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Adding An Employee

From the Client Profile:
e Click the Employees tab, then click Add Employee

Payror Tor Windows
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Adding An Employee

Complete the following Identity tab fields.

Smith, Tim #93 - Cookie Crumb Industries #10002

~rF'a_l,lcar HR+ +.-’-‘n.dd Employee | Eﬂﬂm ISmith, Tim, E

El

Businezs MName Type [Prefix] First Middle

Last [Suffix] Accredited

o [Fim =] ~[[rim [E

o [ —

Country Address Type

[~ Show Only

MHew

Delete |

IChicagu:u
Identity |General I Earnings | Deductions | Taxes I Direct Depozit | Benefit Accruals | Retirement | Motes / Allozation | Cuztom | E azigw | Pay Historny I

|Uniteu:| States OF America LI Frirnary 003 Cooke Sales

Faygroup

Address 1
IS Hutmeg Way

| Covingtan - Semi Maonthly

SSH Birth D ate

Hire Date

=

Employee #

Address 2

|31 2-34-64731 |05£1 0/2007 |1 2/30/1962

Zip City

State

Filing Status Exemptions
5 1

Indep. Contractor
IND vl

County

|45EI3E| +| |Mainevi||e

Reqgioa Area Code

|EIH

Employee Status

Job Title
Active - Full Time - Regular

LI IIWEIHEH

|93

Base Shift

| |[51 3l

Local Humber

Extension Phone Type E-mail Address

Ratet = Type

|E44-3‘l 3

Pay Rate

| |H0me ;I

|tsmith@cnakiecru nb.com

1 ] =
T

Enterzip
City State l
will populate

$2,500.00]

Effective Date Descriphio i

0541072007 Fate 1

Reason

|waHire Fiate
h
will default to
current date
~

R — |
May be a dditional WH
| future date on EE tax tab

il

W

_ Dekee |
|
Ej

Cancel




Important Fields & Maintenance

|dentity Tab:

e ensure job title is entered & accurate.

e determine exempt (salary) or non-exempt (hourly) status
e ensure base department and pay-group are accurate

General Tab:

e enter Annual Hours for hour & salary employees

e ensure termination dates are entered

e enter part-time, full-time, or seasonal status

* ensure employee’s gender is entered

Earnings Tab:

e ensure religious pay is coded as such

e ensure worker’s compensation codes are entered & accurate

Taxes Tab: ensure accurate tax deductions, including local county taxes
Notes/Allocation Tab: ensure Base Department assignment is accurate

Custom Tab: ensure 3-digit Arch assigned location number is entered




Processing Payroll

Seven Main Steps

1. Select the payroll & paygroup you would like to
process from the PayPlanner

Open Pay Data

Select the appropriate PayData options for the payrun
Enter the payroll

Verify totals

Produce the pre-post payroll journal

Transmit the payroll file to Paycor




Processing Payroll

(1) Select the payroll and paygroup from PayPlanner

Fio Tools SecuRy Window Help
Mma E

Cliepl Prodile - #10002 - Cookie Cromb lndustnies
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Processing Payroll

(2) Open Pay Data &
(3) Select appropriate options

PayDala Setup for Client & 10002 - Covkie Crueml Tndusties =10 =

Sedup | Enceptions | Select Stating Employee l

Pesind End Date Payeoll Type ¥ imes Clock, | mport
(E/26/2007 Beguia Pageod —_—

o . sl st Dntry I
st

Manual £ Veid Entry

~ PayD sta Dptions Gont Dider

(= Al Ferployesns [ Al by Diepuotrmesnd

pees Oy &0 * Alphabetical
- tll
W Dhespanairramnid T Fmngploy

™ Sety of Cmplopees by Cmplouvse Humber

add a second
level of sorting to

customize your
[ @ One Time Onky € Recurerd view of the payroll

entry screen

~ Check Stub Mezsage

All Employees - load all active EEs
EE by EE# or Name - select specific EEs
Sets of EEs Alphabetically - select EEs in order
Sets of EEs by Dept - select EEs by base dept.
Sets of EEs by EE# -select by EE #




Processing Payroll

(4) Enter Pay Data

PayData Entry for 0 2007 for Client # 10002

PaylollEntt}" Famings | 4 Deductions | Tases | Benefit docruaks | Gross to Net | History | Notesl

_L'nvington-l:ovhgton-ﬁimekly Period End: 5/24/2007  Chedk Date: 5/24/2007
Set Al Regular, 27500  0OT: 800 Coded: 0,00 B Paid B

NF Emp#t Ck#t = Base Emplayes NDD Shit Bate  Reaular 3
W 1001 Brawn, Theresa K.
000005 1 “002 DuMorea, Jenny S.
000006 I 1802 Maclntozh, Judith & 80.00 3.60
000014 1 1001 Meyers, Donald C. ; 80.00 5.00
000025 1 1002 Poe, Debarah A
000003 1 1001 Williams, Brian W, : 75.00

v \

ow th io net cal EE view EE
- | view the gross to net calc per YTD pay info notes from
uick-ent
S%raedshgat per EE EE Prdfile

format for keying here
hours & earnings
amounts for EEs

seleced

——

Benefits, Deudctions, Taxes, Benefit Accruals -
easy tabs to access for updating per EE changes per processing.

Client Profile: Diary Delete Payrol




Processing Payroll
(4) Enter Pay Data

PayData Entry for 0524 /2007 for Client & 10002 - Cookie Crunmb IndustHes

Payproll E”"PI Eamings: | 4 Deduchi

Emrplogee NOD Shit  Hate 0 Eamirgs

--IEEI_---EI:—_

1002 Dudeores, Jeny = 14.00 AD_0D
O000F 1002 Maclnbesh, Judih & 1251 8®0.00 3.00
oonma 10Mm - 157 8000 5.00
onoozg ooz Foe, Deborah nm
00T 1001 ! ., Bliar 185  75.00

access tabs of cess PayGroup this option
client profile T:]tal.s' window: deletes

without closing select from everything for
the Pay Data standard reports . current payroll

Entry window like Payrol Journal /

reference, change, or find an&k navigate quickly through
add diary items with the by name or "~ EEliston

push ‘]f abutton L . Eamings - Notes tabs

Clent Frofile Diiary ! Toeals Delste Payrall




Processing Payroll

(4) Enter Pay Data — all one time entries

Paycor for Windows

ParyDal y Enilry for 05/2+4 /2007 lur Cliex’. # 10002 - Coukie: Croumb Industries
Fapioll Enliy | Eanngs |J' [Drecoctiont | Ta-:ﬂl Blenest dccnaals | Geast i Nat

(TR ]

DOO0S
LLLLIE]

lcon

1001
TR

TN

Shortcut

NOD Shit  Hale

DuMoisa, Jeny 5 14m
" b, Jusith A 1280
Mepdin, Doneld C 7./
P, Drebeorsh A Q00
‘Wil Hnan W T8

Function

Alt+T Terminate
Employee

Add a Line

Ctri+M
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Ctrl+Del
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Add ManualVoid
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Add Check

Delete Entry
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Processing Payroll

(4) Enter Pay Data — all one time entries

PayData Entry for 05/24,/2007 for Client # 10002 - Cookie Crumb Industries

Payroll Eﬂ'-"!r" Earnings |.|" Deductions | Taxes | Benefit Accruals | Gross ko Net | History | Nutes\ The sort order can be

Covington - Cavington - Biweekly  Period End: 5/24/2007  Check Date: 5/24/2007
Set: Al Regular, 275.00 0OT: 800 Coded 000 # Paid &

redefined by using Ctri+W

000005 ' ' . _ 14.00

000006 0 Machwgsh, Judith A _ 1250 . 80.00  3.00
noooni4 L y N 1778 B[N!\]\ 5.00
000025 Poe, Debarah’ %\
000003 Williams, Brian W . 3 75.00

E Emp#t Ck B Emplayes NDD Shift Bate  Regular (1] Code E armings
u
|
-
1
n

Indicates an '
\ employees checked box N
automatic labor base dept. appears if EE . | Regular- Code
distribution You may : . | has Net Direct EEs active rate Used to input &
change per payrall Deposit of pay can be code hours &
overridden for or eamings.

\ current payroll Add a line by
CK# = Sequential X using Cirl+L
W, Check Types Indicator:
. : M=Manual Check
e V = Void Check navigate quickly through
employee for the T = Third Party Sick Pay your EE list on Earnings
current payrol G = Gross Up _ - Notes tabs

\

Client Profile Diary Totals | Delete Payroll




Processing Payroll

(4) Enter Pay Data — deductions tab

PayData [ ntry for 030472009 for Cllent # 1 - Paycor Tralning Client

Bl Eriny E e oJ Deductiond | T g Hamene b ceusls Greert to M Matnry  hinies

BT - e, Jom w 20 Jack sorvedle Locshon Sigiir &

Duata Bgyed on it peeean

Fployen Frokie | Im- Tere Charge] e b

FhectiwOse POD|  Conn  Dedm M feest  Bww

Ak &0 ) No Y \ "
Gam *, Gerrerhment] Yes p
o el QIR Heh Conn Tired No . l Amount = to be deducted

y Rate = % of Gross Check

4
=

W | ~=

Permanent

Deuduction Current payroll HOLD
Changes ]\ only additions. No = Active

Permenant Yes = Inactive
changes must

Turn off Partial | | bemadeonEE
Direct Deposit profile

per line for
current payroll

only

Cleart Protia




Processing Payroll

(4) Enter Pay Data — taxes tab

Faypvas Trw arschoees

Fie Took 'Wndos el

 F DRI

IE
&
T.
|
=0
wlD
FITwh
i 7]

[

ETETN

[ )]

]

MW 3

wall whwct e chascl only

S8 M 2« 0000

Click to make

a permenant

changeto EE
profile

Overnde
calculated tax
T TT o | amounts for

Sy ey | selected EE
b

Change W/H
Frequency




Processing Payroll
(4) Enter Pay Data — Gross to Net tab

PayData Entry for 05/24,/2007 for Client # 10002 - Cookie Crumb Ind:s<tsias

Payrall Entry | Eamings | 4 Deductions | Tanes | Benefit Accruals | Gross to Netl Histary | Notes

#8 - Brown, Ther | 1001 '\"\."Eﬁiﬁg Cake Sales Status: &
Check: 1of 1

[[veductions  [rwes  [Benes |
[ Twe Current | Type Current

40k 4.0000

Navigate through each EE
with the drop down box

features a check stub layout that
captures gross to net information



Processing Payroll

(4) Enter Pay Data — History tab

PayData Entry for 05/24,/2007 for Client # 10002 - Cookie Crumb Industries

Payroll Entry l Earnings |.f Deductions | Taves | Bensfit focruale | Grossto Met| History = hotes

TR ~ | 1001 -\wedding Cake Sales

Yefif to date info

Regular 407[k) Dedv 97.50
Total: 1.625.00 &

E0.10

.00
4065
11.55

Select from list of
EE from drop
down menu

View Year to Date hisotry of
Earnings, Deductions, & Taxes on
each EE

Chent Prafile Diary | ; |




Processing Payroll
(4) Enter Pay Data — Notes Tab

PayData Entry for 05/24,/2007 for Client # 10002 - Cookie Crumb Industries
Payrcll Entry | Eamings | .[ Dieductions | Taves | Benefit Accruals ‘ Gross to Met | Histo

[#8 - Brown, Theresa K | 1001 -‘Wedding Cake Sales Status: A
Check: 1cf 1

2 |
One Time Check Message I [

\

Place a One Time Displays notes from
Check Message for employees profile
an individual EE

— ) S

Client Profile Diary




Processing Payroll
(5) Verify Totals

Prior to Totaling always recalculate to ensure all
transactions are calculating. Shortkey Ctrl+R

PayData Entry for 05/24 /2007 for Client # 10002 - Cookie Crumb Industries

Payroll EHWI Earrings |.f Dieductions | Tanes | Benefit Acciuals | Gross ko Net | Histary | Nutesl

Covington - Covington - Biweekly  Period End: 5/24/2007  Check Date: 5/24/2007
Regular. 27500 OT: 800 Coded  0.00 # Paid &

NP Emp# Ck#t % Emplnuep NDD Shit Rate Regular at Hours Code Earnings
IZI---_—
000005 14.00
000006 0oz dith & 1250  80.00
000014 0 a I?.?S 80.00
000025 002 rah A 0.00 450.00
000003 0 , . 1650 75.00

Click totals button on
Payroll Entry Tab

Client Profile | Diary | Totals | Delete Payroll | Find | Next |




Processing Payroll

* (6) Produce the pre-post payroll journal
» Select the Reports tab and Payroll Journal Prepost
Message appears: Create a transfer file? Click Yes

Paygroup Totals for Chent # 73421 - Aimissa Het Testing - PC Chent

Faygroup Totals I Fapgroup Eumrnar_u]
E ritries that were keyed in Payroll Entry may be reviewed on this screen.
To reviess a complete Payroll Journal, click FReports and select from the list.

Description Hours Control  Difference C"ll‘lf'l Tcnh:l Difference

Kepyed Total Hours

-mrs-wm

Totals: 0,00 L 1.3200.00 : 1.300.00

Dreduction Adjustrment Control Total Difference
Arnovnt Deductions



Processing Payroll

(7) Transmit payroll file to Paycor

All payrolls must be submitted by 3pm by last processing
date on Archdiocese Payroll Calendar

Paygroup Totals for Chent #f 76032 - Anizza HR P

Totalz: 36000 0.00

D eduction Adjustment  Contral Total — Differance
Amaurt Deductions

Contnue Review fiom Beginning Procesz Payoll




Frequently Used Reports

e From Report Wizard (within Paycor module)
e New Hire & Terminations: lists new hire and terminations for a specified period
e Employee Change Reports: lists changes made to employees per user
e General Ledger Report: can be used to post payroll to accounting ledger
Labor Distribution Report: lists labor distributed per base department
Organizational Summary:
Payroll Journal:

Cash Requirements Report: summary of cash required to support specified payroll

Paycar
Help

Catholic Archdiocese of Indianapolis | { REROIE

| Deductions | Taxes | Fapables

Find a report: I
_
d Employes I &5t I & 1Find

401k - D ate Hange External

Customize Tool

Emily DEDUCTIO
De

Cancel




Frequently Used Reports

e Online Reporting (same options as Report Wizard)
> Welcome, Carey My Settings  Sign Qut
Paycor
Home Payroll Timeand Attendance  Reporting  Online Learning

Custom Weh Reporting

49042 Online Reporting . ,
Roman Catholic Archdiocese of [ndianapolis

Select another client

Your organization is set up with the following payrolls. Please select the
payroll for which you want to view reports:

Semi

zLocations




Frequently Used Reports

e Custom Web Reporting: Dashboard

Dashboard, Standard Templates, Custom Templates, Saved Reports

Dashboard — Shows report templates that you have selected as a Favorite. Also shows visual
representations of employee information to help you make better people decisions.

gc Jan Fob M

m # Employees

Template Name & Last Run Author

All Client Report 0472072013 paycor-t_5231bwagnar




Frequently Used Reports

e Custom Web Reporting: Standard Reports

Standard Reports — These are report templates already setup by Paycor.

[ New Template

num menthly healthcare premium affordability based on 9.5%

! 050142013
annualized income

A Afford v el Provides an estimate of the maximum monthly healthcare pramivm affordability d on 0.5%
of a salaried employ d income

Provides empiloy i ersarny s or the curment maonth
Alphabalical listing of all employees detailing their individual ad banafit hours per pay
Benefit Nodi | period, hours allowed and hours taken. Also details the 3 value of the outstanding benefit per

employes

Provides employ birth dates for the current maonth
Deductions an alphabetical isting of all emoloy with a specified deduction Tor the pay period 02042013 FPaycor
Eamings Provides an alphabetical listing of all emplo h & specified eaming for the pay pericd

unt by Departr t £ actiy oyee C & grouped by department.

ides pay detail and ictals across depariments. When an emplo works in more than ane
Labor Distribution depariment, heir pay detail will be nde N depariment re hey ked according 0305/ Paycor
to the propertion of ime/earninge allocaied to that department




Frequently Used Reports

e Custom Web Reporting: Custom Templates
e Report templates created or shared with you
e Creating a custom report

Home Time and Attendance  Reporting  Online Learning

Give Feedback
Dashboard § Standard Templates BESTEGIGREIEICEEE Saved Reports
= LU

B Mew Template Q

* Custom Template List [ Run Report

Template Name ‘- f Available fields |
' & (1) Name Report | Sarmple Report Fields __l listed here

{2) Choose Type
of Report

Personal Information

First Mame, Last Mame 255 1, Birth Dat
Type

o Employment Information
Lay.DetalloDistibuiad Gl Base Dept. Code, Client 10, Employee Murmber, Job Title...

Ch Summary

Check Date, Total Hours, Met Amount. ..




Frequently Used Reports

e Creating a Customer Report
e COLUMNS

Welcome, Carey My Settings Sign Out

Online L

Custom Temnlates
Salect Column Data (L0 Seledcied)

] [ Run

¢ Parsonal informaton

olurmn Open Desired

b+ Emplmament Information Data [} rawer [

- /
Column Name ¢ Compensation /,}' Select desired
Add Report > Select Cokumn Data (20 Sefected) data to appear on
report

v Employes Tax

|:Olunﬂs - Pay Datall

» Full Mame

¥ First bame
Pay Detail

¥ MName P »  Distritusied Earnings

¢ Distritamed Deductions

v Distribaded Taxes

Adopton Hours




Frequently Used Reports

e Creating a Custom Report
e FILTERS

Home 1] jie Give Feedback

Dashboard J Standard Templates JE®IGRE O CEEE Saved Reports Template

Prist Mass Stp + Custom Template List B Run Repart

ey
-

Open Data Drawers to set fitters Prompt to change filters
such as Date Range

Client Filters

._ _,--""...
Date Filters ~ Date Filters
Employee Filters A
Check Date Filters {(mm/fdd/fyyyy)
Pay Detail Filters

Custom Fields Filters

My Columns Filters

4 Run Report




Frequently Used Reports

D R B Ko R R R

e FORMATTING

e add alogo, change fonts, title report

e OUTPUT

e review report summary data & select output type such as Excel
or PDF

e SHARING

e select from a list of people who you may share your report with

e SCHEDULING

e select the frequency reports should be run, select email
recipients, and compose messages.




Frequently Used Reports

e Custom Web Reporting: Saved Reports

Saved Reports — These are reports that have been saved by you. You may save reports simply
by clicking the checkbox before opening a report, or when scheduling the report.

B e

Saved Reports

Flers Mame Fun [vte From [ 0 o Type

A Runiate Type File 5i7e (KB) Template AUThor
» 20131 Demo 02401412013 HTML {Online) 1961 ay 78304agadgil
k NCCI Codes 02012013 Excel 980 payoor-1_ 78394 agadgil
» Fayroll Journal 02042013 Excel (with 10tals) 127.0B Paycor
kTest 111 021042013 HTML (2nline) paycor-_¥a384agaagil

rTesi138 02107172013 Excel 26.96 paycor-L7a304agadail

Show |16 reports perpage = e PE0ETOTT mp mp]




Opportunities for Improvement

e Database maintenance
e Seelmportant Fields & Maintenance List
e All benefit-related deduction code maintenance is managed through Central Payroll
Early / Late Processors
* Presents challenges with benefits funding

e Ensure your location is following the Payroll Calendar
http://www.archindy.org/finance/parish/payroll.htm| (handout)

New hires and terminations

e Use the newly created hire and term forms (handout)

Anthem (handout)

e Ensure new hires fill out appropriate paperwork

e Ensure an Anthem change for is filled out for terminations

Health Savings Accounts

e Ensure employees understand that there are maximum contributions (handout)
Retirement 403(b)

e Direct all employees to providers website to make contribution changes

e Remember there is automatic enrollment and automatic increases for employees hired
after July 1, 2008

e http://www.archindyhr.org/retirement/403b-plan/



http://www.archindy.org/finance/parish/payroll.html

Onboarding & Off-boarding Guidance

e New Procedural Forms for New Hires & Terminations
http://www.archindyhr.org/important-forms

Our Commitment to

MO Ot WYEI IEHCING

ARCHDIOCESE OF INDIANAPOLIS

T Ehitirch in Centnal and Southem Miang

Office of Human Resources

“Aldi 311111 g Your Values an d Vocat

Home Money Health Retirement More Benefits Carcer Newsletter ContactUs Sign-Up

lnlportant Forms | New Employee Checklist _ Search
L J

Parish Comings and Gmngs SIGN UP

AUTOMATICALLY CET HR EMAIL NOTICES

I k . (™
FOTrms Yot iNeed

O Healtheare Blue Book



http://www.archindyhr.org/important-forms

What's Ahead

Benefits

e Archdiocese will create lay health assessments from
Anthem database

e Exploring Human Resource Modules (HRM) type
options to bridge benefit gap with parishes

Paycor Upgrade

e Paycor is expected to transition to a web-based payroll
system in the fall

e Exploring the use of their web-based payroll system
that has batch processing capabilities




Contact List

e Archdiocese of Indianapolis
e Carey Kendall, Supervisor Parish & Agency Services
Payroll, Billing, ADLF, PICA
ckendall@archindy.org
317-236-1519
e Robyn Roller, Payroll and Billing Specialist
Payroll and billing related questions
Stipend requests, benefit related deduction changes, any tax notices for periods prior to Paycor servicing.
rroller@archindy.org
317-236-1439
e Paycor
* Gigi Gonzalez
Assistance with technical difficulties accessing systems or reports.
Gigi can provide assistance with the following:
Setting up a new employee
Check stub access for employees
Entering manual check or voiding a check
Changes to employees base pay, salary, or tax withholding
Adding a NON-benefit related deduction
Adding a new earning code or tax code
Tax notices for periods during Paycor servicing
Stop payment for live checks



mailto:ckendall@archindy.org
mailto:rroller@archindy.org
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