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Preparing LOW for AoD Integration

As part of the early implementation process, employee data will be imported into Attendance on Demand
(AoD) from LOW. To ensure a smooth transfer, it's important to review and verify key employee fields in LOW.

Master — Main Tab

In the LOW Payroll System, from the Employee drop-down menu, choose Master.

[ Edit Emplayes 300X
gggt_t_r_ Audit History Documents Misc Data  Mormal Earnings  Pay History  Pay Records  Tax Calc  YTD Summary
| Main  Misc Master Employee Dates W-4
Stabus: O active ) Inactive o Employment Type/Date: | ~| | |Cra o |
Employee Iz 00699 Marital Status: Single v |
So¢ Sec N = =
Race: White (Not Hispanic) w [
Last Mame: | | - ) [
Citizenship: v |
First Name: | |
Classification: d
Middle init: € Suffie ¥ e Years of Experience
Gender: w Corporation:
Cutside:
Address 1: | |
Total:
Address 2 | ] o |
Country Code: O usa (O) canada  (Z) Other
Zip Code: I I
City: [ | i
State/Province: IN
|
i
i
Last Updated by KHALTERMAN on 01/12/2024
Main Tab Fields
# | Fields Description
1 | Status Make sure the employee is correctly assigned Active / Inactive
2 | First/Last Name It is important to make sure you have employees full legal name
3 | Birth Date Confirm employee has birth date
4 | Employee Type* Full Time or Part Time.
4 | Employee Date* Date when an employee starts their full or part time job

*NOTE: See the following page for more details concerning the Employment Type and Date
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) Edit Employee XXX-XX- ®

Main  Misc Master Employee Dates W-4

Status: O active () Inactive Employment Type/Date: ~ |

Employee ID: 00899 Marital Status: single W

Going forward, when an active employee goes from Part Time - Full Time or Full Time - Part Time, select
the new employment type and enter the effective date of the change.

Employment Type and Date is automatically integrated into Attendance on Demand (AoD) under the
employee’s Personal Information — Hourly Status screen. If no date is specified in LOW, it will default to the
date it was imported in AoD.

If the employee is going from Part-Time - Full-Time, you may need to manually enter the effective date in
the Alternate Accrual Seniority Date field in AoD. This can be found in AoD under Personal Information —
Dynamic Custom Fields.

Master — Misc Master Tab

In the LOW Payroll System, from the Employee drop-down menu, choose Master.

m Edit Employes X0O(-XX- >
Master  audit History Documents Misc Date Normal Eamings  Fay History Pay Records Tax Cale  YTD Summary
Main Mist Master  Employee Dates W4

IR N —
cennone —9

Emergency Phone:

Emergency Contact: I |

Email Address 1: | | e
Email Address

Badge Number: I:l o

Exported to 3rd Party: O

Exclude from EEO4: O
Elected Official [

Type:

Misc Master Tab Fields

# | Fields Description

1 | Home Phone This will go into AoD Primary or Work Phone number

2 | Cell Phone This will go into AoD Secondary or Cell Phone number

3 | Email Address 1 Sent to AoD Email Address

4 | Badge Number If the employee has a physical badge that they will use to punch on a time clock,
enter that badge number in LOW. The badge number is integrated into AoD in
Personal Information - Basic screen.
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Master — Employee Dates Tab

In the LOW Payroll System, from the Employee drop-down menu, choose Master.

3 eai Employee 3000-)0(- w
Master Audit History Documents Misc Dots  Normal Eamings  Pay History Pay Records Tax Cale  ¥TD Summary

Main  Misc Master Employee Dates  ws
Senia
Original Hire Date: ’ﬂo =
osozzons ]

Date:
Rehire Date:
‘Fears:
FERF/TRF Eligibility Date: 020172003 m I
Criminal History Check: B
Child Protection Check i i3]
Termination -
Date: m
Reason:
Employee Dates Tab Fields
# | Fields Description
1 | Original Hire Date This date will be sent as the Hire Date in AoD
2 | Rehire Date If you rehire the employee, use this field.

Pay Record — Main Tab

In the LOW Payroll System, from the Employee drop-down menu, choose Pay Records.

) Edit Pay Record Pay 01 for XXX-XX
Master  3rg Party Sick Pay  Absences Addtional Pays  Attend-Cumrent Attend-History Aydit History Check Messages Deduction Adj Deductions Dedugth ™~ ¢
Main  Misc Notes
Py () sumenary
Employee: Pay Record: ["’ o bl I - e Tax Year: 2024
. Group: Sala V3 b ) g
Status: | Oactve O inactive . ¥ 11D Gross:
Benefit Group: Follw The Fund it YTD Net:
Main Pay Record: I No O Yes
2 = Position Last Check Date:

Poy Type: [ =) s I Description: lAssisum Director v | Salary Gross:
Salary Exempt: | O No O ves Classification: - Remaining Salary:
Annusl Pays: 26 Type: Full Time Adjustment on kast check:

Reticement Location

Lo bt ¥ Check: 1235 UT to PSAP vl

DR ONS1000:_ Time: (1335 to Psap 7] - o

Satary Pay Type Information Work Days  Pay Rate Audt History |
Begin Date: 01052024 [%) Effective Check Date o Amt Per Pay Amount Pays Days Daily Rat Hourly Rat:
T |»|owesr2024 | 3.23031 83,988.00 26.00 260.0 323.031 40.3

End Date: 12202024 WA

Work Mours: 8.00 e

83,988.00 26.00 260.0
M ¢ 2 - e S x K »
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Main Tab Fields

# | Fields Description

1 | Status Status of Pay Record

Main Pay Record

Is this a Main Pay Record. If so, it will be assigned to the employee’s home
Workgroup in AoD. In not, it will go to the employees Transfer list.

3 | Pay Type

Confirm correct Pay Type. See following sections for more details

4 | Salary Exempt
details

Only used when Pay Type is set to Salary. See following section for more

5 | Pay Record

How many pay records does the employee have? If any employees have more
than 3 pay records, please contact LOW at TEAM-ATM@lllow.com.

Position Description

6

7 | Time Location
8 | Work Hours
Rate

Enter the normal daily worked hours to accurately calculate employees Hourly

9 | Hourly Rate

employees

See the following sections for more information for salaried and hourly

Pay Record — Main Tab (Salary Exempt Toggle)

Salary Exempt is only available when the Pay Type is
set to Salary. You have a choice of Yes or No.

If the Salary Exempt = NO:
e The employee is entitled to receive Overtime. A

salary amount and an hourly rate are sent to
AoD.

NOTE: Please make sure the Work Hours field,

&) Eait Pay Record Pay 01 for J000-XX-

Master  3rd Party Sick Pay  Absences

kain

Employee:

Misc Pay Motes

Additional Pays Attend

located at the bottom left, is completed so an Hourly Status: O Adive O Inactive
Rate is calculated. Miain Poy Record: No Yes
Pay Type: ISalary - |
If the Salary Exempt = YES
Y L= - . Salary Exempt: | (O No O ves
e The employee is not eligible to receive
Overtime. Just their salary amount is sent to Annual Pays: 26
AoD.
Salary Pay Type Information  \Work Days  Pay Rate Audit History
Begin Date: 01/05/2024 Eﬂ Effective Check Date & Amt Per Pay| Amount Pays Days Daily Rate Haourly Rate
» |ﬂ1f05;’2024 3.230.31 83,988.00 26.00 260.0 323.031 40.379
End Date: 12/20/2024  [E7
Wark Hours: B.Dﬂl
33,983.00 26.00 260.0
4 4 ¢ bb] | = a | S X 4 =

AoD uses the Hourly Rate to calculate the overtime rate. The Salary Amount is used for the AoD Voucher

report.

NOTE: We will discuss this in more detail when your system is set up.
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Pay Record — Main Tab (Salary Employee)
At the bottom of the employees’ Pay Record ‘Main’ tab screen is the Rate of Pay information for each

employee.

Salary Rate of Pay Information is a key field that needs to be entered, updated, or verified as this information
will be imported into AoD for a salaried employee.

Fay Type: ISa[ar}r vl

Salary Pay Type Infarmation  \Work Days  Pay Rate Audit History

Begin Date: 01/05/2024 E-Z-l Effective Check Date i Amt Per Pay Amount Pays Days Daily Rate Hourly Rate
— | »01/05/2024 | | 3,230.31 83,088.00 26.00 260.0 323.031 | 40379
End Date: 12/20/2024 %

83,938.00 26.00 260.0
4 4 ¢ bH | = a | 4 [ ]
Pay Record - Main Tab Fields
e Begin Date e End Date e Work Hours
o [Effective Check Date e Amt Per Pay e Daily Rate

e Hourly Rate

Pay Record — Main Tab (Hourly Employee)
Hourly Rate of Pay Information that needs to be entered, updated, or verified as this information will be

imported into AoD for an hourly employee.

Pay Type: I Hourly e I

Hourly Pay Type Information  work Days  Pay Rate Audit History

i i
Normal Hours: Effective Check Date 3rd Party Attendance Date Rate Status
/2272021 19.000 Active
Amount Per Pay: 1,700.44 .
01/07/2022 19,760 Active
01,/06/2023 01,/06/2023 20,590 Active
Ho1/05/2024 |12/16/2023 | | 21.368|Active
M| 4| b 0| || = a7 X 4 »

Pay Record - Main Tab Fields
e Normal Hours o [Effective Check Date e 3" Party Attendance Date

e Rate

The 3™ Party Attendance Date is auto populated with the first day of the pay period for the Effective Check
Date that was entered. However, you can change this date if the pay rate change is effective on a different

date.
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Pay Record — Main Tab Distribution
On the Pay Record Main tab screen, click on the drop-down arrow and choose ‘Distribution’.

[ Edit Pay Record Pay 01 far XXX-XX- x —
Master 3rd Party Sick Pay Absences Additional Pays Attend-Current Attend-History Audit History Check Messages Deduction Adj Deductions Dedugti 4
Main  Misc Pay Motes O ’ ¥ Master
ST 3rd Party Sick Pay
Employee: . JERHEEEC T Eavi0] v Tax Year: 2024 Absences
Pay Group: Hourly vl.. . Additional Pays
Status: 0O Active () Inactive ki - o
Benefit Group: Commissioners v ¥TD Net: Attend-Current
Main Pay Record: No Yes A i
- ttend-Histol
HESIE Last Check Date: o v
ESHIVEE Heurly > Description: Permits Coordinator A Audit History
. Check Messages
Annual Pays: 26 Classification: - o g
Retirement Type: Full Time Deduction Ad]
T Perf - : Deductions
Location Deduction Tracking
Mumber: 001474000 -
N Check: 0079 Plan Commission e m
Time: 0079 Plan Commission | e Events
Extra Duties
Gross Adj
Mormal Earnings
Hourly Pay Type Infermation  Waork Days  Pay Rate Audit History Pay History

In the Distribution pop-up window, verify that the budget account code is correct.

£ edit Pay Record Pay 01 for XXX-XX-

Absences Additional Pays Attend-Current  Attend-History Audit History Check Messages Deduction Adj Deductions Deduction Tracking Distributions

Audit History
iEE = Views+ | # By — o # o |5 |
Drag a column header here to group by that column

£ Type 14 Amt/Pct BAC
Click here to define a filter

o]

Pll\l‘lain 1000.11229,00000.0079
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