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Set-Up New Company 3 o R e ——
View Existing Company i % \1) Q @ / ) @ @ x
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Password

Manage Data
Financials Quick View

Printers
Log Off

Exit Program Zephyr Business Services, Ltd.

:ofessional Business DX

_Wersion 10.3

Technical Support: (877) 601-3795 d
Copyright ©2005-2008 - All Rights Reserved Zephyr Business Services,
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Company Set-Up

Click on File/Company Profile/Setup

File CRM Inventory PO OE AR POS PropMgmt TimeCard Payroll AccPay Banking JobTrack Genledg Tools Help

Zephyr Business Services, Ltd.

2% Company Setup

Company Setup ‘Omions } Sorting of ID's | Default Prirters | Default GIL Accounts |
[Company Information]

Company [ Payroll Company ponet ]
tane - Phone2Fax| |
Address 123 Main Street s
City [Somewhere State [ca| FederalD#

91313 Country [

Save x Close ‘

Copyright ©2005-2008 - All Rights Reserved Zephyr Business Services;

7y Start S 1nbox - Microsoft ... (~ ProStores: Order ... Hj MPA-MPP 1005 to ... B Sales & Income 20... & Professional Busine... | ‘2 Document1 - Micro... Links > @ zﬂ 7:39 AM
Complete Company Information
Click on “Options” tab
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Zephyr Business Services, Ltd.

2 Company Setup

Company Setup Sorting of ID's | Default Printers I Default GIL Accounts l
[Global Setup]

Default Report/Output To
IV Wait for an OK from the user when saving new transactions

|v Confirm posting date before posting transactions 5 | 6@ =

Canada GST/PST Setup
[ Activate GST Tax on PO/Orderinvoice

GST Tax Rate 3
700 % Date Format
I Deduct Tax after GST (PST) MMIDDYYYY -
(This will appear as Sales Tax

on the Invoice/PO)

Save x Close |

Copyright ©2005-2008 - All Rights Reserved Zephyr Business Services,

77 'Start | (® mbox-Microsoft... | /- Prostores: Order .. | T MPA-MPP 1005to... | Tl Seles&Income20... G Professional Busine... | T Documenti -Miaro.. L

4) Under “Global Setup” click on the bow to the left of “Wait for an Ok from the user when saving new
transactions.

5) Click on the box to the left of “Confirm posting date before posting transactions”

6) Make sure you have a checkmark in both boxes.

7) Look over to the right under “Default Report/Output To” and click on the second box (the one with
glasses) to send reports to the screen before printing.

8) Click “Save”

9) Close “Company Setup” screen



Payroll Company
File CRM Inventory PO OE AR POS Prop Mgmt

Time Card 230N AccPay Banking Job Track Genledg Tools Help

— Employee Admin
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P 1 Admi
Auto Process Payroll Checks ersonnel min

Manually Process Payroll Checks » Change Employee ID
Enter/Edit Past Payroll Checks Payroll Setup
Cancel Payroll

Post Payroll

Reports >

‘Year End Processing »

Zephyr Business Services, Litd.

:ofessional Business DX
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Technical Support: (877) 601-3795 y
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Payroll Set-Up

10) Click on Payroll/Setup/Payroll Setup

#% Professional Business DX - A Payroll Company
File CRM
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Zephyr Business Services, Ltd.
2% Payroll Setup

System Seftings IDeducﬁons ‘ Earnings | Accruals ‘ W213 Form Setup | Miscellaneous

Payroll Department Admin

Bank Admin
Edit SUI / SDI / CA-ETT Rates
‘Workers Compensation Rates

Payroll Tax Table Version

OK | X Cancef

"77Start | (@ mbox-ticos... | (2 Prostoresi ore | B WPA-NPP 100, | B Sslsaincom... | B8 PayrolsetUp | M2 Mcosofte < g ProfessionalB... Ll &
11) Click on “Payroll Department Admin”
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Zephyr Business Services, Ltd.

2% Payroll Department Maintenance

Employee Accounts |Empluyer Accourts | Deduction Accourts |

Department ID Department Name | B

Expenses and Liabilities Account
Payroll Expense Employes SUI Payable [25110
Checking Accourt DI Payable [25100
FICA Payable Medicare Payable [25080
Federal Tax Payable (FAT) City/Local Tax Payable [25120

State Tax Payable (SWT) Child Support Payable (25140

Advance EIC Payable | 25150

Save | X Cancef | X ciose | W Delete

"T7Start @ wbox-maos. [ [ rostoresior,. [ Wiweawee oo, | 8 sdesaineon..  f professonss... | @ CompanySer... | B Documenta M. i ” &8 75 A
12) Enter “1” in the “Department ID” field and hit the “Tab” button on your keyboard. Don’t be concerned
if your screen doesn’t look exactly like the one pictured.
13) Click “Save” and close the “Payroll Department Maintenance” screen

# Professional Business DX - A Payroll Company
File CRM Inventory PO OE AR POS PropMgmt Time Card Payroll AccPay Banking JobTrack Genledg Tools Help

0

Zephyr Business Services, Ltd.
% Payroll Setup.

System Settings lDeducﬁons ] Earnings } Accruals } VW2/A'3 Form Setup } Miscellaneous

Payroll Department Admin
Bank Admin

Edit SUI / SDI / CA-ETT Rates

Workers Compensation Rates

Payroll Tax Table Version

V OK | X Cancef

"TTStart [@umbox-ve.. [/ ostoros.. [ @weawep i [ Hiseesainc. | @ payolsetp | B Comperys.. | @reyolser.. o professons.. Lok ¥ @@ 1203
14)Click on “Edit SUI/SDI/CA-ETT Rates in center of screen



2 Professional Business DX - A Payroll Company @@

Fle CRM Inventory PO OE AR POS PropMgmt TimeCard Payroll AccPay Banking Job Track Genledg Tools Help

£ s e Taelw ou e x

Zephyr Business Services, Ltd.

& =% Edit SUI / SDI / CA-ETT Rates

Tax Table D Description I

Rates for Employee Contribution Rate To [07/10/2008 [

SUlWeageBaseLimt [ |
Wage Base Limit |:|

WageBaseLimt |

‘Wage Base Limit \:]

California Training Tax |
California Training TaxLimt |

‘ X Cancef x Close ‘ |aﬂmwse

,,' start. & Inbox - Micros... 1 /= ProStores: Or... 1 By MPA-MPP 100... 1 B sales & Incom... | % Professional B... 'gc‘:mpanysu o T Document3 - M... | Lok > Rzﬂ 7146 AM
14) Your curser should be flashing in the “Tax Table” field.

2% Professional Business DX - A Payroll Company @
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Zephyr Business Services, Ltd.
2% Browse State Codes

Search: ‘:’ Search by: |State Code v

State Code Description - ‘
Arizona 19.0% Rate
CA, - Single & Married - wi2 Incomes J
CA - Married - wi2 or more Depend
CA - Married - wiless than 2 Depend
CA, - Head of Household

Colorado - Single

Colorado - Married

Connecticut - Rate A

Connecticut - Rate B

Connecticut - Rate C

Connecticut - Rate D

Connecticut - Rate F

DC - Married - Filing Seperate

DC - Single & Married - Filing Joint

“ OK | X Cancel

istart [/ prostores: .. | Sivpasepi.. | B sskesenc.. | B0 payolsetUp | 0 CompanyS... | G Parollset.. g Profession

16) Click on “Browse” in the lower-right corner and select the first tax table for your state. (See CA1
example above).

17) Click “OK”
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Zephyr Business Services, Ltd.

£ 2% Edit SUI/ SDI / CA-ETT Rates

Tax Table |25} Description |CA - Single & Marrie

State ID # Rate From [ ; ;

LLLT
i s |

Rates for Employee Contribution Rate To| / /

Sul 0.0000% SUlWage Base Limit 7000.00
SDI 0.8000% Wage Base Limit 86695.00

Rates for Employer Contribution

sul 0.0000% Wage Base Limit
SDI 0.0000% Wage Base Limit

California Training Tax 0.0000%

California Training Tax Limit

Save | X Cancef x Close‘ @ Delete erowse‘

— _ =
7y start. [ @mbox-Mic.. |/ Prostoresi... | DiMPaPR L. | T Sales&lnc.. | B PayrolSetUp | T CompanyS.. | T PawolSet.. i Professona.. Liks ” & @ 12:14P0

18) Check with your state or accountant to determine if the employee, the employer, or if both the
employee & employee make contributions to State Unemployment Insurance (SUI) or State Disability
Insurance (SDI).

19) Also check for the SUI/SDI rate and Wage Base Limit

20) Enter rate under “Employee Contribution” or under “Employer Contribution”

21) Enter “Wage Base Limit” under “Employee Contribution” or under “Employer Contribution”

22) Under the “Description” field enter the beginning and ending date of the SUl rate. (It could be as
simple as a calendar year (1/1/2008 — 12/31/2008)

23) Click “Save”. If you have multiple tax tables the program will ask you if you want to update the others
in your state. Say “Yes”.

24) Most small companies don’t deduct for insurance, etc. If you need help with the “Deductions” tab
please call 877-837-4067.

25) Close the “Payroll Setup” screen.
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Personnel Admin
Auto Process Payroll Checks =

Manually Process Payroll Checks > Change Employee ID
Enter/Edit Past Payroll Checks Payroll Setup

Cancel Payroll
Post Payroll

Reports »
Year End Processing »

Zephyr Business Services, Litd.
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:ofessional Business DX
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Employee Set-Up
26) Click on Payroll/Setup/Employee Admin

Professional Business DX - A Payroll Company
File CRM Inventory PO OE AR POS PropMgmt Time Card Payroll AccPay Banking Job Track Genledg Tools Help
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Zephyr Business Services, Lid.

& Password Protected

You must enter the correct password

|

V OK | X Cancef

Technical Support: (877) 601-3795 www.zeph 3
Copyright ©2005-2008 - All Rights Reserved Zephyr Business Scrvf?u,
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27) Enter the password sent to you by email
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57 Employee Maintenance

Personal IEamings ‘ Withholdings ] Deductions I Accruals ‘ W-2 Info. 1 Other 1 Checks ‘ Posted QTD 1

[ Last Name First Name Micidlle Initial
Employee Id || | | | |

Job Title | I Married? Department[ |
Address | Social Security No. :]
City State Tax Table |
state [ |z ] Local Tax Code#1 | | Codes2[ |
ProneMa [ ] code#3[ | codess[ |

Status Apply EIC
(v Active (+ None

" Temporarily Inactive " Single
" Inactive " Married, Two Certificates Filed
" Married, One Certificate Filed

‘ X Cancef x Close | T Delete | B Browse| << Prev | Next >> |

72 start | @ ibox-Mic.. | (- Prostores:... | D) MPAMPPL... | D selestinc.. G Profession.. | T CompenyS.. | T PayollSet... | T Documentd..  Liks ” @ @ 74340
28) Complete the following fields:
Employee ID: Use 001 as your starting ID and then 002, 003, etc.
Last Name:
First Name:
Married:
Department: Use the number 1
Social Security No.
State Tax Table: Make sure your curser is in this field and then click on the “Browse” button. Drop
down to the appropriate tax table and click on it.
29) The fields listed in step 28 are required. You can’t “Save” an employee without them. Fill-in the
rest of the fields.
30) Make sure the “Active” radio knob under “Status” is checked.
31) Make sure the “None” radio knob under “Apply EIC” is checked
32) Click on the “Earnings” tab.
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File CRM Inventory PO OE AR POS PropMgmt Time Card Payroll AccPay Banking JobTrack Genledg Tools Help
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I Withholdings | Deductions | Accruals | we2info. | other | checks | Postedato |

[ Last Name First Name Middle Initial
Employee | | | |

Salary Details
Pay Frequency @ Annual Salary
Pay Type @ Comm.-Annual Base Salary
Default Hrs  Rate/Hour Default Hrs  Rate/Hour
Regular Misc # 1 :I
L]
L1

Misc#s |

‘ X Cancef x Close‘ ’ << Prev | Next >> |

—_—— : =
1y Start m Inbox - Mic... rﬁ ProStores: ... r'Ei MPA-MPP 1... r’g Sales & Inc... 2% Profession... rﬁ Company S... rﬁ Payroll Set ... rﬁi Document4... Links > Q‘)ﬂ 7:49 AM

33) Click on the drop-down arrow next to “Pay Frequency” and select weekly, bi-weekly, etc.

34) Click on the drop-down arrow next to “Pay Type” and select Hourly, Salary, or Commission. If you
choose “Salary” you will notice that the “Annual Salary” field is in longer gray. Enter the annual salary
and the program will calculate the hourly for you.

35) Enter the default hours. You can over ride the default hours when you do payroll.

36) Enter the rate per hour under “Rate/Hr.”

37) If your employee gets paid “Overtime” you are not required to set up the default hours. However, you
are required to enter the overtime rate (normally 1.5 times the normal rate per hour).

38) Click on the “Withholdings” tab
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Personal I Earnings Deductions I Accruals I W-2 Info. I Cther I Checks ] Posted QTD ]

Last Name First Name Midldle Initial
Employee I |

Withholdings

Fed. ExemmionsD City Tax % : Excess PAT I:l

State Exemptions[ | City Base Rate Bcessswi |
Special State Exemptions E] City Limit Excess LWT l:l
Child Support ‘Worker's Comp. ID l:l

Employee Is Exempt From The Following Employer Taxes
[ Exempt FUTA | Exempt SUI | Exempt SDI |

Employee Is Exempt From The Following Employee Taxes
[ Exempt Social Security TaxMedicare. [ Exempt FAT [ Exempt SWT
[ Exempt SDI [ Exempt SUI

‘ X Cancef x Close‘ ’ << Prev | Next >> |

F,','sTrjt [® box-Mic... | /2 Prostores: ... | i MPA-MPP1.. | T Sales&Inc..  3f Profession... | O CompanyS.. | T PayrolSet.. | T Documentd.. Liks ~ & @ 740410

39) If the employee claims 0, 1, 2, etc. on his W4 put what he claims in the “Fed. Exemptions” field and
the “State Exemptions” field. If the employee claims “1” enter “1” in both fields.

40) If you are required to deduct child support from an employee’s check put the amount to be
deducted in the “Child Support” field.

41) Unless the employee’s W4 tells you he is exempt from something DO NOT check any boxes under
“‘Employee Is Exempt From The Following Employer Taxes” or “Employee Is Exempt From The
Following Employee Taxes”

42) If you don’t have any deductions then ignore the “Deductions” tab. If you need assistance with
Deductions call 877-837-4067.
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- ) Setup »
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= 7 Auto Process Payroll Checks »|  AutoPay Payroll Checks |
»

Manually Process Payroll Checks
Enter/Edit Past Payroll Checks

Payroll Worksheet Report
Child Support Report
Cancel Payroll Payroll Deduction Report

Post Payroll RePrint Payroll Checks

Reports »
Year End Processing »

Zephyr Business Services, Ltd.
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Auto-Process Payroll
1) Click on Payroll/Auto Process Payroll Checks/AutoPay Payroll Checks
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Zephyr Business Services, Ltd.

1% process Payroll

Process Payroll is a two-part process.This screen is the first part of the process. The 4
program will process employees based on the information that you enter belowy.

‘When you click on 'OK', the second part of the process begins. You are presented

with & screen that allows you to input the earnings and deductions. You can even
overtide the taxes, both employee and employer. This is how it works:

The program scans through the employee file and processes one employee &t a time.

If it finds the earnings information in the timecard it will use such earnings, otherwise it LJ

e e B C

Starting payroll - - Ending payroll -

perioddate  Lorio02008 [ = period date _7"1 2i2008 [+
Check Date |07/11/2008 |~ Generate by [Employee No. v

V OK | X Cancef

Technical Support: (877) 601-3795 www.zephyritd.
Copyright ©2005-2008 -~ All Rights Reserved Zephyr Business Services,

W [® mbox-tic... |/ Prostoresi... | CAMPAMPP1.. | TjSaslestinc... | W PayrolSetUp | T EmployesS.. | T CompanyS..  f Professona.. Liks ~ & J” 8:45 AM

2) Click on the drop-down arrow next to “Pay Frequency” and select “Weekly”, etc.

3) Click on the drop-down arrow next to “Pay Type” and select “Hourly”, “Salary”, “Commission”, or “All”
if you are paying more than one type.

4) Enter the payroll period starting date

5) Enter the payroll period ending date

6) Enter the check date

7) Click “OK”
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Zephyr Business Services, Ltd.
% AutoPay Payroll Checks for the period: 07/06/2008 To 07/12/2008

Employee:| 003-Bales Carol Status: | active Pay type: |Hourly
Earnings Hours Rate DepartID JobID WIC ID Taxes Amount

Regular 40.0000] 17 3077 1 Social Security  Medicare

Overtime 0.0000 0.0000 :’

Federal Tax Ex Federal Tax

Personal 0.0000 0.0000

Vacation 0.0000 0.0000 State Tax Ex. State Tax
Sick 0.0000 0.0000
Misc # 1 0.0000 0.0000
Misc # 2 0.0000 0.0000

) CityiLocal Tax Ex.Cty/lLoc.Tax
Misc # 3 0.0000 0.0000 0.00

Misc # 4 0.0000 0.0000

Misc#5 0.0000 || 0.0000 Gl 69231

Misc # 6 0.0000 0.0000 Taxes + Dedns. 0.00

Tips Amount [ _0.0000 | EiC[ 00000 | [fPolp-Prev]  (Pobn-Next netPay|
[F3 -Browse] [F4-Process] [F6 - Deductions]  [F7 - Empr.Liab]  [F8 - Make temp. inactive]

Save | X Cancel x Close | W inactive ‘ << Prev | Next > ‘

SDI

14 Start rﬂ Inbox - Mic... rﬁ ProStores: ... rﬂ 2 Microso... ~ r. Payroll Set Up rﬂ Employee S... rﬂ Company ... rﬁ Document2.. 5% Professiona...  Links ~ & ‘) 8:58 AM

8) Look in the upper-left corner of the “AutoPay Payroll Checks” screen. You will see that the program
has highlighted the default hours for this person. If this person worked a different amount of hours
than the default hours, enter the hours into this field.

9) If this person worked overtime, enter the hours into the “Overtime” field.

10) Look at your computer keyboard. On the right side of your keyboard is a “number pad”. On that
number pad is the number “7”. Look to the left of the number “7” and you will see the “Page Down”
button. After you enter the hours for an employee all you have to do is “hit” the Page Down button to
go to the next employee. (If for any reason the “Page Down” button isn’t working on your computer,
you can “Click” on the “Next” button in the bottom-right corner of the screen.

11) Enter the hours for all of your employees. When you have finished the last employee and click “Page
Down” you will see the following screen.
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Zephyr Business Services, Ltd.

Technical Support: (877) 601-3795 www.zephyritd.co
Copyright ©2005-2008 - All Rights Reserved Zephyr Business Servié-:,
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12) Click “Yes”
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Zephyr Business Services, Ltd.

& Payroll Worksheet

Printing Order | Employee No. v
[Employee Range]
From | FIRST To LAST

Send Output To :

OEEE

V OK | X Cancef

Technical Support: (877) 601-3795 www.zephyritd.
Copyright ©2005-2008 - All Rights Reserved Zephyr Business Services,
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13) Under the heading “Send Output To:” select the printer button to send the report to the printer or
select the glasses button to pre-view to the screen. If you select the glasses button you will see the
following screen.

14) Click “OK”
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Payroll Worksheet

Date: 07/11/2008 A Payroll Company
Time: 09:22:13 123 Main Street
Page: 1 Somewhere, CA 91313

User: SYSTEM ADMINISTRATOR
For the period 07/06/2008 To 07/12/2008
Enployee Range: FIRST TO LAST, Sorted by Employ

Employee ID__Employee Name Soc. Sec. # Check # Check Dt.
nn Manvna Marile AN HH RTE0 n N7 one
»

Printing Order |Employee Mo v
[Employee Range]
From | FIRST To LAST

Send Output To :

HEE

X Cancel

p w
Technical Support: (877) 601-3795 www.zephyritd.
Copyright ©2005-2008 - All Rights Reserved Zephyr Business Services,
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14 Start rﬂ Inbox - Mic... rﬁ ProStores: ... rﬂ 2 Microso... ~ r- Payroll Set Up rﬁ Employee S... r‘z Company 5... r@ Document2. .. 2 Professiona...  Links @ ‘) 9:22 AM

15) Right above the words “Payroll Worksheet” you will see a red box with a white “X” in it. Click on the
box next to it to expand the report. It will look like the following screen.
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Payroll Worksheet
Date: 07/11/2008 A Payroll Company

Time: 09:22:13 123 Main Street

Page: 1 ‘Somewhere, CA 91313
User: SYSTEM ADMINISTRATOR

For the period 07/06/2008 To 07/12/2008
Enployee Range: FIRST TO LAST, Sorted by Employee ID.
Employee ID _Employee Hame Soc. Sec. # Check # Check Dt. Gross Total Tax Deductions Check Ant.

001 Monroe, Marilyn HHHAR-BTE 0 0741172008 538.46 7818 0.00 460.28
Depart. ID: 1 Pay Type: Salaried PayFrg Weekly WiC. ID:

EARNINGS HOURS DEDUCTION AMOUNT LIABILITIES AMOUNT
Regular Soc. Secu 3338 Soc. Secu 3338
Medicare 781 Medicare 781
FWT 25.00 FUTA 33.38
SWT 768
SDI 4.3

7818 74.57

Gross: 538.46 Taxes: 78.18 Deductions: 0.00 Plus EIC: 0.00 = HNetPay: 460.28

003 Bales, Carol HER-AH-BIT 0 07/11/2008 69231 17073 0.00 52158
Depart. ID: 1 Pay Type: Hourly PayFra \Weekly wiC. ID:

EARNINGS HOURS RATE AMOUNT DEDUCTION AMOUNT LIABILITIES AMOUNT

Regular 40.0000 17.3077 692.31 Soc. Secu. 4292 Soc. Secu. 4292
Medicare 10.04 Medicare 10.04
FWT 9277 FUTA 4292
SWT 25.00

17073 95.88

Taxes: 170.73 X Plus EIC: 0.00 521.58

5
rﬁ ProStores: [ @& 2 Microso...  ~ PayrollSet Up | T Employee S... | T CompanyS... | T Document2. & Links > & ‘Jﬂ 9:26 AM

16) Review the worksheet to verify that everything is right and then click on the printer icon to print a hard
copy for your records.
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Zephyr Business Seryvices, Ltd.

2% Payroll Worksheet

Printing Order |Employee No -
[Employee Range]
From FIRST To LAST

Send Output To :

HEE

-
Technical Support: (877) 601-3795 www.zephyritd.

Copyright ©2005-2008 — All Rights Reserved Zephyr Business Services,

Inbox - Mic... > & 2 Microso. - F. Payroll Set Up ﬁ'a‘i Employee ﬁ]i Company S... V’Tzi Document2 2 Profession. Links ~ & ‘)- 9:28 AM




17) Close the “Payroll Worksheet” screen and the next screen will automatically appear.
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Zephyr Business Services, Ltd.

;ofessional Business DX

-

Technical Support: (877) 601-3795 www.zephy
Copyright ©2005-2008 - All Rights Reserved Zephyr Business Servﬁt,
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18) If there is a mistake on the Payroll Worksheet, click “Yes”

2% Professional Business DX - A Payroll Company E]@
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2% Edit Payroll Checks

Earnings ITaxes ‘ Deductions |

Employee ID Employee Name [Marilyn Monroe
Pay Period To Dept.D [ 1 | Paytype [Salaried
Check # [ 0] checkDate [o7/112008 | Tips [ ooo] EC [ 0.00]

Earnings Hours) Rate| Wage| Department ID Wrk.CompID | |
Regular 1.0000 538.4600 538.46 1

-

Gross I 533A4B| Taxes | 73A1B| Deductions | | Het I 4SOA23|

Save | X Cancef | ) Close ‘ T Defete |GABrowse| << Prev ‘ Next >> |Recalc. Taxes

—_—— e N N R R S R —
7y start Inbox - Mic... (= ProStores: ... 2 Microso... ~ | f@® Payroll Set Up T Employee S... T Company S... T Document2... 2P Professiona...  Links (&. 9:34 AM



19) This screen will allow you to make adjustments if you enter the wrong hours. After entering the
correct hours for this person click on “Recalc. Taxes” and click “Next” until you get to the last person,

then click “Save” and “Close”
B - >]x]

2R Tawone x

Zephyr Business Services, Ltd.

Professional Business DX

Attention

.
\12 Do you wish to edit any checks?

Technical Support: (877) 601-3795 www.zephyritd.co
Copyright ©2005-2008 - All Rights Reserved Zephyr Business Services, Ltd

F,',:—st'a_lj't- '@ mbox-mic... | /° Prostores:... | @2 Microso... | B PayrolSetUp | T EmployesS... | T CompanyS.. | T Documentz..  f Professiona.. Links 7 & @ o3t an

20) If there is no errors on the Payroll Worksheet, click “No”

21) If you selected “Yes” and went through that process or you selected “No”, both processes will lead
you to the following screen.
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Zephyr Business Services, Ltd.

Professional Business DX

Attention

o
\l) Do you wish to print the payroll checks?

Technical Support: (877) 601-3795 www.zephyritd.co
Copyright ©2005-2008 - All Rights Reserved Zephyr Business Services, Ltc

iy Stant rﬂ Inbox - Mic... r{f ProStores: ... rﬂzMicroso... v ﬁ Payroll Set Up rﬁi Employee S... r@ Company S... r"g Document2... R Professiona...  Links ” & ‘) 9:52 AM
22) Click “Yes” to send to the printer. If you handwrite checks, print to plain paper so you can write the
checks. Cutoff one of the check stubs so you can include it with the employee’s paycheck and save
the rest for your records.



 Professional Business DX - A Payroll Company
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Zephyr B

% Print Payroll Checks

Form Type Prirting Order
[Employee Range] [Check Details]
From Check No.

To Check Date [07/1172008 |

Checking Account Name: YOUR BANK NAME HERE
[Margin in inches] Parallel Prirter port for Checks-
The margins can range from 0"to 1" only. LPT

Top Margin | 0.0000 3: Left Margin | 0.0000 3:

Send Output To :

O EXE

Ty start. | @ mbox-Mc.. | (° Prostores: ... | @2 Mercso.. | BePayolSetUp | T Employees... | T CompenyS.. | T Docmentz.. g Professions...  Liks ” @& @ ois0am

23) Click on the drop-down arrow next to “Form Type” and choose “4500”

24) Move over to the right under “Check Details” and verify that you are using the correct check number.

25) Under “Send Output To:” click on the printer icon

26) Click “OK”

27) To save all generated payroll information for future report processing, (941s, W2s) you will need to
backup your data and “Post Payroll”




Professional Business DX Payroll Company
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& X

Auto Process Payroll Checks >
Manually Process Payroll Checks
Enter/Edit Past Payroll Checks

Cancel Payroll
st Payroll

Reports »
Year End Processing »

Zephyr Business Services, Ltd.

’—-‘

.ofessional Business DX

lfersion 10.3

Technical Support: (877) 601-3795 www.zephyritd.co
Copyright ©2005-2008 -~ All Rights Reserved Zephyr Business Services,

7l start | @

28) Click on Payroll/Post Payroll

box - Mic.... rﬁ ProStores: ... rﬂ 2 Microso... ~ r. Payroll Set Up rﬁ Employee S... rﬂ Company S... rﬁ Document2... P Professiona... | Links Q‘)ﬂ 10:19 AM
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£ 9

& Post Payroll

Please make sure you have made backups of all your DATA files before running this
process. This process will update Payroll history transactions and creste Journal

Entries and Checkbook Transactions.

Post Transactions To This Date in General Ledger>> |07/11,2008 |~{[F]

“ OK | X Cancef

REMINDER:
Backup before
posting.

EBackup

iy Start rﬂ Inbox - Mic... r-ﬁ ProStares: ... r-QZMicmso... - r-. Payrall Set Up r@ Employee S... l't_?| Company S... rﬁ Document2...
29) On the “Post Payroll” screen verify that you are posting to the right date.

2§ Professiona...

Links > @ ‘)ﬂ 10:05 AM

30) Look at the note in the bottom-right corner of the screen that says “REMINDER: Backup before

posting”.
31) Click on the “Backup” button
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Zephyr Business Services, Ltd.

The posting screen has been closed to backup data files.
‘When the backup is finished, re-select the posting option to post your transactions.

Technical Support: (877) 601-3795
Copyright ©2005-2008 - All Rights Reserved Zephyr Business Services,

iy Stant Inbox-Mic... rﬁ ProStores: ... rﬂz Microso. .. -r.PayroIISetUp ﬁ_?] Employee S... ﬁ:s'i Company 5... r@ Document2... 2§ Professiona..,  Links 7 & Jﬂ 10:09 AM
32) The program will tell you that it has closed the posting screen and remind you to re-select the posting
option.
33) Click “OK”




& Professional Business DX - A Payroll Company
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Zephyr Business Services, Ltd.

») =% Backup Data Files

Destination Drive Backup Information

Please select the drive
you wish to backup your
. datato. Typically you
NOTE: would select the floppy
All users must drive or drive A. Click on
be logged off. the "OK" button to start
the backup process.

V OK | X Cancel

Technical Support: (877) 601-3795 www.zephyritd.
Copyright ©2005-2008 - All Rights Reserved Zephyr Business Services,

14 Start [ mbox - Mic... rﬁ Prostores: ... | (2 Microso... - | @ PayrolSetUp | T EmployeeS... | T CompanyS... | T Document2... £ professiona...  Links ~ @ Jﬂ 10:11 AM

34) The “Backup Data Files” screen will ask you to select a destination drive. We strongly suggest you
backup to 2 places. Backup to your C: drive (your internal hard drive) and backup up to an external
device (external hard drive, external mobile hard drive, or a flash USB device). Don’t attempt to
backup to a CD. The operating system won't let you.

35) Select the destination drive and click “OK”

36) Your data is now backed up.
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Setup >
X

Auto Process Payroll Checks >
Manually Process Payroll Checks
Enter/Edit Past Payroll Checks

Cancel Payroll

Post Payroll

Reports »
Year End Processing »

Zephyr Business Services, Ltd.

p‘

.ofessional Business DX

lfersion 10.3

Technical Support: (877) 601-3795 www.zephyritd.co
Copyright ©2005-2008 - All Rights Reserved Zephyr Business Services,
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start r-ﬂ Inbox - Mic... rﬁ ProStores: ... rﬂ 2 Microso... ~ r. Payroll Set Up r@ Employee S... r'ﬁi Company S... r@ Document2... P Professiona...  Links @ ‘)ﬂ 10:19 AM

37) Click on Payroll/Post Payroll
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2% Post Payroll

Please make sure you have made backups of all your DATA files before running this
process. This process will update Payroll history transactions and create Journal
Entries and Checkbook Transactions.

Post Transactions To This Date in General Ledger>> |07/11,2008

REMINDER:
Backup before
posting.

“OK X Cancef EBackup

th_’it—. i Inbox - Mic... ﬁ ProStores: ... ﬂ 2 Microso... ~ @ Payroll Set Up E Employee S... ﬁ Company S... E Document2... ;g Professiona... Links > Q& 10:05 AM
38) Since you have already done a backup of your data ignore the “Backup” button and click “OK”.
B =) |

£ R|ITa® oo e x

i
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2% Post Payroll

Please make sure you have made backups of all your DATA files before running this
process. This process will update Payroll history transactions and create Journal
Entries and Checkbook Transactions.

Post Transactions To This Date in General Ledger>> |07/11/,2008 |

Attention

‘?‘/ Are you sure you want to post the transactions to 07/11/2008?

REMINDER:
Backup before
posting.

OK | X Cancef EBackup
[oFor] x| eaciap

Tistart [@wbocme. [ [ posoes: . [@2maoso. - [ B poyclsertp [ @ enployees.. | B Comporys.. | BDomenz. o mofessons.. s &8 10254
39) The program will ask you to verify the posting date. If the posting date is wrong click “No” and
change it. When the posting date is correct click on “Yes”.
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Zephyr Business Services, Ltd.

.ofessional Business DX

2% Posting Statistics

Payroll Posting to GL completed

Total Debits 1401.22

Total Credits 1401.22

Technical Support: (877) 601-3795 www.zephyritd.
Copyright ©2005-2008 - All Rights Reserved Zephyr Business Services,
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40) Click “OK” and you’re done!




