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Guide Usage and Disclosures

Guide Information

This guide is designed based on the Oracle Cloud HCM delivered setups; some
fields may differ from your instance configurations. For example, some fields may
be required in this guide that are not required in your instance. Additionally, some
of the training topics discussed in this guide may not apply to your organization,
but we know you’ll find it helpful. If you would like a custom guide for your
organization, please contact our Training team at learn@camptratech.com

How To Use This Guide
This guide is intended to assist Admin users with their day-to-day tasks in Oracle
Cloud. A few notes before you begin:

1. Any fields with an asterisk are required fields.

2. Based on your configurations, approval workflows may in place for the
training topics below; those tasks would need to be approved before the
additions or updates are visible in your instance.

3. You may have specific flexfields in your instance that require inputs; this
guide is a generic tool and will not include those specific flexfields. You
will see those fields as a context segment or not visible at all in our
Oracle instance.



https://camptratechnologies-my.sharepoint.com/personal/mketter_camptratech_com/Documents/From%20OneDrive/Client%20Training%20Materials/Completed%20Admin%20Training%20Guides/Payroll%20Admin%20Guides/learn@camptratech.com

Overall Process Flow

Before we begin with the training content, It’s important to understand the overall
process flow of information in Oracle Cloud for the Payroll module.
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Glossary of Terms

Here we've included common terms associated with the Payroll module. Please review
the terms below to familiarize yourself with the Oracle Cloud terms used throughout this
guide.

Element Entries

< There are 2 types of element entries: recurring and nonrecurring. Element
entries are details of compensation or a deduction. For example, medical
premiums, garnishments, salary, etc.

Payroll Relationship

< A payroll relationship exists between a person and a payroll statutory unit,
which is the legal entity responsible for employee payment.

Payment Methods

¢ A method in which money is transferred to the third-party vendor or employee.
For example, direct deposit, check, or EFT.

Tax Reporting Units

¢ Represents a legal entity for tax and social insurance reporting in global
legislation.

Calculation Entries
¢ Specifies how a value is provided or calculated
Third Party Payment Methods

¢ Athird party is any person or entity outside of your organization and a third-
party payment method determines how you pay them.

Object Groups

¢ Object groups are user-defined sets of elements or people used to restrict
which of these items to include in various processes and reports.

Quickpay

¢ A process executed by the payroll team to pay an employee or group of
employees outside of the regular payroll run.

Retro Pay

¢ Payment owed to an employee or payment due from an employee due to an
incorrect amount being withheld from a prior payroll.




Payroll Reconciliation

< Payroll processes transfer your payment entries to Cash Management for
manual or automatic reconciliation with bank statements

Reporting

< OTBI or Bl contains numerous reports used for payroll verifications and
processing.

Data Loader

¢ HCM Data Loader validates the data and creates valid records in the HCM
cloud. The Data Loader is also used to load multiple elements entries for
payment for multiple employees.

Effective Date

¢ Effective Dates are used to store historical, current, and future information.
Effective Dates are the date in which a line of data is active.

Element Classification Components

¢ Elements are grouped into primary classifications, such as Earnings and
Voluntary Deductions. In a human resources department, you can use the
primary classifications to identify groups of elements for information and
analysis purposes. In a payroll department, the classifications control
processing, including the sequence in which elements are processed and the
balances they feed.

Costing

¢ If the classification is Costable, you can select any costing option for elements
when you define the element links. If the classification is Distributable, you can
create a distribution set from elements of this classification over which you can
distribute costs. You can also view the cost type for elements in the
classification, whether they debit or credit the accounts they feed.

Frequency Rules

¢ The payroll run uses a frequency rule to determine in which pay periods it
processes a recurring element. You can view which date the payroll run uses, by
default, to assess frequency rules in your localization. You can select a different
date when you define a frequency rule.

Calculate Absence Duration

< Calculate the duration of an absence from the start and end dates.




Accrual Start Rule

< Youuse an accrual start rule to determine when newly enrolled employees
start to accrue time. For example, some accrual plans allow new hires to accrue
time from the date of their hire. If the predefined start rules that are available
on the Accrual Plan page do not meet your requirements, you can add your own
rule directly in the accrual formula.

Tax Card

< Contains the Federal, State, and Local tax withholding information for the
employee




Employee Payroll Data Management

Create Tax Card Association
Navigation: Home>My Client Groups>Payroll>My Client Groups>Search
Employee>Tax Withholding>Associations>Add>Save and Close

From the home screen, click My Client Groups

Good afternoon, Corey Albertson!

My Team My Client Groups Benefits Administration eceivables General Accounting Intercompany Accounting 3

Click My Client Groups
QUICK ACTIONS

" Hire an Employee
A 00 E 5 Q % (D]
ko1 @ ™ &7
Agency Hiring Journeys New Person Person
Management

1" Add a Contingent Worker

:* Add a Pending Worker

& Add a Nonworker Déd[l [_\2] %

Absences Performance Profiles Career

Vo Pending Workers
= Development
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QUICK ACTIONS APPS

Talent Pools

Click Payroll
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Workforce
Modeling

Click Calculation Cards under Person Information. If preferred, we can also search
the words Calculation Cards in the Search box at the top




Person Information

Adjust Individual Balances
Element Entries

View Process Information Groups
Calculation Entries

‘Calculation Card:

Costing for Persons

Click Calculation Cards

Payroll Relationships

Personal Payment Methods

Third-Party Person Payment Methods

Enter the employees name in Search for a Person box and once the employees
name is shown, click the employees’ name

{ Calculation Cards

ALY Search
Person

Sally| ‘ |

Advanced Search:Sally

Name Business Title Work Email Person Number

@ Sally Littie Consultant 1009

Click Employees Name

Click Tax Withholding




Calculation Cards
Little, Sally 1009

| Advanced | saved Searc

Calculation Card | v

"Effective As-of Date | 10/10/22 ® ‘

M4 Search Results

Actions v View v Formaty 4 X

Calculation Card Description Component Groups Name

[ Tax Withholding

Absences

Employee withholding certificate Federal, Regional ERPWebTutor USA Inc.

Absences Absences
Click Tax Withholding

Columns Hidden 1

Expand Associations and click Add

Tax Withholding

Little, Sally: 1009

Effective As-of Date | 10/11/22 [y
Associations Click Add
Startand End Dates Primary Work Address s’
9/1/22 123 Main St Yorba Linda Orange CA
Tax Reporting Unit State for Disability Calculation
ERPWebTutor USA Inc.
Assignment State for Unemployment Calculation
E1009-2 s
E1009

Show Prior Records

Federal

Calculation Component Start and End Dates. 4
Federal Taxes /4716

Forms

Federal

Filing Status Allowances
Single 0

Additional Tax Amount

Enter the When does this change start date. Next, select the Tax Reporting Unit
from the dropdown
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QA s

Add Association e

Basic Information

Enter When does this change start?
*When does this change start? “Tax Reporting Unit
[ove : | \ =2

Select Tax Reporting Unit

Association Details + add

No ftems to display

Click Add

QA w

Add Association

Basic Information

*When does this change start? “Tax Reporting Unit
10/11/22 [ i ‘
Association Details + |
No items to display Click Add

Enter the Association Details such as When does this change start? Next, select
the Assignment from the dropdown and click OK

]

—



Add Association

Basic Information

When does this change start’ Tax Reporting Unit
10/11/22

Associztion Details

“When does this change start?

Toni22

E100)

Et00s2
Select Assignment

Enter When does this change start?

Click Save and Close. As a note, if the employee has multiple assignments, we will
need to add an Association for both assignments.

QA

Add Association Delete | save and Close

Click Save and Close

Basic Information

“When does this change start! “Tax Reporting Unit
1071722 t] v
Association Detzils [+ s |
Startand End Dates Assignment V4
10/122 E1009

Manage Federal W4 Information
Navigation: Home>My Client Groups>Payroll>Calculation Cards>Search
Employee>Tax Withholding>Edit>Save and Close

From the home screen, click My Client Groups

—
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Good afternoon, Corey Albertson!

My Client Groups Benefits Admini ion unting Intercormr

Click My Client Groups
QUICK ACTIONS
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Click Payroll

Employment Contracts
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Click Calculation Cards under Person Information. If preferred, we can also search
the words Calculation Cards in the Search box at the top




Person Information

Adjust Individual Balances
Element Entries

View Process Information Groups
Calculation Entries

‘Calculation Card:

Costing for Persons

Click Calculation Cards

Payroll Relationships

Personal Payment Methods

Third-Party Person Payment Methods

Enter the employees name in Search for a Person box and once the employees
name is shown, click the employees’ name

{ Calculation Cards

ALY Search
Person

Sally| ‘ |

Advanced Search:Sally

Name Business Title Work Email Person Number

@ Sally Littie Consultant 1009

Click Employees Name

Click Tax Withholding

]
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Calculation Cards
Little, Sally 1009

| Advanced | saved Searc

Calculation Card | v

"Effective As-of Date | 10/10/22 ® ‘

M4 Search Results

Actions v View v Formaty 4 X

Calculation Card Description Component Groups Name
Tax Withholding Employee withholding certificate Federal; Regional ERPWebTutor USAInc.
Absences Absences Absences

Click Tax Withholding

Columns Hidden 1

Click Edit (pencil icon) to update the W4 information

€ Tax Withholding
y

Little, Saly: 1009

Effective As-of Date | 10/10/22 6|

Associations M

Federal 2

Calculation Component Startand End Dates
Federal Tares w16

Forms

Click Edit

Federal

Filing Status Allowances
Single 0

Additional Tax Amount
You may claim exemption from withholdingif both of the following apply.
1. You had no federal income tax liability in the prior yezr

2. You expect to have no federal income tax liability in the current year.
If you claim exempt, you will have no income tax withheld from your pay.

Exempt from Federal Income Tax
No

Enter the When Does This Change Start and update the applicable information




Q O &

Federal Taxes Delete

Basic Information Update,the belovvjinformation
Calculation Component Forms

Fodaral Taxes Federal

Component Sequence
1

“When does this change start?
Hm/m/zz

Withholding Status Enter When does this change start?

“Filing Status Extra Withholding

[selecta value -] o] usp

Multiple Jobs

‘ Select a value v ‘

You may claim exemption from withholding if both of the following apply.
1. You had no federal income tax liability in the prior year

2. You expect to have no federal income tax liability in the current year

If you claim exempt. you will have no income tax withheld from your pay.

Exempt from Federal Income Tax

No

Qualifying Dependents Amount Other Income Amount

[ o] usp [ o] usp
Other Dependents Amount Deductions Amount

[ o] usp [ o] usp
Total Dependents Amount IRS Lock in Date

[ ol __usp ™ fan

Click Save and Close

QA0 v

Federal Taxes Delete

Click Save and Close

Basic Information

Calculation Component Forms
Federal Taxes Federal

Comporent Sequence
1

*“When does this change start?

10/10/22 e

Withholding Status

“Filing Status Extra Withholding

‘ Select a value v ‘ o| usp

Multiple Jobs

‘ Select a value v ‘

You may claim exemption from withholding if both of the following apply.
1. You had no federal income tax liability in the prior year

2. You expect to have no federal income tax liability in the current year

If you claim exempt. you will have no income tax withheld from your pay.

Exempt from Federal Income Tax

Qu

ing Depencents Amount Other Income Amount

‘ 0‘ usD ‘ 0‘ usD

Other Dependents Amount Deductions Amount

‘ 0‘ usD ‘ 0‘ usD

Update State W4 Information
Navigation: Home>My Client Groups>Payroll>Calculation Cards>Search
Employee>Tax Withholding>Edit or Add>Save and Close

From the home screen, click My Client Groups




Good afternoon, Corey Albertson!

My Client Groups Benefits Admini ion unting Intercormr

Click My Client Groups
QUICK ACTIONS

Hire an Emp

Be 9"

Agency Hiring ys New Person

Add a Contingent W
Person

Management
Add a Pending Warker

Add a Nonworker : %

Pending Workers Absences Performance Profiles Career

Development

iy &/ i
Talent Review Succession Plans Talent Pools Workforce Mass Updates

Structures

unting pany Accounting 3

QUICK ACTIONS
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Click Calculation Cards under Person Information. If preferred, we can also search
the words Calculation Cards in the Search box at the top




Person Information

Adjust Individual Balances
Element Entries

View Process Information Groups
Calculation Entries

‘Calculation Card:

Costing for Persons

Click Calculation Cards

Payroll Relationships

Personal Payment Methods

Third-Party Person Payment Methods

Enter the employees name in Search for a Person box and once the employees
name is shown, click the employees’ name

{ Calculation Cards

ALY Search
Person

Sally| ‘ |

Advanced Search:Sally

Name Business Title Work Email Person Number

@ Sally Littie Consultant 1009

Click Employees Name

Click Tax Withholding

]
17 |
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Calculation Cards
b | Little, Sally 1009

4 Search | Advanced | Saved Searc

Calculation Card | v

"Effective As-of Date | 10/10/22 ® ‘

M4 Search Results

Actions v View v Formaty 4 X

Calculation Card Description Component Groups Name
Tax Withholding Employee withholding certificate Federal; Regional ERPWebTutor USAInc.

Absences Absences Absences

Click Tax Withholding

Columns Hidden 1

Click Edit (pencil icon) to update the State Tax information

Tax Withholding

Little, Sally: 1009

Lir Lt A,

Calculation Component Start and End Dates s/
Federal Taxes 44116

Forms

Federal

Filing Status Allowances

Single 0

Additional Tax Amount

You may claim exemption from
1. You had no federal income tax liability in the prior year.

2. You expect to have no federal income tax liability in the current year,
If you claim exempt. you will have no income tax withheld from your pay

withholding if both of the following apply.

Exempt from Federal Income Tax

No

Al | 7
Regional + Add \ &
View | Active

Calculation Component Forms.

State Taxes A

State T

A Start and End Dates Click Edit

446
Filing Status Number of Allowances from Estimated Deductions

Single or married with two or more incomes
e Total Number of Allowances

Number of Regular Withholding Allowances
0

Enter the When Does This Change Start and update the applicable information




State Taxes: CA

Basic Information

Calculation Component
State Taxes

Component Sequence
1

*When does this change start?

[oror22

State Tax Information

Fill

g Status

Number of Regular Withholdi
\ o]

Allowances

Number of Allowances from Estimated Deductions

© Total Number of Allowances

State Tax Additional Information

Nonresident

Voluntary Income Tax Withholding

‘ Select a value v |

Click Save and Close

State Taxes: CA

Information
Calculation Component
State Taxes

Component Sequence
1

“When does this change start?

10/10/22 7Y

‘State Tax Information

Filing Status

[ single or married with two or more incomes v

Number of Regular Withholding Allowances

Number of Allowances from Estimated Deductions

@ Total Number of Allowances

State Tax Additional Information

Nonresident

[ setect a value V]

Voluntary Income Tax Withholding

Update)thebelowjinformation

State
ca

Forms
ca

Active for default view

‘ Select a value

Additional Tax Amount

Exempt from State Income Tax

‘ Select a value

Exemp

n for Military Spouse

[ Setect avalue

Lock in Date

[mrary

Resident Wage Accumulation

Exemption Amount

State
cA

Forms
cA

Active for default view

Click Save and Close

Selact a value

Additional Tax Amount

Exempt from State Income Tax

[ setect a value

Exemption for Military Spouse

Lock in Date

[m/aryy

Resident Wage Accumulation

[ setect a value

Exemption Amount

e and Close

To add a new State Tax withholding, click Add then Add Default State and Local

Withholdings

19
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'ax Withholding

Little, Sally: 1009

s -
Associations 24
Federal o~

Calculation Component Start and End Dates

Federal Taxes 474716

Forms

Federal

ling Status Allowances
Single 0

Additional Tax Amount

You may claim exemption from withholding if both of the following apply.
1. You had no federal income tax liability in the prior year

2. You expect to have no federal income tax liability in the current year.

1f you claim exempt. you will have no income tax withheld from your pay.

Exempt from Federal Income Tax
No

Regional _+ Add v § A
a8 DeTau State 370 Loca WTTOGGe

‘Add Tax Withholdings

View | Active

Click Add Default State and Local Withholdings

Tax Withholding

Little, Sally

Lir Lt A, .
Calculation Component Start and End Dates

Federal Taxes 44716
Forms
Federal
Filing Status Allowances
Single 0
Additional Tax Amount

You may claim exemption from withholding if both of the following apply.
1. You had no federal income tax liability in the prior year.

2. You expect to have no federal income tax liability in the current year,

If you claim exempt. you will have no income tax withheld from your pay.

Exempt from Federal Income Tax
No

Regional \ +Ad v | A

View [ Active
Calculation Component Forms
State Taxes A
State 2 5
A Startand End Dates Click Edit
4/4/16
Filing Status Number of Allowances from Estimated Deductions

Single or married with two or more incomes
o Total Number of Allowances

Number of Regular Withholding Allowances
0

Enter the When Does This Change Start date and update the applicable
information




State Taxes: CA

Update)thebelowjinformation

Basic Information

Calculation Component State

State Taxes ca

Component Sequence Forms
ca

*When does this change start? Active for default view

[oror22

| [ setect a value v

State Tax Information

Filing Status Additional Tax Amount

Number of Reqular Withholding Allowances Exempt from State Income Tax

‘ 0 ‘ ‘ Select a value v ‘

Number of Allowances from Estimated Deductions Exemption for Military Spouse

[ setect a value V]
® Total Number of Allowances Lock in Date

[mvany %]

State Tax Additional Information

Nonresident Resident Wage Accumulation
== 7] == =
Voluntary Income Tax Withholding Exemption Amount
‘ Select a value v | ‘ ‘ usb

Click Save and Close

State Taxes: CA Delete .

. . Click Save and Close
Basic Information

Calculation Component State

State Taxes A

Component Sequence Forms

A

“When does this change start? Active for default view

10110722 Y Seloct a value S
State Tax Information

Filing Status Additional Tax Amount

[ single or married with two or more incomes V] [ | usp

Number of Regular Withholding Allowances Exempt from State Income Tax

[ o] [ setect a value ]

Number of Allowances from Estimated Decluctions Exemption for Military Spouse

[ ] [setoct a vatus <]

© Total Number of Allowances Lockin Date

[m/aryy s

State Tax Additional Information

Nonresident Resident Wage Accumlation

[ setect a value V] [ setect a value ]

Voluntary Income Tax Withholding Exemption Amount

[setect 2 value <] I | uso

Update Local W4 Information
Navigation: Home>My Client Groups>Payroll>Calculation Cards>Search
Employee>Tax Withholding>Add>Save and Close

From the home screen, click My Client Groups




Good afternoon, Corey Albertson!

My Client Groups Benefits Admini ion unting Intercormr

Click My Client Groups
QUICK ACTIONS

Hire an Emp

Be 9"

Agency Hiring ys New Person
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Structures
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Structures
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Click Payroll
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Click Calculation Cards under Person Information. If preferred, we can also search
the words Calculation Cards in the Search box at the top




Person Information

Adjust Individual Balances
Element Entries

View Process Information Groups
Calculation Entries

‘Calculation Card:

Costing for Persons

Click Calculation Cards

Payroll Relationships

Personal Payment Methods

Third-Party Person Payment Methods

Enter the employees name in Search for a Person box and once the employees
name is shown, click the employees’ name

{ Calculation Cards

ALY Search
Person

Sally| ‘ |

Advanced Search:Sally

Name Business Title Work Email Person Number

@ Sally Littie Consultant 1009

Click Employees Name

Click Tax Withholding

]
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Calculation Cards
b | Little, Sally 1009

4 Search | Advanced | saved Searc
Calculation Card | v

"Effective As-of Date | 10/10/22 ® ‘

M4 Search Results

Actions v View v Formaty 4 X

Calculation Card Description Component Groups Name
Tax Withholding Employee withholding certificate Federal; Regional ERPWebTutor USAInc.
Absences Absences Absences

Columns Hidden 1

Click Tax Withholding

Click Edit (pencil icon) to update the County or City Tax information

x Withholding

Little, Sally: 1009

Regional [+ae v ] A
View | Active

Calculation Component Forms Ve

State Taxes ”

State

cA Start and End Dates

4/4/16
Filing Status Number of Allowances from Estimated Deductions

ingle or married with two or more incomes
Single or married with two or more income Total Number of Allowances

Number of Regular Withholding Allowances
0

Calculation Component County

County Taxes Los Angeles

State Start and End Dates .

o Click Edit
474116

Exempt from County Income Tax Exempt from School District

Filing Status Exempt from Wage Accumulation

Calculation Component City

City Taxes Burbank

State Start and End Dates Click Edit

A 44716

County

Los Angeles

Exempt from Occupational or Head Tax Exempt from School District

School District Exempt from Wage Accumulation

Enter the When Does This Change Start and update the applicable information




anovwro @

County Taxes: CA > Los Angeles e |

i Update,the applicable information below
Calculation Component State
County Taxes. cA
Component Sequence County
Los Angeles

“When does this change start?

‘13/13/22 5‘5‘
County Tax Information Enter When does this change start?

Exempt from County Incoms Tax Exempt from Wage Accumulation

[seect 2 vatve v [ setect avalue

Filing Status Schocl District

[Married v] [ setect a vatue v
Exempt from School District Resident Wage Accumulation

[ setect 2 vatue v [ setectavatue

Click Save and Close

anwvrRo @

County Taxes: CA > Los Angeles Delete

Basic Information

Click Save and Close

Caleulation Component State
County Taxes A
Component Secuence County

1 Los Angeles

“When does this change start?

1018722 %)

Gounty Tax Information

Exempt from County Incorme Tax Exempt from Wage Accumulation

[setectavalue V] [ setecta value v
Filing Status School District

[ Marred v [ setect a vatue v
Exempt from School District Resident Wage Accumulation

[setectavalue V] | seect a value v

Update Employee’s Home Address
Navigation: Home>My Client Groups>Person from Quick Actions>Search
Employee>Person Information>Edit>Update>Submit

From the home screen, click My Client Groups
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Good afternoon, Patrick Jones!

Me My Team

QUICK ACTIONS

\dd a Pending W

Add a Nonworker

Pending W

Person

Personal Details

My Team
(3

QUICK ACTIONS

Hire an Employ

Add a Contingent Worker

Add 3 Pending Worker

Add a Nonworker

Pending Wo

[o}e}

=]

Succession Plans

Click Person

Enter the employees name in Search for a Person box, once the employees name is

succession Plans

Click My Client Groups

Talent Pools

X

i

New Person

il

Performance

i/

Workforce
Structures

Journeys

Compensation

[ee]

L]

shown, click the employees’ name
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Person
Management

T

Career
Development

&

Mass Updates

O *

™

New Person

&l

Performance

&2y

Workforce
Structures

O ¢

Talent Review

Payroll

Help Desk

Person
Management

i

Career
Development

i

Mass Updates

Talent Review

Payroll

= e




Person

Direct Reports

Gowtham Test AV

GT

Manager
% Michael Burkee
M Manager

Rishi Verma
RV

Director

Victor Lopez
VL

Director

Sally| l v

‘Advanced Search Sally
Name Business Title Waork Email Person Number
@ Sally Little Consuftant 1009

TestAVI@test.com

Click Employees Name
Kette Ptratech.com

Next, click Edit across from the address then, click Update

73

Person Information  Contacts Documents  Disabiliies  Exira Information

Name and Addresses @
Name
Last Name Little
First Name Sally
Title Miss
Prefix
Suffix
Middle Name
Honors
Preferred Name

Previous Last Name

Addresses

123 Universal Ln

Burbank, CA 91501
Home Address  Los Angeles

United States

Update

Home Address
123 Universzl Ln

Primary Mailing ~ Burbank, CA 91501
Los Angeles
United States

Communication Methads @

Shones

Click Edit then

National Identifiers# @

Biographical Info
Date of Birth /1/91
Data of Death
Country of Birth
Region of Birth
Town of Birth

Correspondence Language
Blood Type

Display Photo a

slative Information @

Correct fred States

End Date

and Marita Status
Delete.
Gender  Female
Delete Record

View History Marital Status ~ Single

Marital Status Change Date

Highest Education Level Bachelor Degree

Enter the Effective Start Date of the address change then click OK

United States ~ Social Security Number: 712-12-1212 @




Update Address

* Effective Start DatI 27122 fe

Enter the Effective Start
Date then click OK

Update the applicable address details starting with the Zip Code. Once the zip code
is entered, the City, State, and County will populate. Next, Click OK

Update Address

Type Home Address

Country United States

" Address Line 1 | 123 Universal Ln

* zIP Code | 91501

* City | Burbank

Update the new

address details ~ state [cA

Tax District |

* County | Los Angeles

[0 | cancer |

Click OK

Click Submit to submit the address updates. The address will be updated as of the

Effective Start Date entered




Save -1 Submit

N Click Submit
National Identifiers« @

Edit ¥ ‘ United States  Social Security Number: 712-12-1212 @

Biographical Info
Date of Birth 1/1/91
Date of Death
Country of Birth
Region of Birth
Town of Birth

Correspondence Language
Blood Type

Edit ¥ ‘

Legislative Information @
BES United States
‘ Edit ¥ ‘ Gender and Marital Status
Gender Female
— Marital Status Single
‘ Edit ¥ ‘

Marital Status Change Date

Highest Education Level Bachelor Degree

Update An Employees Work Location
Navigation: Home>My Client Groups>Show More>Change Location>Search
Employee>Update>Submit

From the home screen, click My Client Groups

Q search nw P @

Good afternoon, Patrick Jones!

Me My Team My Client Groups Benefits Administration Sales Kn e Help Desk Ex

Click My Client Groups
QUICK ACTIONS

Hire an Emp

o &

" G "
9" Add a Contingent Worker
Journeys New Person Person
Management

Add a Pending Worker

" Add a Nonworker 0 ﬁn %) %E

Compensation Performance Career Talent Review

Pending Workers
Development

Person

00

Succession Plans Talent Pools Workforce Mass Updates Payroll
Additional Person Info Structures

Click Show More




MyTeam My Clien Adminis v Intercompany Accounting 3

QUICK ACTIONS

* Hire an Employ

O %
Ie]
Il (2]
Agency Hiring Journeys New Person Person
Management.

® Adua Contingent Workes
*
" Add a Pending Worker

& Add a Nonworker Qlﬁﬂ &] %

Performance Profiles Career
Development

[oe] y

Talent Review Succession Plans Talent Pools Workforce Mass Updates
Structures

) ) & o
Payroll Workforce Workforce Data Exchange

Modeling Predictions

Click Show More

My Teart ¢ Client Groups Benefils Admiriistiation Receivabl General Accounting

nding Worker Hire an Emplc

ending Workers

Employment
| Add Assignment : Additional Person Info
onsibility Click Change Location > e Legal Employer Da
hange Locat hange Manager § hange Working Hours
Templ: : & ionship &Lp Direct Reports
Document Defivery Pr Document Records / Eigible lobs 9% Employment Contrac
) %Y Employment Farmily and Emergency Contacts Identification Info
nload of Document Records

Person Identifers for Extemal

it Personal Details
plications

Person

Enter the employees name in Search for a Person box, once the employees name is
shown, click the employees’ name




Person

i Search

Sally|

Parson

‘Advanced Search Sally
Name Business Title Waork Email Person Number
Direct Reports o
@ Sally Little Consuftant 1009
Gowtham Test AV
GT TestAVI@test.com
Manager
Click Employees Name
Michael Burkee Doy
Kette Ptratech.com
M Manager
Rishi Verma
RV

Director

i Victor Lopez

v

Director

Next, click What info do you want to manage? Click Continue

Change Location
Sally Little

)

info,do

youiwantit

What info do you want to manage?

anvwpro @

ot

Click Continue

Salary ‘ ‘ Compensetion ‘ ‘ Add Divect Reports ‘

Comments and Attachments

=
H
3
E
s
:
%
E
§
3
&

Enter the When and Why details and click Continue
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anwvrEo @

g Change Location
v

Sally Little

@ When and Why Entersthe information below;

“When does the location change start? Why are you changing the location?
[10r18/22 ] [retocation] ]+
*What's the way to change the location?

_ [ ocation change v]

=

3

H

H Continga

]

H

g Click Continue

E

S - i

é LOCallc

omm Attachmel

Seniority Dates ¥

Enter the Locations details and click Continue

Change Location

Sally Little

() When and Wny Enter:the information below,

/ Edit

0 Location

Location

‘\/ug\m; Sales Branch

Continue

Click Continue

&= camptra Cloud Wiki

Seniority Dates ¥

Enter the remaining details, if applicable and click Submit




Change Location

Sally Little
: Click Submit
(1) When and Why / Edit
@ Location 7 e
2
H @ Comments and Attachments
H
s
.
& Comments.
g
E
3
&
Attachments
Seniority Dates 2

Update Employee’s Salary

Navigation: Home>My Client Groups>Show More from Quick Actions>Change
Salary>Search Employee>Update>Submit

From the home screen, click My Client Groups

Q seach Awp @
Good afternoon, Patrick Jones!

Me My Team My Client Groups Benefits Administration Sales Knowledge Help Desk Expenses

Click My Client Groups
QUICK ACTIONS

ox
[ Hire an Employee
o 74
Journeys New Person Person
Management

O funee W
1" Add a Contingent Worker

" Add a Pending Worker

(9" Add aNonworker () o ﬁn % gg

& Pending Workers Compensation Performance Career Telent Review
+ Development

Y] Person

= o0 gl
(V) Personal Details =] (eSS 5%7 @

Succession Plans Talent Pools Workforce Mass Updates

Payrol
& Additional Person Info Bl

Scroll down and Click Show More from the quick actions




Ungent Worker
Journeys New Person Person
Management

Add a Pending V

Add a Nonworker Jﬂ %)
a0

Compensation Goals Performance Career Talent Review

Pending Workers
Development

Person

Personal Details ﬁ%ﬁ @

Succession Plans Talent Pools Workforce Mass Updates

Additional Person Info Structures

Employment Contr:

ntification Info

. Data Exchange
Click Show More = -2 "enee

Show More

Under Compensation, click Change Salary

Compensation
Act as Proxy Manager L7 Action Reasons c Administer Compensation
Administer Workers Balance Definitions / Benefit Balances
ympensation Categol Compensation Info ¢ Click Change Salary
mpensation Global

igure Batch Parameters ure Compensation History onfigure Global Settings

Factors y ) load Salaries 4 ents ¢ Eligibility Profiles

’Eﬁl Extenal Data 4 C nerate Statements

Lookups

Map Third-Party Plans

Enter the employees name in Search for a Person box, once the employees name is
shown, click the employees’ name




Change Salary

Sl Search

Person

]

| sally

Advanced Search'sally
Name Business Title Wark Email Person Number
Direct Reports ”~
@ Sally Littie Consultant 1009
Gowtham Test AV
GT TestAV1@test.com

2

Manager

Click Employees Name
Michael Burkee

mketter@camptratech.com
Manager

Rishi Verma

Director

Victor Lopez

Director

Enter the information in the When and Why section then, click Continue

Change Salary

Sally Little

© When and Why

“When does the salary change start? *What's the action name?

|128722 o | change satary vl

Why are you changing the salary for Sally Little?

Continue
Click Continue

ary Details

s and Attachments

Comment

Follow this same process and complete the information in each section. The
information needed in each section will depend on your configurations. Once you
have added the information in the sections below, click Submit. The salary change
for this employee has been submitted.
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Change Salary

Sally Little
B v g . W | L. v . . 5 Zr AL E AP Click Submit

(O When and Why
(2) Salary Details

© Comments and Attachments

Comments Comments

Attachments

e
k& Drag files here or click to add attachment v

Update Employee's Payroll Relationship
Navigation: Home>My Client Groups>Payroll>Payroll Relationships>Search

Employee>Edit>Save

From the home screen, click My Client Groups

Good afternoon, Corey Albertson!

My Team My Client Groups. Benefits Administration Receivables General Accounting Intercompany Accounting 3

Click My Client Groups
QUICK ACTIONS

Hire an Employee G o
He 5 vy

ent Worker s
Agency Hiring Journays New Person Person
Management

dd a Pending Worker

Add a Nonworker : Eﬂ] [% %

9 Pending Workers Absences Performance Profiles Career
Development

O 0

Mass Updates

Talent Review Succession Plans Talent Pools Workforce
Additional Person Info Structures

Next, click Payroll




Good afternoon, Corey Albertson!

Me My Team My Client Groups 3enefits Administration bles General Accounting Intercompany Accounting 3
QuIcK ACTIONS Apps
(S Hire an Empioyee

*
(9® Add a Contingent Worker

He Oy

Agency Hiring
Management

(™ Add a Pending Worker

(™ Add a Nonworker Djﬁn %)

Goals Performance Career
Development

QO

=]

Succession Plans

Click Payroll

83 b

Workforce Workforce
Madeling Predictions

e
V) Employment Contra

g, Identification Info

Click Payroll Relationships under Person Information. If preferred, we can also
search the words Payroll Relationships in the Search box at the top

< Payroll

N

[ Search for tasks Q
Person Information

Adjust Individual Balances
Element Entries

View Process Information Groups
Calculation Entries

Calculation Cards

Costing for Persons

Click Payroll Relationships

Payroll Relationshipd

Personal Payment Methods
Third-Party Person Payment Methods

Payslips

Enter the employees name in Search for a Person box, once the employees name is
shown, click the employees’ name




Payroll Relationships

Direct Reports

Donald Zans

Manager

SRRy Search
Person

Sally Little

]

Advanced Search:Saly Little

Name

Business Tille Work Email Person Number

e Sally Litile Consuiltant 1009
Click Employees
Name

Under Basic Information, click Edit

Sally Little - 1009

\@ Payroll Relationships
v

P SR

Assignment | Assignment: Consultant

Viewasof | 10/24/22

&

Basic Information

Start Date
474116

Payroll Statutory Unit
ERPWebTutor USA Inc.

Payroll Relationship Number
1009

Relationship Type
Worker

Assignment

Legal Employer
ERPWebTutor USA Inc
Business Unit

Camptra US Business Unit
Job

Consultant

Business Title
Consultant

First Standard Earnings Date Click Edit
4/4/16

Effective Dates for Overtime Period
4/4/16- Ongoing

Overtime Status

Department
IT - Software Consulting

Grade
Professional - V
Location
Corporate HQ

Person Number
1009

We can update the payroll relationship start date by entering the When does this
change start? Date and click Save
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Payroll Relationships

Sally Little - 1009

Assignment | Assignment: Consultant

View as of 10/24/22 o
Basic Information ~
Cancel
Start Date First Standard Earnings Date
4/4/16 4/4/16 Click Save
Payroll Statutory Unit “When does this change start?
ERPWebTutor USA Inc.
Payroll Relationship Number Enter 10/24/22 1 you are correcting a mistake.
1009 Enter When does this

change start? Overtime Status

Relationship Type
Worker

Assignment

Legal Employer Department
ERPWebTutor USA Inc. IT - Software Consulting
Business Unit Grade

Camptra US Business Unit Professional - V

Job Location

Consultant Corporate HQ

Business Title Person Number

Next, we can add a Payroll Association. Across from Payroll Association, click Add

Payroll Relationships

Sally Little - 1009

b A A
Relationship Type

Worker

Assignment
Legal Employer Department
ERPWebTutor USA Inc. Corporate Office
Business Unit Grade

Camptra US Business Unit

Job Location
Consultant Corporete KQ
Business Title Person Number
Consultant-2 1009

Payroll Association

No data to dispiay Click Add

Payroll Assignment Details /e | A

First Standard Earnings Date Overtime Perioc
9/1/22

Last Standard Ezrnings Date Time Card Required
9/19/22

Next, enter the below information and click Save




Payroll Relationships

Sally Little - 1009

e

.-

PN R R
Assignment

Legal Employer
ERPWebTutor USA Inc.

Business Unit
Camptra US Business Unit
Job

Consultant

Business Title
Consultant-2

Department
Corporate Office

Grade

Location
Corporate HQ

Person Number
1009

Payroll Association

“Payroll Name

Entersthe/information below,

cancel |

Overtime Period

[EWT Biweekiy

*Start Date

Time Card Required

‘10/24/22

‘No

No data to display.

Payroll Assignment Details

First Standard Earnings Date
o/1/22

Lastly, we can update the Time Card Required flag. Under Payroll Assignment

Details, click Edit

Payroll Relationships

Sally Little - 1009

iy s S L
Camptra US Business Unit

Job
Consultant

Business Title
Consultant-2

Payroll Association

Payroll Name
EWT Biweekly

Start Date
10/24/22

First Standard Earnings Date
10/24/22

Payroll Assignment Details

First Standard Earnings Date
9/1/22

Last Standard Earnings Date
9/19/22

Last Standard Process Date
9/19/22

Final Close Date.

Overtime Period

Location
Corporate HQ

Person Number
1009

Transfer H + Add
Overtime Period

Time Card Required
o

Effective Dates for Time Card Required and Overtime Period

10/24/22 - Ongoing

Click Edit

Overtime Period

Time Card Required

Effective Dates for Time Card Required and Overtime Period
9/20/22- Ongoing

Overtime Status

Next, enter the below information and click Save

—
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Payroll Relationships

Sally Little - 1009

Consultant-2

Payroll Association ~
Payroll Name Overtime Period
EWT Biweekly
Start Date Time Card Required
10/24/22 No
First Standard Earnings Date Effective Dates for Time Card Required and Overtime Period
10/24/22 10/24/22 - Ongoing
Payroll Assignment Details Entemthe below/information -
LSS OEIOWANTOIMATION

First Standard Earnings Date “When does this change start?

Click Save

922
" 9/20/22 o
oo Sandard Earnings Date Enter 9/20/22 if you are correcting a mistake.
919722
“Last Standard Process Date Overtime Period
[9r19722 ) ‘ v
Time Card Required
“Final Close Date ‘ |
Yes v
‘ 12/31/12 o ‘

Overtime Status

[Nonexempt

Update Employee's Timecard Required Flag
Navigation: Home>My Client Groups>Payroll>Payroll Relationships>Search

Employee>Edit>Save

From the home screen, click My Client Groups

Good afternoon, Corey Albertson!

Benefits Adm ion counting Intercompany
Click My Client Groups

QUICK ACTIONS

Hire an Emp o
He & vy

Person

ntingent Worker s
Agency Hiring Journays New Person
Management

Add a Pending Worker

Add a Nonworker : Eﬂ] [% %

Performance Profiles Career

Absences
Development

Pending Workers

‘@Vla) i

Workforce Mass Updates
Structures

Talent Review Succession Plans Talent Pools

Next, click Payroll




Good afternoon, Corey Albertson!

Me My Team My Client Groups 3enefits Administration bles General Accounting Intercompany Accounting 3
QuIcK ACTIONS Apps
(S Hire an Empioyee

*
(9® Add a Contingent Worker

He Oy

Agency Hiring
Management

(™ Add a Pending Worker

(™ Add a Nonworker Djﬁn %)

Goals Performance Career
Development

QO

=]

Succession Plans

Click Payroll

83 b

Workforce Workforce
Madeling Predictions

e
V) Employment Contra

g, Identification Info

Click Payroll Relationships under Person Information. If preferred, we can also
search the words Payroll Relationships in the Search box at the top

< Payroll

N

[ Search for tasks Q
Person Information

Adjust Individual Balances
Element Entries

View Process Information Groups
Calculation Entries

Calculation Cards

Costing for Persons

Click Payroll Relationships

Payroll Relationshipd

Personal Payment Methods
Third-Party Person Payment Methods

Payslips

Enter the employees name in Search for a Person box, once the employees name is
shown, click the employees’ name




Payroll Relationships

SEARS Search

Person
Sally Little | v I
‘Advanced SearchSally Little
Name Business Title Work Email Person Number
Direct Reports s
Sally Litile Consuiltant 1009

Donald zans Click Employees
Manager Name

Under Payroll Assignment Details, click Edit

Payroll Relationships

Sally Little - 1009

TR
Camptra US Business Unit

Job Location
Consultant Corporate HQ
Business Title Person Number
Consultant-2 1009
Payroll Association Transfer H + Add | A~
Payroll Name Overtime Period ..
EWT Biweekly
Start Date: Time Card Required
10/24/22 No
First Standard Earnings Date Effective Dates for Time Card Required and Overtime Period
10/24/22 10/24/22 - Ongoing
~

Payroll Assignment Details

Click Edit

First Standard Earnings Date Overtime Period
9122

Last Standard Earnings Date Time Card Required

o19/22

Last Standard Process Date Effective Dates for Time Card Required and Overtime Period
on9f22 9/20/22- Ongoing

Final Close Date Overtime Status

Next, enter the below information and click Save




Payroll Relationships

Sally Little - 1009

Consultant-2

Payroll Association

Payroll Name
EWT Biweekly

Start Date
10/24/22

First Standard Earnings Date
10/24/22

Payroll Assignment Details

First Standard Earnings Date
o/1/22

Last Standard Earnings Date
9/19/22

*Last Standard Process Date

Overtime Period
Time Card Required
No

Effective Dates for Time Card Required and Overtime Period
10/24/22 - Ongoing

Entersthe below/information

“When does this change start?
7

Enter 9/20/22 if you are correcting a mistake.

9/20/22 Click Save

Overtime Period

[9r19722

EY)

*Final Close Date

Time Card Required

‘ Yes

[12312

EY)

Overtime Status

[Nonexempt

Add Employee's Personal Payment Methods
Navigation: Home>My Client Groups>Payroll>Personal Payment

Methods>Search Employee>Add>Save

From the home screen, click My Client Groups

Good afternoon, Corey Albertson!

Intercompany

My Client Gi Benefits Admir

Click My Client Groups
QUICK ACTIONS

O *

]

New Person

Hire an Empl o
Person
Management

T

Career
Development

i

Mass Updates

B

ntingent Worker s
Agency Hiring Journays

Add a Pending \

9

Profiles

Add a Nonworker

&l

Performance

Pending Workers Absences

(eNls]

(-]

Succession Plans

&y

Workforce
Structures

sonal Details
Talent Review Talent Pools

Additional Person Info

Next, click Payroll




Good afternoon, Corey Albertson!

Me My Team My Client Groups Benefits Administration e es counting Intercompany Accounting 3
QuIcK ACTIONS Apps

ox

™" Hire an Employee
Ny E %
e I} My
™ Add a Contingent Worker X
= Agency Hiring 3 P
Management

" Add a Pending Worker

il =

Performance Career
Development

]

Talent Pools

Click Payroll

83 b

Workforce Workforce
Madeling Predictions

o
V) Employment Contracts

Bl dentification info

Show More

Click Personal Payment Methods under Person Information. If preferred, we can
also search the words Personal Payment Methods in the Search box at the top

Piziss.

Element Entries

View Process Information Groups
Calculation Entries

Calculation Cards

Costing for Persons

Payroll Relationships

Personal Payment Methods,

. Click Personal Payment Methods
Third-Party Person Payment Methods

Payslips

Event Action Notifications

®
®
®
®
®
®
©
©
®
®

Flow Submission and Results

Enter the employees name in Search for a Person box, once the employees name is
shown, click the employees’ name




Personal Payment Methods

sally v

Name Busnese Tite WorkEmal Person Numbe*

Direct Reoorts G 2

saly Litle Consuttant 1009
pa

Donald Zans
274
Manager -
e Click Employees Name

First, we need to add a Bank Account. Click Add

Payment Methods
@ Sally Little

_A < W E R

View payment methods as of | All dates
Bank Accounts ~

=~ There's nothing here so far. Click Add

Payment Methods | % |

Next, enter the information below. We can use the assistive search feature by
typing the information in the drop-down boxes and once the option is displayed,
select the option. Click Save

]
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\@ Payment Methods
'y

Sally Little

L Sl A A

View payment methods as of

Bank Accounts

Entersthe below/information conee |
*Account Number | 123456789
*Account Type king ‘

Check Digit

Account Holder | sally Little
Secondary Account Reference
*Bank | Bank of America

*Bank Branch | 011400495 Bank of Americ:
“Routing Number 011400495¢
BIC Code

Payment Methods

= There's nothing here so far.
anea bapa

Next, we'll enter the Payment Methods. Click Add

Payment Methods
B

Sally Little

iz o

View payment matheds as of | Al dates

Bank Accounts \ + Add \

Active s

Payment Methods

= There's nothing here so far. Click Add
, ¥ou don' have any paymant methods. You must add

onetobe paid

Next, enter What do you want to call this payment method? Select the Start Date,
select the Organization Payment Method and the Bank Account from the
dropdown. Click Save

]
47 |
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Payment Methods

Sal
B TR
View payment methods as of ~ Al dates

Bank Accounts

0006789 Active
Checking

011400495
Bank of America
10/25/22

United States

Payment Methods X .
Enter:the below/information

UUOSURIUSZL AU MU VUL LU
I Save l Cancel

“What do you want to cal this payment method? Payment Type 7
Direct Deposit Click Save
[ checking- Bank of America
Currency
“Start Date usD
[10/25722 e Country

United States
*Organization Payment Method

“Bank Account

[ Direct Deposit

011400495 XXXXX6789 Checking

Update Employee's Personal Payment Methods
Navigation: Home>My Client Groups>Payroll>Personal Payment
Methods>Search Employee>Edit>Save

From the home screen, click My Client Groups

Good afternoon, Corey Albertson!

My Team My Client Groups. Benefits Admini: O e es eneral Ac ting Intercompany Accounting 3
Click My Client Groups

QUICK ACTIONS

Hire an Employee
e 9 \/
m ™ A2/4
Agency Hiring Journays Mew Person Person
Management

tingent Worker
Add a Pending Worker

Add a Nonworker i Eﬂ] [% %

Absences el Performance Profiles Career

Pending Workers
Development

Q) Personal Details @ @

Talent Review Succession Plans Talent Pools Workforce Mass Updates
Structures

Additional Person Info

Next, click Payroll




Good afternoon, Corey Albertson!

Me My Team My Client Groups Benefits Administration e es counting Intercompany Accounting 3
QuIcK ACTIONS Apps

ox

™" Hire an Employee
Ny E %
e I} My
™ Add a Contingent Worker X
= Agency Hiring 3 P
Management

" Add a Pending Worker

il =

Performance Career
Development

]

Talent Pools

Click Payroll

83 b

Workforce Workforce
Madeling Predictions

o
V) Employment Contracts

Bl dentification info

Show More

Click Personal Payment Methods under Person Information. If preferred, we can
also search the words Personal Payment Methods in the Search box at the top

Piziss.

Element Entries

View Process Information Groups
Calculation Entries

Calculation Cards

Costing for Persons

Payroll Relationships

Personal Payment Methods,

. Click Personal Payment Methods
Third-Party Person Payment Methods

Payslips

Event Action Notifications

®
®
®
®
®
®
©
©
®
®

Flow Submission and Results

Enter the employees name in Search for a Person box, once the employees name is
shown, click the employees’ name




Personal Payment Methods

sally v

Advanced Search:Sally

Name Busnese Tite WorkEmal Person Numbe*

Direct Reoorts G 2

saly Litle Consuttant 1009
pa

Donald Zans
274
Manager -
e Click Employees Name

To edit a bank account, click Edit across from Bank Accounts

Payment Methods

Sally Little

FET G RET.

View payment methods as of | Al dates

Bank Accounts + A | A
XXXXX6789 Active
Click Edit
Payment Methods X
Checking- Bank of America 100% ’

Direct Deposit

View prior payment methods

Edit the below information. To inactivate Bank Account, deselect the Active
checkbox. Click Save

]
50 |
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@ Payment Methods
24

Sally Little

View payment methocs as of v

Bank Accounts

Garcel |

Update)the below/information
™ *Country United States
[ Click Save
Account Number | XX$X(678¢ |
“Account Type | Checking “]
Check Digit ‘ |
Account Holder | ally Little |
Secondary Account Reference | |

“Bank | Bank of America

“Bank Branch ‘011400495 Bank of Americi v
“Routing Number 011400495y
BIC Code

Active ¥/

Payment Methocs

To edit a payment method, click Edit across from Payment Methods

Sally Little

€ Payment Methods
v

View payment methods as of | All dafes

Bank Accounts EXTE
Active e

ank of America

Bank of Ameriza

Payment Methads + Add

Chaccing- Bank of America 100 %

Direct Deposit

Click Edit

View prior payment methods

Edit the below information. Click Save




Payment Methods

Sally Little

B %3 TR
View payment methods as of

Bank Accounts

XH00E789
Checking

011400495 Bank of America
011400495

Bank of America

10/25/22

United States

Payment Methods

[ checking- Bank of America

“What do you want o call this payment method?

Active

Update)the below/information

Payment Type
‘ Direct Deposit

Currency
“When does this payment method change start? usD
[many ta) Country

Organization Payment Method
Direct Deposit

Enter 10/25/22 if you are correcting a mistake.

United States

“Bank Account

Cancel

Deletg

Click Save

011400495 XXXXX6789 Checking

Update Employee's Document Delivery Preferences

Navigation: Home>My Client Groups>Show More>Document Delivery

Options>Search Person>Update>Save

From the home screen, click My Client Groups

Good afternoon, Corey Albertson!

My Team My Client Groups.

QUICK ACTIONS
Hire an Employee
Add a Contingent Worker
Add a Pending Worker
Add a Nonworker

Pending Workers

Personal Details

Additional Person Info

Benefits Admir

Click My Client Groups

B

Agency Hiring

Absences

(eNls]

(-]

Talent Review Succession Plans

counting Intercompany A

B &
New Person Person

Management

T

Career
Development

i

Mass Updates

Jouneys

il %)

Performance

Profiles

&y

Workforce
Structures

Talent Pools

Next, click Show More from the Quick Actions

>




ntingent Worker

“ Add a Pending Worker

Time
Management

i

Career
Development

i

Mass Updates

nal Details

Additional Person Info

Identification Info

+

Family and Emerger

Click Show More

ntingent Worker
&7 Pending Work
Employment
Add Assignment
of Responsibilty

Change

fempla
Document Delivery Prefere
Employment Info
Local and Global Transfer

Employer Change

Termination

Workforce Mo

O *

] 74

Joumeys New Person

Management

=73

Compensation

&l

Performance

[oNe]

=]

Talent Review uccession Plans Talent Pools

=2

Data Exchange

83

Workforce
Modeling

O

Workforce
Predictions

ox

Add a Non

Additional Assignment Info Additional Person Info

Document Records

Person Identifiers for External
Appli s

are Data Acc

Transfer

a8y

Workforce
Structures

W

Volunteering

Hire 2n Employ

Allocate Checkists
Employer D:
srking Hours
Direct Reports
Employment Contra
Identification Info

Download of Document Records

Enter the employees name in Search for a Person box, once the employees name is
shown, click the employees’ name




Document Delivery Preferences

VIR

Direct Reports

Michael Burke
M8

Manager

Rishi Verma

Director

Victor Lopez

Director

A SIS FRD Search
Person

| sally

Advanced Search Sally

(6]

Name

Sally Little

Business Tile Work Email Person Number

Consuttant 1009

mketter@camptratech.com

Click Employees Name

Click Edit to update the delivery preference across from the document we wish to

update

Document Delivery Preferences
@ Sally Little

Preferences
w2

Delivery Method
Paper

W_2c

Delivery Method
Paper

&-IWO Orders

Delivery Method
Online

1095-C

Delivery Method
Paper

Third Party Payslip

Delivery Method
Online

Payslip

Delivery Method

? Online

e
Online Delivery Consent
Not applicable

4
Online Delivery Consent
Not applicable

e

Online Delivery Consent
Not applicable

Online Delivery Consent

Not applicable Click Edit

Online Delivery Consent
Not applicable

Online Delivery Consent
Not applicable

Select the Delivery Method from the dropdown menu and click Save to save the

preferences

]
54 |
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v

Document Delivery Preferences

¢ Little

Preferences
w2

Delivery Method
Paper

w_2e

Delivery Method
Paper

-IWO Orders

Delivery Method
Online

1095.-C

Delivery Method

Paper -]

Paper
Oniine

Oniine and Paper

Aline

Select Delivery Method
Payslip

Delivery Method
Online

Online Delivery Consent
Not applicable

Online Delivery Consent
Not applicable

Online Delivery Consent
Not applicable

Grant Online Delivery Consent
Not applicable

Online Delivery Consent
Not applicable

Online Delivery Consent
Not applicable

Save Cancel

Click Save

Update Final Close Date For Terminated Employees
Navigation: Home>My Client Groups>Show More>Payroll

Relationships>Update>Save

From the home screen, click My Client Groups

Good afternoon, Corey Albertson!

My Team My Client Groups. Benefits Admir

Click My Client Groups
QUICK ACTIONS

Hire an Employee
o
Em

Add a Contingent Worker ¥
Agency Hiring

Jouneys

Add a Pending Worker

Add a Nonworker

&l

Performance

Pending Workers Absences

(eNls]

(-]

Succession Plans

Personal Details

Talent Review Talent Pools

Additional Person Info

Next, click Show More from the Quick Actions

counting Intercompany A >

O *

]

New Person

Person
Management

%) T
Profiles Career

Development

i

Mass Updates

&y

Workforce
Structures




HCM Experience Des S
OX* (o]
Hire an Emp m IXZ
Journeys New Person
Management

ntingent Worker

Add a Pending Worker @ K=, x|
& ol

Time Compensation Performance

Add a Nonworker
Management

Pending Workers

= %8 : o4

Career Talent Review iccession Plans Talent Pools Workforce

Personal Details Development Structures

Additional Person Info
; & ) ) 2 W

Employment C
Mass Updates Workforce Workforce Data Exchange Volunteering

Modeling Predictions

Identification Info

+

Family and Emerger ik ahow More

Exceptio
Balance Groups Batch Loader Calculation Cards
onfigu tion for Human

mponent Group Ruf

lidation Groups ing for Persons ing of Departments

ing of Jobs ing of Payment Sourc: Costing of Payrolls
Element CE t Elernent Entries

Fast Formulas

by Country or Territory Manage Bank Accounts Manage Bank Branch Manage Banl

Payment Method Pre Payroll Calculation Information
Payroll Dashboard Payroll Definitions Click Payroll Relati Payroll Interface Inbound Records

Payroll Process Configuration oll Relationships Paysl
Results Summary QuickPay Payments

Personal Payment Methods

Run Types implified QuickPay ubmit a Flow

Enter the employees name in Search for a Person box, once the employees name is
shown, click the employees’ name




WG SRR Search
Person

| sally] v

Agvarceas
Hame usress Tie Person umber
Direct Reports N
e Sally Little Consultan: 1008
Donald Zans
Manager Click Employees Name

Under Payroll Assignment Details, click Edit

Payroll Relationships

% 4  salydLitie - 1009

i T
Camptra US Business Unit

Location
Corporate HQ

Job
Consultant

Business Title Person Number

Consultant-2

Payroll Association Transter ||+ Add | A

Payroll Name Overtime Period

EWT Biweekly
Start Date Time Card Required
10/24/22 No

First Standard Earnings Date Effective Dates for Time Card Required and Overtime Period

10/24/22 10/24/22 - Ongoing

Payroll Assignment De

Click Edit

First Standard Earnings Date Overtime Period

922
Last Standard Eamings Date Time Card Required

9n9/22

Last Standard Process Date Effective Dates for Time Card Required and Overtime Period
on9f22 9/20/22- Ongoing

Final Close Date Overtime Status

Enter the Final Close Date and click Save




Payroll Relationships

Sally Little - 1009

Consultant-2 1009

Payroll Association A

Payroll Name Overtime Period
EWT Biweekly

Start Date Time Card Required

10/24/22 No

First Standard Earnings Date Effective Dates for Time Card Required and Overtime Period
10/24/22 10/24/22 - Ongoing

Payroll Assignment Details

= -

First Standard Earnings Date “When does this change start? X

9/1/22 Click Save
/20122 [y

Last Standard Eanings Date Enter 9/20/22 if you are correcting a mistake.

919/22

“Last Standard Process Date Qvertime Period

‘9/19/22 Y ‘

Time Card Required

*Final Close Date ‘

| [10/26/22 ta [
0 3
Enter Final Close Date v

Enter Department Costing
Navigation: Home>My Client Groups>Show More>Costing of
Departments>Search>Add>Submit

From the home screen, click My Client Groups

Good afternoon, Corey Albertson!

My Client G s Benefits Admir ; les Intercompany

Click My Client Groups
QUICK ACTIONS

Hire an Empl o
He & vy

ntingent Worker s
Agency Hiring Journays New Person Person

Management

Add a Pending \

Add a Nonworker : Eﬂ] [% %

Absences G Performance Profiles Career

Pending Workers
Development

‘@Vla) i

Talent Review Succession Plans Talent Pools Workforce Mass Updates
Structures

Additional Person Info

Next, click Show More from the Quick Actions




HCM Experience Des
Hire an Emp
rtingent Worker

Add a Pending Worker @

Time
Management

i

Career
Development

i

Mass Updates

Add a Nonworker

Pending Workers

Personal Details
Additional Person Info

Employment C

Identification Info

+

Family and Emerger

Click Show More

Adjust Individual Balai

Calculation Entri

fing of Jobs

Event Action Notifications

Payroll Dashboard

Payroll Process Configuration

nal Payment Methods

Journal Entri

Enter the Department, select the Legislative Data Group from the dropdown, and

click Search

O *

(]

Joumeys New Person

=73

Compensation

[oNe]

=]

Talent Review

O

Workforce
Predictions

83

Workforce
Modeling

Balance Definitions

/alue Definitions
ing for P
ing of Payment

Element Entries

Organization Payment Methods
Payroll D
Payroll Relationships

Summary

iccession Plans

&y

Management

&l

Performance

Talent Pools

=2

Data Exchange

mponent Group Ru
ng of Department=

ng of Pay
it Notifications.

yment Method Pref

Payroll Flow Pattems

ickPay Payments.

Simplified QuickPay

a8y

Workforce
Structures

W

Volunteering

Balance Exceptions and R

lculation Cards.

nfigure Legisiation for Human

ing of Elemen

Click Costing of Departments
Event Action Groups

Fast Formulas

Payroll Calculation Infory

Payroll Interface Inbound Records

bmit a Flow




{ Costing of Departments

£ FF
Agvancad Saved Search | Department Search v

* Reauired
** Atleast one i required

™" Department "Legislative Data Group)

U Legislative Data Group
“* Department Set " Effective As-of Cate | 10/26/22 [rY
Enter Department Name

* Locztion

Select Legislative Data Group

230ch Resl

Click Search

Select 0w to creale Cosing details for that department

Actions ¥ View v Format ¥ (s Detach

Department Location Costing Exists  Update

Department
set

No search conducted.
Columns Hidden 2

Click + to Create Costing Details

{ Costing of Departments

T

* Required
At least one i required

ctive As-of Date | 10/25/22 )

** Deparment Set

™ Locatien ‘ ‘

(o [

chResuts

Selecta (0w 0 Ceate costing cetais fo* et depertment

Actions v View v Fomatv |

Department Click Create Costing Details ‘;:f‘"’“‘"' Lecation CostingExists  Update

HR - Benefits Common Set  Corporate HQ —

Columns Hidcen 2

Enter the Effective Date and click Continue




Create Costing of Department

Department  HR - Eerefis

Legislative Data Group  US Legisiative Data Group Entera date between 1/4/51 and

Enter Effective Date

Click Continue

Click + to create costing

= anvro @

Create Costing of Department: HR - Benefits [ swme |[ cma |

W/t [l 8 BT
Effective Start Date 10/25/22 Legislative Data Group US Legislative Data Group
Effective End Date
Cost Accounts

Acticns v View v Format v D Freeze [} Detach <! Wrap

Account

Click Create

Percentage | of

Business  Costcenter

Nodata to display.
Columns Kidden 5

Suspense and Default Accounts

Suspense Account

T

Enter the Percentage, Line of Business, and Cost Center. If applicable, we can click
+to add another line of costing to split the costing between two Lines of Business
or Cost Centers. Click Submit

]
61 |

—



= anwro @

Create Costing of Department: HR - Benefits submit =

¥ v - om Sl - A 7 e AP ST

Effective Start Date 10/25/22
Effective End Date

Cost Acccunts

Actions v View v Zormat v Freeze ) Detach o Wrap

Select Line of Business Account
Percentage

ne

Business Cost Center

5000
Select Cost Center

Enter Percentage

Suspensd

Suspense Account
Default Account

B8

Enter Element Entries Costing
Navigation: Home>My Client Groups>Show More>Costing of
Elements>Search>Add>Submit

From the home screen, click My Client Groups

Good afternoon, Corey Albertson!

My Team My Client Groups. Benefits Adm ) ec es € ccounting Intercompan

Click My Client Groups
QUICK ACTIONS

ox
" Hire an Employee

E 5 O * @)

m ™ A2/4

Agency Hiring Journays Mew Person Person
Management

Add a Contingent Worker
Add a Pending Worker

Adels oot 5 Eﬂ] [% %

Absences Performance Profiles Career

Pending Workers
Development

Personal Details I\ <] @ @

Talent Review Succession Plans Talent Pools Workforce Mass Updates
Structures

Additional Person Info

Next, click Show More from the Quick Actions




HCM Experience Des
Hire an Emp
rtingent Worker

Add a Pending Worker @

Time
Management

i

Career
Development

i

Mass Updates

Add a Nonworker

Pending Workers

Personal Details
Additional Person Info

Employment C

Identification Info

+

Family and Emerger

Click Show More

Payroll
Adjust Individual Balances
Balance Group

lculation Entries

Consolidation Groups

Event Action Notifications

or Territory

onfiguration

O *

(]

Journeys

=73

Compensation

[oNe]

=]

Talent Review

83 )

Workforce
Modeling

Details

Balanca Definitions

nt Groups

anization Payment Methods

iccession Plans

Workforce
Predictions

&y

Management

New Person

&l

Performance

Talent Pools

=2

Data Exchange

View Business Obj

Balance Except

Batch L

ing of Departments

ing of Payrolls

Notifications
& Bank Branches

Payment Method Pref

a8y

Workforce
Structures

W

Volunteering

Formulas

Click Costing of Elem

Information

il Interface Inbound Re

Person Results

Enter the Element Name, Legislative Data Group from the drop down, and click
Search




Costing of Elements

i S E

| Advanced | Saved Search Elemert Search v

* At least one s r

4 Search

“Legislative Data Group|

US Legislative Data Grog

** primary Classification ‘

*Effective As-of Date

** Element Namel‘ Medical Protax EE

— Enter Element Name

™ Element Eligioiity Name e
Select Legislative Data Group

o[

rh Recute

Click Search

Selact  fow fo ceats costing detail frthat element elghbilty.

Actions v View v Fomav

Costing H
Eligibiity cn
Assignmant Update
Atributes

Element Eligivility Name Element Name Primary Classficaticn Legisiative Data Group Costing Type Distributon Group ~ Costing Exists

Medical Pretax EE Medical Pretax EE Prezax Deductiors US Legisiative Data Group _ _

Medical Pretax EE Refro Medical Pretax EE Refro Pretax Deductiors. US Legislative Data Group . .

Columns Hidcen 2

Highlight the row of the Element we wish to add costing and click Create Costing
Details

{ Costing of Elements

" Requ
* Atleast one is equ

4 Search

** Primary Classification ‘ ‘ “Legistative Data Group | US Legislative Data Group v
‘ “Effective As-of Dats | 10/26/22 )

ement Eliilty Name | |

™ Eloment Name ‘ Medical Pretax EE

(e et [Seve

Click Create Costing Details

Select arow to create costing details for tht elarpent eighid

Actons v View v Format v
Costing i

Element Name Printary Classification Lagisiativs Data Group Costing Type Distribution Group  Costing Exists i';‘;';""'r‘x o0 Ut

Element Eligibilty Name

Medical Pretax EE

Mecical Pretax EE Pretax Deductians

US Legislative Data Group

Attributes

Medical Pretax EE Retro Mzcical Pretax EE Refro Pretax Deductians US Lzgislative Data Group — —

Columns Hidcen 2

Enter the Effective Date and click Continue




Craate Costing of Element

Element Eligibilty - Med ca Pretax EE

Enter 11751 and
123112,

Enter Effective Date

Click Continue

Select Costing Type and click the checkbox Transfer to General Ledger if the
organization subscribes to ERP modules

Account Segments

Cost Accaunt Segmens

Create Costing of Element: Medical Pretax EE Submit Gl |

w G2

et Account Segments
Friorty Account Segmerts

Legislative Data Group US Legislative Data Group Element Name Medical Pretax EE
Primary Classification Preta Deductions

Effactive Start Date 10/26/22 Effective Enc Date Element Classification Costing

Costing Infoarmation Element Classfczton Cosing

—
Cotng e P ——",

Distridution Group

Select Costing Type

Click Transfer to General Ledger

Costed Input Values
Actons v View v+ X [ Detach

Input Valuz. uom Costed
No data to disolay.

Cost Account @

Company v
Line of Business. v H
Account v

Cffset Account @

Company v

Line of Business v
Account v

Cost Center v

Under Costed Input Values, click Add Row




Account Segments
Cost Accourt Segments

TV
Offset Account Segments

Legislative Data Group US Legislative Data Group Element Name Medical Pretax EE
Priaiy Account Segmens

Primary Classification Pretax Deductions

Effective Start Date 10,25/22 Efective End Date. Element Classification Costing

Elemen: Classifiation Cosling

Costing Informaticn

Costing e Yansterta Gneltedoe: ¥
Distribution Group v

Costed Input Values
Actors v Viewv [ ]

Input Value

uom Costad

Click Add Row

No datz to display.

Cost Account @

Company

Line of Business v

Account

Offset Account @

Company

Account

Line of Business v

Cost Center

Select Input Value

Account Segments.

sem [ cne |

Create Costing of Element: Medical Pretax EE

Lzt 11 L St LR,

R - - Ofiset Account Segments
Legislative Data Group US Legislative Data Group Element Name Medical Pretax EE o
Prorty Account Segments

Primary Classification Pretax Deductions

Effective Start Date 10/26/22 Effective End Date Element Classification Costing

Element Classifcation Costing

(Costing Information

Costing Type | Costed v Transfer to General Ledger ¥

Distribution Group

Costed Input Values

Actions v View v
Input Value uom Costed

[ @

Select Input Value

Cost Account @
Company ‘ L’
Line of Business |

Account |

Offset Account @
Company ‘
Line of Business |
Account |

Cost Center |

Next, Enter the Cost Account and Offset Account. Select each value from the drop
down and click Submit




Submit

B S SRS SR Click Submit

Distribution Group v

Costed Input Values

Actions v View v [ Detach
Input Value uom
‘ Amount ~ | Money

Cost Account @

Company || 3999 v

Line of Business

20
Account| 10000 v
Offset Accpunt @

Company || 3999 v

Line of Business || 20 v
Accountf 10000 v Enter Cost Account and Offset Account

Cost Center | 5001 v

Project| 99 v

InterCompany[ 3999

Future || 0000 v

Priority Cost Accounts @

Actions v View v 4 3 = Detach

Enter Person Costing
Navigation: Home>My Client Groups>Show More>Costing for
Persons>Search>Add>OK>Submit

From the home screen, click My Client Groups

Good afternoon, Corey Albertson!

My Client G s Benefits Admir

Click My Client Groups
QUICK ACTIONS

Hire an Empl;
E
M m

ntingent Worker s
Agency Hiring ys New Person Person

Management

Add a Pending \

Absences G Performance Profiles Career
Development

Pending Workers

‘@Vla) i

Talent Review Succession Plans Talent Pools Workforce Mass Updates

Additional Person Info Structures

Next, click Show More from the Quick Actions




CM Experience Design Studio
f 197

Hire an Em)
Joumeys New Person

Management

rtingent Worker

M
Add a Pending Worker ﬂl]
£ all

Time Compensation g Performance

" Add a Nom
[ Management

Pending Workers

g &

Career Talent Review Succession Plans Talent Pools Workforce

Personal Details Development Structures

Additional Person Info

& &3 ) = W

Mass Updates Workforce Workforce Data Exchange Volunteering
Modeling Predictions

Employment Contracts

Identification Info

+

Family and Emerger ik ahow More

it Extracts View Busine

Payroll
Adjust Individual Balances Balance Definitions alance Exceptions and Reports
Balance Group Usages Balance Groups 3., Batch Loader Cards

ulation Entries & Caleulation Value Defini . up Rules Elaoa ot Human
fidation Groups Costing for Persons g of Departments
ting of Jobs ing of Payment Sources ing of P
Element Entri s 1 Action Groups
Event Action Notficati vent Groups ions P Fast Formulas
by Country or Territory y y Manage Banks.
Object Grou ¢ : v s Payment Method Prefers il Calculation Information

Payroll Dashboard Payroll Definitions ! atterns Payroll Interface Inbound Records

Payroll Pr onfiguration

Enter the employees name in Search for a Person box, once the employees name is
shown, click the employees’ name




Costing for Persons

Direct Reports Q _ WV N

;| Domaldzans
" | Manage Click Employees Name

In this screen, we can enter the Payroll Relationship Costing or the Assignment
Level Costing. To enter the Payroll Relationship Level costing, click Add

§

Person Costing
Little, Sally 1009

PEVERT T, |

*Assignment E1009
Show More

+ Add ‘ .

Payroll Relationship Level

Click Add

, There's nothing here so far.

Assignment Level [ 48]~

’ There's nothing here so far.

Enter the Start Date and click Add

]
69 |

—



Add Payroll Relationship Costing

Little, Sally 1009

FIE LT, |

Payroll Relat onship “Start Date

oo 10/26/22

Enter Start Date

Cost Accounts '@ A
~ Click Add
’ There's nothing her so far.

Enter the Cost Accounts Information and click OK

Add Payroll Relationship Costing

Eden, Sue 4337

Payroll Reationship “Start Date
5 ik
10/26/22 )

Cost Accounts

Enterthe below/information
- el |
*Percentage
\ 100

Account Product
[11sc2 v] 10
Cost Canter

[100 ‘]

Click Submit




(AR =R ¢ |

Add Payroll Relationship Costing L submit Cance

Eden, Sue 4337

CRIESEED. & = m ER . 3 UREER Click Submit

Payroll Relaticnship “Start Date
10/26/22 o ‘
Cost Accounts -
Percentage V4
100
Account Product
11502 10
Cost Center
100

To update the Assignment Level costing click Add

Person Costing
Eden, Sue 4337

*Assignment  £4337
Show More

Payroll Relationship Level [ ]~

, There's nothing here so far.
Assignment Leve A

- Click Add

, There's nothing here so far.

Enter the Start Date and click Add




R =N ¢ |

Add Assignment Costing Cancel

Eden, Sue 4337

VRS T

“Assignment “Start Date
4337
10/26/22 ty

Enter Start Date

Cost Accounts

,‘

, There's nothing here so far.

Click Add

Enter the Cost Accounts Information and click OK

avb® @

Add Assignment Costing

Eden, Sue 4337

A A

*Assigrment *Start Date
E4337 Tl
10/26/22 to

Cost Accounts i :
’ Enter:the belowjinformation

el |
“Percentage
[ 100

Account Product

[mon ‘] [m V]

Cost Center

[100 ‘]

Click Submit




AR g =RPe N ¢ |

Add Assignment Costing L swmt | conca

Eden, S
S _ o = = e = = Click Submit

*Assignment “Start Date
£4337
10/26/22 [}

Cost Accounts #
Percentage e
Account Product
11101 110

Cast Center

100

Enter Position Costing
Navigation: Home>My Client Groups>Show More>Costing of
Positions>Search>Add>OK>Submit

From the home screen, click My Client Groups

Good afternoon, Corey Albertson!

My Team My Client Groups. Benefits Administration Receivables General Accounting Intercompany Accounting 3

Click My Client Groups
QUICK ACTIONS

Hire an Employee 0 0o et @
p_r{:@ E@ [ W

ent Worker s
Agency Hiring Journays New Person Person

Management

dd a Pending Worker

Add a Nonworker : Eﬂ] [% %

9 Pending Workers Absences Performance Profiles Career
Development

O 0

Talent Review Succession Plans Talent Pools Workforce Mass Updates
Structures

7] Additional Person Info

Next, click Show More from the Quick Actions




HCM Experience Des
Hire an Emp
rtingent Worker

Add a Pending Worker @

Time
Management

i

Career
Development

Add a Nonworker

Pending Workers

Personal Details

Additional Person Info

% i

Employment C
Mass Updates

Identification Info

+

Family and Emerger

Click Show More

Calculation Cards

ting of P

Event Action Gi

Fast Formulas

Payroll Calculation Information

Payroll Flow Security Profile

Payroll Security Profile

Journeys

=73

Compensation

Talent Review

83

Workforce
Modeling

Balance by Date

biidation Groups
ting of Jobs

lassifications.

Payroll Dashboard

Payroll Interface Inbound Rec

QuickPay Payments

O * (@] 5
New Person
Management

&l

Performance

[oNe]

=]

iccession Plans Talent Pools

=2

Data Exchange

O

Workforce
Predictions

Balance Definitiol

ting for Per

ting of Payment

nt Groups
Manage Bank Accounts
Organization Payment Methods
Payroll Definitions
Payroll Pro

nfiguration

Rate Definitions

a8y

Workforce
Structures

W

Volunteering

Balance B

Component Group Rul
sting of Departments

ting of Payrolls

Manage Bank Branche:

Payment I

Payroll Flow Patterns

Payroll Relationships
nal Payment Mett

eview Journal Entries

Enter the Position Name, select the Legislative Data Group from the dropdown,
and click Search




ViSiON

{ Costing of Positions

Advanced | Saved Search | Position Search

** At lzast on

™ Position [ Manager Banefits

 Code

- Enter Position

Select Legislative Data Group

Click Search

Selectarow o reste cosiing detaf for 2 postion.
actons v View v Fomaly o ] Detach
Fosition Gode status Type Gosting Exists  Update

Manager Benefits USHCPOS009  Active Single incum _

Columns Hidden 2

Highlight the row and click + to Create Costing of Position

visioN . nepo@

{ Costing of Positions
==

* Required
** At lezst one s required

Search | Reset

Click Create Costing of Position

Select 3 0w to create casfing detalls or a posito

Actions v View v Format v
Position Code Status Type Costing Exists ~ Update
Manzger Benefts USHCPOS009  Active Single incum. -

Columns Hidden 2

Enter the Effective Date and click Continue




Create Costing of Position Enter Effective Date

Position  Manager Benefits

Legisiative Data Group  US Lagslative Date Group Enter a date between 11151 and
e

Click Continue

Click Create

=ViSiON nepd

Create Costing of Position: Manager Benefits [ oo |[ cm

e

Effective Start Date 10/26/22 Legislative Data Greup US Legisaiive Data Group

Effective End Date
Cost Accourts

Actons v View v Fomal v H X freeze {5} Detach ¢ Wrap

Percentage

No data to display.
Click Create

Enter the Percentage, Line of Business from the drop down, Cost Center from the
drop down, and Product from the drop down. Click Submit

]
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=ViSiON

Create Costing of Position: Manager Benefits

Effective Start Cate 10/26/22
Effective End Date

Cast Accounts

Actions v View v Formal v

Select Information

Percentage

Line of
Business

[ -

Columns Hiddel3

Enter Pertcentage

CostAccount

nerR @A

[ swme |

Legislative Data Group US Legislative Data Group

Click Submit

Enter Job Costing

Navigation: Home>My Client Groups>Show More>Costing of

Jobs>Search>Create>Add>Continue>Submit

From the home screen, click My Client Groups

Good afternoon, Corey Albertson!

My Team My Client Groups. Benefits Admini: Receivables

Click My Client Groups

QUICK ACTIONS

o*

Hire an Employee

B

Agency Hiring

Add a Contingent Worker

Add a Pending Worker

Add a Nonworker

Absences

Pending Workers

Personal Details

Talent Review Succession Plans Tal

Additional Person Info

Next, click Show More from the Quick Actions

Jouneys

ting Intercompany Accounting

>

O *

]

New Person

Person
Management

T

Career
Development

i

Mass Updates

9

Profiles

&l

Performance

&y

Workforce
Structures

lent Pools




HCM Experience Design Studio
Hire an Empl

Add a Contingent Worker
Add a Pending Worker

Time
Management

i

Career
Development

i

Mass Updates

Add a Nonworker

Pending Worke

Personal Details

Additional Person Info

Empl

Identification Info

+

Family and Emerger

Click Show More

ow More

Adjust Individual Balanc

Balance Exceptions and Rej

Calculation Cards

onfigu lation for Human
Resources

ting of Elements

sitions

Payroll Caleulation Information

Payroll Flow Security Profile

Payroll Security Profile

Resutts Summary

Run Types

O *

(]

New Person

=73

Compensation

[oNe]

=]

Talent Review iccession Plans

83 )

Workforce
Modeling

Workforce
Predictions

ol
7

Management

&l

Performance

Talent Pools

=2

Data Exchange

Balance Definitions

Groups.

lculation Valu

Consolidation G

Notifications

or Territory

Organizat

Payroll Dashboard

Payroll Defini

Payroll Interface Int

yslips Person Results

Rate Definitions

QuickPay Payments

implified QuickPay

e Definitions

onfiguration

a8y

Workforce
Structures

W

Volunteering

ptions

atch Loader

partments

ting of Payrolls

Event Notifications

je Bank Branche

Payment Method Prefere:

Payroll Flow Patterns

tionships

Personal Payment Methods

Third Parties

Enter Job Name, select Legislative Data Group from the dropdown, and click
Search




=ViSiON

{ Costing of Jobs

- JUDI Manager H

Search Results

Selecta rowto crests costing defais for tat job

Actons v View v Famatw
Job
Manager
Manager

Columns Hidcen 2

e s

* At least one s

*Legisiative Data Gmup US Legislztive Data Grolp v ‘

“Effective As.of Date | 10/26/22 e
-Sear(h Reset H Save... ‘

Click Search

Costing Exists  Update

status

Code Job Set

E360USJOE... E360USJob... Active _

JoBa27 Common Set  Active -

Highlight the row and click + to Create Costing of Job

=ViSiON

{  Costing of Jobs

* 400 Manager

Search Results

Select 2 0W {0 creste costing detalsfort: job.

Actors v View v Fomat v
Jot

Click Create Costing of Job

\ianager

Vanager

Columns Hidden 2

Enter the Effective Date and click Continue

B s

[ Acvanced | aved search

*Reg
At lesct one i required

* Job su‘

“Legisiatve Data Group | s Legislaiive Data Group
*Effectve As-of Date | 10/26/22 fe

oo

Code Job Set Status Costing Exists ~ Update

E360USJOB... E360USJob... Active -

JoB027 Common Sef  Active -




Create Costing of Job

Job Manager

Legislative Data Group US Legslatve Dala Grouy Erter a date betwesn 1151 and
231

Enter Effective Date

Click Continue

Click Create

=ViSiON

Create Costing of Job: Manager

Effective Start Date 10/26/22 Legislative Data Group US Lagislative Data Group

Effective End Date

Cost Accounts

Actions v View v Format v Fresze f] Detach  / Wiap

[+]x

Percentage

No data o display. Click Create

Enter the Percentage, Cost Center from the drop down, and Product from the
drop down. Click Submit

]
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=ViSiON

Create Costing of Job: Manager

Effective Start Date 10/26/22
Effective End Date
Cast Accounts

Actions v View v Fommat v b3 Freeze [} Detach ! Wrap

Percentage
Cost Center  Product

o

Columns Hidden

Enter Percentage

Enter Information

CostAccount

R =R § |

‘ Submit H Cancel

Click Submit

Enter & Update Employee's Work From Home Flag or Override Tax Address
Navigation: Home>My Client Groups>Person Management>Search
Employee>Actions>Update>Submit

From the home screen, click My Client Groups

Good afternoon, Corey Albertson!

My Team My Client Groups.

QUICK ACTIONS
& Hire an Employee
& Add a Contingent Worker
(" Add a Pending Worker
9" Add a Nonworker
Dy Pending Workers
Person

7| Personal Details

Talent Review

Additional Person Info

Click Person Management

Benefits Administration

Click My Client Groups

B

Agency Hiring

Absences

(eNls]

(-]

Succession Plans

General Accounting

Jouneys

&l

Performance

Talent Pools

O *

]

New Person

9

Profiles

&y

Workforce
Structures

Intercompany Accounting 3

Person
Management

T

Career
Development

i

Mass Updates




My Team My Client Groups

QUICK ACTIONS

Hire an Employ

rking Hours

Termination

Transfer

Templai

Promote

Person

ment

O *

]

Joumeys New Persan

Click Person Management

283

Time Compensation

Management

£

Career
Development

Talent Review Succession Plans

i

Mass Updates

&y

Workforce Payroll

Enter the employees Name and click Search

Benefits Admin

o

Person
Management

il

Performance

Talent Pools

&2

Workforce

Absences

Profiles

®

Leaming

@

Workforce

Search Persor

Person Management: Search

** Person Number
** National ID

4 search Results @

Actiors v View Formaiv  [F
Person

Actions ol

Name

1
Columns Hiddsn 7

Enter Employees Name

“Effectve As-of Date | 10/28/22 to

National ID ~ Department

User Person
Location Job
Type

Assignment Name

Position

anced | Saved Search | All People

* Required
ne s required

* At least

Click Search

Assignment
status

Business Unit Country

Click Employees Name




Search Person

Person Management: Search @

Actons v Viewv Famaty 7

Person -\ -inall  Departmant Location

Name Actions e

4337 573039362 Cperations US

Columns Hidden 7

Click Employees Name

Click Edit then Update

Sue Eden: Person Management

Person Number
2337

“Effectve As.of Date | 10/28/22 )

Redwood Cty

User Person
Type

Job Assignment Name ~ Position

Product Design Engineer  Procuct Design Eng

‘ Advanced ‘ Saved Search Al People v

* Required
At least oneis required

Assignment
Sty Business Unit Country

Actve-Payroll. USTBusinsssUnit  United States

Empioyment x

Employment
Work Relationship @
Legal Employer UST Legal Entity
Worker Type Employee
Hire Date 7/8/19

Assignment: Product Design Enginesr @
Action Hire

Action Reason

Assignment Detalls

Assignment Number 4337
Business Unit US1 Business Uit
Person Type Employee

4 1o Detzlls @
Positicn

Job Product Design Engineer

Country United States

Effective Start Date 7/6/9 [ 1of1 )
Effective End Date

Assignment Status - Payroll Eligible
Primary
Projected End Date
Headcount 1
Start Time  08:30 AM

Cortect

Click Update

Dslete Record

Enter the Effective Start Date. Select Action from the dropdown and click OK

D) O [




Update Employment Enter Effective Start Date

* Effective Start Date| | 10128722

* Action|f Assignment Change -
Select Action

Action Reason

Click OK

Under Job Details, select the value for Working at Home

Edit Employment: Assignment Change Cance

4 jojo Details @
Position v
Job | Product Design Engineer v
Assignment Nzme | Product Design Engineer
Grade Ladder v

= Work Measure Details
Grade | Prof03 viE
ACA Hligibility v
¥ Incluce in Grade Step Progression

N ACA Full Time v
Department | Operations US v
Limited Nonassessment Period
ReporingExblent
3 _ Measurement Pariad Start Date | m/d/yy
Location | Redwood City vE

]

Working at Home[ Measurement Period End Date | m/d/yy ts
Worker Category . Administrative Period Start Date |m/4/yy to
Select Working at Home o
. Administrative Period End Date | m/d/yy Y
Assignment Category
Stability Period Start Date | m/; [

Stability Period End Date | m/2/yy Y

N Safe Harbor Override v

Affordable HRA Offered ||
Hourly Paid or Salaried

FRA Affordability ZIP Code

-
I

Viorking Haur:

standard Viorking Hours 40 V/eekly

i People Group

Click Review




% PN i
4 Job Details

@,‘

Position

]

Job |Product Design Engineer

Grade Ladder

|

Grade | Prof03 vE
VI Include in Grade Step Progression
Department | Operations US v
Reporting Establishment

Location | Redwood City v

a

Working at Home | Yes
Worker Category

Assignment Category | Full-time regular

Regular or Temporary | Regular

Full Time or Part Time | Ful time

Working as a Manager | No

I I

Hourly Paid or Salaried

Working Hours

& Frequency

Standard Working Hours 40 Weekly

FTE 1

Click Submit

A Current Value

Grade Ladder Grade Step
No data to display.

Grade Ladder Grade step
No data to display.

4 | ocation Information

Attribute Current Value

Working at Home No

4 Work Measures
A Current Value

Value unit
No data to display.

Value Unit
No data to display.

4 getrement

Attribute Current Value

Edit Employment: Assignment Change

IR, | 4

Assignment Name | Product Design Engineer

IncrementNumber

Increment Number

Proposed Value

Yes

Proposed Value

[ Review ‘ Save v

Click Review

Headcount 1

Basis for Seniority Calculation | Days

<II
<]«

& Work Measure Details

ACA Eligibility

H

ACA Full Time

|

Limited Nonassessment Period

H

Measurement Period Start Date | m/d/yy [T
Measurement Period End Date | m/d/yy [
Administrative Period Start Date | m/d/yy g

Administrative Period End Date | m/d/yy fig

IIo IIo IIo IIo IIO

Stability Period Start Date | m/d/yy g
Stability Period End Date | m/e/yy [y

Safe Harbor Override

H

Affordable HRA Offeredt ||

HRA Affordability ZIP Code v

People Group

save | 7| [ submit ‘

Click Submit

Thank you for reviewing and using our guide; we hope you have found it helpful. If you have any
questions on the content included in this guide, please contact our Training & Learning team at
learn@camptratech.com
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