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Payroll Processing Procedures

Make all Permanent Changes
· Enter all New Employees

· Make all Pay Rate Changes

· Make all Employee Terminations

· Make any School District or Local Tax Changes*

· Set up all scheduled deductions (these are deductions that will be scheduled to regularly appear on paycheck)

· Direct Deposit

· Child Support

· Health Insurance

Create Payroll & Batch

Once permanent changes have been made:

· Create a Payroll

· Create a Batch

Enter Payroll Information

· Import or Enter Hours Worked

· Enter any temporary changes

Preprocess Payroll

· Preprocess Payroll

Verify Payroll Information

· Run Payroll Register to verify payroll numbers are correct 

Submit Payroll

· Submit Payroll for Processing

Adding New Employees

1) Click on Employee-Employee
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2) Click on the EE Entry Tab.
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Pay Rate Changes
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Terminating Employees
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Setting Up a Local or School District Tax

3) Click on the Employee Button and choose Locals from the menu
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Setting Up Scheduled Deductions

1) Click on the Employee Button and choose Scheduled E/Ds from the menu
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Creating A Direct Deposit ED

1) In the Employee – Scheduled EDs screen, click on Direct Deposit tab
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2)
Click on the Green Plus button to schedule the Direct Deposit 
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Creating A Child Support ED

1) In the Employee – Scheduled EDs screen, click on Child Support Cases tab
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 8)
Click the Green Plus button (on toolbar) to schedule the Child Support deduction
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Creating a Payroll and a Batch
Note:  Every payroll contains at least three parts, a Payroll, Batch, and Checks.  You must create a Payroll before you can create a Batch and you must create a Batch before you can create any checks.

1) Create the payroll.  Click on the Payroll menu and click the Payroll tab to open the following window.
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4) To create a Payroll click the “Create Payroll” button.

5) A new Payroll record will show in the data grid at the top of the window
6) Verify the Check Date and the type as Regular
Verify the Check Date will allow for Direct Deposit or Checks. *

7) Click the √ or press F10 to save the Payroll

8) Upon clicking the √ or pressing F10 Evolution will switch to the Payroll, Batch Screen.

Note: A payroll that includes Direct Deposit must be submitted two days prior to the pay date. A payroll that does not include Direct Deposit must be submitted one day prior to the  pay date.

9) Create the batch.  
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10) To create a Batch click “Create Batch” button.

11) A new Batch record will show in the data grid at the top of the window

12) Verify the Period Begin and End Dates

13) By default you should select the options as shown above.  

Click the √ or press F10 to save the Batch

14) Create the Checks.  Upon clicking the √ or pressing F10 Evolution will prompt 
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Click yes and the system will create a default paycheck for all active employees.

Importing Time Clock Hours Into Evolution

15) Click on the Import tab in the Payroll Batch screen (where you left off)
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16) Click on the ellipse button (…) on the Source file name line. Select the time clock file that you saved. Click Open.
17) The Exception report file name will be set up after the first time, and no changes need to be made.

18) Make sure that the correct radio button is selected.

19) Click on Import to the payroll button.

20) After process has completed, click on the View the report file button.
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Entering Payroll Information

1)
Click on the Checks tab to view the Quick Entry screen.
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3) You can control the earnings and deductions that appear in the Quick Entry spreadsheet by right clicking anywhere on the data grid choosing the add or delete option then choosing the E/D code you want to add or delete from the sheet.

4) Enter the appropriate hours, dollars, and deductions for each employee.

5) If there is an unusual earning or deduction that is not used often enough to warrant being added to the Quick Entry spreadsheet it can be entered in the “Check Mode”.

a)
To enter “Check Mode” click the “Check” Button at the bottom of the window.
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6) Scheduled E/D’s will appear in red and Manual E/D’s will appear in black.

7) To add an E/D to the Check press the down arrow on your keyboard until a new record is created in the data grid.  Click on the E/D code dropdown to choose the E/D you want to add to the check then enter the amount for the E/D

8) Remember to click the √ to save your changes and the * to commit them to the server.  

Preprocess Payroll

21) Click on the “Payroll” button at the bottom of the screen to return to the Payroll – Payroll screen

22) Click the Pre-process button in the lower right corner of the window.  Evolution will add the payroll to the queue for pre-processing.
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This step is used to calculate the payroll, including earnings and deductions. After preprocess is complete, you will be able to run a report to balance to the numbers you imported/entered into the payroll. This step is optional, but it is recommended to ensure an accurate payroll.

Verify Payroll Information
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23) Put a Check in the box next to the correct pay date.  Grouping and Sorting options are available through the Misc. Tab, but the correct format should already be set up as default report settings.

9) To run the report to the screen uncheck “Run through the Queue” and select Preview instead of Print

10) Click the “Run Report” button at the top of the reports window

11) Make corrections found in the pre-process.  

a. Click on the payroll menu in the left column.  

b. Click the Batch button at the bottom

c. Make your corrections through “Quick Entry” or the “Check”

Submit the payroll

1) When the corrections have been made the payroll can be submitted to HR Butler for processing.  Once Submitted the payroll can’t be adjusted by the remote user so be sure all corrections have been made before submitting the payroll

2) On the Payroll – Payroll window click the Submit Payroll button.  
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3) You will be asked if you are sure you want to submit, choose Yes.

[image: image29.png]Eolution |

X Cancel





4)  HR Butler will print and package your payroll for delivery or pickup.

Accruals

Please note that time off accrual is set up to run automatically. The only time that you need to make changes is when you need to make adjustments to an employee’s time off.

1) Click on Employee - Time Off Accrual
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Payroll Processing Guide





63 Corbins Mill Drive


Dublin, OH  43017


Phone: 614-923-2900


Fax: 614-923-2368





While in the Employee-Employee screen (open by clicking on the employee button and choosing employee from the menu


Replace the rate showing with the new pay rate


Salary will be entered in the Salary Amount box


Hourly rate will be entered in the Rate Amount box


Click on Green ( to save and yellow ( to commit changes.





Enter all employee information. All Red fields are required fields.


Please note that EE Code must be the same code in Evolution as it is in your time clock software if you are importing in time.


Click on Green ( to save and yellow ( to commit changes.





Click on the Green Plus button to add a new employee.





Select a Current Termination Date (should be within the last thirty days)


Select Current Status Code (usually Terminated)


Click on Green ( to save and yellow ( to commit changes.





Click on the Green Plus button to add a new school district tax





Select school district from Local drop-down list


Do not make any other changes 


Click on Green ( to save and yellow ( to commit changes.





Please note all of the scheduled deductions listed for the current employee


Also notice that there are multiple tabs to choose from. We will be working mainly with the Details 1 tab unless setting up a Direct Deposit or Child Support payment.


Click on the Details 1 tab.





Each type of deduction is set up differently. We will cover each type separately. Please note that required fields will be red based on the deduction you choose.





Main Account – or if using only one checking or savings account


D99 – Direct Deposit Checking or D98 – Savings


EE Direct Deposit – Account Number


Set Deduct Whole Check to Yes


Click on Green ( to save and yellow ( to commit changes.








D99 – Direct Deposit Checking – Main


D98 – Direct Deposit Savings – Main


D97 – Direct Deposit Savings  - 2nd





Secondary Account - Dollar Amount


Follow Steps 1-5 for Creating a Direct Deposit


D98, D97 – Direct Deposit Savings or D96 Direct Deposit Checking 2


Calculation Method Fixed with Dollar Amount


EE Direct Deposit – Account Number


Deduct Whole Check should be No (default)


Click on Green ( to save and yellow ( to commit changes.





NOTE: If you have an employee that has more than one child support order, please contact HR Butler to have set up.





Click on the Green Plus button located in the data area


Enter Priority Number of 1


Enter Case Number


Enter Child Support Agency


Do not make any other changes unless order is from Illinois


Click on Details 1 Tab





Enter ABA Number, Bank Account Number and Bank Type


In Prenote should be set to yes. This will cause one “live” check to print on the next payroll for the employee, and it will send the bank account information in our ACH file to be verified by the bank.


When the next payroll is run, the prenote is automatically removed, and a direct deposit voucher will be printed instead of a “live” check for the employee.





Choose the D05 Child Support E/D Code


Calculation Method = Fixed, Amount = Amount to be deducted per pay


Select the appropriate Agency


Choose Child Support Case number from drop-down list


Click on Child Support Cases Tab





Choose Child Support E/D Group for Maximum E/D Group


Choose Maximum Pay Period % (usually either 50, 55, 60, or 65% based on live-in dependents and arrearage)


Click on Green ( to save and yellow ( to commit changes.




















This is a what an error report will look like if there are any errors/warnings. If there are errors or warnings, you will want to research them and make manual corrections as needed.





Key the Payroll.  There are a couple methods for entering the payroll.  You can enter the pay through a spreadsheet window called “Quick Entry” or you can enter the payroll check by check.  It is far more efficient to enter commonly paid hours or deductions through the “Quick Entry” screen, but Check Mode allows greater control and flexibility for irregular or one-time entries. To get to the quick entry screen click the “Quick Entry” button at the bottom of the window.





Run the (Pre-process) Payroll Register.  From the Reports menu click Run Reports


Select the Payroll Register report from the list in the right data grid then, click the Report Parameters Tab at the top of the reports window.





Click on the Green Plus Sign to add a new accrual


Choose the accrual Type from the drop-down list


Enter numbers into the Current Accrued and Current Used fields (The Current balance will automatically calculate based on the numbers you enter)


Enter a Reason in the Reason field (this field is required for reporting purposes)


Click on Green ( to save and yellow ( to commit changes
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