Manager Enhanced Functionality Guide

»" PrestigePRO

1. To access the Prestige Manager Portal, you must first
log into your PrestigePRO account at

, e —
https://pea.prismhr.com

If you have forgotten your password, please click on the [ signin |
“Forgot your password?” link.

Forgot your password?
PRESTIGE EMPLOYEE ADMINISTRATORS

2. After logging into PrestigePRO, use the Search Bar and type “Manager.”

£* PrestigePRO @ det S ~d * |Manager Q =

a
My Company My Employees My Payrolls Reports Favorites Messages  Approvals  Profile
. - ; m e =
Company / Dashboard / Home Company: (00101) Prestige DEMO Client e = .
My Favorites My Support Team
Client Allocation Report D .
Director of Quality Management & Softy A Associate Director of Sales Enablement
Employee Change Rep } | Jordan Blake - Alex Carter
Employee Confirm: ta \ (555) 214-6789 2 (555) 214-6987
g - @5’ iblake@prestigepeo.com acarter@prestigepeo.com

Benefits Specialist 3 Compliance Administrator
Taylor Reeves 5 Riley Dawson

\ (555) 623-9074 \ (555) 376-8290
treeves@prestigepeo.com rdawson@prestigepeo.com

VP of Sales Manager of Implementation
Tim Adams 2 Jason Smith
(555) 214-6789 (555) 214-0189
tadams@prestigepeo.com ‘ jsmith@prestigepeo.com
Workflow Maintenance v
Recent Payrolls My Employees
Payroll Description Pay Date Employee Name Ext Work Mobile Work Email

3. Select “Prestige Manager Portal” when it appears and follow the prompt.

[Managed Q I

Prestige Manager Portal
System > Action
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https://pea.prismhr.com/pea/

Dashboard Features

From the dashboard, you can do the following:
1.

© © N o

Multi-step (allows you to complete a Type
change, Position change, and Pay Rate
change one after the other without having
to click on each menu item)

Employment Type Change
(Full-time/Part-time)

Position Change
Pay Rate Change

Employee Summary
(overview of employee)

Employee Termination
Employee LOA
Employee Return From LOA

Position Groupings (organize your
positions by department)

= .* PrestigePEO

HR ACTIONS

o @ Multi-step Welcome to the new Prestige

o

Z» Employment Type Changes

6 B Position Changes

Pay Rate Changes

B B

Employee Summary

2 Employee Terminations

0000

X Employee LOA

0 ) Employee Return From LOA

CONFIGURATION

e £} Position Groupings

To complete any process, select the employee from the drop-down menu at the top of your screen.

00101 - Prestige DEMO Client

Select an employee

Active Employees

- >

Paisley Plant - B88250
Melissa Tester - D95692
CaWage-E15302

Dave Mattews - F80670

Santa Claus - G90679
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Multi-step

The multi-step menu item will guide you through the same screens as outlined below. Starting with
Employment Type Changes through Pay Rate Changes.

Employment Type Changes

1. Select your employee from the drop-down menu at the top of your screen.
2. Under the Status Type Change box, choose the following:

a. New Employment Status
b. New Employment Type

3. Inthe box adjacent to the Status Type Change box, update the New Standard Hours and New Default

T/S Hours as necessary.

N o o s

Click Save Employee.

If the Benefit Group is changing, choose the New Benefits Group.
Select the Status/Type Date (the default date will be the current date).
Select the Reason from the drop-down menu.

Selected Employee:

Status Type Change

Current Employment Status
Current Employment Type 9

New Employment Status

New Employment Type

Optional: Select anew benefits group

Current Benefits Group

MNew Benefits Group

o

Employment History.
Effective Date

2024-11-21

00101 - Prestige DEMO Client

ACTIVE-A

Full Time

OWNERS - BENEFITS

Select Benefits Group

Employee Status

ACTIVE-A

CaWage-E15302 v/

Optional: Only enter new hours f applicable.

Current Standard Hours
Current Default /S Hours
New Standard Hours

New Default /S Hours

Select a date and reason

Status/Type Date

Reason

Employee Type

Full Time

(6]

o-@

Jennifer Jackson

CaWage

(3]

e 03/31/2025 (=]

Select Reason

Reason

8. You will receive a pop-up message asking you to confirm the changes.

Confirmation X

A Are you sure the information above is accurate and you want to proceed?

B2

9. After confirming, you will receive a message that the changes have been made.

Save Employee

Employment Type saved successfully.

Benefit Group saved successfully.
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Position Change

1. Select your employee from the drop-down menu at the top of your screen.

2. Select the new position from the drop-down menu.

3. Choose the Effective Date (the default date will be the current date).
4. Select the reason for the position change.

5. Click Save Employee.

postion Crange Newposion e S —
Current Employment Status (ETINE: 5
N Effective Date 6 03/31/2025 (&)
Select Ressor

Current Employment Type

Position History.
Effective Date Position
2024-11-21 Clerica! (8810N5) Non-Exempt

20250205 Test (8810E5) Exempt

O e=n

6. You will receive a pop-up message asking you to confirm the changes.

Confirmation X

A Are you sure the information above is accurate and you want to proceed?

=)

7. After confirming, you will receive a message that the change has been made.

Save Employee

Employee position saved successfully.
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Pay Rate Change

Enter the new pay rate.
Select the Pay Rate Period.

© N o g bk N =

Click Save Employee.

Select your employee from the drop-down menu at the top of your screen.

Update the Standard Hours if necessary.
Choose the Pay Method if that is changing.

Select the reason for the pay rate change.

Enter the Effective Date of the change (the default date will be the current date).

Selected Employee:

Current Pay Detsils
Current Employment Status
Current Employment Type
Current Pay Period

Current Standard Hours
Current Pay Rate

Current Annualized Pay

Pay Rate History.

Effective Date Rate of Pay

2024-11-21 20.0000

00101 - Prestige DEMO Client CaWage-E15302

New Pay Details

ACTIVE-A New Pay Rate $2000
New Standard Hours
Pay Method
Effective Date
Reason
Per Annual Pay Std Hours Change Percent

H 4160000

0=

CaWage

40,00

Hourly

e 03/31/2025 (=]

Select Reason

Change Amount

9. You will receive a pop-up message asking you to confirm the changes.

Confirmation

X

A Are you sure the information above is accurate and you want to proceed?

==

10. After confirming, you will receive a message that the change has been made.

Employee pay rate saved successfully.

Employee pay method saved successfully.
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Employee Summary

The Employee Summary will display an overview of the employee’s information. Make sure to select your
employee at the top of the page.

00101 - Prestige DEMO Client Ca'Wage-E15302 ko3 Jernifer Jackson
Selected Employee: CaWage
Employment Status Employment Type Effective Date
ACTIVE-A Part Time 2025-03-31
Annual Pay Rate Pay Method Effective Date
414£00.00 Hourly 2025-03-31
Benefit Group Effective Date
TEST 2025-03-31
Position Effective Date
Safety Alarm Technician (7605E1-2) Exempt 2025-03-31
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Employee Terminations
Select your employee from the drop-down menu at the top of your screen.
Choose the Termination Status Code.
Choose the reason for the termination.

Enter the Termination Date (the default date will be the current date).

1

2

3

4

5. Select if the employee is Ok to Rehire.

6. Choose Yes or No to turn off ACH.

7. Enter the Last Day Worked and Provider Notified On dates (the default date will be the current date).
8. Enter an explanation for the termination.

9. If the employee has PTO, you can decide whether to include those PTO hours in the payroll.

1

0. Click Terminate Employee.

00101 - Prestigs DEMO Client CaWage- E15302 o Jannifer Jackson o

Solocted Employes: CaWage

Emcloree T OktoRetive e J—
Current Position Suiaty Al Tachnicn -FLARWTECH I ACH, Turn Off ACH? Ho
Current Employment Status ACTIVE: A

Current Employmant Typa Part Time Last Day Worked 03/31/2025 5]
Termination Status Code 5 Term Status i
elect Term Stat J Provider Notified On 03312025 =]
Ressan Seloct Reas
ect R Termination Explanation
Termination Date o 03/31/2025 a

Unpaid PTO Payout

PTO Reglster Type Register Description Auallable Hours ‘Add hours to current payrell?

Employment History

Effective Date Employee Status Employee Type Reason

(1O v

11. You will receive a pop-up message asking you to confirm the changes.

Confirmation X

A Are you sure the information above is accurate and you want to proceed?

N

12. After confirming, you will receive a message that the change has been made.

Selected Employee: CaWage

Employee Termination Please selct an active employee.
Current Position

Current Employment Status

Current Employment Type

Employee terminated successfully.
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Employee LOA

Use the Employee LOA menu item to put an employee on a Leave of Absence.

Select your employee from the drop-down menu at the top of your screen.

Choose the Leave Employment Status.

Enter the Effective Date for the LOA (the default date will be the current date).

Enter the Reason for the LOA.

Enter the Planned Return From Leave Date (the default date will be the current date).
Click Save Employee.

o gk w2

00101 - Prestige DEMO Client Melissa Tester - D95692 £ Jenifer Jackson

Selected Employee: Melissa Tester

e of Absen
Leave of Absence Leave Employment Status Selact lnave status

Current Employment Status

Effective Date r— a
CurrentEmployment Type

o0

[ 6 Y sveirve

7. You will receive a pop-up message asking you to confirm the changes.

Confirmation X

A Are you sure the information above is accurate and you want to proceed?

(==

8. After confirming, you will receive a message that the change has been made.

Leave of Absence
Current Employment Status Leave of Absence - L
Current Employment Type Leave of Absence

Employee updated successfully.
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Employee Returning From LOA

Use the Employee Return From LOA menu item when an employee is returning from a Leave of Absence.

1. Select your employee from the drop-down menu at the top of your screen.
2. Choose the Reactivated Employment Status.
3. Choose the Reactivated Employment Type.
4. Enter the Reactivation Date.
5. Select the Reason for the Reactivation.
6. Click Save Employee.
00101 - Prestige DEMO Client Frank Jones - LO2412 o 0 Jennifer Jackson
Selected Employee: Frank Jones
Leave of Absence Reactivated Employment Status ACTIVE-A
Current Employment Status Reactivated Employment Type
Current Employment Type Full Time
(6

7. You will receive a pop-up message asking you to confirm the changes.

Confirmation X

A Are you sure the information above is accurate and you want to proceed?

N

8. After confirming, you will receive a message that the change has been made.

Selected Employee: Frank Jones

Leave of Absence

Current Employment Status

Current Employment Type

Employee reactivated successfully.
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Position Groupings
Position Groupings allow you to organize your positions by department if you use departments.
1. Answer Yes to the question if you want to organize your positions by department, if you use departments.

Would youlike to organize your positions by department? o

2. Choose the Reactivated Employment Status.
3. Choose the Reactivated Employment Type.
4. Click Save.

Sales (Exempt) (FLSA Exempt: Y - Class: 8810E4) 9 Management

Shipping Receiving (FLSA Exempt: Y - Class: 8810E5)

Sales pt) (FLSA Exempt: N - Class: a
Officers

Test (FLSA Exempt: Y - Class: 8810E5) Management
Waiter (FLSA Exempt: N - Class: 9071N9) Test
Travelling Staff

Supervisors

O= :

5. You will receive a confirmation email in green confirming the changes were made.

Job mappings saved successfully.

6. To remove the mappings, click Clear Config.

Clear Config

Job mappings saved successfully.

7. You will receive a message in green that the Job mappings were cleared.

Job mappings cleared.
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