Intro to Millennium Payroll

Chapter 4
Adding New Hires

Objectives:
By the end of this chapter, you will know how to:
Customize the Add New Employees Quickly wizard

Enter basic information for a new employee using the Add New Employees
Quickly wizard

Enter basic information for a new employee using the New Employee wizard
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Customizing the Add New Employees Quickly Wizard
You can customize the Add New Employees Quickly wizard to suit your needs.
To customize the Add New Employees Quickly Wizard:

1. Click the Add New Employees Quickly button.

2. Click Configure.

3. You can now enter up to 15 new fields. For each new field, enter a
description.

4. Choose the corresponding field name from the drop-down menu.

5. If you want to make this a required field, click Required. (This will force
anyone who enters a new employee to complete the field before saving

changes.)

6. If you want to automatically duplicate the field for all new hires, click Auto
Dup.

7. Click an active/white box to save your changes.

8. Click OK.
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To delete a customized field:

Click Configure.

Delete the description.

Click an active/white box to save your changes.
Click OK.
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Entering New Employees Using the Add New Employees Quickly
Wizard

When you pull up the Add New Employees Quickly wizard, you will see that
Millennium provides default values on some basic employee information. These
values are as follows:

Employee Number

FITW Status = M

FITW Exemptions = 0

SITW = (from conversion)

SITW Status = M

SITW Exemptions =0

Employee Status = A (Active)

Hire Date = Current Date

Pay Frequency = (from conversion)
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You complete the remaining fields. Millennium requires you to enter, at a
minimum, the following fields:

First Name and Last Name
Social Security Number
Department (which could be defaulted in from conversion)

However, you should also include:

Address

Correct Hire Date

Birth Date — for reporting purposes

Gender — for reporting purposes

Base Rate (per hour)/Salary (per frequency)

Average Hours — for reporting purposes and to calculate annual salary
Automatic Pay = Salary — to automatically post a salary when beginning a
new pay cycle. (This will save you time and ensure that you don’t miss paying
any salaried employees.)
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If you do not have all of the above information available when you enter the new
hire, you can enter the rest later.

When you have completed the above, click Save Changes & Move Forward.
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