Hire Plainly   Payroll execution SOP
Payroll execution SOP
First open the ten-employee example and locate the figures shown here. Then use the blank pair for your company. Example records, plan decisions and PINs are fictional; do not copy their review flags or tax assumptions into live payroll.
01-Start-Here / 02-Blank / 03-Example-10-Employees
Steps
Step 1  Files  Open the right folder
Step 2  Period Close  Set the company details
Step 3  Payroll  Choose the payroll period
Step 4  Employees  Set company benefits first
Step 5  Employees  Register each employee
Step 6  Benefits  Enter employee elections
Step 7  Tax Setup  Use the signed tax forms
Step 8  Clock  Connect and record punches
Step 9  Time Log  Review hours and corrections
Step 10  Payroll  Check every employee and the totals
Step 11  Payslip  Prepare the employee statement
Step 12  Period Close  Archive and begin the next period


Ten fictional employees
	Employee ID
	Example to compare
	Gross pay
	Net pay

	DEMO001
	Hourly pay without benefit elections
	$1,920.00
	$1,556.50

	DEMO002
	Traditional and pretax medical
	$1,920.00
	$1,397.53

	DEMO003
	Roth and after-tax medical
	$1,920.00
	$1,360.50

	DEMO004
	NJ residence and NY onsite work
	$2,240.00
	$1,696.28

	DEMO005
	Self-only HSA
	$2,400.00
	$1,718.71

	DEMO006
	Limited-purpose FSA
	$2,080.00
	$1,639.49

	DEMO007
	Weekly overtime
	$2,064.00
	$1,662.20

	DEMO008
	CA overtime and double time
	$2,200.00
	$1,666.22

	DEMO009
	Reviewed exempt salary
	$4,000.00
	$2,977.05

	DEMO010
	TX salary and Roth
	$4,000.00
	$2,953.62


DEMO001 login PIN1001; each next employee adds1. These public training credentials must never be used for real employees.
[bookmark: step1]Step 1  Files  Open the right folder
1.1  Unzip the entire starter ZIP. Keep each Owner and Employee Clock pair together in its own folder.
1.2  Open 03-Example-10-Employees first. Use 02-Blank only after the walkthrough. Never replace your live file with the example.
1.3  Use desktop Excel. Enable macros only after trusting this specific file. Excel Online cannot execute the VBA buttons. Select your language in Employees!O2.
1.4  These files were tested in Excel for Mac, not yet in Excel for Windows. If Windows blocks the macros, close the file, right-click it, choose Properties, tick Unblock and click OK.
1.5  On a Mac, Excel asks before the Owner buttons touch the other file. If Grant File Access appears, click Select, keep the highlighted file and click Grant Access. It can appear again after Excel restarts. If a macro question appears for a file the Owner button is opening, click Disable Macros. These questions are normal and the button continues afterward.
Actual workbook cells from the fictional example  SOP!A1:L23
[image: ]
Confirm before continuing: The example contains DEMO001 through DEMO010; the blank owner contains no employee IDs.
[bookmark: step2]Step 2  Period Close  Set the company details
2.1  Enter the legal company name in A4, business address in E4 and company contact number in I4. These appear on pay statements.
2.2  For each work state use the employer SUTA notice to complete O4:P8. Only after checking the actual notice set O11 to Y. These employer-specific values are not federal or state income-tax overrides.
2.3  Keep the clock beside the owner file. B6 is needed only if its path is different. Keep the owner private; employees receive only the clock.
Actual workbook cells from the fictional example  Period Close!A1:L8
[image: ]
Actual workbook cells from the fictional example  Period Close!N10:P27
[image: ]
Confirm before continuing: Do not copy the example’s assumed SUTA rates or Y flags as proof that your company has been reviewed.
[bookmark: step3]Step 3  Payroll  Choose the payroll period
3.1  In the example Payroll!A4 is 2026-11-02, G4 is 2026-11-20 and J4 is BIWEEKLY. D4 calculates 2026-11-15. D4 is not an input.
3.2  BIWEEKLY means every two weeks, usually26scheduled pay periods. SEMIMONTHLY means twice per month, normally24. Choose the company’s actual schedule.
3.3  Built-in tax schedules are for2026. Workweeks start Monday00:00. A non-Monday period start needs verified prior-week hours in Period Close; see Step12.
Actual workbook cells from the fictional example  Payroll!A1:L7
[image: ]
Confirm before continuing: Check both work-period dates and the separate pay date before entering time.
[bookmark: step4]Step 4  Employees  Set company benefits first
4.1  A4,D4,G4 and J4 mean whether the COMPANY offers401(k),medical,HSA and health FSA. They do not mean every employee enrolled. The example offers all four.
4.2  The example uses A6=1 and D6=3%. This matches100% of employee retirement contributions up to3% of eligible pay. Enter3%, not3.
4.3  HSA/FSA match multipliers and annual company caps are separate. The example uses a LIMITED health FSA. Verify actual eligibility and plan tax treatment before J8,N8,N10 review choices.
Actual workbook cells from the fictional example  Employees!A1:F8
[image: ]
Actual workbook cells from the fictional example  Employees!G3:L8
[image: ]
Actual workbook cells from the fictional example  Employees!M7:O10
[image: ]
Confirm before continuing: Use N for a plan the company does not provide; then do not enter employee deductions for that plan.
[bookmark: step5]Step 5  Employees  Register each employee
5.1  Row12 is DEMO001,Example Employee01,$24/hour. IDs are the stable link between Employees,Benefits,Tax Setup and time records; never use an SSN.
5.2  E is actual work state,F residence and G assigned office. DEMO004 lives NJ but works onsite NY: E=NY,F=NJ,G=NY,H=ONSITE. Remote work from NJ is a different case.
5.3  For non-exempt hourly work enter J. For a properly reviewed exempt salary enter K. The example salaries are$104,000/year; at26pay periods the full-period gross is$4,000. A title or salary alone does not establish exemption.
Actual workbook cells from the fictional example  Employees!A10:D16
[image: ]
Actual workbook cells from the fictional example  Employees!E10:I16
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Actual workbook cells from the fictional example  Employees!J10:N16
[image: ]
Confirm before continuing: The same ID must appear in each employee’s Benefits and Tax Setup row. N=Y records a completed real review; it does not perform that review.
[bookmark: step6]Step 6  Benefits  Enter employee elections
6.1  DEMO002 elects TRADITIONAL at5% plus$100 pretax medical each pay. DEMO003 elects ROTH at5% plus$100 after-tax medical. Both have$1,920gross.
6.2  Traditional lowers federal income-tax wages; Roth does not. A qualifying pretax medical deduction can reduce federal/FICA wages, while after-tax medical does not. State treatment may differ; the workbook keeps state wages separate.
6.3  DEMO005 illustrates eligible self-only HSA funding and DEMO006 a limited-purpose FSA. HSA/FSA dollar targets are per pay. M and N start with calculated annual values; adjust only for a genuinely reviewed plan or election, never a guessed limit.
Actual workbook cells from the fictional example  Benefits!A10:H17
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Actual workbook cells from the fictional example  Benefits!I10:P17
[image: ]
Confirm before continuing: Check actual enrollment and authorized deductions. A company offering a plan does not enroll every employee.
[bookmark: step7]Step 7  Tax Setup  Use the signed tax forms
7.1  Use the employee W-4 for B through G: filing status,Step2 checkbox,annual credits,other income,deductions and extra withholding per pay. SINGLE includes married filing separately; MFJ means married filing jointly; HOH is head of household.
7.2  H through O hold state-form and residence/registration choices. NJ/NY is not the NJ/PA reciprocal arrangement. DEMO004 uses separate NY source and NJ resident handling; do not replace the work state with the home address.
7.3  P through Z are opening YTD balances from prior closed payrolls, not this pay. The example assumes a new first payroll and zeros. Do not reset real prior contributions or wages to zero midyear.
7.4  Columns AB:AD are for forms with separate lines. AB and AC take NYC allowances and extra NYC dollars from IT-2104 lines 2 and 4. AD takes California estimated-deduction allowances from DE 4 line 1b. Column I stays line 1 for NY and line 1a for CA. Most employees need 0 here.
Actual workbook cells from the fictional example  Tax Setup!A10:G16
[image: ]
Actual workbook cells from the fictional example  Tax Setup!H10:O16
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Actual workbook cells from the fictional example  Tax Setup!P10:U14
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Actual workbook cells from the fictional example  Tax Setup!V10:AA14
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Confirm before continuing: Federal and supported-state tax dollar amounts calculate from government schedules; enter signed-form facts, not a fixed guessed tax.
[bookmark: step8]Step 8  Clock  Connect and record punches
8.1  In Owner Employees use Issue PINs and Send Roster. In the example the roster is already populated; DEMO001 uses training PIN1001. Never use these public training PINs for real employees.
8.2  Employees open only Employee Clock: ID in C5,PIN in C6. Use Clock in,Break start,Break end,Clock out in the actual order. Check the date and work state.
8.3  Save/close the clock before the owner updates the roster. Keep machine clocks and time zones correct. After collecting punches use Import Punches in Owner Time Log.
Actual workbook cells from the fictional example  Clock!B2:F17
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Confirm before continuing: The picture shows input cells; VBA buttons are operated in desktop Excel, not in this Word document.
[bookmark: step9]Step 9  Time Log  Review hours and corrections
9.1  A is unique shift ID,B employee ID,C actual work state. D:G retain original timestamps. H:K are correction entries; explain a correction in M instead of overwriting the original.
9.2  Only deduct a qualifying meal when the employee was relieved of duties and the review is documented in L/M. Short rest breaks are generally paid. The ordinary training shifts show a30minute relieved meal. The long CA day uses three work segments separated by two30minute meal gaps.
9.3  O shows record checks. Resolve missing outs,duplicates,overlaps and work-state mismatches. Review DST adjustments in N for a transition shift; a written reason alone does not supply elapsed time.
Actual workbook cells from the fictional example  Time Log!A8:G12
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Actual workbook cells from the fictional example  Time Log!H8:O12
[image: ]
Confirm before continuing: Do not force review flags to Y to suppress errors. Pay all compensable work, including unapproved work, while managing approval separately.
[bookmark: step10]Step 10  Payroll  Check every employee and the totals
10.1  DEMO001 has80regular hours at$24 and$1,920gross. DEMO007 has80regular plus4overtime hours:80×24+4×36=$2,064.
10.2  DEMO008’s CA example has80regular,4overtime and1double-time hour:80×25+4×37.50+1×50=$2,200. Salary examples9/10 have$4,000gross.
10.3  F gross,G federal,H state,I FICA,J resident/local/program,K benefits,L net and M company cost have different meanings. M is not the employee’s bank deposit. N must be OK for every populated row.
Actual workbook cells from the fictional example  Payroll!A10:G21
[image: ]
Actual workbook cells from the fictional example  Payroll!H10:N21
[image: ]
Confirm before continuing: The workbook calculates and reviews; it does not transfer wages,deposit taxes or file returns.
[bookmark: step11]Step 11  Payslip  Prepare the employee statement
11.1  Select employee ID in E3. The example starts with DEMO001. Confirm company,employee,pay date and pay-period dates before printing.
11.2  Compare the statement’s gross,deductions,taxes and net to that employee’s Payroll row. Use Letter portrait; do not print the private whole-owner workbook for employees.
Actual workbook cells from the fictional example  Payslip!B1:J22
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Actual workbook cells from the fictional example  Payslip!B23:J43
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Confirm before continuing: A second employee ID must show that employee’s figures,not the prior employee’s statement. Check before sending.
[bookmark: step12]Step 12  Period Close  Archive and begin the next period
12.1  Reconcile payroll and required payment/filing work before closing. Use ArchivePeriod and preserve the dated closed file,for example261102~261115.xlsm,in the archive folder.
12.2  Carry verified closing totals into next Tax Setup P:Z by employee ID. Review Period Close Q:W only when prior-week context is needed. Keep six prior days for a period beginning midweek; these are not a permanent history ledger.
12.3  Only after confirming the archive and carry-forward should you clear the next live period’s time records. Never delete the only copy of a closed payroll. Keep the employee clock and blank/training folders separate.
12.4  On a Mac, ArchivePeriod asks you to choose where each archive file is saved. A Save window opens for the payroll archive and, if you use the clock file, opens again for the clock archive. Give each archive a new file name, different from the other one and from any earlier archive; if a name already exists, that file is not replaced and the period does not advance. If a close fails, Excel keeps any file it already created, even a partial one, and shows its path; keep it, check it, and choose a new name next time. Each time, change File Format to Excel Macro-Enabled Workbook (.xlsm) before you click Save, because Excel starts with .xlsx. If a macro question appears for the archive file, click Disable Macros.
Actual workbook cells from the fictional example  Period Close!N10:P27
[image: ]
Confirm before continuing: A new period starts with the correct opening totals and no accidental copied example shifts.


Field reference by sheet
Payroll
	Cell or column
	Meaning and what to do
	Example or source to check

	A4
	Period start
Input field. Enter the real employer or employee value in the shown format.
	2026-11-02

	D4
	Period end
Calculated field — do not overwrite the formula. Calculated result: read it and trace it to inputs. Do not overwrite the formula.
	Automatic

	G4
	Pay date
Input field. Enter the real employer or employee value in the shown format.
	2026-11-20

	J4
	Pay frequency
Input field. Enter the real employer or employee value in the shown format.
	BIWEEKLY


Employees
	Cell or column
	Meaning and what to do
	Example or source to check

	A4
	401(k) offered Y/N
Input field. Choose whether the COMPANY offers this plan. Individual employee choices come later.
	Y / N

	D4
	Medical insurance offered Y/N
Input field. Choose whether the COMPANY offers this plan. Individual employee choices come later.
	Y / N

	G4
	HSA offered Y/N
Input field. Choose whether the COMPANY offers this plan. Individual employee choices come later.
	Y / N

	J4
	Health FSA offered Y/N
Input field. Choose whether the COMPANY offers this plan. Individual employee choices come later.
	Y / N

	A6
	401(k) match multiplier
Input field. Copy the approved company plan value. A multiplier and a percentage are different.
	1 = 100%

	D6
	Match applies to pay up to %
Input field. Copy the approved company plan value. A multiplier and a percentage are different.
	3%

	G6
	HSA company match multiplier
Input field. Copy the approved company plan value. A multiplier and a percentage are different.
	1

	J6
	HSA company annual cap ($)
Input field. Copy the approved company plan value. A multiplier and a percentage are different.
	500

	A8
	FSA company match multiplier
Input field. Copy the approved company plan value. A multiplier and a percentage are different.
	1

	D8
	FSA company annual cap ($)
Input field. Copy the approved company plan value. A multiplier and a percentage are different.
	500

	G8
	Health FSA type
Input field. Copy the approved company plan value. A multiplier and a percentage are different.
	GENERAL / LIMITED

	J8
	Section125/plan terms reviewed Y/N
Input field. Check the real documents and applicable rules before selecting Y.
	Y / N

	N8
	NJ: ER HSA/FSA in UI wages Y/N/UNKNOWN
Input field. Check the real documents and applicable rules before selecting Y.
	UNKNOWN

	N10
	NJ: ER FSA in income Y/N/UNKNOWN
Input field. Check the real documents and applicable rules before selecting Y.
	UNKNOWN


Employees
	Cell or column
	Meaning and what to do
	Example or source to check

	A12
	Employee ID
Input field. Use the SAME stable employee ID on every sheet. Never use an SSN.
	DEMO001

	B12
	Employee name
Input field. Enter the real employer or employee value in the shown format.
	Sample employee

	C12
	Active Y/N
Input field. Y=active for payroll; N=inactive. Not a benefit offer.
	Y

	D12
	Clock PIN
Input field. Created by the Issue PINs button in the owner file. Leave blank until you click it, then hand each person their own PIN privately.
	Issue PINs button; 1001 in the training file

	E12
	Actual work state
Input field. Enter the state where work is physically performed. Match the time record.
	NY

	F12
	Residence state
Input field. Enter the residence state separately; it is not automatically the work state.
	NJ

	G12
	Assigned office state
Input field. Enter the real employer or employee value in the shown format.
	NY

	H12
	Source rule
Input field. ONSITE=physical workplace. NY_CONVENIENCE and EMPLOYER_NECESSITY require reviewed NY remote-work facts, not residence alone.
	ONSITE

	I12
	EXEMPT / NON-EXEMPT
Input field. NON-EXEMPT=overtime eligible. EXEMPT requires duties and compensation review; salary alone is insufficient.
	NON-EXEMPT

	J12
	Hourly rate ($)
Input field. Gross HOURLY dollars from the accepted offer, not annual or per-pay dollars.
	24.00 hourly

	K12
	Annual salary ($)
Input field. Copy annual contractual salary from the offer for a reviewed exempt employee; not the amount of one check.
	Annual salary, exempt only

	L12
	Hire date
Input field. Enter the actual hire date from the accepted offer as a date.
	2026-11-09

	M12
	Employee address
Input field. Use the employee mailing address; not the work-state selector and never bank/SSN details.
	Employee mailing address

	N12
	Classification/jurisdiction reviewed Y/N
Input field. Check the real documents and applicable rules before selecting Y.
	Y only after review


Benefits
	Cell or column
	Meaning and what to do
	Example or source to check

	A12
	Employee ID
Input field. Use the SAME stable employee ID on every sheet. Never use an SSN.
	DEMO001

	B12
	401(k) election
Input field. Choose from the enrollment form: NONE, TRADITIONAL, ROTH or BOTH. Enter the percentages in C and D.
	NONE / TRADITIONAL / ROTH / BOTH

	C12
	Traditional employee %
Input field. Enter the employee election as a percentage. 5% means five per hundred.
	5%

	D12
	Roth employee %
Input field. Enter the employee election as a percentage. 5% means five per hundred.
	0%

	E12
	Medical election
Input field. Choose the coverage on the enrollment form: NONE, SELF or FAMILY. Do not pick FAMILY unless the employee actually enrolled in it.
	NONE / SELF / FAMILY

	F12
	Employee pretax medical per pay ($)
Input field. Enter dollars for ONE pay period, not an annual amount. Use the approved election.
	Employee pretax premium

	G12
	Company medical per pay ($)
Input field. Enter dollars for ONE pay period, not an annual amount. Use the approved election.
	Company premium

	H12
	HSA coverage
Input field. Choose the coverage on the enrollment form: NONE, SELF or FAMILY. Do not pick FAMILY unless the employee actually enrolled in it.
	NONE / SELF / FAMILY

	I12
	HSA eligibility reviewed Y/N
Input field. Check the real documents and applicable rules before selecting Y.
	Y only after HSA review

	J12
	Employee HSA target per pay ($)
Input field. Enter dollars for ONE pay period, not an annual amount. Use the approved election.
	HSA dollars

	K12
	Employee FSA target per pay ($)
Input field. Enter dollars for ONE pay period, not an annual amount. Use the approved election.
	FSA dollars

	L12
	Reviewed HSA age55 catch-up Y/N
Input field. Check the real documents and applicable rules before selecting Y.
	Y only if eligible

	M12
	Reviewed annual HSA limit ($)
 Starts with a formula. Change only to a genuinely reviewed annual plan/election limit; never guess or blindly copy a maximum.
	Calculated, review plan limit

	N12
	Annual employee FSA election ($)
 Starts with a formula. Change only to a genuinely reviewed annual plan/election limit; never guess or blindly copy a maximum.
	Calculated, review annual election

	O12
	Check before closing
Calculated field — do not overwrite the formula. Must show OK for the active employee before release. Read the stated reason if REVIEW appears.
	OK

	P12
	Employee after-tax medical per pay ($)
Input field. Enter dollars for ONE pay period, not an annual amount. Use the approved election.
	After-tax premium


Tax Setup
	Cell or column
	Meaning and what to do
	Example or source to check

	A12
	Employee ID
Input field. Use the SAME stable employee ID on every sheet. Never use an SSN.
	DEMO001

	B12
	Federal filing status
Input field. Copy the named field from the signed tax form. Do not type a fixed total tax here.
	W-4 Step1(c): SINGLE / MFJ / HOH

	C12
	W-4 Step2 Y/N
Input field. Copy the named field from the signed tax form. Do not type a fixed total tax here.
	W-4 Step2 checkbox

	D12
	W-4 annual credits ($)
Input field. Copy the named field from the signed tax form. Do not type a fixed total tax here.
	W-4 Step3, annual

	E12
	W-4 other annual income ($)
Input field. Copy the named field from the signed tax form. Do not type a fixed total tax here.
	W-4 Step4(a), annual

	F12
	W-4 annual deductions ($)
Input field. Copy the named field from the signed tax form. Do not type a fixed total tax here.
	W-4 Step4(b), annual

	G12
	W-4 extra withholding per pay ($)
Input field. Copy the named field from the signed tax form. Do not type a fixed total tax here.
	W-4 Step4(c), each pay

	H12
	State form: AUTO or approved code
Input field. Copy the named field from the signed tax form. Do not type a fixed total tax here.
	AUTO or signed state code

	I12
	State allowances
Input field. Copy allowances from the signed state form: NY IT-2104 line 1, CA DE 4 line 1a, or the NJ-W4 allowances. Do not put NYC or CA line 1b allowances here.
	IT-2104 line 1 / DE 4 line 1a / NJ-W4

	J12
	State-form extra per pay ($)
Input field. Copy the named field from the signed tax form. Do not type a fixed total tax here.
	Extra state dollars each pay

	K12
	NYC resident Y/N
Input field. Copy the named field from the signed tax form. Do not type a fixed total tax here.
	NYC residence, not NY state

	L12
	NJ resident obligation Y/N/UNKNOWN
Input field. Check the real documents and applicable rules before selecting Y.
	NJ resident registration decision

	M12
	NJ resident table AUTO/A-E
Input field. Copy the named field from the signed tax form. Do not type a fixed total tax here.
	AUTO / A-E

	N12
	NJ resident allowances
Input field. Copy the named field from the signed tax form. Do not type a fixed total tax here.
	NJ resident allowances

	O12
	NJ/PA certificate verified Y/N
Input field. Check the real documents and applicable rules before selecting Y.
	NJ/PA certificate, not NJ/NY

	P12
	Opening gross YTD ($)
Input field. Copy the verified year-to-date total BEFORE this pay period from the prior closed payroll. Zero only if confirmed none.
	Prior closed payroll: P

	Q12
	Opening FICA wages YTD ($)
Input field. Copy the verified year-to-date total BEFORE this pay period from the prior closed payroll. Zero only if confirmed none.
	Prior closed payroll: Q

	R12
	Opening EE401(k), all plans ($)
Input field. Copy the verified year-to-date total BEFORE this pay period from the prior closed payroll. Zero only if confirmed none.
	Prior closed payroll: R

	S12
	Opening HSA, all sources ($)
Input field. Copy the verified year-to-date total BEFORE this pay period from the prior closed payroll. Zero only if confirmed none.
	Prior closed payroll: S

	T12
	Opening employee FSA ($)
Input field. Copy the verified year-to-date total BEFORE this pay period from the prior closed payroll. Zero only if confirmed none.
	Prior closed payroll: T

	U12
	Opening company HSA ($)
Input field. Copy the verified year-to-date total BEFORE this pay period from the prior closed payroll. Zero only if confirmed none.
	Prior closed payroll: U

	V12
	Opening company FSA ($)
Input field. Copy the verified year-to-date total BEFORE this pay period from the prior closed payroll. Zero only if confirmed none.
	Prior closed payroll: V

	W12
	Opening state-program wages ($)
Input field. Copy the verified year-to-date total BEFORE this pay period from the prior closed payroll. Zero only if confirmed none.
	Prior closed payroll: W

	X12
	Opening NY PFL withheld ($)
Input field. Copy the verified year-to-date total BEFORE this pay period from the prior closed payroll. Zero only if confirmed none.
	Prior closed payroll: X

	Y12
	Opening FUTA wages ($)
Input field. Copy the verified year-to-date total BEFORE this pay period from the prior closed payroll. Zero only if confirmed none.
	Prior closed payroll: Y

	Z12
	Opening SUTA wages ($)
Input field. Copy the verified year-to-date total BEFORE this pay period from the prior closed payroll. Zero only if confirmed none.
	Prior closed payroll: Z

	AA12
	Signed forms/registrations reviewed Y/N
Input field. Check the real documents and applicable rules before selecting Y.
	Y only after signed forms checked

	AB12
	IT-2104 line 2: NYC allowances
Input field. Copy line 2 of the signed IT-2104. Leave 0 unless Tax Setup K is Y. NYC allowances are separate from the state allowances in column I.
	IT-2104 line 2

	AC12
	IT-2104 line 4: NYC extra per pay ($)
Input field. Copy line 4 of the signed IT-2104: extra NYC dollars for one pay period. Leave 0 if the line is blank.
	IT-2104 line 4

	AD12
	DE 4 line 1b: estimated-deduction allowances
Input field. Copy line 1b of the signed DE 4. Column I holds line 1a only. Do not enter the line 1c total anywhere. Leave 0 for anyone not paid under California withholding.
	DE 4 line 1b


Time Log
	Cell or column
	Meaning and what to do
	Example or source to check

	A9
	Shift ID
Imported original record. Keep original timestamps. Use the correction fields and reason rather than hiding an original entry.
	Unique shift ID

	B9
	Employee ID
Imported original record. Keep original timestamps. Use the correction fields and reason rather than hiding an original entry.
	DEMO001

	C9
	Actual work state
Imported original record. Keep original timestamps. Use the correction fields and reason rather than hiding an original entry.
	NY

	D9
	Original clock-in
Imported original record. Keep original timestamps. Use the correction fields and reason rather than hiding an original entry.
	2026-11-09 09:00

	E9
	Original meal start
Imported original record. Keep original timestamps. Use the correction fields and reason rather than hiding an original entry.
	2026-11-09 12:00

	F9
	Original meal end
Imported original record. Keep original timestamps. Use the correction fields and reason rather than hiding an original entry.
	2026-11-09 12:30

	G9
	Original clock-out
Imported original record. Keep original timestamps. Use the correction fields and reason rather than hiding an original entry.
	2026-11-09 17:30

	H9
	Corrected clock-in
Input field. Only for a verified correction; enter full date/time and explain it in M.
	Only if needed

	I9
	Corrected clock-out
Input field. Only for a verified correction; enter full date/time and explain it in M.
	Only if needed

	J9
	Corrected meal start
Input field. Only for a verified correction; enter full date/time and explain it in M.
	Only if needed

	K9
	Corrected meal end
Input field. Only for a verified correction; enter full date/time and explain it in M.
	Only if needed

	L9
	Unpaid meal fully relieved Y/N
Input field. Check the real documents and applicable rules before selecting Y.
	Y only for fully relieved meal

	M9
	Correction/review reason
Input field. Only for a verified correction; enter full date/time and explain it in M.
	Reason for correction or meal review

	N9
	Reviewed DST adjustment (hours)
Input field. Enter hours as a number. Leave blank or 0 on a normal shift. Enter -1 or +1 only for a reviewed daylight-saving crossing, and write the reason in M.
	0 normal; -1/+1 reviewed DST crossing

	O9
	Check before closing
Calculated field — do not overwrite the formula. Must show OK for the active employee before release. Read the stated reason if REVIEW appears.
	OK


Payroll
	Cell or column
	Meaning and what to do
	Example or source to check

	A12
	Employee ID
Calculated field — do not overwrite the formula. Calculated result: read it and trace it to inputs. Do not overwrite the formula.
	

	B12
	Employee name
Calculated field — do not overwrite the formula. Calculated result: read it and trace it to inputs. Do not overwrite the formula.
	

	C12
	Regular hours
Calculated field — do not overwrite the formula. Calculated result: read it and trace it to inputs. Do not overwrite the formula.
	

	D12
	Overtime hours
Calculated field — do not overwrite the formula. Calculated result: read it and trace it to inputs. Do not overwrite the formula.
	

	E12
	Double-time hours
Calculated field — do not overwrite the formula. Calculated result: read it and trace it to inputs. Do not overwrite the formula.
	

	F12
	Gross pay
Calculated field — do not overwrite the formula. Calculated result: read it and trace it to inputs. Do not overwrite the formula.
	

	G12
	Federal income tax
Calculated field — do not overwrite the formula. Calculated result: read it and trace it to inputs. Do not overwrite the formula.
	

	H12
	State income tax
Calculated field — do not overwrite the formula. Calculated result: read it and trace it to inputs. Do not overwrite the formula.
	

	I12
	Social Security and Medicare
Calculated field — do not overwrite the formula. Calculated result: read it and trace it to inputs. Do not overwrite the formula.
	

	J12
	Resident/local/program taxes
Calculated field — do not overwrite the formula. Calculated result: read it and trace it to inputs. Do not overwrite the formula.
	

	K12
	Employee benefit deductions
Calculated field — do not overwrite the formula. Calculated result: read it and trace it to inputs. Do not overwrite the formula.
	

	L12
	Net pay
Calculated field — do not overwrite the formula. Calculated result: read it and trace it to inputs. Do not overwrite the formula.
	

	M12
	Estimated company cost
Calculated field — do not overwrite the formula. Calculated result: read it and trace it to inputs. Do not overwrite the formula.
	

	N12
	Check before closing
Calculated field — do not overwrite the formula. Must show OK for the active employee before release. Read the stated reason if REVIEW appears.
	


Period Close
	Cell or column
	Meaning and what to do
	Example or source to check

	A4
	Company name
Input field. Enter the real employer or employee value in the shown format.
	Employer legal name

	E4
	Company address
Input field. Enter the real employer or employee value in the shown format.
	Employer business address

	I4
	Company phone
Input field. Enter the real employer or employee value in the shown format.
	Business phone

	B6
	Clock file path
Input field. Enter the real employer or employee value in the shown format.
	Full clock-file path if needed

	O4:P8
	State
Input field. Copy the rate into O and the taxable wage base into P from your state notice for each state. Enter the rate as a percentage and the wage base in dollars. These sample values are not your rate.
	3.3% / 44800, from your state notice

	O11
	Employer SUTA notice reviewed Y/N
Input field. Check the real documents and applicable rules before selecting Y.
	Y after actual notice check

	O17
	Archive folder (blank = this folder)
Input field. Enter the real employer or employee value in the shown format.
	Private archive folder

	O21
	Prior-week hours reviewed Y/N
Input field. Check the real documents and applicable rules before selecting Y.
	Y after prior-week review

	O23
	Prior-week context for period start
Input field. Enter a date: the first day of this pay period, the same date as Payroll A4. It confirms which period the prior-week hours belong to.
	Same date as Payroll A4

	Q12:Q61
	Employee ID for the prior-week hours
Input field. Use the SAME stable employee ID on every sheet. Never use an SSN.
	DEMO001

	R12:W61
	Hours on the six days before this period
Input field. Enter hours worked on each date shown in the header, as a number from 0 to 24, taken from the time records for the six days before this period. These are hours, not dollars. Year-to-date dollar totals go in Tax Setup P:Z.
	8.00 hours

	B12:L61
	Opening gross YTD ($)
Input field. Calculated result: read it and trace it to inputs. Do not overwrite the formula.
	Calculated closing YTD, not a ledger


What the formulas do
IF / AND / OR check conditions; INDEX / MATCH find the employee or tax bracket; SUM / SUMIF / SUMIFS add matching amounts; COUNTIF / COUNTIFS find duplicates or missing approvals; MIN / MAX enforce limits; ROUND controls cents; DATE / WEEKDAY align dates. A formula is a calculation rule, not a number to replace.
This tool supports single-rate wages and reviewed exempt salaries. Workweek: Monday00:00; workday: midnight. Built-in state withholding: NJ, NY, CA, PA and listed no-income-tax states, not every state. It does not pay employees or file returns. Unsupported arrangements require separate payroll processing. Pennsylvania has a state withholding table here, but pay is blocked until local rules are reviewed.
https://www.irs.gov/forms-pubs/about-form-w-4
https://www.irs.gov/publications/p15t
https://www.dol.gov/agencies/whd/fact-sheets/22-flsa-hours-worked
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