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Human Resources  
Information System  

(HRIS) 

Presenter
Presentation Notes
In November we reached out to business managers and bookkeepers for their feedback on service in Human Resources and Payroll.

The feedback we received launched a project to discover possible software solutions for improving service in these areas with the goal of better meeting the needs of all stakeholders: parishes, schools, agencies, and employees.

Alongside this project, compliance requirements with the Dept of Labor and the Affordable Care Act were also surfacing.  

We were fortunate to discover that among the solutions available, Paylocity offered an integrated software solution that would improve service and meet compliance requirements.  




Parts of the New System 
• Web Pay - Payroll 
• Employee Self Service 
         Access W2, Paystubs & Timekeeping 

• Web Time - Timekeeping 
• Onboarding  
         Access W2, Paystubs & Timekeeping 

• Web Benefits  
          Automates benefit enrollment 

Presenter
Presentation Notes
Paylocity’s integrated software solution often referred to as a Human Resource Information System or HRIS is made up of five parts: 
Web-pay | Employee  Self-Service | Web-time | Web-benefits | Onboarding

Web-pay is Paylocity’s payroll system that is being rolled out in the pay cycles from May 29th through August 31st.  

Employee Self-service is the module where employees can make changes that our offices are usually involved in; this part of the system will lighten the workload for all of us.  This part of the system becomes available to employees before your locations first pay run.

Web-time is Paylocity’s timekeeping system – hourly and part time salaried employees will be required to use this part of the system which is accessed through employee self-service to electronically track their time.  This part of the system is expected to go live approximately six weeks after your second successful pay run with Paylocity.

Onboarding is the tool that employees, business managers, and the central office will eventually use to automate the new hire process.

And Web-benefits automates benefit enrollment which is expected to be rolled out this fall.

I’m going to review Web-pay and employee self-service, then Andrea will cover Web-time, onboarding, and Web-benefits.  




Web Pay 
Conversion Schedule 

 • Pilot team launched – 5/29 
• 20 locations per pay cycle  from 

June 15 through August 31 
 

Presenter
Presentation Notes
We were fortunate enough to have about a dozen locations volunteer to pioneer the process by adopting the new system early.  
These locations went live with Payroll on the May 29th pay cycle.

There are approximately 20 locations in each subsequent pay cycle going live now through August 31st.  






Web Pay  
Conversion Process 

 • Introduction email from Paylocity 
• Tax authorization and bank 

verification 
• Welcome call 
• Online training 

 
 
 

Presenter
Presentation Notes
For the conversion to payroll…
The first step in the process is receiving and responding to an email from Paylocity’s Sr. District Sales Manager Mike Adams.  
Mike will ask each location to sign tax authorization forms and require each location to provide bank proofs in the form of a letter or voided check.
After you return the documents to Mike, Paylocity will be able to open the account and begin their processes which takes approximately a week.  After the account is opened, you’ll receive information from your assigned implementation consultant to setup a welcome call.
The welcome call is structured as an information sharing session between each location and Paylocity.  
Paylocity covers the implementation process in greater detail and requests specific information required to begin the implementation.  
They’ll provide information about training if you haven’t already signed up or completed training at that point in time. 



Web Pay  
Conversion Process 

 • Data extraction 
• Database verification 
• Test payrolls 
• First payroll processing  

 
 

Presenter
Presentation Notes
The conversion process is covered in the Welcome Call but we’d like to provide a general outline of the process:

After your last pay run with Paycor, Paylocity will schedule a date to begin extracting your data from Paycor’s database.

Paylcoity pulls and uploads the data into the Paylocity account and then delivers the database to the location and sends instructions for verifying information that has been loaded to the system.  

Please note: after the extraction and delivery of the Paylocity database ALL changes such as raises, new hires, terminations, earnings, and deductions must be completed in both the Paycor and Paylocity databases so you may produce a parallel pay run that can be reconciled or compared for the exact same results in net pay.

Testing your payroll requires you to enter data into both payroll systems.  This allows you to compare the results of each batch in each system.  The goal is to produce the same results for each batch out of both systems.

You can accomplish this by testing batches in the Paylocity system to the last pay run ran in Paycor.  

However, for your first pay run, we are requiring that the data is entered into both system so the first pay can be compared between both systems to ensure they are producing the same net pay for each employee.  Net pay shouldn’t be different by more than about $1.  If it is, you’ll need to figure out where the differences are and if any adjustments should be made for those differences.  




Database Verification 
• Employee Email Addresses  
• Worker’s compensation 
• Direct deposits 
• HSA contributions 
• YTD totals 

 

Presenter
Presentation Notes
Paylocity will send detailed instructions on how to complete database verifications but we’d like to highlight some things to watch out for:

Demographics – please ensure each employee has an email address populated in the Paylcoity database.  Employees will aid in the database verification process through employee self-service, but they must have an email address on file in order to register and use this part of the system.

Worker’s compensation – please ensure that each employee has an assigned workers compensation code

Direct deposit – please ensure each employee’s direct deposits accounts are correct.  
This is especially true for any employee who elects to split their net pay between multiple accounts.  

When comparing during a parallel: 
If the employee splits the net pay among multiple accounts, you’ll note that Paycor has the additional accounts noted under “deductions” but Paylocity’s pre-process register will present the total net pay without breaking those accounts out under deductions.  Please check each employee who has multiple bank accounts set up to ensure the set up converted properly to the Paylocity system.

In Paylocity Health Savings Accounts are set up differently than they were in Paycor.  
the end of month employer contribution is a memo only earning note and is set up as an “Agency Check” that links and directs the earning to go directly to the employee’s health savings account.  There is no corresponding employer deduction as there is now in Paycor.
The employee deduction is also setup as an “Agency Check” that links and directs the deduction to go to the employee’s health savings account.
The TCU or Elements health savings account data should not appear on the employee’s direct deposit screen.  

YTD totals reconcile with Paycor 



First Processing Checklist 
 • Pay rate  

• Hours associated with all compensation 
• Earnings  
• Taxes 
• Deductions 
• Net Pay 
• Group Term Life (GTL) 
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Presentation Notes
In testing your pay run, you’ll print the pre-post journal from Paycor and the “Pre-process register from Paylocity, then check to make sure:
The pay rate is accurate
Hours are populated for salary and hourly employees as well as for any other form of additional compensation such as stipends.
Earnings are accurate which include 403(b) employer matches.
Taxes are accurate.  �You can note that when comparing taxes between Paylocity and Paycor, each employee’s taxes may be off by about $1 due to rounding and year to date calculations.  
Deductions are accurate including
H.S.A. employee elections 
403(b) employee elections
Medical and dental deductions
Elective or mandated deductions like United Way, Christ our Hope, or Child Support are setup and deducting properly.
Net Pay: the net pay should be calculating the same between systems.  There shouldn’t be more than a $1 difference in net pay.
Also note that employees eligible for the Group Term Life will show the benefit in excess of $50k included as taxable wages.

Please refer to and follow the Archdiocese Payroll Calendar for acceptable data entry dates and required approval dates. 




Employee Self Service 
 • Dashboard for employee to 

access all their information: 
• Paystubs | W2s | Year-to-date Balances 
• Update dependents, emergency contacts, tax 

withholdings, and direct deposit information 
• Electronic Timekeeping 
• Electronic Time Off Requests routed to 

Supervisors for approval 
• Benefits Changes 

Presenter
Presentation Notes
The employee self service module is an exciting new feature.
This is where employees will access their paystubs and W2s.
They’ll now have the ability to electronically update dependents, emergency contacts, tax withholdings, direct deposit, and benefits changes.  
Hourly and part-time salaried employees will access the electronic timekeeping in employee self-service 
Employees will request time off electronically through this system as well.




Employee Self Service 
 
• Each employee must have an 

email address 
• Send out email with registration 

info to all employees 

Presenter
Presentation Notes
In order for the employee to do all of these things, they must have an email address in the payroll system.  
You’ll send out an email to employees with instructions on how to register for employee self-service.
Central Payroll can provide you with a template to use for the employee self service notification with detailed instructions for employees
However, employees should be assured that all earnings, deductions, and direct deposits will remain the same.
They’ll access Paycor paystubs through Paycor and Paylocity pay stubs through Paylocity’s employee self-service.
They should also know that they’ll receive one 2015 W2 from Paylocity.
Please encourage all employees to download, print, or save their paystubs and W2s from Paycor because at some point in the future, that system will no longer be accessible to the employee.




Employee Self Service 
 
• Ask employees to verify their first 

paystub in Paylocity with previous 
paystub in Paycor 

Presenter
Presentation Notes
Once the employee is registered and after your first successful pay run, please ensure that employees verify their first paystub in Paylocity with previous paystubs in Paycor and report anything that might be of concern right away.



Web Time – Timekeeping 
 • Two Types 

• Web Punch – for non-exempt 
employees 

• Timesheet – for exempt (part-
time) 

 



Web Time – Timekeeping 
 • Two Types: 

• Web Punch – clocking in and out, then 
the system automatically calculates 
time worked 

• Timesheet – entering daily hours 
manually on a time card 

 



Web Time – Timekeeping 
 • Web Punch 

• Punches will be rounded to the 
nearest quarter hour 

• Examples: 
• 8:07AM would round BACK to 8:00AM 
• 5:23PM would round FORWARD to 

5:30PM 
 



HRIS – Web Benefits 
The new system will offer: 
• Online open enrollment in 

benefits 
• Online enrollment changes to 

your benefits due to qualifying 
events 
 



HRIS – Web Benefits 
• New Open Enrollment Process: 

• Notification will be sent to 
employee’s email address that 
it’s time to enroll in benefits or 
make changes to benefits 

 



HRIS – Web Benefits 
• New Open Enrollment Process: 

• The new system will provide step by 
step guidance through the 
enrollment process 

• Employees able to view the 
descriptions for each of the plan 
coverages as well as compare costs 

 



HRIS – Carrier Connections 
Any employee information changes or 
enrollment changes are sent directly to the 
insurance carriers: 

• Name 
• Address 
• Phone numbers 
• New enrollments/changes to 

enrollments 
 



Onboarding 
• Changing from manual process to 

electronic 
• Ensures critical data is complete 

when employee is hired 



Who to call 
• Paylocity Implementation 

Specialist 
• Issues verifying data 
• Issues with data set-up 
• Issues processing payroll 



Who to call 
• Central Payroll 

• Payroll related questions  
• Deductions & Earnings  
• Assistance with Processing Payroll 
• Web-pay, Web-time, or Employee 

Self-Service 



Who to call 
• Human Resources 

• Benefits 
• Retirement 
• Policies 
• Employment Laws 
• Web Benefits, Web Time, Employee 

Self-Service 



Summary 
• Check for scheduled conversion date 

for your location 
• Watch for email(s) from Paylocity 
• Return signed documents as soon as 

possible 
• Register and complete online training 



Summary 
• Schedule and attend your welcome call 
• Prepare for data extraction 

• Review your current payroll data and make 
sure “Data Quality Checklist” is complete 

• Verify database and run test payrolls 
• Process and verify your Paylocity payroll 
• Launch Employee Self-Service 

registration email 



Summary 
• Ask employees to check pay stubs 
• Watch email for Web Time, Web 

Benefits, and Onboarding roll-out 
• Ask for help 

• Paylocity Implementation Specialist 
• Central Payroll 
• Human Resources 
• HRIS Help Desk – HRIShelp@archindy.org 
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