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fastpaypayroll
WebClock To M3 Processing

Follow the instructions below to import your time from WebClock to M3.

1. Go to fastpaypayroll.com, Click Login, Webclock Admin

fastpay

ABOUT US

PRODUCTS & SERVICES

Pavroll - Easyas 1,2, 3

CLIENT AREA

Client Logins
Remote Payroll
FastPayEntry 2.0
Webclock Admin
HR Support Center
Shugo
ACA Solution

Employee Logins
Clock In/Out
Employee Self-Serve

a LOGIN

2. Signin to Webclock Admin

(O hetps faztpaypeyrollcem/lcg
fastpayy

HOME ABOUT US

User Name:

Password:
SUBMIT

By accessing this websile, you indicate your
acceptance of our Terms and Conditions of
Use

Unauthorized ‘attemplod access or
malicious activity may result in severa clvl
and criminal penaltics

=

cbcloc O = @ € || [ WeaClack Admin Lagin | . |

# LOGIN
an 4 LOCAL: 806-780-0000
11 TOLL FREE: 800-396-4444
A o 2

T
Q4 in

PRODUCTS & SERVICES CONTACT US

WebClock Admin Login

Contact Info

Need more time cards?
Send an email with your request to
support@fastpaypayroll.com. (Minimum order

o125 caras, please.)

Did your IP address change?

Fastpay Payroll
4418 74th Strset
Suite #54

Lubbock, TX 79424

Local; & 0000

Toll Free: 5

Your IP aderess is 190 1600 75

Fax: 806760 4640

Email: supporti@fastpaypayroll.com
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3. Click on Previous Period. All missed punches that need to be reviewed/edited will be highlighted in pink. to review
any missing punches highlighted in pink.

Time Cards

Multi-Time Card Editor
Yesterday's Entries
Today's Entries

Current Period - Start: 8/4
Previous Period - End: 8/3

CEEDITE

Select Other Periods

& Maintenance Menu
ul Reports Menu

o Settings Menu

HELP & SUPPORT

Partner Login Menu

Partner Point Summary

Dioc a lisosi

HOTCTS TS

Getting Started
= Add a new employee Employse Setup
= Update Personal Information

Daily
= Correct Missing Punches
= Assign Unmatched Punches
= Review Yesterday's Punches

Each Pay Period
= Edit time cards for the Current pay period
= Edit time cards for the Prior pay period
= Run the Summary Report

Optional
= View account settings Processing Rules
= Manage login accounts Login Maintenance
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4. To correct, click each employee and edit as needed.
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5. Once all punches have been corrected go back to main menu then click on Reports Menu = Summary Report

Dashboard (Try Dashboard
Beta)

"

@@ Time Off Requests (1)
& Employee Setup d
2

Add New Employee

Time Cards

$ Multi-Time Card Editor

[E ‘Yesterday's Entries

[0 Today's Entries

b3l Current Period - Start: 8/4
[@ Previous Period - End: 8/3
@ Select Other Periods

& Maintenance Menu

utl Reports Menu

nl Reports Menu

Mobile and Web Clock
Access

=4

Pay Period Summary

Pay Period Sub-Totals

[=4

=4

b= Custom Reports
Manage Custom

bl Reports

b= Time Card Audit Log

ul  Clock Terminal Notes

Daily Auto Email
Report

i Detail Report
ul  Download Activity Files

Employee Activity
Board

ul | abor Report

nl | abor Code Reporting
ul [ og Report

ul  Punch Notes Report
nl  Summary Report

Time Off Request
Report

ul Work Month Report
ul Work Week Report

2+ Settings Menu

6. Pay Period - select the Pay Period for this payroll, Report Options select Show Row Number and click Submit. This
report will show you your total hours and check count. (Check count will not include salary employees who do not

use the webclock). Print this page.

) 8/4/16 thru 8/17/16 (current)
121116 thru 8/3/16 (prior)

D 70146 thru 712016

D 612316 thru 7616

) 61916 thru 622116

) 5/26/16 thru 6/8116

O 52/ thru 5/25116

O 472816 thru 5111116

More pay periods

Pay Period

Company-wide summary for a pay period or custom date range. Shows total hours and eamings for each employ:

O Enter range: | fthru [

[ Show Dollar Amounts

[ Show Week Breakdown

[ Show Approval Signature Line
[ Show Employee Code

[ Show Count of Edits

[ Show Row Number

[ po net include unpaid categeries

Report Options

® All active employees

O All employees (including inactive)
O Specific employees

O All employees in group

O Seleet by criteria

Include which employees?

Include which additional data fields?

® Name (Last,First)

Sort By O Employee Code
O Other [Select a Home or Clock Prompt Field v

— Which e
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[ EE]
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Oetine
Regia

Feplar

Fopia
D
Fepia

fegiar
Orerime:
Vazion
Feplar
Dierime:
Repar
Orerime:
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7. Go back to Fastpaypayroll.com and login to M3 = Click on Login, select Remote Payroll and sign in.

fastpaypayroll.com/login-webcloc © -~ @ & \‘ () WebClock Admin Login | F... ‘ \

Client Logins
Remote Payroll
FastPayEntry 2.0

W fastpaypayroll \
Shugo

Employee Logins
HOME ABOUT US PRODUCTS & SERVICES m Clock InfOut

Employee Self-Serve

8 LOGIN

Fastpay Remote Payroll

User name

Password

astpaypayroll

8. Click on Millennium One time and wait for it to open

All Categories
All Apps
Millennium - Fastpay Pay

$

Time File Uploader

9. Onyour tree click Payroll, verify your check date. Click “Start Payroll” once you get a blue check mark select
“Payroll Entry (Open)”

ABC Company (ABC) [P e
ABC Company (ABC)
T DS Check Date: 8/1/2016 e
i B - yzollipesilie Notey Check Date: 2/(19/2016
=] Ornpany
T - o 1. StartPayrolld i
.. Begin payroll cycle by creating al batches and 1. Start Payroll
i Company Maintenance B e
m" E mplD_lrIEES 2 Payroll Entry (Scheduled) populating them with checks and pay data
i n Enter pay information for each employee, 2. Payroll Entry (Open) b
m PEI_';'[D" i inciuding addtional checks i Emle;;.sy g;r:(rmt:nnhinrk:sch employes,
i 3. Audit & Submit Payroll - . o
H 3. Audit & Submit Payroll
i Payrall M anager A D e [  Finsucho ana submt e compied gyt
: Inpany Default Payroll Notes Fastpay for processing
H H epn:-rting Company Default Payroll Notes
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10. Click on Import (ONE time) then click Refresh button until you have a blue check mark

Check Date: 2/19/2016 Refresh
ABC Company (ABC) Baiched
Description Commands
= Batch By
Check Date: 2’1 9]2016 Refresh i{ Bi-Weskly - Open Control ~Batch Totals Delete Restart
=~ Batch T}
Batches w SwipsClack Intsrface - Opsn Control Batch Totals Delete Restart
L Check Date: 2/19/2016 _Refresh
Description Commands
bes Add New BatchP
=), BatchBk Control Batch Totals Delete Restart o e
Bi-Weekly - Open Description Commands
Add New Batchp ImesiorEinpors
Create a new, empty, batch Description Status Commands
SwipeClock Interface Relmport
ﬁ Timeclock Import completed Done %Eme Details
Timeclock Imports successfully. =
Description Status Commands
;'{ SwipeClock Interface Active  Import

11. Click on Batch Totals, compare these totals to your Summary Report from web clock

ABC Company (ABC)
ABC Company (ABC)
Check Date: 2/19/2016 _Refresh
Batches Actual Control Difference
Description (oD Hours Amount Hours Amount  Hours Amount
Batch B» E01  Regular 0.00 000
iy
Control Batch Totals Delete Restart
I-{ Bi-Weekly - Open EAuto Auto Allowance 635.00 0.00 000 -635.00
s TFITW Federal | T 86.42 000 000 8642
L:{ ?j:g:l;tm“e _Open Control  Batch Totals Delete Restart eaeral income fax
EHol  Holiday 0.00 000
Add New Batchp EOT  Overtime 0.00 0.00
BTEEIIE EL EPT  Personal Time [ow [ om0
EReg Regular 57.50 2,000.00 0.00 000 -57.50 -2,000.00
Timeclock Imports ESick Sick 0.00 0.00
Description Status ‘Commands EVac Vacation 0.00 0.00
SwipeClock Interface R Totals 57.50 2,721.42 57.50 -2,721.42
f et Tt ks etes st s Done —LDEME Details Total Paycheck Count: 5
successfully. I

Preprocess Register - This Batch b

Preprocess Register - All Batches b

|:> Leave Batch Open and Continue b

l:> Go to Audit & Submit Payroll ¢
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12. If you need to change someone’s time click on their name on the tree, then go back to Batch Totals

B ABC - ABC Company
- Company M aintenances
B Emplovess
- Pawroll
- Set Check Date
e Start Pavroll
£ Pawroll E ks
=B
~ Agirtes. Jersjonjulia -
~ Armsson. Emily - 219
- Baker. Erin L - 205
- Berube. John Adrian -
- Clark, Sophia N -9
- Cook, Melissa > - 207
- Diavie. Alie Ello - 215
- Duck. Donald - 204
- Ferapples. Bob M - &
- Gioldstein, Gane - 4
~ Hoob. Your & - 208
~ Johnson POS. Jimmse
~Jones. Cindy - 2
- Luck. Paul - 205
~ Moss. Linda - 214
~ Mouse. Mickew - 212
~ Mull, Charlotte A - 203
- Fiabbit, Baby - 217
-~ Fabbit, Jessica - 216
- Fabbit. Roger - 215
~ Reardon. John Josepl
- Saucier. Matthew D -
-~ Smith. John - 209
~ Smith. Jonathan - 5 ——
~ Test. Other Tax Tepe
- Test. Test - 211
- Batch Totals
BT
Ti el 1 =
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13. Once everything balances click on Preprocess Register — This Batch. This report will show you a summary of your
payroll, totals, check count and voucher count.

ABC Company (ABC)

Totals 57.50 2,721.42

57.50 -2,721.42

Total Paycheck Count: §

Redgister - This Batch b

Preprocess Register - All Batches b

:} Leave Batch Open and Continue P

&

Go to Audit & Submit Payroll b

Preprocess Register The Company Check Date: 02192016 Page
Actual Control Difference petvy e Feriod: - 01412016 to 02202016 *4
Batch: B
Hours Amount Hours Amount  Hours Amount —
E01  Regular 000 000 Position: 300 Total
EAuto Auto Allowance 635.00 om0 [ 000 635.00 Employees 1 Code ing Hours Rate  Amount Code Tax Tuble  Amount Code Deduction Amount Checks 2
Female 0 ERM ‘Medical 60796 FITW Federal Income Ta: 600000 37583 1 Flat Deduction 20000 Vouchers o
r Mals 1 Reg Regular H000.00 MA Massachusetts SIT 000,00 2118 2 Misc. 20000 Net 4TI
R e e B 000 0.00 B2 Chks & Vehrs 2 MED  Medicare H000.00 57.00 Dir Dep 427399
Female [ 85 OASDI 00000 372.00 Chk Amt 200.00
EHol  Holiday 000 0.00 Male 2 Toml Eariings [ GO0000 _Total Taxes 112601 _Total Deductions 400,00
EOT  Overtime 000 000 Report Total
Employees 4 Eaming Hours_ Rate Amount Code  Tax Taxable Amount € Deduction Amount  Checks 4
[P0 [FeEEElima 000 000 Female I F0IKM 401k Match 1960 FITW Federal Income Tt .96 112530 HSA i 1
Male 3 Auo  AutoAllbowance 63500 L lineis SITW 0.00 0.00 Flat Deduction 6970.99
EReg  Regular 57.50 2,000.00 0.00 000 -57.50 -2,000.00 Chis & Vehrs 5 ERM  ER Medical 60796 MA  Massachusetts SIT 464,96 30183 2 It 427399
Female 1 Reg Regulas 3750 933500 MED  Medicare 9969.01 401k 401k Plan 2697.00
ESick  Sick 0.00 0.00 Male 4 NY  New York SITW 1450.00 Child ~ Child Support
PA PenmsylanaSITY 478500
EVac  Vacation 0.00 0.00 S5 OASDI 969,01
Total Earnings 5750 9970.00 Total Taxes Total Deductions TaT0d

14. Click on Go to Audit & Submit Payroll, this screen will show you anything you need to review and approve if they

Actual Conirol
Hours Amount Hours Amou

EO1  Regular 000

EAuto Auto Allowance 63500 [ o000

TFITW Federal Income Tax 8642 [ o000

EHol  Holiday 000

EOT  Owetime 000

EPT  Personal Time 000

EReg Regular s760 200000 | o000

ESick Sick [ oo

EVac Vacation 000

Totals 57.50 2,721.42

0.00

0.00

000 57.50 -2,000.00
0.00

0.00

are correct.

ABC Company (ABC)

Check Date: 2/19/2016

Difference
it Hours Amount
0.00
£35.00
8642
000
000
0.00

571.50 21142

Total Paycheck Count: 5

am

-
S/ GotoAudita Submit Payroll b

Preprocess Register - This Batch b

rocess Register - All Batches b

Leave Batch Open and Continue b

Open Batches:

Batch Failed

Batch B o
Bi-Weekly - Open Audltsu
Batch T Close Nowb

SwipeClock Interface - Open

NOTICE: Open batches exist. All batches must
be closed before submitting

4Back to Payroll Menu

Payroll Specific Notes

Batch Description

B ACA Missing Insurance

B Active Employees Not Paid

Details

Reason
Missing Insursnce

Reason
Active Employee Not Faid
Active Employee Mot Faid
Active Employee Not Faid
Active Employes Not Paid
Active Employes ot Paid
Active Employes Mot Paid
Active Employes Not Paia
Astive Employes Mot Fasd
Active Employes Not Faid
Active Employes Not Paid
Active Employes ot Paid
Active Employes Mot Paid
Active Employes Mot Paid
Astive Employes ot Fasd

Action

Approve

Missing Insurance
Missing Insurance

Approve
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15. If you need to review someone click on their name to view their check, to return to Audit Screen click right drop-
down arrow next to Payroll button and select Submit.

Batch Failed Batch Description Details Action
Audits B B ACA Missing Insurance EEid  EEName [ Approve
1 Razrdon, John Missing Insurance
1 Reardon, John Missing Insurance
Close Nowb Benube, John Missing Insurance
B Active Employees Not Paid EE Id EE Name e Approve
2 Saucker, Matthew Active Employes Not Faid
§ | Smith, Jonathan Active Employee Not Paid
&  Ferapples Bob Active Employes Not Paid
7 Johnson FOS, Jimmy  Active Emplayee Mot Paid
8 Jones, Cindy Active Employes Not Paid
9 Clark, Sophis Active Employes Not Paid
204 Duck, Donald Active Employee Not Paid
05 Luck Paul Active Empioyes Not Paid
207 | Gook, Melissa Active Employes Not Paid
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[iC - ABC Compuny > Payroll > Payroll Entry > B > Smith. Jonathan - 5

bartment. s00-100
o sotusa Type:

| Mem Papcheck | New Thid Paty Sick Pay |

Lo Ol o = 852 ovende. | Deltecheck | X

ABC Company (ABC)
Sothan Smih (3) __ - RateCode _Rete
fii securiy # 454-12.3456 Base o

5] M 4 b Mg

_Salary  Accrual Hours
120060

ooe [omscrgtion] Hours | Rate | Amount
Rogunr () 550 008
Overtme oo 00 008
Holday oo 030 oo

Sk 00 000 o0
Vacation 000 0g0 a0

Auto Asow 00 0t0 0,08

) a0 008

em Edit View Mavigate Sort Tools Help

= N E”%_;:E Z|[8% |J 100|Wu5:! JZDDmIFit

| H Filter | =l |J Find |

Payroll Employees Reports Company Tools

System

& - [& || Al Companies - Al

b Active Comnanies - Active

" I

14. Approve all of your Audits, (if you do not understand one of the audits please call before approving) click Close Now,
Submit Payroll. DO NOT close batch until you are ready to submit your payroll.

Close Nowp

B Active Employees Not Paid

TS ST
Missing Insurance:

Missing Insurance

T o T
Un-Approve

Approved by Crystal
(8/17/2016 2:01:39 PM)
Un-Approve

EE Reason
2 Active Employee Not Paid
©  Ferspples, Bob Active Employee Net Paid
7
8
)

Johnson POS Jimmy  Active Employes Not Paid
s, Ging Active Employes Not Paid
Active Employee Not Paid

Jones, Cindy.

204 Active Employee Net Paid
208 Active Emplayes Not Paid
207

Active Empioyes Not Paid

Check Date: 1/22/2016 |

Batches ready for submission:

Batch B
Bi-Weekly - Closed

4Re-Open Payroll

Re-opens the payrol

Submit Payroll Nowbk

15. You are done with payroll..... Great Job!

4Back to Payroll Menu

Payroll Specific Notes

QURRTZRLIZS B

Payroll Prepi

Batch Description
Al




