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Find your Location. Click on dollar sign. 
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Click on Initiate Payroll 
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5    check mark  

6  choose regular 

7  click on create 

now 



 

 

 

You will see the deductions that each employee has and the salary if he is a salaried 

employee; For salaried employees, you only need to enter vacation or sick days, if 

applicable. 

For hourly employees, do the following: 

 

   

 

 

 

 

9  Click on little pencil 

10  
 Enter Regular, 

Vacation, Sick or 

Personal 

 

11  

 Enter Hours 

(the hourly rate is 

already in the system) 

12  

SAVE 

13 

Click the back arrow to 

continue with all 

employees. Then go to 

the next step. 

8 

Click on Add/Edit Pay 

Statements 
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Click on Payroll 

Register (By PST) 

15 
Click Export to review and print 

your report if you want. 

16 

After reviewed, click Close 

Payroll and click OK 



 

 

 

 

 

 

17 
Click on was not Submitted 

and Click OK 

18 

Click Finalize & Deliver 

Payroll and Click OK 


