Tools for a

Successful Transition
Payroll and Time Entry

One of the benefits of Rock Engineering & Testing Laboratory, LLC, joining the UES family
of companies is access to better systems and support from both your teammates at Alpha
Testing and UES to begin using these systems.
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PAYROLL AND TIME ENTRY

Beginning with the pay period starting on
September 26, which is for paycheck issued on
October 14, RETL is transitioning to using Paycom
for time entry and payroll.

This guide provides you with useful information

about current and key aspects of your payroll and

time entry transition to Paycom, including:
 Paycheck schedule with Paycom

» Key upcoming training dates

» Accessing and understanding your paycheck
stubs (pay statements)

» How to access and use Paycom for time and
attendance

Prior to September 26, we recommend that you
sign onto your Quickbooks Account and download
any past information you want to access such as
your last few pay stubs and your W2s.

Beginning with the pay period beginning on
September 26, for paycheck issued on October
14, you will now be paid every two weeks rather
the current semi-monthly (twice per month)
schedule.

For your planning purposes, please see the paycheck
issue dates for the remainder of 2022 below.

Please remember to take this into account for
any automatic bill payments you may have set
up. Review the dates below and make any necessary
adjustments to the scheduling of those payments.

Final Check Date Quickbooks: 10/1/2022

Check Schedule with Paycom
Period Beginning Period End Check Date
9/26/2022 10/9/2022 10/14/2022
10/10/2022 10/23/2022 10/28/2022
10/24/2022 11/6/2022 11/11/2022
11/7/2022 11/20/2022 11/25/2022
11/21/2022 12/4/2022 12/9/2022
12/5/2022 12/18/2022 12/23/2022
12/19/2022 1/1/2023 1/6/2023

TRAINING SESSIONS

To help ensure you're ready for this transition,
Paycom representatives were made available via
virtual, one-hour training sessions.

The Employee Training covers a system overview and time
entry. The Manager Training includes the system overview
and time entry as well as how to review and approve
timecards. Managers only need to watch the Manager
Training.

One of each session was recorded for your reference.
Click here to watch the Employee Training and enter
the passcode of: @aefflWo0

Click here to watch the Manager Training and enter the
passcode of: *eqx%K8h


https://paycom.zoom.us/rec/share/DZ0uZ8qgKvGGBl17dcGoQeAZHYpVmFpUQb13ikhF0j4FlC_EW6nCadmOZOeGUlA_.jfIXgD9NychyzTSJ
https://paycom.zoom.us/rec/share/siIoNiMBd7OX71LV48SdC4a9kXOYXJh2ZdeXlP3X5UhhHkynWI5mEWImLB6N1NmA.fZSbtSqZhBjUSQrO

YOUR PAYSTUB AT A GLANCE

A Payct - Payoll Deshboard

— = You can quickly and conveniently access your earnings
i 5 = statements in Paycom. When you log in to Paycom, find
7 e them under Payroll > View Pay Stubs
i Earnings

An itemized listing of hours for the pay period and
corresponding pay for those hours.

Fagrol Anaytics

pe— W/H Taxes
— ® e 0 @ Taxes Federal, state and local tax withholdings;
- = Medicare taxes (Fed MED/EE) and Social Security taxes
- — ‘ - = == (Fed OASDI/EE).
S Deductions

Wages withheld from an employee’s total earnings
such as child-support or levy garnishments or other

ACCESSING PAYCOM miscellaneous items that may occur.

. . Earnings Statement
You can begin accessing Paycom and your Employee e on omomons
ay Dato
Self-Service portal on September 21. g opnm S
Rate Hours/Units Current Period Year To Date
. . . Earnin
The Employee Self-Service portal provides you with the Reguer S0 eass 111370 1966553
. . Overtime 26.25 14.45 379.31 8081.70
online convenience to: Sonus e e ow  som
HOLIDAY 17.50 0.00 0.00 272.00
. Gross 78.09 1493.01 28811.95
« View your pay rates, pay vouchers and W-2s WiH Taxes
Federal W/H(M) 49.69 1426.30
Medicare 2165 4a17.77
Social Security 92.57 1786.34
» Update your contact information, W-4 Doductions
. . . . . Purchase Reimbursement 0.00 -50.00
withholdings, deductions, direct deposit
Net Pay 1329.10 25231.54 Voucher No. 91950DD
Net Pay Distribution
Direct Deposit Net Check 1329.10 25231.54 A/C:3849
e Clock in and out, approve your timESheet, and Employee Benefits, Allowances, and Other Current Period Year To Date YTD Taken Available
t t' ff PTO Hours 3.08 46.20 16.00 30.20
request time off.
. u“ n”
Enter your username and password that you will SHOW ME HOW”TRAINING FROM PAYCOM
have received in an email from Paycom by the end of
day on Wednesday, September 21. It will contain The following pages walk you through how to do the
instructions to log in and a temporary password. Once following in Paycom. These resources are also available
you get into the system, you can and should update within Paycom in the Help section.

your password.
» How to clock in and out via the Web Time Clock
When you log in for the first time, please take a

moment to review your personal information for « How to manage your time with the Web Time Sheet
accuracy. If it's information you can update, such as

your address, please do so. If it's an item you can't » How to use Quick Punch in the App to quickly log time
update in the system (such as your social security in and out

number), please contact Loren Rock to make the

correction. * How to request a Punch Change (desktop)

» How to request a Punch Change (in the App)

» How to request time off




Show Me How

to Clock In/0ut via Web Time Clock

TIME AND ATTENDANCE

STEP 1 Time Management Time-Off Requests Information Payroll Expenses  Documents
From the Time Management tile, click "Web Time Clock." ® %' )

Time Management Time-Off Requests

Web Time Clock Request Time Off

Accruals

Click the appropriate punch option, such as "In Day." After
clocking in or out, different options will display for your
next punch, such as "Out Lunch" or "Out Day."

Web Time Clock
® @ Current Status - In Day 12:58 PM
12:58:58 PM

Not sure whether you are clocked in or out? Your current
status appears next to the check mark icon.

EMPLOYEES

Visit the Help Menu for the most up-to-date version of this guide. n payCO m-

4-26-22



Show Me How

to Manage My Time with Web Time Sheet

TIME AND ATTENDANCE

- Time Management Time-Off Requests  Information  Payroll  Expenses Documents

From the Time Management tile, click "Web Time Sheet." @ (%W
Time Management Time-Off Requests
Web Time Clock Request Time Off
Web Time Sheet Accrual Is

STEP 2 -]

Time Management  Time-OffRequests  Information  Payroll  Expenses  Documents  Checklists  Benefits  Performance  Personnel Forms  Company Information My Learing

Web Time Sheet

H n n
Click "Add Hours. Tmosheet  Schedle  Giceptons  Timeoffsummary

Sep 30,2019 to Oct 13,2019 09/30/2019-10/13/2019 (CurentPeriod) ¥ < > & @

uuuuuuuuu

X
S-I-EP 3 Add Hours
Day(s)  09/30/2019 ‘E o 10/04/2019 @ eeeeeeeeeeee nds
R] 0

From the pop-up window, input your hours worked. Then, Allocation
click "Add Hours." You can then review your timecard to
verify the hours entered.

cccccccccccccc

If you need to allocate your time, make the appropriate
selection(s] from the drop-down menu(s].

EMPLOYEES

§ Visit the Help Menu for the most up-to-date version of this guide. n payCO m-



Show Me How

to Use Quick Punch on Mohile

TIME AND ATTENDANCE

= A A
From Employee Self-Service® on the Paycom app, tap the () e mensgemen >
quick punch icon. D rmeortrequests >
@ Information >

Payroll >

Expenses >

o
g
8
2
3
3
3
3
v

Checklists >

@©
=
o
=
@
v

MRERE

Web Time Clock
° Current Status - Out Day

To clock in, tap "In Day." To clock out, tap the appropriate T
option, such as "Out Day" or "Out Lunch."

To allocate your time, make the appropriate selection(s)

from the drop-down menuf(s).

MORE ¥ IN DAY OUT DAY
o
. o c & 2, I -

eeeeeee

EMPLOYEES

o Visit the Help Menu for the most up-to-date version of this guide. n payCO m-



Show Me How

to Request a Punch Change

TIME AND ATTENDANCE

From the Time Management tile, click "Web Timesheet."

Any missing punches are indicated with two question
marks (??). To correct a missed punch, click "??."

On the Request New Punch pop-up window, enter the
date and time of your missed punch. Then, click "Add
Request.”

EMPLOYEES

Visit the Help Menu for the most up-to-date version of this guide.

Time Management
Web Timesheet

Availability

&

Time-Off Requests

Request Time Off

Accruals

Web Timesheet

AAAAAAAAAAAAA

Request New Punch

08/21/2019

OUT DAY

05:02PM

Corporate-General-600

Clocking out for the day.

-

CANCEL ADD REQUEST

I'J paycom:



Show Me How

to Request a Punch Change

TIME AND ATTENDANCE

STEP 4 A confirmation message confirms your punch request was saved.

Totals Approvals

Approve Timecard -

Saved punch request. All requests can be seen in the dashboard

EMPLOYEES

Visit the Help Menu for the most up-to-date version of this guide.

I'J paycom:



Show Me How

to Request a Punch Change

TIME AND ATTENDANCE

STEP 1 BT TR

Navigate to Time Management > Web Timesheet Read (© e '

Time Management

[]nly. @ Time-Off Requests > ke s

Web Timesheet Read Only

Punch Change Requests
> Availabilty

Schedule Calendar

2 Schedule Exchange
>
>
> Powered by n paycom®
' * : [ | $ ﬁ R b 2
STEP 2 e
? | Web Timesheet Read Only A
Read-Only Time Sheet Schedule >
=
Any missing punches are indicated with two question Cmemparey T

marks (??] and an exclamation point (1] within a

triangle. To correct a missed punch, tap "??2." feorororirisias e M

EMPLOYEES

Visit the Help Menu for the most up-to-date version of this guide. n payCO m-



Show Me How

to Request a Punch Change

TIME AND ATTENDANCE

On the Request New Punch pop-up window, enter the
date and time of your missed punch. If necessary, enter a

reason for your request. Then, click "Add Request." p—— .
Kansas City [600] v
Sales Representative [800] -

Forgot to clock in.

Web Timesheet Read Only

A confirmation message confirms the request.

Read-Only Time Sheet Schedule >

=
04/12/2021 - 04/25/2021 v <
(Current Perio d)

EMPLOYEES

§ Visit the Help Menu for the most up-to-date version of this guide. n payCO m-



Show Me How

to Request Time Off

TIME-OFF REQUESTS

Log in to the Paycom app and navigate to Time-0ff Requests >

eeeeeeeeeeeeeeee

Request Time Off

Request Time Off.
mhyn paycom®
vy Poly| ©2022 Payca | A mmm‘
- ‘TIme-Uff Request 03/11/2022 )
E—— 03/11/2022 E
Tap the plus sign to enter the details of your request. Ensure W v 2
H H View Others' Re 08:00Al ®
you select the correct request type (vacation, sick, etc.). D }
After all details are entered, click "Add Request." . .
(o]
....... M. @ —

Review accrued paid time off by navigating to Time-Off Requests > Request Time Off > Hours Available.

EMPLOYEES

g Visit the Help Menu for the most up-to-date version of this guide. n payCO m-



ADMIN LABOR (AL) VS DIRECT LABOR (DL) IN PAYCOM

An important additional step to entering your time in Paycom is to include the department.
You will notice as you enter your time that you have 2 options for your department. The
department name is the same, but there is either AL or DL after the department. These
abbreviations stand for Admin Labor or Direct Labor. You will need to select the appropriate
code based on whether your time is billable or not.

If you are working on a project or billable time, you will need to select the department with
the DL (Direct Labor) code. If you are working on a non-billable task, you will need to select
the AL (Admin Labor) code.

Actions
= 4dd Punch = add Punch Pair =+ Add Hows = 2dd Dollais = Add/Edit/Delete Comment
Day(s) 09/28/2022  To 00/00/0000 | [ Exclude Weekends
Department aarch or Make Selection - |
New Punch IN DAY v 0B:00 AM Camment Tercan Bl Al
32 CC Geo Lab DL - [32] |
Pay Code Search or Make Selection " Tax Profile
- FICC Geo Lab AL - [33]
40 A CMT DL - |40}
Cancel Add Punch
41 SACMT AL - [41]
42 S4 CMT Lab DL - 1421
43 SA CMT Lab AL - [43]
Date Pay Code IN Allocation (tax) out IN Allocation (tax) ouT 50 $A Geo DL - [50] Overide @ 1 @
51 SA Geo AL-[51]
MON (09/26) 227 AN Q259 AN 952 A GeoLabDL- (52 | o
TUE (09/27) 05:29 AM 1L42AM  1232PM 05.15PM 753 SA Geo Lab AL - 53] m
WED (09/28) 60 FR CMT DL - 60 |
THU (09/29) 61 RR CMT AL - [61] =]
FRI (09/30)

SAT (10/01)

If you have already begun adding your time, please log on to Paycom and review your time
entries to be sure your time is being coded to the correct type of work.






