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2023 Payroll 

Annual Set-Up  
 
 
Step 1 - Change the Payroll Year 
 
In the Payroll Control Application 

1. Click the Payroll Control File icon on the toolbar or click “Select” and highlight Payroll 
Control from the drop-down menu.   

2. Under the Payroll Process Information Section, fill in the upcoming year:  2023 
3. Click the Change button. 
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Step 2 - Setting up the Payroll Date Control 
 
Regular (or scheduled) payroll runs take place depending on the pay frequency set up, with regular 
payroll runs taking place once per month (monthly), twice per month (semi–monthly), or every other 
week (bi-weekly). 
 

Regular payroll runs are commonly added at the beginning of each year according to the number of 
times per year you pay your employees.  

➢ Monthly - 12 payroll runs are necessary if employees are paid once per month 
➢ Semi-monthly - 24 payroll runs are necessary if employees are paid twice per month  
➢ Bi-weekly - 26 payroll runs are necessary if employees are paid every other week 

 
Open the Payroll Main Menu Application 
 

1. Click the  Date Control icon on the toolbar or click “Select” and highlight Date Control from 
the drop-down menu.   

2. Click the  Add icon on the toolbar or press the F6 button on your keyboard. 

3. Click the  Change Year button 
4. Enter the Year (See example below, but Do Not Copy, this is only an example). 
5. Select the Month from the drop-down box 
6. Enter the Run Number  

➢ Be certain that the month field relates to the run number.  For Example, if payroll is issued 
semi-monthly, January will take Run Numbers 1 and 2; February will take Run Numbers 3 
and 4; and so on. 

7. Enter the Check Date 
8. Enter the From Date (1st day of the pay period) 
9. Enter the To Date (last day of the pay period) 
10. Check the Last payroll of month? box if it is the last payroll of the month 

➢ If you pay your employees monthly the ‘Last payroll of month?’ box will be checked 
automatically. 

11. Enter the Payroll # 
➢ The payroll number should be 1, 2 or 3 depending on pay cycle and number of pay 

periods in the month.  For example, if employees are paid once per month the payroll # is 
1. The 1st payroll of each month would have payroll # of 1, the 2nd payroll of the month 
would have a payroll # of 2, and so on. 

12. The Direct Deposit Date defaults to the same date as the check date, if you want to change it to 
a different date enter a new date. 

13. Click the  Add button when finished. 
14. Repeat steps 5 – 13 to add the next payroll run to the date control. 
 

 


