How to Use Employee Templates

1. Create a new employee record.

(D Templates can be also used if needed when updating employee record

2. Click Template toolbar button.
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All information on Taxes, Earnings, Deductions and Time Off will
be overridden. Do you want to continue?

‘ (‘D Required field in Entity tab and Employee tab - Detail tab should be filled to be able to use templates

3. Warning is displayed, click Yes
4. Select template from Employee Template List screen.
5. Click OK toolbar button.
Entity | General | Employes | Locatiolfl-Rep ISR I @ 2
Detsl Taves | Eamings | Decugion
Ok Cancel
+ Add X Remove
Select & templete to Bpply
s Descrption
+ Add Template 5 Layour QU | Filter Records (73] (None Selected)
Templte Nome Descrption
o TeT ot New Teraptaees
Hourly - Married - Bi Weekly Hourly Married Bi Weekly
Salary - Single - MI - Bi / Mo Salary Single - MI Bi Weekly Sal / Mo Bonus. =
0.00
0.00 Limit: 0.00
0.00
W-2 Information hl
Statutory Employee:
Regirement Plan: D O U Resgy
Third-Party Sick Pay:
@ @ 9 = Saved Page | 1 6t

Information from the selected template will automatically populate their respective fields.
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Click Save button.

Entity - Roselyn McPhee

New Save Searh Refresh Delerz Undo Additionsl Template
Entity Gemeral | Employse | Locstions  Contacts  Comments{s) History = Amachments{0) Messages  Custom  AuditLogi2h
Detsil | Texes | amings | Deductions  Time Off  TimeEnty  DirectDeposit  Timesheer | Poychecks
+ Add X% Remove Tax Information
Tax D Description Paid By Default Tax ID (None Selectad)
SDI-CA State Disability Insurance - CA Employee v Description:
o state Tax Californis Stte Tax Employes v Calculation Type:
Mi-Local Michigan Ciry Tax F— v Filing Status:
MI-State Tax Wichigan Stae Tax Employee v State: ¥
sUTA State UnEmployment Tax Company - Couny:
Amount: | 0.00
FUTA Faderal Unemployment Tax Company v
Extra Withholding: | 0.00] Limit 0.00
FICA MED Company  FICA Medicare Company Company v
Liability Account:
FICA MED Employee  FICA Medicare Employee Emplayes v
Expense Account:
FICA S5 Company  FICA Social Sacurity Company Company v
Federsl Allowances: | 0.00
FICA S5 Employes  FICA Social Security Employes Employee v
W-2 Information Tax Options
Statutory Employee
Retirement Plan:
Third-Pary Sick Pay:
Fage 1 ot

1. Create a new employee record.

(D Templates can be also used if needed when updating employee record.

2. Click Template toolbar button.

3. Select template from Employee Template List screen.

4. Click OK toolbar button.

Entity - Roselyn McPhee

Search Refresh Delete

Undo  Additonal  Template  Close
Entity | General | Employee | Locetio [ERNN IR
Detal | Toxes | Earmings  Deduction
Ok Cancel
+ Add % Remove
Select & template to apply
Tas D Description
+ AddTemplate 88 Layout Q| Fiter Records (73) (None Selecred)
Template Hame Description
v THPT For Hew Templates
Haurly - Married - Bi Weakly Hourly Married Bi Weekly
Salany - Single - M1 - Bi / Mo Salary Single - I Bi Weekly Sl / Mo Bonus
0.00
0.00 Limit 0.00
0.00
W2 Infarmation 1
Staturory Employes:
Retirement Plan: @ @ U Ready
Third-Farty Sick Pay:
@ [ saved Page | 1 ot1

5. Information from the selected template will automatically populate their respective fields.


http://help.irelyserver.com/display/DOC/How+to+Add+Employee

Click Save button.

Entity - Roselyn McPhee

Search  Refresh Delete Additional  Template
Entity Gemeral | Employse | Locstions  Contacts  Comments{s) History = Amachments{0) Messages  Custom  AuditLogi2h
Detail | Toxes | Eornings  Deductions TimeOff  TimeEnty DirectDeposit  Timeshesr | Paychecks
+ Add X% Remove Tax Information
Tax D Description Paid By Default Tax ID (None Selectad)
SDI-CA State Disability Insurance - CA Employee ~ - Description:
€ State Tax Califomis State Tax Employes v Calculation Type:
Mi-Local Michigan City Tax Employes = Filing Starus:
MI-State Tax Wichigan Stae Tax Employee v State: ¥
sUTA State UnEmployment Tax Company - Couny:
Amount: | 0.00
FUTA Federal UnEmployment Tax Company v
Extra Withholding: | 0.00] Limit 0.00
FICA MED Company  FICA Medicare Company Company v
Liability Account:
FICA MED Employee  FICA Medicare Employee Emplayes v
Expense Account:
FICA S5 Company  FICA Social Security Company Company v
Federsl Allowances: | 0.00
FICA S5 Employes  FICA Social Security Employes Employee v
W2 Information Tax Options
Statutory Employee:
Retirement Plan
Third-Party Sick Pay:
Fage 1 ef1
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