TO DO’S at Customer site for WEBCHECK:
1. Set Corporate Profile #109 –Uses WEBCHECK to Y
2. Set General Profile
#94- Uses WEBCHECK to Y
3. Add email addresses for all employees via a Webcheck menu option (to be created)

4. Use WebCheck menu option to flag all direct deposit employees to Y to print the direct deposit documents for the initial test.  

5. Enter the First Option assigned customer# in menu option #3 - Update Customer Code, on WebCheck menu.

6. Transmit all employee information to First Option via menu option #1 -First-Time Transmit Employee Info to FOI, on WebCheck menu.

7. Once User IDs and passwords have been received back from First Option, they are stored in WEBCH00003 and can be listed via a WebCheck menu option (to be created).  These must be distributed to employees along with the web address. 

8. Create a payroll run and post.  All checks and direct deposit documents are automatically sent to First Option.  Users should verify that their documents are accessible and report back if there are problems.  
9. Use same WebCheck menu option as in step #4 to set the Print Y/N flag to N for all direct deposit employees.  If some employees still want/need a copy of the document, use same WebCheck menu option as in step #3 to override the N setting to a Y.

10. As employee master file changes are made that affect WebCheck (name or email address changes), use WebCheck menu option #2 - Ongoing Transmit Employee Info to FOI, to send those changes to First Option.

TO DO’S for DAPREX for WEBCHECK Menu:

1.  Add a menu option to update employee email addresses and the Print

          Direct Deposit Y/N flag.  Options to sort by employee name or #.

2. Add a menu option to print a listing of the email addresses and Print Direct Deposit Y/N flag.
3. Add a menu option to change all direct deposit employees to ‘Y’ or ‘N’ for Print Direct Deposit.  This will be used for testing purposes set to ‘Y’ and then all will be changed to ‘N’ w/override at the employee level via new menu option in #1 above.
4. Add a menu option to print separate ‘instruction sheet’ with web address, user ID and password for each employee. ** 

5. Add a menu option to allow inquiry on employee name,# and userid . one page per employee with 

**To be included in Instruction Sheet

Employee name and number

User ID and Password

WebCheck   Address

How to use
