
 

 

 

 

 

 
 

 

 

 

 

Processing Regular Payroll 
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To begin the payroll process, go to Payroll  New  Payroll.  In the payroll list you will find all of the payroll templates that have been set up on your system.  In 
this example, I am going to choose NORMAL BIWEEKLY PAYROLL 

 

 
 
 
 
 
 
 
 



 

 

 

 
 

Enter the Hourly Paid Through Date (the end date of the time slip hours you are paying), the Payroll Period Date (the end of the payroll period), and the Check 
date, then click “Update Time Slips and Calculate Pay”.  This will bring up the employees for this Pay Frequency along with their hours or salary, any 
adjustments or taxes they have and the current and last period net.  If you need to change any of the information for this one payment, double click on the 
payment record to bring up the payment details. 
 
 
 

 
 
 
 
 
 



 

 

 

From this screen, you can or move hours, enter additional hours or amounts, change deductions and also change some tax information.  Once you have the 
information for this payment correct, click Save and Close 

 

 
 
 



 

 

 

As you get each employee corrected, click the “Selected” box out to the left of each employee.   When all employees you wish to pay have been corrected and 
selected, click “Create Payment Documents”. 
 

 
 



 

 

 

You will receive the following message.  Click Yes to create the payment documents.  Click No to return to the payment list 
 

 
 
 
 
 
 



 

 

 

Once you have created the payment documents, you may have checks, ACH payments or both.  First to process the checks, go to Payroll  Print Checks 
 

  
 
 

1.  Select the bank account the checks are coming out of.  2.  Select the payments you wish to print.  3.  Enter the starting check number.  4 Click Execute 
 

 

 



 

 

 

The check form will appear on your screen.  Select Quick Print to go to your default printer.  Select Print to choose a different printer. 
 

 

 
 
 
 
 
 

 



 

 

 

 
You may receive the following message.  Click Yes and the checks should print. 
 

 

 
 
 
 
 
 
 

 



 

 

 

Once the checks have printed, click the red X (Close Print Preview) button in the upper right.   You will then receive the message below.  If the checks printed 
correctly, click the “Checks Printed Correctly” button.  If you need to reprint some or all of the checks, select the checks that need to be reprinted, enter the new 
check number and click “Reprint Now” button to reprint them or “Reprint Later” to come back into this program later and reprint them. 

 

 
 
 
 
 
 
 
 



 

 

 

 
 
 
 

Once you click Checks Printed Correctly, the checks will clear.  You can close this window.  Unless you have an ACH batch to create, payroll is complete.  You can 
now go into Reports  Payroll and run any payroll reports you may need to run. 
 

 
 
 
 
 
 
 
 
 
 
 

 


