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STEP 1: START A PAYROLL 
*Best Practice: Before starting payroll, make all changes/updates for employees. This includes updating 
pay rates, changing deduction amounts, approving direct deposit changes and time off.  

Note: If updates are made after opening the timesheet, updates will manually need entered in the 
timesheet. 
 

1. Navigate to the payrolls tab 

 

 
2. Click on the new payroll button 

 

 

 
3. Select the division (if relevant) to start a payroll for from the drop-down list 

 

4. Select payroll type (normal, interim, no deductions except 401k, or third party) 
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5.  If you have more than one payroll to be run for various pay schedules, only select the one 

pay schedule to process at a time.  

      
 

6. Select a primary schedule (this will set your check date & pay period for the entire payroll run 

to that of the selected line) 

 
 

 
 
 
 
 
 

 
7. Configure settings for bring in hourly-auto pay hours, bring in salary-auto pay hours/amount, 

and/or recurring pay to set what should be brought automatically into the payroll run  

Note: All are checked by default 

 

8. Click on the start payroll button to proceed 
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STEP 2: CONFIGURE TIMESHEET 
 
Once the payroll is started, you will be redirected to the timesheet where you can configure the 

timesheet view and information for the payroll run—based on your user privileges. 

 

 
Modify timesheet view 
 

1. Click on the gear icon 
 

 
 
 
 
 

 
2. Select the columns you need to add/remove, then click save. These options will vary based on 

the tracking levels created for your company 

 
 
Add employees to payroll run 

 

1. Click on the options button 
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2. To add any additional employees to the timesheet, select add employee 

 
3. Select the additional employee and click on the add icon 
 
 
 
 
 
 
 
 

 
Import time 
 
*Best Practice: Upload time before importing time taken (PTO).  
 

1. Click on the options button 

 
2. Select upload time 

 

 
3. Click on choose file, then choose file from your computer 
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4. Set what should be done for employees not found in the existing payroll timesheet 

 

5. Click import file 

 

 

 
Import PTO hours from GMS Connect 

 

1. Click on the options button 
 

 

2. Select import time taken 
 

 
3. If any employees on the payroll have PTO requested and approved in GMS Connect for the pay 

period, they will appear in the import dialogue box. To import their time, select the checkbox by 

their name and click import 
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Timesheet sort 
 

If you would like to sort the timesheet by one or more fields, follow the steps below: 

1. Click on the options button 

 

 
2. To sort the timesheet, select timesheet sort 

 

3. From the drop-down menu, select the sort options in the order you need to view, then click 

close 

 

 
Color Coordination of Timesheet 
 
Purple – New Hire 
Green – Pay Rate Change 
Yellow – On Leave 
Red – Terminated  
 
Note: If this is a termed employee’s last check, you will receive a pop up box after clicking submit to 
verify.  
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STEP 3: TIME ENTRY AND EDITS 

Regular and overtime hour entry 
 

1. Enter regular hours and overtime hours in the 2nd and 3rd column, per employee (the row with 

the employee name is the totals row) 

 
Additional pay codes 
 

1. Up to 8 additional pay codes may be configured for your company to appear as additional 

columns in the timesheet. To get this configured, speak to your payroll representative 

 
 
 
 
 

 
2. You may also add more pay codes in the other pay column by selecting a pay code in the list, 

then entering either other hours or other amount for the additional pay code (if entering hours, 

rate must match regular hours and OT hours rate) 

 

 



PRO SOFTWARE INSTRUCTION MANUAL 

 

GMS Connect Payroll Processing | 9  
 

Add pay lines 
 

1. Add additional pay lines by clicking on the add icon, you may add as many as necessary 

(use this function for multiple pay rates or cost allocation) 

 
 
 
 
 

 
2. Enter additional regular or OT hours in the additional pay line or select an additional 

other pay code and enter either other hours or other amount 

 

 
Remove pay lines 

 

1. To remove the additional pay line, click on the delete icon 
 
 
 
 
 

 
Edit check details 

 

1. To view or edit check number, work location, Wcomp code, or shift click on the down-arrow icon 

 

 

2. To change the payroll line settings, click on the appropriate drop-down menu and select the 

preferred setting 

3. To collapse the payroll line settings, click on the up-arrow icon 

 



PRO SOFTWARE INSTRUCTION MANUAL 

 

GMS Connect Payroll Processing | 10  
 

Split salary hours between pay codes 

1. To allocate salary hours to multiple pay codes, click on the split salary icon 

 
2. Enter allocated hours and select pay type. These hours will be deducted from the salary 

hours & amount and the employee will still receive their full pay 

 

 

 
3. Click split hours to save changes 
 

 

 

 

 

 

 

 



PRO SOFTWARE INSTRUCTION MANUAL 

 

GMS Connect Payroll Processing | 11  
 

Edit employee direct deposit 
 
To edit employee’s direct deposit, click the down arrow on the far right for the employee. 
Note: Edits/adds made here will only take effect for this specific payroll.  

 
 

1. To remove/switch employee’s direct deposit account  
a. Check the account needing removed 
b. Save 
c. If multiple accounts are available, check the account needing switched.  
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Payroll notes 
 

To add notes for your payroll representative to see before processing your payroll: 

1. Click on the notes icon 
 
 
 
 
 
 
 
 
 
 
 

 
2. Type any notes relevant to the payroll and click close 

 
 

STEP 4: PAYROLL SUBMISSION 
 

Once the timesheet entry is complete, you can review reports then submit the payroll for processing. 

 

1. Click on the reports icon 

 



PRO SOFTWARE INSTRUCTION MANUAL 

 

GMS Connect Payroll Processing | 13  
 

2. Click on timesheet recap report and submission report to review the reports 

 

3. Once the reports have been reviewed, click on the submit icon 
 

4. You may click on the return icon at any time to exit the timesheet entry screen 

 
 

 
5. Once you submit the timesheet, you will be redirected to the payroll queue where you can check 

on the status of your payroll at any time 

 

 

STEP 5: APPROVE PAYROLL 
 
1. Once your payroll representative has finished reviewing your payroll, you will receive an email 

alerting you that your payroll is ready for review and approval 
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2. Upon receiving the email, log in to your profile and go to the payroll queue. Your payroll will 

show as awaiting client review 

 

3. Click on reports and select any of the listed reports to review data with final payroll amounts 

(invoice, payroll register, deduction recap, job cost, etc.) 

 
 
 
 
 
 
 
 
 
 
 
 

4. After reviewing reports, click on the approve icon to approve the payroll for finalization 

 
 
 
 

 

5. A pop-up dialogue box will appear once you click approve which provides the option to approve 

or reject the payroll. Select approve payroll or reject payroll then click the approve button. 

6. The step status will now switch from awaiting client review to client payroll final approval. The 

payroll processing will now be completed by your payroll representative. 


