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

 
 

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 hours to payroll. Click on Time Off Requests and it will list all pending requests. 
 
Tip: Sort the list by clicking on the Request Start header.



 

 

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

 

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. 
 



 

 

 

5. Start Payroll and Create Batch in HR & Payroll 

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

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

 

 

 

6. Select Create Batch. 

 

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. 

 

 

 

 

 

 



 

 

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. 

 

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.  

 

 

 

 



 

 

 

• 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. 
 
 
 
 
 
 

 

 

  

The Create Time & Labor Batch screen will slide out from the right. 

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. 

 

 



 

 

 

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

 

 

  

 

 

 

 

 

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. 

 

 

 

 

 

 

 

 

 

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

The Batch now has timecard data from Time and Labor. 



 

 

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:  
• Additional one-time earnings for one or more employees 

• Additional one-time deductions for one or more employees 

• Manually adding a non-active employee to the batch 

• Manually adjusting a Salary employee’s pay data 
 
 
Once you are finished making adjustments, click Back to Enter Payroll on the bottom right. 

 
9. Review Payroll  

Click Continue to Review at the bottom right of the screen 

 

 

 
 
 
 
 
 
 



 

 

10. Click Scan For Issues 

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 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

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 

 
 
 

 

 

 

 

 

 

 

 

Common holds include: 

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

• Pay Frequency hours exceeded. 

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

• 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 

 

 
 

 

 

 

 
 
 

 
 

 

 
 

 
 

 



 

 

12. Click Reports button on right side of the screen. 

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

name. 

13. Click Run Report 

 

 



 

 

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) 
 
 

 
 

 
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.  

 

 

 

 



 

 

 

14. If everything is correct, click Approve in the top right corner of your screen 

 

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

 



 

 

 

 

 

15. Continue to Submit 

 

16. Submit Payroll 

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



 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

 

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. 

 

 

 

 

 

 

 

 

 



 

 

If you stop and need to resume 

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

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

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.   

• If you are unsure where you stopped, we would recommend starting at step 8.  

• If 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.  
 

 

 


