Remote Payroll Entry Instructions and Other Applications

Go to www.baldwincpas.com

Go to Client Login and log in with your created ID and Password
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Once logged in, go to Enter Time.
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From the Rapid tab you can enter Regular Hours, Overtime Hours, and Double Time Hours (if applicable)

Rapid ‘ Dtail ‘

Payroll Schedule: [ Weekly (New) v

Period Begin.  09/22/2021 Period End.  09/30/2021 Check Date. 10i01/2021 Time In Date.  10/01/2021

DNP Last Name First Name a Location Department Pay lem Reg Hours OT Hours DT Hours Amount
O boe Jane Lexington Auto Expense [0.0000 | [0.0000 | [0.0000 | 58 |
[ Janie Lexington Wages | 0.0000 | [0.0000 | [0.0000 | 608 |

0 Doe Jahn Lexington Auto Expense [ 0.0000 | [0.0000 | [0.0000 | [0.00 |

From the Detail Tab you can see more. Ex: different locations (if applicable), reimbursement, bonus, deduction items, etc.
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Payroll Schedule: | Weekly (New) ~

Period Begin: 09/22/2021 Period End: 09/3072021 Check Date: 10/01/2021 Time In Date: 10/01/2021

Employee: | Doe, Jane e

Do Not Pay [

Pay ltems

Description | Location | Department | Reg Hours | ©T Hours DT Hours | Rate | Amount

e T|u.onm:| .|”|6.ouou “|. |.u.cmc||:| .|.:.|.o.0m:||:| .|.:-

Wages Lexington [#0.0000] |[0.0000 || |0.0000 ||[20.0000 || [s00.00

Sales

Location | Department | Sales

Deductions

Description | Type i | IEPra it | | ouarrida Amount

Loan Fixed amount | Lexington | [25.0000 | |
HSA-EE | Fixed amount | Lexington [o-0000 (] |
Next

Enter your hours and any changes.

**If you make changes that need to be permanent to rates, deductions, etc. Please advise your processor so they can make the changes in our
software as well.

You can then save this work and come back to it later. Or complete payroll to send to us. [Cmpleerpayo vl Conei
Once completed, an email will go out to your processor letting them know your hours are ready.

***We also have options available where the employee can enter their own time into Remote Payroll Entry (without seeing other employees)
and then a manager can review and complete. Contact us if you may be interested in this feature.



Print Reports: This allows you to see the most recent payroll submitted to us.
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Employees Application: Here you can edit or change employee information.
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File Exchange: Here you can upload information securely to us using the Upload feature. Such as new hire paperwork,

banking information, etc.
**We also offer secured LeapFile emails (preferred method). Contact me directly for more information.
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Client Flow: This is where you will find all documents that have been published out to you, such as Payroll Reports &
Payroll Tax Returns.

& NefClient CS
@ Applications

Payroll

© Enter Time

[& Print Reports
& Employeses

Documents

& File Exchange



