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Leave Payday To The Pros www, BirchwoodPayroll.com

Employer Online Payroll Processing Instructions

12-17-2019

Note: thisprocedure outlinesthe processfor Employersto follow for entering payroll and
retrieving reportsand printing checks. Employees can use our self-service portal at
http://ee.bir chwoodpayroll.com and can register themselveswith a printed check stub.

1)Go to our Employer Payroll Login at

http://er .bir chwoodpayroll.com/

2)Enter your username. Theinitial password is
‘ChangeM e#123'. After logging in, please change
this. Please also set up Multi-Factor

Authentication, if desired.

3) Click on Dashboard in the upper left. If you do
not enter your own payroll, skip to Step 15.
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4)Click on the Next Payroll Check Date under
‘Payroll Today’
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5) Confirm the Check Date and enter any Payrall
Check comments on the bottom of this screen to
appear on all the checks. Click on ‘Hide' tothe

right of Payroll Settings when done.
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Payroll 12/06/2019 -1
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Payroll Settings 4=Hide
E Check Caliculator  Check Date* Run #*
B payrols 12/06/2019 1
Q  check Finder Payroll Type Actual Call In Date .
—— Regular v
Blocks L] Time Off Accrual Y
[ Agency Payments [ Accruals Only pectEls
L] Checks '
[ Reports
ACH '
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Payroll Check Comment

Wishing you a very happy holidayll|
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6) Confirm the Pay Period Start and End Dates

Click on the box labeled CREATE CHECK Son the

right side, or on some screens at the very bottom .

B'l'rchy{_uod Payroll..

H X =

Payroll 12/06/2019 - 1

sbumeg |loifed 3

% Check Batch -4 - Settings
Creation Options
Start Date™
11/16/2019
Frequency
Bi-Weekly
Employee Types
Al
Empioyee Filter
—Select Template—
Template
—Select Template—
Checks per EE
1
[ Create 945 Checks
Calculate Scheduled EDs
Include

Standard Hours

Salary Pay
Payroll Defaults
[ Time Off Requests

®

End Date®

11/29/2019

Check Types

Regular

Time Clock Import Options

Time Clock Source File
Choose file

File Format
Comma Delimited

Date Field Format
2 Digit Year (mm/dd/yy)

Employee Synchronization
Custom #

Organizational Synchronization
Full DBDT

Job Codes

Apply Org Level

Em—&—

Baiches Cheds

CREATE CHECKS
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7)When it’sdone creating check, it will say ‘checks
successfully created’. Click OK.
First Time users. Thefirst time you go into this
screen you want to tailor it. Click on the 3 Bars on
the lower right of the screen, and screen pops up
showing you the available field. It's recommended
that Regular Hour, OT Hours, and Salary Amounts

be displayed.
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8)Enter in the appropriate hoursfor hourly
employees and salary amounts for those on salary.
9)

Payroll 10/25/2019 -1 Batch 1 : 10/12/2019 - 10/18/2019 Regular | -99999940 | 1 of 1 E i % e E —
Baiches Chedss Totsls

I | EXFOAT TO EXCEL | ‘ ADD GHECK | | DELETE CHECK Group By: Company Number 4
T Type EE Code Name Seq Total Hrs Gross Pay E01 Hrs Salary E01 Amt Salary E02 Hrs Regular E02 Amt Regular §
A a
R 2 E Boston, Terrier 1 0.00 $0.00 {d
€
Batch 1 R i Catacombs, Meow C. 1 0.00 $0.00 S
Weekly =
T
<

i I EEEEEE
bt 3 . Bost Terri 10f1 Check Serial #Check TypeSequence RECALCULATE PREVIEW Ri

CREATE NEW CHECK - Boston rrier =10
A < ' > oo noer 1wr x| a0 |
CHECK LINES
app || DELETE EXFORT TO EXCEL
g = | == | |
Weekly
E/D Code * & T Description « T Hrs/Pcs T PayRate T Amount T Rate# T
»E02 Regular 23.00 $10.00 $230.00

PREVIOUS NEXT

10) When Complete, click on TOTAL S on theright,
followed by CALCULATE on theleft sde and the
system will Pre-Process your checks. When Pre-

processing iscomplete,, theresults are displayed,
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and you click on thelittletriangle to theleft of the
E/D Codesto seethe breakdown of the

.
calculation.
Payroll.  Joshuadion ¥
© oa
= @
B co
tch 1 - 11/16/20 ﬂ—'@—’ﬁ—%ﬁ
Batenes Crese
A Er
Calculation Results «
B cn s Pay: s X
o
=
S
Pa =
E z
S
@
Q cn Amount Descripon ~ Amount ~ Count o
s $ §
~ ,E2  Regular $840.00 e Wag
nnnnnnnn $ ss Wage:
+ EO3 Overtime 10.00 $315.00 » Medicare Tax $141.45 3
E/D Detail For: EO3 - Overtime w
» Medicare Gross Wages $9,755.00 3
mmmmmmmmmmmmmmmmmmmmmmmmm
$31
| Taxable Wages $9,755.00
| Gross Wages $9,755.00
(NH) le Wag
(NH) Gross Wage:
[ Totals by Check Type [ User Entries Separately O User Entries Separately

11) Toreview the checks or make any corrections,
click on CHECK S again. At thispoint you can
switch from ‘Summary’ to ‘Detail’ and select

‘Review’ and go through each employee’'s check.

12)If you want to make any changes, go ahead and

make the change and go back and repeat Step 10.
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13)When you are satisfied the payroll isgood, click
on ‘FINISH’ on theright side, and click on
‘PROCESS PAYROLL’ on the bottom right side.
|f you would like further review of your payroll by
our staff, then press‘SUBMIT PAYROLL’ onthe
bottom left side, and we will review and process

payroll later.

Blfchwood Payroll. Joshuadion ~
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PROCESS PAYROLL

Once the payroll has been submitted, you will be

unable to make any changes.
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PROCESSED PAYROLLS

14)Once the payroll has been processed, an email
will be sent instructing you to login. If you
processed the payroll your self by pressing
‘Process Payroll’ earlier, you can ssmply refresn
your browser on the Dashboard, and you should

be ableto seethat the payroll has been processed.
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Dashboard
i company

Employees

Check Calculator

O @ H

i)

Yavirnl FaTa =1V
Favroll loday
)

1A

Regular Payroll 12/06/2019 - 1

Regular Payroll 12/20/2019

Not Due

®

No

)

Diihlichad PRannrdce
FUDISTIed ReDOINS

5]

Payroll Summary Instructions (B328)

Payroll Register (S109)
General Ledger (5183)

Delivery Label (S184)

Check Reconciliation (S214)

Tax Report For Payroll {(S247)

Employee Profiles (5263)

15)From the Dashboard, click on Reportson the
left, and then ‘Published Reports'. If you are

printing your own checks, check off thereport on

the left that says‘Check Letter...” and press

Preview Report
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B'lf'thwuuq Payroll.

@ Dashuoard

Reports

DEFINED REPORTS

prTTp— O Check Date v
L E % 12/06/2019
(] 12/06/2019
B c alcula 12/06/2019
@ . a 12/06/2019
B Pay ] 12/06/2019
Q o . (] 12/06/2019
i} 12/06/2019

E Reports AR 1

16)The Checkswill display on screen. Pressthe

EXPORT TO EXCEL

Y Run#

of1

1
1
1
1
1
1
1

¥

Check Period
11/16/2019 - 11/20/2019
11/16/2019 - 11/29/2019
11/16/2019 - 11/20/2019
11/16/2019 - 11/29/2019
11/16/2019 - 11/29/2019
11/16/2019 - 11/20/2019

11/16/2019 - 11/29/2019

Report # +
B328
5109
81750
$184
5214
5247
5263

Y

Report Name
Payroll Summary Instructions
Payroll Register
Check Letter Botfom Stub (New) (S1750)
Delivery Label
Check Reconciliation
Tax Report For Payroll

Employee Profiles

¥

Tvpe
Report
Report

PRCheck
Report
Report
Report
Report

1-7of 7 items

¥

PREVIEW REPORT =p

DISK (it lookslike an old fashioned Floppy Disk)
button on theright, and thiswill either Open or
Save the checks as a PDF that can then be printed
out with Adobe Reader, using the Check Stock
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that we provided to you. Employeeswill be ableto
register themselves with our self-serve employee

portal oncethey’vereceved a check stub.

(]

-

L. Employees '*’ :: :: g
=

17)Thefirst report under Published Reportsare
your Payroll Summary Instructions, which will
giveyou the bottom lineresults. To print reports,
go to the Published Reports screen and select on
theleft those reportsyou want to print, and they
will be combined to one PDF when you pressthe
DISK (that old fashioned Floppy Disk again)

button.
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m O @ B M

Reports
Dashboard
Company PREVIEW REPORT
O CheckDatev Y Run# T Check Period Report# « Report Name T Type
Employees 12/06/2019 1 11/16/2019 - 11/29/2019 B328 Payroll Summary Instructions Report
12/06/2019 1 11/16/2019 - 11/28/2019 $109 Payroll Register Report
Check Calculator
[m] 12/06/2019 1 11/16/2019 - 111292019 §1750 Check Letter Bottom Stub (New) (S1750) PRCheck
= | O 12/06/2019 1 11/16/2019 - 11/20/2019 5184 Delivery Label Report
ayrolls
12/06/2019 1 11/16/2019 - 111292019 S214 Check Reconciliation Report
GReck Finder 12/06/2019 1 11/16/2019 - 11/20/2019 8247 Tax Report For Payroll Report
M 12/06/2019 1 11/16/2019 - 11/29/2019 5263 Employee Profiles Report
Reports " Page 1 of 1 » 1-7of 7 items



