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Payroll FAQ Overview

Overview

myUnity Essentials Financial allows for setup of employee pay rates which are then attached to visits
and posted to a payroll export file. The Charge Detall List report can be run to review pay rates prior to
posting. This document covers steps for initial setup, running the Charge Detail List and creating the
export file.

Pay rate amounts can be entered at either the Pay Rate level, Charge Code level, or Employee level.
Most agencies are structured such that rates are entered at the Employee level. You are not required to
enter rate amounts at all 3 levels, only the one that applies to your agency.

It's recommended to setup a Report Group for running the Payroll report(s) and export files.

If your agency exports payroll to ADP, MAS90, Peachtree (Sage 50) or QuickBooks, please refer to the
specific instructions for each vendor.

Setup

Create Pay Rate Types

Pay Rates Types are determined by your agency’s pay rate structure (i.e. Regular, Start of Care,
Follow-up, Discharge, Weekend, Holiday Pay, etc.). Some types are pre-loaded, but can be added to,
changed or deleted as needed. Pay Rate Types must match those entered in Clinical.

To create a Pay Rate Type, go to File > File Maintenance > Category, click Change Type and set
the radio button to Pay Rate Type.

Press the Add button to add a new Pay Rate Type.
Code: enter a Pay Rate code (up to 12 alpha-numeric characters)
Description: enter a pay rate description

Export Code: leave blank except for some third-party vendors (see Special Instructions section)

Other Info: (optional) Agency assigned value for scoring employee productivity. The value assigned in
this field will show on the Charge > Charge Detail List if "Show Productivity Points" is checked on the
'More Options' tab of report.

Rates tab:

If all employees will be paid the same rate, enter a standard rate on the Rates tab. Otherwise, leave
this tab blank.

Rate: enter a dollar amount
Basis: enter V if the rate is visit based or T if time based.
Start Date: enter the effective date of the rate amount

End Date: enter the end date for the rate amount.
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Payroll FAQ Setup

Click Print to preview, print or save the Pay Rate Type List to .pdf.

v Category Maintenance: PayRate Type - Edit (=] =
Category IRates |
% —~Category Type:
Code: IREG 'l Active: ¥ AUty G P
Description: IReguIar Pay ;
Export Code: | o
o
Other Info:l e
i
! c
P
-
“
=i Change Type £
= |
# Find | B Save | & Cancel| @@print | 4 Add | = Delete 2 |

Add Employee Pay Rates

After the Pay Rates have been established, add the Pay Rate Types to the employee file with their
individual pay rate amounts. (Note: If your agency pays all employees the same rate based on the
charge code, perform these steps under File > File Maintenance > Charge Code on the Pay-Rate
tab instead of in the employee library.)

Go to File > File Maintenance > Entity, click Change Type and set to Employee. Search for and
select the employee. Go to the Pay-Rate tab and press the ‘4’ button to add a new row.

Rate-Type: Select a Pay Rate Type from the drop-down.

Basis: set to 'V’ if paying by Visit or “T" if paying by Time.

Rate: enter the employee’s visit rate or hourly rate for the specified Rate Type.
Start-Date: enter a start date for the amount entered.

End-Date: enter the date on which the rate amount ended or leave blank. When rates change, an end
date should be entered and a new line added for the new amount with the corresponding Start date.
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Payroll FAQ Setup

v Entity Maintenance: Employee 90130 - Angel, Angela - Browse E@.
Name#‘\ddressl Renewal Pay-Rate |Ofther—|nf0| Contactl Motes |
Rate-Type Basis Rate Start-Date End-Date ;I
Regular W 65.0000(1/1/2015 1213112015
Regular V) 66.0000]1/1/2016
Weekend ) 75.0000 1/1/2015

#& Find | Save | X C_-en:eil @Erint | + Add | = Delete D Time |ﬂ

Setup Payroll Export Properties

If multiple users will be running the payroll export, it's recommended to set up export as an Agency
Report Group under File > Report Groups. Refer to the Report Groups FAQ for detailed information.
If you don’t setup a Report Group, the Properties tab will need to be setup on each user’s workstation
that will be running the export. If your agency exports payroll to ADP, MAS90, Peachtree (Sage 50) or
QuickBooks, please refer to the Special Instructions section specific to your vendor.

Go to File > Report Groups or File > Import/Export (requires use of a Master Password. Check with
your System Administrator if unknown).

On the Selection tab, select Export and Payroll.
Click on the Properties tab.
File Type: Choose Comma or Quote/Comma as specified by your payroll vendor.

Header: If a header record is needed for your vendor, type the column header names to correspond to
the fields specified in the Import/Export area.

Field Selection: Click on the ﬂ button to move all fields from the Available side to the Import/Export

side, then click the ﬂ button to move them back (this refreshes the list so any new fields needed for

the export are shown). Highlight an Available field on the left and click on the ﬂ button to move
specific fields from the Available side to the Import/Export side. This should be done in the order in
which the fields need to appear in your export file as specified by your payroll vendor. (Note: Under
Import/Export ‘Visit Time’ can be replaced by ‘Total Time’ if you want to export direct visit time and visit
related time.)
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Payroll FAQ

Selection Properties l

~File Type:

@ Comma Header:

" Quote/Comma

Visit Date, Visit Time, MR, Patient, Charge Descrip,
Emp Code, Emp Name, Pay Descrip, Pay Amt [

~Field Selection:

Available:

Quantity

Mileage
Visit_Rel_Time1
Visit_Rel_Time2
Visit_Rel_Time3
Start_Time
End_Time
Batch_No
Admit_Date
Disch_Date
Charge_Code
Employee_Soc_Sec_No
Modality_Sequence

v

(S EH R R A

Import/Export:
Date_Provided
Visit_Time
Patient_Code
Patient_Name_Full
Charge_Description
Employee_Code
Employee_Name_Full

Rate Description
Pay Rate

Al

i

' fiiﬁ Start | x Qarn:.el]

3 UnPost |

Preparing for Payroll

View/Override Pay Rates

Pay Rates are posted with the Visit Note from Clinical and can be viewed in Charge > Enter/Maintain
via the Pay-Rate column. The Pay-Ovr field can be used in special circumstances to override the
standard pay rate if paying a different amount for a specific visit. To view these columns, go to the
Preferences tab and check Pay-Rate and Pay Rate Ovride under Visible Grid Columns.

Summary | Preferencesl

Employee: I 'l All Employees
MedRec: 348
1: 60016 Medicare

Fatient: I x| All Patients

Admit: 1/19/2021

Preparing for Payroll

Date Chg-Cod| Chg-Description | Oty |¥is-Time |Mile: StarkTime |End-Time |Pat-Code PatMName Emp-Cod | Emp-Marme Pay-Rate Fay-Cwr | Milee
ez HHA HHA Wisit 1 05| 008004k |08:30AK 131131 |Schedtest A a0082 Angel, David Fegular
362021 |HHA HHA isit 1 05 008004k 08:30AKM 131131 |Schedtest A J00s2 Angel. David Fegular
WEEZ021 |HHAYT  HHAWisit 1 15/ 0/07:00Fk  |0B:30PK 348 Yerde, Fandall 90029 Biehler, Bonnig| |Evening
1 0 08304 13113 Jo0gz

3/30/2021  |HHA HHAisit

4452021 HHA, HHA Visit

0.5

08:00 Ak

08:00 Ak

Schedtest, A

Adams, Noel

90105

Angel. David

Alexander, Bral

1 09:00 Ak 342 C
44742021 HHA, HHAisit 1 2 0/08:00AM  |T0:00AM 294 tdsurvey. Mary (90705 Alexander, Branc
4#8/2021 HHAYT  |[HHA Visit 1 1.25 00400 FM  |0B15PM (348 Yerde, Riandall 30029 Biehler. Bannie
PAGE 4
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Payroll FAQ Preparing for Payroll

Summary ; Preferences

Yisible Grid Colurmns: Date Selection:

KT

¥| Charge Code

¥| Charge Descript
| Cluantity

v Yisit Time

¥ kileage

v Start Time

¥ End Time

¥| Patient Code

¥ Fatient Mame

¥| Employee Code
¥ Ermployees Mame
¥ isit Rel Time 1
v Yisit Rel Time 2
¥ st Rel Time 3
| Batch Mumber

|l FPay Rate
| Pay Fiate Cwride

| ¥ Cho-Price Ovride
v| Schedule Yerified

Active: [~ From:|[10/28/2020 | To:[10/29/2020 | &

User Selection:
f+ Show all charges
" Only show my charges

Batch Selection:
Selected Batch:

Grid Sort Order:

i

Fatient Mame
Employes Mame
Date Prowvided
Charge Description
Fatient Code
Employee Code
Charge Code
Batch Number

Orphans
Additional Options:
[~ Enforce Authorization Limits
[ Autormatic Date Advance
Show Insurances
Un+erified Visits W Refresh
Un-Faosted Payrall [ Billed Visits
Festore Last Patient
Festare Last Employee
Use Miltary Time
Mon-visit Time Days [0 5
Automatic Column Sizing
[~ Show StarEnd w/Dates

£ [ R Y I i Y

. Entry Ordler
¥ Fareign Code .
vl |s Held Start Time
¥ Diagnosis Code
v/ FOS Code

Run the Payroll Report

The Charge > Charge Detail List report can be run in Employee sequence with the Margin Report
option checked to review payroll information for visits. It can first be run using the No Pay-Rate Subset
Selection to identify any visits missing pay rates or employees who don’t have that pay rate assigned.
Once corrections are made, run the report again with Pay Rates selected to view information available
for the Payroll export. Rate amounts must be setup for each employee (or at the charge or pay rate
level) in order for the visit to be available for export.

Report Sequence: Employee/Date

Selection Type: All Records

Report Type: Standard

Report Detail: Detail

Subset Selection: With Pay Rate , No Pay Rate or No Subset.
Margin Report: checked

Billed: All

Non-Visit: All

Payroll: Un-Posted

Authorization: All

Scheduling: All (only agencies with Scheduling active have this option)

Charge Date Selection: use a wide From date with the payroll period end date as the To date to
capture visits from the current payroll period as well as late visits from prior periods.
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Payroll FAQ

v Charge Detail List x
General Options | More Options
~Report Sequence:- [~Selection Type:—— Report Type:~ Report Detail:—— ~Subset Selection:-| |
" Patient/Employee * All Records | & Standard ﬁ Detail " Orphans
* Patient/Date " Patient ! ¥ -?Lin":mary " Duplicates
! otals
" Employee/Patient " Employee ‘(' Export © Grand Totals C Qerlgps
| & Employee/Date |  Unit = e : & With PayRate ‘
[ User " Primary-Ins o argm Sepoty ?\p“?,na!,p?tai ~ | | © No PayRate
" Modality/Patient " Charge Sonises e " No Subset
: - [~ Page Breaks 18]
" Modality/Employee | | " Prim-Ins-Class Pod e ¢ Cha
" Patient/Modality " Team I Create Date C G
~Top Sequence: Billed: ~Non-Visit:—— —Payroll: ~Authorization:| ~Scheduling:
 None " Not-Billed | | ¢ Visits (‘: Un-Posted ||| ¢ Authorized | | ¢~ Scheduled |
© Primary-ns * Billed € NonVisits | | ~ BOStEd | Noauth | | ¢ Verified
 Unit « All @« All O Al = All @« All
Charge Date Selection: ~Batch Selection:
From:{1/1/2021 | To:|2/6/2021 | Batch #:

’ & Preyiew' t;;;‘}_P_rint l

2

Preparing for Payroll

The Payroll selections allow for running the report to view visits already marked as payroll posted via
the Posted selection. If Period is selected, the Charge Date Selection can be used to enter the
payroll Post (Pay-Period End) date, which shows visits posted to payroll on a specified date or within a
date range. If All is selected, then visits will be included regardless of their payroll status.

Sample Report:

51312021 10:42:48 AM  With Payrate Only
EmployeeiDate Sequence

Charge Detall Listing

All Users, All Records From:3M/2021 To 532021

Wargin-Report

Un-Posted

Page 1

Home & Hospice Care Services

Date Charge-Description Qty Vis-Time Mileage Pay-Rate Pay-Amt Bill-Rate Bill-Amt
Emp: Alexander, Brandy: 90105 Primins: Medicare
Pat: Example, Nopoc: 256 Regular
b 04/05/2021 Skilled Mursing Visit: SNVT 1 1.00 85.00 85.00
Pat. Example, Mopoc: 258 Regular
b 04072021 Skilled Mursing Visit: SMNVT 1 1.00 85.00 85.00
Emp Totals: 2 2.00 0 170.00
Emp: Angel, David: 90082 Primins: Medicare
Pat: Assessmententry, Late: 318 Regular
b 03/02/2021 Skilled Mursing Visit: SMNVT 1 1.00 40.00 40.00
Pat: Schedtest, A 131131 Regular
030212021 HHA Visit. HHA 1 0.50 0 40.00 40.00
Pat: Schedtest, &: 131131 Regular
03M6/2021 HHA Visit: HHA 1 0.50 0 40.00 40.00
Pat: Assessmententry, Late: 3138 Regular
b 03/24/2021 Skilled Mursing Visit: SNVT 1 1.00 40.00 40.00
Pat: Schedtest, A 131131 Regular
03/30/2021 HHA Visit: HHA 1 0.50 0 40.00 40.00
Emp Totals: 5 3.50 0 200.00
s Vg
"V Netsmart PAGE 6



Payroll FAQ Preparing for Payroll

Create the Payroll Export File

It is recommended to set up and run the Payroll Export as an Agency Report Group under File >
Report Groups. Refer to the Report Groups FAQ for additional details.

Go to File > Report Groups or File > Import/Export (requires use of a Master Password. Check with
your System Administrator if unknown).

Import/Export: Export
File: Payroll
FileName: enter a unique filename with valid extension (use .csv to export to an Excel file).

Date Selection: Enter visit date range for payroll transactions. The From date is usually date of oldest
late visit. The To date is the currently payroll period end date.

Company: leave blank unless exporting to ADP or Peachtree.

Pay-Period: Enter the current pay period end date. This date is used when running the Charge Detall
List report to see visits by Pay Period or if records need to be marked un-posted for a Pay Period due
to an error or mass correction need.

Un-Posted Records Only: Leave checked. Once a payroll transaction is exported it is marked as
posted. This ensures it will not be exported again. Un-checking this box will cause all transactions in
the date range to post again.

Specific Records: Leave unchecked. Checking this box allows the user to select specific employee
transactions for export (not typically used).

Output Log: checking this box creates an output log of all transactions exported.

Update Records as Posted: Defaults to checked so visits picked up in the export file will be marked
Posted and will not export a second time. You can uncheck this option to create a file to review prior
to marking the records as posted, but the export should then be run a second time with the option
checked.

Include Contract-Emps: Check this box if employees marked as contractors in the employee file
should be included in the export.

Unit Selection: Allows the user to export transactions based on employee Units.

Export Type: Choose Custom if not exporting to one of the vendors listed in the drop-down. If using a
vendor from the dropdown, review the Special Instructions section for additional details.
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Payroll FAQ

Selection | Properties I

Import/Export: File:
" Import o Patient G
* Export & Payroll " Charge

FileName: |Payroll_02062021.cs|

—Date Selection:

Company:l
From:|1f1f2021 | Tor |2;5;2021 |

Pay-Period: I2ﬁ 372021 vl
—Additional Options:

¥ Un-Posted Records Only [” Specific Records ¥ Qutput Log

¥ Update Records as Posted ¥ Include Caontract-Emps
—Unit Selection: Export Type:
All Units: ¥ I j ’7|Cust0m j

| 0%

% Start | ¥ Cancel | Lg] unpostl

i d

After making your selections, press Start.

Preparing for Payroll

Confirm the number of records being evaluated for export and click “Yes” to continue or “No” to abort
the process.

i [1,186] records will be evaluated for export.

Continue?

If Output Log is checked under Additional Options, a Payroll Export log report will generate. If any
visits are missing, check Charge > Enter/Maintain to make sure they have a Pay-Rate attached to the

visit. Visits missing Pay-Rates will not be picked up for export.
Sample report:

5/3/2021 11:09:09 AM Payroll Export
Home & Hospice Care Senvices

File:Payroll_02062021.csv - Date Range: 1/1/2021 - 2/6/2021

Page 1

ek

*** Records below exported: 5/3/2021 at 11:09:07 AM =
1/2/2021,0.5,202 Aarons, Anthony, SN Visit, 30105 Alexander, Brandy,Regular,85
1/4/2021,0.5,169 Armstrong, Meil SN Visit. 90105 Alexander, Brandy, Regular,85

1/16/2021,0.87,131196,Commes, Geraldine, SN Visit, 90105, Alexander, Brandy Regular,85

1/4/2021,1,131597 Andersenhos, Authtesting, SN Visit,90130,Angel. Angela.Regular.66
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Payroll FAQ Special Instructions

Sample export file:

A B C D E F G H | ] [
1 |Visit Date Visit Time MR Patient_Last Patient_First Charge Descrip Emp Code Emp_Last Emp_First Pay Descrip Pay Amt
2 | 1/2/2021 0.5 202 Aarons Anthony SN Visit 90105 Alexander Brandy  Regular 85
3 | 1/4/2021 0.5 169 Armstrong Meil SN Visit 90105 Alexander Brandy  Regular 85
4 |1f15/2021 0.87 131196 Commes Geraldine SN Visit 90105 Alexander Brandy  Regular 85
5 | 1/4/2021 1 131597 Andersenhos  Authtesting SN Visit 90130 Angel Angela Regular 66
6 | 1/6/2021 1 131597 Andersenhos Authtesting SN Visit 90130 Angel Angela Regular 66
7 | 1/6/2021 0.5 131345 Abbie Abby SN Visit 90130 Angel Angela Regular 66
8 | 1/5/2021 0.5 131345 Abbie Abby PTA Visit 90031 Ingalls Laura Regular 40

Special Instructions

Review the information below to ensure setup has been completed for your third-party vendor and for
additional detail on creating the export file.

ADP

¢ In File > File Maintenance > Category, Pay Rate Types, ensure the ADP Pay Rate Type is
entered in the Export Code field. Contact your ADP representative if unknown.

e When creating the Payroll export file, choose ADP from the Export Type dropdown and enter a
name in the Company field as needed for the export file.

o Refer to ADP for instructions on importing the payroll file.

MAS 90

¢ In File > File Maintenance > Category, Pay Rate Types, ensure the MAS 90 Earning
Category is entered in the Export Code field. Contact your MAS 90 representative if unknown.

¢ In File > File Maintenance > Entity, click Change Type and set to Employee. Select the
employee and click the Other-Info tab. Enter the MAS 90 Distributed Department Code
number assigned to that employee in the Taxonomy Code field.

o When creating the Payroll export file, choose MAS 90 from the Export Type dropdown and use
a .csv extension for the file name.

e Refer to MAS 90 for instructions on importing the payroll file.

Paychex

¢ In File > File Maintenance > Category, Pay Rate Types, ensure the Paychex Earning
Category is entered in the Export Code field. Contact your Paychex representative if unknown.

¢ In File > File Maintenance > Entity, click Change Type and set to Employee. Select the
employee and click the Other-Info tab. Enter the Paychex Employee ID assigned to that
employee in the Taxonomy Code field.

o \When creating the Payroll export file, choose Paychex from the Export Type dropdown and
use a .txt extension for the file name. The Properties tab must be setup as shown below. If
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Special Instructions

they aren’t, you'll be prompted for the system to correct the setup for you when creating the

export file.

Selection Properties |

rFile Type:

i3; Comma Header:

" Quote/Comma

Field Selection:
Available:

Quantity

Visit_Time

Mileage

Visit_Rel_Time1
Visit_Rel_Time2
Visit_Rel_Time3
Start_Time
End_Time
Batch_MNo
Patient_Code
Patient_Name_Full
Admit_Date

W

I E2) RNESHEN

>

ks

Import/Export:

Taxonomy_Code
Employee_Name_Full
Custom_Rate_Code
Pay Rate

Total_Time

X Cancel

Field List is not valid for PayChex Export!

Taxonomy_Code
Employee_Mame_Full
Custom_Rate_Code
Pay_Rate

Total_Time

Lg] anostl

The list MUST contain, and be in the order of, the following fields:

See Help File for more specific information related to PayChex setup.
‘Would you like to automatically adjust the field list?

o Refer to Paychex for instructions on importing the payroll file.

Peachtree (Sage 50)

¢ In File > File Maintenance > Category, Pay Rate Types, Export Code field either leave blank
or if required, enter the Peachtree (Sage 50) Earning Category. Contact your Peachtree
representative if unknown.

o When creating the Payroll export file, choose Peachtree from the Export Type dropdown and

use a .csv extension for the file name. In the Company field, enter the Peachtree-assigned

Inventory Item code. The Properties tab must be setup as shown below.
o Refer to Peachtree (Sage50) for instructions on importing the payroll file.

"‘V‘ Netsmart
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Selection Properties |

—File Type:
' Comma

" Quote/Comma

Header:

—Field Selection:
Available:

Import/Export:

Quanti

Visit_Rel_Time1
Visit_Rel_Time2
Visit_Rel_Time3
Start_Time
End_Time
Batch_No
Patient_Code

Admit_Date
Disch_Date
Charge_Code

Patient_Name_Full

Employee_Code
Date_Provided
Company_Code
Export_Rate_Code
Visit_Time

L ESH ERUES)

“):; S_tan l x Cancel

| 3 UnPost |

2

QuickBooks

Special Instructions

¢ In File > File Maintenance > Category, Pay Rate Types, Export Code field either leave blank
or if required, enter the QuickBooks Earning Category. Contact your vendor if unknown.

¢ When creating the Payroll export file, choose QuickBooks from the Export Type dropdown and
use a .txt extension for the file name. The Properties tab must be setup as shown below. The
Header should have the COMPANYNAME and COMPANYCREATETIME values from the
QuickBooks Timer List.

Selection
—File Type:
& Comma He ader:|"HOSP|CE INC", 850775864
" Quote/Comma —1'
~Field Selection:
Available: Import/Export:
Quantity A~ Date_Provided
Mileage T -:_l Employee_Name_Full
Visit_Rel_Time1 = Charge_Code
Visit_Rel_Time2 il Pay_Rate_Code
Visit_Rel_Time3 Visit_Time
Start_Time
End_Time _<]
Batch_No
Patient_Code ﬁl
Patient_Name_Full
Admit_Date 1
Disch_Date
Charge_Description v i.l
&, Start ‘ XK Cancel | ) QnPostI _?J

o Refer to QuickBooks for instructions on importing the payroll file.
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