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Client Guide to Process Payroll 
 

Please submit all payroll changes (i.e. new hires, rate changes, ACH Forms, etc.) the week prior to payroll.  Any 
changes submitted after your payroll has been submitted on Phoenix, cannot be guaranteed for processing. 

https://phoenix.cyberpayonline.com/Account/Login 

Login using your Online Portal (Phoenix) 

Select the company for which you wish to run payroll for from the Company box.  Note: You may not have a list because 
you only have access to one company in the system. 

 
 
 
Select the “Payroll” link under the “CyberPayroll” application located near the top-left side of the screen. 
 

 

 

These icons are laid out to step you through the payroll process from left to right. 

 

 

https://phoenix.cyberpayonline.com/Account/Login
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Employee Setup 
The “Employee Setup” icon is a short cut to the “Employees” setup.  Click this to view employee specific information.  
Note:  Alternatively clicking the Employees menu link will also take you to Employee Setup. 
 
Company & Dates 
This is the first step of the payroll process. 
 

 

If the “From Date”, “To Date”, and “Check Date” fields are correct, click the Save button and go to the next step.  Note: 
Contact your payroll specialist if the calendar is wrong or not available. 

Note: When in the “Time Import”, “Enter Payroll”, and “View Totals” steps, you can also navigate through the steps by 
clicking on the arrows at the top of those screens.  
 

 
 
Below are two options for submitting employee time: 
 
Option 1:  Import Time 
If your company is set up for one of the time keeping methods, click on the “Import Time” icon. Your payroll specialist 
will give you additional directions on this process when available.  Once you have made your desired entries into the 
system, click on the “Import” button at the bottom of the screen. 
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Option 2:  Enter Payroll Manually 
 
Note:  The overtime column now calculates at 1.5 times their regular rate of pay.  DO NOT include overtime hours with 
the regular hours. 
 
Click on the “Show/Hide Columns” button (top-left) to add or remove columns.  For example: 

• You can hide the Job column if you don’t use jobs for cost allocations. 
• Once you have the columns set to include the items that you want, hitting the “Save Selected” button will save 

that layout.  Conversely, the “Reset” button will set it back to the standard selection of items. 
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The Pay Type, Location, and Department columns have filters located below the headers.  Enter the desired value in the 
box to filter the pay grid. 
 
Click the green “+” sign to the left of a pay type to add another record with that same pay type to the employee.  You 
can change the pay type by clicking on the pencil.  This will show a drop down box with all other pay types associated 
with this employee.  If you need a pay type not shown, contact your payroll specialist to have this pay type added at the 
Company level.  This would be necessary to apply different jobs, departments, rates, etc. to each record. 
 

 
 

 
 
The “Check” (Chk) column allows you to create multiple pay checks (or direct deposit stubs) for an employee.  For example, 
if the employee wants his/her vacation pay on a separate check, you can change the Chk number from “1” to “2”. 

 
 
The Hours/Amounts column allows you to enter the number of hours that you want to pay an employee.  Enter the gross 
pay amount for dollar-based pay types such as tips, bonus, or commission (these should be set up with a $0 wage in the 
employee’s setup).  Note: The system will enter $1 into the override column for you.  Please leave this there.  
 
Note: Communicate with your payroll specialist the preferred way to enter salary pay data.  If the salary pay type’s wage 
is set to zero or $1, you will most likely enter the dollar amount earned for the pay period.  If the wage is set to an hourly 
rate, you would most likely enter the number of hours to be paid (not necessarily the hours worked). If you need to track 
the number of hours worked independently of the pay amount, you would most likely have 2 salary pay types.  One with 
the pay rate and 0 hours per unit and a second that has 0 pay rate and 1 hour per unit. 
 

 
 
The “Location” and “Department” columns will be set to the employee’s settings from Employee Setup.  These can be 
edited by clicking on the field, then making a selection from the drop-down menu that comes up. 
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The red “-“ button on the far right of each record allows you to delete the pay type (record) from this paycheck.  You can 
also enter zero in the amounts field rather than deleting the record.  Note: Records may return with the next payroll’s 
entry if they are set in the employee’s recurring entry setup at the bureau. 
 

 
 
 
 
 
 
 
The “Search” box will allow you to quickly find a specific employee or pay type in the pay grid.  Delete the data or press 
the Clear Button to return the grid to showing all employees.   
 

 
 
 
Use the “Previous” and “Next” buttons at the top or bottom of the screen to change the page and enter payroll for all 
employees.  If you have more than 1 page you can also move through the grid by pressing the page number button or 
use the drop down box to show > 25 entries.  Please note that the last person on the page could have more pay options 
on the next page. 
 
 

 
 
If you have multiple pages, click the SAVE button before moving to the next page.   
 
 
View Totals 
Click the “View Totals” icon to verify that the payroll entry is correct.  
 



Last Updated 11/19/2021   Page 6 of 9  
 

 
 
Click on a “Pay Type” in the top-left block and its details will be shown in the “Totals Details” block on the right.  The 
middle block on the left will give you totals by location, department, division, or job (select which of these you wish to see 
from the list there).   
 

 
 
Note: Dollar based pay types such as Bonus will show 0 units in the Totals Details box.  That is expected.   
 

 
 
Once you have verified that the totals are correct (or to return to the pay grid to make changes), click the “Save/Back to 
Menu” button on the top-right to return to the Payroll menu. 
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Submit 
Click the “Submit” icon to send the payroll to the payroll specialist. 
 

 
 
Verify that the information (company through total employees) is correct.  Enter comments for the payroll specialist 
regarding the payroll if desired.   Click the “Submit” button to submit the payroll or the “Cancel” button to exit the screen 
and make changes.   
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You should then get the following message window while you wait for the payroll to be processed in the Command 
Center. 
 

 
 
 
 
 
You will get an email once the payroll has been processed and reports are available for them to view online.  Once they 
get that email, they can go to the “Payroll, Reports” screen to see the report and any notes that accompany it.  
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