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Click on Initiate Payroll

< Payroll Prep

Payroll Prep: Saint Andrew Semi Monthly Regular O07/31/2020

[0 Go To Time Prep

Go To Time Prep™07/11/2020 - 07/25/2020 { Saint Andrew Sel

Employee Related Functions

Hire New Employee(s)
Edit Employees

Initiat roll

Pay Statements: 0.
Employees: 0.

5 check mark

6 choose regular

Initiate Payroll

Do You Want To Initiate Payroll?

OPTIONS
Create  Type PST Type
All On Assigned Pay Period Reqular -
O A Active ~
[l Anw/PSTs This Quarter -

EXTRA FILTERS

No Filters Defined

ADD FILTER

Block Base Comp. ~

7 click on create

Pay Stub Note now

Process Calculate All ~
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Add/Edit Batches 8
Click on Add/Edit Pay
Statements

Batches: 1

Add/Edit Pay Statemen

Recalculate Pay Statements
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Report Total

You will see the deductions that each employee has and the salary if he is a salaried
employee; For salaried employees, you only need to enter vacation or sick days, if
applicable.

For hourly employees, do the following:

Payroll: Saifsiggdrew Semi Monthly Regular 07/31/2020  Employee: & Marlene Perez Estrada (Saint Andrew) (1769)

Hide Check Information

Type  Regular Bast Centers  Saint Andrew Parish/Administration

Category  Regular
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Enter Regular, Enter Hours Click the back arrow to

Vacation, Sick or (the hourly rate is continue with all
Personal alreadv in the svstem) employees. Then go to

the next step.
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Click on Payroll
Register (Bv PST)

View Payroll

Employees Not Paid

Payroll Reqgister (By PST), (By Account), (By CC), (Summary), (By PST Summary)
LaborDistribution (Regular) (Summary)

General Ledger (Summary)

Retirement Plan Report

Vendor Payments (Accrued) & (Paid)

Payroll Recap Funding

Payroll Recap &amp; Funding (Pre Process) (Beta)
DirectDepositAccountDuplications

Master Data Change Report

System-Generated Retro Report

Child Support Calculation Details Report
Garnishment Calculation Details Report

View Pay Statement Manual Edits

& Payroll Register (By PST) PAVAOLLQUCKLINKS | VIEWBYPSTSUMMARY | VIEWBYACCOUNT [EB

Yayrll: Seint Andre Semi Monehy Reqular 0713172020
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Click Export to review and print

your report if you want.

Pre Process Payroll (Close Payroll) Question

Would you like to close payroll and lock pay statements?

Pay Statements Closed: 0 of 5.

C I
6 pay statements created. n

(Clear Messages)

16

After reviewed, click Close
Payroll and click OK




Was NOT Submitted

Finalize & Deliver Payroll
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Click on was not Submitted Question
and Click OK

Would you like to close payroll and lock pay statements?

(==
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Click Finalize & Deliver
Payroll and Click OK




