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Getting started 

 
 

To view information on your current and last payroll, see this section of the home page. 

 
 

 

This is the screen you will first see when you first log into the 

system. It is called the “Home Page” as is shown by the word 

“Home” in the top of the screen being highlighted. 

 

https://rpo.payality.cloud/RPO/Login/Login.aspx
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Documents Tab 

 

 
 

This will give you a list of all of your payroll reports by check date. Click on the drop-down arrow 

next the check date to view and/or download reports for any desired date.  

 

 
 

 

The most frequently used reports are: 

 

Personal Earnings Statement - This is all of your employee’s Paystubs for the selected period 

Payroll Register Summary - This shows you a breakdown of the payroll cost and the funds 

needed to cover the Payality transfers for direct deposit, taxes, and our billing.  

Payroll Register - This provides a detail of the employee’s earnings, deductions, taxes and net 

pay.   

By Store Weekly - This will show you payroll costs weekly by store (if you only have 1 location 

this report will not populate)  

Monthly Payroll Summary - This will automatically populate on the final payroll of each month.  

Monthly Summary - This is the monthly summary of payroll cost by store location.  

 

 

Payroll Reports, including 

employee paystubs, are in the 

DOCUMENTS area.  
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Employee Tab 

 

 
 

 
 

Some Franchisees own multiple stores, and there are several different ways to sort or filter the 

employees to view only those you wish to see. (For example you may only want to see active 

employees)   

  

This is where you will review and edit 

employee’s information.  
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To view an employee’s information, click on their name in the list above. 

 
 

To edit any of the information in these sections, click on any of the green circle icons. 
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Here you can edit this employee’s information. Be sure to always click SAVE after making the 

desired changes. 

 
 

 

To set up an employee’s direct deposit. First go to the Direct deposit section. You can get here 

by clicking on Employee, then Payroll Data, and finally Direct Deposit. 
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To start, click on the Add button, and enter in all of the information.  

Please make sure that you are selecting Checking or Savings depending on the account.  

The bank name will fill in after you click SAVE 

 
 

Adding New Employees 

On the home screen, click on HIRE EMPLOYEE 
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To manually add the employee, click on “No” 

 

You will now be taken to this page. 

 

 

 
 

Here you can select whether to hire 

the employee through our onboarding 

system, or to manually enter their 

info. 

 

Select the silhouette that says “W2”  and you will be taken 

to a single screen where you enter the new hires 

information. Click on the down arrow next to each area to 

complete that section. When done, Click 
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Payroll ENTRY 
 

Some terms to be aware of: 

 

CHECK DATE: The day your employees get paid! 

PAY PERIOD: The pay period (generally Friday – Thursday) 

 

We recommend that you submit hours to us beginning Friday and no later than Tuesday at 

noon.  

 

To begin, select Payroll from the task bar at the top of the screen. 

 
 

Whats next? First make sure that the appropriate check date is selected. It should be correct by 

default, but it doesn’t hurt to get into the habit of double checking! If it’s correct, select “Start.” 
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This will take you to the Start screen, verify the pay period and check date and select the start 

button. This will take you to the entry screen.  

 
 

Time Card Import Method 

 

If you are utilizing Payality’s Time Management solution, please refer to the Time Management 

guide for editing and finalizing timecards.  If not, skip this section.   

 

After finalizing the pay period in Time Management  
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1. Once Finalized now you can Start Payroll by pressing the “Payroll” Button at the top of the 

screen. 

     

 

Next you will import the time from Time Management by pressing the “Import Swipeclock 

TWP” Button. Note: Only press import once, wait for the blue box to appear with numbers and 

letters in it and this will signify the import is done. If you press the import button multiple times, it 

will import the hours multiple times, this will result in Employees being recorded as working 

double and triple pay. If this does happen, Press the “Start” flag at the top left of the page (It’s 

Green) and press “Restart Payroll” to start over and repeat. 

 
2. Press “Import” ( 



Payality  

Payroll Management Guide 

 

3. Verify that the Blue box populates, and Press the “Totals” Button to move to the next step.

 
4. Next you will run the “Pre-Process Register” This is a tool that allows you to see the actual 

amounts each Employee will be paid and verify payroll accuracy before submission.  
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5. It’s Recommended to select the indicated boxes, and set the dropdown for “Sort Order” to 

“ID” as this makes the report the easiest to read. Then Press “Run Report”

 
6. In a second window a report will populate after a short loading bar, please double check the 

totals and the net pay for each employee. We also recommend double checking that all 

employees are being paid by Direct Deposit. This Is indicated on the very last line of the 

report. (Note: If nothing happens after pressing “Run Report” please double check that you 

have popups enabled. When you click “Run Report” There will be a small pop up blocker 

that appears on the top right-hand corner of the screen, in the URL box. 
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7. After you verify that the hours are correct and your employees are being paid by direct 

deposit (Some may still prefer checks but this is a $6.50/pay period charge) Please close the 

report which will bring you back to the RPO Website where you will press “Audit” 

 

8. Select Payroll Audit to continue.  

 

 
 

This screen will populate and run any necessary audits. Typically, these will help you 

identify any errors that may have been keyed incorrectly. Once these are complete, 

select “Go To batch finish” Note you don’t have to do anything on the Audit screen, you 

just need to press “Finish” After the reports run. Or after about 15 seconds on the “Audit” 

page. 

 

9. This screen will populate: You need to select “Lock all Batches” to continue. This is your 

final opportunity to make any changes to your payroll, so if you second guess yourself, 

please review your preprocess register.  

 
10. When you are 100% sure that payroll is accurate, please select “Approve Payroll and Submit 

for Processing” to finish everything.  
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11. Press Either the little Green bubble on the left, or the Blue words, “Close and Submit 

Payroll” and you are finished! 
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12. (Optional) If you navigate back to the homepage you should now see that your Payroll is 

“Submitted”
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MANUAL METHOD 

 

This method is for clients that DO NOT use our timeclock system.  

 

The Start button should default you to the Entry tab. Once on the entry tab, you will see the 

following screen: 

 
Please select the middle icon with 3 people and a dollar sign. This will take you to the batch 

template entry screen. It will likely come up “blank” if you’ve never set up a batch before. It is 

highly recommended that you reach out to Payality to set up your 

batch template. The next steps are setting up the batch template. You can skip the 

following steps if we set this up for you. If you would like to learn how to set one up, click the 

black pencil icon next to “Batch Template” (this is blue in the diagram below).  

 
 

After you select the pencil, you can set up the batch template on the following screen.  
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You can add fields that fit your store’s needs. Regular, Overtime, Sick Pay, and Meal Pay hours 

are typically the standard but you can adjust any of the fields to fit your preference. 14 different 

types of codes can be listed at any time, though you probably will only need the four mentioned 

above. A few notes: 

 

Step 1) Name your Template and provide a Description. “Payroll” works for both of these. 

Step 2) Display the Salary Column and Auto Pay column.  

Step 3) Select a code. This can be EReg, EOT, EMeal, EBonus, ESick, etc. 

Step 4) Create a header. This is how you want the code to be displayed on the entry screen. 

“Regular” should be used for EReg, “Overtime” should be used for EOT, etc.  

Step 5) Select the option that would be best for the code you had selected. For example, 

Regular, Overtime and Sick should be displayed as “hours” and advanced pay and grocery 

deductions should be displayed as an “amount” 

Step 6) OPTIONAL: If you have multiple locations, display this column. This will allow you to 

“code” hours to a certain store if the employee works at more than one location.   

 

You will then have a batch set up. Once again, if you require assistance please 

contact us at 559-296-3024 and we can set up the batch template.  
 

You should now have a Batch Template set up. You can now select this on the entry page, near 

the words Batch Template.  

 

Your Entry page should now look something similar to the example below.  
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You may now begin entering in the regular hours, overtime hours, as well as any other types of 

pay for your employees. In the example below, some employees are paid salary. Make sure that 

those boxes are checked if they are to receive their salary 

 

In the example below, let’s say that all of these hours are entered correctly: 

 
 

Once you are done entering hours into the batch entry page, select GoTo Batch Totals. 

 

A page like this should display. It will allow you to review the totals (optional) or run the 

preprocess register report (required). 
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Select Preprocess Register to begin generating this report. 

 
On this page you will be able to change the report formats and sorting tools. We recommend 

Setting the “Sort Order” Dropdown to “ID” and checking the box for “Employer Taxes”. Select 

“Run Report” in the bottom left hand corner to continue.   

 

A report will generate showing the employees, their hours reported, their rate of pay, their gross 

pay, the employee paid taxes, and any deductions. On the right, you can see their net check 

and whether it will be a paper check or direct deposit (Dir Dep also reflects Pay cards). 
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There will also be a “report total” section at the bottom of the document. You can use this to 

review the total hours, total gross pay, and total checks issue.  

 

**Important: If you notice an amount in “Checks” on the report totals section, it means 

that one or more employees will be receiving a check. Payality does charge $6.50 for 

checks to be mailed to the store to cover delivery and printing costs. This charge 

appears on your following payroll statement.** 

 

Once you have verified that everything is correct, you can close this document to go back into 

the RPO website to finish your payroll. This is the screen that should still be up after closing the 

Preprocess Register Report: 

 

 
 

Select Payroll Audit to continue.  
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This screen will populate and run any necessary audits. Typically, these will help you identify 

any errors that may have been keyed incorrectly. Once these are complete, select “Go To batch 

finish” Note you don’t have to do anything on the Audit screen, you just need to press “Finish” 

After the reports run. Or after about 15 seconds on the “Audit” page. 

 

This screen will populate: 

 

 
 

You need to select “Lock all Batches” to continue. This is your final opportunity to make any 

changes to your payroll, so if you second guess yourself, please review your preprocess 

register. If you have any questions, you can also reach out to us.  

 

When you are 100% sure that payroll is accurate, please select “Approve Payroll and Submit for 

Processing” to finish everything.  

 

That’s it! You’re all done! 

 

 

**Note: Your payroll reports will generate typically an hour or so after you close payroll. To 

review these reports, you can refer to the above section on Page 2 and 3** 

 

 

Please call us if you have any questions at 559-296-3024. 


