
 
Payroll Setup Process 

 
Here is an overall to understand what to expect when starting payroll:  
 
Collect intake forms for company and employees to include W4 for IRS and state forms. 
 
You will get an email to verify banking information. Once this happens your payroll will be able to start in about two days.  
 
*It is highly recommended that you get overdraft protection for your to avoid NFS (not sufficient funds) fees. It must be a business bank account. 
 
*It is highly recommended that you have a second business account just for payroll: once you run payroll you want to put the full obligation 
there so that when money is pulled after a payroll run to pay federal, state and local taxes, the withdraw will not create a cash flow problem. 
 
Submit Form 8655 (Reporting Agent Authorization) to IRS so we can send in reports on your behalf. A limited Power of Attorney is used for states. 
 
Apply for withholding numbers for the IRS and state if you don’t have them. The IRS uses your EIN (employer identification number). The states 
take about a week to create the numbers for you. The state numbers are for tax withholding and unemployment.  
 
For payroll we need hours for employees no later than Tuesday by noon for direct deposit that coming Friday. We can process checks or provide 
them with Visa bank cards. We then deposit their earning on these cards. They get an online login to review their account 24/7. 
 
Payroll reports to the IRS and state are sent out automatically.  
 
Each employer & employee will receive a portal link to review. You will receive instructions to input employee hours. This can be done manually, by 
uploading an Excel document, or by using an integrated time tracking system. Mobile app for employees, “Employee Portal Payroll Relief” 
 
We send in New Hire reports to the state. We can also provide background checks for an additional fee.  
 
We also offer Workers’ Compensation and employee benefits such as 401k and insurance (health, dental, vision, life, disability, Aflac). We can also 
provide HSAs, HRAs, or FSAs. These are fully integrated into our payroll system.  
 

Thank you for your business. 


