OnTheClock Payroll Template Instructions

‘| | Make sure you have all the necessary information to fill in the orange cells. You may fill in others as needed, however,
formulas are set. Light gray pull from the OTC report tab and can be overwritten if you prefer.

») | Research tax rates prior to using and confirm all data is correct. OnTheClock provides this is a tool, we do not provide tax
information or advice.

-1 OnTheClock cannot guarantee accuracy of payroll using this tool. This is for guidance only. If you have questions,
check out our marketplace of accountants and payroll providers.

4
To use this template, go to File --> Make a Copy
5 . . . .
Follow steps in order of tabs: Step 1 paste your hours in, then Step 2 to set up employee info, then Step 3 payroll info
Resources

More About Social Security Tax
General Fair Labor Standards Act Reference Guide On the CIOCk

2023 Tax Updates From IRS


https://tax.thomsonreuters.com/news/2023-social-security-wage-base-increases-to-160200/+
https://www.dol.gov/agencies/whd/compliance-assistance/handy-reference-guide-flsa
https://www.irs.gov/newsroom/irs-provides-tax-inflation-adjustments-for-tax-year-2023

Instructions
1. Go to Time Cards --> More tab --> Gusto Export

ontheclock

2. Copy and paste the report into cell BS

Step 1: Run hours report in OTC, copy and paste report here, or manually type information

Name Firstname Last name  Regular Hours Overtime 1 Hours Overtime 2 Hours Sick Hours Vacation Hours Holiday Hours Bonus Amount Commission Amount Tip Amount
Ann Employee Ann Employee 32 0 0 0 8 0 $0.00 $0.00 $0.00
Paste Report First in Step 1 Tab
Paste Report First in Step 1 Tab
Paste Report First in Step 1 Tab
Paste Report First in Step 1 Tab
Paste Report First in Step 1 Tab
Paste Report First in Step 1 Tab
Paste Report First in Step 1 Tab
Paste Report First in Step 1 Tab
Paste Report First in Step 1 Tab
Paste Report First in Step 1 Tab
Paste Report First in Step 1 Tab
Paste Report First in Step 1 Tab
Paste Report First in Step 1 Tab
Paste Report First in Step 1 Tab
Paste Report First in Step 1 Tab
Paste Report First in Step 1 Tab
Paste Report First in Step 1 Tab
Paste Report First in Step 1 Tab
Paste Report First in Step 1 Tab
Paste Report First in Step 1 Tab
Paste Report First in Step 1 Tab
Paste Report First in Step 1 Tab
Paste Report First in Step 1 Tab
Paste Report First in Step 1 Tab
Paste Report First in Step 1 Tab
Paste Report First in Step 1 Tab
Paste Report First in Step 1 Tab
Paste Report First in Step 1 Tab
Paste Report First in Step 1 Tab




Instructions
LFillin orange cells. You may override any, but formulas are present in white cells
2. Once done, move to OTC Payroll Step 3 tab and follow instructions.

Employee

Number
(Required)

Employee Name
Ann Employee

Paste Report Fistin Step 1Tab,
Paste Report Fistin Step 1Tab,
Paste ReportFistin Step 1Tab
Paste Report Fistin Step 1 Tab
Paste ReportFistin Step 1Tab
Paste Report Fistin Step 1 Tab
Paste Report Fistin Step 1Tab
Paste Report Fistin Step 1 Tab,
Paste Report Firstin Step 1Tab,
Paste Report Fistin Step 1 Tab
Paste Report Firstin Step 1Tab,
Paste Report Fistin Step 1 Tab
Paste Report Firstin Step 1Tab
Paste Report Fistin Step 1 Tab
Paste ReportFirstin Step 1Tab,
Paste Report Fistin Step 1 Tab,
Paste Report Firstin Step 1Tab
Paste Report Fistin Step 1 Tab
Paste Report Firstin Step 1Tab,
Paste Report Fistin Step 1 Tab,
Paste Report Fistin Step 1Tab
Paste Report Fistin Step 1 Tab
Paste Report Fistin Step 1Tab
Paste Report Fistin Step 1 Tab,
Paste Report Fistin Step 1Tab,
Paste Report Fistin Step 1Tab
Paste Report Firstin Step 1Tab
Paste Report Fistin Step 1Tab,
Paste Report Fistin Step 1Tab.

Salaryor  Straight
Hourly Hourly Rate.
Enter Houry Rate
Enter Houry Rate
Enter Houry Rate
Enter Houry Rate
Enter Houry Rate
Enter Houry Rate
Enter Houry Rate
Enter Houry Rate
Enter Houry Rate
Enter Houry Rate
Enter Houry Rate
Enter Houry Rate
Enter Houry Rate
Enter Houry Rate
Enter Houry Rate
Enter Houry Rate
Enter Houry Rate
Enter Houry Rate
Enter Houry Rate
Enter Houry Rate
Enter Houry Rate
Enter Houry Rate
Enter Houry Rate
Enter Houry Rate
Enter Houry Rate
Enter Houry Rate
Enter Houry Rate
Enter Houry Rate
Enter Houry Rate
Enter Houry Rate

ime Regular

Annual Salary (Applies to. # of.
laried Emp Only)
Leave blank for hourly
Leave blank for hourly
Leave blank for hourly
Leave blank for hourly
Leave blank for hourly
Leave blank for hourly
Leave blank for hourly
Leave blank for hourly
Leave blank for hourly
Leave blank for hourly
Leave blank for hourly
Leave blank for hourly
Leave blank for hourly
Leave blank for hourly
Leave blank for hourly
Leave blank for hourly
Leave blank for hourly
Leave blank for hourly
Leave blank for hourly
Leave blank for hourly
Leave blank for hourly
Leave blank for hourly
Leave blank for hourly
Leave blank for hourly
Leave blank for hourly
Leave blank for hourly
Leave blank for hourly
Leave blank for hourly
Leave blank for hourly
Leave blank for hourly

Annual Pay
Periods

ontheclock

Step 2: Employee Setup

‘Taxes: Enter a % here, or if you prefer $, leave this blank, enter on
Payroll tab

Health
Insurance $
$10000
$10000

Dental
Insurance $

Vision
Insurance $

Benefits & Deductions Per Pay Period: Enter in $ format

Other
Insurance $

Contribution %

401K Contribution in Dollars
Enter $ Unless You Enter % in column R
Enter $ Unless You Enter % in column R
Enter $ Unless You Enter % in column R
Enter $ Unless You Enter % in column R
Enter $ Unless You Enter % in column R
Enter $ Unless You Enter % in column R
Enter $ Unless You Enter % in column R
Enter $ Unless You Enter % in column R
Enter $ Unless You Enter % in column R
Enter $ Unless You Enter % in column R
Enter $ Unless You Enter % in column R
Enter $ Unless You Enter % in column R
Enter $ Unless You Enter % in column R
Enter $ Unless You Enter % in column R
Enter $ Unless You Enter % in column R
Enter $ Unless You Enter % in column R
Enter $ Unless You Enter % in column R
Enter $ Unless You Enter % in column R
Enter $ Unless You Enter % in column R
Enter $ Unless You Enter % in column R
Enter $ Unless You Enter % in column R
Enter $ Unless You Enter % in column R
Enter $ Unless You Enter % in column R
Enter $ Unless You Enter % in column R
Enter $ Unless You Enter % in column R
Enter $ Unless You Enter % in column R
Enter $ Unless You Enter % in column R
Enter $ Unless You Enter % in column R
Enter $ Unless You Enter % in column R
Enter $ Unless You Enter % in column R

Gamishments

Other Pre-Tax

Deduction

Other Pre-Tax
Deduction

‘Social Securty and Medicare tax ates:

tate I oy
Tax Rate Tax Rate Tax Rate Tax Rate
% % % %
6.20% 1a5%
6:20% 1a5%
620% 1a5%
6:20% 1a5%
620% 1a5%
6:20% 1a5%
620% 1a5%
6:20% 1a5%
6.20% 1a5%
6:20% 1a5%
6.20% 1a5%
6:20% 1a5%
620% 1a5%
6:20% 1a5%
6.20% 1a5%
6:20% 1a5%
6.20% 1a5%
6:20% 1a5%
6.20% 1a5%
6:20% 1a5%
6.20% 1a5%
6:20% 1a5%
620% 1a5%
6:20% 1a5%
620% 1a5%
6:20% 1a5%
6.20% 1a5%
6:20% 145%
620% 1a5%
620% 145%
Total

520000

$0.00

$0.00


https://www.google.com/url?sa=t&rct=j&q=&esrc=s&source=web&cd=&ved=2ahUKEwi11IvvtKv5AhXxhIkEHRPqB2sQFnoECBcQAw&url=https%3A%2F%2Fwww.ssa.gov%2Fnews%2Fpress%2Ffactsheets%2Fcolafacts2022.pdf&usg=AOvVaw2CdY-xsALJAXfPNGJP6gcu
https://www.adp.com/resources/tools/calculators/salary-paycheck-calculator.aspx

Instructions

1. This s the 3rd step. Fill in the orange cells and any others that make sense. You may override any, but formulas are present in most
cells.

2. Once done, you will have net pay.
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Step 3: Payroll

‘Adjust OT Rate| These are found on report tab but can be overwitten Careful changing these cell, you change formulas
Hours

Straight Time (sick+ Nontaxable | Satary or Benefits  Garmishment + #or
mployee  Pay Period Regular Hourly  Overtime Pay cation (Expense | stralgnt Time Tip/Commission Social Security  Medicare Tax  FederalIncome  State Income  City/SDI/Other (nsurances ¢ Otner Total Periods This
Number _Ending Date _ Employee Name Rate. Rate Regular Hours __Holiday) _OT Hours _reimburse) Pay orpay PTOPay _BonusPay Pay Gross Pay Fica Fica rax Tox 201 Deductions __Deductions _ [T vio Year

Enter Houly Rate| 5000 nfo Not Complete 5000 5000

Enter Hourly Rate. 000 Info Not Complete s000 000

Enter Hourly Rate. 5000 Info Not Complete. 000 000

Enter Hourly Rt 000 nfo Not Complete 000 000

Enter Hourly Rate. 000 Info Not Complete 000 000

Enter Hourly Rate. 5000 Info Not Complete s000 000

Enter Hourly Rate. 5000 Info Not Complete. 000 000

Enter Hourly Rate. 000 nfo Not Complete 000 000

Enter Hourly Rate. 000 Info Not Complete 000 000

Enter Hourly Rate. 5000 Info Not Complete 5000 000

Enter Hourly Rate. 5000 Info Not Complete 000 000

Enter Hourly Rate. 000 Info Not Complete 000 s000

Enter Hourly Rate 000 Info Not Complete s000 000

Enter Hourly Rate. 5000 Info Not Complete. 5000 000

Enter Hourly Rt 000 Info Not Complete 000 000

Enter HourlyRate. 000 Info Not Complete 000 000

Enter Hourly Rate. 5000 Info Not Complete s000 000

Enter Hourly Rate. 5000 Info Not Complete. 5000 000

Enter Hourly Rate. 000 Info Not Complete 000 000

Enter Hourly Rate. 000 Info Not Complete 000 000

Enter Hourly Rate. 5000 Info Not Complete 000 000

Enter Hourly Rate 5000 Info Not Complete. 000 000

Enter HourlyRote. 000 Info Not Complete 000 s000

Enter Hourly Rate. 000 Info Not Complete 000 000

Enter Hourly Rate. 5000 Info Not Complete. 000 000

Enter Hourly Rt 000 Info Not Complete 000 000

Enter Hourly Rate. 000 Info Not Complete 000 000

Enter Hourly Rate. 000 Info Not Complete s000 000

Enter Hourly Rate. 5000 Info Not Complete. 5000 000

Enter Hourly Rate $000 Info Not Complete $000 000

Tows 000 000 000 $000 $000 $000 %000 $000 $000 %000 3000 3000 $000 $000 $000 %000 $000 $0.00 %000



Dashboard

Total Number of Employees 1
Regular Hours Worked 0.00 1.00
Overtime Hours 0.00
Sick, Vacation, Holiday Hours 0.00 0.50
Total Hours/Employee 0
Total Gross Pay $0.00 0.00
Total Net Pay $0.00
-0.50
-1.00
Regular Hours Overtime Hours Sick, Vacation,
Worked Holiday Hours

ontheclock



Sample Company Name, Sample Company Address, 95220

EARNINGS STATEMENT

EMPLOYEE NAME SOCIAL SEC.ID EMPLOYEE ID CHECK No. PAY PERIOD PAY DATE
James Robert XXX-XX-6565 454545 259248 0123140129114 0173114
INCOME RATE HOURS CURRENT TOTAL DEDUCTIONS CURRENT TOTAL YEAR-TO-DATE
GROSS WAGES 1,000.00 FICA MED TAX 1450 7250
FICA SS TAX 62.00 310.00
FED TAX 159.50 797.48
CA ST TAX 4426 22131
SDI 10.00 50.00
YTD GROSS YTD DEDCTIONS YTD NET PAY TOTAL DEDUCTIONS NET PAY
5,000.00 1,451.28 354872 1,000.00 290.26 709.74
Pay stub (hourly)
SMITH AND COMPANY, INC.
123 West Street Smalltown, CA 98765
EMPLOYEE SOCIAL SECURITY NO. PAY RATE PAY PERIOD

Johnson, Bob XXX-XX-6789

18.00 regular  1/7/XXto 1/13/XX

27.00 overtime

EARNINGS [HOURS |AMOUNT
Regular 40.00 720.00
Overtime 2.00 54.00
GROSS EARNINGS: 774.00 |
TOTAL DEDUCTED: 213.29
NET EARNINGS: 560.71 |
SICK LEAVE:

24.00 HOURS AVAILABLE

DEDUCTIONS AMOUNT

Federal W/H 60.45
FICA 47.99
Medicare 1i1:22
CA State WH 10.04
CA State DI 6.19
401k 77.40

This one passed



