Employees and Payroll Management Window - Screenshot
The Employees and Payroll Management window can be used to add/edit employees AND to navigate to various payroll fieditierestheai
program. To open this window, click the “Payroll Mgt” button on the Navigation/Home window. The next few pages in tlasuragnd will

describe the features on this window.
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Employees and Payroll Management (See toolbar above.)
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Find Employee Code-: [KINGTAMARA - Tamara King

-

Find M amne-> Tamara King - KINGTAMARA

-

Select Tazk Employes

[Ty F4 key) Code Add New Employee |

Select Tazk jFR.ﬁ.NCISJ Francis Jones
| I clect Tazk jKINGT.ﬁ.M.ﬁ.R.ﬁ. Tamara King
Select Tazk jSMITH.ﬁ.PR April Smith

Fantastic Builders, Inc.

Record: 14| 4 2 kM af 3

b obile Phone
(BEG) BEG-GE66

(222)222-2222

(1113 111-1111 | (d44) 4444444

Hired Terminated Birthday
01-lan-0z Jun 2
10-Aug-06 Jun 2
01-lan-0z2 Dec 15



Opening the Employees and Payroll Management Window

To open the Employees and Payroll Management window, click the Payroll Management Window
link on the Navigation/Home window. OR, just type PM into the Index text box and press the Enter
key on your keyboard.

[y te =l P14 - Payroll Management

Management Windows
ACCOUNTING Management Window (AC)
Chart of Accounts, Financials, Trial Balance, Transactions, Journal Entries

COST CODES Management Window (CC)
Cost Codes, Master Pricing, General Matls and Labor Check Lists

JOBS Management Window (JO)
Jobs and Job Lists

VENDORS and PAYAEBLES Manacement Window (AP)

Yendors, Lists, Payables Transactions, 1099's, \Waivers, Insurance Audits
CUSTOMERS / PAYORS and RECEIVAEBLES Mot Window (AR)

Payors or Customers, Lists, Receivables Transactions, Invoices, Statements
BANKING Management Window (BA)

Bank Account Balances, Reconciliations, Bank Ledgers, Deposits, Checks
PAYROLL Management Window (PM)

Employees, Lists, Payroll Processing, W2s, 941, Unemp., Other PR Reports

CONTACTS, Lahels, Letters, Etc. Manacement Window (CN)
Contacts, Lists, Labels, Letters, Postcards, and Activity Reports

DOCUMENTS (DOX)
Tag or Yiew Stored PDF Documents

UTILITIES (UT)
Yiew Database, Yiew asudit Table, Move Records, Bt




Find an Employee on the Employee Management Window

To Find an employee by the Employee Code, start typing the Employee Code into the

‘Find Employee Code’ text box. Employee Codes that match will auto fill into the field as

you type. When the Employee Code is found in the drop down list, just press the Enter

key on your keyboard.
OR, use the ‘drop down’ button to scroll through a Tip! Your F4 key
list of employees. Click on the desired employee. will trigger a drop

down list.
dh |Emplovee Usts |Payroll Setup = |Current Payroll = |Chegls ~ |Payroll Forms and Reports = |Filker Records = 57 T Remove Filker/Sort -

Employees and Payroll Management (Se¢/toolbar above.) =| ®| B =| 2| Home | x|
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To Find an employee by the employee’s name , start typing the first name of the employee into the
‘Find Name’ text box. Employee names that match what you are typing will auto fill into the field as
you type. When the desired name is filled in, just press the Enter key on your keyboard.

OR, use the ‘drop down’ button to scroll through a list of
employee names. Click on the desired employee.

/

Employees and P
Find Employes Code-» IFH i

'oll Management (See

CIS) - Franciz Jones .

folbar above.) =| BB =| 2| Home | x|

Find M arne-» 3
Select Tagk
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Select Task for One Employee

To the left of every employee in the Employees list, there is a ‘Select Task’field. Use the drop down button
to see tasks related to the employee. Then click on the desired task. Tasks related to employees on the

Employees Management window are briefly described below.

Emb‘]\}*ees and Payroll Management (See tooll

Find EmNloyee Code-> |FRAMCIS - Francis Jones

-

Find Name-> Franciz Jones - FRANCIS) -
Select Tazk! Employes
(Try F4 kek E'Ddye Add New Employee |
jFR.ﬁ.NCISJ Francis Jores
Activitiez/Maotes For This Employes a
Delete Employes
Diocurnents
Edit Employes
Lizt of Checks
Tranzachions

A-Active
|-lnactive

a
I
a

Tip! Use the F4 key on your keyboard to trigger the drop
down list for ‘Select Task'.

Activities/Notes For This Employee Opens the Activities/Notes window. The
Activities window will open displaying all activities/notes related to the employee.
See help documents for using the Activities/Notes features on that window.

Delete Employee Pops up a window to verify that you want to delete the
employee. Use the information on that window and in Help documents about
deleting an employee.

Documents- Opens the Documents File Cabinet to be used for viewing stored
PDF documents. See Help instructions about ‘Documents’ storage and retrieval.

Edit Employee- Opens the setup window for the employee. Use that window to edit information about the employee. The same emplayee setup wi
dow can be opened by double clicking on the employee code or on the employee name on the Employees and Payroll Management windo

List of Checks- Opens a window that displays a list of checks posted to the selected employee. That window can be used to drill detaih to the
behind the checks. See Help documents on that window.

Transactions- Pops up a message about where to find transactions reports for an employee.



Using ‘Double Click’ to Edit Employee
“Double Click” - Hold your cursor over desired Employee Code, or any other field in the line, then quickly click your ntimunsenioze.

Double click on an Employee Code,
Name, or other fields to open the
window to Edit that employee
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Fantastic Builders, Inc. E
Record: 14| 4 z kM of 3

Tip! You can use the ‘Navigation’ buttons at the bottom of the window to move from record to record!



Buttons on the Window / Save to Excel or Word
Stored Pop Up Tutorial

*
Send Data To Excel, WOrdDocuments\Calculator Movie '“fy
/

etc. (explained below)

anagement (See toolbar above.) T 7 | 6ﬂ| ?rﬂume | x|
iz Jones o
ENCIS) -

A-Active

New Emp|D',FEE | [Inactive  Home Phone

i obilé Phone Hired Terminated Birthday

R —~am —~ - -

The ‘Add Nevv/ Employee’ button is
explained in the Help document for setting
up an employee.

*Send Data to Excel, Word, etc- Use the  after selecting a folder to save the file to, type

button that looks like an open folder to save j, 4 appropriate name for the file. Then click
the data displayed on the window as an Excgl e ok putton.

or Word file. To save as an Excel file, select
one of formats that end in .xIs. To save as a
Word file, use the Rich Text Format (*.rtf).

Word program.

Output To

Select Format:

The file will save to the selected folder and
you can use it with the appropriate Excel oy

4| rpt Jobsy AriancesubCostsiwithackualFast, s
JTestRepnr romMissionServer, xls

WML el

£ b

File name: ListOFEmployees. xls

SRR vt Microsofk Excel (s

Help Documents

NOTE TO REMOTE USERS:

IF you save afile to ‘My Documents’
on the Remote Server, you will not be
able to open it until it is downloaded to
your own computer. Please follow the
instructions in the ‘Remote User
Guide’about downloading files from the
server to your own computer.

IF you navigate to your own computer
to save the file, then downloading as
mentioned above will not be necessary.
HOWEVER, it CAN be faster to
quickly save to My Documents on the
server and then download later. This
will avoid waiting for the program to
calculate AND download at the same
time.



Toolbar on Employees and Payroll Management Window

See Brief Toolbar Descriptions belowor Quick Selectionof a button on a toolbar, try holding down the Alt key on your keyboard and
pressing the underlined letter shown on the button. If there is a drop down of selections associated
with the button, just press the underlined letter for your selection on your keyboard.

i |Emploves Lists |Payroll Setup = [Current Pavroll = |Checks = |Payroll Forms and Reports = |Filker Records = 57 T Remave Filker/Sort -

Employees and Payroll Management (See toolbar above.) | B| B =] 2| Home | x|
Find Emplayes Code-» IFF!.-“—‘-.N CI5) - Francis Jones j

sl z A-Z Sort - Sort records shown on the window in ascending order (A to Z, 1 to whatever, etc.).
First decide which column should be used for the sort. Then click on anything in that column.
Then use the sort button on the toolbar.

Z-A Sort - Sort records shown on the window in descending order (Z to A, whatever to 1, etc.).
First decide which column should be used for the sort. Then click on anything in that column.
Then use the sort button on the toolbar.

e Binoculars (Find) - Use binoculars to find data within a column. First click in the column you
want to search. Then click the binoculars. Type in what you are searching for. Then click the
‘Find Next’ button. If a match was found, it will be highlighted on the list of records. Click the
Cancel button when you are finished searching.

Example: Click on any birthday in the employees list. Then click the binoculars on the toolbar.
To find records that have the word *jun* in the birthday, use asterisks on either side of the word.

Find l Replace ]
 —
Find Wwhat: |*jun* j (| Find Mext '
S
Cancel
Look In: |BIRTH_DATE =
Makich: |'u'u'hu:ule Field j
Search: Al -
[ Match Case W Search Fields &s Formatted

Continue to next page for more toolbar information.



Toolbar on the Employees and Payroll Management Window - continued

Filtering Records

Filter Records->Filter By Selection- Use this button to filter and display only records with

the same data that is in the field where the cursor is on the screen. The number of filtered
records will be displayed on the bottom left of the screen with the word “Filtered” in parenthe-
Filter Exrluding Selection sis. To remove the filter and display all records, click Rerfove Filter/Sort’ toggle button

on the Toolbar.

Filter Records = | ", Rernove FilkerSork

?—}" Filter By Selection

Filter Records->Filter Excluding Selection- Use this button to filter and display only records
that do NOT have same data that is in the field where the cursor is on the screen. The number
of filtered records will be displayed on the bottom left of the screen with the word “Filtered” in
parenthesis. To remove the filter and display all records, clickRembve Filter/Sort’ toggle

button on the Toolbar.

EXAMPLE: Step 1 - To display only active employess, click on the letter ‘A’ in the ‘Active/Inactive’ column.

Emg:jyeee Add New Employee ﬁlﬁ;élt\;fe tabile Phone Hired Terminated Birthday
|FR#.I"-.ICISJ Francis Jones bt BEG-GEGE 01-lan-02 Jun 2
|KINGT.C'.M.C'.R.C'. Tamara king I 10-Aug-0& Junz
|SMITHP.PR April Srnith fat (111D 111-1111 () 444-4444 01-lan-02 Dec 15

Step 2 - Click Filter Records, Then Filter by Selection

After clicking ‘Filter By Selection’, only the employees with an A for Active are
displayed. Notice bottom of window shows that there are 2 “filtered” records. To
return all employees to the window, use ‘Remove Filter/Sort’ button.

This feature can be used on any data in any column.

Eilter Records = | B, Rermove FilkerSork

?-:;;‘ Eilter By Selection

Filter Excluding Selectio

If you clicked on the A for Active, and selecteilter Excluding Selection, only
Inactive employees would display.

Employes A-Active
Code Add New Employe Jrnactive  Home Phone tobile Phone Hired Teminated Birthday
FRAMCIS] Francis Jones \ b (BRG] AAHG-HAGE 01-lan-02 Jun 2
SMITHAPR april Smith b (1113 111-1111 (444} 444-4444 01-lan-02 Dec 15

< 1 k¥ of 2 (Filtered) —




Toolbar on the Employees and Payroll Management Window - continued

Employee Lists

d |[Employves Lists

REPORTS-> Sorted Lists = Grouped Lists = Go To Employes/Payroll Management

Employee Lists - Good
for Excel Export - Opens
window to print employe
lists based on selected

Ernplo'-,reE Lists - Criteria and Reports

| Lse the Toolbar at the top of the window to views CHS Employee List Reports,

ﬁ » [SMITHAPR -

criteria, OR to send em- Viewe EMFLOYEE Reset
p|0yee data to an EXCE| = DEPARTMENTS |CH - I5PEC | Reset
LCTIVE? ACTIVE - JIMACTIVE * | Reset

spreadsheet. Help docu- ..z s Eycel
ments are available on the spreadsheet

B| E

MOTE: Labels ¢
for selected Wen
Contacts by using
Management Reg

(CME in In
Mavigation,Haor

window. |T|:| rmake changes to the Ernployee's setup record, Double Click on the Edit Field for an Emnployees in the list below. |
Emp. Code | Edit | Status | First Name | Last Name | Street | cCity [State] Zip | Dept. |Defautt GL|Cost C
b [FRAMCIS) |Edt A& Francis | Jones 33455 Brook Lane &1ztin TH | TEFIS-123¢ CH 4010 9010
[ nGTaMaRA|Edt 1 Tamars | King 1000 Arywwhere &1ztin TH | TEFO04-1230H g090 0
" |smitHARPR  |Edt & April Stk 4000 Riverside &1ztin TH | TETO4- oH 8050 0

Other buttons on Employees and Payroll Management toolbar

Use other buttons on the toolbar to navigate to other features in the program. Help instructions for the windows that open

will be available on those windows.

|Pavyrall Zetup = | |Current Payroll » | Che

|Current Pavroll = || Checks = |Payroll For

Wage Categaries Prepare Current Payral

Deduction | Addition Categories Lisks OF Checks

Print Current Pavroll Checks

Tax Categories

Tax withhiolding Tables Woid Payroll Checks

Print Current Pavroll Checks

Review Past Checks | Edit Work Comp Field

|Checks = | |Payroll Forms and Repaorts = |Eilker Re  |Payroll Forms and Reports + | |Eilter Records ~ 5

Payroll Reports {including 941 Info and Wa's)

Lnemplovment Tax Info

Review Past Payroll | Edit Work Comp field

Emplovee Balances Forward



