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Dear Fax Customer:

It is our goal to produce perfect payrolls for you, our client.  In an effort to accomplish this goal, communication is essential. We have created the following instructions to help you properly use the fax input worksheet.  Following these instructions will help our companies have a long and successful relationship.

1. Use blue or black ink.  Other colors and pencil do not fax well.

2. Write clearly.  Make sure sevens do not look like ones, etc.

3. Indicate how many pages were sent so we can be sure we receive them all.

4. An authorized payroll contact must sign their name to input worksheet and change forms.
5. Column headings.  Please check your worksheet for column headings that match your most commonly used earnings and deductions.  If you see a column heading that you will never use, please tell your CSR and have her remove it.  On the other hand, if a common earning or deduction at your company is not listed as a column heading, please contact your CSR and have her add it.

6. Salary.  Salary is always the first column on your worksheet.  This column is to be used exclusively for employees who receive salary pay instead of an hourly wage.  You will notice a “Y” and a “N” in the salary column next to any employee receiving a salary.  If you wish to pay that employee the set salary amount, circle the “Y”.  If you don’t wish to pay the employee at all, circle the “N”.  If you wish to pay a different amount other that the set salary, circle “N” and write the correct amount to the right of the “N”.  The reason you must circle “N” is so that we will know that this is NOT an additional amount to be added to the normal salary.

When you indicate salary amounts or deductions, try to keep in mind that if you are a bi-weekly or semi-monthly payroll you will need to double the weekly amounts to indicate the per pay period amount.  (ex: an insurance deduction of $25.00 weekly would be $50.00 per pay period.)

7. Regular earnings.  This column is for all hourly employees to be paid at their normal hourly rate.  For employees who have an hourly rate in our system, simply enter the total hours worked for straight time pay.  For example: 40 hours.  For employees who are not paid an hourly rate, enter the dollar amount you wish them to be paid using a dollar sign.  For example: $335.00.
8. Overtime.  This column is for all hours that are to be paid at the time and a half rate unless you have made other arrangements for this column (ie double time).  Simply put in this column any total hours that must be paid at the overtime rate.

9. Custom columns. These columns are set up for your convenience for other types of pay at your business.  For example:  Tips, Commissions, Vacation, Sick Pay, Employee Loans, Holiday Pay, Bonus.  If you have special needs for additional column headings, please contact your CSR and make them aware of your unique situation.

10. Special instructions.  Each payroll always brings up the possibility of unusual or special instructions for one employee for that week.  For example:  A change in the rate of pay, a special bonus situation, one time deductions, or a change of address.  If it is a permanent change of ANY type please use the enclosed master copy of the Employee Change Sheet and New Employee Information Sheet.  You should make copies of these sheets for future use.  The only way we can guarantee the proper entry of any change or new hire is by using these sheets.  For one time changes or situations please clearly note your instructions to the right of the last used column for that employee.  Please specify that this is a one time ONLY earning or deduction.  If we do not understand your specific instructions, we will call you back to clarify them.

11. TOTAL EACH COLUMN.  All columns including special instruction columns must be totaled in order for us to be able to verify the entry of your payroll for that week.  Without totals we cannot determine when a keystroke error has been made.  If we cannot verify that we made a keystroke entry error and the payroll must be re-run (whether it’s one check or 20) there will be an additional cost to you to fix the error.  If you do enter correct totals, and we make a mistake, we will fix it for FREE. It is not our intention to complicate your life, it is our intention to produce a perfect payroll. We cannot do that without column totals.

11. If you know of any Employee Changes or New Hires send them in as soon as you can.  Please do not wait until your scheduled payroll day.  If at all possible send them over on Thursdays or Fridays when we have more time to do that kind of maintenance.

Thank you in advance for following these instructions and helping us to create the perfect payroll every time. Should you have any questions or concerns about these instructions please contact your individual customer service representative (CSR). She will be happy to help you with any problem you may have using the input worksheet.
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