Perform Time — Employer Features

Welcome to Perform Time!

Paycor has built Perform Time with your needs in mind. It's improved usability and expanded features set will
make your job easier.

Here’s just a few of the key points to be excited about:

e Full Integration: No duplicate entry as time cards are fully integrated with your Perform application.
You will no longer have to run and save a report to your computer and then import into Perform for
payroll processing!

o Better Processes: We've built Perform Time to be smarter to save you time, for example holiday
hours are generated automatically.

e Time Card Approval: Perform Time is configurable and can require employees and supervisors to
approve time cards prior to having paychecks created in payroll. This can make your job much easier,
and catch time card mistakes prior to starting the payrun.

e Improved Usability: Perform Time is built using client feedback, meaning it’s intuitive and easier to
use. Do you have more feedback? Use the Give Feedback link in the top right corner of the
application to share your thoughts.

e Quarterly Updates: We're adding new features every quarter to improve your experience.

You no longer have to download and save your punch reports! You can submit your Time and Attendance
information directly to Payroll.
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Make employee changes in one place! Let this be the end of maintaining duplicate employee information.

Employee Setup
11/25/2014

A star denotes required fields. Hold mouse painter over field names (without dicking) for popup help.
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The Time Card was built with client feedback. Check it out and let us know what else you'd like to see.
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So what’s next?
In order to successfully transition to Paycor’'s new web-based time and attendance solution called Perform
Time, you will need to provide your employees with a few pieces of information.

Send all employees the following:
e New Custom Website Address
e Badge Number
e PIN
e Paycor.com Registration Instructions

Note: Badge Numbers and PINs may be a maximum of 10 numeric characters.

Requirements
In order for this to be possible, here’s where you need to go.

@ ESS Punch URL

A user with access to the Configure Company module of Perform will need to get the custom website
address to send to their employees.

1. Inthe Configure Company module, Pavioll
click Time & Attendance: Punch Settings. I
Fay Employees
. L Co
2. Get the custom website by clicking G tom Hanage Emplosees
next to the ESS Punch URL. o
Submit Time
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Payroll v
94118 - Perform Time Client 7
Time & Attendance 4
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Policy Groups
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¥ Activate IP Restrictions ESS Detail Punch Timeout*
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ESS Punch URL
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—— & Copy

Figure: Payroll > Configure Company > Time & Attendance > Punch Settings
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@ Badge Number and PINs
Employees need a Badge Number and personal identification number (PIN) in order to punch in and out
using Perform Time.
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Note: Badge Numbers and PINs may be a maximum of 10 numeric characters.

wN e

employee.

Tony
Jackson

Employee #7
Employee v
Company v
Compensation v

Time & Attendance a

Accrual Activity
Accrual Setup

‘Work Schedule

Time Card

Pay Policies

In the Manage Employees module, click on an employee’s name.
Using the left navigation, click Time & Attendance, then Employee Security.
In the left column, you can find the Badge Number and PIN which need to be provided to the

Payroll |y
F'ay‘EmpInyees
-Manage Employees
Submit Time
Configure Company

Communication Center

Manage Access

o,
Employee Security

Credentials

Please re-enter employee PIN to make changes fo this section.

Badge Number PIN
7

[ Allow Employee to use Mobile Punch )

[_J Use Detail Punch for Employee Self-Service

Self-Service Settings

ESS Time Zone *

Eastern v ¥ Observes Daylight Savings Time

Clock Seftings

Clock Password Clock Privilege
Normal User

Fingerprint Profiles
0 fingerprint(s) on file

General Settings

QOvertime Week *
Sun-Sat v

Figure: Payroll > Manage Employees > Time & Attendance > Employee Security

Note: If you are unsure as to what the Badge Number should be for an employee, Paycor
recommends that you make it their employee number.
All PINs will default to “1234”, and you will not be able to see this value. However, users with
an edit employee access role will be able to change this for their employees.
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@ Paycor.com Registration Instructions

Employees register themselves through www.paycor.com; however, you do need to provide them with
an ‘Access Code’ to complete the registration process.

Note: Access to Paycor.com will enable an employee to see their personal information, view check
stubs, and see their time cards (if this level of access is granted).

1. From under the Payroll menu option, click on Check Stubs Setup.
(If you do not see this dropdown, please contact your Paycor representative.)
Verify the necessary Client Number is selected.

Click the Registration Instructions [ Download
Distribute the instructions to your employees.

button.

Hw

Payroll .

Pay Employees
Manage Employees
Time Dashboard
Submit Time
Configure Company

Communication Center
Manage Access

Home Payroll Timeand Attendance Reporting Online Learning

U n reg istered Use rs View Registered Users

Select client 79570 - Market Place ¥ 795770 8 _ ) 9
o persege 20 % W-2s? Check.
o | > 1099s? Check.
By Registration Status % Find Only Paycor c heCkStu bS? C heCk(S) .
] [F] J Access your personal pay information and more with Paycor.
your pel pay Y

e ame el e ‘ G e Department Complete the steps below to securely register at paycor.com.

Andy Adams Active Union Center Store =

Prepare to register.

You'll need the following items to register at www paycor com .
Active Cin Store 1. An email address (Paycor will send an email to this address

with steps to complete your registration).

Bob Burns Active Union Center Store

Chuck Conners

Dan Davis Active Cin Store

1

2

3

4 4
2. A web browser (your standard browsers will work but you can

Ernie Evers 5 Active Cin Store see a full list here: www.paycor.com/system-requirements).

& You may need to add www paycor com to your trusted sites.
3. Adobe Reader (you can download and install for free here:

7 Active Cin Store get.adobe.com/reader).

8

Fred Franks Active Cin Store
Greg George

Tony Simpson Active Cin Store

Start your registration.

Go to www paycor.com to start your registration process.
1. Click Sign In.
2. Click Register for a User Name and Password.

Displaying Records 110 8

©2012 Paycor, lnc.  Paycor.com  System|

Your access code is ), Telluswhoyouare. ) )
79570 You'll need to enter a few pieces of personal information so we can
verify your identify.
— 1. Enter your last name, social security number and birthdate.

N 2. Enter your access code (look to your left).

Figure: Payroll > Check Stubs Setup

Note: Itis possible to send employees their own customized registration emails within Perform:
1. From the Payroll menu option, click on Manage Access.
2. Click Unregistered. Update any necessary emails.
3. Find the necessary employee(s) and mark the checkbox next to their name.
4. Click Send Invites. A custom access code will then be emailed to the employee(s).
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