PAYROLL

Large company capabilities with small business
standards, values and personalization.




WE ARE WHAT YOU HAVE BEEN SEARCHING FOR

There are many services that we provide to make your payroll experience as smooth
and streamline as possible. We are here to provide a professional, precise and
personalized payroll experience.

Here at X-Act we want you, as a
business owner, to stay focused
on what you do best by letting us
do what we do best — Payroll. For
over 40 years, X-Act has been
delivering fast, accurate,
personalized payroll and tax
services for clients all over the
Bay Area and beyond.

We understand the specific wants and
needs of small businesses and are
prepared to deliver live, one-on-one
service at all times. Running a small
business is stressful enough; relieve
your stress by letting us take care of
you. We've worked with a diverse
customer base and we are prepared to
help you! Contact us today to see how
we can help you streamline your
payroll, so you can focus on your

business.



Welcome to X-Act

Welcome to Payroll by X-Act
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QUICK AND EASY PAYROLL — TAILORED TO YOUR NEEDS

We are X-act Computer Service, Inc. a small business providing one on one personal
service to small business. What do we do? We do payroll. We are located in Sunnyvale
and have been serving the small business community for over 40 years. We have built
our client base over the years by referrals from our clients to others about our service.
Our clients range in size from one check once a year to over one hundred checks each
week. Some of our clients have been processing their payrolls with us since we started
processing payrolls in 1976. Our goal is to serve our clients with fast, accurate,
personalized payroll service. We pride ourselves on customer service and doing
whatever it takes to keep our clients happy.

Big company tech — with
small business values

X-Act strives to maintain our personalized

service and close relationships with each
client. In this tech age with the constantly
improving computers, electronics and

programs, the “one size fits all” approach

is no longer applicable for payroll. With
this we have expanded and have

intergraded a complex, complementary
program into our everyday processing.
This sophisticated program allows fully

personalized options of payroll processing

for each company.

If ever there is a need for a payroll service that can provide you with the personal one
on one service we can provide, please keep us in mind.
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X-ACT HAS OPTIONS IN PROCESSING PAYROLL
INCLUDING 100% PAPERLESS PAYROLL

Go green and clutter free!
No more need for:
*  Bulky binders/folders
* Keeping large file
cabinets around
DIGITAL © PHYSICAL WA
_ . aiting for payroll to
arrive/time delays
e “Accidently” shredding
needed paperwork
* Losing papers

Options for digital and/or
paperless payroll:
*  Payroll reports
*  Check stubs
* Quarterly returns
* W-2's
* 1099’s
*  Employee data
* Over 300 options for
reports.
*  Multiple companies
can be found under
your login

YOUR PAYROLL

Our software features all the same programming as the larger payroll processors out
there; what sets us apart is our ability to maintain the one on one customer service
you get with a small company. Our multi-tiered program allows different levels of
access, depending on your payroll needs. Some clients want 100% control of all facets
of the payroll and how it is processed. Some companies may want a fully automatic
payroll where it is run without any actions taken by the company at all. X-Act allows
your payroll to be completely tailored to your needs. Options for payroll can be:

e Fully paperless payroll, online access, personal company portals, online checks, direct deposit,
printed signatures on checks, printed reports and checks, quarterly returns, year-end returns,
out of state reporting, 1099’s, CPA or bookkeepers online access, and more. Possibilities for
personalized payroll are unlimited.
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JOHN WANNINGER LAURAL WANNINGER 408.245.4787
C.E.O PRESIDENT INFO@X-ACT.NET

ﬁzzf_?

OWNERS OF PAYROLL BY X-ACT

Owning and operating Payroll by X-Act Computer Service, they have been married
for 41 years and have worked side by side every day. X-Act is a family owned
business where both of John and Laural's daughters work as well. Being a tight knit
office family they want to treat their clients the same way. John and Laural both
strongly believe in creating a one on one relationship with each client, provide
them with excellent, personalized service.

Company Information

PAYROLL BY X-ACT

HOURS OF OPERATION AND INFO COMPUTER SERVICE INC

Normal business hours are Monday —Friday.

8am -4pm
1270 LAWRENCE STATION RD. SUITE |

Office is closed weekends and holidays, for our SUNNYVALE, CALIF. 94089

holiday schedule please refer to our website.
PH. 408.245.4787

Please note that throughout the year there may be a flier within

your payroll, this will have important information on it — please FX. 408.733.8111
read over these carefully. We also send out emails via constant ' ' '
contact, these will also have important information and sometimes WWW.X-ACT.CO

questionnaires, please read these as well. If you are to have any
questions please feel free to contact us at any time.


http://www.x-act.co/
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Payroll Clients

CLIENTS AND REFERRALS

X-Act gets 99% of our clients through referrals — as a small business we do not have
the funds for expensive advertising, so with incentives given to the refer-ers, we
count on those to build our business. Unlike large payroll services, we treat each
client with the same respect and care. Regardless if you are a single person
processing once a year or a company of 150 employees weekly, our prices are set
equally across the board. Please ask us about our current incentive and referral
program. We believe that when you help us, we will return that favor and help you
right back.

WHO DOES X-ACT TAILOR TO

Of the near 450 clients X-Act has, you Storage Facility | o509
. . . . Security » 0.50%
Canseea majorlty are Wlthm the Schools: Daycare, Preschool,... | 4%
health and medical field. X-Act is Retail: Stores - Books, Shoes,... 6%
. i Realty: Realtors, Property... 4%
always looking to expand our client Pool Services | o 505
list. We provide payroll for an array of ONEF s 1%
Non Profit |, 0.50%
companies, as seen to the right. Medical: Doctors, Dentists,... 2%
[ VIV S 5%
Nearly 94% of X-Acts client list is right Janioral 1%
) nsurance L. qo
here in the Bay Area, but we do Food: Bars, Restaurants, Winery | 49
rocess for multiple counties in Fabrications 1ron, PIaStic, w35
p P Design: Architects, Interior, ... . 39
California and currently 12 different CPA & Bookkeepers  hu.. 59
) Consulting/Advisors: BUSINESS, .. s 594
States, bemg: Computers: Engineers, IT,... s 5%
Churches | 1%
- California, Oregon, Washington, Caretakers: Elderly Home, IN... b 594
Nevada, Arizona, Colorado, Texas, Building: Painting, Floors,... 11%
. Auto: Parts, Repair |.... 2%
Tennessee, Kentucky, Pennsylvania, Animals : Vets, GroOMINg w39
New York and Connecticut. 0% 5% 10% 15% 20% 25%
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CALIFORNIA CLIENTS

Form Shasta to San Diego counties, X-Act provide payroll processing across the state
of California. We want to help all of California with their payroll needs.

94% of X-Act’s clients are in the
Bay Area

» East Bay 7%

» North Bay 3%

» Peninsula 17%

P San Francisco 5%

» Santa Cruz 6%

» South Bay 56%

WHY RUN PAYROLL WITH X-ACT

What is your time worth?
How can you better use your time?

How many hours in a week or month do you spend working on payroll?

When it comes to payroll, let us do what we do best...Payroll, this can leave you to
focus on what you do best — run your business! People can get tangled up in things
like: processing child support or garnishment checks correctly, updating tax tables
each year, following state mandated laws on check stub regulations, CA sick law
requirements and more. Allow yourself to leave all these questions to X-Act.



Sample




Dual Platform Processing

X-Act has the unique opportunity to
process payrolls through a multi-
faceted platform, providing purely
personalized and tailored processing
for each client.

X-Act simultaneously process from two separate
and inherently different payroll programs, offering
different options to the client. Some companies
want the bells and whistles of online, paperless
and portals. While other companies want a
simplistic and streamline payroll provided by our
flagship program. Regardless the program you use,
you will receive:

e Continuous support — unlike larger payroll
companies, you will get live one-to-one
customer service to answer any questions
that may arise.

e No contracts to sign, X-Act will not lock you
into any sort of contract for using our
services.

e No charge for paper, all our charges are built
into our processing fee — so there are no
surprise charges for paper or check stock

! Payroll by X-Act

- —

Classic Payroll

A.P.E.X Package
Package

"Advanced Payroll
Execution for X-Act"

Integrated in 2017

Developed and
utilized since 1976

J

- A.P.E.X. Payroll Anywhere —

With this upgraded program, you can
enter your payroll anywhere from any

device. No more worries about how or
when to process your payroll.
Our system is compatible with your
Apple, Android, Pc and mobile devices,
including phones and tablets.

Processing through our A.P.E.X program you will be
able to have more options, on top of all our
standard processing. Such upgrades include:

e Time Clocks — there can be seamless
integration of your employees’ time cards
into our system — eliminating stress of
calculating hours, breaks and time off

e Reporting —import the general Ledger
directly into QuickBooks

e On-the-Go payroll processing from your
office, with options to print checks in your
office.

e Employee Information — you can input your
employee information at any time and upload
documents for easy record keeping — no
more need for multiple folders or file
cabinets. All your employees’ information can

be in one location.
e Taxes and Impounding money, X-Act can now

impound your payroll and taxes in one
transaction, if you would like us to.

e Benefits —a cloud based platform providing
all-in-one benefit solutions
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Payroll Services

DIRECT DEPOSIT

Direct deposit is offered as an extra service with X-Act. In order to use direct deposit specific paperwork must be
filled out, these can be found under “FORMS” on our website. This service also takes extra time in order to move
the cleared funds for your employees. Please call us for more information.

ONLINE REPORTS

An additional service is the uploading of your payroll reports to a confidential, password locked website. These then
can be opened for yourself or for example, we can set up your accountant with access.

PRE-SIGNED CHECKS

X-Act has the ability to scan you signature into our system, then print them onto your checks. This is a separate
service, done in multiple steps for security purposes. Once your checks are printed, they are taken to a separate
system to print the signature on them. Once printed, we can send you the checks we seal them in envelopes and we
can send them to you or mail them directly to your employees — call for pricing.

AUTOMATIC PAYROLL PROCESSING

For payrolls that rarely change, we can set you up as an automatic payroll and run your payroll without you having
to lift a finger. We will process it and send it out a few days before you need to have it.

ELECTRONIC TAX PROCESSING

Unlike other payroll services, X-Act will not impound your money. We will draw your taxes when they are due,
electronically submitting them. This allows you to use your money and your interest. X-Act never makes money on
your money!

SICK AND VACATION REPORTS
As of July of 2015, California enforced a 3 day paid sick time for each employee, and it is mandatory for employers
to keep records of this sick time, we can also track your vacation as well to keep it simple

COPIES OF REPORTS TO ACCOUNTANTS AND BOOKKEEPERS

With every payroll you run we can keep a copy of your reports and send them straight to your accountant each
month, or as needed — ask us how we can tailor your payroll to fit all your business needs.

EMPLOYER PORTALS

Each company can have access to a secure, personal website that allows the employer to have access to all the
company information, reports, checks, returns and W-2’s. This function can also be used to submit payroll and
even process payroll in your own office. Here you will be able to make changes to employee information, reprint old
reports, and enter your own payroll and more.



PAGE 9

EMPLOYEE PORTALS
Along with access by the employer — each employee can have their own access to their information, old check stubs
and more. If requested, we could set up each employee to report their own hours and payroll as they go.

CPA/BOOKKEEPER PORTALS

Are you a CPA or Bookkeeper with multiple companies that run payroll with X-Act? We could set up a review only
portal that allows X-Act to build a website that allows access to reports for multiple companies with one access
point and ID so a CPA or Bookkeeper can log in and view all their clients without having multiple accounts and

passwords.

TIME CLOCKS AND REPORTING PAYROLL

Our program can integrate with different types of timeclocks and software — please ask us which timeclock will
provide you with the information best suited for your needs.

WORKER COMPENSATION

X-Act has teamed with multiple workers compensation companies that will work with you to get you, not only the
best rates, but can process all the necessary paperwork for any audits you may have. Along with processing the
information, Auditors can come directly to our office to perform any audits in house they may need to do.

CHECKS AND REPORTS

X-Act can process, package and ship your entire payroll to you each time, but for any reason there is a need to print
a check or checks in house, X-Act can process the information and send you the digital check for you to print in your

office.

WE AT X-ACT LOOK FORWARD TO DOING BUSINESS WITH YOU. WE
STRIVE TO CREATE A PERSONALIZED RELATIONSHIP WITH EACH OF
OUR CLIENTS AND MAKE THEIR PAYROLL RUN AS SMOOTHLY AS
POSSIBLE. OUR PAYROLL CAPABILITIES ARE EQUAL TO ANY LARGE
PAYROLL SERVICE, BUT OUR CUSTOMER SERVICE IS WHAT SETS US
ABOVE THE REST.
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Classic Payroll Sample

CLASSIC PAYROLL PACKAGE

X-Act’s ability to run two dual programs allow varying levels of processing capabilities. As
stated earlier, we come across many levels of processing needs from client to client.
Some business owners want nothing more than simplistic reports and paper checks.
While others want more streamline reports. We often see this package is suitable for less
tech savvy employers, but with this program we can still customize it to allow for minimal
online access and extras of that nature. Even with this basic package, customization can
give you all the access that is needed.

The following sample reports include:

e Employee Check e Additional Reports
e Vacation & Sick
e |nvoice
e Employee List
* Input e Certified Payroll
e Compensation register e Deduction Register

ADDITIONAL PERSONALIZATION, EVEN ON THE ORGINAL PROGRAM

Even though X-Acts original program does not have all the extra features of our upgraded
system, we can still offer each client “online” capabilities and services. X-Act does have a
website specifically for the downloading of the basic reports as a PDF file from the payroll
package the client would receive. We also can scan and email each payroll to the client
after each run to processed. Options are literally endless when it comes to processing
with X-Act. We continue to strive for fully tailored payroll to each company’s needs, this
goes beyond payroll processing with our ability to additionally send paperwork to

bookkeepers and CPA’s as well.



Classic Payroll Check

EMPLOYEES CHECKS AND STATE REGUALTIONS
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X-Act’s check stubs for either program show all the information that is legally needed for

the employees. The State of California has many requirements when it comes to
information on the check stubs, as you can see there are 9 main categories that are
reflected on every pay check stub your employees receive.

HOURS RATE GROSS 1. Gross wages
REG  80.00 22.500 1800, 00 3
@)<% or 30 33i7a 101,25 1(%) 2. Total hours worked
VAC 6.00 22.500 135,00 1 .
3. All deductions
4. Net wages
This section even breakdown 5. Pay periods
extra deductions if an employee 6. Employee
has them. These could be one . o .
: ) identification number
time deductions such as
Advance pay backs, or or last 4 numbers of
reoccurring ones like Medical their SSN
or 401K
7. Company name and
address
8. Applicable hourly rates
9. Available sick time

0.G0 3

. IET PAY .
GORS 0. 1.9% X-Act goes further with
FED W/H 0. i - .
ADV EIC 0. PERIOD BEG: 8/08/1%2 i i i
ROA Y O 852151915(@ the information that is
§DI 0.00| CHECK DATE: 8/23/13 ;
STATS W/ o ) available for the
MLE/LDG 0. BASIC RATE: 22.500/HR :
REP TIPS ©.00| MARTTAL 5T: 8- 3 8- 3 CA employees with each pay
OTHER DED 0.
VAC PAY .00/ 'VAC AVAIL HRS : 29.58 check stub. We are able to
SICK PAY SICK AVAIL HRS: 2.87

track, pto or vacation,
show current and year-to-

64571 PARK WAY UNIT 453

SUNRYVALE, CA 99599
DETAGH STUD BEPORE DEPOSITING CHECK

1234 BOUTH 18T STREET BTE 321
SAN FRANCIBCO, CA 12345

YOUR COMPANY NAME
1234 SCUTH 15T STREET STE 321
SAN FRANCISCO, CA 12345

wm  B8/23/19

PAY ****1634 DOLLARS AND 99 CENTS

.4

PETER JONES
64571 PARK WAY UNIT 453
SINNYVALE, CA 999539

G CURE FEATURES INGLUDE + MICRE

YOO FER

*OOM002" N59995559548%

WARNING - THIS CHECK 1S PROTECTED BY SPECIAL SECURITY FEATURES -

SEE BACK

CHECK NO 1002

BANK OF AMERICA

30-5555/5959

$ *x*1634

.99

NVOID F KOT CASHED N § MONTHS

URE PANTOOHAPH » ENDONSEMENT BACKER

CEEEEEEEEET

date wage information,
print the employees tax
status the employee
requested and also
reflects what Job Code* (if
company has multiple
jobs an employee works)
to allow clear tracking of
each job the employee
works.
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X-ACT COMPUTER SERVICE, INC
1270 LAWRENCE STATION ROAD SUITE I
SUNNYVALE, CA 54089
(408) 245-4787 VOICE
(408) 733-8111 FAX
http://www.x-act.co

Flat processing prices across the
INVOICE board. Client we have had for 30 years
are charged the same as brand new
ones. Pricing varies on how often

INVOICE DATE : 08/16/19 payroll is processed.

INVQICE NUMBER : ACCOUNT NO: 9999

PAYROLL SERVICES FOR THE PERIOD ENDING 8/21/1%
FOR: YOUR COMPANY NAME
BILL TO: YOUR COMPANY NAME

1234 SOUTH 1ST STREET STE 321
SAN FRANCISCO, CA 12345

ATTN: ALAN SMITH
FLAT CHARGE FOR PAYROLL RUN $ 41.00
EXTRA REPORTS/SERVICES 0.00
ONLINE ACCESS FEE 0.00
7 CHECKS @ $1.95 PER CHECK 13.65
0 PRESIGN CHKS @ $0.00 PER CHECK 0.00

EMPLOYEE FILE CHARGE:
5 EMPLOYEES @ $0.15 EACH 0.75
JOB COST: 0 ENTRIES @ $0.00 0.00
TOTAL §  55.40
SHIPPING 12.50
=========
GRAND TOTAL $ 67.90

View our website, x-act.co for hecliday schedules and upcoming news!
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Additional Reports

SICK AND VACATION ACCRUAL REPORT

This report gives employers a breakdown of the roll over, accrued, taken and available for
sick, vacation or pto. In 2015, it was mandatory for employers to give each employee 3 days
of sick pay, with it being mandatory to also retain a reference sheet. Listed on this report is
everything an employer needs for that current law.

YOUR COMPANY NAME
PERIOD EMDING: B/31/19 YEAR-TO-DATE SICK/VACATION ACCRUAL REPORT
COMPANY NO: 314 PAGE 1
.............. HOURS wvvvssnnssnnen HIRE
BEG OF YR  ACCRUED TAKEN  AVAILABLE ACCR RATE DATE
DEPARTMENT 1 *v  OWNER
1000 ALAN SMITH SICK: 24.00 0.00 0.00 24.00 0.000000 HR/PP 1/01/19%
DEPT TOTAL SICK: 24.00 0.00 0.00 24.00
DEPARTMENT 2 *+ OFFICE
2000 SARAH BALL SICX) 0.00 2.17 0.00 2.17 0.033333 » HR/HR S/21/19%
3000 PETRER JONES 51CK; 0.00 2.87 0.00 2.87  0.033333 * HR/HR 6/25/19
VAC : 0.00 35.58 6.00 29,580 0.4136%4 * HR/HR
4000 JOHN PAUL JONES BICK: 24.00 0.00 0.00 24,00 0.000000 HR/PP 2/01/19
VAC 96.00 0.00 24,00 72.00 0.000000 HR/PP
DEPT TOTAL SICK: 24.00 5.04 0.00 29.04
VAC 1 96.00 35.58 30,00 101,58

EMPLOYEE LIST

This report gives the employer a place to refer to with each employee’s personal information.
This report is only printed if there is a change to someone’s info, to keep copies of sensitive
information printed to a minimum.

DATE R 7ALYAL ENFLOYER LIST FOR YOUR COMPANY WANE PAGE 1
COMPANY ¥O: 314 Wine/
VED/ST TRRM/ UNTON/ ll‘l’k TAX
L L] HAMN/ ADDRRSS S8 N0/ PMons BATE  M/0 DEP DATEL  M/C CLASS Yen/er cooe

OMNER
DEPARTHENT 1 **

1000 ALAN SWITH (S > §95-99-9999  S000.0008 8 0 1/01/1% 0.00 20000000
1234 NORTH A NTRNNT g0 /7 0.00 (&)
BAN FRANCIBOO, CA 99995 BICK: ©.000000/PF LIM: 0,00

arFICE
DEPARTHENT 2 *»
2000 SAMAN BALL [ - 999-99-9999 16, 5000 : : l;ll’l' 9,

920000000
0 CA

9074 MAIN STRERT 0.0
BAN JOSE, CA 99999 SICK:  ©,033333/HR LIMi 40,00
3000 PETER JOMES [ - 999-99-9999 33,5000 B 3 6/an/yy 0.00 20000000
64571 PARK WAY UNIT 4853 VAC « O, 433694/HR LIM; 96.00 8 ) /! 0.00 CA
SUMNYVALE, Ch 99999 AICK:  ©0,033333/HR LIM; 48,00
4000 JOON PAUL JONES (400) 999-9900 999.99.9909  2800.0008 M 6  2/01/19 100,00 20000000
56643 ABC STREET APT S VAC ¢ 0,000000/PP LIM| 0.C0 M & Y & 100.00 CA
BAM JOOK, CA 99999 SICK: 0.000000/PP LIM: 0.00
1009
DEPARTHMENT 3 o+
6000 BETTY BLAKE (S . 099-99-9999 0.0008 8 99 B/16/19 0.00 bl
69703 POTTER 8" /! 0.00 CA

WOAD
HALF MOON BAY, CA 90099
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CERTIFIED PAYROLL REPORT
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This report gives the employer a snap shot of wages within the specific jobs that each

employee worked. Many companies that work with other businesses request a certified

payroll report in order to complete paperwork referring to a specific job, such as work with

companies like PG&E and schools.

COMPANY NAME: YOUR CONPANY
PERIOD: 8/08/19 - B/21/19
CERTIFIED PAYROLL RBEJISTER DATE OF CHECKS: 8/23/15
COMPANY NO| 314 JOB: 1 PAGE 1
REG or GROSS e STATE OTHER NET CHECK
ENP NO DEPT NAME TYP RATE MULT HOURS ANOUNT HRS HRES WAGES W/H FICA 8DI W/H DED PAY RO
1000 1 ALAN SNITH TOTAL WAGES! 0.00 940.86 450.00 0,00 10c0
1 0.00 $000,00 182.%50 377,98 3248.66
WAGES THIS JO&:
5000.0008 1.0 0.00 5,000.00 o
2000 2 SARAHM BALL TOTAL t 8,00 B83.0 12.73 1060.64 1001
1 65.00 1270.%0 W19 16.99
WAGES TMIS JC8:
16.500H 1.5 8.00 198.00 0
16.500H 1.0 65.00 1,072.50 0
3000 2 PETER JONES TOTAL MAGES!: 3.00 161.19%9 20.36 0.00 1002
1 06.00 2036.25 155.78 63.93 1634.99
MAGES THIS JoB)
22.5000 1.0 6.00 1315.00 4
22.5000 1.5 3.00 101.25 0
22.5000 1.0 8o.0o 1,800.00 o
4000 2 JOHN PAUL NAGES 1 0.00 560,24 $0.00 0.00 1003
1 0.00 $000.00 182.50 314.46 3684.70
NAGES THIS JOB:
2500.0008 1.0 0.00 2,500.00 0
31.250H 1.0 24.00 750.00 o
31.250H 1.0 -24.00 -,750.00 o
€000 3 BETTY BLAKE ‘AL MAGES: 0.00 0.00 0.00 0.00 1004
i 0.00 250.00 0.00 0.00 250.00
MAGES THIS JOB:
0.0008 1.0 0.00 250.00 o
TOTAL FOR J08 # 1 162.00 11,086.7%
DEDUCTION REGISTER
Much like the compensation register which separates wages, taxes and nets for the employer,
this report does the same for any deductions an employee has. Each column is labeled for a
single deduction. A deduction can be anywhere from 401K, pre or post tax medical, Simple
IRA, direct deposit or advances being paid back to the company. From left to right shows
each deduction in its column, then the far right will be the total, which would match the
“deduction” column on the compensation register.
1908160016 YOUR COMPANY NANE 1908161233
PRRIOD ENDING: 8/21/19 DRDUCTION RBGISTER OATE OF CHDOXS 0/23/19
COMPANY MO, 314 PAGR 1
OFFICE
2
BMP NO KANE MEDICAL DIR DEP CHECK
PREPAY QARNIEN TOTAL
2000 BARAH BRALL 0.00 0.00 0.00 0.00 1034 .54 1001
25.00 0.00 0.00 0.00 0o 1060.54
TOTAL 0.00 0.00 0.00 100854
a5.00 0.00 0.00 0.00 0o 1060.564
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A.P.E.X. Payroll Sample

SAMPLE PAYROLL DOCUMENTS FOR A.P.E.X PROGRAM

The following pages are samples of the sorts of paperwork you can expect through your
personalized portal. Through this upgrade, you will have potential access to hundreds of
reports. There are six main categories of reports: General Ledgers, Human Resources,
Management, Payroll, Tax and Time keeping. The main report type and categories related
to payroll will be the following.

General Ledgers — reports that are QuickBooks, Peachtree and other bookkeeping
program compatible

Human Resources — Employee records, W-4 and 1-9 forms, averages of hours worked

for employees, job history reports, leave request reports, HR detail report per
employee and more.

Payroll — Certified payroll records, check registers, deduction registers, employee

reports, job cost reports, labor distributions, tax liabilities, time sheets for processing
payroll

Within each of these reports, there are many sublevels and categories you can choose to

find specific employees, date ranges and more to gather exactly what you are looking for
within each report.

Many payrolls processed with X-Act are basic reports, which include:

e Checks e Paid and Pending Tax liability
e Timesheet Reports e Payroll Summary
e Payroll Detail e Paid time off detail report
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Each check can be printed, emailed or available
on the employer/employee portals.

Your company logo
can be uploaded to
print on the checks

next to your address. They can also be presigned, with the availability

to be shipped directly to the employees

Woks Fangm Pank No

Mbusrwapsdin, MN
YOUR COMPANY 02/28/2009 osns

123 MAIN STREET
SUNNYVALIL, CA Soas

AMOUNT
PAY Nine Hussdred Eigghteon anid 00 /100 91500
SO TR You can choose the
void date of the
JEFF ADAMS .
1234 MAIN STREET check, to fit your

SUNNYVALE, CA %088 T ’ e }, ,‘. \ requirements;
60 days, 90 days
"OSAASE 1242 a0L 288 2 bhbbbbbar 120 days etc.

NEORMATION ¥ NINGS 5 HOURS

. ' TR HOURS/DOLLARS
5 . > (Left to right shows)
b e . ue o Type of hours
OO S <¥—_ | e Currenthours
N ——— e YTD hours
NFORMATION ’ STATUS " N VTD A e Current dollars
oAl . oo : e YTD dollars

TOTAL HANNINGS - =T nAT- e

TAXES

1978 130718 \ (Left to right shows)
Y et i e Marital Status

e Additional amts
TOTAL WETVMIDLDINGS i e (if any are requested)

ACCHLAL i ' ~ ALPUSTMENTS COMATCH VI CO MATCH \ o Tax titles

’ voue e Current taxes

VOTAL B . .- « YTD taxes
—_|
DEDUCTIONS
(Left to right shows)
DIRECT DEPOSTT INFOIRMATION N ~ Y o Titles - ex: 401K
91800 52,082.05 o If company

matches, would
show current and
YTD here

e Current amount
e YTD amount




PAGE 19

Time Sheet/Input

TIME SHEET

Time sheets can be helpful as a reference to write down the payroll hours to then call, fax or
scan and email them into X-Act. This list of employees can run in many options, it can be
separated into department, listed alphabetically by last name, or listed by employee number.
Each column/box can easily be filled in then simply submitted. If you have access to enter
payroll for your company via out employer portal, you can use this sheet as a reference to

enter your payroll.

Payrtl By
Time Sheet gy
Frore domes4ter
L e
e ey
e e — il § el T et j| ———
— b '- --—-T-T—Y- _"I-'¥-- —T-.I—
Py Py Py e - L OO0 D SOCLOET - W
AN E5Y -
COR200CY) -—re
JALOH. WENDY
AN} ——re
e A
Cononce) -—0%0
SMITH MARE A
OO0 1) are
conooERe e
IHCABPSCI MARY T
0w, e
bamean
Ty e
This upgraded software allows us to create more titles
than we have done before. We have the same Regular,
OT, DT, Sick, Vacation, Holiday and so forth, but if a client
needs to see something specific to them, we can enter a
new line to reflect that.
Cumparny: YOUR COMPANY [12348€7)
s R Example: “Saturday Rate” - “Training” - “Teaching” etc.
Prioess STINION §.33 13 g
i ——

Page 101
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Payroll Detail

PAYROLL DETAIL SHEET

Much like X-Acts’ original compensation register, this page breakdown of each employee with
their hours, taxes, deductions and company totals after the payroll is run.

Your name and company
info can go here

Employer liabilities
per employee

Py Premamney Sers Mhadtn S Naet o0

Poy Puias HOnpe-sTey A

[ I [ I I - i\

Sl L X
L e | A | wucor | e | e | e | e L | Ly At |
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— e . e S— ey My H -g s o -
R d - LX) “e g - M_.- -‘:
LX) L Lt »n cA W -
s = i
) o
Porpyes AR ST p— L e w—— o L w——— - o m—
—— s (o - ) p-— Pt e "o o e
] Vo rea o~ -l ne
——— ne o o 20N R -
aw e “Vea
T
ey ha Ade e - S — L —— e S —

—.e - - L. Ce— - - s -
——— B g -
oz - TP

e
S— - . p— - - — — - — — e — .
- e . .- Ce— - - - - - s .
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Taxes Liabilities
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Payroll By X-act
Paid/Pending Tax Liability wiw X-act oo
Period: 2/28/2018 to 2282019 (408245.4787
Payrak Dats Seatus Dus Date Taxsbile Wages Tax Amosnt

Company: YOUR COMPANY (01234567)
Yax: Fecera

22819 Faid E18 746325 84372
Totals For Tax: Feceral $643.72
Yax: FICA

22819 Faid 618 735825 wrz2
Totals For Tax: FICA $937.22
Yax: Medicare

22819 Faid 1618 755825 21018
Totals For Tax: Medicare $219.18
Totals For Tax: 541 $1,800.12
Tax: FUTA

2818 New 430019 756825 4535
Totals For Tax: FUTA $4535
Tax: CA State

2819 Fai 3610 746326 11714
Totals For Tax: CA State s117.44
TYax: CA SUTA

| waang New 430110 756826 2692

Totals For Tax: CA SUTA §266.98
Tax: CAETT

22819 Fais 3819 oo 000
Totals For Tax: CAETT s0.00
Yax: CA SDI

22819 Fai 3619 755826 755
Totals For Tax: CA SOI $76.59
Totals For Company: YOUR COMPANY (01233567) $2,205.18
Company: YOUR COMPANY (01234567)
Yoar: 2019
Printod: 02/13/2019 6:32-14 pm Fageteort
Pacthendg Taxd istsiyfagont it
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A.P.E.X PROGRAM

The Advanced Payroll Execution for X-Act, allows X-Act to remain competitive in our abilities
to process payroll, while retaining our small business values. We still primarily focus on the
payroll aspect of processing, but this program does allow for areas such as HR, employee
onboarding and Timeclocks to be intergraded more seamlessly.

Customer service and support has always been X-Acts foundation. We continue to
strive to give the best one on one care and attention that we understand payroll
needs. We happily can now connect our level of service to the technological
necessity of today’s growing companies.
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TIME PROCESS FOR PAYROLL

Regardless which program suits you better, X-Act payroll processing time is exactly the same
for every client. From payroll set up to payroll processing, X-Act has the capabilities to run your
information quickly and seamlessly. Below shows a typical day in processing payroll.

eSend payroll to X-Act by 1pm - or 11am for direct deposit payrolls.
ePayroll can be called in, emailed, faxed or submitted through the employer portal.

eX-Act's 1 pm cut off is a guarantee that your payroll will be processed and shipped that day. We often
process after 1pm, but there is no guarantee your payroll will be shipped out that afternoon.

entering, proofing and packaging. This process keeps our minds fresh with a new "job" each day.

eAfter the payroll was submitted into the system, a second person will review all info submitted by the
client, they will also proof the entered information to assure the information was recorded properly.

eFinally, a third person will do a final check of the payroll material, gather it together and send it via the
requested "shipping."

oShipping can include: UPS, UPS Next Day Air, Local Couirer (pennisula and south bay), USPS, USPS
Priority, Pick up, Scan & email, paperless email through portal and even a combination a few of these.

eX-Act can also have copies sent to an approved CPA or Bookkeeper, when requested

eX-Act will enter the given information into our system. Each day Sarah, Amy or Michelle rotate jobs in J

As stated above, there are countless options for your payroll and
how we process it. Please contact us today to see how we can tailor
fit payroll processing to your specific needs. Every client can truly
have a unique payroll experience in using X-Act’s services.



PAYROLL
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Payroll Portals

ACCESS FOR PAYROLL PORTALS THROUGH A.P.E.X.

Payroll by X-Act program has 3 portals for different users. Employer,
Bookkeeper/CPA and Employees.

Employer — on — the — go

This is an all in one employer portal where you can:
* Enter payroll
* Calculate manual checks
* Manage HR documentation
* Manage employees information and documents
* Track clock in and outs, breaks, and lunches
* View and print reports ...and so much more.

Reports for employers — on — the — go
This is primarily for bookkeepers and CPA’s
* Can see reports for all clients, under 1 login and password
* Download entire payroll packages, induvial PDFs and General
Ledgers, such as Quickbooks IIL files.

My employer — on — the — go
This portal is for the individual employee use
» Different access is allowed for what employees are allowed to see
and use. Items within the program can be set to allow different
access per the employer’s request. Such as:
* Time clocks — allowing clocking in and out
* Vacation, Sick or PTO time off requests
* Ability to change personal information
* Viewing of check stubs and more.

Each of these websites can be accessed through a variety of devices and internet
providers. They are also each secured with individual user names and passwords.
Once the ID and Password is set, it can be changed to fit your needs.
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EMPLOYER ON THE GO

As an employer you may have multiple
Homepage: companies or as a bookkeeper you can

have one login for multiple companies

Employer \
on the "' = Wekiame

B — T - ! | =9 ‘. Peret Start Perkcd Ung
> S - tervire Sor Pove
e tresie Goud
- |
| A - " oot | STmpirre
- ~—

v
View current employee list, make

v
changes or updates

This “task” bar is where

v information would show up

Figure numbers to process a manual if it needed attention before

check for an employee, could be used

our next payroll run. For
for terminations, bonus or checks in Y pay

between pay periods. You can also add instance, if you need to add
the manual entry to the next payroll an additional deduction or

for tax processing. misc amount to Jane Doe’s

next payroll, you can add a

v
Simply fill in the blanks on the next task and prioritize it here so
screen to process payroll. If you have it is not missed.

elected to submit your payroll to X-Act

this would be where that is done.
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REPORTS FOR EMPLOYER ON DEMAND

CPA and/or Bookkeepers homepage. ﬁ Employor OnDemand
Secure Online Reports

Company Selection

Company ID Company Name Report Count Last Report Date
00002353 ABC COMPANY 26 6/18/2019 10:58:00 AM
00003031 DR OLD MACDONALD 23 6/18/2019 10:58:01 AM
00002806 123 LLCINC. 33 6/18/2019 10:58:01 AM
01234567 YOUR COMPANY 10 6/18/2019 10:58:01 AM

1

© 2009 - 2019 Apex Software Technologies, Inc. All Rights Reserved.

List of all companies you provide services for under one ID

Within each of the companies, once clicked the following screen will show

reports for that specific company. E Employor OnDemand

Secure Online Reports

Report Batch Selection - YOUR COMPANY (01234567)

Type: | Al v | Date Range: All v
Created Download Zip File
DOCUMENTS FOR 06-07-2019 5/28/2019 Download Package
DOCUMENTS FOR 05-31-2019 5/28/2019 Download Package
DOCUMENTS FOR 02-28-2019 2/13/2019 Download Package

© 2009 - 2019 Apex Software Technologies, Inc. All Rights Reserved.

Click here to open a specific Payroll date This would download
payroll run, here you can all pages from the
view or download individual payroll package in

reports one ZIP file.
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DIRECT DEPOSIT IS AVAILABLE

All or any part if an employee’s check may be deposited into one
or more accounts at any bank or financial institution accepting
Automated Clearing House transactions.

Three banking days will be required to clear funds, and the
deposit to the employee’s account will be made on the third
banking day. For example, if you call in your payroll Wednesday
morning before 11:00am, your employees will have their checks
available that Friday.

The cost for this service is $13.25 per payroll run plus $0.35 per
ACH transaction. These fees will be debited directly from your
account when the direct deposit amount is debited.

Please refer to our website for banking holidays. We are unable
to move funds on holidays where banks are closed. Please make
arrangements to make sure payroll is on time.

If you have any questions, or would like to begin automatic
deposits, please call us at (408) 245-4787. We will be happy to
supply you additional information and authorization forms.
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WHAT IS A PAYROLL CARD?

Payroll Cards replace paper checks and give employees immediate, flexible access to their pay on
payday. They reduce your time away from work to pick up your paycheck, and eliminate expensive
check cashing fees. Cards can be used to access cash at ATMs, and to conduct both PIN-based and
signature-based transactions. They are much safer than carrying cash, as all cards come with
protection against fraudulent charges. Payroll cards are a great money management tool,
providing real time transaction information available by phone, web and text messaging

TIPS FOR AVOIDING FEES

A payroll card is typically less expensive than using a check-cashing service and paying bills with money
orders or cashier’s checks. And, a payroll card is much safer than carrying large amounts of cash. There
are many ways to use a payroll card at little to no cost. Here are a few quick tips:

e Take advantage of the safety features of your card Take advantage of the safety of carrying a
payroll card. Leave your pay on the card and use it to make purchases or withdrawals as they
arise. Your card is accepted at merchants all over the world, so you can keep your funds safe and
secure on your card until you need to spend them.

e When paying for purchases, use as credit with the swipe and sign method Merchants will ask if
you are using your card as a credit or debit; choose credit and sign your receipt. Signature
transactions are always FREE.

e If you need cash, look for ATMs in the Allpoint ATM Network You can withdraw cash with no
fees at any ATM in the national Allpoint ATM network. There are more than 55,000 terminals in
the U.S. Search for Allpoint ATMs near you at www.allpointnetwork.com. As an added
convenience, you may also withdraw cash at any MasterCard ATM outside the Allpoint Network,
but there will be fees associated with those withdrawals.

e Get cash back at merchant POS terminals many merchants offer the ability to get cash back
when you make a purchase. You will enter your PIN and be allowed to get cash back when you
make your purchase. A .50 cent fee applies for PIN purchases, but the fees are less than those
incurred when you withdraw cash at ATMs outside the Allpoint Network.

e Keep track of your balance by tracking your spending and balance, you avoid transaction
decline fees that may apply. Check your balance any time FREE online at www.payment-card.com
or by calling 1-888-621-1397 and following the menu options. You may also elect to speak to a live
agent. Customer service calls are always FREE.

e Keep your card in a safe place Fees apply if your card is lost or stolen. Always safeguard your
card by keeping it in a safe place, not letting others use your card, and always carrying it with you.
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How do | activate my Card? Call 1-888-621-1397 to activate your Card. You will need the last 4 digits of your social security
number and the security code on the back of your card to access your card. During this call, you will receive a Personal
Identification Number (PIN) that can be used for ATM and cash back transactions. You may keep the PIN assigned to you or
change your PIN at any time by calling the number on the back of your Card and selecting a PIN of your choice.

How does the Card work? Once your Card is activated, your employer will fund your Card representing pay due to you. You
can use your Card to make purchases and get cash back anywhere debit cards are accepted worldwide, or withdraw cash
from ATMs in participating networks.

How can | check the balance on my Card? Balance and transaction details are available FREE to you online at www.payment-
card.com or by phone at 1-888-621-1397. Are there any fees for using my Card? See the Cardholder Agreement for a
complete list of fees.

How do | make a purchase with my Card? Use your Card at merchants by presenting it in person, online or by phone.
Merchants should submit amounts that are equal to or less than the current Card balance. Approved transactions will be
deducted from your Card balance immediately. Swipe and sign or use your PIN.

Do | need a Personal Identification Number (PIN) to use my Card? You can use your Card with or without a PIN. Select “credit”
and sign the receipt (signature transactions are always free of charge); or, select “debit” and enter your PIN (a transaction
fee will apply when you use your PIN. See terms on your card program for specific pricing.)

Can | use my Card at ATMs? Yes. You can withdraw cash at any ATM in the Allpoint Network with no fees. You can also
withdraw cash at any ATM outside the Allpoint Network but there will be fees associated with those withdrawals. The
amount you can withdraw at one time is governed by the ATM owner and may vary. There are also daily withdrawal limits on
your card outlines in the cardholder agreement.

Can | get Cash Back with purchases? Yes, if the merchant is set up to provide this service. You must enter your PIN on these
transactions. A fee will apply for PIN purchases.

What do | do if the Card is declined? A transaction will be declined when the amount submitted by the merchant is more than
the available balance on the Card. You may be able to pay the difference with cash, check, credit card or check card. This is
subject to the merchant’s procedures.

Can | use my Card for gas purchases and “pay at the pump?” We suggest you go inside and ask the cashier to authorize an
amount within the remaining Card balance. If you “pay at the pump,” an average purchase of gas will be preauthorized
because the final amount is unknown. This amount changes as retail gas prices change. It can be up to $75. If your Card
balance does not cover this pre-authorized amount, your attempt to pay at the pump will be declined. Also, the amount pre-
authorized will be on hold and restricted from use until the merchant settles the transaction. Restaurants, hotels and other
merchants may pre-authorize in this same manner.

What do | do if my Card is lost or stolen? You should report your Card lost or stolen immediately by calling toll free
1- 888-621-1397.

What happens if | leave my current employer? Your employer has no responsibility for the Card, or for your use of the Card.
You may keep your Card after your relationship with your employer has ended. You may provide your new employer with the
bank routing and account number associated with your Card and begin direct deposit of pay by your new employer. Call 1-
888-621-1397 to obtain this information.



PAYMENT CARD — CARDHOLDER SERVICES AND FEES

SERVICE FEE
800 calls for automated or live agent customer service FREE
ATI\/I'WithdrawaI —in USin Allpoint ATM Network FREE
Maximum S1,000 per day

Bill Payment Via Internet FREE
Card Issue Fee FREE
FREE Consumer reloads at participating locations

Maximum$2,500 per day FREE
Employer Value Loads FREE
Monthly Maintenance Fee FREE
POS or PIN Decline FREE
Signature Transactions FREE
SMS Text Messaging FREE
Statement printed and mailed FREE

Cash Withdrawal over the counter in bank
Maximum S2,500 per day

1 FREE per value
load then $5.00

Transfer Funds to Bank Account
Maximum 52,500 per day

1 Free per value
load then $2.00

Lost/Stolen card replacement

$5.00

Issue and mail secondary card

$5.00

Inactivity Fee
(After 6 months of no activity)

$2.95 per month

ATM withdrawal —in US outside Allpoint Network
Maximum $1000.00 per day

$3.00 ATM owner
surcharge may

also apply
Expedited shipment of card $15.00
ATM Decline $1.75
ATM Balance Inquiry S.50
PIN Transaction $'50

Maximum Cash Back 5$500.00 per day

Purchases with or without a PIN limited to $2500 per day
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X-Act’s website is a great place to find out a little bit more about us, what our holiday schedule is

like for office closures and an all-in-one stop for every form you would need for a new hire, direct

deposit, automatic payroll processing and more.

Recently updated, our
website now has more
forms and in order to
keep this for X-Act clients,
we have updated this
portion of our site to be
password protected. If
you are interested in
browsing this part of our
website, please contact us
for further information.

CONSTANT CONTACT

Payroll By X-Act
Computer Service Inc
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We want to make sure that our clients are up-to-date with relevant information about services or

new laws, so please opt into our contestant contact email list. We send on average about an email

every 3-4 weeks, keeping our clients in the know.

THANK YOU

We all want to thank you for your interest in Payroll by X-Act, we truly hope to work with you in

the future and help you out will all your payroll needs. Please feel free to contact us with any

questions or payroll issues you may have.



