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1. Payroll Analysis         Date Completed:
☐ Review source documents and schedule meeting with client to go over payroll needs
2. New Client Wizard    Date Completed:
☐ Add Company Taxes/Work Locations
☐ Add Legal Services 
☐ Add Company Bank Account 
☐ Add Client Contact 
☐ Add Pay Group 
☐ Add Earnings/Deductions/Memos 
☐ Add Benefit Types 
☐ Add Billing 
☐ Add Delivery Package
3. Legal Services           Date Completed:
☐ Review and enable any additional services
4. Legal Company         Date Completed: 
☐ Review and add Account Reps 
 Remain in Conversion Status until implementation is complete and client is ready to start
5. Bank Account            Date Completed:
☐ Check Bank Verification/Load Signature & Logo if applicable
☐ Add any additional bank accounts if applicable
6. Pay Group/Check Options   Date Completed: 
☐ Assign yourself as the payroll processor
☐ Review Pay Date Options and Period End Date Options
☐ Review and update Check options
☐ Review Impound Bank Accounts
7. Earnings/Deductions/Memos   Date Completed:
☐ Setup earnings, deductions, and memos that apply for that client
☐ Schedule Overrides
☐ Other Options
☐ Calculation Parameters
8. Deferred Comp         Date Completed: 
☐ If setting up as deductions, set up Company Match and verify Options are set to Auto Enroll All Employees
☐ If setting up as a benefit, complete all tabs including options, participation requirements and plan eligibility along with Company Match
9. Setup Billing             Date Completed:
☐ Verify and add all billing items
☐ Verify and add all one-time billing items
10.  Organization Fields/Tables    Date Completed: 
☐ Add Codes and Descriptions under Organization Tables
☐ If applicable, setup Organization Groups
11.  Work Locations        Date Completed:
☐ Review and add any additional work locations
☐ If using isolved Time, add Minimum Wage Rule and Time Zone
☐ Put the address in the address finder to confirm geocodes
12.  Tax Maintenance      Date Completed:
☐ Review all jurisdictions are added and if not, add under Add Work Location or Add State/Local Taxes (voluntary taxes)
☐ Update Tax Status if applicable
☐ Add any missing Tax ID numbers if available
☐ Confirm Tax Rates
13.  Audit Client Shell      Date Completed:
☐ Have designated IS audit the client shell 
14.  Self-Service Roles     Date Completed:
☐ Add roles per ESS Configuration forms to all Legal Companies
☐ Add Report Groups if applicable
☐ Restrict fields for managers or supervisors
☐ Activate Electronic consent or Year End Tax Forms Electronic Consent if applicable
☐ Review access levels for Employee Documents
15.  Workflow                    Date Completed:
☐ If applicable, add any workflows (approval or notification process) required by client
☐ Add Client User Groups
☐ Add Email Templates
☐ Add Workflow Routes
☐ Add Workflow Transactions
☐ If applicable, add Client User Group to Client User
16.  Workers Comp           Date Completed:
☐ Add codes & rates per state 
 This part is taken care of by our tax team as they handle BWC.  It will be completed when the client is sent up for a tax audit.
17.  Accrual Plan              Date Completed:
☐ Set up Accrual Types & Plans
☐ Add Eligibility Rules 
 If using isolved Time, process will be slightly different.
18.  Tables                         Date Completed:
☐ Add or update per client’s needs: 
 Change Reasons 
 Employment Categories 
 Employment Status 
 Termination Reasons
19.  Misc Fields/Data Sets     Date Completed:
☐ Add any applicable to setup
20.  Jobs                             Date Completed: 
☐ Add job codes and titles
☐ If applicable, add Job Group, Salary Grade, EEO Category and FLSA Exempt Status
☐ Add any special indicators per Job Code
☐ If applicable, select manages or supervises others if the client intends on utilizing assigned managers and supervisors.
21.  Add Manager/Supervisor    Date Completed:
☐ Decision on where to add Manager/Supervisor roles: 
 Client Management/Jobs 
 Employee Management/Jobs 
 Organization Manager/Supervisor
☐ Add manager/supervisor to employees
22.  Benefit Plans             Date Completed:
· See Benefit Checklist
☐ Add Benefit Types
☐ Add Benefit Plans
23.  Isolved Time              Date Completed:
· See Time Checklist
☐ Setup isolved Time
24.  Employee Data          Date Completed:
☐ Key or import all employee data using the “Employee” import type
25.  Employee Pay Items    Date Completed:
☐ Key or import deductions, earnings, memos, and benefits (where applicable)
26.  Employee Direct Deposit    Date Completed:
☐ Key or import using “Direct Deposit” import type
27.  Employee Management Training     Date Completed:
☐ Schedule and complete with client 
28.  Garnishments              Date Completed:
☐ Add Garnishments per employee
☐ Add Garnishment types
☐ Add Calculations per garnishment
☐ Add Third Party payment if applicable
29.  Employee Self-Service    Date Completed:
☐ Key or import email address for employees
☐ Activate Self-Service on the General screen for all employees
30.  Import Prior Quarters YTD     Date Completed:
☐ Import prior quarter figures against using Prior Balance import type
☐ Balance figures imported to source documents from prior service (tax returns, payroll reports)
☐ Review Conversion reports for figures in isolved based on your import
☐ Once reviewed and balanced, process payroll and commit prior balances to the system
31.  Submit to Tax- Prior Qtr. Tax Returns     Date Completed:
☐ Submit to our tax team for a tax audit
32.  Employee Workers Comp       Date Completed:
· Once the client comes back from the tax audit and tax has completed the BWC setup complete this step if tax didn’t assign the workers comp codes by default on the legal company.
☐ Assign workers comp codes to all employees
33.  Audit Client                    Date Completed:
☐ Have designated IS audit the client and employee setup
34.  General Ledger             Date Completed:
☐ If applicable, add GL account numbers to the Labor Table, add Labor GL Rules
35.  Payroll Training             Date Completed:
☐ Schedule and complete with client
36.  Data Verification           Date Completed: 
☐ Client to verify information entered by reviewing the: 
 Client Profile Report
37.  Parallel Payroll             Date Completed:
☐ enter figures to compare against previous service. Use Preview Payroll to generate reports and verify accuracy
· Remember to delete the figures prior to processing the first payroll
38.  Process Payroll            Date Completed:
☐ Assist client with first payroll, review Payroll Reports
39.  Complete add on services     Date Completed:
☐ If client has onboarding, offboarding, geofencing, etc complete the setup of all add on’s.
40.  Additional Training      Date Completed:
☐ Schedule and complete all additional trainings with the client
41.  Process Second Payroll      Date Completed:
☐ Assist client with second payroll run
42.  Process third, fourth, and fifth payroll if applicable    Date Completed:
☐ Support the client if needed in processing the remaining three payroll runs
43.  Ready for Transition to Payroll    Date Completed:
☐ Meet with Payroll Specialist to discuss any services or special instructions or notes for the client
☐ Meet with Client and Payroll Specialist to complete the transfer process
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