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HOW TO CREATE A BONUS CHECK Question 
 

 
 
 

PLEASE REFER TO THE STEPS BELOW: Answer 
 

 This tutorial is for information purposes only. We highly recommend you consult your tax advisor to 
understand any tax implications.   

 
Make sure you have the correct company open for the employee(s) that you are going to create a bonus 
check for.   
 
1. Click Employees 
2. Select the Employee you are going to create a bonus check for. 
3. Click Edit 

 
 
 

 

Click Edit 3 

Click Employees 1 

Select the Employee 2 
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4. The Welcome to the Modify Employee Wizard will appear, click Next 
 

 

Continue to click next until you reach the Incomes screen 

5. Select Bonus 
6. Click Next 
 

 

Click Next 4 

Click Next 6 

Select Bonus 5 

Once you select the Bonus income 
for each employee that you need to 
create a bonus check for, that item 
will continue to be available for each 
check you create for that employee.  
Any bonus payments for that year 
will be included on their paystub. 
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Continue to click next until you reach the Finish screen 

7. Click Finish 
 

 

You will now be able to create a bonus check for that employee. 

8. Select the Employee you are creating the bonus check for 
9. Click Pay 
 
 
 

  

Click Finish 7 

Click Pay 9 

Select the Employee 8 
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10. Select the Begin Date and End Date for the check 
11. Select the Pay Date for the check 
12. Enter the Bonus Amount in the Rate field 
13. Click Recalculate 
14. Click OK 
 
 
 

 
 
 
 

  
 

You have now created a bonus check for that employee. 
To create a bonus check for another employee(s), perform steps 1-14 for each employee 

Month DD, YYYY 

Month DD, YYYY 

Month DD, YYYY 

Click Recalculate  14 
Select Begin Date and End Date 10 

Select Pay Date  11 

Enter Bonus Amount 12 

Click OK 14 
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