Omega Business Solutions — Web Edition

Omega Business Solution’s Web Edition was designed with the intent on Omega clients being able to
report payroll hours online at their convenience. Web Edition allows clients to enter in payroll hours,
process reports, and take some of the burden of worrying about paper being in the fax machine. With
Omega’s Web Edition, you will feel at ease knowing that your payroll is completed with just a few clicks
of the mouse!

Frequently Asked Questions (FAQ’s):

Q. Is there an additional fee for using Web Edition?
A. No! There is no additional fee for using Web Edition; in fact...we encourage it!

Q. Do I have access to older data prior to using the Web Edition?
A. Yes!!l Omega’s Web Edition stores all of the data from our back office database so that you
will have access to all of your data prior to starting Web Edition.

Q. Is my company’s data secured?
A. Yes, all of your employee’s data is secured through a 128-bit SSL encryption.

Q. Do I still need to send my new hire paperwork to Omega?
A. Yes. In order for an employee to display in Web Edition, Omega must receive all completed
new hire paperwork 24 hours prior to payroll submission.

Q. Will I be able to key enter new employees on Web Edition?
A. No, at this time you are not able to key in new employees on Web.




Processing payroll via Web Time Entry

Processing payroll via Web Time Entry is very straight-forward and custom tailored to your needs. In the following instructions, you will receive
instructions that may not pertain to your company. Please skip them and proceed to the next step that does pertain specifically to your

company. Throughout this instruction manual, you will see the tip light bulb K\, these little tips will help to make the process a little easier
during your Web Time Entry session.

Web Time Entry Instructions

PAYROLL
1. Loginto HRP Web by using www.omegapeo.com and clicking the button.
2. Click on Manager Login

HR4 Pyramid

Web Edition

Login Selector
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Registration

3. Login using your username and password and clicking the Login button located at the bottom
left hand corner of the login screen
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The following screen will appear.
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For web time entry, select the Payroll Entry button on the left hand side of the screen
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6. The menu will then expand and give you new selections to make. At this point, select Timesheet

Entry




Payroll Entry

Timesheet Entry

Payroll Reports

7. Your next screen will display a choice for the available timesheets for your client by clicking on
the drop down menu, select the correct timesheet.

Timesheet Entry

Timesheet Selector
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Select One
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8. Begin punching in the payroll by clicking in the cells to the right of the name of the employee

ﬁmm'at El'ltl"f User: Damio User  Company: I ACME INDUSTRIES. 1N
Timmsshsat Salactor Batch Detalls
Avadible Tirmibeats Salact Orne - ;f;h ::-"i" I;M..'fm 1‘_’:;*"
[ 26081 [ TET TR ] 19:08:88
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Salen John & L .84/ 8.5 .08 .00 [ .66 6,00 0.00 LOBETE
Waorker Ishn & L ] .00 .00 6.60! X0 000 #5008
Weorker John B L ] .00 050 .00 .00 000 oo 600 0.00 ALODD9
Workar John C L ] Ll 9.20 Q.08 o0 [E=1] BECDLD
Worker John D L ] Ll 0.0 0.00 Q.00 R Q.0a [ o Ci0odd
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@TIP —To key faster, you can press the Tab key and tab through all of the cells rather than click, type, click type!




9. Toadd arow for an employee click the Det Hrs at the end of the row.

Tims‘hm EMW Unantz Dwema User  Coampanyi I A0ME ENODUSTRIES, i
Temessheat Selector Batch Details
Available Temashaats Salect Can w "“I = by M': °'r e
(3 20082 23/28/ 3008 1310000
[eaten @ paite © marsn @ | Submit Bateh 30081 || Payeell Mot “Rapen for Batchi 30081 |
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Hama ¥ Pay Cremrtima =ick Vatatios Domun et Hrm Dut Apt L At 4
Boas Sohn & ] 0.00 0.00 0.00 0.00 .00 000 YLODOT
Sifice Batty B ] B0 0.00 8,58 5,08 .00 WibBos
Office Batty © L ] o.08 Bubd 0.58 8.66 Bu00 .50 .06 G008  X1bbod
Office Joka A . 0.00 au00 0.00 Q.00 o.00 005 (=K 000 Wi10004
Cranar Jgihn A L 0.60 000 0.0 0,00 500 3,050 .00 GO0 RIGGDD
Crnas Jabin B ] 0,50 0.00 050 .00 .00 0.0 o.00 000 ELODDI
Salen Batty & ] 0.0 0.00 0.50 0,00 .00 .2 .00 .00 MOSETT
Salas John & ] 0.0 5.00 0.50 5.00 .00 0.8 LOBETE
Werker John & . 0.00/ .00 0.00 Q.00 oLo0 Q.00 10008
Workar Joha B & 0.00 000 0.00 0.00 .00 0,00 000 RIO00S
Workar Joha © ] 0,90 2.00 9.59 2.00 .00 0.0 2,00 000 BLODLD
Warkar John ] 0.50 0.00 0.50 o.00 £.00] o 2.00 800 Cipoil
Werkar John E ] B.80 0.00 .59 8,00 .00] 5.9 o.60 00 DissR
Workasr John F . 0.00 500 0.00 0.00 .00 Q.00 .00 .00 E1d013
10. After clicking on the Det Hrs hyperlink, the Timesheet Detail Entry page will display.
Tlmm Data“ EMW Usasy Dasne User  Comaanyr I ACME IRDUSTRIES. DNC
Timmshoet Salector Batch Details
Avadabiy Tirmshauts Ralwct Coa " mwk mm."h w 9“‘l--l.llh'lllvll
[ IncH1 03/ 387008 13100100
[Batch @ paty & ceead @ |  Subenit Batch 200BL || Payrcll Notes | [ Repeet for Batchs 20088 ]
Boas Jobe & |
Date | Houes/Ami | Pay Code | Pay Rate | Delete
Pa Dutadl Row | Canced | Cantinua |
11. To create the new row, click __fe» Detail Raw
12. A new row will display.
Date Howrs/ Amt | Pay Code Pay Rate Location Code Division Code Department | Project Code  Job Code Duebete
03/22/2008 ADJUST To Minisus] | 10000 [Mam |satect one 5506 SUPERVISOA satary]| [ Dalete |




13. Key in the hours that you would like to pay either in a different code or in a different
department. This example shows new pay code.
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14. From this point, the pay rate, location code, division code, department code, project code and
job code can all be changed by clicking in the cell and using the drop-down menu and selecting
the pre-populated codes for your company.
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bTIP — If your company needs additional location code, division code, department code, project code and job codes, please contact your Omega representative to add them on the go!

15. If another row is needed, simply click the __#excetai 2sw | hytton and repeat.
16. If no other rows are needed, click the m button to get back to the main screen.
17. After clicking L_Sentinu= | you will receive the this notification stating that the timesheet has

been updated
Windows Internet Explorer E

18. Click the OK button and proceed keying in the hours as necessary.
19. You may also key in one-time deductions into the time sheet by clicking the link under Ded Amt.




20. Now you can key in the one-time deductions that have been pre-determined during your client
analysis.

. =
Timesheet Deduction Entry Usery
Tiwsuhest Galector Batch Detalls
i la Tireuaks Balass Fin Braak Batch Dhapeddlenm remdlina
Avmiabw LR 1] Zalect Una w Cods K * Dhats

[ 250830 G2/ 18/2008 15:00:00
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21. Click the L_Centinu=_ | hytton to get back to the main screen.

-/ |tis a good idea to click the EI button often to make sure you do not lose any work!!!




22. Continue to key in the hours for your employees. Keep in mind that the Timesheet Entry screen
only displays the 15 employees at a time. When you are ready to move to the next screen, you
must use the drop down menu next to Page Index and select the next set of employees.

Timesheet Entry Lanrs
Temashast Selector Batch Detalls
Available Temushasts Salact One - g;_"" :m, tb.m g:r:‘"'

a 208330 a'15r3508 15.05:50
!E--.:h B Daily (D Dewil @ ] Bubsmit Bateh OO0 | Daproll hoctan ] 1_ Iuw Eoe Babeh 200830 ]
Hames T “-u:'l:: variines Sach Wacatien Denus Dt Hre Dwl Ami ed Amt id
Andarzon Tam [ ] L] [=H L) 0.0 200G RiD3IE
Austin Stashan W ] [ .00 3.60 000 8,00 3.0 e =N B1033¥7
Barsts Rokart 1 L] 08 £.00 (K] b0 .00 3 ¢ GA Ti0338
Branmn Cliffond L 0.00 £.08 600 8.00 9,00 .00 29 1% L1033
Brasum Kanosth | L] 000 G.00 000 000 .00/ 0.0 o 300 V103D
Brovwn Bradlay @ 000 (=3 @00 0.0 L] fe] GG ZI0344
Cawin Tarry W [ ] .20 0.0 (R 000 0.0 [N 410345
Cadan Algocia 5 L ] .88 i (X :] L= L] R0 H- [N B10346
Compton Menk L L] 0.00. £.00 (] 0.00 .00/ o 3 Q.00 - C1o34T
Coopar Amy L & 600 .00 0.00 0.00 .00 30 0,50 0.00 D034
Cruz Jowe J ] 020 (=Rl 200 B LB ] G E1Q34%
Comrvial Jason § ] (o8] 2,00 .00 0,50 o0 [ O.eD 2, 0 FiD350
Dl Jaha L L ] Bl (=01 408 0,55 0,68 = .00 (i Guo3st
Gardsing Rodnay K L ] 8 6.00 6.00 .50 0,06 0.0 .50 4,00  WIOasD
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23. Once you've reached the end. Click the button to save all of your data.
24. You may enter any payroll notes that you might have (pay raises, minor maintenance items,
etc.) by entering them under the Payroll Notes section.

You can access the Payroll Notes section at any time during your payroll entry session by clicking
on the payroll notes button at the top of the payroll entry
grid.
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25. Once the Payroll Notes button has been clicked, a new window will pop up. To create a new

note, click the New Note button at the bottom right hand corner of the screen.
= payroll-notes. jsp - Windows Internet Explorer

@ https: ffhrp.qualitybsolutions. net: 844 3/hrp_omegafPayrollMotes

v &
Payroll Notes
iD Date |

Note Text

Close Window

Dane

Eﬂ e Internet

F100% v




26. You will notice that the Note Text portion of the window will open up. Save the note by clicking
on the Save button. Delete the note by clicking the delete button. Once you either saved or

deleted, click the Close Window button to
proceed.

(= payroll-notes. jsp - Windows Internet Explorer

Elm:fmp.mmm.m:wm_mmmu

Payroll Notes

D Date Tirne

iplsaze make sure payrate for John Smith was
changed frem $13.00/hr to $14.00/hr

Close Window

Hew Note Save

(3 @ineemet | Ri00% -

27. Now that the payroll entry has been completed, you will want to check your work. You can do

so by clicking the Report for Batch button at the top of the
screen.
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Timesheet Entry et Cocnmay ¥ WER BCCA, TG

Trsshest Sslecior Batch Delalls
Avalabie Timashasts Saieit Dae ~ Beaak Batich Duadiay e auflirsn

Tl

[parcn @ oaiy & cona @ ]

Manee ¥ 1d

Bagaian Gam L ] RI0IM
Buttin Szaphan M ® 48.00] o.00] | a.00] | .00] o.00 500 600 2.00  H10337
Barels Rebert 3 ] 3300 0.29 e [ 0.00 B0 200 500  Ti033M
Bemnan Cibans L] 15.00] | .|| zo| | 200 ©.00 o0 200 200  UISX
Brmmam Eennth L @ .00 .00 000 .00 .00 .00 .00 00 w0340
Beomn Bensiey © ® .00 0.50| o.0a][ 8.00][ .00 ©.00 .00 8.00  I10344
Cavin Ty W ] 2,00 T [ [ .00 B0 .00 50 A1G343
Colon Alguis § ] o.00 B.20 ) e o600 e o.00 .00 BIO3EE
Complion Hank L . [ ] 000 oD .00 Q.00 00 .00 .00 CI1034T
r—— @ il .50 8.00] | eoall .00 o008 2,00 .00 DISM4E
Crar Jouws ] ] 2.00 0.20 [ .00 .00 w00 6.00 00 E1034S
Danisl Jasen 5 ] w.00) | o2 | ] 200 [ ©.00 w00 500 00 FLOI30
Dwvim Joha L L ] Gupd 050 -] 800 800 .00 §.00 8.00 G163
Basking odiany K L ] .00 o.oa] [ .00 [ 5,00 .00 8,00 0.00 0.00  MiSTR
Os Ls Garzs Jusn ] 13.00 020 0.0 .00 ©.00 000 o.00 B0 TiOBEE

Click the button for the Report to display. The report will display in a new window.

7 rapart-himl jsp - Windows Internel Explarer - *
) v et 7 “ 8]
Tithe: Time Sheet Summary Summary of Time Sheet Data for 77 ACME Diate: 07 262008
Time: 11:05:42 INDUSTRIES, INC - Batch # 20081
Emploves Employas Total Total Pay Pay Pay Pay
Harme i Hsrmf Amssunt Cadunions Cretail Cretmil Crmtadl Craewil
Baan Jokn A Y0007 43.00 ks Ragular Pay Cvantima
40,00 1.00
Cifficn Batey B WisDE3 A%.00 Bew Ragular Bay Siek
1200 250
Office Batty © X1000% 4000 by Ragular Pay Cremrtima warabon
2800 4.00 .00
Coficw John & LD AT B Ragular Pay Bk
16.00 24.00
B Joha A W EO000 ADLOD Bed Regulac Pay
40.00
Crwnar Joha B 10001 40.00 M Ragular Pay
&
Sabes Batty & MOIEYY 40,00 bew Ragular Pay
40,00
satss Sohn & LOPETE 4000 by Ragular Pay
4000
Workmr Jehn & 10008 A B Ragular Pay Crmrtima
3200 .00
Worcer 3ohn B ALBOSH 4000 hei Ragular Pay
40,00
Waorker John © B0 40.00 by Ragular Pay Sk
3200 800
Warkes Sahn & Ciddii A1.00 he Ragular Bay Cremrtima
Ao.00 1.00
Wearkcer John § ooz ACOT B Regular Pay
AC.00
Worker behn F Eildi3 AL berm Regular Pay
40.00
Tokal 1 20081 Total: 14 5462.00 hours 0.08 Ragular Pay Creartima Tk Vacakion
§0.00 300,00 13.00 40,090 n.e9
ﬂdu > Pugs |t oy | Opsn Szeaadshest sl HTHG rapat 1)
| Sand
Ragot M 03282008 - 1158542 (Separate A reth comman:]

The totals will be displayed at the bottom. The detail is displayed by employee in alphabetical
order.

You have three options with this report, print, email, or save into Microsoft Excel.
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Once this report is balanced, please email the report to webpay@omegapeo.com , by emailing
to Omega, it gives Omega notification that the payroll is ready to finish processing.

Use the email window at the bottom of the screen to send the email.

E-mail HTML report to:

|wehpa-,-@c-rnegape:u

Submit Batch 200830

28. To submit the batch to Omega, click the | button.

Congratulations! Your payroll has now been submitted for processing.
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