop down menu

&«

T New

PYBA10010

0 oo

Batch Payroll Processing List

2 Search | MNew | Manage Show Attached

B8 Open in Excel Actions

Weekly Week & 2018

Il
N

WINBORNSQLDEVVMY,..

Step 4. The ‘Create Batch Payroll Processing’ screen will open. Select ‘Weekly’ pay cycle.
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EDIT - CREATE BATCH PAYROLL PROCESSING /'
Options Showmore
Pay Cycle

Pay Cycle Period

Payment Date
Posting Date
Payroll Calc. Formula e

Payroll Employee

Show results:

Where: | pjo. is: y
And: Employee Posting Group Is: ~
And: Direct Deposit Employee Is: v
Ok Cancel
Step 5.

Select a ‘Pay Cycle Period’ by clicking the ‘... and then selecting from the available menu options.
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EDIT - CREATE BATCH PAYROLL PROCESSING /
Options Show more
Pay Cycle

FPay Cycle Period

Payment Date
Posting Date
FPayroll Calc. Formula W

Payroll Employee

Show results:
Where: | pjo. is: y
And: Employee Posting Group Is: v
And: Direct Deposit Employee is: v

OK Cancel
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L Search + New 7 Edit List X Delete Process Show Attached 8 Open in Excel
PAY CYCLE PERIODS + New z
DEFAULT
STARTING EMNDING PAYMENT POSTING CALC. CL...
TYPE'Y MNAME DESCRIPTION DATE DATE DATE DATE FORMULA T
Weekly Week 2 2018 1/7/2018 1/13/2018 1/13/2018 1/13/2018 DIA
Weekly Week 3 2018 1/14/2018 1/20/2018 1/20/2018 1/20/2018 O
Weekly Week 4 2018 1/21/2018 1/27/2018 1/27/2018 1/27/2018 O
Weelkly Week 5 2018 1/28/2018 2/3/2018 2/3/2018 2/3/2018 O
Weeldy Weelk 6 2018 2/4/2018 2/10/2018 2/10/2018 2/10/2018 O
Weeldy Weelk 7 2018 2/11/2018 2/17/2018 2/17/2018 2/17/2018 O
Weeldy Week 8 2018 2/18/2018 2/24/2018 272472018 2/24/2018 O
Weeldy Week 9 2018 2/25/2018 3/3/2018 3/3/2018 3/3/2018 O
Weeldy Weelc 10 2018 3/4/2018 3/10/2018 3/10/2018 3/10/2018 O
Weelkly Week 11 2018 3112008 31772018 3/17/2018  3/17/2018 Ol
Weelkly Week 12 2018 3/18/2018  3/24/2018  3/24/2018  3/24/2018 Ol
Weekly Week 13 2018 3/25/2018  3/31/2018  3/31/2018  3/31/2018 Ol v
WALanlea s Wianl- 14 2018 Al N2 AMTIINA2 AMTINda AFTiIN18 )|_|
=]

Note: The ‘Payment Date’ and ‘Posting Date’ automatically coincide with the end of the pay cycle period.

The user can adjust these dates if needed
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EDIT - CREATE BATCH PAYROLL PROCESSING /
Dptinns Show more A
Pay Cycle Weekly

Pay Cycle Period Week 2 201 B| x

Payment Date 1/13/2018
Posting Date 1/13/2018
Payroll Calc. Formula _REGULAR e

Payroll Employee

Show results:

Where: | po. is: v

And: Employee Posting Group Is: ~

And: Direct Deposit Emplayee Is: v
OK Cancel

Step 6. In the ‘Payroll Employee’ section, set ‘Direct Deposit Employee’ filter to ‘No’ then click ‘Ok’
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EDIT - CREATE BATCH PAYROLL PROCESSING /
Options Show more
Pay Cycle Weekly

Pay Cycle Period Week 2 2018

Payment Date 1/13/2018
Posting Date 1/13/2018
Payroll Calc. Formula _REGULAR Y

Payroll Employee

Show results:
Where: | po. is: y

And: Employee Posting Group is: v

And: | Direct Deposit Employee s | (e | | v

I Ok Cancel

Step 7. The ‘Edit-Batch Payroll Processing’ screen will open.
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Batch Functions Related Information Posting Actions Navigate Less options
EDIT - BATCH PAYROLL PROCESSING 27'
Batch ID ‘ PYBAT0012 ‘ <
SEND
DIRE... CHECK
EMPLOYEE POSTING PAYMENT DEPOS  BY C
MO, MO, FIRST NAME LAST NAME DATE DATE EMPLO E-MAIL P
PRP10043 . EMP10009 Harrison Ford 1/13/2018 1/13/2018 No No
PRP10044 EMP10010 Britney Spears 1/13/2018 1/13/2018 No No
< >
EMPLOYEE VACATION SICK LEAVE AMOUNT
2 0 0 0.00
Step 8.
Select all payroll documents within the Batch.
Batch Functions Related Information Posting | Actions Navigate Less options
EDIT - BATCH PAYROLL PROCESSING /'
Batch ID ‘ PYBA10012 ‘ <
SEND
DIRE... CHECK
EMPLOYEE POSTING PAYMENT DEPOS  BY
M N NO. FIRST NAME LAST NAME DATE DATE EMPLO  E-MAIL
¥ PRP10043 EMP10009 Harrison Ford 1/13/2018 1/13/2018 No No
¥ PRP10044 EMP10010 Britney Spears 1/13/2018 1/13/2018 No No
< >
EMPLOYEE VACATION SICK LEAVE AMOUNT
2 0 0 0.00
Step 9.

» Select ‘Actions
» Select ‘Check’
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* Select ‘Print All Checks’

Batch Functions Related Information Posting Actions Mavigate Less options
Batch Functions ~ Check Check Stub ~ £2 Flectronic Payments - = Posting -
Gl print Check...
Batch ID | <
%3 Print All Checks...
SEND
EX Void Check DIRE..  CHECK
EMPLOYE POSTING PAYMENT DEPOS  BY
M No. NO. [ Xvoid All Checks IE DATE DATE EMPLO  E-MAIL
¥ PRP10043 EMP100C 1/13/2018 1/13/2018 No No
@ Print All Checks Override Direct Deposit...
vl PRP10044 EMP1001 1/13/2018 1/13/2018 No No
< >
EMPLOYEE VACATION SICK LEAVE AMOUNT
2 0 0 0.00
Step 10.

Primo Payday - 1

The ‘Edit- Payroll Check’ screen will open. Click ‘Send to...PDF’ if you wish to review the checks in PDF

format
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EDIT - PAYROLL CHECK

Options
Bank Account WWE-CPERATING K o
Last Check Mo, 212
Reprint Check D
Test Print D
Owerride Direct Deposit D
Send to.. Print Preview Cancel

o Choaose file type...

® PDF Document

) Microsoft Word Document

() Microsoft Excel Document

Cancel

Primo Payday - 1
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Step 11.

* Select ‘Actions’

* Select ‘“+Posting’
* Select ‘ Post’
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Batch Functions Related Information Posting Actions Navigate Less options
Batch Functions Check Check Stub ~ £9 Electronic Payments # Posting v =
@T Post...
Batch ID PYBA10012 ¢
Eﬁ Post and Print...
SEND
Trj Transmit and Post... DIRE.. CHECK
EMPLOYEE ENT  DEPOS  BY
NO. NO. FIRST NAME LASTNAME % poct and Print Batch Register... EMPLO  E-MAIL
I PRP10043 - EMP10009 Harrison Ford 11372008 171372018 No No
¥ PRPI0044 i EMP10010 Britney Spears 1132018 1/132018  No No
< >
EMPLOYEE VACATION SICK LEAVE AMOUNT
2 0 0 0.00
Close
Step 12.

The ‘Edit-Batch Post Payroll Processing’ screen will appear. You

just click ‘OK’

can adjust the posting date if needed. Or
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Options

Posting Date 1/13/2018

Payment Date 1/13/2018

Transmit

:| Payroll Header

-

SMHOW PESLINTS:

Where: | Batch ID s> | PYBA10012

<

And: Mo. ﬂ is
And: Employee No. ﬂ is
1 And: Posting Date ﬂ Is

0K

Cancel

Congratulations! You’ve successfully run a payroll batch and then posted the batch!

4.2. Batch Payroll Processing — Direct

Deposit

Synopsis:

With D365 US Payroll, users can process individual payroll documents or run payroll batches. This manual

will walk you through the steps for processing a payroll batch for Direct Deposit Employees.

Running a Payroll Batch
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Step 1. Select ‘Batch Payroll Processing’ from Home Screen

Demo Template Posted Documents

Employees  Payroll Processing | Batch Payroll Processing

ACTIONS
=+ Payroll Document > Full Payroll Menu.. > Payroll Journal > PTO Journal [ Payroll Report  [E] Employee PTO Report

Insights

Activities
PAYROLL DOCUMENTS PAYROLL BATCHES WAITING FOR APPROVAL

ALL OPEN ALL BATCHES MY BATCHES HOURS EMPLOYEE CH...
DOCUMENTS DOCUMENTS APPROVAL APPROVAL

0 0 0 0

Step 2.
The ‘Batch Payroll Processing List’ will appear. Select ‘New’ and the click ‘New’ from drop down menu

&«

Batch Payroll Processing List

2 Search | New | Manage Show Attached B8 Open in Excel Actions Less options =
T New +
PYBA10010 : 2f10/2018 2/10/2018 Weekly Week & 2018 WINEORNSQLDEVVM\,..

Step 3. The ‘Create Batch Payroll Processing’ screen will open. Select a pay cycle.
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EDIT - CREATE BATCH PAYROLL PROCESSING

4

Options Showmore
Pay Cycle
Pay Cycle Period
Payment Date
Posting Date
Payroll Calc. Formula _REGULAR e
Payroll Employee
Show results:

Where: | pjo. is: y

And: Employee Posting Group Is: R

And: Direct Deposit Employee Is: v

Ok Cancel
Step 4.

Select a ‘Pay Cycle Period’ by clicking the ‘... and then selecting from the available menu options.
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Options

EDIT - CREATE BATCH PAYROLL PROCESSING

Show more

Pay Cycle

Fosting Date

Show results:

Pay Cycle Period

Payment Date

Payroll Calc. Formula

Payroll Employee

Semimonthly

Where:

MNao.

And:

Employee Posting Group is:

_REGULAR N
is: Ny
R

And:

Direct Deposit Employee Is:

Cancel
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2 search + New B Edit List X Delete Process Show Attached 8 Open in Excel

PAY CYCLE PERIODS  + New /'

DEFAULT
STARTING ENDING PAYMEMNT POSTING CALC. CL...

TYPEY MNAME DESCRIPTION DATE DATE DATE DATE FORMULA h 4
Semimonthly August 2nd Peri... 8/16/2018 8/31/2018 8/31/2018 8/31/2018 O P
Semimonthly September 1st P... 9/1/2018 9/15/2018 9/15/2018 9/15/2018 O
Semimonthly September 2nd... 9/16/2018 9/30/2018 9/30,/2018 9/30/2018 O
Semimonthly October 1st Peri... 10/1/2018 10/15/2018 10/15/2018 10/15/2018 O
Semimonthly October 2nd Per... 10/16/2018 10/31/2018 10/31/2018 10/31/2018 ]
Semimonthly Movember 15t P... 11/1/2018 11/15/2018  11/15/2018 11/15/2018 O
Semimonthly November 2nd P... 11/16/2018 11/30/2018 11/30/2018 11/30/2018 O
Semimonthly December 1st Pe... 12/1/2018 12/15/2018  12/15/2018 12/15/2018 O
Semimonthly December 2nd P... 12/16/2018  12/31/2018  12/31/2018  12/31/2018 O
Semimonthly January 1st Perio... 1/1/2019 1/15/2019 1/15/2019 1/15/2019 O
Semimonthly January 2nd Peri... 1/16/2019 1/31/2019 1/31/2019 1/31/2019 O
Semimonthly February 1st Peri... 2/172019 2/15/2019 2/15/2019 2/15/2019 O v

(Cnmimnni—lnlu Crakritans Tmd Da PG DIIRINAG IR NG 238 N14 )'_|

oK Cancel

Note: The ‘Payment Date’ and ‘Posting Date’ automatically coincide with the end of the pay cycle period.

The user can adjust these dates if needed
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EDIT - CREATE BATCH PAYROLL PROCESSING /'
Options Show more
Pay Cycle Semimonthly

Pay Cycle Period October 2nd Period 20184 x

Payment Date 10/31/2018
Posting Date 10/31/2013
Payroll Calc. Formula _REGULAR S

Payroll Employee

Show results:

Where: | po. is: w

And: Employee Posting Group is: \,
And: Direct Deposit Employee Is: v
aK Cancel

Step 5. In the ‘Payroll Employee’ section, set ‘Direct Deposit Employee’ filter to ‘Yes’ then click ‘Ok’
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Options

EDIT - CREATE BATCH PAYROLL PROCESSING

Pay Cycle

Fay Cycle Period

Semimonthly

October 2nd Period 2018

Payment Date 10/31/2018
Posting Date 10/31/2013
Payroll Calc. Formula _REGULAR S
Payroll Employee
Show results:
Where: | no. is: y
And: Employee Posting Group is: o
And: Direct Deposit Employee s |

Cancel

Step 6. The ‘Edit-Batch Payroll Processing’ screen will open.
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Batch Functions Related Information Posting Actions Navigate Less options
EDIT - BATCH PAYROLL PROCESSING I/‘
Batch ID ‘PYBA‘]OUM ‘
SEND
DIRE... CHECK
EMPLOYEE POSTING PAYMENT DEPOS  BY C
NO. NO. FIRST NAME LAST NAME DATE DATE EMPLC E-MAIL P
PRP10071 EMP10002 Gwen Stefani 10/31/2018 10/31/2018 Yes No
PRP10072 EMP10005 Meg Ryan 10/31/2018  10/31/2018  Yes No
PRP10073 EMP10012 Tim Smith 10/31/2018  10/31/2018  Yes No
< >
EMPLOYEE VACATION SICK LEAVE AMOUNT
3 0 0 0.00
Step 7.
Select all payroll documents within the Batch.
Batch Functions Related Information Posting | Actions Navigate Less options
EDIT - BATCH PAYROLL PROCESSING /'
Batch ID ‘ PYBA10021 ‘ <
SEND
DIRE.. CHECK
EMPLOYEE POSTING PAYMENT DEPOS  BY
M NO. NO. FIRST NAME LAST NAME DATE DATE EMPLO  E-MAIL
¥ PRP10071 :  EMP10002 Gwen Stefani 10/31/2018 10/31/2018 Yes No
¥ PRP10072 :  EMP10005 Meg Ryan 10/31/2018 10/31/2018 Yes No
¥ PRP10073 :  EMP10012 Tim Smith 10/31/2018 10/31/2018 Yes No
< >
EMPLOYEE VACATION SICK LEAVE AMOUNT
3 0 0 0.00
Step 8.
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* Select ‘Actions’
* Select ‘Electronic Payments’
* Select ‘Export’

Primo Payday - 1

Batch Functions Related Information Posting Actions Navigate Less options
Batch ~ Functions ~ Check ~ Check Stub &2 Electronic Payments ~~ = Posting
| I Export...
Batch ID PYBA1
Xy
L& Void...
EMPLOYEE POSTING PAYMENT
MO, NO. FIRST NAME LAST NAME DATE DATE
PRP10071 :  EMP10002 Gwen Stefani 10/31/2018& 10/31/2018
PRP10072 :  EMP10005 Meg Ryan 10/31/2018 10/31,/2018
PRP10073 :  EMP10012 Tim Smith 10/31/2016 10/31/2018
<
EMPLOYEE VACATION SICK LEAVE AMOUNT
3 0 0 0.00
Step 9.

« Select ‘Actions’
« Select ‘Check Stub’

_L:]
<
SEND 1
DIRE... CHECK
DEPOS  BY
EMPLO  E-MAIL
Yes No
Yes No
Yes Mo
>

Close

« Select ‘Print All Check Stubs’ or ‘Email all Check Stubs’ depending on the settings of the employees within

the batch
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Batch Functions Related Information Posting Actions Navigate Less options
Batch Functions Check Check Stub ~ Z2 Electronic Payments ~ = Posting
Bl Print Check Stub...
Batch ID
Bl Print All Check Stubs...
|
E1 Email Check Stub
EMPLOYEE POSTING PAYMENT
1 NO. NO. FIRSTN. =9 Email All Check Stubs DATE DATE
PRP10071 EMP10002 Gwen _ 10/31/2018 10/31,/2018
@ Print All Check Stubs Email Override...
PRP10072 EMP10005 Meg 10/31/2018 10/31/2018
PRP10073 EMP10012 Tim Smith 10/31/2018 10/31/2018
<
EMPLOYEE VACATION SICK LEAVE AMOUNT
3 0 0 0.00
|
Step 10.

SEND

DIRE..  CHECK
DEPOS  BY
EMPLO  E-MAIL [

Yes
Yes
Yes

MNo
No

No
>

Close

The ‘Edit- Payroll Check’ screen will open. Click ‘Send to’ and then select from available options. Then click

‘Ok’
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EDIT - PAYROLL CHECK

| Send to.. |

Print

Preview

Cancel

o Choose file type...

® PDF Document

() Microsoft Word Document

() Microsoft Excel Document

Step 11.

» Select ‘Actions’
* Select ‘“+Posting’
* Select ‘ Post’

Cancel

Primo Payday - 1
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Batch Functions Related Information Posting Actions Navigate Less options
Batch Functions ~ Check ~ Check Stub &2 Electronic Payments - = Posting -
@T Post... -
Batch ID PYBAT0021 ¢
E‘F Post and Print... '
1 SEND B
_|+|_'1 Transmit and Post... DIRE.. CHECK
EMPLOYEE ENT DEPOS  BY
1 . | |
. NO. NO. FIRST NAME LASTNAME B post and Print Batch Register.. EMPLO  E-MAIL
PRP10071 :  EMP10002 Gwen Stefani 1073172018 10731/2018  Yes No
PRP10072 :  EMP10005 Meg Ryan 10/31/2018 10/31/2018 Yes No
PRP10073 :  EMP10012 Tim Smith 10/31/2018 10/31/2018 Yes No
< >
EMPLOYEE VACATION SICK LEAVE AMOUNT
3 0 0 0.00
Close
Step 12.

The ‘Edit-Batch Post Payroll Processing’ screen will appear. You can adjust the posting date if needed. Or
just click ‘OK’
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EDIT - BATCH POST PAYROLL PROCESSING

Options
Posting Date X
Payment Date 10/31/2018
Transmit ®
Payroll Header
Show results:
Where: | Batch ID ™| = | pyBA10021
And: No. El is v
And: Employee No. E| s v
And: Posting Date EI Is

OK ﬂ Cancel

Congratulations! You’ve successfully run a payroll batch and then posted the batch!
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