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Payroll Submission Reference Guide 

 

This guide will walk you through the payroll submission process. Please reach out to 
the HR department if you have any questions. 

 

1. Correct any missing “punch out” – Reference to page 2. 
2. These are the reports that need to be generated. 

a. Labor by Employee, By Date Report – Reference to page 3. 
b. General Sales Report – Reference to page 4. 
c. Plan Analysis Report – This report will be required only when submitting 

your Monthly membership bonus. Reference to page 5 and 6. 
3. Calculate your Cars Per Man Hour (CPMH) and Membership Bonus.  

a. Download a new Bonus Calculation template every payroll from the 
company intranet. 

b. CPMH bonus is calculated bi-weekly – Reference to page 7. 
c. Membership Bonus is calculated monthly – Reference to page 8. 

4. Go to the company intranet and click on the payroll tab 
a. Find and click on the Payroll Submission form – Complete this form in its 

entirely and attach the requested payroll reports. 

Reminders: 

• Labor hours must be reviewed and approved daily. 
• The Payroll Submission form must be submitted no later than 8 AM CT on 

Thursday after the end of the pay period. 
• Approve pending PTO requests for the pay period. 
• Any other payroll related information such as mileage and reimbursements must 

be approved and submitted by no later than 8 AM CT on Thursday after the end 
of the pay period. 

 

Reach out the HR Department with any questions at HR@whitewatercw.com 
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Correct a missing “punch out” 

 

Go to Site Manager click on Tools / Timecard Editor 

 
Select your location, Date Range and click OK 

 
Click on the Missing Out to make the appropriate correction 

 
Double click on the “Missing Out” to make the 

correction. 
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Labor by Employee, By Date Report 

 

From Site Manager go to Reports / Labor Data & Security Logs / Labor Stats by 
Date   

 
From the drop-down box select the format Labor By Employee, site, date range, 
check the box labor hours and click OK. 

 
This is how the report will be generated. 
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General Sales Report 

 

From Site Manager go to Reports / Sales, Stats & Inventory / General Sales 

 
 

This is how the report will be generated.  
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Plan Analysis 

Go to the SiteWatch portal to generate this report. 

 
 

From the Dashboard click on Pass Plan Reports and click on Plan Analysis  
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Plan Analysis Continued 

 

The Report Date needs to be the last day of the prior month and click on Apply 

 

 
 

This is how the report will be generated. The number to enter on your bonus 
calculation is the Ending Members highlighted below. 
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Calculate CPMH Bonus 
 

Open the Bonus Calculation template and click on the CPMH Bonus tab. 

 

1. In the yellow box below enter the TOTAL CARS WASHED from the General 
Sales Report (GSR)  
 

2. In the yellow box below enter the TOTAL LABOR HOURS from the Labor By 
Employee, By Date report 
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Calculate the Membership Bonus 
 
Open the Bonus Calculation template and click on the Monthly Bonus tab. 

1. Enter your Store Number, this will populate your store beginning of year 
memberships. 

2. Enter your store End of Month Members from the Plan Analysis report. 
3. Enter the names, employee numbers and hours of the Team and Shift 

Lead’s that worked 100+ hours within the month. 

 

 
 


