Additional Payroll Run / Off Cycle

Payroll

threa

This guide walks through running an additional payroll run outside of the normal

schedule.

1 Navigate to https://connect.threadhcm.com/default.aspx

= 1solved =

& RyanCyn...

(=) Customer Service
22 Employee Admin Tools
fﬂg‘% Employee Management
| @ Client Management
Executive Dashboard
ACA Executive Dashboard
HR Support Center 2
Client Landing Page

it Summary
Client Maintenance >
Expense Management >
Client Utllities >
Payroll >
Billing >
Taxes >
Work Location >
Tables >
Labor&GL >
Job >
ﬁ Payroll
Reports
Production Utilities
Security
Conversion Management

System Management

FEIN

Address

Client: CYN22 - CynTech

$

COMPANY

2604 Washington Rd
Augusta, GA 30904

2

Status: Active

Q Client Summary | Client Total Active EE's: 62 (As of last payroll process)

Contacts

Processing Informatien

Affiliate

Account Representatives

Other Services

Reports

Name Phone
PayGroup  Frequency  Active EEs
Bi-Weekly  BiWeekly 62

Account Rep Type

Payroll Processor

Name

1099 Electronic Filing
1099 Print/ESS Display
ACA Electronic File

ACA Forms Print
Adaptive

Base Payroll Package
Base Reports - Conv Runs
Benefits Package
Conversion Tax Filing
Delivery

Direct Debit Billing
Employee Direct Deposit

Rey

Name
Client Profile Report
Client Contact List

Leave Accrual List
Deduction List
Earning List
Memo Calc List

Email

it Method

Output Method

Email ZDNU - FedEx

Name

Ryan Cynkar

Name

ESS Pay Detail with Stub
Full Service Package
HRIS Package

isolved Attendance
isolved Offboarding
isolved Gnboarding
isolved Scheduling
isolved Time

isolved University

Labor Allocation Summ Rpt
New Hire Comb. - GA
MNew Hire Filing

R

Labor & GL Field List
Pay Group List

Tax List
Organization List
Job List

GL Rule List

el 0 @

Employee Self

1solved © 2025

Last PR Processed

Run 14 -7/3/2025

Phone Number

Notify Alerts
Pre-Note All

Self Service
Standard Date Ra
T&A Package
Thread Basic Pac
Virtual Clocks
W2 Electronic Fil
W2 Print/ESS Dis
Year End Reports.
ZayZoon SSO



https://www.threadhcm.com
https://connect.threadhcm.com/default.aspx

2  Click "Payroll"

= jsolved

& Ryan Cyn.. L.

Jsear

nenu

(> Customer Service

2 Employee Admin Tools
952

-5 Employee Management
@ Client Management
Executive Dashboard

ACA Executive Dashboard

HR Support Center 2

Client Landing Page

Client Summary

Client Maintenance >
Expense Management >
Client Utilities >

Payroll >

Billing >

Taxes >

Work Location >

Tables >

Labor & 6L >

Job >

3 Payroll

[ Reports

B4 Production Utilities

& Ssecurity

E3 conversion Management
@ System Management
2 Employee Self-Service

asolved © 2025

Client: CYN22 - CynTech  Legal

2604 Washington Rd
Augusta, GA 30904

S]

Status: Active

Q Client Summary Client Total Active EE's: 62 (As of last payroll process)

Contacts

Processing Information

Affiliate

Account Representatives

Other Services

Reports

3  Click "Client Run Schedule"

1solved i

Name

Pay Gr

cy  Active EEs

p  Frequ

BiWeekly  BiWeekly 62

Type

Payroll Pracessor

Name

1099 Electronic Filing
1099 Print/ESS Display
ACA Electronic File

ACA Forms Print
Adaptive

Base Payroll Package
Base Reports - Conv Runs
Benefits Package
Conversion Tax Filing
Delivery

Direct Debit Billing
Employee Direct Deposit

Report Name View

Client Profile Report  PDF Excel
Client ContactList ~ PDF Excel
Leave Accrual List PDF Excel

Deduction List
Earning List
Memo Calc List

Name

Ryan Cynkar

Nam
Name

ESS Pay Detail with Stub

Full Service Package
HRIS Package
isolved Attendance
isolved Offboarding
isolved Onboarding
isolved Scheduling
isolved Time

isolved University

Labor Allocation Summ Rpt

New Hire Comb. - GA
New Hire Filing

Q, Client Search

isolved University
Email Types

Last PR Processed
Run 14 -7/3/2025

Output Method

ZDMNU - FedEx

Name

Notify Alerts
Pre-Note All

Self Service
Standard Date Ra
T&A Package
Thread Basic Pac
Virtual Clocks
W2 Electronic Fili
W2 Print/ESS Dis
Year End Reports
ZayZoon SSO

Report Name

Labor & GL Field List
Pay Group List

Tax List
Organization List
Job List

GL Rule List

&ARyanCyn..

menu

{2 Customer Service

£? Employee Admin Tools
ﬁgi Employee Management
= Client Management
Payroll

Enter Payroll

Preview Payroll

Process Payroll
Pajroll Entry Detail >

lien hedul

Pay Period Modifications
Payroll Run History

Payroll Entry Setup >

Reports

Production Utilities
Security

Conversion Management

System Management

e @i &

Employee Self-Service

isolved © 2025

Client: CYN22 - CynTech  Legal: 1

Client Summary

2

FEIN

ess 2604 Washington Rd
Augusta, GA 30904

Status: Active

Client Total Active EE's: 62 (As of last payroll process)

Contacts

Processing Information

affiliate

Account Representatives

Other Services

Reports

Name
Pay Group Frequency  Active EES
Bi-Weekly  BiWeekly 62

Rep Type

Payroll Processor

Name

1099 Electronic Filing
1099 Print/ESS Display
ACA Electronic File

ACA Forms Print
Adaptive

Base Payroll Package
Base Reports - Conv Runs
Benefits Package
Conversion Tax Filing
Delivery

Direct Debit Billing
Employee Direct Deposit

Report Name
Client Profile Report  PDF Excel
Client ContactList  PDF Excel
Leave Accrual List PDF Excel

View

Deduction List PDF Excel
Earning List PDE Excel
Memo Calc List PDF Excel

Input Method

Email

Name

Ryan Cynkar

ESS Pay Detail with Stub

Full Service Package
HRIS Package
isolved Attendance
isolved Offboarding
isolved Gnboarding
isclved Scheduling
isolved Time

isolved University
Labor Allocation Sum
New Hire Comb. - GA
New Hire Filing

Q_ Client Search

isolved University
Emai ypes

Last PR Processed

Run 14 -7/3/2025

Output Method

ZDNU - FedEx

Phone Number

Name
Notify Alerts
Pre-Note All

Self Service
Standard Date Ra|
T&A Package
Thread Basic Pac
Virtual Clocks
W2 Electronic Fili
W2 Prinl/ESS Dis
Year End Reports
ZayZoon SSO

m Rpt

Repart Name View

Labor & GL Field List PDE Excel

Pay Group List PDF Excel

Tax List PDF Excel

Organization List PDF Excel

Job List BDE Excel

GL Rule List PDE Excel

v

»
Dema



4 Click "Add New"
The payroll run type will always be 'Special' and the Pay of the Month choose 5th

Pay of Month.

Your run date MUST be TWO business days before the pay date. Once you have
set up your payroll please click save. Your setup should look like the example
below.

= 1solved =~

Client: CYN22 - CynTech Legal Cynkar Technologies  Pay Group: Bi-Weekly  Status: Active

2 RyanCyn.. Q, Client Searc

Q. client Run Schedule (metved Uity (O Hidp

{2 Customer Service & PayroliType Period Begin ¢ PeriodEnd & Run Date ¢ Pay Date & PayPeriod  # Pay Of Month ¢ MewQuarler ¢ LastOf Quarter & NewYear  # Last Of Year
ﬁ Employee Admin Tools Regular Payroll 6/29/2025 7/12/2025 7116/2025 - Wi 7/18/2025- Fri 5 2
208 Employee Management Reguiar Payroll  7/13/2025 7/26/2025 7/30/2025 8/1/2025-Fii 3 1
Reguiar Payroll  7/27/2025 8/9/2025 BN3/2025-Wed  BMN5/2025-Fi 7 2

£ Client Management

i Reguiar Payroll  8/10/2025 8/23/2025 B/27/2025-Wed  B220Z5-Fi 8 3

&l Payroll Reguiar Payroll  8/24/2025 9/6/2025 9/10/2025 92/2025-Fi 9 1

Enter Payroll Reguiar Payroll  9/7/2025 9/20/2025 9/24/2025-W 9/26/2025-Fri 10 2 7

Freview Payroll RequfiiPajiol,  9/21/2025 10/4/2025 10/8/2025-Wed  10/10/2025-Fi 1 1 v

Process Payroll
% AddNew |0 Edit < Ref

Pay Group Payroll  Blocked Pay ftems

Payroll Entry Detail >
Client Run Schedule

Pay Period Modifications
Pay Group Information

Payroll Run History General Information

*Payroll Run Type:

Payroll Entry Setup >

Pay Period Number:| 0
Pay Date Day of Week: Frida

*Pay Of Month:| 2nd Payroll of Mont v
Dates First Pay Of Last Pay Of
#Run Date:| 7/16/2025 B ot Merth
* Pay Date:| 7/18/2025 iz ) — useis
*Period End Date: | 7/12/2025 ] yoor Yees
B Reports * Period Begin Date:| 6/29/2025 ] Klaceliveen
Scheduled Pay Date:| 7/18/2025
£ Production Utilities Schedule Report
Scheduled Run Date:| 7/16/2025
& security Impound Date:| 7/17/2025

E3 conversion Management



5  Select the "Special" option.

{2 Customer Service
)

&

Eg? Employee Management

Employee Admin Tools

FB Client Management
ﬂ Payroll

Enter Payroll

Preview Payroll

Process Payroll

Payroll Entry Detail >
Client Run Schedule

Pay Period Modifications
Payroll Run Histary

Payroll Entry Setup >

Reports

B4 Production Utilities

ﬁ Security

E Conversion Management
faj System Management
2 Employee Self-Service

4solved e 2025

Client Run Schedule

& Payroll Type & Period Begin % Period End # Run Date ¢ Pay Date & Pay Period & Pay Of Month & New Quarter
Regular Payroll  6/29/2025 7/12/2025 7/16/2025 - Wed 7118/2025 - Fri 5 2

Reguiar Payroll 3/2025 7/26/2025 7/30/2025 8/1/2025-Fri 6 1

Regular Payroll 7/27/2025 8/9/20 8/13/2025 8/15/2025- Fri 7 2

Regular Payroll  8/10/2025 8/23/2025 B/27/2025 8/29/2025- Fri 8 3

Regular Payroll  8/24/2025 9/6/20 9/10/2025 - Wed 9/12/2025- Fri 9 1

Regular Payroll  9/7/2025 9/20/2025 9/24/2025 - Wed 9/26/2025- Fri 10 2

Regular Payroll 9/21/2025 10/4/2025 10/8/2025 - Wed 10/10/2025 - Fri 1 1 oF

isolved University | | @ Help

% New Year @ Last Of Year

B save Cancel

Pay Group Payroll  Blocked Pay Items

General Information Pay Group Information

* Payroll Run Type: | Special v Payroll Type: 7 prom
Pay Period Number:| 0 Frequency: Bi-Weekly
Pay Date Day of Week: F
* Pay Of Month: v
Dates First Pay Of Last Pay Of
. h h
*Run Date:| 7/14/2025 B Bilont Mont
* Pay Date:| 7/16/2025 o Quarter Quarter
*Period End Date:| 7/22/2025 B Yo e
*Period Begin Date:| 7/8/2025 = Fiscal Year
Impound Date:
Schedule Report
Other Options [3 Processing Schedule Report

() Regular Check Auto Paid
Direct Deposit Blocked

Suppress Pay Stub Email Alert

6  Select the "5th Payroll of Month" option.

{2 Customer Service
&2 Employee Admin Tools
%g? Employee Management
= Client Management
a Payroll

Enter Payroll

Preview Payroll

Process Payroll

Payroll Entry Detail >

Client Run Schedule

Pay Period Modifications

Payroll Run History

Payroll Entry Setup >

Reports

£ Production Utilities

[‘3 Security

E Conversion Management
f:’53 System Management
g Employee Self-Service

4solved ©2025

Client Run Schedule

¢ Payroll Type ¢ Period Begin ¢ Period End 2 Run Date ¢ Pay Date < Pay Period ¢ Pay Of Month ¢ New Quarter

Regular Payroll  6/20/2025 7/12/2025 7/16/2025 - Wed 7118/2025-Fri 5 2

Regular Payroll Wed 8/1/2025-Fri 6 1

3/2025 7/26/2025 7/30/2025

Regular Payroll 8/9/20 B/13/2025 - Wed 8/15/2025- Fri 7 2
Regular Payroll 8/23/2025 8/27/2025 - Wed 8/20/2025- Fri (] 3
Regular Payroll 9/6/2025 9/10/2025 - Wed 9/12/2025- Fri 9 1
Regular Payroll 9/20/2025 9/24/2025 - Wed 9/26/2025- Fri 10 2
Regular Payroll 972172025 10/4/2025 10/8/2025 - Wed 10/10/2025 - Fri n 1 oF

Der

isolved University | | @ Help

< New Year < Last Of Year

B save Cancel

Pay Group Payroll  Blocked Pay Items

General Information Pay Group Information

*Payroll Run Type:| Special v Paproll ype:
Pay Period Number:| 0, Frequency: Bi-Week
Pay Date Day of Week: F
*Pay Of Manth: | 5th Payroll of Month v
Dates First Pay Of Last Pay Of

th h

*Run Date:| 7/14/2025 Mo Mont
*Pay Date: 7/16/2025 ARIteT Quarter

*Period End Date:| 7/22/2025 Year Year

Fiscal Year

*Period Begin Date:| 7/8/2025

Impound Date:
Schedule Report

Other Options [3 Processing Schedule Report
[C) Regular Check Auto Paid
Direct Deposit Blocked

Suppress Pay Stub Email Alert

Der



7  Click "Save"

= jsolved i~

& Ryan Cyn... " Client: CYN22 - CynTech Legal Cynkar Technologies  Pay Group: Bi-Weekly  Status: Active Q, Client Seare
Search the menu Q Client Run Schedule [isolved University | | @ Help
{2 Customer Service & PayroliType Period Begin ¢ PeriodEnd & Run Date ¢ Pay Date & PayPeriod  # Pay Of Month ¢ MewQuarler ¢ LastOf Quarter & NewYear  # Last Of Year
22 Employee Admin Tools Regular Payroll  6/29/2025 7/12/2025 7/16/2025 7/18/2025 - Fri 5 2

98 | M . Regular Payroll  7/13/2025 7/26/2025 7/30/2025- /2025 - Fri 6 1
2> Employee Management

Regular Payroll  7/27/2025 8/9/2025 8/13/2025 8/15/2025 - Fri 7 2
£ Client Management
Regular Payroll  8/10/2025 8/23/2025 8/27/2025 8/29/2025- Fri S 3

@ Payroll Regular Payroll  8/24/2025 9/6/2025 9/10/2025 9/12/2025 - Fri 9 1

Enter Payroll Regular Payroll  9/7/2025 9/20/2025 9/24/2025-Wed  9/26/2025- Fri 10 2

Preview Payroll Regular Payroll  9/21/2025 10742025 10/8/2025 - W 10/10/2025-Fi 11 1 ¥
Process Payroll

B Save ancel

Payroll Entry Detail >

Client Run Schedule Pay Group Payroll  Blocked Pay ftems

Pay Period Modifications

Payroll Run History General Information Pay Group Information

Payroll Entry Setup > * Payroll Run Type: | Special ~; Payroll Type: Payro

Pay Period Number:| 0 Frequenc "
Pay Dale Day of Week: F
* Pay Of Month:| 5th Payroll of Month v
Dates First Pay Of Last Pay Of
#Run Date:| 7/14/2025 B ot Meuth
* Pay Date:| 7/16/2025 =) Quarter Quarter
*Period End Date:| 7/22/2025 B o e
[@ Reports *Period Begin Date:| 7/8/2025 = Fiscal Year
Impound Date:

£ Production Utilities Schedule Report

@ Security Other Options @ Processing Schedule Report

=) e [ Regular Check Auto Paid

8 After the additional payroll run is set up, you can now add your additional check(s)
to be paid. You have 2 options for entering the additional check.

Option 1 provides allows you to enter the check for one individual at a time.
Go to Payroll > Payroll Entry Detail > Individual Time Entry

= isolved v

A& Ryan Cyn. 1.3 Client: CYN22 - CynTech Legal: Cynkar Technologies  Pay Group: Bi-Weekly  Status: Active Q, Client Searc
vl g Q  client Run Schedule [isalved university ] (@ Help
{2 Customer Service & Payroll Type & Period Begin  Period End % Run Date % Pay Date  Pay Period % Pay Of Month  New Quarter & Last Of Quarter % New Year & Last Of Year
&2 Employee Admin Tools Special 7/8/2025 7/22/2025 7/14/2025-Mon  7/16/2025-Wed 4 5
2% Employee Management Regular Payroll  6/29/2025 7/12/2025 7116/2025 7/18/2025 - Fri 5 2
Regular Payroll  7/13/2025 7/26/2025 7/30/2025 8/1/2025-Fri 5 1
(= Client Management
Regular Payroll  7/27/2025 8/9/2025 B/13/2025 8/15/2025- Fri 7 2
& Payrol Regular Payroll  8/10/2025 8/23/2025 B/27/2025 - W 8/29/2025 - Fri ] 3
Enter Payroll Regular Payroll  8/24/2025 9/6/20 9/10/2025-Wed  9/12/2025-Fri 9 1
Preview Payroll Regular Payroll  9/7/2025 9/20/2025 9/24/2025-Wed  9/26/2025-Fri 10 2 v
Process Payroll
+Add New [£ Edit * Ref
Payroll Entry Detail | >
Client Run Schedule Pay Group Payroll  Blocked Pay ltems
Pay Period Modifications
Payroll Run History General Information Pay Group Information

Payroll Entry Setup > * Payroll Run Type: Specia v Payroll Type:

Pay Period Number:| 0 Frequency y
Pay Date Day of Wee
*Pay Of Month: | 5th Payroll of Mont i
First Pay Of Last Pay Of
Dates i ¥ y
Month Month
*Run Date:| 7/14/2025 = il e
*Pay Date:| 7/16/2025 ] Quarter Quarter
*Period End Date:| 7/22/2025 ] Year Year
[ Reports *Period Begin Date:| 7/8/2025 B Fiscal Year

o Scheduled Pay Date:
&3 Production Utilities Schedule Report
Scheduled Run Date:
& security Impound Date:| 7/15/2025

B3 conversion Management



9  Click "Individual Time Entry"

&RyanCyn.. # Client: CYN22 - CynTech Legal: Cynkar Technologies  Pay Group: Bi-Weekly  Status: Active Q, Client Searc

Q. Client Run Schedule [isalved University | | ® Help

{2 Customer Service

¢PayrollType @ Period Begin ¢ PeriodEnd & Run Date ¢ Pay Date ¢ PayPeriod Pay Of Month & New Quarter #LlastOfQuarter & NewYear & Last Of Year
&5‘ Employee Admin Tools Special 7/8/2025 7/22/2025 7/14/2025 - Mon 7/16/2025 - Wed 4 5
32 Employee Management Regular Payroll  6/29/2025 7/12/2025 7/16/2025-Wed  7/18/2025- Fri 5 2
Regular Payroll  7/13/2025 7/26/2025 7/30/2025-Wed  B/1/2025-Fii 6 1

=3 Client Management

Regular Payroll  7/27/2025 8/9/2025 B/13/2025-Wed  B/15/2025- Fri 7 2
Payroll Reguiar Payroll  8/10/2025 8/23/2025 8/27/2025-Wed  B/29/2025- Fri ] <]
Enter Payroll ~  RegularPayroll  8/24/2025 9/6/20 9/10/2025-Wed  9/12/2025- Fri 9 1
Preview Payroll Regular Payroll  9/7/2025 9/20/2025 9/24/2025-Wed  9/26/2025- Fri 10 2

Process Payroll

@ Edit &
Payroly By el +Add New [ Edit Refresh

Individusl Time Entry Pay Group Payroll  Blocked Pay Items
Time Entry Grid

Void Third Party Checks General Information Pay Group Information

Additional Checks * Payroll Run Type: Special = Payroll Type: Regular Pa

Manual & Void Checks Pay Period Number:| 0 Frequency: Bi-Wee

Bt Pay Date Day of Week: Friday
Time Entry Totals * Pay Of Month; v
Additional Check Entry Grid i
Dat First Pay Of Last Pay Of
Timecard Import ates e B
Undo Timecard Import *Run Date:| 7/14/2026 il B
r x

N * oy Date: [ENEERER Quarter Quarter

e oy Ok = *Period End Date:| 7/22/2025 s Yo
B Reports * Period Begin Date:| 7/8/2025 o

Scheduled Pay Date:

E Production Utilities Schedule Report

Scheduled Run Date:
ﬁ Security

E Conversion Management

Impound Date: 7/15/2025

Other Options
3 Svstem Management

10 Click on the employee you'd like to add an additional check for.

= Jisolved

& RyanCyn... # Client: CYN22 - CynTech Q_ Client Searc

ok T rienia @ Employee List

{2) Customer Service

Expand All Groups Collaps

ﬁ Employee Admin Tools

7% Employee Management == ) " -
Legal Name Pay Group Employee ID First Name Preferred Na.. Middle Name Last Name Status Team Department
£ Client Management

@ Payroll
Cynkar Technolo 0006 Bailey Active
Enter Payroll =
reion il ar Technolo. Ben Button IV Active
Process Payroll Cynkar Technolo... 520 Clooney Active
Payroll Entry Detail
Cynkar Technolo. 0013 David Dooly v Active
Individual Time Entry
Time Entry Brid Cynkar Technolo. Samuel Daore
Void Third Party Checks Cynkar Technolo 516 Mel Employee Active
Additional Checks
Cynkar Technolo 2354 Penn Employee Active
Manual & Void Checks
Time Entry Totals Cynkar Technolo... 2384 TEST Ryan MPLO Active 01-01
Additional Check Entry Grid e —— o~ - - .
Timecard Import
Cynkar Technolo. 2365 Rickie Fowler Active
Undo Timecard Import ¥ 2 i
Labor Entry Grid 2381 David Dave Grohl Active
Remove Pending Checks v
. Cynkar Technolo. 2378 Dustin Hoffman Active
[ Reports
Cynkar Technolo 0018 Jahn Jack Active
B4 Production Utilities i
& security kar Technolo... 38 Michael Jacksen Active
E3 conversion Management Cynkar Technolo Nathan Johnson Active



11 Click "Add New"

= isolved v

T Rieicin. A < sefe1 » = Q George Clooney Py Gmun"Biszekly Hourly 44.5209 Work Location: August_  Department: Client: CYN22 - CynTech ) ‘
Employee # 520 Status: Active Hire Date: 3/9/2015 Team: Location: Company: Cynkar Technologies (Active)

Sea Q Individual Time Entry Pay Date: 7/16/2025 Payroll Period: 7/8/2025 - 7/22/2025 isolved University | | @ Help

{2 Customer Service % Check Type % Pay Frequency % Total Hours / Units % Total Eamnings # Total Deductions # Total Taxes

& Employee Admin Tools X Regular Check 0.00 0.00 0.00 0.00 Options

22 Employee Management

/= Client Management

— o+ Add New [ Preview Check O Refresh
Payroll

Enter Payroll - Template: | Regular ~
Preview Payroll ) show Acorual Balances L Show State/Local Override ) Block Direct Deposit | Show Shortcut Key:
Process Payroll
Individual Time Entry Hourly Regular Rate: 44.5209 1
Time Entry Grid Overtime @ Flat m]
Bonus ]

Void Third Party Checks Expensa Rembur m

Additional Checks Holiday Rete. 44.5209 5
Manual & Void Checks Mema Hours O
Time Entry Totals Total 0.00 0.00

Additional Check Entry Grid

Timecard Import

Undo Timecard Import

Labor Entry Grid

Remove Pending Checks v
[@ Reports
B4 Production Utilities

& Security

B3 conversion Management

12  Click "Check Type"

= isolved e~

= Pay Group: Bi-Weekly  Hourly. 44.5209 Work Location: August_  Department: Ciient: CYN22 - CynTech

o Sof61 = George Clooney

ZRyancCyn.. # < %o > EQ Employee # 520 Status: Active Hire Date: 3/9/2015 Team Location Company: Cynkar Technologies (Active)

Sea @ Individual Time Entry | PayDate:7/16/2025 Payroll Period: 7/8/2025 - 7/22/2025 isolved University | | @ Help
() Customer Service Esave ( cancel

JE Employee Admin Tools

o Check Information
2% Employee Management

£ Client Management
Payroll

Enter Payroll =

*Check Type v

Preview Payroll

Process Payroll

Payroll Entry Detail
Individual Time Entry
Time Entry Grid
Void Third Party Checks
Additional Checks
Manual & Void Checks
Time Entry Totals
Additional Check Entry Grid

Timecard Import

Undo Timecard Impart

Labor Entry Grid

Remove Pending Checks v
[ Reports
£4 Production Utilities

& Security

E3 conversion Management



13  Select the "Additional Check" option.

= isolved v

Pay Group: Bi-Weekly  Houriy: 44.5209 Work Location: August_  Department: Client CYN22 - CynTech

. 30f61 George Clooney

& Ryan Cyn * < > Q Emplayee # 520 Status: Active Hire Date: 3/9/2015 Team Location Company: Cynkar Technologies (Active)
Sescch{i menis Q' Individual Time Entry | PayDate:7/16/2025 Payroll Period: 7/8/2025 - 7/22/2025

[isolved university | | @ Help

2 Customer Service Beive [Eitsssl

£2 Employee Admin Tools

o . Check Information
o> Employee Management

* Check Type: | Additior

£ Client Management

& Payroll

Enter Payroll =

Preview Payroll

Process Payroll

Payroll Entry Detail
Individual Time Entry
Time Entry Grid
Void Third Party Checks
Additional Checks
Manual & Void Checks
Time Entry Totals

Additional Check Entry Grid
Timecard Import
Undo Timecard Import
Labor Entry Grid
Remove Pending Checks v
[@ Reports
4 Production Utilities
& Security

B3 conversion Management

14  Select the "Additional Check - No Deductions" option.

= isolved e~

Pay Group: Bi-Weekly Hourly. 44.5209 Work Location. August. Department. Client. CYN22 - CynTech

2 Sof61 George Clooney

4 Ryan Cyn... L < 2 > - Q Employee # 520 Status: Active Hire Date: 3/9/2015 Team! Location: Company: Cynkar Technologies (Active)
3 the:menu Q Individual Time Entry | PayDate:7/16/2025 Payroll Period: 7/8/2025 - 7/22/2025

[ isolved university | | @ Help

{2 Customer Service @save @ Cancel

/2 Employee Admin Tools

o8 . Check Information
£ Employee Management

*Check Type: | Additional Check - No Deductio v
INOTE: Direct Deposit records, with a

£ Client Management

Frequency - Every Pay, will be processed

j Payroll with this check. Others will be ignored

unless overridden below.

Enter Payroll A Pay Frequency: v

Preview Payroll Override Res Geocode:

Process Payroll Override School District:

Payroll Entry Detail ~~ Reciprocity Rule: ;]
Individual Time Entry Override Work Location: v
Time Entry Grid Override Pay Group: v
Void Third Party Checks Force Supplemental

Additional Checks
Check Stub Message

Manual & Void Checks

Time Entry Totals

Additional Check Entry Grid

Timecard Import
Undo Timecard Import
Labor Entry Grid
Remove Pending Checks v
[ Reports
B4 Production Utilities
& Security

E3 conversion Management



15 Click "Save"

1solved

Brisci. ¢ mater 3= O George Clooney Py Grnun"Biszekly H.nurly 44,5209 Work Location: August_  Department: Client: CYN22 - CynTech ) ‘
Employee # 520 Status: Active Hire Date: 3/9/2015 Team: Location: Company: Cynkar Technologies (Active)
Gearch the meau Q Individual Time Entry | Pay Date: 7/16/2025 Payroll Period: 7/8/2025 - 7/22/2025 isolved University | | @ Help

éE Employee Admin Tools
A Check Information

2> Employee Management
*Check Type: | Additional Check - No Deductio ¥
@ Client Management INOTE: Direct Deposit records, with a
Frequency = Every Pay, will be processed
=] with this check. Others will be ignered
| Fﬂyfﬂ” unless overridden below.

Enter Payroll - Pay Frequency: -

Preview Payroll Override Res Geocode:

Process Payroll Override School District:

Fayroll Entry Detail ~ Reciprocity Rule: Y )
Individual Time Entry Override Work Location: v
Time Entry Grid Override Pay Group: v
Void Third Party Checks ) Force Supplemental

Additional Checks
Check Stub Message
Manual & Void Checks
Time Entry Totals

Additional Check Entry Grid

Timecard Import

Undo Timecard Import

Labor Entry Grid

Remove Pending Checks v
[& Reports
£ Production Utilities

@ Security

B3 conversion Management

16 Once you've created the check, you can add the details for the check in the Grid
here.
If you're not seeing all the items you need in this grid, click the Template
dropdown and select All or your custom template.

thread
5 = George Clooney FPayGroup:8i-Weeldy  Hourly: 44.5209 Viark Location: August..  Department Client: CYN22 - CynTech
iRyanCyn.. < efer > = Q Employee # 520 Status: Active Hire Date: 3/9/2015 Team: Location Company. Cynkar Technologies (Active)
‘arch the menu Q' Individual Time Entry | PayDate:7/16/2025 Payroll Period: 7/8/2025 - 7/22/2025 (isolved University | | @ Help~-
) Customer Service ¢ Check Type # Pay Frequency # Total Hours / Units + Total Earnings + Total Deductions ¢ Total Taxes &
% Employee Admin Tools X Regular Check 0.00 0.00 0.00 0.00 Options
5 Employee Management X NoDeductions 0.00 0.00 0.00 0.00 Options

3 client Management

+ Add New @ Preview Check ¥ Refresh
i Payroll

] a Template: | Reqular v
review Payroll [ Show Accrual Balances () Shaw State/Local Override L) Block Direct Deposit | Show Shortcut Keys |
rocess Payroll
‘ayroll Entry Detail
Individual Time Entry Hourly Regular |
Time Entry 6rid Overtime @ Flat
Bonus
Void Third Party Checks S
Additional Checks Holiday
Manual & Void Checks Memo Hours
Total 0.00 0.00
Time Entry Totals 2
Additional Check Entry Grid

Timecard Import

Undo Timecard Import

Labor Entry Grid

Remove Pending Checks v
) Reports

3 Production Utilities
Y Security
3 Conversion Management

3 Svstem Manacement



17 Option 2

With this option you'll be able to go to the Additional Check Entry Grid and enter
checks for multiple employees at once.

Click "Additional Check Entry Grid"

B L

e — o s g U

. = VEUIYE CIVUIIEY o7 wivsw ormssny "
ZRyanCyn.. # < sefer > = Q Employee # 520 Status: Active Hire Date: 3/9/2015 Team Location Company: Cynkar Technologies (Active)
Search the menu Q. Individual Time Entry | PayDate: 7/16/2025 Payroll Period: 7/8/2025 - 7/22/2025 @Help
£2 Customer Service + Check Type ¢ Pay Frequency # Total Hours / Units ¢ Total Earnings # Total Deductions © Total Taxes

&2 Employee Admin Tools X Regular Check 0.00 0.00 0.00 0.00 Options
292 Employee Management X NoDeductions 0.00 0.00 0.00 0.00 Options

@ Client Management

-

| Payroll
a Template: | Regular ~

Individual Time Entry
O show Accrual Balances ) Show State/Local Override ) Block Direct Deposit | Show Shorteut Key: | Show Shorteut Key:

Time Entry Grid
Void Third Party Checks
Additional Checks

Manual & Vaid Checks Koy Eeoa

Overtime @ Flat
Time Entry Totals L
Additional Check Entry Grid Expense Reimbur
Timecard import Holiday
Undo Timecard Import Merma Houss
Total 0.00 0.00
Labor Entry Grid
Remove Pending Checks
Client Run Schedule

Pay Period Modifications

Payroll Run History
Paurnll Frtr Satun S

@ Reports

3 Production Utilities

@ Security

E Conversion Management
@3 System Management

8 Employee Self-Service

10
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1solved

Once here, choose the Template and Additional Check you'd like.

live
thread

L]

& Ryan Cyn...

(> Customer Service

42 Employee Admin Tools
Eg* Employee Management
£ Client Management
Payroll

Individual Time Entry
Time Entry Grid
Void Third Party Checks
Additional Checks
Manual & Void Checks
Time Entry Totals
Additional ¢ Teck Entry Grid
Timecard Import
Undo Timecard Import
Labor Entry Grid
Remove Pending Checks

Client Run Schedule

Pay Period Modifications

Payroll Run History

Dournll Entr Gatun.

[@ Reports

£49 Production Utilities

& Security

Pay Group: Bi-Weekly  Status: Active Q, Client Searc

Client: CYN22 - CynTech  Legal: Cynkar Technologies

Payroll Period: 7/8/2025 - 7/22/2025 isolved University | | @ Help

Q. Additional Check Entry Grid

Pay Date: 7/16/2025

Template: | Regular » Org Category: | ALL v Status:  Active

Additional Check: v Value: v Employee Type: | ALL Apply Reset

There are no employees that match the selected filters. Please adjust filter settings and click Apply to reload the grid.

E3 conversion Management

19 Click

||App|yll

LRyanCyn... #

) Customer Service

5 Employee Admin Tools
& Employee Management
3 client Management

1 Payroll

individual Time Entry
Time Entry Grid
Void Third Party Checks
Additional Checks
Manual & Void Checks
Time Entry Totals
Additional C feck Entry Grid
Timecard Import
Undo Timecard import
Labor Entry Grid
Remaove Pending Checks
lient Run Schedule
‘ay Period Modifications
‘ayroll Run History
uwall Entrd Gatin S
] Reports
4 Production Utilities
Y Security

3 Conversion Management

Q  Additional Check Entry Grid

Q, Client Search

Client: CYN22 - CynTech  Legal: Cynkar Technologies  Pay Group: Bi-Weekly  Status: Active

Pay Date: 7/16/2025 Payroll Period: 7/8/2025 - 7/22/2025 isolved University | | @ Help~

Template: | Regular v Org Category: | ALL - Status: | Active v

Additional Check: | No Deductions v Value - Employee Type: | ALL = Reset

There are no employees that match the selected filters. Please adjust filter settings and click Apply to reload the grid

11



20 Select the "ALL" option.

= 1solved i

& RyanCyn.. Client: CYN22 - CynTech Legal: Cynkar Technologies  Pay Group: Bi-Weekly  Status: Active Q Client Seare
Search the menu Q. Additional Check Entry Grid | PayDate: 7/16/2025 Payroll Period: 7/8/2025 - 7/22/2025 isolved University | | ® Help
{2 Customer Service 2 1
Template: | ALL v Org Category: | ALL v Status:  Active v
Employee Admin Tools
&2 Employ Additional Check: | No Deductions v Value: v Employee Type: | ALL - Apply Reset
Egg\ Employee Management
([ show sort (] Expand Employee Name [_] Show Total Hours/Units [ Show Total Dollars [_) Show Tatal Deductions [} Show Total Taxes Page 1¢
f= Client Management
A Bailey, Christoph Rate: 37.0000
Individual Time Entry s o =
Button IV, Benjamin Salary: 3250.13 0.00
Time Entry Grid Clooney, George Rate: 44 5209 000
Void Third Party Checks Dooly IV, David Salary: 3125.00 0.00
Additional Checks Doore, Samuel Rate: 29.2785 0.00
G Employee, Mel Salary: 3900.15 0.00
Shoniobliic Employee, Penn Rate: 37.5000 0.00
Time Entry Totals EMPLOYEE, TEST Rate: 20.0000 0.00
Aadditional Check Entry Grid Fieri, Guy R Salary: 2646.00 0.00
Fowler, Ricki Rate:
p—— owler, Rickie ate: 0.0000 0.00
Grohl, David Salary:10911.96 0.00
st O 223 Hoffman, Dustin Rate: 37.4399 0.00
Labor Eniry Grid Jack, John Rate: 24.2298 0.00
Remova Perding Ghacks Jackson, Michael Rate: 14.0000 0.00
iohnson, Nathan 1 7
Client Run Schedule peblod e ]
Kelly, Bridget Salary: 3846.23 0.00
Foy et e Manual, Christian Rate: 14.0000 0.00
Payroll Run History Martinez, Juan Rate: 0.0000 0.00
ool st w McCoy, Noah Rate: 16.5000 0.00
[@ Reports MeGramer, Logan salary: 133334 0.00
Mickelson, Phil Rate: 19.5000 0.00
&2 Production Utilities Miller, Daniel Rate: 22.5568 0.00
Mitcham, Matt Salary: 10416.67 0.00
& Security
Mondragon, Jose Rate: 0.0000 0.00
E3 conversion Management Moore, Brandon salary: 1538.40 0.00

21 Click this button.

1solved i

LRyanCyn... # Client: CYN22 - CynTech  Legal: Cynkar Technologies  Pay Group: Bi-Weekly  Status: Active Q, Client Search
rarch the menu Q Additional Check Entry Grid | PayDate: 7/16/2025 Payroll Pericd: 7/8/2025 - 7/22/2025 isolved University | | ® Help~
) Customer Service .
Template: | ALL v| Org Category:  ALL A Status: | Active v
Y Employee Admin Tools
Additional Check: | No Deductions v Value - Employee Type: | ALL = Apply Reset
f\ Employee Management -
() show sort (] Expand Employee Name [_] Show Total Hours/Units Show Total Dollars [ Show Total Deductions [[) Show Total Taxes Page 10f 1
3 Client Management
= & Balley, Christopher Rate: 37.0000 0.00 -
Individual Time Entry
Button IV, Benjamin Salary: 3250.13 0.00
Time Entry Grid Clooney, George Rate: 44.5209 0.00
Void Third Party Checks Dooly IV, David Salary: 3125.00 0.00
Andtional Cheoks Doore, Samuel Rate: 29.2785 0.00
NGRS L, Employee, Mel Salary: 3900.15 0.00
sl YO0 thocks Employee, Penn Rate: 37.5000 0.00
Ll i L EMPLOYEE, TEST Rate: 20.0000 0.00
Additional Check Entry Grid Fieri, Guy R Salary: 2646.00 0.00
e Fowler, Rickie Rate: 0.0000 0.00
5 Grohl, David Salary: 10911.96 0.00
Urido Timecond import Hoffman, Dustin Rate: 37.4399 000
Labor Entry Grid Jack, John Rate: 24.2298 0.00
Remove Pending Checks Jackson, Michael Rate: 14.0000 0.00
h Nath 16,637 ]
s Johnson, Nathan Rate: 16.6375 0.00
Kelly, Bridget Salary: 3846.23 0.00
‘ay Period Modifications Manual, Christian Rate: 14.0000 000
‘ayroll Run History Martinez, Juan Rate: 0.0000 0.00
L ¥ McCoy, Nosh Rate: 16.5000 0.00
) Reports McCramer, Logan Salary: 1333.34 0.00
Mickelson, Phil Rate: 19.5000 0.00
3 Production Utilities Miller, Daniel Rate: 22 5568 0.00
Mitcham, Matt Salary: 10416.67 0.00
Y Security
Mondragon, Jose Rate: 0.0000 0.00
3 Conversion Management Moore, Brandon Salary: 1538.40 0.00

12



22 Click here.

1solved e~

\RyanCyn.. # Client: CYN22 - CynTech  Legal: Cynkar Technologies  Pay Group: Bi-Weekly  Status: Active Q, Client Search
serch the menu Q Additional Check Entry Grid | PayDate:7/16/2025 Payroll Period: 7/8/2025 - 7/22/2025 isolved University | | ® Help~
) Customer Service
. Template: | ALL v Org Category:  ALL 4 Status: | Active v

T

Employee Admin Tools P Emel el NoDeductions ¥ Value: - Employee Type: | ALL v Apply Reset
f\ Employee Management
[ show sort (] Expand Employee Name [ Show Total Hours/Units [ Show Total Dollars  [[) Show Total Deductions [ Show Total Taxes Page 1of 1

3 Client Management
: a

a Santiago, Jorge

Individual Time Entry Rodriguez, Rene Rate: 35.0000 0.00
Time Entry Grid Mickelson, Phil Rate: 19.5000 0.00
T TR Kelly, Bridget Salary: 3846.23 0.00
Speith, Jordan Rate: 0.0000 0.00
Additional Checks Fowler, Rickie Rate: 0.0000 0.00
Manual & Void Checks Mitcham, Matt Salary: 10416.67 0.00
Time Entry Totals williams, John Salary: 1923.01 0.00
Additional Check Entry Grid [Winkler, Henry Sy )
Wilson, Lanea Rate: 12.0000 0.00
Timecard Import Thomas, Tracy Rate: 12 0000 0.00
Undo Timecard Import stanley, Andy Salary: 1360.04 0.00
Labor Entry Grid vel, Hugo Rate: 0.0000 0.00
G Hoffman, Dustin Rate: 37.4399 0.00
Musk, Elon Rate: 25.0000 0.00
lient Run Schedule Grohl, David Salary: 10911.96 0.00
‘ay Period Modifications Test, Amber Demo Rate: 0.0000 0.00
L Gy Morrison, Test Salary: 170263 0.00
(S  Pudinka, William Salary: 680.00 0.00
Jackson, Michael Rate: 14.0000 0.00

] Reports
Solo, Han Salary: 3120.00 0.00
4 Production Utilities Winters, Lori Salary: 2708.33 0.00
Woods, Tiger Rate: 10.0000 0.00
y Security Traylor, Drew H Salary: 3519.23 0.00
3 Conversion Management Employee, Mel salary 3900.15 0.00

23  You will now go to Payroll > Process Payroll and Preview/Process as Normal

13
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Helpful Additional Check Type Options:

Additional Check - all scheduled earnings/salary are paid, and normal deductions
are withheld. This is used usually if an employee was not paid.

Gross Up - No deductions are withheld and the amount you enter will be grossed
out to pay out that net amount.

No Deductions - this check will include no scheduled deductions.

Bonus 401k Only - this is a check option that can be added. This check will include
no scheduled earnings or deductions and will include 401k ONLY.

We can add additional check types as needed

If at any time you want to pay an employee additional pay/earning on an
additional check, but don't necessarily need it to be on a separate check run - then
you can still follow the above steps by adding an additional check to an employee
on a regular payroll run.

PLEASE NOTE: Special Payroll does NOT process Regular Checks. Any entries will
need to be on an additional check.

If you need help, please reach out to your Account Manager.
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