OSAS

PAYROLL 

MONTH END

1. Go to Payroll
2. Go to Payroll Reports
3. Go to Check History Register-Optional

4. Hit enter until you get to the Date from/thru field.  Enter the first day of the month you are closing and hit enter.  Enter the last day of the month you are closing and hit enter.

5. Print by-Enter 2, Check #.

6. Print Report in-Enter 2 for detail and hit enter.

7. Print employer’s deductions and withholdings?-Enter N and hit enter.

8. Printed checks, voided checks or both?-Enter B for both.

9. P to Print

10. Select printer.

11. Go to Periodic Processing.

12. Go to Post Expense to GL.

13. If you post expense to GL after each payroll you will not have to do this at month end.  If you do not post after each payroll you will need to do this before the first payroll of the new month.  This empties the department fields so that the payroll expense is distributed to the correct department assigned GL account. 

