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Most 
Important

•Check with your Plan Provider for Tax Status on Deductions

•Pick Expense or Liability account to apply deduction to

Setting Up Payroll Deduction Codes



•Enter Tax Rate and Cut Off 
Amount assigned to your Firm 
by your Department of Labor

Setting Up State Unemployment Tax Rate



•To receive overtime pay, 
Employee must be setup 
as hourly

•Pay frequency times pay 
rate should equal annual 
salary for salaried 
Employee

•Vacation/Sick Accrual 
Rate is the number of 
hours allowed annually 
divided by the number of 
pay periods i.e. 80 hours / 
24 pay periods = 3.07 
hours per pay period

Employee Profiles



Employee Profile Tax Information

•This Information is found on the W-4 and State Exemption Forms

•Additional Withholding for Federal and State is entered here

•Additional Withholding is added to the normal deduction



Deduction Codes

•These deductions are taken per pay period

•Remember to check the Tax Status on each deduction



•Allows User to divide Salaries into 10 different 
departments

•Check for proper Checking Account 

Payroll Default Accounts



•Enter Pay Period Ending 
Date

•Press Select All

•Bonus Payroll Run does 
not include deductions 
other than State, Federal 
and Local Taxes

Processing Payroll



Editing Employee Payroll 

•To edit employee hours after processing, highlight Employee and 
click on “Details”



Entering Employee Overtime

•Enter number of Overtime hours; dollars are auto calculated

•Taxes are automatically recalculated

•Also enter Sick & Vacation Hours taken here



•This Report is very important.  It should be printed before printing checks 
each pay period.     

•This Report prints prior to Payroll Checks, be sure to place a blank piece 
of paper in front of payroll checks



Print Payroll Checks

•Be sure correct account number for payroll is selected 

•If payroll is done by Direct Deposit, click on “Do Not Print” for 
posting only



Determining Firm Payroll Tax Liability

•From Payroll Reports, 
choose Firm Payroll 
Summary

•Be sure to include 
proper start and end 
dates



•Firm Payroll Summary 
displays taxes due for 
Federal and State 
including Employer’s 
portion



•From Firm Payroll Summary Report, enter amount due for Federal 
Taxes

Paying Federal Payroll Taxes



Entering Taxes Due

•Use Liability Accounts from Chart of Accounts; Federal W/H Taxes
payable, Soc. Security Taxes payable and Medicare Taxes payable 

•Dollar values coming from Firm Summary Report



•To add each employee’s 
balance of sick/vacation 
time, select first payroll 
for employee

•Click on “Details”

Entering balance of employee’s sick/vac time



Vacation & Sick Accrued Hours

•Add balance of sick/vacation hours being brought forward to 
“Accumulated Hours” for Sick time and Vacation time to first record 
for each Employee



Other Payroll Reports

•Employee Reports

•940 Federal 
Unemployment Report

•941 Quarterly Reports

•W2’s & W3 Reports


