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ESC’s Technology Platform, powered by PrismHR
client quick-start guide for processing payroll

1. Loginto PrismHR
2. Login: Login credentials will be provided by ESC’s IT Team

To Process Payroll

3. Click on “my payrolls”, then click “process payroll”

MY COMPANY MY EMPLOYEES [ QO = &
Company / Dashboard / Home @
My Favorites My Support Team
Payrall Summary Payroll Human Resources
Sue Grimm Eric Galdys
Process sgrimm@myssc.com egaldys@m
Client Allocation Report
Payroll Register Report Benefits Sales
Hire Julia Stephens
jstephens@myesc.com rmbrovin@myss
Recent Payrolls My Employees
Payroll Description Pay Date Employee Name Ext Work Mobile Work Email
201836 07-20-18 WEEKLY 07/20/2018 Allen, Barry 359 716-691-4455 716-651-6659 mcichon@myesc.com
201834 07-13-18 WEEKLY 07/13/2018 Curry, Arthur 224 716-555-2323 716-555-4787 strangswimmer@noemail.com
201833 07-05-18 WEEKLY 07/06/2018 Gordan, Barbara 886 716-691-4455 716-685-5010 darkwingz@secret.com
201833 201832 - 06-28-18 WEEKLY 06/29/2018 Kelly, Kristen kkelly @myesc.com
201831 06-22-18 WEEKLY 06/22/2018 Kyle,_Selena 224 716-252-4857 716-123-1234 phoneemail @noemail.com
201830 201830 - 06-15-18 WEEKLY 06/15/2018 LeBesu, Remy 354 716-555-2233 888-555-2141 cardshark@nomail.com
201826 06-08-18 WEEKLY 06/08/2018 Murdock, Matthew 554 716-454-5454 716-524-5145 fakeemail@noemail.com
201825 06-01-18 WEEKLY 06/01/2018 Onhrp, Test vhorrocks@prismhr.com
201824 201824 - 05-25-18 WEEKLY 05/25/2018 Osterman, Johnathan 7
201823 201823 - 05-18-18 WEEKLY 05/18/2018 Ouiner, Business 754 716-888-4547 769-474-5474 owner@noemail.com
201822 05-11-18 WEEKLY 05/11/2018 Reynolds, Ryan 716/691-4455 jparisi@myesc.com
201821 05-04-18 WEEKLY 05/04/2018 Rogers, Steven 399 716-555-2211 716-555-5955 thepatriot@nomail.com
Scott, Michael 441 769-547-4444 745-856-3214 dundermiffiin@nsemail.com
Summers, Scott 445 716-843-5458 789-457-4141 blank@noemail.com
Swift, Taylor kkelly@myesc.com
View All =>

4. The current pay period will auto-populate. Click on the clock icon to access the
timesheet
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5. Salaried employee hours will be auto-populated. Hourly employee hours will be keyed
into the appropriate columns

y MY COMPANY MY EMPLOYEES MY PAYROLLS [3 Y 2

Payroll / Action / Time Sheet Entry Company: (999399) Demo PEO Client 0
Payroll d‘ Weekly Payroll Start: 07/15/2018  End: 07/21/2018  Pay Date: 07/27/2018 @ [ © L) |- Q
Employes Name Payrate Sslary TS\ REGULAR OVERTIME VACREG.  HOLIDAY sonUs o = - o sl GrossPay  O/E ofp LR PTO B &
100012 Allen, Barry 21.00 37.50 100.00 8.00 45.50 100.00 1,055.50 2
G001 Curry, Arthur 2500 © o 32.00 .00 40.00 1,000.00 ° 2
NODD14  Gordon, Barbara 2403 o ° 40.00 40.00 951.54 1
200024 Kelly, Kristen o 16.00 40.00 5.00 45.00 735.50 2
POD0IS  Kyle, Selena 25.00 o 32.00 .00 40.00 1,000.00 2
V00020 Lebeau, Remy 3605 o 40.00 40.00 1,442.31 =
TO0018  Murdock, Matthew Michael  25.00 o 40.00 40.00 1,000.00 2
X00022  Osterman, Johnathan 21.00 o 37.00 37.00 777.00 2
KO011  Owner, Business 4871 o ° 37.50 37.50 1,826.82 1
AD0025  Reynolds, Ryan 1 5333 © o 0.00 2
W00021  Rogers, Steven 75.00 © ° 32.00 .00 40.00 3,000.00 o o 2
500017  Scott, Michzel 3750 o o 40.00 20.00 1,500.00 1
M00013  Summers, Scott 18.00 o 40.00 40.00 720.00 2
Totals for displayed employess (To do only) 448.00 5.00 2a.00 0.00 100.00 8.00 0.00 0.00  485.00 00 100.00 15,018.77
‘ gl ’ Payroll Statistics
20 e
B To Do«
o ‘ BB Finalized
[Rewn | Finaize | Finatae page - - - o
o

Employees

6. When all hours are entered, click “finalize page” to finish payroll entry for all employees.
To finalize payroll for an individual employee only, click the check box next to that
employee and then click “finalize”.

7. If, after finalizing the payroll, an entry error is detected, simply click “unfinalize”, make
the corrections, and click “finalize page” again.

BR8] vvCOMPANY MYEMPLOYEES MYPAYROLS 2 q '

Payroll / Action | Time Sheet Entry Company: (999983) Demo PEO Client en=
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8. After payroll entry is complete, click on the calculator icon to actually calculate the
payroll

ES (s 2 % Q] =@
Payroll / Action / Process Payroll Compj#fy: (999989) Demo PEO Client )

Payrol v K4 b bl

MY COMPANY MY EMPLOYEES

il b

Payroll Number

Sort by:

Description
Department Division Location Shift © Employee
Pay Date
Emp ID Name Status/Type Pay Group
Payroll Type Allen, Barry AP WEEKLY
Payroll Status Remote time sheet entry in progress Curry, Arthur AP WEEKLY
Gordon, Barbara aF WEEKLY
Pay Group Period End i "
WEEKLY Weekly payroll 07/21/18 Kelly, Kristen AE WEEKLY
Kyle, Selena AF WEEKLY
Lebeau, Remy AF WEEKLY
Murdack, Matthew Michael WF WEEKLY
Osterman, Johnathan afF WEEKLY
Owner, Business AF WEEKLY
Reynolds, Ryan ) NE WEEKLY
. ~ Rogers, Steven AF WEEKLY
Processing Steps L Scott, Michael A WEEKLY
Summers, Scott WE WEEKLY

Error Messages
VWarning: Employes 999999.A00025 had total time sheet hours of 0,00 but shows they should have standard heurs of 37,50, Processing continued
Warning: Employee 553539.P00015 had total time sheet hours of 40.00 but shows they should have standard hours of 37.50. Processing continued

Warning: Employes 999999.X00022 had total time sheet hours of 37,00 but shows they should have standard hours of 40,00, Processing continued

9. Once the payroll is calculated, the payroll register can be viewed by clicking the “view”
dropdown on the righthand side of the “My Payrolls” screen and selecting “Payroll
Register Report.

ESC MY COMPANY MY EMPL( MY PAYROLLS 2 w | Q] = ¢

4

i) yo

Payroll / Action / Process Payroll Company: (298999) Demo PEO Client )
View 4 4 0
Payroll Number 201842 L] K4 b bl
Sort by: ~ Select —
Description 08-10-18 WEEKLY
Department ation shife © employee
Pay Date 08/10/2018 Employees in Payro
Status/Type Pay Group
Payrall Type Regulari ed o AF WeEKLY
Payroll Status Remote time sheet entry in progress Payroll Summary AF WEEKLY
Pay Group Period Start  Period End Invoice e weskLY
WEEKLY Weekdy payroll 07/29/18 08/04/18 < AF WEEKLY
AF WEEKLY
payroll vouchers AF WEEKLY
AF WESKLY
> AF WEEKLY
KooD11 AE WEEKLY
woo0z1 Check Journal Report AF WEEKLY
§ 00017 AE WEEKLY
Processing Steps [o] .
1400013 Payroll Register Report A WEEKLY
~ Code s Eport
Client Allocation Report

10. If an error is detected while viewing the payroll register report, repeat steps 4 — 8.

11. All payrolls need to be finalized and calculated by your current payroll deadline for ESC
to begin processing.
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To Access Invoices and Other Standard Payroll Reports

12. After your payroll has processed, it will be added to the list of recent payrolls on your
home screen.

/ ¥ / A / ) -
MY COMPANY MY EMPLOYEES MY PAYROLLS = a7 2
Company / Dashboard / Home Company: (999998) Demo PEO Client @ o E

My Favorites My Support Team

Payrall Summary payroll Human Resources

Time Sheet Entry Sue Grimm Eric Galdys

Process Payroll sgrimm@myssc.com egaldys@myesc.com

Client Allocation Report

Payroll Register Report Bencfits Sales

New Hire Julia Stephens Rachasl Brovn

jstephens@myesc.com rmbrown@myesc.com

Recent Payrolls

My Employees

Payroll Description Pay Date Employee Name Ext Work Mobile Work Email
201836 07-20-18 WEEKLY 07/20/2018 Allen, Barry 889 716-651-4455 716-681-6699 mcichon@myesc.com
07.13:13 WEEKIY Curry, Arthur 224 716-555-2323 716-555-4787 strongswimmer@noemail.com
201833 07-06-18 WEEKLY 07/06/2018 Gordon, Barbara 886 716-691-4455 716-685-6010 darkwingz@secret.com
201833 201832 - 06-28-18 WEEKLY 06/25/2018 Kelly, Kristen kkelly@myesc.com
201831 06-22-18 WEEKLY 06/22/2018 Kyle, Selena 444 716-252-4857 716-123-1234 phoneemail@noemail.com
201830 201830 - 06-15-18 WEEKLY 06/15/2018 LeBeau, Remy, 354 716-555-2233 888-555-2141 cardshark@nomail.com
201826 06-08-18 WEEKLY 06/08/2018 Murdack, Matthew 554 716-454-5454 716-524-5145 fakeemail@noemail.com
201825 06-01-18 WEEKLY 06/01/2018 Onhrp, Test vhorrocks@prismhr.com
201824 201824 - 05-25-18 WEEKLY 05/25/2018 Osterman, Johnathan 7
201823 201823 - 05-18-18 WEEKLY 05/18/2018 Owner, Business 754 716-888-4547 789-474-5474 owner@noemail.com
201822 05-11-18 WEEKLY 05/11/2018 Reynolds, Rysn 716/651-4455 jparisi@myesc.com
201821 05-04-18 WEEKLY 05/04/2018 Rogers, Steven 895 716-555-2211 716-555-5988 thepatriot@nomail.com
Scott, Michael 441 783-547-4444 745-856-3214 dundermiffiin@neemail.com
Summers, Scott 445 716-848-5458 789-457-4141 blank@noemail.com
Taylar kkelly@myesc.com
All 3

13. Click on the payroll number and a list of standard reports will pop up.

1 & v 2
Company / Dashboard / Home Company: (999999) Demo PEO Client ® 0 =
My Favorites My Support Team
. Payroll Human Resources
Sue Grimm 2

-

Banefits
b 4 Juliz Stepher b 4
Payroll [ View [ PayroljReports Company: (399999) Demo PEO Client =
Payroll Reports
Payroll Number 201842
Date Time Report Title Class Userld  User Name Job
08/13/2018  07:5%:02 eayroll Rapart meichon  Mike Cichon on @
0B/13/2018 07:55:02 Banefits Billing Report Report mcichon  Mike Cichon 477z B @
08/13/2018  07:5%:02 allocation Report Report meichon  Mike Cichon oh @
0B/13/2018 07:55:02 Gross-To-Net Report Payroll Report meichon ke Cichon 14765 B @
08/13/2018 07:52:02 Payrall Check Journal Report meichen  Mike Cichon 4775 B @
08/13/2018  07:5%:02 Unpaid Employees payroll Report meichon  Mike Cichen 14774 B @
08/12/2018 07:58:01 Payroll Delivery Shest Report mcichen  Mike Cichon 14758 B @
08/13/2018  07:53:01 Inveice Invaics meichon_ Mike Cichon @772 B @
08/13/2018  07:5%:01 Payrall Register Payroll Report mcichon  Mike Cichon @770 B ®
08/13/2018 07:52:01 Cordlidzted PDF Reports. Consclidate escdema B o

|
14. Select the report you’re looking for, or “invoice” to view your invoice for that particular

payroll.
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Helpful Tips:

ESC’s new technology platform has a powerful search function. You can search for a particular
employee, screen, report, or tool utilizing the search b

If you use a particular report regularly, you can “favorite” it byxclicking the star icon while the

report is open, and it will appear in your “my favorites” list.

MY COMPANY \ OYEES MY PAYROLLS r“ = l
Company: (999993) Demo PEO Cli )

My Support Team

Payrall
Sue Grimm

1/ sgrimm@myssc.com

Benefits
Juliz Staphens
jstephens@myesc.com

Recent Payrolls My Employees

Payrall Description Pay Date Employee Mame Ext Work Mobile Work Email

201836 07-20-18 WEEKLY 07/20/2018 Allen, Barry. 885 716-691-4455 716-681-66, mcichon@myesc.com
201834 07-13-18 WEEKLY 07/13/2018 Curry, Arthur 224 716-555-2323 716-555~ strongswimmer@noemail.com
201833 07-06-18 WEEKLY 07/06/2018 Gordon, Barbars 8856 716-691-4455 darkwingz@secret.com

201832 201832 - 06-25-18 WEEKLY 06/25/2018 ikelly@myesc.com
201831 06-22-18 WEEKLY 06/22/2018 444 716-252-4857 phoneemail@noemail.com
201830 201830 - 06-15-18 WEEKLY 06/15/2018 u, Remy 354 716-555-2233 8g4-555-2141 cardshark@nomail.com
201826 06-08-18 WEEKLY 06/08/2018 Murdock, Matthew 554 716-454-5454 16-524-5145 fakeemail@noemail.com
201825 06-01-18 WEEKLY 06/01/2018 Onhrp, Test yhorrocks@prismhr.com
201824 201824 - 05-25-18 WEEKLY 05/25/2018 Osterman, Johnathan 716-555-3344 bigbluz@nomail.com
201823 201823 - 05-18-18 WEEKLY 05/18/2018 Oviner, Business 754 716-888-4547 768-474-5474 owner@noemail.com
201822 05-11-18 WEEKLY 05/11/2018 Reynolds, Ryzn 716/691-4455 jparisi@myesc.com
201821 05-04-18 WEEKLY 05/04/2018 Rogers, Steven 8ss 716-555-5988 thepatriot@nomail.com
Scott, Michael 441 745-356-3214 dundermiffin@noemail.com
Summers, Scott 445 768-457-4141 blank@noemail.com
Swift, Taylor ikelly@myesc.com
View All >>

The platform also has a robust help section, to find instructions for any task you may be
performing in the system.

There are also a number of video tutorials accessible to you.



