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Payroll Guide
Bookkeepers Steps

1. Begin on the Supervisor Dashboard in Time and Labor
Address Timecard Corrections (Missing Punches and Corrections)

All Missing Punchesand Time Card Corrections for the pay period being processed will need to be addressed
before you transfer the hoursto payroll. The tabs under Time Card Corrections will display Punch Corrections &
Missing Punches.

@ Looking to increase your employee engagement? Check out our Time and Labor Adoption Toolkit for some tips.

& Quick View &

Insights Time Card Corrections My Employees Pending Time Off Attendance Points Invalid Terminal Find New Employees
Requests Punches

ofl] 1 89 3 1

Punch Corrections Missing Punches @ History

Notify All Employees
Employee A Type From: Last Notified
Missing Punch
@ Clock Out 03/2712022 A

1-10f 1items

2. Approve Pending Time Off Requests

Time Off Requests for the pay period being processed need to be Approved or Denied before you transfer
the hoursto payroll. Click on Time Off Requests and it will list all pending requests.

Tip: Sort the list by clicking on the Request Start header.

=) ==}
@ @
Home Time Card Schedules Time Off Calendar Time Card Approvals
/
o) 3 i
& Quick View
Insights My Employees Missed Punches Pending Time Off A

Requests

ofll 187 37 5
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3. Complete Time Card Approvals

Click Employee Time > Time Card Approvals. The list shows Approvals needed for the Pay Period.

This page will only show employees with time on their timecard. Employees with no time entered for the period
will not show on this page. The No Pay Report can be run to see who has no time card data.

The screen will default to your current pay period, so please use the back arrow to back up into the
previous period.

The Supervisor Approved Column will display the Approvals already completed by the Supervisor. The
Employee Approved Column will list the Approvals already completed by the Employee. (Employee approval
is not required to process payroll but if you want to require your employees to you can.)

Tip: This page can be sorted by clicking on any of the gray headers.

To Approve, clickthe check box(es) or the top check mark to Select All then Click Save.

= e )

4. Run Reports

Now is a good time to run hours-based reports. Click Reports on the top menu. The Master Timecard
Summary and the No Pay reports are recommended to verify totals and make sure no one is
missed.This information can be used to validate with the display on the Time Data Tab in Payroll before
you transfer the hours over. Reports can be saved as Favorites by clicking on the Star Icon = to the
right.
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Employee Time Card Report ; .
O Tnis report lists employee’s actual clock in / clock out times and th.. 10/27/2310:39 am Time & Labor ) Template
[ | Master Timecard Summary 10/18/2310:08 Time & Lab Temgl
| STANDARD report that shows summary timecard data for the sele... e Uzl Hpate e
Master Timecard Summary - No Salary Work ’ ! '
0 STANDARD report that shows summary timecard data for the sele... 10@23 LR Liiaton iy Template 7
| Nafay Report 05/18/231232pm  Time &Labor Template

| Tnis report will list all employees’ names and numbers who do nat...

5. Start Payroll and Create Batch in HR & Payroll

Navigate to HR & Payroll and on the top menu, goto Payroll > Run Payroll.

Employees HR Payroll User Access

Run Payroll @

Payrol

Check Calculator

Find the applicable check date in the Upcoming Payrolls list and click Start Payroll.

04/18/2025 PAY PERIOD FREQUENCY

Non-Exempt 03/30/2025 - 04/12/2025 Bi-Weekly "

6. Select Create Batch.

Payroll

Review Submit o & se
01/26/2024 Bi-Weekly 8 Enter Payroll bm Save & Close

Time Cards

al Warnings LX)}

Hours Oh

Start payroll by creating your first batch. A batch Is a collection of employee
payroll data that is processed together as a single unit.

Active Employees 534

View Time Card Summary -

Select Regular (it will be pre-selected in the dropdown) as this is the standard batch for a regular payroll and click
Next. This will pull in all active Hourly and Salary employees.

—

Create a Batch X

A batch is a collection of employee payroll data
that is processed together as a single unit.

Batch Typeﬁ

| Regular % |
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Where it says Create new batch, you’ll delete “A” and enter the check date.

There are many options on this screen, however, they are pre-filled with the correct selections for a normal
payroll, so all you need to do now is click Create Batch on the bottom right.

The Time and Labor Hours will not be there yet — this will be completed in step 7.

< Back 10 Ente

Batch By

Auto Pay

8 e
e
Employee Fiters
it the It of employees included n the batch
cston separiment 1
Cancat

7. Pull Timecard Data into the batch

Once the Batch is created, you will automatically be pulled into the grid view.
On the bottom right, click Back to Enter Payroll.

On this screen, click View Time Details on the right.

gst :5’:5025 Enter Review summary Submit

Time Card Summary I'ed

Approval Warnings

36
Manage Batches Total Hours

88.0167h
EMPLOYEES CHECKS
47 47 Active Employees
90
View Details >
[] BatchName ¢ Checks Type Begin Date End Date Status Actions
Note Add Note
[] sa62025 47 Regular 0412712025 05/10/2025

1-1of Titems @ Accrual Settings

Company Set Payroll =

Once you're done adding batches, click "Continue" to review and audit payroll details

v
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Double check the Date Range on the left to ensure it reflects the correct pay period start and end dates.
Review the Approvals section, all lines should show 0 with a green check mark. If not, navigate back to T&L to
correct them before moving forward.

Review Time and labor totals, ensure these hours match your master timecard summary as well as what you
expected to see.

When ready, click Create Time Card Data Batch.

Time Card Summary

nnymn - neen =

Acthveemploysss  acheswplyses | sackeemploysss ol | roraieuns

534

Approvals e Dectars Time and Labor Totals view Detais

Create Time & Labor Batch Close @

Date Range: 10/7/2023 - 10/20/2023 /
(O Review & Close Pay Period « J

InProgress Incomplete Incomplete

Configuration: Payroll Data Transfer

a

Data Review

Totals

Active Employees Total Hours Regular Hours Overt
37 1,544.85h 147357 3.78h

Overtime 2 Paid Unpaid
67.50n 1,544.85h 0.00h

Pro Tip: This is the third and final place to verify that there are no missing punches, unapproved
time cards, time card corrections, or pending time off before pulling the time in. This action cannot
be undone.

Click Next.
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Select the radio button for Vierge Into Existing and, in the dropdown, select the batch you created in step 5. Click
Next.

Create Time & Labor Batch Previous Close ) m

Configuration: Payroll Data Transfer - 192590 - SMA  Date Range: 10/7/2023 - 10/20/2023

3 Review & Close Pay Period o Batch Setup Create Batch
Complete In Progress Incomplete

Batch Setup

Check Date 11/9/2023 - Bi-Weekly Staff v

Are you adding this time to a new batch or merging into an existing batch?

) Create new batch

© Merge into existing [ select Batch AJ

Select Batch

Review any warnings/errors. You can Export Validation Results to get them into a report. Some may require action
while some may just be items of note. Contact The Pastoral Center if you need assistance.

When ready, click Create Batch.

Create Time & Labor Batch Previous Back to Batches Create Batch

Configuration: BiWeekly  Check Date: 3/29/2024  Date Range: 3/24/2024 - 4/6/2024

@ Review & Close Pay Period @ Batch Setup () Create Batch
In Progress

Complete Complete

Validation Results

5 Export Validation Resu\ts/

Error Type Severity Count

' Employee: id has no CUTent rate setup. =2 5

1-10f1items

Click the Create Batch Screen link or wait approximately 5 seconds and you’ll automatically be taken to the Enter
Payroll screen.

Create Time & Labor Batch

Configuration: Payroll Data Transfer - 192590 - SMA  Date Range: 10/7/2023 - 10/20/2023

Review & Close Pay Period o Batch Setup -9 Create Batch
Complete Complete Complete

The Batch now has timecard data from Time and Labor.
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8. Enter manual adjustments.

Now that the batch contains hourly and salary checks, you can begin entering manual adjustments.

Click your batch name to

Adjustments may include:
e Additional one-time earnings for one or more employees
e Additional one-time deductions for one or more employees
e Manually adding a non-active employee to the batch
e Manually adjusting a Salary employee’s pay data

Once you are finished making adjustments, click Back to Enter Payroll on the bottom right.

Diocese of Springfield DEMO [CL7866] €3 paylocity

= HR & Payroll Employees HR Payroll User Access Implementation Reports & Analytics Document Library Approvals Tax & Finance Configuration

< Back to Enter Payroll
5.16.2025 -

Enter and edit payment inputs for any employee within this batch. Grid View Detail View Prorated/Retro Pay (0)

| @ First Name, Last Name, Employee ID | | selectLocation v || selectDepartment v || select Unassigned v |

sortby | Name v K <°z 3 > ) 1-500f117items
EREG £oT EVAC EHOL ESICK
EMPLOYEE ACTIONS AUTO PAY HRS s HRS s HRS s HRS s HRS s
:g;’_:;_g’;;“m |:| 40.00 (H) | 0.0000 | | 0.00 | | 0.0000 | | 0.00 | | 0.0000 | | 0.00/ | 0.0000 | | 0.00/ |
23'3?;”;%; el $1,800.00(5) | 0.0000 | | 0.00 | | 0.0000 | \ 0.00 \ I 0.0000 | | 0.00 \ I 0.0000 | \ 0.00 \ I
Qélg‘j'%f;‘gsg“pam [69] [ ] 40.00qH) ( 0.0000 | | 0.00 | | 0.0000 | | 0.00 | | 0.0000 | | 000 | 0.0000 | | 0.00 | |
2;.;};;:1";;; 1351 $1,47966(5) | 0.0000 | 0.00 | \ o.anao:\ ( 0.00 | \ n.anan:\ ( 000/ | n.oaan:\ ( 0.00 | \
:;;"jgf:;;;:"J[m] $850.00(5) | 0.0000 | | 0.00 | | 0.0000 | | 0.00 | | 0.0000 | | 0.00 | | 0.0000 | | 0.00 | |

9. Review Payroll

Click Continue to Review at the bottom right of the screen

giﬂggozf’ Enter Review Summary Submit CSM &Close )

Time Card Summary c

Approval Warnings
36

Manage Batches Total Hours

88.0167h
EMPLOYEES CHECKS

53 53 Active Employees
90

View Details

O E;"" Neme Checks  Type BeginDate  End Date Status Actions
Note Add Note
[ 5162025 53 Regular 0472712025 05/10/2025 (‘open)

Company Set Payroll -

Once you're done adding batches, click "Continue" to review and audit payroll details —
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10. Click Scan For Issues

HR & Payroll Employees HR Payroll User Access Implementation Reports & Analytics Document Library Approvals Tax & Finance

Configuration

06/13/2025 —
Bi_vcee,iy @ Enter = Review Summary Submit

Al

This payroll has not yet been scanned.

Scan For Issues

< Back to Enter Payroll Continue To Summary

If there are any major issues that would prevent you from submitting payroll, you will see those listed
under Actions Required header.

Warning Items for you to be aware of will be under For Review; these still need to review and released

= HR & Payroll Employees HR Payroll User Access Implementation Reports & Analytics Document Library Approvals Tax & Finance Configuration

gﬂlggozs @ Enter A\ Review Summary Submit
Last checked 3 minutes ago @
No issues to resolve.
For Review

Warnings are recommended to review, but do not block submit.
& Terminated Employee Paid 1check >

l ©® Payroll Reminders 1employee >

& Review warnings then continue to summary. < Back to Enter Payroll Continue To Summary
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Click on the warning to review. If you are comfortable with the warning and would like to move
forward, click the check box next to the identified employee and click Mark a Reviewed or Mark All as

Reviewed
= HR & Payroll Employees  HR  Payroll  UserAccess  Implementation  Reports&Analytics ~ DocumentLibrary ~ Approvals  Tax&Finance  Configuration
05/16/2025 2 .
Bi_\,c“iy @ Enter £\ Review Summary Submit CSM &CInse)
Terminated employee check created by Auta Pay, or line item hours or amount greater than zero
Steps to Resolve
Last checked 20 minutes ago @ 11the terminated employee should receivea check, release this audt. If at, delete the check inthe payrol
More information
PCTY-94413
Q search by name
Nolssues toresolve. (Ma k as Reviewed ) ( Mark Allas Revlewed) Selected: 1
Employee T Hold Message Action
For Review
Carson, Jane [63]
Warnings are recommended to review, but do not block submit Manager Line Item Entry \ & View Check
o Terminated Employee Paid 1check » Selected: 1 1=1of 1items

4 Review warnings then continue to summary. < Back to Enter Payroll Continue To Summary

Common holds include:

e Terminated employees with check (current EE status is Terminated)

e Pay Frequency hours exceeded.

e Negative Time Off Taken (the time off-related hours on the check will result in the employee going
negative)

e Pending Employee Changes (You should STOP processing and contact The Pastoral Center. This
could affect tax withholding and should be reviewed before approving and submitting)

11. Click Continue to Summary
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12. Click Reports button on right side of the screen.

Diocese of Springfield DEMO [CL7866] (} Pﬂ)'|°C“Y Quick Nav Company Id

= HR & Payroll Employees HR Payroll User Access Implementation Reports & Analytics Document Library Approvals Tax & Finance Configuration

85"{16‘:'[2025 @ Enter £\ Review Summary Submit e
i-Weekly

Batch Approvals A
\pprove -
© 10f1 batches approved pprove

Summary
Review totals and compare against previous payrolls. 5.1 v (.—_‘ Compare v (H Reports v) @
LaSTeatTutETr— 72028 44 AM
Reports
Cash Requirements Checks
Select Report
$89 850.53 53 tmployees 5§38 Checks 7 Direct depasit .
4 o Pre-process Payroll Register
") Time-off Requests Report
Selected Batch
Totals
[5.152025] ~ ]
Gross Hours All Batches
$82,483.91 1188.017h
G & > 1020 L

Ensure Pre-processed Register is selected and open Selected Batch drop-down menu to choose your batch
name.

13. Click Run Report

<T_’ Compare VD (E Reports V> @

Last calculater’ "4/2025, 11:44 AM

Reports

Select Report

t deposit .
o Pre-process Payroll Register

() Time-off Requests Report

Selected Batch

" 5.16.2025 v |
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IMPORTANT: A pop-up window will appear. If you do not see that, your browser likely blocked it. Refer
to your browser’s pop-up blocker area to choose Always Allow Pop Ups. (In chrome this is at the top,
near the address bar, but it only pops for a few seconds, them turns into a red dot, if you don’t see it
or any pop ups click run report again and watch the top of the screen)

Preprocess Register Check Date: 04/19/2013 Pagelof19
The Gamer Group (CLNT04) Pay Period: 04/07/2013 through 04/13/2013
Adams, Marie E Code Eamning Hours Rate Amount Code Tax Status Taxable Amount Code Deduction Amount Type Regular
Empld 3 REG  REG 4000 2500 200000 FITW  Federal Income M1 1606350 18862 401K 401K 16200 TaxFreq (W) Weskly
Salary 100000 401ER 401K MATCH 10125 MED  Medicare 1,768.50 2564 HSA  HSA 10000 ChkDate  4/19/2013
B 30 cAR  CAR 2500 SS OASDI 1.768.50 109.65 INSDN INSDN 3150 Net 120424
Freq  (W)Weekly sRpEN  ERDEN 2000 IL Tllineis SITW M1 160650 7835 INSHD INSHD 12500 DirDep 120424
ERHDP ERHDP 250.00 Cak 0.00
Totals 30,00 103500 Totals 30226 Totals 11830
Adams, MarieE Code Eaming Hours Rate Amount Code Tax Starus Taxable Amount Code Deduction Amount Type Regular
Expld 3 REG  REG 000 2500 1.000.00 FITW  Federal Income M1 63650 5062 01K 401K 200 TaxFreq (W) Weekly
Salary 100000 40)ER 401K MATCH 5125 MED  Medicare 768.50 1114 HSA  HSA 10000 ChkDate 4192013
B 30 cpR  CAR 2500 SS OASDI 768.50 47.65 INSDN  INSDN 3150 Net 54474
Freq  (W)Weskly sRDEN  ERDEN 2000 IL Tilinoi SITW M1 68650 3235 INSHD INSHD 12500 DirDep 54474
ERHDP _ERHDP 250.00 ik 0.00
Totals 10.00 T025.00 Totals T4176 Totals 33850
Alba, Emily I Code Eamning Hours Rate Amount Code Tax Status Taxable Amount Code Deduction Amount Type Regular
Empld 16 REG  REG 4000 180000 FITW  Federal Income S2 15900 27263 401K 401K 9000 TaxFreq (W) Weskly
Salary 180000 401ER 401K MATCH 9000 MED  Medicwre 1,686.00 2445 INSDN  INSDN 2400 ChkDare 41972013
ne 000 ERDEN ERDEN 2000 SS OASDI 1,686.00 10453 INSHM INSHM 90.00 Net 111459
Freq  (WWekly ppevo  EREMO 18000 I Illinois SITW S0 15900 79.80 ‘;;D'P 1-“;-33
Totals 10.00 1.800.00 Total: LT Totals 204.00
Allerdyce, Code Eamning Hours Rate Amount Code Tax Status Taxable Amount Code Deduction Amount Type Regular
Sheppard REG  REG 000 1200 380.00 FITW  Federal Income MO 34250 1829 GARN4 GARN4 T727 TaxFreq (W) Weskly
Empld % FRHDP ERHDP 12500 MED  Medicare 34250 497 HSA  HSA 75.00 ChkDare 4192013
Sy 1:.;? ss 0ASDI 34250 2124 INSHD INSHD 6250 Nt 22073
= gl FL Florida SITTW 34250 DirDep 0.00
e W) Wkl chk 2073
Totals 10.00 330.00 Totals 50 Totals 21477
April, Robert Code Eaming Hours Rate Amount Code Tax Status Taxable Amount Code Deduction Amount Type Regular
Empld 35 REG  REG 8000 3557 284550 FITW  Federal Income MO 236050 363 WK 01K 5000 TaxFreq (W) Weskly
Salary 14275 40lER 401K MATCH 5000 MED  Medicare 2,610.50 3785 HSA  HSA 11000 ChkDate 4192013
S 3557 FRHDP ERHDP 25000 SS OASDI 2,610.50 16185 INSHD INSHD 12500 Net 191717
Bowy: (W) Weskly ™ Tennessee SITW 2,560.50 DirDep 0.00
chk 191717
Totals 30.00 184550 Totals 64333 Totals 28500
Paylocity Corporation Run Date: 4172013 UserId: 16
(847) 956-4850 Fax (847) 956-1926
Run Time: 526 PM Preprocess Register v1.00

IMPORTANT: Review this document THOROUGHLY. This is what the employees’ checks will look like
based on what’s in the batch.

PRO TIP: You can run additional Pre-process Reports by navigating to Reports & Analytics > Report and
typing in the word “Pre” in the search bar.

If you find an issue, you can go back to Enter Payroll to make changes. Remember to re-run the Pre-process

Payroll Register to check again.
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14. If everything is correct, click Approve in the top right corner of your screen

= HR & Payroll Employees HR Payroll User Access Implementation Reports & Analytics Document Library Approvals Tax & Finance Configuration

05/16/2025 @ Enter A\ Review slSummary - Submit
Bi-Weekly

Batch Approvals

@ 0 of 1 batches approved

Summary
Review totals and compare against previous payrolls. 5.16.2025 v (T_’ Compare V) (E Reports V) @
Last calculated 5/14/2025, 11:44 AM
Cash Requirements Checks
$89'850_53 53 tmployees |~ 53 Checks 7 Direct deposit 46 Paper Checks
Totals
Gross Hours

$82,483.91 1,188.017h

© All batches must be approved before you submit payroll. < Back to Review

A pop-up box will appear for you to click the check box next to your batch name and click Approve Selected.

Approve Batches

Select batches to approve.

Q_ search by name

Batch Name Type Approved By Status

5.16.2025 Regular -

Approve Selected
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15. Continue to Submit

05/16/2025
Bi-Weekly

@ Enter [\ Review

J/Summary - Submit
Batch Approvals n o
prove
10of 1 batches approved PF

Summary

Review totals and compare against previous payrolls. 5.16.2025 v (.__' Compare V> CE Reports VD @

Last calculated 5/14/2025, 11:44 AM

Cash Requirements

Checks
$89.850,53 53 employees = §3 Checks 7 Direct deposit 46 Paper Checks
Totals
Gross Hours

$82,483.91 1,188.017h

@ Net ® Deductions @ Taxes
$61,825.06 $2,565.06 $18,093.79
Total Amou
Hanire

1188 M7h >

< Back to Review Continue to Submit

16. Submit Payroll

You will land on the final page, Submit. Below you will see the following graphic:



(/”) paylocity

Forward Together.

@ Enter @ Review & Summary = Submit

Are you ready to submit payroll for 05/16/2025?

© Al prior check dates processed
© Insights passed
@ 1/1batches approved

© 53checks /53 employees

< Back to Summary Submit Payroll

Only Proceed if you see all four items have green checkmarks:
1. All prior check dates processed
2. Insights passed
3. #/# batches approved
4. # Checks/# Employees



17. Click Submit Payroll

Diocese of Springfield DEMO [CL7866]

= HR & Payroll Employees HR Payroll User Access
05/16/2025 @ Enter
Bi-Weekly

e} paylocity
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{) paylocity Quick Nav ¢

Implementation Reports & Analytics Document Library Approvals Tax & Finance Configuration

= Submit

Save & Close

ﬁ';‘

A

Submitted payroll can be viewed in Pay Entry History

g Payroll Submi y!

You have now successfully submitted/processed your Payroll. All Post Process Reports will generate for you

automatically and be ready for you to pick up in approximately 30 minutes within the menu Reports &

Analytics > Payroll Process.

= HR & Payroll Employzes HR Payroll User Access

Payroll Process

Reports Pickup

Implementation

Reports & Analytics Document Library Approvals Tax & Finance Configuration

Reporting
Year End Dashboard Records: 9
Quarter & Year End

Payroll Process
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If you stop and need to resume

After logging in, on the top menu, go to Payroll > Run Payroll.

Employees HR Payroll User Access

Run Payroll
Payrol d

Check Calculator

Under Active Payrolls, you'll see the check date. Click Resume.

Payroll

P4 N«
"~ Welcome to your new Payroll Experience, Emily Alba
Below you can review and complete your active Payrolls, review upcoming Payrolls, and take additional Actions.
g
Ne
&
Active Payrolls .
03/15/2024 PAY PERIOD FREQUENCY Pa
BW 02/18/2024 - 03/02/2024 Bi-Weekly IN PROGRESS = @ Vo
h

/ »

Then click on the name of the batch you would like to continue working on.

You can start at the same place you stopped at.

e If you are unsure where you stopped, we would recommend starting at step 8.
e |f you wish to completely start over from the beginning, after pressing resume, delete the batches
on the manage batch screen by choosing the ellipses in the actions menu, then delete batch.
o This means go back to step 6 and start from there.

Payroll

03/29/2024 Bi-Weekly Enter Payroll Review Submit

@ Effective dated employee changes have been applied to this check date. ‘ View Report )

Manage BatCheS Merge Batches Create a Batch
EMPLOYEES CHECKS
83 83
Batch Name 1 Checks Type Begin Date End Date Status Actions
3/29/2024 23 Regular 03/10/2024 03/23/2024 E

+/ Approve Batch

I U Delete Batch n I

£* Edit Batch Set@
]




