TimeChoice Interface Instructions - General

* Before you get started, it might be good to have all three programs open; PayChoice Online,
your POS or Timeclock system, and the TimeChoice interface.

1. Add any new employees into PayChoice Online.

2. Log into your POS or Timeclock system and export your employees hours/earnings.

3. Open TimeChoice.

a. Diagram of the TimeChoice interface:
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* Keep in mind, after the TimeChoice module is initially setup, the settings will not need to be

changed each time. The settings will remain as is unless changed by the user.



4. Open PayChoice Online and go to the Payroll link. Under the Payroll link, click on
Import Pay Data.
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5. Click on the Browse button and browse to the location of the TimeChoice export file
which is described in the diagram on step 3.

6. Click the Upload File button once the file is located. This will initiate the process of
importing the TimeChoice export file that you created in the TimeChoice interface that
contains the data exported from Aloha.

a. If the file successfully uploads into PayChoice Online you will see the following
screen:

? Payroll - Importing Pay Data Company Code: TSTZ

1. Reading import file... Completed.

2. Walidating file format and uploading data... Completed.

3. Walidating import data against employee data... Completed.
4, Zaving imported pay data,.. Completed.
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b. However, if the file uploads erroneously you will see the following screen:



? Payroll - Importing Pay Data Company Code: TST2

No updates were made.

The following are invalid Clock/Badge IDs for the TST2
company:

10-, 14-, 18-, 212-, 236-, 444-, 500-
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The numbers listed on the screenshot above are invalid Clock/Badge ID’s. The
numbers represent Clock/Badge ID’s of employees who had worked time in your
POS/Timeclock system but are missing from PayChoice Online.

The error above occurs when one of two things happen:
i. A new employee is setup in your POS/Timeclock system, but not in
PayChoice Online.
ii. A new/current employee in PayChoice Online is setup but the Clock #
field on the Job Info screen in PayChoice Online hasn’t been updated w/
their badge number from your POS/Timeclock system.

c. If either were the case, simply add the new employee into PayChoice Online or
update the employees Clock # field on the Job Info screen in PayChoice Online
and retry the import through the Import Pay Data link. You do not need to create
a new TimeChoice file in this case.

7. After the TimeChoice Import file is successfully uploaded, you can continue on w/
payroll or consult your PayChoice Online User Guide for additional assistance.



