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ManistryWorks
Agenda @
@ Dashboard Al
Today I @ Friday, December 18, 2020-F riday, December 25, 2020

B Company
L Employeas

& @ L

Pay

1 123116207

G i 1216020 67202
1872020

@ Repons

When you log in, the Dashboard appears
1. You can select the Client and Company using the drop-down arrow, if applicable.

2. Snapshot of scheduled payrolls around the time of the viewing. Normally, the first payroll is the most
recently run prior to current day. The next are payrolls scheduled to go out on the current day or in the
very near future. The status for each payroll is shown to the right of the payrolls. To process payrolls click
on Payrolls icon on the left side of the screen.

3. The symbols across the center of the tile are:

[

Check date of the payrolls listed below

Processed date of the payrolls listed below

= O [k

Packaged date of the payrolls listed below (this is for paper reports which we do not send out)

b
* In Transit date of the payrolls listed below (this is for paper reports which we do not send out)

@ Date delivered of the payroll listed below (this is for paper reports which we do not send out)

4. The Agenda keeps a calendar of all scheduled tasks. Click on “Agenda” and + . “Events” box appears.
Fill out fields and click on “Save". Use the “left” and “right” arrows next to “Today" to change date range.
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B Repor

Company
Company Code
ORGANZATIONAL LEVELS Sandoa Chent MVO000
ED CODES B BN
FTATES 000000
PrREVOUS WXt e 1 Cuttomer Serice Taan
123 Main Sineet
Addrets 2 Custvmat Genvite Hedradantabve
Hughe:
Cay Sule Zip Cooe Ema
Fort Wayne [ 46804 KhughesSintsineaoks Com

Frone
Biank Accounts
prelrerleried

Legal Address E4E54645
E4E54645

Ao 1 Workers Compeansanon
BABSIELS

L oy

BAG54645

B4E54645

The data in the Company menu is read-only

Basics - Overview of company information

Organizational Levels - Displays the Division, Branch, Department and Team Organization level specific
information, if applicable. Each company level may have their own payroll bank accounts. When a level

is selected on the left, a Payroll Bank Account number, Tax Bank Account number, Billing Bank Account
number, and Direct Deposit Account number display on the right, if applicable.

E/D Codes - Displays a list of the E/D codes created and used by the Company. If new codes are needed
contact your Payroll Processor.

States - Shows the states in which the company is set up to do business.
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NUNISTrYWOPKS™ L =
- Employees
S OLNS
3 Eoiiopeet Search for Employes Bt 1 i,
Lynn Atkin 1
[: Jane thve Atkiny Ly 3
B rayen ’ = '
4 ] 5 senre 2375
Q check Fino . ) . :
3 Smian Jane sesaseTHI0 FL a2 Active
Actroe
. . 10 Smith Lisa et ] ™ 46804 Actve
95 Fhetcher Jared 11 N #9511 Active
L Weaver AlLaina srr e SRS N 83521 Active
108 Jares Reachens weeoennBiSd WY TR At 10170 Cavalry Cirche
Reno, NV 89521
104 Booth Seeey sesaan TGI8 P 19047 Actve
105 Srark Antfuny - 111 m 17348 Active
108 Smin Ay seenn-3333 ] 4552 Acive
107 Dos John esreen 5555 N 45804 Actve
Page 1 of1 o » 1130013 hems.

Employees can be added, edited, and viewed under the Employees heading. *An error message will be
displayed, and the user will be unable to add new employees or make edits if there are any payrolls with a
Submitted status.

1. The buttons in the header, far right, are used to toggle between the Table view (above) and
the Employee View in which information shows for one employee.

2. + Click on this symbol to add a new employee.

——

* Click on this symbol to see audit of all employee information.

Click on this symbol, after highlighting employee name, to delete employee.
Cannot delete an employee with any pay history.

3. Export to Excel button will create Excel document listing information on Employee grid.
The Search for Employee field allows you to find an employee when entering the employee name.

4. The Preview box allows you to see information of employee that is highlighted on grid.

5. The arrow keys allow you to move from one page of employee list to the next.
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6. Click on the name of the employee on the grid and a list of options (blue tabs) appears to the left of
the screen. Each option contains fields. Below is the list of fields per option. Refer to your manual for

detailed descriptions.

MinistryWorks®

Dashboard

f; Company
Employees
Check Calculator
Payrolls

Check Finder

I O = HEH b

Reports

Employees

+ U

PERSONAL

LABOR DEFAULTS

ACA

PAY

FEDERAL

STATE

LOCAL

CHILD SUPPORT

DIRECT DEPQSIT

SCHEDULED E/DS

DELIVERY

TIME OFF ACCRUAL

EMPLOYEE PORTAL

NOTES
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MinistryWorks* Check Calculator

@ Dashboard
ffy company

. Employees

B check Calculator_ Check Calculator allows you to compute an employee’s net to gross, or gross
to net check. This check can be added to a pay run.

@ Payrolls

Q cCheck Finder

For detailed instruction on how to run the Check Calculator, see page 23.
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Payrolls

MumistryWorks* Depza =
Payroll Timeline
@ Dasnocara + @ E'_'I

3 Friie 12009/2020 + 1 121232020 Not Due 01/06/2021 Not Due

Wakly @ 1282020 - 12042020
i Fayrolis

Submitted on 12162020 0517 PM

Q
12102020 - 1 121242020 Not Due 01/07/2021 Not Dus
< BeWeekly >
Submitted onc 117182020 1040 AM . %
1216/2020 - 1 | Processed | 12/24/2020 Not Due 0171312021 Net Dise
Veekly 12052020 - 1202020 " K

Submitted on 12/162020 05 32 PM - m ¥ L i

1. Select Table View or Card View (above) for pay runs.

2. Each pay run card has the check date in upper left-hand corner, pay group, submit date, and period start
and end dates. Click on the ¥ inside the pay run card to begin processing the pay run. See “Online Payroll
Processing” instructions on page 12.

If you wish to create an unscheduled payroll, please contact your payroll processor for assistance.
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Check Finder
. x
Check Finder
Chack # or EE Coda - Name Within this check date range With Status of
Search L ar - A =] v FIND

1. Click on Check Finder from list on the left hand side of the screen.
2. Enter the Check number or employee code-name; date range of check and status.
3. Click on Find.



PN
%2 BROTHERHOOD
/\/\IﬂIStryW0rkS® MINISTRY PAYROLL BY N MUTUAL.

Reports

1. Defined Reports - report library; clients can apply filters to reports after selecting the report, clicking on
Configure Report and using tabs/filters shown below:

Miristry Works®

Reports
@ o
i «~o=sust - Qptions for Payroll Register
@ company PUBLISHED REPORTS
A Employess RO Payroll Fiter  EE Fiter OrgFier  Misc Opfions R Report

Seluct the date range 1o use for your report. AR payrols within your range will be sehected, You can fire tune your sehection by chcking only the payrolis you war 1o indude

Starting Dute Ending Ciate wnciuda

B eayrons ] 8 All Payrolls v prem
Chack Finder Check Diale: | Processed Dale Status
12/16/2020 1 12/16/2020 D5 33,01 PM Procesved R
Repors  12nooz0 1 1182020 104027 AM Processed R
120972020 1 1241672020 051754 PM Processed R
120272020 1 Pending L
RS20 1 NN2020 125103 PM Pasl Due R
O nnezozo 1 Parsl Due R
MNT0X0 1 NAT202001.29.52 PM Pending Ll
11102020 1 MN2020 125233 PM Pasi Due R

2. Published Reports - reports that are printed each time a payroll is processed.

MarustryWorks*

Reports
@ ODashooard
DEFIED REPORTS )
@ Company Search fo
e Check Perod

E S 12162020 1 120572020 - 121172020 B33 Pay Run Annual Calendar Repan
A2ME/2020 1 12052020 - 1211/2020 5109 Payroll Regisier Report

B check catcuat 12MER070 1 12052020 - 12112020 5193 Cover Letter Repan
12162020 1 12052020 - 121172020 s211 Diract Deposit Repon
12162020 1 120052020 - 1211/2020 spa7 Tax Repon For Payroll Repon
12/16/2020 1 1205020 - 12/11/2020 5257 Invoice (5257) Repoit
1216/2030 1 12052020 - 12112020 52550 Check Stub Detail Repor

& reports [ 12116/2020 1 12/032020 - 12112020 52594 W2 Preview Repart
12118/2030 1 12052020 - 12/11/2020 5351 I Worksheet Repai
12/10/2020 1 12412020 - 127072020 B333 Pay Run Annual Calendar Repart
121102020 1 12472020 - 120072020 5109 Payroll Regster Report
12102020 1 V2472020 - 120772020 s193 Cover Letier Repon
12102020 1 V2472020 - 1200772020 sz47 Tax Report For Fayron Repon
12102020 1 V2472020 - 120172020 s287 Imvoice (S257) Repon
12102020 1 V242020 - 120772020 S2590 Check Stk Deta Regon

4+ 4 Page 1 o4+ M 1- 1561 56 fems

3. Ad Hoc Reports - contact your payroll processor

List of Reports - See Page 35
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Online Payroll Processing

Use Google Chrome™

Logging In:

* Go to https://ministryworks.evolutionpayroll.com/hcm/#/

* Enter Username and Password and click Sign In

Create Payroll:
* Click on Payrolls from list on left-hand side of screen
+ Pay cards will populate with check date in upper left-hand corner

If you are processing multiple pay groups, go to Processing Multiple Pay Groups
instructions on page 16.

+ Find the pay card with the check date for the pay run you want to process and click the large

plus sign T on that card
MunsstryWorks® Derise
Payroll Timeline
@ Company =l
3 C Einpiires 12/09/2020 - 1 1212312020 Not Due 01106/2021 Hot Cue
Waookly 11282020 . 12042020 k A y " 1
+ +
?‘ Submitted on- 121672020 05 17 PM - N r it by 1 20
QL Check Einde
1201012020 - 1 1212412020 Not Due 0170712021 Mot Due
Bi-Weekly TNIAF020 - 12O

Submitted on° 11182020 10.40 AM

1216/2020 - 1 1212412020 Not Due 0171302024 Mot Due
Weekly 12052030 - 1212800

Submitted on- 121872000 06 32 PM
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« If applicable, review Payroll Notes by clicking on Payroll Notes section and then hide the note

MunestryWorks® Denisz «

Payroll Timeline

© oasnica
B o = ®
Payroll 127232020 - 1 E— %—’E‘—'H
are e Tows [
- R —— -
B o ] Crastion Options: e Clock Impont Options ]
o CREATE CHECKS = o
‘E Start Date” End Date® Time Clock Sowce Fls =
B Payrons iy - 2
§ W00 [ ] 1282020 ] Choce e X l =
Q =3 Frequency Filg Format %
2 @
73 Vierity . Comrna Debmited
I
L Employes Types Duts Fiald Forma
Al * 2 DwA Year (mmvaiyy)
Erpleyes Fitar et EE Emplayes Synchronizasion
Setect Terrpeate. L] Custom s
Tomplats Organizaional Symeheonzation
Setec Termpiale- n Full DBOT
Chescks par EE Chech Typea Jub Goders
1 Eregular
Croate 545 Chacks Apply Org Level

18 Caloslate Schedvied EDs

inciude
18 S2ndaed Hours

G Salsrv P

+ Review the prepopulated information in the following fields:

Start Date - beginning of pay period

End Date - end of pay period

Frequency - payroll frequency

Employee Types - employee types to include in the payroll
+ Click on Create Checks to include all employees assigned to that pay group
 Click OK when “Checks successfully created” message box appears
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To Add Additional E/D (Earnings and Deductions) Columns

If this is your first payroll, you will not see all the columns for your earnings. Follow the instructions below
for adding additional E/D columns on your first payroll, or any other time you are adding a new E/D. This
process is workstation and user ID specific. If you use another computer, you will have to recreate your
pay grid.

. CI|ck "= in the bottom right-hand corner of the screen, and select the E/D codes from the
Available Columns list

Payroll Timeline

Dasnhooard T— E @
Payroll 1212312020 - 1 Batch 1 : 12122020 - 12/118/2020 Regular | -89999359 | 1of 1 n = @ =t E_’ E
. fow e 24
LT || P | oy e B, Corpy M Po— *
S A £108 o Rl 100 Ak Rl E200 s Sy 200 At Suey &
Payrolis R 2 Doe, Jane S 20.00 $1.200.00 000 700,00 50000 g
E R 3 Smish, John K. 1 0.00 $1.000.00 $1.000 00 §
Check Finder -
R 4 Maoimion. Gédige J 1 30.00 $450.00 .00 45000 E}
. g
i R 5 Smish, Jana D). 1 0.00 50.00
L] 0 Smisn, Lisa R 1 000 50 00
R 104 Booth. Seeley | 1 0.00 5000
R 108 Stark, fnthory E 1 0.00 50.00
R 106 Smith, Amy L 1 0.00 $0.00
] nr Dos_ Joha M 1 0.00 50 00
Totals 30.00 $2.650 00 50,00 $1.150.00 $1,500.00
W

+ Click on the E/D and drag it from the Available Columns to the Current Columns
+  Click on Apply and the column is added to the pay grid

Choose Columns -
Available Columns Current Columns
Search.. Seheck All | Norm:
Type a
D100 Hrs 4030
EE Code a
0100 Amt 4030
Name a
D110 Hra 4036 CAteh up
Seq a
0110 Amt 4000 Calch up
- PR Tatal Hrs a
D125 Hrs 4038 ER Contribution v
Gross Pay B
D125 Amt 4038 ER Confribution
D220 Hrs Simple IRA E100 Hrs Foguiar
D220 Amt Siemple IRA E 108 Amt Regular
D300 Hrs Health Insurance Cale 125 [E200 Hrs Salary
D300 Aml Health Insurance Cafe125 E200 Amt Sadary
- -
P P T ——
8 Locked Columns are grouped logether and remain visibke while scrolling through e grid
Restore Dulaull Column Seltings it ol ot
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To Add or Edit Payroll Information
*  Click within the column to add/edit the amount/hours. Once finished, click Save

* Click on Totals Fia

+ Click on Pre-Process
This is an important step so that taxes, deductions, and direct deposit will populate!

+ The Calculation Results screen appears. Review totals of earnings, deductions and taxes

Payroll Timeling
@ Dasnvoars ¥

|
[ Peteg = ®
B company
Payroll 1272¥2020-1  Batch 1: 12122020 - 121182020 m— a P E i m
& st p— e -
- -
B creex caiculs e
PROCESS 45 Total Taxes: $0.00 bl
Fayrolls i Taxes E
- A -
T | = = | [—— §
i -' E/D Coge i
&3 Bepons » D100 403 0.00 S16500 &
+ D125 4038 ER Confribution 0.00 $115.00
» D305 Healtn Insurance ER 0.00 £50.00
» D310 Dental Insurance C 0.00 56846
» D318 Dental Insurance ER 000 $3000
» D420 FFCRAER Cost of 000 ($10.00)
+ DD Direct Depasit Nat P. 000 S0.00
+ DD2 Diract Deposit Partal 0.00 S0.00
» E100 Reguiar 50,00 $1,150.00
» E200 Salary 000 51,500 00
» E202 Banus 0.00 520000
v E452 Other 0.00 $538.46 -
4 75k Queur 15 items Mo items o display

Preview Check Register:

+ Click on Reports from menu on left hand side of screen

+ Click on Payroll Register in Defined Reports

+ Click on Configure Report

+  Check the box with check date of current payroll

+ Click on Run Report tab

+ Click on Run this Report option at bottom left hand corner

* Click on Task Queue * === (grrow at bottom left hand side of screen)
+ View payroll register for accuracy. Click on Hide '@ (arrow at top right-hand side of screen) to close report

« If a pavroll correction is needed, click on Payrolls, click on Pending pay card, and click on the pencil/paper

icon. (E4 The pay grid appears. Refer to top of page 15 to add or edit payroll information and contin-
ue payroll submission process. Be sure to click Totals and Calculate again if any changes were made.

Submit Payroll:
+  Click on Payrolls from the list on the left side of the screen

*  Go back to Pending pay card and click on pencil/paper icon =

«  Click on Finish ﬁ and Submittal Options screen open Do not attempt to change Submittal Options
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MinistryWorks®

+  Click on Submit Payroll or Process Payroll at the bottom of the screen. Message appears, “Are you sure
you want to submit this payroll?” Click on Yes and process is complete, or click on No to return to payroll.

Submit Payroll will place the payroll in a Queue for your payroll processor to complete. Use this option if you
are going to ask your payroll processor at MinistryWorks to review anything in your payroll.

Process Payroll will finalize your payroll and reports will be published shortly after. Go to your Task Queue
(in the bottom left-hand corner). Once you have 0 pending your payroll is complete. Click on Task Queue to
see if your payroll message is “Finished Successfully”. If you received a message of “Finished with Warnings” or
“Finished with Exceptions”, please contact your payroll processor for assistance.

Completed: 6
Unread: 0

Pending: 0

4 Task Queue

If you need to make any corrections after you have processed your payroll, please contact your payroll
processor before 3:00 PM EST. Otherwise, the payroll information will be sent to the bank and a correction
fee may be charged.

Processing Multiple Pay Groups

If additional functions are needed, go to page 19.
Use Google Chrome™

Logging In:

+ Go to https://ministryworks.evolutionpayroll.com/hcm/#/

+ Enter User Name and Password and click on Sign In

Create Payroll:

+  Click on Payrolls from list on left hand side of screen

« Pay cards will populate with check date in upper left-hand corner

+ Find the pay card with the check date for the pay run you want to process and click the large
plus sign + on that card

120092020 - 1 | Procoosed _ JEEFTET1A] Mot Dus 1110812021

VRREH - LRI

m

Subenitled on 121182020 05 17 PM

1202020 - 1

B WnoHy

Submitiod onc 11182020 10:40 AM

122020 - 1

Vieskly

Submitied onc 12162020 05.52 PM

ar +

[ Processes RIS

| Processed _ JENEETITD)

L = +

oo

013201
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« Inthe Check Batch Settings screen, if applicable, review Payroll Notes by clicking on Payroll Notes section
and then hide the note

MunistryWorks*

Payrall Timeline

El o = ®
B company
Payroll 122412020 - 1 m— @_.E_,m
A Employe i ey poss e
=] > NEWEATEH Chack Bateh 1 has
i E‘ 1201 mn—mls:rm .'%?
e g Houy & Satary g
g -3 g
Q e %" &
Check Batch 2
12082020=1 2212020
Bi-\Weekly
° Hourty & Saary

Create Batch for 1st Pay Group:

«  Clickon & for a Check Batch - first pay group
* Review the prepopulated information in the following fields:
Start Date - beginning of pay period
End Date - end of pay period
Frequency - payroll frequency
Employee Types - employee types to include in the payroll
*  Click on Create Checks to include all employees assigned to that pay group

«  When “Checks successfully created” message appears, click on OK

'}
+ Click on Batches icon *= in upper right- hand corner of screen

Payroll Timeline

O vashboard [E—
Pt = @
B company ’ 5,
Payroll 122472020 - 1 Batch 2 1 12012020 - 123172020 Regular | -99999329 | 1 of 1 ﬁ E m
2 e = gt e AR

NEWBATEH [ g | : S | Saarch Chock Geoup By Company N Sumnay -l
o Trpe | EE Code Hame Seq | Tewlhe Gross Py E100 His Fgular 200 His Sslary %1 .
-
B rFayrais - [ ' Atkds, Lyen 1 o0 $8.00 o g
Batches glz
Q C 1 Smith, Jshi K. 1 (171 £1.000.00 ELUT | S
=
Batch 1 % -
. -
Balch ¥
[re
-
m
3
2
]
3
8
T 5 HE
hd Tooms =

To Add Additional E/D (Earnings And Deductions) Columns, see page14
To Add Or Edit Payroll Information, Preview Check Register, or Submit Payroll, see page 15
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Create Batch for 2nd Pay Group
+ C(lickon & for Check Batch - second pay group Look for batch that has “0 checks” created (shows in
top right-hand corner of batch card)
+ Review the prepopulated information in the following fields:
Start Date - beginning of pay period
End Date - end of pay period
Frequency - payroll frequency
Employee Types - employee types to include in the payroll
+ Click on Create Checks to include all employees assigned to that pay group
«  When “Checks successfully created” message appears, click on OK
Repeat these steps above if more pay groups need to be processed
+  Click on the Batch 1 and Batch 2 folders to switch between batches
+ Do not click Totals or Calculate until all employee hours/earnings have been entered in both batches

Il Timeline

(CAMCEL

N = ®

8 compa e
Payroll 12/24r2020 -1 Bateh 2 - 1200172020 - 123112020 Regular | 99990320 |1 of1 u ﬁ E M

e

HEW BATCH

proerromee. || scooeo: || onrmosc | Search Chect Group By: Company Humber Summary

12 3000 e 330000

Fayrons

sejop josied 1+

(1] 5100006 $1.000.00

podw) oD swiL

sajop eshodwz 4+

To Add Additional E/D (Earnings and Deductions) Columns - page 14
To Add or Edit Payroll Information, Preview Check Register, or Submit Payroll - page 15
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Additional Functions

To Add an Employee to Pay Grid or to Add a Second Check to an Employee
In the pay grid:

+ Click the Add Check button in the Navigation bar (if you have more than 1 batch showing you must select
the correct batch and not “All Batches”)

+ Select the Check Type (Regular) being created

+ Select the employee(s) boxes Standard Hours or Salary Pay in check creation options for those
employees that have standard hours or salary

* Click the Create Check(s) for Selected EEs button
+ Enter the payroll information in column(s) as needed and click on Save

To Add/Delete an E/D (This will only affect the current payroll that is being processed)
In the paygrid:
+ Click on employee name
+ Change the view from Summary to Detail

Payroll Timeline
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+ Click the Check Lines button and Add
+ Select the E/D code and enter pay information in columns
+ Click on Save

+ To delete a check line, select the applicable check line and click on Delete. Click yes to “Are you sure
you want to permanently delete this check line?”

+ Click on Save
+ Change the view from Detail back to Summary
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To Allocate Wages to Division/Branch/Department/Team
This is specific to your company setup. Not all steps of this allocation process will apply.

In the pay grid:

+ Select the employee
* Change the view from Summary to Detail

Payroll Timeline
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+ Click on the E/D code/check line that you want to allocate
+ Click on the arrow to the left of the E/D code. The following screen appears
* Click on Labor Defaults tab
& Payrall Timeline
B company
Payroll 12/2412020 - 1 ﬂ—'i'%—'a—’ﬁ
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REVIEW P
v -'- - Selpct Workers Compensat ~
» School Select Shift '9_.
. n Cran g
Line item Begin Date R Ling mem End Date R §
g
~r 4 nems.

+ Click on the arrow at each level until you are able to select the appropriate Division/Branch/
Department/Team.

* Click on Save
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Additional Functions in Detail View of Check

Changes in this section pertain to current payroll only and are NOT permanent changes.

* In pay grid screen, change the view from Summary to Detail on the right side of the screen.
+ Select the employee
MinastryWorks Darets =

Payroll Timeline
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* In Check Lines tab, click on Add to add a check line (E/D code) or Delete to delete a check line (E/D code) -
must have code highlighted to delete - Answer yes to the question “Are you sure you want to permanently
delete this check line”

« Manual Tax, Fed Overrides, State Overrides and Local Overrides - Please contact your processor to
assist with any tax overrides with this check

+ Options - Add comments or notes for the employee to see on just their check. Options to block certain
E/Ds or accruals; please contact your processor to assist with blocking these.

+ Review - review payroll checks with overrides to verify for accuracy before submitting to payroll.
+ Recalculate Check - click on this to update information
*  Preview ALD - click on this to view Auto-Labor distribution group setup

+ Refresh Scheduled E/Ds - Only use this if changes were made on an Employee set up after the payroll was
opened. Check to make sure that duplicate wages were not pulled in

Click on Save to save any changes made to the information before switching back to Summary view.
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To Add an Additional Hourly Rate and Hours to Pay Grid

This will pertain to current payroll only and are NOT permanent changes.

In the pay grid:
* Highlight employee line
+ Change the view from Summary to Detail

Payroll Timeline
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+ Click on the drop-down under the E/D code to select the earning. Enter hours in Hours/Pcs field

+ Click on the drop-down under the Rate Number and choose from available options (if multiple rates are
not available, enter the new rate under the Pay Rate column)

* Click on Save

+ Information is populated on pay grid (you will see a indicating there are multiple earning
codes/rates)
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Check Calculator: Gross to Net/Net to Gross
You must have the payroll batch that you want to send this to already opened.

* Click Check Calculator from Menu

@ Dashboard
Ei‘ Company
Employees

Check Calculator -

Payrolls

O B & b

Check Finder

Reports

+ Select an employee using drop-down arrow in EE Code-Name field

g Check Calculator x
Sandbox Client

EE Code - Name MNet Amount

[Eearch Employee

1 Net to Gross

Check Saltings

Eamings/Deductions Federal State sul Local Qptions Actions

C/D Code * T Description T HrsPes T Pay Rate T Amount T Rate# T

Checks can be calculated from Gross-to-Net or Net-to-Gross.

If calculating a Net to Gross check:
* Check the Net to Gross checkbox under Net Amount
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+ Enter the Net Amount in the field that opens when selected

+ Click the Delete button to delete all the earnings or deductions from the check. If a live pay, do not delete
the DD1

¢ Click the Add button to add the earning or deductions as needed to the check
+ Click the Federal tab

& Check Calculator X
Sandbox Client
EE Code - Name Net Amount
Reoesl Eshoree O Net to Gross
Check Settings 1 1
Eamings/Deductions Federal State sul Local Cptions Actions
E/D Code * T Description Y HrsiPcs T PayRate T Amount Y Rate# T

3

Mn itame tn dicnlaw
* Click the applicable fields to make changes, blocks, or overrides
+ Repeat the steps for State, SUI and Local taxes
+ State overrides - to block the state tax select regular in the state type and enter 0 in the amount

+ Local overrides - workplace taxes are required and cannot be blocked. Contact your payroll processor if
you have questions

+ Click on Options tab - If this is a manual check, a check number is required. If this is live check,
uncheck “Make this a Manual Check”

+ Click on the Calculate button - review results for accuracy, check the earning code and confirm taxes
are correct

+ Recalculate if you make any changes

+ Click the Send to Payroll button to send the check to a payroll batch for processing
+ Select the payroll in which to include the check for processing

+ Click on Save/Return to create another check or Go To Payroll to go to pay grid
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Send this Check to Payroll Choose a Payroll for this check x
E:“db“" Ko e e 10/01/2020 - 1 &
. . $100.00 100512020 -
123 5 Main 10/07/2020 - 1
Fort Wayne, IN 46218 101212020 - 1
10/14/2020 - 1
Options set for this Check 10/14/2020 - 2 “
Manual Check # 121 \ 10/15/2020 - 1
Updates: 10/21/2020 - 1
1042872020 - 1
Tax Calculations locked in. g} 10/26/2020 - 1
11/04/2020 -1
CHANGE 1UNRIININ - 4 ki
OPTIONS

If calculating a Gross-to-Net check:

Select an employee using drop-down arrow in EE Code-Name field.

Click the Delete button to delete all the earnings or deductions from the check. If a live pay, do not
delete the DD1

Click the Add button to add the earning or deductions as needed to the check
Enter the gross amount in the Amount column
Federal, State, SUI and Local tabs - Do Not make changes in this area

Click on Options tab - If this is a manual check, a check number is required. If this is a live check,
uncheck “Make this a Manual Check”

Click the Calculate button

Click the Send to Payroll button to send the check to a payroll batch for processing
Select the payroll in which to include the check for processing

Click on Save/Return to create another check or Go To Payroll to go to pay grid
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Entering New Employees Online

If your employee is performing clergy duties and is licensed, commissioned or ordained, please follow the
highlighted sections in the appropriate steps below.

1. Click on Employees from list on left hand side to open.
2. Click the large “plus +” sign in the heading to create a new record - The Add Employee box opens

3. Select whether the Tax ID is a SSN or EIN and enter the Social Security Number or Employer
ldentification Number

4., Click Check ID

If the Social Security Number or EIN is already in the system, the Employees screen opens with the
existing demographic information already copied into the new employee fields. This is NOT the
process for rehiring a terminated employee. Please refer to Section 4 - Making Changes to Employee
Information - Status on page 31.

Submenu Tiles
Personal

Complete all required fields listed below - You must progress to the Local menu item (if applicable, if
there are no locals for the new employee, you must Progress to the State menu item) before the new
employee can be saved. If you exit before that, the new employee information that was entered is lost.

Demographics section:

* SSN/EIN #

+  Employee Type - select W2 or 1099

+ EE Code - employee number (auto filled; can be customized)
*  First Name

* Last Name

* Address 1
+ City

« State

+ Zip

+  Gender

+  Ethnicity - if applicable
+ Birth date - Recommended, Required if you have retirement plans
+ Email Address - Used for emailed paystub vouchers (not required)

Hire Status section:

« Status - select status

« Current Hire Date - enter hire date

« Rehire Eligible - defaults to Yes

+  Employee Type - select from drop down list (Full time, Part time, 1099, etc.)

Benefits section: Do not complete
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Labor Defaults

+ Complete the required and applicable fields - Used only if Divisions, Branches, Departments or Teams
are set up on the Company

ACA
* Not required - Contact your payroll processor if you have ACA services

Pay

Complete all required fields listed below
Salary Information section:
+ Pay Frequency - select pay frequency based on current calendar
+ Salary Amount - enter salary amount per pay period

+ Clergy - Salary amount enter $0.00. Clergy wages will be entered on the Scheduled E/Ds tab as
Clergy Salary (E500) and/or Clergy Housing (E510)

+ Rate Amount - enter the hourly rate - if more than one rate, click on Add button in
Overrides section and enter additional hourly rates
Position section:

* New Hire Report - defaults to Pending for all new hires or rehires over 60 days; do not change.
System will change to Completed once the report is sent.

*  FLSA - defaults to NO
+ Position - choose from drop-down (contact payroll processor to add if not available)

Federal
Complete all required fields listed below
Taxation section:

* Marital Status - select status. Select from Standard or Higher options if employee is hired after
1/1/2020. Standard should be used if only Step 1 on the W4 is completed. Higher should be used if
the box in Step 2c is checked.

+  Exemptions - Defaults to zero; not used with 2020 and forward W4's. Do not change
* W4 Total Dependents Tax Credit - If applicable (Step 3 on W4)
« W4 Other Income - If applicable (Step 4(a) on W4)
« W4 Deductions: If applicable (Step 4(b) on W4)
+ Tax Type - defaults to None, select option if applicable (Step 4(c) on W4)
+ Additional Amount - enter additional dollar amount to be withheld in Value field
« Additional Percentage - enter additional percentage amount to be withheld in Value field
* None - no additional federal tax taken
+ Regular Amount-enter flat dollar amount to be withheld in Value field
+ Regular Percent-enter flat percentage amount to be withheld in Value field
« Value - enter amount/percent of tax type if applicable
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EE Tax Statuses section:
* Federal Tax Status -
« Include-default federal tax will be calculated
« Block- no federal tax will be calculated or withheld
+ Exempt- Do not select
+  OASDI Exempt - social security tax, defaults to NO (do not change)

+ Clergy - OASDI Exempt - social security tax, change to YES. Pastors can't withhold through payroll
per IRS guidelines

+  Medicare Exempt - defaults to NO (do not change)
+ Clergy - Medicare Exempt - change to YES. Pastors can't withhold through payroll per IRS guidelines

ER Tax Statuses section:
«  FUl exempt - defaults to NO, (do not change)
«  OASDI exempt - defaults to NO, (do not change)

+ Clergy - OASDI exempt - change to YES. Employers can't match social security through the payroll per
IRS guidelines

*  Medicare Exempt - defaults to NO, (do not change)
« Clergy - Medicare Exempt - change to YES. Employers can't match Medicare through the payroll per
IRS guidelines
W2 Form section:

+  Type - make sure “W-2 & 1099" is selected. Residential State - defaults from Demographic section on
Personal Tab

« Do not complete demographic section on this page
W2 Settings Section- Do not change

1099R Section- Do not complete

State: Required
« State - Auto populates what was added on the Personal Tab
* SUI - Same as State
+ SDI - Same as State
+  Home - Defaults to Yes
« Marital Status - Select from options available.
+ Tax Exemptions - If applicable.

*  Click the small arrow at the far left of the line on the information bar to minimize or maximize the
state information. (Set up additional or flat amounts for state withholding)

Local: if applicable Do not remove any locals that automatically populate
+ Click on Add button to add local
+ Complete required fields (*)
Click Save
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Child Support
+ Contact your payroll processor if you need a child support deduction

Direct Deposit -2 Step Process
Step 1: Adding Employee Banking Information
+  Click the Add button to add new direct deposit information as needed
*  ABA# - enter routing number
+  Bank Account # - enter account number
+ Account Type - select, checking, savings or money market

+ InPrenote - if you select “No"” the employee will receive a direct deposit on the next pay run. If you
select “Yes,” the prenote will be sent with next payroll and employee will receive a paper check. Check
and UPS shipping charges will also apply.

«  Form on File - This should be Yes; as a completed Direct Deposit Authorization form is required.
* Allow Hyphens - defaults to No; do not change
« Click Save when you have completed entering information on this screen

Step 2: Adding DD1 in Scheduled E/Ds
+  Click on Scheduled E/Ds tab
+  Click the Add button
« Under Code - Select DD1 Direct Deposit Net Pay from the drop down
* Under Send To - Select Direct Deposit from the drop down
+ Direct Deposit Account field appears - click on drop down arrow and select bank account number
+ Click Save

« If employee has more than one Direct Deposit account contact payroll processor to add extra E/D (ex:
DD2, DD3)

Scheduled E/Ds

Scheduled E/Ds are earnings and deductions that are scheduled to be processed automatically with
their scheduled payroll.

For Clergy employees, we add their wages as E/D codes (Clergy Salary E500 and/or Clergy Housing
E510) since these codes are built not to pull FICA taxes.

+ Click the Add button

+ Under Code - select the earning or deduction

« Calculation Method - defaults to company set up

+ Amount $ - enter amount per pay period, if applicable

« E/D Group - if applicable, used with percentage calculations

+  Amount % - enter percentage, if applicable

+ Click save

+ Repeat process to add more E/Ds.

« If E/D code is not available contact your processor to add new E/D code.
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Delivery

Completing this section will allow pay stub to be emailed to the employee.
+ Add the employee’'s email address (if added on Personal tab it will populate here)
* Under Print Voucher - Select Yes

« Enter a password for VMR deliveries - consider using the last four digits of the employee's social
security number

Employee Portal

Highly recommended to give employee access to the Employee Self Service Portal so they can view/
retrieve pay stubs and W2's.

+ Username - create unique username (JKSmith, JohnSmith, JSmith) username is case sensitive and
email addresses cannot be used

+ Password - enter password; use MW/[last four digits of social security number]! (i.e. MW1234!)
« Click Save

« Once the employee is registered, they will go to the Employee Self Service Website below to log in
and change their password.

* Link to website: https://ministryworks.evolutionpayroll.com/ess#/login

Notes

« Payroll Notes - Notes entered here can be viewed by the payroll processor, or other internal col-
leagues. The information does not appear “publicly” and cannot be viewed by the employees. This

will show as H in the pay grid next to the employee name.

+ General Notes - General notes about the employee and payrolls are stored with the employee data
and can also be viewed in the Payroll menu in the Notes fly out tab on the Employees-Payrolls-
Payroll View screen.
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Making Changes to Employee Information

Make all changes to Employees prior to opening a payroll

Status - Anything other than an Active status will not show up on the pay grid automatically
Rehire an employee
+ Click on Employees from menu on left-hand side

« To find terminated employees, all filters need to be cleared. Click the funnel next to the Status
heading

+  Click CLEAR at the bottom of the drop-down. All employees will show in the list now. Select the em-
ployee by double-clicking their name

+ Inthe Personal tab under the Hire Status section, change their status to Active. Add the original hire
date to the Original Hire Date field and add the new hire date to the Current Hire Date field. Delete
the Termination Date.

¢ Click Save

o Note: Once the employee is rehired, be sure to go through all the employment tabs to
ensure all information is still accurate. If anything needs changed be sure to update before
opening the next payroll.

Terminate an employee
*  Click on Employees from menu on left-hand side
+  Select the employee by double-clicking their name. Stay in the Personal Tab

* Under the Hire Status section, change their status to Terminated. Add a termination date to the
Termination Date field

¢ Click Save

+ To change the pay information for an employee, click on Employees from menu on left hand side
+ Double click on employee name
*  Click on the Pay tab
*  Enter the new amount in the Salary Amount field or Rate Amount field
+  Click Save
* For clergy, go to Scheduled E/D’s to change Clergy Salary (E500)

To add an Additional Hourly Rate

+  Click on Edit Effective Periods in Overrides section and the Effective Periods screen opens
*  Click the Add button

+ Change the Begin Effective Date

+ Add Rate Number - if salaried EE Rate 1 is $0.00 Add Rate 2

+ Add Rate Amount

« C(lick Save

+ To change information for a rate, in the Overrides section, click on the drop-down arrow for rate you
want to change.

*  Make the changes and click on Save
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Scheduled E/D’s

To change the information for other earnings and deductions, click on the Employees section
Double click on employee name

Click on Scheduled E/Ds from the menu

Click on the arrow to the left of the E/D to open up the information for the E/D that will be changed
Make the changes to information

Click Save or close E/D by clicking on arrow

To Inactivate a scheduled E/D

Click on the E/D

Click on the arrow to the left of the E/D that needs stopped

Click on the Schedule tab within the E/D

Enter the date it should stop in the Ending field PRIOR to the upcoming pay run
Click Save

To change a Direct Deposit

Click on Employees from menu on left-hand side

Double click on Employees name

Click on Scheduled E/Ds tab

Click on arrow to the left of the DD1 or DD2 that needs changed
Click on plus sign ]

Enter ABA # (Routing #), Bank Account #, Account Type

Check the In Prenote box if you want employee to have paper check on next payroll (check and de-
livery fees apply), leave box unchecked if you want employee to have direct deposit on next payroll

Check the Form on File box to indicate the employee has given documentation to support the
account change

« Note: if you receive a bank change request via email, best practice is to verbally confirm the
request came from the employee

Click on Save button
Click Save

To deactivate a Direct Deposit in use:

Go to Scheduled E/Ds
Click on the arrow to the left of the DD1 or DD2
Click on Schedule tab

In Effective section, go to Ending field and click on a date PRIOR to the upcoming pay run that the
direct deposit should not be active on

Click Save
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Taxes
Federal

Make changes based on how the employee completed the current year W4
Click on Employees from menu

Double click on the employee name

Click on Federal tab

Click Save

State

To change Marital Status, click on field and select status from drop down menu

To change Tax Exemptions, click on field and type over existing number

To add additional or flat amounts, click on the arrow to the left to open up the detail of the state.
Under the Overrides section, under Tax Type, select options of additional or flat amounts.

Enter the amount in the Amount field.

Click Save

Local

In Local, click on Add to attach a local tax

Click on field beneath Local section and using drop down arrow, select the local tax
Misc. Amount field - Do not make changes

Click Save

Contact your Processor to review local tax set up after making changes
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Viewing Reports
Use Google Chrome™
Go to https://ministryworks.evolutionpayroll.com/hcm/#/(copy and paste) and enter your

username (Firstname.Lastname) and password (MW----).

Click on Reports from menu on left side (If you are processing your payrolls, you will see all seven headings. If
you are not processing your payrolls, you will only see the Dashboard and Reports heading)
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| @ Coanboney Fayroll Teday Aganda
B Trwrsday, Decambes 17 F020-Thursday, Dacamber 74 #7120
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Click on Published Reports

Reports

@ Dashboard
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Time-Off History [ 5223) 223
Taxable Wagas For Payrall By Ck Date (S236) 236
Tax Report For Payroll (5247} 247
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To preview, save or print a published report:

1. Check the box in the left-hand column of the table to select the report(s) to be viewed, saved or printed.
2. Click the Preview Report button to open a full-sized preview on a new screen.

3. Use the Resizing tools in the preview window to zoom in or out to preview the report. If more than one
report is selected, use the arrows at the bottom of the Preview window to navigate between reports.

4. Click Save at the top of the Preview window to save the report(s) to your hard drive and/or to open the
report you are currently working on.

5. To print the report, select Print from the File menu in the Windows Menu bar.
6. Click on Reports List button to return to the screen listing the Published Reports.

Published Reports

« Pay Run Annual Calendar -schedule of future payrolls, including the input (payroll submission) dates
+ Payroll Register - list of employees paid - gross, taxes, deductions and net amounts

+ Cover Letter - totals for net pay, billing impound, and taxes for current payroll

+ Direct Deposit - list of employees receiving direct deposit - routing number, account number and deposit
amount

+ Tax Report for Payroll - taxable wages and total withheld for current payroll

* Invoice - payroll charges (check fee, per employee charge, quarterly fee, etc.)

+ Check Stub Detail - employee pay stubs

* Input Worksheet - used for recording hours, or additional pay for next scheduled payroll

+ Period Summary Report - lists each employee’s earnings, deductions, and taxes MTD, QTD, and YTD

Defined Reports - Create custom reports for one or multiple pay periods
+ Payroll Register - list of employees paid - gross, taxes, deductions and net amounts
+ Earnings and Deductions - totals per earning and deduction on pay run

* General Ledger - lists debits and credits (For GL clients only)

+ Delivery Instructions - when specific delivery instructions are entered

+ Cover Letter - totals for net pay, billing impound, and taxes for current payroll

+ Direct Deposit - list of employees receiving direct deposit - routing number, account number and deposit
amount

+ Check Reconciliation - list of employees/check type/check number/direct deposit/net amounts
+ Time Off Report - type/code/effective date/accrual rate/hours balance/amounts

+ Workers Compensation - gross/OT/ WC Rate/Premium Amount - Please contact your payroll processor to
run report

« Time Off History - current Accrual/Balance/Accrued/Used

+ Taxable Wages for Payroll Ck Date - total earnings/exempt earnings/taxable wages/tax amount
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* Tax Report for Payroll - breakdown of taxes per payroll

+ Employee Profiles - employee personal information, pay, taxes, E/Ds, direct deposit

« Tax Notices - tax type, deposit frequency, due date, amount, wages, #ee's, quarter

+ General Ledger - Rapid Export Format - (Custom report for GL clients only)

* Input Worksheet - used for recording hours or additional pay for next scheduled payroll

+ Input Worksheet Cover Letter - cover sheet to send in input worksheet; lists MW fax and phone#
+ Period Summary Report - earnings, deductions, taxes per MTD, QTD and YTD

+ Individual Earnings Report - quarterly payroll history per employee

+ Compensation Detail Report - breakdown of employee pay (hours, earnings, taxes, other, net)

+ Time Off Register - TOA type, E/D Code/Group, Eff Date, Prev balance, change, new balance

+ Time Off Register with Hours - TOA type, E/D Code/Group, Eff Date, Prev balance, change, new balance
+ Payroll Impounds - taxes, fees and direct deposit impound amounts

+ Check Stub Detail - employee pay stubs
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