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Note:
Program screenshots alternate between Mac and Windows editions of Virtual TimeClock *11. While your Virtual TimeClock
software may look slightly different from a particular image, all controls and buttons are functionally the same.
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CheckMark Integration Overview

Virtual TimeClock supports an easy-to-use interface that exports a specially formatted time clock file for CheckMark that
makes your payroll process easier, more accurate, and less time consuming. This file contains employee social security
numbers, regular hours, overtime hours, and up to six optional hours fields that allow you to import vacation, sick leave,
holiday, and personal time into CheckMark Payroll.

Setting up time clock integration

To import files, you must do a one-time setup. This process allows you to choose the fields in your import files, and the
order of the fields. Files cannot be imported unless this setup step is completed.
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CheckMark Integration Setup

Verify your payroll hour categories 8100 Enter Hours
. . Import Hours using the following match
Click Enter Hours under the Payroll section on the Command H o ’ ’
. . . Retain Hours for
Center. Note the hour categories in use by your company and their e P

Save — (O Employee Name

o= (O Employee Name & Social Security #
o : i Down Column
sort order within the Enter Hours window. —
B Regular Overtime DbiTime PayRate2 Sick  Vacation Comp  Holiday
>Crawford, Ale: g 80.00 0.00 0.00 0.00 0.00 0.00 0.00
B et %000 80.00 .00 0.00 .00 000 .00 000 0.0
Verify hour categories and sort order here — ss==T"Tuii; aiiicea %.00 8000 0,00 0.00 0.0 0.00 0.0 0.0 0.0
Morrison, Leila 80.00  80.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

800 Employees

H =

Save New | Delete

Sync your employee identification numbers

Social Security #s in CheckMark Payroll must be identical to Social

PO Wages | Taxes | income  Deductors _Acerved Howrs | V1D } ' Security #s in Virtual TimeClock. If a Social Security # does not match,
s e (] (] ave et e v then that employee’s hours will not be imported. Click Employees

Last Name [Adans

— . under the Setup section on the Command Center. Now click the

Address Line 2

- T — Personal tab to verify Social Security #s.

state & Zip [ca] (93710

Number Employees: 5

Social Security # [123-45-6789
Email [a

Phone Number | 456-7890

Direct Deposit Paycheck
Bith Date [1/5/58 # Direct Deposit e \
Employee # [T =

o Roxeing 81000100050 fhacking Verify Social Security #s here
partment Account #1  00000000000000000
[(Assembly - Routing #2 ((Checking 15
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Virtual TimeClock Integration Setup

Set up your export defaults and export fields

Go to the File menu and choose Export Payroll. Select CheckMark
Payroll from the Payroll Export Format drop-down list. Click Setup.

CheckMark Payroll Setup

Workers To Export Fields To Export
™ Adams, Gary Regular Hours
™ Bishop, Pat Weekly Overtime
4 Doyle, Penny Vacation Hours
™ Garcia, Robert Sick Leave Hours
™ Hewitt, Paul Personal Hours
™ Kersten, Lawrence Holiday Hours

™ Morrow, Sara

™ Palmer, Chris

Weekly Overtime @ 2nd Rate

M
& Reymoids,Johm (] Regular Hours
[ Daily Overtime
EERET [0 Daily Overtime @ 2nd Rate
- ] Weekly Overtime
Date Range: | Current Period ‘
M
Export To: Macintosh HD:U: :jeffmorrow:Desktop: —
‘ [ Holiday Hours
(
| [ Personal Hours
/ ‘ [ Sick Leave Hours
[ Vacation Hours
To select what fields to include in the
export file click here ‘
All | None

(Cancel ) ( OK )

A

Sync your employee identification numbers

Social Security #s in CheckMark Payroll must be identical to Social

Export Payroll
Workers To Export Date Range
™ Adams, Cary
( n %
™ Bishop, Pat Current Period 2=
4 Doyle, Penny BPYEYTYYTR| O
From: 1/ 3/2011 |
™ Garcia, Robert
™ Hewitt, Paul To: m =
4 Kersten, Lawrence
¥ Morrow, Sara Payroll Export Format
™ Palmer, Chris
™ Reynolds, John [ CheckMark Payroll =
( Setup ) ( More Info... )
None

7

Select CheckMark Payroll here

Under the Fields To Export list, click the Select
button. Click on a field name to include the field in

the payroll export.

Click OK. You can drag the field

name up or down within the Fields To Export list to
change the export order. The fields must be in the
same order as those in your CheckMark Payroll

Enter Hours window.

Click on a field name to include the field in the

payroll export

= Users lrod|-E4] =
Security #s in Virtual TimeClock. If a Social Security # does not match, _ Persona | Access| Employment [Wages [Leave [Notes |
then that employee’s hours will not be imported. Go to the Lists menu poereny Emploee tumber 6
and choose Users. Select a user and click the Employment tab to Hesi, P SoceiSecuiy, PRI
X K 3 Kersten, Lawrence Department: [ﬁ jit Departments
edit a social security number. Vo - e
Paimer, Chiy ension
Hire Date: 5}
/’ Status: © Active
Inactive
Edit Virtual TimeClock social security numbers here et
TerminationDate: [ | Y
- e
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Exporting Payroll Hours

Export Payroll

Create your export file Workers To Export Date Range
Go to the File menu and choose Export Payroll. Click on a worker’s g Adams, Gary (ot Poriod C
name to include the employee in the payroll export. Select the desired et :::pr::.y
payroll date range. Click Export, and save the export file to your & Garcia, Robert From: | 1/ 3/2011 i} |(&
desktop or a specified folder. ™ Hewitt, Paul To: | 1/ 9/2011 ;

E Kersten, Lawrence

™ Morrow, Sara Payroll Export Format

™ Palmer, Chris

# Reynolds, John [ CheckMark Payroll '%!

(" Setup ) ( Morelnfo...)

All [ None ) Show Inactive

Click here to create your CheckMark Payroll export file /
Importing Payroll Hours

Upload your time clock export file
Click Enter Hours under the Payroll section on the Command Center. Click the Social Security # radio button for
matching the imported hours. Click Import Hours to search for your time clock export file, then click Open.

.00 Enter Hours
H Import Hours using the following match
— Import Hours...
TEEEED e )
) 3 {4 Retain Hours for
@ Social Security # ™ Next Pay Period
(O Employee Name & Social Security #
(" Fill Down Column )
400.00
Total Regular Overtime  DbiTime PayRate2 Sick _Vacation Comp  Holiday
>Dickens,Chuck 80.00 80.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
. . . Griffin, Marj 80.00 80.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Click here to upload your time clock export file Hill,Allison %0.00 80,00 ©0.00 0.00 0.00 0.0 0.00 0.00 0.0
Morrison, Leila 80.00 80.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

Use the Enter Hours window to review, edit and save your payroll hours. Click Calculate Pay under the Payroll section
on the Command Center to finish processing your payroll.
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Assistance & Support

Virtual TimeClock help

A variety of help options are available on our website. Go to the Help menu and choose Technical Support Resources
to download training guides and documentation, view frequently asked questions, search our current support blog, or
contact a member of our technical support team. You can also reach us toll free at 1-888-207-0005.

CheckMark help

For more information on importing and processing your payroll, please click the Help menu available within your
CheckMark Payroll program. More information about CheckMark Payroll is available at www.checkmark.com or toll free by
calling 1-800-444-9922.
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