
 
 

 

Certified Payroll  

 

Please make sure all the following are setup for certified payroll to calculate correctly.  

1. Go to Client > Tracking Levels  

Check Certified Payroll on one of the tracking levels (you can only choose one level as certified) 

Click the Pencil icon to create the Projects  

 

Click +Add to create the project  

Check the Certified Job box  

Fill the information on each tab 

Save  

 

2. There are 2 options for entering the certified pay rate per job.  

Option 1. Go to Employee Card  

Go to Multiple Pay Rates tab 

Click +Add  

Enter Start Date 

Click + Add Pay Rate  

Choose the Project 

Choose the Pay Code  

Enter the Pay Rate 

Save 



Repeat these steps if using an overtime pay code and rate.  

 

 

Option 2. You can manually change the rate in timesheet.  

 

3. Start Payroll  

Choose Pay code in Other Pay column  

Enter the hours in the columns per day  

Click the drop down arrow on the left to allocate to the correct project  

If you have more than one project, click the plus sign on the far right to add new line. 

Repeat the above steps 

 

 Also add new line to enter overtime with the correct pay code, rate, and allocation.  



 

4. After payroll is submitted and ready for review, you can find the Certified Report in your list of 

reports to review.  

 
 

OR  

After payroll is processed, you can find Payroll Certified under Prior Payroll Reports.  

 


