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Step 1: How to set up company 

information 
  Set up company general information here 

Start ezPaycheck application, click the left menu "Company Settings" then click the sub menu "Company" to open 
the company setup screen 

  
(Click image to enlarge) 
 
- Enter company information. 
 
- Select pay period. ezPaycheck can support daily, weekly, biweekly, semi-monthly and monthly pay periods. 
 
- Click the UPDATE button to save your changes 
 

 
You can click the left menu "Company Settings" then click the sub menu "Tax Information" to open the company 
tax setup screen 

http://www.halfpricesoft.com/images/payroll-software-company-setup.jpg
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(Click image to enlarge) 
 
- company Tax ID 
 
- W3 control number and W3 Establishment number (optional): These two fields will be used for W2 and W3 
forms only.  
 
- FUTA (Federal Unemployment Tax): Employer-side tax only and will not be printed on paycheck stubs  
The default tax rate for 2013 is 6%. However, many companies can take up to 5.4% credit. Please check with your 
local IRS office to see what rate you should use. 
 
- SUTA (State Unemployment Tax): Employer-side tax only and will not be printed on paycheck stubs 
 
- Click the UPDATE button to save your changes 
 

 
You can click the left menu "Company Settings" then click the sub menu "Deduction" to open the company 
deduction setup screen 

http://www.halfpricesoft.com/images/payroll-software-tax-setup.jpg
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(Click image to enlarge) 
 
 
EzPaycheck payroll software can support up to 7 custom deduction fields. If you need to add a customer 
deduction to handle SDI, local taxes, fringe benefits, city taxes, occupation tax, you can learn more detailshere. 

http://www.halfpricesoft.com/business-blog/post/2011/05/05/How-to-add-a-new-payroll-deduction.aspx
http://www.halfpricesoft.com/payroll-software/images/company_deduction_setup.jpg
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You can click the left menu "Company Settings" then click the sub menu "Wage Setup" to open the Company Wage Setup Screen 

  
(Click image to enlarge) 
 
 
EzPaycheck payroll software is very flexible. You can customize the payment type to handle salary, hourly pay, tips, commission, bonus, differential pay rate, 
pay-by-piece, pay-by-load, pay-by-project and more.  
 
 

  

http://www.halfpricesoft.com/payroll-software/images/company_wage_setup.jpg
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Step 2: How to set up paycheck 

account 
Set up Paycheck Account and Paycheck layout 
You can click the ezPaycheck left menu "Checks" then "Check List" to access Check Setup screen. 
 
 
1. If you print check on blank check stock, please check the option "Print on blank check stock". Otherwise 
uncheck this option to use pre-printed check. 
 
 
2. Enter bank account information. If you use pre-printed checks with bank information, you can enter it with 
dummy data. This information will not print on checks when you use pre-printed checks. 
 
 
3. Enter the check number you want to use for your new paychecks. 
 
 
4. Specify the check format: check-on-top, check-in-middle or check-at-bottom 
 
 
5. If you want to print paycheck with signature image, you can specify the path here. Otherwise, leave it blank. 
You can delete current image by highlighting the field and clicking the DELETE button on your keyboard. 
 
 
 6. If you want to print paychecks with logo image, you can specify the path here. Otherwise, leave it blank. You 
can delete current image by highlight the field and click the DELETE button on your keyboard. 
 
 

layed on check. 
 



 

 7 

  
 
Customize Paycheck Layout 
You can click the Check Layout Setup button to customize your check layout.You can change the font sizes, change 
logo position, add new labels and lines  
 

  
(Click image to enlarge) 
 

http://www.halfpricesoft.com/payroll-software/images/paycheck-setup.jpg
http://www.halfpricesoft.com/payroll-software/images/second_signature_line.jpg
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Step 3: Add New Employee 
 

 
Start ezPaycheck application, click the left menu "Employees" then click the sub menu "Add Employee" to add 
employee profile. EzPaycheck calculates state tax based on employee address. 

  
(Click image to enlarge) 
 
 

Employee payment and deductions 
- If you set up employee to be paid by salary, then check the option box "Salary Employee" and enter the amount 
for yearly salary 
- If you set up employee to be paid by hourly, then uncheck the option box "Salary Employee", leave Year Salary 
field as "$0", and enter the hourly rate. 
- Set up the deductions for each paycheck. 
 

http://www.halfpricesoft.com/payroll-software/images/add-employee-info.jpg
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Tax Options 
Nonprofits and churches that do not need to deduct FICA taxes for clergy members and some employees, can 
uncheck Social Security tax and Medicare tax here. 

 
 

http://www.halfpricesoft.com/payroll-software/images/add-employee-payment.jpg
http://www.halfpricesoft.com/payroll-software/images/add-employee-tax.jpg
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Save information 
Click the Next button and save the employee information. 
 
 

Step 4: Manually Enter YTD Data if you 

start ezPaycheck in Mid-year 

(Optional) 
 
YTD means Year-to-date. It is a period from the beginning of the current year, and continues up to the present 
day. The YTD information on the check stubs will update automatically each time you add a new paycheck. 
 
This YTD entry feature is for customers who start ezPaycheck in mid-year. (If you start ezPaycheck from Jan 1, you 
do not need to enter YTD manually.)  
 
For example, company ABC handles paychecks for employee Ryan Smith manually from 1/1/2011 to 6/30/2011. 
They plan to use ezPaycheck from 7/1/2011-7/15/2011 pay period. So instead of entering the old checks one by 
one, they can enter the YTD summary data here. 
 
If you have not set up company and add employee, please finish step 1 "Set up company information" and step 2 
"Add a new employee" first. 
 
Navigate to input YTD screen 
Start ezPaycheck application, click the left menu "Employees" then click the sub menu "Employee List" to view 
employee list. Select Ryan from Employee list and open YTD manually input screen.
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Input YTD data 
You can enter the summary information for 1/1/2011 to 6/30/2011 if the first paycheck is from 7/1/20111. 
 
 

  
 

http://www.halfpricesoft.com/business-blog/image.axd?picture=2011/12/view_YTD_link.jpg
http://www.halfpricesoft.com/business-blog/image.axd?picture=2011/12/enter_YTD_info.jpg
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Save information 
Click the SAVE button to update. When you generate the first check (in step 5), you will see the YTD data there 
 

  
(Click image to enlarge) 

Step 5: Create and Print Paychecks 
 
 Add a paycheck by salary 
Click the ezPaycheck payroll software left menu "Checks" then click the sub menu "New Check" to open New 
Check screen. 
- Select this employee from list 
- Specify Pay Date, Pay Start Date and Pay End Date. 
- Review the information on screen 
- Click the SAVE Check button to save this new check. 
 

http://www.halfpricesoft.com/business-blog/image.axd?picture=2011/12/ytd_new_check.jpg
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Add a paycheck by hourly rate 
Click the ezPaycheck payroll software left menu "Checks" then click the sub menu "New Check" to open New 
Check screen. 
- Select this employee from list 
- Specify Pay Date, Pay Start Date and Pay End Date. 
- Enter hours - Review the information on screen 
- Click the SAVE Check button to save this new check. 
 

  
 

http://www.halfpricesoft.com/business-blog/image.axd?picture=2011/12/ytd_new_check.jpg
http://www.halfpricesoft.com/payroll-software/images/pay_by_hour_and_commission.jpg
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Print paychecks 
select the paychecks from list and click the Print button to print paychecks.

  
 
 

  

http://www.halfpricesoft.com/payroll-software/images/print-paychecks.jpg
http://www.halfpricesoft.com/payroll-software/images/select-printer.jpg
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(Click image to enlarge) 
 

http://www.halfpricesoft.com/payroll-software/images/paycheck-print-preview.jpg

