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How To: Add a scheduled earning

1- To add an earning to an employee, hover over the “My Employees” widget on your home screen and

select “Employee Information”:

Good morning, Test

Today's Tasks

(%) You're all caught up!

E- 34

Start

i-17) vz
o = =
My Employees Payroll Reports

,9,{9\ My Employees
Hire
Terminate
Employee Unlock

Employee Password Reset

2- Find the employee you are updating and click on the icon highlighted below to get to their employee

profile.
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3- Click on the earning tab — then on the right side of the screen, click the ellipsis and select “New

earning.”
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4- Select your earning from the drop down and click “OK”
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5- Complete the fields and then click “Save & Add.”
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**Goal: The goal widget (only appears once you hit save) is applied to specific types of deductions, such as child
support, loans, etc. If applicable, check Enabled and the screen will expand, allowing you to enter information related to
this employee's deduction. You can change amounts or the taken history.

**Cost Center Defaults This widget allows you to set the associated cost center defaults for the employee deduction. It
is important to note that this section will vary based on which cost centers are enabled for the company.

How To: Add a change / end an earning

1- To change or end an earning on an employee, hover over the “My Employees” widget on your home
screen and select “Employee Information”:
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2- Find the employee you are updating and click on the icon highlighted below to get to their employee
profile.
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3- Click on the earning tab — then on the right side of the screen, click the ellipsis on the row of the
earning to be changed and select “View/Edit.”
a. From here you can change the details of the earning or end date.
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