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Employer Guide
erm.ezwebadvantage.com

Welcome to Employers Resource, your solution for secure, online payroll processing, employee
data management and reporting. Take a moment to review this Employer Guide to see all of
the available solutions that will help you eliminate manual processing of reports, payroll and
more.

LOGGING IN

FIRST TIME LOGIN

The ezWEB first time login process is quick and easy.

1. You will receive an email invitation from your Employers Resource branch administrator
to create your login.

2. Within the e-mail, click on the ‘Click Here to Respond’ link to initiate the process. It will
open an internet browsing window for the ezWEB URL. As you progress, each screen
will give an explanation of each of the fields.

Account Invitation Processing

3. Click NEXT to accept the invitation.

Invited Email Account:
s

* Accept Invitation
' Request Altermnate Invitation

Email Account:

Reason: |
 Reject Invitation

Reason: |

Employer Resource Management - Create New Login

4. A confirmation of your acceptance Invitation Processing : Response
will display. Click CONTINUE.
This will also notify your branch Accoust Creation Successful
administrator that you've accepted An acceunt has beas crasted under o iopayroll@empl o.com
the invitation. Please follow th nextfew stepe i arder to customize yourlogn before entring

(800) 574-4668 erm.ezwebadvantage.com ezwebCliGuide01272017


http://erm.ezwebadvantage.com/
http://erm.ezwebadvantage.com/

Step 1 of 6 : Select Login Credentials

Explanation

A vatid emall sccount s used (o process your application for & exweb
Advantage logi

5. Enter your first and last name, password
and captcha code.

Purpose

- Wie: il uses this envail account I you ever need £ recover a kst
passward

- wie: will use: this envail account as a default If your com; pany
NS 1o Send COmPanY related Messanes of Fepors

Your privacy

wie will not supply or sell your emall 10 any third parties

6. Click NEXT b b b i

Passward Requirments
- May not cantain spaces

- MuSI bis & missmu of 6 eharacters

- DO 1Ot use special Charactors Such As 1SSV~ in yous passwocd
Password Suggestions

- Do not use your sackal security number

- Do not use a varlation of your name

- Select values that contain both betters ani numbers
- Do not use keys in sequence such as “abodel” or "3 21456™

NOTE: Due to the confidential nature of the information available in the system, leading
industry security standards are used to keep your data secure. Therefore you will create
additional validation credentials to assist in the security process.

Employer Resource Management - Create Hew Login

7. Choose a personalized picture and

enter a label to identify your login

Security Picture:

8. Click NEXT J .

Sa
(I .l— ojmion

Picture: |1 of|213
Security Label: |

Employer Resource Management - Create New Login

9. Select and answer a security question.
Click NEXT

Choose a Security Question and Answer

NOTE: For security, each time you login from
a new computer these items will be
necessary.

|
Name of First Pet?
m Favorite Teacher?
Favorite Histarical Person?
Favorite Food?
Favorite Band?
Grandfathers Occupation?

10. Your login creation is now complete. Locin Getion Suzeml

Click on LOGIN.

ezWeb Advantage Login Created

The creation of your ezWeb Advantage login has been
successful.

You may now log into ezWeb Advantage using your created

login from any location.

Login Return to Main Page
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ONGOING LOGIN

Navigate to erm.ezwebadvantage.com. Enter your user e-mail address and password.
REMINDER: For security, each time you login from a new computer these items are necessary.

FORGOT YOUR PASSWORD

Employers Resource provides a safe and secure way to retrieve your account in the event you
have forgotten your password. Log in using your email address as usual and click on the 'I
forgot my password!’ link on the displayed page.

YOUR MENUS

Start Settings Personnel Data Payroll Reports LHilities/Tools Log out

Welcome: Dallas Pavroll

START

Your Welcome Screen — this default screen
appears after you've successfully logged in.

Settings Personnel Data Payroll Reports LHilities/Tools Log out
Login Settings
Manage Access

SETTINGS

Login Settings - update and change your
password, name, security question and
answer, the anti-phishing picture and
security label and personalization of the
application colors and more.

Manage Access - use this to tie your
personal data to your company login. One
login for both sets of data. Follow the
instructions on the screen.

(800) 574-4668 erm.ezwebadvantage.com ezwebCliGuide01272017


http://erm.ezwebadvantage.com/Login/defauLtNew.aspx

Start Settings Personnel Data Payroll Reports LHilities/Tools Log out
View/Change Data
Personnel Reports
Earn Statement Register
PERSONNEL DATA )
W-2 Register

View/Change Data

Gives all the employment, PTO, Benefits and HR data available for all of your employees.
Employees are listed on the left had side. Tabs across the top provide access to more screens
with additional information.

Choose Employee: Arth , Michael A
Active
Arth . Michael A Basic Information Job Status Department Setup Personal Information Paid Leave Emergency Contact Direct Deposit Benefits
Cashion, Adam L

Company: Land Surveying, Inc.
First Namee: [l | G

Last Name: il

Add 1:
Terminated ress i = | |
Ard, Ryan H FEIEERR  Club Dr Apt 1503 [ |

g | |
§ 76126 ]
L 1
worcEmat E—

* Unsent change(s) Submit Changes

Click on a tab to view the following (any item in italics can be modified):

Basic Information: first and last name, address, city, state, zip, home phone, work phone,
work e-mail.

Job Status: occupational description, status, employment type (regular, seasonal, etc.),
full/part time, EEO category, client hire date, company hire date, anniversary date, review
date, pay rate, pay type (hourly, exempt, etc.), pay period and standard hours.

Department Setup: department 1, department 2, etc.
Personal Information: birthdate, gender, race, veteran status, alien expiration.

Paid Leave: view only for each type of leave, YTD accrual, taken, available and carried
forward.

Emergency Contact: contact name, relationship, phone number.
Direct Deposit: view only information for each account set up for employee.

Benefits: view only information for each benefit an employee has; includes benefit name,
dependent coverage, dependent count and benefit effective date.
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Personnel Reports

Benefits. A listing of the benefits that employees are currently enrolled in, or have
historically been enrolled in.

Employee Anniversary Report: This report shows the anniversary date, as well as the length
of time that has passed since the hire date for the employees.

Employee Hires: This report shows name, hire date and status.

Employee Information Sheet: This report shows full basic information and job status for the
employees.

Employee Paid Leave: This report shows all of the paid leave information by leave code.
Employee Review Dates: This report shows review dates and length of service.
Personnel Information: This report contains general employee information.

Status Change Log: This reports contains all changes made in the system.
Terminations: This report is a listing of all employee terminations.

Wage Change History: This report is a historical listing of wage changes for all available
employees.

Earn Statement Register

A listing of earning statements for all available employees. Can filter by employee or date.
Displays name, check date, check number, gross wages, deductions, taxes and net pay. Click
on PDF icon to view earnings statement.

Earn Statement Register

Employees « From: 05/19/2015 05/20/2015| x |3
Name = Date CheckMumber Gross Deductions Tax
Search emplovees.. Arth  , Michael A 05/20/2015 8500 $1,587.08 $5.00 $326.76 $0.00 -
W-2 Register

A listing of all available W-2's for all available employees. Click on the year to view the W-2.
Within the pop-up, use the viewer tools to save, print and zoom.
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Start Settings Personnel Data Payroll Reports Utilities/Tools Log out

P Il Regizte
PAYROLL REPORTS ayroll Registers

Invoice Register
Payroll Registers

This is a brief listing of the reports available in the system. For further detail about them,
see the REPORTS main section in this guide. Reports includes the some or all of the
following reports:

401K: Provides a listing of 401K contributions.
Deduction: Provides a listing of deductions for all available employees.

Deduction Credit Back: Provides a listing of deductions that are credited back to the
client.

Earnings: Provides earnings for all available employees.

Employee Cost Report: Employee Cost Report with values allocated per the Invoice
Format.

In-House/Payroll Journal: Provides earnings, deductions and taxes broken down by
payroll code with amounts for all available employees.

Overtime: Provides a list of overtime hours and amounts for employees based on check
date.

Quarterly Deductions: Provides deductions by employee, by code, by quarter for all
available data years.

Quarterly Earnings: Provides earnings by employee, by code, by quarter and includes
month-to-date and year-to-date amounts.

Quarterly Taxes: Provides taxes withheld and tax basis by code, by quarter. Includes
year-to-date amount and includes all data years.

Time Worksheet Notes: A report of all the notes associated with a selected Pay Period
Worksheet.

Time Worksheet Report: This report displays all the values entered in to the on-line
payroll entry interface.

Invoice Register

A listing of ERM invoices with date, amount, invoice number and batch number.
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Start Settings Personnel Data Payroll Reporis Utilities/Tools

/ fime Entey :

UTILITIES/TOOLS

Time Entry

The place to enter employees’ hours and
wages. See the TIME ENTRY WORKSHEET
main section in this guide for further detail.

Start Settings Personnel Data Payroll Reports UHilities/Tools Log out I

LoG OuTt

Click to log out of ezZWEB. Best practice is to log
out of the system before closing your browser
window.
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TIME ENTRY WORKSHEET

1. From the Start menu select Utilities/Tools > Time Entry > Entry Worksheet

Start Settings Personnel Data Payroll Reports Utilities/Tools

Time EI'ItI')" 3 Entry Worksheet

Time Entry Worksheet: Select Pay Cycle
2. Click on the pay cycle to
process (if you have more Select Pay Cycle: Available Period End Dates:

Cyele End Date | = ||May-2D15 | = |

than one).
\ Z5-JPH Land Surveying, Inc. Sun|Mon| Tue fved] Thr | Fri | Sat
Bi-weekly 5/3172015

3

3. Verify the pay period end —
date. The calendar /H 17
will default to the ///’/

] 31
most recent pay
period end date. All period
end dates will be bolded.
See note below.

4. Click CONTINUE Worksheet to load: 5/31/2015 Bi-weekly

NOTE: Only change the calendar when the date is not accurate for the pay period you're
submitting hours for, you're reporting hours for a future pay period, or you're reporting hours
for a past pay period.

Overview of Entry Worksheet

Time Entry Worksheet: 5/18/2015 to 5/31/2015

Entry Views : Standard Enry | Grid Extry
Worksheet Functions -|\Worksheet Mote |Au|u Group Entry |"u"|ew Period Total| Clear Worksheet| Submit Payroll
Import Options -

At the top is the Entry Worksheet header. It displays the pay period you previously
selected.

Entry Views: Select between Standard Entry (employee by employee) and Grid Entry
(spreadsheet style).
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Worksheet Functions - Worksheet Note |Auto Group Entry | View Period Total| Clear Worksheet| Submit Payroll|

Worksheet Functions. These are usable for both Standard and Grid Entry.

Worksheet Note — this is to communicate big picture items in regard to this payroll (staff
and/or company items).

Auto Group Entry — use this to enter common earnings, deductions, reimbursements,
etc. for a specific group. For example, use this feature to pay all exempt employees
holiday pay, or all sales staff a commission.

View Period Total — a view of all employees’ hours and wages by paycode to be
submitted, includes total hours and amounts.

Clear Worksheet - this will remove ALL entries on the time worksheet. This is a great
feature to use during training. You can enter time, add entries, practice with the
defaults and Auto Group Entry, and then clear the worksheet. Your password will be
required.

Submit Payroll — use when you are ready to submit your payroll.

Standard Entry

BEvailsble Departments ID Enployee Name Home-Dep Type Status Hours Amount

| (211 Departments) VIDD"M Erthaud, Michasl B [unassigned) Hourly RErtive 0.00 000 W

Add Entry

Check Sequence:
Entry Type:
Code:
Hours Rate
[ £3.000
Line Entrv Note:

Recorded entries for Michael A Arthaud | Employee Info. || Employee Note |

This employee has no active entries for the pay period of 5/18/2015 to 5/3122015.

Add

1. Select your employee.
Using the drop down arrow in the selection bar, select your employee. You can filter
your employee list by department, using the Available Departments drop down bar.

2. Select Add Entry features.

Using drop down arrows for selection bars, enter the following:

Check Sequence: Is this the first (single) check or second check for this employee for the
current pay period?

Entry Type: Is this entry type an earning or a deduction? Other options may be listed, for
example No Pay and Last Check.

Code: Select a pay code that is appropriate with either the earning or deduction type
selected previously. You may not have access to all entry types and codes. See your
supervisor if you need additional access.
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Department and Account: Select the department and account for this entry. If you do
not see department or account options, your company does not track earnings by
department or account. Continue to the next step. NOTE: The department entry box
defaults to the employee’s home department. Modify the selection only if this entry
should be tied to an alternate department. If you need to modify, add or delete
departments or accounts contact your supervisor before proceeding.

3. Enter hours, amounts, or pieces with rates.
Depending on the entry type, enter the appropriate numbers for hours, dollars, pieces
and rates. When entering piecework, the rate may default based on the piecework pay
code selected. If not, add the rate. The system will calculate any totals.

4. Enter a Line Item note.
Use this for individual line-item time entry notifications. Le. a rate increase for the next
pay period or a bonus check needs to reflect a specific net (take home) pay.

5. Click ADD.
6. Repeat to add additional earnings for the same employee or choose a new employee.

Additional notes:

o After each entry, click the Add button. This will save each entry and will display it on the
screen. At any time after the transaction has been added, you can log out. When you
are ready, log back in to make any changes, add more entries and/or to complete the
time worksheet.

e Employee Info: click on this button to display the employee’s status, hire date, current
pay rate, wage history and paid leave balances.

e Employee Note: use this to add a note specific for the employee. Le. changes to
deductions, contributions or even change in employment status. Don’t forget to send in
appropriate forms for each.

e Use the navigation keys PREV and NEXT to navigate between employees in addition to
the employee drop down selection bar.
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Grid Entry

The Grid Entry allows the entering of hours, amounts, etc. for all employees in an easy to
navigate spreadsheet view.

Employee « * Status Pay Type

Sort Ascending

Sort Descending
Use the filter selection bars to filter Hover over a column header Coumns P EmployesNo
the employee grid. Click APPLY. to reveal a drop down SSH ()
arrow. Click on the arrow to ESHlbaD
. Emph
reveal the column selection Lm‘::":
tool. Click on a label to hide FrstName g
Employee Pay Type: or d|Sp|ay A Sequence
Home Department: . T
Employee Status:

Pay Type

Employee . ~ Stalus Pay Type Department Job Rate Type Rate Amt REGULAR O.T.HRS. VAC. HRS.

& Arthaud, Michael A Active Hourly -{unassigned) -{unassigned) $23.00
< Cashion, Adam L Active Hourly -{unassigned) -{unassigned) $23.00
& Chadd, Jewel C Active Salary -{unassigned) -{unassigned) $3,269.23
£ Furleng, Andrew J Active Hourly -(unassigned) ~{unassigned)

“"  Hansen, Robert A Active Salary -(unassigned) ~{unassigned) ¢

< Hoebelheinrich, Jon P Active Salary ~{unassigned) ~{unassigned) $3,653.85
< Jaynes, Glenda K Active Hourly -{unassigned) ~{unassigned) §17.25
< Loarca Martinez, Pedro R Active Hourly ~{unassigned) ~{unassigned) 521.00
< Martinez, Roland M Active Hourly -{unassigned) -{unassigned) $25.00
< McLaughlin, Brian 5 Active Hourly ~{unassigned) ~{unassigned) 514.00
& Newman, Brian N Active Hourly -{unassigned) ~{unassigned) $23.00

e Use the eraser to clear a line.

e Use the plus sign to add a line.

e Choose a different department/job/rate.

e Enter hours and amounts under the appropriate columns.
Entries are saved as they are entered.
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Auto Group Entry

Add hours and amounts for all or some employees with just a couple of clicks of the mouse.

Auto Group Entry
_J Accept Entries
Group Criteria Add Entry
Status: 211 v | Check Sequence: Single Check v |
Department: |211 hd Entry Type: Earnings V|
sy (Full/Part Time:| 211 v | Code: 01-BEGULEER |
Pay Type: 11 v |Hours Rate

Entry Note:

| Add Entry |

e Choose from drop down selection bars to enter auto entries by status, department,
F/P time, pay type, check sequence, pay type, and pay code. Click ADD ENTRY.

e Add a note, edit or delete any entry.

e Click ACCEPT ENTRIES

Entry Type Code Status Full/Part Pay Type Amcunt Edit/Remove
Check

Earnings 01-BEGULREE E11 E1l Salary 80 hr=@*/hr

* denctes defaunlt rates

e Validate the entries
o Click SUBMIT ENTRIES

Auto Group Entry

Group By:
® Entry ) Employee
Please wvalidate these entries before submiting.

i | s

[Entry Type, Code StatusID [Full/Part I[‘ayType | Amount
[Earmings, 01 - 01-REGULARJAIL AT Salary 80 hrs(@default’hr*

2E00025153-Chadd, Jewel C

3
:
:
Z
g

3500025154-Hansen, Bobert &

3500025152 -Hoebelheinrich, Jon P

RIIRI|RI| &I &

* denotes default rates

Please wvalidate these entries before submiting.

‘Submit Entries

After submitting, entries will appear on the time entry worksheet.
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Submit payroll

1. Verify the worksheet. At any time you can select the VIEW PERIOD TOTAL button to
open a second window that displays current entries. You can sort the view to assist with
your review by clicking on the column title. To simplify the report, select MHide Details.
NOTE: Pay special attention to the totals and grand totals while verifying payroll.

2. When you are ready to submit payroll for processing, click SUBMIT PAYROLL. The system
will automatically review all employees. If you get a window showing all active employees
that are missing data, you will need to give a reason why the employee was either left blank
or will not be getting paid this pay period. Select a reason for each and click CONTINUE/

3. Enter your password and click CONFIRM to finalize the payroll.

4. The next screen is a receipt for the time worksheet entries. You can print a copy of the
receipt or log the receipt number for future reference. Since data is securely housed and
can be accessed at any time, a printed report is only optional.

5. Click FINISH.

NOTE: you can submit changes until your branch has imported and processed. To correct
entries, re-enter your Time Entry Worksheet. A green check mark will be displayed next to
all entries that have been submitted. To make a change, select the un-submit button, enter
your password and make the necessary corrections. Click SUBMIT PAYROLL again when you
are ready. If however, the timesheet is grayed out, the entries have been imported and
processed. You will need to contact your branch for any revisions. The system will notify
your branch that the file is ready for import.
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REPORTS

You can access your reports through the menu bar at the top of the page.

Start Settings Personnel Data Payroll Reports Utilities /Tools Resources Log out

There are many reports all ready to go. Below is an example of one of the many reports ezZWEB
has available. The report can be filtered and grouped as well as customized to the format that
best works for you.

You may filter by
Pyl Register - Ernings any or all of the

information
Grouping will oy I £ Cro One Beowees EEEETNET o EEEEEE ST available at the
allow you to see Eer K = E top of the report
btotals Of the : Mfmyee DeTrms::'-tgummm DBCT E!Earr:‘:'::el uo-irm I:In:kll lez.r r Earn Code DetailSeq Amount Hours H i
su - I E and click ‘Create
information you BAILEY. DANEL 5 I TR TR — susw ww || Report'.
BAILEY, DANIEL § $18.20 | SEATTLE 5/6/2010 0000373 Reg Hours 001 $1,820.00 100.00
chose to group by. BAILEY. DANIEL S SiER0ISEATIIE. [0 0000575 | Seek Bptions o0 T —
BAILEY, DANIEL S $18.20 | SEATTLE 6/4/2010 0000394 Reg Hours 001 $3,154.66 17333
otal $18.20 $10,761.26 530.33
SHOP, LARRY .
Bisnon, LARRY 4 30000 POTLAND [ 7720100000555 | Severance Py oz o — Customize your
otal $4,300.00 $9,900.00 170.00 .
Export your 1 ACK: GaRnou e smase manss | | report by adding or
report in the - T S oo - removing fields and
format that best oo e et filters as well as
suits your needs. o ok oo, other formatting
options.
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HELP

To assist in navigating through ezZWEB, a Help window is provided on each page to answer
frequently asked questions and give you some best practices of using the site.

Stat  Settings  PersonnelData  Payroll Reports Utiities/Tools  Log out

Login Settings:
Email Address: youmame@yourcompany com
Password: (" chance... |

Security Question: Mother's Bithplace? hs
Security Answer; Ptanet Earth
Ant-Phishing Securty
Security Picture:

"

Page Help ]

>

Login Settings

‘This page alkows you edit your personal login settings

R R

176 of 218
Security Label: HOG35RNGAT
Lo
Memu Style: Riverside  ~
Maxium Clients Selected: 50
Max Records: 1000
Report Timeout: 180
(in seconds)

Department Filter: change
Account Filter: change

(800) 574-4668

Login Credentials:
» Emai Address - ihis is the address you use o log into
e site, as well as ihe address used to contact you

For security reasons, It is very Important that this
A007ess is nly accessivle by you

o Password - Your password is used 1o access your
ACLount You may be 2sked 10 Confim your password
when you perform certain high-security tasks
throughout the system. To change your password, click
the "change" bution.

Security QiA: This sefting refiects the question you will be
asked If you atlempt to recover your password, of when
‘ateessing your account from a diferent computer of device:
‘The ansmer i nol case sensitve

Anti-Phishing Security; The image and label combinzfion
refiected in these setings should be visioie from the
Ppassword entry screen whenever you log into the system. If
You do ot see this image and label paired logether when
Yol access your account, you may be logging into a
Traudulent sie designed to acquire your credentials

Settings:
o Menu Style - this seting fets you change the look and
feel of the system If you prefer a style other than the

default, you may thoose from any of the:other pre-
+anfiairad ehia eabnne

ContaetSuppart.

falens2) o B Documenss(1) o 8% ChentsQof10) o @ Hep

erm.ezwebadvantage.com

ezWEB will soon become an invaluable tool to you and your company!

Click on the
Help button to
learn more
about each

page.

ezwebCliGuide01272017
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