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miPayOnline - Administrator 

The Payroll Employee (and at least one other) is usually set as the Site Administrator. 
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Administration 
Employees with Site Administration can access the Administration menu which will allow them to change 
wording on the site, turn site features on or off, setup and make changes to types of times, approval process, 
upload and send announcements, upload pay stubs and W2s and monitor employee settings. 

  
 

Organization 
Announcements 

 
From the Announcements menu you can view past announcements on the left and create new announcements 
on the right. 
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To create a new Announcement the Site Administrator will click on the plus sign on the upper right side of the 
screen.   Then on the General tab you will type a title for the announcement in the Header section.  The Type 
of announcement can be Information or Important; information announcements are coded with a blue 
exclamation point while important announcements are coded with a red exclamation point on the home screen.  
Next you check the boxes as to whether the site should send an email alerting recipient of the announcement.  
Check the box for Permanent to have the announcement stay on the right side of the Home screen.  And 
check the box for Archived to “hide” the message on the Home screen; it is still viewable on the Home screen if 
employees click the three dots to show archived announcements.  Next you will type the message of the 
announcement (this is required). 
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On the Who/When tab of the announcement you will select who the message should be sent to by clicking the 
radial dial next to Everyone, Individual Employee or Individual Group.  If Individual Employee or Individual 
Group are selected, you will select the employee or group from a drop down that will appear before the start 
date.   Next select when the message will be available for viewing.  Select a Start Date and an End Date, you 
can leave the start and/or end date fields blank. 

 

On the Attachments tab you can click Upload Attachment or select an existing attachment to link to the 
message.  Attachments are not required.  When finished, click the disk icon to save\send\post the 
announcement or click the garbage can to delete the message. 
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Email Events 

 

The Email Events is a log of all emails and their status sent by the site.  If an employee states that they are not 
receiving emails you can review the log to see if the emails are being blocked or received and possibly being 
sent to junk or spam. 
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Organization 

 

Standard wording will be set up for each organization, but Site Administrators can update the wording for the 
Home Page and Welcome email on the Basic Info tab.  If the Send Email to New Employees box is not 
checked, new employees will not receive the welcome email to set their password and login.    Site 
Administrators have the ability to convert all employee address changes to uppercase by checking the box to 
Convert Address To Uppercase. If this box is not checked the address will update in the case that is typed by 
the employee.  Site logos can also be updated by clicking the Upload Site Image and browsing to the new 
logo.  After any changes in the Organization menu, the Site Administrator should click Save in the upper right 
corner of the screen. 

Basic Info 
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Paychecks 

The check boxes on the Paychecks tab activate the ability to upload employee pay stubs.  The site will send an 
email to employees when new pay stubs are uploaded to the site if the Send Email For New Paychecks box is 
selected.  Site Administrators can update the wording in the email; standard language is set up. 
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W-2’s 
The check boxes on the W-2’s tab activate the ability to upload employee W-2s.  The site will send an email to 
employees when new W-2s are uploaded to the site if the Send Email For New W-2’s box is selected.  Site 
Administrators can update the wording the email; standard language is set up. 

 

 

 

Forms 
The check box on the Forms tab activates the ability for employees to submit withholding change requests.  
The municipality Federal Identification Number must be entered without dashes and the state of the 
municipality must be entered to populate and load the appropriate state withholding form. 
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Time Entry Emails 
The check box on the Time Entry tab activates the ability for employees to record and submit time sheets.  The 
site will send emails if employees do not have time entered and when time is submitted for approval.  Standard 
language is provided for these emails, but the Site Administrator can make changes. 
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Time Off Emails 
The check box on the Time Off tab activates the ability for employees to submit time off requests for approval.  
The site will send emails when time off is requested and when the time off is approved or rejected.  Standard 
language is provided for these emails, but the Site Administrator can make changes. 
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Employees 
Employees 

 
The Employees menu allows the Site Administrator to complete setup of new employees and monitor use by 
employees.  Employees are automatically uploaded each night from payroll so double entry is not required.  
You can sort by any of the fields in the employee grid to select an employee for editing.  To edit an employee 
click once on the employee (any spot on the employee line). 

 

 

On the employee pop up you can view the employee number and name.  You can change the employee email 
address (remember that this is used for the employee login to the site).  You can set standard pay period hours 
that are different than the template the employee is assigned to; if you leave it at zero it will use the template 
standard.  This standard does not populate the employee timesheet, it is used to alert the employee if they 
have less than this number of hours entered for a pay period.  You can set a number of days seen at one time 
for time entry that is different from the template the employee is assigned to. If you leave it blank it will use the 
template setting.  And you can change the color assigned to the employee on the time off calendar (each 
employee is assigned a unique color by the site). 
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You can also control which employees are Site Administrators - this gives them access to the Administration 
menu of the site.  You can check the box to make an employee Read Only; this should be done for terminated 
employees so they can no longer enter time or request time off but can still view pay stubs and W2s.  And you 
can see if an employee is Locked Out from entering their password wrong too many times.  If an employee is 
locked out, you can uncheck the box and if they employee needs their password reset you can resend the 
welcome email (located at the top of the screen above the employee grid; make sure only the appropriate 
employee is selected as having a check mark next to their name in the grid).   

Next you can assign the employee to the appropriate Time Off and Time Entry Templates.  This will control 
what Time Tasks the employee can see and which groups will approve the employee time off and time entry.   

 

By default, the Send Notifications box is checked for each employee, however if an employee has unchecked it 
in their profile you will be able to see (and correct if they did not mean to) that selection here.  You can also 
see if employees have elected to have time off appointments added to their calendars and if they have elected 
to receive email notifications when time off requests are approved or denied.  You can see if and when and 
employee has opted to use the Out of Office feature to allow another employee to approve time when they are 
gone.  And you can see if an employee has opted to use the two-factor authentication for log in purposes.   

Click Save at the bottom of the Employee popup any time you make change to an employee record in the site. 
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Groups 

 
Groups are used for two purposes: approvals and announcements.  Approval groups should include the 
employees that approve time for others, not employees being approved.  Announcement groups are any 
combination of employees that you may send an announcement to like unions, departments, full-time versus 
part-time, etc.  Groups are set up by clicking the Add Group button.  A Name is provided to the Group.  Select 
the employees that belong to the group by checking the box to the left of the employee number and click Add 
Selected.  Multiple employees can be added at the same time, and you can search for employees by typing 
next to the magnifying glass in the employee number, first name, last name or department fields.  Click Save 
Group when all appropriate employees are added. 
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Action Templates 

 

Employee Action Templates allow employees the ability to submit Address, Contact, Direct Deposit, and Name 
changes.  To enable this feature for your employees simply create a new Employee Action Template, name it, 
and select the Change Type that you would like to enable.  Employees will then be able to submit change 
requests via their Profile. 

 

 

Like other templates, Employee Action Templates can have approval steps assigned to them.  You can also 
select No Workflow if you would like the submitted changes to take effect immediately with no approval 
process. 
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Check Admin 
The Check Admin menu allows the Site Administrator to view pay stubs that have been uploaded for all 
employees and upload additional pay stubs. 

 

View Paychecks 
From the View Paychecks menu, the Site Administrator can search for a pay stub by entering the check 
number or entering the employee and check issue date.  The image of the pay stub will appear on the right.  
The Site Administrator can view, print or save the image.  There may be formatting differences between this 
pay stub and those printed from the software.  One significant difference is that the miPayOnline pay stub will 
show each pay rate an employee is paid at during a year while the pay stub generated by the software will 
always show the employees current pay rate. 

 

Uploaded Checks  
From the Uploaded Checks menu, the Site Administrator can see the past payrolls that have been uploaded to 
the site along with the number of pay stubs uploaded for each pay period.  To upload new pay stubs, the site 
administrator will click Upload Checks from the upper right corner of the screen. 
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From the Upload Checks popup, the Site Administrator will select the pay period for the checks that will be 
uploaded.  The Supplemental Check Issue Date only needs to be populated if supplemental checks were 
issued in that pay period with a different check issue date.  The Send Notifications box is checked by default 
and will allow you to select when the checks will be viewable on the site and when an email notification will be 
sent to any employee that has a check uploaded for that payroll.  You can set the Notification Send Date (and 
time); pay stubs are not viewable until that time and the email notification is not sent until that date and time.  
Press Upload Checks to send the request to the server for the upload. 

 

 

W-2 Admin 
The W-2 Admin menu allows the Site Administrator to view W2s that have been uploaded for all employees 
and upload additional W2s. 
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View W-2’s 
From the View W-2’s menu, the Site Administrator can search for a W-2 by entering the employee and year.  
The image of the W-2 will appear on the right.  The Site Administrator can view, print or save the image.   

 
 

Uploaded W-2’s  
From the Uploaded W-2’s menu, the Site Administrator can see the past years that have been uploaded to the 
site along with the number of W-2s uploaded for each year.  To upload new W-2s, the site administrator will 
click Upload W-2’s from the upper right corner of the screen. 

 

From the Upload W-2’s popup, the Site Administrator will enter the year for the W-2s that will be uploaded.  
The Send Notifications box is checked by default and will allow you to select when the W-2s will be viewable 
on the site and when an email notification will be sent to any employee that has a W-2 uploaded for that year.  
You can set the Notification Send Date (and time); W-2s are not viewable until that time and the email 
notification is not sent until that date and time.  Press Upload W-2s to send the request to the server for the 
upload. 
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Time Setup 
Time Tasks 

 

Tasks are set up by clicking the New button OR by Copying an existing Time Task and renaming/modifying.  

Task Name: A name is provided to the Time Task; this name does not have to match the pay code names in 
Payroll.   

Pay Code: The pay code is tied to the Time Task; one pay code may be tied to multiple Time Tasks.  Note: If 
the employee does not have the pay code on their employee record in Caselle, they will not see this time task 
in their time entry template.     

Subject to Time Clock: this box will indicate that this pay code represents time worked and will require the 
hours to balance to the start and end time for the day if the employee is subject to time clock entry (it is a good 
practice to check this for any task related to time worked).   

Require Note: this box will require employee to enter a note when entering their time towards this time task.   

Leave Time:  this box allows the site to update leave balances for this task and shows the employees their 
balances based on the pay code (if this box is checked, the Subject to Time Clock box should not be checked).   

Accrued Leave Time: this box should only be checked if this task will be used to record comp time earned.  If 
checked the modifier should be populated so the time is added to the comp time bank correctly in Payroll; 150 
will add the time entered by the employee at a rate of 1.50 (so 1 hour recorded by the employee will result in 
1.5 hours being added to the comp time bank).  
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Applies to Overtime Calculation: this box should only be selected if that task is used to calculate overtime. If 
selected, the system will look at the overtime rules setup in the time entry template to determine the total 
calculated hours of overtime.  For example, if overtime is considered anything worked over 8 hours in a day or 
anything worked over 40 hours in week.  Each time task that should be included in the calculation of overtime 
needs to have this box checked.  DO NOT SET THESE ON OVERTIME PAY CODES.   

The Pay Rate field can be left blank.  If left blank, the Payroll system will use the employee and pay code 
settings.  You can also override the employee or pay code settings by entering a specific pay rate for a task 
(this is common for tasks that are broken out like recreation: lifeguarding, swim instructors or public works: 
street sweeping, plowing etc).  

Category: this field can be left blank. If populated all time tasks entered with the same category will get 
grouped together for easier selection and reporting. 

The General Ledger field can be left blank.  If left blank, the Payroll system will use the employee and pay 
code settings.  You can also override the employee or pay code settings by entering a specific GL for a task.  If 

desired to populate, select the to add accounts.  Accounts should be entered, and a percentage of 
amounts should be allocated to the account/s.  If only 1 account is chosen, select 100%.  If more than 1 
account is chosen, select the appropriate distribution per account.  Totals must equal 100%.   
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Time Entry Templates 

 

Time Entry Templates connect the time tasks and the approval groups along with setting deadlines for 
submitting and approving time.  To create a Time Entry Template, click the New button and name the template.  
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GENERAL TAB 

Current Pay Period and the Current Approval Pay Period: Use the drop down to set the to the current Pay 
period & the Current Approval Pay Period.  Once these are set to the current pay period they will update 
automatically based on the “Use Cutoffs setting selected in the “Employees” section.  If “Use Cutoffs” is 
selected, pay periods will update automatically once the date/time has arrived (in example shown, 400 days 
after pay period close and at 7:00 AM).  If “Use Cutoffs” is not selected, the templates current pay period and 
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current approval pay period dates will need to be updated manually when ready by selecting the “Advance Pay 
Periods” menu option.  You can update multiple time entry templates at the same time by selecting the ones 
needed to be updated.  If these dates are not updated employees and/or supervisors may not be able to enter 
and approve time.    

Group who can enter time for template members: If a central department person will be entering time for 
others in the department, you can create a group for this person and populate this field with the appropriate 
Group.  This field is not required.   

Pay Period Settings:  

Pay Period Numbers: Next enter the pay period numbers that are used by this template with a semicolon 
separating the numbers (biweekly is normally 1;2;3) 

Type: Select from the drop down the type of pay frequency employees using this template fall under (Quarterly, 
Monthly, Biweekly, Semimonthly).   

Time Entry Days: This is the number of days that an employee will see at one time for entry; if you do not 
populate this the default is 7 days (one week). 

Start Day of Week: Select from the drop down the day of the week the pay period starts. 

Time Clock System:  

Time Clock System: There are 3 choices from the drop-down box: 

1. No Time Clock: This is used to only record total hours worked without having to enter start/end times 
for each day. 

2. Time Clock Entry: This is used to record both the total hours worked AND the start/end times for 
each day.  Start and End times for each day will be manually entered by the employee.  If choosing this 
option, the time tasks must be set to “Subject to Time Clock” for those tasks that require times in/out for 
the day.   

3. Punch In/Punch Out: This is used to record both the total hours worked AND the start/end times for 
each day.  Start and End times for each day will be automatically recorded by the system.  If choosing 
this option, the time tasks must be set to “Subject to Time Clock” for those tasks that require times 
in/out for the day.  An option box for Time Punch Settings will also be enabled:  

Track Punch Location: If selected, Time Punch locations can be tracked to an IP address.  You 
can also only allow specific IP Addresses to be used by entering the IP address information.   

Approvers Can Edit Punch: If enabled, this option allows the approver to edit punch times in/out.   

Allow Punch Editing: If enabled, this option allows the employee to edit punch times in/out.   

Time Punch Rounding Interval: set to 15 minutes by default but can be adjusted if you require 
employees to log time in larger increments. 
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Time Clock Interval: Applies to the Time Clock Entry if selected, which is set to 15 minutes by default but can 
be adjusted if you require employees to log time in larger increments. 

Overtime:    

If this option is selected, the system will use the settings in this section in conjunction with the time tasks that 
have been set to “Applies to Overtime Calculation” to detect whether an employee has overtime.  The 
employee will have the option when prompted to reclass the overtime hours to a different time task.        

Overtime Prompt options: Select from the dropdown the number of hours that employees will be 
prompted as being considered as overtime (i.e. 8 hours per day or 40 hours per week etc.) 

Overtime Hour Calculation Type: Select from the dropdown either Daily or Weekly 

Overtime Hour Calculation Start Day of Week: This is the day of the week that the system will start the 
calculation of overtime.   

Overtime Task: Select the OT task code that the employee will be prompted to reclass overtime hours 
to once they have gone over the total number of hours worked at regular time (i.e. 8 hours per day or 
40 hours per week etc.).   

Restrict Reversal Tasks to Tasks Used: When enabled employees can only select tasks used during 
the pay period to reclass the overtime hours to when prompted.   

 

The Timing section is for notification and locking entry and approval.   

Send Email if No Time: This option will control when an email is sent to employees who do not have at least 
the standard hours entered (see section for Employees).  You will enter the number of days after the pay 
period ends (0 is the day the pay period ends and negative numbers will be days before the pay period ends) 
that the email should be sent and the time the email should be sent.  
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Employees:  

Auto Approve: When enabled, employee timesheets will automatically be approved at the Auto Approve Time 
(Days).  This approval is for the employee NOT the supervisor.  Timesheet is approved for whatever hours are 
entered in the timesheet at that time.   

Use Cutoffs: When enabled, pay periods will automatically advance forward at the time specified and 
employees will no longer be able to enter time for that period.  Approvers are locked out at the Lock Approval 
Time.  

Disable Hours in Standard Entries: When disabled, employees can enter standard tasks in their timesheets, 
however, will not be able to associate hours with days of the week.   

Standard Pay Period Hours: Enter the number of hours typically entered for employees using this template.  
The site can email employees who have entered fewer hours than this standard.   

Allow negative hours: This should be used if you will allow employees leave balances to go negative; you will 
enter (as a positive number) the maximum negative hours that an employee is allowed for their leave balance.  

Auto Approve Time (Days): When Auto Approve option is enabled, employee timesheets will automatically be 
approved at the Auto Approve Time (Days) before/after pay period close date.  This will control when an 
employee can no longer enter time for the pay period. You will enter the number of days after the pay period 
ends (0 is the day the pay period ends and negative numbers will be days before the pay period ends).  

Time: When Auto Approve option is enabled, employee timesheets will automatically be approved at this Time 
before/after pay period close date. 

Approvers: 

Send Change Notification when Approver Changes Time: when enabled, this box will send an email to 
employees if the approval group changes any time entries for the employee.   

Lock Approval (Days): will control when a supervisor can no longer approve time for the pay period. You will 
enter the number of days after the pay period ends (0 is the day the pay period ends and negative numbers will 
be days before the pay period ends) that the supervisor approval should be locked.  It is usually best to work 
backwards on these deadlines starting with when the payroll person needs to have the time for processing.  
Once approval has been locked any unapproved time can only be approved by members of the Payroll Group. 

Time: this is the time that the supervisor approval should be locked.   

STEPS TAB 

On the Steps tab, click the plus sign to add an Approval group.  This is creating an approval process for the 
time entry.  Name the Step; common names are Approval or Supervisor.  Then select the group that will 
approve the time.  Multiple steps for approval can be created; if multiple steps are used they should be added 
in the order of approval (first approval should be created first and then second approval etc).  
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TASKS TAB 

On the Tasks tab in the Available Tasks tab, click to the left of each type of time task that employees for this 
template will enter time for (worked and leave time).  Then click Add Selected. Tasks can be removed by 
clicking to the left of the task on the Template task tab and then clicking Delete Selected.  Please note that if a 
template includes a task that is linked to a pay code that an employee does not have in Payroll, the employee 
will not see that task as an option. 

 

  



 

27 
 

CASELLE ACTIVITIES TAB 

On the Caselle Activities tab in the Available Activities tab, click to the left of each GL Activity that employees 
for this template will tie time to.  Then click Add Selected. Activities can be removed by clicking to the left of the 
task on the Template task tab and then clicking Delete Selected.  Click Save Template when finished. 
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Time Off Templates 

 

 
Time Off Templates connect the time off tasks and the approval groups.  To create a Time Off Template, click 
the New button and name the template.   

 

GENERAL TAB 

Check the box to Allow template members to see others and/or approvers time off if you want to allow 
employees to see when other similar employees or their supervisor have time off. 

The Shared Calendar Email Address field allows you to have all time off appointments show on a single email 
calendar that you may have shared out with your employees. 
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STEPS TAB 

On the Steps tab, click the plus sign to add an Approval group.  This is creating an approval process for the 
time off request.  Name the Step; common names are Approval or Supervisor.  Then select the group that will 
approve the time.  You can check the box to Send Time Off Appointments or Send Request Added Emails.  
The Send Time Off Appointments box will send a calendar appointment to the members of the approval group 
and the Send Request Added Emails will send an email to members of the approval group each time a request 
is submitted.  Multiple steps for approval can be created; if multiple steps are used, they should be added in 
the order of approval (first approval should be created first and then second approval etc).  

 

 

TASKS TAB 

On the Tasks tab in the Available Tasks tab, click to the left of each type of time task that employees for this 
approval group will request off.  Then click Add Selected. Tasks can be removed by clicking to the left of the 
task on the Template task tab and then clicking Delete Selected.  Click Save Template when finished.  Please 
note that if a template includes a task that is linked to a pay code that an employee does not have in payroll, 
the employee will not see that task as an option. 
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