QUiCk lesson For more information, see Help > Contents > Payroll > Processing payroll in-house.

Managing U.S. payroll in-house

Goal: Learn how to run in-house payroll in Ajera, from beginning to end. J

In this quick lesson

Step 1: Review the Ajera payroll process 2
Step 2: Create a new payroll 3
Step 3: Review and change paycheck information for an employee 5
Step 4: Print paychecks 10
Step 5: Pay paychecks through direct deposit 13

You're ready to process payroll after you've completed your payroll setup and
entered timesheets.

With Ajera, you can:
e Select the date range for the payroll.
e Select employees to pay.
e Issue a check or pay employees by direct deposit.
o View all checks at any level of detail before printing.

¢ Easily make changes in real time and continue processing the payroll
without delay.

Ajera calculates:
e Earnings.
e Federal, state, and local taxes.
e Deductions.

Ajera service plans ensure compliance with all federal and state government
requirements, avoiding costly penalties and corrections.
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Step 1. Review the Ajera payroll process

Running your payroll in Ajera is an easy three-step process:

You'll want to establish internal procedures for timesheet due dates to ensure
you have the information in Ajera by your payroll-processing deadline.
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Step 2: Create a new payroll

If needed, you can pay some
employees weekly and
Click the New button. others monthly by defining it

3. Enter general information about the payroll. In the employee’s setup
(Setup > Employees).

1. From the Manage menu, click Payroll.

If you have adjustments to employees’
time in a previous pay period, leave
this check box selected. All hours
entered on timesheets through the
period-ending date that were not
previously paid are then included in
Period beginning date |11/01/17 = | ; i this payroll.

Perind anding date | 11/15/11 hd [#] Retricve provioualy unpaid houra
Pay date |11/16/11 hd

When you create a payroll, Ajera
automatically creates paychecks for
active employees based on their
timesheet entries for that pay period. B  To run payroll for one employee, you
Select the bank would enter the employee. For
account to use for example, you may need to issue a
the payroll. check because an employee is
terminated.

To run payroll for all employees, leave
this field blank.

Enter the pay period and pay date.

4. Enter specific information:

When setting up an employee, you can also
create additional on-demand pays, taxes,

. . deductions, direct deposits, or fringe benefits.
If you want to include all the automatic

additional pays, taxes, deductions, - If you wanted to include them in this payroll,
direct deposits, or fringe benefits that - ) you would select the appropriate check box
you set up for employees, leave the here.

appropriate check boxes selected.

Typically, you don’t change the Include
in automatic or Include on demand
check boxes for a regular payroll.




QUiCk lesson: Man aging u.S. payroII in-house For more information, see Help > Contents > Payroll > Processing payroll in-house.

Step 2: Create a new payroll (continued)

5. Here’s what the completed payroll looks like:

[T T =

Description |Regular Payrol
Period beginning date [11/01711  =|  Pay period | Semi Menthly -
PR ety evation
Payate [116711 -] Enployes| =)
Bank sccount |Washington Mutual - Payrol =]
Include automaic Include on demand
Ffas I Fays
[V Taxes 7] Taxes
[¥] Deductions ] Deductions
[¥] Deposits ["] Deposits
[¥] Fringes I Finges
[ ok ][ Cancel |[_ Help

6. Click OK.
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Step 3: Review and change paycheck information for an employee

After you create a new payroll, a window listing all Ll S =)
employees being paid in this payroll appears. — re——— R

Foay ok |T1ARAT = Frascal srnlargy sl 1179811 =

b L R Mk B HWomm B o] Mossrme Hay | L | 1

Fennnased Mary 1 Howe: ZhNmy 1 ERRIR

Frocessed - Crastrem 166200 134075 |5
A status Of Processed Frovseosd Fal e 27500 I 6440 TEELES
. . PFrncrnacd e n il 150000 2 [T IRE T
indicates that taxes and S . . 2iew mm wa o2
deductlons Were Calculated Fenerased L hnstnpiber F Mockon &5n0 Ny 1N HAm ELLIEN

A Chokd 1gEm | EmEE .

on the paycheck.

() (W] [ (] [Py (s ] [ ]

Let's review paycheck information for an employee.

1. Select the employee and click the Edit button. View the Paycheck tab.

Ocscrivion [BestrParsd ] Pecodbogiming oo [T =] Paypeciod
Pay date [11/16/11  ~ Period ending date |11V/15/11 | = Status
[T Mllow tax ovemide
Paycheck |  Pays |  Tawes | Dedudi | Finges | DirectDeposts |
pescheior Liows LE3 prooun YYD The Paycheck tab displays
Reguisr 102.00 1.500.00 3,800.00 = asum mary of the
Wacation and Sick accnus! 385 =c 2695 =c employee,s payCheCk,
Tatal pay 102 00 1.900 00 380000 .
which appears on the
Fetksal withiwkdiny 22788 481.39 y
— employee’s paycheck stub.
Socizl zecurity 41.30 157.50
Medizars 2718 B =
Oregon State Withholding 125.00 25605
[ergrn SN - Fployes 172 ER)
Total taxes 422310 852.01
20k 75.00 152.00
Section 125 25.00 50.00 L5
Insurance 55.00 110.00
United Way Contribution 15.00 20.00
Total deductions 171.00 342.00
Net pay 130590 250519  _ /
N > 4

—,_\
Close Save Cancel || Delete Pay | Help |
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Step 3: Review and change paycheck information for an employee (continued)

2. Click the Pays tab and click the plus = sign to view detail for a pay.

Description Period beginning dste Pay period 5o Morihly
Pay date [11/16/11 7] Perod ending date |11/15/11 = Siss Frcssed
T Allow tax ovenide
Paycheck Pare | Tmes | Deduci | Finges | DirectDeposis |
Pay Hours | FRate | Amount [
k| - Regular 102 00 1.900 00
| [ Proect Phase Achvity\, | Calculah Bosic | Hows | Rale | Amount | |-
W 04999 7 Overhead |Admirisiration | Administration |  Hours Times R 200 I
04-999 Z-Overhead :, Hours Times Rate 800 ) 143,02 ;
04-588 Z-Overhead Ing Hours Times Rate 8.00 149,02
04-999 Z-Overhead I[ ini: i ini: i Hours Times Rate 8.00 I 14502
04-553 7-Overhead !" imini: i Admini: i Hours Times Rate 6.00 ) 11176
\p1-999 Z-Overhead |Ad icgf Hours Times Rate 800 143.02 -
= Vercalion arel Sick aver_
x
|
Totalpay 100000 /Tawzg 43310 Neductionz 171 00 et ARG S0

Cancel || Delete [ Fay ]I Help ]

The Project, Phase, and Activity
columns are displayed for
information only. If you want to
enter additional hours for
projects, you must do so through
the timesheet.

If an employee’s timesheet has
changed since you created the
payroll, you can easily delete the
paycheck and add it back to
reflect the changes. To learn
how, turn to Help.
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Step 3: Review and change paycheck information for an employee (continued)

3. Click the Taxes tab.

Description |Reguiar Payrol Period beginning date |11/01/11 = Pay period
Payd — e
[T] Alow tax ovemde:
Paycheck |  Pays | TE® | Pecudi [ Finges | Lirectleposts
Federal fling staius |2n0= - Federal sxemptions || hdditional federal withholging (000~
Oregon filing status | Single v Dregon exemptions D Dregon additonal withhaiding 0.8 -
Tax Calculat Taxable Subject To Rate | EmployeeTax | EmployerTax |
b Federal withholding Tables 1.759.00 1755.00 2718)
Federal unemployment  [Percent of Taxable 1.500.00 150000 0.8000 & 1520
Social security Percent of Taxsbls 1.875.00 197500 42000 1)
Social security - Employer |Percent of Taxable 1.875.00 1,875.00 62000 ) 11630 Review the tax amounts, as
Medicare Percent of Taxsble 187500 187500 14500 7 19’ e needed. Normally, you would
Medicare - Employer  |Percent of Taxable 1.875.00 1.875.00 14500 | 7749 not make any changes on
Oreqon State Withholding  Tables 1759.00 1753.00 125.00) this window.
Oregon DI - Employer  Total Hours Times Rte 102.00 0200)  0DOI7D ] 173
Oregon SDI-Emplayes  Total Hours Times Rate 102.00 0200) 00170 173)
Oregon &I Percent of Taxabls 1.300.00 150000 22000 , nw
[ 4370 | 022 | .
Total pay 190000 Taxes 42310 Deducions 171.00 Net 130550
[[ Close ][ save Cancel || Delete |[ Pay |[ Help |
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Step 3: Review and change paycheck information for an employee (continued)

4. Click the Deductions tab and make any changes, as needed.

| - _— Review and change any deduction
Pay daic [11/16/11 |~ Period cnding daie |11/15/11_ ~ Status AMOURES:
[0 Alow tax ovemde You can easily add payroll items to
| bacheck | Pas | lmes | Dedelos | binges | Urectleposts | the paycheck, such as deducting a
company reimbursement for
e | e ™ T employee shipping or phone calls.
» 407k [ Percent of Totsl Pay 190000 40000 7600
Saction 125 Flat Amount 25.00
Insurance Flat Amount 55.00
United Way Contribution  Flat Amount 1500
= The employee’s standard deduction for
T medical insurance has changed.
Total pay  1.900.00 Taxes 42310 Deductions  171.00 To get the paychecks ready in time for

this payroll, change the amount from
$55.00 to $62.50.

[ Close ]

To ensure that future paychecks are

accurate, now update the employee’s
need to change. deduction account in the employee’s
setup (Setup > Employees).

5. From the Setup menu, click Employees and select the employee whose deduction you

1@ Employce PatD. Hill == =R )
! Sous [l ] L
1 B

| [ Generd._ | Addess _] Time & Bxponse Enlry|_Pay Infomation_|_ Payroll Txcs | Deductons/Finges |_Contacts ] Custom Rclda ] At 43
1

1 U

; Ded [ Caloulat | Amount | OnDemand | Supp Umit | LimitPeriod | Woes | |«
: ¥k [] percent ot 1 ctal Fay 40000 & 1

! Section 125 Flat Amount 25.0000 [ &

: United Way Contribut.. Flat Amour B, O il

: l Insirance Flat Amavnt !isml ] [l

1 i—l

I

After making the

change, click Save.

Then, return to the Edit
Paycheck window.
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Step 3: Review and change paycheck information for an employee (continued)

6. Click the Fringes tab.

2 Edit Pavchec!

Descripton [Feguiar Payrl | Periodbeginning date [1101/17_~ Pay period [SemiMorthly |
Pay dete [1116/11_~ Period ending date Swhe [Focesed |
[T Allow tax ovenide
| r | Pays | Taxes | Deduch | Finges | Direct Deposts |
Fringe Calculat Basis Rate Amount
b 401k Matching [+ Percent of Total Pay 1,500.00 20000 38.00
Insurance Flat Amount 2500
¥
63.00
Total pay 1.900.00 Taxes 42310 Deductions 17250 Net 129249
Save || Cancel |[ Delete |[ Pay ][ Help

7. Click the Direct Deposits tab.

M

e Period beginning date {11/01/11 '~ Pay period |Semi Morthy

By et 111511 | Period erdhing dae {11/16711 = | Sl |Processed

[7] Allow tax overide
Paycheck | | Tmes | Deduct [ Finges || Dreci Deposis ||
Routing Number | Account | AccountTyoe | Amount |

P 543265582 Savings Savings 100.00

RAPRRLAT Cherking 1 Checking 1.198 40

Takalpay 100000 Taxes 42210 Deduchons 17250 N=t 120840

8. Click Save.

| Close

[

Save |[ Cance ||

Delete [ Pay |[ reb |

This tab contains the
amounts for company-
paid benefits.

This tab contains information
that you entered when you set
up the employee.

If you delete a direct deposit
row, the amount on that row is
paid on a check instead.

The direct deposit
is correct as is.
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Step 4: Print paychecks
You've completed your review and are ready to pay your employees by printing paychecks or
direct deposit stubs.

1. To pay all employees, click the Select All button.

m

e | Pendbesimingdse [TV <] Payperod oty
Pay date |11/16/11 ~ Fﬁiadendingdaﬁe

Boyle 2.500.00

i Engstrom 1.362.00

Processed = 1 French 2.185.00

| 4 Processed 2 Hill 1,500.00
Processed i . Kingsley 2.160.00
Processed i 2 : Meehan 4 350.00

Processed 3. Nunn 1.656.00
26.312.00 |

To pay only a specific employee, you would
click the row for that employee.

5.732.82 | 1.496.02 13.000.16

To pay several employees, you would click
an employee and then select another
employee while pressing the Ctr key.

(CCese ) (CMow [ 5t ) (Sloa ) (_Pon) (L ele ) (il ]

2. Click the Pay button. The Pay Employees window appears.
@Peytoployees

|. If your payroll includes
S employees paid through direct
deposit, verify that this check
box is selected so that
statements (stubs) print for
those employees.

[#] Print direct depost/zero check statements

Starting check number

Pay date
Total check amount | 15.386.7 1 -
Tatal direct depesits [35232 < If you are paying any employees
with a check, be sure that the
starting check number is
correct. Change it, if needed.

Frinl vadkes @ Lasluane

© Firstname

10
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Step 4: Print paychecks (continued)

3. If the payroll includes both checks and direct deposits, the paychecks print first. Ensure
that you placed your checks in the appropriate tray.

Print - -,."'—" ]

Printes
Name:  [HP Laserlet P2050 Series PCLE v| [ Pupetes. |
Stztus:  Ready

Type: HP Laserlet P2050 Series PCLE
n111a7

If you need to make any
adjustments for your
specific printer, you would
click the Alignment button. jﬂjﬂ_ﬂﬂ [ colate

==
]

4. A message appears asking if the checks printed OK.

Mumberof copies: 1 &

Question r— g

@ Did the checks print ck?

If you click No, the Pay Employees window
reappears so you can redo the check run
after correcting any printer problems.

When you're ready to print checks, you
These checks enter a new starting number. Your original
printed fine checks are marked as Void.

so click Yes.

11
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Step 4: Print paychecks (continued)

5. If you are printing any direct deposit stubs, the Print window p""'_ — —
appears. At this time, be sure to replace any checks in the paper Z [P—T = .
tray of your printer with blank paper. e Ready —

Type: HP LaserJet P2050 Series PCL6
Where:  10.1.1.157

Comment: [ Piirt to fils
Print range: Copies
G Nomber of copies. 1[5
6. The direct deposit statements printed fine. Pages fom[ | o[ ] o a
Selection . . jﬂjﬂj——l e
Question e =
]

@ Did the direcl depusilfesio check slalements prinl vk?

”
(4
m

7. Before printing a file copy, ensure that the printer has blank paper.
Question - _M

For this lesson,
we’'ll click No.

S

8. Click the Close button to close the Paycheck List window.

12
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Step 5: Pay paychecks through direct deposit

If you paid any employees through direct deposit, you can easily produce the NACHA file for your bank.

The NACHA file contains information your bank uses to process automatic direct deposits to your
employees’ bank accounts. Ajera formats this file according to NACHA requirements.

1. Inthe Payroll List window, select the appropriate payroll.

@ All sistuses for 0907111 to 1231111 pay datss | .

{ Gt | PayNate | Pericd Reginning Mate | Perind Frding Nate Nescription Mirert Nepasited
Fod TITeTT TIOTTT TIToTT Fegular Payrol T Click the
Deposit button.

{ T Colendites | [ Close ][ Eit ][ New Delete | [ Deposit

2. The Direct Deposit window appears.

In this field, click the button and
browse to select the folder where you want
to save your NACHA files. Select a safe
place for this confidential information.

If needed, change the effective
Save the file with a name Direct deposit path. |c-\nov15pr = | date. This is the date when you
and a file type (if required) Effective date |[11/16/11 want the direct deposits to occur.
specified by your bank. In Reference ||

this gxample, we change S
the file name to nov15.

(oK | [Camee ) Based on your bank’s guidelines,
Ajera automatically enters the
file ID modifier from the bank

enter an optional reference number.
account setup. You could

change it now, if needed.

13
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Step 4: Pay paychecks through direct deposit (continued)

3. Review the information about the direct deposit.

st [ ]

Ewies 2 | amoum

P oo

4,
ﬂ Al ststoses for 030711 o 131111 pay daies The Direct Deposited check box is now
- B i selected to show that you produced the
'I'{Paid et {"::I:H'" ﬂ:‘:l 1:;:'1"5""“[’* direct deposit file for the payroll.
Send the direct deposit file per your bank’s
instructions. If you misplace the file or need
((Cose J( Fait ][ New ] 0 |[heponi ][ Hep ] to re-create it because of changes in the
payroll, simply repeat these instructions.
5. Click the Close button.
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