Institutional Advisors

PayWeb Quick Reference Guide -
Setting Up a New Payee

This quick reference guide is designed to walk you through the setup of a new payee in PayWeb.

1. From the portal home page, click on Pay Group List listed at the top of the Master File section.

2. Select which pay group you’d like to add a payee to and click the View link. There are two common
pay groups listed in the system:

¢ Installment group — This is a group of pensioners/retirees that receive regular (monthly commonly)
payments as part of their retirement benefit.

* Lump sum group (commonly notated by an “L” listed in the account field) — This is a group
of retirees that receive a single lump sum distribution.

View PFay Group Name Administrator Status
g 170030001080 DEMO BENEFTT PAYMENT e
4y
o 00017003001 DEM BENEFIT PAYMENT Achen
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3. Select Payee List in the top left corner of the screen to locate the full payee list for the pay group.

001- KEYBANK N.A ‘ Help | HARALT - Last Login : 01/26/2021 1:53 PM =

Home / Pay GrouplList / Pay Grou

Installment List Payment List Ct

Year To Date:

Pay Group: | 170030001080 j >
Status: |Active Active Payees:
Name: | DEMO BENEFIT PAYMENT Held Payees:
Inactive Payees:
Admin: Deleted Payees:
Home Deductions | Funds | Tax/Misc User Defined Fields (UDF) | Maintenance Data Elemeni View
Pay Group Address Controls
Address: | 4900 TIEDE! Plan Type
Tax Reporting Code:
Tax Number
City: | BROOKLYN State: | OH Zip:| 441442338 Instaliment Release
Country: |usa Trust Control:
Defaults Miscellaneous

Plan Type: Pension

Tax Reporting: Year End
Advices: Financial , Rollover , EFT All

Address Confirms:  No

Pension Lead Days: [12
Year End Cycle Code:
341974250 Suspense Days: [0
Held Chieck Combine:

DetailCheck PG Combine Group:

Primary Account and Forms Alternate Layouts Address Confirmatior Pretax Medicare Reimbursement Tefra Print
ACCOUNE; | terreeeees Check: Qutstanding Check Notification Archive/Purge Check History
Check Form: [CKP1 Advice:
EFT Advice: [EFP1 EFT: Advices
EFT: | Al Financial: Rollover: Zero Net:

Special Handling: Quality Control: [None

Payee Web Security 1D

PIN Letter Type:

PWFL Web

4. Click on New to create a new payee within the pay group payee list.

| SSN
View Pay Group Payee Name Alermate Number Status
e T i yTS34 E A Tre
& 300 BROWE c nac
700300 PAVEE T actve
e 300 =ME Acties
------- BLANK NAME Achve
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5. Inthe pop-up window, enter the Add New Payee details. Once complete, click OK.

Add New Payee

Company: |001
Pay Group; | 170030001040

Payes: [ )
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. Within the payee view screen,

complete the required information:
* Name
* Address

» Tax Name/Address (if different
from the Payee Address)

* Dates fields

Name Address Submit

Best practice: Everything entered into the
system must be keyed in all UPPER CASE.

Enter names of new payees in the format
of [LAST NAME], [FIRST NAME].

Tax information is automatically populated
based on system information.

The participation date field (i.e., the employee
hire date), is recommended.

Tax Name/Address

Dates fields

Best practice: When completing each tab within the payee profile, be sure to click Submit in the
top right corner of your screen continuously. This button functions as a save button for the profile
and if you do not click submit, you could potentially lose any of the information entered.
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Electronic Funds Transfer Tab (EFT)

7. Select the EFT tab on the Payee View screen if the payee has elected to receive direct deposits.
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8. Complete the necessary information for the EFT payment associated with the payee.

Homy Paye
Achve -
Bank Informa S Achee hd
) Ba S | 41215602
Deductions

9. Select the Deductions tab on the Payee View screen.

a4l v

KeyBank O

key.com/ia Page 6 of 13


https://www.key.com/businesses-institutions/solutions/institutional-advisors.html?ppc=2110_CMPIA_alias

PayWeb Quick Reference Guide — Setting Up a New Payee

10. Add applicable deductions for the payee by using the Select a deduction to add dropdown. The
deductions available in the dropdown are pulled from the Pay Group setup. Note, the tax deduction
amounts will automatically calculate based on the most recent tax tables when you setup the payees’
installment or lump sum payment.

* Tax tables (add marital status and exemptions)

* Tax tables plus fixed amount (add marital status, exemptions and dollar amount)
* Fixed amount (change method to fixed and add dollars to the amount column)
* Percentage amount (change method to percentage and add percentage to the amount column)

COG&{Sqﬁsei Status (SD102) Description (SD501) Category (SD506) Method [SD515) Amount (SD510) Withholding Payee (SD545) Marntal 5t -
FEDTX Achve - [FECERAL TAX ] Federsl Fedsst Withnoid w
TAXOH Active w STATE TAX Ciste > Fedisl Wilhhoid v

Best practice: Be sure to scroll to the right on the page to ensure Marital status and exemptions
match what was selected in the documents you received from the payee.
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11. Select the Miscellaneous tab on the Payee View screen.

4]

12. Enter any additional optional fields. It is highly recommended to input the payee’s email address and
phone number.

001- KEYBANKNA. | Help | HARALT - Last Login - 01/26/2021 1:53 PM ~

Year To Date:

Payee Contacl Infarmation

Email: | atestaaronitest com
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13. Select the User Defined Fields (UDF) tab on the Payee View screen.
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14. Enter date information into the START ccyymmdd field to generate the payee’s credential letters for
the PayeeWeb pensioner portal. This date should always be the first business day after the payee’s first
payment date.

Note: The PayeeWeb pensioner portal is only used for payees receiving installment payments.
If you are setting up a payee for a lump sum Pay Group, you do NOT have to enter a date into
the START ccyymmdd field.

001 - KEYBANKNA | Help | HARALT - Last Login - 01/26/2021 1:53 PM ~

Home Payee List
Cancel
Pay Group:| {70030001080 Year To Date:
Payee: | 010001112
Status: JEEHE v
v Administrato
Name: | Alest, Aaron
Home EFT Deductions Miscellaneous Web YTD User Defined Fields(UDF} Maintenance Summary Data Element View
UDF nefick
heck Note 1 1 Alg
Che: ote 2: 1 Alg 1
Check Note 3 Alpha 10
heck Note 4: Alpha 10-10
h k Note 5: 3 10-
F K Mot Alpha 10
heck Not Alph. 1
N Alpha 14-1
"
Alpt
AlY
i Dat 0.00
RT 103701 ] 1 0.00
a 0.00
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15. Click Submit in the top right of your screen to finalize addition of the payee. You will receive a
confirmation message pop-up confirming the addition of the payee.

Home / Payeelist |

Pay Group: 170030001080 Year To Date: 0.00 Pay Group Name:  DE T PAYMENT

Payments:

Payee: |010001112
Status: [NACHVE ~
Loc

[}
Instatiments: 0
Direct Deposit: No
Pian Type: Pension
Record lssues: w Administrator;

Name: | Alest. Asron

Home EFT Deduciions Miscellaneous Web YTD User Defined Fields{UDF) Maintenance Summary Data Element View

Beneficiary

Check Note 1 Alpha 1-3: Alpha 10-T:
Check Note 2 Code 1 Alpha 10-8;
Check Note 3 Alpha 10-1 Alpha 10-9:
Check Note 4 Alpha 10-2: Alpha 10-10;
Check Note 5. Alpha 10-3: Alpha 10-11:
Check Note 6 Alpha 104 Alpha 10-12:
Check Note 7. Alpha 10-5: Alpha 10-13:
Check Note B Alpha 10-6: Alpha 14-1:

Check Note &

Check Note 10: Aipha 3050
PAYEEWED ID: Convarsion Date: Cash 1: 0.00
START ceyy/mmidd: [2021/03/01] ] Date 1 Cash 2: 0.00
Mema 3 Date 2: Cash 3: 0.00
Memo 4 Date 3:

16. A confirmation message pop-up will dipptpssaiiminkepeandition of the payee.
businesses-institutions/

Payee Message

REQUEST PROCESSED SUCCESSFULLY
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Performing Payee Maintenance or Updating Information in a Payee Profile

17. To change any information in the Payee View tabs (such as address), simply locate the payee record
you want to update and type in the new information, then click Submit. If the change is to be effective
at a future date, select the Future Date button at the top of the screen to enter the effective date of the
change. Then update the data you want to change, then click Submit.

Home / Payeelist / Payee Vie

Payment Wizards ” View Tax Forms 1

Pay Group:| 170030001080

[]B Future Date

Year To Date:

0.00

Payee: | 010001112
Status: | Aclive -
Loc:
Record Issues: v
Name: | ATEST, AARON

Home | EFT Deductions Miscellaneous Web | YTD User Defined Fields(UDF)  Maintenance Summary Data Element View

Payee Address

Address: | 1515 LAINE STREET

City: | INDIANAPOLIS

Country Code: |us Country Name:

Foreign: [

Tax Name/Address

Name:

Address:

City:

Country:

payws-keybank.omniasp.com says

Enter Future Date :
(MMDDYYYY or MM/DD/YYYY)

08/15/2021

KeyBank O—x.
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Tax Information

Tax Rptg State:

Pay Group Name:
Payments:
Installments:
Direct Deposit:
Plan Type:

Submit I [ Cancel

DEMO BENEFIT PAYMENT
0

0

Yes

Pension

Administrator:

M

Tax Rptg Country:

Tax Rptg Code:

State: | IN Zip:| 46201

Social Security Type:
W4P On File:

Advices

EFT:
Rollover:

Digital: []

State: Zip:

Special Handling:

n Cancel

Year End v

Foreign ID:

Tax Ledger

New Payment  New Installment

W2 Box 15 Codes: | None ~
104258 Chpt 3 Override:

W8Ben/W9: ~
W2Ben/W9 Date:

W2Ben/W9 Exp Date:

Dates

Birth: | 03/18/1958

Participation: | 08/01/1980
Separation: | 10/15/2020

Death:
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18. You may access the Maintenance tab to track any changes to a payee’s record. This area shows the
user ID and date for the last update of a pensioner record.

001- KEYBANKNA | Help | HARALT - Last Login - 011

Home / Payee List

Year To Date:

Plan Type
Record |s v Administrator
NaTH ATEST AARON

Home EFT Deductions Miscellaneous Web YTD User Defined Fislds{UDF) Mamienance Summary Data ElementView  Tax Ledge New Payme New Instaliment

Record Type Identifier Changed By Changed On

HARALT 0172772021-08 2016

BT EFT PCO1 HARALT 01/2712021-08 1651

s FEDTX HARALT 01727/2021-06 1652

sD TAXOH HARALT 012712021-08:16:53

Note: You may run the Transaction Report from the Create Report screen that will show any
updates you make in PayWeb within the time frame selected. Please refer to the Create and
Download Reports QRG.

For more assistance in navigating or using the PayWeb Portal, visit key.com/paywebtraining,
or contact your KeyBank Institutional Advisors Relationship Management Team.

KeyBank Institutional Advisors collaboratively engages stakeholders to understand their organization’s strategic
mission, values, and goals. Our advisors are professionals supported by subject matter experts across client
disciplines/market segments. Combining our expertise with an understanding of the client, we recommend and
implement customized, coordinated financial solutions.
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