Timesheet Controls
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Overview: The Timesheet Processing Controls screen is used to control processing
variables for each payroll. These variables include Period Start, Check Date, Pay # in Month,
Stop ACH/Direct Deposits for everyone, Stop Tax/ Deductions and create a Check Stub
Message for everyone.

Period Start Date: Enter the first scheduled date that the hours were recorded for this
payroll.

Period End Date: This field cannot be changed, however, it is displayed based on the
company schedule that is populated when the company was setup at the Service Bureau.

Check Date: This field is based on the company schedule that is populated when the
company was setup at the Service Bureau. If the date is incorrect, click on the down arrow and
a table of period and check dates appear. Select the correct period end and check date for this
current payroll.

Pay # in Month: Enter a number indicating which pay number of the month for this payroll.
If you are unsure, you can determine this number by counting the number of payrolls already
processed this month.

Stop ACH/Direct Deposit: If this box is checked all ACH Direct Deposit for this payroll
only will be stopped for checking and savings. “Live” payroll checks will be produced. This
option may be used on special bonus payrolls such as Christmas bonus payrolls.

Stop Deduction Checks: If this box is checked all DEDUCTION payment checks for
this payroll only. This option may be used on special bonus payrolls. If this box is not checked
the normal deduction payment checks will be produced.

Check Stub Message: Enter up to a 66 character check stub message that will display
on all employee pay checks this time only.




