
WebClient 
WebClient is an optional module that facilitates remote client tasks, such as employee 
maintenance, inputting payrolls, running reports, etc. via the Internet using a web 
browser.  
The WebClient API service must be installed through the Management Console when 
the service bureau hosts the WebClient or Self Serve applications. The API service can 
only be installed on one server, similar to the Request Broker. It is recommended that 
this service be installed on a server that contains a Request Processor. 

Logging in to WebClient  
1. After having set up and configured WebClient, open an Internet browser and log 

in to WebClient. The Open Company screen opens. 

 
2. Select a company from the list. The Main Menu opens. 



 
The WebClient Main Menu contains six sub-menus, each offering HR/Payroll-related 
functionality. 

Company Management 
The sub-menus available in the Company Management menu is dependent upon the 
selections made in Evolution, based on the services the service bureau offers its clients. 

1. Click Company Management on the WebClient Main Menu to open the 
Company Management screen. 

 
2. Click Information to view the Company Information screen. All Company 
Information is read-only, and can only be modified by the service bureau. 
Company information is separated into four tabs: 

¶ Address/Bank Accounts  
¶ EIN/Rates  
¶ Earning/Deduction Codes 
¶ DBDT 

Address/Bank Accounts  
Information pulled from Evolution including company name/address, support 
relationship contacts, and bank account information. 



 
EIN/Rates  
Federal EIN Number, states, SUIs and locals set up on the company in 
Evolution. 

 
E/D Codes  
All of the Earnings and Deductions set up on the company. 



 
DBDT  
All of the divisions, branches, departments and teams set up on the company. 

 
Click the Company Home button to return to the Company Management screen, 
or click Main menu in the toolbar to return to the Main  
Menu.  



 
Employee Management 

1. Click Employee on the WebClient Main Menu screen to open the Employee 

Management screen. 

2. Select New W2 Employee, New 1099 Subcontractor, or Edit Employee. 

 
New W2 Employee  

1. Complete the fields on this screen beginning with the SSN (a red asterisk 
*indicates a required field.) 



 
2. Use the Tab key to navigate between fields - once the SSN is entered and 
Tab clicked, the pre-populated information on the screen becomes "live", or 
changeable. 
3. Complete the fields on this screen. Click Next. (The fields selected on this 
screen are default settings.) 

 
4. Verify / edit the fields on this screen.  
5. Click Next. The Employee State screen opens. 



 

6. Click the Plus  sign to add the employee state(s).  

 

7. Click the Check  mark to Save. 
8. Add other states if applicable, or click Next. the Employee Locals screen 
opens. 

9. Click the Plus  sign to add the employee local(s). 



 
10. Complete the required fields unless a message appears at the top, indicating 
that there are no states selected for the employee with local taxes. In that case, 

click the Cancel button.  
11. Click Next. The Employee Rates screen opens. 

 

12. Click the Plus  sign to add Pay Rate info. 



 
13. Complete the required fields and click the Check  mark to Save. 
14. Add other rate information if applicable, or click Next. The Employee Time 
Off screen opens. 

 
The example above illustrates some time off plans that companies may use. 
15. Click the Plus sign to add an Time Off Accrual types, or click Edit to 
manually adjust the EE's time off. 



 
16. Click Next. The Employee Scheduled E/D screen opens. 

 
17. Click the Plus sign to add additional E/Ds if needed, or click Finish. 



 
18. Click Main Menu in the toolbar to return to the main menu. 
New 1099 Subcontractor 
The screens to navigate are similar to the New W2 Employee, with a few 
exceptions:  

1. It asks for EIN instead of SSN (but it could be either.) 
2. There are no Time Off or Scheduled E/D screens 
3. W2 settings do not apply to a 1099 Employee; that section does not 
display on the Employee Details screen. 

 



Edit Employee 
Click Edit Employee to add or change information about an existing employee.  

 
The Employee List opens, from which the employee requiring information 
changes is selected. 
The employee number or name can also be selected from the dropdown lists at 
the top of this screen 

 
Menu Options 

Employee Info screen 
Opens the employee information screens for editing. 
1. Click the applicable screen name containing the information that needs to 
be changed, from the menu on the left-hand side of the screen. 



 
2. Click Edit Employee General Information. to open the Employee General 
Information screen. This is the screen completed in step one of setting up a 
new employee.  

 
3. Make necessary changes and click Save. 
4. Click Edit Employee Details to open the Employee Details screen.  



 
5. Make necessary changes and click Save. 
To navigate from screen to screen 

a. Click the next item down on the menu at the left of the screen, or 
b. Click the Employee Home button at the bottom of the menu at the left 
side of the screen, which goes back to the Employee Management 
screen. 

States screen 
Opens the Employee States screen for adding or modifying information.  

 
1. Click Add State to add additional states or click Edit on the row of the state 
requiring changes. 



 
2. Click Save. 
Locals screen 
Opens the Employee Locals screen for adding or modifying information. 

 
1. Click Add Local to add additional localities or click Edit on the row of the 
local requiring changes. 



 
2. Click Save. 
Rates screen 
Opens the Employee Rates screen for adding or modifying information. 

 
1. Click Add Rate to add additional localities or click Edit on the row of the 
rate requiring changes. 



 
2. Click Save. 
Time Off screen 
Opens the Employee Time Off screen for adding or modifying information. 
If Time off Accrual is not turned on in Evolution the following screens will not 
be available. 

 
1. Click TimeOff to add additional time off reasons or click Edit to make 
changes. 



 
2. Click Save. 
Child Support screen 
Opens the Child Support screen for adding or modifying Child Support case-
related information effecting wages/earnings. 

 
This information is used to create scheduled E/Ds. 
1. Click Add Child Support Case to add additional new child support cases, 
or click Edit on the row of the case, to make changes. 



 
2. Click Save. 
Employee Direct Deposits Accounts screen 
Opens the Employee Direct Deposit Accounts screen for adding or modifying 
information. This information is also used to create scheduled E/Ds. 

 
1. Click Add Direct Deposit Account to add additional new accounts, or 
click Edit on the row of the account, to make changes. 



 
2. Click Save. 
Employee Scheduled E/D screen 
Opens the Employee Scheduled E/D screen for adding or modifying 
information. 

 
The example above illustrates scheduled E/Ds that companies may use.  
1. Click Add Scheduled E/D to add more, or click Edit on the row of the 
earning or deduction, to make changes. 



 
2. Click Save. 
3. Click Main Menu in the top toolbar to return to the Main Menu. 

 
Payroll Workflow 
1. Click Payroll from the WebClient Main menu to open the Payroll Workflow sub-menu. 
The submenu categories offer quick access to the stages of payroll processing. 



 
Quick Entry 
Note: When creating a new payroll, if the check date falls on a weekend, a 
warning message is posted. (See below.) 

 
1. Click Quick Entry to access the Payroll Quick Entry screen where users add, 
edit or delete checks.  



 
2. Click the New Check button to add a new Regular check to payroll.  
3. Select employee from the dropdown list, add relevant data, and click the check 

mark to save. 

 
4. Click the E/D Columns button to view, configure, add, and remove E/Ds. 
5. Highlight Available E/Ds in the left and click Copy to select them. 

6. Click the check mark to save. 



 
7. Select a sorting method from the Sort By: dropdown list.  

 
8. When done with this screen, click Cancel or Save. 
Edit Checks 
Select to access the Edit Payroll Checks screen. 



 
The checks available to edit can be selected from the dropdown list at the top of 
the screen. 
Click the Override button on the far left of the check line to open a window for 
the user to select [or de-select] job and D/B/D/T overrides. When an override is 
selected, the override button changes to a red arrow. 
1. Click the New Check button (bottom toolbar) to add a new Regular check to 
payroll. 
2. Click the Add Check Line button to add a new check line to the check. A new 
window opens from which the user selects the new line to add. 

3. Click the check mark to save. 

 



4. To delete a check, click Delete Check in the bottom toolbar. A confirmation 
box opens asking the user to confirm whether or not to delete the check. 
5. To delete a line on a check, click the Delete button on the check line itself. . A 
confirmation box opens asking the user to confirm the desire to delete the check 
line. 

 
When done with this screen, click Cancel or Save. 
Pre-process 
Select to pre-process a payroll. The first screen to open is the Evolution Task 
Queue screen. 

 


