Simplified step by step procedure for impounding total payroll to Company ZZ

Enter and verify paychecks.

Create the Direct Deposit Export.  Be careful to clear the contents of any previous files by answering NO to the question of whether you want to append or delete, unless this export is indeed to be added to a previous export, that has not yet been submitted to your processor.

Disburse all client taxes and code based disbursements (garnishments etc.)

Use the Impound Only option if you will be impounding these amounts.

Or cut a paper check for the garnishments as required.

From Company ZZ, create an invoice for your services:

* If this is the 1st time processing this client, then enter the applicable rates in the rates dialog.

*  In the Invoice dialog, click the “Auto Create” button. Enter the period ending rates and client range as required.  You can set these ranges to be “Wide open” and allow the program to process all clients that have open payrolls, or set it specifically to process one payroll and one client.
From the Client Company, print all Client reports along with the Payroll Deposit Letter.

The total payroll amount to be impounded will be shown on the last line of the letter.

In Company ZZ, create one “Paycheck” for your Service Bureau, representing the total amount of the impounded payroll.

· If this is the 1st time processing this client, enter their banking in the direct deposit dialog of the employee file. This is your client’s banking account that you will draw the funds from for total cost of their payroll, including your services.

· Create a manual check to withdraw the funds. This will be a negative direct deposit check. On the deduction side of the check, enter code 899 under the CD (dark green column) on the 1st line of the check, enter the total amount of the payroll. On the 2nd line of the check, enter code 900 in the CD column, the program should then calculate the DD code, in the amount of the total payroll. This value should be a negative value.

Still in Company ZZ – Create the Direct Deposit transaction for the paycheck you created above.

Select Direct Deposits from the disbursements screen (this is the default). All pending DD for company ZZ will be shown, select all of them if applicable or individually. You will generally only have one item listed, unless you have processed several clients and not completed this step in ZZ.

Pay the selected line items by clicking the Pay button – Choose YES to append the data to the existing export.

Submit this completed export to your processor, or proceed to process another client, appending further data, until you wish to forward the export to your processor.

