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Payroll Problem-Solving: Become a Master of Troubleshooting

Agenda

• Payroll Definitions and Setup

• Troubleshooting DURING Payroll

• Troubleshooting AFTER Payroll

• Prevention BEFORE Payroll

➔  Live “In the Moment”
 -operators

➔  Period Reporting
 - managers, accountants

➔  Testing
 - operators, managers, accountants
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Definitions to know
and 

Setting up your 
display



D E F I N I T I O N S  –  R E Q U I R E D  K N O W L E D G E  F O R  “ M A S T E R ”  T R O U B L E S H O O T E R S

Group
(ex. “Compensation”)

“Group”s check line 
amounts into

subtotals
for calculation and 
reporting purposes

* * * * *

The Payroll Group 
Analysis report 
analyzes and 
summarizes check line 
totals by group



D E F I N I T I O N S  –  R E Q U I R E D  K N O W L E D G E  F O R  “ M A S T E R ”  T R O U B L E S H O O T E R S

Group
(ex. “Compensation”)

“Group”s check line 
amounts into

subtotals
for calculation and 
reporting purposes

* * * * *

The Payroll Group 
Analysis report 
analyzes and 
summarizes check line 
totals by group

Subtotal “bucket” for
tax tables
percentages
thresholds

Group

Think of a group in this way…

Do you know what’s in your groups?



D E F I N I T I O N S  –  H O W  P R C O D E S ,  S E G M E N T  I T E M S  A N D  G R O U P S  R E L A T E

Open Group record for its 
Segment Item assignments Run Groups Listing Report for complete list of 

Groups and Segment Item Assignments



D E F I N I T I O N S  –  H O W  P R C O D E S ,  S E G M E N T  I T E M S  A N D  G R O U P S  R E L A T E

View
Groups 

from 
PRCodes 

and 
Segment 

Items 
HD panes



D E F I N I T I O N S  –  H O W  P R C O D E S ,  S E G M E N T  I T E M S  A N D  G R O U P S  R E L A T E

Locate the “Memo” field in the Groups HD pane
for the built-in W-2 Box 12 “group” assignmentsDID YOU KNOW?



Right-click Menu

the

D E F I N I T I O N S  –  H O W  P R C O D E S ,  S E G M E N T  I T E M S  A N D  G R O U P S  R E L A T E

Options…

Set “visible” columns 
for your HD pane view



D E F I N I T I O N S  –  H O W  P R C O D E S ,  S E G M E N T  I T E M S  A N D  G R O U P S  R E L A T E

(Column) Options…
Set “visible” columns for 
your HD pane view



S E T T I N G  U P  Y O U R  D I S P L A Y  –  A  W E L L - O R G A N I Z E D  D A S H B O A R D

Click link to 
open Checks 

window filtered 
to “problem” 

checks



S E T T I N G  U P  Y O U R  D I S P L A Y  –  O P E N  M U L T I P L E  A C T I V I T Y H D  W I N D O W S

the

Right-click Menu

Open ➔ opens item in separate window

including the Dashboard!



S E T U P  –  O P E N  M U L T I P L E  A C T I V I T Y H D  W I N D O W S  A C R O S S  D I S P L A Y  A R E A

This is really important 
informtion that we want to make 

sure is read.

Payroll windows to open separately
     Dashboard, Timesheets, Checks, Employees



Payroll Problem-Solving: Become a Master of Troubleshooting

Agenda

•

• Troubleshooting DURING Payroll

• Troubleshooting AFTER Payroll

• Prevention BEFORE Payroll

➔  Live “In the Moment”
 -operators

➔  Period Reporting
 - managers, accountants

➔  Testing
 - operators, managers, accountants



Proof to Identify 
Problems

and Prevent



Tax errors on dashboard 1

Insufficient leave balance2

“null” Net Pay 3

T R O U B L E S H O O T I N G  “ I N  T H E  M O M E N T ”  –  W H A T  C A N  G O  W R O N G ?

Printer jam4



Vacation hours included in OT 5

Retirement contribution wages 
not including shift diff pay6

The medical deduction wasn’t 
pre-taxed but should have been 7

T R O U B L E S H O O T I N G  “ I N  T H E  M O M E N T ”  –  W H A T  C A N  G O  W R O N G ?

Training pay was paid @$1 per hour 
(calculation treated hours as amount)8



Wrong pay rate 9

Wrong contribution rate10

Wrong tax rate 11

T R O U B L E S H O O T I N G  “ I N  T H E  M O M E N T ”  –  W H A T  C A N  G O  W R O N G ?

Missing tax rate12



T R O U B L E S H O O T I N G  “ I N  T H E  M O M E N T ”  –  W H A T  C A N  G O  W R O N G ?

  . 



941 shows a payment due? 73

Employee claims SSA shows $0 
wages in 202374

EFW2 file was rejected by the IRS 75

T R O U B L E S H O O T I N G  “ I N  T H E  M O M E N T ”  –  L O T S  C A N  G O  W R O N G !

USA Tax Liability report doesn’t 
match tax payment in AP76



T R O U B L E S H O O T I N G  “ I N  T H E  M O M E N T ”  –  W H Y  P R O O F ?

Course:  Payroll 101
Description:  There will be problems

1. Some problems find you 

2. Most must be found
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Course:  Payroll 101
Description:  There will be problems

1. Some problems find you 

2. Most problems must be found



T R O U B L E S H O O T I N G  “ I N  T H E  M O M E N T ”  -  T H E  P R O C E S S

Anticipate and Proof 
to identify problems

25%

Decipher, Resolve and 
Recalculate

50%

Re-Proof

75%

“Proofing” is an iterated activity that occurs throughout the payroll process



T R O U B L E S H O O T I N G  “ I N  T H E  M O M E N T ”  –  A N T I C I P A T E  P R O B L E M  A R E A S

Anticipate and Proof 
to identify problems

25%

Decipher, Resolve and 
Recalculate

50%

Re-Proof

75%

Proof



T R O U B L E S H O O T I N G  “ I N  T H E  M O M E N T ”  –  A N T I C I P A T E  P R O B L E M  A R E A S

New HiresImported 
data

Updated 
rates

Updated 
calculations

New 
PRCode(s)

Know if changes to setup occurred this pay period…

Additional proofing

for setup changes
TRUST & VERIFY



T R O U B L E S H O O T I N G  “ I N  T H E  M O M E N T ” –  P R O O F I N G  S T A R T S  A T  D A S H B O A R D



T R O U B L E S H O O T I N G  “ I N  T H E  M O M E N T ”  –  O T H E R  P R O O F  T O O L S / R E P O R T S

Compare 
Payroll Runs

Checks 
Proof Report

Check Lines
HD pane

Check Totals 
report

1 2 3 4



T R O U B L E S H O O T I N G  “ I N  T H E  M O M E N T ” – P R O O F ➔ C O M P A R E  P A Y R O L L  R U N S

Compare 
Payroll Runs

1



T R O U B L E S H O O T I N G  “ I N  T H E  M O M E N T ” – P R O O F ➔ C O M P A R E  P A Y R O L L  R U N S



T R O U B L E S H O O T I N G  “ I N  T H E  M O M E N T ” –  P R O O F ➔ C H E C K S  P R O O F  R E P O R T

Checks 
Proof Report

2



T R O U B L E S H O O T I N G  “ I N  T H E  M O M E N T ”  –  P R O O F ➔ C H E C K  T O T A L S  R E P O R T

Check Totals 
Report

3



T R O U B L E S H O O T I N G  “ I N  T H E  M O M E N T ” –  P R O O F ➔ C H E C K  L I N E S  H D  P A N E

Check Lines 
HD pane

4



T R O U B L E S H O O T I N G  “ I N  T H E  M O M E N T ” –  P R O O F ➔ C H E C K  L I N E S  H D  P A N E

USA Taxable Wages
=

Gross Compensation  
-

Pre-Tax Deductions

➔  GROUP “IncomeTax” SOURCE total
                         
➔ GROUP “Compensation” RESULT total
                         
➔  GROUP “PreIncomeTax” RESULT total

?



T R O U B L E S H O O T I N G  “ I N  T H E  M O M E N T ” –  P R O O F ➔ C H E C K  L I N E S  H D  P A N E

USA Taxable Wages
=

Gross Compensation  
-

Pre-Tax Deductions

➔  GROUP “IncomeTax” SOURCE total
                         
➔ GROUP “Compensation” RESULT total
                         
➔  GROUP “PreIncomeTax” RESULT total

https://accountingwarestorage.blob.core.windows.net/webinars/08292024_ApplyFilterVideo.mp4


T R O U B L E S H O O T I N G  “ I N  T H E  M O M E N T ”  –  P R O O F  ➔  U S A  V S  C A N A D A

USA
     Federal and State Income Taxes charged separately
     “IncomeTax” group is qualified by Tax Entity to enable reporting by tax jurisdiction

Canada
     Federal and Province Taxes are combined on one line



T R O U B L E S H O O T I N G  “ I N  T H E  M O M E N T ”  –  P R O B L E M  I D E N T I F I E D ,  N E X T …

Decipher, Resolve and 
Recalculate

50%

Re-Proof

75%



T R O U B L E S H O O T I N G  “ I N  T H E  M O M E N T ”  –  D E C I P H E R  P R O C E S S  M E S S A G E S



T R O U B L E S H O O T I N G  “ I N  T H E  M O M E N T ”  –  D E C I P H E R  P R O C E S S  M E S S A G E S

the

Right-click Menu

Copy to Clipboard ➔ Copy selected items (<Ctrl>C) and Paste in                 (<Ctrl>V)

Select All ➔ Select all items in view (<Ctrl>A)

Excel or any text editor



T R O U B L E S H O O T I N G  “ I N  T H E  M O M E N T ”  –  D E C I P H E R  M E S S A G E



T R O U B L E S H O O T I N G  “ I N  T H E  M O M E N T ”  –  D E C I P H E R  M E S S A G E

Evaluate Messages from the top down

Resolving the first message often resolves the others



T R O U B L E S H O O T I N G  “ I N  T H E  M O M E N T ”  –  D E C I P H E R  T H E  M E S S A G E

Evaluate Messages from the top down

“Null” Results not allowed

Payroll Run Employee 
Code

Line # PRCode



T R O U B L E S H O O T I N G  “ I N  T H E  M O M E N T ”  –  D E C I P H E R  M E S S A G E



T R O U B L E S H O O T I N G  “ I N  T H E  M O M E N T ” – D E C I P H E R / R E S O L V E / R E C A L C U L A T E



T R O U B L E S H O O T I N G  “ I N  T H E  M O M E N T ” – D E C I P H E R / R E S O L V E / R E C A L C U L A T E



T R O U B L E S H O O T I N G  “ I N  T H E  M O M E N T ” – D E C I P H E R / R E S O L V E / R E C A L C U L A T E

Decipher Message
 What is the problem?
  Missing 401k percentage

Resolve
 Now what I do?



T R O U B L E S H O O T I N G  “ I N  T H E  M O M E N T ”  –  T Y P E S  O F  C O R R E C T I O N S

On your mark

Get set

Go!

Solve that Problem!

It’s time to play…



T R O U B L E S H O O T I N G  “ I N  T H E  M O M E N T ” – D E C I P H E R / R E S O L V E / R E C A L C U L A T E

Decipher Message
 What is the problem?
  Missing 401k percentage

Resolve
 Now what I do?



Remove the problem line so 
check will calculate 1

Have HR add the missing 401k 
percentage RATE to the employee’s 
parameters and recalculate check

2

Unlock RATE to enter percentage 
manually and recalculate 3

T R O U B L E S H O O T I N G  “ I N  T H E  M O M E N T ” – M I S S I N G  4 0 1 K  P E R C E N T A G E

Delete check and reprocess4



Remove the problem line so 
check will calculate 1

Have HR add the missing 401k 
percentage RATE to the employee’s 
parameters and recalculate check

2

Unlock RATE to enter percentage 
manually and recalculate 3

T R O U B L E S H O O T I N G  “ I N  T H E  M O M E N T ” – M I S S I N G  4 0 1 K  P E R C E N T A G E

Delete check and reprocess4



T R O U B L E S H O O T I N G  “ I N  T H E  M O M E N T ” – M I S S I N G  W - 4

Decipher Message
 What is the problem?
  Missing W-4

Resolve
 Now what do I do?

Problem #2



T R O U B L E S H O O T I N G  “ I N  T H E  M O M E N T ” – D E C I P H E R / R E S O L V E / R E C A L C U L A T E

Decipher Message
 What is the problem?
  Missing W-4

Resolve
 Now what do I do?



Unlock “Tax” line RESULTS to 
manually calculate taxes 1

Remove Tax lines with “Null” 
Results so check will calculate2

Have HR add the missing W-4 
record on the employee’s Employee 

Records tab and recalculate check
3

T R O U B L E S H O O T I N G  “ I N  T H E  M O M E N T ” – M I S S I N G  W - 4

Delete check and reprocess4



Unlock “Tax” line RESULTS to 
manually calculate taxes 1

Remove Tax lines with “Null” 
Results so check will calculate2

Have HR add the missing W-4 
record on the employee’s 

Employee Records tab and 
recalculate check

3

T R O U B L E S H O O T I N G  “ I N  T H E  M O M E N T ” – M I S S I N G  W - 4

Delete check and reprocess4



T R O U B L E S H O O T I N G  “ I N  T H E  M O M E N T ” – D E C I P H E R / R E S O L V E / R E C A L C U L A T E

Decipher Message
 What is the problem?
  Missing W-4

Resolve
 Now what do I do?

Problem #3



T R O U B L E S H O O T I N G  “ I N  T H E  M O M E N T ” – D E C I P H E R / R E S O L V E / R E C A L C U L A T E

Decipher Message
 What is the problem?
  Not enough hours to cover sick usage

Resolve
 Now what do I do?



Unlock SOURCE and trim hours 
to available balance 1

Unlock Result to force calculation 
resulting in a negative leave balance 
for employee

2

Kick timesheet back to supervisor 3

T R O U B L E S H O O T I N G  “ I N  T H E  M O M E N T ” – S I C K  U S A G E  E X C E E D S  B A L A N C E

Have AccountingWare Support 
“program” your leave usage 
policy into the leave usage 
calculation

4



3
Have AccountingWare Support 
“program” your leave usage 
policy into the leave usage 
calculation

Unlock Result to force calculation 
resulting in a negative leave balance 
for employee

Unlock SOURCE and trim 
hours to available balance ?

2

1

Kick timesheet back to 
supervisor ?

T R O U B L E S H O O T I N G  “ I N  T H E  M O M E N T ” – S I C K  U S A G E  E X C E E D S  B A L A N C E

4

?

?It depends…



T R O U B L E S H O O T I N G  “ I N  T H E  M O M E N T ” – D E C I P H E R / R E S O L V E / R E C A L C U L A T E

Decipher Message
 What is the problem?
  Missing W-4

Resolve
 Now what do I do?

Problem #4



T R O U B L E S H O O T I N G  “ I N  T H E  M O M E N T ” – D E C I P H E R / R E S O L V E / R E C A L C U L A T E

Decipher Message
 What is the problem?
  Taxable Wages <> Comp Less Pre-Tax

Resolve
 Now what do I do?



Add missing Tax.USA line 1

Unlock Tax.USA SOURCE to 
enter correct amount2

Enter correct amount in 
Tax.USA SOURCE 3

T R O U B L E S H O O T I N G  “ I N  T H E  M O M E N T ” – T A X A B L E  W A G E S  < >  C O M P  L E S S  P R E - T A X

Call AccountingWare Support4



Add missing Tax.USA line 1

Unlock Tax.USA SOURCE to 
enter correct amount2

Enter correct amount in 
Tax.USA SOURCE 3

T R O U B L E S H O O T I N G  “ I N  T H E  M O M E N T ” – T A X A B L E  W A G E S  < >  C O M P  L E S S  P R E - T A X

Call AccountingWare Support4

Trick question: 
The field is already unlocked



T R O U B L E S H O O T I N G  “ I N  T H E  M O M E N T ”  –  T Y P E S  O F  C O R R E C T I O N S

Come

again

soon!

Solve that Problem!

Thanks for playing



T R O U B L E S H O O T I N G  “ I N  T H E  M O M E N T ”  -  T H E  P R O C E S S

Anticipate and Proof 
to identify problems

25%

Decipher, Resolve and 
Recalculate

50%

Re-Proof

75%

“Proofing” is an iterated activity that occurs throughout the payroll process



T R O U B L E S H O O T I N G  “ I N  T H E  M O M E N T ”  -  T H E  P R O C E S S

Anticipate and Proof 
to identify problems

25%

Decipher, Resolve and 
Recalculate

50%

Re-Proof

75%

“Proofing” is an iterated activity that occurs throughout the payroll process

95% ➔ when problem-free Checks are ready to merge and disburse

estimated complete



Payroll Problem-Solving: Become a Master of Troubleshooting

Agenda

•

•

• Troubleshooting AFTER Payroll

• Prevention BEFORE Payroll

➔  Period Reporting
 - managers, accountants

➔  Testing
 - operators, managers, accountants



Verify to Identify 
Problems

and Prevent



T R O U B L E S H O O T I N G  P E R I O D  R E P O R T I N G  –  P R O O F  V S  V E R I F Y

PROOF ➔  works on NEW (i.e. unmerged) items
VERIFY ➔  works on MERGED items

Create
VERIFY filters 
from built-in

PROOF filters

by changing

0 to 1



T R O U B L E S H O O T I N G  P E R I O D  R E P O R T I N G  –  H E L P  R E S O U R C E S

accountingware.com/help

References > End of Year Guidelines > 2024

Coming Soon!

this is good stuff!



T R O U B L E S H O O T I N G  P E R I O D  R E P O R T I N G  –  T a x a b l e W a g e s . c s v



T R O U B L E S H O O T I N G  P E R I O D  R E P O R T I N G  –  T A X A B L E W A G E S . C S V

non-zero differences are problems!



T R O U B L E S H O O T I N G  P E R I O D  R E P O R T I N G  –  E X T R A S

Extras



Payroll Problem-Solving: Become a Master of Troubleshooting

Agenda

•

•

•

• Prevention BEFORE Payroll ➔  Testing
 - operators, managers, accountants



Mistakes
Can they be eliminated?



P R E V E N T I O N  –  R e d u c i n g  m i s t a k e s

Eliminate problems?  No

Greatly reduce problems?  Yes!!!

How?

How about doing a TEST payroll run in the LIVE company with 
LIVE data BEFORE the LIVE payroll, AND do it without leaving a 
footprint?

You can ask me for the details later, but basically, you simply 
create a “fake” payroll run – one with the same run type and pay 
period but with a different CHECK DATE. Of course, be sure to let  
others know about the “fake” so as not to confuse with “live”, 
then delete everything – including the payroll run – when you’re 
done. 

JUST DON’T DISBURSE THE “FAKE” CHECKS, then you can only 
void .





Remember to complete the survey!

Payroll Problem-Solving:
Become a Master of Troubleshooting

T H A N K S  F O R  J O I N I N G

Steve Sikes
ssikes@accountingware.com

LinkedIn.com/in/steve-sikes-acw

Elizabeth Hudspeth
ehudspeth@accountingware.com
LinkedIn.com/in/<ask elizabeth?>

mailto:ssikes@
mailto:ehudspeth@accountingware.com
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