
MASTER PAYROLL WORKSHEET
Quick Reference Guide

You will use this Excel document to provide information to Payroll, such as hours worked 
for hourly team members, Paid Time Off, adjustments needed to commissions and other 
compensation earned, so that payroll can be accurately processed.



Overview

The Master Payroll Worksheet has eight tabs, which you will use at different times during the payroll process.

• Instructions: Includes basic instructions for completing the worksheet.
• Lookup Table: Where team members are added to the worksheet.
• Payroll Recap: Where you will enter hourly team members’ hours and the total hours for 7I compliance on 

commission team member. Note: 7I are only for the end of the month payroll process. Also includes summary 
information and is considered the “cover sheet” for Payroll.

• Other Earns: Where you will enter team member other earnings for professional license fees, hourly work for 
commission team members, surveys and graphs completed.

• Paid Time Off: Where you will enter time off for team members who are salaried or commission. Note: This is not for 
hourly team members.

• Production Allowance: Used to charge back a team member for the % of production commission received, when a 
portion or all of a customer’s service charge has been written off for satisfaction reasons, and we have determined 
that the technician or specialist was at fault/negligent in the treatment that caused the dissatisfaction.

• Sales Corrections: Where you will document changes that need to be made to sales commissions.
• Production Correction Splits: Where you will document changes that need to be made to production commissions. 



Instructions Tab

What is this tab?
The Instructions tab includes basic instructions for completing the worksheet and the payroll process.

When will I use this tab?
Use this tab at any point for help with completing the worksheets or payroll process.



Lookup Table Tab
What is this tab?
This tab contains the Service Center team member information. All Service Center team members must be listed on 
this tab. 

When will I use this tab?
This tab must be updated when new team members are added to the team, changes to existing team members are 
made (such as a change in position or guarantee), when team members leave, or are transferred in or out of the 
Service Center. 

You should review it for every payroll period. 

What will I need to complete this tab?
ESF



Lookup Table Tab Continued
Adding and Removing Team Members

Removing Team Members: 
Highlight the entire row then hit delete on the keyboard. The row can be reused with a new team member. You 
cannot delete rows, only the information in them.

Note: Team members cannot be deleted from the Lookup Table, until you reach a pay period where they did not 
work any hours. If the team member worked any hours during a pay period, even if they are now no longer with 
Massey, you must leave them on the Lookup table. 

Adding Team Members: 
Add directly to the bottom of the list. Do not insert rows.



Lookup Table Tab Continued
Completing the Table

Review the following pages to learn how to complete the Lookup Table.



Employee Number
Where do you get it: Request from Payroll

How do you enter it: Enter ‘000000, then enter 
6 digit team member number

Team Member
Where do you get it: ESF

How do you enter it: Enter Last Name, First Name as it appears on the ESF

1

1

2

2

3

3 Service Center
Where do you get it: Service Center

How do you enter it: Enter ‘000, then enter 3-digit service center number 
(service center 8 will be ‘008, service center 125 will be ‘125)



4

4 Position
Where do you get it: ESF

How do you enter it: Select position from drop-
down

5 Pay Group
Where do you get it: ESF

How do you enter it: Select pay group from drop-down

5

Hourly

Salary

Commission

6 Hourly Rate
Note: Only enter hourly rates for commissioned 
team members that get paid to do hourly work 
as well. 

Where do you get it: ESF

How do you enter it: Enter hourly rate from ESF

6



Professional Fees
Where do you get it: ESF

How do you enter it: Enter professional fees from ESF

7

7 8 9

Draw/Guarantee
Note: This is only for commission team members.

Where do you get it: ESF

How do you enter it: Enter semi monthly Guarantee 
or Draw from ESF.  For example, if the team member 
has a $1900 Guarantee, then enter $950.

8

Half of 
the 
monthly 
amount.

Hire Date
Where do you get it: ESF

How do you enter it: Enter hire date from the ESF.

9



Payroll Recap Tab
What is this tab?
This is the payroll cover sheet and provides a short recap of the payroll, with detail following on the additional tabs in 
the worksheet.

When will I use this tab?
You will use this tab every payroll period to:
• Document hourly associates' hours worked and time off taken. Note: This is for hourly, non-commission team 

members only. You will enter hours for commission team members who are eligible to earn an hourly rate on a 
separate tab. 

• Note any changes to the team members (new hires, transfers, terminations).

For the 16th-end of month payroll period, you will also use it to:
• Enter 7I Compliance hours for production commission team members.

What is 7I Compliance? 
For Production Commission team members, we must ensure that their commission earned is at least equal to 
minimum wage each month. Payroll uses the hours you input here to make that determination and take the 
appropriate next steps.

What will I need to complete this tab?
• Time Sheets
• Production Log
• Employee Status Form



Payroll Recap Continued
Completing the Tab

Review the following pages to learn how to complete the Payroll Recap. After this is completed, print it and obtain 
the General Manager’s signature. Make copies of the time sheets to submit with payroll.



1

1 Service Center
Where do you get it: Service Center

How do you enter it: Enter  ‘Service Center 
Name – Service Center number’ . For 
example, GreenUp West Orange - 2

2

3

2 Pay Period Ending
Where do you get it: For the 1st-15th pay period 
this will be the 15th of the month. For the 16th-
end of the month pay period, this will be the 
last day of the month.

How do you enter it: Enter  ‘month/date/year’ . 
For example, 01/16/2012.

3 Pay Date
Where do you get it: For the 1st-15th pay period this will be the 25th of 
the month or if this falls on a weekend or holiday the previous working 
day. For the 16th-end of the month pay period, this will be the 10th of 
the following month or if this falls on a weekend or holiday he previous 
working day.

How do you enter it: Enter  ‘month/date/year’ . For example, 
01/10/2012.

Note: You only need to complete the fields in blue. Fields in white auto-populate.



4

4 Hours (Hourly Team Members Only)
Note: Only complete these fields for 
hourly, non-commission team 
members.

Where do you get it: Time Sheets

How do you enter it: For each hourly, 
non-commission team member, enter 
the total hours in each applicable 
column as taken from their time sheet 
for the pay period. 

Note: You only need to complete the 
fields in blue. Fields in white auto-
populate.

A Note About Calculating Overtime
Sometimes a work week will be split across two pay periods. When this is the case 
hours worked for that week are “carried over” to the next payroll when calculating 
overtime. For example, if a team member works Monday the 14th, and Tuesday the 
15th, those hours will be paid, but will be “carried forward” on a time sheet for the 
purpose of calculating and managing overtime in that week for the next pay period. 
This is calculated for you on the time sheets in the “Carry Forward” column.



5

5 Total Hours for 7I Compliance
Note: Only complete these fields for production 
commission team members (technicians). This is 
only completed for the 10th payroll each month. 

Where do you get it: Production Log individual 
worksheets

How do you enter it: For each production 
commission team member, enter the total hours 
production hours for the month as taken from 
their individual worksheet on the Production 
Log. 

Note: You only need to complete the fields in blue. 
Fields in white auto-populate.



6

6 Changes
Where do you get it: ESF or verbally from team member or management. 

How do you enter it: Enter any notes here regarding each team member, 
include new hire dates, terminations dates, transfer dates, etc.

Note: You only need to complete the fields in blue. 
Fields in white auto-populate.



Other Earns Tab
What is this tab?
This tab is used to track additional earnings for team members. It is most often used to track hourly work production 
commission technicians have performed, but it can also be used to track professional fees team members should 
receive and compensation team members should receive for completed surveys (including New Construction 
Guarantee Acknowledgment) and graphs.  

When will I use this tab?
You will not use this tab for the 1st-15th pay period.

For the 16th-end of month payroll period, you will also use it to track team member additional earnings for the entire 
month.

What will I need to complete this tab?
• Timesheets
• Customer signed graphs
• Customer signed surveys



Other Earns Continued
Completing the Tab

Review the following pages to learn how to complete the Other Earns tab. After this is completed, print it and obtain 
the General Manager’s signature. Make copies of the signed graphs and surveys and time sheets to be submitted 
with payroll. 



1

Tech Hours
Note: This field is only to be used for 
production commission team members who 
are also eligible for hourly work.

Where do you get it: Timesheets

How do you enter it: Enter total hourly time 
for the entire month from the timesheets. 

Note: You will need to look at the timesheet 
for each payroll period and total the hours 
worked.

1

2

Tech OT Hours
You will not use this field.

2

Note: You only need to complete the fields in blue. Fields in white auto-populate.



3

# of Surveys
Note: Please check with your Service Center to see if and how this field is used.

Where do you get it: Signed surveys or signed New Construction Guarantee Acknowledgment

How do you enter it: Enter total number of customer signed surveys turned in for the entire 
month for eligible team members

3

# of Graphs
Note: Please check with your Service Center to see if and how this field is used.

Where do you get it: Signed graphs

How do you enter it: Enter total number of customer signed graphs turned in for the entire month for eligible 
team members

4

4

Note: You only need to complete the fields in blue. Fields in white auto-populate.



Paid Time Off
What is this tab?
This tab is used to track paid time off days for salary and commission team members.  Note: Salary team members 
don’t get daily pay for paid time off. Enter their hours anyway for time tracking purposes.

When will I use this tab?
You will not use this tab for the 1st-15th pay period.

For the 16th-end of month payroll period, you will also use it to track team member paid time off for the entire 
month.

What will I need to complete this tab?
Absentee Calendar



Paid Time Off Continued
Completing the Tab

Review the following pages to learn how to complete the Paid Time Off tab. After this is completed, print it and 
obtain the General Manager’s signature. If Jury Duty is entered for any team member, court documentation of the 
jury duty must also accompany the payroll. 



1

Paid Time Off (Vac Days/Dates, Sick Days/Dates, 
Holiday Days/Dates, Jury Days/Dates, Bereav 
Days/Dates, Training Days/Date)

Where do you get it: Absentee calendar

How do you enter it: 
1. Enter days each team member took for vacation 

(VAC), Sickness (SICK), holidays (HOLIDAY), Jury 
Duty (JURY), Bereavement (BEREAV) and training 
(TRAINING) in the appropriate “Days” column. 
For the entire month.

2. Then enter the dates of those days in the 
appropriate “Dates” column. Enter consecutive 
dates like Jan 1-5. Enter non-consecutive days 
like Jan-5, 8, 16. 

Note: PTO Pay for team members receiving daily pay 
for time off is automatically calculated based on the 
the team member’s tenure with Massey. 

1

Note: You only need to complete the fields in blue. Fields in white auto-populate.



Production Allowance
What is this tab?
We occasionally write off all or a portion of a customer’s service charge for satisfaction reason.  If we determine that 
the technician or specialist was at fault/negligent in the treatment that caused the dissatisfaction, we will charge that 
technician back for the % of production commission he received. Production allowances can be supported by 
allowance forms approved by the General or Regional Manager. 

When will I use this tab?
You will not use this tab for the 1st-15th pay period.

For the 16th-end of month payroll period, you will also use it to track production commission team member charge 
backs for the entire month.

What will I need to complete this tab?
Allowance form



Production Allowance Continued
Completing the Tab

Review the following pages to learn how to complete the Production Allowance tab. After this is completed, print it 
and obtain the General Manager’s signature. Include the allowance documentation when submitting to Payroll. 



1 2 3 4 5 6 7

1 Team Member
Where do you get it: Customer Allowance

How do you enter it: Select appropriate team 
member name from the dropdown

2 Account Number
Where do you get it: Customer Allowance

How do you enter it: Enter account number 
the allowance is for

3 Customer Name
Where do you get it: Customer Allowance

How do you enter it: Enter customer name for 
the account the allowance is for

4 Production Type
Where do you get it: Customer 
Allowance

How do you enter it: Select 
appropriate production type 
from the dropdown

5 Production Allowance
Where do you get it: Customer Allowance

How do you enter it: Enter the the total amount as a 
negative number

6

7

Commission %
Where do you get it: Employee Status Form

How do you enter it: Enter commission percentage the 
team member receives for this type of production. This 
should be a positive number, even though you are 
decreasing the commission paid. 

Reason
Where do you get it: Customer allowance

How do you enter it: Make a note as to why 
the chargeback is happening



Sales Correction Tab
What is this tab?
This tab is used to adjust sale values and commissions. For example, a technician performs a lead inspection, but did 
not receive the commission or an inspector needs to be deducted a lead commission because he didn’t complete it. 

When will I use this tab?
You will not use this tab for the 1st-15th pay period.

For the 16th-end of month payroll period, you will also use it to make adjustments to sales commissions for the entire 
month.

What will I need to complete this tab?
Information regarding the correction from the General Manager. (Or sales agreement ?????)



Sales Correction Tab Continued
Completing the Tab

Review the following pages to learn how to complete the Sales Correction tab. After this is completed, print it and 
obtain the General Manager’s signature. Make a copy of the agreements associated with the changes to be 
submitted with payroll. 



1 Team Member
Where do you get it: Provided by General 
Manager

How do you enter it: Select appropriate team 
member name from the dropdown

1 2

Note: You only need to complete the fields in blue. Fields in white auto-populate.

2 Account Number
Where do you get it: Provided by General 
Manager

How do you enter it: Enter account number 
the sales correction needs to be applied to

3

3 Customer Name
Where do you get it: Provided by General 
Manager

How do you enter it: Enter customer name for 
the account the sales correction needs to be 
applied to

4

4 Sale Type
Where do you get it: Provided 
by General Manager

How do you enter it: Select 
appropriate sale type from the 
dropdown

5

5 Date Sold
Where do you get it: Provided by General Manager

How do you enter it: Enter the date it the service was 
sold by month/date/year, for example 12/31/2011

6 Date Completed
Where do you get it: Provided by General 
Manager

How do you enter it: Enter the date it was 
completed by month/date/year, for example 
12/31/2011

6 7

7 Date Paid
Where do you get it: Provided by General Manager

How do you enter it: Enter the date the customer paid 
for the sold service by month/date/year, for example 
12/31/2011

8

8 Increase Sale Amount
Where do you get it: Provided by General Manager

How do you enter it: If you need to increase the 
commission paid to the team member, enter the total 
sale amount as a positive number

9 Decrease Sale Amount
Where do you get it: Provided by General 
Manager

How do you enter it: If you need to decrease 
the commission paid to the team member, 
enter the total sale amount as a negative 
number

9 10

10
Commission %
Where do you get it: Provided by General 
Manager

How do you enter it: Enter commission 
percentage the team member should have 
received. This should be a positive number, 
even if you are decreasing the commission 
paid. 

11

11 Reason
Where do you get it: Provided by General 
Manager

How do you enter it: Make a note as to why 
the sale needs to be corrected. For example, 
lead person not applied to account. 



Production Corrections Split Tab
What is this tab?
This tab is used to adjust production commissions. This is often used to split the commission for a completed service 
across technicians. In ServicePro, the production can only be assigned to one technician, so this tab must be used to 
create a split among technicians if needed. This is often needed when there is a large job technicians performed 
together, such as a large lawn service.  

When will I use this tab?
You will not use this tab for the 1st-15th pay period.

For the 16th-end of month payroll period, you will also use it to make adjustments to production commissions for the 
entire month.

What will I need to complete this tab?
Varying sources, including information from the General Manager or Service Manager.

Best Practice: It is a best practice to keep track of the production splits you will need to perform, as you enter the 
production each day. Make a copy and place it in a special file, so you will be sure to remember you need to enter the 
split at the end of the month. 



Product Corrections Split Tab 
Continued

Completing the Tab

Review the following pages to learn how to complete the Production Corrections Split tab. After this is completed, 
print it and obtain the General Manager’s signature. Make a copy of the invoice(s) associated with the corrections to 
be submitted with the payroll. 



1 Team Member
Where do you get it: Varies

How do you enter it: Select appropriate team 
member name from the dropdown

1

Note: You only need to complete the fields in blue. Fields in white auto-populate.

2 Account Number
Where do you get it: Varies

How do you enter it: Enter account number 
the production correction needs to be applied 
to

2

3 Customer Name
Where do you get it: Varies

How do you enter it: Enter customer name for 
the account the production correction needs 
to be applied to

3

4

Production Type
Where do you get it: 
Varies

How do you enter it: 
Select appropriate 
production type from 
the dropdown

4

5

Date Completed
Where do you get it: Varies

How do you enter it: Enter date the service 
was completed by month/date/year, for 
example 12/31/2011

5 6

6 Increase Production
Where do you get it: Varies

How do you enter it: If you need to increase 
the commission paid to the team member, 
enter the production value as a positive 
number

7 Decrease Production
Where do you get it: Varies

How do you enter it: If you need to decrease the 
commission paid to the team member, enter the 
production value as a negative number

7 8

8 Commission %
Where do you get it: Varies

How do you enter it: Enter commission percentage 
the team member should have received. This 
should be a positive number, even if you are 
decreasing the commission paid. 

9

10 Reason
Where do you get it: Varies

How do you enter it: Make a note as to why 
the sale needs to be corrected. For example, 
split production value among technicians. 


