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Creating Payroll 

Before you begin payroll, you want to make sure you make all permanent employee changes (i.e. address, 

pay rate, direct deposit, scheduled E/D’s).  Once you have done this you can then move on to creating the 

payroll. 

1. Go to Payrolls on the left-hand side of the screen.

2. Find your next scheduled check date and then select the

3. This will bring you to the batch screen.  Click the   button 

4. You will then be redirected to the pay grid screen.

5. This screen will default the columns which you can customize to how you will want to enter the

payroll data.  The first 6 columns of the grid are locked columns and cannot be altered.

The remaining columns can be altered to your choice.  To do this:

1) Scroll to the bottom of the screen and select the  icon. 

2) From the Choose Columns screen, you will see all your Deductions & Earnings listed on the

left-hand side of the screen with both an Hours & Amount option.  These are the available

codes that can be brought into the grid on the previous screen.  On the right-hand side of

the screen you will see the locked columns referred to above, and the default columns that

were visible on the previous screen.

3) To remove any of the columns that were shown on the previous screen you will click on

them on the right side of the screen and then click the left arrow to move them back to the

left-hand side.

4) To add columns, click on the column that you want from the left-hand side and then select

the right arrow to move it to the right-hand column.

5) Once you have the columns you want, select the Apply button at the bottom of the screen.

6) This will bring you back to the pay grid and you will now see columns for the

earnings/deductions you added.

7) If you do not like the order that your columns are in, hold your right mouse key down on

the column you would like to move, then drag and drop it in front of or behind the column

you would like it to be moved to.

6. Once you have all your columns setup the way you would like, you can then begin entering in your

hours.  **If you have any salary paid employees that need to have their salary changed for this one

payroll, you can do this in the Salary column**

7. If you need to make any adjustments to deductions or need to add any additional earnings to an

employee’s check, this will need to be done in either the Summary Detail or Detail screen.  To get

to one of these screens, you will go to the Summary drop down                                  which can be

found at the top right just above the column headers.  The difference between Summary Detail &

Detail view are:

➢ Summary Detail View: provides a more detailed view of the Summary screen, listing each

check and its details.  You can add check lines, delete check lines, add departments to

specific earnings, etc.

➢ Detail View: provides the most detailed view of each check and offers editing capabilities,

as well as the ability to add (or delete) additional E/D Codes to the checks.
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8. Once you have made any of your manual adjustments, you can go back to the Summary view.

9. After you have finished entering in all of the payroll information, you will need to go to the Totals

icon at the top of the screen.

10. This screen will provide you will your company wide totals of the data you entered on the pay grid.

11. At this time, none of the taxes, direct deposits or any deductions that are based on a calculation

have been calculated.

12. Click the Calculate button.  This changes the status of your payroll from Pending to Pre-Processing,

and a message is created in the upper right corner of the screen advising that the task was added

to the queue (lower left-hand corner of the screen).  Once the pre-process is completed, you will be

able to review the totals of earnings, deductions and taxes.

❖ If you would like to review a payroll report prior to submitting your payroll, please follow the below.

1. Click on Reports on the left-hand side of the screen

2. Select the Payroll Register

3. Click on Configure Report

4. Select the check date in which you are working on

5. Click on the Run Report tab

6. Scroll to the bottom of the screen and click on the Run this Report button

7. A message is created in the upper right corner of the screen advising that the task was added to the

queue (lower left-hand corner of the screen).

8. Scroll to the bottom of the screen to the Task Queue and once the Pending number shows zero,

select the arrow which will turn green.

9. This will display the payroll register which you can review from here or download to PDF to print.

10. Once you have reviewed the Payroll Register, you will need to go back into the payroll so you can

submit it or make any changes if needed.

11. Click on Payrolls on the left-hand side of the screen

12. Find the payroll you are still currently working on that should still be in a Pending status.

13. Click Edit Payroll  which will bring you back into the pay grid. 

14. At this time, you can make any adjustments or changes if needed.

Once you are finished, click Finish          in the header.

15. Once you are ready to submit the payroll, click Finish   in the header. 

16. Click Submit Payroll – the status of the payroll is changed to Submitted until the payroll is

processed by the service bureau; at which time the status will change to Processed.


