
Printing Payroll Checks
To open the window to print payroll checks, click on the button labeled ‘Current Payroll ’
under the ‘Task Menu’ on the Navigation/Home window.

OR, simply type ‘PR’ in the Index field on the Navigation/Home window.

The window shown below will open displaying a list of all active employees.  This window is
explained in more detail in the Help Document about Preparing Current Payroll.

AFTER preparing the current payroll as des ribed in that Help Document, AND after printing
and reviewing the ‘Current Payroll Report’, use the button on the window labeled ‘Print/Post
Payroll Checks’.

Continue to the next page.



Printing Payroll Checks - continued

The ‘Select Bank/Cash Account’ window will open after
using the ‘Print/Post Payroll Checks’ button shown on the
previous page.   Use this window to select the ‘Cash
Account’ (checking account) that the checks should be
posted to on your books.  After selecting the appropriate
Cash Account, click the ‘Continue’ button.

Payroll Date on Checks - Enter the date that should be printed on the checks AND that will be used to post the
checks in your accounting payroll records.  Enter the date as six digits.  (Ex:  for Feb 20, 2007, enter 022007)

Starting Check Number - Enter the FIRST check number of the checks that will be printed.  The program will use
this number to begin the check run and will mark PAID invoices with consecutive check numbers based on this
starting number.  Note:  It can be helpful to review the list of ‘Previous Checks for Cash Account’ shown on the
window.

Print or Preview Payroll Checks - Use this button to open the window described on the following page.



After using the ‘Print or Preview Payroll Checks’ button, a window will
open that asks ‘Are Checks Loaded in Printer?’to remind you to load the
checks.

The window also has a field for selecting the ‘Check Style’.   There are 4
check styles available to use.  To preview the different styles, try using the
‘Preview Checks/Page Setup’ button. That button will display the checks
in report style for you.  Checks CAN be directly printed from the report
window by using the Print button on the report toolbar.   Also, top and
bottom margins can be adjusted on the report window if the text needs to
be set higher or lower for placement on your checks.

If the button labeled ‘Yes, Checks are in Printer. Print Payroll Checks.’
is used, the checks will automatically print without a preview.

Continue to the next page.....

NOTE:  You can set up a Check Style that will ‘default’ into the ‘Check Style’ field on the window
shown above by opening your ‘Company Master’ window from the Home navigation window.  See
Help documents available on that window.

Printing Payroll Checks - continued



Printing Payroll Checks - continued

Below is an example of a Payroll Check Stub.  In our example, this is the FIRST pay check for the employee for the year.  If
there had been previous pay checks issued to the employee during the year, the ‘YEAR TO DATE’ section would have
higher numbers.    Continue to the next page.



POSTING THE CHECKS  -  After the checks have been processed
(either printed or previewed), a pop up window will open to verify
that the checks printed properly before posting them.   If the button
labeled “Yes, the checks ran OK, so Post them as Paid.”is used,
the program will post the appropriate Cash activity AND Payroll
entries to your accounting records AND will attach Check Numbers
and a PAID status to the entries that were included on the checks.  It
will ALSO post all Payroll Tax Liability and Other Amounts Due to
the appropriate Vendors as Unpaid Bills in Accounts Payable.

 If the button labeled “No, Do Not Post the Checks As Paid”is used,
the program will NOT post the cas and payroll entries to your books,
and will NOT mark them as PAID.  The entries will remain as
‘Current Unpaid Payroll’ records.

After the button is used to Post the Checks, the window shown here
will open.   The program will calculate the Resulting Cash Balance
in the checking account selected for printing the checks.

Note:  After you are finished with the Payroll Posting process, you
can print a  List of  Checks report by typing ‘LC ’ for ‘ LC - List of
Checks’ in the Index field on the Navigation/Home window to open
a window for reviewing checks.   See the separate Help Document
about Lists of Checks on that window.

Printing Payroll Checks - continued

After reviewing the Cash Balance as shown on the window to the
right, use the ‘OK, Continue’ button.  Continue to the next page for
information on Allocating Employer Tax Burden To Job.



Allocate Employer Tax Burden to Job Costs

After the payroll checks are posted, the program will check to see if any of the wages were posted to jobs.  If they were, the screen shown
below will open to use for posting the payroll employer tax burden to the jobs as job costs, if desired.  The percent rate supplied for the
burden is based on the combined Social Security and Medicare rates set up on the Tax Categories screen.   To use a different rate (for ex-
ample, to include some burden for unemployment, etc.), change the rate in the “Change Rate” field.  Use a decimal number for a percent
(Ex:  .0765 for 7.65%).

When payroll is posted, the program posts all payroll taxes to the generic “H” job and to the general ledger number selected by you for the
Tax Expense on the employee set up window.   The Tax Expense G/L number that the program posted the payroll taxes to is shown in brown
on the window.  The G/L number and Cost Codes that the wages were posted to are shown in blue.  If you use the button labeled “Post the
P/R Tax Burden Allocation Entries”, the program will create an ‘adjusting journal entry’ that takes the Tax Burden amount out of the G/L
number in brown and posts the amount to the G/L number and Cost Codes shown in blue.   You may change any of these, if needed.

Continue to the next page to review the resulting journal entry.



Review the Employer Tax Burden Journal Entry

To review or edit the Journal Entry that was created to post the Employer Tax Burden to Job Costs
described on the previous page, type ‘JE’ in the Index field on the Navigation/Home window.

On the ‘Journal Entries Selection’ window that opens, the
journal entry for the Employer Tax Burden allocation will be
easy to spot because the program assigns a Document Num-
ber that starts with PR and is followed by the payroll date.

Click the ‘Edit/Review’ button to open the ‘Add/Edit
Journal Entries’ window.  See Help Documents about the
window behind the Question Mark button.

Edit or review the entry, as
needed.

The top 2 entries WILL appear as costs on Job Cost Reports because they have been assigned Job
Codes AND Cost Codes.



Payroll Taxes and Voiding Payroll Checks

Please see the separate Help Document about Payroll Tax Liabilities  for information on reviewing and paying the liabilities.

Also, please see separate Help Document about ‘Voiding Payroll Checks’.


