How to Create Employee Templates

1. Click Employee Templates from Payroll module.
2. If there are no templates yet, new Employee Template screen will be displayed directly. Otherwise, a list of existing employee templates will be

displayed.

3. Click New toolbar button.
late

Mew Open Refi port  Close

B8 Layout

Q |Filter Recards (F3)

4 recard(s]
Template Mamse
Hourly - Single - Bi Weekly
Salary - Single - M1 - Bi/ Mo

Hourty - Married - Wi - Bi eekly

Hourty - Married - B Weekly

4. Set up value of the following fields:
a. Template Name
b. Description

5. Set up taxes.
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6. Set up earnings.

Employee Template - TMPT
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7. Set up deductions.

Empleyee Template - TMPT
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G} Make sure to associate the time off to the earnings from Earnings tab after saving since it will not be displayed before it is saved.

9. Click Save toolbar button to create employee template.

Employee Template - THPT
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10. Newly created template should appear in the grid.

1. Click Employee Templates from Payroll module.



2. If there are no templates yet, new Employee Template screen will be displayed directly. Otherwise, a list of existing employee templates will be
displayed.
3. Click New toolbar button.
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4. Set up value of the following fields:
a. Template Name
b. Description

5. Set up taxes.
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Employee Template - TMPT
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7. Set up deductions.

Empleyee Template - TMPT
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G} Make sure to associate the time off to the earnings from Earnings tab after saving since it will not be displayed before it is saved.

Click Save toolbar button to create employee template.
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10. Newly created template should appear in the grid.
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