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Having a standard, organized onboarding process in place is crucial to making a great first
impression. With Paycom, you can create New Hire Templates and use Self-Onboarding to give
your new hires the best possible onboarding experience.

This guide will walk you through how to make changes to an employee’s profile. We will review all
of the employee forms, explaining what each form contains, as well as review the different search
options. After reading this guide, you will be the master of navigating and managing your
employee's information!

User Access

To grant and control user access to Employees, first click “User Access and Security” from the
User Options tile on the main menu.

User Options
B User Options

B User Access and Security

B Notification Center
B Company Maintenance

| Help

From the User Access and Security menu, click “Modify Users.”

E 1 User Access and Security

a' Please Make a Selection

Modify User Access Groups
Add BkD=

Aodify Users

Add or edit Paycom users and the features they can accesg

Medify IP Filter

Restrict login access 1o only specific IP addresses
Security Question Settings

View the security question settings
Password Expiration Settings

View the password expiration settings

SUTA Rates Table

View the SUTA rates for your company’s locations
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From the Permission Profiles tab, click into the profile you wish to edit.

f UserAcoess and Securty Wodity Users
Maodify Users

Pamission Profiles

Add o -
) v
Select Pratile Cada Profile Name Users Assigned it Comy | Prevew Change Hestory Syme Profile Delete
i = :
amn Eyll Acces= - Paycom Default 2 |_“ n Lise
5352 24 P [& o 2 n Use
5656 Hanager 6 -~ =) | o 2 n Use

STRMANG 1103 0 3 entrizg

Click the “Employees” tab on the left to view Employee Management permissions. From here,
check the box next to the appropriate permissions to determine the access level. We'll explain
what each permission controls so you can ensure your users have the proper level of access to
each Employee Management feature.

il iz Aoceas and Semirty wndify Usera Edit permizzion Prorile
Maodify Permission Profile
* Indicates Feguired Feld
Prafila Mame * amin
Search @ arch -
Employes Management  EmplgEs Fomis | POsRtion Managemsnt
Add Naw Emgloyes &
Add W-2 Employees
Add 1088 Employees
lapors
F Wew Hire Templale
Talent Acquisition
Talart Employee Master Import
Management
Import Employes Changes
Time:
IManagement Hew Hire Queue Impart @
User Options
Maow Hira Prafila Report
How Hire Missing Fields Roport
HMew Hme fudit Report
Hire Employee
Sall-Sarvice B
Self-Service Access Profile @
Clear Sesurily Questions @ [ ]
Now Hire Access Profile e -
CreatefEdit Aceess Prafile §
Restrict New Hire Templale Access & @ ho O Yes
Employee Directary m
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Add New Employee: Allows the user access to the Add a New Employee menu. Enabling
this will reveal two more boxes, Add W-2 Employees and Add 1099 Employees. You can
enable either or both of the options.

New Hire Template: Grants the user access to make changes to the New Hire Template.

Import Employee Changes: Allows the user to use the Employee Change Import (EMI02)
to import changes to employees.

New Hire Queue Import: If enabled, users can batch import new hire records into the New
Hire Queue.

New Hire Profile Report: If enabled, users can generate the New Hire Profile Report, which
displays information from new employee records in an easy-to-read format.

New Hire Missing Fields Report: If enabled, users can generate the New Hire Missing
Fields Report, which highlights the missing fields for pending new hires in the New Hire
Queue.

New Hire Audit Report: If enabled, users can generate the New Hire Audit Report, which
displays all new hire changes that occurred in the New Hire Queue during a specific date
range.

Hire Employee: Gives the user the ability to click “Complete” on the last tab of the New
Hire Queue and finalize adding an employee.

Self-Service: Allows the user to access and make changes within the Employee Self-
Service® Menu.

Self-Service Access Profile: Allows users to Add/Edit Self-Service Access Profiles that
define what an employee has access to within Employee Self-Service®.

Restrict New Hire Template Access: Restricts users’ template access, allowing them to
see only the pending new hires with that template assigned.

Employee Directory: Select the appropriate access level from the drop-down menu.
o None: Users cannot view the Employee Directory.
o View Only: Users can view the Employee Directory.

o View and Setup: Users can view the Employee Directory and determine which
fields display to users and/or employees.
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Using New Hire Access Profiles allows you to limit the information your users are able to see on
New Hire Templates.

Use the New Hire Access Profile drop-down menu to make the appropriate selection. If a new
profile is needed, click the gear icon.

t User Access and Security Medify Users Edit Permission Profile

Modify Permission Profile

* Indicates Required Field

Profile Name * All Access

Search @

ACA, Benefits

Administration Employee Management | Employee Forms | Position Management
and COBRA |
l Employees Add New Employee @ =)
Human Resources Add w-2 Employees @
Payroll
Add 1099 Employees "
Reports
New Hire Template "
Talent Acquisition
Copy/Move W-2 Employees
Talent Py Py’ e
Management
Employee Master Import )
Time
Management Import Employee Changes @
J
User Options Hire Employee =
Self-Service @ 7
Self-Service Access Profile @ w
Clear Security Questions il
ew Hire Access Profile Search or Make Selectior E
Restrict New Hire Template Access @ Mo @ Yes

Then, click “"Create Access Profile.”

Securay Modify Usere Access Profiles for New Hies

Access Piofiles for New Hires

Create Access Profile

Deseription Created On Created By Edit Changs Hiztory Delete
Hew Hre 0371472016 Bhoman o {:) 'nm'
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Provide a description for the Access Profile. Then, from the respective tabs, choose which
information should be included on the profile using the arrows. The information in the green
Visible Fields box will display on the profile. When finished, click “Update Access Profile.”

1 User Access and Security Modiy Uzers Access Profile for New Hires
Add Access Profile
Description * |Field Emplayees

The fislis that are included in thes acess profile will be shevn and made editable 1o the wer during the few hire process. The access profile can be used o restrict secess to fislda tat exist in & new bre tempiate bt shouldnt be saen and edited

by specific users

|1 Persanal Infarmation s e
Mon-Visible Fields 3 Vvisible Fields

ork Information

-

! tiddle Harme } H Hew Employes Cods {
! Nicknames } ﬂ Employes Photo { |
B. Tawes n Zip Code Extension } ! First Hame (
feE i - secondary Phone } H Last Mama {
8. Custam Fields
n Peraonal Email } n Social Security Mumber {
! Hanital Status } ! ;';'Jd.less (
- E } H Gity <
l E } n state <
! First Emergency Contact } ! Zip <
! Second Emergency Contact b H Primary Phone <
Cancel . Update Accass Profile

Now, your newly created Access Profile will be available to assign through Permission Profiles.
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The Employee Forms tab will allow you to further the access of your users in the following ways:

Modify Permission Profile

* Indicates Required Field

User Options

£ 13 User Acesss and Security Modify Users Edit Permission Profile

Profile Name * [Admin
Search @ e -
| ACA, Benefits —
Administration Employee Management | Employee Forms | Position Management
and COBRA L
I. Employees Make Employee Changes @ @ Employee Change Comments @
Gl s View Today's Changes @ @ Can Override Position Defaults
Payroll = = 5
Hide Rate/Taxes on Forms @ Override Cascading Labor Allocation
Reports
= Hide Form 3 Birth Year and Age @ Allow ESS View as Employee @
Talent Acquisition
Talent Employee Changes Approval @
Management Dashboard @
Mo Access Read Only Edit
Time
Management

(Select All)
Form 1 - Demographics, Pay Rates and Taxes

Form 2 - Scheduled Earnings and Deductions

Form 3 - Dates and HR || ibility]
Form 4 - Percentage Labor Distribution
Form 5 - 3rd Party Payees

Form 6 - Accrual Infermation

Form 7 - Employee Photo

Form 8- Custom Fields [Edit Visibility]
Form 9 - Employee Self-Service

Form 10 - Time and Attendance

Form 11 - Direct Depasit

Form 12 - Year-to-Date Totals

Form 13 - Employee Benefits

Form 14 - Dependents and Beneficiaries
Form 15 - Documents

Form 16 - Checklists

Form 17 - W-2 Data

Form 20 - Performance and Compensation History

Form 21 - Leaming

‘ Sanesl | m

Back to TOC

= Make Employee Changes: Allows you to designate each form as No Access, Read Only or

Edit.

= View Today's Changes: Enable this permission to provide users access to the Today's
Changes page on the Main Menu to view changes for their employees. This permission will

respect Hide Rates/Taxes and the Sensitive Fields permission.

Visit the Help Menu for the most up-to-date version of this guide.
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= Hide Rate/Taxes on Forms: Hides rates of pay on employee forms only. This does not
remove pay rates on HR or Payroll Reports.

= Hide Form 3 Birth Year and Age: Removes visibility for birth year and age on employee
forms. This does not remove birth year or age on HR or advanced reports.

= Employee Change Comments: Grants the user access to enter comments on changes to
the employee record.

= Can Override Position Defaults: Allows the user to override defaults associated with the
position the employee fills.

= Override Cascading Labor Allocation: Allows the user to override subsequent categories
for a labor allocation.

= Allow ESS View as Employee: Allows the user to log into Employee Self-Service® as the
employee to view it with their permissions. While logged in as the employee, no edits can
be made and the employee may also be logged in at the same time as the user.
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Set Up Employees

Creating a New Hire Template

Creating New Hire Templates allow you to ensure a uniform hiring process among different types
of employees. For example, let's say you have both part-time and full-time employees. Do these
groups of employees get different documents, clock in and out differently, or have various benefit
offerings? Through New Hire Templates, you can hide specific fields applicable only to certain

B Add Mew Employee

® Make Employee Changes

groups of employees.

First, click “Add New Employee” from
the Employees tile.

Then, click “New Hire Templates.”

Employees

Employee Self-Service ®

ESS Access Setup

Employee Directory

Position Management

Organization Chart

ft

Add New Employes

Select a New Hire Option

New Employee Queue

Viewg antly added employee

ew Hire Templates

and manage templates for hiring new er

Employee Master Import

Import new W-2 or 1099 individuals from a CSV file.

Any templates you previously created will display on the New Hire Templates screen. To set up a

new template, click “Create New."”

F 1l Add New Employee Hew Hire Templates

« Hide archived Templates
MNew Hire Templates

s =

Description Self-Dnbearding
Full Time &0 Yes
Default New Hire Ho

&

Client Fields

55 0f 449

33 of 449

Employee Figlds

Gof22

Oof22

T
Edit Archive Delete
/ [ 1] &
el [ 4] 2
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Next, provide a name for your template. When finished, click “Add.”

Create New Template

* Indicates Required Field

Template Mame * ‘Sagzonal

Copy Template from g |

= -

Under the Employer Side tab, go through each of the eight options and choose which information
should be included on the template.

Information under the Included Fields box will display on the template. Use the gear icons to set
default fields to populate automatically. For example, if you only have one location, you can set the
employee’s work address as a default and it will prepopulate for you.

When finished, click “Update.”

t Ak Plew Empioyes Hews Hire Templates Ternpiste Fields for Hew Hires

Add Template

The new hire template afions you 10 add and/or fequire cerlan fields dusing the new hire plocess. Acceas to individusl Tiedda can be furiher restricted with the use of new hite access profilea. Access to pew hire templates can be gianted in the

USET'S BECEEY PRIMIBEIONE.

Dwscription * Zeazonal
Enable Seli-Dnboarding @ ® Yis Mo

Employer Side | Efpployes Side

I 1. Personal Infarmation

= Available Fields Included Fields
2. Work Information
Select All
3. Superisors
4, Pay Information Mew Emploges Gare Naw Emnployee Cade Require
| | Employes Phato
5. Paycheck Deposit First Name Emplayee Photo Fequire
5 Middie Hame
e Last Name
. First Name Hegts
7. HR Infarmation Nickname gl
Secial Security Number
applied For $5N Iilddie Narrs 1 Requie XK
Address
City Last Hame Requine
State :;
o Seicote FekiY Hiekname | Aequie XK
= -
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Auto-Generate Badge Numbers

Phone numbers, dates, passwords — with all the different numbers we have to remember, trying
to remember the last badge number you assigned off the top of your head is a nearly impossible
task. By auto-generating badge numbers, you don't need to remember the last badge number you
assigned as Paycom will track and generate each employee’s badge number automatically.

To do this, click the HR Information tab. Then, from the Available Fields section, check the box for
“Badge Number” to add the Badge Number field to your New Hire Template(s).

1} Add Hew Employes Hew Hire Temgiates Template Fields for New Hires

Add Template

The new hare tempiate allaws you to add and/or requers certan fiakds durng the new hire precess. Aceess to individual fields can be further restricted with the use of new hire access profiles Access to rew hire tamplates can be grantad in the
UBRr'S ACEREE PEFMiSSIONG

Description * Seasonal
Enable Self-Onboarding & ® ves Nex
Employer Side | Employes Side

1. Personal Information

Available Fields Included Fields
2 Work Informatien
Salact All
3. Supervisors
: ) FES Aanens Prelile ESS Access Pradil Fequire
4. Pay Information : o ﬁ‘ x
Checklistis)
5 Paycheck Deposit Bl Expere Meimipeinent Py Chackiiat(s) £ IRequire X
| Receive Expense Notifications
o Sembhia Login via Email (Perscnal or Wark emad)
‘@ R Badge Number Expense Managemen! Pokay L8 IRequre X
8. Custarm e Terminal Aocess Group Barge Number LI Pemire X
Eaming Prafile
Exception Rule ACA Initial Status £ 1 Raquire
Schedule Time Zone
o Seected Pl oo Wi i £ e

Once added, the Badge Number field Included Fields
will display in the Included Fields

section. Click the gear icon to review '
its settings. Badge Number 0 equire

ACA Initial Status £+ Require ¥
Workers Comp Code ﬂ- ¥ Require  ){
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Select the appropriate option for assignment of badge numbers
are:

. Options available for selection

= Manual: If selected, you must Included Fields
manually enter each employees
badge number into Paycom.

Badge Number

= Auto: If selected, Paycom will
assign employee badge
numbers automatically.

ACA Initial Status

Workers Comp Code

£ ¥ Require )

Assign Badge Number @ \_ @ nanual Auto

[ Cancel |

If you choose to have Paycom to assign badge numbers automatically, use the Auto-Assign drop-
down menu to select how you want badge numbers assigned. Options available for selection

include:

= Use Last 4 of SSN: If selected, Paycom will assign the last four digits of the new hire's

Social Security number as their badge number. An alert

will display if the last four digits of

the new hire’s Social Security number match the badge number of an existing employee.

= Incrementing: If selected, Paycom will assign badge numbers in sequential order. If you
want badge numbers assigned starting with a specific number, such as 00001, enter it in
the Start With field. Check the box for “Back Fill" to reuse badge numbers that are no
longer in use. Incrementing badge numbers can be up to 12 digits.

When finished, click “Update” to save

h Included Fields
your changes.

Badge Number
ACA Initial Status

Workers Comp Code

£ @ Require )
Assign Badge Number @ ) Manual ® Auto
Auto-Assign Method @ Incrementing -
Start With @ 000001
Back Fill @ @

|Cancet| ‘ Update '

Back to TOC
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On Step 7: HR Information of the New Hire Guided Setup, the new hire's auto-generated badge
number will display within the Time and Attendance tab based on the settings determined in the
New Hire Template.

1 Add Mew Employes Hew Employee Queue Pew Hire Guided Setup

= Poctackospont

HR Information

Employes Seff Service [l | Time and Attendance  Documents [l Beneftsand ACA f]l  Other @

Badge Number @ I-lume: B

character only
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Include on New Hire Report

The Personal Responsibility and Work Opportunity Reconciliation Act of 1996 (PRWORA) requires
all employers to report new hire data, such as the employee’s name, address and Social Security
number, to a designated state agency. Add the Include on New Hire Report field in your new hire
template(s) and set a default selection to ensure new hires are included in new hire reporting.

To do this, click the “Work Information” tab. Then, from the Available Fields section, check the box
for “Include on New Hire Report” to add the field to your new hire template(s).

1 Add New Employee New Hire Templates Template Fields for New Hires

Add Template

The new hire template allows you to add and/or require certain fields during the new hire process. Access to individual fields can be further re;
user's access permissions.

Description * |self-Onboarding

Enable Self-Onboarding @ @ Yes (O No

Employer Side | Employee Side

1. Personal Information

Available Fields

I 2. Work Information

3. Supervisors InElude 2 (] Select All

4. Pay Information Include on New Hire Report
5. Paycheck Deposit
6. Taxes

7. HR Information

8. Custom Fields

Show Selected Fields Only

Back to TOC Employee Management | 18
Visit the Help Menu for the most up-to-date version of this guide.



Once added, the field will display in the Included Fields section. Click the gear icon to set a default
value.

ew Employee | Hew Hie Templates | Template Felde for Hew Hires

Add Template

= you b eeled Ao requine certain fislds during the new hire process

bs o be further resiricted with the use of new hire access profles Access to e hire templates cen be grarted in the
Description * Seif-Onboarding

Enable Self-Onboarding & W Yes ) No

Employer Side | Employee Side

1. Personal Infemmation

Available Fields Included Fields
I 2. Work information
3. Supersors it | Salect All
4. Pay Information Hire Date Hire Date £ 7 Pequire
] Employes Status
5. Paycheck Deposit i
S s Inchade on New Hire Repart Inclute on Hew Hire Report Fequire 3
e ] DOL Status
= [] Percent Labor Distribution £ [ Requie 3¢
7. HR Information [ EEOC Categoey o
= R Positicn Seat
B Custom Fields 1 Work Email Lahar Allacatinn £ 1 Fequie
Labor Allocation
Work Location Waork Locatian Require
[ SOC Code o
e A b 20C Code O Frequire X

Select “Include” or "Exclude” from the Default Value drop-down menu and click “Update” to save
your changes.

14 Ack New Emplayee teew Hire Templales Ternplate Fields for Mew Hires

Add Template

i fields during $he new hire pec

Description * |Seli-Onboarding
Enable Self-Onboarding & & Yes O No
Employer Side | Employes Side

1. Personal Infarmation

Available Fields Included Fields

I 2. Work Information

3. Supenisors Include Select Al

& Py o 1 Include on Hew Hire Report

Hire Date £3 7 mequire
5. Paycheck Deposit .

: Include on Hew Hire Repart £ Aaquire 3
6 Taxes -

7. HR Infor

Position Seat
L Default | e
B. Custom Fields Labar allacation

[ ociate

Work Location

Back to TOC
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When adding a new employee to Paycom, the Include on New Hire Report field will display within
Step 2: Work Information. If “Include” is set as the default value, the box for “Include on New Hire
Report” will be checked to ensure the appropriate employees are automatically included in the
next new hire reporting period.

* Add Mew Employee New Employee Queue New Hire Guided Setup

- Pesona nomaton 3 2 Wotkfomaton 2 3 Supnisors ) 1.ay iomain )5 Pychck sost )6 Tases ) 1. nomion 3
Work Information (Roberts, Ally)

* Indicates Required Field
Employee Status ACTIVE I,
Include on New Hire Report @
Hire Date @ * 112/14/2020 |(J Pre-hire
Previous Termination Date 00/00/0000
Rehire Date @ 00/00/0000 ]
Seniority Date @ 00/00/0000
Termination Date @ 00/00/0000
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Self-Onboarding

Customization for your onboarding process is easier than ever with our Self-Onboarding option.
Empower your employees to begin their first day feeling confident, knowledgeable and engaged
with Paycom'’s Self-Onboarding. Need personal information not requested in the application from
your new employees? You no longer have to wait for the employee's first day or navigate various
communication channels, such as email, to gather information.

To set up Self-Onboarding, first select "Yes" for “Enable Self-Onboarding” in your New Hire
Templates.

Iy Add New Employee New Hire Templazes Template Figlds for Mew Hires
Add Template
The new hire template allows you to add andvor require certam fields during the new hire process. Access to individual fields can be further restrcled with the use of new hire access profiles. Access to new hire templates can be granted in the

Liser's ACCeSS permESSIONS.

Description * | s2asonal
Enable Seli-Onboarding 6
Employer Side | Employee Side

After "Yes" is selected, the Employee Side tab will be made available to you. Here you will
determine what information is included in the employee’s guided flow, such as your welcome
video, a message from your CEO, or any other details about your company's specific onboarding
process.

We'll go through in detail how to set up the Employee Side information in each tab.

[ Add New Employes Mew Hire Templates Template Figlds for Mew Hires

Add Template

The nesy hire template aliows you to add andjior require cartsin fields during the new hire process. Access 1o individual fields can be further restricted with the use of new hire access profiles. Access to new hire tempiates can be granted in the
\551'S ACGESS PSSO,

Description * Seasonal

Enable Self-Onboarding @ ® Yoo e
e
S W

| Email Invitation

L Subjeet Line § - Payc il lefl k Reply To Email Address @ * mandymaddenfipaycomonline com
Welcome Meaaage
Dynamic Fiekds @ v iie Hame - m Reset Template st
B & [ B OE E Q by B Styies ~ | Format - | Font - Sew - A-B-
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Email Invitation

The Email Invitation tab allows you to create a customized welcome email, inviting your employees
to begin the Self-Onboarding process.

e———
Employer Side | Emplayes Side

| Email Invitation

. Subject Line § e win P I Reply To Email Address @ man;'_-'rnar,*:iﬂ.n.@-;as)':omonl.lnn.r.om
vielcome Message
Dynamic Fialds @ Meuw Hire Narme i m Fieset Template | et
2 @R B R & Stytes Fomal - | For - | e - | A- B-
B I USXxT|iz: EMm == =599 = M= Q= H G

Hi [New Hira Narms)

{Client User} at {Company Lagal Nama} has in
done 50, plaase download the Paycom app an y

Cnes you've installed the app. pleass click the button below to begin your new employes anboarding process

BTART ‘

t your onboarding representative at {Company Legal Mame). If you dont have a

H you have any guestions or feedback about the process. you can reply to this

mobile devica, you can stad this process from a computer with the latest varsion of any modem brovesar

Welcome aboard,
- The Paycom Team
PS5 I you'ra having trouble with the button abova, try pasting the URL balow into your wab browsar

{nvitation Ur)

-

= Subject Line: Use this field to enter a custom subject line for the email. If left blank, it will
default to “Welcome to Paycom.”
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= Reply to Email Address: A reply-to email address is required to allow employees to
respond to the invitation email. As a best practice, it is recommended that the reply-to
email address leads to the person named as the company representative and responsible
for the employee onboarding experience.

= Dynamic Fields: Use the drop-down menu to select the dynamic fields you would like to
include in your email.

= Reset Template: Clicking “Reset” will discard any changes you have made and reset the
email back to the Paycom default template.

When finished, click "Update.”

Welcome Message

Through welcome messages, you can add multiple videos, images or text-only messages for your
new hires to view. For example, if you wanted to include a welcome message from your CEO and a
map showing new hires where to park on their first day, you can!

Check the box next to “Include Paycom default video” to include our default welcome video that
explains how to complete Self-Onboarding.

1 Add Mew Employes New Hire Templates Template Fields for Hew Hires

Add Template

2 you fo add and/or require certain febds curing the new hire process

Access 1o indwidual Tields can be further restricted with the use of new hire access profiles. Acoass to new hire femplates can be granted in the

Description * Seasonal

Enable Self-Onboarding & ® Yes o

Employer Side | Employee Side

Email imitation

] oo litasiae ¥ Include Faycam default vidan e Message
[ ot il ﬂo Paycom Default Videa b X
Documents S
uo Weabcome to Paycom Unwversity - 4
| Refuim | Update
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Below is an example of what the Paycom default video looks like for employees.

X

Welcome

Welcome to New Employee Onboarding

P o000 @

Back to TOC
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To add a custom video or text-only message, click “Add Message.” The following pop-up will
display allowing you to create your custom message.

Add Message ]
* Indicates Reqguired Field
Tithe &
Dizplay Media § = ez He
Media Source @ | upload Image ¥ |
Select Image § | Choose File | Mo file chosen
Dynamic Fiekds @ Employes Hame Ml nsert Field
[G3 = BNE| B R E Q by B | Shyie Formal = | Fonl - | Sze - A- @
B I USx x X|;=:= E oMY= == WE=0=E® X4

~ .

= Title: Enter a title for your welcome message. Keep in mind, employees will be able to see
this title.

= Display Media: Determine whether you would like to display a video or image to go along
with this message.

= Media Source: Use the drop-down menu to select whether you want to include an image,
video or web video. Please note: Images are limited to 5MB in size and must be in PNG,
JPEG, JPG or GIF formats. Video files are limited to 100 MB in size and must be MP4 files
with H.264 encoding.

= Dynamic Fields: Use the drop-down menu to select dynamic fields to include in your
customized message.

When finished, click “Add.”
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If needed, click and drag to re-arrange the order your welcome messages will appear. When
finished, click “Update.”

Y | AddnewEmployes © Hew HeeTemolsies © Template Fiekds for How Hires
Add Template

UBEr's BCCess penTEssions.

Dascription * | Beazonal
Enable Self-Onbearding @ ® Yes Ho
Employer Side | Employee Side
¥ Inchude Paycom default video Adel Mossage

l Welcome Message

nfa .
ne Payam Defaul Video b X

Documnents -
bX

|
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Personal Information

Through Self-Onboarding, employees will type in their own information through a guided flow,
reducing the number of secondhand entry errors and providing additional comfort knowing they
are in control of their personal data.

On the Personal Info tab, use the Available Fields box to choose the information you want your
employees to provide during Self-Onboarding. All the information in the Included Fields box will
display to employees.

Employee Name, Employee Photo and Language fields are defaulted as Included Fields and cannot
be removed.

You will notice that some of the fields in the Included Fields box have a drop-down menu. Use this
drop-down menu to determine whether the specific field should be Read Only or Editable. Some
fields, such as Direct Deposit Setup, have the option to mark as “Required.”

Fil Add New Employes Mew Hire Templates | Template Fiekds Tor Mew Hires
Add Template
The nesw hire ternplate allows you 1o add andfor require certain fields during the new hire process. Aecess to individual Tiskds ean be turther reatricted with the use of new hire sccess praflies. Areess 10 new bare 1emplates can be granzed in the

USEM'S S0CREE PEMTISHIONG.

Dezcription * Seasonal
Enabie Self-Onboarding @ & Veos
Employer Side | Employee Side
Emanl Inwtation
; Available Fields Included Fields
Welcome Message
I Parsanal Info _| Select All
Documents # Employee Name ' Employee Hame Read orly v | 3
+ Emplayee Phato
4 Language Employee Fhoto | Reagony v | XK
Hickname
¥ ESS Login Credentials N— i 7| X
| Home Address
SSN/EIN i _— = x
£55 Login Cradentials itatle v
| Birth Date a
# Genduor
| Marital Status Genoer x
L S i
s Primary Fhona x
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To help ensure timely completion of Form -9, you have the ability to include Form I-9 Section 1in
Self-Onboarding. To do this, check the box for Employment Verification (Form 1-9). This field will
only display if you have Documents and Checklists enabled.

If included, the Employment Verification (Form 1-9) field will display within the Documents section
of Self-Onboarding. Once Self-Onboarding is complete and you convert the new hire record to an
employee record, the completed Form [-9 will be associated with a system checklist. Regular
system checklists permissions will kick in, allowing you to complete Form I-9 Section 2 or send the
employee a Form |-9 Section 1 correction, if necessary.

Examples of information an employee cannot complete through Self-Onboarding include but are
not limited to:

= Employee Code

= Work Information
= Supervisors

= Pay Information

= HR Information

When finished, click “"Update.”
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Documents

From the Documents tab, add each document you would like your employees to complete during
the Self-Onboarding process. This can include government documents, such as the Form W-4, as
well as any company-specific documents you would like to include.

Documents must be set up in Documents and Checklists to be added to Self-Onboarding.

To add a new document, click “Add Document.”

# | AddnewEmployes | MewHeeTemgistes | Template Fields for Hew Hires

Add Template

Tha new b allows you to add and for require certzan fiekds during the new hire process. Access to ndividusl fialds can be further resticted with the use of rew hire access profiles: Access 1o new hee templates can be granted in the

user's aotess PO

Description * Seazonal

Enable Self-Onboarding @ & Yes Ho

Emplover Side | Employee Side

1 doposit, then the federal W4 and a direct deposit autharization form will be presented 1o the employee in the dooument

user-added documen

Perzonad Infa
| Documents
Documents
Eo E Employee Handbook x
E° K Dress Gode x
Retumn Update
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The following pop-up window will display. Use the drop-down menu to select the document you
want to include and click “Add.”

Add Document e
Select Docurmnent * 2019 Hofiday Schedule -
Document Type Aead Only
Template @ @ 2019 Holidays jpg (1 5 M3)

Mote to Employee

S n

Each document added will display in the Documents tab. If needed, click and drag to rearrange
the order the documents will display.

If the employee is allowed to set up taxes and direct deposit, then the Form W-4 and a direct deposit
authorization form will be presented to the employee in the document section. Those documents will
come before any user-added documents.

When finished, click “"Update.”

L 1 Add Mew Ervplayvee Mew Hire Templates Template Fields for Hew Hires

Add Template

The e hies tempate allows you to add andfor reguire certain Toelds during the nes hire process:. Access o individul fiskds can be further restricted with the use of rew hire scosss profiles. Access to new hire templates can be granted in the
user’s A0CRSS Permissions.

Deseription * Seasanal

Enable Self-Onboarding & ® Yes Ho
—
Employer Side | Employee Side

Email Invitation

nait, then the fedaral W4 and a direct deposit authorization form will be presented tio the employes in the document
ad ded documents.

Personal inf
Add Document
I Documents
Documents
Eo [ Emproyes Handbaak x
Ee ,_, Dress Code X
Ee I;-._;‘ 2 forms of 1D x
Retun Updata
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Inviting an Employee to Complete Self-Onboarding

From the Employees tile, click “Add New Employee.”

Employees

B Add New Employee

® Iake Employee Changes

B Employee Self-Service @
B ESS Access Setup

B Employee Directory

B Position Management

B Organization Chart

Then, click “New Employee Queue.”

! 1) Add New Employee

Select a New Hire Option

\lew Employee Queue

View any recently added err

New Hire Templates

Create and manage templates for hinng new employees.

Employee Master Import

Impaert new W-2 or 1099 individuals from a CSV file.

To add a new employee, click “Add New Hire.”

Iy Ackd Hew Employes Iew Employee Ouewe

Mew Hire Queue

Pending New Hires | Hew Employees | Archived New Hites | lmpar Trans
[Bearct | 1
Select SSNEIN Name Status Hire Date Home Allocation
- - o = b

06/01/2020 200-600-200-24
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Select the appropriate New Hire Template with Self-Onboarding enabled. Then, fill out a few
simple details, such as the employee’s name, email and phone number. To send the employee your

Self-Onboarding email invitation, select “Create and Send Invitation.”

Create New Hire

New Hire Template

Position Seat
Work Location *
Employee Name *
Personal Email *

Primary Phone *

* Indicates Required Field

Self-Onboarding v

Employee Type (W2/1099) * ® W2 O 1099

&=
Corporate Headquarters -
|Lorraine |Savage
lorrainesavage@paycom.com

1405 |-|556 |-[1111

‘ cancel N Create and Send Invitation | +

o

Batch Send Self-Onboarding Invitations

To batch send Self-Onboarding invitations, select your Self-Onboarding New Hire Template and
enter the required fields in the Create New Hire pop-up window. When finished, select “Create
New Hire Only” from the drop-down menu.

Create New Hire

* Indicates Required Field

Hew Hire Template
Employee Type (W2/1099) *
Position Seat

Work Location *

Employee Name *

Personal Email *

Primary Phone *

Self-Onboarding v

7 1099

Assign
Corporate Headguarters -
Lorraine Savage
lorrainesavage@paycom.com

405 |- 655 - 11N

Ccancel Create and Send Invitation | w

Create New Hire Only

Back to TOC
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Each new hire created will display within the Pending New Hires tab. When you're ready to send
the Self-Onboarding invitations, check the box next to each employee’s name and select “Batch

Send Invitations” from the Actions drop-down menu.

f Ak Mew Employes Hew Employee Quede

Add New Hiie «
New Hire Queue

— e
Pending Mew Hires | Mew Employees | Archived New Hires | Import Transactivns

3 records selected 1 T = |actonsv | v |25 w
Select SSN/EIN Marne Status Hite Date Home Alloeation Batch Edit Templates  |otaill Edit Archive
= - = = ' Batab i
ADAMS, FRANK KETTH (A1) ” [ 4]
ADAMS, SALLY JANE (A0TF) Bateh Archive [ -~ 4]
04 (AD1 K] self-Onboardng | | :" _," l’

Monitoring Self-Onboarding Progress

After the Self-Onboarding invitation is sent to the employee, you can view the employee’s Self-
Onboarding progress from the New Hire Queue by clicking the Details icon.

1 i New Emiployee Mew Employes Queus

Add New Hire =
New Hire Queue
Pending Mew Hires | Mew Employees | Archived Mew Hires | Import Transactions
1
hl_m SSN/EN Narme Status Hire Date
=] - ¢ <

ADAMS, FRAMK KEIMH {401.J)

ADARAS, SALLY JANKE (AD1F)

T * actirew B v

Haome Allocation Template Details Edit Archive

Setf-Onboarding o _l, u
Setf-Onboarding ¥} / l’
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The following pop-up window will display, allowing you to view the steps of the Self-Onboarding
process, status of the step, time of last action, IP address and the device where the action took

place.
Details for SAVAGE, LORRAINE a
Naw Hire Process | Audit Detals | Change History
QOnboarding Settings -
IMew Hire Progress
——
< E The raenk hie |3 &1l in the process of completing selr "rcb
e 1 25 *
Step Status Last Action 1P Adddress. Device:
Lanquage Seiection (Englisn) complete 11/19/2019 10:38 &M AN | creame 0 0 wimo (Desktop)
Welcome Messages Complete T1/1972019 10:38 AM Gheame 0.0 Wini 0 (Desktop)
ESS Credentials ot Srarted
Personal information Hit Btarted
Documents Hiot Started 11/19/2019 10:35 AM 111N Chrome 0.0 Win10 (Desktop)
Showing 1 te 5 of Tenuies =
Clicking the Onboarding Settings header will expand the section and allow you to view more
options.
Details for SAVAGE, LORRAINE %)
Onboarding Settings -
Aecess ) fctive Disaille ACcRss
Cancel Process € Cancel
Personal Email @ lomainesavageEpaycomenm Change Ema
Primary Phone Number @ 405 555 1111 | Change Hurnber
Irnitatian URL Sent On Expires In Cancel
s e payTOmONng NetvAee vweh phpfonboar ver Ty okar= Iy Z g2V TEOZTAIMDZIE T INZniviZj T2 Iz HjIaNz0= 1119/2019 10 44 A1 29 Days 'nn
MNew Hire Progress
A The new hire is still in the process of comgleting sel-arboarding
Se 1 25 v
Step Status Last Action IP Address Device:
Language Setection (English) Complete 11/19/2019 10:38 A 111111111 Chiome 0.0 Win10 (Deskiop)
Welcome Lleszages Complete 11192019 10:38 Al Chrome 0.0 Win10 [Desktop)
ESS Credentials. Mot Startad
Fersanal iInformation Mot Sartad
Documents Mot Started 11,19/2019 10535 Al 11111111 Chrame 00 Win10 (Desktop)
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= Access: You may reset the process if you need a new hire to start over. This resets the
Social Security number and Date of Birth initial authentication step, as well.

= Cancel Process: If you need to cancel the process, you can do so by clicking “Cancel.”
Restart the process by sending a new invitation at any time.

= Personal Email: If you need to send the invitation to a different email, click “Change
Email.”

= Send Invitation: If anything has been changed or the previous invitation has expired, click
“Send Invitation” to send a new invitation to the employee.

= Invitation URL: This shows the link that was sent to the employee, the date and time sent,
when the link expires, and the option to cancel the link.

After the employee completes their portion of the Self-Onboarding process, you must navigate to
the New Hire Queue and finalize the process by entering the information the employee is unable
to submit, such as HR and pay details.

Information the employee entered during Self-Onboarding will display in gray fields and cannot be
edited.

Back to TOC Employee Management | 35
Visit the Help Menu for the most up-to-date version of this guide.



EFmployee View

After clicking “Create and Send Invitation” from the New Hire Template, employees will receive
your company's email invitation. Clicking “Start” will take the employee to the Self-Onboarding
web page.

Apaycom:

Welcome to Paycom

Hi Lorraine Savage

Mandy Madden at PAYCOM UNIVERSITY has invited you to begin vour new emplovee onboarding process through Paycom's Employee Self-Service ®. If
you have not already done so, please download the Paycom app on your mobile device.

Once you've installed the app, please click the button below to begin your new employee onboarding process

If you have any questions or feedback about the process, you can reply to this email to contact your onboarding representative at PAYCOM UNIVERSITY.
If you don't have a mobile device, vou can start this process from a computer with the latest version of any modern browser.

Welcome aboard,
-- The Paycom Team
P.S.If you're having trouble with the button above, try pasting the URL below into vour web browser.

hitps-//www.pavcomonline net'v4/ee/web.php/onboard/verify Mtoken=YWF| Y 2Ez7Zm YxNWYONzFINTRIZTY2MjkINThiMWMxZTA=
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For security purposes, employees will be prompted to verify their phone number to log in and
begin Self-Onboarding.

Verification

Please take a moment to verify your
phone number.

@ When verifying, message & data rates may
apply.

(k) w44 1111

SEND

After phone number verification, the employee can choose whether to view the Self-Onboarding
web page in English or Spanish.

Language
Please select a language
® English
O spanish
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Next, the welcome messages you created will display. If you chose to include Paycom'’s default
video, it will display first. Then, any welcome messages you included will display in the order you

set.

Welcome

Welcome to New Employee Onboarding

P 0005 = 0105 )

SKIP NEXT

After employees view your welcome messages, they will be asked to set their Employee Self-
Service® username, password and security questions. By clicking the arrow next to Username,
employees can decide whether they would like their username to be their personal email, the

default username, or an alternate email.

X
Credentials
What would you like to set for your username and
password?
Alternate Email hd

lorrainesavage@paycom.com

Password Strength

SAVE AND EXIT NEXT

<

Credentials

What would you like to set for your security

questions?
Question 1

Library card number?

02292020

Question 2

Primary frequent flyer number?

L8765B0|

Question 3

Middle name of youngest sibling?

Dougherty

Back to TOC
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From the Self-Onboarding menu, employees can easily see which sections they have completed.
Clicking “Review" will allow employees to review the information they entered and make edits if
necessary. The Total Progress bar at the top of the screen provides employees with an estimate of
how far along they are in the Self-Onboarding process.

Any section that is incomplete will have a progress bar at the top of the tile. This helps notify
employees how far along they are from completing that specific section.

Total Progress: 33%

Continue...

Choose a selection below

1. Welcome 2. Credentials 3. Information

REVIEW REVIEW CONTINUE

4. Paycheck 5. Tax Setup 6. Documents
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The tasks in the Information tile will ask employees to enter in their personal information, such as
address, phone number and emergency contacts.

{ I X

Information

Who is your first Emergency Contact?

Brian Smith

(405) 123-4567

Spousel

SAVE AND EXIT NEXT

If Direct Deposit Setup was included in the Personal Info section of the New Hire Template,
employees will be able to use the Paycheck tile to submit their direct deposit information.

< =mm X

Paycheck

Enter your back account information for your first
account

ABC Bank of OK

000000000

000000000000
000000000000
@ Checking
Q savings
SAVE AND EXIT
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If Tax Setup was included in the Personal Info section of the New Hire Template, employees will be
able to use the Tax Setup tile to submit federal and state tax information.

X

Tax Setup

Please answer a few questions about your Federal
Tax setup

View Legal Notice »

Married w

25.00

&GO Form W-4 Worksheet

GD RS withholding Calculator

SAVE AND EXIT NEXT

< | — X
Tax Setup

Sign and acknowledge your W-4 Form

Select a signature method below

QO Handwritten
® Typein

Lorraine Savage| Alex Brush 4

x/f; tAacite uf?‘(sz‘aqﬂ

SAVE AND EXIT ‘ ‘ FINISH ‘

Finally, the tasks in the Documents tile will prompt employees to complete all the documents you
included in Self-Onboarding. Documents will display in the order you determined in the Self-

Onboarding setup.

— X

Documents

Please review or upload the following documents and
sign as needed

QJ USCIS Form 19 >

E 2020 Form W-4 0 5

SAVE AND EXIT NEXT
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Read-only and online-editable documents can be completed directly through the Self-Onboarding

web page.

Editable documents will require the employee to download the document, complete the

information and upload it.

Once all of the sections are complete, employees will click the “Complete” button at the top of the
page to finalize their portion of Self-Onboarding. A banner will display at the top of the page

confirming Self-Onboarding is complete.

Once employees click “Complete” to finalize their portion of Self-Onboarding, they cannot go back

and edit any information.

Complete Self Onboarding!

Continue...

Choose a selection below

1. Welcome 2. Credentials

REVIEW REVIEW

4. Paycheck 5. Tax Setup

REVIEW

Back to TOC
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3. Information

REVIEW

6. Documents

REVIEW
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New Hire Guided Setup
Step 1: Personal Information
Step 2: Work Information
Step 3: Supervisors
Step 4: Pay Information
Step 5: Paycheck Deposit
Step 6: Taxes
Step 7: HR Information
Step 8: Custom Fields
New Hire Batch Actions

New Hire Import

Make Employee Changes
Advanced Filters
Employee Menu
Employee Directory
Employee Change Import (EMI102)
Creating the Import
Importing the File

Tax Code Geolocation Import



Manage Employees

New Hire Guided Setup

First, from the Employees tile, click “Add New Employee.”

Employees
B Add Mew Employee

B NMake Employee Changes

B Employee Self-Service ®
W ESS Access Setup

B Employee Directory

B Position Management

B Organization Chart

Then, click “New Employee Queue.”

Tt Add Hew Employee

Select a New Hire Option

Hew Employee Queue
View any recently added e

s well as any pending

Mew Hire Templates

Create and manage templates for hiring new employees.

Employee Master Import

Import new W-2 or 1099 individuals from a CSV file.

To enter the New Hire Guided Setup and complete the new hire process, click the name of an
employee who has completed Self-Onboarding.

it Add bew Employee Hew Erployes Queus

MNew Hire Queue

Add New Hire

Back to TOC

Panding Mew Hires | Hew Employees | Archived Mew Hires | Import Transactions
1 Y|~ |actions v | Kb 25 v
Select SEH/EIN Hame. Status Hire Date Home Allocation Template Details Edit Archive
i o - - 3 g g
06,01/2020 200-E00NN-24 Fuli Time & ~ (1]
DOD-00-0002  ADWMS, FRANIKLIN (ADDZ) SO0-600-200-24 Default lew Hire | ,r; ”~ [ 3]
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When you enter the New Hire Guided Setup, the selected template will determine which tabs and
fields appear. The information is divided into multiple logical steps. Only complete the fields that
the employee does not have access to. All other fields will be populated when the employee
completes Self-Onboarding.

Step 1: Personal Information

On Step 1: Personal Information, you'll see the employee’s basic information, such as name and
address. Fields that have been entered by the employee during Self-Onboarding will be gray and
read-only.

The employee’s code will generate is sequential order automatically in the New Employee Code
field.

1] Add New Employee Hew Empioyee Cueue Hew Hire Gusded Satup

1. Perannal Information m 3. Supsrvisors 4. Pay Infarmation B. Paycheck Deposit m T. HR Information B. Cuztom Fielda

@ Amy fields that were m; dzbie o the new hire in the self-onboarding procese have been disabled until the new hie comipletes the process. The new hire will not be able to be hired until the onbeardng-
process is completed or cancelied

Click here to view the new hire process
Personal Information (Adams, Susan)
ew Employee Code § ADID valid kmage formats

_| Override Aute-generated EE Code @ [ Chonss File | ro file chasen

Employee Mame Sugan dle Mame Adams
Nickname
Social Security Mumber * 000 |00 |-0002 | Applied For @
Address * 123 Pink Street
City, State, Zip Gianoma iy . Fokatoms v | 73z
Primary Phone Other v
[
Secondary Phone = I other +

If you want to enter the employee code manually, check the box for “Override Auto-generated EE
Code.” The New Employee Code field will field will become editable for you to enter the desired
code.

Personal Information (Adams, Susan)
* New Employee Code @ AD1D
(¥ Override Auto-generated EE Code
Employee Name |Susan tiddle Name | [adams
Nickname Var

Employee Management | 45
Visit the Help Menu for the most up-to-date version of this guide.



If you employ an individual without a Social Security number, such as a non-resident alien, you can
indicate the employee has applied for a Social Security number. To do this, check the “Applied
For” box next to the Social Security Number field. Paycom will generate a temporary identification
number, starting with 000-00-0000 that will serve as a placeholder until the employee receives

their Social Security number.

The Applied For check box will only display for W-2 employees.

1 Add New Employee New Employee Queus Mew Hire Guided Setup

1. Personal Information 2. Work Information 3. Supervisors 4. Pay Information 5. Paycheck Deposit

Any fields that were made available to the new hire in the self-onboarding process have been disabled until the new
process is completed or cancelled.

Click here to view the new hire process
Personal Information (Adams, Susan)

New Employee Code @ ADID
|| Override Auto-generated EE Code @

Employee Name |Susan Middle Name

Adams
Nickname lickname I
Social Security Number * |- it
Address * 1123 Pink Street

Upon checking the “Applied For” box, a pop-up alert will display to inform you the employee will
be excluded from tax return filing until their Social Security number is updated.

Alert [ %
Marking this W2 employee as "Applied for SSN" may result in the employee being

excluded when filing tax returns due to the filing requirements. Once the SSN s
received please upate the employee's record. For any questions, please contact

your Paycom Specialist.

Visit the Help Menu for the most up-to-date version of this guide.
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Step 2: Work Information

On Step 2: Work Information, enter the employee’s job information, including the hire date as well
as labor allocation information.

The employee’s Standard Occupational Classification (SOC) code can be entered, allowing you to
conveniently add your new employee’s SOC code when entering the employee in Paycom. For the
SOC Code field to display, you must add the field to your New Hire Template(s).

Y | AddnewEmploves © New Emploves Queve | Mlew Hire Guided Setup

Waork Information (Savage, Lorraine)

* Indicates Required Fiald

Hire Date @ *

Pre-hire
S0C Code
DOL Status Full Time |
Full Time Employmant Eactor 0.000000
Percent Labar Distribution mone) v |
R0 Eategery bt Loee Dl s iarirs ¥
Position Seat * Chief Finanial Officer - [No Employee Assigned] r‘ﬂ"
Work Email
Labor Allocation Profile @ * All -
Home Department * Executive Klanagement [800] >
Home Locations Kangas City [600] i
Home Jobs * Executive [1o0] .
Lacatian Houstan >
System Lses & Mo Currant User Mew User

| it | ﬂ “
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When you add a 1099 employee, you can indicate whether the employee needs to be included on
the New Hire Report. This is beneficial if you have 1099 employees who work in a state that
requires you to report their earnings to government tax agencies.

To do this, indicate whether the 1099 employee should be included on the New Hire Report. Then,
use the New Hire Reporting State drop-down menu to select the appropriate reporting state. Once
you complete the New Hire Guided Setup and turn the employee Active, the employee will be
included automatically in the New Hire Report for the selected state.

ﬁ Add New Employee New Employee Queue New Hire Guided Setup

1. Personal Information 2. Work Information 3. Supervisors 4. Pay Information 5. Paycheck Deposit 7. HR Information

Work Information

* Indicates Required Field

Employee Status ACTIVE v

Include on New Hire Report @
New Hire Reporting State @ @

Hire Date @ * 02/13/2020 |# Pre-hire

Rehire Date @ 00/00/0000

If you are using a custom new hire template that includes the System User field, you can create a
Paycom user directly through the New Hire Guided Setup. Paycom users are individuals in your
organization that need the ability to log into Paycom and accomplish tasks, such as approving
time-off requests, processing payroll or managing employee benefits.

If the employee’s role includes accomplishing tasks as a Paycom user and the employee is a
current Paycom user, select “Current User.” Then, use the Paycom User List drop-down menu to
select the active Paycom user you want to tie to the employee.

System User Mo @ CurrentUser ) Mew User
————
‘ Paycom User List * |search or Make S ‘)
= =n
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If a new user needs to be created, select “New User” and enter the information required to create
a new user.

When finished, click “Next.”

System Liser Mo Current Liser & New User Valid Passworts
1P s must ba 8 40 20 characters in length.

3 at baast 1 special character (EAG
Usemame & * | o), .

atus of your Caps-Lock key before updaling
Enter Passwond min @ characters.

Confirm Password *
Aadvanced User @
Access Group @ Bpar Y2 Sachion -
Permizzion Profile § * i Maks & n - &
Raceive Email whan payroll is submitted

Receive Email when reports are put in CL inbox

Phone Number [ | et

(2] = =
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Back to TOC

Step 3: Supervisors

On Step 3: Supervisors, assign the employee’s supervisors and determine the appropriate
Notification Settings.

Through Notification Settings, you can specify which supervisor should be notified of the

employee's time-off requests, timecard approval, employee changes and exception points. To do
this, click “Set Notifications.”

1 Add New Employee Kew Employee Queue Mew Hire Guided Setup

Supervisors (Savage, Lommaine)

Naotification Settings g
" Set Natifiestions '

Time-0ff Approval Supervisor @
Primary Supervisor

Secandary Suparvisar

Tertiary Supervisor
Quatemary Supervisor
Talant Management Suparvisor

Paycom Learning Supervisor(s) pa—
| ALKHALAF, John (Galkhalaf]
ASARE, David [dasare)
¥ Aarons, BRITTARY (bhoman)
| Abluton, Benjamin (admenistrato)

| BERTRAM, m)

i = n

In the Notifications pop-up window, check the box for each notification the various supervisors
should receive and click “Save.”

Matifications (]

SUPEIVisoes Time-0ff  Timecard = Employee Ewceplion  Punch
Pequests  Approval | Changes Points. Ghlw

Time-Crr

o
Primary - - vl -
Sacondary r o
Tertiary
Cuatarmary

e “
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Back to TOC

Step 4. Pay Information

On Step 4: Pay Information, select the appropriate pay details and add rates by allocation, if
necessary.

When finished, click “Next.”

n Add few Employes Hew Employes Queue Idew Hire Guided Setup

Pay Information (Savage, Loiraine)

* Indicates Required Fiald

Procassing Schadule @

Briveekly v
Pay Frequency Be-Weekly
Pay Type* | Salary A\
Pay Basis Check Display @ Rl
Payeode Prefile @ =
Aurto Reduce Megative Check Group & -
Minimum Wage Profile -
Exempt Status ® Exempt Hon-Exempt
Salary ’é:cl oo Par F‘syf'_eriod_ ¥ | (50.007hriS0 00/ yr)
Scheduled Pay Pariod Hours (4000
ABER Calculation Rule -
Rates By Allocation |
anhnfﬂtm besu;vlinn nwioﬁn: na’tfo;rtnﬂna W“hh'E'FfDW] Edit Dalete —
v : ‘ Mo Records Found : ‘
]

| L | m “
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Step 5. Paycheck Deposit
On Step 5: Paycheck Deposit, select whether the employee will be paid via direct deposit or paper
check.

If your employee selects “Direct Deposit,” they can choose to enable net pay and/or distributions.
Selecting these options will allow them to enter their banking details.

When finished, click “Next.”

1l Add New Employee New Employee Queve

5 o bt

Any fields that were made available to the new hire in the self-onboarding process have been disabled until the new hire completes the process. The new hire will not be able to be hired until the onboarding
process is completed or cancelled

Hev: Hire Guided Setup

Click here to view the new hire process

Paycheck Deposit (Savage, Lorraine)

# Indicates Required Field

Paycheck Deposit * Direct Deposit Paper Check

Direct Deposit Net Pay Account
Direct Deposit Distributions @
Main Account (Net Pay)

Deposit Method @

# Enable Net Pay

# Enable Distributions

Bank Account ¥

Account Type @ Checking ¥ |
Bank Name JP Morgan Chase
Routing Number * [10soooeas |
Account Number * e e
Fund distributions before Net Pay No Yes
Direct Deposit Distribution
st Deposit Method: | Bank Account ¥ |  Bank: | @ Checking © Savings Routing #;
Acct # Amount: [§]0.00 OR 0.00[%
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Step 6: Taxes

On Step 6: Taxes of the New Hire Guided Setup, Taxes by Geolocation will run automatically based
on the employee’s home address entered on Step 1: Personal Information and Work Location
selected on Step 2: Work Information.

The Lives-in State, Works-in State, SUI Tax Agenc, EE Loca Tax Agency and Client Local Tax
Agency fields will autofill with the applicable tax information. Review the information and make
any necessary changes. When finished, click “Next” to continue addin gthe new hire to Paycom.

If a state is missing from the Lives-in State, Works-in State or SUI Tax Agency drop-down menus,
please contact your dedicated Paycom specialist.

it Ak Hew Employes Hewr Employes Cueue Mew Hite Guided Setup

Tax Information (Savage, Lorraine)

* Indicates Required Field
W2 or 1099 * & w2

o 1099

Nan-Resident Alien [0 Gheck this bax I this employes is @ non-resident alien

Resident Alien

[C] Check this bax if this employes should have additional Federal W/H
Available Health Insurance (] Check this box to set 'YES' in Mew Hire Report. Required for employees in KY, MO, MO
Employee Tax Setup

Look Uip Potential Taxes @ Search

Lives-in State § *

Dklahama ~
Works-in State @ * Chialioi =
0T Ay Oklahama v
Register Local Taxes
Local Tax Validation Override @
EE Local Tax Agency 1 @ oal Mt Seleath - + Client Local Tax Agency 1 @ Saateh of Mok 5 - +

Resident Tax [ Resident Tax
Filing Status Exempions / Allowances Additional Amount Additivral Percent & Block £

Dependents & 0.00{
single or Married filing separately ~
Federal Taxes £ kil L Diher Income § 0.00{ § 0.00 0.0000 %

o el
I Multipie Jobs Deductions & o.00f

OK State Tawes | Married ~ nj L 000 0.0000 %

i e @
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Step 7: HR Information

On Step 7: HR Information, make the appropriate selections within the Employee Self-Service®,
Time and Attendance, Documents, Benefits and ACA, and Other tabs.

1 Add Mew Employes e Emolayes Cueue Hew Hire Guided Setup

1. Personal Information 2. Work Information m 4. Pay Information 5. Payeheck Deposit 7. HA Infommation B Custem Fields

HR Information (Savage, Lotraing)

@ Ay fialds tha
Process e conpd

Click hare to wew the new hire process

made available to the new hire in 1he self-onboarding process have been disabled until the new hire completes the process. The new hire will not be able to be hired until the onboarding.
d or cancelled.

Employoe Self Service  Time and Attendance  Documents | Sencfits and ACA [l | Other [l

= Indicates Required Field
ESS Access Profile §

B

ciive EE -

Checkiist(s) @ Y it i
| Benefit Education
| Employes Transfur Notes
| FMLA Checkfist
Manager Fromatian
Baw Hira Chechlist
Off Boarting Chckist
| vsar-End Emplayas Processes

U

Expense Management Class @
Recaive Expanse Matifications @

Smd 553 Logia. xSl B Work Email T Send Email
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Step 8. Custom Fields

On Step 8: Custom Fields, view the employee’s responses to your custom questions.

When finished, click “Complete” to hire the employee. To save the new employee for later review
or completion by another user, click “Save.”

If saved for later, the employee will display in the Pending New Hires tab.

Y | AddNewEmplovee | MewEmploveeQueue | Mew Hire Guided Setup

T ST EyTT— ST

ew hare in the self-onboarding proceas have been disabled until the new hire completes the process: The new hare will no

= able 10 be hired until the oobearding

Custom Fields (Savage, Lorraine)
Custom 1
Custom SELECT Fields

Shirt Size Medium + 48 Dietary Restrictions

Hone v
Parent o

Custom TEXT Fields

Orivers License Parking Pass &

Custom DATE Fields

License Expiration 004000000

Previous Comgiete
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New Hire Batch Actions

If you choose save an employee for later, they will display on the Pending New Hires tab. To make
your hiring processes more efficient, you can batch hire, edit, geolocate and archive — all through
the New Hire Queue. This is beneficial, for example, if you added 20 new hires to Paycom on
Friday but don't want to make them active until Monday, as you can quickly batch hire all 20
employees directly from the Pending New Hires tab of the New Hire Queue.

i acd Hew Emplayee Mew Employee Queue

Mew Hire Queue

Panding Mew Hires | Haw Employees | Archived Mew Hires | Import
ng ¥ s

Seleet SENFEIN Nama Status Hire Date Edit Archive
= = % 2
ADAMS, SUSAN (401 D) 06/01/2020 rd [ 1]
000000002 | ADANIS, FRANILIN (4002) 06/08/2020 Ve [ 4]

From the Actions drop-down menu, you can perform the following batch actions:

= Batch Hire: To batch hire multiple employees, check the box next to each employee’s
name and select “Batch Hire"” from the Actions drop-down menu. A green banner will
display to signify the selected employees were successfully hired. If an employee is missing
required information, such as birth date or hire date, you must include the required
information before they can be hired. Once the batch hiring process is complete, the hired
employees will move from the Pending New Hires tab to the New Employees tab.

= Batch Edit: With the batch edit feature, you can switch new hires from one Custom New
Hire Template to another in just a couple clicks. If most of the employee’s information is
complete — don't worry. Paycom will pull the applicable information into the new
template. All you need to do is complete any additional fields. Check the box next to each
employee's name and select “Batch Edit” from the Actions drop-down menu.

In the Batch Edit New Hires pop-up window, select the appropriate template. Each
Custom New Hire template you've created, as well as the Paycom default will be available
for selection. If you want to apply the default values set in the New Hire template, check
the box for “Apply Default Values.” When finished, click “Batch Edit.”

Only new hires not currently in Batch Edit4 New Hires o
Self-Onboarding will be switched
to the new template.
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= Batch Geolocate: To batch run Taxes by Geolocation, check the box next to each
employee's name and select “Batch Geolocate” from the Actions drop-down menu.

= Batch Archive: To batch archive multiple employees, check the box next to each
employee's name and select “Batch Archive” from the Actions drop-down menu. When
complete, the selected employees will move from the Pending New Hires tab to the
Archived New Hires tab.

= Batch Send Invitations: This action allows you to batch send Self-Onboarding invitations.
For more information, please see the Batch Send Self-Onboarding Invitations section of this

guide.
On the Archived New Hires tab, you can recover or delete new hires.

= Recover New Hire: To batch recover multiple archived new hires, check the box next to
each employee's name and select “Recover New Hire"” from the Actions drop-down menu.
Once complete, the selected new hires will move from the Archived New Hires tab to the
Pending New Hires tab for you to complete the employee record.

= Delete New Hire: To batch delete multiple archived new hires from Paycom, check the box
next to each employee’s name and select “Delete New Hire" from the Actions drop-down
menu.

1] Aedd Mew Employee Flewy Employes Quese

Add Hew Hire | w
Mew Hire Queue

Pending Mew Hires | Mew Employees | Archived New Hires | Impaort Transactions

Select SSN/EIN MName Status Home Allocation Recover Hew Hire Details Delete
= | i b | = | Delete Mew Hire
WRIGHT, MARY BETH 100 Default |—!;"'_, m
151-44-5474 WAZMIAK, MATT MATHEW 100 Default [ & 1
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New Hire Import

The New Hire Import allows you to add multiple employees into Paycom at once using a simple
import format. Once complete, imported data will save in the New Hire Queue so you can make
edits before creating the employee record. This allows you to import new records and changes to
existing records in multiple chunks. All you need to get started is the employee’s Social Security
number.

To access the New Hire Import, you must enable the New Hire Queue Import located within the
Employees tab of Permission Profiles.

The New Hire Import allows you to import an employee master file directly into the New Hire
Queue. To do this, select “Import New Hires" from the Add a New Hire drop-down menu.

' Add New Employee Mew Employee Queue

Add New Hire | w

New Hire Queue

Pending New Hires | New Employees | Archived New Hires | Import Transactions

i Y ~  actionsv B 25 v
Select SSN/EIN Name Home Allocation Template Details Edit Archive
< - 2 £
000-00-0002 BAKER, KATE (KBRK) Default B} Ve (1]
Showing 1 to 1 of 1 entries
- 1
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Completing the New Hire Import is a three-step process. On Step 1: Import Properties, click the
blue “Download” link to download a Microsoft Excel file containing detailed instructions and a list
of acceptable header values Paycom will recognize automatically.

Then, select the appropriate Import Type and enter an Import Description.

New Hire Template drop-down menu contains the default New Hire Template, as well as any
custom templates you've created. The template you select will be used to create records for
employees who are not assigned a New Hire Template on the import file.

When finished, upload your completed import file and click “Next.”

Accepted file types are XLS, XLSX and CSV.

it &dd New Emgiayes Hew Hire Queus ews Import

Import Properties (New Import)

Import Instructions & Download

* Import Type & Mew Hire import ¥
* Impart Description @ |Mew import
* Mew Hire Template @ Default v
* File Upload @ | Choose Flle | 1o file chazen
=3
Back to TOC Employee Management | 59

Visit the Help Menu for the most up-to-date version of this guide.




On Step 2: Column Mapping, Paycom will map the columns in the import file to the appropriate
new hire fields automatically.

Validation errors will be highlighted in yellow. Errors will occur if your import file contains duplicate
mappings or headers Paycom can't match to a specific field in the New Hire Guided Setup.

To fix these validation errors, select the appropriate field from the New Hire Field drop-down
menu.

If the New Hire Field drop-down menu is blank, the data will be excluded from the import.

It's best practice to address any errors before continuning; however, errors will not cause the
entire import file to fail. Instead, validated data will import successfully and any data that did not
validate will record in Step 3: Review and Import.

You can only import fields you have access to view based on your New Hire Access Profile. Any
fields you don’t have permission to view will be recorded in Step 3: Review and Import.

i Add New Employee New Employee Queue Hew Import
2 oo vopons SRR
The below list contains headers that could not be identified to one specific field in the New Hire Wizard. Use the New Hire Field dropdowns to map the values to the correct field. To prevent information on the
source file from being imported, leave the New Hire Field dropdown blank
Column Mapping
‘H T~ B [s00 1]
N E | |
Column Import Header New Hire Field
- < <
1 Social Security Number |secial security Mumber -
2 Last Name [Last Name =
3 First Name [First Name -
4 Middle Namé [Middle Name =
5 Gender [Gender «]
6 Marital Status [marital status -]
7 Address [address .|
8 city [aity |
9 State |state -/
10 Zip iZiE - |
‘ [

1 Department c |Search or Make Select -)

epartmet earch or Make Selection - |
12 Pay Type ( 3 |Rate1 -
13 Rate 1 This field is being mapped more than once. I_Rati 1 - |
14 Salary |salary -
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Step 3: Review and Import contains tabs for New Hires Added, New Hires Changed and Failed
Records.

The New Hires Added tab contains data for each new hire you added to Paycom via import. Here,
you can view each employee’s Social Security or employee identification number, name and the
number of fields successfully imported.

it Add New Employee New Employee Queue Hew Import

1 mport Poperties 2. Gokumn Mapping

Review and Import

e ———
New Hires Added 3w Hires Changed [ | Failed Records

Search Al 2 | 3| Hext |28 =
SSN/EIN New Hire Name Fields imported
405-99-9999 BLACK, TIFFANY 20
406-00-0000 WHITE, SANDRA 19
406-00-0001 SMITH, GREG 20 ‘
406-00-0002 ROBERTSON, ROBERT 19

The New Hires Changed tab contains data for each employee currently in the Pending Employees
tab of the New Hire Queue whose information was updated by the import file. Here, you can view
each employee's Social Security or employee identification number, name and the number of fields
successfully imported.

i add New Employee New Employee Queue New Import

1. Import Properties ) 2. Column Mapping » 3. Review and import

Review and Import (New Hire Test)
Mew Hires Added |f] | New Hires Changed [E) | Mailed Records B

o ) 1 2| nen |25 +|
SSN/EIN | New Hire Name Fields imported
406-00-0005 SMITH , KATIE 2
406-00-0006 DAVIS , CASSIE 2
406-00-0007 BROWN , LACEY 2
406-00-0008 HOPKINS | KRISTINA 2
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The Failed Records tab contains all data that failed to import. Here, each field that failed validation
or contained an unknown header and the number of failed records associated will display.

To save your current progress, click “Save.” The import will save within the Import Transactions

tab of the New Hire Queue for you to complete at a later date.

To download a Microsoft Excel file containing each successful field, failed values and validations
and the original source file, select “Save and Download File” from the Save drop-down menu.

When you're ready to complete the import, click “Finalize Import.”

' 13 Add New Employee New Hire Queus

Hew Import

2 oo s & o

Review and Import

Nevs Hires Added ) | New Hires Changed il Failed Records

T | Next

Showing 1-7 of 7 records 1| Hext

Previous

25 v

Field Failed Records
Unkown Headers z
Birth Date 5
Gender 1
Marital Status 2
Work Email 3
Work Location 2
Position 5

' Finalize Import )

After you finalize the import, each new hire will display in the Pending New Hires tab of the New
Employee Queue. While in the Pending New Hires tab, you can import additional data, edit and
delete employees from Paycom. Once all required fields are added, use the batch hire option to

hire multiple employees at once.

New Hire Queue

—— : !
Pending New Hires | New Employees | Archived New Hires | Import Transactions

Search | 1 record selected A Bl 2 [ e T v [actions v | @~ 257
Select SSN/EIN Name Home Allocation I Tempui Edit Archive
@ | < - ¢ ! <| BatchEan
@ 406-00-0048 WEAVER, THOMAS 90001-300 Defauit Batch Geolocate P4 (4]
I i | Batch Send invitations
406-00-0039 TURNER, LEAH Default__| i (1]
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Make Employee Changes

Whether you need to edit an employee’s demographic or pay information or simply see their latest
performance review, all of the information about a specific employee is stored within employee

forms.

To view an employee's forms, click “Make

Employee Changes" from the Employees tile.

Employees

B Add New Employee

B Make Employee Changes

@ Employee Self-Service @

W ESS Access Setup

® Employee Directory

® Position Management

® Organization Chart

Within Make Employee Changes, you can review general information such as an employee’s
status, pay class and Employee Self-Service® username. The Quick Links drop-down menu allows
you to skip clicks and navigate directly to an employee’s form.

F 1 Make Employes Changes

Employee Listing

Add Fiiter.
[ Shaw Lagal Nama @

Found (135] employes matches

Bateh Edit Employes Marme Statug S3N | Home Department

= = Sl =

0 AARONS, BRITTANY JANE(ADDT) A | 7382 200
ABEY, HANNAH{BOTT) A 2398 500
ADAMS, JESSICA(ADOD) A 111 300

0 ADAMS, PAULINAAOSS) © A | 1765 1
ALKHALAF Jr, JOHN(1347) A 1784 . 1
ASARE. DAVID(ADDOD) A 020 . 400

O BARMES, PATRICK(ADOF) T 5454 1
BARNETT, LINDSEY{9457) & 6761 . 200

Eatch Actions

& Saved T Filters

| R A e scticns~ | B - 25 -
Quick Links @

Pay Clags  Terminal  Schedule Group  Badge Number

001

HoU 061254001

091258971

| oe125A000

091254056

| me1251347

091254000

08125A00F

| 001250457

Employee Sell-Service © Login

bor Dig

'

05- 3rd Party Payees (Glabal)

06 - Aceruale
07 - EE Phota

OB - Custorn 1

0E - Custom 2

[ ik Links w
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If employees save a preferred name in Employee Self-Service®, it will display throughout Paycom
as the employee’s name. Check the box for “Show Legal Name” to view employee names and legal
names for employees who have both.

To learn how employees can save a preferred name, please see the Add Preferred Name to

Employee Records section of this guide.

1 wake Employes Changes

Employee Listing Batch Actlons ¥

Add Filte & Saved T Filters

B3 Show Lagal Nama @

Found (135) smployee matches

"- arch G = Bz 34| 5|6 | M sctiore > | Q- 5 v
Bateh Edit States 35N | Home Department  Pay Class  Terminal Schedule Group | Badge Number  Employes Self-Service @ Login Ouiek Links @
O AARDNS, BRITTANY JANE[AO0T) A 7352 200 o Hau 091254001 Quick Links w
ABEY, HANMAH{8971) A 2308 500 ool 001258971 Quick Links »
ACAMS, JESSICA{AOOT) A nmn 300 ool 091Z5A000 Quick Links w
ADAMS, PAULINA{ADSE) € MICHAELS, ADAM . A 1765 . 1 ooz 091254056 Quick Links »
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Advanced Filters

The dynamic filter bar located at the top of the Make Employee Changes screen allows you to
quickly locate specific groups of employees. For example, let's say you need to batch edit pay rates
for the employees who work in your Sales department. With Advanced Filters, you can apply a
department filter so only employees who work in the Sales department display in the Employee
Listing.

% Make Employes Changes

Employee Listing Baich Actions

Found (102) emplayee maiches

1 3 | 4|8 ex fcios | B w 25
Batch Edit Employee Stalus 35N HomeDepadment  PayClass Tenminal  Schedule Group | Badge Number  Employee Self-Service & Login Quick Links &
- 3 & 3 3 2 = s z
AARONS, BRITTANY JANE (A001) A | TaBZ e L1k HOU (41 254001 Cruich Links
ABBY, HANNAH (8971} A 2308 0D 042 41268971 Quick Links =

After you click the dynamic filter bar, a list of applicable fields will display. To select a field, use the
arrows on your keyboard to highlight the desired field and press “Enter.”

] Make Employes Changas

Employee Listing Balch Actions =
[ &y SAVED = FILTERS
F Press & Lo Select
3 2 | 3| Hem actions ™ | 25 ~
Eirth Date (]
wus  Home Department  Pay Class  Tarminal Schedule Broup Badga Number Employea Scli-Sarvica & Login Quick Links §
Clagk Seguence Number n = o = 2 & - =

= A 1500 SAL TG1 2137 - M-F 7008 and 7:30a Crew 003024035 Guick Links w

DOL Stk = K 1600 SAL TGO 2384-MF 21030p 003024001 Quick Links
EEQT Category =
A 500 HRL TGO 2404 - 3:00a and 0:30a Crew DD30ZA009 Guick Links »
EEQ1 Ethnigity
Emall-Personal n A 9D0 SAL DO30ZA022 Quick Links w
Email-Wark . I 1200 sAL 003024051 Guick Links =
Empleyee Added Date ()
b 1700 SAL 2384 - M-F 2-1030p 003024005 Quick Links
El i Lod.
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Or, if you know the name of the field you
want to include, type it in the dynamic
filter bar and press “Enter.”

After you select the field, the
corresponding operators will display.

Finally, to complete the filter, you must
select the value. For basic fields such as
Department, you can apply multiple
values to ensure the results meet your
exact criteria.

After you select all the filter's conditions,
press “Enter” to confirm and apply.

i Make Employee Changes

Employee Listing

Neo=d )

Found (5¢ Press « to Select First Item
Department =
Batch E 4ome Department  Pay (
] - = z g
[3 ALLEN, KARA (AD35) A 1500 S4
1l Make Employee Changes
Employee Listing
Department
Found (55) empl Press « to Select First Item
Is
Batch Edit epartment = Pay Cld
O Is not = s
I ALLEN, KARA (A035}. A 1500 SAL

i Make Employee Changes

Employee Listing

[ Department |s Administrative [1000], Customer Service [1600]|

Found (55} employes matches

Accounting |50
9 I

Batch Edit Employee Status | Home Deparimen o
A g 2 - M Administrative [1000]
0 ALLEN. KARA (AD3S) A 1500 B Customer Service [1600]
. I S [] Develepment and Research [1100]
|| BLACEK, TIFFANY (A0O1) A 1600
- [] Executive Managemant [BO0]
] BROWN, LACEY (00} 3 500 i
O Finance [1200]
Ol CALHOUN, MICHELLE (A022) A 900 [] Human Resources [600]
=] COFTRAAN, ) i (ADST] v 1300 0 I [400]

[ Janitorial [1300}
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After you create the first filter, you can apply additional filters to drill down your results even more.
Each filter you apply will display beneath the dynamic search bar. To view the values tied to a filter,
hover your cursor over the blue link. To remove a specific filter, click the “X."

If you find yourself creating the same filter on a regular basis — save it! With Advanced Filters, you
can save your filters so you can easily reuse them at any time. To do this, create your filter and
click “Save.”

1l Make Employee Changes

Employee Listing

Add Filter..

Department

Employee Status Is Active €9 X CLEA

' Administrative [1000], Customer Service [1600]

In the Add Save Filter pop-up window, enter a name for the filter and determine whether you want
to share it with other users. If you check the box for “Favorite,” the filter will display at the top of
the Saved list for quick access.

.. . < Add Saved Filter

When finished, click "Save.” _

@@ rnevled
Name *

Direct Reports

@® Frvate () Shared

Group*

Group 1

Group 1

Employee Status Is Active 3 end  Department |5 2 items 3

Back to TOC Employee Management | 67
Visit the Help Menu for the most up-to-date version of this guide.



Each filter you save, as well as the Paycom default filters, will display in the Saved drop-down
menu. Any filters you favorite will display with a star.

L1 Make Employes Changes

Employee Listing

oy Direct Beparta ) % CLEAR 4 SAVE

Found (8) emplayes matches

Batch Edit

Employes Status Home Department Pay Class

& a

Terminal

Batch Actions =
= FILTERS
Direct Reparts *
Active Employees
Termed Employees 25 w|
sh Links &

Sshadld Grerip Badge Number | . 1o Empgloyess

To view and manage your filters, click “Filters.”

1 Muke Empleyen Changes

Employee Listing

oy Direct Reports €3 X% Clear 4 Save

Batch Actions «

oy Saved -

The Filters pop-up window consists of three tabs: Quick, My Filters and Available. The Quick tab
allows you create a quick filter that includes the Employee Status and/or Department field.

The My Filters tab allows you to view and edit your saved filters.

+ ADD SAVED FILTER

» My Filters Available

Employee Status

(Al | Terminated [ onLeave | ( Inactive
~ A 0 -~

ak N it T > ™
\ Retired || Deceased || PreHire ) i\ Mot Hired |

Department 2 Selected »

+ ADD SAVED FILTER

. Direct Reports on Leave g Private ‘&& >

. Direct Reports

B Private Ty >
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The Available tab contains the Paycom default filters, as well as any filters other users created and
shared. Here, you can mark a filter as a favorite and determine whether it displays in your Saved

list,

Filters X

Quick My Filters

Active Employees

Termed Employees

Pre-Hire Employees

Active Direct Reports

All Direct Reports

Today's New Hires

Hourly Employees

Salary Employees

Commission Only Employees

1099 Employees

+ AQD SAVED FILTER

Available

= FILTER =

Default  1¥ >

Default Y >

Default Yy >

Default  Y¥ >

Default  Y¥ >

Default Yy >

Default Y% >

Default 3 ?

Default Yy >

Default 1% >
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Employee Menu

Click an employee's name to access the Employee Menu and view the employee’s forms.

[ 1 Make Employes Changes
Employee Listing
Fitter i+ Saved T Filters
Show Legal Name &
Found (135) employee malches
e sctarav || b 5 v
Batch Edit Employss Mame Lagal Mame Status  SSM Mome Dapartment | Pay Class | Terminal Schedulo Broup  Badge Mumber  Employes Sel-Service @ Login  Quick Links §)
[] - < < Z < < < < 4 <
AARDMS, BRITTANY JANE(ACOT) A | 7382 200 007 Hou 001254001 Quick Links ¥
ABSY, HANNAH{BIT1) A 2308 500 o0t 091258571 Quick Links w
ADAMS, JESSICA(ADDO} A " 300 o0 091254000 Quick Links =

Within the Employee Menu, each available form will display. Click the name of the form you would
like to view or edit.

We'll break down each form for you.

The forms available vary depending on your user access and the modules your company uses with
Paycom. If your company uses Personnel Action Forms, changes to Employee Forms are made most
efficiently there.

3] Mai= Employee Shanges Employes henu
ft:-:_mf. H;\__NNAH (8971) ABEY, HANMAH (8971) -
el m Add New Employes
— _
. [ = )
1 Demograpiucs, Pay Rates and Taxes 1 Dsract Deposit
-4 Scheduled Earnings and Deductions 12 Year-io-Date Totals
3 Dates and HA 13 Employes Benefits
4 Parcentage Labor Distribution 14
3rd Farty Fayees 15 Documents [l of 4 requires action
[ Accrual Information 16 Checklists
Empi 17 Year End Tax Fonms
| Custom Fields 20 Compensation and Ferformance History
q Employea Salf-Sanice 3 Leaming
0 Time and Attendance
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Form 1: Demographics, Pay Rates and Taxes

Form 1: Demographics, Pay Rates and Taxes is broken into sections - Employee Demographics,
Labor Allocation, Employee Pay Rates, Employee Other, Employee Taxes, Federal Tax Information,
State Tax Information and Custom Fields.

Employee Demographics

This section holds information about the employee and their status within the company.

When an employee’s status is changed to terminated, retired or deceased, the termination date has
to be entered to ensure the proper information is stored with the status change.

Here you will enter information such as status, home department and work location as well as the
employee’s position seat. These fields can be changed at any time.

Within each form, there is an option to see a “View Change History.” This allows you to view any
changes made on this form quickly.

sl Wiake Employes Changes Empicyee Meny Farm 1 - Demographice, Pay Aates and Taves

ABBY, HANNAH (B9T1)

. HAS 7 -
acT « | ABEY, HANNAH (8971

L'

Add New Employes

wiew Full Fro

1!

01 - Demographics. Pay Astes and Tawes +

Tl

Form 1 - Demographics, Pay Rates and Taxes

Employee Names

Legal Name @ ABBY, HANNAH | Edin Preferred Name @ A

HNickname &

Employee Demographics

Employee Status AGTIVE - Social Security Number (234 | -[23 7398 | Applied For @
On-Leave Start Date DOO0/D000 On-Leave End Date 00/00/0000
Termination Date § DO/0G/ 0000 Department | Accounting [600] -
Position Title Staff Accountant Position Seat * BOO1G - Staff Accountant
Time in Position: 0 Years 9 Months 15 Days
Repaorts To: Accounting Menager - GOULD, BRITTARNY
Change
Paiiaey Plicinw 406 (885 |-(1111 || Ctner « Bicondary Phogs frr—
Work Location * Kansas Gity -
Eximary Addresn 300 ME 6TH DANVE, LENENA, K5 66211 | acdredt
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If you indicated the employee has applied for a Social Security number in the New Hire Guided
Setup, their temporary identification number will display in the Social Security Number field. Once
the employee receives their Social Security Number from the Social Security Administration,
uncheck the “Applied For” box and enter their number in the Social Security field. Once saved, the
change will register across Paycom.

1] Make Empégyes Changes Employee Manu Farm 1 - Demegraphics, Pay Rates and Taxes
AEEL: HANHAS (A5 € |ABEY, HANMEH (8971) - D
’ == e
;' ;1 01 - Demagraphics, Pay Rates and Taxes v | -
Form 1 - Demographics, Pay Rates and Taxes
47 View Change History
Employee Names
Legal Name & ABBY, HAMNAH | Edit Preferred Name & add
Hickname @
Employee Demographics
Employes Status — v Social Security Numbar a0 0 o001 Applied For @
On-Leave Start Date 00/00,/0000 On-Leave End Date 00/00/0000
Termination Date @ 007040000 Department Accaunting [500] -
Position Title Staff Accountant Pesition Seat * 00016 - Seaif Acc ant
Timea i 0 Years O Months 15 Days
Reports To: Accounting Manager - GOULD, BRITTANY
Change
Erimmy Phons 406 |-[BEE |-[1111 || Otner ~ ity Fhos Other |
Wark Location * Kansas Clty -
Primay Addees 309 HE 5TH DAIVE, LENEXA, KS 66211 | astiem

If an employee does not have a work location saved within Form 1: Demographics, Pay Rates and
Taxes and you attempt to update the form without adding a work location, the following error
message will display. To save your changes, you must assign the employee a work location.

Error 0

A Work Location must be assigned to the employee.
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Labor Allocation

Labor Allocation details will also appear on this form. If you need to make changes, click
“Change/Edit."

Labor Allocation Change | Edit

Labar Allocatian Profile @

Al v

Department Locations Johs
[600] Human Resources Fort Worth[500] Errployes Mo Reports[200§

Select the appropriate information from the drop-down menus and click “Save.” Each field is
customized to the categories designated by your company.

If you have multiple EINs with Paycom, each employee must be assigned to a default Payroll
Profile. To select or change the default, select the appropriate payroll from the drop-down menu. If
you need to set up a Labor Allocation Profile, within the User Options menu, click “Labor
Allocation Filter Profiles.”

n Make Employee Changes Employee Menu Edit Labor Allocation Details

ABBY, HANNAH (8971) | ABBY, HANNAH (3971)
ACTIVE W-2

Accounting (500)..
Hired 07/05/2017
View Full Profile

1
N

:

s /Z. 01 - Demographics, Pay Rates and Taxes ¥

Edit Labor Allocation Details

Department Accounting [500] -
Location Corporate - [001] -
Job Employee - No Direct Reports -[003]  +
|
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Employee Pay Rates

This section holds information like the employee’s pay type, salary or rate information, and pay

frequency.

Within this section, there are three tabs. On the Base Pay tab you have the option to show your

salary employees' per-pay period or per annum salary and hourly rates.

If you are a Multi-EIN customer, and the employee is eligible to be paid out of Payroll Profiles, you

will mark those by clicking “Change/Edit" next to Eligible Payroll Profiles.

Employee Pay Rates

* Indicates Required Field

Date Effective *

Pay Type
Processing Schedule @

Pay Frequency @

Pay Basis Check Display @ *

Pay Period Salary

Salary @

Employee Other

Base Pay | Rates by Allocation

Datais current as of 09/23/2019 @

Base Pay Changes

11/20/2019

| salary A

| semi-Monthly ¥ |  View Schedule

Semi-Monthly

Salary v

$1,500.00 /pp

|36000.00 Per Annum ¥ | (§17.31/hr)

ikt S
| Per Pay Period |
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On the Rates by Allocation Tab, specify different pay rates for when the employee works in

different positi

ons.

Employee Pay Rates

* Indicates Reqguired Field

Base Pay

Current Rates

Sedect Effective Date
082072018
Hi2z018
n2ymme
Past Rates
Effective Date

Fates by Alloeati

on | Baze Pay Changes

Descriplion

Employes Mo Aeports-Sales-Houston @

500200 -Fart Warth-Employse Ne Repeets &
BO0-1000 -Hansas City-llananer
Allozation Deseription Reg (DRA)

Reg (DRF) Daily OF (DRO)
PST $18.00 (FST) 52850
51500 §2250 .
2500 43750
Deﬂvo‘ftm: MWET:DM}
N Records Found : .

ey OT DRO) B EndRate
52850 m
w250 m
$3750| m
Make Current

Dedete

On the Base Pay Changes tab you can see the current rates and rate history for the employee.

Employee Pay Rates

* Indicates Required Fietd

Base Pay | Rates by Allocation

Current Rates

Effeetive Date Rale Type Amednt Pay Type Processing Schedule Defauilt Regular Holss Anausl Amaunt Pay Basis Check Display Edit Delete
s Salary 5384615 Salary (Per Arnum) Bi-Weekly 80.00 $100.000.00 f m
Rate History
Effective Date Rate Type Amorint Pay Type Precessing Schedule Delawt Regilar Hours Anrual Amousnt Pay Basls Chech Display Edit Delete
1113/2020 Salary $3200.23 | salary (Per Apnum) Ei-Waekly 20.00 £35.000.00 '/. )

Base Pay Changes
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Employee Other

In this section you have the ability to raise or lower your Excessive Net Threshold companywide or
you can assign individual thresholds to specific employees. The company threshold is defaulted to

$10,000.

To raise or lower your Excessive Net Threshold companywide, contact your dedicated Paycom

specialist.

Employee Other

Excessive GROSS Threshold

cessive NET Threshold

0.00

0.00

Workers' Comp *

Minimum Wage Profile

Auto Reduce Negative Check Group @
ABBR Calculation Rule

Annual Benefits Base Rate @

Direct Deposit @

Clock Sequence Number @

Full-Time Employee Factor @
Employee GL Code

Print Paystub Message @

Print Check Message @

[K5008810] Clerical (Rate = 0.012000) ¥
Default State Minimum Wage [DEF] -

ake Selectiol -
Manual Entry - | &
0.00

Disabled

8971
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Employee Taxes

This section holds the employee’s local and state tax profiles. These profiles contain Lives-in,
Works-in and SUI state information. This is beneficial for employees who travel and work in
different states or for an employee who recently moved to a new state.

Employees can elect to have an additional amount or percent come out for federal or state taxes.

Employee Taxes @

T vkl KE/TH/TH (3 0r 3) | Change
Lives-in State Kansas

Works-in State Texas

SUI Agency Texss

Local Tax Agency
Client-Local Agency

Federal Tax Information

Filing Status. Dependents { Adjustments. Additional Amount Additional Percent Black Lecked In Federal W-4
Dependents: § L
Single of Maried fing separately w | [ Multipie Jobs Cher incame: § 000 4 2009 00000 %
Deductions, § 000,

State Tax Information

State Filing Status i Additional A 1 Additional Percent Block Locked In
Hansas Single » L] & 20.00 0.0000) % il
Missouri Single o1 Married Spouse Works of Mamed Filing Separate v & 20.00 0.0000) % ] ]
Exclucle W-2 Employee From Year End @ He
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Through the Tax Setup Form on Employee Self-Service®, employees can check whether they are

exempt from taxes based on their Form W-4,

Time Managemant Time-Off Requests nfarmation Payroll

Expenses

Tax Setup

Federal Tax Setup

4 that recluce the armount of %ax withheld

Step 2: Multiple Jobs or Spouse Works

. if you hold more than one job or

are married filing jo

Step 3: Claim Dependents

If your income will be 3200000 or less (5400000 or

f marine fling jointhy

Entar the rumber of quakfying children under age of 17

Enter the rumber of other dependents

Har arnount of dependents ez

Step 4: Other Adjustments

Other income - If you want tex withneld for ather income you

Deduictians - I yau &

15 othet than the standard deduction

withholding

Extra withhelding - Enfer any o

want withheld each pay period

Documents

Checkists

m yaur pay

wirkshee!

fly and your spouse algo works.

atwont have withholding

an want to reduce your

A

o 2

Banefits Performance Paersonnal Forma Compary infarmation My Laaming

der completing a new Form 'W-4 each year and when your parsonal or
Masried -
1-5500 -

g 4,000.00
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Once checked and updated, this will flow to Form 1: Demographics, Pay Rates and Taxes in the
Block column.

Federal Tax Information

Filing Status ! i Bmount Additianal Percent Block Locked In
Dependents: 5 .00
Single or Married filing separately Multiple Jobs other Income 5 oo 5 ono 0.0000 % o
Deductiona: § .00

In the Federal Tax Information section, you will also see the Form W-4. This allows you to compare
what the employee is selecting to what is showing within Form 1: Demographics, Pay Rates and
Taxes. The employee must both acknowledge and sign the Federal Tax changes within Employee
Self-Service®.

Any changes you make will require the employee to complete a new Form W-4. We encourage any
employee who requests a Federal Tax Change to be directed to Employee Self-Service® to make the
change so Form 1: Demographics, Pay Rates and Taxes will reflect an accurate Form W-4.

Federal Tax Information

Filing Statug Dependents / Adjustments Adlitional Ameunt Additional Percent Block Locked In Federal W-4

Dependents: § 200000

[

single or Married fling separately © Multiple Jobs oner Income: § 0.00 1 20.00 £oocon| %
Deductions: § ooo
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Taxes by Geolocation

Taxes by Geolocation uses the latest geocoding technology to tie your employees’ tax profiles to
their work and home addresses to find potential tax liabilities. This ensures your employees are
assigned the appropriate tax profile and limits prior period adjustments due to inaccurate tax
setup.

Convert Delivery Locations to Work Locations

For Paycom to generate the appropriate tax information, employees must be assigned a work
location. Work locations are used throughout Paycom to document the physical place employees
work. As a best practice, all locations should be saved in Company Maintenance and assigned to
employees so you can use each module to its fullest potential and ensure accurate reporting.
Taxes by Geolocation will use each location’s address to determine the employee’s works-in state
and SUI tax agency.

If you don't have work locations created yet, you can convert the delivery locations Paycom has on
file to limit the amount of required setup. Navigate to User Options > Company Maintenance >
Locations/Establishments to begin the conversion.

14 Company Maintenance

Deductions CDmpany Match Eamings 3PSP Setup Aceials e Qustom oSS Losition Reports
= 3 Allocation Fields |\Id|':|g‘.‘f":!n'.

id Party Payess "1:'.'.'23'_" Calulation Field Rules Prioe Cade Mapping Paycode Profiles SUTA Rates

The yellow banner at the top of the Locations tab displays the number of delivery locations that
aren't saved as a work location. Click “Convert Delivery Locations” to continue.

1} Compary Mairtenance Company Locations

Lacations | Establishments
[ Voo Charge sty |
Add New Location @

You have 4 unconverted dellvery locations. :
A Canvert Delivery Locations: ’
———

* Indicates Required Field
Description § *

Address
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Each unconverted delivery location will display in the conversion table. The Status column may
contain the following icons:

= Green Checkmark: Delivery location is valid and has a description.

" Delivery location does not have a description. If converted, the first line of
the address will be used as the description.

= Red X: Delivery location is a P.O. Box and cannot be converted to a work location.

Review the information and check the box next to each delivery location you want converted to a
work location. When finished, click “Convert Selected.”

Locations 1o be Converted o
3 tecords selected ' o 75 -
Sebact Al Stats Addrsg chy State/Province Zip Code Dacsiptian Wark Logation
= A 7501 W MEMDRIAL RD DHLAHOMA CITY oK 73142 YES
A 417 DAKEEND OA LEWISVILLE ™ Ts08T YEE
-] A 123 MAIN 5T LO% ANGELES A VES
x B0 80X 1083 EDAYOND aK 3002 L]

=
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Once complete, Paycom will convert the information and the new work location(s) will display
within the Locations tab where you can edit or delete. For more information on how to manage
work locations, please see our Company Maintenance guide available on the Help Menu.

Locations | Establishments

Company Mairtenance Company Locations

£ View Changa History
Add New Location @
* Indicates Required Field
Description @ *
Address
City, State/Province, Tip * (Texas -
County
EEDC Unit Number §
I this location a Hifing Site? @ * ) Yes @ Mo
Is this & VETS-4212 Hiring Location? @ O ves O No
Hide Location @ ) Yes @ Mo
Cangel Add
Locations iong w
1 - 2 5 v
semc! Location 1D E-Verify Hiring Site € | VETS-4212 Hiring Location &) Description Address City cﬁgg Edit  Delate
0
2635 Ho 123 MAIN 5T 123 MAIN 5T LOS ANGELES CA 90001 m
2534 He 123 SHADYBROOK LANE | 123 SHADVBROOK LANE EDSIOND oK TAI i 111}
2633 Ho 417 OAKBEND DR 417 DAKBEND DR LEWISVILLE T Te067 '," m
2720 Yes Yas Corporale Headquarters | 7501 W Memaorial Road  Dldahoma City oK 73142 Coporate | InlUse
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Assign Work Locations to Employees

Once your company locations are saved in Company Maintenance, assign them to employees in
Form 1: Demographics, Pay Rates and Taxes. Select the appropriate location from the Work
Location drop-down menu and click “Update” at the bottom of the screen to save your changes.

HELSON, SOPHIE (0234)

Employee Names

Legal Hame &

Nickname @

Employee Demographics

Employee Status
On-Leave Start Date
Termination Date &

Paosition Title

Primary Phone
—e

#* Make Employes Chenges Empioyes Men

Foim 1 + Demographics, Pay Aates and Taxes

01 - Bemographics, Pay Rates and Taxes v

Form 1 - Demographics, Pay Rates and Taxes

HELSOMN, SOPHIA FLYHN | Edit

SOPH

ACTIVE v

Q2021

00/00/0000

Finance Manager (16)

405 1 -1 Cell ~

Primary Address

122 PINK STREET, KANSAS CITY, K5 64030 | And/Edit

( HNELEON, SOPHIE {0234)

Preferred Name €

Social Sacurity Number
On-Leave End Date
Department

Pesition Seat *

Secondary Phone

Add New Employee

n Paystun) | Edit| | Delete

240 .73 8347 | Applied For @
04/16/2021

Accounting [500] =
0000P - Finance Manager

Time in Position: 0 Years 0 Months 0 Days

Reports To. Deector of Finance - vacant

Change

Other ~

To assign the same work location to multiple employees quickly, navigate to Make Employee

Changes, check the box next to the appropriate employees and select “Batch Edit Menu"” from the
Batch Actions drop-down menu.

F 1 Make Employes Changes

Employee Listing

Add Fifter

Batch Actions «

B Show Legal Name &

Found [135) employes matches
Bar 4 records selected

Batch Edit Ermployee Name
i -
[} AARONS, BRITTANY AAME(ADDT)

1] ARBY HANNAH(B97T)

-] ADAMS, JESSICA[ADDD)

Legal Naime Status 35N Home Department  Pay Class

A | T3S2 200
A 2398 500
A 1M 300

5|6 | Hex

[i}] HOU

ooz

oo

Terminal Schedule Group

T 25

Badge Number  Employee Self-Service & Login Quick Links &

091254007 Quick Links -
091258971 Quikck Links w
091254000 Quick Links +
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On the Batch Edit Menu, click “Employee Properties.”

1] Wake Employes Changes Batch Edit Menu

Batch Edit Menu

Paycode Profile ~ | |Update

Deduction =
| | Edit

Accrual

v! [ea

Earning

Employee c Employee Properties | Edit ’

Scroll to the Work Location drop-down menu. Then, select the appropriate location and click
“Update” at the bottom of the screen.

v | | Edit|

Available Health Insurance ) Yes, report ) Na, da not report

Non-Resident Alien | Check this box if this employee is a non-resident alien.

Expense Management

Expense Management Palicy @
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Review Address Changes

When employees update their address in Employee Self-Service® or change work locations, a new
tax profile must be created in Form 1: Demographics, Pay Rates and Taxes. As a best practice, you
should generate the Employee Changes Report on a regular basis. This allows you to track
address changes so you can ensure your employees’ tax profiles are up-to-date.

To access this report, navigate to the Report Center and click “Employee Changes Report” from
the Audit Reports tab.

11 Repaort Center

Search Reports |Ty

Report Writers

| Add Employees Report @ PDF Excel HTML
Mew Hire Reports esv
HR Reports Changed Contacts Report @ PDF Excel HTML
csv
I Audit Reports
- Effective Dates Report @ PDF Exce| HTML

Payroll Reports

| - Employee Changes Report PDF Excel HTML
Payroll Grid Reports i 2 port @ csv
Sl Hagdls Employee Notes Report @ PDF Excel HTML
| csy
Affordable Care Act
Reports o _
| Notification Audit Report @ PDF Excel HTML
Applicant Tracking a8
Reports
Time and Attendance Notification Report @ PDF Excel HTML

csv

Ask Here Reporis

In the Report-Specific options, scroll to the Filter By Employee Change section to drill down the
report and easily view address changes.

Filter By Employee Change

SEarch [] select all

Address City
Addrezs Home State
Address Street
Addreszs Zipoode
Update City Address

[ I (. PR ¥ [y
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Once generated, compare employees’ old and new addresses.

L 1 Repart Canter

e

EE Employes Clockseqs

#  tode Nama
HELSON,

1) 0234 SOPHIA
FLYNN

7) 0234
HELSON;
3) 0234 SOPHIA
FLYMH

Denates an Em

e Self-Service Liser

Laber

Finance[500] - Kansas
City[s00] - Director of

Ermployes
Engagement[400]
Financs(500] - Kansas
City[600] - Director of
Employes
Engagement[400]
Finance[s00 - Kanzas
City[600] - Director of
Employee
Engagement[ang]
Finance[500] - Kansas
Cityl600] - Divector of
Employee
Engagement|400]

Employee Changes Report

Date Range {12/01/2020 - 12/31/2020)

Mew Value  Time Changed Changed By

12/14/2020
031916 PM

12/14/2020
031916 PM

1214/2020
0371916 PM

12/14/2020
03:19:16 PM

1P Address

10:201.23.25

10.201.23.25

10201.2326

10201 2325

User
Type

@

Export to

Child Change
Code Typa

Create New Tax Profiles

After reviewing the address change, you'll need to edit the employee’s tax profile. To do this,
navigate to Make Employee Changes and click the appropriate employee’s name.

1 Make Employes Changes

Employee Listing

Add Filte
Show Legal Name &

Found {135) employee matches

Batch Edit Employes Name
[ -

[ ABAY, HANNAH(BITT)

ADDG)

NS, BRITTANY JANE(ADDT)

Lagal Name

55N Home Department  Pay Cl

et

HOu

Actions ¥ | $w

09125A001

091258971

091254000

ass  Tarminal Schedule Group  Badge Mumber  Employee Self-Sarvica ® Login

Batch Actions

& Saved

Queck Links -

Quick Links +

Quick Links +
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From the Employee Menu, click “Demographics, Pay Rates and Taxes.”

1 ke Employes Changes Employee Menu

ABBY, HANNAH (8971) < ABEY. HANNAH (3971)

) e
m Add New Employee
L= ]

1 1 Direct Deposit

2 Schaduled Eamings and Deductions 12 Year-to-Date Totals

3 Dates and HR 13 fits

4 Pemcentage Labor Distribution 14 Dependents and Beneficlaries
B 3rd Party Payees 15 Documents

In the Employee Taxes section, you can view the employee’s current tax profile. You cannot edit a
tax profile that has been processed through payroll. Instead, you must create a new tax profile for
the employee. To do this, click “Change.”

Employee Taxes @

Tax Profile KS/TX/TX (3 of 3 @

Lives-in State Kansas
Works-in State Texas
SUI Agency Texas

Local Tax Agency

Client-Local Agency

Then, on the Employee Tax Profile screen, click “Create New Tax Profile.”

ft sk Emplioyee Changes Emgloyes Tax Profile

Employee Tax Profiles (0234)

‘ Create New Tax Profile .

1 O 25
o Description Live State Work State 5L State View Edit
a KETHTY Kanaas Texas Texas
¥ MOy Missour Missouri Missourk %
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The employee’'s home address and work location saved within Form 1: Demographics, Pay Rates
and Taxes will display in the Create New Tax Profile pop-up window. If the employee is not
assigned a work location, use the Work Location drop-down menu to assign the appropriate
location.

Taxes by Geolocation will run automatically based on the employees’ home address and work
location and the Lives-In State, Works-In State, SUTA State, Employee Local Taxes and Employer
Local Taxes fields will autofill with the applicable tax information. Review the information and
make any necessary changes. When finished, click “Add" to create the new tax profile.

If a state is missing from the Lives-In State, Works-In State or SUTA State drop-down menus, please
contact your dedicated Paycom specialist.

Create New Tax Profile (%]
These potential have been populated solely based on the employes’s home address and work locatlon. Please confirm the accuracy of the potential taxes that have been
populated. Please note that you may. at any time, change the tax profile to your preferred choice.

* Indicates Required Field

Home Address @ 123 PINK STREET KANSAS CITY, KS 64030

Work Location @ * |4050 Regent Blvd Irving, TX 75063 (Dal «

Tax Profile Description * KS/TX/TX

Make Default Profile

Look Up Potential Taxes @ |3ca|ch|

Lives-In State @ Kansas -

Works-In State @ * | Texas ~

SUTA State @ * | Texas i

Local Tax Setup

Employee Local Taxes Employer Local Taxes

EE Local Tax Agency 1 @ - Client Local Tax Agency 1 @ sarch or Make Selection -

EE Local Tax Agency 2 @ - Client Local Tax Agency 2 @ Search or Make Selection v

EE Local Tax Agency 3 @ |search o - Client Local Tax Agency 3 @ sarch or Make Selection .|
¥ +

Close @

Back to TOC
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Form 2: Scheduled Farnings and Deductions

On Form 2: Scheduled Earnings and Deductions, add any scheduled earnings, deductions and
garnishments for this employee.

Scheduled Farnings

Scheduled Earnings are earnings set up to be paid on an employee's check on a regular frequency.
These will add the entered amount on the payroll automatically without the need to insert it
manually each time.

To add an earning, click “Add.”

Form 2 - Scheduled Eamings and Deductions

| 42 view change History ]

Payeods Profile search or Make Selectio = | | Update
Scheduled Eamnings Hide @

Code  Eaming Description Amount(3) Percent(%) g Set Limit 6 Fregquency Eaming Start Eaming Stop Ooal Dol Accurn Remaining Department-Locations-
Date Date Amousit L7 Balance Jobs

= @ Ho () Yes —

BON | Bonus 000 Every Payroll 00,/00/ 0000 |00/00,/0000 | 550000 Hane
o * &3
i Palicy Number Insurance Valus Employes Cast
- - Binhdate — 3 e =
GBTB :"’"PT""'L"'W 1995-07-09 0.00) 0.00] oo/00/0000 | | |ovoe/ooo0 Hone m
[6TL Age 28 Dvestide ||

Then, select the applicable earnings
and click "Add.” Add Seheduled Eamings

¥ 3PsSP-STDISPS|

! Bonus [BON]

# Commission [COM|
Greup Term Life Eaming [GTL
Group Term Life Earning 2 |GTE]

If you do not see an earning needed
in the pop-up window, contact your

dedicated Paycom specialist. it
Severance [SEV|
Tips [TIP]
Units [LnT]
- |
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Then, enter the specific information about the earning.

Form 2 - Scheduled Eamings and Deductions

Paycade Prefile Search : Seloot = | | Update|
Scheduled Earnings Hide “
Code  Eaming Description Arnount( 5} Percent(%) & Set Limit & Frequancy Eaming Start Eaming Stop Goal Goal Accum Remaining Department-Locations-
Date Date Amount a Balance
* Ho ) Yes
BON | Bonis a0 | Every Payroll 00/000000 | | 00/00/0000 $500.00 Hane
Cont Commission a1 il BeyPayoll | 00000000 | | (0070070000 000 tone [
d o 00000 | | |00/00/000
Policy Number Insurance Yalue Employee Cost
. ’ Birthaste
&T8 :"W"k'"' LifeEarming | 1503 07.09 0| 0.00 00000000 | | 00/00/0000 honem
671 Age: 26] overmide ] - )

= Amount: The amount entered will be awarded to the employee.

= Percent: If the earning is a percentage of gross earning, then the percentage amount will
show here. Only your dedicated specialist is able to change the percentage amount.

= Earning Start Date: Enter the date the earning should start being automatically inserted
into payroll. The earning start date is based on check date, not pay-period.

= Earning Stop Date: Enter the date the earning should automatically stop being inserted
into payroll. The earning stop date is based on check date, not pay-period.

= Frequency: How often the earning will be applied to payroll based on how the earning was
set up by your dedicated specialist.

= Department: You can set a fixed allocation for an earning. This is beneficial if you pay
employees fixed stipends and want those stipends to go to a specific allocation instead of
the employee’s home or worked-in allocations.

Piece Rate Units

If your company uses units to track your employee's time, you're able to set this up in Form 2:
Scheduled Earnings and Deductions, as well. With our unit-tracking feature, you will receive a
detailed report of the true hours worked combined with units produced and the piece-rate
earnings associated.

To enable this feature, please contact your dedicated Paycom Specialist.

After this feature is enabled, you will assign the Piece Rate as a scheduled earning and the
timecard will display the rate from the earning code assigned to the employee.

@ ol Yes
PST  Piece Rate 0.000000 | /unit Every Payroll 00/00/0000 00/'00/0000 S0.00 Mone m
5000
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Scheduled Deductions

Scheduled Deductions are amounts set to be deducted from the employee’s check at a certain
frequency. These will be deducted automatically from payroll on the frequency specified. Common
scheduled deductions include health and 401(k) deductions.

If you are using Paycom’s Benefits Administration, be sure to refer to the Benefits Administration
section on the Help Menu for information on how to enroll, approve and send benefits to payroll.

To add a deduction, click “Add.”

Scheduled Deductions Hide: @

Code | Description AMOUtE) Percent(s} | SetLimit & Match Direct Benefit Level and Benefit Coverage Deduction Deduction  Frequency  Goal Goal  Remaining Amesrs
a Palicy Depasit Plan Hame & Effective EndDate | StartDate @  StopDate @ Amount | Accum | Balance
L7 7] Date (7}
i % ho O Yes M 0000 e Evary
CLD | Company Card e G O0/O0VD000 00000000 Fayrall 5000
Basic Emipioyee Lifie
Company Paid
Company 345 = Ho' ' ves . Every
G50 - = 1012019 | 042502009 | OUOI2019 | 0412502019 §1730
Sponsered No Ded Overrige |noo Employer Per Pay - Fayrall
S Period Amourd
£3.46

Then, select the applicable deductions and click “Add.”

If you do not see a deduction needed in the pop-up window, contact your dedicated Paycom
specialist.

o

Add Scheduled Deductions

Select Al
W 401KS [FKF]
W Car allowance [CoAl
Company Card Rei [684]
Company Paid ER Health Pian [ERH]

Dental Pre-Tax [D

e “

Back to TOC Employee Management | 91
Visit the Help Menu for the most up-to-date version of this guide.




Insert the amount or percent that should be deducted on each payroll.

EXp (PP 2500 n-r:u i ow/naronon| | [pasonoaco Pi"f_}'" £150.00
0040000 Yes 402 Every
40P 401K % 3 1300000 B El;eprlir;;ee“t:(uif_\' /017209 | 04725208 | 01,01/2019 04/25/2019 Pﬁn-{;l 1900000 | 5294.10 | 18705.90

= Amount: The specific amount of money to be deducted from the employee’s check at a
certain frequency.

= Percent: The percent of an employee’s earnings to be deducted from the employee’s
check at a certain frequency.

= Override: Deduction amounts and percentages for deductions tied to benefit plans will be
grayed out and locked to eliminate unnecessary changes in Paycom. To make changes to
these amounts, click the “Override” option found below the amount. If you want the
change to reflect in Benefits Administration, click on the plan name from the Benefit Level
and Plan Name column. Any changes will be logged in the Benefit Changes Audit Report.

= Set Limit: If the deduction calls for a limit such as a loan, you can insert the limit amount in
the “Set Limit" column. The deduction will stop being taken from the paycheck once the
limit is reached.

= Match Policy: If the deduction is a 401(k) and you want to override the policy at which the
401(k) is matched, you can override it in this column.

= Direct Deposit: If the deduction is set up to be direct deposited automatically into an
account, you can set the routing and account numbers for this deduction.

= Benefit Level and Plan Name: This is for deductions tied to benefit plans. The plan name
and benefit level will display. Selecting the plan name hyperlink directs you to Form 13:
Employee Benefits.

= Benefit Effective Date: The date the benefit is effective.

= Coverage End Date: This is the date that the coverage for the benefit will end.

= Deduction Start Date: Specify the date you want the deduction to begin. The deduction
will then come out on the first payroll with a processing date after the date entered.

= Deduction Stop Date: Specify the date the deduction will stop being taken from the
paycheck, based on the check date.

= Frequency: Frequency in which the deduction is deducted. Frequencies are set up on the
deduction by your dedicated specialist.

= Goal Amount: Amount that the limit is established for the deduction.

= Goal Accum: The total amount deducted for the current year.
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= Remaining Balance: Remaining balance until the limit is met.
= COBRA Eligible Benefit: Checked whether it is a COBRA-eligible deduction in which the
employee is enrolled.

Scheduled Garnishments

Scheduled Garnishments are amounts set to be deducted from the employee’s check at a certain
frequency. These will be inserted automatically into payroll on the frequency specified.

If your company uses Paycom’s Garnishment service, please see the Garnishments guide on the
Help Menu. If your company does not use our service, contact your dedicated Paycom specialist.

Form 3: Dates and HR

Form 3: Dates and HR contains important employee dates, human resources and supervisor
information. In your employee’s Form 3: Dates and HR, the gender, race/ethnicity, disability and
VETS 4212 Classification compliance fields will be stored separate from the employee record and
not generally accessible, according to the Equal Employment Opportunity Commission and Office
of Federal Contract Compliance Programs guidelines. With access, you can review this
information on the Sensitive Compliance Fields tab.

Use the tabs within Form 3: Dates and HR to navigate easily.

Additional tabs include Employee Dates, Human Resources Information, Contact Information,
Organizational Relationships, Government Reporting and Custom Fields.

Fomm 3 - Dates and HR

[ ) Views Change Histary
Empéoyee Dates | Human Resources Information | Contact information | Organizational Relationships | Oovernment Reporting WGensitive Compliance Fields Yy Custom Fields
Gender @ Mele @ Female -1 uhiciy 8 White
EEQ-1 Disability Status @ Yes @ Mo VETS-4212 Employes Category @
el Veteran | 00/00/0000 | Military

choose not to self
ch | belong
# | am NOT a protected veteran.
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Employee Dates

Within Employee Dates, enter any applicable date information you would like to remain in Paycom.
Employers usually record important dates, such as Hire Date, Rehire Date, Seniority Date,
Termination Date and Birth Date. Dates the employee was added and reported on the New Hire
Report are stored automatically, as well.

The Most Recent Check Date field allows you to see an employee’s last check date. This is
beneficial when you have several seasonal employees who may not receive a check for a long
period of time. This allows you to audit active employee records and keep head counts accurate.
This field is an option on the Advanced Report Writer.

Form 3 - Dates and HR

[ vm
——
.um:n Resources information | Contact Infermation | Organizational Relationahips sovernment Aaporting | Sensitiee Compliance Fields | Custom Fislde
Hire Date [DBA7/2006 |15 Vears 0 Monthe 9 Days @ Termination Date 00/00/0000
Rehire Date 00/00/0000 | /A @ Previous Termination Date ek
Seniarity Date (DBA17/2006 |15 Years D Months 3 Days @ Termination Type (none v | (options)
Termination Reason | Last Pay Change 02/01 /2021
Last Worked Date @ |DD/oovoDoa | On-Leave End 00/00/T0000
girth Date [pomansTs |Age 45 Nt Review LT oo |
OrLeave Start |00/00/ 0000 401 (K} Participation Date 90/00/0000
— T
Last Raview |D211/202 Match Eligibility Date @ 00/00/0000
401(k) Eligibility Date | DIDJO0 D000 Full-Time to Part-Time Date D0/00/0000
Lagt Position Change Date & [z | New Hire Report Date 00/00/0000
Employee Added D8/09/2020 Mast Recent Chack Date 09/25/2020
Part-Time to Full Time Date |oosoaro0o0 |

Back to TOC Employee Management | 94
Visit the Help Menu for the most up-to-date version of this guide.




Back to TOC

The Seniority Date field ensures your employees’ length of service aligns with your organization’'s
policies. By default, the employee’s hire date will display in the Seniority Date field. However, you
can enter a custom date, if necessary. The employee’s years of service display next to the Seniority
Date field so you can quickly view the employee’s tenure.

Elapsed time between hire and rehire date is not included in the length of service calculation.

Form 3 - Dates and HR

%) View Change History
Employee Dates  Human Resources Information | Contact Information  Organizational Relationships | Government Reporting | Sensitive Compliance Fields | Customn Felds
Hire Date 10/23/2017 |2 Years O Months 15 Dave @ Teminaticn Date 140772019
Rehire Date 02/09/2021 | Yaars O Montha 0 Deye @ Previous Termination Date NiA
Senorily Date 10/23/2017 |2 Years O Months 15 Doys @ Temmination Type (vone) ~ | (Options)

If the employee has a date entered in the Rehire Date field, you can determine whether Paycom
updates the seniority date to reflect the rehire date.

After you update the employee’s form, the following pop-up window will display. If you want to
factor previous time into seniority, click “Update Rehire Date Only.” The seniority date entered will
remain as is and Paycom will update the rehire date. If you click “Update Both,” Paycom will
update the seniority date to match the employee’s rehire date.

Save Changes

The Seniority Date can be updated to reflect the Rehire Date. How do you want to continue?

Cancel Update Rehire Date Only Update Both
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The Last Worked Date field allows you to record last worked dates in addition to termination
dates. For example, if you have a no-call, no-show policy, you may terminate employees for job
abandonment if they don't show up to work after two days. In this situation, the employee's last
worked date would be two days prior to their termination date. Recording the employee’s last

worked date in Form 3: Dates and HR ensures the employee isn't paid for the two days they didn't
work.

Form 3 - Dates and HR

| £ view change History
Employee Dates | Human Resources Infermation | Contect Information | Organizational Relstionshipe | Covernment Beparting | Sensitive Comgliance Fields | Custom Fields
Hire Date 08/17/2006 |15 Years D Months 3 Days @ Termiration Date 08/20/2021
Rehire Date 00/00/0000 |M/A @ Frevipus Termination Date HiA
Seniority Date 08772006 |15 Vears 0 Months 9 Days @ Termination Type

Job Abandonment ~ | (Options)
TerminatiqgBagasn

Ho-Call. Ho-Show Last Pay Change 02400 /2021

aet Worked Date @ 08/16/2027

On-Leave End O0/000000
Birth Date DOI03/1975 | e 45 Het Review 00/00/0000 m
OnrLeave Stant 00/00/0000 401 (W) Participation Date 000040000

Click "Options” next to the Termination Type drop-down menu to determine which options are
available for selection.

Form 3 - Dates and HR

| £ view change History
Employee Dates | Human Resources Information | Contect Information | Organizational Relationships | Govemment Fieparting | Sensitive Comgliance Fields | Custom Fields
Hire Date 031772006 |15 Years 0 Months 3 Days @ Termination Date 08/20/2021
Rehire Date 00/00/0000 |N/A @ Previoun Tewpliotion Dete A
Seniority Date 08/17/2006 |15 Years 0 Moaihs 9 Deys @ Twtaicmlin Typa Job Abandonment
Termination Reason Ho-Call, Ho-Show Last Pay Change 02012021
Lagt Worked Date § 0816/2017 On-Leave End 00/00/0000
Birth Date 09/03/1975 | Age 45 Newt Review ST oo
OnrLeave Start 00/00/0000 401(K) Participation Date 00/00/0000
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Enter a termination type in the Options field and click “Add New Option."

i Make Employes Changes Employee Custom

Add Selectable Options For TERMINATION TYPE

Vptio { Hew Option ) ) Save Optian Order

@ Drag and drop to arder options

x 1

e
no Eligible for Rehire 4
ua Involuntary X
uo Voluntary x
n @ et Eligible for Rehire X
e |
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Human Resources Information

In Human Resources Information, you will enter information, such as Department of Labor Status,
ACA Status, marital status and more.

Also, you can update your employees’ benefits eligibility when you change their DOL Status. After
selecting the new status, additional options will appear for you to select from.

Form 3 - Dates and HR

oy
Employee Dates -on:act. nformation | p Government Reporting | Sensitive Compliance Fields: | Custom Fields
401(k) Participation Number I 407 (k) Hours n.00 N
407(k) Hours Caleulation Fule | 1asnual vty e ACA Status Hew Hire B Dats 15 aceurars as of 117152079 025020 AM @
paL stetus | Full Tire = | s
Exempt Status e WG Highly Compensated Employes @ [ Mot an HCE =
Cumment Key Employee Yes @ Mo
Marital Status (unsat) =
Retirement Plan 1 heck this box if the employes participated in a retirement plan but contributions were not autom atically deducted from hia or her paycheck
Note: wio paycheck deductions
Statutory Employee @ Check this box if the employee 15 considered a statutory employee
Flag Employes as Supervisor Check thiz box to flag this employee a2 a supervisor.
Non-Residant Alien Check this box if this employee is 3 non-resident alian
Position Title HR Generalist
Position Seat 00032 - HA Gener
Time in Pasition: 0 Years 1 Months 28 Days
Reparts To: HR Manager - [Vacant]
(B
Lacatsan Kansas City =
Notes
Canel Update
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Contact Information

In the Contact Information tab, the employee’s work and personal email will display, which is
useful in other modules throughout Paycom. Your employees and managers can receive email
notifications on their personal and/or work email address. You can specify whether emails should
go to work, personal or both, and therefore notify appropriately.

While we hope you never have to reach out to an employee’s emergency contact, this information
is stored here, as well. If the employee has designated a primary emergency contact, that contact
will display first with “Primary” next to their name.

Form 3 - Dates and HR

{2) View Change History
Employee Dates | Human Resources Informa | Contact ion | tional | Government Reporting | Sensitive Compliance Fields | Custom Fields

Emergency Contact Phone Mumber Relationship Edit Delete
Jim Nelson {Primary) 4051234567 Husband " L m
Hannah Abby 4059876543 Mather ," m

Showing 110 2 of 2 entries

Work Email cwary@paycomonline o

Personal Email |ewary@gmail.com

=3
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Organizational Relationships

From here, you can assign supervisors. This is important for Paycom'’s Time-Off Requests. If you
use this module, assign a Time-Off Supervisor so they can approve time-off requests. You can
mark whether the supervisor should receive an email notifying them the employee has requested
time off. You can do this for each supervisor and also receive emails when the employee approves
their timecard or when they make changes to specific fields.

If no email address is shown next to a supervisor's name, it will need to be added. The Time-Off
Approval Supervisor's email address will be added under User Access and Security. Primary,
secondary, tertiary, quaternary and talent management supervisor's email addresses should be
added in Form 3: Dates and HR.

Form 3 - Dates and HR

o Vi
Employes Dares | Humen Ressurces information | Contact Infaemation & oranizational Relationships™y, Government Reporting | Sensitive Compliance Fields | Custom Fields

Time-0Off Approval Supervisar @ WARY, CALI {cwaryd1) -

Email Nerification For Time-Off Requests Tumecard Approval T Punch Changes [ Employee Changes [ Schedule Exception Points
Primary Supervisor Madden, Mandy (rmimadden) -

Email Notification For Time-0ff Requests Timecard Approval (] Punch Changes 7] Employee Changes Schedule Exception Points

Secandary Supervisor

Email Notification For Time-0ff Requests || Timecard approval ) Punch Changes || Employes Changes || Schedule Exception Points

Tertiary Supervisor search or Make Selec =

Email Nolification For |1 Time-0ff Re Timecard Approval - 1 Punch Changes i Exception Peints
Quaternary Supervisor Samred o & Salag =

Email Notification For Time-0ff Requests Tomecard Approval & Punch Changes  [T) Employee Changes 7] Schedule Exception Points

Talent Managerment Supervisor

_| Mirrar Cument By SUpervisors
Payout Time-0ff Supervisaris) Payout SUperisons)
b | Select all
Paycom Leaming Supervisar(s)
Select All
=
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Government Reporting

This screen allows you to enter the employee’s Standard Occupational Classification code. You
can also designate the employee as a new hire for reporting purposes.

Form 3 - Dates and HR

| 4D view Change Histary |
Employes Dates | Humaen Aesources Information | Contact information | Organizational Relstionships Sensitive Compliance Fields | Custom Fields

VETS-4212 Joh Category

{nong) ¥

SOC Code §

EEQ-1 Calegery FirstiMicLevel Officaals and Managers

Mew Hire @ _| check thiz box to includs amployee in next new hire report
Available Health insurance 1 Check this box to set YES' in tew Hire report. Required for employess in KY, MO, M.
Available Dependent Insurance 1/00/00/0000 | Chack this bex to include date in next new hire raport.

-

Sensitive Compliance Fields

Information on this tab should not be changed after an employee has identified. If your company
participates in EEO-1reporting and an employee chooses not to answer the questions, you may
select an option for them in the EEO-1 fields.

When you are finished making changes to this form click “Update.”

Employea Datea | Human Resources information | Contact information | Orgenizational Relationships | Govemment Aepesting neitive Complianee Fislda™y Custom Fislds

Oender @ Male ® Female EED-1 Ethnicity @ [‘white .

EEQ-1 Disability Status @ Yes @ No VETS-4212 Employes Category @ Disabled veteran
Recently Separated Vateran |00/00/0000  Military
Dizcharge Date
cve Wart

| choose not 1o seif-
iddentify s whieh | belong
# | am NOT a protected veteran.
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Form 4: Percentage Labor Distribution

Percentage Labor Distribution allows you to allocate an employee’s earnings to multiple
departments on each payroll. Check the “Enable Labor Distribution for this Employee” box. Then
select the department to allocate the earnings and the ratio in which to assign.

The ratio is in decimal format and the total allocated amount must equal 100. You also need to
assign the tax profile for the allocation. When you are finished making changes click “Update.”

If using Paycom’s Labor Allocation feature, be sure to make a selection in each drop-down menu.

Form 4 - Percentage Labor Distribution

Enable Labor Distribution for this Employee ¥ r =
trietp) [ 49 view change vistery ]
@ Percantage value should be entered directly (25%). Each Allocation Categary combination should be unique per entry.
L2 tices W
Select Distribute Allocaticn Ratic Allocated Deleta
Comporate [100] - Dallas [300] - Executive [100] [ 75.00000% m’ﬂ'
New Distribution 0000 m
Total Ratio Allocated T5.0000%
Daparmart | search o Lok Selection . slick "LPDATE )
Locations
Jobs e o Tl
E=

Form 5: 3" Party Payees

If you receive a garnishment order for one of your employees and you need a check cut for the
garnishment amount to a third party, insert the information for the 3rd Party Payee on this form.
You can make changes to an existing 3rd Party Payee by clicking “Make Changes” or add a new
3rd Party Payee by clicking “Add New 3rd Party Payee.”

For more information on 3 Party Payees and Garnishments, visit the Garnishments guide on the
Help Menu.
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Form 6. Accrual Information

Assign accrual profiles to employees through Form 6: Accrual Information. Within the Accruals
Summary table, view applicable dates, limits and transaction history for each accrual tied to the
employee.

When you are finished making changes to this form click “Update.”

Form 6 - Accrual Information

| € view change History |
Accruals Summary
Accrual Prafile | Full Time  « | | Assign | £
@ Hide Deactivated Accruals - ol | Bitch Edit Selected
Batch Edit  Descripton Status Schedule Palicy Hew Hire Rule Accrual Aate Baginning Auwarded Taken Available & Tatal Accrued & Dates  Limits | History Edit
0 A L L v 20,00 4000 521 568,01 B B o
P10 Active | Once per ek PTO | Mew Hre 461 220,00 000 5200 568.00 s6a00| | gy | [y o7
SiCK Active | Once per Viesk PTO | Mew Hre 48t 120,00 1G] 2400 22286 e [ | TR o ~

Form 7: Employee Photo

You can upload a photo of the employee that will appear on the employee’s menu and main menu
of Employee Self-Service®. This feature can help ensure changes are made to the correct
employee’s file.

To upload a photo, click “File” and locate the file you wish to upload. Clicking “Preview"” allows you
to preview the file. There is a maximum file size of 3 MB for the photo and only PNG, JPG, JPEG and
GIF file types are accepted.

Form:-7 Empiloyes Photo
Wahd image Formats
{Max Fie Sz, 3 1B)

Maw Employes Phata e
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Form 8: Custom Fields

Custom fields allow you to store additional HR information using drop-down, text and date fields.
You have the option to create up to nine pages of Custom Fields to store information. Information
entered in Custom Fields can be used to create reports and track additional information you may
need about employees.

To go to other Custom Fields pages, click the appropriate tab beneath the Custom Forms header.
To create more selections or remove selections from the drop-down menus of the Custom Select
Fields, click the gear icon.

Form B - Custom Fields

[ 47) View Change History |

Custom 1 Custom 2 | Custom3 | Custom4 | Custom& | Custom6 | Cuslom7 | Custom8 | Custom 9

Custom SELECT Fields (01-14) @

Shirt Size Dietary Restriclions
{none} o4 | tnone) .

Parent :
(mone) ¥ |

Custom TEXT Fields (01-14) (Maximum length: 40 characters)

Drrivers License 1923456780 Parking Pass #

Custom DATE Fields (01-08)

License Expiration 06/30/2022 |

(Nate: Changes will not be applisd wiless yo

Cancel

To add a new option to the drop-down menu, enter the description and click “Add New Option.”
To delete an existing option, click the “X" next to the option to be removed.

When you are finished making changes to this form, click “Update.”

Add Selectable Options For SHIRT SIZE

@ Drag and drop to order options

!ﬂ Small fad
n o Medium X|
ﬂa Large X
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Form 9: Employee Self-Service®

Employee Self-Service® offers employees online access to their personal information, including
contact information, pay rates, tax setup and a listing of their checks. The Employee Self-Service®
feature is used throughout Paycom.

Make sure employees' logins are enabled. You can also assign employees to an Expense
Management Class (if using Expense Management) and an ESS profile, if needed.

Form 9 - Employee Self-Service ®
[ ¢ Viewr Change History

Employee Self-Service @ Login Parameters

Emplayes Self-Service © Login Enabled @

EE ")
Username 054252971
Password @
Reset Security Questions (Teser
Expense Management
Expense Managoment Class @ Zales -
Allow Emplayees to Receive Expense hannzhabby@paycom.com

Notifications @

Fixed and Variable Rate Program Enroliment

® Empioyee 15 not yet enrolled in program. Enrolimentz will show hare once enrclled from the Participant Sstup page.

Employee Self-Service ® Access Profile

Prafile @ Actrve EE bl
View ESS as Employee @ | Enter £S5 Yiew

(Wote: Changes will not be applied unless you click "UFDATE."|

Canes| Uipdate

= ESS Login Enabled: This drop-down menu allows you to enable or disable an employee’s
login. Enabled means the employee can log in to Employee Self-Service®.

= Username: The employee's username used when the employee logs in. This was set up
when adding the new employee. This form provides you quick access to retrieve the
username if forgotten by an employee.

= Password: The allows you to override the employee’s password and make it a one-time
password. Paycom will then prompt the employee to change the password as soon as
they login.
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Expense Management Class: If you have Paycom's Expense Management module, you
can select the Expense Management Class you would like to assign to the employee.
Expense Management allows you to manage your employee's expenses by tracking how
much is spent and where.

Profile: Profiles allow you to control what the employee can and cannot see on Employee
Self-Service®. If you have created ESS Access Profiles, assign the profile to the employee
by making the appropriate selection from the drop-down menu. If no ESS Access Profile is
assigned, the default profile will apply.

View ESS as Employee: This permission allows the user to log into Employee Self-Service®
as the employee to view the employee’s permissions. While logged in as the employee, no
edits can be made, and the employee may also be logged in at the same time as the user.
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Form 10: Time and Attendance

Time and Attendance allows you to track employees’ time. This module can connect to hardware
terminals, or your employees can clock in and out through Employee Self-Service®.

On Form 10: Time and Attendance, you will need to be sure to assign the new employee to a Pay
Class, Terminal Access Group and Schedule Group, if applicable.

If you are using a standard hardware clock, you will need to enter the employee’s badge number.

A message will display at the bottom of the screen reminding you to update the hardware clock
terminal when making changes that potentially could impact the hardware clock.

WHITE, SANDRA (A00Z)
ALTIVE

Time and Attendance Prafile

Pay Claxs
Farminal Assess Group &
Primary Schedils Seoup

Ad &tinnal Seheduls Groups

Schadule Tims Zoss §
Exception Rule @
Eamings Profile €

Antes by ABocation

Lakor Allccation Prefils @

Emplayes Self-Sernce & Usars
Last 4 Digins of Social Secwrity Number

Employee Self-Servce & Password §

Hardware/Kiosk Terminal Access
Bades Mermbor @

Badga Lavel €

Supervizer FIN

Dargis | Employed Miny

Employre Self-Service & Secwity Owestons @ 7

Form 10 - Time and Atendance
WHITE, SAHDRA (2002 {]
| Add bew Empiayee
Howrly Y]
Husely - [WET]
Bakery: [12004]
mct AL

ingre)

ate ted | Erit
nare -
(BEF) Defmst

|
) [ A
.
Moo Cf i ¢ ba apphied uriess you ebek "UFD,
b m
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Form I1: Direct Deposit

Form 11: Direct Deposit allows you to view bank account information for the employee to receive
their paycheck. There are two options for direct deposit:

= Main Account (Net Pay): The account where the total direct deposit is sent if no
distributions are set up. If distributions are set up, the distributions are taken off the net
amount first and then the remaining amount is sent to the account in the NET pay.

= Direct Deposit Distributions: Additional accounts to have a fixed dollar amount or percent
of the net amount to be allocated. There can be up to eight distributions set up per
employee.

To increase or decrease the number of Direct Deposit Distributions your organization has
enabled, please contact your dedicated Paycom representative.

The Deposit Method drop-down menu indicates whether the deposit method for a main account
and/or distribution is a bank account or pay card. This ensures each deposit method is saved in
Paycom for easy reporting.

As a best practice, employees should update their direct deposit information in Employee Self-
Service®, Changes to Form 11: Direct Deposit should only be made is special circumstances.

% | MakeEmployeeChanges | EmployeeMenu | Form 11 - Direct Deposit

ABBY, HANNAH (8971)
ACTIVE

| ABBY, HANNAH (8371) b
Hired O 21 1'.

| Add New Employee |
E=eS
wisw Full Profile

11 - Direct Deposit ~ H

v 1k

Form 11 - Direct Deposit

3 View Change History

Main Account (Net Pay) @ Clear Fislds |

Deposit Method Bank Name Routing Number Account Number Checking/Savings Distribution Amount
Net Deposit Bank Account v i | (O Checking () Savings nfa
Would you like to fund all distributions before funding the remainder checl (Net Pay)? @
@No O Yes
Direct Deposit Distribution @

1st Distribution Deposit Method: Bank Account e
Bank:
Routing #:| | Acct #:| | O Checking O  Savings
Amount: S OR | % Status:| (None Selected) ¥

2nd Distribution Deposit Method: | Bank Account ~
Bank: |
Routing #:| | Acct #:| () Checking (O  Savings
Amount: (8] OR |_ % Status: :(Nune Selected) v:
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Form 12: Year-to-Date Totals

On the Check Listings tab you can view all checks listed within that year. You have the option to
view multiple earnings statements simultaneously for an individual employee, making it
convenient to print multiple statements at once, rather than one at a time. Check the box next to
each check you would like to view, then click the print icon. The next screen will display the full
breakdown of all checks paid to the employee.

Form 12 - Check Totalz and Listing=

cheek Listings | Year-to-Data Tatals

All Payroll Profiles for 01/01,/2019-12/31/2019
saa 2 racouds sclected ®

2 v |:tg~'kL‘ﬁh‘:5'|Pmme

Sefoct Chack Gheck Date Tax Profile et Pay V
o - : %

# 3863 1073172018 TH/MDMIO0T) v

o Taza7 08172079 NH/MADAI00 ) v

@ | 3144 05/03/2019 HMDRA00T) 308007 v

1304 MNHZ09 NH/MADAI00 ) BUET T4 v

2949 03/2229 TH/MDMIO0T) 51.023.29 w

12927 021572019 MHMADAI00) 5119619 W

02/08/2019 TH/MDRIO0T) 51007 37 w

Total 50.508.03 v

The Year-to-Date Totals tab shows the year-to-date totals for the employee for the current year.
The four categories within this form are Earnings, Employee Taxes, Deductions and Net Pay. To
select prior years, select a different year from the drop-down menu at the top of the form.

Form 12 - Cheek Totale and Listings

2019 Check Listing Profile
All Payroll Profiles for 01/01/2019-12/31/201%
Eamnings Employee Taxes
Code Description Hours/Undts Amount Code Description Amount
R Fagular 435.00 5725814 FWT Fedaral WH £1,043.39
o nartime 4550 31,143.59 | MED Hiedicars 413589
woT viesghited 0T 13.50 533560 | 350 Social Secusity 3581.07
5 Sick 2,00 513480 o Missouri State W/H $298.00
BaH Barus .00 550000 Total $2.058.35
PET Fioca Rata 1.00 5000
Gross 502.00 $9,372.13 |
Deductions Net Pay
Code Descrption Amoant Codle Deseniption maunt
409 401K% 579410 HET Het Gheck £6,868.63
EXP Expense Reimborsement §150.00 Total $6,868.63
uF Life Deductian 5105
(=:1e) Company Spensered Ho Ded * 51730
Total $462.45
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Form 13: Employee Benefits

If you have Paycom’s Benefits Administration module, you can view the employee’s current
benefits, view qualifying events and assign them to an Eligibility Profile all from Form 13: Employee
Benefits. The Benefits Administration module allows you to ensure the correct deductions are
taken from employees’ paychecks for benefits. This module also allows you to report on
information about benefits.

Form 13: Employee Beneéfits is broken into the following tabs:
= Employee Benefits
= Dependent Benefits
= Beneficiary Benefits
= Enrollment
= Qualifying Events
= COBRA

At the top of the screen, click the blue Benefits Eligibility Profile link to change the employee’s
Benefits Eligibility Profile.

Form 13 - Employee Benefits

Benefits Eligibility Profile ALL] Full Time Employees

Employee Benefits | Dependent Benefits | Beneficiary Benefits | Enrollment | Qualifying Events COBRA

A pop-up window will display. Use the Benefits Eligibility Profile drop-down menu to make the
appropriate selection. Then, click “Update.”

Benefits Eligibility Profile [ x)
Effociiva Date @ wrzazaiagg v b e £9):Chenaes
Benefits Eligibility Profile [ALL] Full Time Employees
Update
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Through the Batch Actions drop-down menu, you can efficiently batch approve and terminate your
employee’s benefit plans, as well as send benefits to payroll and change dates. The options
available for selection will vary based on the available actions within the employee's Form 13:
Employee Benefits. For example, in the image below, the employee does not have any benefits to
approve, so the option to Approve does not display in the Batch Actions drop-down menu.

Quickly view the details of a benefit plan by clicking the blue hyperlink in the Plan Name column.

Additional details for the selected benefit plan will display. Navigate directly to the benefit plan
setup by clicking the Employee Benefit name. The selected benefit plan will open in a new browser

window.

1] stz Employes Changes

AL

Wiew Full Py

Employee Benef]
Company Paid Deduction
Company Spansoted Premium
Total Life Policy Amount

Age @

Coverage Start Date

Caverage Stop Date
Deduction Start Date

Deduction Slop Date

Beneficiaries

W Life Plan Basic (LP19)

Employee Plan: Life Plan Basic

ABBY, HANNAH (8971)

13- Employee Benefiis M

Ga to the benefit plan =) company Sponsered Mo Ded

52500
25000

26

110 209
12/21/2019
1140112019

123172019

ABBY, HAMNAH {8971)

Benefitz Eligibility Profile
Enrollment Reasan
Signature Date

original Effective Date @

Carnar Status
Individual Palicy

Employee B2C data 1 (Opticnal)

Employes B2C data 2 {Optional)

=l -

Add Hew Emplayes

Approved | Adions +
(ALLY Full Time Employess

New Hire

00/00/0000

110N

Artive »
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Form 14 Dependents and Beneficiaries

Form 14: Dependents and Beneficiaries contains the employee’s dependent and beneficiary
information. This information works with Paycom'’s Benefits Administration module. You can allow
employees to manage this information in Employee Self-Service®.

Dependents

View or add dependents on the Dependents tab of Form 14: Dependents and Beneficiaries. If you
need to add a new dependent, click “Add Dependent.”

You have the option to allow dependents to be added without a Social Security number. A check box
labeled “SSN Not Available” will appear if this option is enabled. Contact your dedicated Paycom
specialist to enable this feature.

Form 14 - Dependents and Beneficiaries

[ 2 View Change History
—
Dependerits | Benef
‘ Add Dapendent '
Dependent Display Code Birtheate Relationahap Status Gender Full-Tieme Stusdent Dizabled Tobaces Lssr Document Coutt View Benefits Diehage
iy, Alexis E9TICON ;?']:’,ic;: Sonar Daughtsr Active | Female o ) Ha L] View Berefits 'm]]
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Use the Relationship drop-down menu to select the appropriate dependent relationship. If you
select “Court Ordered Dependent,” the Visible Fields in ESS option will display. Here, you can
control the specific dependent demographic information that the employee can view in Employee
Self-Service®. This is beneficial, for example, if an employee is ordered to cover their ex-spouse on
their benefit plan, but you do not want the employee to be able to access the ex-spouse’s Social
Security number or address.

Use the Visible Fields in ESS box to select which fields should be visible to the employee in
Employee Self-Service®. The First Name field is required to display in Employee Self-Service® and
cannot be unselected.

Add Dependent

Recipient Status
Add A
Reiationsiip *
Forst Wame
Middle Hame

Last Name

SN Nol Avsitable
Social Sesurity Rumber
Bith Date

Gender

Full-Time Stuedont
Tobaccn Lser
Disabiled
Address

Same Address as Emplayee

Ernail Address

Include Docament

Active v

Sencficiary # Depandent And Seneficiary

Coun Qrdered Depandem ¥

Choase Files | 1o fiie enosen

@) Firer bama
) bl o
) Last Hame
o sacial Security Nurmbar
Sacial Sacurity Numiber (Truncaod)
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The newly added dependent will display on the employee’s Form 14: Dependents and Beneficiaries
under the Dependents tab. Click a dependent’s name to edit the information.

Form 14 - Dependents and Beneficiaries

{2 View Change Histary

Dependents | Beneficiaries

Add Dependent

Dependent Display Gode Birthdate Fetationship Statis Gender Full-Time Student Disabled Tohacca User Decument Gount View Benefits Delete

HaTi0001 azg:f’;ffl San or Deughter Ative Female ™ Mo o o Wik Bepefin m

Make the appropriate changes in the Edit Dependent pop-up window. If you attempt to edit the
dependent’s relationship, a warning message will display to inform you that the dependent is
currently tied to a benefit plan. Changing the dependent'’s relationship will not remove the
dependent and could allow a dependent of the wrong relationship type to remain tied to the
benefit plan.

Additionally, if the dependent is tied to an active or future benefit plan, the Recipient Status drop-
down menu will be disabled. This ensures only active dependents are tied to benefit plans.

o Lipdates H =
Edit Dependent ~ -

* indicates Required Field

.
Recipient Status i@ Active W W
Relationship *

e aonse Son or Daughter v A

First Name *

Middle Name
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Click the “View Benefits" link to view a summary of the dependent'’s benefits.

Form 14 - Dependents and Beneficiaries

47 View Change History

Dependents | Beneficiaries

Al Deppendent

Dependent Display Gode Birthdate Fetationship Statis Gender Full-Time Student Disabled Tohacca User Decument Gount View Benefits

Detete
: 1
Ably, Alexls asT1o001 SR 500 o7 Ceughter Active Female Ko Mo No m
Aga:D years

The dependent's eligible, current and declined benefits will display for review.

1 Hahe Employes Changes Emplayee Ment Benefits for Alexis Abby

{ANMNAH (B9TT)

A

& ABEY, HANMAH (8071 -
Add Mew Employee

e Fill

[
2
I!

14 - Dapenclers and Berefciaries W

Benefits for Alexis Abby

Eligible Benefits
FPtan Hams Plan Year(s) Type
Current Dependent Benefits

Plan Nams Status Flan Year(s) Type Benafit Effective Date Covarage End Date COBRA Start Date COBRA End Date
Madieal (MO21] Astive 2021 -2021 Emplayea and Children 02/22/2021 12/31/2021 Ni& Mi&

Declined Benefits

Plan Hame Plan Year(s) Type

Back Ta Dependents View Dependent Bensfits

Beneficiaries

To view the employee’s designated beneficiaries, click the “Beneficiaries” tab on Form 14:
Dependents and Beneficiaries. From this tab, click the “View Benefits” link to navigate to the
employee's Form 13: Employee Benefits to view benefit plans quickly and easily.

Form 14 - Dependents and Beneficianies

Dependents | Beneficiaries

Beneficiany Display Code Relationship Status View Benefits. Delete

by, Alexis BITIO00 Son or Daughter Active 3
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Form 15; Documents

Form 15: Documents allows you to add and store documents for an employee. You can assign the
employee to a Document Group, change an employee's current Document Group and add or view

documents assigned to the employee.

For more information, visit the Documents and Checklists Guide on the Help Menu

Fom 15 - Documents

Documents | Downboaded Documents

ploy Group @ pl Al [aLL) el Update
Folders goumEn
earch Fal Select Document Name File/Template version
By Active Documents [} o b+ ]
] Horme [l
L&T] Perzonnel Action Personnel Action .. /A

[£] Personnel Action Personnel Action Hia

G Employes ]
Handb...
@] Pergonnel Action | Personnel Action /A

Shawing 1 to4 of 4 entries

@ Signed documents are unable to be batch deleted. Please use the Actions button to individually delete signed documents, as this action cannot be undone. Unsigned documents are able to be batch deleted.

nploy
and/or Signature

HiA

HiA

Missing

H/A

Hia

Mid

Hia

" andior Signatura

Document Actions =

Y| &~ 25 *
Last Reminder € Last Modified Actions
< -
09/23/2019
N7 15113 AN || Actions -
bhaoman
D5/12/2019
Hfa 05E621 PM | Actions v
bhoman
0209
i 124706 AM | | Actions w
System
10/29/2018
A 072427 AM || Aclions v
bhoman

Form 16: Checklists

Form 16: Checklists allows you to assign a checklist of tasks to an employee. You can assign the

employee a checklist and view completed tasks from this form.

For more information, visit the Documents and Checklists Guide on the Help Menu.

Existing Checklists
E -

select  Listi Checklist Deseription Checklist Type Hurher of Items

ases Hew Hire Checklst On Boarding )

Assign Checkiist(s)

Pereent Completed

1o

Date of Completion

MrA

| ) View Change History |

Y+ Aoz w

Last Aeinder Aeminder Dedete

WA | @) . il
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Form 17! Year-End Tax Forms

Form 17: Year-End Tax Forms allows you to view, edit or enter additional information for the
employee that needs to be reported on their Form W-2, Form 1099 or Affordable Care Act (ACA)
form. These entries will appear on the applicable tax forms at the end of the year.

The IRS allows Social Security numbers and Taxpayer Identification numbers to be masked on
Form W-2 and 1099 to help protect employees from identity theft. If you check the box for “Mask
SSN/TIN,"” only the last four digits of the employee’s Social Security number or Taxpayer
Identification number will display on the employee’s copy of Forms W-2 or 1099.

o Make Empioyee Changes Employee Menu Form 17 - Year-End Tax Forms
:\H:leUN SOPHIA FLYNN (0234) < NELSON, SOPHIA FLYNH (0234) - > e
AL 4 Add New Employee
List All

17 - Year-End Tax Forms. | =T

Form 17 - Year-End Tax Forms

w2 AL
Reporting Year Company Name W2 Box W2 Box Valup W2 Posted Date Wiew W2 Farn omectad Fomm
2020 PAYCOM UNIVERSITY | [1200]Cast of employer-spanzared health caverage A
2019 PAYGOM UNIVERSITY [1200ICost of employarcponsared health coverane HiA
Mask SSNITIN @ 7]
@ This ampioyes has slected 1o racelve only alectrnk: coples of Form -2
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Through the ACA tab, you can view the period used to calculate an employee’s current ACA status
by hovering your cursor over the ACA status.

Form 17 - Year-End Tax Forms

ew Change History |

vz ACA
General ACA Information -

ACA Initial Status @ A variable Hour , ACA Qualifying Offer Date @
B rting i
& Datas accurate as of 11/15/2019 08:50:50 AM @ eporting Yesr | 201 ~
Hours Worked in 2019 -
January February March april May June July Agust September Dctober Movernber December
156.28 180 102 N7s and 000 oon o 4559 17666
Benefit Informaticn -
View Explanation of Codes |
Form 1095-C Line All Monthe  January Febeuary March April ay June July August Soptember  Octoher  November  December
0fFer oF Coverage INCaTr | Veew Series 1 Codes | > H H H H 1H H H H H H
Empioyee Share of Lowest Cost Seif-Only Coverage - Mot Offered | Not Offered ! Hot Offered ' Mot Offered Mot Offered Tt Dffered et Dfterad | Hot Offered | Hot Offered | Mot Offered - -

Safe HAne | Vies Senes 2 Cades - ) - T = 24 24 24 24 D m

Enrailed in S2if-nsured Coverage - - o Ho Ho 13 Mo Mo No Ho o - -
ACA Statug : 0 MTeme | FullTime | Ful Time | Not Employed | Rot Employed | hot Employed | Mot Employed | Hew Hire | New Hire
= ours e ] = = = = | = = =

Edited & 55 based on the

| Measursment Perio

1095 Form Status Nat Appn £ Sale Harber g

W2 Wages b
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Form 20: Compensation and Performance History

Form 20: Compensation and Performance History allows you to view an employee’s position,
department, performance and compensation history and all of the employee’s performance
reviews. This form works with Paycom’s Talent Management suite.

Form 20 - Performance and Compensation History

Employes History | PAF History | Performance Discussion History | Perfarmance Reviews | Employes Performance Praview | Performance Tracking
Position
Department: Title: Family:
Human Assources HHA Oeneralist Human Aesources
Rates
Annual Base Pay: Pay Type: Pay Frequency:
$36000.00 Salary Seme-honthly
Salary Grade
Description: Minimum: Midpaint: Maximum:
Employee (EMP) 200 £15.00 818.00

Compa-Patio:

A

Position/Department History

ChangeDate  Depastment Location Fasition Fasition Leved | Pasition Fammily Position Dates Tirme I Position
11202009 Hurman Aesourcesfsoo] | Kanzas City HF Ganerasist | Human Resources | 09/23/2019 - Current 1 Month, 28 Days
03232015 | HumenResauces (600l | Phoenic "HR Generast | Human Resturces | Darzarania - cuem 1 Monin, 25 By
o7/TEmT FTja0c] | Technical Support Representative | information Technalogy 0T/OT/Z0NT - IS/Z209 2 Years 2 Morths, 16 Days
] [ | Devekoper I | Deveropment | 7082017 - BT [20eys

Compensation History

Effective Date of Pay RatefSalary Change  Reascn for Pay Change Pay Frequency  Standard Howss Per Pay Period  RateChanged | OldPate  NewRate  PercentChange  Amount Change  Mew Annual Amount
05/23/2019 Rake detive (PAF) Semi-Monthly 8667 Ratel S1686 $36,000.00 | 272% £962.00 53600000
01/15:2018 Mansl Change (Employes) | Bi-Weekiy B Ratet 20.00 §16.52 51652 334361 60
02172018 Rderit Increase (Comp) | Bi-Weekdy 80 Ratel | £2130.00 | $2236 50 500% £106.50 55814900
08/31/2018 Satary Change (PAF) Bi-Weekiy 1] Ratel S223650 5134833 5.00% S8 567,056.58
a7/052017 Added 10 System Bi-Weekdy 0 Rate 1 $2130.00 55538000
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Form 21 Learning

Form 21: Learning allows you to track an employee’s learning progress and view employees’
certifications. View assigned, requested and completed learning along with quiz results and notes.
Certification status, date and time of verification and certification/license numbers can be viewed
under the Certifications tab.

Existing Leaming | Quiz Results | Performance Evidence | Certifications Notes

In Progress Learning Actions ¥
1 5 v
Select  Type Name Topic Mumber of Content Items Descnptlun Length Date Assigned Due Date Expiration Date Progress Course/Path Notes
[ | Course |Excel Training New Hire 1 E; OTH:00M | 09/10/2020 | 09/24/2020 | Ho Expiration Date 0% Q\
] Couse |VirtualMeetings Virtual Mestings 2 D3 O1H:05M | 09/11/2020 | 09/25/2020 | NoExpiration Date 0% N

Showing 1 10 2 of 2 entries T

Learning Requests

25 w
Type Name Requested Date Note Employee Request Notes Approve/Deny
No Records Found
Shawing 0 to 0 of 0 entries
Completed Learning
1 25 w
Type Name Topic Number of Content Items Description Time Spent Date Assigned Session Date Date Completed Course/Path Notes Certificate

Course | Leadership 101 Leadership 2 (& 00H: 320 02/03/2021 02/03/2021 R

Showing 110 1 of 1 entries B

For more information about Paycom Learning, see the Paycom Learning Guide on the Help Menu.
For more information about certifications, see the Certification Management Guide on the Help
Menu.

Updating Forms

When you are finished making changes to forms click “Update” to ensure your changes are saved.

{Note: Changes will not be applied unless you click "UPDATE")

‘ Cancel ‘ Update
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Now, you'll be taken to a confirmation screen. From here, you can click “Return to Form" to go

back and make additional changes, “Employee Menu" to return to that employee’s menu or “Select
A Different Employee” to go to a different employee’s form.

1) Employes Menu Form 1 - Demographics, Pay Aates and Tares

The following employee changes wera recorded for ABBY, HANNAH
Description O Value [ New Value

Change Nota foptional)
Mirdmum Wage Profile Default State Minimum Wage [DEF]

Checklist Assignment

@ Please he advized that &

cate cheaklist(s) cannot be a

to an employes. Checklstis) the employee

pe does not have a1 the nme may be assgned
Assign sdditional Checklist(s) to this Empl ?:
: : Select Al
L Employee Transfer Notes
FLA Checkliat
1) maragerPrometien
1) Year-End Empiyes Processes
Asrign Checklis(s)
Onboarding Checklist Assignment
Assign a Checkfist to this Employee? | Benafit Education * Assign Checkiist
Return to Form Ernpiloyee Meni (ABEY, HAMNAH) Select A Different Employes
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EFmployee Profile
After you have selected the employee in Make Employee Changes, you can click “View Full Profile”
to view the profile for that employee.

This profile will show the first six forms within Make Employee Changes in a quick-view format
that allows you to review the employee's information.

1 Make Employee Changes Emploryee Lenu
ABEY, HANNAH (8571 ABBY, HANNAH (8971) -
Add New Employee |
-

1 Demographics, Pay Rates and Taxes 1 Cirect Deposit
2 Scheduled Earnings and Deductions 12 Yearto-Date Totals
a [ates and HR 13 Employes Banefits
a Fercentage Labor Distribution 14 Dependents snd Beneficiaries
5 31d Party Payees 15 Documents 1 of 4 requires actien
L] Arorsal Information 16 Checklists

Employee Phaoto 17 Year-End Tax Forms
a Custonm Fiskds 20 Comgensation snd Performance History
9 Emgpioyes il Leaming
10 Time and Attendance m
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Employee Self-Service® Preview

If you need to assist your employees, you have the option to view content as they do by using the
View ESS as Employee option in Form 9: Employee Self-Service®. This access is read-only;
therefore, you won't be able to make changes or edit information, but you will be able to easily
provide troubleshooting assistance and guidance to your employees.

To access this feature, you must have “Allow ESS View as Employee” enabled within your
Permission Profile, as well as access to view sensitive fields and edit access to all employee forms.

For example, you can walk your employees through viewing their available vacation hours or show
them how to submit a time-off request.

This feature is available within most parts of Employee Self-Service® with the exception of Benefits. If
you need to walk your employees through enrolling in their benefits, please reference the Benefits
Guide on the Help Menu.

Form 9 - Employee Self-Service ®

Employee Self-Service ® Login Parameters

Employas Salf-Sarvice & Login Enabled @ Enabled -
Username 054288971

Password §

Resel Security Questions @ | Reget

Expense Management

Expense Management Class § Sales -

Allow Employees to Receive Expense rannahabby@paycom com
MNaotifications @

Fixed and Variable Rate Progiam Enrollment

@ Emplayee is nat yat enrolled in program. Enrofiments will show here onoe enmolled from the Parficipant Setup page

Employee Self-Service ® Access Profile

Profile @ Active EE >

View ESS as Employes @

(Note: Changes will not be applied unless you click "UPDATE )

Cancel
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Batch Edit

The Batch Edit feature allows you to make the same change to multiple employees at the same
time. To begin, check the box in Make Employee Changes next to the employees you want to make
a change. Then select "Batch Edit Menu"” from the Batch Actions drop-down menu.

L Mzka Employes Changes

Employee Listing Batch Actions »

Batch Edit Menu
Add Filter...

Found (134) employee matches

3 records selected

B oz |3fs 5|68 fcticns w | BRY 25w
mm Employee Status  SSN  Home Department  PayClass  Terminal  Schedule Group Badge Number Employse Self-Service & Login Quick Links &
s % & % § 2 % = s
\ AARONS, BRITTANY JANE (4001} A 7352 200 002 HOU 091254001 Quick Links =
|} ABBY, HANNAH (8571} A 2398 500 00z 91258971 Quick Links »
(] ADAMS, JESSICA (ADDQ) A 1 300 o001 091254000 Quick Links =

There are several options to batch edit. For each option, select the item(s) you would like changed

from the drop-down menu and click “Edit.” This directs you to the appropriate screen where you
can make the changes to the item.

L Uighe Emoiopee Changes Banch il Moy

Batch Edit Menu

Fayoede Frafie

Dedustion

Aeerusd

- [

Eatnng

Emglayee

Base Pay

CONFA Eligitis Banafils - Deductions & Dates

Tox Profles
W2 Additionial infa
chicklisting Prafln

Hales by Aflocation

Curtom Fields

selected Employees (pre-edit status)
Phusibey iy

AEEY SN BT

: BAER, JEFFERSONRY)

a BARHES PATRICKIADOF)
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Fffective Dating

The Effective Dating feature allows you to enter a change now that will take effect at some date in
the future for one or multiple employees. Changes can be added for pay rates/salary or
deductions. To begin, check the box in Make Employee Changes next to the employees you want
to add the same information for an effective date. Then select “Effective Dating” from the Batch
Actions drop-down menu.

L Mzka Employes Changes

Employee Listing Batch Actions »

denu

Found (134) emplayes matches
3 records selected Bz 32| 5|0/ Nen fcticns w | BRY 26 w

Batch Edit Employee Status | S5N Home Department  PayGlass  Terminal  Schedule Group Badge Number Employse Self-Service & Login Quick Links &

- = ] & e - 2 s
\ AAROMS, BRITTANY JANE (ADOT) A 7352 200 002 HOU 091254001 Quick Links =

|} ABBY, HANNAH (8571} A 2398 500 00z 91258971 Quick Links »

(] ADAMS, JESSICA (ADOQ) A 1 300 001 091254000 Quick Links =

From this menu, you can either View Effective Dates or Add Effective Dates for the selected
employees. To view employees with effective dates, click “View Effective Dates For Selected
Employees.”

1} Wigke Employee Changes Effective Dating hiain Meru

Effective Dating iain Menu

3 employes(s)

Adel Effective Diates For Selected Employees:

Viewing effective dates will display effective dates that have not yet passed.

10 Make Erployee Changes Effactive Dates

Employees with Effective Dates

Mame Change Description Current Value Future Value Effective Date Edit
JEFFERSON BAKER Deduction Added - [CTA] Car Allewaince o 30000 1172572019 _f’
HAMNMNAR ABEY Decuction Addad - [CCA] Car Allowancs o 300,00 11/25/2019 f
PATRICK BARMES Deduction Added - [OCA] Car Allowancs @ 30000 11/25/201% /
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To add an effective date, click “Add Effective Dates For Selected Employees.”

1} Wigke Employee Changes Effective Dating hiain Meru

Effective Dating iain Menu

3 employes(s

Adel Effective Diates For Selected Employees:

You can change pay rates or salary amounts and deduction amounts. Select the type of change
then add the new value. Add the date the change will be effective by clicking the “Effective Date"”
field and selecting the date from the pop-up calendar. The change will take effect on the entered

date. Any payroll submitted on the same date or after this date will have the new change reflected
on it.

i Make Employes Changes Effective Dates

Add Effective Date

Change Type | Deductions ¥

Child Code car allowance v
Changed Value Amount ¥ |

Value § |300.00

Effective Date 117252019

“HOTE: Changes will take e for ALL 3 employee(s)
**MOTE: If an employee does not cumently have a deduction set up, the deduction will be registered on the effective date

Add Additional Fields

If you want to view additional information from the Make Employee Changes menu, use the
actions drop-down menu and select “Table Configuration.”

it Make Envployes Changes

Employee Listing Batch Actions ~

iy SAVED = FILTERS
Found {134) employes matches
5 1 9| &l 5|6 Mest Actions W | £ w 25 w
Bateh Edit Employes Statug 35N Horme Department  Pay Cless | Terminal Schedule Group Bad.sem:g-nu Login Quick Links &
[ - < z < < < z 4 T
[ AARONS, BRITTANY JANE (A007) A 7352 200 ooz HOU 091254001 Quick Links w
| ABBY, HANNAH (8971) A 2398 500 o0 091258071 Quick Links w
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Simply drag and drop the fields you want to include. Any fields that display within the Grid Fields
section will display within the menu after you click “Update.” You can add the Hire Date, Primary
Supervisor, Position Title, Labor Allocation and Pay Type.

Tabde Configuration (<]
i Sof bl Fiads wecion krchadis all opo o that can b aciuded on e geld. To inchide an e on thi gk dra and diop the selecteon i th Orid Felds sestion The anovws s sl o all s i thas section t the tesmcs seaice
Selectabie Fisits il i Grid Fields
..l:-: Dete ¥ -It:“nr. Toe ]
= 3]
y
3
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Add Preferred Name to Employee Records

Addressing employees by their preferred name shows respect and inclusion. To support your
employees, allow preferred names to be entered in Employee Self-Service®. Once saved, Paycom
will continue to use legal names as required, such as on Forms W-2 and I-9. However, preferred
names will display throughout Paycom to ensure employees are addressed by the appropriate
name.

First, you must grant employees permission to save preferred names in ESS Access Profiles. From
the Employees tile, click “ESS Access Setup.”

Employees
B Add New Employee

B Make Employee Changes

B Employee Self-Service ®

B ESS Access Setup

B Employee Directory

Then, click "Add/Edit ESS Profile.”

Tt ESS Access Setup

Set Up ESS Profile

Add/Edit ESS Profile
Create/Edit ESS profile
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Click the appropriate profile on the Add/Edit ESS Profile screen.

ﬂ ESS Acceas Setup Add/Edit ESS Profile

Existing Profiles

|
Choose Default |

Profile Cade Prafile Description € Default Prafile Creatod By Emplayers Assigned Dt
ALL % thoman 2
o
TERM Terminated Employees Lshoman 18 |

Scroll to the Payroll and HR Information section and enable the following permissions:

= Allowed Preferred Name: If enabled, employees can save a preferred name within
Employee Self-Service®.

= Print Preferred Name on Pay Stub: If enabled, employees can elect to have their preferred
name display on earning statements and paystubs. This permission will only display if you
enable “Allowed Preferred Name.”

When finished, scroll to the bottom of the screen and click “Update” to save your changes.

Payroll and HR Information

Address and Contact Info
Allow Work Email Change
Test Sample Paycheck

Display Job Description @

Pay Rates

id Allow Preferred Name

Print Preferred Name on Pay Stub @
Direct Deposit

Allow Employees to Edit Main Account

Allow Personal Email Change
Scheduled Earnings and Deductions
Percent Labor Distribution

Pay-To-Date™

Allow Employees to Edit Distributions
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The Preferred Name field will display in Employee Self-Service® in addition to the Nickname field to
ensure employees can document both name types. To save a preferred name, employees will
navigate to the Address and Contact Information screen of Employee Self-Service® and click "Add

Preferred Name."”

Employees will enter their preferred name in the pop-up window and indicate whether the
preferred name should display on earning statements and paystubs (if applicable). When finished,

employees will click “Add Preferred Name.”

Legal names will continue to display on paychecks, even if the box for “Display Preferred Name on

Paystub” is checked.

Address and Contact Information

Employee Information
NELSON, SOPHIA FLYNN
SOPH

ADD PREFERRED NAME |

11/12/1978

***‘**‘834?

sophia@paycomonline.com
1] C e -

Home Refresh Settings Account

Back to TOC

Add Preferred Name

The Preferred Name will display
@ throughout system instead of legal
name.

Sophie

Nelson

Show Preferred Name on Paystub
CANCEL

& e a

Refresh Settings Account
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Once saved, preferred names will display throughout Paycom as the employee’s name. Legal
names will continue to appear on benefits documents, paychecks and Forms W-2, W-4 and I-9.

As a best practice, employees should enter their preferred name in Employee Self-Service®.
However, if necessary, you can save an employee's preferred name within Form 1: Demographics,
Pay Rates and Taxes. To do this, navigate to Employees > Make Employee Changes and click the

appropriate employee’'s name.

it Make Employee Changes

Employee Listing

Batch Actions »
A o, Saved = Filters
[ Show Legal Name @
Found (135) employee matches
56 2 (9 |4 |86 | e Ackorzw || b 25 v
Batch Edit Employes Nama Status 55N Home Department  Pay Class  Terminal  Schedule Group | Badge Number Employaa Self-Service & Login Guick Links &
I - & =3 2 2 2 e : ¢
] ALRONS, BRITTANY JANE(ADOT) A 7352 200 oo HOU 91254001 Quick Links w
] ABBY HANNSH(E971) A 2308 s00 o0t 091258971 Quick Links W
O A LR} 300 oo 091254000 Quick Links =
] ADSMS, PAULINA(AOSE) @ A 1765 1 o0z 091254056 Quick Links ¥
H u H n
From the Employee Menu, click “Demographics, Pay Rates and Taxes.
1 Make Employer Ghanges Ernployee Menu
ADAMS, JESSICA (A00Q)  ADAMS, JESSICA (4000 -

Al Profile

Sebect Form w

Employee Menu

Schedwled Earm

nd Deductions

3 Dates snd HR
4 Parcantage Labor Distribution
5 3rd Party Payees

List All

n Diract Deposit
12 Year-to-Date Totals
Employes Banefils
14 Dependents and Baneficiaries
18 Documents

1

Add New Employse
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Click "Add" next to the Preferred Name field.

f Make Emplayss Chonges Emaiayes Mer

ADAMS, JESSICA (A00Q)
e

Hired D211/

View Full Profile

01 - Demagraphics. Pay Fates and Taxes  ~ |

Form 1 - Demographics, Pay Rates and Taxes

Farmn 1 - Demeqraphics, Fay Rotes and Taxes

€ ADAMS, JESSICA (3000}

= Add New Employee
List Al

I I:,

£ View Change Histary
Employee Mames

Legal Name & ADAMS, JESSICA Edit ‘ Preferred Name @ ad >

Hickname @ JESE

Employee Demographics

Employes Status ACTIVE = Social Security Number m 1 1111 D Applied For @

On-Lesve Starl Date 00,/00,/0000 On-Leave End Date

00,00/ 0000

Then, enter the employee’s preferred name
in the pop-up window and indicate whether
the preferred name should display on
earning statements and paystubs. When
finished, click “Add.”

Once saved, the preferred name will replace
the employee’s legal name throughout
Paycom.

Back to TOC

Add Preferred Name

name

First Name *
Middle Name
Last Name *

Suffix

Paystub

@ This Preferred Name will display throughout the system instead of legal

Display Preferred Name on

o

James

Adams

_ @
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Employee Directory

Paycom'’s customizable Employee Directory is full of details such as contact information,
nicknames and birthdays, making it easy for your workforce to learn and connect with each other.

To determine which fields display within the Employee Directory, click “Employee Directory” from

the Employees tile.

Employees
® Add New Employee

B NMake Employee Changes

B Employee Self-Service ®

B ESS Access Setup

m Employee Directory

B Position Management

B Organization Chart

Then, click “Set Up Employee Directory.”

Only users with “View and Setup” selected for the Employee Directory permission in Permission

Profiles can set up the Employee Directory.

L 1] Employes Ditectorny

Employee Directory

rﬁ AARONS, BRITTANY JANE
)

‘ Setup Employes Directory ’

o~ 75w
Pasition Nickname

Sales Manager (D0O0DO) BRITT
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Users and/or employees can reference the Employee Directory. To enable the Employee Directory
for your users, check the box for “Client Side.” Then, check the box next to the appropriate fields in
the Select Details section to determine which fields are visible to users.

Employee Directory Setup [ x]

Client Side

Select Detail(s)

] select all

Show Photo

[ show Username

Show Work Email

[] show Personal Email

[ show Allocation/Department

W1 _chau Dacitinn

Show Selected Filters

You can also include up to three custom fields in the Employee Directory. In the Custom Fields
drop-down menus, each Custom Select and/or Custom Date fields saved in Company
Maintenance will be available for selection.

To learn how to create and manage custom fields, please see our Company Maintenance guide
available on the Help Menu.

Employee Directory Setup [ x]

(] Client Side

Select Detail(s) Search

[ select all

Show Photo

[_] show Username

show Work Email

["] show Personal Email

[ show Allocation/Department

W1 _chow Dncitinn

Show Selected Filters

Custom Field 1 T-Shirt Size v

Custom Field 2

| Parent 4

Custom Field 3 Military Branch v
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To enable the Employee Directory in Employee Self-Service®, check the box for “Employee Side”
and determine which fields are visible to employees.

When finished, click "Save.”

Employee Directory Setup S

Client Side

Select Detail(s) Saarch
[ selectall
Show Photo -
] show Usemame
show Work Email

("] show Personal Email
("] show Allocation/Department

W1 chau Dacitinn

Show Selected Filters

Custom Field 1 T-Shirt Size

v
Custom Field 2 Pateht 7
§ AR Military Branch v
Employee Side

Select Detail(s) [Searc ) [ select all
[_] Hickname =
] Location
[ show Address
[J Show Secondary Phone

[_] Show Primary Supervisor
[] Apply User Access Group

Show Selected Filters

Custom Field 1

| T-shirt size v|
Custom Field 2

| Parent k|
Custom Field 3 | Military Branch v/

‘ Cance’ ‘ E
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The Employee Directory will update to reflect your changes.

1} Employee Directony

Employee Directory

Fhoto Hame Work Email Position

Com Sales Manager (00000}

?ﬁ AARDNS, BRITTANY JANE itteny homan@ip
"

(=

ﬂ ABBY, HANNAH riaRghan SavAge@pAyCOMontine com Staf Accountant (00016]
o

o~ 25 v

Hickname T-Shirt Size Parent Military Branch

BRTT M es

5 Mo Alr Foree

To access the Employee Directory in Employee Self-Service®,
employees will click “Employee Directory” from the Company
Information tile.

The Employee Directory will only display if “View Employee
Directory” is enabled in ESS Access Profiles. To learn how to
create and update ESS Access Profiles, please see our Paycom
Basics guide available on the Help Menu.

Company
Information

Employee Directory

Organization Chart

From the Employee Directory tab, employees can click the arrow to view an employee’s details.

Employee Directory Organizational Chart

Photo 4 Name Work Email Department Position

ﬁﬁ AARONS, BRITTANY JANE brittany.homan@paycomonline.com Sales Sales Manager (0000Q) ®
0

Tt
Primary Phone (520) 370-2894 [Cell]
Location Corporate [001]
Job Director [001]
T-Shirt Size M
Parent Yes
Military Branch
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Employee Change Import (EMI02)

Paycom supports the import of employee change information using a comma delimited file. Files
can be created in programs like Microsoft Excel or Notepad. The import file can be found on the
Help Menu under Employee Management Forms.

Creating the Import

The first step is collecting the appropriate data to include in the file. This can be done manually or
by pulling a report.

There are four elements that must be included in every Employee Change Report:

A B C D
1 eecode importcode childcode newvalue
2
3

= Employee Code (eecode): This is a four-character, unique identifier that must correspond
to an employee already set up in Paycom.

= Import Code (importcode): This code identifies the type of change made to the employee.
To find the correct Import Code for your import, refer to the “Employee Change Import
(EMI02)" import file on the Help Menu.

= Child Code (childcode): This code is mandatory for certain Import Codes and can be left
blank when it is not mandatory. To determine whether your import requires a Child Code
and what the valid inputs are, refer to the “Employee Change Import (EMI02)" import file
on the Help Menu.

= New Value (newvalue): This determines what the new value for the field will become.

In the following example, the import is changing the employee’s first name. The first name for
employee FREM is going to be changed to “Matthew.” The Child Code for this import is not

required.
A B C D
1 [FREM FIRSTMAME Matthew
2
3
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In some cases, more than one new value will need to be included in the New Value field. This
information must be separated by pipes (|). To do this, you can use the concatenate function in
Microsoft Excel. Concatenating allows you to link together information in multiple cells into one
cell.

When you have multiple fields of data to enter, you first should insert your header row. This will
ensure the information goes into the correct fields.

A B C D E F G H I J K L M N 0 P
1 EECODE IMPORTCODE CHILDCODE NEWVALUE POLICYNUM ACTIVEACCR HIDEACCR HIDECHECK ACCRDATE AWARDDATE REDEEMDATE SHOWDATE CHECKDATE BEGBALANCE AWARDED TAKEN
2
3

Insert pipes in the second row between each item starting after column “E.” These will be used
later to separate the items in the concatenation formula.

A B © D E F G Ho1 K L M N 0 P Q R 3 T u v w X Y 7 A
1 EECODE IMPORTCODE CHILDCODE NEWVALUE POLICYNUM ~ ACTIVEACCR  HIDEACCR  HIDECHECK ACCRDATE AWARDDATE REDEEMDATE SHOWDATE CHECKDATE BEGBALANCE AWARDED  TAKEN

2 | \ | \ \ | \ \ \ \ \
3

Next, input the data.

From column “E” onward, only input data in the fields for the information you wish to change. All
other fields can be left blank.

A B c D EFf 6 W ok M N o P a R s 7 u N w x Y |z m
1 |EECODE  IMPORTCODE CHILDCODE NEWVALUE POLCYNUM  ACTIVEACCR  MIDEACCR MIDECHECK ACCRDATE AWARDDATE REDEEMDATE SHOWDATE CHECKDATE BEGRALANCE AWARDED TAKEN
2 FREM  EEACRLS  VAC \ \ \ \ | \ | \ | ] \ 8

3

In Microsoft Excel, click the “Formulas” tab. Make sure you select the field beneath the New Value
header, and then click “Insert Function.”

Home Insert Page Layout Formulas

= = Pooe
| Z B 4]
Insert AutoSum Recently Financial Logical Text Date &

Function » Used - X = = Time =
Function Library
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Select the "Concatenate” formula, and click "OK.”

Insert Function @
Search for a function:

concatenate

Or select a categary: | Most Recently Used E

Select a function:

CONCATENATE(textl, text2,...)
Joins several text strings into one text string.

Help on this function

Starting in column E, select each field in the second row under the headers, including the pipes,
until you reach the field below the last header. This will insert each field into the concatenation
formula. Each field should be in a separate text box. When finished, click “OK.”

A B = D E F G H 1 K L M N o P Q R 5
1 |[EECODE IMPORTCODE CHILDCODE NEWVALUE POLICYNUM  ACTIVEACCR  HIDEACCR  HIDECHECK  ACCRDATE AWARDDATE  REDEEMDATE  SHOWDA)
2 |FREM EEACRLS VAC W2,X2,Y2,72,AA2) | | | | | |
3
a
5 Function Arguments @
6 COMNCATENATE
= Text1 E2 |-
8 Text2 |F2 (
9 Textd G2
10

Textd H2

11
12 Texts |12 -
13 = “lnniz2o]is®
14 Joins several text strings into one text string.
15 Textl: textl,text2,... are 1to 255 text strings to be joined into a single text string
15 and can be text strings, numbers, or single-cell references.
17
18 Formula result = [[[]1]1]1120]I8
19
21

Column D should now appear similar to the column D shown below.

A B C D
1 EECODE IMPORTCODE CHILDCODE NEWWALUE
2 |FREM EEACRLS VAC |||||||||12{I'||8
3
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Next, delete the header row and all columns from column E on. Once the header row is deleted,
you will need to copy.

It is good practice to delete several rows following the last row in your import. This will help ensure
the file is error-free.

The final import file should look similar to the following:

A B C D

1 FREM  EEACRLS VAC L1111 ] 1120] |8
2

3

Save the file as a.CSV file.

Importing the File

From the Employees tile, click “Add New Employee.”

Employees
B Add New Employee

m Make Employee Changes

® Employee Self-Service ®
B ESS Access Setup

® Employee Directory

® Position Management

B Organization Chart
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J

Then, click “Import Employee Changes.’

£ 11 Add Hew Employes
Select a Hew Hire Option

HNaw Employes Quaus
ew mry recenilly sdded emplayes as wel 23 sy Dending new hies

HMew Hire Templates

R g e

Employee |

Click “File” and upload the import file. Then, designate the Unique Employee ID used in the file. It
must be one of the following options:

= Employee Code

= Social Security Number

= Clock Sequence Number
When finished, click “Continue.”

For more instructions on how to format your import file, click the link in the blue informational banner
or view the Employee Change Import (EMI02) import file on the Help Menu.

13 fudd] Bl Empiyee Import Emplayee Changes
Import (Step 1 of 2)

@ The Import Emplayes Ghanges (EMITZ) will maks edits to existing records and can be used 19 edil one or many employees at once, The flle size s limited 1o 500 K5 which is approximstely 1,500 employes egits
Click here to open formatting instructions for the import file.

Maximam File Size BO0 KE (Approximatety 1,500 Employes Recorde)

Select import Filed txt..csv)

File.. w

Unigue Employee iD @

) Soclal Seeurity Number O Clock Sequence Mumber

Cancel
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Back to TOC

Tax Code Geolocation Import

The Tax Code Geolocation Import allows for the upload of home addresses or coordinates to
determine the associated tax jurisdiction.

From the Add New Employee screen, click “Tax Code Geolocation Import.”

i Ak New Emplayee

Select a Mew Hire aption

Hew Hire Templates
Create and manage 18 1

Tax Code Geolocation Import

Open the import file by clicking “Download” next to Import Template.

1 Add Hew Employee Tax Code Geolocation import
Import

@ The Tax Code Geolocation import allows the upload of home addresses to determine the tax junsdiction associated o the an employee’s home

Impart Template

Maximum File Siza 5 M8 [Approximately 15,008 Employes Becords)

Choose File ChooseFile| Mo file selacted

Fill in the fields according to the header row using either coordinates or physical addresses.

EEID _CoordinaTes Street City State  Zip
AO0L 35.612081, -97.648635
A002 123 Main 5T Akron COH 54624

Save as a Microsoft Excel file and upload. Paycom will return a Microsoft Excel file to you with any

local taxes that would apply.
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New Hire Reports

Reporting on your new hires can provide valuable insight into your hiring processes. To help you
review the information entered in the New Hire Queue, there are three pre-defined New Hire
Reports. In this section, we'll review the details of each New Hire Report, so you are aware of the
data each report provides.

To access the New Hire Reports
s " Reports

click "Report Center” from the

Reports tile on the Main Menu.

B Analytics

B Direct Data Exchange

B General Ledger

From the Report Center, you can
generate reports for all the modules
in which you have access. Click the
“New Hire Reports” tab to view all =L New Hire Audit Report @ PoF Excl
the reports avallable- TO view a .HRR # New Hire Missing Fields Report @ PDF Excel
. . eports

deSCI’Iptlon for eazh reportl hO\ller I T — | New Hire Profile Report @ PDF Excel
your cursor over the green tool tip.

1 Report Center

Search Reports | Type report name

Payroll Reports
Payroll Grid Reports
Accrual Reports

Affordable Care Act
Reports

Applicant Tracking
Reports

Ask Here Reports

Benefits Administration
Reports
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New Hire Audit Report

The New Hire Audit Report allows you to review all new hire changes that occurred in the New
Hire Queue during a specific date range.

PAYCOM UNIVERSITY From: 01/01/2020
Client- 05425 New Hire Audit Report To: 1213112020
85N Name Step Field Old Value Mew Value Change Type  Change Date Changed By IP Address
.0 HR Information  Employee ALL MAMNAGEMENT Change 01/18/2020 jalkhalaf 172.19.0.43
Document Group 000050 PM
.0 HR Information  Banefits Eligibility ALL Add 01/18/2020 jalkhalaf 172.19.0.43
Profile 09:09:50 PM
Ny HR Information  Profile Effective 11/1300-0001 Add 011802020 jalkhalaf 172.19.0.43
Date 09:09:50 PM
] HR Information  Pay Class PC1 Add 01182020 jalkhalaf 172.19.0.43
00:00:50 PM
0 HR Information  Temminal Access TG1 Add 011802020 jalkhalaf 172.19.0.43
Group 020850 PM
0 HR Information  Eaming Profile DEF Add 01/19/2020 jalkhalaf 172.19.0.43
09:00:50 PM

New Hire Missing Fields Report

The New Hire Missing Fields Report allows you to review the missing fields for pending new hires
in the New Hire Queue. We recommend generating this report before batch hiring to ensure
employees are not missing any required fields that would prevent them from turning active.

Clon. 05428 oY New Hire Missing Fields Report

85N Mame Step Missing Field Required

000-00-0002 Adams, Franklin Hr Information Workers Comp Code Yes
Jones, Randall Personal Information Social Security Numbser Yes
Jones, Randall Personal Information Sireet (Employes Address) Yes
Jones, Randall Personal Information City (Employes Address) Yes
Jones, Randall Personal Information Zip (Employee Address) Yes
Jones, Randall Personal Information Birth Date Yes
Jones, Randall Personal Information Gender Yes
Jones, Randall Work Information Hire Date Yes
Jones, Randall Work Information Position Seat Yes
Jones, Randall Work Information Labor Allccation Profile Yes
Jones, Randal Work Information Department Yes
Jones, Randall Work Information Labor Allocation Yes
Jones, Randall Pay Information Pay Type Yes
Jones, Randall Pay Information Pay Basis Check Display Yas
Jones, Randall Paycheck Information Paycheck Deposit Yes
Jones, Randall Tax Information Lives in State Yes
Jones, Randall Tax Information SUI Tax Agency Yes
Jones, Randall Hr Informaticn ACA Initial Status Yes
Jones, Randall Hr Information Workers Comp Code Yes
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New Hire Profile Report

The New Hire Profile Report displays information from new employee records in an easy-to-read
format. This allows you to keep record of each new hire you've added to Paycom — even those
you've deleted from the New Hire Queue.

PAYCOM UNIVERSITY
Client: 05425

New Hire Profile Report

Adams, Franklin Hire Date New Hire Templates Drefault New Hire
Pasitian Self-Chiboarding Ner
Employes Type 1094 Wark Lacation
Hame Allacation
Personal Information
First Name Feanklin Sacial Security Number 000-00-0002 Birth Date 0201/1980
Last Name Adams Primary Phone {405)-123-4567 [Other] Home Address 123 Main Street, Oklshoma
City, Oklshoma, 73122
Taxes
Employee Type 1099
HR Information
ESS Access Prafile Active EE Send ESS Lagin via Emaill  Personal Email

Checklist{sy

(Personal or Wark email)
New Hire Checklist

Employes Document

Graup

Employees- All [ALL]

For more information, check out Paycom University for e-learning paths, quick reference guides
and videos. Visit the Help Menu to see our Webinar Calendar, featuring upcoming live sessions on
how to make the most of our software, as well as additional resources you can use in Paycom.

Back to TOC

Visit the Help Menu for the most up-to-date version of this guide.
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