User Manual

I Cioud Payroll

Copyright © 2021 Checkmark Business Solutions ULC.
997 Seymour St.Suite 250 Vancouver BC V6B3M1, Canada.




Table of Contents

[0 =T 1 =T N PPN 6
o1 dgoTe [V A Te] o DN UT OO SO PP U PO PPPOTOPORPPRIN 6
LCT=] ) =T o =T o TP PO ST PPTOPPOPRRRPRRP 6

L0 F=1 1 =T O | USSR 7
D o] oo [ e IR P TP U OO PP U PR UPPTOPRROPRIN 7
COMPANY OVEIVIEW .eiiiiiiiiiiiiiteee et eeeiie ettt e e e e s et er et e e e e s e s s aabebteeeeeesasaaabebaeeeeessasanssbaaaeeessasansssbaaeeesssasannsraaeeesssnnan 7
EMPIOYEE OVEIVIEW ....eiiiiiiiiee ettt ettt ettt e ettt e e e ette e e e ettt eeeeebaeeesebtaeesaastaeaeaasasaessstaaeesssaaessstaeassstanessnstanesanne 7
TAX RESOUICES ....vviiiiiiiiii ittt sttt s a e e e s et a e e e s sbb e e e s sba s e e s sabaaeessnbaeessnbaeessanns 7
NUM D BT Of DEPAITMENTS: . oviiiiiiiiee et et eete e e e ette e e e ettt e e e s ebaeeeeebaeeesebeeeaeaseseessstseessastaseesastasassastanessnssanasannes 7
NUMDEE O USEIS: ettt ettt et e s e s bt e e s bt e sabe e e bteesabeeesabeesabeesaseeesabeeeabbeenseesaneeenares 7
ACTIVITY LOB: oeeiiiiiiiiiiiiiee ettt ettt et s e e sttt e e e e e s s st bttt e e eeeseaaas b e e aeeees s e asabeaaeeeesesassbebaaeeeessesasnbraaeeeessaas 8
LaSt UPated TaX Date: ...ccuvieeieiiieeieiieeeecctie e e eetie e e e ette e e e ebteeesebaeeeeebaeeaseseeeasasaaaesanstsaeesssaaesaastasassastanesanssanessnnes 8
Lol F=1 1 =T O || Ut 9
(600 o F=] 41 VAN =] AU ] o J AP 9
(0o T o= Yo}V g o1 4 = 1o o [P PR 9
(@oT 00T o= T a1V 12 o TSP 9
Company Information Field DeSCriplioNS:........ciiciiiie ettt e e e etee e e e e bre e e e ebte e e e e abaee e esaraeeeeeanens 10
DIrECE DBPOSIT s 10
BT g Yot d D I=T o To 1 1Al a1 Lo I B T=T Yol o] o 4] o T3PS 11
ACCOUNT INTOIMATION 1ttt sttt e bt e s e e sae e et e bt e sbeesenesanesneeneenneesnees 11
DA MBS e 13
DDA M NS c it 13

o] o I 1 [T OO USSP OO ORI PTOPTO 14
Create a new Job Title by folloWing these StEPS: ....ciiiiiii i e e e 14
(600 014 ] o TV} Ao o EJ TSRO P VRSP OPPTRPRRPRRPRTIN 15
Contributions Field DeSCIIPLIONS ......eeiiiiiiee et eeectt e e e e e e ee e e e e e e e s e s aebeeeeeaeeessnssseeneeaeessaanssnennseaaanan 16
PrOVINCIAl DATA. .. ueeieiiieiiieeeiee ettt sttt e st esat e s bt e s bt e e s bt e e s be e e s a b e e e beeesare e e beeesareesaneeesareeeneeas 17
HOUE At 0 IS e 18
AdITIONAl INCOMIE ...ttt st sttt e s b e e s b et et e et e e sb e e sbeesatesane s bt eneenneennees 21
oYl 1T o] o 1SR 24
(0] 4 1=T gD =T o [0l 4 o] o - TP PO TSP 25
T P2y ol T o} SRR 29

[0 T 1 =T O LY SR 34

10f 103 Checkmark Canada Cloud Payroll



SELEING UP EMPIOYEES ... ettt ettt e e e e e ettt e e e e e e e e e bateeeeeeaeesaanstaaeeaeaaeesansssaaseaeeseaasnssasaeaessanannnns 34

Under Employee Setup, you Will find these SECLIONS: ......c.vviii e e e aaee e 34
Creating @ NEW EMPIOYEE ......oeiiiiieee ettt ettt e e et e e e et e e e e e ba e e e e e abae e e e nbaeeeesasteeeeanbeneeenaseeesennsees 34
PErSONal INFO Tab: weiiiie ittt et s e st e e st e s be e e st e e s be e e sabeeebeeeaneeesneeenareeas 35
T T T I o PSRRI 37

L LI | PSPPI PP POPPON 38
[aTeleTaa TV ALY IS Lot oY oIl -1 F TR 40
To set up the Employee's Income Tab, follow thesSe StEPS: ..ccccuviiiiiiiiiieecee et 41
Editing/Modifying an Additional Income Category for the employee: ........ccccvecieecieiiecie e 41
D<o 0o a o] TSP U TSP UPTOUPROTOPPOPRPONt 42
To set up the Employee Deductions Tab, fOllow thesSe StEPS: .....ccevcuiiieeiiiiiie e e 42
ACCTUE HOUIS Tab ittt ettt ettt st e b e bt e be e s bt e s at e et e e sbeesbeesaeesabesabeebeenneennees 43
Accrued Hours Tab Field DeSCriplioNS: ... ..uii ittt ettt e e st e e e e sbte e e e sbtaeessstaeeesnsaeesssneneasanns 44
How to Setup Accrued Hour Categories for EMPIOYEES: ......cuii i cciiee ettt ssre e e svae e s s e e sseaeee s 45
To assign Accrued Hour Categories to the employee, follow these Steps: ......ceeivvicciivieeeeieecccceeee e, 45
Editing/Modifying an Accrued Hour Category for the employee:........cc.eoecueieeieieieeeciee e 46
Deleting an Accrued Hour Category from an €mMPlOYEE: .......cccueeieeciiieiecieee ettt e tree e et e e e aaeee s 46
NI D I o PP 46
You do not need to enter YTD Balances ifi.....coui it 46
Viewing and Editing/Modifying an EMPIOYEE ........coviiiiiiiiitee ettt ettt ettt e etee e aeeeeteeeeareeens 49
DIl 4l aT= e o T 2 0] o1 (01T 50
IMPOrting EMpPloyee INfOrmMatioN ... et e et e e e et e e e e e bte e e e eabae e e eeabeeeeesaaeeeeensens 51
Exporting EMPloyee INFOrMation ...ttt st e e e satee e s e sabae e e esabaee s e sabeeeeennsees 53
(011 o1 L= Y U PUPRRRRRRR 56
PrOCESSING PAY CYCIE..uiiii ittt e e et e e e e et e e e e e bee e e e eabeeeeeeabaeeeeenbaeeeeeaseaeeeanseeeeeanseneeeanseneeennsens 56
PO CESS PaY i 56
Process Pay FIeld DESCIIPTIONS: ....ciiicuiiieeeciiee e ettt e ettt e e et e e e ettt e e e e ette e e e eetteeeeesasaee e e ssaeeesassaeeeaanssseesansseeesansranans 56
TimMe Sheet — DISTrDULE HOUPS c..veiiieiiete ettt sttt et s e b e nneesmees 58
TIME SHEET = ENTEI HOUTS ..ttt ettt st sttt et e s bt e sanesanesabe e bt e neenneennees 59
TaaToToY ol = ToTUT SN =1 o FEP U UURUR 60
TIME SHEET — IMPOIT HOUIS ceeeiieeiitiee ettt e e e e e e e ettt e e e e e e s e sttt teeeeeeeeesnnseseeeeeaasesannsennneeeesennnnnes 61
(0] [olU 1 F= ST 2= 1Y SR 63

(0 =Y LU= SRR 73
REVIEW/Create CheQUES Tabh: it iee et eiee et tee et e et e e et e e st e e ebeeesabeeebaeessseesbaeesaseesbaeensseessseessreenns 73

2 of 103 Checkmark Canada Cloud Payroll



(O T 4] a7 = @ o] Te TU =TS ST 75
Print/MOdify CheQUES Tab: ittt ettt e e b e e e te e e eabeeeebaeestbeeebeeesabeeebeeessseesaseeesnraens 76
PIINEING N BgUES ettt ettt ettt e et e ettt e e sttt e e s st e e e se bt e e e eeabeeeeeaabeee e e abeeessanseeeeeaaseeeessnbaeeeesaseeesennseeesenssens 77
EdIting the CheqUE FOrMIat: ittt e e e st e e s st e e e s sabee e e ssabaeeeesabeeesesaseeesennrens 77
EdItiNG/MOGIfYING CREOUES .veeitieeetee ettt ettt e ectee et e e eette e eteeeetaeeebeeebeeesabeeeabeeeasseeebeeesaseesseeessseesasseessreens 78

(@oT 0}V gV (o T @ o] Yo TV ST 79
Vol e I Ya Lo BT o) { =T TP PRO PO PP TSP 79
DIt AN SUDTIACE: ettt s ettt e st e s bt e e sabe e s bt e e s beeesbeeesabeesbeeeaneeesneeesnreenas 80
DiStribULE 10 JODS/DEPAITMENTS ...c.uveievieeeieieetee ettt ettt ettt e eetee e et e et eeeteeeeteeeeaeeeeateeeeseeesnbeseeseeesnreseaseeesnsesenseees 81

[0 T=1 1 =T Y/ TSR 84
R PO i 84
0] o] Lo}V 1) {e] o g - 14 Lo Yo VOSSR RR 86
00T o] Lo YTl - T a1 Y=L ST 87
00T o] Lo}V @ o T=To [U =TS SRR 88
DA MIBNT 90
o] o O TP OO UPO PP PTOUTOPPOP 91
TAJREIBVE L.ttt et ee e e e et ee et eeee e e e e et e e e e e e eeeseeeseee e s e e et eeeeeeaee et eaeeseaeseeaeaeene s aeeeeeeneaees 92
(D= [0 o1 o o Lo USSP TSP RPUPROPRRPR 93

T aTTo ] 4T OSSPSR PPRR PRI 94

(o T =T Y/ RSP 95
MY ACCOUNT .. 95
ACCOUNT OVEIVIEW: w.oiiiiiiiiiiiiiiiiiiiee ettt sttt a e s e e e s bt e s b s e e s b s e saba e e sabeesbaessaeesabaeesaneenas 95
g I =T g To I e Yo ¥ ot £ RR 97
oYY 01T 0Tl Tl oY 44 0 =Y To ] s LA SRR 97

1) U o o 98

(o T =T Y/ 1 ] SRS 99
USEI IMaNagement ... e e e e e e e e e e e 99
ot 1 1Y PP 99

T = ot 1Y SRRSO PPU PRI 99
(00T T o1 =T o ) U UEPR 101
R =3 101
(0T o Tl o T VYo o PPN 101
CUITENT PASSWOIT: ...ttt ettt sttt et et e b e b e s bt e sae e et e et e e sb e e sheesanesanesane e b e eaneenneennees 101

3 0f 103 Checkmark Canada Cloud Payroll



N LNV e T VY oY o PR 101
(0o Y Y ETH 8 0T 2= 13301 o 101

SUPPOIt CoNtact INFOIMATION ..eiiiiiiie e e et e e e et e e e s et e e e e ebteeeeeasteeeesstaeessnreeeesans 102

This is a publication of Checkmark Business Solutions ULC.
Document version: January 16, 2018

4 of 103 Checkmark Canada Cloud Payroll



Information in this manual is subject to change without notice. This manual (“Manual” or
“Documentation”) and the software (“Software”) described in it are copyrighted, with all rights
reserved. By using this Manual and accompanying Software, you, the end user, agree to the terms set
forth in the License Agreement.

Copyright

Under the copyright laws, this Manual or the Software may not be copied, in whole or in part, without
the express consent of Checkmark Business Solutions ULC (“Checkmark”), except in the normal use of
the Software or to make a backup copy of the Software for your own use. The same proprietary and
copyright notices must be affixed to any permitted copies as were affixed to the original. This exception
does not allow copies to be made for others, whether or not sold, but all of the material purchased
(with all backup copies) may be sold or given to another person. Under the law, copying includes
translating into another language or format.

Federal copyright law and Canadian copyright law prohibit you from copying the written materials
accompanying the Software without first obtaining our permission. You may not alter, modify or adapt
the Software or Documentation. In addition, you may not translate, decompile, disassemble or reverse
engineer the Software. You also may not create any derivative works based on this Software or
Documentation. A derivative work is defined as a translation or other form in which the Software may
be recast, transformed or adapted.

EVEN THOUGH CHECKMARK HAS TESTED THE SOFTWARE AND REVIEWED THE DOCUMENTATION,
CHECKMARK BUSINESS SOLUTIONS ULC MAKES NO WARRANTY OR REPRESENTATION, EITHER EXPRESS
OR IMPLIED, WITH RESPECT TO THE SOFTWARE, ITS QUALITY, PERFORMANCE, MERCHANTABILITY, OR
FITNESS FOR A PARTICULAR PURPOSE. AS A RESULT, THIS SOFTWARE IS SOLD “AS IS”, AND YOU THE
PURCHASER ARE ASSUMING THE ENTIRE RISK' AS TO ITS QUALITY AND PERFORMANCE. IN NO EVENT
WILL CHECKMARK SOFTWARE BE LIABLE FOR DIRECT, INDIRECT, SPECIAL, INCIDENTAL, OR
CONSEQUENTIAL DAMAGES RESULTING FROM ANY DEFECT IN THE SOFTWARE OR ITS
DOCUMENTATION, EVEN IF ADVISED OF THE POSSIBILITY OF SUCH DAMAGES.

Trademarks

Checkmark Canada Cloud Payroll is registered trademarks of Checkmark Business Solutions ULC. All
other references are trademarks of their respective owners.

© 2021 Checkmark Business Solutions ULC
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Chapter |

Introduction

Get Started:

Checkmark Canada Cloud Payroll has been designed to be intuitive, fast, and simple to use. The user
interface is simple and contains fewer secondary menus, which results in fewer clicks to find the desired
information or functions.

NOTE: Checkmark Canada Cloud Payroll works best in a Chrome browser, but it also works with Internet

Explorer 10, Safari 6, and Firefox. It’s useful to bookmark your login page and memorize your login
username so it’s easy to login anytime on your same computer, tablet, or laptop device.

6 of 103 Checkmark Canada Cloud Payroll



Chapter |

Dashboard

SUMMARY

Company Overview
This shows a snapshot of the Payroll Summary graph of the company level up to the latest pay cheques
creation.

Employee Overview
This shows each employee wise Payroll Summary graph based on the selection up to the latest pay
cheques creation.

Tax Resources
This contains helpful legislative and regulatory URLs and information.

You have 12 days left to use Canada Cloud Payroll free demo Upgrade Now o
Helen Fashion House
COMPANY OVERVIEW EMPLOYEE OVERVIEW TAX RESOURCES
Payroll Summary
273625
Employee Setup FEEIEES (ol Ll

B Reports

263269
969.34
sy 0.00 0.00 0.00

My Account + L T
Gross Wages © pip Quebec Tax Last Updated

Tax Date

01-05-2018

52l User Management

Settings

Privacy Policy Terms an
H

Copyrights © 2018 Checkm

Number of Departments:
This shows the department wise of employees.

Number of Users:
This shows the number of users that have already been created in User Management for the payroll
process with permissions.
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Activity Log:
This contains information about message flows and how you played with the application and functions.

Last Updated Tax Date:
This shows the latest updated tax date for your company.
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Chapter Il
Company Setup

This chapter will walk you through how to setup your Checkmark Canada Cloud Payroll company.
Company Setup

Under Company Setup, you will find these sections:

Company Information
Departments
Contributions
Provincial Data

Hour Categories
Additional Income
Other Deductions
Ledger Accounts

Company Information

This section has two Tabs: Company Info and Direct Deposit. This section will take you through both
tabs.

Company Info

The first step in setting up your company is to input basic company Information on the Company Info
Tab. The fields are explained below.

You have 12 days left to use Canada Cloud Payroll free demo Upgrade Now

Company Information

COMPANY INFO DIRECT DEPOSIT

€3 Dashboard

Company Setup

=
L. Employee Setup

@ PayCycle

save CLEAR J CANCEL
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Company Information Field Descriptions:

Company Name: Enter your Company Name.
Trade Name: Enter your Company Trade name, which will be used on cheques and reports.
Use this trade Name on Cheques & Reports:
Check this box if you want the Trade name to appear on your cheques and
reports, instead of the Company Name.
Contact First Name: Enter the Contact Person's first name.
Contact Last Name:  Enter the Contact Person's last name.

Email Address: Enter the Contact Person’s email address.

Phone: Enter the Company’s phone number.

Address Line 1: Enter the Company’s registered address.

Address Line 2 (Optional): Enter additional address details for the Company, if applicable.

City: Enter the City in which your Company is located.

Province: Select the Province for your Company.

Postal Code: Enter the postal code for your Company in the format of “A2A 2A2” (Alpha

Numeric, Alpha Numeric, Alpha Numeric format.

Federal Account #:  Enter your Company's Business Account Number as shown on Form PD7A
(Source Deduction Remittance Form).

Pension Plan Reg. #: Enter the registration number for your Company's Registered Pension Plan or
Deferred Profit Sharing Plan.

Payroll Year: The Payroll Year will default to the current year.

After filling out all the mandatory fields, which are marked with a red asterisk, click “SAVE.” If you want
to clear information that you have entered incorrectly, click “CLEAR” (before it is saved). If you click on
“CANCEL,” it will redirect you to the Dashboard without saving.

Direct Deposit

If you use the Checkmark Canada Cloud Payroll Direct Deposit option, you can directly deposit pay
cheques to your employees’ bank accounts.

You will still be able to process Printed Cheques for your employees who do not want to have Direct
Deposit.

[Note - To opt in, all of the Mandatory Fields on the Company Info Tab must be filled in, and you must
be on the Paid Version of Checkmark Canada Cloud Payroll. For details see “Converting to Paid from My
Account under the Registered Products Tab.]

Setting Up Direct Deposit in Company Information:

Go to Company Setup and click on Company Information. There you will see the Direct Deposit option.

Click on the checkbox for Direct Deposit. Then click on “Save.” This will activate the Direct Deposit Tab,
where you will need to fill in your information.
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Company Information

€3 Dashboard

Additional Information

& Company Setup

Account information

In the Direct Deposit Tab, almost all of the fields are mandatory. The fields are explained below.

Direct Deposit Field Descriptions:

Additional Information:
Owner First Name: Enter the first name of the Account Holder.
Owner Last Name: Enter the last name of the Account Holder.

Street Address 1: Enter the street address of the Account Holder.

Street Address 2 (Optional): Enter additional address details for the Account Holder, if applicable.
City: Enter the City for the Account Holder's address.

Province: Select the Province for the Account Holder's address, from the drop down list.
Postal Code: Enter the postal code for the Account Holder's address.

Contact Number: Enter the phone number for the Account Holder.

Last 4 digits of SIN:  Enter last four digits of the Account Holder's SIN (Social Insurance Number).
Date of Birth: Enter the date of birth for the Account Holder.

Organization Information:

Legal Structure: Select the legal structure of the Company, from the drop down list.
If you select other, a text field will appear where you can enter in your Legal
Structure.

Website: Enter the Company's website address.

Business Type: Select the Business Type of the Company, from the drop down list.

Annual Volume: Enter the annual volume of the Company.

Average Transaction Amount: Enter the average transaction amount for the Company.

Account Information:
Account Number: Enter the Company's Bank Account Number.
Routing Number: Enter the Company's Bank Routing Number.
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After filling in the mandatory fields, you should read the Privacy Policy and the Terms and Conditions,
then click “Submit.” Once submitted, a confirmation popup will appear to confirm that you want to
send your Direct Deposit Information for verification.

Checkmark Canada

> Company Information

M veazey Helen
. COMPANY INFO DIRECT DEPOSIT

Please fill out the following form and save your Company Information. Note that the asterisk (*) marked fields are mandatory

€ Dashboard

Company Setup Direct Deposit Details Updated Successfully

Company Name *

. Employee Setup

Helen Fashion House

@ PayCycle
Phone *
Reports 604-601-5679
Address Line 1 ¢ Address Line 2 ciy*
My Account 4033 Robson St Vancouver
Postal Code * Federal Account # *

User Management

v VeB3KY 123656789
Settings Payroll Vear

2018
Privacy Palicy Termsa Directbepostt
Copyrights © 2015 Check s Solutions
Save cLear | canceL

Clicking “YES” will send the request for verification and the Status will show as “Pending” until
approved.

[Note - Please note that it can take seven to eight business days to receive verification. Until then, you
cannot edit the Direct Deposit fields.]

If any errors are found in the data you entered, you will be directed back to the Company Information
screen and an error message, with details, will appear at the top of the screen.

Once your information has been successfully verified, the Status will be changed to “Approved.”

Checkmark Canada

Company Information

‘COMPANY INFO DIRECT DEPOSIT

fill out the following form and save your Company Information. Note that the asterisk (*) marked fields are mat

$) Dashboard

Company Setup

@l Use this Trade Name on Cheques & Reports

2o Employee Setup
Phone *

& PayCycle 604-601-5679

Address Line 2
Bl Reports
e My Account Postal Code *

v Ve 3Ke

[ User Management anReg # Payroll Vear

2018
£ Settings

@ Direct Deposit

Privacy Policy Terms and Conditions ~Contact Us. SAVE CLEAR | [ CANCEL

Help

Copyrights © 2018 Checkmark Business Solutions ULC

If your verification is rejected, “Pending” will change to “Rejected,” along with the reason why. Then
the fields on the Direct Deposit Tab will activate, and you will be able to make the necessary changes
and resubmit for verification.

12 of 103 Checkmark Canada Cloud Payroll



Departments

You can create up to 99 Departments for your Company by clicking on Company Setup and selecting
Departments; there you will see two Tabs: Departments and Job Title. This section will take you through
both Tabs.

Departments
Once a Department has been created on the Departments screen, you can assign it as the default

Department to an employee, distribute hours to specific Departments before you create Cheques,
and/or allocate amounts after Cheques have been created.

You have 12 days left to use Canada Cloud Payroll free demo o
Departments
€3 Dashboard
& componySeup R B
Dep r a8
Lo Employee Setup
z 0
@ PayCycle
B Reports
o e

Create a new Department by following these steps:
e Click “Add New Department” from the Departments Screen.
e Enter a name for the Department and “save.”

Editing/Modifying Departments:

You can edit/modify a Department at any time, as long as it has not been assigned to any employees,
has not been used on any cheques, and no Job Titles have been assigned to it.

To edit/modify an existing Department, follow these steps:

e Select the Department from the List of Departments.
e Click the Edit button under Action.
e Make the necessary changes.
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e C(lick the blue check icon to save.
e Clicking on the red “X” icon will cancel the changes.

Deleting Departments:

You can delete a Department at any time, as long as it has not been assigned to any employees, has not
been used on any cheques, and no Job Titles have been assigned to it.

e To delete an existing Department, follow these steps:
e Select the Department from the List of Departments.
e Click the Delete icon under Action.

e C(Click “Yes, Delete It!” to confirm.

Job Title

You can set up unlimited Job Titles for each Department for your Company.

Once a Job Title has been created on the Job Title screen, you can assign it as the default Job Title for
an employee.

Create a new Job Title by following these steps:

e C(lick the Job Title Tab in the Department screen.

e C(Click “Add New Job Title.”

e Select the Department you want to assign this Job Title to, from the list.
e Enter a name for the Job Title and save.

You have 12 days left to use Canada Cloud Payroll free demo (1)
Departments
oepart
) Dashboard
i -

Lo Employee Setup No Records found
@ PayCycle

B Reports

© My Account

& user Management

£ Settings
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Editing/Modifying an Existing Job Title:

You can edit/modify a Job Title at any time, as long as it has not been assigned to any employees and
has not been used on any cheques.

e To edit/modify an existing Job Title, follow these steps:
e Select the Job Title from the List of Job Titles.

e Click the Edit button under Action.

e Make the necessary changes.

e Click the blue check icon to save.

e Clicking on the red “X” icon will cancel the changes.

Deleting an Existing Job Title:

You can delete a Job Title as long as it has not been assigned to any employees and has not been used
on any cheques.

e To delete an existing Job Title, follow these steps:
e Select the Job Title from the List of Job Titles.

e Click the Delete icon under Action.

e C(lick “Yes, Delete It!” to confirm.

Contributions

The Contribution screen, under Company Setup, contains values used to calculate Employment
Insurance Premiums, Canada Pension Plan Contributions, Québec Pension Plan Contributions, and
Québec Parental Insurance Plan Premiumes.

You have 12 days left to use Canada Cloud Payroll free demo o
Contributions

€3 Dashboard

& Company Setup

X Employee Setup

& PayCycle

B Reports

SAVE A A | [ CLEAR
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Contributions Field Descriptions:

Maximum El Earnings: The maximum amount of annual earnings subject to the Employment
Insurance (El) Premiumes.

Maximum CPP Wages: The maximum amount of annual wages subject to Canada Pension Plan
(CPP).

CPP Exemption: The annual basic exemptions for CPP.

CPP Rate (%): The employee contribution rate for CPP.

El Rate (%): The Employment Insurance Premium rate for employees (other than
Québec).

Employer El Rate (%): The Employment Insurance Premium rate for employers (other than
Québec).

Employer CPP Rate (%): The employer contribution rate for CPP.

Maximum QPIP Earnings — Québec: The maximum amount of annual earnings subject to the Québec
Parental Insurance Premiums (QPIP).

El Rate- Québec (%): The Employment Insurance Premium rate for employees in Québec.
QPIP Rate — Québec (%): The Québec Parental Insurance Plan Premium rate for employees working
in Québec.

Employer El Rate — Québec (%): The Employment Insurance Premium rate for
Employers in Québec.

Employer QPIP Rate —Québec (%): The Québec Parental Insurance Plan Premium rate for employers in
Québec.

Maximum QPP Earnings — Québec: The maximum amount of annual wages subject to Québec
Pension Plan (QPP).

QPP Exemption —Québec:  The annual basic exemptions for QPP.

QPP Rate — Québec (%): The employee contribution rate for QPP.
Employer QPP Rate — Québec (%):  The employer contribution rate for QPP.
Load 20XX Values: Click this button to load the default values for the tax parameters. Each

time you start a New Year, or see the message that there has been an
update or there are new tax tables available, you should click the “Load
20xx Values” button to make sure you are using the latest tax parameters
available.

[* Important - while we attempt to maintain up-to-date and accurate tax information, we cannot be
responsible for changes or discrepancies in tax values. Please check the appropriate tax guide or
publication if you are in doubt as to the accuracy of any tax value.]

Making Manual Changes to Contributions:

To manually edit/modify the Contributions, follow these steps:
Make the necessary changes and save.

If, as an employer, you have a reduced El Employer rate, make sure to manually adjust the El Employer
Rate (%) to reflect your rate. Each time you click on “Load 20XX Values,” you will need to manually
change the El Employer Rate (%), because this will cause all of the fields to revert to the default values.
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Provincial Data

The Provincial Data screen, under Company Setup, is used to edit Provincial WSIB Maximums and
EHT/QHIP Rates.

You have 12 days left to use Canada Cloud Payroll free demo Upgrade Now o

55 Clor Provincial Data

‘ Mveazey Helen

€3 Dashboard

&8 Company Setup + SAVE EN CLEAR
X Employee Setup

& PayCycle

B Reports

© My Account

[@ user Management

£ settings

Provincial Data Field Descriptions:

Province: Select the Province you need to view or edit, from the drop down list.

WSIB Maximum: The maximum wages subject to WSIB (Workplace Safety and Insurance
Board).

EHT/HSF Rate (%): This rate pertains specifically to Ontario employers with annual payrolls

over the $400,000.00 exemption ceiling, who must remit Employer's
Health Tax (EHT) or to Québec employers who are subject to the Québec
Health Services Fund Contributions (HSF). If this applies to your Company,
enter your Company's rate.

Load Current: Click this button to load the current WSIB values. This is based on the

Payroll Year you are in.

[* Important - While we attempt to maintain up-to-date and accurate tax information, we cannot be
responsible for changes or discrepancies in tax values. Please check the appropriate tax guide or
publication if you are in doubt as to the accuracy of any tax value.]
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Making Manual Changes to Provincial Data:

To manually edit/modify the Provincial Data, follow these steps:
Select the Province from the list, Make the necessary changes and save.

Hour Categories

You can have up to seven Hour Categories for your Company; all of which can be used for any
employee.

Once defined on the Hour Categories screen, under Company Setup, an Hour Category appears on the
Enter Hours and Calculate Pay screens. Accrued Hour Categories, such as “Sick,” are assigned to
employees in the Employee Setup screen.

[* Note - The order of your Hour Categories is determined by the order in which they are put into the
system. Once the Hour Categories have been entered, the only way to change the order would be to
delete them and re-enter them in the order you want. Due to this, you should be very careful as you
enter your Hour Categories; you might want to set them up according to their frequency of use, with
the most frequently used Category appearing first in the list.

* Note - Hour Categories should not be modified once they have been used; either by entering them in
the Employees YTD Tab or by cheque. This could adversely affect balances.]

Checkmark Canada Cloud Payroll comes with several pre-defined Hour Categories, including:

Regular
Overtime
Double
PayRate2
PayRate3
Sick
Vacation
Comp
Holiday

Click “Add From List” to see a complete list.

You can add a pre-defined Hour Category to your Company and use it as is or change it to fit your
needs.
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Adding a Pre-Defined Hour Category to your Company:

e To add a pre-defined Hour Category/Categories, follow these steps:

e Click “Add From List.”

e Select the Hour Category/Categories you want.

e Click “Add” to add the Hour Category/Categories to your list of Hour Categories.

Creating a New Hour Category:
e If you need an Hour Category that is not included in the pre-defined list, you can use the

“Create New” button.
e Once you are in the Create New Hour Category screen, you will see several fields:
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Add From List

Hour Category Field Descriptions:

Hour Category:
Employee Rate:

Multiplier:

For Example:

Include as Hours Worked:

Vacationable:

Not Subject to El:
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Enter the name of the Hour Category.

Use this radio button to select which Hour Rate should be associated with
the Hour Category. The actual Hour Rate amount depends on the Hour
Rates set up for each employee on the Employee Setup screen.

Use this radio button to select the Multiplier, which will be used to
multiply the employee's hourly rates.

If you set it up for “Overtime”, with 1.5 Times Rate as the Multiplier for
the Hour Category, then when one of your employees works overtime,
you can put in the number of overtime hours into the “Overtime” Hour
Category and it will automatically calculate the overtime dollar amount to
be 1.5 times the employee's Hour Rate. So if the employee makes $8.00
an hour, it would calculate at $12.00 an hour for “Overtime” (1.5*8=12).

Check this option if the hours in this Category should be included for
Additional Income, Other Deduction, and/or Accrued Hour Category
calculations based on Hours Worked.

Check this option if the Hour Category should be included as income for
calculating Vacation Pay.

Check this option for hours that are not eligible for Employment

Insurance. Typically, you would not use this option unless you have
employees who have Native Indian Status.
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To add a new Hour Category, follow these steps:

Click “Create New.”
e Type in the name of the new category.
e Assign the appropriate Employee Rate and Multiplier.
e Check if you want it included as Hours Worked, Vacations, and/or Not Subject to El, then save.

Editing/Modifying an Existing Hour Category:

You should not edit/modify an existing Hour Category if it has already been used on a cheque or any
employees have amounts for it in their YTD Tab. To make a change to the Hour Category mid-year, stop
assigning hours to the Category when you input hours. Then, create a New Category with the correct
set up and use it moving forward.

To edit/modify an existing Hour Category, follow these steps:

e Select the Hour Category from the List of Hour Categories.
e Click the “Edit Selected” button.

e Make the necessary changes.

e Click “Update” to Save.

Deleting an Existing Hour Category:

As long as the Hour Category has not been used for any cheques, nor has any information been entered
for it in the YTD Tab in the Employee Setup, you can delete it at any time.

To delete an Hour Category, follow these steps:
e Select the Hour Category from the List of Hour Categories.
e C(lick “Delete.”
e (lick “Yes, Delete It!” to confirm.

Additional Income
This section shows you how to use the Additional Income screen, under Company Setup, to set up the
types of income, such as mileage or tips, that your Company uses (in addition to salary or hourly wages)

to calculate an employee’s pay.

[* Note — you can assign Ledger Accounts to each Additional Income Category for transferring or
posting Additional Income amounts to an accounting system.]

You can define up to 20 Additional Income Categories for your Company and assign up to four per
employee.
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Once defined on the Additional Income screen, the Additional Income Category appears on
Income/Deductions, the Income Tab in Employee Setup, and the Calculate Pay screen.
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Checkmark Canada Cloud Payroll comes with several pre-defined Additional Income Categories,
including:

Advance
Bonus
Commission
Ins Benefit
Mileage
Piecework

Click “Add From List” to see a complete list.

You can add a pre-defined Additional Income Category to your Company and use it as is or change it to
fit your needs.

Adding a Pre-Defined Additional Income Category to your Company:
e To add a pre-defined Additional Income Category, follow these steps:
e C(lick “Add From List.”

e Select the Additional Income/s you want.
e Click “Add” to add the Additional Income Category/Categories to your list of Additional Incomes.

Creating a New Additional Income Category:

22 of 103 Checkmark Canada Cloud Payroll



If you need an Additional Income Category that is not included in the pre-defined list, click the “Create

New” button.

You will see several fields once you are in the Create New Additional Income Category screen.

Add From List

Advance

Additional Income Field Descriptions:
Additional Income: Enter the name of the Additional Income Category.

Calculation Method:

Variable Amount:

Fixed Amount:

Fixed % of Sales:

For Example:
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When entering the values for a Calculation Method, enter the values that
your Company typically uses. You can always change the values when you
assign the Additional Income Category to an employee.

Use this Method when you want to enter a different amount each pay
period on the Calculate Pay screen.

Use this Method to add a fixed amount to an employee's earnings each
pay period or hour worked, depending upon what is selected from the
drop down list.

Use this Method to calculate the income, such as commission, based on a
fixed percentage of sales. Enter the percentage that an employee
typically earns.

If an employee typically earns a 5% commission on sales, enter “5” in the

edit box. Once you have assigned the Category to an employee, you can
enter the amount of sales on the Calculate Pay screen.
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Mileage Amount PerMile: Enter the typical amount an employee receives for each mile driven.

For Example: If an employee typically receives twenty-nine cents ($0.29) for each mile,
enter “0.29” in the edit box. Once you have assigned the Category to an
employee, you can enter the number of miles on the Calculate Pay
screen.

Piecework: Enter the typical rate that an employee receives for piecework. You can
enter an amount as low as $0.001 and as high as $999.99. Once you have
assigned the Category to an employee, you can enter the number of
pieces on the Calculate Pay screen.

Exempt From: By checking the appropriate options, you can classify an Additional
Income Category as exempt from any combination of the following taxes:

Fed Tax
Prov Tax
El

CPP

QPP
WSIB
EHT/HSF
QPIP

See the appropriate tax guide to determine the correct handling of individual income items.
Omit From Net: Check this option if an Additional Income Category should not be
included in the net pay.

For Example:

An example of this type of income is the Life Insurance portion of a Benefits package that is a taxable
benefit to the employee. Income defined with the Omit from Net option checked will not post to a
Ledger Account.

Non-Vacationable: Check this option if the amount for the Additional Income Category
should be omitted from the Vacation Pay calculation.

Include in Wages ForDept/Job Posting: Check this option if you want the amount for the Additional
Income Category included in the department or job distribution for your

employee cheques.

T4 Box: Enter the appropriate T4 Box number the Additional Income’s data
should print in, if applicable.

To add a new Additional Income Category, follow these steps:
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e C(lick “Create New.”

e Typein the name of the new Additional Income Category.

e Assign the appropriate Calculation Method.

e Check the appropriate Exempt From options, if applicable.

e Check if you want it to be Omit From Net, Non-Vacationable, and/or Included in Wages for
Dept/Job posting, if applicable.

e Enter the appropriate T4 Box, if applicable, and save.

Editing/Modifying an Existing Additional Income Category:

* Important - You should not change the way the Additional Income Category is taxed once the first

cheque of the Year has been created, as that could adversely affect your reports and cause corruption.
To make a change to the tax set up mid-year, stop the Category from being applied by simply modifying
the amount/rate to zero. Then, create a New Category with the correct tax set up to use going forward.

To edit/modify an existing Additional Income Category, follow these steps:
e Select the Additional Income Category from the List of Additional Incomes.
e Click “Edit Selected.”
e Make the necessary changes.
e Click “Update” to save.

Deleting an Existing Additional Income Category:

As long as the Additional Income Category has not been used for any cheques, and has not had any
information entered for it in the YTD Tab in the Employee Setup, you can delete it at any time.

e To delete an existing Additional Income Category, follow these steps:

e Select the Additional Income Category from the List of Additional Incomes.
e C(Click “Delete.”

e C(lick “Yes, Delete It!” to confirm.

Other Deductions

This section shows you how to use the Other Deductions screen, under Company Setup, to setup
deductions from employee's pay, other than taxes. Checkmark Canada Cloud Payroll allows you to add
pre-defined Deductions, create new Deductions, modify existing Deductions, and/or delete Deductions
not being used in the Deduction list. Pre-defined Deductions can be modified once they are in the
Deduction list.

Once defined on the Other Deductions screen, the Other Deduction Category appears on the
Income/Deductions, the Deduction Tab in Employee Setup, and the Calculate Pay screen.
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You can define up to 30 Other Deduction Categories for your Company and assign up to eight per
employee.

Checkmark Canada Cloud Payroll comes with the following pre-defined Other Deduction Categories:

Credit Union
Loan
Medical Ins

You can add a pre-defined Other Deduction Category to your Company and then use it as is or change it
to fit your needs.
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Adding a Pre-Defined Other Deduction Category to your Company:

e To add a pre-defined Other Deduction Category, follow these steps:
e C(lick “Add From List.”

e Select the Other Deduction Category/Categories you want.

e Click “Add.”

Creating a New Other Deduction Category:
If you need a new Other Deduction Category that is not included in the pre-defined list, click the
“Create New” button.
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Add From List

Once you are in the Create New Other Deduction Category screen, you will see several fields.

Other Deductions Field Descriptions:

Other Deduction:

Calculation Method:

Variable Amount:

Fixed Amount:

Fixed %:

Limit Type:

Annual Wages:
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Enter the name of the Other Deduction Category.

When entering the values for a Calculation Method, enter the values that
your Company typically uses. You can always change the value when you
assign the Other Deduction Category to an employee.

Use this Method when you want to enter a different amount each pay
period on the Calculate Pay screen.

Use this Method to deduct a fixed amount from an employee’s earnings
each pay period, hour worked, or first cheque of the month, depending
upon what is selected from the drop down list.

Use this Method to deduct a fixed percentage of the employee’s Total
Wages, Federal Wages, or Provincial Wages, depending upon what is
selected from the drop down list. Enter the percentage that is typically
deducted, you can modify it per employee in Employee Setup.

This will tell the Other Deduction Category when to stop deducting from
the employee's pay. You can set the Limit Type for deductions defined as
Fixed Amount or Fixed %. You can choose a deduction Limit Type of
Annual Wages, Loan Amount, Annual Deduction Amount, or Pay Period.

If “Annual Wages” is selected, the deduction will be calculated until the
annual wages exceed the entered Limit.
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Loan Amount: “Loan Amount” is selected, the deduction will be calculated until the
amount of the loan is reached.

Annual Deduction Amount: If “Annual Deduction Amount” is selected, the deduction will be
calculated until the amount is deducted.

Pay Period: If “Pay Period” is selected, the deduction will be calculated until the pay
periods deduction amount exceeds the entered amount.

Amount: Enter the amount of the Limit

Employer Match Type: You can set the Employer Match Type for a deduction by selecting either
“Fixed Amount” or “Fixed %”, from the drop down list.

Amount/Rate: Enter the amount or rate for the Employer Match. If you have “Fixed
Amount” selected as the Employer Match Type, the amount you enter in
the Amount/Rate edit box is treated as a dollar amount. If you have
“Fixed %" selected as the Employer Match Type, the amount you enter in
the Amount/Rate edit box is treated as a percentage.

Deduct Before: By checking the appropriate options, a deduction will be deducted before
the following taxes:

Tax (Federal and Provincial withholding)

El
CPP
QPP
QPIP

See the appropriate tax guide to determine the correct handling of individual deduction items.

To add a new Other Deduction Category, follow these steps:
e C(lick “Create New.”
e Type in the name of the new Other Deduction Category.
e Assign the appropriate calculation method.
e Check the appropriate deduct before options, if applicable.
e Assign the appropriate Employer Match Type and Amount/Rate, if applicable, and save.

Editing/Modifying an Existing Other Deduction Category:

[* Important - You should not change the way an Other Deduction Category is taxed once the first
cheque of the Year has been created, as that could adversely affect your reports and cause corruption.
To make a change to the tax set up mid-year, stop the category from being applied by simply modifying
the amount/rate to zero. Then create a New Category with the correct tax setup to use moving
forward.]
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To edit/modify an existing Other Deduction Category, follow these steps:

e Select the Other Deduction from the list of Other Deductions.
e Click on “Edit Selected.”

e Make the necessary changes.

e Click on “Update” to save.

Deleting an Existing Other Deduction Category:

As long as the Other Deduction Category has not been used for any cheques and has not had any
information entered for it in the YTD Tab in the Employee Setup, you can delete it at any time.

To delete an existing Other Deduction Category, follow these steps:

° Select the Other Deduction Category from the List of Other Deductions.
. Click “Delete.”
° Click “Yes, Delete it!” to confirm.

Ledger Accounts

This section shows you how to use the Ledger Accounts screen, under Company Setup, to setup Ledger
Accounts that allow you to post your payroll to an accounting program.

If you will not be posting payroll to an accounting program, you do not need to set up Ledger Accounts.

However, you might find Ledger Accounts useful for Posting Summary reports, which can be used to
manually enter your payroll data into an accounting system.
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Assigning Posting Accounts in Ledger Accounts:

You can assign accounts to the following Payroll Categories:

Additional Income
Deduction Match Expense
Departments

Employee Cheques
Employer Taxes

Jobs

Other Deductions
WSIB/EHT

From the Ledger Account screen, click on the different categories in the drop-down menu to see the

different account options.

Ledger Accounts Field Descriptions:

Additional Income:

Deductions Match Expense:

Departments:
Wage:

Tax:

Employee Cheques:
Payroll Cash Account:

Wages Withheld:

El Withheld:

CPP Withheld:
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The Additional Income Categories that appear in the list are those that
were set up on the Additional Income screen. You can assign an account
to each Category.

An expense account for the employer deduction expense for deductions
set up with an Employer Match amount or percentage.

Use this option if you distribute employee wages/hours to Departments.
An expense account for department wages.

An expense account for department taxes for the employer portions of El,
CPP/QPP, QPIP, etc.

The cash account from which cheques are paid.
An expense account (in the 5000-8999 range) for gross wages. This is the
default account. Accounts set up for Departments will override this

account.

A liability account (in the 2000 range) for Employment Insurance
Premiums deducted.

A liability account (in the 2000 range) for Canada Pension Plan
Contributions withheld.
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QPP Withheld: A liability account (in the 2000 range) for Québec Pension Plan
Contributions withheld.

Income Tax Withheld: A liability account (in the 2000 range) for employee Income Tax deducted.
Québec Tax Withheld: A liability account (in the 2000 range) for Québec Income Tax deducted.
QPIP Withheld: A liability account (in the 2000 range) for employee Québec Parental

Insurance Plan Premiums deducted.

Employer Taxes:

Employer Taxes Expenses:  An expense account (in the 5000-8999 range) for the total of the
employer’s portion of EI, CPP, and/or QPP.

El Payable: A liability account for Employment Insurance Premiums. Usually this is
the same account that is set up in the Employee Cheques section.

CPP Payable: A liability account for Canada Pension Plan. Usually this is the same
account that is set up in the Employee Cheques section.

QPP Payable: A liability account for Québec Pension Plan. Usually this is the same
account that is set up in the Employee Cheques section.

QPIP Payable: A liability account for Québec Parental Insurance Plan. Usually this is the
same account that is set up in the Employee Cheques section.

Jobs: Use this option if you distribute employee wages to Jobs in Checkmark
MultiLedger or any other accounting software.

Job Wage: An expense account for Job wages.
Job Tax: An expense account for Job taxes for the employer portions of El, CPP,
and/or QPP.

Other Deductions: The Other Deductions Categories that appear in the list are those that were set up
on the Other Deductions screen. You can assign an account to each
Category.

WSIB/EHT: Enter an expense account (in the 5000-8999 range) and liability account (in the
2000 range) for each appropriate Province for WSIB (Workplace Safety
and Insurance Board) and EHT/QHIP (Employer Health Tax/Québec Health
Insurance Premium).
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To assign a Posting Account Number for any item, follow these steps:

Select the Payroll Category.

Click the Edit button under Action for the item you want to add an Account Number to.
Type in the Account Number.

Click the blue check icon to save.

Clicking on the red “X” icon will cancel the changes.

Editing/Modifying a Posting Account:

You can edit/modify an Existing Posting Account Number at any time.

To edit/modify a Posting Account Number, follow these steps:

Select the Payroll Category.

Click the Edit button under Action for the item you want to modify.
Make the necessary changes.

Click the blue check icon to save.

Clicking on the red “X” icon will cancel the changes.

Deleting a Posting Account Number:

You can delete an existing Posting Account Number at any time.

32 of 103 Checkmark Canada Cloud Payroll



To delete an existing Posting Account Number, follow these steps:

. Select the Payroll Category.

° Click the Edit button under Action for the item you want to delete.

° Remove the Account Number.

° Click the blue check icon to save.

. Clicking on the red “X” icon will cancel the changes and the account number will not be
removed.
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Chapter IV
Setting up Employees

This chapter will walk you through how to set up your Employees in Checkmark Canada Cloud Payroll. It
will also cover how to Import and Export employees’ information.

Under Employee Setup, you will find these sections:

e Creating Employees

e Viewing and Editing/ Modifying Employees
e Deleting Employees

e Importing Employees

e Exporting Employees

Creating a New Employee

Checkmark Canada Cloud Payroll allows you to have an unlimited number of employees and will only
accept valid Social Insurance Numbers and Canadian Addresses.

The Items you assign to individual employees need to have been setup previously in the prior sections.
You will need to setup, for example, Additional Incomes, Deductions, etc., prior to setting up the
employees.

To create a New Employee, click “Create Employee” and a screen will appear to enter all of your
employee’s information. The Employee Setup screen has different Tabs for different types of
information. You will need to enter the Personal Info before you can move on to the other Tabs. This
section will take you through how to setup each Tab.

Create New Employee
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Personal Info Tab:

Use this Tab to enter information such as the employee's name, address, SIN, employee #, and default
Department
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Personal Information Field Descriptions:

First Name: Enter the first name of your employee.
Last Name: Enter the last name of your employee.
Street: Enter the employee's mailing address (the number and the street name and

Suffix). This will appear on the employee's cheque stubs and T4s/RL1s.

City: Enter the name of the City for your employee's mailing address.
Province: Select your employee's Province, from the dropdown list.

SIN: Enter your employee's SIN (Social Insurance Number).

Birth Date: Enter your employee's birth date.

Postal Code: Enter your employees postal Code

[Note*: Enter the employee's information (the mandatory fields are marked with a red asterisk) and
save. Once the above information saved other information can be given in “Update Employee”]
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Phone Number:
Email Address:

Department:

Job Title:
Employee #:

Marital Status:
Employment Type:
In-active

(Delete at Close Year):

Enter your employee's phone number.
Enter your employee's email address

Assign a default Department to the employee, from the drop down list, if
applicable. The Department assigned here will determine which Department
Heading the employee will appear under in lists and reports.

Assign a default Job Title to the employee, from the drop down list, if applicable.
Here you can assign Employee Numbers which can be alphanumeric. The
number will print on the cheque stub.

Select the marital status of the employee, from the drop down list.
Select the employee's Employment Type, from the drop down list.

If you check this box, it will inactivate the employee, then the employee will be
Deleted when you start the next Payroll Year. This is typically used for
Terminated employees. Once an employee has been marked as in- active, they
will show in red on the Employee List.

Direct Deposit: If the employee has opted for direct deposit payment then click on the radio button
for Direct Deposit and provide the following information:

Account Holder:  Enter the employee's Bank Account Holder's name.

Account Number: Enter the employee's Bank Account Number.

Routing Number: Enter the employee's Bank Routing Number.

Account Type: Select the type of account, from the drop down list.

* Note - You will still be able to print reports for inactive employees before the year is closed, but you
will be unable to calculate or create cheques for them. When the year is closed, all of the inactive
employees will automatically be deleted from the Company data.
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Wages Tab:

Use this Tab to set up wage information, such as salary or hourly rates, pay frequency/how many pay
periods per year, last raise date, and Vacation Pay information.
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Wages Tab Field Descriptions:
Salary per Pay Period: If the employee is salaried, enter the amount to be paid per pay period.
Hour Rate 1, 2, 3,4,and 5:  If the employee is hourly (paid per hour), you can enter up to four

different hourly pay rates. Hour Categories such as “Overtime” or
“Double-time” are set up on the Hour Categories screen.

Pay Periods Per Year: Select the pay frequency, or how often the employee will be paid.

Duration: This field will populate the number of pay periods per year based off of
the pay frequency selected for Pay Periods per Year.

Normal Hours per Pay Period: Enter the number of hours a salaried employee is expected to work in
each pay period. The hours are used for El reports when issuing Record
of Employment.

Hire Date: Enter the date the employee was hired.

Last Raise Date: Enter the date that the employee last received a raise.
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Termination Date: Enter the date that the employee’s employment ended.

Retain Vacation Pay: Check this box if the Vacation Pay should be accrued for a later pay out.
If you do not check this box, the Vacation Pay will be paid on each pay
cheque.

Vacation Pay Vacationable:  Check this box if the Vacation Pay should be vacationable.

Vacation %: Enter the percentage of Vacation Pay the employee earns.
For Example: If the employee earns 5% Pay, enter “5”.

Vacation Pay: This will show the current amount of Vacation Pay accrued by the
employee to date based on the Vacation % entered above. If you start
using Canada Cloud Payroll mid-year, enter the accumulated amount
owed to the employee so far this year.

WSIB %: Enter the percentage for Workplace Safety & Insurance
Board for the employee.

Comments: This is a place for any notes about the employee, such as emergency
contacts, when they received raises, etc.
Taxes Tab:

Use this Tab to set up an employee's withholdings and tax deductions. The information entered on this
Tab will determine how the employee's taxes are calculated.
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Taxes Tab Field Descriptions:

1. Province:

2. Tax Exempt:

3. El Exempt:
4. C/QPP Exempt:

5. QPIP Exempt:

6. Province Claim Code:

7. Province Claim Amount:

8. Federal Claim Code:
In

9. Federal Claim Amount:

10. Additional W/H:

11. Additional Deductions:

12. Tax Credit:

13. Area Deductions:

14. Pension Adjustments:

15. TD1X Remuneration:

16. TD1X Expense:

17. Additional P/Q W/H:
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Select the Province for the employee from drop-down list.

Check this box if the employee is exempt from Income Tax
(Provincial and Federal).

Check this box if the employee is exempt from El.
Check this box if the employee is exempt from CPP/QPP.

Check this box if the employee is exempt from QPIP, for
Québec Employees only.

Select the Province Claim Code for the employee from
Drop down list, except the Québec employee.

Once you select the Province Claim Code above, these fields will
automatically update.

Select the Federal Claim Code, from the drop down list for the employee.
this list you can find Claim Codes 1 through 10.

Once you select the Federal Claim Code above, this field will
automatically update.

Enter the dollar amount of additional Income Tax Withholding per pay
period for the employee, if applicable.

Enter the annual Additional Deduction Amount for the employee, if
applicable.

Enter the annual Tax Credit amount for the employee, if applicable.
Enter the deduction amount for living in a prescribed area, if applicable.
Enter the “deemed” value of the employee’s Pension Benefits that have
accrued in the year within a Registered Pension Plan and/or Deferred

Profit Sharing Plan, if applicable.

Enter the remuneration amount on the TD1X form for commission
remunerated employees.

Enter the expense amount on the TD1X form commission remunerated
employees.

Enter the dollar amount of additional Québec Withholding per pay
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period for the employee, if applicable.

18. PQ-TP-1015.03-V Deductions: Enter the amount from line 19 on the PQ-TP-1015.03-V Form, if
applicable and only for Québec Employees.

19. PQ-TP-1015.03-V Claims: This amount will auto fill based on the amount for Claim Code 1 for
Québec, for the current payroll year.

20. T4 Box 29: Enter the appropriate employment code for the employee, if applicable.

21.T4 Box 73: Enter the number of days the employee worked outside of Canada during
the year, if applicable.

22. Labour Sponsored Venture Federal Credit: Enter the tax credit, if the takes the Labour Sponsored
Venture Federal Deduction.

23. Labour Sponsored Venture Province Credit: Enter the tax credit, if the employee takes the Labour
Sponsored Venture Provincial Credit Deduction.

Income/Deductions Tab:

Use this Tab to assign Additional Incomes and Other Deductions to the employee. Before an Additional
Income Category or Other Deduction Category can be assigned to an employee, it must have been set
up on the Additional Income or Other Deductions screens. See “Setting up Additional Income

Categories” for more details.

Once you click on the Income and Deductions Tab, you will see two options: “Income” and
“Deductions.”

Income:

Use this Tab to assign up to four Additional Income Categories to the employee.
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Assigning an Additional Income Category:

To set up the Employee's Income Tab, follow these steps:
e Click the Income Tab in the Income/Deductions Tab.
e Select the appropriate Additional Income Category from the drop-down list.
e Press “Assign” to assign it to the employee.

Editing/Modifying an Additional Income Category for the employee:

Once you have assigned an Additional Income Category to an employee, you can edit/modify the
Rate/Amount, as long as it is not setup as “Variable.” This amount is entered when you calculate the
employee's pay on the Calculate Pay screen.

To edit/modify an Additional Income Category that has been assigned to the employee, follow these
steps:

e Click the Edit icon under Action for the Additional Income Category.

e Change the Rate/Amount.

e C(lick the blue check icon to save.

Deleting an Additional Income Category from an employee:
You can remove an Additional Income Category from an employee as long as the employee does not
have any income associated with it. The only time to actually delete/remove an Additional Income

Category is after you have started a new year, but before you have created a payroll in the new year. To
stop the Category from being applied mid-year, simply modify the Amount/Rate to zero in the
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Employee Setup.

To delete an Additional Income Category that has been assigned to the employee, follow these steps:
e Click the Delete icon under Action for the Additional Income.
e C(Click “Yes, Delete it!” to confirm.

Deductions:

Use this Tab to assign up to eight Other Deduction Categories to the employee.
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Assigning an Other Deduction Category:

To set up the Employee Deductions Tab, follow these steps:
e Click the Deduction Tab in the Income/Deductions Tab.
e Select the appropriate Other Deduction Category from the drop-down list.
e Press “Assign” to assign it to the employee.

Editing/Modifying an Other Deduction Category for the employee:

Once you have assigned the Other Deduction Category to an employee, you can edit/modify the
Rate/Amount, Limit, and Match as long as it is not setup as “Variable.” This amount is entered when
you calculate the employee’s pay on the calculate Pay Screen.

To edit/modify an Other Deduction Category that has been assigned to the employee, follow these
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steps:
e C(lick the Edit icon under Action for the Other Deduction.
e Make the necessary changes.
e Click the blue check icon to save.

Deleting an Other Deduction Category from an employee:

You can remove the Other Deduction Category from an employee as long as the employee does not
have any cheques or YTD totals associated with it. The only time to actually delete/remove an Other
Deduction Category is after you have started a new year, but before you have created a payroll in the
new year. To stop the Category from being applied mid-year, simply modify the Amount/Rate and the
Match (if applicable) to zero in the Employee Setup.

To delete an Other Deduction Category that has been assigned to the employee, follow these steps:
e Click the Delete icon under Action for the Other Deduction Category.
e Click “Yes, Delete it!” to confirm.

Accrued Hours Tab:

Use this Tab to setup Accrued Hour Categories for the employee. Accrued Hours are Hour Categories
where you track the hours earned and used for each employee, such as “Sick” or “Comp.” This is in
addition to the required Vacation Pay. Before an Accrued Hour Category can be added to the employee,
it must have been set up on the Hour Categories screen under Company Setup. For details, see “Setting
up Hour Categories” on page.
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Accrued Hours Tab Field Descriptions:

Accrual Hours: Select the Hour Category, from the drop down list, for the employee. The drop-
down list will show the Hour Categories you have setup under Hour Categories
Setup.

Earn Hours: Enter the number of hours the employee should accrue/receive based on the

frequency selected in the “Per” drop down list.
Per: Select the accrual frequency for the employee from following options:

Month: If you choose “Month”, the employee will receive the number of accrued hours in
the edit box on the first cheque of month. The employee will start receiving the
accrued hours on the first cheque after the date entered in the “Start Receiving
on” box. If nothing is entered, the employee will start the accrued hours on the
next cheque.

Year: If you choose “Year”, the employee will receive the number of accrued hours
entered in the edit box at one time; employee will start receiving the accrued
hours on the pay cheque after the date entered in the “Start Receiving on” box. A
Start Receiving on date is required for the “Year” option.

Hour: If you choose “Hour”, the employee will receive the number of hours entered in
the edit box per hour worked. You can also limit the maximum hours that are used
to determine the earned hours for each pay period. The employee will start
receiving the accrued hours on the first cheque dated after the date in “Start
Receiving on” box. If nothing is entered, the employee start receiving the accrued
hours on the next cheque.

* Note - If you choose “Hour” as the accrual Method, you should select the “Use in Calculation Based
on Hours Worked” option in the Hour Categories screen for each Hour Category that should be
included in the accrual. For example, let’s say that you have two Hour Categories defined as “Regular”
and “Sick,” and you would like “Sick” to accrue at a rate of 0.25 hours for every “Regular” hour worked.
You should check the “Use in Calculations Based on Hours Worked” option for the Hour Category
“Regular” in order for the “Regular” hours to be included in the “Sick” accrual calculation.

Pay Period: If you choose “Pay Period”, the employee will receive the number of accrued
hours entered in the edit box each cheque. The employee will start receiving the
accrued hours on the first cheque after the date entered in “Start Receiving on”.
If no date is entered, the employee will start receiving the accrued hours on the
next cheque.

Up to Hours Worked Per Pay Period: Enter the maximum hours per pay period an employee can accrue

hours on. This option is only available if you choose “Hour” from the “Per” drop
down.
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For Example: If you only want the employee to accrue hours on the first 40 hours they work
within a pay period, you would enter “40” into this box.

Hours Accumulated: Enter the number of hours the employee has already accumulated. This field will
change based on the hours accrued with each pay cheque.

Start Receiving on:  Enter the date the employee should start accruing hours.

Earn a Maximum of Hours: Check this option and enter the limit for the number of
accrued hours that an employee can accumulate.

How to Setup Accrued Hour Categories for Employees:

You can assign a maximum of three Accrued Hour Categories to each employee.
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To assign Accrued Hour Categories to the employee, follow these steps:

e Click “ADD NEW.”

e Select the appropriate Hour Category from the drop-down list.
e Fill out the necessary information.

e Click “Assign.”
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Editing/Modifying an Accrued Hour Category for the employee:

Once you have assigned an Accrued Hour Category to an employee, you can edit/modify the set up at
any time.

To edit/modify an Accrued Hour Category that has been assigned to the employee, follow these steps:
Click the Edit icon under Action for the Accrued Hour Category.

Make the necessary changes.

Press “Update” to save.

Deleting an Accrued Hour Category from an employee:

You can remove an Accrued Hour Category from an employee at any time. If you remove/delete an
Accrued Hour Category that has Hours Accumulated, it will remove them as well.

To delete an Accrued Hour Category that has been assigned to the employee, follow these steps:
e Click the Delete icon under Action for the Accrued Hour Category.
e Click “Yes, Delete it!” to confirm.

YTD Tab:

Use this Tab to enter or view an employee's Year-To-Date (YTD) Balances for wages, Additional
Income, Other Deductions, and taxes. YTD Balances affect the annual reports and are needed
for accurate calculations of taxes with an annual wage limit, such as CPP/QPP, El, and QPIP.

Depending on when you process your first payroll with Checkmark Canada Cloud Payroll, you
might need to set up YTD Balances for your employees.

You do not need to enter YTD Balances if:
The first payroll you processed with Checkmark Canada Cloud Payroll is the first payroll of the
year.
You are using Checkmark Canada Cloud Payroll to process the first payroll for a new business.
You are not using Checkmark Canada Cloud Payroll for keeping employee records.

By carefully setting up your employees’ YTD Balances and entering after-the-fact paycheques
from the current month, you can help ensure accurate records for reports, such as T4s/RL1s.
Here is a brief overview of what to do:

1. Enter the starting balances as of the last completed month in the current year.
e Forexample: If you are going to process your first payroll with Checkmark Canada Cloud

Payroll on August 16th, enter the starting balances as of July 31st
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2. Record calculations for the after-the-fact paycheques that were issued in the current month.

e After-the-fact-cheques are cheques that were issued prior to using Checkmark Canadian
Payroll Cloud.

e Again, if you are going to process your first payroll with Checkmark Canada Cloud Payroll
on August 16th, enter the after-the-fact paycheques issued between August 1st and
August 15",

e Fordetails, see “Calculating After-the-Fact Paycheques” on page 73.

e If you are going to process your first payroll with Checkmark Canada Cloud Payroll at the

beginning of a month, you do not have any after-the-fact paycheques in the current
month.

3. Create the after-the-fact paycheques in Checkmark Canada Cloud Payroll.

e Cheque calculations do not affect an employee's record until you create the cheque in
Checkmark Canadian Payroll Cloud.

e For details, see “Creating Cheques” on page 75.
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YTD Tab Field Descriptions:
Wages: This section contains the information for the wages, either salary or
hourly, the employee has earned YTD.

Salary: The employee’s year-to-date salary amount.

Hours: This will show the total number of hours the employee has worked year-
to-date.

Amount: This will show the total dollar amount an hourly has earned year-to-date.

Hours Detail: This button will provide a breakdown of an hourly year-to-date hours and
amounts.
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Hours:

Amount:

El Wages:

WSIB Wages:

Additional Income:

Vacation:

Taxes:

El:

QPIP:

CPP:

QPP:

Income Tax:

Québec Tax:

Other Deductions:

Net Pay:
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The year-to-date hours for this employee for each Category. The Hour
Categories listed here are the ones setup in the Hour Categories Setup
screen.

The year-to-date dollar amount the employee has earned each Hour
Category.

Enter the amount of El Wages year-to-date for the employee.

Enter the amount of WSIB Wages year-to-date for the employee.

The Categories listed here, besides Vacation, will be the ones that you
have setup in Additional Income Setup and have assigned to the

employee.

The dollar amount of Vacation Pay the employee has been paid year-to-
date.

This section contains the amounts for the taxes that have been withheld
from the employee year-to-date.

The amount of El that has been withheld from the employee's pay so far
this year.

The amount of QPIP that has been withheld from the employee's pay so
far this year.

The amount of CPP that has been withheld from the employee's pay so
far this year.

The amount of QPP that has been withheld from the employee's pay so
far this year.

The amount of Federal and Provincial (for all except Québec) Income Tax
that has been withheld from the employee's pay so far this year.

The amount of Québec Income Tax that has been withheld from the
employee's pay so far this year.

The Categories listed here will be the ones that you have setup in Other
Deductions Setup and have assigned to the employee.

The Net Pay that the employee has received so far this year.
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Entering YTD Balances:

To enter YTD Balances for the employee, follow these steps:

1. Enter the employee's year-to-date salary as of the last completed month into the Salary box
(for salaried employees).

2. Click “Hours Detail” and enter the year-to-date hours and amounts for each Hour Category
as of the last completed month (for hourly employees).

e Note - If you do not want to enter the year-to-date amounts for each Hour Category, you can
enter the total dollar amount in the Amount edit box.

3. Click “Save” to close the Hours Detail screen and update the Hours and Amount fields.

e Note - If you press “Cancel,” it will close out of the Hour Detail screen without saving your
changes.

4. Enter the year-to-date amounts for the Additional Income Categories and Other Deduction
Categories.

5. Enter the year-to-date amounts for each Tax Category.

The Net amount will calculate for you.

7. Click “Save” to update the employee's YTD Balances.

o

Editing/Modifying YTD Balances for the employee:

You can edit/modify the YTD Balances for an employee at any time. Keep in mind, if you modify
the YTD Balances, you will not have a paper trail if you get audited.

To edit/modify the YTD Balance for the employee, follow these steps:
Make the necessary changes and save.

Deleting/Removing YTD Balances from the employee:
You can remove YTD Balances from an employee at any time. Keep in mind, YTD Balances are
needed to generate a T4/RL1 at the end of the year, and if you get audited, you will need to be

able to show why you removed the YTD Balances.

To remove the YTD Balances from the employee, follow these steps:
1. Remove the amounts from the necessary fields and save.

Viewing and Editing/Modifying an Employee

You can view and/or edit/modify the information and details for an employee at any time. If an
employee is showing in the List of Employees as “red,” it means that the employee has been marked as
Inactive. If an employee is showing in the List of Employees as “blue,” it means there are missing details

or information, and the employee must be modified.

To view and/or edit/modify an Employee follow these steps:
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1. Check the boxes for the Tabs you want.
2. Click on the employee name.
3. Make the necessary changes and save.
e Note — While viewing or editing an employee, you can move to another employee by clicking
on their name.

Deleting an Employee

You can delete an employee at any time, as long as they do not have any YTD totals and no cheques
have been made for them. If you have already entered YTD totals or processed payrolls for the
employee, you will need to mark them as “Inactive,” and then they will be deleted when you start the
next Payroll Year.
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To delete an Employee, follow these steps:
1. Click “Delete Employees.”
2. Check the box next to the employees you want to delete.
3. Click “Delete.”
4. Click “OK” on the screen that comes up to tell you the deletion was successful.

Importing and Exporting Employees

This section shows you how to Import and Export Employee information. For information on importing
hours, see “Import Hours Tab” on page 60.
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Importing Employee Information:

You can Import Employee information into your Checkmark Canada Cloud Payroll Company.
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Please note that not all of the Employee Setup Fields are available for import. You can only import the
following fields:

First Name Salary per Pay Period CPPYTD

Last Name Hour Rate 1-4 QPP YTD

Street Pay Periods Per Year Choice Income Tax YTD
City Hire Date Quebec Tax YTD
Province Last Raise Date Job Title

Postal Code Termination Date Marital Status
Phone Number Province Choice Employment Type
Email Address Salary YTD In- Active Selection
SIN El Wages YTD Normal Hours per Pay
Birth Date WSIB Wages YTD Vacation YTD
Department Choice EIYTD

Employee Number QPIP YTD

After you import your employee, you will need to go back through and verify that all of the information
is correct, as well as the Fields that are not available for importing.
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Instructions for Importing Employees:

The employee information that you import must be in a .CSV (Comma Separated Value) or a Tab
Delimited Text File (.TXT).

If it is a Tab Delimited Text File, you need to make sure there is a tab between each Field and a return
after each employee.

The Import File needs to have Field Headers, which need to match the Field Names in Checkmark
Canada Cloud Payroll.

The Import File Fields need to be in the same order as the Fields on Checkmark Canada Cloud Payroll.
The mandatory Import Fields have been selected by default.

Phone Numbers should be in the format of “XXX-XXX-XXXX" or “XXXXXXXXXX.”

The SIN should be in the format of 'XXX-XXX-XXX" or “XXXXXXXXX.”

The Birth Date should be in the format of MM-DD-YYYY.

Pay Period per Year choices need to be input as follows:

D = Daily (240 Pay Periods Per Year).

W = Weekly (52 Pay Periods Per Year).

B = Bi-Weekly (26 Pay Periods Per Year).

S = Semi-Monthly (24 Pay Periods Per Year).

M = Monthly (12 Pay Periods Per Year).

Q= Quarterly (04 Pay Periods Per Year).

H= Semi-Annually (02 Pay Periods Per Year).

A= Annually ( 01 Pay Periods Per Year).

The Email Address cannot be more than 30 characters in length.

How to Import Employee Information:

To Import Employees, follow these steps:

Click “Import Employees” on the Employee Setup screen.

Click on the checkbox next to each Field you want to import.

Click “Choose File” on the bottom of the screen.

Select the Import File (either a Comma Separated Value (.CSV) or a Tab Delimited Text File
(.TXT)).

. Click “Open” after you have selected the File.

6. Click “Import.”

HwN e

You will then be redirected back to the main Employee Setup screen, and you will be able to view the
imported employees on your Employee List.

If the import fails, you will see a message about what caused the failure at the top of the import screen.
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There are multiple reasons why an import file is as an incorrect File Format.

e The Import File is in an incorrect File Format.
To resolve this, make sure the Import File is in the proper File Format; either a Comma Separated Value
(.CSV) or a Tab Delimited Text File (.TXT).

e You have duplicate information, such as an Email Address or an SIN.
To resolve this, you will need to correct the duplicated information in the Import File.

e You have an empty row in the .CSV File.
To resolve this, you will need to delete the entire empty row from the .CSV File.

e Required/Mandatory Fields were not included in the .CSV/Text File.
To resolve this, you will need to make sure that all of the required/mandatory Fields are in your Import
File.

o Afieldisin the wrong format, such as the SIN or Birth Date not being in the proper format.
To resolve this, you will need to make sure all of the Fields are in the proper formats in the Import File.

Exporting Employee Information

You can export Information to an SCV or TXT File, allowing you to import the information into other
programs, into another Checkmark Canada Cloud Payroll Company, or save it as safe location as a back-

up.
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Please note that you can only export information from the following Fields.

First Name Employee Number EIYTD

Last Name Salary per Pay Period QPIP YTD

Street Hour Rate 1-4 CPPYTD

City Pay Periods Per Year Choice QPP YTD

Province Hire Date Income Tax YTD
Postal Code Last Raise Date Quebec Tax YTD
Phone Number Termination Date Job Title

Email Address Province Choice Marital Status

SIN Salary YTD Employment Type
Birth Date El Wages YTD In- Active Selection
Department Choice WSIB Wages YTD Normal Hours per Pay
Vacation YTD Net YTD

Note*: If you want the other fields that are not able to be exported as part of your Export File, you will
need to manually enter them once you have created the Export File from Checkmark Canada Cloud
Payroll.
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How to Export Employee Information:

To Export Employees, follow these steps:
1. Click “Export Employees” on the Employee Setup screen.
2. Click on the checkbox next to each Field you want to Export.
3. Click “Export CSV” or “Export TXT” on the bottom of the screen.

This will download the EmployeeExport.CSV or EmployeeExport.TXT File with your employee’s
information.
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Chapter V

Processing Pay Cycle

This chapter will walk you through how to enter your employee hours, calculate the payroll, and create
and print the cheques in Checkmark Canada Cloud Payroll.

Process Pay

It will also cover how to modify already created cheques and distribute hours/amounts to Canada Cloud
Payroll Departments or Jobs. All of these options are available in the Pay Cycle section of Canada Cloud
Payroll.

Your first option under Pay Cycle will be Process Pay, which is where you can input the hours your
employees have worked and calculate the cheques for both hourly and salary employees.
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Process Pay Field Descriptions:

Pay Frequency: Select which of your pay frequencies you want to process payroll for, such as Daily,
Weekly, Bi-Weekly, Semi Monthly, Monthly, Quarterly, Semi Annually, and Annually.

[* Note - You can select multiple pay frequencies at this step, just keep in mind that it will put the same
Cheque Date, Period Start, and Period End for all cheques created, regardless of the pay frequency of
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Cheque Date:

Period Start:

Period End:
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Input the date you want for the official Cheque Date for this payroll; this is the
date the cheques will be cashable.

Input the first day of the pay period.

Input the last day of the pay period.

The grid on this screen will list all of the payrolls you have done so far this year. It will list the Pay
Periods per Year, Duration, Cheque Dates, Period Start, Period End, Status, and Number of Cheques
Created. The Status will tell you if you have completed the payroll or if it is still In Process.

The first step in processing your payroll with Canada Cloud Payroll is to select your Pay
Frequency/Frequencies and your dates.

Once you have selected your Pay Frequency/Frequencies and input your dates, click the “Next” button
to move to the Time Sheet screen to input hours.
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Time Sheet — Distribute Hours

The next step in processing your payroll is to input any hours that were worked by your employees. You
have four options when it comes to inputting your hours:
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You can distribute them to Departments/Jobs, manually enter them without Department/Job
distributions, import your hours from a tab-delimited text file or a .CSV file, or input the hours in Hours
Detail on the Calculate Pay screen. This section will cover the first three options.

This option is available only for an earning whose employee calculation method is Amount per Hour or
Percentage of base. You can set it on the employee’s Hour Categories, and change it on the detailed
Hours if necessary.

Each pay period, you can input hours for hourly and salaried employees with the Time Sheets screen.
The hours you enter for salaried employees, however, are used for tracking purposes only and do not
affect the employee's wage calculations (unless the employee also has hourly rates assigned).

[* Note - You can check the “Retain Hours for Next Pay Period” checkbox on the Distribute Hours Tab to

keep the hours you input in the system to be used for the next pay period, regardless of whether you
Distribute, Enter, or Import the hours.

* Note - If you have changed any hours for an employee whose calculated pay has already been saved,
Canada Cloud Payroll will automatically undo the save calculation. Then, you must recalculate the

employee’s pay, with the new hours, on the Calculate Pay screen.

If you are using Cloud Canada Payroll Departments or Checkmark Multi-Ledger Canada Jobs, you can
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assign different numbers of hours to different Departments/Jobs Titles for the same employee, or
assign all of their hours to one Department or Job.

To Distribute Hours to Departments/Jabs, follow these steps:
Click on the employee you want to distribute hours for.
Enter the number of hours into the text box.

Select the Hour Category from the drop-down list.

Choose if you are distributing this to a Department or a Job

For an earning whose employee calculation method is Amount Per Hour or Percentage of Base, you can
also choose the Jobs allocated based on calculation base option, described in the next section.

If you are choosing Multi-Ledger Jobs, follow these steps:

Choose the fields (Job Code and Job Name) you are distributing to Jobs, and save it in either Text/.CSV
file.

Click “Choose File.”

Navigate to where your Jobs Text File is located.

Select the File and click “OK” or “Open.”

Select the Department/Job, from the drop-down list, for these hours.

Click “Add” and it will be added to the hour’s grid for the employee.

Repeat steps two through five for all of the Hour Categories/Departments/Jobs you need to distribute
hours to.

Click “Save” to add all of these hours to the employee.

After the hours are saved, they can be used for pay calculations on the Calculate Pay screen.

Once you have distributed all of the Hours for all of your employees, click “Next” to move to the
Calculate Pay screen.

Time Sheet — Enter Hours

If you are not using Canadian Cloud Payroll Departments or Jobs, you can go to the Enter Hours Tab and
manually enter how many hours each employee worked in each Hour Category.

The Enter Hours Tab shows all the assigned Hour Categories you setup in Hour Categories under
Company Setup as the columns.

You can move your mouse to highlight any Hour Field by clicking the field. You can then move to the
next field by pressing the tab key on your keyboard.
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You have 12 days left to use Canada Cloud Payroll free demo (1)

D Nelon, Franisco

Time Sheet
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y

000
&8 Company Setup
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& payCycle
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& user Management

£ Settings

[* Note — Numbers to the right of the decimal point are treated as hundredths of an hour. For example,
enter “30.75” for an employee who worked 30 hours and forty-five minutes. For detailed information
on the decimal equivalent to how many minutes an employee worked, see “Conversion Chart: Number
of Minutes and Decimal Equivalent” on the next page.]

To Enter Hours, follow these steps:

Click on the Hour Field you want to input hours for.

Enter the number of hours for this employee and this Hour Category.

Press the tab key on your keyboard to move to the next Hour Field or use your mouse to click on
another Hour Field.

Press “Save and Proceed” once you are done Entering Hours for all needed employees.

* Tip — You can click “Fill Down Column” to quickly enter the same number of hours for one Category
for all employees, such as eight hours of holiday pay for each employee. For example, enter “8” and
click “Fill Down Column.” Starting with the currently selected employee, each value in the column will
be replaced with “8.”

Once you click “Save and Proceed,” it will take you to the Calculate Pay screen.

Import Hours Tab:

You can import employee hours from a tab-delimited text file or a .CSV File by going to the Import
Hours Tab. The hours should be the total hours for each applicable Hour Category for each employee.

Each record of the Import File must contain the employee’s Last name and First name followed by the
values for the applicable Hour Categories. Hours can have up to three places to the left of the decimal

and two places to the right of the decimal (000.00).
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The order of the Hour Categories in the Import File must be the same as the order in which they appear
on the Enter Hours Tab. The Import File must have a tab between each field and a return at the end of
each record. If an employee does not have any hours for a particular Hour Category, you should still
separate the Categories by a tab.

For example, an Import File for two employees’ hours might look like this:

Browne[Tab]lennifer[Tab]32[Tab]2[Tab]3.25[Tab]8[Tab]40[RETURN]
Wilcox[Tab]lames[Tab]40[Tab]6.5[Tab] [Tab] [Tab]25[RETURN]

You cannot import hours directly into Departments or Jobs, but you can allocate the hours/amounts to
the appropriate Jobs or Departments after you have created the paycheque. For more information, see
“Allocating/Re-Allocating Hours for Hourly Employees” on page 82 and/or “Allocating/Re-Allocating
Wages and Employer Taxes for Salaried Employees” on page 82.

Time Sheet — Import Hours

Click on the Import Hours Tab in the Time Sheet screen of Process Pay.
Click “Choose File.”
Select the Import File and click “OK”/”Open.”

* Note - If an employee’s name appears in the Import File but is not found in Checkmark Canada Cloud
Payroll, a message will appear telling you that the employee could not be found. Click “OK” to continue
importing or click “Cancel” to stop the import process.

You have 12 days left to use Canada Cloud Payroll free demo o
v Time Sheet

Mveazey Helen
. DISTRIBUTE HOURS ENTER HOURS IMPORT HOURS
for Import Hours

Import Hours
Choose File | No file chosen
3 Dashboard

8 Company Setup
4o Employee Setup
& PayCycle

B Reports

(2] My Account

[ user Management

£ settings
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After the import completes, a grid will show listing your employees and how many hours went into
which Hour Category for each employee.

Clicking “Save and Proceed” will save the imported hours. Once the save is completed, it will give you a

confirmation screen. Once you click “OK” in the import confirmation screen, you will be taken to the
Calculate Pay screen.

Conversation Chart: Number of Minutes and Decimal Equivalent:

# of Minutes Decimal Equivalent

# of Minutes Decimal Equivalent # of Minutes Decimal Equivalent
1 0.02 31 0.52
2 0.03 32 0.53
3 0.05 33 0.55
4 0.07 34 0.57
5 0.08 35 0.58
6 0.10 36 0.60
7 0.12 37 0.62
8 0.13 38 0.63
9 0.15 39 0.65
10 0.17 40 0.67
11 0.10 41 0.68
12 0.20 42 0.70
13 0.22 43 0.72
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14 0.23 44 0.73

15 0.25 45 0.75
16 0.27 46 0.77
17 0.28 47 0.78
18 0.30 48 0.80
19 0.32 49 0.82
20 0.33 50 0.83
21 0.35 51 0.85
22 0.37 52 0.87
23 0.38 53 0.88
24 0.40 54 0.90
25 0.42 55 0.92
26 0.43 56 0.93
27 0.45 57 0.95
28 0.47 58 0.97
29 0.48 59 0.98
30 0.50 60 1.00

Calculate Pay:

This section shows you how to calculate the pay for employee cheques and special cheques, such as
bonuses and after-the-fact cheques, using the Calculate Pay screen.

Checkmark Canada Cloud Payroll can calculate the pay for one employee at a time or all employees, for
any combination of pay periods, at one time.
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Net Pay

After you have input employee hours with the Time Sheet screen (you can also enter hours in the
Calculate Pay screen), the next step is to have Checkmark Canada Cloud Payroll calculate employee
wages, Additional Income, Other Deductions, taxes, and the net pay for the current pay period.

Calculate Pay Field Descriptions:
Wages: Where the wage information will display

Salary: Amount wills auto fill, based off of what salary amount you assigned to this
employee in Employee Setup. You can edit this field if you need to change the

salary amount for this payroll.

Hours: Total number of hours that have been assigned to this employee for this payroll.
This will auto fill off of the hours input on the Time Sheet screen.

Amount: Total amount the employee has earned based on the input hours and the Hourly
Rates that were assigned in Employee Setup.
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Hours Detail:

Hours:

Category:

Rate:

Amount:

Multiplier:

Accrued:

El Hours:

Taxes:

El:
QPIP:
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Hours Detail

Click this button to enter hours on the Calculate Pay screen.

Enter the number of hours that the employee has worked for each category, for
this pay period.

Will display the Hour Categories which were setup on the Hour Category screen
in Company Setup.

Auto fills based off of what was setup in Employee Setup, but is editable.

Auto fills based off of the number of hours input and the Hourly Rates assigned
in Employee Setup.

Will display the multiplier assigned to this Hour Category in the Hour Category
Setup screen.

Number of hours that have been accrued for this pay period.

Total Number of hours subject to El for the pay period. This will auto fill based on
The hours you have input, but you can manually change it, if need be.

Automatically populates based off of the information entered on the calculate
Pay screen, hours input, from the employee set up, but are editable.

Total amount of El withheld from the employee for the pay period.
Total amount of QPIP withheld from a Québec employee for this pay period.
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CPP:

QPP:

Income Tax:

Quebec Tax:

v

’ Mveazey Helen

€ Dashboard
& Company Setup

Lo Employee Setup

@ payCycle

B Reports
© My Account
&l user Management

£ Settings
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Additional Income:
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Total amount of CPP withheld from the employee for this pay period, except for
Québec employees.

Total amount of QPP withheld from a Québec employee for this pay period.

Total Federal and Provincial tax withheld from the employee for this pay period.
For Québec employees, this will only show the Federal withholding.

Total Québec Provincial withholding that has been withheld from a Québec
employee for this pay period.

Calculate Pay

02-28-2018
02-15-2018
02-28-2018

G Stites, Ann

SAVE

UNoo

Net Pay

View or edit Additional Income amounts for this employee for this pay period.
The Categories listed here are the ones that were assigned to the employee in
Employee Setup.
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Income Details:

Income Category:

Quantity:

Rate:

Vacation:

Accrued:
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Income Details

CANCEL

Click this button to enter details for your Additional Incomes, such as
Commissions based on Percentage of Sales, or Mileage.

The Categories listed here are the ones that were assigned to the employee
in Employee Setup.

Enter the quantity the Additional Income should be calculated with.

Automatically populates based on what was entered in either Employee or
Additional Income Setup.

Automatically calculates the amount that should be paid to the employee
for this Additional Income.

Total amount of Vacation Pay that has been paid out to the employee on this
cheque.

Total amount of Vacation Pay that has been accrued by the employee this pay
period.
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Other Deductions: View or edit Other Deduction amounts for the employee for this pay period.

The Categories listed here are the ones that were assigned to the employee in
Employee Setup.

Net Pay: Automatically calculates based on all of the other information on this screen.

Checkmark Canada .
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Net Pay 85325

Calculate Multiple Cheques: Enables you to calculate all of the employees within each of your pay
Frequencies, as long as hours and hourly rates or salary amounts have
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Calculate Cheque:

Checkmark Canada
v
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£ Settings

Save:
Undo:

Proceed to Pay:

Disable Calculations:

* Note - If this option is unavailable, you probably have an employee selected in the list. Deselect the

been established.

Will recalculate the taxes and net pay based on any based manual

changed made on the Calculate Pay screen.

Calculate Pay

02-28-2018
©:02-15-2018
02-28-2018

CALCULATE CHEQUE

HOURS DETAIL

SAVE

INCOME DETAILS

Net Pay 85325

Save the calculations for the cheque you are currently on.
Will undo the save calculations for the cheque.

Takes you to the cheques section of Pay Cycle.

$G Stites, Ann

Select this option if you wish a deduction to be turned off for this

payroll, for hour accrual to not accrue on this cheque or to disable all the
calculations when entering cheques, such as after-the-fact payroll

cheques. Items selected in this window will affect all calculations made
while you are in the Calculate Pay window. To deselect any or all of the
options in this window, close Calculate Pay and re-enter the window.

employee and try again.

Disable Hour Accruals:
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Select this option if you are doing a special cheque and do not wish

employee accruals to calculate on this cheque. An example is an

employee that has accrual based on a per pay period basis and you are
calculating a bonus cheque in addition to a regular paycheque on the

same cheque date.
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Disable All Calculations: Select this option if you wish to manually enter all of the employee
income, tax and deduction fields such is the case when entering after-
the-fact cheques.

Calculating Pay for Multiple Employees:

The “Calculate Multiple” button gives you a quick way to calculate pay for any combination of pay
frequencies.

Employees whose calculated pay has already been saved will not be affected by this.

Pay Frequencles

To Calculate Pay for Multiple Employees, follow these steps:
1. Click “Calculate Multiple” once you enter the Calculate Pay screen.
2. Uncheck the pay frequencies for which you do not want to calculate pay.
3. Click “Calculate” to calculate the pay for all of the employees with the selected pay frequencies.

* Note — Any employees who do not have a Salary Amount assigned, or have not had hours input for
this pay period, will not be calculated.

Calculating Pay for an Employee:
To Calculate Pay for an Employee, follow these steps:

1. Select the employee from the list.
2. Make any necessary changes to the wages shown for the employee.

70 of 103 Checkmark Canada Cloud Payroll



3. To enter hours for the employee, click the “Hours Detail” button.
e Hours entered for a salaried employee do not affect the wages calculations unless the
employee has been set up with hourly pay rates and a salary amount.
4. Make any necessary changes to the Additional Income amounts.
e To enter the quantities for Additional Income Categories, such as Commission or Mileage,
click the “Income Details” button.
e Enter the amounts for any Variable Amount of Additional Income for this pay period.
5. Make any necessary changes to the Other Deductions amounts.
e Enter the amounts for an Variable Amount of Other Deductions for this pay period.
6. Click “Calculate Cheque” to recalculate the taxes and net pay.
7. Press “Save” to save the calculations.

Once a calculation has been saved for an employee, their name will turn from “black” to “green,” and
they will have a dollar sign (S) in front of their names. If that calculation is not correct, or needs to be
modified, you must first Undo the save calculation. For details, see “Undoing a Save Calculation” on
page 72.

You will be able to verify these calculations on the Review/Create Cheques Tab in the Cheques section
of Pay Cycle before creating the paycheques. For details, see “Reviewing Calculations before you Create
a Cheque” on 74.

After saving the calculations for all appropriate employees, click “Proceed To Pay” to move to the
Cheques section of Pay Cycle where you can create the paycheques.

* Note — Checkmark Canada Cloud Payroll does not add the calculated pay to employee records until
you have created the cheques.

Entering Hours on the Calculate Pay Screen:

The most efficient way to input hours for employees is with the Time Sheet screen. However, you can
use the “Hours Detail” button to enter or edit hours, or edit the hourly rate, on the Calculate Pay
screen.

* Note — Changing the hourly rate in the Hours Detail screen is a temporary change and does not
change the employee's hourly rate for future pay calculations.

To enter Hours on the Calculate Pay Screen, follow these steps:
1. Select the employee from the list.
2. Click the “Hours Detail” button.
3. Enter the hours for each Hour Category.
e You can enter the hours and change the hourly rate, but not the values shown for Amount
or Accrued.
4. Click “Save” to close the Hours Detail Screen and update the Hours and Amount fields on the
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Calculate Pay screen.
5. Click “Calculate Cheque” to recalculate the taxes and net pay.

* Note — If the Retained Hours for Next Pay Period option is checked on the Time Sheet screen, the
hours you save on the Hours Detail screen will automatically appear for the next payroll.

Entering Additional Income Details on the Calculate Pay Screen:

You can use the Calculate Pay screen to enter the income details for the following types of Additional
Income Category Calculation Methods:

e Fixed % of Sales

e Mileage Amount Per Mile

e Piecework

To enter Additional Income Details on the Calculate Pay screen, follow these steps:
1. Select the employee from the list.
2. Click the “Income Details” button.
3. Enter the quantities for the Additional Income Categories:
e |[f the Calculation Method is Fixed % of Sales, such as for a commission, enter the total
sales.
e |f the Calculation Method is Piecework, enter the number of pieces or items.
e |If the Calculation Method is Mileage Amount Per Mile, enter the number of miles.
4. Click “Save” to close the Income Details Screen and update the Additional Income Categories on
the Calculate Pay Screen.
5. Click “Calculate Cheque” to recalculate the taxes and net pay.

Undoing a Save Calculation:

You can undo a save calculation for any employee at any time.

To undo an employee's save calculation, follow these steps:

Select the employee from the list of who has a save calculation.

If you do not select an employee, it will undo the calculations for all employees who have any
calculations saved.

Click “Undo.”

Click “OK” on the screen that comes up to confirm.

All employees who have had a calculation undone will change from being “green” with the dollar sign
(S) in front of their names to being “black” with no dollar sign.

Editing/Modifying a Save Calculation:
You can edit/modify a save calculation for any employee at any time.

To edit/modify a save calculation, follow these steps:
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Select the employee from the list whose calculation you want to change.
Click “Undo.”

Reselect the employee from the list.

Modify one or more of the calculations.

Click “Calculate Cheque” to recalculate the taxes and net pay.

Click “Save.”

Ok wN e

Calculating Pay for Special Cheques:

You can use the Calculate Pay screen to calculate pay for special cheques, such as after-the-fact and
bonus cheques.

* Note — Do not forget to use the Review/Create Cheques screen to create the special cheques, since
Checkmark Canada Cloud Payroll updates employee records after the cheque is created. For details, see
“Creating Cheques” on page 75.

Calculating After-the-Fact Paycheques:

After-the-fact cheques are cheques that were issued in the current month prior to using Checkmark

Canada Cloud Payroll. If you want Checkmark Canada Cloud Payroll to keep accurate records for reports,
you should record these cheques.

Cheques

This section shows you how to review payroll calculations, create, print, modify, void, and delete
paycheques.

After you have save all of the calculations needed for this payroll, and have clicked “Proceed to Pay” on

the Calculate Pay screen, it will bring you to the Cheques section of Pay Cycle, which is broken up into
two Tabs: Review/Create Cheques and Print/Modify Cheques.

Review/Create Cheques Tab:

This Tab will enable you to review your calculations and create the payroll cheques.

Only the employees whose calculated pay has been saved on the Calculate Pay screen will appear on
the list. If you do not see the employee you want, go to the Calculate Pay screen and make sure that the
employee's pay has been saved. Employees whose pay has been saved are indicated by a dollar sign (S)
in front of their names, which will be in “green” text, on the Calculate Pay screen.
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Reviewing Calculations before you Create a Cheque:
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REVIEW/CREATE CHEQUES

02152018

Vancouver British Columbia V68 3K9

Description
Green Amold T
Salary

El

cep

Income Tax
Credit Union
Loan

Medical Ins
Totals
Company Totals
Salary

Regular
Vacation

Medical Ins
Totals

Rate

Hours

0.00

Income

1500.00

1500.00
1500.00

0.00
0.00

1500.00

PRINT/MODIFY CHEQUES

REVIEW CALCULATIONS

Taxes

2445
6759
188.75

280.79

Deductions

175.00
150.00
200.00
525.00

175.00
150.00
200.00
52500

69421

694.21

To Review the saved calculations before you Create a Cheque, follow these steps:

1. Click on the Tab for Review/Create Cheques under the Cheques section of Pay Cycle.
2. Select the cheque Date you want to review.
3. Check the box next to each employee you want to review the calculations for.
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e You can select a consecutive or a non-consecutive series of employees.
e |f you want to review all of the employees in this pay period, you can click on the top
checkbox to check all of the listed employees.
e [f you do not have any employees selected, it will generate the report for all employees.
4. Click “View.”

From here, you can print or save this report for future reference.

If any information is incorrect, you must return to the Calculate Pay screen, undo the calculation, and
make the changes. For more information on calculating pay or undoing calculations, see “Calculate Pay”
on page 64.

Creating Cheques:

After you have calculated the pay for the pay period with the Calculate Pay screen, you can use the
Review/Create Cheques Tab in the Cheques section of Pay Cycle to create the payroll cheques. Once
cheques are created, Checkmark Canada Cloud Payroll updates employee records with the new cheque
information.

You can create one cheque at a time or all of them at once.

Cheques
que(s) created success

Cheg fully.

[ox]

To Create Cheques, follow these steps:
1. Click on the Tab for Review/Create Cheques under the Cheques section of Pay Cycle.
2. Check the checkbox next to the employee's name who you want to create the cheque for.

75 of 103 Checkmark Canada Cloud Payroll



e You can select a consecutive or a non-consecutive series of employees.
e If you want to create all of the listed employees cheques at once, you can click the top
check box to select all of the employees in the list.
3. Change the Next Cheque # and/or the Direct Deposit Cheque #, if necessary.
e When creating multiple cheques, Checkmark Canadian Payroll Cloud consecutively
assigns cheque numbers starting with the cheque number that has been entered first.
Click “Create.”
Approve the payroll on the Payment Confirmation screen.
Confirm the pricing at the top of the page.
Choose to pay with the credit card on file or add a new card.
e Toadd a new card, follow these steps:
e Choose the radio button for Use a different credit card.
e Select the Card Type.
e Enter the Credit Card Number.
e Enter the Expiration Date and the Security Code.
e Enter the Name on the Card.
e Check the checkbox for “Save Credit Card” if you want to save this credit card for future
use.

N o vk

8. Edit the Billing and/or Shipping Addresses, if applicable.

Click on “Edit.”

Enter the new information.

Check if the Shipping Address is the same as the Billing address.

Click “Update.”

9. Check the box for “I have reviewed the payroll summary and want to approve payrol
10. Click “Approve Payroll.”

|II

After you have approved the payroll, you will be directed back to the Review/Create Cheques Tab, the
employees’ names for which cheques have been created will no longer appear in the list, and the Next
Cheque #/Direct Deposit # will show your next available cheque number. You will also receive an email
confirmation of your payment.

Once created, a cheque's calculations cannot be changed. However, you can use the Print/Modify
Cheques Tab to edit/modify the cheque number, convert a direct deposit to a cheque, and delete or
void the cheque.

Print/Modify Cheques Tab:

On this Tab, you can select any combination of employees, cheques, and/or cheque dates.

Once you have selected a cheque, the buttons at the bottom of the screen will activate.

If you have only selected one cheque, the Cheque Details will populate on the right-hand side of the
screen. You can view but not edit the calculations.
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Printing Cheques:

After you have created the cheques, you can print them from the Print/Modify Tab. Printing cheques is
not necessary for posting cheque information to the employee's records, therefore this step is optional.

Cheques can be printed or reprinted until the Payroll Year is closed. Reprinting a cheque does not affect
the employee records.

The cheques that have already been printed will have an asterisk after the cheque number.

To Print Paycheques, follow these steps:
1. Click on the Tab for Print/Modify Cheques under the Cheques section of Pay Cycle.
2. Select the Date or Dates.
3. Check the checkbox next to each cheque you want to print.
e If you want to print all of the cheques listed, check the top checkbox, and it will check all
of the listed cheques.
4. Check the checkbox to Print 2nd Stub on Laser Cheque, if applicable.
e [f this option is checked, a second stub will be printed on the bottom third of an 8 %" by
11” laser cheque.
Check the checkbox for CPA Standard, if applicable.
Click “Print” at the bottom of the screen.
Confirm that the cheques look correct on the print preview.
Click the save icon to save the cheques in different formats.
OR
9. Click the print icon to download a PDF of the cheques that you can save. or print.

© N oW

You can verify the print alignment for your specific printer by printing a cheque onto a blank piece of
printer paper. Then, hold a blank cheque underneath the printed cheque values to test the alignment.
You may need to hold the two pieces up to some light to see it well.

If one or more cheques jam in your printer, you can reprint from the same PDF that you downloaded, or
you can print from Checkmark Canada Cloud Payroll again to generate a new PDF with the same cheque

numbers. If you use pre-printed cheque stock and need to assign a new cheque number to reprint,
please see “Editing/Modifying Cheques” on page 78.

Editing the Cheque Format:

You can edit the cheque format and reposition the fields that print on cheques to align the printing for
your particular printer.
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Renumber Cheque

Cheque Numben

To Edit the Cheque Format, follow these steps:
1. Click on the Tab for Print/Modify Cheques under the Cheques section of Pay Cycle.
2. Click the button for “Edit Format” at the bottom of the screen.
3. Make the necessary changes.
e To move a field, click on the field and drag it to the new location.
e To prevent a field from printing, double-click the field. The field's name will change from
“black” to “red.”
e To enable a disabled field, double-click on the disabled field. The field's name will
change from “red” to “black.”
4. Click on the red “X” in the top left-hand corner of the screen.
5. Click “Yes” on the screen that comes up to ask if you want to save your changes.

You can also click the “Default” button at the top of the Format screen to revert to the default format.
Editing/Modifying Cheques:

Once cheques have been created, you can use the Print/Modify Cheques Tab to edit/modify the cheque
numbers.

To edit/modify the cheque numbers, follow these steps:
1. Click on the Tab for Print/Modify Cheques under the Cheques section of Pay Cycle.
2. Select the proper date or dates.
3. Check the checkboxes next to the cheque or cheques you need to change the cheque number
on.
4. Click “Modify Cheque #” at the bottom of the page.
5. Type in the new cheque number in the Renumber Cheque screen that comes up.
e When editing the cheque number for multiple cheques at a time, Checkmark Canada
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Cloud Payroll consecutively assigns cheque numbers starting with the cheque number
that has been entered first.
6. Click “Yes.”

After you have edited/modified the cheque numbers, the cheques will be moved to their new positions
in the list, based off of the new cheque numbers.

Converting to Cheque:

You can change a direct deposit employee paycheque to be a printed cheque from the Print/Modify
Cheques Tab.

To convert a direct deposit paycheque to a printed cheque, follow these steps:
1. Click on the Tab for Print/Modify Cheques under the Cheques section of Pay Cycle.
Select the proper date or dates.
Check the checkboxes next to the cheque or cheques you need to convert.
Click “Convert to Cheque” at the bottom of the page.
Click “Yes” on the screens that comes up to confirm.

ik N

* Note — It will automatically assign the “Next Cheque” # that is on the Review/Create Cheques Tab.

Now this cheque will be treated by the system as a printed cheque, and you can print it for the
employee.

Void and Subtract:
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Voiding cheques retains the cheque number, replaces the employee's name with “Void”, and subtracts
the values from the employee’s year-to-date balances.

To void a cheque and subtract the amounts from the employee's year-to-date balances, follow these
steps:

Click on the Tab for Print/Modify Cheques under the Cheques section of Pay Cycle.

Select the proper date or dates.

Check the checkboxes next to the cheque or cheques you need to void.

Click “Void and Subtract” at the bottom of the screen.

Click “Yes” on the screen that comes up to confirm.

uibkh W e

ou sure You want to Delete this cheque and remove from the
Employees YTD Balances?

YES, DELETE IT!

Delete and Subtract:

Deleting cheques removes all the information associated with the cheques and subtracts the values
from the employee's year-to-date balances. You will be able to use the cheque number again in the
future.

To delete a cheque and subtract the amounts from the employee's year-to-date balances, follow these
steps:

Click on the Tab for Print/Modify Cheques under the Cheques section of Pay Cycle.

Select the proper date or dates.

Check the checkboxes next to the cheque or cheques you need to delete.

Click “Delete and Subtract” at the bottom of the screen.

Click “Yes, Delete it!” on the screen that comes up to confirm.

AREEE I
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Now the cheque or cheques have been permanently deleted, and the amounts have been removed
from the employee's year-to-date totals. You can reenter the cheques, if need be, using the same
cheque number.

* Important — You should not Delete or Void a cheque for an employee after another cheque has been
created for that same employee. This will cause the maximums and taxes to not calculate correctly. If
you realize you need to Delete or Void a cheque after another has been created for that employee, you
will need to Delete or Void all of the cheques for this employee back to the one you need to be rid of.
Then, you will need to reenter the valid cheques back into the system, starting with the oldest pay date
and moving forward. For more details on how to reenter these cheques, please see “Calculating After-
the-Fact Paycheques” on 73.

Distribute to Jobs/Departments

You can use the Distribute to Jobs/Departments screen under Pay Cycle to allocate an employee's
wages and employer taxes to one or more departments or jobs after a cheque has been created.

You can also use the Distribute to Jobs/Departments screen to re-allocate an employee's hours that
were allocated using the Distribute Hours screen. If you re-allocate hours for hourly employees on this
screen, the employee's wages are re-allocated automatically as well.

Please note that allocating/re-allocating hours for salaried employees does not automatically allocate
their wages by Department or Job.

You have 12 days left to use Canada Cloud Payroll free demo Upgrade Now o

Distribute to Departments/Jobs

Dates que  Date Employee
CH16 02-28-2018 G Stites, Ann
€ Dashboard

02.28:2018

&8 Company Setup Regular 40.00
X Employee Setup

@ PayCycle

B Reports

& user Management

£ settings

Allocating/Re-allocating Hours for Hourly Employees:

If you have created a cheque for an hourly employee and did not Distribute the hours to Departments
or Jobs, or if you created a cheque for an employee after inputting hours by Department or Job on the
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Distribute Hours screen, you can allocate/re-allocate those hours to Departments or Jobs on the
Distribute to Jobs/Departments screen without having to delete the cheque and recalculate pay for that
employee.

To allocate/re-allocate Hours for an Hourly Employee, follow these steps:
1. Go to Distribute to Jobs/Departments under Pay Cycle.
2. Select the proper date or dates.
3. Click on the cheque you need to allocate/re-allocate.
4. Choose if you are allocating to Checkmark Canada Cloud Payroll Departments or MultiLedger
Jobs.
e If you are choosing MultiLedger Jobs, follow these steps:
1. Choose that you are allocating to Jobs.
2. Click “Choose File.”
3. Navigate to where your MultiLedger Jobs Text File is located.
4. Select the File and click “OK” or “Open.”
* Note — If you have already selected a Job File, it will automatically default to the last Job File
uploaded.
5. Type in the number of hours that should go to a particular Department/Job.
6. Select the Department/Job from the drop-down list for these hours.
7. Click “Distribute.”
e If you are allocating to multiple Departments or Jobs, the remainder of the hours will be
shown in another edit box.
8. Once you have distributed all of the hours, click “Save.”
9. Click “OK” on the screen that comes up to tell you the hours were Distributed Successfully.

The wages will be allocated/re-allocated automatically for hourly employees.
Allocating/Re-allocating Wages and Taxes for Salaried Employees:

You can allocate/re-allocate a salaried employee's wages and employer taxes to Departments or Jobs
after a cheque has been created.

To allocate/re-allocate salaried employee's wages and employer taxes, follow these steps:
1. Go to Distribute to Jobs under Pay Cycle.
2. Select the proper date or dates.
3. Click on the cheque you need to allocate/re-allocate.
4. Choose if you are allocating to Checkmark Canada Cloud Payroll Departments or Jobs
e [fyou are choosing MultiLedger Jobs, follow these steps:
1. Choose that you are allocating to Jobs.
2. Click “Choose File.”
3. Navigate to where your MultiLedger Jobs Text File is located.
4. Select the File and click “OK” or “Open.”
5. Type in the dollar amount that should go to a particular Department/Job.
Select the Department/Job from the drop-down list for these wages.
7. Click “Distribute.”

o

82 of 103 Checkmark Canada Cloud Payroll



8. If you are allocating to multiple Departments or Jobs, the remainder of the wages will be shown
in another edit box.

9. Once you have distributed all of the wages, click “Save.”
10. Click “OK” on the screen that comes up to tell you the wages were Distributed Successfully.

The Wages amount that appears consists of salary wages only and does not include any Additional

Income amounts, unless the Additional Income Category is set up with the Include with Wages for
Dept/Job Posting option checked.

To remove a line of allocation, click the edit box for it, delete the amount, and press tab on your
keyboard.
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Chapter VI
Reports

This chapter will walk you through the different reports that are available within Checkmark Canada
Cloud Payroll. It will also give you instruction on how to view, print, and save reports.

You have 12 days left to use Canada Cloud Payroll free demo

Reports

) Dashboard
@ Company Setup
Lo Employee Setup

@ PayCycle

B Reports

© MyAccount + 3
& User Management " +

£ Settings

Checkmark Canada Cloud Payroll offers a variety of report categories with different report options:
1. Employee Information

e Personal Information

e Wage Information

e Tax Information

e |Income/Deduction Information
2. Employee Earnings

e Earnings Register

e Hours Register

e Cheque Summary

e EI/QPIP

e Vacation
3. Employee Cheques

e Cheque Register

e Posting Summary & Format
4. Department

e Wages & Hours

e Cheque Summary
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5. Job

e Wages & Hours

e Cheque Summary
6. T4/Relevé 1

e Summary

o T4

e Relevél
7. WSIB Summary

e WSIB Information
8. Deduction

e Other Deduction Register

9. Income
e Additional Income Register

All of the reports can be viewed on screen, downloaded as a PDF for printing, or saved as:
e Adobe Acrobat File
e Excel 2007 File
e PowerPoint 2007 File
e Text File/Matrix Printer
e Rich Text File
e Microsoft XPS File
e MHT File

Using the Report Windows
This brief section will show you how to view, print, and save the reports.
Viewing Reports:
To View a Report on screen, follow these steps:
1. Select the needed employee/employees from the list.
2. Select the needed cheque date/dates from the list.
3. Click on the plus icon next to the report category you need.

4. Click on the name of the report you need.

After you have pulled up the report, you can view it on screen, download it as a PDF for printing, or
save it in the above-mentioned formats.

Printing a Report:

To print a report from Checkmark Canada Cloud Payroll, you must download the report as a PDF,
then open the PDF in a PDF Reader and print the report.

To print a report, please follow these steps:
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Select the needed employee/employees from the list.
Select the needed cheque date/dates from the list.

Click on the plus icon next to the report category you need.
Click on the name of the report you need.

Click the printer icon.

vk W

This will download the reportname.pdf to your computer. From there, you can save it for future
reference or open it in a PDF Reader and print it.

Saving a Report in different formats:

Checkmark Canada Cloud Payroll can save the reports in several formats, besides the PDF for
printing. The list of the formats are mentioned on page 85.

To save a Report, please follow these steps:
e Select the needed employee/employees from the list.
e Select the needed cheque date/dates from the list.
e Click on the plus icon next to the report category you need.
e Click on the name of the report you need.
e C(lick the save icon.
e Select the format you want from the drop-down list.

This will download the report name file type (for instance, Personal_Information.xlsx) to your
computer.

Employee Information

The reports under this Report Category will provide you with different kinds of information about
your employees.

You have 12 days left to use Canada Cloud Payroll free demo (1]
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Type of Employee Information Reports:

Personal Information: The Personal Information report shows the employee personal data,
including name, address, phone number, SIN number,
birth date, employee number, and default department.

Wage Information: The Wage Information report shows information, such as the employee’s
salary or hourly rates, pay frequency, hire date, last raise date,
termination date, and accrued hours available.

Tax Information: The Tax Information report shows the tax set up for the
employee including, net claim, provincial claim, federal credit, provincial
credit, tax table, and any additional withholding amounts.

Income/Deduction Information: The Income/Deduction Information report the
Additional Income and Other Deduction categories and their associated
definitions that have been set up for the selected employees.

Employee Earnings:

The reports under this Report Category will provide you with different kinds of employee earning
information, sorted by the employees’ names or employee numbers.

You have 12 days left to use Canada Cloud Payroll free demo

Reports

€ Dashboard Employee Earnings - | Agge

& Company Setup + Eamings Register

X Employee Setup

Types of Employee Earnings Reports:

Earnings Register: For the cheque dates selected, the Earnings Register report shows the
employee’s year-to-date income, deductions, taxes, and net pay, as well
as any employer matching amounts. Totals for the company are listed at
the end of the report.
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Hours Register:

Cheque Summary:

El/QPIP:

Vacation:

Employee Cheques:

For the range of cheque dates selected, the Hours Register report shows
the employee’s year-to-date hours for hour categories, such as Regular,
Overtime, Double Time, Sick,

Vacation. Totals for the company are listed at the end of report.

The Cheque Summary report shows an employee’s income-
taxes, deductions, and net pay for each cheque in the selected
cheque dates. Totals for all categories are also shown by employee.

The EI/QPIP report shows an employee’s name, cheque
Number EI Wages and El Hours in the first two columns and QPIP Wages
and QPIP Hours in the second two columns if the employee works in
Quebec.

For the cheque dates selected, the vacations report shows an
Employee’s name, cheque number, Prior, Gross Pay, Used,
Accrued and YTD.

The reports under this Report Category will provide you with different kinds of employee cheque
information, sorted by cheque date, as well as exports for several accounting programs.

€3 Dashboard

&8 Company Setup
X Employee Setup
@ PayCycle
Reports

© My Accoun t

[&  user Management

£ settings

Privacy Policy T

Copyrights © 2018

You have 12 days left to use Canada Cloud Payroll free demo Upgrade Now

Reports

+ Cheque  Date Employee Cheque Dates

02-28-2018

Employee Cheque Reports Field Descriptions and Types of Employee Cheque Reports:

Cheque Register:
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the bottom of the report, the Remittance amounts for Canada Customs
and Revenue

Agency and Government of Quebec are shown. The reports also shows
Employer and Employee El and CPP/QPP, as well as tax deductions for
your remittance forms.

Cheques Ref. #: Enter the reference number you want to show up for the
posting in the accounting software.

Taxes Ref. #: Enter the reference number you want to show up for posting
in the accounting software.

Cheques Post Date:  Enter the Date you want the posting to appear in accounting
software.

Taxes Post Date: Enter the Date you want the posting to appear in the
Accounting software.

Posting Summary & Format: Click this link to open the Posting Summary & Format
screen, which will provide you with a Posting Summary and export files to
be imported into different account softwares.

Posting Summary: The Posting Summary report shows cheque information in a summarized
format and can be used to create manual journal entries in your
accounting system. You can also save the posting summary information as
a text file that can be imported into an accounting program. The net for
each cheque is shown, along with totals for wages, income, taxes, and
deductions.

*Note: Ledger accounts are also shown with their associated amounts. If you have ledger accounts set
up for department or job wages and taxes, then the ledger accounts and amounts for each department
are shown.

The total debits and credits are shown on the last two lines.

Checkmark: You can post information to Checkmark MulitLedger Canada program.
For more details about exporting to Checkmark’s MultiLedger, see
“Posting Employee Cheques to Checkmark MultiLedger Canada” or to any
Accounting Software.

DBA: You can export posting information to DBA. Enter the Cheques
Ref #, Taxes Ref. #, Cheques Post Date, and Taxes Post Date. Then click on
DBA. Click on the Save. icon in the window that appears. Select Text File.
This will download the Posting_ Summary_DBA.txt file. You will need to go
to your Downloads folder, find the file, rename it for importing, then
move it to the appropriate folder for importing.
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MYOB:

Connected:

Money Works:

Department

You can export posting information to MYOB. Enter the Cheques Ref. #,
Taxes Ref. #, Cheques Post Date, and Taxes Post Date. Then Click on
MYOB. Click on the Save icon in the window that appears. Select Text File.
This will download the

Posting_Summary_MYOB.txt file. You will need to go to your

Downloads folder, find the file, rename it for importing, then move it to
the appropriate folder for importing.

You can export posting information to Connected. Enter the

Cheques Ref. #, Taxes Ref. #, Cheques Post Date, and Taxes Post

Date. Then click on Connected. Click on the Save icon in the

window that appears. Select Text File. This will download the
Posting_Summary_Connected.txt file. You will need to go to your
Downloads folder, find the file, rename it for importing, then move it to
the appropriate folder for importing.

You can export posting information to Money Works. Enter the
Cheques Ref. #, Taxes Ref. #, Cheques Post Date, and Taxes Post
Date. Then click on Money Works. Click on the Save icon in the
window that appears. Select Text File. This will download the
MoneyWorks.txt file. You will need to go to your downloads
folder, find the file, rename it for importing, then move it to the
appropriate folder for importing.

The reports under this Report Category will provide you with information on Checkmark Canada
Cloud Payroll Departments.

€ Dashboard
& Company Setup
4. Employee Setup

@ PayCycle

B Reports
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Type of Department Reports:

Wages & Hours:  This report shows wages and number of hours for each
Department for each Income Category, including salary, all hour
categories, and other income amounts. Totals for wages and hours for the
selected report range appear after each Department, and company totals
appear at the end of the report.

Cheque Summary: This report shows the Department’s expense for wages and employer
taxes by cheque. Totals for wage expense and employer tax expense for
the selected report range appear after each Department, and company
totals appear at the end of the report.

Job

The reports under this Report Category will provide you with information on Jobs.

You have 12 days left to use Canada Cloud Payroll free demo (1]

Reports

+ Job List Cheque Dates

&8 Company Setup + 02-28-2018
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Types of Job Reports:

Wages & Hours: This report shows wages and number of hours for each Job for
each Income Category, including salary, all hour categories, and
other income amounts. Totals for wages and hours for the
selected report range appear after each Job, and company totals
appear at the end of the report.

Cheqgue Summary: This report shows the Job’s expense for wages and employer taxes
by cheque. Totals for wage expense and employer tax expense for
the selected report range appear after each Job, and company
totals appear at the end of the report.
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T4/Relevé 1

This section will give you a Summary for the T4 and Relevé 1 and generate the printable forms for
both the T4 and Relevé 1, as well as the . XML file to upload the T4s to the Government’s website.

You have 12 days left to use Canada Cloud Payroll free demo
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Type of Job Reports:

Summary: This report summarized the T4 and Relevé 1 information
including number of employees, federal income, Provincial
income, Registered Pension Plan amounts, CPP, Employer CPP,
El Earnings, Employer El, Income tax, Quebec tax, QPP, and
Employer QPP.

T4 Boxes — 20 (Registered Pension Plan): Select the Deduction that should be

included in the T4 Box 20 for the Register Pension Plan.

Relevé 1 Boxes — D (Registered Pension Plan): Select the Deduction that should be
included in the RL1 Box D for the Registered Pension Plan.

T4 Select this option to print T4 forms for your employees.

The T4 slips required by the CCRA have just three Other Deductions associated with a
box number. If you deduct for Union Dues, Registered Pension Plan, or Charitable donations, you
must associate the deductions with the correct T4 box, 20, 44, or 46. Other Income items that
should appear on the T4 should be set up in the T4 box on the Other Income window. Other Income
box numbers and amounts will print

Contact Name: Enter the contact person’s Name.

92 of 103 Checkmark Canada Cloud Payroll



Area Code: Enter the Area Code of the contact person.

Phone [123-4567}: Enter the seven digit phone number of the contact person.

Pro.Sin: Enter the Pro.SIN.

Submitter Ref: Enter the Submitter Reference Number,

Transmitter #: Enter the Transmitter Number.

Email Address: Enter the email address of the contact person.

Format T4: Click this button to move the T4 fields to print exactly in the pre-printed
form.

T4-XML: Click this button to generate the T4 XML File for uploading to the
Governments website.

View: Click this button to view the T4 information.

Relevé 1: Select this option to print Relevé 1 forms for your employees. Use the

pop-up lists in the Relevé 1 Boxes section to assign the appropriate Other
Income and Other Deduction items to the correct letter on the Relevé 1.
Relevé 1 slips will be printed only for employees with Quebec assigned as
the Province on the Taxes tab of the Employee Setup window.

Deduction:
This section will give you a Summary report on Deduction from the employee site.

You have 12 days left to use Canada Cloud Payroll free demo

Reports

+ Deduction Cheque Dates
(2 Dashboard y *

& Company Setup . —
X Employee Setup

@ PayCycle

B Reports

© MyAccount

& user Management

& Settings

93 of 103 Checkmark Canada Cloud Payroll



Income

This section will give you a Summary report on Income from the employee site.

You have 12 days left to use Canada Cloud Payroll free demo Upgrade Now
heckmark Canada
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Chapter VI
My Account

This chapter will walk you through how to convert from Trial/Demo to a Paid and regular customer
of Checkmark Canada Cloud Payroll, as well as related products of Checkmark Canada Cloud Payroll.

You have 12 days left to use Canada Cloud Payroll free demo o
Account Overview
ACCOUNT INFORMATION SUMMARY CREDIT CARD INFORMATION
Primary Contact  Helen M veaze
€ Dashboard
Mailing Address 1, British Columbia , V6B 3K9
Company Setup +* Phone
Employee Setup
Business Name
& PayCycle + Customer Code  C00041
B Reports
My Account
52l User Management
Settings
Account Overview: This shows registration details like Primary Contact name, Mailing

address, Phone, Email ID, Business Name, and Customer Code.

Account Information Summary: Here you can change or the Edit Primary Contact
name, Billing Address, and Shipping Address.
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You have 12 days left to use Canada Cloud Payroll free demo (1)
Checkmark Canada :
% i Account Overview

Mveazey Helen
‘ ACCOUNT OVERVIEW ACCOUNT INFORMATION SUMMARY CREDIT CARD INFORMATION

Primary Contact

€ Dashboard First Name * Last Name *

&8 Company Setup
Billing Address
L. Employee Setup Address Line1* Address Line2 oty*

& PayCycle

Province * Postal Code * Country*
-
Reports
Pho
My Account mirmastanali@hotmail.com
g Addvess is same as Billing
User Management
Shipping Address
Settings Address Line1 * Address Line2
4033 Robson St Vancouver
Province * Postal Code * Country®
British Columbia V6B 319 Canada

Credit Card Summary: Here you can Add New Credit Details. Once you fill in all
the mandatory fields, click on checkbox of “I Agree to the
Checkmark Refund Policy, Privacy Policy and Terms and
Conditions,” and Click on the checkbox of “Save Credit Card for
Later,” and click on the “Save” button to get it to save.

You have 12 days left to use Canada Cloud Payroll free demo Upgrade Now (1]
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‘ ACCOUNT OVERVIEW ACCOUNT INFORMATION SUMMARY CREDIT CARD INFORMATION

Add New Card
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| forte |
Company Setup visa EEBEE oy owe 03
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Employee Setup a
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My Account
& User Management Save Credit Card for late

SAVE CLEAR CANCEL
£ Settings

Privacy Policy Terms and Conditions Contact Us.
Help

Copyrights © 2018 Checkmark Business Solutions ULC
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Registered Products: On this page you can convert your Checkmark Canada Cloud
Payroll from Trial to Paid Version by clicking on the “Upgrade to Paid ”
button.

You have 12 days left to use Canada Cloud Payroll free demo o
wC Registered Products

. M veazey Helen
Demo

01-05-2018 Upgrade to Paid

Checkmark Canada Cloud Payroll

) Dashboard
8 Company Setup

Employee Setup

@ PayCycle

Reports

My Account

User Management

Settings

Copyrights © 2018 Chec}

Payment Information: In this page you can view all the transactions that are made in
Checkmark Canada Cloud Payroll.
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Support: Here there two tabs where you can raise the ticket for any
issue that is related to the application for Checkmark Canada Cloud
Payroll and filling the Application form. You can even suggest a feature
that would benefit you in the future while using Checkmark Canada Cloud
Payroll.

You have 12 days left to use Canada Cloud Payroll free demo Upgrade Now o

Support
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Chapter VIl

User Management

Active

Inactive

This chapter walks you through you how to create Sub-User Active and Inactive with the below flow.

Create New User

Please fill out the following form and save User's Information. Note that the asterisk (*) marked
fields

First Name *
First N

Email Address *

Confirm Password *

SET PERMISSIONS

Company Setup © Employee Setup

Pay Cycle Distribute Hours

Reports

Active: Here you can create a sub-user by filling out the form, and you can set a permission for a user
to use the application.
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Create New User

nformation. Note that the asterisk (*) marked

SET PERMISSIONS

Company Setup © @ Employee Setup

@ Company Information

@ PayCycle
@ Contributions

Departments # Distribute Hours
# Provincial Data Roports
@ Hour Categories

Additional Income

@ Other Deductions

@ Ledger Accounts

SAVE CANCEL

Create User:

First Name: Enter the first name of Sub-User

Last Name: Enter the last name of Sub-User

Email Address: Enter the Email Address of Sub-User.

Password: Enter the Password of the Sub-User

Confirm Password: Enter the Confirm Password of the Sub-User

Set Permissions: Select the checkbox and Set Permissions for the Sub-User to use in the
application

Once the form is completed click on “Save” button to save the details of Sub-Users.
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Chapter IX
Settings

Change Password

This chapter walks through you how to change your password and use it.

You have 12 days left to use Canada Cloud Payroll free demo

Settings

@ Company Setup

Lo Employee Setup

@ PayCycle + S R I E o

£ Ssettings
Current Password: Enter the Current Password that you gave at the time

of registration with Checkmark Canada Cloud Payroll.

New Password: Enter the New Password for Checkmark Canada Cloud Payroll.
Confirm Password: Enter the Confirm Password for Checkmark Canada Cloud

Payroll.

Once you complete “New Password and Confirm Password,” click on Save to use for the future for
Checkmark Canada Cloud Payroll.
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Support Contact Information

Corporate Address: 997 Seymour St.Suite
250 Vancouver BC
V6B3M1, Canada.

Business Hours: 8am - 5pm PDT Monday - Thursday
8am - 4pm PDT Fridays

Phone: 970-225-0522
Email: info.ca@checkmarksolutions.ca
Website: www.checkmarksolutions.ca

102 of 103 Checkmark Canada Cloud Payroll



