Changes to Workflow

[bookmark: _GoBack]Synopsis
This standard operating procedure (SOP) describes the steps needed in order to change Paycor workflow. The workflow is to update, change an employee’s profile. 

Systems Needed:
Paycor
Email
Internet

Internal Departments Impacted:
Payroll
Employees
Human Resources (HR)



1. To access Paycor open an Internet search window and enter  [image: ]

2. Sign in to Paycor using your Username and Password.

[image: ]





3. Click “Employees” then click “Manage Employees”.
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4. Enter your employee last name in the search field (red arrow) do not click enter wait for names to populate automatically. Once the name(s) appear use the bar (blue arrow) to scroll down until your employees name is shown, then click your employees name (orange arrow). If your employee name does not appear they could be terminated therefore uncheck “Search Using Filters” (green arrow) and reenter the employee last name in the search field as this will allow terminated employees to populate. 

              [image: ]




5. The color bar (red arrow) indicates if the employee is active (green) or terminated (red).

Active Employee				  Terminated Employee
          [image: ]			[image: ]




6. Click “Company” then “Position”
[image: ]		[image: ]








7. Position: you may change or update a workflow depending on your needs. 
· Job Title: type of position the employee holds
· FLSA : type of level 
· Employee Type: type of employment
· Annual Hours: hours the employee works per year
· Department: number and name of the department
· Manager: who the employee reports too
· Status Type: Full Time or Part Time
· Base Shift: is not an active field to update
· Paygroup: how the employee is paid Monthly Staff, Bi-Weekly, Student, Adjunct, 9 Month  
· Work Location: where the employee works Main Campus or Graduate Center
· Benefit Classification: FT, PT, Faculty 9 or 12 months, Adjunct, Temporary	
· Change Position and Pay: this field is for Human Resources only, send email request to HR

Once you select the field to change or update click “Save” at the bottom right or click cancel if you do not want to save your selection.
             
[image: ]


8. Click “Status” to review the employee current status active, terminated or on leave of absence.

               [image: ]


9. Status changes or updates are handled by Human Researches send an email to Human Resources with your request. Do not make changes or updates.
         [image: ] 

10. Click Benefit Elections to review current benefit deductions that the employee requested.
                [image: ]



11. Benefit Elections changes or updates are handled by Human Resources send an email to Human Resources (HR) with your request. Do not make changes or updates. To review the employees requests the green check marks are what the employee has requested to be deducted from his pay, use the scroll down bar to review all deductions.
              [image: ]
12. These fields are handled by Human Resources send an email to Human Resources with any questions.

                 [image: ]         

13. Click “Compensation” then click either Pay rates or Earnings these fields are handled by Human Resources, send an email to Human Resources with any questions.
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14. Click “Taxes” to review, add or change tax information. 
             [image: ]

15. Depending on where the employee lives they will have different taxes withheld from their paychecks:
· Social Security (SOC) – all employees
· Social Security Employer (SOCER) – all employees
· Medicare Employee (MED) – all employees
· Medicare Employer (MEDER) – all employees
· Federal Income Tax (FITWH) – all employees
· Pennsylvania Unemployment (UNEPA) 
· Lower Oxford Twp PA Chester (PALWR) – if the employee works at the Main Campus (MC) and does not live in Philadelphia
· Philadelphia Nonresident (PAPHIN) – if the employee works at the Graduate Center and does not live in Philadelphia
· Philadelphia Resident (PAPHIR) – if the employee lives in Philadelphia

If the tax code deduction is not listed click “Add Tax” (orange arrow) and select the tax code needed.

Click “Calculate” (green arrow) and add a check mark to have the tax deducted withheld from the employee’s next paycheck. Uncheck “Calculate” if you do not want the employee to have the tax code deducted from their paycheck.   
 
To save your changes click “Save” (purple arrow) to save your changes or click “Cancel” if you do not want to save your selections (purple arrow). 
  [image: ]                        

16. Click Direct Deposits to review the employee’s checking/savings account information, add or change information.
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17. Click “SHOW” to review the employee whole account number
Click “PRIMARY NET” to view or inactivate the checking or saving account(s)
Click “Add Account” to add checking or savings accounts

[image: ]










18. Click “Compensation History” to review the employees payroll payments, W2,
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19. Pay Stubs will allow you to review the employees past payroll payment.
a. Click the “1” to bring you info a glimpse of the payroll payment
b. Click “View PDF” will show the full payroll payment in PDF format 

If you want to void a check you click the “Void” button and follow the prompts.
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20. Click “Time & Attendance” to review the employees PTO accrual activity, setup and work hour settings. Human Resources handles these tabs send an email to Human Resources to requests.
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Laura Price                                                                                                                                               May 10, 2019
image3.png
PERFERM

Home Company Employees Reporting
T - Manage Emplojees «i
Manage Time and Atiendance
Task Management

Manage Employee Access
Check Stub Setup

Good After

" profile summ;





image4.png
Employees Reporing Me  Resources

(o smin <= earch Using Fiters

@ sminD 73 .em

@ Smith, 6 -#1

@ Smith, T -5 05




image5.png
PERFERM

Home Company ~Emp




image6.png
PERFERM

Home Company Emp





image7.png
#2  DEPT

—— .
B
o

Gheckiist

Company  echmmmgz ¥




image8.png
Employee

Company
Posiion e
Status

Benefit Elections
Labor Allocation
Goals

Performance Reviews
Safety Incidents
Discipine

Assels

Compensation

Time & Attendance




image9.png
Position

Current Position | History

Clent Change Posiion and Pay
s UNIVERSITY

Job Titie (D the employee' pay change too? Use the top ight bution nstead) @) Department = @ Paygroup* @

( OFFICE ASSISTANT - v H 10 -mc —-— ‘ | stucents —_—
FLsA Manager» @ ‘Work Location

| Houry Non Exempt p— H - 7 ‘ | selectone -
Employes Type = @ o yees © Beneft Ciassifcation

| Regquiar -y at e = | stucent —-—
Annual Hours @ I

1040 comm





image10.png
Employee v

Company N

oston
BB
[R——
Sy dns

Assels

Compensation v

Time & Attendance v




image11.png
Status

Employed 20 years, 3 months

Status | Leave Cases | Ownership Information

Summary Teminate | v
Current Status:  Actve Hire Date: o208/ Seniority Date: @ 0208/ &
Employee Number: 2 ¢ Adjusted Hire Date: ) & Reason:

Current Status & History Add History v

02/08/1999 - Current Status: Active 2 yrs3mos




image12.png
Employee v

Company N

Position

Labor Allocation

Goals
Performance Reviews
Saey Incidents
Discipine

Assels

Compensation v

Time & Attendance v




image13.png
Benefit Elections

‘Your benefit elections have been submitted. View your elections or make changes.

X Drop Employee Coverage

Medical + Add New Coverage | @ Waive Coverage

7 I

TerE v Jul 01,2018  Jul01,2017  Jul 01,2016  Jul 01,2015
Vision v Plan Details

Employee Deduction ian for Change =
FSA- Medical $43.07 easor

g 2018 Buy Up Medical ‘Open Enroliment v

FSA- Dependent Care

Employee & Employer Cost Plan Provider
Basic AD&D v $861.44 18C

Monthly
[— v Primary Gare Physician ID
VolLie (EE)

Coverage Level

Volife (SP) Employee Only B
v 9 1 S [—
o v 7012018 062872018
. v Linked to Medical
Accident

Critical lliness Dependents @ Manage Dependents




image14.png
Employee

Company
Postton

Status

Benet Elections

Labor Alocation <=2
Goais -
Perormance Revews <=

Safety Incidents weci=m
Discipline. -

Assels <=

Compensation

Time & Attendance




image15.png
Employee
Company

Compensation «t=1
Pay Rates wctmm
Eamings €
Dedustions.

Taxes

Tax Handing e
Direct Deposits
Compensation History

ACA Hours Summary

Time & Attendance




image16.png
Employee v
Company M

Compensation N

o
s
=
S
Compersaion sy

ACA Hours Summary

Time & Attendance v




image17.png
Taxes e | AddTax

Calculate g & Delete

Social Securty - Employer x Cancel

= t

Medicare - Employer

FITWH <=2
Federal Income Tax

P =
Pennsylvania Dept of Revenue

PAEUC 3=
PA Employee SUI Contribution

UNEPA <31
Pennsyivania Unemployment

PALWR iy
Lower Oxford Twp PA (Chester)




image18.png
Employee
Company

Compensation o

Pay Rates
Eamings
Deductions

Taxes

TaxHanding

Compensation History

ACA Hours Summary

Time & Attendance




image19.png
Direct Deposits (1 Active)

BANK
Checking ending in ***695 ~ SHOW ==

+ Add Account

PRIMARY NET
(Entire Paycheck)




image20.png
Employee
Company

Compensation <= o

Pay Rates.
Eamings
Decuctions
Taxes

TaxHanding

Direct Deposits

ACA Hours Summary

Time & Attendance v




image21.png
Compensation History

History | Pay Stubs | TaxDocuments | Paperless Options

Select Year
== [2019

Number Typs Net Actior

O »1 == Regular 5012019 st21.48 $11293 et | [ View PDF = @Void




image22.png
Employee
Company
Compensation

Time & Attendance ey

Accrual Activty i1
Accrual Setup gty
‘Work Hour Seftings <3z




image1.png
https://hcm.paycor.com/Portal/
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A Important Notice: System Availability
Due to the lapse in govemment funding, E-Verify and E-Verity services
are currently unavailable. We apologize for any inconvenience this may
cause and encourage you to check out the offcal website to
‘understand what s of s not required at this time. For example,
Employment Eligbiity Veriication requirements (Form I-9) are il in
effect. Please go to www.e-verity.gov for complete detais. Paycor will
continue to monitor the E-Verit service and will ensure connectvity is
available as soon as the federal government re-enables the service

Usemame

Forgot your usemame?

Forgot your password?

or sign in using

Microsoft SO

Don't have an account? Register here!




