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 Batch   Processing   –   Payroll   
  
  

 PR   Batches   
  

Payroll   →   PR   Ac�vi�es   →   PR   Batches   
∙ To   add   a   new   batch,   enter   the   'Name'   and   'Pay   Period   From'   and   'Pay   Period   To'   informa�on   and   click   'Create   

Batch'.   For   easier   reference,   each   batch   name   should   be   unique.   For   example,   use   the   pay   period   but   make   sure   to   
include   the   year   since   the   name   will   be   repeated   each   year.   The   user   can   have   mul�ple   batches,   but   only   one   can   
be   worked   on   or   approved   at   any   one   �me.   When   a   batch   is   in   use   it   locks   other   users   out   of   it.   This   is   to   eliminate   
issues   like   paying   someone   twice   in   the   same   batch.   

  

  
  

∙ A�er   crea�ng   the   batch   you   can   follow   the   'Batch   Processing   Sequence'   (red   outlined   in   the   image   above)   from   the   
top   to   the   bo�om,   star�ng   with   the   'Batch   Entry',   then   'Print   Edit   Report',   and   finally   the   'Approve   Edit'   bu�ons.   
Each   of   these   are   required   before   a   paycheck   can   be   printed   or   processed.   

  
∙ While   the   batch   data   is   s�ll   in   the   window,   click   'Batch   Entry',   and   you   will   come   to   the   window   that   is   in   Fig.   2   

below.     
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∙ You   can   then   select   an   employee,   rate   card,   and   verify/enter   hours   the   le�   side   of   the   screen   as   it   fills   in   with   the   
defaults   –   for   hourly   employees.   In   the   image   above   as   outlined   in   blue   with   a   red   arrow,   'William   Aude�e'   is   the   
employee,   the   rate   card   is   'William:Weekly'   and   he   worked   40   hours   regular   �me   and   no   over�me   hours.   
Addi�onally   you   can   see   his   'Gross   Pay',   which   changes   based   on   input   from   the   user,    the   hourly   rate,   and   YTD   
gross   pay.   To   enter   a   Paid   Time   Off   Adjustment   like   'Sick   Leave   Hours'   or   'Vaca�on   Hours',   input   the   hours   into   the   
fields   below   the   taxes,   as   outlined   in   red.   Once   you   have   verified   the   informa�on   is   correct,   click   'Add   to   Batch'   and   
repeat   the   process   for   any   addi�onal   rate   cards   for   the    same   employee   or   choose   a   different   employee.   

  
∙ Note:    for   entering   adjustments   for    hourly    employees.   When   an   hourly   employee   works   regular   hours   and   takes   

PTO,   the   regular   hours   must   show   the   total   hours   that   you   want   to   pay   them   for.   For   example   they   worked   32   
hours   and   took   8   hours   PTO   �me.   The   'Regular   Hours'   field   must   be   40   hours   and   the   PTO   (ie   Vaca�on   Hours)   
would   be   8.    In   other   words   the   'Regular   Hours'   total   needs   to   reflect   both   amounts,   so   the   employee   would   get   
paid   for   a   total   of   40   hours.   

  
∙ When   finished,   click   'Close   Batch'.   This   will   bring   you   back   to   the   PR   Batches   window   where   you   execute   the   

remaining   two   steps   'Print   Edit   Report'   and   'Approve   Edit'   discussed   earlier   in   this   sec�on.   With   the   batch   s�ll   
selected,   click   'Print   Edit   Report'   to   verify   the   batch   informa�on.   If   this   is   one   of   your   first   batches,   either   from   an   
ini�al   setup   or   changes   to   an   employee,    review     this   report    very   carefully   and   ensure   all   employee   taxes,   gross   and   
net   pay,   and   employer   expenses   are   correct.   It   is   easier   to   fix   payroll   before   prin�ng   checks   then   a�er   they   are   
printed   and   posted.   A�er   reviewing   the   edit   report,   you   can   print   this   if   you   like   to   keep   a   copy   in   a   secure   loca�on.   
If   everything   is   correct,   click   'Approve   Edit',   then   'OK'   on   the   confirma�on   box.   

  
∙ When   a   batch   is   approved   it   will   have   'Yes'   in   the   approval   column   on   the   main   PR   Batches   screen,   seen   below.   The   

batch   below   can   print   checks.   
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*Batches    always    need   to   be   approved   before   checks   can   be   printed.   

  
 PR   Checks   

  
Payroll   →   PR   Ac�vi�es   →   PR   Checks   
∙ This   window   automa�cally   brings   up   the   batch   you   just   approved   as   seen   below.   Remember   the   system   will   allow   

only   one   batch   approval   at   a   �me   for   prin�ng.     
  

∙ Select   the   checking   account   you   would   like   to   use   regardless   of   the   following   scenarios.   Because   some   churches   
use   direct   deposit,   or   issue   physical   checks   to   employees;   we   will   cover   each   of   these   scenarios.     

  
o Church   uses   direct   deposit    –   In   this   case   the   church   uses   their   bank   for   direct   deposit   of   payroll   checks.   Input   

'EFT'   in   the   check   number,   check   date,   and   payroll   memo   fields,   and   verify   the   check   form.   The   check   date   
automa�cally   uses   the   last   day   in   the   pay   period   when   prin�ng   checks,   but   can   be   changed.   Then   click   the   'Post   
&   Print'   bu�on   and   you   will   get   a   print   out   of   checks   that   have   the   words   'VOID   DUE   TO   DIRECT   DEPOSIT'   that   
can   be   handed   out   to   employees   on   payday.     

o Church   prints   the   physical   checks    –   In   this   case   you   would   input   the   check   number,   check   date,   verify   the   check   
form   used,   and   payroll   memo.   Then   click   the   'Post   &   Print'   bu�on   and   you   will   get   a   new   window   with   the   checks   
so   you   send   them   to   your   printer.   Ensure   your   printer   has   the   check   stock   in   it,   in   the   correct   order.     
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 PR   Pay   Taxes   
  

Payroll   →PR   Ac�vi�es   →   PR   Pay   Taxes   
∙ Select   a   vendor   from   the   dropdown   list.   The   vendor   should   be   the   taxing   jurisdic�on   that   you   want   to   pay,   for   

example,   the   IRS.   If   you   do   not   see   the   vendor,   you   can   add   more   under   the   under   AP   →   AP   Ac�vi�es   →   Vendor   
List.     

  
∙ Enter   a   date   a�er   'Show   tax   liability   as   of'   and   click   'Submit'.   In   the   example   below   the   date   04/30/2019   was   

entered   and   the   FICA,   Medicare,   and   other   taxes   populated   with   the   amounts   owed   as   of   that   date.     
  

∙ Now   you   can   click   the   'No'   to   a   'Yes'   for   the   taxes   you   want   to   pay   all   in   one   check.   In   the   image   below   the   'FICA'   for   
the   employer   and   employee   are   set   to   a   'Yes'   under   the   'Mark   to   Pay'   column,   for   a   total   payment   of   $258.34.    To   
the   right   is   the   informa�on   for   the   check.   Select   the   checking   account,   input   the   check   number   or   EFT,   pay   date,   
and   the   check   memo.   EFT   should   be   used   if   you   plan   on   sending   it   through   your   bank   or   on   the   taxing   en�ty's   
website.   The   payment   amount   will   automa�cally   fill   in   using   the   totals   under   the   'Payroll   Tax   Accounts'   box.   Click   
'Post   &   Print   Check'   and   the   check   will   open   in   a   new   window.   You   can   now   send   this   to   your   printer   that   has   the   
check   stock,   ensuring   the   check   number   matches   the   one   on   the   screen.   
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