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
Open Company

Company Numbar « Company Name -

Fiter List. |

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

Company iain menu Admintranen

Chear Semple Samiple Clien
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Company Management

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:

1 Address/Bank Accounts

1 EIN/Rates
1 Earning/Deduction Codes
T DBDT

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



Company Information
Address { Bank Accounts EiM ! Rates E/D Codes DBOT

DBOT Level [Department

Combined Humber « Combined Name &
1§11 This Division |s Hidden | This Branch Is Hidden | Dept One
110 This Divesion |5 Hidden | This Branch 15 Hidden | Test
111]2 This Divisian 15 Hidden | This Branch |15 Hidden | Dep 2
11113 This Division 15 Hidden | This Branch |5 Hidden | Dept 3
..... Company Home |
EIN/Rates
Federal EIN Number, states, SUIs and locals set up on the company in
Evolution.
Company Information

Adiress | Bank Accounts EIN/Rates  ED Codes DROT

DBOT Levet [Department
Combined Number « Combined Name ¢
111 This Division Is Hidden | This Branch 15 Hidden | Dept One
(IR BRI ‘Eﬁis Eh-.nsmn I Hiﬂﬂﬂ:n.| Thits E-.’a-nt.h Iz Hiﬂﬂ!ﬂ. T.EEI .
)12 This Division Is Higden | This Branch Is Hidden | Dept 2
1]1]3 This Divigion Is Higden | This Branch Is Hidden | Dept 3
Company Home |
E/D Codes

All of the Earnings and Deductions set up on the company.



Company Informatien

Address | Bank Accounts EINiRales ' EMD Codes | D80T

DEOT Level [Departmeant

Combined Number - Combined Name &
1111 This Division |s Hidden | This Branch ks Hidden | Dept One
1 |1| -||:|1 L Th,gnmsu;.msngn I. Th,ggrmcmgm.jgnrreg RTINS
1112 This Division 15 Higdan | This Branch i Hadden | Dept 2
11113 This Division Is Higden | This Branch ks Hidden | Dept 3

Company Home

DBDT
All of the divisions, branches, departments and teams set up on the company.
Company Information
Address | Bank Accounis EM / Rabes EMD Cooes DBOT
Sl
Combined Number - Combined Hame &
11t This Devisdon |s Hidden | This Branch is Hidden | Depl One
110 This Desiskon 1S Hidden | This Branch is Hidden | Test
11112 This Dévision |3 Hidoen | This Beandih s Higden | Dept 2
13 This Dession |5 Hdden | Thes Brandh is Hagden | Depl 3

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.



Main Menu

Employee Management
1. Click Employeeonthe WebClient Main Menu screen to open the Employee
Management screen.
2. SelectNew W2 Employee New 1099 Subcontractoyor Edit Employee.
Empioyee Management
thew W2 Employes e 1358 Subcantractar
'gg:fsdl'nfﬂmﬂbm

- Rates

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
changeabile.

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

Btate
* Requred néprmation

* State:
= 2Dl

= sun;
VT [=]

County

Tax Coade

Winholding Allowances
L]

= Martal Status:
Slngle |

* Imported Martal Skabus:

o Single Marriad

!—m’-
7. Click the Check v mark to Save.

8. Add other states if applicable, or click Next. the Employee Locals screen

opens.
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9. Click the Plus sign to add the employee local(s).
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Local
* Required information
* Local * Exernpt or Block
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* Override Tax Type
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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 & putton.
11. Click Next. The Employee Rates screen opens.

Employee Rates
Humber = Amount # Primary # Edit = Delete
1 0.00 Y A

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



Pay Rate Info

* Required information

Rate Number: - | 1
Rate Amount: = [ 1500
Primary Rate: 41 No @ ves
Postion: | Management j
Pay Grade: | --select-- =]
Division
Branch I'G’
Department
Team

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.

Employee Time Off

¥ Show active only

Description = Balance s Accrued s Used & Active +  Edit
FTO 0.0 0.0 0.0 ¥
Sick 1 0.0 0.0 0.0 Y
Vacation 0o oo 0.0 Y

'&;'_-1

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.



Time O Accrual

Type Adv Vac 1 -
Current Accrued | 000
Current Usad | .00

Reason  |Previously planned

Active | T No ™ vyes|

.kmd v

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

4 Bhow enalsid ondy

Code =  Description & Cale. Type & Amount & Percesiage & Start Daie & {Ena Date » Enabled & Edit = Dedeie
Dns 41k EE Dedu T ol ED Group ¢ L=l a Sep 1. 2 ¥ L =
O 401K ER Pen Pension Match oo a Ok B, 2011 L h .

k“ﬂﬂd h‘lﬂllﬂ'ly
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.

i




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

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.

* Required information

Enler S50 NSt

He B

No ER Paid Ins/Rot Efigible

T T T AN

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



Emiployas Details

* Regured informabon
*Hew Hre Report Sent W2 infa “Owerride Federal Tax Type
T T— . e =
*Creerrice Federd Tax Walue
*FLEA Exempl Voa. B My I_Tm.
9 Mot Applcabls No e
*Statutory Erploves MR Yo Ot i
*Hghty Compersated e | Wona L |
-
vag B pg EE Fecleral
*legalflep Exampt ' Block @ lnchide
*Corporate Officer Vs Wy — e
Yoz 9 No s
“Daferred Compersation b
Dedyictions To Take Frst e
it 2 @ Medcare Evempt
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*feEngan
Group Ters Polcy ————
e Ve 9 o i
GTL Howrs: | o Yeu 2 Ko
GTL Rake: | 0.00 P ——
Yes 2 Ko
General Motes
*ER: FUI Evempt:
WYes 9 Ho

Save |

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.

States

State =

WT

Alowances ¢ Edit  Delete

Married ] ¥ =

Sirgle bl i3 £

Add Slage

Home Stale
T

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

requiring changes.
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2. Click Save.

Locals screen

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

f Show crabled onty
Local - Value ¢ Exempt Exclude MiscAmount ¢ Enabled ¢ Edit  Delsts

M York City Res .00 I 0.0 Y K 5.5

Al L &

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



Local

* Required information

* Local * Exempt or Block
[ Wew York City Res. [ a
1 1
* Local Enabed
b [0 & v
I No " Yog
* Override Tax Type = Dedhuct
Mo a
Cverride Tax Value Overrides NEVETr Alvays
.00
= Inchude pretax deductions
Wt St in tax wages
|o.o0
Mo & Yeg
Cancel | Save I
2. Click Save.

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

Rates

Humber = Amount = Primary = Edit  Delete

1 17.00 by % s

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



Rate

* Required information

Rate Number:

Rate Amount:

Primary Rata:

Postion:

Pay Grade:

Diwision
Branch

Department
Team

| 7
- 25.00
2 Ho Yesg
Production T

Cancel |

2. Click Save.
Time Off screen

Save |

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.
Employee Time Off

+ Show active only

Description = Balance Acorued @ Used & Active & Edit
PTO 1010 00 100 L

Add TmeOp

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

changes.



Employee Time Off

* Required information

Type: = |sick1 =
Current Accrued: la0.00
Current Used: [E'l'.ﬁﬁ"“'"""

Reason: *  |Sick Time Earned

Active: = No @ Yeas

Cancel | save |
2. Click Save.

Child Support screen

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

Child Support

Priority Number & Case Number - Edit = Delete
1 25436 A X

A0d Child Support Case |

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.



| Child Support Cases

* Required information

Priority Number: = |1

Custom Case Number 1407
Ongination State e
Agericy Child Support Agency ol
Arrears. - * 2 No Yes

FIPS Code

cancel | save |

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.
Employee Direct Deposit Accounts

ABA Number = Account Number = Tipe = Ednt Delete
011600062 133482 C 3 S
11600062 BEvi2E 5 3 X

Add Direct Deposit Account

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



Direct Deposit Account

* Required nformation

ABA Number
Account Number:

Account Type:

In Prenote:

Cancel

2. Click Save.

011600062

5364753

Savings -

o (-

Save

Employee Scheduled E/D screen
Opens the Employee Scheduled E/D screen for adding or modifying

information.
Employee Scheduled E/D

¢ Show enabled anky

Cade = Description = Cale. Type = hmount &

o1 Crecking Nz
ooz Sanings Fioed
D08 Pretan Madica Fiead

Employee Scheduled ED

Percentage ¢  SartDate = End Date ¢ Enabled = Bdit Delete

0 Sepd 2001 ¥ 3 L
[x} Sap 4, 2001 L 5 i
0 Mays 2004 ¥ Y b

Add Schaduled ET

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.
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* Required infarmation

Detailz 1 Detais 2

E/D Code R : Chi Suppar Case

| DOR - Protax Modical Tnsurance(DL) [i=] [ —Entoct-—-

Caiculation Method S Gamishment |0

| Fice B |

e s .

i : EE Dirscl Depesil

Month #  Which Payrolls it i Chok

B Graup ;

A o Taus Home Pay

Agency R

|HI-ﬂ|I:lmrIe E

Effective Start Date  Efacive End Dale

[tojrzyzony T anj

Priodty  Mullipie Scheduied ED Group

| | ——Selact-— L=fi

 Cancet | e |

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



Payroll Workflow

Quick Entry
Payroll Quick Entry

Edit Checks
Edit payroll checks

Preprocess
Preprocess payroll

Totals
Check totals for the preprocessed payroll

Submi
Submit payroll to the service bureau

feldai &

Calculate taxes or check lines for one
employes

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

Herw Pagroll Farameners

Chesck Dake (1071572011 T Date falls on & weeekend!
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Lok EE up by t # Cysnme ama sy |

Ca0T macn = Ful EFRET

FieFormat | * Fard - Comma
Fosfon Deimfed

snnaemee [
v [T e |
- mACK T

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




i M Reciprocabe Taxes, Crmple
W Mo 400 Reciprocats Taxes, Ul
M 40 - Reciprocste Taxes, Ensplo .
M 100 - Weciprocate Taxes, Ensplo
oM 00 Reciprocale Taxes, Emplo
:?_.gi M 400 Reciprocate Taxes, Emplo
U M 00 | Reciprocate Tawes, Emplo
& M 100 Reciprocais Taxes, Impls .
‘% M 00 Reclprocate Taves, Emglo .
ﬁ{ M 104 Reclprocate Taxes, Emplo
oM 100 Reciprocate Taxes, Emplo
& M D0 Reciprocate Taxes, Emsplo..
“& M 900 Reciprocate Taxes, Enplo .
& M 00 Reciprocais Taxes, Empl.
= om 400 Meciprocale Taxes, Emplo.
! Hew check w EfD Columns

Sort by: | EF @ - Ascending

'S Gancel

2. Click the New Check button to add a new Regular check to payroll.

W Save

3. Select employee from the dropdown list, add relevant data, and click the check

vmark to save.
Add Regular check to payroll

Employee | 420 - Sample, Applicant T

Pay Salary  [7]
Pay Reqgular Hours &)

)

4

v

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.



Configure E/D Columns

Available E/D

A1 - Checking - Direct Deposit - Amt
A1 - Checking - Direct Deposit - Hrs
AD2 - Saverance - Amil

AD2 - Severance : Hrs

BO1 - ER Medical . Amit

BO1 - ER Medical : Hrs

C1 - ER Cobra Credit - Ami

C01 - ER Cobra Credit - Hrs

C02 - EE Cobra . Aml

CO2 - EE Cobra : Hrs

D01 - Checking . Aml

D01 - Checking : Hrs

D02 - Savings - Amt

D02 - Savings - Hrs

003 - Child Support © Amt

003 - Child Suppor : Hrs

D04 - Mise Dediclion | Amt

D04 - Misc Deduction : Hrs

D405 - 404k EE Deduction : Ami

D05 - 401k EE Deduction - Hrs

D06 - 401K ER Pension Match - Amt
DOE - 401K ER Pension Mateh - Hrs

FENT. e el S Al

<)

Wi Copy all

Selected ED

E0Z - Salary - Amt

E01 - Regular Earnings - Amt
E01 - Regular Earnings ; Hrs

i Remove All

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

x M 100
X M 100
x M 100
i M 100

New check o

& @ Powared by

evolution

Reciprocate Taxes, Emplo._ . [
[

Reciprocate Taxes, Emplo. . |

Reciprocate Taxes, Emplo

Reciprocate Taxes, Emplo

|
l
|

M wle s ca e e Faaxba

E/D Columns

Sort by: | EE # - Ascending
Type - Ascending

| Type - Descending

B EE # - Ascending

| EE # - Descending

Employee Name - Ascending
_Employee Name - Descending

8. When done with this screen, click Cancel or Save.

Edit Checks

Select to access the Edit Payroll Checks screen.
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Edit Payroll Checks

— : A
[L‘-hldt 1aof 3 100 - Reciprocate Taxes, Employes - I L-.“ L—

EE: 104y Reciprocate Taxes, Employes Chick # 1D2 Tigs: M Gepda Wages $0.00 Pl Wagas: $0.00
ED Code - Name [Type] = Hours Rate # Rate Amount Dl

E0L - Regular Earmings [E8]
E0L - Regular Earmings [EB]
EQ1 - Regular Earnings [E8]
E01 - Regular Earmings [E8]
EQL - Regular Earnings [EB]
E01 - Regular Earnings [E8]
EQL - Regular Earmings [E8]
Ed1 - Regular Earnings [EA]

E01 - Regular Earnings [E8]

EEEEEEERNRER ?
DAY | Y | Y | NN | | EOY N | RN | Y |

E0L - Regular Earings [EB]

[

E Aoid eheck "' Add Check Line =' Delete Check ' cancel ¥ Swve

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 vmark to save.

Add check line

E/D Code - Name (Type):

ADY - Checking - Difect Deposit [ ]

ADZ? - Severance [ET]

CO1 - ER Cobra Credit [MC] B
C0Z - EE Cobra [M1]

D0E = Chiecking [D1]

D02 - Savings [DE ]

003 - Child Support [D]

D04 - Misc Deduction [DN]

D05 - 401k EE Deduction [D&]

D06 - 401K ER Pension Match [M3]

Do7 - Garnishment #1 [DR]

Do0g - Pretax Medical Tnsurance [DL]

Do9 - NY SDI [DF]

D10 - 401k Catch up [D]

D12 - Garnishment #2 [DR]

D15 - Child Support #2 [DQ]

D16 - Child Support 23 [DQ]

D17 - Average Overtime [E1]

D30 - Electronic Child Support [DQ] -

(%) v



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.



