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Typographical Conventions 
Before you start using this guide, it is important to understand the terms 
and typographical conventions used in the documentation. 

For more information on specialized terms used in the documentation, see 
the Glossary at the end of this document. 

The following kinds of formatting in the text identify special information. 

Formatting convention Type of Information 
Triangular Bullet(¾) Step-by-step procedures. You can follow these 

instructions to complete a specific task. 

Special Bold Items you must select, such as menu options, 
command buttons, or items in a list. 

Emphasis Use to emphasize the importance of a point or for 
variable expressions such as parameters. 

CAPITALS Names of keys on the keyboard. for example, 
SHIFT, CTRL, or ALT. 

KEY+KEY Key combinations for which the user must press and 
hold down one key and then press another, for 
example, CTRL+P, or ALT+F4. 

 

Introduction 
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In This Chapter 
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Logon and  Main Menu 

Logon to Payroll 
 

� Click on the Payroll for Windows icon on your Windows 
desktop. 

� Enter your User Id. and Password 

NOTE: If you are logging on to Payroll for Windows for the first time, your 
User Id. and Password will be ADMIN. 

 
 

C H A P T E R  1  

Getting Started 
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  Payroll Main Menu 
� The Payroll for Windows main window will open. 

 
 

� Create a Payroll, Browse Current Payroll, Print Payroll Checks, 
Post Current Payroll  

� Browse Employees and their payroll items  

� Add, Update, Delete Employees  

� Browse payroll items with Year-To-Date totals  

� Browse payroll history with payroll details  

� Browse archived payroll records  

� Print detailed Paryoll listing by Employee within specified dates  

� Print listing of Federal taxes withheld within specified dates  

� Print Payroll items withYear-To-Date totals  

� Print detail listing of Payroll items by Employee  
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Adding and Updating an Employee 

Browse Employees 

� Click on the Employee icon.  
� The Browse Employees window will open. 
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Adding (Changing) an Employee Record 
� Click Insert to add. 
� The Adding an Employee Record window will open. 

 

� First Name - required 
� Last Name - required 
� Dept Code Name - required 
� Expense Code - required 
� Marital Status - required 
� Payroll Code - This must be GROSS SALARY - required 

 
 

Figure 1: Changing an 
Employee Record 
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Adding a Payroll Item for an Employee 
� Click on the Employee Payroll Items tab located on the top of the 

window. 
� This is where you will add or update an Employee's payroll items. 
� Click Insert on the Employee Payroll Items tab of the Adding 

(Changing) an Employee Record window. 
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� The Adding a Payroll Item Record window will open 
� Process Item - Check this if you want the item to be included each 

time a payroll is created. 

. 
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� Payroll Code - Click on the  lookup button to display a list of 
available payroll codes. (see example list below) 

� Payroll Class - Income, Deduction or Tax.  This is filled in 
automatically when you select a payroll code. 

� Withholding / Deduction Indicators 
Employee Deduction/Withholding - If checked the item will be 

subtracted from the Employee's gross salary. 

Employer Match Required  - If checked the Employer is required 
to match the withheld amount. 

Taxable - Federal/State - If checked  the item will be included 
when calculating Federal and State taxes. 

Taxable - FICA - If checked  the item will be included when 
calculating Federal FICA taxes. 

� Current Payroll Amounts 
Employee Current Amount - This is the amount that will be used 

when a new payroll is created.   

NOTE: Federal, State and FICA Taxes will be calculated.   

NOTE: Gross salary for Employees paid hourly will also be calculated. 

Additional Amount - This is the extra amount to be included for 
this item when a payroll is created. 

Company Amount - This is the amount that will be used when a 
new payroll is created.   

NOTE: Company Amount for Federal, State and FICA Taxes will be 
calculated.   Once calculated, you can override the amount if necessary. 

� YTD Payroll Amounts 
Employee YTD Amount - This is the Employee year-to-date 

amount for this payroll item. 

Company YTD Amount - This is the Employer year-to-date amount 
for this payroll item. 

� Department Code - This field will default to whatever is listed in the 
Employee detail.  However, you can override the default and enter a 
different code. 

� Expense Code - This field will default to whatever is listed in the 
Employee detail.  However, you can override the default and enter a 
different code. 

� Click OK to save. 
� Click Cancel to abort. 
� The system will return to the Adding an Employee Record window. 
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Figure 2: Payroll Codes 
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Creating a Payroll 

� Click the Create a Payroll icon on the main menu tool bar. 
� The Create New Payroll window will open (see below). 

� Payroll Period ID - Click the lookup button  to select a payroll 
period or insert a new payroll period (see Select a Payroll Period). 

 
 

Create a New Payroll 
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�  - Click this button to add 
Employee timeslips. 

�  - Click this button to create a 
new payroll from the Employee timeslips added in Step 1. 

�  - Click this button to browse 
the current payroll Employee items. 

�  - Click this button to print 
checks or Electronic Fund Transfer sheets for the current payroll. 

�  - Click this button to post the 
current payroll to the payroll history files. 

 

Select a Payroll Period 
� When you click on the Payroll Period ID. lookup button , the 

Browse the Payroll Periods Information File window will open. 
� The Payroll Periods will be sorted by Payroll Check Date.  

NOTE: Before you can create a payroll, you must select a payroll period.  
If you have not added the payroll period you need or it does not currently 
exist in the   Payroll System, you must add it to the system (see Adding a 
Payroll Period). 
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Adding a Payroll Period 
� Click Insert on the the Browse the Payroll Periods Information File 

window 
� The Adding a Payroll Period Information window will open (see 

below) 
� Enter the Date of Payroll 
� Enter Payroll Period End Date 
� Click Save to save and exit 
� You will be returned to the Browse the Payroll Periods Information 

File window 
� Click Select to select the highlighted payroll period record. 
� You will be returned to the Create a New Payroll window 
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Step 1- Add Employee Timeslips 

Add (Change) Employee Timeslips 
� Click the Step 1 - Add Employee Timslips button on the Create a New 

Payroll window 
� The Changing a Payroll Period Information window will open 

 - Click this button to load previously saved 
Employee Timeslips 
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Adding a Timeslip 
� Click the Insert button in the Employee Timeslips section of the 

window 
� The Adding a Time Slip Record window will open (see below) 

� Click the lookup  button next to the Employee ID No. field 
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� The Browse Employees File windw will open 
� Double click on the name of the employee you want to add to the 

current payroll 

 
 

� The name you selected will now appear on the Adding a Time Slip 
Record window 

� Click the lookup  button next to the Hour Type field 
� The Browse the Payroll Hour Types window will open 
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 � Double click on the hour type you want to select 

� The hour type you selected will now appar on the Adding a Time Slip 
Record window 

� Total Hours - Enter the total hours the employee worked for the 
current payroll period 

NOTE:  Employees paid by salary do not require hours 

� Rate/Salary - The rate/salary displayed here comes from the 
employee's profile.   

NOTE:  You can override this amount 

� Payroll Code - This should always be GROSS SALARY 
� Employee Hours Classification 

Paid by Hourly Rate - If this field is checked, the regular gross will 
be calculated by multiplying total hours by the hourly rate. 

Accrue Benefit - reserved for future use 

Benefit Hour - reserved for future use 

Productive - reserved for future use 

Taxable - If this field is checked, the gross amount will be taxed 

Bonus - If this field is checked, this will be a bonus payment 
� Check/Payment Type - Regular or Special 
� Click OK to save the Employee Timeslip record 
� To add another Employee's Timeslip, go back to Adding a Timeslip  

 
  

Payroll Items for Employees with Timeslips 
� The payroll items listed in each Employee's profile is automatically 

added when the Employee timeslip is added 
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� These items will be in the Payroll Items for Employee highlighted 
above section of the Changing a Payroll Period Information window 

NOTE:  This is where all changes must be made to an employee's payroll 
item. 

 
 

 

Print Time Slips 
�  - Click this button to print the employee 

time slips for the current payroll period 

 
 

You can change or delete 
any item listed in the 
Payroll Items for 
Employee highlighted 
above list 
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Calculate Taxes 
�  - Click this button to calculate the taxes 

for each employee 

Print Payroll Items 
�  - Click this button to print a listing of the 

payroll items for each employee 

 
 

Remember Timeslips 
�  - Click this button to save the current 

timeslips for a future payroll 

NOTE:  Please review all Employee Payroll Items.  This is where all 
changes must be made to a Payroll Item. 

� Click  to exit 
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Step 2 - Create a New Payroll 
� Unless you are paying Employees by Electronic Fund Transfer 

(EFT), before you create a new Payroll, you must enter a starting 
check number. 

NOTE: If you use an Electronic Fund Transfer (EFT) to pay employees, 
leave the check number blank. 

 - Click this button to create a new 
payroll from the Employee timeslips created in step 1. 
 

Step 3 - Browse Current Payroll 

�  - Click this button to browse the 
current Employee payroll created in Steps 1 and 2. 

� The Current Payroll File window will open. 
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NOTE: You cannot change any of the Payroll information displayed on 
this screen.  If you need to change any of the information, please click on 
the Step 1 - Add Employee Timeslips button. 

� Click on the Print List button to print a listing of the Employee(s) 
payroll items. 

� Click Close to exit and return. 
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Step 4 - Print Checks 

�  - Click this button to print 
the Employee payroll checks or Electronic Fund Transfer sheets. 

� Displayed below is a sample of the printed EFT. 
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Step 5 - Post Current Payroll 

�  - Click this button to post the 
Current Payroll to history. 

NOTE: Do not forget to post your payroll to history. 
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Creating Form 941 

� Click on the  Form 941   icon on the Main Menu 
� The Browse the Federal Tax Form 941 File window will open 

 
 

Payroll Tax Forms 
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� Click on the Create Form 941  button 
� The Processing Records window will open 

 
 

� Enter the Date the quarter ended 
� Click Go to start processing 
� A new record will be added to the Browse the Federal Tax Form 941 

File window 
 

Printing Form 941 
NOTE: - If the Browse the Form 941 File window is NOT already open, 
click on the Form 941 icon on the Main Menu. 

� Click once on the Form 941 Quarter End record you want to print.  In 
the example below, 03/31/2004 is the record selected to be printed. 
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� Click on the 941 Form icon  to print the imaged 941 
Form 

� Click on the 941 Template icon  to print the 
information on the IRS issued paper 941 Form 

� Click on the 941 Report icon  to print the 
information on a report for reveiew 

 
 

Creating Form WH-1605 or WH-1606 

� Click on the  Form 1605   icon on the Main Menu 
� The Browse the State of SC WH-1605/1606 File window will open 
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� Click on the Create WH-1605  button 
� The Processing Records window will open 

 
 

� Enter the Date the quarter ended 
� Click Go to start processing 
� A new record will be added to the Browse the State of SC WH-

1605/1606 File window 
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Printing Form WH-1605 or WH-1606 
NOTE - If the Browse the State of SC WH-1605/1606 File window is NOT 
open, Click on the Form 1605 icon on the Main Menu. 

� Click once on the Form 1605/1606 Quarter End record you want to 
print.  In the example below, 03/31/2004 is the record selected to be 
printed 

 

 

� Click on the WH-1605/1606 Form icon  to 
print the imaged WH-1605 or WH-1606 Form 

� Click on the WH-1605/1606 Template icon 

 to print the information on a paper 
WH-1605/1606 Form 

� Click on the WH-1605/1606 Report icon 

 to print the information on a report for 
reveiew 
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Updating W-2, W-3, 1099 and 1096 
Information 

� Click on the Print W2, W3, 1099 and 1096  
button 

� The Browse Federal Forms W2, W3, 1099 data file window will open 
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� Highlight the Employee record you want to change  
� Click Change  
� The Changing a W-2/1099 Record window will open 

  

W-2 / 1099 Information Fields 
� Print this information - check this box if you want to print this record when 

printing W-2(s) for employees 
� Form Type - W-2 will print with the W-2(s), 1099 Data will print with the 

1099(s) 
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Printing W-2, W-3, 1099 and 1096 
Information 

� Click on the Print W2, W3, 1099 and 1096  
button 

� The Browse Federal Forms W2, W3, 1099 data file window will open 
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� Highlight a record with the Federal Tax Year you want to print.  In 
the window above, the Federal Tax Year selected is 2004 

� Click the Print W-2(s)  button to print all Employee 
W-2(s) for the Federal Tax Year 2004 with the Print box checked 

� The printing Form W-2 window will open 

 
� Click OK to continue  
� The Print W-2 Forms Progress window will open 

 
� Click Preview to continue 
� The Report Preview window will open 
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� Click on the Printer  icon to print the W-2 forms 

 

� Click the Print W-3  button to print the W-3 for the 
Federal Tax Year 2004 

� Click the Print 1099  button to print all Employee 
1099(s) for the Federal Tax Year 2004 with the Print box checked 

� Click the Print 1096  button to print the 1096 for 
the Federal Tax Year 2004 

NOTE: All W-2, W-2, 1099 and 1096 forms require the IRS issued forms 
to be loaded in the printer 
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Change Current Payroll Year 

� Click on Payroll on the Main Menu  
� Click on Change Current Payroll Year 
� The Browse the Payroll Year File window will open 

 

 

Year-end Closeout 
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� Click on Changing a Payroll Year Record window will open

  
� Type over the Current Payroll Year with the new Payroll Year 
� Click OK to save and exit 

NOTE: Click Cancel to abort and exit 

� The Tax Year-end Close out window will open 

 
� Click OK to Continue 

The Following processes will be completed automatically 
� Employee Payroll Items' year-to-date amounts will be set to zero 
� The Federal form 941 information for the period ending 12/31 will be 

created 
� The Federal forms W-2, W-3, 1099 and 1096 information for the period 

ending 12/31 will be created 
� The State  form 1605/1606 information for the period ending 12/31 will be 

created 
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W 
We Make IT User Friendly. 

Glossary of Terms 
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