Overview of Available Training Topics

Evolution Basic Training – AKA Evo101
Half-day session covering the fundamentals of the Evolution software. This class is ideal for new payroll staff or as a refresher for those currently using the program. We will detail the progression of setting up a new employee with scheduled deductions from payroll, to creating, inputting and processing a payroll and all the steps between. Attendees of this class will be provided with the documentation for “Creating a Payroll in Evolution”:  a summary of the steps in the payroll process, listing helpful hints and common issues with screen shots.

Evolution Advanced Features Training – AKA Evo102
Half-day session outlining the advanced features of Evolution above and beyond the basics. In this class we will discuss how to set up and use Payroll Defaults, Check Templates, Pay Groups, Payroll Filters, Auto Labor Distribution and Worker’s Compensation. We will explain how to navigate and utilize the Task Queue, Reports menu and Help screens, as well as provide ample time for a question and answer period after (but also during) the class. This class is ideal as a review for current Evolution users and for those who want to explore the software further. Written documentation of training topics will be provided for each attendee.

Ad Hoc Report Writer Training – AKA Evo201
Half-day session exploring how to create custom reports with Evolution’s integrated reporting tool, Ad Hoc. In this class, we will cover the basics of report writing using formatting, calculations, functions, and filters to manipulate the data, and finally, how to run, print, save and edit your masterpiece! Written documentation of training topics, sample reports and step-by-step tutorials will be provided for each attendee.

To sign up for a class, please contact us either by phone or by email* to reserve a seat.  The trainings are held at Bangor Savings Bank locations and as a result the classes are free of charge.  From prior experience we have found students do not retain as much information if they take back-to- back classes.  You will find training schedule listed below the class description listed above. 
February
Portland           2/10

Evolution Basic, 9:00 AM to 12:00 PM 





Evolution Advanced, 1:00 PM to 4:00 PM

Bangor             2/17

Evolution Basic, 9:00 AM to 12:00 PM

Ad Hoc Report, 1:00 PM to 4:00 PM





March
Portland
3/8

Ad Hoc Report, 9:00 AM to 12:00 PM





Evolution Basic, 1:00 PM to 4:00 PM

Bangor 
3/16

Evolution Advanced, 9:00 AM to 12:00 PM 





Evolution Basic, 1:00 PM to 4:00 PM





April
Portland
4/12

Evolution Advanced, 9:00 AM to 12:00 PM

Ad Hoc Report, 1:00 PM to 4:00 PM

Bangor

4/27

Ad Hoc Report, 9:00 AM to 12:00 PM





Evolution Advanced, 1:00 PM to 4:00 PM





May
Portland
5/10

Evolution Basic, 9:00 AM to 12:00 PM 





Evolution Advanced, 1:00 PM to 4:00 PM

Bangor

5/18

Evolution Basic, 9:00 AM to 12:00 PM

Ad Hoc Report, 1:00 PM to 4:00 PM

June
Portland
6/14

Ad Hoc Report, 9:00 AM to 12:00 PM





Evolution Basic, 1:00 PM to 4:00 PM

Bangor

6/22

Evolution Advanced, 9:00 AM to 12:00 PM 





Evolution Basic, 1:00 PM to 4:00 PM

