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Fastpay Payroll Services

To login enter your username and
password, and a company 1D

Usemame: |User
Password: eeseee

Company ID: | ABC]

MOTE: This program requires the use of Cookies and
Javascript.

If you have not used this program before, please click

here to view Requirements for using this program P

06

() * &



Fastpay Payroll Services

1 The Latest in Online Payroll Techs!og,'

ABC Company (ABC)

Main Menu

Company: ABC-ABC Company @

ABC Company (ABC)

Payroll Entry b Check Date: 10/13/2005
Enter employee pay information for the current period,
or review procezzed payrollinformation for past periode

Reports »
View and print employee and payroll reports.
Note the Adobe Acrobat viewer iz reguired.

Employee Information b
View and edit employee information including demographics,
position, rates, deductions and taxes

Company Setup »
View and edit company information including demographics,
departments, deductions, taxes, and bank accounts

Additional Options »
Account information including setup options,
current etatus and uzage.
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Payroll Entry » Check Date: 10/31/2005
Enter employee pay information for the current period,
or review processed payroll information for past periods

Check Date: 10/31/2005 Change b

Payroll Overview

To process a payroll run, first start the period, then enter the pay data. After verifying the data,
submit the payroll for processing. Follow the steps below to enter and submit all necessary data.
The checkmarks on the left show the progress for this payroll run.

The payroll is currently in the Scheduled state. The payroll may now be started.

c} 1. Start Payroll ¥
Begin payroll cycle by creating all batches and populating them with checks and pay data

n 2. Payroll Batches b

Enter pay information for each employee, including additional checks

n 3. Submit Payroll b
Submit the completed payroll te the service bureau for processing

Use the check calculator to enter manual checks when the payroll is Scheduled or Open:

Check Calculator b

Create a manual check and calculate the net amount on the fly

Additional Information

Payroll Notes

Save Changes ][ Undo Changes ]

1 +
3 - . 0

Check Date: 10/31/2005

Start Payroll Cycle

Start Payroll is used to begin a payroll cycle When starting payroll, a series of batches are created and these batches
are automatically populated with paychecks using the company and employee level auta pays.
Running Start Payroll now will create the following batches:
Batch Description Period Begin Period End
A Default Batch 10/15/2005 10/31/2005

Click below to change the payroll period dates, batches, or autoposting options.

Edit Payroll Options P

Start Payroll
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Check Date: 10/31/2005

Time Clock Import

Use the Time Import feature to import data from a time clock. The time clock data file is uploaded via the web browser and
imported into the current payroll.

@ Time Clock Import »

Payroll Data Entry

The payroll is separated into a series of batches, each containing checks. Use the Employee and Batch Pay Entry screens to
enter pay data, then use the Batch Totals and Preprocess Register screens to verify pay data entered. When all data entry in a
batch is complete, close the batch to indicate no further data will be entered.

Batch Description Status Period Dates Pay Entry Verify
Empl Pay E ] Totals b CI »
@ A Dok o WS  EmployesPayCun ) Toas) s
Batch Pay Entry P Register P Restart P

Add New Batch b

Use the Check Calculator to create a manual check that is either hand written or should be produced with the next payroll.
Check Calculator b

Verification and Completion

Run the Preprocess Register report to view the results of the entire payroll. including all batches. The Preprocess Register is
an important report detailing exactly what will be contained in the payroll.

Preprocess Register b

When all pay data has been entered and verified for this payroll, close the payroll in preparation for submission and processing.

n Close Payroll b
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Batch: A - Default Batch

Check Date: 10/31/2005

Employee: Filter: BatchAD Sort: Name D Page:EE 'IDE@LF;:&E”: 'IDD New Employee

Branch Department ID Name SSN

1 1005 104 Gordon, Jeff 440-00-0000
1 1005 638 Harvick, Kevin 444-22-8868
1 1001 430 Jarrett, Dale 464-99-1234
62001 6061 640 Jones. Joe 999-99-9999
1 1004 101 Labonte, Bobby  453-00-0000
1 1001 107 Sample, Employee 456-00-0000
1 1002 112 Sample, Employee 525-00-0000
1 1001 114 Sample, Employee 450-00-0000
1 1075 118 Sample, Employee 628-00-0000
6 1002 119 Sample, Employee 455-00-0000
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This will import a time clock file. The file must first be uploaded to the
system. Following the upload the data will then be imported.

Specify the time clock file below.

File: i Browse... ﬂ

Click the Upload button to upload and import the specified file.
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