PAYOPTIONS

PayOptions Guide to Process Payroll

Select the “CyberPay Online Phoenix” application and then click on the “Payroll” tab.

appLicaTion s | CyberPay Online Phoenix v

The payroll tab allows users to import and/or enter payroll data.

Payroll Employees Payroll Reports = Company ESS Information myHR Support Center QuickBooks Online (BETA)
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These icons are laid out to step you through the payroll process from left to right.

Employee Setup
The “Employee Setup” icon is a short cut to the “Employees” tab. Click this if you need to make employee
edits such as rate changes or one-time adjustments to deductions, benefits, and/or taxes. More detail on the

“Employees” tab will be provided in the next section. Note: Some user accounts prevent Employee Setup
changes.

Company & Dates
This is the first step of the payroll process.

Set up Payroll

Company: 3333 - All States Simple Monthly 941 v
Override:
From Date: 01/11/2015
To Date: 01/17/2015
Check Date: 01/23/2015

L ENEE 0

Select the Company for which you wish to run payroll from the Company box (see image above). Users will
see all the companies associated with their account in this list. Note: Users can first go to the “Company” tab
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and “Select” the company that they want to work with. When this is done first, that company will be selected
here and you would not be able to change the company.

If the From, To, and Check Dates are correct, click the “Save” button here. These dates are for the next payroll
listed in the company’s calendar at PayOptions. If these dates are not correct, click the override option. You
will then be allowed to enter your own dates or pick another check date from the Calendar. Remember to click

the Save button when finished.

Company:

Set up Payroll

Chris R Us
Override: '
From Date: 03/22/2015
To Date: 03/28/2015
Check Date: 04/01/2015
Calendar: 04/01/2015 *

Note: You may receive the pop-up shown below if the dates that you entered are not in the standard order
(From Date < To Date < Check Date). If the dates are correct, click Proceed. If not, click Edit to change the

dates.

Set up Payroll

Dates are not in the standard order:
From Date = To Date = Check Date
Please verify that the dates below are correct.

From Date: 05/31/2016

Ta Date: 0571442016

Check Date: 05/20/ 2016
Proceed Edit

You might also get this pop-up if the check date that you specified is less than the current date. Payrolls with
check dates in the past can’t be processed through CPO Phoenix.

Message

The check date cannct be earlier than today.

QK

Note: When in the “Time Import”, “Enter Payroll”, and “View Totals” steps, you can also navigate through the
steps by clicking on the arrows at the top of those screens.
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[ Empojecseno 3 Company ¥ Tmeimpor  SRRNSTTTTE View Totals Submit Payroll Review Payrol |
Import Time

If the company is set up for one of the time keeping methods, click on the “Import Time” icon. PayOptions will
give you additional directions on this process if you are using our time keeping application.

Enter Payroll View Totals Submit Payroll Review Payrol

Time Clock Data Import
Start Date (mm/ddlyyyy): | 03/27/2016

End Date (mm/ddlyyyy): | 04/02/2016

Delete Current Data Before Importing: L
Select Import Format: | Opjine Timekeeping v
Select Unique Employee Field: | Employee Id v
Timekeeping Version: | Matje ¥

| Choose File | Mo file chossn

Import Back to Menu

Enter Payroll

Click on the “Show/Hide Columns” button (top-left) to add or remove columns. For example:
e You can hide the Job column if you don’t use jobs for cost allocations.
e You can add the Override wage if you pay employees different rates routinely.

Chris New Company Payroll Details Save || Back to Menu || Holds |
Show / Hide coumns | | % Add Row | Search:
showing 1 10 3 of 3 entries Previous | 1 Next
Add Chk Pay Type Hours/Amount Wage Total Location Department Del
Jones, Chris (1004)
Hourly # 8 1356 $108.4800 Annexs# Admin # -
Hourly# a 1356 $122.0400 Annex s Admin # =)
Hourly# 10 13.56 51356000 Annex# Admin# =]
showing 1 1o 3 of 3 entries Previous | 1 | MNext

The Pay Type, Location, and Department columns have filters located below the headers. Enter the desired
value in the box to filter the pay grid.

Click the green “+” sign to the left of a pay type to add another record with that same pay type to the employee.
This would be necessary to apply different jobs, departments, rates, etc. to each record.

Jones, Chris (1004)
a _,-}\‘ 1 Hourty #

Click the “Add Row” button near the top-left corner to add pay types for employees already in the pay grid (this
is similar to clicking the green button described above). This will also add employees that are set up in the
company, but not currently in the pay grid.

& Add Row
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The Check (Chk) column allows you to create multiple pay checks (or direct deposit stubs) for an employee.
For example, if the employee wants his/her vacation pay on a separate check, you can change the Chk
number from “1” to “2”.

showing 1 to 3 of 3 entries

Add Chk

Jones, Chris (1004)

2

The Hours/Amounts column allows you to enter the number of hours that you want to pay an employee. Enter
the gross pay amount for dollar-based pay types such as tips, bonus, or commission (these should be set up
with a $0 wage in the employee’s setup). Note: The system will enter $1 into the override column for you.
Please leave this there.

Note: Communicate with PayOptions the preferred way to enter salary pay data. If the salary pay type’s wage
is set to zero or $1, you will most likely enter the dollar amount earned for the pay period. If the wage is set to
an hourly rate, you would most likely enter the number of hours to be paid (not necessarily the hours worked).
If you need to track the number of hours worked independently of the pay amount, you would most likely have
2 salary pay types. One with the pay rate and 0 hours per unit and a second that has 0 pay rate and 1 hour
per unit.

Hours/Amounts

The Location, Department, Division, Title, Classification, and Job columns will be set to the employee’s
settings from Employee Setup. These can be edited (by clicking the pencil beside the item) as needed.

Location Department

Default Location # Admin#

The red “-“ button on the far right of each record allows you to delete the pay type (record) from this paycheck.
You can also enter zero in the amounts field rather than deleting the record. Note: Records may return with
the next payroll’'s entry if they are set in the employee’s reoccurring entry setup at PayOptions.

The “Search” box will allow you to quickly find a specific employee in the pay grid.

Save || Back to Menu || Holds

Search:
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Use the “Previous” and “Next” buttons at the top or bottom of the screen to change the page and enter payroll
for all employees.

showing 110 & of 6 entries umm— I Previous | 1 llsnI

Add Chk Pay Type Units Hours/Amount Wage Override Total Location D

Jones, Chris (1004)

2 Hourly# 8 ) 13.56 0 5108.4500 Annex# Admin# E

There is a “Holds” button in the top right corner.

Holds

In some cases, an employee may receive a check that will not have deductions, benefits, accruals, and/or
taxes withheld. The Holds window (shown below) allows you to select items to place a hold on for a selected
Check (Chk) number. This hold can be for one employee or all employees and can be made permanent or set
to only occur this pay run. Include a name in the Hold Description box so that you can differentiate the holds on
the View Totals screen. You may also choose to apply a permanent hold that was saved earlier. Click the

“Apply” button to apply/save the hold and remain on the screen. Click the “Save/Close” button to apply the
hold and exit the screen.

[~ =

Holds - Google Chrome o 0 e

Q

& https://phoenix.cyberpayonline.com/CPO/PRHold/Holds?companyld=CN
*Click here to open legend
Held Description: Affects Affects Affects Separate Check:
® This Pay Only ® All Employees OR 20

Permanent Select Employee -
Select Existing Hold ¥

Holds Details | Apply || SaveiClose || Cancal

Deductions v | Taxes ~  Benefits < Vacations ~ | Others
Health Insurance After Federal Income Tax 401K Er Match “Yacation
Jax FICA Medicars 401K Er Contribution PTO

Garnishment 1
FICA Social Sscurity Simpls IRA Match Sick N

401K Contributi
SR Indiana State Income Tax |~ Simpls IRA Er Contri

Once you're finished entering hours/amounts for all of the employees, click the “Save” and then the “Back to
Menu” buttons in the top right corner. You can “Save” your pay entry as often as you like.

Sa\rﬂack to Menu
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View Totals
Click the “View Totals” icon to verify that the payroll entry is correct.

Click on a “Pay Type” in the top-left block and its details will be shown in the “Totals Details” block on the right.
The middle block on the left will give you totals by location, department, division, or job (select which of these
you wish to see from the list there). The bottom-left block will show any holds that you have in this payroll.

Chris New Company Totals From date: undefined To date: undefined Check date: 04/06/2016

Totals Details Save/Back to Menu
Bonus 1000 (1] 51000.00 Employss Pay Type Units Hours Wage Qverride Totals
Hourly a7 a7 $386.12 Jones, Chris (1004) Hourly 8 ] 13.56 0 $108.4800
‘Grand Totals 1027 s 1366.12 Jones, Chris (1004) Hourly kil g 13.56 0 $122.0400
fre Ch 1099ty I S srscom
Select Lo | Depariments v

Level Units Hours Wage Totals
Admin 27 7 40.88 386.12

Training 1000 0 0.00 1000.00

Deseription Al Employees One Time Employee
Bonus Check Jones, Ghris

Note: Dollar based pay types such as Bonus will show 0 units in the Totals Details box. That is expected.

Totals Details Save/Back to Menu
Employee Pay Type Units Hours ‘age Override Totals
Jones, Chris (1004) Bonus 1] 1000 0.00 1 510000000

Once you have verified that the totals are correct (or to return to the pay grid to make changes), click the
“Save/Back to Menu” button on the top-right to return to the Payroll menu.

Save/Back to Menu

Submit
Click the “Submit” icon to send the payroll to PayOptions.

Verify that the information (company through total employees) is correct. Enter comments for PayOptions
regarding the payroll if desired. The “Preview Payroll” option is a feature that PayOptions can turn on per
company. If you do not have this option, click the “Submit” button to submit the payroll or the “Cancel” button
to exit the screen and make changes. If you do have the “Preview Payroll” option, check it to receive a gross
to net report for preview before final submission of the payroll. Uncheck it to make this the final submission of
the payroll. Then click the Submit button.
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Company: Chiris Mew Company

From Date Lot NOTE: Do not enter more
To Date 0d/09/2016 .
Check Date 04/15/2016 than 500 characters in
Total Hours 7 the Comments box.
Total Employees 1

Preview Payroll @ ]

Sl.brnit -

If you checked the preview option before clicking the “Submit” button, you will receive the preview report within
30 minutes. If you do not, contact PayOptions. Notice the progress bar at the top of the screen. When it
changes to “You have 1 Payroll Calculations Pending Approval”, click somewhere on the words “1 Payroll
Calculations” to view the report.

Review
The “Review” icon could be clicked instead of the link, as described above.

aspucanons  CyberPay Oniine Phoenix v

CyberPay Online Phoenix

P AYO PTl O N S - WCm\..g AL

Payroll Employees Payroll Reports  « company ESS Information myHR Support Center

Payroll

Chris New Company

Company
& Dates

These will both take you to the “Payroll Reports” tab where you can select and view the payroll preview report.
Note: Users will also receive an email with this same link when the report is ready.

Payroll Employees Payroll Reports  ~ Company ESS Information myHR Support Center QuickBooks Online (BETA)

Payroll Preview Reports

Company Name @ Check Date @ Updated At @ View Payroll Preview / @ Workflow Status @ Workflow Actions
CNEWW-Chris New Company 041152016 D4/D6/2016 10:02 Al 8| Payroll_Preview_Report PDF Pending Approval Approve | Modify

‘-’-
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If the preview report is correct, click the “Approve” link (shown above). Then enter a comment if desired, and
click the “Save” button. This completes the payroll.

Aeernve Pazrnl\

Cancel
Confirm Status Change NOTE DO not enter more
*fou have elected to Approve payrol for Chris New Company.Enter any notes below for your reference. than 500 Characters in
Fomments the Comments box.

If you need to make changes, click the “Modify Payroll” link (shown above). Enter a comment if desired, and
click the “Save” button. Then, return to “Payroll” tab to edit and resubmit.

Mudifﬁ Pazrul\

Cancel

Confirm Status Change NOTE: Do not enter more

‘You have elected to Modify payroll for Chris New Company Enter any notes below for your reference than 500 Characters in

Comments
the Comments box.

The client will get an email once the payroll has been processed and reports are available for them to view
online. Once they get that email, they can go to the “Payroll Reports” tab and see the reports.

Payroll  Emplojees | Payroll Reports -  Company  ESS Information  myHR Support Center  QuickBooks Online (BETA)
B payroll Reports  All Payroll Reports - T
Action Check Date v & From Date ® To Date @ Open Reports & Created At @®
4 CNEW - Chris New Company
@ View | | x Delete 01/222016 0111012016 011612016 W] CNEW1_releasenates txt D4/06/2016 0527 AM
01/222016 01/10/2016 01/16/2016 =| CNEW1_QBUIF 04/06/2016 05:29 AM
@ View | | x Delete 012212016 0111012016 01162016 | CNEW1_ACA App Changes docx D4/06/2016 D5:32 AM
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