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=] Professional PTO (=] B -

Settings

~ L) Professional PTO

It’s Time To Go Pro

Calculate PTO

Apply your FTO Codes to employee checks or HR amounts and calculate updated PTO heldings for your
employees.

L

—1

Create or Edit a PTO Code

FTO codes contral how employees will accrue their time off. A PTO code can be configured to accrue time
according to almost any corporate policy. Use this option to either create a new PTO Code or edit an existing one.

Create a PTO Report
MNeed to see statistics on PTO accruzl and usage? Professzionzl FTO can preduce a variety of reports at a
corporate or employee level. Choose this option to see a listing of available reports.

Manually Edit PTO Amounts

s

3
“1\ Does an employee’s FTO availability need changing? Use this option to guickly and easily edit the amount of FTO
'\5 that one of your employees should have.

Setup Types of PTO
N Click this option to activate custom types of PTO as well as to specify options specific to any type of PTO. Options
include maximum amounts, carry-over logic, and selecting which paycodes will reduce FTO holdings.

General Overview

About Professional PTO

Greenshades Professional PTO has a full suite of reporting options for both the Employee
and the PTO Administrator. Professional PTO allows operators to create PTO Codes
(much like Paycodes or Timecodes) and assign them to employees or employee classes.
These PTO Codes provide great flexibility in creating PTO accrual rates. The operator
can set up accrual based on the traditional hourly method (for every hour worked, an
employee will accrue a fraction of that hour of PTO), or may simply set up how much
PTO should be accrued for any unit of work performed (i.e.: for every 14 days worked,
an employee gets 1 day of PTO).

In addition to enhanced functionality for creating PTO accrual rates, Professional PTO
supports ‘Rules Based PTO’. This means that you can apply the same PTO Code to two
different employees, but because of various factors, they will accrue PTO at different
rates. For instance, your company could award 2 weeks of PTO per year for every
employee who has worked at the company for 1 year, but 3 weeks if they’ve worked for a
greater amount of time. In this case, you could set up two different PTO codes and apply
them to each group of employees, or you could set up one PTO code for all employees
and make it a variable rate code. You would then specify that you want different rates
based on length of employment and specify the different rates. You can specify different
employee classifications based on a number of factors, including number of hours
worked in a week or pay-period, length of employment with the company, and average
hours/days worked over a past time span.



Requirements for Professional PTO

The Greenshades Center does have prerequisite requirements in order to function
properly. First, the Greenshades Center requires an active internet connection. We
require this so that we can ensure that the files we create comply with the very latest
government regulations. Greenshades does not offer an “Offline Mode” or any way to
operate without an active internet connection.

The Greenshades Center can be configured to authenticate with a corporate proxy server,
but it is our client’s responsibility to ensure that adequate internet access is provided to
the Greenshades Center. For information on setting up Greenshades with your Proxy
Server or Firewall, please see our Firewall Guide available at:
http://www.greenshades.com/pub/downloads/documentation/firewallguide.pdf

Professional PTO requires the Microsoft .NET Framework version 2.0 or later. You can
download it from Microsoft by clicking here.

Installation and Initial Setup

If you have not already downloaded and installed Professional PTO, you can begin this
process by clicking here, and then selecting the ‘Download Professional PTO’ link.

You will also find a user guide for installing Professional PTO from that same page.

Starting Professional PTO

Run Professional PTO from Dynamics GP version 8.0 and above by navigating from the
top bar menu through Tools > Routines > Payroll > Professional PTO. The Professional
PTO calculation process will also automatically launch each time you calculate checks
within Dynamics GP.

Calculate PTO

In general the PTO calculation process will begin automatically every time you calculate
checks within Dynamics GP. However, there may be occasions when you need to
manually calculate PTO balances. This feature provides you with the ability to calculate
PTO a variety of different options, including calculating PTO from current PTO capture,
current payroll checks, past checks from history, and time and attendance from HR
module.

Create or Edit a PTO Code

As your PTO policy changes you will need to modify existing PTO codes or add
additional codes. You will complete both these tasks using this option. More
information on these topics can be found in the Edit Existing PTO Code and Creating
New PTO Codes sections of this guide.
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Create a PTO Report

This feature will provide you with a variety of helpful reports, including company-wide
reports, employee specific reports, and breakout reports. These reports can be very
helpful in determining why an employee has a specific PTO balance.

Manually Edit PTO Amounts

Professional PTO provides the ability to manually edit an employee’s time available, and
manually override any limitations set in place. NOTE: When manually editing data,
please be sure to edit the data with Professional PTO. Updating the employee cards will
not update Professional PTO.

[F] View/Edit PTO Amounts = | B S
Eile Tools

Employes ID or Name Filter:
Employes ID Last Name First Name Wacation Time | Sick Time Personal Time | Educa =

3 ACKEDDD Ackerman Pilar 10.00000 4500000 0.00000 45.000
BARBOOOA Barbaricl Angelina 000000 0.00000 0.00000 0.0000
BARROOO1 Barr Adam 0.00000 0.00000 0.00000 0.0000
BOMIDOO1 Bonifaz Luis 0.00000 0.00000 0.00000 0.0000
BUCHOOO1 Buchanan Mancy 0.00000 0.00000 0.00000 0.0000|
CHENDDO1 Chen John 0.00000 0.00000 0.00000 0.0000| =
CLAYDO0 Clayton Jane 0.00000 0.00000 0.00000 0.0000
DELADDO Delaney Aidan 0.00000 0.00000 0.00000 0.0000
DIAZ D001 Diaz Brenda 0.00000 0.00000 0.00000 0.0000
DOYLO001 Daoyle Jenny 0.00000 0.00000 0.00000 0.0000
ERICOD0 Ericksan Gregory 000000 0.00000 0.00000 0.0000
FLOODOO Flood Kathie 000000 0.00000 0.00000 0.0000
HARLIDOO Harui Roger 000000 0.00000 0.00000 0.0000
JAMIDDOA Jamison Jay 000000 0.00000 0.00000 0.0000
KAHMO00 kahn Wendy 0.00000 0.00000 0.00000 0.0000
KEMMO0OT Kennedy Kevin 0.00000 0.00000 0.00000 0.0000
LEVY 0001 Lewvy Steven 0.00000 0.00000 0.00000 0.0000
LYOMNO00T Lyon Robert 0.00000 0.00000 0.00000 0.0000 -

4 e P

Selecting this option will display a list of your employees and their current PTO balances.
To sort by any column simply select the top cell of the appropriate column. You can also
search for a specific employee by typing in their name or employee id in the Employee
ID or Name Filter box at the top of this screen.

You can change any PTO amounts within this screen. To update your employee cards
within Dynamics click File and select Save, check the ‘Update Great Plains Cards with
all PTO values’ box and click the Save button. If you do not wish to update your
employee cards, just click File and select Save and Exit.



Setup Types of PTO

Professional PTO natively supports 6 types of PTO, these include, Vacation, Sick,
Personal, FMLA, Family Time, and Educational. In addition, Professional PTO can

support up to 3 custom types of PTO.

Using the “Set up Types of PTO’ option will guide you through setting up information
vital to properly setting up your PTO types. The following definitions will help to clarify

what information is needed when setting up PTO.

] Edit PTO Type (= [ E e

e
Friendly Name:
Description: Vacation Time Off

PTO Maximums

Below are the maximum rules set up for this FTO Type. If an employee falls into more than one category,
the maore restrictive rule is used.

Emp Class | Minimun Years Exp | Maximum Years Exp | Maximum Hours

Click to edit maxes

PTO Camy-Over
Below are the carny-over rules set up for this FTO Type. If an employee falls into maore than one category,
the mare restrictive rule is used.

EmpClass |MinExp |MaxExp | Carry Over Date | Amount | Type
» ALL 0 95 At Beginning of Calendar Yea 50 Percent

Click to edit carry-over

Reducing Codes Issue FTO

Below are all of the paycodes that reduce this Professional FTO allows employees to instantly

type of PTO. Click here to edit this list accrual of FTO time. If you wish to give some of your
employees an amount of FTO, use the link below.
Instantly Accrue FTO
Apply Camy-Ower

If you would like to immediately apply carny-over logic
to one or more employees, you can do so by using the
link below.

Instanthy Apply Carny-Owver




Maximum Rules

By default, a PTO Code has no logic built in for maximum amounts of PTO. If you wish
to add or edit maximum logic, you will need to click the link that says “Click to edit
maxes.” Doing so will present you with all of the maximum rules that are currently
associated with your type. You can add or delete rules and may specify a specific
employee class as well as a years of experience range. For instance, you could specify
that employees from your SUPP class that have been with the company between 1 and 3
years may earn at most 80 hours of PTO. You may make as many rules as you wish for
any specific type; if an employee is ever eligible for more than one rule, the more
restrictive rule will be used.

Carry Over Rules

Carry Over rules are much like maximum rules, except that in addition to specifying an
employee class and years of experience range, you must also specify how carry over will
be calculated (as a percentage or raw amount) as well as when carry-over should take
place. You may add as many rules per type as you wish; if an employee is ever eligible
for more than one rule, the more restrictive rule will be used.

PTO Reducing Paycodes/Timecodes

In addition to accruing PTO, Professional PTO will also allow you to specify how your
employees’ PTO should be reduced. Specifically, you may specify that any paycode or
timecode is ‘reducing’ to a type of PTO. Whenever Professional PTO sees that an
employee has been assigned that code, it will reduce the amount of PTO that is available.

Instant Accrual

Some companies wish to have their employees automatically accrue and reduce PTO
whenever a specific paycode or timecode is used. For instance, if every employee is
given 8 hours for a holiday, they may wish to use a specific holiday code and then see
that each of their employees has used 8 hours of vacation PTO in their reports. You may
specify any timecodes or paycodes as instant accrual codes for just that purpose.



Configuration

This section is intended to provide you with the needed information to configure
Professional PTO to accrue PTO accurately. This section is not intended to be linear and
is intended to provide detailed information regarding the screens within Professional
PTO. Professional PTO supports integrations with Great Plains through both U.S.
Payroll and Human Resources. Accordingly, all content will apply to both methods
although some screens may appear slightly differently.

PTO Codes

At the heart of Professional PTO are PTO Codes. PTO Codes contain the logic that is
ultimately responsible for accruing time based off your corporate policy. PTO codes are
often compared to paycodes and are indeed a similar construct. The goal of a PTO code,
when finished, will be to accrue PTO according to specific rules for all employees to
which the code is applied.

Creating new PTO Codes

i b |
E Create or Edit PTO Code = | B -

General Code Setup

Fill out the information below to create a new code or select an existing code to edit.

@ To create a new code., fill out the information below and press Next:
PTO Code: SICK
Description:  Payed sick time off.
PTOTyPe  [Sick Tme =

! To edit an existing code, select it from the list below and press 'Next”.

. e

Step 1 - General Code Setup

On this screen provide the following information:

* PTO Code: A unique abbreviation for this code (ex. ‘FTSICK”)

* Description: A description to reference later for this PTO code (ex. ‘Sick Time for Full
Time Emps.”)

* PTO Type: The type of PTO this code should accrue. (Vacation, Sick, FMLA, etc. To
create a custom type, please see ‘Creating Custom Types of Time’.

9



[E] Create or Edit PTO Code =HREl X

Step 1: General Code Setup

Fill out the information below to create a new code or select an existing code to edit.

To create a new PTO Code, you must select what type of code you wish to make. The type of code you
choose will determine the types of rules you will be able to associate with this code. Scroll through the
list below and watch the 'Rule Examples” until you find the rule that best fits your policy:

Code Type: Constart Accrual b

Example Rules:

All employees with this code earn 020 hours of FTO for every hour that they work.

All employees with this code earn 2 weeks of FTO for every year that they work.

h

Step 2 - Code Type

How your PTO is accrued for this Code is defined by its type. Professional PTO currently
supports 4 types of accrual: Constant, Rate Based, Years of Experience, and Average
Rate. You can find examples of each type by selecting them in the Code Type drop down
list. Once you have made your selection, click next.

10



[E] Create or Edit PTO Code (= [ B |

Create Rule Sentence

You must complete & single rule sentence for a constant code.

You have choosen a 'constant’ code. Accordingly, all employees that are assigned this code will accrue
PTO at the same rate.

Rule Sentences:

All employees with this code will ean 25 Hours ~ |of PTO for every
forevery 40| Hours ~ |that they work.

Step 3 - Rule Sentence/Rate Amounts

In order to accrue PTO, each PTO code must be given rules to use. For each employee to
whom the code is applied, the PTO Code will select the appropriate rule from its set of
PTO rules and accrue PTO accordingly. Depending on what type of rule you picked, the
rule sentences screen will appear differently. If you picked a constant rule, for instance,
you will create a simple sentence that assigns a set amount of PTO regardless of
circumstance. A rate base code will require that you specify different accrual schedules
for different amounts of work performed. Depending on the rule type, you may need to
complete one or two screens in order to finish crafting your ‘rule sentences’. The easiest
way to complete these screens is to simply look at the rule sentences and make sure that
they read the same way your PTO plan does. Professional PTO was built around the
concept of using natural language as much as possible.

11



E Create or Edit PTO Code

PTO Rules Summary

The summary of your code’s basic information.

Please review the information below carefully. You will be unable to change this information if you wish
to edit this code later.

Code |D: SICK A Sick Time PTO Code
Fayed sick time off.

Rules:
All employees with this code earn 0.25 Hours for every 40 Hours worked.

h

Step 4 - PTO Rules Summary

The PTO Rules Summary is simply a recap of the rules you have specified, written out in
plain English. If you are satisfied with the summary, click next. If you have found a
mistake, you can click the back button and make corrections.

12



[E] Create or Edit PTO Code =HREl X

Associate Pay Codes
Choose which pay codes are eligible for your FTO Code

You must choose which paycodes will be eligible for your FTO Code. Your PTO Codes will only
accrue time when employees are issued the paycodes that you select below.

Paycodes that are MOT eligible for FTO: Paycodes that are eligible for FTO:

BONS SICK
COMM
EXAT
HOLI =

HOUR -
OVER
PRFT
SALY
VACN

<— Remove

h

Step 5 — Associate Pay Codes

Once you have reviewed your current PTO code setup you will specify the
Paycodes/Timecodes which will count towards your rules. To add Paycodes that are
eligible to accrue this type of PTO, highlight the appropriate paycode and click Add. To
remove eligible paycodes, highlight the appropriate paycode and click Remove.

Once you are satisfied with your selections, click ‘Next’.

13



[£] Create or Edit PTO Code = | B S
Associate Employee Types
Select which employee types will earn at this rate
If no Employee Types are associated, all types will be eligible
Employee types that are NOT eligible for Employee types that are eligible for
PTO: PTO:
Full Time Temp Full Time Regular
Part Time Temp Part Time Regular
Cther Intem
<- Remove
Qut | | <Back || nNex>

Step 6 — Associate Employee Types

Here you will be able to specify which employee types are eligible for the PTO code you
are editing. To add employee types that are eligible to accrue this type of PTO, highlight
the appropriate employee type and click Add. To remove eligible employee types,
highlight the appropriate employee type and click Remove. You can choose any number
of types you would like to have this code apply to.

Once you are satisfied with your selections, click “Next’.

14



[E] Create or Edit PTO Code =NREl X

Additional Code Details
Finally, specify some additional information about your FTO Code.

Start Date
This code starts applying 0.0 years after the employee’s [hire date 'l
End Date
This code stops applying 390 years after the employee’s [hire date vl

Waiting Period
Employees don't earn PTO until 0 days after the code’s start date.
Employees can't use PTO until 0 days after the code'’s start date. [ Rolling annual wait period
Hours Per Day
How many hours should an employee receive when they accrue a "day’ of PTO with this cede? 2.00
Accrue Incrementally
If an employee is supposed to earn 1 day of FTO for every month worked, how much FTO should he have after half a month?
@ None-- PTO is available enly after the time span | specified. (Default)

() Half a day-- PTO is available incrementally during time span.

For codes that accrue PTO per pay-peried, is there a minimum threshhold or a maximum number of hours for employee accrual?
Leave Blank for no Maximum/Minimum  Minimum Hours: Maximum Hours:

h

Step 7 — Additional Code Details

The *additional code details’ screen is used to allow the user to specify various pieces of
information that will be apply to this code. Each piece of information is listed along with
a sentence that describes exactly what they mean. If you have any difficulty completing
any of the additional code details, please contact Greenshades Support.

15



[E] Create or Edit PTO Code = | B S
Associate Employees
Finally, choose which employees are eligible to accrue FTO from this code.
Employees p Employee Classes ﬁ
L
BARBOOOD1 SALES
CHEMDOO1 SUPP
DELADDO1
HARUDOO1
KENMNOOO1
MARTOOO1
REEVDOO1
Click to Exclude Employees
[ Qi | | <Back || MNea> |

Step 8 - Associating Employees/Employee Classes to a PTO Code

With your code completed, you must now choose which employees and employee classes
are eligible to earn PTO according to your code. Remember, your rules will still be used
to filter out employees, but you must specify all of the employees that should even be
considered. Professional PTO gives users the ability to apply PTO Codes on both the
Employee and Employee Class.

16



[E] Create or Edit PTQ Code

Specify Initial Accrual
Use the options below toset up any initial accruals for these employees.

Do employess associated with this code get any time as a one-time starting balance?

) No, we do not issue any oneime PTO amourts

(@ Yes, we do issue onetime PTO as indicated below:

Employees receive 64| hours after their first

12 Weeks * | with the company.

Qui | | <Back || Finish

A

Step 9 - Specify Initial Accrual
On this step you have the option of setting up an initial PTO starting balance. Simply

type in the desired amount and click ‘Finish’ once completed.

17



Edit Existing PTO Codes

[E] Create or Edit PTO Code =R X
General Code Setup
Fill out the information below to create a new code or select an existing code to edit.
() To create a new code. fill out the information below and press Next:
FTO Code:
Description:
FTO Type: Educational Leave
@ To edit an existing code, select it from the list below and press ‘Next'.
ressickine ot
Delete Code
Quit Back Mest >

Step 1 — Select PTO code to Edit

You have the option of selecting any of the PTO codes you currently have setup within
Professional PTO. Simply select the code you wish to edit, and click Next. You also
have the option of deleting a PTO code on this screen, by highlighting the appropriate

code and pressing the ‘Delete Code’ button.

18



E Create or Edit PTO Code

PTO Rules Summary

The summary of your code’s basic information.

Please review the information below carefully. You will be unable to change this information if you wish
to edit this code later.

Code |D: SICK A Sick Time PTO Code
Fayed sick time off.

Rules:
All employees with this code earn 0.25 hours for every 40 Hours waorked.

h

Step 2 — Review current setup
Before making any edits to the PTO code, please carefully review the current PTO code
setup for the code you selected in step 1.

19



[E] Create or Edit PTQ Code =R X

Associate Pay Codes

Choose which pay codes are eligible for your FTO Code
You must choose which paycodes will be eligible for your FTO Code. Your PTO Codes will only
accrue time when employees are issued the paycodes that you select below.
Paycodes that are NOT eligible for FTO: Paycodes that are eligible for FTO:
BONS SICK
COMM
EXAT
HOLI -
Ho
OVER
PRFT _
SALY < Remove
WACN

Qut | | <Back || nNex>

A

Step 3 — Associate Pay Codes

Once you have reviewed your current PTO code setup you will specify the
Paycodes/Timecodes which will count towards your rules. To add Paycodes that are
eligible to accrue this type of PTO, highlight the appropriate paycode and click Add. To
remove eligible paycodes, highlight the appropriate paycode and click Remove.

Once you are satisfied with your selections, click ‘Next’

20



[E] Create or Edit PTO Cade = | B
Associate Employee Types
Select which employes types will earn at this rate
If no Employee Types are associated, all types will be eligible
Employee types that are NOT eligible for Employee types that are eligible for
PTO: PTO:
Full Time Temp Full Time Regular
Part Time Temp Part Time Regular
Other Intem
Add —
<— Remove
Qut | | <Back || nNex>

Step 4 — Associate Employee Types

Here you will be able to specify which employee types are eligible for the PTO code you
are editing. To add employee types that are eligible to accrue this type of PTO, highlight
the appropriate employee type and click Add. To remove eligible employee types,
highlight the appropriate employee type and click Remove. You can choose any number
of types you would like to have this code apply to.

21



[E] Create or Edit PTQ Code =R X

Additional Code Details
Finally, specify some additional information about your FTO Code.

Start Date
This code starts applying 0.00 years after the employee's ’hire date v]
End Date
This code stops applying 99.0 years after the employee's ’hire date v]

Waiting Period
Employees don't earn PTO until 0 days after the code's start date.
Employees can'tuse PTO until 0 days after the code's start date.  [] Rolling annual wait period
Hours Per Day
How many hours should an employee receive when they accrue a 'day’ of PTO with this code? 8.00
Accrue Incrementally
If an employee is supposed to earn 1 day of PTO for every month worked, how much FTO should he have after half a month?
@ None-- PTCO is available only after the time span | specified. (Default)

(=) Half a day-- PTO is available incrementally during time span.

For codes that accrue FTO per pay-period. is there a minimum threshhold or @ maximum number of hours for employee accrual?
Leave Blank for no Maximum/Minimum  Minimum Hours: Maximum Hours:

Qut | | <Back || nNex>

A

Step 5 — Additional Code Details

The “additional code details’ screen is used to allow the user to specify various pieces of
information that will be apply to this code. Each piece of information is listed along with
a sentence that describes exactly what they mean. If you have any difficulty completing
any of the additional code details, please contact Greenshades Support.

22



[E] Create or Edit PTO Code =HREl X
Associate Employees
Finally. choose which employees are eligible to accrue FTO from this code.
Employees po Employee Classes po)
[AcKeoooi | own ]
BARBOOO1 SALES
CHEMDOO1 SUPF
DELADDOT
HARUDOO1
KENNDDO1
MARTOO01
REEVDOD1
Click to Exclude Emplovees
[ au | | <Back || MNea> |

Step 6 - Associating Employees/Employee Classes to a PTO Code

With your code completed, you must now choose which employees and employee classes
are eligible to earn PTO according to your code. Remember, your rules will still be used
to filter out employees, but you must specify all of the employees that should even be
considered. Professional PTO gives users the ability to apply PTO Codes on both the
Employee and Employee Class.

23



E Create or Edit PTO Code

Specify Initial Accrual
Use the options below toset up any initial accruals forthese employees.

Do employees associated with this code get any time as a one-time starting balance?

() No, we do not issue any onetime PTO amourts

@ Yes, we do issue onetime PTO as indicated below:

Employess receive 64| hours after their first

12 Weeks > | with the company.

Qut | | <Back || Finish

h

Step 7 - Specify Initial Accrual
On this step you have the option of setting up an initial PTO starting balance. Simply

type in the desired amount and click ‘Finish’ once completed.

24



Calculating PTO

Professional PTO will automatically launch and prompt you to calculate PTO balances
every time you calculate checks within Dynamics. You can also launch the calculation
process by selecting the ‘Calculate PTO’ option from the main Professional PTO menu.

k|

[] Import and Calculation Wizard = | (S

Select Source
Select the information that Professional FTO should use to calculate new PTO Amounts

Select Source: | Cument Payroll Checks -

Import information the checks you're currently calculating into Professional FTO

-

[7] Only transactions for this employes:  DELADOD

[] Only checks that | have built Username: sa
Mumber of Employees ; 22 Refresh
Mumber of Check Transactions : 22
Sum of Gross \Wages ;| 522 456 .52

e

Step 1 — Select PTO Source
First you need to tell Professional PTO how to calculate the new PTO amounts. Most of
the time, you will select the ‘Current Payroll Checks’ as the source, which will base PTO

calculations on the checks most recently built.
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[] Impert and Calculation Wizard

Step 2: Calculate PTO
Using the data you imported, Professional FTO will now calculate updated FTO Amounts.

22 transactions that will effect PTO holdings have been imported.

Press the ‘Calculate’ button to calculate tentative PTO totals for your employees. These FTO
calculations will not be committed until you have reviewed and confirmed the results.

Calculation Successful

Professional PTO has completed. Press Next to review the tentatrve FTO amounts.

Qut | | <Back || Next>

-

Step 2 — Calculate PTO

To begin the calculation process, you need to click the ‘Calculate’ button. This process
may take several minutes depending on the number of PTO transactions.

After the calculation progress bar fills up, you will either receive a success message or a
PTO alert. For more information on PTO alerts, refer to the Handling PTO Alerts section

of this guide.
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[] Impert and Calculation Wizard

Step 3: Review PTO

Please review the tentative PTO amounts that were calculated.

Flease review the tentative PTO amounts by reviewing the information below. You can see a
complete breakdown of PTO actions as well as make small edits by clicking the View Details” button.

Mumber of Employees whose balances changed : 0

View Details

‘when you're ready, press "Next' to continue.

Qut | | <Back || Next>

-

Step 3 — Review PTO Calculations

This is the most important part of calculating PTO. The main screen provides you with a
brief overview of the PTO amounts that were calculated. It is highly recommended that
you use the ‘View Details’ button to check the PTO calculations for at least 3 employees
before continuing. This will ensure that the PTO balances you will commit to your
employee cards are correct.
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[F] Detailed PTO Holdings E=E=)

@ View All Employees (©) View Employees with Changed Balances [ More Columns? | View Repott | | Done |

| Lsstlame | Firstlame | PER | SICK | WAC

Transactions for Type: Include Internal Calculations If you wish to edit an amount:

1. Select the type to update:
Educational Leave v
2. Enter a new amount:

3. Click 'Update Amount’:

~

Clicking the “View Details’ option on the previous screen will display the Detailed PTO
Holdings. If you have any questions about a specific employee’s PTO balance, click on
the employee in question and you will see a brief summary of the PTO changes made for
that employee. If you believe Professional PTO did not properly calculate PTO, do not
continue past this step. Contact Greenshades Support for additional clarification.

After verifying the information on the Detailed PTO Holdings screen, click ‘Done’ to
continue through the calculation process. Then click ‘Next’ to continue.
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[] Impert and Calculation Wizard

Step 4: Commit PTO Amounts
Finally, commit your FTO Amounts to make themfinal by clicking "Finish’ below..

would you like to update the sick time and vacation time on Great Plains’ employee cards?
Specify Advanced Options

@ Yes ()Mo
Vacation Time: [w,.c v] If balance is 0 use [optionalj['h’.ﬁ.c ']
SickTime:  [gicK = | if balance is 0 use (optional) SICK -

User Field 1 [ v]lf balance is 0 use [optionalj’

would you like to send out an email to all employees whose FTO amounts have changed?
@ Yes ()Mo
SMTP Server:  |ocalhost
Sender's Address:  payroll@yourcompany.com

(Optional) Employee \website:
Click Here to edit which employees should be excluded from emails.

Press the 'Finizh’ button to commit these PTO totals and execuie any actions you selected.

Qut | | <Back || Finish

b

Step 4 — Commit PTO Amounts
To commit the new PTO balances click Finish. You will receive a Commit Successful

message after your new PTO amounts are imported into Professional PTO.
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PTO Reports = | B |

Type of Report:

@ Company Wide Reports
() Employee Specific Reports

() Breakout Reports

Choose A Report

PTO Available Per Employee Per Type v |

Report Options
Employee |D: &
Beginning Date: 1/ 171330 [E~
Ending Date: 7A0/2008 B

[ Active Employees Only?

[ Include Estimated Liability Amounts?

Show [P..II v] employess

Include Detailed Columns

Sort By: | PTO Type then EmplD =

Make Repart Crystal @) Bxcel

Creating Reports

This section is intended to provide you with the needed information to create reports with
Professional PTO. This section is not intended to be linear and is intended to provide
detailed information regarding the screens within Professional PTO. Due to Professional
PTO supporting both U.S. Payroll and H.R., all content unless otherwise stated will apply
to both, however, your screens may have slightly different text.
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Types of Reports

Professional PTO has the ability to make several different types of reports that provide
amounts available at particular times. The reports have broken into three sections:
company reports, employee specific reports, and breakout reports. Depending on the
report, the report may contain visual graphs, the ability to export to excel, fiscal liability,
and filtering by date ranges.

Company Reports

Company reports apply to your company as a whole, vs. a specific employee or group of
employees.

PTO Available by Type

This report will show you graphs and tables of the amount of PTO that is available across
all of your employees for all types of PTO.

PTO Taken by Type

This report will show you graphs and tables of the amount of PTO that is available across
all of your employees for all types of PTO.

PTO Accrued over Maximum by Type

This report displays information about the number of hours that employees were unable
to accrue because they had reached a maximum limit.

Employee Specific Reports
Employee Specific Reports are detailed reports about the PTO of any individual

employee at your company. In order to view an employee-specific report, you must first
use the lookup button to select one of your employees.

PTO Available/Taken by Type

This report is one of the most useful reports available to view an employee’s PTO habits.
The report will show all of the PTO that an employee has ever taken along with current
availabilities.

PTO Accrual/Usage History

This report is a very detailed report about an employee PTO. This report will list, item by
item, every instance of an accrual or usage. Here you can see an employee’s accrual or
usage habits across the entirety of the time that Professional PTO has been in place.

Breakout Reports

Breakout reports contain reports about specific groups of employees within your
company. There are various different ways to group your employees, including grouping
by employee class, by supervisor, position, and by department. By choosing how to
group your employees, and finally which group to display, you can view detailed
information about a very specific subset of your employee base.
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Exporting To Microsoft Excel

This section is intended to provide information on exporting data from reports and data
grids to Microsoft Excel.

Exporting Data

Most reports have the ability be exported to Microsoft Excel. To do so, first you must
switch to “Tabular Display” from the drop down list that appears on the report screen. If
no such item exists, you will be unable to export this report to excel. Switching to a
tabular display will render a table onscreen and provide you with a link to “Export to
Excel”. Once you have clicked the export to Excel link you will receive a Save File
dialog in which will prompt you to either open or save the file. It is recommended that
you save the file to your local disk rather than immediately open it. If you immediately
open the file, the Professional PTO window may not launch Excel, and instead may
display the data within the window. In order to return to the previous screen, you will
need to restart the Professional PTO administration window.
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Handling PTO Alerts

This section is intended to provide you with information on alerts, and also provide the
proper steps on how to handle any Professional PTO alerts that may be available.

PTO Alerts Defined

Professional PTO has implemented a system that allows the end user to see any problems
that are encountered by the Professional PTO system. These “alerts” range from
Professional PTO having a critical error, to having a rule that is not comprehensive
enough (an employee worked 42 hours on regular time, but your rule only allowed for
20-40 hours), to an employee having a negative balance of PTO.

How to handle Alerts

If there are any alerts present for your Professional PTO system, a red message will
appear in the upper left hand corner of the Professional PTO screens. The link will appear
only if there are alerts. To view the alerts, simply click on the red text to be taken to the
alerts screen.

Alerts are sorted by importance and provide detailed explanations of what occurred.
Please contact support if you have any questions about your alerts, especially if they are
critical. Most alerts are typically resolved by reading the error messages and taking the
appropriate steps (for instance, if an employee took PTO that was not available you may
write a warning to the employee or manually edit their amount). Once you have finished
dealing with an alert, you may delete it so that it no longer appears on the alerts screen.
Once all alerts are deleted, the red message will no longer appear at the top of your
screens.
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Frequently Asked Questions

Here we have provided some of our most commonly asked questions. Many of these are
problems that people have encountered while running Professional PTO and possible
workarounds to those problems.

How can | get live support?

Live support comes with Greenshades Software. You can access Greenshades Support
online at: http://www.Greenshades.com/MyGreenshades. You can also send an email
directly to support at: support@greenshades.com. Finally, you can also call support at
888-255-3815 extension 700.

How can | be notified of Professional PTO updates?

Greenshades Support sends out notification via email of all Professional PTO updates
about a week in advance of the actual release. If you would like to be added to the update
emails please contact Greenshades Support.

How can | find out what my registration key is?

Your registration key is available on your personalized MyGreenshades webportal at
http://www.greenshades.com/mygreenshades. At MyGreenshades, you can retrieve
registration keys, view invoices, and much more. Once you are issued a registration key
it should never change, regardless of enhancement payments or upgrades to your
accounting package.

Client feedback:

Was this guide helpful to you? We would love to hear your feedback. Was there
something else that you feel should have been included? We will do our best to
accommodate you! Did this guide make your task easier? Make our day and let us know!
Please send all feedback to support@greenshades.com.
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