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pay .com’

Company: |AEEC -ABC Cumpanyj

= Web based payroll
= No software installation ABC Company (ABC)

P Il Entry b Check Date: 2/24/2005
. U p g rad eS an d Emi?;’n?plwegpginfurmatinn far tig curr?ar:perind,
. . or reviewy processed payroll information for past periods
maintenance provided
for you == Employee Information b
. . ﬁ‘ “iewy and edit employee information including demographics,
. S e C u re CO n n e Ctl O n VI a AT position, rates, deductions and taxes

Company Setup b

' ' ﬁiig “iesy and edit company information including demographics

1 2 8 b It S S L e n C ry ptl O n ﬂ departments, deductions, taxes, and bank accounts I
. Additional Options b

= Available anywhere, )

Reports b
“ieww and print employvees and payroll reports .
Mote the Adobe Acrobat viewwer is reguired.

current status and usage.

Account information including setup options,
anytime

Il Logout




'New Employee Wizard

Includes Error Checking

Q The following errars have occoured while processing this request:

The data for record ™ could not he saved
The lastnarme field cannot be left blank

The firstname field cannot be left blank

The ssn field cannot be left blank

\

New Employee
This Wessdwill help you setup a new employee. Enter all the fields then click Add Employee to create the employee.

Basic Information

0| 15 Last Mame : First Marme : Middle

Address 1 |

Address 2 |

City State | ZIP

Sex w | Birth Date =) SSM :

Department and Status Information

Status | A - Active | Hire Date |2/1/2005 || Worker Comp Cade v
Office Department
100 - Boston || 400 - Customer Service %

Rate Information
AutoPay: (O Hours Rate:|0.0000 |/ hour, Default Hours: (0.00 |/ pay period
) Salary Salary:|0.00 / pay period

) Mone Base rate or salary will be setup later

Frequency: | B - Biweekly et

Tax Summary




‘ Payroll in a Few Easy Steps

1)

2)

3)
4)
5)
6)

7)

Verify Check Date

Follow the Arrows to
Start

Enter Data and/or
Import time-clock files
Verify Totals

Submit for Processing
Receive Payroll

Check Date: 6/2/2005 Change b

Payroll Overview

To process a payroll run, first start the period, then enter the pay data. After verifying the data, submit the payroll
for processing. Follow the steps below to enter and submit all necessary data. The checkmarks on the left show the
progress far this payrall run.

The payroll is currently in the Open state. The payrall is available for pay data entry.

ﬁ . Start Payroll »

Beqin payroll cycle by creating all batches and populating them with checks and pay data

:} 2. Payroll Batches b

Enter pay information for each employee, including additional checks

D 3. Submit Payroll b

Submit the completed payroll o the service bureau for processing
Use the check calculator to enter manual checks when the payroll is Scheduled or Cpen:

Check Calculator b

Create & manual check and calculate the net amount on the: fiy

Additional Information

Payrall Motes

Save Changes H Undo Changes




‘ Options for Keying Data

= Batch Pay Entry
o For quick data entry

= Employee Pay Entry Screen

o For overrides, extra checks, view real-time gross-
to-net

Batch Description Status Period Dates Pay Entry Verify

£/15/2005 Employee Pay Entry P Totals »  Close P
5/28/2005 Batch Pay Entiy P Register P Restart P

I:} Boston Employees in Bostan  Open

£/15/2005 Employee Pay Entry P Totals b Close b
5872872005 Batch Pay Entiy P Register P Restart b

L:} NY Employees in New York Open

Add New Batch P




‘ Batch Pay Entry

Batch: Boston - Employees in Boston

Check Date: 6/2/2005

Employee: Filter: | Batch Boston V| Sor: | Marme

V| Fage Length:

o [, Autopay EReq EOT EVac ESick DReim

Hours Hours Hours Hours Amount
1 Beck, Jonathan Paul  [] Pay §1600.00 (4000|000 |jooo |00 || | Details P New b
3 Berube, Brian Peter ] [ Pay 8000 Hours (8000 | 200 | o000 || || | Details P New P
B French, Jennifer Pay$235200 (000 | |000 | o000 || || ' Details b New b
4 Goldbery, Williarm Pay §7000.00 (000 |00 | jooo || || | Details P New b
7 Marshall, Shaun [] Pay 80.00 Howrs 8000 | [175  |looo || || | Details P New b
8  Rajamets, Tiina Pay $185400 (000 | (000 | jooo || || ' Details P New P
9 Reig, Marina Pay $321500 (000 | |000 | joo0 || | 4550 | Details P New b
10 Ruddy, John Pay§96000 (000  |jooo0 | jooo || || | Details P New b

= Quickly enter hours/dollars




'Check Calculator

Menu P Payroll P Batches P

Check Calculator

Help | Preferences | Lo

Smith, Michael D (2)

Check Date: 6/2/2005

Dept 200-300 Rate  Amount/Per  Salary Accrual - Hours
SSN - 012:34-5673 Base 250000 Sick 156
Freq B Test 7.00
Status A Vao 10185
Type RFT
Check Data Entry
[ Autopay: Pay 80.00 Hours Tax Frequency: | Detault W
Block Autamatic Pays Override FITW % |0 ST % |0
Block Deductions [ Supplemental Tax Rates
Block Direct Deposits [ Met to Gross: |0
Code Description Hours Rate Amount
EReg Regular 8.00 0.0000 0.00
v
Recalculate Check I [ Undlo Changes ] [ Cancel I
Calculated Check
Earnings Deductions Taxes
Code Description Hours Amount,  Code Description Amount  Code Description Taxahle Amount
Reg Regular .00 200.00 (o deductions) FITW Federal Income Tax 200.00 0.00
8.00 200.00 WED Medicare 200.00 250
33 OASDI 200.00 12.40
15.30
Direct Deposits Totals Employer Taxes
Transit Account Amount Met Pay:  |184.70 Code Description Taxable Amount
(no direct deposits) Net Check: |184.70 MED-R Medicare - Employer 200.00 0.00
S5-R OASDI - Employer 200.00 0.00
FUTA Fed Unernployrment 200.00 0.00

= Calculate

Impromptu
checks

= Save manual

checks to
process
w/payroll later




‘ Preprocess Register

= Verify data before submitting information

- Preprocess Register

The Demo Company
Company (100}

Check Date: 01/21/2003 Page
Period: 01/02/2005 to 01/15/2003 1

Branch: 10 Department: 300

Merchant, Code  Eaming Hours Rate Amount Code Tax Taxable Amount Code  Deduction Amount Type Reg
Randolph P Reg  Regular 20.00 1730.77 FITW Federal Income Ta 130915 13272 401k EE 401k 13846 Chk Date 01/2172005
Emp Id 4 MA  Massachusetts SIT 1309.15 7391 401EL 401k Loan 36.00 Batch B
Salary 1730.77 MED Medicare 1647.61 2389 Dental Pretax Dental 19.16 Net 1118.48
85 OASDI 1647.61 102.15 Health Pretax Health 64.00 Dir Dep 1118.48
Total Earnings 50.00 1730.77 Total Taxes 354.67 Total Deductions 157.62 Chk Amt 0.00
Branch: 10 Department: 300 Total

Employees 1 Code Eaming Hours Rate Amount Code Tax Taxable Amount Code  Deduction Amount Checks ]
Female 0 Reg  Regular 80.00 1730.77 FITW Federal Income Ta 1309.15 132,72 401k EE401k 138.46 Vouchers 1
Male 1 MA  Massachusetts SIT 1509.15 7391 401KL 401k Loan 36.00 Net 1118.48
Chlss & Vehrs 1 MED Medicare 1647.61 2389 Dental Pretax Dental 19.16 Dir Dep 1118.48
Female o 38 OASDI 1647.61 102.15 Health Pretax Health 64.00 Chk Amt 0.00

Male 1 Total Earnings 80.00 1730.77 Total Taxes 354.67 Total Deductions 157.62

Branch: 10 Total

Employees 1 Code Eamng Hours Rate Amount Code Tax Taxable Amount Code  Deduction Amount  Checks 0
Female 0 Reg  Regular H 1730.77 FITW Federal Income Ta 1509.15 15272 401k  EE 401k 13846 Vouchers 1
Male 1 MA  Massachusetts SIT 1309.15 7391 401KL 401k Loan 36.00 Net 1118.48
Chlss & Vehrs 1 MED IMedicare 164761 2389 Dental Pretax Dental 19.16 Dir Dep 1118.48
Female 0 85 0OASDI 1647.61 102.15 Health Pretax Health 64.00 Chk Amt 0.00

Male 1 Total Earnings 80.00 1730.77 Total Taxes 354.67 Total Deductions 157.62

Bailey,
Marvy R

Emp Id

Salary 1307.6

Code  Eaming Hours Rate Amount Code Tax Taxable Amount Code  Deduction Amount
GTIL  Group Term Life 046 FITW Federal Income Ta 126323 14268 401k EE401k 6.00

1 Reg  Regular 64.00 1046.15 MED Medicare 1269.23 1840 Dental Pretax Dental 9.65
9 Sick  Sick 8.00 16.3461 130.77 MO Missoun SITW 1263.23 4700 GIL  Group Term Life 0.45
Vac  Vacation 8.00 16.3461 130.77 MO-E: Kansas City, MO 1263.23 1263 Health Pretax Health 2027

38 OASDI 126923 7869 Uway United Way 10.00

Total Earnings 80.00 1308.15 Total Taxes 29940 Total Deductions 55.38

Type
Chk Date
Batch
Net

Dir Dep
Chk Amt

Branch: 20 Department: 500

Reg
01/2172005
B
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Timelmport - Generic

Basic Information

Start Date  [111997 [

12/31/2100

End Date

Senice Level | Generic- Generic Timeclock Import

Properties

The following properties will override any properties already configured in the system.

General
File Type
Employee IDis [ID %

Columns
Colummn

EEID 1

Length

DET 2
DET Code |3
Hours 4
Rate

Arount

Rate Code
Begin Date
End Date
Shift

WCC

Divide By

Comma Separated Yalues %

cCl

ce2

ELC3)

CCd

cca

Oy State (1)
Oy Local (2)
Oy Local (3)
Ov Local (4)
Job Cade

Comment

Mote: The column positions are ane based, meaning
the first calumn in the file is considered colurnn 1.

Code Mapping

Use the table to provide a mapping of codes in the timeclock file to codes on the company. YWhen entering timeclock cc

indicating a Deduction, Earning or Tax.

Timeclock Code Company Code

Colummn

Length

{no mappings)

Universal Import

= Name the file

= Set up One-Time
Mapping

= Choose File Type

= Choose Merge
Options




‘ Reporting

= Standard Reports
o Over 60 reports available
on-site
o Variety of date range
choices (cross years)
= Output Options
o Hard copies
o Data files
o E-mails

= Output Formats

o PDF, Excel, Word, CSV,
and many more

Request Area\\ Pickup Areﬂ\'

All Report Groups

All Reports - All Reports

Title SubTitle Run

Payroll Register Run b
Wear ta Date Report Run b
Payrall Register with ¥TD Run P
Labar Distribution Run P
Certified Payrall Run b
Check Register Run P
Caode Listing Run P
Direct Deposit Report Run b
3rd Party Sick Pay Run P
Goal Status Run P
FPayroll Summary Repart Run b
Accrual Histary Run P
Accrual Balance Run P
Fica Tip Credit Run b
Tip Allacation Run P
Tip Sign Off Run P
Waorkers Camp Run b
401k Report Run P
GL Journal Entry Run P
Campensation Detail Run b
Termination Listing Run P
Employee Listing Run P
Employee Profile Run b
Employee Deduction Listing Run P
GL Rules Run P
Calendar Run P
Tax Liability “ariance Run P
Tax Liability s Deposits Run P




Pay History

s Current &
prior year
pay history

= Multiple date

ranges for
viewing

Check Date Pay Type Hours Gross  Deds |Taxes Dir Dep Net Pay Check Amt Check# Voucher# Clr?
1/1/2004 Reg 0.00 1,00000 5000 158.687 000 791.13 79113 20004 0 Mo Details b
1415/2004  Reg 0.00 1,00000 50.00 15887 000 79113 79113 20006 0 Mo  Details P
1/29/2004  Reg 0.00 1,00000 5000 158.687 000 791.13 79113 20003 0 Mo Details b
212/2004  Reg 0.00 1,00000 50.00 15887 000 79113 79113 20010 0 Mo  Details P
2/26/2004  Reg 0.00 1,00000 50.00 153.87 000 79113 79113 2002 0 Mo Details b
31172004 Req 0.00 1,00000 40490 73.14 000 516.96 516.96 20014 0 Mo  Details b
3/258/2004  Reg 0.00 1,00000 404.90 7314 000 516596 916.96 20020 0 Mo Details b
4/872004 Reg 0.00 1,00000 40490 73.14 000 516.96 516.96 20022 0 Mo  Details b
4/24/2004 Reg 0.00 1,00000 404.90 7314 000 516596 916.96 20024 0 Mo Details b
5/5/2004 Reg 0.00 1,000.00 404.90 73.14 000 516.96 516.96 0 0 Mo  Details b
5/20/2004 Reg 0.00 1,000.00 404.90 7814 000 51696 516.96 20033 0 Mo Details P
B/372004 Reg 0.00 1,000.00 404.90 73.14 000 516.96 516.96 20043 0 Mo  Details b
B/17/2004  Reg 80.00 000 o000 000 0.00 0.00 0.00 1] 1101 Mo  Details P
B/17/2004  Req 53.00 000 000 000 0.00 0.00 0.00 0 1102 No  Details P
7172004 Reg 80.00 000 000 000 0.00 0.00 0.00 0 1114 No  Details b
7115/2004  Reg §0.00 000 000 000 0.00 0.00 0.00 0 1122 No  Details P
772972004 Req 80.00 000 000 000 0.00 0.00 0.00 0 1133 No  Details P
71258/2004 Reg 40.00 000 000 000 0.00 0.00 0.00 0 1134 Mo  Details P
8122004 Reg 80.00 000 000 000 0.00 0.00 0.00 0 1146 No  Details P
8/26/2004  Reg 80.00 000 o000 000 0.00 0.00 0.00 1] 1154 No  Details P
9/972004 Reg 80.00 000 000 000 0.00 0.00 0.00 0 1165 Mo  Details P
9/23/2004  Reg 80.00 000 o000 000 0.00 0.00 0.00 1] 1173 No  Details P
10/7/2004  Reg §0.00 1,00000 S680 14373 000 7589.42 75942 20106 0 Mo Details b
Totals
Totals for period 17172005 through 12/31/2005:
Earnings Deductions Taxes
Code Description Hours Amount  Code Description Amount  Code Description Taxable Capped Amount
Sal Salary 32000 430000 401k 401k 95000 FITYY Federal Income Tax 16,215.20 16,215.20 202392
BCBESFam Blue Cross Blue Shield Family - Memo 000 308000 BCESFam Blue Cross Blue Shield Family 1,320.00 MED  Medicare 1716520 17 16520 24890
Delta Delta Dental - Memo 000 205920 Delta Delta Dental 514.80 55 OASDI 17,165.20 17,165.20 1,064.24
4KER 401(k) Employer Match - Memo 0.00 320 2,784.80 3.407.06
Bonus Bonus 0.00 270000
Reg Regular 520.00 12,000.00
840.00 19,000.00
Direct Deposits Totals Employer Taxes
Transit Account Amount et Pay 12,808.14 Code Description Taxable Capped Amount
fno direct deposits) Met Check: |12.808.14 (no erpioyer taxes)
(® Predefined date range: | 2005 TD »

Show tatals for:

() Custom

date range:  [1/1/2005 [ through [12/31/2005 [

Fiecalculate



Track Time Off Accruals

= Unlimited policies

= Track hours used & available

= Date sensitive

= Remote user can input updates

Accruals

To modify the accruals, edit the fields and click Save Changes.
To remove a accrual, click the Remove button next to the accrual.
To add a new accrual, fill in the fields in the bottorm row and click Add.

Accrual Used Hours Awvail Hours Last Accrue Start Date End Date

Sick - Sick 300 | 186 | [sp23/2004 141/2003 943072004 Details b
Test - Test ooo | [7o0 | [5n9/2005 4772005 12/31/2100 [S] Details P
Vac-acation (000 | [10155 | [Bresenos 171/2003 1243142100 [S] Details P

| || || (6/2/2005 124312100 Add

[ oave Changes ” Undo Changes ]




‘ Earnings &
Deductions

= Unlimited User Defined
= System Defined Taxability
= Auto Make-up Options
= Option to Print on Stub

Code Description

Short Description | Rate Multiplier

IKER  401(K) Employer Match ' [ER4D1 - loooo | Details b
BCBSFam  Blue Cross Blu Shield Family | [BCBSFam {00000 | Details b
BCBSSing  Blue Cross Blue Shield Single | [BCBSSing {00000 | Details b
Bonus  Bonus ' |Bonus - [onooo | Details b
Delta  Delta Dentl ' Dstia - loooo | Detals b
Hol Haliday ' |Hol - [ooooo | Details b
ot Overtime | [oT - [15000 | Details b
Rey  Regular ' [Reg - [ooooo | Details b
Sal Salary || - [onooo | Details b
Sick |Sick | [sick - [ooooo | Details b
Vac Vacation | [Vac - looooo | Detals P

Attach to 3" Party for easy Remittance
Library of Calculation Codes (Garnishments) available
Record ER Amounts (Budgets, Renewals, Fringe Benefit Statements)




‘ Additional Benefits

Tip Allocation
o Date Sensitive
o Calculation Options

Automatic GTL
Calculation

Secure Printback
capabilities

Auto Extend Calendar
o One-time setup

o Detailed Tracking
o Easy Maintenance

Job Costing

Unlimited EE Direct
Deposits
Smart Taxes

o Date Sensitive

o Up-to-Date Federal,
State and Locals

Convenient Output

o Print Checks in almost
any order

o Printback




HR Features

= Five Levels of
Organizational Setup

= Track Education Levels
= Track Dependents

= Emergency Contacts

= Events

EEOC Classification
Union Affiliation
Review Tracking

ESS — Employee Self
Service




Employee Self Service

= Login with SS# &
Password

= Personal Data

= Payroll Data

s Company Data
o Searchable EE Directory

s Company Comments or

Announcements

Home

Employee
Company

Ask about our direct deposit

offers!

E’_

Daont forget the cormpany
pichic on January 4th

|. You are here: HomeJ . Log

i)

O

.9

“iew hurnan resources and payroll related infarmation about yourself, including your name and address, department ar
deductions, taxes, and direct deposits. ¥ou can also view benefit accruals and prior checks.

View Employee Information ®

@ Company Information

View company specific information including contact infarmation and an searchable employee directory.

View Company Infermation ®




‘ ESS — Employee Information

= Employees can:
o Review personal

data:

Pay History

Contact
Information

Position &
Earnings

Deductions
Taxes

Direct Deposit
Information

Accruals

Home

Employee
Company

Dont forget the company picnic on
January dth

nn

Your contact information is used by your employer and/or coworkers to communicate with you.
other information.

View Contact Information »

Pasition and earnings information includes your home department, employement status, position

View Position and Earnings »

©

Deductions includes all medical and other deductions withheld frarm your pay.
= You have 1 deduction currently being withheld fram your pay.

View Deductions ®

o
[y
b
LF

Taxes includes all federal, state and local taxes that are withheld from your pay.




'ESS - Pay History

= Employees can view and print their stubs

Prior Checks

The following checks have been issued:

Check Date Pay Type Hours Gross Deds Taxes Dir Dep MetPay Check Amt Check# Voucher# Clr?
11172004 Reg 8000 2080.00 B2.40 615.07 0.0o0 139853 1,3598.53 20003 0O Mo Details ®
1/15/2004  Reg 8000 2080.00 B2.40 615.07 139853 139553 0.00 0 1007 Mo Details ®
1/29/2004  Reg 8000 2080.00 B2.40 615.07 139553 139553 000 0 1015 Mo Details ®
21272004  Reg 80.00 2080.00 B2.40 519.07 139853 139553 0.00 0 1023 Mo Details ®
272612004 Reg 8000 2080, (==
31172004 Reg 80.00 2 0s0.
32572004 "Reg 80.00 2080 Check Details
482004 “Manual  48.00 1248 Check Date [1/15/2004 Check Mumber [0 Check Type [Reg
Eamings Deductions Taxes
Code Description Hours Amount  Code Description Amount  Code Description Taxable Amount
Reg  Regular 80.00 2,080.00 401k 401k 6240 MED Medicare 2.050.00 30.16
AKER :E;r(:o) Employer Match - 0.00 62 40 62.40 S5 0ASDI 205000  128.96
FIT¥Y  Federal Income Tax 201760 357.049
D OUN=-050.00 M4 Massachusetts SITW 201760 10286
619.07
Direct Deposits Totals Employer Taxes
Transit Account Amount Met Pay: 1,398.53 Code  Description Taxable Amount
011000135 9451550675 1,398.53 Met Check: |0.00 WED-R Medicare - Employer  2,050.00 0.00
1,398.53 S5-R  OASDI - Employer 2,050.00 0.00
FUTA  Fed Unemployment 2,080.00 0.0o
WAHL WA Health Ins 2,0580.00 0.00
MASU Massachusetts SLI 2 08000 0.00
Maywp M4 Workforce 208000 0.00
Training

Print Check Stub |




‘ ESS — Employee Information

Name

First Marme  |Jonathan
biddle Mame |Paul
Last Mame Beck

Mailing Address

Address 1 |20 North Main Street

Address 2 | Apt. 1
City Natick State [MA Zip [01760

Other Informatien

Home Phone |(508) 555-1212

Wark Phone |(731) 810-5000

Email

|suppur’[@milIenniumpaj,rrull.n::u:um

%

Home Department

Office Department
|1DD - Boston |4DD - Custorner Senvice

Status

Status ’m Type |RFT - Regular Full Time

Hire Date ’m Rehire Date r Length of Service lm
Tite  [Mr.

Rates

The following rates are currently effective;
Rate |Sa|ary |Rate |!Per
2-Rate 2 0.00 27 5000 Hour - Per Hour
Base - Base Rate 1,£00.00 20.0000

Fringe Benefits

The following fringe benefits are currently effective:

Calc Code Units
90,000.00

Earning

GTL - GTL-In

| Rate Cnde| Rate |Amuunt| Frequency
0.0000 0.00




‘ ESS — Employee Information

I |

Current Accruals

The fallowing benefits are currently being accrued:

Sick - Sick 0.00 16.00 24472005
Test-PTO 0.00 5.00 541 9/2005
Vac - Vacation 0.00 35.47 B/2/2005

| e

Current Taxes

The following taxes are currently being withheld:

FITW -Federal Income Tax Federal S 2

MED - Medicare Federal M

S5 - 0AsDI Federal M/A

MA - Massachusetts SITW State S 1 0







