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Prepare for Payroll
The Prepare for Payroll section is where you will run your payroll. Here you will be able to: select the timesheets 
that you would like to run the payroll for; review and edit those timesheets if needed; and send all of the employee 
timesheet data to Deluxe Payroll.

Pay Run Summary Section
The Pay Run Summary section provides you with the ability to view any previously run payrolls, as well  
as delete pay runs that are no longer needed. You will also be able to filter the Pay Runs by status (draft,  
finalized, or all).

To start a new Pay Run,

1. Go to "Prepare for Payroll" section.

2. Click the "Start New Pay Run" button in the top right corner.

3. Check date range you’ll be running the payroll for.

4. Choose employees’ timesheet you’ll be running the payroll for.

5. Click the "Next" button.
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6. �If there are errors, warnings or exceptions, the system will present the user with a "Resolve Pay Run  
Issues" window. The system will give options to fix or ignore these exceptions (ex: Timesheet has missing 
punches or the timesheet is unapproved etc.). Click on the fix or ignore buttons to resolve all warnings and 
exceptions.

7. Once all exceptions have been fixed, click the "Next" button.

8. �You will then be routed to the final step which is the Pay Run Totals. In this section, you will be able to  
review the summary of hours and amount per employee you will pay for. The user is also given an option  
to download a csv file with pay run details. Once everything is reviewed, the user can select "Send to  
Payroll" button to submit payroll data to Deluxe Payroll.


