7 OCKER

v accountants @ consultants

REMOTE PAYROLL CLIENT REFERENCE

Remote Payroll

This is an overview on entering your payroll information on your secure portal.

Logging In via the Client Center

1. Access our website www.ockeraccounting.com.
2. Select the Client Login option located in the Client Center.

3. Enter your Username and Password.

4. Click Login.
Client Login
Forgot Your Password?
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Notifications
1. When our firm has uploaded a new payroll worksheet you will receive a
notification.

2. This can be viewed by clicking on Messages in the top left corner of your portal.
You may also receive the notification via email.

£22 Home @@ Messages

View All Messages

Payroll
(Y You have a payroll worksheet available for Your Client
> EnterTi 27 days ago

Entering Time

1. Once a new payroll worksheet has been uploaded to your portal you can enter
time for your employees.

2. Click Enter Time in the top left corner.

= NetClient CS

Payroll
Y Enter anw
& Print Reports
%5, Print Checks
& Employees
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3. On the Rapid tab enter regular hours, OT hours, view the amounts calculated

and mark the employees as DNP, if applicable.

Enter Time © L3 Your Client El
Payroll Schedule: | B-Weekly (In Progress) :] Q‘S
Period Begin:  01/28/20xx Period End:  02/10/20xx Check Date: 02/11/20xx Time In Date:

Showing 2 of 2

DNP Last Name ~  First Name Location Department Pay ltem Reg Hours OT Hours Amount
Ll Doe Jane Business Lo... Saiary (80.0000 | [0.0000 | [26923.08 |
) Doe John Business Lo... Wages [s0.0000 | (00000 | [oase |

4. For additional items such as tips and bonuses, click the Detail tab. The Detail tab
will display additional items present on the employee and give you the ability to

enter the necessary hours or amounts.

Enter Time i* 3 Your Client

ED o |

Payroll Schedule: | B-Weekly (In Progress) s

Period Begin:  01/28/20xx Perod End:  02/10/20xx Check Date: 02/11/20xx Time In Date:

Employee: | Doe, John

ﬁevious Next
Do Not Pay [

Pay ltems
Description | Locaton [ Department | RegHours | OTHours | Rate | Amount
Wages | Business Location | 0.0000

10.0000 | 800.00
Bonus Business Location | '0.0000 0.0000 |

0.0000 100.00

Sales
Locaton Department | Sales

Business Location 0.00

Previous | Next
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Entering Notes

You can enter general notes about the payroll or employee specific notes.

General Notes

1. Click Enter Time.

Payroll ———

< EnrTigg | rove SN |
8 Print Reports Payroll Scheduie: | B-Weekly (in Progress) o
™5 Print Checks Period Begin: 01/28/20xx  Period End: 02/10/20xx  Check Date: 02/11/20xx  Time In Date:
& Employees
: ;‘k
2. Click the icon on the right.

3. Enter general notes such as questions on data entry or new items that need to

be added to the payroll.

| &
Notes X
Notes from Payroll Processor:

NN

Notes to Payroll Processor.

!

Characters left: 256
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Employee Specific Notes

1. Click Employees.
2. Select the appropriate employee and click on the Notes tab.

3. Enter notes such as information regarding pay raise or adding/changing
deduction or pay items.

e s Erones

ERyIoN Find: Main  Porsonal  Payroll Taxes | NNes i
= Enter Time s 5005

(& Print Reports Name Notes

3 Print Checks Doe, John

& Employees Doe, Jane

Review Payroll

1. After all of the hours have been entered, verify the information by reviewing the
payroll schedule report.

2. Click Print Reports.

&= NetClient CS

ayroll
o Enter Time

PP%RM

Print Checks

0

kc‘ ]

o

Employees
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3. Review the payroll schedule report to verify the hours have been entered

correctly.
&= NetClient CS
Payroll
o Enter Time
2 Prirg Reports s
; Your Client
5 Print Checks
ot 2l Payroll Schedule Report
oyees
Documents Period Beginning: 01/28/xx
@ File Exchange Period Ending: 02/10/xx
Check Date: 02/11/xx
Time in Date:
Notes to Payroll Processor:
Jane Doe
123 Main St
Monroe, MI
Pay Itom Location 'Rog Hours or
Salary |Business Location
Total
John Doe
123 State Road 37 S
Martinsville, IN 46151
Pay Item Location 'Reg Hours or Rate
Wages _Business Location | 40.0000
Bonus ‘Business Location | |
Total 40.0000

=12 Your Client

Amount
269230769 26923.08
26923.08
;Amoum |
10.0000| 400.00
100.00
500.00

4. Print or save the report using the icons in the lower right corner.

A a a [

Submit Payroll

1. After verifying the payroll schedule report, submit the payroll to our firm.

2. Click Enter Time.

3. Click Complete Payroll at the bottom of the screen.
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Payroll —
© Enter Time l ol L Loy =
[ Print Reports Payroll Schedule: | B-Weekly (In Progress) : %\
¥ Print Checks Period Begin: 01/28/20xx  Period End: 02/10/20xx  Check Date: 02/11/20xx  Time In Date:
& Employees
o el i DNP | LastNamo~ FirstName  Location Department | Pay item RegHours  OTHours  Amount
R Fes i ) Doe Jane Business Lo. Satary [s0.0000 |[0.0000 | [26923.08
[l Doe John Business Lo... Wages M|W1 | [s0000 |

Comple‘x?ayvoll Save  Cancel

4. Our firm will then be notified that your payroll is ready for processing.

Logging out

1. Click your name in the top right corner and select Log Out.
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