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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!!!  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. 
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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  these little tips will help to make the process a little easier 
during your Web Time Entry session. 

Web Time Entry Instructions 

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

 
 

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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4. The following screen will appear.   

 
5. For web time entry, select the Payroll Entry button on the left hand side of the screen 

 
6. The menu will then expand and give you new selections to make.  At this point, select Timesheet 

Entry 
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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.   

 
8. Begin punching in the payroll by clicking in the cells to the right of the name of the employee 

  

TIP – To key faster, you can press the Tab key and tab through all of the cells rather than click, type, click type! 
 



- 5 - 
 

9. To add a row for an employee click the Det Hrs at the end of the row. 

 
10. After clicking on the Det Hrs hyperlink, the Timesheet Detail Entry page will display.   

 
11. To create the new row, click  
12. A new row will display.  
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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. 

 
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.   

TIP – 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  button and repeat. 

16.  If no other rows are needed, click the  button to get back to the main screen. 

17. After clicking , you will receive the this notification stating that the timesheet has 
been updated 

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

 
21. Click the  button to get back to the main screen. 

 

  It is a good idea to click the button often to make sure you do not lose any work!!! 
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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. 

 

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. 
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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.

 
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.



- 11 - 
 

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

 
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. 

 
 

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

Congratulations! Your payroll has now been submitted for processing. 

 


