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Complimentary Training Webinar - Front Office Impacts from TempWorks Training on Vimeo.

Front office impact on payroll and billing from TempWorks Software on Vimeo.

During payroll processing some issues may come up. A pay rate may be incorrect, an
adjustment may have been forgotten, the number of hours keyed in may be incorrect, or
you may just want to scratch what you are doing and start all over again. Even if you have
gotten all the way to payroll processing, not all is lost when issues come up.

Once you have entered time and one-time adjustment then proofed your transactions
you'll pull the transactions into a payroll run. At that point, if you realize something is
wrong you have several options, based on what is wrong.

Remove a Transaction from a Payroll Run

You may want to simply remove the transaction from the current payroll run and make the
necessary changes and reprocess.

From within your payroll run, view the specific transaction by clicking to highlight the
transaction in question then selecting the magnifying glass button:

E2 payroll - verify transactions

_ verify transactions

Setup (Q)o & @ 1 m x
Existing Runs =
A - | Customer Pay Code | Net Adj | Salary | Hours | Units

» Verify Transactions Abinteh, Mary Benjamin Mecore Paints, Coerpor...
Calculate
Wiew Checks 0'Cenner, Judith L Benjamin Moore Paints, Corpor... Reg $50.00 50.00 a0

Payroll Summary

Print Checks Pace, Charlie The Cat Lab, Accounting Reg £50.00 50.00 40.75

o o oo

Peach, Jim Stearns Trailers, Shipping Reg 50.00 50.00 7




This will allow you to view the transaction in the time entry form:

B Save changes and return to previous screen

° Cancel changes and return to previous screen

1 timecards a-’-@ﬂ‘.ij‘:&
Filter | Transaction Id Starts With 248822 X | Toggle Filters + Wesk 11/15/2015

Drag a column header here to group by that column.

Status | Name Customer | Department‘ Pay Code B | Shift @ | RTHrs B | OTHrs @ | Pay ] ‘ Bill ] | CITFayll DT Pav.‘ WE Date

o Abinteh, Mary Benjamin Moore Paints Corporate Reg 32 1] £20.00 535.00 $30.00 $40.00 11/15/2015 12:00:00 AM

The icon to the left of the transaction indicates this transaction is currently in a payroll run,
therefore you cannot make changes to the payroll side of the transaction.

To navigate back to the payroll run click the cancel button:

° Cancel changes and return to previous screen

If you would like to make corrections to the payroll side of this transaction, you can remove
the transaction from the payroll run by clicking on the x button:

E2 payroll - verify transactions

ctart verify transactions
Setup Q o % g4 XL

Existing Runs
ATt tions ;| Customer Pay Code | Net Adj | Salary | Hours | Units
b Verify Transactions | N picor prary Benjamin Moore Faints, Corpar. Reg S0.00 50.00 a3 0
Calculate
View Checks O'Connor, Judith L Benjamin Moore Paints, Corpor... Reg 50.00 50.00 40 4]
Bl smieane P. Charli The Cat Lab, A i Ri 50.00 0.00 40.75 0
Print Checks ace, Charlie at Lab, Accounting eg 550, S0 ;
Feach, Jim Stearns Trailers, Shipping Reg 50.00 S0.00 7 0
This action will take the transaction back to the editing mode:
1 timecards C+EH@dLrLm[) x &
Filter | Transaction Id Starts With 248822 X | Toggle Filters ~ Week  11/15/2015

Drag a column header here to group by that column.

Swius | Name | Department| PayCode M | snift® | RTHs @ | OTHs B | Pay ®| s ®| OTPyM | DTPay® | WEDate

Q Abinteh, Mary Benjamin Moore Paints Corporate  Reg 3200 o 52000 $35.00 $3000 54000 11/15/2015 12:00:00 AM

Make any necessary changes and process as normal.

*Note* Once an individual transaction is removed from a payroll run you can continue
the payroll run with the remaining transactions.



Create a Duplicate Timecard

If you realize the transaction should have had more hours or you should have added a
reimbursement. As long as the Employee doesn’t mind receiving two paychecks, you can
continue with the current transaction and pay the remaining with a duplicate timecard.

Continue with the current transaction, as normal. To pay the additional monies owed
return to the Time Entry form and click to highlight the transaction where you owe
additional pay, then click the duplicate timecard button (or use the keyboard key
combination of Control + C):

5 timecards S+ B8 & 4w &

Filter | Customer Name Starts With benj X | Toggle Filters = Week | 11/15/2015

Drag a column header here to group by that column.

Status ¥ | Name Customer PayCodel | RTHrs B | OTHrs B | Pay W| el ®|OTPay® | OTPaym | WEDate [ ]

0'Connor, ludith L Benjamin Moore Paints Reg 0 $1500 $18.65 $2250  $3000 11/15/201512:00:00 AM
&  Abinteh, Mary  Benjamin Moore Paints Reg 32 ) $2000 $35.00 $30.00 $40.00 11/15/2015 12:00:00 AM
Abron, Jill A Benjamin Moore Paints Reg o o $15.00 S28.00 52250 530,00 11/15/2015 12:00:00 AM
Abinteh, Mary Benjamin Moore Paints Reg o o 520.00 $35.00 530.00 540,00 11/15/2015 12:00:00 AM
Aasen, Andrew  Benjamin Moore Paints  Reg (1] o $0.00 50.00 50.00 5000 11/22/2015 12:00:00 AM

This will create a second line item in time entry which can be used to pay any additional
hourly pay or adjustment:

6 timecards C+rEAALE) xS
Filter | Customer Name | Starts With benj X | Toggle Filters « Week |11/15/2015

Drag a column header here to group by that column.

status | Name | customer | PayCode® | RTHs B | OTHS @ | Pay ®| BN @ | OTPayM | OTPay® | WEDate
0'Conner, ludith L Benjamin Moore Paints Reg o 0 51500 51965 $2250 53000 11/15/2015 12:00:00 AM
ﬁ 0'Conner, Judith L Benjamin Moore Paints Reg 40 o] 51500 $1965  S$22.50 53000 11/15/201512:00:00 AM

Abandon the Whole Payroll Run

Sometimes a whole group of transactions need to be corrected. For instance, they all have
anincorrect pay rate or they all have the wrong hours or they should all have had and
adjustment. In this circumstance you may want to scratch the whole payroll run.

From the payroll area of payroll and billing, select abandon a payroll run:



Payroll
Unpaid W2 Transactions
Unpaid 1099/Vendor Transactions
Unpaid Delayed Transactions
Open Payroll Runs

+ Start or continue a payroll run

"%" Print a payroll run

x Abandon a payroll run

. Manage electronic payment files (ACH / Pos Pay)

E Manage Unfunded Paycards

® Test print a paycheck

This will allow you to select the payroll run that should be abandoned then select next:

E payroll - start

choose payroll run

Please choose a payroll run to abandon.

Instant Pay &

r Start
Abandon Run

Payroll 1D | InmntFayIDl Run Type | Created | Weekend Bill

= Instant Pay: False (2 items)

13382 CheckRun 11/23/2015 11/15/2015 dwood 0
13383 CheckRun 11/23/2015 11/15/2015 dwood 0
——————

Cancel Mext =




*Note* abandon multiple payroll runs at one time by holding down the control (or
shift) key on your keyboard then click to select the runs to be abandoned.

Abandoning a payroll run will take all transactions included in that run back to the edit
mode:

727 timecards S+ EELEax
Filter | Customer Name = | Starts With Filter Text * | Toggle Filters - Week | 11/15/2015
Drag a column header here to group by that column. ;
Status ¥ | Name Customer Pay Codel | RTHrs B | OTHs B | Pay M| Bl | OTPayM | DT Fay M | WEDate
#  [|zhdams, Molly 123 Nursing Rez 32 0 52000 $3400 53000 54000 11/15/201512:00:00 AM
# [ Ward, Brooke  Hugo Boss Reg 0 0 $1500 $21.15 $2250  $30.00 11/15/201512:00:00 AM
/‘ Smith, Lisa Stanley Inc. Reg 12 o 52100  $27.30 %3150 54200 11/15/2015 12:00:00 AM
N Winter, kyle Stearns Trailers Reg 25 0 $13.00 $1690 S1950 5$26.00 11/12/201512.00:00 AM
Winger, Jef Stearns Trailers Reg 32 0 $2300 $3000 $3450 54600 11/12/201512:00:00 AM
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