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Getting Started

Logging In

When you go to the appropriate web page to log into your web portal, you should see a screen similar
to the one below:

'y Welcome to your Dynamic HR Self-Service
Information Center

& Please complete the following information to access
your personal HRIS management system.

Login [CJRemember Me Sign on as a new user

Forgot Password?

Enter the User ID and Password that has been provided to you (by your PEO / ASO) into the appropriate
fields.

Forgot Your Password

If you have forgotten your password, click on Forgot Password? on the log in page (under the green
colored Login button - see screen shot above for reference).

After you click “Forgot Password?” you will see a new screen (see example below). On this screen,

enter your employee ID and your email address. Then click the green colored “verify” button.

User ID: Welcome to your Dynamic HR Self-Service

Information Center
2 |

Please complete the following information to access
your personal HRIS management system.

I Sign on as a new user

Email:

=

After you click this “verify” button, you will see a screen like the one below.
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Reset Password - Enter Reset Code

THINKWARE

Success: An email has been sent to the address you provided with further instructions on how to reset
your password. The reset code included in the email will be expire in 30 minutes.

User ID:

To verify your account, please enter your UserlD and
i} the Reset Code that you recieved in your email, or click
below to return to login screen.

Reset Code: Return to Login Screen
- l

Note: The parameters for a valid password are:

1) Cannot match the username

2) Must be between 8-15 characters in length
3) Must contain 1 Uppercase letter

4) Must contain 1 Lowercase letter

5) Must contain 1 Numeric character

On the main log in screen, if you elect to “Sign on as a new user” you will be directed to put in an
Employee ID number (provided by your employer) or an On-Boarding code that will take you to the On-
Boarding process (see sample screen below). Once the On-Boarding process is completed, you will be
provided a User ID and password.

Note: When you enter the Employee ID number do not use dashes (e.g. use 010011000 not 01-001-
1000)

Please select an option below

I am a new employee I am an existing employee

| have an On-Boarding Code. | have an Employee ID number.
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Navigation in DarwiNet

This section of the help documentation notes navigation elements (e.g. drop down boxes, search
capabilities, setting preferences).

Note: Many of these navigation items are similar for system users, client users (for which this
documentation is written), and employee users.

Access Drop Down

The ‘Select Role’ drop down in the upper left can be used to switch between all access levels that are

available to the user.

Welcome

Brownie's Place

- Select Role -

0200210055AL: Howard Andrews

& Dashboard
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Collapse

In order to create more space on screen, the main menu can be collapsed using the triple bar icon E
in the top nav bar. The menu items will revert to icons only.

Employee Quick !

Welcome
Client User Welcome, Client User =-
Spring Ahead Software
INVOICE APPROVAL PTO REQUESTS
None None

Dashboard

E Company

S Payroll

48 Human Resources
M Library

- Benefits

& Reporting

Ll Insight

= Logout
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Search

The Employee Quick Search bar (on the top navigator) can be used in order to quickly locate a specific
individual based on Name, Social Security Number, or Employee ID.

Employee Quick Search by Name/SSN/ID... ‘ecently Visited A jat M -4

Welcome

Client User Welcome, Client User «- QUICK LINKS
Spring Ahead Software News H
INVOICE APPROVAL PTO REQUESTS LAST INVOICE #26 To Do Items

Timesheet Approvals

None None $864.17

Contacts
@ Dashboard

Below is an example of what you see after you type in a last name (Yang in this example).

Yang

I/ Eﬁ\l Christina Yang

\ ! / e .J:_ki_2139| 02-002-00018

Recently Visited

Select the Recently Visited link EmaasamVAIEIEY from the top navigator to access recent pages.

Alerts

Select the Alerts icon E from the top navigator to view items that require the user’s attention.

Notifications

Select the Notifications icon E from the top navigator in order to view items of interest.

Messages

Select the Messages icon E from the top navigator in order to access various system messages.
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Settings

Select Settings lcon m from the top navigator to access Preferences, Help, or Logout.

Preferences

The Preferences page can be used to edit contact information, and to change the Color Theme.
Preferences

Password Click to Change Password

Name 002
Email canipea@thinkwareinc.com
Phone 1
Phone 2
Color Theme Blue M

To change the Color Theme, Select the desired theme from the drop down and click the Save
button.

Help

The help function
application.

2
?  Help brings up the user documentation to provide guidance on the use of this

Logout

The Logout option is accessible from the Settings drop down, and also the bottom of the menu on the
left. This will return the user to the Login screen.

Export to Excel

Several pages have the option to import data into Excel. This can be done using the Export to Excel
button on the page. This will allow you to save the data as an Excel spreadsheet.
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Columns & Filters

On views that have columns, some of the views provide the choice to remove a column from the view
(see screen shot below) by un-checking the box next to the column.

Also, as can be seen from the picture below, you can sort and filter on the columns.

. B . S - 2 1 ~
ELC = Employee Quick Search by Name/SSN/ID... M Favorites i= Recently Visited A fay 8 &
Welcome Company - Information - Contacts
Harry's Side Runni a
Contacts
ELC: 001: Harry's Side Ru  [v]
Q # Add New Contact | <@ View Contact Types
&l Export to Excel
Company 5
a pany Drag a column header and drop it here to group by that column
e Picture Contact Name Contact Type Department
I
Sort Ascending WD
Pi
T s (513) 222-2222
Sort Descending ¥iContact Name
E Columns * | MContact Type 001001 Harr'ys Dept 1 (] (513) 349-1087
Eiller » | MDepartment
= Justin Elam MEmail 001001 Harr'ys Dept 1 & (513) 349-5331
¥
YiPhone v

Drag & Drop

On certain grids, column headers can be added to the header section titled ‘Drag a column header and
drop it here to group by that column’. This can be done with multiple column headers, and will sort the
data appropriately.

Roles

Q | searchRolelD ok Create Role

Export to Excel

- RoleType x

Role Type v RolelD v RoleDescri.. ¥y Enabled v SystemAd.. y CannotEdit v AvailableTo vy Actions

v RoleType: Client

Client ac client role clientrole test 2 True False False 1 &S x

. Client Admin Admin True False False 1 &S x

. Client asdfasd Client Role True False False 1 &S 2

I Client Client Display Client Display True False False 1 f b 4
Only Access Only Access
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Expand

On some pages, you will have an arrow to the left of a row. When you click on the arrow ,
the row expands to provide additional information. See example of an expanded row below.

Welcome PTO

Client User

Spring Ahead Software

Q | search PTO Type/Descript e Show Requests

&l Export to Excel

Drag a cc 'umn he~ < to group by that column

P vescription ~ Accrual Method ~ Accrual Amount

Flat Amount (no accrual)

§ Payrol Employee Name Employee ID Available Amount

Tom Kruid 01-003-0001 24.00 0.00

*Huma” RSoues Tim Cook 01-003-0002 40.00 0.00

o Judy Waterman 01-003-0003 40.00 0.00

MEETIE Howard Taft 01-003-0004 32.00 0.00

Stan Weber 01-003-0005 40.00 0.00

Mable Green 01-003-0006 40.00 0.00

510
Notes / Attachments

Some of the documents have a notes / attachments option. Click on this icon to view or

add a note or attachment

DarwiNet 2.0 - Client Level October 17,2016  copyright 2016 by ThinkWare Inc. Page 11



Dashboard / Client Welcome Page

After you successfully log in, you will be presented with the dashboard screen. This dashboard displays
key summary of information. It is designed to provide you quick access to the most common
information you want. You can customize it to your needs.

Below is an example of a standard dashboard screen (before you customize it for your needs).

e,TH I N KWA RE = Employee Quick Search by Name/SSN/ID... MFavorites £ Recently Visited A 0 = &
Welcome
Midtoun edial Welcome, 001 (client + employee) «- QUICKLINKS
News
NTEST: 001: Midtown Medic[¥] INVOICE APPROVAL PTO REQUESTS LAST INVOICE #35 ToDoltems
Timesheet Approvals
None None $1,814.75
Contacts
Dashboard
B Company
& Fmployees
S Payroll
& Human Resources
& Reporting
sl Insight
= Logout
ContactUs| % (555)555-5555 I8 (555)555-7777 O (555) 555-6666 % Contact@CJS.Com

Copyright © 2016 ThinkWare Inc.

The seven items on the standard screen are invoice approval, paid time off (PTO) requests, your last
invoice, news and announcements, to do items, time sheet approvals, and contacts. These seven items
are not designed to be removed from the dashboard.

Note: Some users may be set up to not have access to the dashboard widgets - in which case they
would have a blank dashboard with none of the seven standard items and no ability to add other
widgets.

Invoice Approval  This lists any invoices you need to approve. If there are none, you will see the word
“None” in this box. If there are one or more invoices to approve, you can click on
the number in the box to have the invoices presented to you. In this next screen
you can decline or approve an invoice.
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PTO Requests Any pending requests for paid time off are listed here. When you click on the
pending requests, you will see a screen similar to the one below. In the actions
column, you can edit the request, approve it, or deny it. Also, if you click on the
arrow next to the name, you will see more details on this request.

i~

Note: When you elect to edit the document by clicking on the pencil icon , you can edit whether it
is a full day or part of a day. For a partial day, put in or edit the start and end times and add any
appropriate comments if necessary. All or some of the data in this form is completed when an
employee submits a PTO request in their DNet application.

Welcome PTO Requests

Harry's Side Running Boards

ELC: 001: Harry's Side Ru Q Advanced Filters i& show Approved/Denied

Export to Excel

Drag a column header and drop it here to group by that column

Employee Name ~ PTOT.. « StartDate End Date ~ | Start... ~ | EndTi.. ~ | Actions

James Winton Vacation 03/30/2016 03/31/2016 S Vv

James Winton Vacation 04/01/2016 04/04/2016 12:00 PM 1:00 PM SR
§ Payroll James Winton PTO3 04/07/2016 04/12/2016 11:00 AM 12:00 PM S v

285 Human

> » 1-3of 3items

ContactUs| % (513)555-6666 ME(513) 555-6666 0 (513) 555-6666 n L m
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Last Invoice

Welcome
Midtown Medical

$ Payroll

Invoices

town Mecw(

the graphic below.

Current Invoice # 35 - 5/10/2016

Wages

Gross
Non-Gross
Net

Total $1,500.00

Benefits

DEN-F
MED-F
VIS-F

Total

Taxes

FICA Med $18.00
FICASS $96.75
FUTA $0.00
SUTA $22.50
wc $22.50
Total $159.75

MULTI COMPOSITE $189.75
OTHER TAXES $0.00
Total $189.75

*** Admin Fee Cost

Invoice Details

#35]5/10/2016 | 51,814.75
Invoice #
Division
Invoice Date
Check Date
Pay Period Begins
Pay Period Ends
Invoice Total
Applied
Checks

Reports

Choose a Report

Invoice Comments

This is your most recent invoice that has been processed. When you click on the
amount / number in the box, the invoice will be presented to you on your screen. A
sample of what you will see when you click on the amount / number in the box is in

35
0001DIVISION
5/10/2016
5/10/2016
5/10/2016
5/10/2016
$1,814.75
$0.00

1

This interim invoice was to catch up

new employee

Note: When you click on the active links (Wages, Benefits, Taxes, Fees, and Checks) in this “last invoice”
page (screen shot above), additional documents and details will appear at the bottom of the page.

Note: In the “Reports” section, you can choose to get a print out a report from a selection of options in

the “Reports” section by selecting an option from the drop down menu there.

for more clarity.

See screen shot below

DarwiNet 2.0 - Client Level

October 17, 2016

copyright 2016 by ThinkWare Inc.

Page 14



Current Invoice # 26 - 4/21/2016

Wages TS Invoice Details
Gross 5697.00 FICA Med §10.11 #26 | 4/21/2016 | 5864.17
Non-Gross $0.00 FICASS 54321 A
Invoice # 26
Net $1,174.89 FUTA $0.00
SUTA $0.00 Division REPAIR
wc $6.88 Invoice Date 4/21/2016
Check Date 4/21/2016
Total Gross Wages $697.00 Total Taxes $60.20 Pay Period Begins 4/21/2016

Pay Period Ends 4/21/2016

Choose a Report
Payroll Detail Register by Employee/Department
Payroll Detail Register by Employee/Position

JANE TEST 2 ADMIN $6.97 Payroll Detail Register by Department/Employee

Payroll Detail Register by Position/Employee
TAXABLE ADMINISTRATIVE $100.00) Standard Invoice

Custom Invoice 1

Custom Invoice 2

Custom Invaice 3

Check Register

Agency Checks

Payroll Check Register by Department

Total Benefits $0.00 Total Fees $106.97] /SO Cash Requirements

Benefit Posting Register

Component Charge Invoice

Deduction Posting Register

Department Posting Register

Local Tax Posting Register

Pay Code Posting Register

Payroll Check Register by Position

Payroll Summary Register by Department/Employee by Invoice
Payroll Summary Register by Employee/Department by Invoice
Payroll Summary Register by Employee/Position by Invoice
Payroll Summary Register by Invoice

Payroll Summary Register by Position/Employee by Invoice
Position Posting Register

PTO Accrual History Summary

State Tax Posting Register

Benefits

Quick Links

News Items Company announcements and company news items

To Do Items When you click on this item, you will see action items for your completion.
Normally, these actions are created as a result of change made to payroll
information.

Timesheet Approvals  When you click on this item, you will see time sheets that are waiting approval.

Contacts This will take you to contacts.
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Customizing Your Dashboard

The drop down menu on the gear icon °- to the right of your name at the top of the Dashboard
(e.g. Welcome, James Winton) shows you the widgets (e.g. graphs, charts) you have available for adding
to your dashboard screen. See an example below of the drop down choices. Click on one of the options
and it will appear in your dashboard. To remove a widget from your dashboard, click on the X in the top
right corner of the dashboard item.

Welcome
Clffs Auto Polishing Welcome, James Winton [ &-|
FLC: 004: Cliff's Auto Po INVOICE APPROVAL PTO REQUES VO
None Noi 54
@ Dashboard Total Wages By Position
Invoice List
B Company Payroll Schedule
Total Hours Trend
& Employees Employee
Total Invoice

S Payroll

Total Invoice Trend

4 Human Resources
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EXECUTIVE OVERVIEW

The first option for adding an additional graph is the Executive Overview. A sample screen shot of an

Executive Overview screen is shown below.

QUICK LINKS

To Do ltems

Welcome
Cuffs Auto Polishing Welcome, James Winton =-
ELC: 004: Cliff's Auto Po INVOICE APPROVAL PTO REQUESTS LAST INVOICE
None None $411.43
Dashboard
He EXECUTIVE srosswaged] |
- OVERVIEW
& Employees
§ Payroll ¢ Last Payroll
4 Human Resources <
s Human ource: $1’505.00

M Library

Month to Date

$0.00

- Benefits

Year to Date

$0.00

ContactUs| % (513)555-5555 @ (513)555-5555 O (513) 555-5555
& email@thinkwareinc.com

#57 News and
Announcements

Contacts

Copyright © 2016 ThinkWare Inc.

This view also has a drop down menu with options for your use. When you click on one of the options

(e.g. Gross Wages), the information in the Executive Overview screen will change based upon your

selection. The options include Gross Wages, Total Taxes, Total Benefits, Regular Hours, OT Hours, New

Hires, Terminations, Net Wages, Total Checks, and PTO Hours. See graphic below to see an example of

the drop down menu in the Executive Overview.
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Welcome

Cliffs Auto Polishing Welcome, James Winton =-

ELC: 004: Cliff's Auto Po INVOICE APPROVAL PTO REQUESTS
None None
@ Dashboard
Company x
B Company EXECUTIVE ~Gross Wages |
. OVERVIEW Total Taxes
& Employees Total Benefits
Regular Hours
OT Hours
$ Payroll Bty New Hires
Terminations
& Human Resources $ 1 ,5( :;;;f;ﬁiiks
PTO Hours

M Library
Month to Date

$0.00

Je- Benefits

& Reporting

Ll Insight Year to Date

= Logout $0.00

Executive Overviews - Views

Each of the views shows figures for the last period (since the last payroll), month to date, and year to
date.

Gross Wages List of amounts for gross wages

Total Benefits Amounts of benefits for the payrolls

Regular Hours Tally of normal hours (e.g. not overtime)

OT Hours Amount of overtime hours

New Hires Number of new hires in the respective periods
Terminations Total of individuals terminated
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Net Wages
Total Checks

PTO Hours

Gross wages in that period less taxes and deductions
Total number of checks

Number of hours of paid time off

Note / Reminder: If a manager does not want this information available to certain (or all employees),

the manager can set up the system to disallow any employee or employees access to the dashboard.

Additional Dashboard Options (graphs and charts to add)

Gross Wages By Dept.
Total Hours By Type

Gross Wages Trend

Total Wages by Position

Invoice List

Payroll Schedule

Total Hours Trend

Employees By Type

Total Invoice

Total Invoice By Division

Total Invoice Trend

This graph provides a breakdown of wages by the departments.
This graph breaks out the total hours by type of pay (e.g. regular, overtime).

This illustration provides insight into the trend of the total wages your
company has paid.

In this diagram, you can see a breakdown of the total wages by the positions
in your organization.

This chart displays the five (5) most recent invoices. Clicking on the invoice
number (# field) will take you to that invoice.

This view shows the schedule you create (in Darwin software) for processing
payrolls. You can click on View Schedule to get more details.

You will see the trend for number of hours worked by the type of worker in
this graph.

This pie chart gives you a data visualization of your employees broken down
by the category (e.g. full time, part time) of their job.

This graph shows you the total amount of your invoices for a chosen period
of time.

This breaks down your invoices by the divisions in your company.

Here you can see trends for the invoices paid

DarwiNet 2.0 - Client Level
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Company

Information

Information
Path: Company > Information > Information

The purpose of the information screen is to contain general information pertinent to your clients
company.

Welcome

Information
Darci Corwin
Spring Ahead Software
Main Contact Paul Samton Address Code MAIN
NTEST: 003: Spring Ahead
Start Date 11/17/2015 Address 1 525 Second Street
Phone 1 (888) 874-1118 Address 2
@ Dashboard
Phone 2 City San Francisco
H Company
Information Fax State cA
Information Website zip 04107

Cancel

Key Items:
Main Contact This field lists the main contact person for this company
Start Date This is the date you began servicing this client.

Website This field is for noting the client’s main web site URL.
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Contacts

Path: Company > Information > Contacts

The contacts screen is used for display and adding of contacts. These contacts can be referenced when
employees have questions about Payroll, Benefits, or HR. Contact Types can be created to specify the
area for which that person would be contacted.

Harry's Side Running Boards

Contacts

ELC: 001 Harry's Side Ru [V]

Q == Add New Contact <@ View Contact Types

@ Dashboard
a) Export to Excel
Compan .
L pany Drag a column header and drop it here to group by that column
ufoppation Picture .+ ContactName -~ Contact Type ~ Department ~ | Email - Phone
formation
Contacts ' Jim Bob DEFAULT & (513) 222-2222
E Jim Smith Sales 001001 Harr'ys Dept 1 & (513) 349-1087
= Justin Elam Benefits 001001 Harr'ys Dept 1 B (513) 349-5331
& Empl u?h
$ Payroll ' Mallory Hastings DEFAULT M (513) 222-2222

%8 Human Resources

Adding a Contact

. +Add Mew Contact . ..
To add a new contact, click on the button. You will see a screen similar to the one
below.

VI T Add New Contact
RobertG
Midtown Medical Contact Type Benefit Vendor v ] Contact Name
Email NotAn Employee [
Employee ID ﬂ Department ﬂ
Picture | Browse...

Cancel
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Contact Type This indicates the contacts area of expertise (if any) — examples are payroll,
benefits, or technical support.

Contact Name Enter this individual’s first and last name in this field

Phone 1 &2 For entering primary and secondary phone numbers for this contact

Email Contact’s email address

Not An Employee You check this box if this contact is a vendor

Employee ID This is the DarwiNet Employee ID of this contact (if they are an employee)
Department Select the department applicable for this person

Picture If an employee picture is put into the system (by the system administrator), their

picture will appear. If not, a standard “avatar” picture will appear

Adding a Contact Type

To create new contact types, first click the button. The Contact Types window will
appear displaying a list of all the current contact types. To add a new contact type, click the

button. The Add New Contact Type window will appear. You can then type in the
contact type name and click the Save button.

ELC

Employee Quick Search by Name/SSN/ID... MFavorites ERecentyVisited A LA & <« [o

Welcome Contact Types

Brownie's Place

ELC:002: Brownie's Place [ Q &8 retumtocontacts | < Add New contact Type

4] Export to Excel

@D rd Contact Type v

401k
H Company

DEFAULT
Information

Payroll

Robert Gepfert

$ Payroll

& Human Resources

M Library

Window for Add new contact type

ELC Employee Quick Search by Name/SSN/ID... Mravorites ERecentlyVisited A O &2 &

Welcome Add new contact type

Brownie's Place

ELC: 002: Brownie's Place [v]

‘Contact Type

Cancel
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Calendar

Path: Company > Information > Calendar

The calendar view (example below) is a company calendar. It is viewable by Day, Week, and Month.
Using the check box options at the top of the page you can decide which items you would like to display
in the calendar.

Note: The calendar entries are created in the Setup section (see next section for more details — in Setup
> Calendar).

Eﬂ]]mmm = Employee Quick Search by Name/SSN/ID... ERecentlyVisited A L[ = of
Welcome
i Company Calendar ) Birthdays ¥ Payroll Schedules [ Next Review Dates [ PTO [ Holidays
Client User
Midtown Medical
May, 2016 | Day Month
NTEST: 001: Midtown Med\zﬂ Sunday Monday Tuesday Wednesday Thursday Friday Saturday
B Company 01 02 03 04 05 06 o7
Information
08 09 10 11 12 13 14
Calendar
Setup
15 16 17 18 19 20 21
22 23 24 25 26 27 28

Setup
HR

Path: Company > Setup > HR

There are 3 key areas in this section for which you set up elements for your company: Training, Reviews,
and PTO (Paid Time Off). In order to properly utilize the Training and Reviews functions in DarwiNet you
first set up Types, Ratings, Status and Actions on these pages.

Training

Below is the screen you see in the Training section.
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@ Dashboard

H company

Training Type

Safety Training

Training Rating

Worthwhile

& Employees

== Add New Training Types

Description

OSHA regulated safety training

== Add New Training Rating

Description

good use of my time

== Add New Training Status

$ Payroll
Training Status Description
48 Human Resources ¢ Finished completed
A« Benefits
Training Type The Training Type and Description of the programs is listed in the first section.

To add a new Training Type, click on the + Add New Training Types button.
After you do, you will see a screen similar to the screen below.

Add New Training Type

Training Type

l

J

Description

l

)

Enter the Training Type and Description and click the Add button to add a new training type.

Note: The Description field in these forms can take up to 30 characters. This 30 character parameter is a

function of the field in Darwin software.

Training Rating The Training Rating and the associated Description is listed in the second

section. To add a new Training Rating, click on the + Add New Rating Types

button. After you do, you will see a screen similar to the screen below.

Add New Training Rating

Training Rating

)

Description

)

Enter the Training Rating and Description and click the Add button to add a new training rating.
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Training Status The Training Status and Description is listed in the third section. To add a new
Training Status, click on the + Add New Training Status button. After you do,
you will see a screen similar to the screen below.

Add New Training Status

Training Status

I l

Description

Enter the Training Status and Description and click the Add button to add a new training rating.
Reviews

Below is the screen you see in the Review section.

ELC: 002: Brownie's Place ﬂ Training Reviews PTO

H company Review Type Description
i ; Annual Review annual review
Setup
Review Rating Description
Excellent Top rating
& Employees
Review Action Description
Review Type The Review Type and Description of the programs is listed in the first section.

To add a New Review Type, click on the + Add New Review Types button. The
screen you will see is similar to the one used for adding training elements
explained in that section of this documentation (above).

Review Rating The Review Rating and Description of the programs is listed in the second
section. To add a New Review Rating, click on the + Add New Review Rating
button. The screen is similar to the one used for adding training elements
explained in that section of this documentation (above).

Review Action The Review Action and Description of the programs is listed in the third section.
To add a New Review Action, click on the + Add New Review Action button. The
screen is similar to the one used for adding training elements explained in that
section of this documentation (above).
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Paid Time Off (PTO)

Below is the screen you see in the PTO section.
The purpose of this page is to display all the PTO plans that are currently available to this client.

Note: The PTO Plan information in the PTO screen must be setup in Darwin and imported in
DarwiNet. PTO plans cannot be added or edited in DarwiNet.

" - A A
ELC = Employee Quick Search by Name/SSN/ID... MFavorites = Recently Visited A L B8 «%
Welcome
Setup HR
Brownie's Place
ELG:00% Srownic:e Flace ﬂ
@ Dashboard
&) Export to Excel
B company
Drag a column header and drop it here to group by that column
PTO Plan -~ Description
Vacation Vacation
Sick sick
PTO4 Length of Service
PTOS5 Hours Worked
PTO6 Amount Per Pay - LOS v

When you click on the arrow button next to one of the PTO plans (e.g. vacation) the screen will expand
and look similar to the screen below.

ELC: 002 Brownie's Place [V Training Reviews

@ Dashboard Q

&) Export to Excel

B company
Drag a column header and drop it here to group by that column

PTO Plan - Description
Vacation Vacation A
Accrue false Allow Carry Over true
Accrual Method Flat Amount (no accrual) Max Carry Over 40
Accrual Amount false Anniversary Method Year-End
Accrual Hours Per Year 40 MaxAccrual YTD 0
& Employees
Sick sick
$ Payroll
PTO4 Length of Service
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Users

Path: Company > Setup > Users

In this menu, you may have the ability to view, add and modify user information. What you can add or
modify depends on the type of access you were granted by the system administrator. Below is a sample
of the first screen in this section.

ELC

Employee Quick Search by Name/SSN/ID... WFavorites =RecentlyVisited A L &

Welcome Company - Setup Users

Brownie's Place

ELC: 002: Brownie's Place [M]

Users

a

Drag a column header and drop it here to group by that column

& Dashboard

UserID ~ Name . Email v v . Enabled .~ Actions
B company

001 Admin kevin@thinkwareinc.com 0 ¥i| " X
& Empl

actest ACTest1 7 &S x
% Payroll cbob Client User canipea@thinkwareinc.com | S X

Bob

48 Human Res

eebob employee acanipe@anjdesign.net ¥ &S X
4 Benefits < user bob
& Reporting < JaneB Jane jebiowa@hotmail.com | &‘ x

. Buryanek
User ID The User ID can be any combination of characters with a maximum length of 20. It

can be the same as your employee number / ID in Darwin and DarwiNet. It cannot be
your social security number.

Name This field can be the user’s name or any other designation you wish to use.

Email User’s email address

Login Count Number of times this user has logged in

Last Login Date and time of user’s last login

Enabled Notes that this user is able (enabled) to get into the application (or unable to get in —

the box would not have a check in it if the user access is not enabled)

Actions: Edit Click on this pencil icon to edit a user.

Actions: Delete  Clicking on the X will delete this user.

Creating a New User Login

To create a new, user click on the icon in the upper right corner of the screen. If you have
not been granted Add access this icon will not appear on the screen.
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welcome

System Administrator

@ Dashboard

I Users

@ Timesheet Approval
= Change Requests

& Security

@ OnBoarding
& Setup
M Library

& Report Writer

User ID
Password
Name

Email
Phone 1 & 2
Enabled

Access Level:

Role ID:

Create User

User ID l ] Password

Name l ] Email

Phone 1 Phone 2
Enabled [ ]

Access Level

System Level O System Role ID ArdenEE ﬂ
Enabled
Or
Employee Level [ ] Default Employee Basic EE v
Enabled RoleID
Client Level Enabled [ ] Default Client Role ID ac-role v

v

The User ID can be any combination of characters with a maximum length of 20
Passwords must be a minimum of 8 characters and a maximum of 15

Enter the individuals first and last name here

Add the user’s email address

Provides 2 to allow an alternative number (e.g. cell phone as an alternative number)
If not checked, the user will not have access to the system

Determines if user will have access to Client Level, Employee Level, or both. Check
the enabled box next to level to which you want to give the user access.

These are the access roles available to you that can be assigned to the user. The roles
determine the level of access the user will have and are defined by your DarwiNet
System Administrator.

Note: In using DNet, you will need to create new users. The users set up in DarwiNet and the

users set up Darwin do not transfer to DNet
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Time Sheets

Path: Company > Setup > Time Sheets

New in DarwiNet 2.0 is the ability to create and edit RDE time sheet profiles. RDE profiles are added by
the System Administrator and assigned to the client. A Client User cannot create a RDE Profile. Once
they are assigned, RDE profiles can be edited in this screen. You also have the ability to add new time
sheets from this menu.

Note: In this menu, you can also create Translation Codes for time sheet imports from third party time
clock vendors.

Tt Client Time Sheet Setup
Harry's Side Running Boards
a
Drag a column header and drop it here to group by that column
@D ard
Profile ID v Profile Name v Profile Type y PayPeriod v | Actions
B Company 001Jane Jane's Profile Regular Weekly &S x
JOB1 Job Costing By Jobs Job Cost By Job &S %
Setup
JOBEE Job Costing By EE Job Cost By EE &S x
HR
. Reg Regular Timesheet Regular Weekly & x

Time Sheets Regular Regular Weekly &S x

Tim

1-50f5items
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Editing an RDE Time Sheet profile

“
To edit an RDE Time Sheet Profile click on the @ icon in the Actions column to the right of the Profile
ID. The screen below will then appear.

NI eI Client Time Sheet Profile Edit ~
RobertG
Dantex Construction Profile Name 002002 ]
Profile Type Regular ﬂ Selection Type by Client ﬂ
H Company
Pay Period Biweekly v Time Sheet Sort Name v
Setup Rows Per EE 1
Controls
Allow Add EE  [/]
Max Day Hours 0 Default Hours 0
Max Rate 0 Default Days 0
Max EE Gross Amount Default Weeks o (V]
~
Allow Modified Rate ¥ Allow Modified Rate
Permanent
Mask SSN ] Add Codes Qutside of
Profile
Pay Period Start Pay Period End
Auto Increment O Include All
Dates Employees
Approvals
Approval Type None v
Approval User(s)
~

Code Selection

Pay Codes

Available Pay Codes Selected Pay Codes

BIPTO1-PTO Biweekly HRBIW - Hourly Biweekly
BIPTO2-PTO SALBIW - Salary Biweekly
BONUS - Bonus SLBPTO - Salary Biweekly PTO
BUSEX - Business Expense SLBIW - Salary Biweekly
BWHPER - Personal Hourly Biweekly
BWSPER - Personal Salary BW

COMM - Commission

HOBI - Holiday Biweekly

HOLHWK - Hourly Weekly Holiday

HOURWK - Hours

HRBERB - Bereavement

HRBPTO - Hourly Biweekly PTO

HRDBL - Double Time

HRHOL - Holiday

HRJURY - Jury Duty

HRKWQT - Hourly Weekly OT

HRMON - Hourly Monthly

HRMPTO - Hourly Monthly PTO

HROT - Overtime v
HRPTO1 - PTQ

1Ny

D 4

Cancel v
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Settings:

Profile Name
Profile Type

Selection Type

Pay Period
Time Sheet Sort

Rows per EE

Controls:

Allow Add EE

Max Day Hours

Default Hours
Max Rate

Default Days

Max EE Gross Amt

Default Weeks
Allowed Modified
Rate

Allowed Modified
Rate Permanent

Mark SSN
Add Codes
Outside of Profile

Include All
Employees

This is the name the system administrator gave to the profile when it was created.
You have the ability to edit this name.

Select the appropriate type: regular payroll, Job Costing — by job, or Job Costing —
by employee

This setting determines how employees will be selected for the time sheet. For
example “by Client” would select all employees that are active for the client. The
“by Department” selection will allow you to restrict employees to certain

departments. After you select the Type then click the button to select
who will appear in the time sheet.

Select the appropriate time frame for this type of payroll
This selection determines how the employees are sorted in the time sheet.

Select the default number of rows in the time sheet for each employee. For instance
if you know you will need to add a row to each employee to account for a different
pay rate in the same pay code.

Checking this box allows employees to be added to the time sheet after it is created.

This setting will set a maximum number of hours that can be entered for each
employee. Leaving the setting at zero is the default and removes any cap from the
setting.

The default number of regular hours in a work week.

This is the Maximum rate that can be assigned to a pay code.

This is the default number of day in a work week.

The Maximum gross pay that an employee can earn in a pay period.

This is the number of weeks in the time sheet by default.
If this box is checked pay rates can be modified on the time sheet.

If checked this will allow the user to permanently change the rate on a pay code
for an employee on the timesheet, not just for the current timesheet.

This setting obscures the SSN with asterisks.
If checked allows the addition of pay codes after the time sheet is created.

If the box for this field is checked, this time sheet profile will pull all employees for
the timesheet regardless of the pay code assignment if not filtered by pay code
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Approvals:

A new feature in Dnet 2.0 is time sheet work flow approvals. This will allow for approval by multiple
users before the time sheet can be released to the PEO for processing.

Approval Type There are 3 approval types

None: When this type is selected the timesheet will be released directly to the PEO for
processing.

Sequential: This is used to require the time sheet be approved by 2 or more users in a sequential
order before it can be released to the PEO.

Parallel: Two or more users must approve the time sheet, but the approval can be in any order
and the time sheet is released when the last user to approve completes the process. All
users have to approve the request.

Approval Users Select the users that will be approvers of the timesheet and at which level of
approval process you wish them to approve the time sheet. See example below:

Mask 55N L] Add Codes Qutside of
Profile
Pay Period Start 3/29/2016 Pay Period End
Auto Increment Include All
Dates Employees
Approvals
Approval Type Sequential Approval ﬂ
Approval User(s) Level 1 Approval User Level 2 Approval User
Level 2 Approval User Level 4 Approval User

Code Selection

Pay Codes
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Code Selection:

This function allows you to select the Pay Codes, Benefit Codes, and Deduction Codes that will be
available on the time sheet.

Code Selection:

Pay Codes From the Available Pay Codes (box on left — see sample below) elect which

Selected Pay Codes will be available by clicking the =< arrow to move an
available pay code to the selected pay codes available. You can move all of them

by choosing the 2 arrow.

Benefits Codes Use the same methodology as explained in the Pay Codes paragraph above to
select Benefits Codes that will be available.

Deduction Codes Use the same methodology as explained in the Pay Codes paragraph above to
select Benefits Codes that will be available.

Cancel Click the cancel button should you not wish to save your changes
Save Click the save button to save your changes

Reminder: You can add or remove one at a time, a group (using Ctlr and Shift to select several), or all at

one time using the 2 or the € buttons.

Creating Import Codes

The purpose of the Import Codes function (click on the button on the top navigator) is to
translate pay codes and department codes from third party time clock imports. If pay codes in the third
party import don’t match the codes in DarwiNet, translations can be setup to tell DarwiNet how to apply
these codes.

Welcome Client Time Sheet Setup

Brownie's Place
Q Import Codes. = Add New Time Sheet

Drag a column header and drop it here to group by that column

ELC: 002: Brownie's Place [v/]

Profile 1D v ProfileName v Profile Type v PayPeriod v Actions

Reg Regular Timesheet Regular Weekly &S %

H company
Reg2 Regular Regular Weekly &S %
nformation

1-2of2items

Setup
HR
Jsers

Time Sheets

Time Clock

To setup a translation click the button in the Client Time Sheet Setup screen. The Pay Code
Translations screen will appear (see example below).
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Welcome

PayCode Translations
RobertG

NTEST: 001: Midtown Mcclwﬂ

Drag a column header and drop it here to group by that column

Code in DarwinNet v  Client Import Code ¥ Actions T
@ Dashboard 001SLS 10 2 x
OTHRWK OVTIME &S x
HOURWK REGULAR , x
HRWPTO VACATION S x

1-4of4items

M Library

- Benefits

You will then click the button to begin the process and the Import Translation pop up
window will appear (see below).

Note: You will see the DNet Code field after you select a Code Type

Import Translation

Import Code [ HRREG l

Code Type Pay Code ﬂ
DNet Code HOURLY (Hourly Weekly) ﬂ

Close

Import Code  In this box you will type the code as it will appear in the time clock import file that is
exported from the time clock system.

Code Type In this dropdown you will select the type of code that is being imported.
Dnet Code Select the code in your RDE time sheet profile that this code will be matched to.

Note: For additional information on importing time sheets see Payroll > Payroll > Time Entry > Add New
Timesheet

Time Clock

Path: Company > Setup > Time Clock
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In this Menu, you will have the ability to configure your Time Clock settings that will determine how
time clock works for your employees.

Note: There is also setup that needs to be completed to make Time Clock active for each employee.
You will need to enable AllewEETimeClock [/], See details in the Company > Setup > User section of this
documentation.

EEe Time Punch Setup - Client: 002 ~
Brownie's Place
Time Zone Eastern Time v Enabled
ELC: 002: Brownie's Plac
StartDate | 2/22/2016 Overtime Paid By Weekly ™
Max Reg Hours 40 Holiday Paid By Overtime ™
@ Dashboard
Early Punches Paid Early Unpaid Period 0
B company
formation Late Punches Paid Late Unpaid Period o
e Grace Period o Rounding 0
Round Method Mathematical ﬂ Lunch Required Il
Minimum Lunch Time 30 Payable Breaks 0 ﬂ
Break Time 0 Allow Reset Punches
Allow Change Department Do Not Punch Selection
Locked By 0 Use IP Security
Use Daylight Time 4 Use Touch Clock
Contact Entry Type NoTime Entry ™
4- Benefits Default Daily Rows 0 ™ Allow Change Position
v
Time Zone Defines the time zone where the client resides. For employee time punches, the

punched time is obtained from the National Clock located in Kansas City, Missouri
(Central Time Zone).

Enabled This designates if the online time clock function is available for the associated
client. If marked, time clock information and functions are available for the client
and employee levels.

Start Date A required field that indicates the date on which the client will begin using the
online time clock.

OverTime Paid By Use to indicate the manner in which DarwiNet should calculate overtime, if at all.
Choose No Overtime Pay for all hours to calculate at the regular, hourly rate.
Choose Daily for overtime to calculate once an employee works in one day more
than the designated hours. Choose Weekly for overtime to calculate once an
employee works in one week more than the designated hours.

Max Reg Hours This is the maximum number of regular hours in a pay period.

Holiday Paid By Indicate the manner in which holiday hours are to be treated on the timesheet.
Choose Regular to have holiday hours assigned to a regular type pay code and
paid at straight time rate. Choose Overtime to have holiday hours assigned to an
overtime type pay code and paid at the overtime rate. Choose Double Time to
have holiday hours assigned to a double time type pay code and paid at double
time rate.
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Early Punches Paid

Early Unpaid Period

Late Punches Paid

Late Unpaid Period

Grace Period

Rounding

This function is designed to help control employee overtime. This setting
determines, based on the start time defined by the work schedule, if early
punches are recognized. If marked, punches prior to the work schedule start time
will be allowed and calculated hours worked will begin based on the actual time
punched. If unmarked, punches prior to the standard start time can be made, but
paid time is calculated based on the client’s start time - defined by the work
schedule as opposed to the actual time punched.

This feature is designed to cut down on extra hours accumulated by employees
clocking in a few minutes early each day. This entry is expressed in minutes and
will reset an employee’s punch time to the start time listed in the Client Work
Schedule if the employee clocks in within the early unpaid time period. For
example, consider an employee that has a regular start time of 8 am and they
clock in at 7:50 am. If the Early Unpaid period is set to 15 minutes, the employee’s
punch will be set to 8am. However, if the employee clocks in at 7:44 am or earlier
the punch will remain for that time.

Designed to help control employee overtime, this setting determines, based on
the end time defined by the work schedule, if late punches are recognized. If
marked, punches after the standard end time will be allowed and calculated hours
worked will be based on the actual time punched. If unmarked, punches after the
standard end time are not paid and calculated hours worked will be based on the
end time defined by the work schedule as opposed to the actual time punched.

This feature is designed to cut down on extra hours accumulated by employees
clocking out a few minutes late each day. This entry is expressed in minutes and
will reset an employee’s punch time to the end time listed in the Client Work
Schedule if the employee clocks out within the late unpaid time period. For
example, use an employee who has a regular end time of 5pm and they clock out
at 5:10pm. If the Late Unpaid period is set to 15 minutes, the employee’s punch
will be set to 5pm. However, if the employee clocks out at 5:16pm or later, the
punch will remain for that time.

Expressed in minutes, this setting defines a grace period for employee punches.
The grace period identified here will provide a window of time after the standard
start time and before the standard end time when employee punches will be
rounded to the standard time. For example, if the grace period is set to 5 minutes
and the client work day is defined as 9:00 a.m. to 5:00 p.m., employee punches
between 9:00:01 a.m. and 9:04:59 a.m. will be rounded to 9:00:00 a.m. Similarly,
end of day punches between 4:55:01 and 4:59:59 will be rounded to 5:00:00 p.m.
You may choose a five minute increment ranging from None (no rounding) to 55
minutes. The recommended setting is 5 minutes.

Expressed in minutes, this setting defines how an employee’s punched time will
be rounded when calculating worked time. Select No Rounding if you want the
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worked time to be paid to the nearest second. Making a numeric selection means
that the employee’s punched time will be calculated to the selected value. If a
Grace Period is indicated the system still rounds from the actual employee punch.
For example, a punch at 9:09 AM with the Grace Period set to 10 minutes, and a
rounding system of 5 minutes, will round to 9:00 AM. Indicating a rounding value
of 15 minutes means that the employee’s actual punched time will be rounded to
the nearest quarter-hour. You may choose from: No Rounding, as well as minutes
of 1, 5, 10, 15, 30, 45, or 60. The recommended setting is 5 minutes.

Round Method There are two methods of rounding from which to choose. One is based on
Mathematical rounding, the other method (called EE ‘Friendly’) will round to
maximize the employee’s time. Please note that, if there is a designated Grace
Period, rounding will not apply to any punches that fall within the designated
grace period.

e When Mathematical is selected, rounding will be based on standard mathematical rounding. For
a specified rounding of 5 minutes a time punch of 8:15:01 to 8:17:29 would roll back to 8:15:00
and a time punch of 8:17:30 to 8:19:59 would round to 8:20:00.

e When EE ‘Friendly’ is selected, all rounding will be to the benefit of the employee’s maximum
work hours.

Lunch Required This checkbox helps determine the daily number of punches expected for each
employee. If marked, DarwiNet will anticipate a minimum of four employee
punches per day (In for Day, Out to Lunch, Return from Lunch, Out for Day). If
unmarked, then only the “In For Work” and “Out For Day” punches will be
expected; only these punch types can be calculated as missed when the system
determines if punches for a day are complete.

Minimum Lunch Time This setting defines the minimum amount of lunch time that will be used when
calculating an employee’s hours worked - based on their actual punches. If an
employee’s lunch time exceeds the minimum duration, the actual punched time
will be used. If the lunch time is less than the minimum duration the minimum
time will be used when pay is calculated (the employee will be able to punch
Return from Lunch prior to the set minimum time). For example, if the
minimum is set to 45 minutes and the employee punches out at noon and back
in at 12:40:00, the return time will be recorded as 12:45:00. However, if the
employee punches out at noon and back in at 1:00:00, the return time will be
recorded as 1:00:00. The available choices are No Minimum, or minute
increments of 15, 30, 45, or 60.

Payable Breaks If Number of Payable Breaks is set above 0 is marked, this feature allows the
employer to limit the amount of time an employee is paid for a particular break.
The employee will be able to punch IN FOR WORK at any time, but will not be
paid for time beyond this setting. Choose up to 20 minutes, and this excludes
the lunch break time, which is controlled under Minimum Lunch Time. Also, if
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Break Time

Allow Reset Punches

Allow Change Dept.

Locked By

Use IP Security

Use Daylight Time

Use Touch Clock

Contact

Entry Type

an employee does not take the allotted number of paid breaks but exceeds the
lunch time limit, then the “unused” paid break time will reduce the excessive
lunch time.

This is the number of minutes that will be paid for a break.

If marked, a button will display in the employee’s clock window that will allow
them to reset their most recent punch. If unmarked, the reset button will not
display and this action is unavailable.

When checked, this setting will allow employees to punch out of one
department and punch in to another. This allows for tracking time and pay
when an employee works in different departments throughout a day. The time
entries each department will show on separate lines in the time sheet so that
pay rate can be adjusted if necessary.

This setting determines the number of minutes the employee will be locked out
from punching again after their initial punch.

This setting provides a safety mechanism by prohibiting employees from
initiating punches from any random computer/internet location. If marked, an
IP Address range must be entered by the client administrator and employee
punches will only be accepted if made from a computer with an IP Address in
the specified range. An employee level override allows for combinations of
general client IP security and employee IP security. You may enter multiple IP
address ranges.

Select this checkbox option if the client is located in an area that recognizes
daylight savings. This option is necessary to ensure the displayed time for
employee time punches is accurate.

The TouchClock System is a standalone kiosk monitor than can be used to
record punches. An employee uses the TouchClock to enter their secure ID.
Once done, they can view their existing punches as well as punch in or out for
work, breaks (if permitted), or lunch, and can select the corresponding
department, if applicable. The TouchClock provides a convenient method for
recording punches, without requiring an employee to use their computer. In
order for the TouchClock System to be used, this checkbox must be marked.
The touch clock application must be purchased separately.

This field contains the contact email for notifications regarding time clock. For
instance if no other users are assigned to notifications for time change requests,
the requests would default to the email address(es) listed here

This determines if the employee will be entering time by punching in and out of
the clock or entering their time manually each day. This will usually be set to
time punch for most users.
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Default Daily Rows This is the default number of rows each day for each employee if Entry Type is
set to Daily Time Entry.

Allow Change Position When checked, this setting will allow employees to punch out of one position
and punch in to another. This allows for tracking time and pay when an
employee works in different positions throughout a day. The time entries for
each position will show on separate lines in the time sheet so that pay rate can
be adjusted if necessary.

Expenses

Path: Company > Setup > Expenses

The purpose of this menu is setting up Expense types and vendors to be used in the Expense Request
area under the Payroll menu. Expense types and vendors can be viewed, edited or added from this
menu - depending on the client user’s access.

You can toggle between viewing Expense Types and Expense Vendors by clicking the buttons at the top
of the page. New types can be added by click the Add new button on the appropriate page.

Welcome Robert Fields

Setup Business Expense Types
Midtown Medical P p yp

Expense Types Expense Vendors

& rd Q

H company

Drag a column header and drop it here to group by that column

nformation Expense Type v Description vy Inactive b 4

3 Client Care- Lodging Lodging [m] &S %
Client Care- travel Travel a &S X
Mileage Mileage u] P

1-3of 3items

When you click on the Add New Expense Type or the Add New Expense Vendor button, you will see a
screen that allows you to add a new expense or vendor and describe it. Then save it. It will then appear
in your list of expenses (or list of vendor expenses).

You can also edit either of these by clicking on the pencil icon. When in edit mode, you will notice you
can make it inactive. When it is inactive, it will still appear on your list. It will no longer be an option for
an employee to choose.

You can delete the item by clicking on the red X on the right of the item.

Note: If you delete a expense type or vendor, past expense forms and reports associated with that
expense type or form will remain in the system.
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JOB COSTING

Path: Company/Setup/Job Costing

For clients that are set up for job costing, users can enter jobs directly into DNet. These jobs, once
assigned to employees, can be used in job cost timesheets.

B Company

Setup

$ Payroll

k-" Human Resources

Employee Quick Search by Name/SSN/ID.... ERecentlyVisited A L = o [

Welcome Job Cost
Jane Buryanek

Bobs Builders Q | searchTaskName = Add Job Cost
NTEST: 005: Bobs Builders ﬂ Drag a column header and drop it here to group by that column

JobCost.. y LongDe.. y Estimat. v Estimat.. v Estimat... v [Inactive v Complete y | Actions
Federal Bank  Bankentry 5/16/2016 5/31/2016 0 0.00 0 0 i %
] vard p
rebuild
H Company Hospital PCH 0 0.00 0 0 1 0 X
Hyatt Rebuild  Hyatt Atrium 6/30/2016 0 0.00 ¥ ¥ i %
o Rebuild
Mall Southwest 0 0.00 A = i %
Mall
Renovation
School School 0 0.00 || m i %
Renovation Renovation
Smithville City of 8/4/2016 0 0.00 7] 7] 1 0 X
Job Costing Smithville

YAy YAyl

Key Items:

&

Will show job details or allow new job detail to be added to job.

Allows editing of job cost
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p Deletes job cost

. . dd Job Cos . . .
To add a new job cost, click on button and you will see the first section of the screen
(example below).

Job Cost Creation

Job Costing Name Long Description
Employee Of [ | Project Manager
Company
Administrator ID Phone
Email Estimated Start Date
Estimated Estimated Hours

Completion Date

Cost Inactive

Complete [ | Export Data

This first section of job cost allows for additional information for client for job cost.

Job Costing Name What the user will call the job
Long Description Description of job can be entered.
Employee of Company Check this box if Project Manager is employee of Company. Button appears

. Employee Of Add Manager
to allow selection of manager.  company

be available to select a manager.

A List of employees will

Project Manager: Name will populate if selected from employee of company. If not, manager
can be entered.

Administrator ID: ID of the manager can be entered here
Phone: Phone number for manager

Email: Email for manager

Estimated Start Date: Start of job

Estimated End Date: End of job

Estimated Hours: Hours for job

Cost: Cost of job

Inactive: Inactivate job

Complete: If job is complete, user can check.

DarwiNet 2.0 - Client Level October 17,2016  copyright 2016 by ThinkWare Inc. Page 41



Export Data: This is a field that mirrors the same field in Darwin software

Below is the second section of the Add New Job Cost Screen. This section includes the specifics for the
job.

Use Job Level2 [ | Job Level 2
Use Job Levels [ | Job Level 3
Use Job Levela [ | Job Level 4
Use Job Levels [ | Job Level 5
Use Job Levele [ | Job Level 6
Department 005ADM (Administration) ﬂ Workers ﬂ
Compensation
Default Hourly Code HOURWK (Hourly Weekly) ﬂ Default OT Code HOLHWK (Hourly Weekly Holiday) ﬂ
Default Salary Code SALMON (Salary Monthly) ﬂ Default Salary OT MSLPER (Salary Monthly Personal) ﬂ
Code
State Code ﬂ Local Tax ﬂ
Use job level # This is a tier for the job. For each tier, the checkbox should be used.
Job level This is what the level will be called. Examples are tasks, phases, etc.
Department Select the department this job will be used by
Workers Compensation Select the WC code this job will use
Default Hourly Code What hourly code will be the pay code for this job
Default OT Code What default overtime code will be the pay code for this job
Default Salary Code What salary code will be the pay code for this job
Default Salary OT Code What default salary overtime code will be pay code for this job.
State Code What is the state code for the job
Local Tax If any local taxes, what is the local tax for the job

Click save after you have entered your information in this form.

Job details
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After clicking on the detail button (on the main screen) 1 the grid will show various job details for
the job. On this screen, users can assign to employees, manage employees, and edit/delete. See
additional explanations below of these four functions.

Employee Quick Search by Name/SSN/ID... ERecentlyVisited A O = o [

s Job Cost Details: Federal Bank
Jane Buryanek

it 2w Q Returnto JobCost | = Add Job Detail
NTEST: 005: Bobs Builders [v|

Drag a column header and drop it here to group by that column

JoblL.. ¥ JoblL.. y JoblL. y JoblL. y JoblL. +y JBSID v Esti. v Esti.. v Esti.. vy Cost v Actio.. y
Entryhall  Rebuild 5/16/2016  5/31/2016 0 0.00 = s
Wall #S n

B Company 1-1of1items

& Emp

$ Payroll

v
0%
[ ] Assign - Employees can be assigned. If the job is the employee’s default job, mark the
default job checkbox.
Assign Job to Employee
Select Employees
Bass, Ernest (010050002)
Fife, Barney (010050003}
Glass, Tony (010050007)
Larson, Pat (1AD05002)
Default Job[]
Close
6 Manage employees - Employees that are assigned to the job can be edited. After you click on

the Managed Assigned Employees & icon, you will see the screen below. Specifics for the
employee can be edited here. Click on the edit button # on this screen to edit the
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information for the employee.

example below).

Welcome

Jane Buryanek
Bobs Builders Q

NTEST: 005: Bobs Builders [v]

Em... v Em..

010050003 Fife,
Barney

Welcome
RobertG
Dantex Constructi
antex consiruction Job Costing Name
Inactive
Job Level 2
Job Level 4
Job Level 6

Default Hourly
Code

Default OT Code

Default Salary Code

Default Salary OT
Code

Default WC Code

State Code

Estimated Start
Date

Estimated Hours

You will see the Edit Employee Job Assignment form (see

Employee Quick Search by Name/SSN/ID...

Employee Job Assignments - Federal Bank

Drag a column header and drop it here to group by that column

vy UBSID y Def. y Dep.

7] 005ADM

Edit Employee Job Assignment

MyTestJob

010020007

a

asdfsadf

asdfasdf

fasdfsadfas

HRBIW (Hourly Biweekly)

HOURWK (Hours)

SLBIW (Salary Biweekly)

SALMON (Salary Monthly)

AK (Alaska)

v Stat.

K|

K & ®

K|

y Lloc.. y Esti. y Esti. y Esti. y Cost

5/16/2016

Default

Employee Name

Complete

Job Level 3

Job Level 5

JBSID

Regular Rate

OT Rate

Default Salary Rate

Default Salary OT
Rate

Department

Local Tax

Estimated
Completion Date

Cost

A 0 B2 « [

= Recently Visited

Return to Job Cost Detail

¥ Acti.. ¥y

5/31/2016 0 0.00 &S x

1-1loflitems

O

Jackson, Millie

O

asdfasdfasd

asdfasdfsad

0.00

0.00

0.00

002001 (Office)

CASDI (California $DI)

0.00

cancel Y

Other icons on the Job Cost Details screen (path: Company > Setup > Job Costing > i )
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&
‘4 Edit the job details

X Delete the job details.

Add job detail

-
On the Job Cost Details screen (path: Company > Setup > Job Costing > * ), click on the
button to add new details. You will see the form below.

Create Job Cost Detail

Job Costing Name Federal Bank Job Level 2
Job Level 3 Job Level 4
Job Level 5 Job Level 6
Description 2 Description 3
Description 4 Description 5
Description 6 Estimated Start Date
Estimated . Estimated Hours
Completion
Cost Project Manager
Phone1 Email
Department 005ADM (Administration) v Workers v
Comnensation
Default Hourly Code HOURWK (Hourly Weekly) ﬂ Default OT Code HOLHWEK (Hourly Weekly Holiday) ﬂ
Default Salary Code SALMON (Salary Monthly) v Default Salary OT MSLPER (Salary Monthly Personal) v
Code
State Code ﬂ Local Tax ﬂ
Regular Rate OT Rate
Default Salary Rate Default Salary OT

Rate

c2 ncel

Enter specific details for the level of the job on this form. Any specifics entered in this job cost details
form will pertain only to the job cost to which the details are associated.

Tools
News
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Path: Company > Tools > News

The News menu gives you the opportunity to add announcements that can appear on the Client and
Employee Users dashboard under Quick Links > News (see screen shot below) when they log into

DarwiNet.
News items can be distributed to all Client Users, all Employee Users, or both.

You can also select individual Employee Users to whom to distribute the announcement if you wish.

QUICK LINKS

To Do ltems
Timesheet Approvals

Contacts

In the News menu (path: Company > Tools > News), you will see a listing of previously added news items
(if there are any). Any news item can be edited by clicking ¢ in the actions column. Attachments can
be added to a document by clicking on the © icon. You can delete a news item by clicking the % (if

available - based on your access).

Welcome

Brownie's Place

News

Export to Excel

Drag a column header and drop it here to group by that column

Active Subject v | Display From Date v | Display To Date

8 Company

. True Annual Conference 3/3/2016 12/31/2016 S I{IN
True Summer Pool Party 3/3/2016 8/31/2016 S IR
True You Bet Your ... Party 3/3/2016 5/31/2016 S I{IN

1-30f3items

Adding a News Item

. L Add News . .
To add a news item start by clicking on the button and you will see a screen for adding

news items (example below).
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Welcome

Brownie's Place

ELC: 002: Brownie's Place [v]

@ Dashboard

B company

& Employees

$ Payroll

48 Human Resources
M Library

- Benefits

& Reporting

Subject

Display

Enabled

Client News
Employee News
All Employees

Selected Employees

News Item

Customize

Create News Item

Subject

Display From

Enabled

Client News

Employee News

* O 0 ®

All Employees

Selected Employee

News ltem Format v B I

[}
[
]
]
(]

I
m

]
§

I

“
3

Add your subject. This will appear in bold on the news feed.

Enter the beginning and end dates of when the news item will be displayed.
If not selected, your news item will not be viewable

If checked, this will publish this news item to all Client Users.

If checked, this will publish this news item to Employee Users.

If this radio button is selected all Employee Users will receive the news item.

Selecting this radio button will allow you to select specific Employee Users to
receive the news item.

In this area you will enter the body of the message. The text can be formatted
using the tool bar at the top of the box.

Path: Company > Tools > Customize

The Customize menu allows you to customize certain aspects of DarwiNet.
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ELC

Employee Quick Search by Name/SSN/ID... M Favorites i= Recently Visited A Q B «

Welcome Company - Tools Customize

Brownie's Place

Customize
EID 54321 Mask SSN
Image URL Weasel2.jpg Default Color Blue :]
Theme
Footer Display Settings
Footer Phone 1 513) 555-5555 Footer Phone 2
Footer Fax 513) 555-5555 Footer Twitter URL http://www.twitter.com
Footer Linkedin http://www.linkedin.com Footer Facebook http://www.facebook.com
Customize URL URL

Employees < Cancel Save

EID This field contains the Employer ID for the client, if applicable. This is the federal
employer identification number.

Mask SSN If checked, this will cause all SSN’s in DarwiNet to be masked using asterisks.

Default Color This setting allows you to change the display color of the top and side bars in Theme
DarwiNet. The Client and Employee level will both be affected by this change.

Large Logo This field allows you to add a logo to DarwiNet that will display in upper left corner of
the screen. The large logo is the image that will display when the menu bar is in
expanded mode. To add an image, click on the Browse button and navigate to the
location of the image on your computer or network. Click on the image file and click the
open button. This will load the image into DarwiNet. You will need to log out and back
in to see the image populate the screen.

Small Logo This is the logo that will display when the menu bar is collapsed. It is recommended that
you load the same image as the large logo, but this can be any image you choose. The
ideal size for this image is 250x250 pixels.

Footer Display This is the information that displays at the bottom of every page in DawiNet. These
settings

Settings are only available at the client level if it allowed by the System Administrator. If you
require access to these settings please contact your PEO. These settings are straight
forward. Note that when you enter a URL for Twitter, LinkedIn, or Facebook the logo for
each will appear in the lower left of the screen in the footer box.
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Employees

List
Path: Company > Employees > List

As the name implies, List is a listing of all of a client’s employees that are currently in DarwiNet. Editing
of all employee information can be done from this area.

Welcome

Employee List

Midtown Medical

Q

&) Export to Excel

Drag a column header and drop it here to group by that column

Picture | First Name ~  LastName Employee ID ~  Department

& Employees @ Todd Franklin 01-001-0001 = 0015LS
List
0 Ted Williams 01-001-0002 M 001SLS
i

e Brett Thomas 01-001-0003 (2] 001SLS

$ Payroll
Louie Armstrong 01-001-0004 =& 0015LS

4% Human Resources

@ Brook Smith 01-001-0005 [~ 0015LS
M Library

A8

Quick View

You can quickly view employee information without leaving the employee list. To do this, click on the

arrow to the left of the employee name. A drop down box will appear listing the employee’s
information. You can browse through their information using the tabs at the top in this view (e.g.
Details, Pay Codes, Benefits). Employee information cannot be edited from this view.

Export to Excel

Drag a column header and drop it here to group by that celumn

Picture ~  First Name ~ Last Name ~ Employee D ~  Email ~ Department
@ Todd Franklin 01-001-0001 & 0015LS
Details PayCodes Benefits Deductions Direct Deposit Paychecks
SSN  o0e-xx-2478 Start Date 12/1/2015 Phone 1
Middle OrigDOH 11/1/2015 Phone 2
Address1 1024 Birch Ave Birth Date 3/18/1978 Cell
Address 2 Gender N/A Emaill [
City Atlanta Ethnicity Caucasian Email2 [
State GA Zip 28741 Status Full Time Regular

Q Ted Williams 01-001-0002 ] 001SLS
i
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Editing Employee Record

If you have the appropriate access, an employee record can be edited by clicking on the employee name
in the main screen (path for main screen is: Company > Employees > List). After you click on the name,
you will see the employee’s information (example below). In the employee info window you will see
links to the other areas of the employee record on the column headings - such as: Info, Payroll, HR, and
Checks. Click on the column headings (e.g. Payroll, HR, Checks) for additional menu options.

You can navigate to the next or previous employee without leaving this menu by using the arrow GO
buttons at the top of the screen.

You can attach documents to the employee’s record using the attachment icon

E Employee Quick Search by Name/SSN/ID... Mravorites  =RecentlyVisited A A = o [

Welcome Todd Franklin

Midtown Medical
Todd Franklin | 01-001-0001 | xxx-xx-2478 @ © o,
Department 0015L3| Sales Division 0001DIVISION | division
&

Position SALES | Sales Employment Status Full Time Regular

Info Payroll ~ HR ~ Checks Summary ~ Documents

Employee Info

First Name Todd Email =
Middle Name Street Address 1024 Birch Ave
Last Name Franklin Address 2
SSN 547-10-2478 Address 3
Department 0015LS City Atlanta
Collogame Position  SALES state | G
Birth Date 3/18/1978 Zip 28741

Adding an Attachment

To add an attachment to an employee record, just click on the attachment icon on the Employee
Info edit screen (see above screen shot). The Notes/Attachments window will appear. Here you can
view or edit previously attached items or you can add new items. To add a new attachment, click on the
Add New Note/ Attachment button.  [iEeG——m——

Notes/Attachments

Add New Mote/Attachment

The pop up form below will then appear.
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Motes/Attachments

Motes

Note Subject Quarterty Review
Note Text Review Date 1/15/2016
Document to Upload | Browse... :
Document Name
Document Type ﬂ

Visible by Employee [

Clos=

Note Subject This is the subject of the attachment that will display when viewing it in the
attachment list

Note Text You can enter notes here that may relate to the document.

Document to Upload  If you have a document to attach click the browse button and navigate to the
document on your computer or network.

Document Name This is the screen name of the document that will be displayed when viewing
the attachment listing. You can give the document any name you like.

Document Type This is a type you can set for the document that can be helpful in categorizing or
filtering. Some default types are Form and Onboarding, but you can create your
own document types.

Visible by Employee If checked, The document will be visible to the employee in DarwiNet.
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Snapshot
Snapshot

Path: Company > Employees > Snapshot

Snapshot is a quick listing of employee information that includes employee demographics, paychecks,
taxes, pay codes, deduction codes, benefits codes, and graphs of hours and wages. These Employee
Quick Graphs can be viewed by Year to Date or by the current month.

To change to a between employee snapshots you can click on the employee listing on the right side of
the screen.

Welcome

Employee Snapshot
RobertG

Spring Ahead Software

Employee Demographics

NTEST: 003: Spring Ahead Name Tom Kruid Address 2 .
Employee ID 010030001 City San Fransico Tim Cook
SSN 659-87-1023 State CA 010030002
Address 1 1574 Ocean View Lane Zip 97841
Department 003CAS Date of Hire 11/1/2015 Mable Green
Position RECEPT Status Full Time Regular
Birth Date 12/16/1979 Inactive False WLOIENTIE
& Employees
List
Employee Paychecks
Snapshot Tom Kruid
Search: ' 010030001
View* Date Number Gross Tax/Ded Benefits Net
$ Payroll - p
06/02/16 405 $1,473.39 $175.96 $62.50 $1,183.32 Howard Taft
‘;" Human Resources 05/17/16 39% $1,47339 §175.95 $62.50 $1,183.33 ' 010030004
mL 05/02/16 393 $1,473.39 $175.96 $62.50 $1,183.32
04/21/16 503 $1,411.00 $186.11 $0.00 $1,174.89
- Benefits Judy Waterman
04/18/16 471 $1,524.39 $211.51 $0.00 $1,312.88 010030003
& Rep
Previous 1 Next
st |
Suan wewe
Employee Taxes Employee Pay Codes ' 010030005

Search: Search:

Tax *  Status Exemptions  YTD Code *  Description Rate ¥YTD
CA Head of 2 594.58 HRSEMI Hourly 517.00 521,443.46
Household Semimont
hty
Federal Married 2 $1,081.42
OTHRSM Qvertime $25.50 $331.50
FICAMED N/A 0 $305.52 Hourly
Semi
FICASS N/A 0 $1,306.37
REIM Reimburse 50.00 $0.00
Previous 1 Next ment
SMHPTO SemiMont 517.00 5544.00
hly Hourly
PTO
Previous 1 Next
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Employee Deduction Codes Employee Benefit Codes

Search: Search:

code *  Method Amount YTD Code *  Method Amount YTD
$0.00 50.00
BCBSE1 Fixed $113.50 $1,248.50 BCBSE1 Percent of $50.00 $550.00
Amount Deduction
DDE1 Fixed $6.56 $6.71 DDE1 Percent of §12.50 $137.50
Amount Deduction
UNIFOR Fixed $50.00 $50.00 Previous | " ‘ Next
Amount
Previous ‘ 1 ‘ Next
Employee Quick Graphs
YTD v
Reqular Hours OT Hours TO Hours
B Regular Hours m OT Hours m PTO Hours
$1,200 1 ]
570 I
§1,000 51
560
5800 - 1
550
3600 51 540
530
5400 30
§20
5200 30
“ %10
L N A B e e e S S 30 $D“
E_D‘—‘—bnEED’IQ"C,‘TJU E.D‘—‘—}EED’IQ."G:'U E.D‘—‘—}EE@Q."G:‘U
o o L= o o
EF22835335828 5832833533323 §F2283533323
W Gross Wages
7,000
56,000 -
55,000
54,000
52,000
52,000
51,000 ”
50 - : : - - : : : . . .
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On-Boarding

Separate documentation is available for On-Boarding

ThinkHired

ThinkHired is an enhanced employee onboarding process integrated with DarwiNet. Candidates can
apply for a position through the DarwiNet website to use the functionality provided through ThinkHired.
Once the candidate is hired then the candidate information can be uploaded and used during the
employee On-Boarding process.

Note: ThinkHired functionality can be enabled by a System level user at the Client Customization page.
The path is: Client Maintenance -> Clients -> Customization # (under On-Boarding Options).

When you are enabling ThinkHired (when logged in as a system user — see note and path
above) you will have these two options:

Use ThinkHired: Enables ThinkHired for the selected Client ID.

ThinkHired All Jobs:  Allows user to see all employees that have been brought over from ThinkHired
for a Client. Instead of only Employees associated to a specific DarwiNet user.

Monitor

Once an applicant has been marked as ‘Hired’ using the ThinkHired application, they will be transferred
to the ThinkHired Monitor within DarwiNet. From here, the Employee can be moved to On-Boarding.

Welcome Q Refresh Applicant List

Admin

Midtown Medical Drag a column header and drop it here to group by that column

== v Firs.. vy las.. vy Email ¥y Add.. y Add.. y City v State v Zip v Pho.. ¥y
ELC: 001: Midtown Medical ﬂ
Felton Fraire = PaloAlto  CA 94301 (288)320- On- & %
4456 Boarding
Ready
Liv Anderson = 540 PaloAlto  CA 94301 (650)553- On- + %
University 9238 Boarding
Ave Ready
01001506  Myron Boehman = Palo Alto CA 94301 (888)320- On- Af b 4
9 4456 Boarding
Ready
01001507  Charlie Vanpatten = PaloAlto CA 94301 (888)320- On- + %
- & 0 4456 Boarding
ThinkHired Ready

Monitor nA1NNIENE  Dan Ruircninchs - Eart rn PnEIE (E12V RRE. Nine - -

‘f: Click on the blue rocket icon in the Actions column. DarwiNet will take the demographic
information about the Employee that was gathered by ThinkHired and prepopulate it into the 'Sign
On/Personal Information’ tasks of whichever OnBoarding Profile the client assigns to the Employee for
use during their OnBoarding Process.

Refresh Applicant List
Note: If Employee is not displaying, use the Refresh Applicant List button which will
refresh the grid to re-display possible incoming data.
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Depending on the selection used when enabling ThinkHired at the system level, the ThinkHired
Employees Monitor will either show only applicants that have been hired by this specific client user or it
will show all applicants hired by any user for the client to which they are assigned.

The default view of this screen is to only show employees who are marked 'On-Boarding Ready'. This
means that DarwiNet received the initial Hire request from ThinkHired, and was able to pull back further
applicant data from ThinkHired.

Status Options:

On-Boarding Ready: Applicant information has been retrieved from ThinkHired and the applicant is
ready to be on-boarded.

On-Boarding: This means that an On-boarding Ready applicant has been assigned to an
OnBoarding process.

On-Boarded: This means the employee has been fully on-boarded.

Declined: There was an error that occurred while attempting to get the Applicant Data
from ThinkHired, or the employee is a duplicated record.

Note: With some versions of Microsoft’s Internet Explorer browser (called IE by many), a transfer may
not come through directly. It is recommended that you disable compatibility mode, or add this site as a
trusted site and set ‘Access data sources across domains’ option in security settings to either ‘Prompt’ or
‘Enable’.

App Tracking

To utilize ThinkHired applicant tracking, the client user will need to have been enabled at the system
level of DarwiNet.

Once enabled, the client can log in and select ‘ThinkHired’ from the HR and Benefits menu drop down.
This will do a number of things.

1) It will validate if the client is enabled for use with ThinkHired, if not, a message will be shown to
prompt them to contact their PEO/ASO service provider to request access.

2) Once validated, it will attempt to create/update the ThinkHired SSO (Single-Sign-On) credentials for
their userID on the ThinkHired portal.

3) If the SSO Creation/Update is successful, it will attempt to then automatically log the user into
ThinkHired.

4) If the login is successful, ThinkHired will open in a new browser window/tab, and the ‘content’
section of the DarwiNet website will inform them that they need to have pop up blockers disabled.
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Welcome

Admin ThinkHired will open in a new window.

Midtown Medical

ELC: 001: Midtown Medical [v/]

Please make sure all pep-up blockers are disabled.

B Company
& Employees

ThinkHired

App Tracking

5) GetHired.com should open in a new browser window/tab, at which point the client can create
job posts, review applicants and eventually hire selected candidates.
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Payroli

Invoices

Select Payroll > Invoices from the side menu to see the five options. See screen shot below for a visual.

Employee Quick Search by Name/SSN/ID...

ERecentlyVisited A L = o [o

Welcome
Jane Buryanek Welcome, Jane Buryanek - QUICKLINKS
Joe's Hardware Store NE‘WSE
INVOICE APPROVAL PTO REQUESTS LAST INVOICE #20 To Do Items
#16 52,524.89 1 Pending $2,866.25 Contacts
x x
PAYROLL SCHEDULE TOTAL INVOICE Last 12 Mnmrﬂ TOTAL HOURSBYTYPE  Last12 MDntl’ﬂ
Pay Pay $140.000.00 7000
Process Check Period Period
Date Date Begin End §12000.00 e
§ Payroll
. 05/02/16 05/03/16 04/17/16 04/30/16 $100.000.00 5000
Invoices
05/16/16 05/17/16 05/01/16 05/14/16 sana0000 00

05/27/16 05/31/16 05/15/16 05/28/16
06/13/16 06/14/16 05/29/16 06/11/16

06/27/16 06/28/16 06/12/16 06/25/16

VIFW SCHFDUI F

Options:
e Preview
e Current
e List
e Balance

e Total Burden

Preview

000

2000

1000

Select Preview. A client that is set up for invoice preview will have this screen once the invoice is

available. The user can select to decline or approve the invoice by selecting the box in the top right

corner.
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Employee Quick Search by Name/SSN/ID... SRecentlyVisited A LN =M =% [

Lt Invoice Preview

Jane Buryanek

Joe's Hardware Store mm

Gross $2,000.00 FICA Med $29.00 1
Non-Gross $0.00 FICASS $124.00 #16 | 5252429 ]
Net $1,545.06 FUTA $11.00
SUTA $64.50 Invoice # 16
we $5.89 Check Date 5/16/2016
Pay Period Begins 5/1/2016
Total $2,000.00 Total Taxes $234.39 Pay Period Ends 5/15/2016
$ Payroll Invoice Total 52,524.89
Reports
ADMINISTRATIVE $325.00
Choose aReport v
Invoice Comments
Total $0.00 Total Fees $325.00 v

Once an invoice is approved or declined a new window will appear. This is for the client to write
comments to PEO (example screen below). Click submit when done.

Decline Invoice

Comment

This message below will appear if a client doesn’t have an invoice available to decline or approve.

Invoice Preview

No Invoice currently awaiting approval
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Current

Select Current on the navigator. If a current invoice is available, the detail of the most current invoice
will show. To get additional detail on wages, taxes, benefits, or fees, click on the header.

Employee Quick Search by Name/SSN/ID... i=RecentlyVisited A A & o [

Welcome Current Invoice # 12 - 3/1/2016
Jane Buryanek
XYZ Company

Taxes Invoice Details

Gross $2,301.00 FICA Med $33.36 #12|3/1/2016 | $2,654.03 =
FICASS

Non-Gross $0.00 $142.66 R
Invoice # 12
Net $1,563.72 FUTA $13.81
SUTA $57.53 Division SALES
WC $16.53 Invoice Date 3/1/2016
Check Date 3/1/2016
Total Gross Wages $2,301.00 Total Taxes $263.89 Pay Period Begins 2/12/2016
Pay Period Ends 2/25/2016
Invoice Total $2,654.03
Benefits Fees
$ Payroll Applied $0.00
Invoices 401KM $0.00 ADMINISTRATIVE $59.14 n Chedes 6 I
BCBSFM 22.50 |
Ty $ Reports
’ DDE1 $7.50
Choose a Report ﬂ
Invoice Comments
Total Benefits $30.00 Total Fees $59.14
v
This screen shot below is an example of additional detail presented (below the main screen) after
clicking on Wages.
INVOICE LOIMITIENLS
~
Total Benefits $30.00 Total Fees $59.14
1
1
]
I
1
1
i
Employee Name ~ GrossWages ~ Non-Gross Wages ~ | NetWages
Fields, Joe $2,000.00 $0.00 $1,446.67
Hofman, Susie $2,350.00 $0.00 $1,645.04
Bruin, Melody $1,518.00 $0.00 $1,173.01
Smith, Jack $1,296.00 $0.00 $757.04
Johnson, William $2,131.25 $0.00 $1,659.72
Swift, Paul $1,005.00 $0.00 $806.68
» 1-6of 6items
ContactUs| & (555)555-5555 I@(555)555-7777 O (555) 555-6666 & Contact@CJS.Com 'i v m N

The expand button by the employee name will open up to show further detail (see below).
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Employee Name Gross Wages ss Wages ~ | NetWages
Fields Jo€ $2,000.00 $0.00 $1,446.67
ﬁnan, Susie $2,350.00 $0.00 $1,645.04
Pay Pay Type Amount
SLBIW Salary Biweekly $2,350.00
Bruin, Melody $1,518.00 $0.00 $1,173.01
Smith, Jack $1,296.00 $0.00 $757.04
Johnson, William $2,131.25 $0.00 $1,659.72
Swift, Paul $1,005.00 $0.00 $806.68
[l 1-6of 6items
ContactUs| % (555)555-5555 IE(565)565-7777 O (555) 555-6666 & Contact@CJS.Com ﬁ L J
Copyright @ 2016 ThinkWare Inc. N
In addition, on the main screen, employees checks can be vie w by clicking on the Checks link Checks
~
Employee... ~ Check Nu GrossWages ~ Taxes ~ Deductions Benefits Net Wages
el Fields, Joe 000000681 $2,000.00 §284.58 $268.75 $50.00 $1,446.67
Hofman, Susie 000000682 $2,350.00 $461.86 $243.10 $111.90 $1,645.04
Bruin, Melody 000000683 $1,518.00 §322.88 $22.11 $15.18 $1,173.01
Smith, Jack 000000684 $1,296.00 $121.46 $417.50 $22.50 $757.04
Johnson, William 000000685 $2,131.25 $428.53 $43.00 $0.00 $1,658.72
Swift, Paul 000000686 $1,005.00 $192.71 $5.61 $7.50 $806.68
» 1-6of 6items
ContactUs| & (555)555-5555 I@(555)555-7777 O (555) 555-6666 & Contact@CJS.Com n v m N

icon in the Checks view allows you to see the employee pay stub.
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Susie Hofman AVAILABLE PTO
5874 N 120th Ave
Cincinnati, OH 56974 PTO 80.00
] Check # Pay Date Start Date  End Date
705 682 3/1/2016  2/12/2016  2/25/2016
EARNINGS TAXES
Code Rate Hours Amount Year To Code Withheld Year To Date
Date
FEDERAL $231.04 $924.16
SLBIW $0.00 80.00 $2,350.00  $9,400.00
FICA/SS $137.91 $551.65
FICA/MED $32.26 $129.02
OH $60.65 $242.60
* Total 80.00 $2,350.00 $9,400.00 * Total $461.86 $1,847.43
BENEFITS DEDUCTIONS
Code Amount Year To Date Code Amount Year To Date
401K-M $94.00 $376.00 401K $117.50 $470.00
BCBSEE $10.40 $41.60 AFLACP $32.00 $128.00

List

A list of invoices can be selected from side menu / navigator.

= Employee Quick Search by Name/SSN/ID... i= Recently Visited A Jay (=) o [
Welcome Invoice List
Jane Buryanek
XYZ Company
Q | search Invoice Number Advanced Filters

NTEST: 021: XYZ Company [v|

& Export to Excel

Drag a column header and drop it here to group by that column

Invoice - Division ID ~ Date ~ Check Date Employees ~ Checks ~ GrossWages
12 SALES 03/01/2016 03/01/2016 $2,654.03 6 6 $2,301.00 A
11 ’ALW'IN 03/01/2016 03/01/2016 $4,527.30 6 6 $3,868.00
"
$ Payrol ‘ PROD 03/01/2016 03/01/2016 $4,764.18 5 6 $4,131.25
ayrol
_ 9 SALES 02/16/2016 02/16/2016 $2,794.46 5 [ $2,426.25
Invoices
8 ADMIN 02/16/2016 02/16/2016 $4,885.17 5 6 $4,167.75
T PROD 02/16/2016 02/16/2016 $4,358.44 6 6 $3,768.75
13 SALES 02/02/2016 02/02/2016 $2,020.12 5 6 $1,755.00
5 ADMIN 02/02/2016 02/02/2016 $4,938.90 6 6 $4,214.50
4 PROD 02/02/2016 02/02/2016 $4,101.20 6 6 $3,543.75
v
2 SAIFS n/1aRma manma 42 ARG 7 5 A €2 aan 0n

By selecting the invoice number, you can see invoice detail (example below). To get additional detail on
wages, taxes, benefits, or fees, click on the header. Employee’s checks can be view by clicking on the
Checks link Checks

The © icon in the Checks view allows you to see the employee pay stub.
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Employee Quick Search by Name/SSN/ID... ERecentlyVisited A LA & o [o

Welcome Current Invoice # 10 - 3/1/2016
Jane Buryanek e
e faxes Invoice Details
Gross $4,131.25 FICAMed $59.90 #10|3/1/2016 | $4,764.12 v
Non-Gross $0.00 FICASS $256.14 .
Invoice # 10
Net $3,106.39 FUTA $16.13
SUTA $103.28 Division PROD
WC $41.31 Invoice Date 3/1/2016
Check Date 3/1/2016
Total Gross Wages $4,131.25 Total Taxes $476.76 Pay Period Begins 2/12/2016
Pay Period Ends 2/25/2016
Invoice Total $4,764.18
Benefits Fees
$ Payroll Applied $0.00
Invoices 301KM $20.00 ADMINISTRATIVE $106.17 Checks E
BCBSFM 22.50
s Reports
DDFM $7.50
Choose a Report ﬂ
Invoice Comments
Total Benefits $50.00 Total Fees $106.17

In the main List view, you can also use the arrow button to expand the view for more information on

that invoice (see sample below).

Welcome Invoice List
Jane Buryanek
X¥Z Company
al s ) .

NTEST: 021: XYZ Company [v|

Export to Excel

Invoice -
ompa 12 SALES
& Employees 11 ADMIN
10 PROD

S Payroll

Invoices Pay Period Begin:
Pay Period End:
Net Wages:

Sales Tax:

Non Gross:

rolllnvoices/L

These lists can be exported to excel by clicking the Export to Excel button.

Division ID

Employee Quick Search by Name/SSN/ID...

Advanced Filters

~ Date
03/01/2016
03/01/2016

03/01/2016

02/12/2016

02/25/2016

$3,106.39

$0.00

$0.00

Drag a column header and drop it here to group by that column

~  Check Date
03/01/2016
03/01/2016

03/01/2016

FICA Med

FICASS

FUTA

SUTA

Worker's Comp

$2,654.03
$4,527.30

$4,764.18

$59.90

$256.14

$16.13

$103.28

$41.31

~  Employees

6 6
6 6
6 6

Total Benefits

Credits

Fees

Amount Due

= Recently Visited

A 0 2 o« [

~ GrossWages
$2,301.00 ~
$3,868.00

$4,131.25
$207.08
$0.00
$106.17

$4,764.18
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Employee Quick Search by Name/SSN/ID...

Welcome Invoice List
Jane Buryan
XYZ Company
Q e Numbe Advanced Filters

NTEST:021: XvZ Company [v/]

Export to Excel

Drag a column header and drop it here to group by that column

ecently Visited

Invoice -~ Division ID ~ Date ~ Check Date Total ~ Employees ~
12 SALES 03/01/2016 03/01/2016 $2,654.03 6 6
11 ADMIN 03/01/2016 03/01/2016 $4,527.30 6 6
10 PROD 03/01/2016 03/01/2016 $4,764.18 6 6
$ Payroll -~
5 9 SALES 02/16/2016 b_ﬂsmm $2,794.46 6 6
Invoices -
g ADMIN 02/16/2016 02_;‘16(231& $4,885.17 6 6
7 PROD 02/16/2016 02/16/2016 \\ $4,358.44 6 6
6 SALES 02/02/2016 02/02/2016 shszg.u 6 6
~,
5 ADMIN 02/02/2016 02/02/2016 $4,93aﬁ\\ 5 [
N
Do you want to save Invoicelistadsx (5.07 KB) from 10.darwinet.com? Save |V Cancel

Employee Quick Search by Name/SSN/ID...

e Invoice List
Jane Buryanek
XYZ Company
Q - - Advanced Filters

NTEST: 021: XYZ Company [v|

Export to Excel

Invoice  ~ Division ID ~ Date
12 SALES 03/01/2016
11 ADMIN 03/01/2016
§ Payroll 10 PROD 03/01/2016
Ivoices 9 SALES 02/16/2016
g ADMIN 02/16/2016
7 PROD 02/16/2016
6 SALES 02/02/2016
5 ADMIN 02/02/2016

Drag a column header and drop it here to group by that column

~ Check Date
03/01/2016
03/01/2016
03/01/2016
02/16/2016
02/16/2016
02/16/2016
02/02/2016

02/02/2016

Employees
$2,654.03 6
$4,527.30 5
$4,764.18 6
$2,794.46 5

/

$4,885.17 Y

[/
$4,358.44 ’Ik

2,029.12 5
5 /
$4,938.90 ,’ 5
/

ecently Visited

~ Checks

The Invoicelist (2).dsx download has completed

Open

>

~| | Openfolder

View downloads

A 0 B %[

Gross Wages  ~

$2,301.00 ~
$3,868.00
$4,131.25
$2,426.25
$4,167.75
$3,768.75
$1,755.00
$4,214.50
$3,543.75

&2 490 nn

A 0 2 o« [

Gross Wages  +

$2,301.00 ~
$3,868.00
$4,131.25
$2,426.25
$4,167.75
$3,768.75
$1,755.00
$4,214.50
$3,543.75

42 aan nn

The next dialogue box gives the option to Open, Open Folder or View Downloads (see picture above).

Normally, you would click Open.
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1 ﬂ Division IIﬂ Date -Check Date n‘lotal ﬂ Employﬂ Checks -Gross wag

2 12 SALES 3/1/2016 3/1/2016 2654.03 6 6 2301

3 11 ADMIN 3/1/2016 3/1/2016 4527.3 6 6 3868

4 10 PROD 3/1/2016 3/1/2016 4764.18 6 6 4131.25

5 9 SALES 2/16/2016 2/16/2016 2794.46 6 6 2426.25

6 8 ADMIN 2/16/2016 2/16/2016 4885.17 6 6 4167.75

7 7 PROD 2/16/2016 2/16/2016 4358.44 6 6 3768.75

3 6 SALES 2/2/2016 2/2/2016 2029.12 6 6 1755

9 5 ADMIN 2/2/2016 2/2/2016 49389 6 6 42145

10 4 PROD 2/2/2016 2/2/2016 41012 6 6 3543.75

1 3 SALES 1/19/2016 1/19/2016 2869.37 6 6 2490

12 2 ADMIN 1/13/2016 1/19/2016 4415.1 6 6 3758

13 1 PROD 1/19/2016 1/19/2016 4622.8 6 6 4000 A
1 1
15

16

17

18

19

20

21

22

23

2

25

26

27 B
28 -
4 4 M| Sheetl m4| [} »

If you clicked open, the Excel report appears for you to modify and save (and other options). See
example above.

Balance

Balance can be selected from the side menu /navigator . This will show the overall balance due and the
invoices that comprise that total.

A 0 2 o«

Employee Quick Search by Name/SSN/ID... £= Recently Visited

Welcome

Balance
Jane Buryanek

Midtown Medical
Last Invoice Invoice Totals - -
- -

\Y
Y

'O
Invoice Date 3/21/2016 Total Invoices 37 ‘
Invoice Number 37 Total Billed $184,936.06
Pay Period Beings  3/13/2016 Total Paid $68,510.00
Pay Period Ends 3/19/2016 Total Outstanding $116,426.06
Check Date 3/21/2016
Invoice Total $3,952.68
Amount Paid $0.00
8 Bl Select Year: Select Division:

Invoices Q | searc oice Numbe Mone v None v]

&) Export to Excel

Drag a column header and drop it here to group by that column

Balance Invoice ~ | Invoice Date . | PayPeriod... . | PayPeriod.. . | InvoiceTotal . | Paid Date ~ | Amount Paid . | Division

4/5/2016 3/28/2016 $4,650.00 $0.00 0001DIVISION

4/3/2016

a1 smnmne 20m1 MmNt e M7 Mmne &a eon nn énnn ARnTRNICIAN

For the grid for the list of invoices at the bottom of this view (see below) user can select year and
division for list of invoices for those parameters. Users can also search for an invoice.
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$ Payroll

B
Select Year: Select Division:

Invoices Q 2018 ﬂ 0001DIVISION ﬂ

Export to Excel

Drag a column header 2nd drop it here to group by that column

Balance Invoice - | Invoice Date - ri : i . Invoice Total .. | Paid Date Amount Paid . | Division

fots 22 ,’ ' 4/5/2016 3/28/2016 4/3/2016 $4,650.00 $0.00 0001DIVISION
21 I, 3/29/2016 3/21/2016 3/27/2016 $4,650.00 $0.00 0001DIVISION
20 ‘ 3/22/2016 3/14/2016 3/20/2016 $4,650.00 $0.00 0001DIVISION
19 3/15/2016 3/7/2016 3/13/2016 $4,650.00 $0.00 0001DIVISION
18 3/8/2016 2/29/2016 3/6/2016 $4,650.00 $0.00 0001DIVISION
17 3/1/2016 2/22/2016 2/28/2016 $4,650.00 $0.00 0001DIVISION
16 2/23/2016 2/15/2016 2/21/2016 $4,650.00 4/16/2016 $4,650.00 0001DIVISION
15 2/16/2016 2/8/2016 2/14/2016 $4,650.00 4/16/2016 $4,650.00 0001DIVISION
14 2/9/2016 2/1/2016 2/7/2016 $4,650.00 4/16/2016 $4,650.00 0001DIVISION
13 2/2/2016 1/25/2016 1/31/2016 $4,650.00 4/16/2016 $4,650.00 0001DIVISION
17 1PRMAME 11R0Ma 1maMma &4 8RN NN anemme €4 gEN NN ANNTNIVIKION N

The bottom grid will show individual invoices. Click on the invoice number (e.g. 20 in the example
above) to get to the invoice.

Total Burden

Select Total Burden (path: Payroll > Invoices > Total Burden) on the side navigator. The top portion of
Total Burden will show the amounts employers pay for employees. The graph will show the portion for
wages, benefits, taxes, and fees.

Total Burden

NTEST: 001: Midtown Memiﬂ

Type Total
Gross Wages $133,710.50
Benefits $14,922.00
Employer Taxes $0.00
Fees $7,582.75
$ Payroll
Total Burden $156,215.25
Invoices
Total Gross W Total Benefits  Total Taxes W Total Fees
Total Burden for 2016
Q 2016 v

Export to Excel

Drag a column header and drop it here to group by that column

Employee Na...  y | Employee ID Gross Wages v | Benefits v | Total Burden b 4

Todd Washington 01-001-0001 $22,640.00 $2,412.00 5$0.00 $1,281.97 $26,333.97
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The bottom grid (example below) will show individual employees that make up the totals listed above.
The total burden year can be selected from drop down box above the grid (see red rectangle below).

Fees $7,582.75 ~
$ Payroll
Total Burden $156,215.25
Invoices
Total Gross m Total Benefits m Total Taxes m Total Fees
Total Burden for 2016
™
Q 2016 v

&) Export to Excel

Drag a column header and drop it here to group by that column

Employee Na... y | EmployeeID v | Gross Wages ¥ | Benefits v | Total Burden T
Todd Washington 01-001-0001 $22,640.00 $2,412.00 $0.00 $1,281.97 $26,333.97

Ted Williams 01-001-0002 $20,250.00 $1,350.00 $0.00 $986.30 $22,586.30

Brett Thomas 01-001-0003 $27,000.00 $3,240.00 $0.00 $1,301.00 $31,541.00

Neil Armstrong 01-001-0004 $45,000.00 $3,720.00 $0.00 $2,879.25 $51,599.25

Brook Smith 01-001-0005 $18,820.50 $4,200.00 $0.00 $1,134.23 $24,154.73

® Logout
Cl 1-50f5items

ContactUs| & (200)984-4659 JE(513)598-3315 O (513)598-3300 n L m

Payroll

Payroll

Select Payroll on the side menu.

Payroll Selections

e Schedule

e Check History

e Time Entry

e Time Punches

e Expense Requests
e Check Printer

Schedule

Select Schedule on the side menu.
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Welcome
RobertG

Dantex Construction

Payroll Schedule

Q. | SearchStatus Advanced Filters

NTEST: 002: Dantex Constr [¥]

al Export to Excel

Drag a column header and drop it here to group by that column

Schedule ID ~ | Check Date ~  PayP.. Status ~ Responsible ~ | Divi...

002 BIWKLY 04/26/2016 04/10/2016  04/23/2016  01/01/1900 Completed ChrisT ~
002 BIWKLY 05/10/2016 04/24/2016  05/07/2016  01/01/1900 Completed ChrisT
s Payroll 002 BIWKLY 05/24/2016 05/08/2016  05/21/2016  01/01/1900 Completed ChrisT
) 002 BIWKLY 06/07/2016 05/22/2016  06/04/2016  01/01/1900 Completed ChrisT
oayroll 002 BIWKLY 06/21/2016 06/05/2016  06/18/2016  01/01/1900 Started ChrisT
Schedule 002 BIWKLY 07/05/2016 06/19/2016  07/02/2016  01/01/1900 Pending ChrisT
eck H 002 BIWKLY 07/18/2016 07/03/2016  07/16/2016  01/01/1900 Pending ChrisT
002 BIWKLY 08/02/2016 07/17/2016  07/30/2016  01/01/1900 Pending ChrisT
002 BIWKLY 08/16/2016 07/31/2016  08/13/2016  01/01/1900 Pending ChrisT

v

1-10of 123 items

& Human

The payroll Schedule can be set up in Darwin under Microsoft GP/Tools/Setup/Payroll/Schedule
Maintenance. This schedule will integrate over to DNet 2.0. The schedule in Dnet 2.0 can be assigned to
a particular timesheet profile at the system level, which will allow the user to create a timesheet straight
from the payroll schedule.

Expansion (click on ) allows you to see more detail on a particular payroll schedule.
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Welcome
RobertG

Dantex Construction

Payroll Schedule

Q | searchstatus Advanced Filters

NTEST: 002: Dantex Constru

&) Export to Excel

Drag a column header and drop it here to group by that column

Schedule ID ~ | Check Date P~ P .| T +| Status Responsible
04/ 04/ 01/ ~
2 002 BIWKLY 04/26/2018 o720y C leted ChrisT
p < /26 omplete hris
2 [Em 1= 201 201 190 P
6 6 0
$ Payroll
Invoice Number 13 Total Gross  58,460.00 Total Taxes 51,332.88
Payroll Invoice Total $8,848.40 Total Checks 5 Total Benefits $31.00
Schedule
Total Paid 58,848.40 Total Fees 5388.40

04/ 05/ 01/

24/ 07/ 01/
002 BIWKLY 05/10/2016 Completed ChrisT
201 201 180

1-10o0f 123 items

%8 Human

Check History

Select Check History on the side menu. You will see paychecks that have been processed

Welcome Check History

Q | Search Employee Name Advanced Filters & Printall checks in grid

Export to Excel

RobertG

Dantex Construction

NTEST: 002: Dantex ConstrL

Drag a column header and drop it here to group by that column

View Emplo... + SSN ~ Check... ~ Deduc... ~ Benefits ~ NetW..
Jason Rief  x0e0c4784  01/13/2017  $2,000.00 $295.55 $113.50 $75.00 $1,590.95
& Employ Lynnlynott  x0:x¢-9810  01/13/2017  $1,500.00 $208.02 $0.00 $50.00 $1,201.98
 mme m Jason Rief 000004784 12/22/2016  $2,000.00 $295.56 $113.50 $75.00 $1,590.94
Lynnlynott  x0cxc-9810  12/22/2016  $1,500.00 $208.02 50.00 $50.00 $1,291.98
Payroll Lynnlynott  0e0-9810  06/21/2016  $1,500.00 $208.02 $0.00 $0.00 $1,201.98
m Mike Hansen x0c0-4871  06/07/2016  $2,000.00 $309.04 $74.00 $50.00 $1,616.96
Check History m JasonRief  xoc0c4784  06/07/2016  $2,000.00 $295.56 $113.50 $75.00 $1,590.94
Jesse Soll XOCOC98T4 08/07/2016  $1,600.00 $320.49 $66.00 $50.00 $1,213.51
m Lynnlynott  x0e0-9810  06/07/2016  $1,500.00 $169.82 $190.00 $56.00 $1,140.18
Roger v

1-10 of 102 items

48 Human
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Expansion of a row (click on ) allows for detail of paycodes, benefits, deductions, and taxes. See
example below. Click on any of the columns (PayCodes, Benefits, Deductions, and Taxes) for more detail
on that topic.

Welcome
RobertG

Dantex Construction

Check History

Q | search Employee Name Advanced Filters &= Printall checks in grid

&) Export to Excel

NTEST: 002: Dantex Constri[¥]

Drag a column header and drop it here to group by that column

&

View Emplo... ~ SSN ~  Check... ~ Gross... ~ | Taxes ~  Deduc.. ~ Benefits -+ NetW.. ~
B Compa.. Jason Rief XOCXC4TES  01/13/2017 5$2,000.00 $295.55 $113.50 $75.00 51,590.95 ~

& Em

$ Payroll Pay Type Pay Rate Amount Amount
nvoices SLBIW Salary Biweekly 80 $0.00 52,000.00
Payroll

B T @ Lynn Lynott XO-XK-9810 01/13/2017 $1,500.00 $208.02 $0.00 $50.00 $1,291.98

Check History m JasonRief  xoooc4784 12/22/2016  $2,000.00 $295.56 $113.50 §75.00 $1,590.94
Lynn Lynott XO0CXK-9810 12/22/2016 $1,500.00 $208.02 $0.00 $50.00 $1,291.98
m Lynn Lynott  x0cxc-9810  06/21/2016 $1,500.00 $208.02 $0.00 $0.00 $1,291.98
@ Mike Hansen  xox0c-48T1 06/07/2016 $2,000.00 $309.04 $74.00 $50.00 $1,616.96 (v}

1-10 of 102 items

The View Stub icon will allow user to see details on an employee’s check. Click on this icon

to see the details for that individual (example below).
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Statement of Earnings

Dantex Construction ID: 01-002-0004
Lynn Lynott AVAILABLE PTO
6541 Ave L
El Paso, TX 78453 PTO 3.07
ID Check # Pay Date StartDate End Date
508 508 1/13/2017  1/13/2017  1/13/2017
EARNINGS TAXES
Code Rate Hours Amount Year To Code Withheld Year To Date
Date
FEDERAL $93.27 $93.27
SLBIW $0.00 80.00 $1,500.00 $1,500.00
FICA/SS $93.00 $93.00
FICA/MED §21.75 521.75
X $0.00 50.00
* Total 80.00 $1,500.00 $1,500.00 * Total $208.02 5208.02
BENEFITS DEDUCTIONS
Code Amount Year To Date Code Amount Year To Date
BCBSFM $50.00 $50.00
* Total $50.00 $50.00 *Total $0.00 50.00
Net Wages Current $1,291.98 | YTD $1,251.98 Net Deposit $1,291.98
Offered Hours 0.00
Message To You
Message To All Employees
If you have any questions regarding your pay stub, please contact your Payroll Administrator.
*Total Earnings Year To Date may include codes not used in this pay period.

Close
Filtering List of Paychecks
When you click on you will see a screen similar to the one below:
a
Month To O Select Year: O Select Dates:
Date:
None ﬂ

Year To Date:

Reset Filters Filter by Selected Dates

&) Export to Excel

Drag a column header and drop it here to group by that column

View Employee . SSN ~ | CheckD.. ~ GrossW.. | Taxes ~  Deducti... + Benefits ~  NetWag..

@ Lynn Lynott X00-XX-9810 01/13/2017 $1,500.00 $208.02 $0.00 $50.00 $1,291.98

When you click on Month to Date: or Year To Date: the data / pay checks view below changes to provide
the requested pay checks for that period of time.
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You can select Year: to have the information from that year presented.

Filter by Selected Dates
Or use Select Dates: to select the time frame. Then click on to get the pay

checks in the selected time frame.

. .
Click on to go back to the default view.

Time Entry

Select Time Entry on the left navigator to create a timesheet to enter or consolidate employee time into
a timesheet. You should see a screen similar to the one below.

Welcome

Time Entry - Timesheet List
RobertG

Dantex Constructi )
antex Construction Q Search Profile ID or Name +Add New Timesheet
NTEST: 002: Dantex Constri[¥]

&l Export to Excel

Drag a column header and drop it here to group by that column

0 I ID ¥y | ProfilelD ¥ Name y TimeShee.. ¥y From vy To vy Status v | CreatedBy ¥ Actions
)a ard

157 READONLY t Regular 5/19/2016  5/17/2016  Edit JaneTest O] E b4
B Company

140 002002 testl Regular 5/1/2016 5/6/2016 Edit JaneTest y‘ (O] E b 4
& Empl .

13 ParallelAppr  Inactive test Regular 5/1/2016 5/14/2016 Approve JaneTest PO E ®

P
$ Payroll rocess

TimePunches Regular 5/1/2016  5/7/2016  Edit 001 SO0 %

Payroll 1-4of4items

Time Entry

Any timesheet created but not released will appear in the grid. The following modifications can be
made to a timesheet:

4

This will open the timesheet to allow user to edit.

©
0

This will allow the user to view punches.

This will allow the user to copy the timesheet.

This will allow the user to delete the timesheet.

Adding New Timesheet
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Users can add a new timesheet by clicking on Add new timesheet button. When they click on

they will see the screen below.

Create Timesheet

Profile

Date From

Check Date

Sort By

Sequential App (SequentialAp) ﬂ Name
Date To
Rows Per Employee 1
Name ﬂ AutoSave [

Select file TimeSheet
Import(Optional)

Comments

Profile:

Name:

Date From:

Date To:

Check Date:

Rows Per Employee:

Sort by:
Auto Save:

Select file
Timesheet Import:

Browse...

Cance'

Users can select a timesheet profile from the list of profiles that have been
assigned to the client.

Users can create a name for the timesheet.

This will populate if timesheet profile is set to increment dates. If not, users will
enter the start date of pay period.

This will populate if timesheet profile is set to increment dates. If not, users will
enter the end date of pay period.

Check date of payroll
Number of rows on timesheet for each employee
Field that timesheet will sort employees by

Check if user would like timesheet to auto save.

Comments: User can enter comments for PEO to view when they receive the submitted
timesheet.
Editing a Timesheet
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Edit a Time Sheet by clicking on the edit button ¢ on one of the time sheets on the main page. When
you do, you will see a screen similar to the one below.

5/19/2016 - 5/17/2016 | Check Date - 5/25/2016 | Status - Edit

Show 10 [v] entries Search:

HRBIW OTHBW Department Position State Tax
€7B®dr |€7rDe>r |€7F €< € >

+ x B Lynott, Lynn 002001 ADASST
+ x B Rief, Jason 002002 SALES 12s
< >
TOTAL 0.00 0.00
Showing 1 to 2 of 2 entries Previous Next

Action buttons on top of timesheet:

Back to List Add Code Comments Consolidate All

Takes user back to list of timesheets available.

Allows user to add a pay code, deduction or benefit as a column. See example below

Add Code to Timesheet

Select a Code Type
Pay Codes
Benefit Codes

Deduction Codes

Close | |

After you select a code type, then you select which one to add in the second drop down box (example

below).
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Add Code to Timesheet

Benefit Codes

DEN-E (Dental - EE Only)

DEN-EC (Dental - EE + Child)

DEN-ES (Dental - EE + Spouse)
DEN-F (Dental - Family)

GTL (Group Term Life)

LTD (Long Term Disability)

Allows user to add an employee to the timesheet that isn’t currently available.
Add Employee To add an employee, this function must be set up on the timesheet profile at

the system level.

Add Employee to Timesheet

James Winton x

Close Add

Notifies user there is a comment on this timesheet. The exclamation symbol notifies
user there is a comment attached.

Comments

Comments This Time Sheet was replicated from Time Sheet# 63 by user 001
test

Close Save changes

DarwiNet 2.0 - Client Level October 17,2016  copyright 2016 by ThinkWare Inc. Page 74



Consolidate All Allows user to consolidate all punches, etc to the timesheet.

2ave Allows user to save timesheet.

Approve This button will only appear if the user has been set up as an approver.

Submit Allows user to submit the timesheet to either approvers or to PEO

Allows user to delete the timesheet.
Delete

Export Will export time data for employees to excel format.

Column Headers - Icons

HOURWK OTHRWK HOLIDA Department Position
€«c/®> €e7n®> €c7n@®> €4 € P

The following icons are available on the column headers to use for editing:

These arrows allow user to “hide or expand” column.

These arrows allow user to move column to right or left.

5

This icon allows user to fill with default hours. The default hours must be set up on the
client timesheet set up (path: Company > Setup > Timesheets)

This garbage can icon allows user to clear the column of all hours.

0 E

This eye icon allows user to add a rate column for the column. This rate column appears

to the right of the pay code column when you click on the icon.

Icons on left side
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ELC Employee Quick Search by Name/SSN/ID... Mravorites i=RecentlyVisited A LA & & [

Welcome Payroll Standard Time Sheet

Harry's Side Running Boards
2/1/2016 - 2/15/2016 | Check Date - 2/15/2016

Payroll =~ Time Entry

Search:
Actions HOURWK OTHRWK HOLIDA Department Position
Aldean ,Jason 0 12.00 0.00 0.00 uummﬂ ADMIN ﬂ
$ Payroll Baker ,Tonya 0.00 0.00 0.00 001006 [™] NONE  [v]
& Human < Banks ,Freddie 001001[¥| SERVER [V]
Billion ,Barbara 001006[~] MeR  [v]
Bland ,Theresa 001003 %] SERVER [V | ome
Cary ,Benjamin Albert uumusﬂ ADMIN ﬂ
Center ,Sue 001001[~] MeR  [v] )

A user can add/view an employee note

A user can copy the employee row

A user can delete an employee row

ks

A user can consolidate an employee’s time entry.

Note: The rows on the timesheet will vary depending on how the timesheet profile has been set up for
the client.

Time Punches

Select Time Punches to see the employee’s time punch list. See example below.
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Welcome Employee Time Punch List

Jane Buryanek

Parker's Laundry a Type

NTEST: 008: Parker's Laund ﬂ

Incompleted ﬂ

Drag a column header and drop it here to group by that column

Employee Name | Punch Day v | Punchn v | PunchOut Hours Worked v | Department ¥ | Actions
Marks, Lorie J 5/11/2016 0 008MGT &
Burton, Nick L 5/10/2016 0 008MGT rd
Marks, Lorie J 5/10/2016 0 008MGT &
Burton, Nick L 5/9/2016 o 008MGT &
$ Payroll Marks, Lorie J 5/9/2016 0 008MGT s
Burton, Nick L 5/8/2016 0 008MGT &
Payroll
Marks, Lorie J 5/8/2016 0 008MGT &
Marks, Lorie J 5/7/2016 0 008MGT rd
Ort, Lewis 5/7/2016 0 008MGT &
. Imith, Lorraine P 5/7/2016 0 008002 !

The Type drop down box at the top will allow user to select any of these five selections:

e All punches

e Inactive punches

e Complete punches

e Incomplete punches
e Consolidated punches

Welcome
RobertG

Dantex Construction

NTEST: 002: Dantex Const

- Filter by Type —
All
Inactive
Incompleted
Completed

) Consolidated
Drag a column header and drop it here to group by {EE———————

Employee Time Punch List

Q

Employee Na... y | Punch Day v | Punchin v | Punch Qut v | Hours Worked v | Department v | Actions

Delperdang, Roger = 5/7/2016 0 002003 &
i

Delperdang, Roger = 5/6/2016 0 002003 f
|

Delperdang, Roger = 5/5/2016 0 002003 &
& Emp

Delperdang, Roger ~ 5/2/2016 0 002003 j
$ Payroll M

Delperdang, Roger = 5/1/2016 0 002003 &

Lynott, Lynn 4/30/2016 0 002001 ,

Payroll

Delperdang, Roger = 4/30/2016 0 002003 r

Delperdang, Roger  4/29/2016 0 002003 f

Delperdang, Roger = 4/28/2016 0 002003 &

Delperdang, Roger ~ 4/28/2016 0 002003 f

Delperdang, Roger = 4/27/2016 0 002003 &

1-11of11items

48 Human R

Note: The default for Type is Incomplete punches.
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e The time change requests in the right top corner show how many requests
Time Change Requests | ¥

need approval/denial.

Users can click on the f icon in the Actions column to update any punches or add any punches.
After clicking this icon, a screen like this will appear:

Welcome Employee Time Punch Edit

Jane Buryanek

Parker's Laundry
Employee Name Marks, Lorie J
Employee ID 010080002 Punch Day 5/11/2016
&R Punch In Punch Out
B Company < Department 008MGT (008MGT, v Position CLERK (Clerk) v
& Employees < Hours Worked 0
$ Payroll < m

428 Human Resources

Payroll: Expense Requests

Select Expense Requests. This will show a list of expense requests for the client. Employees must have
a business expense pay code assigned to them to enter any expense requests.

NTEST: 008: Parker's Laundﬂ Drag a column header and drop it here to group by that column A

Employee ID v EmployeeNa.. y Expense Type v Amount vy Status v Actions

010080002 Lorie Marks Event Planning 15.85 5/5/2016 Consolidated @ f o -
@ Da rd

» 1-1of1items
B Company

& Employees

s Payroll

Payroll

'ﬁ" Human Resc

M Library

Users can use action items on request:

@

View attachments
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Cannot edit- this is because the timesheet with this expense has been consolidated (notice black

icon).
"
4 Edit (notice blue icon)
v
Approve request

Deny request

If user is editing, the request form will appear to edit:

Edit Expense Types
Amount 36.73 l
Date l 5/10/2016 l
Expense Type Event Planning (Events) ﬂ
Vendor Party Planner (Events) ﬂ
Department 002002 {002002) v
Position ~00001 {Olson) ﬂ
Attachment Browse...
Note

Requests can be filtered by status. Available statuses are No filter, Accepted, Denied, and Pending. See
arrow in diagram below.

Users can also add new expense request which produces request form like above to complete. See Add
New Expense button in the graphic below (in red box).
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Expenses ~
.‘\

sl e —

o Add New Expense

Drag a column header and drop it here to group by that column

¥ Status v Actions

Employee ID v EmployeeNa... y ExpenseType ¥ Amount

010080002 Lorie Marks Event Planning 36.73 5/10/2016 Pending @ y‘ o -

1-1of1litems

Payroll: Check Printer
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Human Resources

Path: Human Resources

Listed in this section is information on paid time off (PTO), training, reviews, licenses, 1-9 documents,
and leave of absence.

PTO

Click on the PTO heading (Human Resources > PTO) and you will see the categories of paid time off (see
screen below). This menu is for viewing the PTO requests and other PTO information for all employees.

The PTO type, description, method for accruing time, the amount accrued, the anniversary method
used, and whether PTO is active or inactive are listed for each category.

Note: The scroll bar is at the bottom of this screen if you need to scroll to view the columns to the right.

Note: In the inactive field, if the value is false, the PTO type is active. If the value is true, the PTO type is
inactive.

Note: PTO categories are created in your Darwin software application. To make any changes to
the category, go to the PTO menu for this client in your Darwin software application. You cannot
add, delete, or make changes to PTO categories in this DNet application.

Note: The PTO request is approved by a manager by clicking on the “Show Requests” button (see this
button on the screen shot below). This will show requests pending, allow for editing, approving,
denying, or deleting the PTO request.

.

Export to Excel

Drag a column header and drop it here to group by that column

PTO Type v Description ¥ v Accrual Method v Accrual Amount v Anniversary Method v Inactive
PT01 STD Hours Worked 0.00 Orig. Date of Hire false
PT09 PT09 Amount Per Pay Period 100.00 Orig. Date of Hire false
PT010 PT010 Amount Per Pay Period 50.00 Orig. Date of Hire false
102 Paid Time Off Amount Per Pay Period 150.00 Orig. Date of Hire false
PTO4 Hours Worked - LOS Hours Worked 0.00 Orig. Date of Hire false
PT05 Hours Worked - HW Hours Worked 0.00 Orig. Date of Hire false

When you click on the arrow to the left of the category (e.g. PTO1) you will see the expanded view. This
view (example below) lists employees (and their Employee ID), their available paid time off, their
accrued amount, and whether PTO is active or inactive for them.
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PTO

1) Export to Excel

.
Drag a column header and drop it he! Iy that column

PTO Type ~ | Description ™
PTO1 STD

Employee Name

James Wintons

Davis Yount

Bethany Gray

Rick Trenton

Melanie Rockford

Casey Martin

Joan Brown

Sophie Wier

Jerome Utley

Simon Cowell

~ | Accrual Method

Hours Worked 0.00
Employee ID Available Amount
01-001-0001 49.00
01-001-0002 53.00
01-001-0003 56.00
01-001-0004 47.00
01-001-0005 47.00
01-001-0006 16.00
01-001-0007 16.00
01-001-0011 52.00
01-001-0012 44.00
01-001-00255 1.00

~ | Accrual Amount

| Anniversary Method

Orig. Date of Hire

Accrued Amount

~ | Inactive

false

Inactive

false

true

false

false

false

true

true

false

false

false

= Show Requests

>
1-100f10items

When you click on an employee’s name in the field (see graphic above), the line turns a different color

momentarily. Then you will see a screen with details for that employee for that PTO Type (e.g. PTO1).

See sample below.
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Note: The figures (Available hours, PTO accrual amount, PTO hours per Year, Max Accrual YTD, and Max
Carry Over) are related to this particular category / type and not your total PTO hours.

Tom Kruid | 01-003-0001 | xxx-xx-1023 & ©

Department  003CAS| cashier Division 003NOR | North
Position RECEPT | Status Full Time Regular

Receptionist Change Image

Inactivate Employee

Info Payroll ~ HR ~ Checks Summary ~ Documents

Employee PTO

PTO Type PTO1 Description FTO
Accrue M Accrual Method Flat Amount (no accrual)
Available Hours 24.00 PTO Accrual 0.00
Amount
PTO Hours per Year 4,000.00 ¥YTD Hours Accrued 0.00
Max Accrual YTD 0.00 Carry Over O
Max Carry Over 0.00 PTO Last 4/30/2016

Anniversary Date

PTO Anniversary Date Inactive O
Method

Back To PTO

Note: The details for all PTO categories for each employee (e.g. paid vacation time used, sick pay used)
are in their individual documents (Employees > List > click on employee name > HR > PTO). See screen
shot below of the screen that will be presented to you of all the PTO details for an employee.
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S
Ava Wagner | 01-002-0006 | xxx-xx-3241 @ ©

Department 002002 | Sales Division  002DEFAULT | 002 default
Position  SALES|Sales division
Status Full Time Regular Change Image

Inactivate Employee

Info Payroll ~ HR ~ Checks Summary ~ Documents

PTO

gl Export to Excel

Drag a column header and drop it here to group by that column

PTOID v Description Y Accrual Method ¥ Available v Accrued

Amount Per Pay
PTO1 PTO i 3.00 0.00 3.00
Period

Note: In this view above, the values in the fields (in the respective column) apply to that specific PTO
Type / Plan. For example, if an employee has accrued 10 hours of vacation time, the PTO Accrued
amount is 10 - even if they have accrued 16 hour of sick time using PTO. Sick time would show up on a
separate line as 16 hours of accrued sick time.

Note: Paid time off is requested by the employee in their employee document (path: Human Resources

> PTO - by clicking the “Request PTO” button). See screen shot below.

S}
Howard Taft | 01-003-0004 | xxx-xx-1027

Department 003REP | Repair Division 003S0U | South
Position ASSTMG | Assistant Status Full Time Regular
Mgr Change Image
Pa Id Time Oﬂ: View Existing Requests

al Export to Excel

Drag a column header and drop it here to group by that column

PTO ID Yy D.. ¥ Ac.. 7T Available 5 ¥ Accrued Y Request PTO

Flat

Amount
PTO1 PTO ( 32.00 8.00 0.00 Request PTO
no

accrual)
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Training

In this view (Human Resources > Training — see screen shot below), you will see the training programs

and a description of the training.

Trainings

Export to Excel

Drag a column header and drop it here to group by that column

Training 1D ~ Description
CLASSES CLASSES
HR

HR HR
SYMMETRY

Thinke

When you click on the arrow to the left of the category (e.g. Classes) you will see the expanded view.
This view (example below) lists employees and relevant training information for the employee.

Note: In the inactive field, if the value is “false”, that employee’s training in this category is active. If the
value is “true”, that employee’s training in this category is inactive.
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Trainings

&) Export to Excel

Drag a column header and drop it here to group by that column

Training 1D ~ Description
CLASSES CLASSES

Employee Name Rate Status Completed Date Renewal Date Inactive

James Wintony Green Complete 02/11/2016 02/29/2016 false

Davis Yount Red Complete 02/11/2016 01/01/2017 true

4 “ 1 > b 1-2of2items

HR
HR HR
SYMMETRY
Thinke

If you click on a person’s name in the view above (e.g. click on Davis Yount) the line turns a different
color momentarily, then you will get a screen with more detail on this training for this person (see
sample below). In this screen you can update the training status, renewal date, completion date, rating
and comments.

Davis Yount | 01-001-0002 | xxx-xx-5302 & ©

-

L] ']

Department 001001 | Harr'ys Dept Division BILLS GROVE | Bill's Apple Grove ?
1 Employment Status Full Time Regular ‘ ’
Position ADMIN | Change Image

Administrative

Info Payroll ~ HR ~ Checks Summary - Documents

Training Edit

Training Type CLASSES Description Classes for Payroll
Status Complete (Completed) Renewal Date _ 6/1/2009
Completion Date ;2!11!'2016 Rating Green (Good)
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Note: If you click on save in this document, you will see a complete list of training programs for that
employee. This is the screen in which an employee can add a training program for themselves. This
screen is also accessed from the employee’s view (My Info > Info > HR column > Training).

Note: The training program categories are set up by you as the client user in the Company > SetUp > HR
> Training tab.

Note: The employee’s complete the information for training classes in their document (My Info > Info >
HR column > Training).
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Reviews

This view lists the performance reviews provided for employees. As with the previous documents, the
review categories are created in the employees menu when logged into this company view (Employees
> List > click on employee name > HR > Reviews). Also, as with the previous views, click on the arrow to
the left of the employee’s name to be presented with additional information for reviews for that
individual.

Note: In the inactive field (not visible on screen shot below - it is the last column on the right that you
can see by scrolling to view that column), if the value is “false”, that employee’s review is active. If the
value is “true”, that employee’s training in this category is inactive.

Reviews

Q Advanced Filters

Export to Excel

Drag a column header and drop it here to group by that column

Employee Name v Next Review Date Last Review Date v Department ~ Position ~ Manager
James Wintons 03/23/2016 01/01/1900 001001 ADMIN BOB
James Wintons 03/23/2016 01/01/1900 001001 ADMIN JIM
James Wintons 03/23/2016 01/01/1900 001001 ADMIN SDJ
Davis Yount 01/01/1900 01/01/1900 001001 ADMIN BOB
Freddie Banks 09/08/2016 01/01/1900 001001 SERVER Jin

When you click on the arrow next to an employee’s name and click on the date (under Review Date) in
the field below the employee’s name, the line turns a different color momentarily, and then a new
screen is presented. It provides more information (see example below) and the ability to edit the

review.
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Davis Yount | 01-001-0002 | xxx-xx-5302 & ©

-

Department 001001 | Harr'ys Dept Division BILLS GROVE | Bill's Apple Grove ?
1 Employment Status Full Time Regular ‘ ’
Position ~ ADMIN | Change Image

Administrative

Info Payroll ~ HR ~ Checks Summary v Documents

Edit Review
Date 12/15/2015 . Time
Manager BOB (Bob Costas) ﬂ Review Type Annual (Yearly Review) ﬂ
Review Action Raise (Grant Raise) ﬂ Rating Exceed (Exceeds Expectations) ﬂ
Comments Next Review Date 1/1/1900

Note: Review categories (Review Type, Review Action, and Rating) are set up in the Company > SetUp >
HR tab.

Note: Reviews for an employee are created in the Employees Menu (Employees > List > click on
employee name > HR > Reviews)
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Licenses

Listed in this view are licenses employees have achieved and relevant information about licenses and
certifications.

Licenses

Q | SearchLicense ID

] Export to Excel

Drag a column header and drop it here to group by that column

License ID ~ | Description

BAR Bartenders License
DRIVER Driver's License

DRIVER Driver's License

LPN Licensed Practice Nurse

When you click on the arrow to the left of the category (e.g. Driver) you will see the expanded view.
This view (example below) lists employees and relevant license information for the employee
(employee, license number, effective date, expiration date, and whether the license if active / valid).

Note: For the inactive field, false means the license is active. True means the license is not active.

Q Search License ID

&) Export to Excel

Drag a column header and drop it here to group by that column

License ID ~ | Description
BAR Bartenders License
BAR Bartenders License
Employee Name License Number Effective Date Expiration Date Inactive
Tony Edwards OH-988585-09 03/01/1997 03/01/2001 false
e < 1 > » 1-1of1items
BAR Bartenders License
Employee Name License Number Effective Date Expiration Date Inactive
Howard Andrews OH-988585-09 03/01/1997 03/01/2001 false
e B 1 - » 1-1of1items
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If you click on a person’s name in the view above, the line turns a different color momentarily, and then
you will get a screen with more detail on the selected license for this employee (see sample below). You
can update the license information here. This same screen can also be accessed from the Employees
menu (Employees > List > click on employee name > HR > Licenses / Certifications > click on name of
license).

Employee Quick Search by Name/SSN/ID... M Favorites &= Recently Visited A‘ 1:11 [ -

S
Freddie Banks | 01-001-666666 | xxx-xx-6456 & © =
Department 001001 | Harr'ys Dept Division BILLS GROVE | Bill's Apple Grove ?
1 Employment Status Full Time Regular ‘ ’
Position SERVER | restaurant Change Image
worker

Info Payroll ~ HR ~ Checks Summary ~ Documents

License/Certification Edit

D LPN Number 345325434
Effective Date 3/1/2016 Expiration Date 3/1/2017
Inactive [ | Comments adfadsf

::a nCEI

Note: These licenses are created in the employee’s document using the Add License / Certification
button (Employees > List > click on employee name > HR > Licenses).
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Listed in this view is I-9 information for employees (screen shot below)

Note: This I-9 information is created by the employee and their manager using / during the on-boarding
process. The information you see here in the I-9 screens has been imported from the forms completed
by the employee and manager during the on-boarding process. You are not able to edit the data in
these fields.

19 Verification

g Export to Excel

Drag a column header and drop it here to group by that column

Employee D v Employee Name ~ | Other Name v Resident Status ~ | Employee Signature Date «  Employer Certified Date

010010001 James Wintons Jim Winton U.5. Citizen 1/12015 1/10/2015

In the expanded screen you get when you click on the arrow to the left of the attachment icon (see
sample below), you can click on the labels (Employee, Employer, List A, List B & C, Translator, and
Rehired) for additional information.

1-9 Verification

3] Export to Excel

Drag a column header and drop it here to group by that column

Employee D v Employee Name ~ | Other Name v Resident Status v Employee Signature Date v Employer Certified Date

010010001 James Wintons Jim Winton U.S. Citizen 1/1/2015 1/10/2015

Employee | Employer | ListA | ListB& | Translator | Rehired

Other Names Used  Jim Winton Resident Status  U.S, Citizen
Alien Registration/USCIS Number Authorized to work until
1-94 Admission Number Foreign Passport Number
Country of lssuance Employee Signature Date 1/1/2015

When you click on the .pdf icon (left of the Employee ID), the employee’s 1-9 form will be presented.
When you hover over the .pdf icon, it will note to click the icon to “View 1-9”.

Below is more information on the data in each of the areas.
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Employee area:

Other Names Used

Resident Status

Alien Registration / USCIS Number

Authorized to work until

1-94 Admission Number
Foreign Passport Number
Country of Issuance

Employee Signature Date

Employer area:

Employee Signature Date
Title of Employer
Employer’s Last Name
Employer’s First Name
Employer Certified Date

Employer Certified from IP

ListA,B & C:

Document Type

Document Title
Issuing Authority
Number

Expiration Date

Translator

Use of Preparer or Translator

All other names used (including maiden name)
Country in which employee has resident status
Number assigned to a noncitizen at the time A-file is created

If Alien is authorized to work in U.S. this is the date their
employment authorization expires. If employment authorization
does not expire (e.g. refugees, asylees), “N/A” should appear in
this field.

Employee’s A-Number / USCIS number
Number on the foreign passport
Note of the country that issued the passport

Date employee signed the I-9 form

Date employee signed I-9 form

Title of employee’s manager

Employee’s manager’s last name

Employee’s manager’s first name

Date employer certified employee’s I-9 information

IP address of the computer used by employer to certify employee

Type of verification document presented by employee (e.g. U.S.
Passport, Permanent Resident Card, Driver’s license, Social
Security card)

Notes what document was used for verification
Lists the organization that authorized the verification document
Identifying number on the verification document

Date that the verification document expires (N/A if none)

“True” means employee used a translator
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Preparer: Last Name, First Name
Street Address, Apt. Number
City, State, Zip

Rehired

Name and address information for preparer or translator

This field contains the information for when a former employee is hired again.

EE Signature Date
Date of Rehire
Employer Certified Date

Rehire: Document Type

Employer Certified from IP

Rehire: Document Title

Employee New Last Name

Rehire: Document Number
Employee New First Name
Rehire: Document Expiration Date

Employee New Middle Name

Rehire: Employer Name

Date employee signed I-9 form
First day employee restarts work
Date employee’s manager’s verified identification

Type of verification document presented by employee (e.g. U.S.
Passport, Permanent Resident Card, Driver’s license, Social
Security card)

IP address of the computer used by employer to certify
employee

Notes what document was used for verification

New last name if it has changed since last time of employment
Identifying number on the verification document

New first name if it has changed since last time of employment
Date that the verification document expires (N/A if none)

New middle name if it has changed since last time of
employment

Name of manager who verified this rehired employee
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FMLA / LOA

Leave of Absence

This view shows information about leave of absences for Family and Medical Leave Act or other leaves
of absence. The information in the fields in each column originates from your Darwin software (when a
LOA /FMLA forms are completed by the employee and manager).

Note: In the FMLA column in the main FMLA / LOA screen (see example below), “true” means that this
leave of absence was under the FMLA regulations. “false” means it was not

Note: In the Approved column, “true” means it was approved. “false” means it was not approved.

Q Advanced Filters

1] Export to Excel

Drag a column header and drop it here to group by that column

Employee Name + Employee ID +  Reason ~  Begin Date +  EndDate ~  Position «  Approved

James Wintons 010010001 FMLA 05/01/2014 06/30/2014 001001 ADMIN true false

In clicking on a person’s name in the main screen, the line turns a different color momentarily. Then a
new screen with additional details (see example below) appears.

Note: In this screen, the information in the fields also originates from your Darwin software forms. You
are not able to edit data on this document. Any changes are made in Darwin software.
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James Wintons | 01-001-0001 | xxx-xx-7896 & ©

=
Department 001001 | Harr'ys Dept 1 Division  BILLS GROVE | Bill's Apple Grove ?
Position ~ ADMIN | Administrative Employment Status  Full Time Regular ‘ ’
Change Image
Info  Payroll+ HR~ Checks Summary~  Documents
Edit FMLA/LOA 2
o Inactive Reason ID FMLA Description FMLA - Leave of Absence
Date Requested 5/11/2014 Start Date 5/1/2014
Approval [ | End Date 6/30/2014
Date Approval 1/1/1900 IsFMLA
Manager Name
Name Covering Employee

Comments

Note: The Inactive_Reason_ID is the code and description selected in Darwin software when the
employee completes the leave of absence request. One example of a code is FMLA.

Note: The “Name” field (underneath the “Manager_Name” field) is the name of the employee’s
manager (who approved the leave of absence).

Note: The covering employee is another co-worker at the organization who will be responsible for the
employees work during the employee’s leave of absence.

FMLA Initiation

Access the “FMLA Initiation” window through the FMLA/Initiation button after marking the FMLA
checkbox. When you click on the FMLA Initiation, you will be presented with a screen similar to the one
below.

This form is populated from the information imported from Darwin. You are not able to edit data in the
fields on this form. You will need to make changes in the form in Darwin. This form is for information
purposes — to allow you to view the leave of absence information in DNet.
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FMLA Initiation

Employee O Date of 4/12/2016
Notified Notification
Leave Approval [l Manager Name
Regular Work s M T T F s
Days O ] ] ] [ ]
Regular Work
Hours
Type of Day Partial O Full©
Regular Work
Hours
Absence Start Benefit Beg Date
Date
Absence End Benefit End Date
Date
Estimated Benefit
Return Date Frequency
Physician 4/12/2016 Benefit Amount
Provider Not
Balance
Auto Posting [ | Next Auto Post 4/12/2016
Comments
Close
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Employee Notified

Date of Notification
Leave Approval
Manager Name
Regular Work Days
Regular Work Hours

Type of Days

Absence Start/
End Date

Benefit Begin /
End Date

Estimated Return
Date

Benefit Frequency

Physician/Provider
Notified

Benefit Amount

Balance

Auto Posting
Next Auto Post

Comments

A check notes that the employee was notified of approval of their leave of
absence request

The date the employee was notified of their FMLA event

If checked, this notes that the manger approved the leave of absence

Name of manager who approved the leave of absence

Notes the days the employee normally works

Notes the hours the employee normally works.

Indicates whether the employee is taking full or partial days off. If Partial, the
corresponding number of work hours per partial day spent on FMLA leave are

indicated in the “Regular Work Hours” fields below it.

Indicate the FMLA event’s starting and ending date.

Dates for premiums that are owed by the employee while on FMLA leave.

Indicates the date the employee intends to return to regular work.

Indicate the frequency with which the employee needs to make payments while

on FMLA leave.

Indicates the date on which the physician or healthcare provider was notified of
the employee’s FMLA event.

The amount of each payment for which the employee will be responsible while
on FMLA leave.

Displays a running balance of the amount owed by the employee while on FMLA
leave, compared to the amounts paid.

When this checkbox is marked, this indicates the Next Auto Post field is active.
Displays the date on which the next payment is due.

Describe the event and surrounding circumstances.
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Library

This menu provides ready access to the documents that are in your DNet application. The purpose of
the repository is to give you as the client user a consolidated view of documents that have been
uploaded (from the system level and from this client level) and assigned to an employee or created by
the employee. This menu eliminates having to go to each individual employee record to see the
documents (which has a path of: Employees > List > click on an employee’s name > Documents).

Document From > Service Provider to EE

Listed are the documents created at the system user level that are created for employees to view.
These documents been uploaded into DarwiNet by the system user.

Note: This DNet application knows the category for the document based on the level of access/screen
from which the document was uploaded. If the document is uploaded from the system level, it is a
service provider document. If it is uploaded from the Corporate Document page (path: Library >

Company > Add New button o rdd New ) at the client level, it goes into the Company document
category / menu. Ifitis created via onboarding or uploaded on an employee specific page/record, it will

go into either the Employee Document > Attachments or Employee Document > Onboarding folder.

Document From > Service Provider to ME

This view contains the documents that have been uploaded into DNet that contain information from your
company / employer for you as a client to view. The ME in the title (Service Provider to ME) represents
you as a client user.

Document From > Company

Having this separate view may allow for finding a document more readily because you know it is a
corporate document for which you are searching (versus a document from a service provider). These are
documents that are created by a client user.

ok Add N
Click the Add New button to add a new document. After you click on the Add New
Button, you should see a view similar to the one below.
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Notes/Attachments

Upload Document

Document to Upload

Document Name
Document Type
Note Subject

Note Text

Assigned To

Key Items:
Document to Upload:

Document Name:

Document Type:

Note Subject & Note Text:

Assigned To:

I Browse...

Click to Add Note

®All Employees
OSelected Employees

Close

Browse to find the document you wish to upload

The document name will be inherited when you upload (keeps the same
name as the original file). You can change the name that is listed after
uploading the document.

This is the document type (see information on document types in this
section).

Use these fields to add a subject and text for a note this document if
you so choose

Select All Employees or Selected Employees to determine who will have
access to this document. If you choose Selected Employees, you can
choose which employees from the list will be able to view the
document.

Close

Submit
Click the Submit button - to save this document or the Close button if you do
not wish to save this downloaded document.
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Employee Documents > Attachments

This menu contains a list of all the attachments that are in the employee’s documents. Having this
menu can save time if you know you are looking for an attachment (but may not remember to which

employee the attachment is associated).

Employee Documents > Onboarding

This view contains the onboarding documents completed during the onboarding process.
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Benefits

This menu provides access to information on Affordability Care Act data for your organization. There
are five screens. They are Dashboard, Hours Detail, Lookback, Full Time Equivalent (FTE), and Analysis.

ACA

Dashboard

In this screen, you are presented with the breakdown of employee status (full time or part time),
number of employees who have been offered coverage, and number of employees that are considered
affordable.

Below the bar charts is a list of the full time employees.

LiEETIE ACA Reporting
RobertG

Dantex Construction
& Dashboard © Hours Detail D Lookback e FTE s Analysis

Employee Status Coverage Offered Affordable
Part Time No No

mpany
Not Set

& Emplo

Full Time Employees

&l Export to Excel

S Pa yroll

2a% nan Res
%% Human Res
Drag a column header and drop it here to group by that column
M Library

Employee Name v EmployeelD T Employee SSN v Department Position Status
- Benefits Mike Hansen 01-002-0001 004871 002001 CLERIC Full Time
ACA Jason Rief 01-002-0002 00004784 002002 SALES Full Time
& Reporting Jesse Soll 01-002-0003 HOH-XX-98T4 002003 LABOR Full Time
Lynn Lynott 01-002-0004 J00C-Xx-9810 002001 ADASST Full Time
Roger Delperdang 01-002-0005 J00C-XX-T540 002003 LABOR Full Time
Ava Wagner 01-002-0006 J00C-X¢-3241 002002 SALES New Full Time
Millie Jackson 01-002-0007 J0OC-XK-69TB 002003 LABOR New Full Time

1-7of Titems

Hours Detail

This menu breaks down the hours for each month for each employee for a year.
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(EEITE ACA Reporting

RobertG
&F Dashboard © Hours Detail D Lookback I Analysis

ABC Company
Employee Hours Detail

NTEST: 020: ABC Company

&l Export to Excel

Drag a column header and drop it here to group by that column

Employee ID v Employee Name v Jan-2016 v | Feb-2016 v | Mar-2016 Y Apr-2016 Y May-2016 T
01-020-0001 Joe Fields 0.00000 0.00000 0.00000 0.00000 0.00000 ~

s Payroll 01-020-0002 Susie Hofman 0.00000 0.00000 0.00000 0.00000 0.00000
01-020-0003 Melody Bruin 0.00000 0.00000 0.00000 0.00000 0.00000

2% Human Resources
01-020-0004 Jack Smith 0.00000 0.00000 0.00000 0.00000 0.00000

M Library

! 01-020-0005 William Johnson 0.00000 0.00000 0.00000 0.00000 0.00000
- Benefits 01-020-0006 Paul Swift 0.00000 0.00000 0.00000 0.00000 0.00000 W

» 1-6of6items

Lookback

This is the employee lookback period report for a year.

FTE

The graph in this view shows how many full time equivalent workers you had each month (compared to
the number needed to be required to report ACA information).

The chart in this view lists a count of full time equivalent workers by month
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ACA Reporting

“ Dashboard 9 Lookback

FTE Average: 3
For Period: 1/1/2016 - 5/31/2016
FTE Trend Month
®m FTE = Limit Jan-2016
60
Feb-2016
50 o O O O
Mar-2016
40
Apr-2016
0
May-2016
20
10
0 ° -
e e e e e
R 5 3 8 5
5 2 g 2 g

Analysis

FTE Count

In this menu, when you select Hours Analysis in the “Select an Analysis”, you will see the number of
employees approaching full time status and those over the threshold. Information about non full time
employees that are near or over the thresholds that would put them as a full time employee are in a list

below the bar charts.
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s FTE [4a Analysis

Select an Analysis Hours Analysis

Hours Analysis

™M
Employees Approaching Full Time _

Employees Over Full Time Threshold

Non Full Time Approaching Full Time Threshold - April 2015

&) Export to Excel

Drag a column header and drop it here to group by that column

Employee N... y EmployeelD v EmployeeS.. vy Department Y Position Hours This... Y ACA Status
James Winton 01-001-0001 FHEEE1234 001001 ADMIN 110 Full Time
Sally Fields 01-001-0002 FHEAE1234 001001 ADMIN 110 Full Time
Jenny Craig 01-001-0003 FHEN*_1234 001001 ADMIN 110 Full Time

When you choose “Affordability — What If” drop down option in the “Select an Analysis” field, you can
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Enrollment

This section is for setting up elements that employees will use when enrolling in benefit plans . The first

screen (below) lists the benefits plans . These plans are created in Darwin and transferred
to DNet. The process for creating benefits plans is documented in the Plan Maintenace help
documentation in the Darwin user guide.

The Instructions section allows for setting up the instructions employees will see when
going through the enrollment process.

The Notifications section is for setting up the notifications that will be created after an
action is taken by the employee during the enrollment process. One example of an action is an
employee submitting the plan choices after completing the plan information.

Path: Benefits > Enrollment (see red arrow in screen shot below).

[@ THINKWAR = Employee Quick Search by Name/SSN/ID... ERecentlyVisited A A & o

Welcome Open Enrollment Setup Plans
rg test
Plan Maintenance 4
m © Instructions @ Notifications
Drag a column header and drop it here to group by that column
Plan Year y PlanName v Plan Description ¥ PlanType v Auto Selection v AttachDocume... y
2016 AETNAHEALTHB Aetna Health Category HEALTH y D
Waive v
2016 BCBS HEALTH 0O
‘Waive v
$ Payroll < 2016 DELTA DENTAL MI Delta Dental of Michigan DENTAL Wi D
Vaive v
48 Human Resources
2016 SUPPLIFE Supplemental Life LIFE I D
Waive
e Benefits 2016 VISION CHRIS Vision Cat Chris VISION Waive D

1-5of5items

Enrollment

This window lists the plans this client offers to employees. These plans are set up in Darwin (using the
Plan Maintenance application in Darwin).

Plans

Plan Year, Plan Name, Plan Description, and Plan Type is information imported from the Darwin settings
chosen when plans were set up in the Plan Maintenance in Darwin.

Auto Selection This function is for future use. It allows for passive enrollment. Passive enrollment is a
feature that will handle open enrollment for employees who do not complete it themselves in time.
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The client will be able to define plans and levels that will automatically be selected for an employee or
whether to automatically waive all coverage.

The Attach Document column allows for adding a document that employees see when they are looking
at the plan or completing their application.

Note: If an attachment is saved as a Presentation Only (in the Verification Type field in the Create
Open Enrollment Document window), it will show up for the employee when they click on the
Plan Details button when on the Plan Selection Window. Additional explanation below.

When an employee is on the window in which they are selecting a plan (e.g. Benefits > Enroliments >

Plans > Make Selection(s) — see example below — first graphic), when they click on the
button, the attached document will be available for viewing (see example below — second graphic).

Plan Selection Window (example):

Enrollment Status ~
PHBRONZEPPO PHPLATINUMPPO

e $1,071.00/mo $462.85/mo

(¥ HEALTH Select Coverage Level Select Coverage Level

(¥ DENTAL Family Single

& wision

W ure Cost Cost

(¥ SUPLIFEEE - —
Monthly $1,071.00 Monthly $472.85

" Per Check $267.75 Per Check $115.71

Additional Info Employer Monthly Cost $0.00 Employer Monthly Cost $10.00

Choose one of the health

plans Plan Details Plan Details
Coverage 70/50 Coverage 70/50
Deductible Single 5000 Deductilble Single 500
Deductible Family 10000 Deductible Family 1000
Prescriptions 20/60/80 Prescriptions 20/60/80
Show More...

Attached Plan Details
document
Description No Plan Description available.
Document Name Link
RG Test doc Oct 72018 (3

Close
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Note: If an attachment is saved as a Has to Verify or Required Signature (in the Verification Type field
in the Create Open Enrollment Document window), it will show up for the employee when they
are on the Summary window (in the Document Summary section). The Summary window is
the final screen for the employee. These documents are placed on this final screen because
they require an action (verification or signature).

Adding a Document

After clicking on the attach document B icon (when on the Open Enrollment SetUp Plans window),
this window below will appear.

Employee Quick Search by Name/SSN/ID... i=RecentlyVisiied A N &

Plan Documents

Q Search Document Name Backto Plans Add Document

Drag a column header and drop it here to group by that column

Document Name v Year y Plan Name ¥ Active vy \Verification Type ¥ Actions

No items to display

Employee Quick Search by Name/SSN/ID... = RecentlyVisited A N = &

Create Open Enrollment Document

File Browse... Document Name

Verification Type Presentation Only

Verification Agreement

SmartTags v  Format v B I U = =|=|= = E = o A v O v
Key Items
File Browse and select a document to attach. It must be in .pdf format with
fields that can be mapped
Document Name Type in the name for this document
Verification Type
Presentation only: Display only
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Has to Verify: Verification needed but no signature needed
Required Signature: Signature required by employee

Verification Agreement Enter verbiage for what displays on the document verification

After clicking on create, the Document Mapping Window (see example below) will appear.

Q MassUpdate | Change Field Order | Return toDocuments

Drag a column header and drop it here to group by that column

Form Name T Rec.. vy Field Y Field Status Use InWeb Fo... Sequence #

& Date 0 Read Only = 12 Date

& EESig 0 Read Only = 1 EESig

& FaxNumber 0 Read Only = 5 Fax Number
Licensure and Area

& Licensure and Area of Clinical Specialty 0 Read Only 5] 7
of Clinical Specialty

& Mailing Address 0 Read Only = 2 Mailing Address

/ Name of Patient 0 Read Only = 8 Name of Patient
Name of Treating

& Name of Treating Health Care Provider 0 Read Only & 1 Health Care
Provider
Patients Health

/ Patients Health Carrier and Member ID 0 Read Only = 9 Carrier and Member
ID

& Phone Number 0 Read Only = 3 Phone Number

the time frame for
conducting a

) ) ) standard external
the time frame for conducting a standard external review of ’
& ) ) i 0 Read Only = 10 review of the
the patients appeal would in my professional -
patients appeal

would in my
professional
& undefined 0 Read Only = 4 undefined
& undefined 2 0 Read Only = 6 undefined_2
Key Items
Edit See information below (Editing Field Mapping)
Mass Update When selecting one or more forms (use the Shift key to select multiple forms) to

update, when clicking on the Mass Update button, the screen below will appear.
Check the appropriate box and drop down selection to determine what will be
updated.

Mass Update

0 UseinWebForm [J

[0  Form Field Status Employee Editable

[J  Form Field Type Integer

Close
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Change Field Order After selecting a form and clicking the Change Field Order action button, you will
have to option to make changes to the order of the fields on the form. See

example below. Use the >4 arrows to move up or down or right or left.

Use the “* ™ arrows to move the selected column to the first or last position.

Field Order -
Use the arrows to set the field order.

Column 1 Column 2

FirstName ¥~ SSN €V
Employer 2~ b~ Street EX A
EmployerStreet add > City N L L
State P~ 2P IR 2 2
EmployerCity ~> ¥4~ EmployerState X L L 4
EmployerZIP ~p ¥ A~ PercentSubToWithhold B 2 & 04
NY_IT21041_6 ~p b~ Sigbate X L L g
LastName ~ b~ NY_IT21041_1 PR 2 2
NY_IT21041_2 apd A~ NY_T21041_3 N L L
NY_IT21041_4 P v NY_IT210415 R 2 2
Middle ~3 4 EmployeeSig -~

Return to Documents Click to go back to the Open Enrollment Documents window

Editing field mapping

Click on the edit icon ¢ to edit / map a particular field. You should see a window similar to the one
below.
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Clear Mapping

Form Name Licensure and Area of Clinical Specialty Available Fields for Mapping
Employees
Table Employee Addresses
Record 0 Enrollment Plan Types
Number Enrollment Eligible Plans
Enrollment Plan Rates
Field Enrollment Plan Dependents
Enrollment Plan Beneficiaries
FieldStatus  Read Only Client/PEQ
Signature

UselnWeb [ |

Document Field

Form
Sequence 0
Number
Web Form Licensure and Area of Clinical Specialty
Label
Field Type  TexiBox
Key Items
Form Name Select a name for this form. This form is one you created and saved into DNet.

Table

Record Number

Field

Field Status

Use in Web Form

Sequence Number

Web Form Label

When you select a field from the Available Fields for Mapping this table field will
populate with the field name in the table. For example, if you choose First Name
under the Employees in the Available Fields for Mapping, Employees will show
up in this table field.

If the same field is used twice, put in a sequential record number so the system
knows the correct order to bring in the mapped data.

When you select a field from the Available Fields for Mapping this table field will
populate with the field name in the table. For example, if you choose First Name
under the Employees in the Available Fields for Mapping, First Name will show
up in this table field.

Choose whether this form is read only, editable only by the client, or editable by
both the client and the employee

If this box is checked then all forms will open up (on all browsers) as a web form.
Otherwise, the form will open up in a native format in Microsoft Internet
Explorer.

This determines the order in which the fields appear on the form

Name for the web form

Field Type For selection of type of field

Available Fields Lists the fields in DNet 2 that have data that can be mapped into a document.
For Mapping

Note: If a document is added after a plan has been selected, select the plan again (using the Change

Selection button) for the new document to appear.
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Note: If a document is to be deleted, how it is deleted depends upon how it was created. If the

document

was created by the system user, delete is in the appropriate system user window

(see system user guide for more information). If the document was created by the Client
User, delete it at the Client User level. Then delete it at the System User level to eliminate it
from appearing for the user.

Instructions

0 Instructions

This area allows for entering the instructions for choosing benefits. See example below

Welcome Open Enrollment Setup Instructions

Select:

Page Text

Modal Text

Shared Plan Pages Dependents  Beneficiaries

omat v | B I U ¥ = E E = E T @ A &>«

Welcome to your 2016 Open Enrollment. Please follow the wizard to complete this year's process. If you have any questions feel free to contact your HR Spedalist at HR@Thinkwareinc.com

ModalEnabled F
ModalTitle

Modalfet  pomat v+ B 1 U 5 5 8 E = E = © A &>~

vefits Open Enrollment process.

rrently participating in 3 Wellness plan.

Enrollment Wizard Steps

Landing Page

In the page text area, enter a title and text. These appear on the first page the
employee see (the landing page) when enrolling in plans. You can also choose to
use a Modal. A Modal is a pop up box that appears when a page opens. It is used
to call attention to more details for this enrollment process. The modal can be
turned on and off by checking the box next to ModalEnabled. The text in the modal
is also able to be changed. Click the Save Changes button (at the bottom of the
window) to save changes made.

If you would like to have a starting page (in addition to the landing page), this
window allows for setting up that page. The capabilities are similar to the Landing
Page (explained above). Click the Save Changes button (at the bottom of the
window) to save changes made
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This page allows for setting up the instructions that employees see for completing
information about dependents. Click the Save Changes button (at the bottom of
the window) to save changes made.

Dependents

Plans List This screen is used for entering the title and text for the eligible benefit plans. Click
the Save Changes button (at the bottom of the window) to save changes made.

Summary Use this window for the text and title for the summary page. Click the Save

Changes button (at the bottom of the window) to save changes made.

Shared Plan Pages

This window allows for entering title, text, and modal information for plan pages that appear in more
than one place. For example, you may have selections for dependents for both your health and your
dental plans. Because the instructions may be different from the dependents instructions in the
Enrollment Wizard Steps, this form is available to provide additional information.

This page allows for setting up the instructions that employees see about
dependent information - after selecting an plan (e.g. dental plan). Click the Save
Changes button (at the bottom of the window) to save changes made.

Dependents

This page allows for setting up the instructions that employees see about
beneficiary information - after selecting an plan (e.g. dental plan). Click the Save
Changes button (at the bottom of the window) to save changes made.

Beneficiaries

Use this window for instructions when an employee is asked to enter information
about their primary care Physician. If a PCP needs to be selected, a form will
appear for an employee to complete.

This window is used when an employee is asked to enter an amount for a particular
benefit.

o . Motifications
Notifications

This area is for setting up information for notifications. Notifications are emails that are sent out by the

Amount Entry

software at designated intervals/triggered by specific events. This window allows for enabling
notifications, putting in a title for the notification, and putting in the text for notifications.

Select a Type

— If you use this function, enable it and enter the title and text that employees will
Invitation

see in an email when they get an invitation to enroll in benefit plans. The
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Overdue

Empl. Finalize

Welcome/Invitation notification will be sent when a new employee is
discovered/added to the OE Monitor screen (in the On-Boarding section — path:
Employees > Benefits > OE Monitor).  Remember to save this after you make
changes.

Use this window for information in the email that employees see after the
employee signs all documents and submits (on the last / Summary screen). The
finalize notification will get sent after an employee signs all relevant documents,
puts in their UserID, password, and social security number, and then submits their
approval (Submit button on the Summary screen)

This function sends an employee, a client contact person, and a system user a
warning X days prior to the end of Open Enrollment if they have not completed
their open enrollment selections. This parameter is set in the Customize window
(path: Company > Tools > Customize) in the Days Prior to OE End warning
notification field

Select an Assignment

Use these three options to choose to whom the notification is sent (the employee, the client, or the
system user) — if appropriate. For some of the types the assignment options will differ. For example,

the Invitation will only have ‘employee’ as an option.

Check the Enabled box if you want to have an email notification sent to that particular user.

If Default is checked, a default notification message is sent. Default notifications are set by the System

User.

If not using the default option (uncheck the default box), the ability to a subject and text that will be
available. This is what will appear in the email that will be sent.
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Reporting

Quick Lists

The Quick Lists page can be accessed via the Reporting drop down from the navigation column on the
left (path: Reporting > Quick Lists). It provides consolidated information on several key areas. These are
separated into three main sections: Department, Dates, and Other.

Welcome Reporting ~ Quicklist Home

Brownie's Place

Quick List Home

ELC: 002: Brownie's Place E‘

Department

& D

B Company

Deduction Code SUTA State

Dates

Birthdate Anniversary Date
& Reporting

Quick Lists Other

& Employees

$ Payroll

48 Human Resour

= Logout

Department

Department displays a list of all assigned Departments and the affiliated Employees.

Department Quick List

Back to List

Export to Excel

Drag a column header and drop it here to group by that column

Department ~ Description
002001 Brownie's Dept.1 f
002002 Brownie's Dept 2
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Use the Expansion arrow ( ) for additional detail. See example below. Selecting an Employee will
take you to the respective Employee Info page.

Department Quick List

Back to List

&) Export to Excel

Drag a column header and drop it here to group by that column

Department - Description
002001 Brownie's Dept.1 2
Employee ID Employee Name SSN Position Inactive
020020001 Bill Jackson 572-34-8969 BAR false
0200200015 Johnny Galeki 421-63-8549 BAR false
0200200017 Miranda Bailey 445-12-3687 ADMIN false
0200200018 Christina Yang 471-56-2139 ADMIN false |
020020002 Edward Travis 231-34-2344 BAR false
0200200021 Jim Parson 552-13-4678 BAR false
0200200024 Blossom Russo 639-82-5741 BAR false
0200200027 John Gruden 421-32-1621 MANAGR false
020020003 Gary Quill 983-47-8788 BAR false B
020020004 Karen Richards 256-54-9679 BAR false

1-10of 18 items

1-2of2 items

Pay Code

Pay Code displays a list of all assigned Pay Codes and affiliated Employees.

Pay Code Quick List

&l Export to Excel

Drag a column header and drop it here to group by that column

Pay Code - Description
BONUS Bonus Pay -
BUSEXP Business Expense
COMMBI Commission BiWeekly

Use the Expansion arrow ( ) for additional detail. Selecting an Employee will take you to the
respective Employee Info page.

Home State

Home State displays a list of all assighed Home States and the corresponding Employees.
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Home State Quick List

Back to List

Export to Excel

Drag a column header and drop it here to group by that column

State ¥

VA

OH

KS

Use the Expansion arrow ( ) for additional detail. Selecting an Employee will take you to the

respective Employee Info page.

Division
Division displays a list of all assigned Divisions and affiliated Employees.

Division Quick List

Back to List

] Export to Excel

Drag a column header and drop it here to group by that column

Division ID ~ Description

002DEFAULT Default Division

Use the Expansion arrow ( ) for additional detail. Selecting an Employee will take you to the

respective Employee Info page.

Deduction Code

Deduction Code displays a list of all assigned Deduction Codes and affiliated Employees.

Deduction Code Quick List

Back to List

&) Export to Excel

Drag a column header and drop it here to group by that column

Deduction Codes - Description
125FLX 125 Flex Spending Account -
1ROTH 1Roth
401K 401K

Use the Expansion arrow ( ) for additional detail. Selecting an Employee will take you to the

respective Employee Info page.
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SUTA State

SUTA State displays a list of all assigned SUTA States and the corresponding Employees.

SUTA State Quick List

Back to List

&l Export to Excel

Drag a column header and drop it here to group by that column

State Codes ~ State Name
KS Kansas
OH Ohio
VA Virginia

Use the Expansion arrow ( ) for additional detail. Selecting an Employee will take you to the
respective Employee Info page.

Position

Position displays a list of all assigned Positions and affiliated Employees.

Positions Quick List

Back to List

Export to Excel

Drag a column header and drop it here to group by that column

Positions v Description
ADMIN Administrative
BAR bar worker
MANAGR Manager
SERVER restaurant worker

Use the Expansion arrow ( ) for additional detail. Selecting an Employee will take you to the

respective Employee Info page.

Benefit Code

Benefit Code displays a list of all assigned Benefit Codes and affiliated Employees.
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Benefit Quick List

Back to List

Export to Excel

Drag a column header and drop it here to group by that column

Benefit Codes ~ Description
001 001 -
401K 401k
BCFMFM Blue Cross, Female, Family
BCMLE1 Blue Cross, Male, EE+1

Use the Expansion arrow ( ) for additional detail. Selecting an Employee will take you to the
respective Employee Info page.

WC Code

WC Code displays a list of all assigned WC Codes and affiliated Employees.

WC Code Quick List

Back to List

Export to Excel

Drag a column header and drop it here to group by that column

Workers Comp ~ Description

8810 X

Use the Expansion arrow ( ) for additional detail. Selecting an Employee will take you to the
respective Employee Info page.

Birthdate

Birthdate displays a list of all Employee Birthdays sorted by month.
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Birthdate Quick List

Back to List

Export to Excel

Drag a column header and drop it here to group by that column

Month

February
March
April

May

June

July
August
September
November

December

Use the Expansion arrow ( ) for additional detail. Selecting an Employee will take you to the

respective Employee Info page.

Anniversary Date

Anniversary Date displays a list of all Employee Employment Anniversaries sorted by month.

Anniversary Quick List

Back to List

Export to Excel

Drag a column header and drop it here to group by that column

Month

January
March

December

Use the Expansion arrow ( ) for additional detail. Selecting an Employee will take you to the
respective Employee Info page.

Term Date

Term Date displays a list of all Employee’s dates of termination. The list is sorted by month.
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Term Quick List

Back to List

Export to Excel

Drag a column header and drop it here to group by that column

Month

January
March

December

Use the Expansion arrow ( ) for additional detail. Selecting an Employee will take you to the
respective Employee Info page.

Hire Date

Hire Date displays a list of all Employee Hire Dates sorted by month.

Hire Date Quick List

Back to List

Export to Excel

Drag a column header and drop it here to group by that column

Month
January
March

December

Use the Expansion arrow ( ) for additional detail. Selecting an Employee will take you to the
respective Employee Info page.

Next Review Date

Next Review Date displays a list of all upcoming Employee Review Dates sorted by month.

Note: This review date can be set up in DNet or Darwin. In DNet, there is a reviews section for
Employees (Client -> Employees -> List -> Desired Employee -> HR -> Reviews -> Add Review), here you
can set up new Reviews and set the next Review date. In Darwin, there is also a single ‘Next Review
Date’ field on the Employee Additional info screen.
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Next Review Quick List

Back to List

Export to Excel

Drag a column header and drop it here to group by that column

Month

January
February
March
April
May
June
July
August

December

Use the Expansion arrow ( ) for additional detail. Selecting an Employee will take you to the
respective Employee Info page.

Training
Training displays a list of all assigned Trainings, and affiliated Employees.

Training Quick List

Back to List

&l Export to Excel

Drag a column header and drop it here to group by that column

Training

Safety Training

Use the Expansion arrow () for additional detail. Selecting an Employee will take you to the
respective Employee Info page.

PTO Plan

PTO Plan displays a list of all assigned PTO Plans and affiliated Employees.
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PTO Quick List

Back to List

&) Export to Excel

Drag a column header and drop it here to group by that column

PTO Type ~ Description
Vacation Vacation |
Sick sick
PTO4 Length of Service
PTO5 Hours Worked

Use the Expansion arrow ( ) for additional detail. Selecting an Employee will take you to the
respective Employee Info page.

Licenses

Licenses displays a list of all assigned Licenses and affiliated Employees.

Licenses Quick List

Back to List

&) Export to Excel

Drag a column header and drop it here to group by that column

Licenses ¥
DRIVER

BAR

Use the Expansion arrow ( ) for additional detail. Selecting an Employee will take you to the
respective Employee Info page.

401k Plan

401k Plan displays a list of all assigned 401k Plans and affiliated Employees.

Use the Expansion arrow ( = ) for additional detail. Selecting an Employee will take you to the
respective Employee Info page.
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Welcome 401K Quick List
RobertG

ABC Company Back to List
NTEST: 020: ABC Company

Export to Excel

Drag a column header and drop it here to group by that column

Plan Name
CJ 401K
Employee... | Employee... 3 Departme... P i ibut.. | Inactive
254-T8
010200001 Joe Fields 9630 020PRD SALES 401K 100.0% false
Susie 269-78-
010200002 020ADM OFFICE 401K 500.0% false
Hofman 4105
2esources
Melody 578-41-
010200003 . 020ADM CLERK 401K 100.0% false
Bruin 2369
4 4 1 s b 1-3of3items
> » 1-1of1litems

Employee List

Employee List displays a list of all affiliated Employees.

Employee Quick List

Back to List

Export to Excel

Drag a column header and drop it here to group by that column

Employee ID v Employee Name ~ SSN v Department Position ~ Inactive
010010001 James Winton J00CX0C-T896 001001 ADMIN false o
010010002 Davis Yount J00C-XX-5302 001001 ADMIN true H
010010003 Bethany Gray JK-XX-89T9 001001 ADMIN false

Reports Center

The Reports Center menu allows you to run pre-defined reports on Payroll, Invoices, HR, and Benefits
for date ranges that you select. These reports use data that has been uploaded to DarwiNet from
Darwin.
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Welcome

Client User
Midtown Medical

Pay

NTEST: 001: Midtown r.1ecwcﬂ

Pay
Pay!
Pay!
PR';’

PR';’
P]'j
Pay
Pay
Pay

Pay!
Pay!
Pay!
Pay!
Pay!

esources

P ay
P ay
P ay|
Pay
Pay
Reports Center

Payroll

Payroll Reports

Payroll Registers

oll Register - Detail

roll Register - Detail - by Dept/EE

roll Register - Detail - by EE/Dept

roll Register - Detail - by EE/Position

roll Register - Detail - by Position/EE

roll Register - Summary

oll Register - Summary - by Dept/EE

oll Register - Summary - by EE/Dept

oll Register - Summary - by EE/Pasition
oll Register - Summary - by Position/EE
oll Summary Register by Check

roll Summary Register by Dept/EE by Check
roll Summary Register by EE/Dept by Check
roll Summary Register by EE/Position by Check
roll Summary Register by Position/EE by Check
roll Register - Check

roll Register - Check - by Dept/EE

oll Register - Check - by EE/Dept

roll Register - Check - by EE/Position

roll Register - Check - by Position/EE

Employee Reports

Employee Payroll Summary
Employee Payroll Summary - By Dept

Employee Check History

Detailed Comprehensive Employee Report
Detailed Comprehensive Department Report

Labor Distribution

Payroll Labor Distribution
Payroll Labor Distribution - by EE/Dept
Payroll Labor Distribution - by EE/Position

Other

Tax Liability Report
Tax Liability Report - Wages

PTO Accrual History Detail

These reports can be printed or saved in several different formats.

14 41 Jofzo b Pl % [100%

Employee Info

‘Washington, Todd

Employze ID: 01-001-0001
33N *#-+=.2478

Net Wages: § 625.54

Other

The Other Reports menu is a listing of reports that are uploaded by the PEO. This function gives the PEO
the opportunity to upload reports that they want the client to have access to in DarwiNet that were not

generated in the Darwin payroll system.

DarwiNet 2.0 - Client Level

October 17, 2016

copyright 2016 by ThinkWare Inc.

V| | | Find | Next -] @& @
| XML file with report data ‘

Mid Check Dates: 1/1/2016-5/13/2016

P €SV (comma delimited) Date: 5/13/2016 10:06 AM

ayro PDF Page 1 of 10

Check Info Earnings MHTML (web archive) gy Deductions Benefits

Pay Code Hours/Units. Excel Amount | Ded Code Amaunt | Ben Code Amount

Check Date: 4/11/2015  HOURWK 20,00 TIFF file 1146 AFLACR 1000 DEN-E 1200

Chack Number: 2238 MED-E 75.00
000000006 Word 38.71
FederT 5432

Pay Code | Hours units| Pay Rate Amount [Tax Code | Amount[pedcose | Amount [Ben Code [ amoum|

Check Date: 1/5/2016  HOURWEK 4000 20.00 B00.00 FICA Med 1145 AFLACP 1000 DEN-E 1200

Check Number: FICA 55 4838 MED-E 7500
000000044 B 3371
Federal 64.32

Pay Code | Hm.rsfl.lnnsl paynaml Am\:untlTaonde | RmumtlDedCﬂdE | AnmmlBenEme | nmmml

Check Dars 11122018 HOURWK a0.00 20.00 800.00 FICA Med 1146 AFLACR 1000 DEN-E 1200

Chack Number: Fica 55 2838 MED-E 7500
000000043 G 871
Federal 5432

Pay Code | Hms_fUn'nsl Payllatel mumlTucode I AmumtIDedcude I AnmmlBenCode I Ammntl

Chack Date: 1/19/2016  HOURWK 2000 20.00 B00.00 FICA Med 1145 AFLACR 1000 DEN-E 1200

Check Number: FICA 55 4838 MED-E 7500
200000054 @A 3871
Federal 64.32
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Report Writer

Export Solutions

DarwiNet 2.0 - Client Level October 17,2016  copyright 2016 by ThinkWare Inc. ~ Page 126



Insight

The purpose of Insight is to give a client user a quick graphical view of their Payroll and Invoice data such
as; gross wages, taxes paid, and hours worked. This is intended to help the user identify and understand
trends in their financials and labor force.

Note: In each of the Insight menus, one navigation item is that you have a scrolling date bar ( see
example in the graphic below) you can use to set your time frame.

‘Jan Feb Mar Apr May Jun Jul ‘Mg ‘Sepl Oct Now Dec Jan ‘Feb Jul Aug ‘&pt Oct ‘Nm Dec Jan Feb’

Dashboard

This menu item allows you to view information using categories and time frames you choose. This
provides flexibility for choosing a time period for which you would like to view information.

As you can see from the sample screen below, you can choose a daily, monthly, or annual (called
annually) view.

Quick Filter _ Start Date

Select a time frame by using the Quick Filter =~ or Start Date March 2016 and

End Date
end date |May201s to get the time frame you desire. Or use the scrolling date bar (graphic
above) to choose dates.
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Welcome
RobertG

Dantex Construction

Daily Monthly Annually

Quick Filter Start Date End Date
select Filter... March 2016 May 2016

Insight Dashboard

Feb |Mar |Apr [May [Jun [Jul  |Aug |Sept |Dn Now |Dec |Jan ‘Feh Jun  |Jul  |Aug  |Sept |Oct |Nm Dec [san  [Fen]p

Show Overview

(ET P LLETG R Pl L BY Gross Wages

s Payroll

42 Human Resources

540,000
M Library
) 535,000
- Benefits
$30,000
& Reporting
§25,000
sl Insight
20,000
DEELEDG]
$15,000
10,000
5,000
50

Mar '16 Apr'16 May "16

Click the Show Overview  button to get more information. You will see an expanded screen similar
to the one below.
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Daily Monthly Annually

Quick Filter Start Date End Date

& ‘ Selact Filter... May 2016 May 2016
d |

H company

Apr (May [Jun ol ‘Mg Sept |Oct  |Nov [Dec  [Jan |Fetr Mar |Apr | Jun dul |Aug ‘Sep( oct |Nm ee  |dan  [renlr

& Emp

B Hide Overview

$ Payrall Gross Wages Employer Costs Total Burden Total Checks
S $ 20,931.00 $ 4,998.88 $25,929.88 12
5/1/2016 5/1/2016 through 5/31/2016 5/31/2016
Active Employees New Employees Termed Employees Active Employees Retention %
L Insight 7 1 0 8 100.00 %

Dashboard

Client Dashboard Graphs [l¢23 3 EF-EH

$25,000

520,000 ©
$15.000
In the Client Dashboard Graphs | clent Dashboard Graphs TIPS click the arrow to select

(see screen shot below) what information you want to have appear in the lower graph.

DarwiNet 2.0 - Client Level October 17,2016  copyright 2016 by ThinkWare Inc. = Page 129



Welcome

Insight Dashboard
RobertG

Dantex Construction

Daily Maonthly Annually

Quick Filter Start Date End Date
Select Filter... May 2016

May 2016

5/31/2016

dloen  |Feb [Mar  [pr  |May |wn | |Mg |Sep( Ot [Nov |Dec |Jan ‘Feb (fu ‘Sepl oot ‘Nm Dec  |[Jan

Show Qverview

Client Dashboard Graphs Gross Wages
Gross Wages (by department)

Gross Wages(by position)
$25,000 Total Billing
Total Employer Burden
Total Taxes (by type)
520,000 Total Benefits
Total Employees
Total Employees (by department)
Total Employees (by position)
el Insight $15.000
Dashboard
510,000
$5.000
50 «

May "16
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Payroll: Gross Wages

After the Dashboard, the next menu item is Payroll: Gross Wages. The path to this screen is: Insight >
Payroll > Gross Wages.

In this menu, you make selections on parameters (e.g. division, department, pay type) to view gross
wages data.

Gross Wages ~
Daily Month Annually
QuickFilter | saectriber. [§]  StartDate | way2016 EndDate | May2016 B

Select Paytype..

Detail By: -
=] Select#of intervals ~ vears vl
Gross Wages
W Oross Wapss Legend
7 :r\ Department ALL
o
$4,000 State ALL
i\ z Pay Type ALL
$1.000 Pay Code ALL
“ 3 P B W/C Code ALL
Department Gross Wages
002001 | Office $7,000.00
002002 | Sales 45,869.00
002003 | Laborer $8,062.00
Key Items
Wage Accumulation Criterion
Select Division... Select the Division and / or Department for which you would like to see
Select Department... data
Select Paytype... | Select the Paytype and / or Paycode if you want to see information based
SRR upon these parameters
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Select Position... v

If desired, choose a position, a state, and or a worker’s compensation
code for data selection.

t State... v
v

Select W/C Code...

Click on to display the chart (below the criteria) based upon your selection criterion.

Display Options
Display Options:
m] Select # of Intervals Years
Detail By: Select Detail Select an item (e.g. Division) to display that information
Select # of Intervals Click the checkbox = until a check appears in it. Then choose

your interval and choose years or intervals in the second drop down
box.

Click on to display the chart below based upon your selection criterion.

Payroll: Hours

This next menu item on the main navigator (after Payroll: Gross Wages) is Payroll: Hours. The data
selection process for this menu item is similar to the process for Payroll: Gross Wages (see instructions
for Payroll: Gross Wages above).

DarwiNet 2.0 - Client Level October 17,2016  copyright 2016 by ThinkWare Inc. ~ Page 132



Payroll: Summary

In this view, you have Filter Criteria to use for summary information. A screen shot of the main view is
below.

Welcome
RobertG

Dantex Construction

Daily Monthly Annually

Quick Filter ) Start Date End Date

Select Filter...
@& D rd : ‘

Hours

B Company .
Mar  |Apr  [May |Jun |Jul ‘Aug ‘ Ot |Now |Dec |Jan |Feb [Mar |Apr Jun  |at |mug  [sepr [oer |Nw ‘Dec FE

& Emplo

$ Payroll
Select Department...
& Human Resources e
Build Chart
M Libj
Gross Wages Total Checks Employees Paid
& Reporting
$20,931.00 12 1

il Insight

Wages by Department

Gr

Payroll

Summary Department Description Gross Wages

COZIGT Office $7,000.00
= 002001 | Office
» 002002 | Sales
002003 | Laborer 002002 Sales $5,869.00

002003 Laborer $8,062.00

Workforce Metric

7 1

5/1/2016 5/1/2016 - 5/31/2016
Active Employees New Employees
5/1/2016 - 5/31/2016 5/31/2016
Term Employees Active Employees

B New m Term
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Key Items

Filter Criteria: Use this Filter Criteria to select a division, department, and or position

Filter Criteria

EFIEI:t Dil..i:; Al " _ E“!JE.‘:I FII-JSiNarL"

Note: Click on to display the chart below based upon your selection criterion.

Invoicing: Details

This section enables you to get graphs for details on invoices.

Key Items

Invoice Detail Criteria: Use this criteria to select a division. Then click on

Invoice Detail Criteria

Select Division... v Refresh Chart

Invoicing: History

This section enables you to get past / historical invoices for viewing. The invoices appear in the grid
below — based upon your criterion selection.

Key Items

Invoice History Criteria: Use this criteria to select a division. Then click on

Invoice History Criteria

Select Division... v
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