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 Hiring a new employee: 

o Click the “+Add Employee” button in the blue box in the upper right 

corner of your Dashboard screen  

o This will take you to the New Employee Basic Information page where you 

can enter the new employee’s information 

o You will notice that you are now able to enter information from a 2020 or 

newer W-4. To do this you will need to check the box for “Submitted 2020 

W-4” then you will be able to enter the information  

o Once you have all the new employee’s information entered, click the 

“Add Employee” button on the bottom of the screen to finish adding the 

new employee 
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 Terminating an employee: 

o Navigate to the appropriate employee’s information page 

o Mouse over the “Employee Profile” tab on the top menu bar 

o In the dropdown, click “Department/Position”  

o Scroll to the “Status” area and click the “Termination Wizard” button 

o In the Termination Wizard box, you can change the employee’s status to 

“Terminated”, enter a termination date, reason, and if the employee is 

eligible to be rehired. Then you will click “Submit” to complete the 

termination of the employee 
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 Adding or Changing an Employee Pay Rate: 

o Navigate to the appropriate employee’s information page 

o Mouse over the “Payroll Setup” tab on the top menu bar 

o In the dropdown, click “Pay Rates”  

o Scroll to the “Employee Rates” area, click the “Add New Pay Rate” box 

o An “Employee Rate” box will open, here you can change the rate code, 

start date, end date, and the rate of pay 

o When you finish entering the updated pay information, click “Save and 

Close” or if you are updating a rate for an open payroll click “Save and 

Recalculate” 
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 Payroll: 

o On your Dashboard screen you will click the “Start Payroll” button 

o A “Start Payroll” box will appear with Batch options, click “Start Payroll” 
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o This will take you into the payroll. Here you can (1) Import Time, (2) Enter 

Payroll Wages, (3) Run Preprocess Register for All Batches, (4) Close 

Payroll, and do all other regular payroll functions  

o (1) To import time, you will click the “Time Import” button. This will take you 

to a page where you can upload your time  

o (2) To manually enter time, you will click the “Enter Payroll Wages” button. 

This will take you into the Payroll Batch to begin entering time  

 In the batch, you can add a check, add 3rd Party Sick Pay, delete 

a check, or edit a check  
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 Click the Edit button (square with pencil) to enter time for an 

employee  

 Here you can enter hours as usual, add an addition row, and add 

an additional column 

 To add an additional row, you will click the “Add an Item” 

dropdown in the lower left corner. From there you can 

choose which earning or deduction code item you would 

like to use, such as an EReg-Regular code 
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 To add a new column, click the Gear emblem in the upper 

right corner. The columns you can add include things like 

Pay Rate Codes and Job Codes, in this example the Rate 

Code column was added 

 By adding new rows and columns, you can enter in more specific 

payroll information, for example I added 16 regular hours at this 

employee’s Rate Code 2  
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 Once you have all the payroll information entered for an 

employee, you can click “Save and Close”, this will take you back 

out into the batch where you can enter the rest of the payroll 

information 

 When you are finished entering all information into the batch, click 

“Save and Calculate”, this will calculate the net and gross pay for 

all employees 

 Click “Run Preprocess Register” to view a Preprocess Register of this 

batch, or click “Back to Payroll Batches” to go back to the Batches 

screen 

o (3) To run a Preprocess Register for all batches in the payroll, click the “Run 

Preprocess Register-All Batches” button 

o (4) Once you have finished entering all information into all batches and 

completed payroll, click the “Close Payroll” button 

o Once the payroll is closed, you will have the option to Reopen the payroll 

or Submit the payroll to APS for processing  
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 Manual Checks: 

o To enter a manual check, click the “Create Manual Check” button on the 

Dashboard screen, or if you are already in an open payroll you can click 

“Create Manual Check” button 
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o This will take you into a “Check Data Entry” page where you can (1) 

choose the employee you are creating the manual check for, (2) change 

check information (block deductions, change tax settings, etc.), (3) 

choose to create a check using the Net to Gross option, or (4) create a 

check by entering time with an earning code 

 (1) Always make sure you are creating a manual check for the 

correct employee 

 (2) In the “Check Options” area, you can change tax frequencies, 

block deductions, and block auto pays 

 (3) If you are creating a check and you know the net amount, you 

will check the box to the left of “Net to Gross” and enter the Net 

amount in the box to the right 
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 (4) If you are creating a check and either know the gross amount 

or are calculating it based off hours, you will need to add a code 

 Click the “Add Code” dropdown 

 Find the code you want to use, click add 

 You can add as many codes as you need, and you can 

add columns by clicking the Gear button in the upper right 

corner 

 Once you have your Earning Codes added, you can enter 

hours or dollar amounts in the appropriate spaces 

o Once you have all the pay information for the manual check entered, 

click “View Check”  

o This will take you to the View Calculated Check box, here you can see all 

the details of the manual check you just created 
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o Click “Continue”  

o Enter a check number for the manual check and make sure the “Issue 

Check Immediately” box is checked, then click “Save Check”  

o Once you have completed these steps, you will see that a Void/Manual 

Batch has been created and you will be able to view the manual check 

on a Preprocess Register 
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 Running Reports: 

o Go into the reports screen by clicking the “Reports” tab in the Side Menu 

o This will take you to the “My Reports” Page, you will click the “Company 

Reports” tab at the top of the screen  

o Find the report you would like to run and click “Run”  
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o A “Run Report” box will open, here you will choose a date range, make 

sure the Output Format is set to PDF, and make sure the “View Completed 

Report” box is checked, then click “Run Report”  

o The report will download. Click “My Reports” at the top of the page to find 

the report download in the “Report Pickup” area. Reports will stay here for 

24 hours 
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 Changing/Adding New Company Users: 

o Go to the Company Dashboard for the client. In the Top Menu, mouse 

over “Company Setup”, then choose “Users” in the dropdown menu   

o This will take you to the “Users” page 

o Here you can either click “Add New User”, “View/Edit”, or “Delete”  

o Clicking “Add New User” or “View/Edit” will bring up that same box, 

“View/Edit” will have information for the user you click while “Add New 

User” will be blank. Enter the new user’s information and click “Save and 

Close”  
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 EE Miscellaneous Tab 

o Navigate to an employee’s information page  

o One of the changes in NextGen is that they got rid of the “Miscellaneous” 

tab. If you mouse over “Payroll Setup” and click “Where’s Miscellaneous” 

in the dropdown menu, it will take you to a page that looks like the old 

Miscellaneous tab. You can click on the different sections and it will take 

you to where that item is now located in NextGen  
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 Setting Up ESS 

o Navigate to the appropriate employee’s information page 

o Mouse over the “Employee Profile” tab, click “Employee Self-Service” in 

the dropdown menu  

o This will take you to the “Employee Self-Service” page where you can 

make any changes or updates needed  
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 Pay Grid Items:  

One of the new features in NextGen is the ability to create and customize Pay Grid 

Items within a company. Let’s say you have a client that regularly has some complex 

payroll entries, meaning they use a specific rate, job code, location, shift, etc. for an 

entry. By creating a custom Pay Grid item, you can now enter that information in a 

much more efficient manner.  

Let’s say the company is a grocery store, and they have employees in their Indianapolis 

location that regularly get paid a special rate of $15/hr to work 3rd shift and stock 

shelves. We can create a new Pay Grid item that allows them to enter all that 

information on an employee’s pay statement without having to click through and 

manually add each item.  

o To create a new Pay Grid Item, mouse over “Payroll Setup” in the top 

menu of the company’s dashboard screen, click “Pay Grid Items” in the 

dropdown menu 

o This will take you to the “Pay Grid Items” page, click “Add New Pay Grid 

Item”  
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o This will open the “Company Pay Grid Items” box where you can create a 

custom pay grid item. In this item, both the Grid Item Code and the 

Column Heading are called “Stocking”, and the Description is “Stocking 

3rd Shift”. We used a Regular Earning Code, and there is a special rate of 

$15/hour for employees working 3rd shift stocking shelves at the 

Indianapolis location.  

 All the options in the box are customizable. I have highlighted only 

the ones I used to build this specific Pay Grid Item.  

o Once you have entered all the information you want, click “Save and 

Close” 
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o To use the Pay Grid Item in a payroll, click the Gear button in the upper 

right corner of the batch you are working in 

o Check the box to the left of the Pay Grid Item you would like to add, then 

click “Close” 

o A column will appear in the Pay Grid for your new item, here you can 

enter time on an employee for this item 
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o Once you have time entered, you can click the “Edit Check” button to 

view the pay statement. In this example, you can see that Lloyd Gross 

worked 3rd Shift for 10 hours stocking shelves at a rate of $15/hour at the 

Indianapolis location 

o Pay Grid Items are configurable at a company level, so all users can see 

them. There can be as many as 15 pay grid items setup in a company.  

 

 

 

 


