Perform Job Aid
PERFERM Compensation History — Manage Employees

Users have the ability to view compensation history for each individual employee.
Compensation can be viewed as individual pay stubs, or as a period summary. Active
employees can also go “paperless,” or opt out of receiving a paper version of their W-2 or pay
statement.
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Follow the steps below to do this task:

From within the Manage Employees area of Perform, click on an employee’s name.
Using the left navigation menu, click Compensation, then Compensation History.

Select the History tab.

Click the Date Range dropdown to select the current Year-to-Date, Quarter-to-Date,
Month-to-Date, Previous Year, or a Custom Range. If selecting a Custom Date range,
indicate the Start and End dates using the calendar button.

Based on the indicated Date Range, the hours, amounts, or totals will display for the
following fields:

Code Description

Earnings Hours and/or amounts that were paid to an employee
Deductions Amount deducted from an employee’s pay

Direct Deposits This section will only display if the employee has active partial

direct deposits.

Taxes Displays amount of tax withheld from the employee. The Tax
section also includes Wages, Exempt totals, and Excess totals.

To return to the Current Year-to-Date display, click = "=

To print the displayed history information, click = ™™™ .
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Compensation History

History Pay Stubs Tax Documents

9 Date Range Start Date End Date
Marvin Post Current Year-to-Date + | 01012016 120312017
Current Year-o-Date:
Company . Reg - Regular Date 130.0000 $62,185.52
Current Month-to-Date
e R OT - Overtime Hours 6 I 15.0000 $15,225.00
Pay Rates Vac - Vacation Custom Range 100.0000 $12,400.00
Earnings
Desuetions Gross Eamnings 245.0 $89,810.52
Taxes
Tax Handling

Direst Deposits

Compensation Histor
Deduction Amount
AGA Hours Summary

Time & Attendance . Adv - Advance Deduction $611.06
ColSvPDD - College Sav Plan - 529 Dir Dep e $5.797.02
Total Dedu $6,408.08

Deposit Amount

DD - Direct Deposit #2345 5$2,91028
DDA - Direct Deposit *++2345 51,940.18
DD2 - Direct Deposit ***4567 54,850.46
DD3 - Direct Deposit **5245 6 54,594.04
DD4 - Direct Deposit 7457 $4,730.10
DD5 - Direct Deposit #7568 $6,921.69
Total Deposits $25946.75

Employer Amount Employee Amount Wage Exempt Excess Total Wages
FITWH - Federal Income Tax $23,899.72 $89,810.52 50.00 $0.00 $89,810.52
FUI - Federal Unemployment $42.00 $7,000.00 $0.00 $82,810.52 $89,810.52
MED - Medicare - Employee $1,30225 $89,810.52 50.00 $0.00 $89,810.52
MEDER - Medicare - Employer az 25 $89,810.52 50.00 $0.00 $89,810.52
SOC - Social Security - Employee $5,568.26 $89,810.52 50.00 $0.00 $80,810.52
SOCER - Social Security - Employer $5,568.26 $89,810.52 50.00 $0.00 $89,810.52
KY - Kentucky State Treasurer $1,22620 $21,10563 50.00 $0.00 $21,10563
KYBND - Boone County Ky MH MR SC 52500 §16.566.00 $422113 $21,324.13 $42211.26
KYBCN - Boone County Ky Ord 430-1 516885 $21,10563 50.00 $0.00 $21,10563
Total Taxes $6,91251 $32,190.28
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Review and Print Pay Stubs
Follow the steps below to do this task:
0 From within the Manage Employees area of Perform, click on an employee’s name.

Using the left navigation menu, click Compensation, then Compensation History.
Select the Pay Stubs tab.

Select the Year dropdown to display the desired tax year.

To see the “Easy View” details of a check onscreen, click on its check number.
The Easy View detail will display.

You may click View PDF to a pay stub. The document will open in a new screen.

To print one or more stubs for the current year, mark the applicable checkboxes and click
the Print Selected Pay Stub button. The document will also open in a new screen.

O @® 0®Q

Compensation History

History Pay Stubs Tax Documents

6 Select Year

- 2016 y
Marvin Post
Empiayes #30 2017 0
Type Pay Date Gross Net
Employee X 2016
Regular G6/24/2016 $21,105.63 $565.94 ST T
Company v
. @ » 10022 Regular 512412016 $21,105.63 $2183.11 View PDF
Compensation 4
Pay Rates @ » 10010 Regular 4/22/2016 $21,105.63 $8,073.80 View PDF
Earnings
& » 10003 Regular 32472016 $26 49363 514,442 56 “iew PDF

Deductions

Taxes

Print Selected Pay Stubs for 2016

Tax Handling

9 Direct Deposits
Compensation History

ArCa o

Screenshots are continued on the next page
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Marvin Post

Employee ¥
Company v

Compensation a

Pay Rates
Earnings
Deductions
Taxes

Tax Handling
Direct Deposits

Compensation History

ACA Hours Summary

Time & Attendance v

Compensation History

Print Selected Pay Stubs for 2016

History Pay Stubs Tax Documents
——
Select Year
2016 b
Number Type Pay Date Gross Net Actions
O » 10031 Regular 62412016 $21,105.63 $565.04 “View FDF
O » 10022 Regular 5/24/2016 $21,10563 5218311 View PDF
Q m Regular 412212016 $21,10563 $8,073 80 View PDF
Earnings Rate Hours Amount
Reg 10.00 10.00 $16,03063
oT 15.00 5.00 $5,075.00
Gross Earnings 15.00 $21,105.63
Deductions Amount
ColSvFDD $1,932.34
Total Deductions $1,932.34
Taxes Amount
FITWH $5,530.42
MED $3068.03
s0oC $1,308.55
Total Taxes $7,145.00
NetWages () §12,028.29
DD ***2345 $718.82
DD1 ***2345 $479.21
DD2 ***4567 $1,198.03
DD3 ***5245 $1,558.43
Net $8,073.80
#] » 10003 Regular 312412016 $26,493.63 $14,442 56 View PDF
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EMPLOYEE AND TAX INFO Paycor EEID' 1071-2203-0601-23¢ OTHER INFO Diect Deposk®  {0BBTI0529
Empioyee# 13 FITWH s1
Department # 1001 OH 51 et wagsc 1,542.53
SEN: TTTTES4E oo 200

Doz 100.00
DOChecking sn.oo
DO-3av sn.oo
@ and 9 DO-Savings sn.oo
BIWEEFLY RATE HOUR/UNIT | CURRENT § | YTD HRIUNIT YD # DEDUCTION CURRENT $ YTD § THX CURRENT $ ¥TD §
Hourty 2500 s000 2,000.00 550.00 14,000.00 FITINH 27578 1,250.15
MED 23.00 203.00
s0c 5400 37E.00
oH 5728 401.03
oHNOR 4000 280.00
128733 | TOTALS s000 2,000.00 550.00 14,000.00 457.07 3,212.18

THIS IS NOT A CHECK. THIS DOCUMENT IS TO BE USED FOR INFORMATIONAL PURPOSES ONLY.

Ferferm Design
1565 TOMAHAWE TRAIL FILLL
Direct Depasit # 1088730528

MOZCOW OH 45153 Date 4012018

Pay this Amount
* NON-NEGOTIABLE* DIRECTDEPOSIT RECEIPT **

VOID = VoID =

DIRECT DEPOSIT $1,267.83
TOACCOUNT # 254
Pay to the i1 DD BAMK # FOOAA0A4
Order of Laura Allen NON-NEGOTIABLE
4811 Montgnmery R nad
Cincinnal, OH 45236
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PERFERM

Review and Print Tax Documents

Follow the steps below to locate an employee and navigate to compensation history:

o

Select the Tax Documents tab.

@0 O

o,

Compensation History

History Pay Stubs

N Marvin Post
| Emplay=e #20

Employes

Company

Compansation

Pay Rates

Eamnings

Deductians

Taxes

Tax Hangling

oir "
@

Time & Atiendance

5RE

R

Search Using Fitters

13)

Tax Documents

To print a tax document, mark its checkbox and clic

|8 Print

In the Manage Employees area of Perform, click on an employee’s name.

L

Using the left navigation menu, click Compensation, then Compensation History.

To open a tax document or display it onscreen, click on the document’s name.

]

& Print

a Empkyee's sod w E
513-45 5791 | =
I- loyErs rame |, auress, e \nges pFoher compereakn ‘EdEl J ks
SUMMARY POST PARTY TRAYS 9551 E7 96653 8 F
15LICK ROAD = = F
e and 6 CINCINNATI, OH 45251 su:ua:msgfngjnsﬁ? L= mumEn13'28 E )
b Empryes Benbalon umber o Conta Number 9591 57 143.43
POST PARTY TRAYS
15 LICK ROAD 12-3456754 91816 30 T e e ais
=]
CINCINMATI, OH 45251 F EmpRyEs rame 30 ajiess e e mEn 10 TEpErden] coe DErETE -] 5
MARYIN P OST =
5794 BLUE MOOD RD m T T2 Ere ek b 1 EE
COLDWATER, OH 45828 I =ETEmA. Rl FET I TS E k]
Te OFer g ﬁ
wg
MARVIN POST
g
ES Ehes cyer's = ke 10 16 St weges Ipseic r? Ebe ome b |12 ool wegesIps gl 19 Local In@me B |20 Locsl i rame § o
Filing Ststes E H| BPPLIEDFOR 9591 67 301.20 B
FITuH Moz
OH W2z
¥ EREEEEEE
513455791 =t
WAGES A s LY L L L s TR T e T e e o - 5
TOTAL GROSS WAGES w0 AT POST PARTY TRAYS 9391 57 96683 | & s
Dezetipion Amount B 15LICKROAD "o 57 - 51328 o~ E
Soc. Securityfages @ ET 3 CINCINMATI, OH 45251 T WedeE vers =0 T = et BT
i b Empkye's Henbalon umber o Conbal Number 9591 57 143.43
eI N = P e Y
. | =]
OH Ta<able W, o0l BT 16 F Empkyee’s rame ad aidess Jduared EXG Eymenl [0 beperdeni e berel & L=
WTHHOLONGS MARVIN POST 23
Desminfion amount B 8?94 BLUE MOOD RD ed pl 12 Eeelrers. ¥orbox 12 E .E 1
Fed. Income Tax [ COLDWATER, OH 43828 T3 SmiEma. el Fon 3 Fat e g 2
. ; g
Soc. Security Tax E1328 4 T4 orer -
Medicare Ta: 14343 & g
OH Inzome Tax iy I VR
15 Sk £ Employer's e 10 15 Sk weges dpsgkc [IT Sk bome B [12 Lo wegesIps pic |15 b [0 Lol iy N
oH | APPLIED FOR 591 67 r 301.20 ;
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Void a Check

A user will have the ability to void checks only if they have one of the following security roles:
Full Access, Submit Payroll, or Approve Payroll. You will not be able to void a check from a prior
year.

Note:  When voiding third party sick pay (3PS) checks, make sure to process the 3PS check
void on a separate check run from the reissue of the 3PS check.

Follow these steps to void a check:
) Navigate to the Pay Stubs tab.

@ Make sure the current year is displayed.

©  Locate the appropriate check, and click the @ "

with details of the check displayed.

button. The Void Check page opens

Note:  If the check you wish to void was issued in a prior quarter, you will see a
message indicating that this could result in necessary changes to the tax
information that was filed for the quarter. To reissue a prior quarter voided check,
please consult your Payroll Specialist.

Q To immediately replace the voided check, check the Replace Check checkbox. If checked,
the check will be replaced and reissued as the original check type and it will match the void
amount exactly. If you want to reissue the voided check as something other than the
original check type, or reissue as a different amount (such as when an employee is
overpaid), just choose to not replace the check here and recreate the check to your
specifications from within the paygrid.

e The Replace Check option is not available for manual or 3PS checks. You can
reissue voided manual and 3PS checks manually from within the paygrid.

(5) Click Save. Once added, the check’s Actions column will display “Void Pending.” The
voided check will be added to the next scheduled payrun.

Note:  This data will also be able to be found on the Review screen shown as its own
line item. Once the payrun is processed, the voided check will still appear but will
have a line through it. Additionally, a new line will be added with the check details
in italics showings the successfully voided transaction.

Compensation History

History Pay Stubs Tax Documents

Select Year
9:0- 7 v

Number Type Pay Date Gross Net Actions
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Void Check

Chack Number Met Amount
1017876683 §1,677.84

Paygroup Check Date
Legal Aid of Western Missouri 04/0512019

Raplace Check

o (R

Note: If you inadvertently select the wrong check to void, you must simply go to the paygrid
and Delete the voided check that has been added.

“Paperless” Options: Opting Out of Paper W-2 and Pay Statements

Every active employee has the ability to opt out of receiving a paper version of their W-2 and/or
pay statement. Opting out of the paper version means that the employee will only receive an
electronic copy of their W-2 form. That electronic copy can then be printed out as many times as
the employee needs and it will always be stored within the Paycor Perform software application
for future access and retrieval.

In compliance with IRS regulations, only employees can edit their paperless W-2 consent
information within Perform. Administrators and manager-level users within the organization are
able to view the employee’s selection.

Note: e Admin users can view a report of employees who have registered to receive
their W-2 and/or pay stubs via Perform instead of paper format by going to
Configure Company > Payroll > Paperless.

¢ Only active employees can opt into paperless (i.e. not Terminated, Resigned,
Retired, Deceased).

Paperless W-2

Employees must choose to go paperless by December 16 in order to only receive an electronic
W-2 for the current tax year. A confirmation email will be sent to their email saved in the Perform
software application once the consent waiver is electronically signed and saved.

@ Inthe Manage Employees area of Perform, click on an employee’s name.
9 Using the left navigation menu, click Compensation, then Compensation History.

9 Select the Paperless Options tab.
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PER FeRM Welcome, First My Settings  Sign Out

Home Me GetHelp  Give Feedback
First EmpOne
Employee #1 Compensation History e
Employee v
History Pay Stubs Tax Documents Paperless Options
Company v {’j
[Comnraraati n Date Range Start Date £nd Date
Current Year-to-Date v 01/01/2017 1213112017 D Reset & Print
Direct Deposits e e
‘ Eaming Hours Amount
Time & Attendance ¥
Gross Eamings 0.0000 $0.00

To opt out of receiving a paper W-2 form, the employee must check the Paperless On
checkbox. This opens a consent form that they will need to read and electronically sign.
After reading the consent waiver and agreeing to no longer have paper copies of the W-2
provided by their employer, the employee clicks Sign and Continue. The Paperless On
checkbox is now checked.

Welcome, First My Seftings  Sign Out

PERF&ERM

Home Me GetHelp  Give Feedback

First EmpOne . i
Employee #1 Compensation History e
Employee hd

History Pay Stubs Tax Documents Paperless Options
Company

Compensation .
Selecting the Paperless On option results in paper copies no longer being provided by your employer.

Direct Deposits

Document Paperless On

Time & Attendance v

W-2s These yearly documents are needed to file your taxes with the IRS. 9 @

Consent to Electronic W-2s x

Employers must comply with specific IRS regulations to use electronic W-2's and employees must provide their consent to receive an electronic W-2 instead of a paper copy. This notice
contains the required IRS disclosure information and instructions for you to consent to receiving your W-2 elecironically. If you have any questions regarding this notice or your W-2
Statement, contact the Internal Payroll Department.

Please read this entire notice and, if you wish to receive all future W-2 statements from this company electronically, provide your consent. If you do not provide this consent by December
16th, you will continue to receive a paper copy of your W-2 statement.

To provide your consent to receive your W-2 electronically, click "I consent to receiving my W-2s electronically "
This consent will cease if the employee is no longer employed at Arun_Automation_One.

An employee who chooses to receive his/her W-2 statement electronically may withdraw consent. The employee's withdrawal of consent will be effective on the date it is received and a
confirmation email will be automatically generated. If consent is withdrawn, it will only be effective for those W-2 statements not yet issued.

Employees are also required to inform their company promptly of any personal address or status changes.

Electronic W-2 statemenis will be accessible at least through October of next year.
1 consent to receiving my W-2s electronically.
Electronic Signature™ 9

First EmpOne NM32017 ] Sign & Continue

Updated: 5/14/19 Copyright © Paycor Inc. All Rights Reserved Page 9
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Note: If the employee ever wants to review the consent waiver again, they can click the
Consent Waiver link.

PER FcR M Welcome, First My Seftings  Sign Out

Home Me GetHelp  Give Feedback
First EmpOne . .
Employee #1 Compensation History e
Employee v
History Pay Stubs Tax Documents Paperless Options
Company
Compensation
[E—— Selecting the Paperless On option results in paper copies no longer being provided by your employer.
Document Paperiess On

Time & Attendance v
W-2s These yearly documents are needed to file your taxes with the IR Censen{tb\-‘-.’aiver I

Note: If the employee wants to change their Paperless On setting, they need to click the
Paperless On checkbox to remove the checkmark. A pop up window appears where
they can choose Yes, turn paperless off.

Paperless Opt-Out 4

A\ Paper documents are less secure. Are you sure you want to
receive a paper copy of your W-2s 7

Cancel Yes, turn paperiess off

Paperless Pay Statement

Many employees no longer want paper check stubs and want an electronic copy instead,
regardless of their company’s method of check delivery.

Note: For compliance reasons, only employees can edit their paperless pay statement
information within Perform. Administrators and manager-level users within the
organization are able to view the employee’s selection.

@ Inthe Manage Employees area of Perform, click on an employee’s name.
@ Using the left navigation menu, click Compensation, then Compensation History.

9 Select the Paperless Options tab.
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If the employee opts out of receiving a paper pay statement, the Paperless On checkbox
will be checked.

= Q, @ @ Search Using Filters L W M L)
Compensation History
History Pay Stubs Tax Documents Paperless Options
—

:;Dye;leliAnd\er Selecting the Paperless On option results in paper copies no longer being provided by your employer.

116726 - Divya Sauteed Stories Document Paperless On
Employee v
P s W-2s These yearly documents are needed to file your taxes with the IRS.
Compensation & Pay Statement Direct Deposit Paperless Statement. @)
Pay Rates
Earnings
Deductions
Taxes
Tax Handling
Direct Deposits
Gompensation History
ACA Hours Summary
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