Universal Time Clock

Paychex® Online Payroll
Export Program
User Guide

icon
Tue 11:08 an
Enter ID H'-‘be' -
- 3 In )

PAYCHEX

7icon



Table of Contents

LI 1 <1 (= 00T =T 3R 1
Paychex Online Payroll EXpOrt Program .........ccccceciiiiiiiiiiiiiiiiiiiiisiss s 3
Chapter 1: Setup and Getting Started..... ... cciiiieiiiiiiccrriiccrrereeerrenaeesrenasesrenassessenssssseennssssesnsssssennsssssennsssssennn 4
SYSTEM REGUITEIMENTS .eeetitititiriretttttetttteteteererererereeerereaeeeeeee—e—.—................................................................................. 4
S]] o] a A oo B N geT0] o11=F aTe oL u 1o V- TR 4
Installing the Paychex Online Payroll EXPOrt PrOSIam .. .....coociiiiiiiiee e ciiiee e eettee ettt e s eette e s e tre e e eeavae e e esavaee s ennsaeeeennnes 5
Input Paychex Employee ID into the Employee Time Clock SOftWare .........coccveiiieiiii i 5
Chapter 2: Create the Paychex Online Payroll EXport File .......ccccuiiiiiiiniiiiinniiiiiniiiiiniieimssseees 6
Chapter 3: Setting Up Paychex Online Payroll to Accept the EXPOrt File ....c..coeuuiieeiiimiiiiiiiiicreecreecrenecerencneenenenns 8
2|Page

Paychex Export Manual 06.20.13



Paychex Online Payroll Export Program

Icon Time Systems, Inc., An Oregon Corporation.
Notice: The information contained in this document is subject to change without notice.
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Chapter 1: Setup and Getting Started

Congratulations on the purchase of your Universal Time Clock™ from lcon Time Systems! Your purchase includes a free
Paychex Online Payroll Export program that will make inputting employee payroll hours to Paychex Online Payroll easier
than ever.

This User Guide will walk you through installing the Paychex Online Payroll Export and importing employee payroll hours
into Paychex Online Payroll.

The Paychex Online Payroll Export program creates an export file (CSV) from the time clock that will be imported into
your Paychex Online Payroll account.

The following items will be included in the Paychex Online Payroll Export file:

e Paychex Employee ID

e Regular Time

e QOvertimel

e Overtime 2*

e Department *

e Vacation, Sick, and Personal Accrual Hours*

e Non-worked Hours*

*Requires purchase of the Rules Pack Upgrade.

NOTE:

Before setting up the Paychex Online Payroll Export, be sure to set up your time clock by following the
instructions in the Universal Time Clock User Guide.

Access the User Guide at the following link:
http://www.icontime.com/pdfs/Universal Time Clock 2.0 User Guide.pdf

Your Paychex Online Payroll account must be set up to accept the export file by your Paychex Payroll Specialist.
Follow the instructions in Chapter 3 of this guide for instructions.

System Requirements

Windows Based PC — OS Windows 2000, XP, Vista or Win 7 (32 or 64 bit)
RTC-1000 2.0 or SB-100 PRO 2.0 Universal Time Clock

Universal Employee Time Clock must be setup and connected

Paychex Online Payroll Account

Support and Troubleshooting

Our technical support site lists more troubleshooting tips and how-to’s to assist you with your employee time clock. You
can reach this site at www.support.icontime.com .
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http://www.icontime.com/pdfs/Universal_Time_Clock_2.0_User_Guide.pdf
http://www.support.icontime.com/

Upon product registration, you receive a complimentary 30-day trial of our Gold Technical Support Plan. This includes
unlimited telephone support, troubleshooting, and remote assistance. For subscribers of our technical support plans,
your dedicated support team can be reached Monday through Friday from 7:30am to 4:30pm (Pacific Time) at (800)
847-2232 option 1.

Installing the Paychex Online Payroll Export Program

Installing the Paychex Online Export Program is simple; follow the steps below to install the Paychex Online Payroll
Export Program.

1.
2.

3.

Insert the Setup Wizard and Documentation CD that came with your time clock into your CD drive.
From the Setup Wizard, double-click on the Install Paychex Online Export icon to install the program.

parcHEX Install Paychex Online Export

VISTA & WIN 7 USERS ONLY:

If your computer is running the Windows Vista or Win 7 Operating System, you must run the Paychex
Online Export as an Administrator to complete the installation.
1. Click on the Windows Start menu.

2. Right-click on the Paychex Online Payroll Export icon and select Properties.

3. Select the Advanced button in the Shortcut tab, and select the Run as administrator option.

Follow the installation wizard to complete the installation.

Input Paychex Employee ID into the Employee Time Clock Software

Next, you will need to enter the Paychex Employee ID number into the employee time clock software. To do this, you
will need to go to each employee’s custom Edit an Employee screen within the time clock software and input the
Paychex Payroll ID number.

1.
2.

Open the Universal Time Clock software.
Open the Roster Report by hovering over the Reports menu and select Roster.

Click on the desired employee to bring up their individual Edit an Employee window.
EMPLOYEE SETTINGS

Display 1D |547
PIN/Badges  |oz3

Enter Paychex Employee
G Payroll ID Number Here

Enter the Paychex Employee ID number into the Display ID field in the Edit an Employee window - click Submit.
Repeat the steps for each hourly employee.
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Chapter 2: Create the Paychex Online Payroll Export File

The Paychex Online Export Program will create a comma-delimited (CSV) file that will be imported into your Paychex
Online Payroll service. Follow the instructions below to create the Paychex Online Payroll Export File.

1. Open the Paychex Payroll Export program.
e C(Click on the Windows Start menu

e Select All Programs

e Click on the Icon Time Systems menu

e Click on the Paychex Online Payroll Export

e Select Paychex Online Payroll Export program to open the export program

2. Inthe Login screen, enter your time clock’s IP address and the Username and Password used to log into your
time clock. Click the Login button.

Time Clock Log In | Paychex Online Payroll Ex...l. P |

Log in to the Time Clock
Clock IP Address £6.213.247 25
Usemame admin
Password sesssnen
Save Password

[ Login l[ Cancel ]
wi.0.10.41410

W

Log In to the Time Clock

3. Inthe Paychex Export Time Frame screen, select the pay period or Time Frame that you want included in the
export file. The pay periods are based on the dates established in the Pay Preferences section in the time clock

software.
o5 Select Time Frame | Paychex Online Payroll Exp... |ﬂl

Time Frame | IFEEY b
Today
Yesterday
This Week
Last Week
This Pay Period

Custom

Fom  2/21/201 To 22172011

[ Export ] ’ Cancel

Select the Time Frame

If a custom time frame is desired, select the dates from the calendar in the From and To fields.

4. Click on Export to create the Paychex Online Payroll Export file.
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5. Inthe Save Paychex Export File As... window browse for the location where you wish to save the export file.

4! Save Paychex Export File A

G = vesop »
pe

Organize > New folder

450 Favorites S Libraries
| B Desktop J u‘g System Folder
18 Downloads
] Recent Places i&/ Computer

Systemn Folder

) Network
| system Folder

File name: Paychex Online Export File

I [ Libraries

& (M Computer

» €l Network

Save as type: | Al Files ()

< Heldes

Save the Paychex Export File

6. Click the Save button to save your changes.

7. If the export is successful, the following message will appear:

Export Saved Successfully

8. By selecting Yes your export file will open in Notepad, allowing you to view the contents of the export file.

| Paychex Online Expo

File Edit Fermat View Help

Employee ID,Department,Standard,0Tl,0T2,vVacation Standard,vacat .
027,5a1es5,168.13,4.07,,,, 5515113
028,Produc,168.30,14.55, ., sssssrs113s
026,Break,11.97,,, 0055111115

026,Tech 5,150.37,0.40,, s sssss111s
025,5a1es5,150.78,0.58, ., 0sssssssss
014,5ales,111.98,,,40.00,,,, 5019131
023,Break,4.00,0.23,, 1151515113
023,Tech 5,149.53,3.95,,8.00,,,,5s51313
005,0perat,169.40,10.47,,, 500391131
006,Break,11.37,,,,,,55511945

006,Tech 5,152.03,,, 5001510133

4 m |

View the Paychex Export File Contents
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Chapter 3: Setting Up Paychex Online Payroll to Accept the Export File

Before the Paychex Online Export file can be imported into Paychex Online, your Paychex Online Payroll account must
be set up to accept the file.

Setup must be completed for the initial Paychex Online Payroll Export. After Paychex Online Payroll has been set up to
accept the export file, you will be able to directly import the Paychex Online Payroll export file into Paychex Online
Payroll.

1. Follow the instructions at the link below to set up Paychex Online Payroll to accept the export file.
http://www.icontime.com/images/docs/Using Paychex Online Payroll Import and the Universal Time Clock

-pdf

Note: Contact the Paychex Payroll Service Center with any specific questions that you have on importing the
pavroll file into Pavchex Online Pavroll.
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