Worklio Client Instructions
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Worklio Client Instructions

Accessing Worklio

1
2
3

. Go to https://telstaffing.worklio.com/Account/Login
. Enter Managerial Credentials
. Click Login

Accessi

B hitps:y/telstaffing.worklio.com/Account/Login

Staffing & HR

Please Log In

©

Forgor Your Password?

ng Employee Information
1.

Login to Worklio
a. See Access Worklio
Click Employee List From the dashboard

# Dashboard Hame

= 2

Payroll Overview 3 & Employee List > m Company Information B

Locate Desired Employee
Click Detail
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Employee List

Active v

© Create Employee Record (+] Import Multiple Employee © Terminate Multiple Employees O,

Actions Employee ID Name T Original Hire Date
Q Q

Detail Jones, Sarah 1/1/2024

Detail Jones, Veronica M 6/2/2018

Detail Nicole, Jessica 12/23/2024

Detail Rodgers, Katy 9/19/2024

Detail Smith, Timmy 1/1/2024

Detail Stable, Bill 6/2/2018

5. Click Appropriate Tab for desired information
a. Personal

b. Payroll

¢. Deductions

d. Time Off

e. HR Event Tracking

4 Employees Cverview Onboarding Organization Structure Benefits Enroliment ~ -9 Forms. HR Tracking ~ Employes Requests E-Verity Cases Custom HR Fields

sarah jones

Cverview Persanal Payrall ~  Deductions ~ Time GFf ~  HR Fvent Tracking

Employee Overview

wendy.harchy@telsraffing.cam AdmirdOffice Remular Full-Time

Sales
srmith, Timey
Maln Office

20 Pointe of Wonds [3r M

Sarah Jones Parlin, Wj 08855 Staff Full Time
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Overview Personal v Payroll

Employ Personal Information
Contact Information
Employment
Termination History
Scheduled Pay
Payroll ~ Dedud
Documents
I-9 Form <
Pay History
Miscellaneous

Net Pay Allocation
Notes

Sarah Change Log Tax Setup

To View Paystubs
From the Employee Overview

1. Click Payroll Tab
2. Click Pay History

4 Employees Overview Onboarding

Sarah Jones

Overview Personal v Payroll ~ Deductions

Employee Overview Pay History R

Net Pay Allocation

Tax Setup

3. Locate desired pay date
4. Click Detail

Deductions v
Time Off ~ HR

Overview

Dependents Time Off Rules

Beneficiaries Time Off Request

HR Event Tracking
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Payroll History

o

Actions Pay Date Pay Statement Pay Period
Q Q Q
4 3
Detail” " 7/29/2024 00000010020000606 712272024 - 7/28/2024
Detail  8/2/2024 00000010020000604 7/22/2024 - 7/28/2024

Detail 8/9/2024 00000010020000605 7/29/2024 - 8/4/2024

5. Click Download
a. Paystub will be downloaded in a PDF format & can be printed as needed

Pay Statement Detail

Emplayee Mame Jones, Sarah

00000010020000606

Fay Statement - 00000010020000606 Diownloag

$480.00 541321

+  Interim
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Approving Time Off Request
1. Click Time Off in left hand menu
2. Locate current Time Off Request for approval

Time Off Requests Management

2024 v Al v

© Add New Request For Employee O,

Actions 2 Employee Name
Detail Edit = Remove Jones Sarah

Detail Resolve  Edit Remove Jones Sarah

3. Click Detail
4. Review Time Off Request Information

Time Off Requests Management

2024 v Al All v

© Add New Request For Employee O,

Actions Employee Name

Detail ]:ﬁt Remove Jones Sarah

Detail Resolve Edit Remove Jones Sarah
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To Edit
1. Click Edit

Time Off Requests Management

2024 ~ Al ~ All v

© Add New Request For Employee O,

Actions Employee Name
Detail = Edit 1%emove Jones Sarah

Detail Resolve Edit Remove Jones Sarah

2. Enter Necessary Changes
3. Click Save

Edit Reguest For Employee

Employes 6 - Jon MARCH 19, 2024

2024
SERCHE 3 ER N Rl

Vacalion

To Approve or Deny
1. Click Resolve

Time Off Requests Management

2024 v~ Al ~ Al ~

© Add New Request For Employee =~ Q,

Actions Employee Name

Detail Edit = Rgmave Jones Sarah

Detail Resolve 1Edit Remove Jones Sarah
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2. Enter any Notes necessary

3. Click appropriate response
a. Approve allows request to move forward

b. Deny stops the request

Resolve Time Off Request

Please Approve or Deny the following Time Off Request.
Jones Sarah - PTO - 03/18/2024

Note

3
APPROVE DENY CANCEL

After Resolving, Editing or Deleting a Time Off Request, your employee will receive an email notifying

them of your decision.

Accessing Reports
1. Loginto Worklio
2. Click Reports in Dashboard menu

g s 0
=

# Dashbaard Hame

Payroll Overview

3. Locate Desired Report
a. Enter report name or details in Search Bar to locate report quicker

4. Click Create
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? ;? L Zzomicsn

@ Reports Ovarview GL Export

Reports

t Layout ~

®

Deduction / Benefit Human Resources Payroll

Deduction/Benefit Register = Birthiday List e FICA Tip Credit Report Cresta
DeductionsBenefit Roster - Client Wiew Employee Overview 0 Vi lours And Eamings Recap Create
Employees In Arrears ' 05HA 300 Job Costing Report - Client Create

O5HA 300-301 E-ling Creat ey Labor Allocation Repart Crezte

Accessing Documents
1. Loginto Worklio
2. Click Documents in lefthand menu

it

#& Dashboard

Bulletin Board  View Mare

Weleome to TEL!
re thie TEL Staffing & HR Team! We're so gl

Future Payrolls

3. Click Desired Department
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@ Documents Public Files

Public Files

- Human Resources
HR. Forms & Documents

Payroll
m Y

Payroll Forms & Documents

Risk Management

4. Click Desired Form
a. Form will download directly to your computer in a fillable PDF format
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