
ComputerEase Bonus Check Procedures 
 
BONUS CHECKS 
 
In addition to normal payroll responsibilities, December is often the month for Bonuses and Tax 
Adjustments.  Because payroll tax calculations are posted and retained in complex file structures, we 
strongly suggest that all adjustments be made through normal payroll processing procedures to avoid 
the need for any manual manipulation of the Year to Date figures.  We also suggest processing the 
Bonus Payroll as a separate payroll.  There are several different ways of processing Bonus Checks: 
 
TO INCLUDE NORMAL TAX WITHHOLDINGS BUT EXCLUDE ALL  
DEDUCTIONS AND FRINGES 
 
These procedures will allow you to create a processing of bonus checks separate from the normal 
payroll checks (as an additional payroll) 
 
 Review the appropriate Federal and State withholdings before processing the bonus checks.  Tax 

calculations for “Bonus” pay types will default from the Tax Maintenance setup.  The Federal Tax 
Rate Maintenance screen includes a “Tax Rate for Bonus Pay” field that allows for a flat 
percentage to withhold “bonus” pay.  If you desire a flat percentage rate for all employees, set this 
percentage in this field.  (Please refer to the Circulate E where the Bonus Tax Rate is specified).  If 
this tax rate is set to zero, the system will use the applicable tax rate as set in the employee record 
to calculate the withholding amounts. 

 
 The State Tax Table Maintenance screen also includes the field for setting up State withholding 

tax on “bonus” pay.  Again, you may set this percentage to zero and the system will use the 
applicable tax rate as set in the employee record to calculate amounts for State(s) Withholding.   

 
 You may select a “Payroll Period” 6 or Bonus.  When selecting to print the Payroll Register, a pay 

period of 6 or Bonus can be used.  If you do not want normal deductions and/or fringes and you 
only need normal taxes to be withheld, then select this pay period.  The program will use the setup 
to determine which deductions/fringes will/will not apply, including direct deposit.   
 
To create a new Payroll Period: 

 
 Select the Payroll Module, Maintenance Programs, and Work On Payroll Periods. 
 Select to add a Pay Period of 6 or Bonus and enter the description.   
 Select the New Items Are prompt to be Excluded by Default.  This will exclude the calculation 

of all deductions and/or fringes for this payroll period, unless otherwise selected. 
 Uncheck the applicable boxes for items to not be included when working with this payroll 

period. 
 
 Select the Labor Distribution by Employee.  Select to enter a Pay Type of Bonus.  This field can 

be used to calculate the Bonus Tax Rates from the tax tables and will also store the bonus amounts 
in the employees’ earning file under the Bonus Pay Type.  
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TO EXCLUDE OR EDIT NORMAL TAX WITHHOLDINGS AND ALL 
DEDUCTIONS AND FRINGES 
 
 If special Federal and State Tax withholdings are desired, you may select to use the “Override” 

option in the Enter Labor Distribution procedure.  You would need to enter the applicable bonus 
amounts, select Entry from the top menu bar, and select the “override” option to adjust the tax 
amounts accordingly.  Then select to print the Payroll Register, using Pay Period 6/Bonus, to 
verify the adjustments.   

 
The “override” will allow you to override the Tax Withholdings and the Pay Period 6/Bonus 
option will exclude all other Deductions and/or Fringes. 

 
TO PROCESS BONUS CHECKS ALONG WITH THE CURRENT PAYROLL 
CHECK PROCESSING 
 
You may select a Bonus “Payroll Type” if you are printing the Bonus checks along with the current 
payroll.  This will allow the employees to receive two separate checks in one payroll processing.  To 
create a Payroll Bonus Type: 
 
 Select the Payroll Module, Maintenance Programs, and Work On Payroll Types. 
 Select to add a Payroll Type of Bonus and enter the description of Bonus Checks. 
 The Sequence field is reserved for future use. 

 
This example below shows the Payroll Types that will allow the employee to receive a check for the 
Payroll Type Regular and an additional check for the Payroll Type Bonus. 
 

 
 
 
TO DISTRIBUTE BONUS CHECKS AS CASH 
 
You may select to distribute the Bonus Checks as Cash to the employees.  This procedure will require 
you to manually edit the employee earnings manually in the ComputerEase Program.   Due to the 
system FICA calculations, you will need to enter the bonus amounts after you have completed 
ALL payrolls for the year. 
 
 Select to handle and distribute the cash as normal. 
 Select the Payroll Module, Maintenance Programs, and Month To Date Maintenance. 
 Select the month of December 2014, the employee code, and select the State tab for the applicable 

State for the selected employee. 
 Select the Other or Bonus field and enter the bonus amount. 
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