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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.
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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




Payroll Verification & Adjustments

Void Payments
Navigation: Home>My Client Groups>Person Results>Remove Filters> Calculate
Prepayments>...>Prepayment Results>Void

From the home screen, click My Client Groups

Good afternoon, Corey Albertson!

My Team My Client Groups Benefits Administration e es ccounting Intercompany Accc

Click My Client Groups
QUICK ACTIONS

Hire an Empla
{elfe] E 5 O * (@]
ko1 @ ™ &7
Agency Hiring ) New Person Person
Management

Add a Contingent Worker

" Add a Pending Worker

Add a Nonworker @] %

Absences Performance Profiles Career

Pending Workers
Development

7 Personal Details [%% @ @

Talent Review Succession Plans Talent Pools Warkforce Mass Updates

Additional Person Info Structures

Next, click Payroll

Good afternoon, Corey Albertson!

Me My Team My Client Groups lenefits Administratio Genera ng Intercompany Accounting 3
QuIcK ACTIONS apps

ox

9™ Hire an Empl

- &y
Management

»
(9® Add a Contingent Worker

™ Add a Pending Worker

™ Add a Nonworker [% %’

@ Pending Workers Goals Performance T
Development

@ .9
Cla =]
Talent Review Succession Plans Talent Pools Workforce Mass Updates

Structures

Click Payroll

‘Workforce Workforce Data Exchange
Modeling Predictions

Y/ Employment Contracts

=k Identification Info

Click Person Results




< Payroll

Flow Submission and Results

QuickPay Payments

simplified QuickPay

Person Result:

Balance by Date

Click Person Results

Batch Loader

Submit a Flow

Review Journal Entries

{79 Process Results Summary

View Flows

Payroll Dashboard

©00600OO0COOOO

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

{ Simplified QuickPay

| Rakesh|

‘Avancec SearchRasesh

Name Business Til2 Werk Email Person Numper

Rakesh Jnindal Wanager 1006

Direct Reports !

Donald Zans

Click Employees Name
L | TestEmployee

Associate 1

Test Marti
™

Remove the Filters

—



Person Results
Jhindal, Rakesh 1006

cults q .
Results Listing Remove Al Filters
Flow Name Q| showFiters || ProcessDete 11/13/22-2/11/23 x | Actiites Payroll Czlcuation X Paymenss X Accourting X
Sort By | Process Date Latest to Old: v
©  Calculate QuickPay QuickPay_Jhindal, Rakesh_2022-12-13.2 .
Cemplete Pracess Date 12/23/22
Net Pay Amount. € USD v
©  Calulate QuickPay QuiccPay_Jhindal, Rakesh_2022-12-13 -
Cemplete Pracess Date 12/23/22
Net Pay Amount 261217 USD v
©  Calulate Payroll ulate Payrall 1
Cemplete Pracess Date 11/25/22
Net Pay Amount 261218 USD v
O Recalculate Payrll for Retron. Recalculate Payrol For Retroactve Changss 11132022
Complete Pracess Date 11/18/22

Scroll down and across from Calculate Prepayments, click ...

Person Results

Jhindal, Rakesh 1006

©  Generate Payslips EWT Payroll 14
Co Process Date 7/8/22
©  Make EFT Payments EWT Payroll 14,
Complete Process Date 7/8/22
Net Pay Amount 1.99151 USD -
©  Make EFT Payments EWT Payroll 14.2022. o
Complete Process Date 7/8/22
Net Pay Amount 25462 USD
©  Make EFT Payments EWT Payroll 14
Complete Process Date 7/8/22
Net Pay Amount 300 USD -
©  prchive Periodic Payroll Results. EWT Payroll 14 .
Complete Process Date 7/8/22
©  Calculate Prepayments EWT Payroll 14,
Complete Process Date 7/8/22
Net Pay Amount 254613 USD
©  Calculate Payroll EWT Payroll 14_2022_
Complete Process Date 7/8/22
Net Pay Amount 2.546.13 USD -
©  Transfer to Subledger Accounting EWT Payroll
Complete Process Date 6/24/22
©  Generate Payslips EWT Payroll

Click Prepayment Results

—



Person Results

Jhindal, Rakesh 1006

Net Pay Amount 1,991.51 USD.

©  Make EFT Payments

Net Pay Amount 254,62 USD

©  Make EFT Payments

Complef

Net Pay Amount 300 USD

Archive Periodic Payroll Results

Com

©  Calculate Prepayments

mple

Net Pay Amount 2,546.13 USD.

©  Gilcuate Payrol

Net Pay Amount 2.546.13 USD.

Transfer to Subledger Accounting

Comple

Generate Payslips

Click ... and select Void Payment

Result Details
Jnindzl, Rekesh - 1006

NT Payroll 14_20;

Process Date 7/8/22

EWT Payro

Process Date 7/8/22

NT Payroll 14_21

Process Date 7/8/22

EWT Payroll 14_2022.

Process Date 7/8/22

EWT Payroll 14.2022

Process Date 7/8/22

NT Payroll 14_20

Process Date 7/8/22

EWT Payro

Process Date 7/8/22

EWT Payrol

Process Date 6/24/22

Click Prepayment Results

Frepayment Resuls

View Attachment

Messages

Process | 7/8/22 Calculate Prepayments

Precess Details

Prepayment Resu

Currency

Amount
199151

Payment Status
Paid

Payment Date

/822

Crganization Payment Method
Direct Deposit

Payment Source
Direct Deposit

Type
Direct Deposit

Calculation Component
ERPWebTutor USA Inc.

Currency

Amount
254.62

Persanal Payment Method
Wells Fargo Savings

Bank Account Number
000X0300

Bank Name
Wells Fargo

Branch Name
111900659 Wels Fargo

Routing Number .

11900659 .

Roll Back Payment

Bank Account Type
SAVINGS

Click Void Payment

Reason

Payment Reference
165904

Prepayment ID
45075

Personal Payment Method
Rakesh BofA Checking

Bank Account Number
XXXR340

Enter Effective Date and Reason and click Submit

—




Void Payment

s

Click Submit

Details Enter Reason
*Effective Date
o o

Enter Effective Date

Select Yes and the payment will be Reissued on the next EFT check run for this
employee

Reversal

Navigation: Home>My Client Groups>Person Results>Remove Filters> Calculate
Payroll>...>Actions>Reversal>Continue>OK

From the home screen, click My Client Groups

Good afternoon, Corey Albertson!

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

Click My Client Groups
QUICK ACTIONS

ox
9" Hire an Employee
B E % i Y
& ™ 7
Agency Hiring Journeys New Person Person
Management

ox =
" Add a Contingent Worker

(" Add a Pending Worker

& Add a Nonworker D&D’D [% %

D Pending Workers Absences Goals Performance Profiles Career
Development

9]
] Person

(%) Personal Details %& i Egﬁ @

Talent Review Succession Plans Talent Pools Workforce Mass Updates
9 Additional Person Info Structures

Next, click Payroll




Good afternoon, Corey Albertson!

My Team My Clien S 3, Adm of e nterc / Accounting 3.
QUICK ACTIONS
Hire an Empi

Be

Agency Hiring Journeys Person
Management

Add a Continge:

Add a Pending Worke

Add a Nonworker .ﬁn [% %)

Performance Career

Pending Workers
Development

9 4 &5

Talent Review Succession Plans Talent Pools Workforce Mass Updates
Structures

Click Payroll

a8 € = %

Workforce Workforce Data Exchange
Madeling Predictions

Employment Contracts

< Payroll

=

Flow Submission and Results

Simplified QuickPay

Click Person Results
Balance by Date

®

0

@ Submit a Flow

@ Review Journal Entries
Process Results Summary
(i

Payroll Dashboard

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




Person Results

SLAH Search
Feison

E 3l

ivanced Seatn Loany
Nae usress Tie Work Enai Parson Numbar
Direct Reports . N
s Leany Vasquez Manager 013
- Donald Zans
Manager Click Employees Name

Test Employee
Associste 1
Test Marti

™
Senior Analyst

Remove the Filters to populate the results listing needed to be reversed

Person Results

Vasquez, Leany 1013

Results L'sting Remove Al Filters

Flow Name Q| ShowFiters | ProcessDate 1/14/22-2/12/23 X Activities Payrcll Calculation X Payments X Acccuntirg X

Sort By Process Date Latest to Ol

@ Calculate Payroll Calculate Payroll_1

Complete Process Dete 11/25/22

NetPay Amaunt 262268 USD v

Recalculate Payroll For Retroactiva Changes 11162022

Recalculate Payrall for Retro..

Complete Process Dete 11/13/22

Scroll down and across from Calculate Payroll, or the process we'd like to reverse,
click...

]

—



@
Results Listing
Sort By | Process Date Latest to Oldk
©  Run Employee Active Payroll B Emplcyee Active Payroll Balance Report November
Complete Process Date 11/30/22
©  Calculate Payroll Celaulate Payroll 11252022
Complete Process Date 11/25/22
Net Pay Amount 2,622.68 USD v
@ Recakulete Payroll for Retro. Recalculate Payroll For Retroactive Changes 11182022
Complete Process Date 11/13/22
@ fiansfer to Subledger Accounting EWT Payroll 1
Complete Process Dste 7/8/22
@ Generate Paysiips EWT Payroll 1
Complete Process Dste 7/8/22
©  Generate Check Payments EWT Payroll 14.2022.
Complete Process Date 7/8/22
Net Pay Amount 2.5 v

Click Actions then Reversal

Person Results
Vasquez, Leary 1013
Results Lsting
Flow Name Q| showFiters
Sart By | Process Date Latest to Oldi v
©  RunEmployee Active Payroll E.. Employee Active Payroll Ealance Report November
Compl Process Date 11/30/22
@ Calculate Payroll Calcuate Payroll 11252022
Complete Process Date 11/25/22 RolBicc |
Net Pay Amount 252268 USD Virk for Rty Statement cf Earmings
@ Recaleulate Payroll or Retro.. Recalculate Fayroll For Retrogctive Changes_ 1112022 Balarce Rete
Complete Process Date 11/18/22 Costing Resuts
Click Reversal Fun Results
A Paviol © ViewAtachmert
8 funsierto Subledger Accounting EWT Payroll
Compl Process Date 7/8j22 Messages
G Generate Payslips EWT Payroll 1
Coml Process Date 7/8/22
@ Generate Check Payments EWT Payroll 14.20
Comp Process Date 7/8/22
Net Pay Amount 255752 JSD v

Enter the Effective Date and Negative Net Pay Information and click Continue




Enter Effective Date

e Datel

* Negalive Net Pay|

Select Negative Net Pay

Click Continue

The Reversal action was submitted. Click OK

n erson Results
Lo 103

\{ = g

iew By | Process v © Information

‘The Raversal action was submited.

Results Listing

Flow Name G ShowFilers
Click OK
Sort By | Process Dat Latest to Oldk v
©  Reverse payroll calculation f.. Reverse payroll calculation for Employee Leany Vascuez 2022-12-14 14:2%:11
Complete Process Date 12/14/22
Nt Pay Amount -2622.68 USD v
] Employze Active Payrall Balance Report November 2022

Run Employee Active Payrall B...
Process Daie 11/30/22

Complete

©  Caluate Fayrll Calcuate Payrall 11252622
Complete Process Dave 11/25/22
NatPay Amount 2,622.5¢ USD v

O Recalulste Payrol for Retron.. Recalculate PayrollFor Retrcactive Changes_ 11182022
Complete Process Dare 11/18/22

@ Tanster to Subledger Accounting EWT Payroll 14.2022.1
Complete Process Dare 7/3/22

° EWT Payrol 14.2022.1

Generate Paysiips

Complete ProcessDate 7/3/22

Here we can view the Reverse Payroll Calculation results




Person Results
Vasquez, Leany 1013

Results Listing

O showFilters

\iew/results below;

@ Reverse payroll calculation f. Revarse payroll caculaton for Zmployee_Leany Vasquez_2022-12-14 14:2¢:11

complete Proces: Date 12/14/22

Nt Pay Amcunt -2.622.68 USD M
€ Run Employee Active PayrollB.. Employee Active Fayrol Balance Report November 2022

Complete Process Date 17/30/22

@ Calculate Payroll

e zte Payrollfor Retro.
Complete
@ Transter to Subladger Accounting EWT Payrol 14,2022 1
Complete Process Date 7/8/22
L]

Generate Payslips

Complete

If we need to reverse a process for a group of employees but not the whole
population, we can run the Submit A Flow Process using a Payroll Relationship
Group. Under Submit a Flow, search for Reverse Payroll Calculation and click the
process name

{ Flow Submission

Select Legislative Data Group

Click Process Name

When completing the Submit A Payroll Flow Process, under Flow Parameters, we
can select the Payroll Relationship Group that includes the group of employees we
need to reverse their payroll or other applicable processes. We will enter all the
applicable information and click Submit

—

]



Submit a Payroll Flow

Reverse Payrol Calculation

General Informetion

*Payroll Flow

Flow Paramezers

“Process Dete

m/d/sy

%

*Payroll Process

Select

Payroll Relationship Group

APC Payroll Group

=
Enter Payroll Relationship Group

Sched.le

Linked Flows

P1ocess Configuration Group

[seect

“Run Type

[setet

Negative Net Pay

[ Exclude from pay

Reasor

o

Roll Back Process (Standalone Process)

Navigation: Home>My Client Groups>Person Results>Remove Filters> Calculate

Payroll>...>Actions>Rollback>OK

From the home screen, click My Client Groups

Good afternoon, Corey Albertson!

My Team

QUICK ACTIONS

ox
" Hire an Employee

Add a Contingent Worker
Add a Pending Worker
Add a Nonworker

Pending Workers

Personal Details

Additional Person Info

Next, click Payroll

My Client Groups.

Benefits Adm

Click My Client Groups

o
E )

Agency Hiring
Absences

Talent Review Succession Plans

Jouneys

&l

Performance

Talent Pools

ccounting

O *

]

New Person

9

Profiles

&y

Workforce
Structures

Intercompan

Person
Management

T

Career
Development

i

Mass Updates




Good afternoon, Corey Albertson!

My Team My Clien S 3, Adm of e nterc / Accounting 3.
QUICK ACTIONS
Hire an Empi

Be

Agency Hiring Journeys Person
Management

Add a Continge:

Add a Pending Worke

Add a Nonworker .ﬁn [% %)

Performance Career

Pending Workers
Development

9 4 &5

Talent Review Succession Plans Talent Pools Workforce Mass Updates
Structures

Click Payroll

a8 € = %

Workforce Workforce Data Exchange
Madeling Predictions

Employment Contracts

< Payroll

=

Flow Submission and Results

Simplified QuickPay

Click Person Results
Balance by Date

®

0

@ Submit a Flow

@ Review Journal Entries
Process Results Summary
(i

Payroll Dashboard

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




Person Results

SLAH Search
Feison

E 3l

‘Advancad Search Leany

Name Business Tile Work Emal Person Numbsr

Direct Reports

s Leany Vasquez Manager 1013
o | Donald zans
Manager Click Employees Name

Test Employee

Associste 1

Test Marti
™
Senior Analyst

Remove the Filters to populate the results listing needed to be reversed

Person Results

Vasquez, Leany 1013
- —

Results L'sting Remove Al Filters

Flow Name Q| ShowFiters | ProcessDate 1/14/22-2/12/23 X Activities Payrcll Calculation X Payments X Acccuntirg X

Sort By Process Date Latest to Ol

@ Calculate Payroll Calculate Payroll 17252022
Complete Process Dete 11/25/22

NetPay Amaunt 262268 USD v

Recalculate Payroll For Retroa

Recalculate Payrall for Retro.. Changes_11182022

Complete Process Dete 11/13/22

Scroll down and across from Calculate Payroll, or the process we'd like to roll back,
click...




-

Results Listing

Flow Name 9| ShowFilters

©  Run Employee Active Payroll B

Complete

©  Calculate Payroll
Complete

Net Pay Amount 262268 USD

O Recalulste Payroll for Rerro.
Complete

©  Transfer o Subledger Accounting
Complete

o

Generate Paysiips

Complete

©  Generate Check Payments

Complete

Net Pay Amount 25

Click Actions then Roll back

Sort By | Process Date Latest to Ol

Emplcyee Active Payroll Balance Report November

Process Date 11/30/22

Celaulate Payroll 11252022

Process Date 11/25/22

Recalculate Payroll For Retroactive Changes_11182022

Process Date 11/13/22

EWT Fayroll 1

Process Date 7/8/22

EWT Fayroll 1

Process Date 7/8/22

EWT Payroll 14_20

Process Date 7/8/22

Results Listng

Flow Name Q| showFilters

©  Reverse payroll caleulation f...
Complete

Net Pay Amount -2622.68 USD

©  RunEmployee Active PayrollB..

Complete

Q@ Celculate Payroll
Complete

Net Pay Amount 2,622.68 USD
O Recalculate Payroll for Retro..

Complete

Transfer to Subledger Accounting

Complete

O Generate Paysips

Complete

Click OK

—

20

Sort By | Process Date Latest to Oldi v

Reverse payrol cakulation for Emplcyee_Leany Vasquez_2022-12-14 1429:11
Process Dave 12/74/22 Rongaae | [[|_eore
Stement ot Eamngs
Click Roll Back Balance Fesults

Employ=e Active Payroll Balancs Report Novembr 2022

Process Dave 11/30/22 Costing Resuls
Run Results

View Attachment

Calculate Payroll 11252022
Process Daze 11/25/22 Vessagee

Recalculate PayrollFor Retroactive Chenges_ 11162022
Process Dare 11/'8/22

EWT Payroll 1
Process Dae 7/8/22

EWT Payroll 1
Process Dae 7/8/22




Person Results

Vasquez, L

y 1013

Results Listing

Flow Name O  ShowFilters
©  Reverse payroll calculation f... ny Vasquez ot 142511
Complete Warning
et ey Amaunt. 252268 U5 You're about to submit the Roll Back action Continue anyway?
(PAY-1636£91) .
@ RunEmployes Active Payroll B vember 2022
Compe
=]
©  Calculate Payroll
Compe =
©  Recalculate Payroll for Retro Recalculate Payroll For Retroactive Changes 11182022
Complete Precess Date 11/18/22
O iansterto subledger Accounting EWT Payrell 1
Complete Precess Date 7/8/22
(] EWT Payrcll 1426221

Generate Payslips

Complete Process Date 7/8/22

The Roll back action was submitted. Click OK

Person Results

Vasquez, Leany 1013

Sort By | Process Date Latest to Ol v/

© Information

Results Listing

“The Rol Eack action was submited.

Flow Name Q] showFitters

Click OK

Emoloyes Active Fayroll Bala

Run Employee Active PayrollB.. = Report_November

Completa Process Date 11/30/22

Caleulzte Payroll Calculate Fayroll 11252022
Complets Process Date 1/25/22
Net Pay Amount 252268 USD
9 Recakulats Payroll for Reto... Recalculete Payrol For Retroactive Changes 11182022
Complete Process Date 1/18/22
©  Tiansferto Sudledger Accounting T Payroll 12,
Complete Process Date 7/8/22
O Generste Payslips EWT Peyroll 12.2022.
Complete Process Date 7/8/22
©  Generate Check Payments. EWT Peyrol 12,2022

Complets Process Date 7/8/22

Net Fay Ariount 255752 JSD

The Reverse Payroll Calculation roll back was successfully completed

Sort By | Process Date La Clde v

21

—




Person Results

Vasquez, Leany 1013

Results Listing

S| showFitters

Sort By | Process Datz Latest to Old:

Run Employee Active Payroll B.. Employee Active Payroll Balancs Repor:_Novemer 2022

Complete Process Date 11/30/22

©  Cakulate Payroll Calculate Payroll_11252022

Complete Process Date 1125/22
Net Pay Amcunt 2,622.68 LSD

Recalculate Payroll for Retro. Recalculate Payroll For Retrozctive Changes_11182022
Complete Process Date 11/18/22

@ Transfer to Subledger Accounting
Complete

©  Generate Check Payments

Complete

Net Pay Amcunt 2,557.52 USD

If we need to reverse a process for a group of employees but not the whole
population, we can run the Submit A Flow Process using a Payroll Relationship
Group. Under Submit a Flow, search for Roll Back Process and click the process
name

{ Flow Submission
Select Legislative Data Group _

Click Search sorty Aoz v

Active Process or Report

Remove the results of 2 process which prociuces no ausittrilof tae original czleulation
Click Process Name

When completing the Submit A Payroll Flow Process, under Flow Parameters, we
can select the Payroll Relationship Group that includes the group of employees we
need to roll back their payroll or other applicable processes. We will enter all the
applicable information and click Submit

]
2 |

—



Submit a Payroll Flow

Roll Back Pr

General Information ~

*Payrell Flow

Flow Parameters

“Payrell Process Reasor

[selct Y]

Payroll Relationship Group

APO Payroll Group o ‘
Enter Payroll Relationship Group
Schedule v
Linked Flows v

Retry Process (Standalone Process)
Navigation: Home>My Client Groups>Person Results>Remove Filters> Calculate
Payroll>...>Actions>Retry Process>OK

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 Payroll




Good afternoon, Corey Albertson!

My Team My Clien S 3, Adm of e nterc / Accounting 3.
QUICK ACTIONS
Hire an Empi

Be

Agency Hiring Journeys Person
Management

Add a Continge:

Add a Pending Worke

Add a Nonworker .ﬁn [% %)

Performance Career

Pending Workers
Development

9 4 &5

Talent Review Succession Plans Talent Pools Workforce Mass Updates
Structures

Click Payroll

a8 € = %

Workforce Workforce Data Exchange
Madeling Predictions

Employment Contracts

< Payroll

=

Flow Submission and Results

Simplified QuickPay

Click Person Results
Balance by Date

®

0

@ Submit a Flow

@ Review Journal Entries
Process Results Summary
(i

Payroll Dashboard

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




Person Results

SLAH Search
Feison

E 3l

ivanced Seatn Loany
Nae usress Tie Work Enai Parson Numbar
Direct Reports . N
s Leany Vasquez Manager 013
- Donald Zans
Manager Click Employees Name

Test Employee
Associste 1
Test Marti

™
Senior Analyst

Remove the Filters to populate the results listing needed to be retried

Person Results

Vasquez, Leany 1013

Results L'sting Remove Al Filters

Flow Name Q| ShowFiters | ProcessDate 1/14/22-2/12/23 X Activities Payrcll Calculation X Payments X Acccuntirg X

Sort By Process Date Latest to Ol

@ Calculate Payroll Calculate Payroll_1

Complete Process Dete 11/25/22

NetPay Amaunt 262268 USD v

Recalculate Payroll For Retroactiva Changes 11162022

Recalculate Payrall for Retro..

Complete Process Dete 11/13/22

Scroll down and across from Calculate Payroll, or the process we'd like to retry,
click...

]
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-
Results Listing

Flow Name 9| ShowFilters

Run Employee Active Payroll B

Complete

©  Calculate Payroll
Complete

Net Pay Amount 262268 USD

O Recalulste Payroll for Rerro.
Complete

©  Transfer o Subledger Accounting
Complete

o

Generate Paysiips

Complete

©  Generate Check Payments

Complete

Net Pay Amount 25

Click Actions then Mark for Retry

Person Results

Vasquez, Leany 1013

Emplcyee Active Payroll Balance Report November 2

Process Date 11/30/22

Celaulate Payroll 11252022

Process Date 11/25/22

Recalculate Payroll

Process Date 11/13/22

EWT Fayroll 1

Process Date 7/8/22

EWT Fayroll 1

Process Date 7/8/22

EWT Payroll 14_20

Process Date 7/8/22

Retroactive Changes_11182022

Sort By | Process Date Latest to Ol

Results Li

ng

Run Employee Active Payroll B..

Complete

8 calculate Payroll
Complete
Het 22y Amount 252268 USD

e Recalculate Payroll for Retro...
Complete

8 Transtorto Subledger Accounting
Complete

L]

Generate Payslips

Complete

@ Generate Check Payments.
Complete
Net 22y Amount 255752 USD

Click OK

—

26

Employee Active Payroll Balance Report |

Process Date 11/30/22

Calculate Payrol

Process Date 11/25/22

Recalcalats Payroll For Retroactive Changes

Process Date 11/18/22

EWT Payroll 14_2C:
Process Date 7/8/22

EWT Payrall 14_2C

Process Date 7/8/22

EWT Payrall 14_2

Process Date 7/8/22

Sart By | Process Date Latest to Ol v

Roll Back Adtions B

Statement of Earnings

Roversal Balance Reslte

Click Mark for Retry

Cestng Resuts
Run Resilts
View Altachment

Messages




4 Person Results

Q Vasquez, Leany 1013

N —
- -

Results Listing

Flow Name O] ShowfFilters

SortBy Process Date Latest to Ol v
@ RunEmployee Active Payroll 5. vember 2022
Complete Warning
‘You're gbout to submit the Mark for Retry action. Continue anyway?
©  Calculate Payroll (PAY-1635491)
Complete
Net Pay Amourt 262268 USD v
Cancel
O Recslculare Payroll for Retro 11152022
Complete
©  anster to Sublecger Accounting EWT Payroll 14 2022 1
Complete Process Date 7/8/22
©  Generate Paysips EWT Payroll 14 2022 1
Complete Procass Date 7/8/22
©  Generate Check Payments EWT Payroll 14 2022_1
Complete Procass Date 7/8/22
Net Pay Amourt 2557.52 USD v

The Mark for Retry action was submitted. Click OK

Person Results

Vasquez, Leany 1013

Results Listing

© Information x

The Wark for Retry acion wes submitied

Flow Namme O] showfFilters

Click OK

Sort By | Process Date Latest to Ol

©  RunEmployes Actve PayrllB. Employze Active Payrall Balance Report Novemoer 2022
Cemplete Process Date 11/30/22
®  Calaulate Payroll
Mared for retry
Net Pay Amount € USD v
@ Recalcuiate Payroll for Retro... Recalculate Payroll For Retroactive Changes 11182022
Cemplete Process Date 11/°8/22
@ Transfer o Subledger Accounting EWT Payroll 14_2022_1
Cemplete Process Date 7/8/22
©  Generate Paysips EWT Payroll 14_2022_1
Cemplete Process Date 7/8/22
©  Generate Check Payments EWT Payrol 14,2021
Cemplete Process Dae 7/8/22
Net Pay Amount 255752 USD v

The Mark for Retry process was successfully completed. If we need to retry a
process for a group of employees but not the whole population, we can run the
Submit A Flow Process using a Payroll Relationship Group. Under Submit a Flow,
search for Retry Payroll Process and click the process name




{ Flow Submission
» Select Legislative Data Group . %

Legislative Data Groug] | US Legislative Data Grouj

Enter Mark For Ref
Select a Flow [iiae Y

Mar For Retty x

Show Fiters

sorty [Atoz v

Click Search

Active.Process o Report
Submit 2 process ta identify which records ta recalculate when the retry precess is run.
Click Process Name

When completing the Submit A Payroll Flow Process, under Flow Parameters, we
can select the Payroll Relationship Group that includes the group of employees we
need to roll back their payroll or other applicable processes. We will enter all the
applicable information and click Submit

Submit a Payroll Flow
Mark for Retry
- Wiy £ S
General Informaticn N
*Payroll Flow
Flow Parameters 7
“Payroll Process Reason
[setect V]

Payroll Relationship Group

APO Payroll Groug| ] =) ‘

Enter Payroll Relationship Group

Schedule ¥

Linked Flows v

Person Results
Navigation: Home>My Client Groups>Payroll>Person Results>View Results

From the home screen, click My Client Groups

]

—



Good afternoon, Corey Albertson!

My Client Groups Benefits Admini ion ec ccounting Intercormr

Click My Client Groups
QUICK ACTIONS

Hire an Emp
E 9 O *
M ™
Agency Hiring ys New Person Person
Management

Add a Contingent W
Add a Pending Worker

Add a Nonworker : %

Pending Workers Absences Performance Profiles Career
Development

& 4 &

Talent Review Succession Plans Talent Pools Workforce Mass Updates
Structures

unting pany Accounting 3

QUICK ACTIONS

Hire an Empl

E i o

il 7

eyt ks Foraan Gemar
Management

Add a Conti
Add a Pending

Add a Nonworker ﬁl] [% %

Pending Workers Pecionapoe Sl
Development

) ; o i

Talent Review Succassion Plans Talent Pools Workforce Mass Updates
Additional Person Infc Structures

Click Payroll

Workforce Workforce Data Exchange
Modeling Predictions

Employment Contracts

dentification Info

From the Payroll menu, scroll down under Flow Submission and Results and click
Person Results. We can also search for Person Results in the search box at the top
of the page




< Payroll

Third-Party Person Payment Methods

(o}
24
@ Event Action Notifications

Flow Submission and Results

QuickPay Payments

simplified QuickPay

Person Results

Balance by Date

© O

Click Person Results

Batch Loader

Review Journal Entries

Process Results Summary

Search for the Employee and click the employee’s name

{ Person Results

= M

Advancec Search Leany

Name Bus ness Tite Work Email Person Number

Direct Reoorts s

Leany Vasgue: Manager 1013

Donald Zans

Click Employee's Name

Manager
Test Employee
Associate 1

Test Marti
™

Senior Aralyst

Here we can view the Person Results




Person Results

Vasquez, Leany

Results Listing

Flow Name Q| ShowfFilters | ProcassDate ©1/12/2022-2/10/2(23 X  Activities Payroll Calculation X Payments X Accourting X
Sort By | Process Date Latest to Oldk v/

@ Calculate Payroll Calculate Payroll_11252022
Complete Process Date 2
Net Pay Amount 2.62263 USD v

Recalculate Payroll for Retro... Recelculate Payroll For Retraactve Changes 11162022

Complete Process Date 11/18/2022

We can remove or update the filters to view all process results. Click the X to
remove a filter from the main screen. We can click Show Filters to use additional
filters

Person Results

Vasquez, Leany 1013

iew By | Process v

Results Lsting

Click Show Filters
Process Date  11/12/202 - 2/10/2023 X  Activities Payroll Calculation X Payments X Accourting]

Flow Name Q
Sort By | Process Date Latest to Old v

©  Calculate Payroll Calculate Payroll_11252022
Complete Srocess Date 11/25/2022
Net Pay Amcunt 252268 USD v

Recalculzte Payroll for Retro... Recaleulate Payroll For Retroactive Changes 11132022

Srocess Date 11/18/202
Complete rocess Date 11/18/2022

Here we can view the Additional Filters we can use to search for all flows




Person Results
Vasquez, Leany 1013

e —

Results Listing

HideFiters | | BrocessData | 111272022 -2/10/2023 x| Acties | PayollCacuiation X Payments X Accounting X
Saved Search Sort By | Process Date Latest to Oldi

Default Criteria [ save] ©  Calculate Payroll Calculte Payrol 11252022
Cemplete Proess Date 11/25/2022
Filters Reset Net Pay Amount 262268 USD v
Expand All | Collapse All ©  Recalculaie Payrol for Retra.. Recalzulate PayrollFor Retroactive Changes_11182022
Cemplete Proces: Date 11//8/2022

~ Payroll Name

~ Task Name

~ Process Date Clear

D

~ Assignment Numder

A Action Status

Process Results
Navigation: Home>My Client Groups>Payroll>Process Results Summary

From the home screen, click My Client Groups

Good afternoon, Corey Albertson!

My Client Groups. B

Click My Client Groups
QUICK ACTIONS

Hire an Emplc
He 9
@ ™ 774
Agency Hiring New Person Person
Management

tingent \

" Add a Pending \

Add a Nonworker g #DTD %

Performance Career

Pending Worl
Development

Person

Q0
Personsi Detas hc-d @

Talent Review Succession Plans Talent Pools Warkforce Mass Updates

Additional Structures

Next, click Payroll




Good afternoon, Corey Albertson!

Me My Team My Client Groups

QUICK ACTIONS

(™ Add a Pending Worker

Talent Review

g, Identification Info

Administration

Be

Agency Hiring

=10

Performance

Talent Pools

Click Payroll

83 b

Workforce Workforce
Madeling Predictions

Accounting 3.

&

Management

F

Career
Development

]

From the Payroll menu, scroll down under Person Information and click Process
Results Summary. We can also search for Process Results Summary in the search

box at the top of the page

¢ Payroll

= z Zhs ST

Flow Submission and Results

QuickPay Payments

simplified QuickPay

Person Results

Balance by Date

Batch Loader

Submit a Flow

0000000

Review Journal Entries

87| Process Results Summary

View Flows

©0

Payroll Dashboard

Click Process Results Summary

Here we can view the Process results for the last 7 days, based on the filter. We can
remove the filter to view the Process Results for a specific period of time




{ Process Results Summary

Results Listing

Flow Name O] ShowFilters | = Submission Dete Lzst 7 Days X

Sort By | Submitted On Latest to Olc v/

Belowwe,canwiew;the Rrocess Results

Calculate Payroll

Completed
Records Errors and Warnings
20 i} v

©  Reverse payroll calculation for...

Completed
Recirds Errors and Warnings
[4 0 Ny
©  Calculate QuickPay Manual Task | QuickPay_Jhindal, Rakesh_2022-12-13
Completed Precess Date
Records Errors and Warnings
1 0 .

@ \oided Payment

Completed
Records Errors 3nd Warnings
1 0 G
©  Calculate QuickPay Manuzl Task | QuickPay_Jhindal, Rakesh_2022-12-
Completed Prcess Date

Standard Process | Calculate Payroll 11252022

Precess Date 11/25/22

Standard Process | Revarse ayroll calculaton .

Precess Date 12/14/22

Standard Process | Voided Payment_Fakesh hinda.
Precess Jate 12/13/22

Payslips

Navigation: Home>My Client Groups>Payroll>Payslips>Search Person

From the home screen, click My Client Groups

Good afternoon, Corey Albertson!

My Team
QUICK ACTIONS
Hire an Employ
ntingent Worker
Add a Pending Worker
Add 2 Nonworker

Pending Workers

Personal Details

Additional P

Next,

My Client Groups.

Benefits Administration

Click My Client Groups

He

Agency Hiring

Q0

=]

Talent Review

click Payroll

Succession Plans

Jourmeys

&l

Performance

Talent Pools

&]*

Person
Management

T

Career
Development

i

Mass Updates

New Person

&y

Warkforce
Structures




Good afternoon, Corey Albertson!

My Team den Adminis ol A = C Intercompany Accounting 3
QUICK ACTIONS

Hire an Emp o
O
& 74
ey Foraan e
Management

Add a Contings

Add a Pending Worker

Add a Nonworker : DJﬁD [% %)

Performance Career

Pending Workers
Development

Person

(e e]
Plrsorl Oatai res) 5%7 @

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

Click Payroll

a8 € = %

Payroll Workforce Workforce Data Exchange
Modeling Predictions

Employment Contracts

Identification Info

Show More

From the Payroll menu, scroll down under Person Information and click Payslips.
We can also search for Payslips in the search box at the top of the page

Search for tasks 3]

Person Information

Adjust Individual Balances
Element Entries

View Process Information Groups
Calculation Entries

Calculation Cards

Costing for Persons

Payroll Relationships

Personal Payment Methods

Third-Party Person Payment Methods

Payslips

Click Payslips

Search for the Employee and click the employee’s name




| Leany|

dvenced SearchLeany

Name Business Tile Work Email Person Number

Q Leany Vasguez Manager 1013
Click Employee's Name

Here we can view the Payslips for this employee. We can use the dropdown menu
to change the time period in order to search for an older payslip, if needed

f Payslips
¥

Leany Vasquez

Details

Last 12 Months

7/8/2022
07/08/2022 255752 255752 USD
6/24/2022
06/24/2022_2557.51 255751 USD

6/5/2022 ta €/18/2022

61072022
06/10/2022 2557.52 255752 USD
572

5/27/2022

05/27/2022 255152 255752 USD
58 21/2022

5/13/2022

05/13/2022.2557.51 255751 USD

View Flows
Navigation: Home>My Client Groups>Payroll>Object Groups>Create>Enter
Criteria>Submit

From the home screen, click My Client Groups

]
36|
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Good afternoon, Corey Albertson!

My Client Groups Benefits Admini ion unting Intercormr

Click My Client Groups
QUICK ACTIONS

Hire an Emp S
Be 9

Agency Hiring ys New Person Person
Management

Add a Contingent W

Add a Pending Worker

Add a Nonworker : %

Pending Workers Absences Performance Profiles Career

Development

& 4 &

Talent Review Succession Plans Talent Pools Workforce Mass Updates
Structures

unting pany Accounting 3

QUICK ACTIONS

Hire an Empl

s Sy
Add a Conti e

Agency Hiring Joumneys Person

Management
Add a Pending

Add a Nonworker ﬁl] [% %

Pending Workers BB SRR

Development

) ; o i

Talent Review Succassion Plans Talent Pools Workforce Mass Updates

Additional Persc Structures

Click Payroll

83 =

Workforce Workforce Data Exchange
Modeling Predictions

Employment Contracts

dentification Info

+

From the Payroll menu, scroll down under Flow Submission and Results and click
View Flows. We can also search for View Flows in the search box at the top of the
page




¢ Payroll

Flow Submission and Results

®
®
®
0
0
®

QuickPay Payments

simplified QuickPay

Person Results

Balance by Date

Batch Loader

Submit a Flow

Review Journal Entries

%) Process Results Summary

Payroll Dashboard

Click View Flows

Here we can view all the flows we have processed, who submitted the flow, the

process date, the flow type as well as their status

Flows
Show iters

©  QuickPay_1006 01302022 Task Flow | QuickPay Paymarts
Corrected processes | /3 Complesed Process Date 1/30/23
Submitted By COREYALBERTSON

©  QuickPay_1006_10102022 Task Flow | QuickPay Paymarts
Corrected processes| 0/3 Complered Process Date 10/10/22
Submitted By COREVALBERTSON

©  QuickPay 100612122022 Task Flow | QuickPey Paymzrts
Corrected processes| 0/3 Complered Process Date 12/8/22
Submitted By COREY.ALBERTSON

®  QuickPay Jhindal, Rakesh 2022-12-12 Task Flow | QuickPzy Simpifizc
Corrected processes| 0/2 Complered Process Date 12/23/22
Submitted By IMPLADMIN

©  QuickPay_Bose, Jayanta_2022-12-12 Task Flow | QuickPay Simplifizc
In Progress | 0/2 Completed Process Date 12/12/22
Submitted By IMPLADMIN

©  Statutory Deduction Register 11252022 Report | Run Statutory Deduction Register
Complztad Submit:ed By CCRZY.ALBERTSON

©  Retroactive Entries Report_11252022 Report | Run Retroaciive Entries Repor:
Complatad Process Date 11/25/22

We can use the Show Filters option to search for a flow

]
38 |
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View Flows

Flows

Flow Narm Show Filters

QuickPay_1006 01302022
Cortectzc processes | 0/3 Completed

Submitted 3y COREY.ALBERTSON

QuickPay_1006 10102022
Cortectac processes | /3 Completed

Submitted 3y COREY.ALBERTSON

QuickPay 1006 12122022
Cortectzc processes | 0/3 Completed

Submitted 3y COREY.ALBERTSON

QuickPay_Jhindal, Rakesh 2022-12-12
Cortectzc processes | 0/2 Completed

Submitted 3y IMPLADMIN
QuickPay_Bose, Jayanta_2022-12-2
n Progress | 0/2 Completed
Submitted 3y IMPLADMIN

Statutory Deduction Register_11252022

Comgleted

Retroactive Entries Report_11252022

Comgleted

Task Flow | QuickPzy Payments
Process Date 1/30/23

Task Flow | QuickPay Payments
Process Date 10/10/22

Task Flow | QuickPzy Payments

Process Date 12/8/22

Task Flow | QuickPay Simplified

Process Date 12/23/22

Task Flow | QuickPay Simplified
Process Date 12/12/22

Report | Run Statutory Deduction Register

Submitted By CORZY.ALBERTSON

Report | Run Retroactive Entries Report

Process Date 11/25/22

Retro Notifications
Navigation: Home>My Client Groups>Payroll>Event Notifications

From the home screen, click My Client Groups

Good afternoon, Corey Albertson!

My Team

QUICK ACTIONS

Hire an Employee

ontingent \

Add a Pending W

Add a Nonworker

Pending Worl

Person

Personal Details

Additional

My Client Groups.

Benefits Admin

1on

Click My Client Groups

Talent Review

Next, click Payroll

He

Agency Hiring

Jourmeys

&l

Performance

Q0

=]

Succession

Plans Talent Pools

Interc

&]*

New Person

&y

Warkforce
Structures
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Management
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i

Mass Updates




Good afternoon, Corey Albertson!

My Team My Client Groups Benefits Administration

QUICK ACTIONS APPS

O o

N Be

9®  Add a Contingent Worker :
2 Agency Hiring

(™ Add a Pending Worker
Add a Nonworker

Pending Workers Performance

W) Person
(e e]
) e =)

Talent Review Succession Plans Talent Pools

Click Payroll

83 b

Payroll Workforce Workforce
Madeling Predictions

el
Y Employment Contracts

b Identification Info

Show More

any Accounting 3

Person
Management

& c 3
Career
Development

a8 ]

Workforce Mass Updates
Structures

= +

Data Exchange

From the Payroll menu, scroll down under Administration and click Event
Notifications. We can also search for Event Notifications in the search box at the

top of the page

< Payroll

2

Payroll Dashboard

o

Administration

Event Notification:

Object Groups Click Event Notifications
Organization Payment Methods

Payroll Flow Patterns

Payroll Interface Inbound Records

Third Parties

Third-Party Organization Payment Methods

Payment Method Preferences

Q0000000

Enter the employee’s name and click Search




{ Event Notifications ®

Search Results

Adins v Viewy  + /£ X B
Name Person Number
Leany Vasquez 1013
Leany Vasquez 1013
Leany Vasquez 1013
Leany Vasquez 1013

Enter Employee's Name

A

g s e

[ override Date

Fest] [5wver

Click Search

Payroll Relationship Number Approval status Event Report Type Cverrids Date Process Date
w013 Completed Retroactive Netification 91712017
w13 Cempleted Retroactive Netfficarian 3172020
w13 Cempleted Retroactive Netfficarian MR0z2
w13 Cempleted Retroactive Netfficarian 33112013

Below we can view the Event Notifications. To view details of the Event
Notification, click the employee’s name to view the details

< Event Notificatio

Approval Satus

cerch Results

Actions v Vizw v

Click Employee’s Name 'SUSe—

1013

Leany Vesquez “o13
Leany Vesquez “o13
Leany Vesquez “o13

[ Acvanced | saved Search
Event Report Type
Process Date | m/d/yyyy E)
Legisiative Data Group

[ override Date

[ searcn | Reset [ save..

Fayroll Relatienship Number Approval Status Event Report Typs Override Date Process Date
1012 Completed Retroactive Notification 9MTI201T
1012 Completed Retroactive Notification 31112020
1012 Completed Retroactive Notification 112022
1012 Completed Retroactive Notification 3/31/2013

Create A Payroll Relationship Object Group
Navigation: Home>My Client Groups>Payroll>Object Groups>Create>Enter
Criteria>Submit

From the home screen, click My Client Groups




Good afternoon, Corey Albertson!

Team 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 s Performance Profiles Career

Development

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

Structures

unting pany Accounting 3

QUICK ACTIONS

Hire an Empl

s Sy
Add a Conti e

Agency Hiring Joumneys Person

Management
Add a Pending

Add a Nonworker ﬁl] [% %

Pending Workers Performance

Career
Development

) ; o i

Talent Review Succassion Plans Talent Pools Workforce

Structures

Mass Updates
Additional Persc

Click Payroll

Employment Contracts

=>
dentification Info £§ <:|

Workforce Workforce Data Exchange
Modeling Predictions

+

From the Payroll menu, scroll down under Administration and click Object Groups.
We can also search for Object Groups in the search box at the top of the page




{ Payroll

Payroll Dashboard

Administration

Event Notifications

Click Object Groups

' Organization Payment Methods.
@ Payroll Flow Patterns

Payrol Interface Inbound Records

Third Parties

Third-Party Organization Payment Methods

Payment Method Preferences

Click Create

o]
4 Search

| Advanced | saved Search [ All Object Groups v

* Required

4 Search Results
Actons v View v Fomat v
Name

Type star: Date End Date Static or Dynamic
N search conducted Click Create

Legisiative Data Group Update Status

Enter Create Object Group Information




Entergthelbelowjinformation]

Create Object Group

e [Ecmarrart st o

* Legislative Data Group | US Legisaliva Data Group

* Salic or Dyramic @ Dynanic ( Sttic

[ Advenzed Cptons

Click Continue

First, we can adjust the Start Date and End Data, if applicable. Also, we can enter
the Object Group Parameter, such as the Value for Payroll. Click Value to select
the Payroll

Create Object Group

Mo Jim O

4Basic Data

“Name _Exempt Payroll Relationship Group

Static or Dynamic Dynamic

Type Payroll Relationship Group Description

“Start Date 12/7/22 fo
“End Date 12/31/12 o Legislative Data Group US Legislative Data Group

[ Advanced Options

4 Object Group Parameter

Parameter Name Value Delete Valus
Payroll Name

4 Payroll Relationship Rules @

Aciens v Viewv 4 X [l Detach

Formula Name Description

Ne datato display.

4 Payroll Term Rules
Acians v Viewy X fa Detach

Formuia Name Description

Ne datato display.

4 Payroll Assignment Rules
Acicns v Vieww 4 ¥ [ Detach

Formula Name Daseription

Enter the Payroll Name and click Search. Select the Payroll Name




Enter Payroll Name

Search and Select: Object Group Parameter

Available Parameter Values
Click Search

Click Payroll Name

Next, we can enter the Payroll Relationship Rules, Payroll Term Rules, and Payroll
Assignment Rules. For these areas, we can associate a formula that includes the
employee population needed for creating this Payroll Relationship Group, if
applicable. We can add a formula by clicking Add in the applicable area

Create Object Group

A AT
4Basic Data

. . Static or Dynamic Dynamic
Name [ Exempt PayrollRelationship Group

Type Payroll Relationship Group Description

“Start Date |12/7/22 [ A
i US Legislative Data G
“End Date | 12/31/12 Y Legislative Data Group gislative Data Group
[ Advanced Options

4 Object Group Parameter

Parameter Name Value Delete Value
Payroll Name EWT Biweekly Q 4
4 payroll Relationship Rules @
Actions v View v+ X & Detach
Formula Name Description
No data to display.

“4 payroll Term Rules
Actions v Viewv 4 % [ Detach

Formula Name Description
No data to display.

4 payroll Assignment Rules
Acions v Views [+ % ¥ Detach

Formula Name Description
No data to display.

Click Add

Click the Formula Name or click Search to search for the Formula Name




Create Obj

4Basic Data

*Name | Exempt Payroll Relationship Group

Static or Dynamic Dynamic

Type Payroll Relationship Group Description

“Start Date | 12/7/22 to 4

Legislative Data Group US Legislative Data Group

“End Date | 12/31/12 [
[ Advanced Options

4 Object Group Parameter

Parameter Name Value

Delete Value

Payroll Name EWT Biweekly Q s

4 Payroll Relationship Rules @
Actons v View v ¥ Detach

Formula Name Description

No data to display

4 Payroll Term Rules
Actons v View v ) Detach

Formula Name Description

No data to display

4 Payroll Assignment Rules  ISESEIUEELEUE

Description

Click Next

‘ Submit Cancel

Create Object Group
e Click Next

4 Basic Data

*Name [ Exempt Payrol Relationship Group

Static or Dynamic Dynamic

Type Payroll Relationship Group Description

“Start Date |12/7/22 to )

Legislative Data Group US Legislative Data Group

“End Date | 12/31/12 o
[ Advanced Options

4 Object Group Parameter

Parameter Name Value

Delete Value
Payroll Name EWT Biweekly O K

4 payroll Relationship Rules @
Actions v View v & Detach
Formula Name Description

No data to display.

4 Payroll Term Rules
Actions v View v & Detach
Formula Name Description

No data to display.

4 Payroll Assignment Rules
Actions v View v ] Detach
Formula Name Description

No data to display.

Next, we can enter the Payroll Relationship, Payroll Term, and Payroll
Assignment to help identify the population if we are not using a formula. To add

employees, click Value




Create Object Group

R
4 Basic Data
Name Exempt Payroll Relztionship Group Static or Dynamic Dynamic

Type Payroll Relaticnship Group Description

Start Date 12/7/22
End Date 12/31/12
' Legislative Data Group US Legislative Data Group

Advanced Options
4 Payrcll Relationship

Actions v Vewv 4 X [l Detach

. Person Inclusion
Payroll Relationship Number Person Name /o her tus

sta
w b

4 Peyrall Term

Actions v Vewv 4 X g Detach

Payroll
Employment Terms Number

Person

Inclusion
Person Name Relationship
Number Number Status
o data to display.
4 Payroll Assignment
Actions v Vewv = X [ Detach
Payrell
Person Inclusion
Assignment Number Person Name Relationship
Number Nu Stat

0 data to disglay.

Search for the Employee by Payroll Relationship Number, Person Name, or
Person Number then click Search. Lastly, click Payroll Relationship Number

Search and Select: Payroll Relationship x

payroll Reiationship Nuroer ||
erson Name

Payroll
Relationship Person Name Person Number Click Search
Number

Mukherjee, Rishi 1001

Click Payroll Relationship Number

The Employee has been added. Follow this same process to add additional
employees to this Payroll Relationship Group




Create Object Group

4 Basic Data

Name  Exempt Payroll Relationship Group Static or Dynamic Dynerric
Type Payrall Relationship Group Description
Start Date 12/7/22
End Date 12/31/12 %

Legislative Data Group U Legislative Data Group

Advanced Options

4 Payroll Relationship

Acions v Vieww X Detach

Payroll Relationship Number Person Name

Mukherjee, R

4 Payroll Term

Aclons v Vieww  H X

Employment Terms Number PersonName  Feroon
Nodatatc display.
4 Payroll Assignment

Aciions v Viewv 4 X Detach

Assignment Number PersonName  Feroon

No data o display.

Person
Number

1001

Payroll
Relationship
Number

Payroll
Relationship
Number

Inclusion
Status

Inclusion
Status

Inclusion
Status

Next, we must add the employees Payroll Assignment as well. To add employees,

click Create

Create Object Group

4Basic Data

Name  Exempt Payroll Relationship Group Static or Dynamic
Type Payroll Relationship Greup Description
Start Date 12/8/22
End Date 12/31/12 ’

Legislative Cata Group US Legislative Data Group.

Advanced Options

4 Payrall Relationship

Actons v Vieww X Detach
Payroll Relationship Number Person Name
1001 & Mukherjee, R

4 Payrall Term

Atons v Viewy 4 X

Person

Employment Terms Number PersonName - er

No data to display.

“4Payroll Assignment
Actions v View v

Detach

Assignment Number Person Name  Feroc”

umber

Click Create

No data to display.

Click Value

Person
Number

1001

.
Relationship
Number

Payroll
Relationship
Number

Inclusion
Status

Inciusion
Status

Inciusion
Status




Create Object Group Gancel

4 Basic Data
Name Exempt Payroll Relationship Group Static or Dynamic Dynamic
Type Payroll Relationship Group Description
Start Date 12/8/22
End Date 12/31/12 4

Legislative Data Group US Legislative Data Group.

Advanced Options
4 Payroll Relationship
Actions v Viewv X & Detach
Payroll Relationship Number Person Name ::::::r ';:l':sswﬂ

1001 Mukherjee, R--. 1001

4 Payroll Term
Actions v Viewv 4 X [ Detach

rson

Per Inclusion
Number

Employment Terms Number Person Name Status

Payroll
Relationship
Number

INo dats to display.

4 Payroll Assignment

Actons v Viewv 4 X & Detach

Payroll
Assignment Number PersonName  Fersen Relationship  fops "
Number

Next, Search for the Employee by Person Name then click Search. Lastly, click
Assignment Number

Search and Select: Payroll Term

Enter Criteria b |:
erson Name

Payroll Relationship Number

Click Search
Assignment

Payroll
Person Name  Person Number Relationship
Number

Muheries, Rishi 1001 1001

Click Assignment Number

The Employee has been added. Follow this same process to add additional
employees to the Payroll Assighment




Create Object Group [ e

4Basc Data

Name  Exempt Payroll Relationship Group Static or Dynamic Dynamic
Type Payroll Relationship Group Description

Start Date 12/6/22

End Date 12/31/12

Legislative Data Group US Legislative Data Group.
Advanced Options
4 Payroll Relationshio

Acions v Viewvw  F X

Payroll Relationship Number Person Name  Ferson Inclusion

Number Status

1001 Q Mukherjee, R~ 1001

4 Payroll Term

Acions v Viewvw  F X

Payroll
Person Inclusion
Employment Terms Number Ferson Name (BP0 Relationship oy o
Number
No data to display.
4 Payroll Assignment
pcions v Vewy X
Payroll
Ferson Irclusion
Assignment Number PersonName | BPY Relationship ¢ o &
Mukherjee, R-. 1001 1001

Click Submit

Create Object Group

4Basic Data Click Submit
Name Exempt Payroll Relztionship Group Static or Dynamic Dynamic
Type Fayroll Relaticnship Group Description
Start Date 12/8/22
End Date 12/31/12

Legislative Data Group US Legislative Data Group
Advanced Options
4 Payrall Relationship

acons v Vewy 4 X

Payroll Relationship Number erson

Person Name Inclusion

Number Status

1001 Muknerjee, R 1001 de

4 Payrcll Term

Actions v Vewv X Datach
Payrell
Employment Terms Number Person Name :z’;ig[ Relationship  Inélusion
Number
o data to disglay.
4 Payrall Assignment
acons v Vewy 4 X
Payroll
Assignment Number PersonName  Rerson Relationstip  Tops o

Eno Mukherjee, R.. 1001 1001 de

Create Element Object Group

Navigation: Home>My Client Groups>Payroll>Object Groups>Create>Enter
Criteria>Submit

From the home screen, click My Client Groups




Good afternoon, Corey Albertson!

Team 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 s Performance Profiles Career

Development

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

Structures

unting pany Accounting 3

QUICK ACTIONS

Hire an Empl

s Sy
Add a Conti e

Agency Hiring Joumneys Person

Management
Add a Pending

Add a Nonworker ﬁl] [% %

Pending Workers Performance

Career
Development

) ; o i

Talent Review Succassion Plans Talent Pools Workforce

Structures

Mass Updates
Additional Persc

Click Payroll

Employment Contracts

=>
dentification Info £§ <:|

Workforce Workforce Data Exchange
Modeling Predictions

+

From the Payroll menu, scroll down under Administration and click Object Groups.
We can also search for Object Groups in the search box at the top of the page




{ Payroll

Payroll Dashboard

Administration

Event Notifications

Click Object Groups

' Organization Payment Methods.
@ Payroll Flow Patterns

Payrol Interface Inbound Records

Third Parties

Third-Party Organization Payment Methods

Payment Method Preferences

Click Create

o]
4 Search

| Advanced | saved Search [ All Object Groups v

* Required

4 Search Results
Actons v View v Fomat v
Name

Type star: Date End Date Static or Dynamic
N search conducted Click Create

Legisiative Data Group Update Status

Enter Create Object Group Information




Entegthelbelowjinformation}

Greate Object Group

* Name | Bonus Eenent Obect Group

" Logsttve Data Group  US Legisave ta ooue] |

* Type | Element Group v

Click Continue

First, we can adjust the Start Date and End Data, if applicable. Also, we can enter
the Object Group Parameter, such as the Value for Usage Type. Click Value to
select the Usage Type

Create Object Group

4 Basic Data

“Name ‘ Bonus Element Object Group Description

Type Element Grovp.

2
“Start Date m Legislative Datz Group US Legislative Data Group

4 Object Group Parameter @

Parzmeter Name Valuz Delete Value

Usage Type [ E ] l

Enter Object Group Parameters or click Search. Click the applicable Available
Parameter Values, if applicable. We'll enter the element to identify the employee
population on the next screen

—
v
w

| —



Search and Select: Object Group Parameter x
peeterow Click Search

Object Group Parameters

Click Available Parameter Values

Click Next

Create Object Group

o Click Next

4 Basic Data

“Name  Bonus Element Object Group Description

Type Element Group

“Start Date 12/7/22 g Legislative Data Group  US Legislative Data Group
“End Date 12/31/12 o

4 Object Group Paramster @

Parameter Name Value Delete Value

Usage Type Q

Next, we can enter the Element Classification and Element. For these areas, we
can associate the employee population needed for creating this Element Group.
We can add the employee population by clicking Add in the applicable area

—
vl
>

| —



4 Basic Data
Name Bonus Element Object Group
Type Element Group

Start Date 12/7/22

End Date 12/21/12

Description

Legislative Data Group US Legislative Data Group
4 Element Classificatiol

Element Classification Name

“Inclusion

INo data te display.

“Element @

Actions v View v iz Detach
Reporting “Inclusion

Element Name Classification
Name Name Status.
No data tc display.

Click Value to search for the Element Classification Name

Create Object Group

4Basic Data
Name Bonus Element Object Group
Type Element Group

Start Date 12/7/22

End Date 12/31/12

Description

Legislative Data Group US Legislative Data Group

4 Element Classification @

Actions v View ¥ o'} Detach

Element Classification Name

“Inclusion
status

4Element @

Actiors v View v o] Detach

Element. .
Reporting Inclusion
Element Name Name Claasilﬁmllnn status
No data to display.

Enter the Element Classification Name and click Search. If we do not have the
Element Classification Name, click Search only and select the applicable value




Search and Select: Element Classification x

Element Classification Name
oluntary Dedct
Siandard Ezminge
Click Element Classification Name
Preax Deductions
Norpayrol Payment
Involuntary Deducions
Information
Imputed Eamings
Employer Texes

Employer Liabiies

The Element Classification has been added.

Create Object Group

s

4 Basic Data
Name Bonus Element Object Group Description
Type Element Group
Start Date 12/7/22
End Date 12/31/12 Legislative Dat Group US Legislative Data Group

4Element Classification @

Actons v Viewvy 4 30

Element Classification Name ’sl'v;ﬂ:;swn
Include
4Element @
Actons v Viewv %
Element Name ::io‘mng E::’:;;;m" ;I'r;::‘uss\on
INo cata to display.

Click Submit




Create Object Group ack L st
s Click Submit
4Basic Data
Name Eonus Element Object Group Description
Type Element Group
Start Date 12/7/22
End Date 12/31/12 Legislative Datz Group US Legislative Data Group

“Element Classification @

Actions v Vizwv 4 &/ Detach
“Inclusion

Element Classification Name status

Supplemental Eamings O, Include
“Element @
Actions v Vizw v i Detach

Element 4
Element Name Reporting Classification Inclusion
Name iy status

INo data te display.

Balance Adjustments
Navigation: Home>My Client Groups>Payroll>Person Results>Search
Person>Balance Results>Adjust Balances>Select Element>Submit

From the home screen, click My Client Groups

Good afternoon, Corey Albertson!

My Team My Client Groups. Benefits Adm ) ec € ccounting Intercompany

Click My Client Groups
QUICK ACTIONS

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

Add a Contingent Worker
Add a Pending Worker

Add a Nonworker 73 l% %)

Absences Performance Profiles Career

Pending Workers
Development

Personal Details I\ <] @ @

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

Next, click Payroll




Good afternoon, Corey Albertson!

Me My Team My Client Groups 3enefits Administration e es Ge ccounting Intercompany Accounting
QuIcK ACTIONS Apps

o
9 Hire an Employee
= E L (O}
& &7
journeys P

Agency Hiring
Management

il =

Performance Career
Development

Talent Pools

Click Payroll

83 b

Workforce Workforce
Madeling Predictions

From the Payroll menu, scroll down under Flow Submission and Results and click
Person Results. We can also search for Person Results in the search box at the top
of the page

< Payroll

o P TR

Third-Party Person Payment Methods

X

@

Q

Event Action Notifications

Flow Submission and Results

QuickPay Payments
simplified QuickPay

Person Results

Click Person Results
Balance by Date
Batch Loader
Submit a Flow

Review Journal Entries

4579 Process Results Summary

000000 O®0O

Search for the Employee and click the employee’s name




Person Results

Feo
= M
Advancec Search Leany
Name Bus ness Tite Work Email son Nut
Direct Reoorts 7
a Leany Vasguez Manager 1013
5y | Doreld Zans
| p— Click Employee's Name
| Test Employee
Associate_1
Test Marti
™

Senior Aralyst

Across from Calculate Payroll, click ... and select Balance Results

f Person Results

% Vasquez, Leany 1013

N —

Reslts Listing

Flow Name Q|  showFilters | = Process Data  11/12/22-2/10/23 X | Activities Payroll Calculation X Payments X Accounting X

Sart By | Process Date Latest to Olds v

=

©  Calculste Payroll Calculate Payrol

Complete Adtions »

Process Date 11/25/22
Net Pay Amount 262258 USD Statement o* Eamngs
Recalculate Payroll for Retro... Recalculate 2zyroll For Retroactive Changes_11132022

Cosiing Resuls

Complete Process Date 11/18/22

Click Balance Results Run Resuls

View Attachmen:

Hesszges

Across from the Balance Results we need to adjust, click ... then click Adjust
Balances




Actions

oSl A A
11/25/22 Calculate Payroll R

egular Normal

Process

Process Details

Balance Results

Balance, Balance Group orAmoi_ Q, | ShowFilters |~ Balance Group  SOE Summary Gross to Net Statement of Eamings X

Sort By | Default Sort

Gross Pay
Calendar year to date

384577 USD 5611421 USD

Reference

ERPWebTutor USA Inc, ERPWebTutor USA Inc.

Net Payment
Calendar year to date

262268 USD 3842792 USD

Reference

ERPWebTutor USA Inc, ERPWebTutor USA Inc.

Employee Tax Deductions =
Pay run Calendar year to date
1170.02 USD 1632024 USD

Click Adjust Balances

ERPWebTutor USA Inc, ERPWebTutor USA Inc.

Imputed Eamings

Pay run Calendar year to date
1075 USD. 161.25 USD
Referencs

e
ERPWebTutor USA Inc, ERPWebTutor USA Inc

Next, select the Element Name from the dropdown menu

Balance Adjustments @

4 ide

Name Leany Vasquez Person Number 1013

Balance Details

Effective Date 11/25/22 Balance Employee Tax Deductions

L
*Element Name. vJ

References
Tax Unit  ERPWel|

al Secursy Emoloyee Ta
Click Element Name

Enter the Adjustment Value and click Submit




Balance Adjustments @

SN B o VTR & - N TR, & Click Submit
4 Hide

& Name Leany Vesquez Person Number 1012

Balance Details
Effective Date 11/25/22 Balance Employee Tax Deductions
Employment Level 30000000561

References
Tax Unit  ERPWebTutor USA Inc.
Adjustment Values Enterithe AdjustmentiValuesbelow,
Actions v View v Format v Freeze [f] Detach
Name /Adjustment Value Minimum Maximum
2,000

Reduced Subject Withholdable
Section 125 Reductions

Costing and Payment Details

Include adjustment ir payment balance -/ No Include adjustment in costing process ' No
® ves ® ves

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



mailto:learn@camptratech.com
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