
SPECIAL
PAYROLL

A special payroll is a payroll that is ran outside of your company’s normal frequency.  
Special payrolls are commonly year-end bonuses, incentive payrolls, or quarterly bonuses 
ran separately from a normal payroll.   

1.  Enter the Correct Period Start, 
Period End, and Check Dates

2.  Select Payroll Tun Type and 
Tax Option

4.  If applicable, Set the 
Supplemental Federal Tax

5.  Scheduled/Unscheduled 
Deductions

Note: This is the normal pay 
frequency of the individuals that will 
be paid in the payroll.

The Special Payroll (No Salary) 
payroll run option does not allow 
any normal automatic salary 
amounts to be paid.

The period control is based on the 
check date and if that will be the first 
or last of the given periods listed.

Review the listed deductions and 
schedule the ones your company 
would like to have withheld with the 
special payroll.

Uncheck ‘Include Direct Deposit’ to 
stop all direct deposits and create all 
live/paper checks.

Supplemental federal tax percent 
will override all checks in the current 
payroll to have a flat federal tax 
amount withheld.

3.  Select the Pay Frequency

6.  Set Direct Deposit Options

7.  If applicable, set the 
Supplemental Federal Tax

8.  If desired, enter a message to 
include on the paystubs.
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