
 
 

INTRODUCTION 
 
NPSYS Corporation established in 1987. We specialize in electronic tax preparation and consulting. We have been 

working with numerous payroll tax software. Like you, we have been yearning for a payroll tax software that is fast, 

that can do the job fast, easy to use, error-free, and most importantly has a low cost and effective technical 

support. Since we are tax professionals, we think and design the simplest payroll processing software for small 

business owners like you. 

• You can easily do payroll and print paychecks in seconds. 

• You don't need to be an accountant or a tax preparer to do payroll. Our JPPayroll will do it all for you 

from paychecks to W-2's. View Help from Main Menu to set up and prepare payroll. 

• Pay employees, pay bills, write and print your own checks on blank check stock. 

• Print quarterly tax forms 941, DE9, DE9c. Year end 940, W-2's W-3 on plain white papers. Save $$$. 

 
Corporate Office: 

NPSYS Corporation 

14541 Brookhurst Street, Ste. C1 

Westminster, CA 92683 

Telephone: 

(714) 531-3690 

Fax: 

(714) 531-3633 

Email: 
usataxsoftware@yahoo.com 

 

INSTALLATION 
 
1. Insert the JPPayroll System CD into your CD-ROM drive. Installation and updating will start 
automatically. If Setup does not launch automatically, click the Start button, choose Run, type d:\ 

JPPayrollQPay2016.exe and then click OK. 

2. From the Main Menu, click Setting. Enter your Company Name. Key code: FREE TRIAL or Your 

Keycode. Click Login and enter your information. 

3. For detailed on entering your company's information, select Help from Main Menu. 
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EMPLOYER SETUP 
 
Create a new Business 
Open Payroll System by clicking on the JPPayroll System icon. On the Main Screen, click on New Company. 
 
Enter necessary information about your company. 

o Business ID: Must be entered, can be up to 10 characters and can be alphabetic and/ or numeric. 

o State: Must be entered. Used for setting up default State Tax ID & Rate and all Payroll calculation. 

Then, click on Next and Finish. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Then click Next to setup Department 
 
On the DEPATRMENT screen, Click Add to create a new department, input your information then click OK 

Click Next to setup Bank Account. 

On BANK ACCOUNT screen, input your account information then click Next or Finish to save it. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
To setup and edit another information, click Company Setup on Menu bar. 
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EMPLOYER SETUP(cont.) 
 

Tax ID & Rates 
FEIN: Must be entered, Federal Employer ID Number assigned by 

IRS (Internal Revenue Service). 

State Withholding ID: State Withholding ID number assigned by 

State. Some states do not have a separate withholding number 

from the unemployment number. If so, it may be left blank. 

State Unemployment ID: The unemployment number assigned by 

State. 

Workers' Comp. Mod Experience: Leave at 100 percent unless 
stated otherwise. 

SUI / SDI / SETT Rate or Limit: The rate / limit assigned by 

State for Unemployment / Disability / Employment Training. 

Local Tax Rates: The rate / limit assigned by Local (city). It 

depends on the “City” setting on the Employer Information Tab. 

Click on Next to go to next tab. 
 

Department 
Click Next if you have no departments. 

Enter necessary information to setup Department. 

Workers' Comp. Rate / Workers' Comp. Mod Experience: Default 

from Tax ID & Rate Previous Tab. 

To add a Department, click on button Add. 

To edit, click one on row and click on button Edit. 

To delete one or more, check mark the row(s) on the grid and click 

Delete. 

To print Report, check mark the row(s) on the grid and click Print. 

Click on Next to go to next tab. 
 

Earnings 
 
There are 15 standard pay types already setup. 

See picture (On column Commonly Used Payroll Items). 
There are 9 default pay types already setup. 

To add additional pay types, Check mark the items that you want 

and click on the button (>>). They will be showed in My Payroll 

Items. 

Except for Regular Pay, most of items are already subject to 

Payroll Taxes, and can-not be overwritten. 
Click on Next to go to next tab. 
 

Pretax Deductions 
 

Click on Next if you have no Pretax deductions. 

To add, click Add. 

There are 4 Pretax types: Regular Type, 401k, 403B, 408K, Simple 

IRA. 

There are 3 Tax Methods: 
o Subtract from Gross Pay and Tax as applicable. 

o Add to Gross Pay and Tax as applicable. 

o Add to Gross Pay and tax as applicable then Subject 

from Paycheck. 

Setup Box12a, Box12c, Box12d that shown in W2 Form. 

Click on Next to go to next tab. 
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EMPLOYER SETUP(cont.) 
 
 
 

Miscellaneous Deductions 
 
Enter necessary information to setup Misc. Deduction. 

To add the item, click on button Add. 

To edit, click one on row and click on button Edit. 

To delete one or more, check mark the row(s) on the grid and click 

Delete. 

To print Report, check mark the row(s) on the grid and click Print. 
Click on Next to go to next tab. 
 

Bank Account 
 
Double click on sample bank account to view and change information on sample bank for your first bank account . 

For Bank routing number, type MICR symbols “{” in front and back “}” of its number 

to match with your bank check. 
 
For bank account number, type MICR symbols “<,>” if necessary to 

match with your bank check. 
 
To add another bank account, click Add. 

Enter the necessary information and click Save Close. 

To edit a bank account, click one on row and click Edit or double 

click on row. 

To delete one or more, check mark the row(s) on the grid and click 

Delete. 
To print Report/Profile, check mark the row(s) on the grid and click Print 

/ Profile. 
Click on Next to go to next tab. 
 

Preparer 
 
Signer Information: 

Name, title and phone number of signer (It will be shown in Tax 
Form). 

Preparer Information: 

Enter Preparer’s information (It will be shown in Tax Form). 

Miscellaneous setup: 

o Check for duplicate SSN: Will notify if there is a 
duplicate SSN. 

o Decimal point: Choose input amount with or without 

decimal point. 

o Check for duplicate check number: Will notify if 
there is a duplicate check number. 

Check mark these boxes will bring up these options when input data. 

Click on Save & Close to save all your setup. 
Click on Back to review or edit your previous setup. 

 
 
 
 
 
 

www.easypayrollsoftware.net JPPayroll Software Page 4



 

EMPLOYEE SETUP 
 
Click Employee Setup on menu bar, then select New Employee to create a new employee. 
 

Employee Information 
 
Enter necessary employee information. 

Employee ID: Must be entered, can be up to 10 characters and can be alphabetic and / or numeric. 

Type: Default type 941 

941: Used for most employee wages report on the federal 941 form. 

943: Used for agricultural wages. 
Enter First, Middle & Last Name of Employee. 

Enter SSN, Driver’s License (optional) Birthday (optional). 

Enter Mailing Address, City, State, Zip code. 

Enter Street Address, City, State, Zip code (if different). 

Enter Telephone, Mobile, Alt. Phone, Fax (optional). 

Miscellaneous Info: 

Enter Department, Class, Title, Date of Hire, Date of Termination, Date 

of Raise (optional). 

Note: Enter Class 

Regular (default). 
Corporate Officer (worker’s comp. is exempted, you must change it back to Regular to include worker’s 

comp.). 

Special worker. 

W2 - Third Party Sick Pay / W2 Statutory Employee / W2 Retirement Plan: Used for W2 form. 

Click on Save & New to save and setup a new one. 

Click on Save & Close to save and close Window. 
 

Tax Criteria 
 
Setup Pay Period and Tax Withholding. 

Pay Period: Daily, Weekly, Bi-weekly, Semi-monthly, Monthly, Quarterly and Annually. 

Federal Information: 

(From Employee’s W-4 form on file) 

Federal Filing Status: Single, Married Filing Jointly, Married Filing Separately, Head of Household. 

Number of Allowances: Enter Federal Allowance according to 

Employee’s W-4 on file. 

State and Local Information: 
State: Default from Company setup. 

State Filing Status: 
o Data is transferred from Federal information if there is 

no change. 
o Edit Allowances / Add Allowances number if different. 

Local Code: 

o Default from company setup. 

Workers’ Comp. Rate: 

o You can change the rate according to the class. 

(Default wages/salaries subject to Federal Withholding, Social Security Tax, Medicare, Federal Unemployment, 

State Withholding, State Unemployment, State Other Tax and Local Taxes are already set up. Unmark the boxes if 

you wish to change). 

Additional Tax: 
Fix Amount: If the additional income tax amount to be withheld is a fixed amount, check this box. 

Additional: If the amount is added to the calculated amount check this box. 

Type: Option percentage % or dollar $ amount. 
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EMPLOYEE SETUP(cont.) 
 

Pay Information 
Type of Pay 

o Description:Double click and select the default pay 

type from the drop-down menu. To add another 
default pay type, click the plus (“+”) . 

o Method: Double click and select the Method. 

o Pay Rate: Enter the appropriate rate. 

o Std Hrs: Optional. You may enter the default 
number of hours the employee normally works 

Pretax Deductions 
o Description:Double click and select the default pretax 

deduction to be used for this employee from the drop-
down menu. 

o Amount: Enter amount or 
o %: Check this box if the amount is to be a percentage of gross pay. 

o Hrs: Select Type of Hours. 

o Declining: Check this box only if Hours has been selected. 

Miscellaneous Deduction 

o Description: Double click and select Misc. Deduction from drop-down menu. 

o Amount: Enter amount or 

o %: Check this box if the amount is to be a percentage of gross pay. 

o %(Net): Check this box if the amount is to be a percentage of net pay. 
o Balance: Set a beginning balance 

o Declining: Check this box only if a balance has been entered. 
 

Vacation and Sick 
 
Hours per 1 Vacation or Sick Day: Enter the number of hours the 

employee works per day, normally 8. 

Amount of Vacation Time per Year : Enter the number of Vacation 

hours the employee is entitled to per year. 

Amount of Sick Time per Year: Enter the number of Sick hours the 

employee is entitled to per year. 

Rollover Vacation Time / Used: Enter any hours unused by the 

employee as of the day you begin using the accrued Vacation 

feature. 

Rollover Sick Time / Used: Enter any hours unused by the employee 
as of the day you begin using the accrued Sick feature. 
 

List of Employees 
 
Click Employee Setup on menu bar then select List of Employees/ 

Edit. 

List all of employees, except employee type 1099. 

Select Search by from drop-down and enter value string if you 

want to find employee. 

To add employee, click Add. 

To edit, double click the employee or click the employee then click 
Edit. 

To delete one or more employees, check mark one or more 

employees then click Delete, check mark the column header on the 

grid if you want to delete all. 

To print Label / Profile / List, check box mark then print. 

 
 

www.easypayrollsoftware.net JPPayroll Software Page 6



 

PAYROLL ENTRIES 
 
Payroll Entries can be created in 4 different way: 

o 1.1 Payroll QuickPay: Easy, simple and fast. Verify the information of the employees on QuickPay 

list and only few clicks you will get all paychecks ready for delivery. 

o 1.2 Gross To Net : Automatically calculates necessary taxes from amount of Gross Pay. 

o 1.3 Net To Gross: Automatically calculates necessary taxes and the Gross Pay amount from Net Pay. 

o 1.4 After the Fact: Enter Gross Pay, Taxes and Net Pay as is, without recalculation. 

All created payroll entries will be viewed on 1.5 List of Paycheck Entries. 
 

Payroll QuickPay 
 
By using 1.1 PAYROLL QUICKPAY, with only 5 clicks, your paychecks are done for entire list of 

employees. 
 

1. Click 1.1 Payroll Quick Pay to start 

QuickPay. 
 

- Choose period for Weekly, Daily, Monthly, 

etc... (For example: click Weekly, screen 

shows only weekly-wage-paid employees) 

- Enter Pay Date: you can change the default 

value (the program will enter beginning and 

ending day with memorized value from your 

last work) 

- Enter Hours. If you have already setup 

employee’s rate and hours in Employee setup, 

the system will use those values in this table. 

You can change these values using one of the 

following options: 

(a) Edit Rates or Hours right in the table. 
 

(b) Click sign + to view an employee and edit. 
 

2. Click “Create Paychecks” 
 
 

3. Click “Yes” to go to Print Checks. 

“No” to go to Payroll Screen. 

4. Click ñView &  Printò to start print 

payroll checks. 

5. Have blank check stock*  available in 

your laser printer. Click Print. YOU 

ARE DONE! 
 

*FREE MICR encoded. Save money. 
Print checks on blank stock paper. No 

needs for preprinted checks. No check storage. Our system recognized most of the 

blank check’s layout for Check in middle, Check on top, Check at bottom, etc… 
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PAYROLL ENTRIES(cont.) 
 
QuickPay-List 
 
The same to Quickpay, just add more employee informations to easy to view. 
 

Gross to Net 
 

Click 1.3 Gross To Net 

Click For: Choose Pay period: Weekly, Bi-weekly, etc. (picture 1) 

Scroll Employee ID# or Name to choose employee to run payroll. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Edit Date and start run Payroll. 

Click Save & Next to run Payroll for next employee. 

Click Save & Close to finish. 

Click 3.2 Print Paychecks. Check mark paychecks and click View & Print. 

Click Print. YOU ARE DONE! Your paychecks are ready for delivery. 

Click 1.7 Print Paychecks. Check mark paychecks and click View & Print. 
Click Print. YOU ARE DONE! Your paychecks are ready for delivery. 
 

After The Fact 
 

Click 1.4 After The Fact 

3 methods to run payroll After The Fact: 
o (1) Adjust Taxes To Entered Net. 

o (2) FICA Taxes Only. 

o (3) As Enter. 

Scroll Employee ID# or Name to choose first employee to 

run payroll. 
 
After The Fact, method Adjust Taxes to Entered Net 

Enter Net Pay = $300 if Gross = $ 400 
Click Calc program will calculate and allocate applicable 

taxes and deduction equal the different $300.00 between Net 

Pay & Gross Pay. 
Click Save & Next to continue. 
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Click Save & Close to finish. 
 
Method FICA Taxes Only. Program will calculate all applicable required for Social Security Tax, Medicare & State 
Disability only. The rest goes to Net Pay. 

Click Save & Next to continue. 

Click Save & Close to finish. 

 
 
 
 
Method: As Entered. Enter Gross Pay, Taxes, Misc. 

Deductions as indicated. 

Click Save & Next to continue. 

Click Save & Close to finish. 

 
 
 
 
 
 
 

Timecard Calculator 
 
Enter or select Period Beginning, Period Ending, Employee 

from drop-down. 

Click on (+) button and Input IN / OUT time information to 

calculate regular time, overtime or double time. 

To Delete, check mark one or more entry(ies) then click on (-) 

button. 

To Print report, click View/Print. 
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TAX & MISC. PAYMENT 
List of Payees 
 
Enter necessary information about your Payee. 

There are 4 Group Type to select: 
o Federal Taxes 

o State Taxes 

o Misc. Payments 

o Local Taxes 

To create new Payee, click Add. 

Enter information about Payee such as: Name, Address, City, 

Zip code.. 

Click Save to save all. 

To change a Payee, select a Payee and click Edit. 

To delete/print, check mark one or more Payee(s), click 

Delete/Print. 
 

Payroll Tax & Misc. Payment 
 
Click on 2.2 Payroll Tax & Misc Payments. 

To create a new payment, click on Add. 
 
Bank Account: Select the checking account the tax 
deposit is to be written from. 

Check Number: The program displays the next 

available check number. It may be overwritten. 

Year: Enter the tax year. 

Quarter: Enter the quarter the payment applies to. 
Date Paid: Enter the date of the check. 

Group Type: Select one of 4 group: Federal Taxes, State 

Taxes, Misc. Payment, Local Taxes. 

State: Select State if Group Type is State Taxes. 

Type: Select Type of Tax you want to pay. It may be 

overwritten. 

Payee: This may be selected from your Payee List. It may be 

overwritten. 

Memo on Check: This field is optional and will appear 

on the face of the check. 

And enter amount of FUTA tax due, Social Security Tax, State 

Withholding tax, Penalty, Interest, Medicare to be paid. 

Click Save & Close to save all. 
Or Click Save & Print to save and Print check. 
 
To change a Payment, select a Payment on the grid and click 

Edit. 

To delete/print, check mark one or more Payment(s) then click 

Delete/Print 
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PAYROLL REPORT 
List of Paycheck Entries 
 
Click 3.1 List of Paycheck Entries to review / edit 
Paychecks. 

Enter or double click and select Period Beginning, Period 

Ending, State, Employee, Employee Type from drop-down to 

show Payroll entries that calculated. 

To edit, double click the entry or click the entry then click on 

Edit. 

To Delete, check mark one or more entry(ies) then click on 
Delete. 

To Print report, click on Print with 2 optional: All entries or 

selected. 

 
 
Print Paycheck 
 
Double click and select Check Date / Employee / Checking 

Account / Department from drop-down if you want to print 

checks by each. 

Select the appropriate print option by placing a mark in the 

radio button. 

Suppress Social Security Number: Place a mark in this box 

if you do not want the Employee’s Social Security Number to 
print on the check stubs. This is the user’s personal 

preference. 

Print “PTO” instead of “Vac Avail”: Check this box if you 

want the program to print the description “PTO” instead of 

“Available Vacation / Sick” on the Employee’s check stub. 

You can check mark one or more the payroll checks on the 
grid, also check mark the column header to check mark all 

checks to print. 

 

Click “View & Print” to start print payroll checks. 

Click Print. YOU ARE DONE! Your paychecks are ready for 

delivery. 

Save time and money with our Free MICR (Magnetic Ink 

Character Recognition). There is no need for preprinted 
checks, no check storage. Our software prints entire payroll 

checks (company, bank, payee and MICR encoded line) on 

blank check stock. 
 

Payroll CheckRegister & Journal Report 
 
Select tab Payroll Check Register or Payroll Journal. 

Select Detail or Summary Payroll Report. 
Enter or select Date / State / Department / Employee to print 

Payroll Report. 
Select Order By to print order by Date / Check No / 

Employee ID / First Name / Last Name. 
Check mark the type of report to view and print. 

Click View / Print. 

1 - Payroll Check Register Report : List all employees’ 
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detail paycheck information by date, by check number, by 

employees’ first name or by employees’ last name. 
2 - Payroll Journal Entries & Cash Requirements: Journal 

entry for accounting and funds need to be deposited to bank to 
cover payroll and taxes. 

3 - Employer’s Payroll Expenses: A summary report shows 

employer's contribution and employees' tax withheld and misc. 

deduction. 

4 - Payroll Current & YTD Summary: A detail summary 
payroll report and YTD tax liabilities. 

5 - Payroll Tax Payment Notification: Instruction to taxpayer 

for tax payment & deposits. 
 

Workers’ Compensation 
 
Choose box Detail Worker's Comp. or Summary Worker's Comp. 

Enter or select Starting Date / Ending Date / State / Department / Employee to print Report of Workers' 
compensation. 

Select Order By to print order by Date / Check No / Employee ID / First Name / Last Name. 

Check the box Change Rate to change W/C rate. 

Summary Report: 

Report shows employee’s year to date earnings overtime in excess tips w/c wages, w/c rates and gross premiums. 
Payroll Summary for reporting Workers’ Comp. 

 
 
 
 
 
 
 
 
 
 
 
 
 

Payroll Tax Reconciliation 
 
Enter or select Period Beginning / Period Ending / State to print Report of Workers' compensation. 

Select Group Type / Type to print. 

View this report to compare Tax Liabilities and Tax Payments to find out the balance due for this payroll period. 
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FILE TAXES 
 
PRINT TAX FORMS: Our software prepares and prints accepted Laser Generated all  Federal Forms 941, 940, 

944 W-2, W-3 and State forms (DE9, DE9C etcé) on plain paper. 
 

Federal Payroll Tax Forms 
 
Include all of Federal Tax Forms which you need to file and make payments if there are balances due: 

- Quarterly Report: 941 (Employer’s Quarterly Federal Tax Return) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

- Annually Report: 

- Form 940 (Employer’s Annual Federal Unemployment Tax Return) 

- Form 944 (Employer’s Annual Federal Tax Return, if there are no 941 quarterly returns filed) 

- Form W-2 (Wage & Tax Statement) 

- Form W-3 (Transmittal of Wage & Tax Statements) 

- Other Reports: 943, W-4, I-9 
 

State Payroll Tax Forms 
 
For the TRIAL, only California Tax Forms are available. Include: 

- Monthly Report: CADE88 (Payroll Tax Deposit Coupon) 
- Quarterly Report:CADE9,CADE9C(Quarterly Contribution Return & Report of Wages) 

- Other Reports: CADE34 (New Hire Report) 
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OTHER REPORTS 
 
Correction Forms 
 
Adjust the tax form you filed. Include : 
 

Federal : 

o Form 940-Amended 

o Form 941-X : Adjusted Employer's Quarterly Federal Tax Return or Claim for Refund. 

o Form 943-X : Adjusted Employer's Annual Federal Tax Return or Agricultural Employees or Claim 

for Refund. 

o Form 944-X : Adjusted Employer's Annual Federal Tax Return or Claim for Refund. 

o Form W2-C : Corrected Wage and Tax Statement. 

o Form W3-C : Transmittal of Corrected Wage and Tax Statement. 

State: 

o Form CA-DE9ADJ : Quarterly Contribution and Wage Adjustment Form. 
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SYSTEM UTILITY 
 

Backup Data 
 
On the Main menu, click Backup Data. 

Select one or more businesses to back up. 

Click Backup. 

Choose path and write the file name you want to save the 

file. 
 
 
 
 
 
 

Restore Data 
 
On the Main Menu, click Restore 

Date. 

Choose the path of the file name that 

you backed up. Click Open. 

Select the Business you want to 

restore. 

Click Restore. 
 
 

Import Data 
 

- Import Business: 

Select Import business from Dropdown menu bar. 

Choose the file name of Business you want to import. 

Select the business and click Import. 

- Import Employee: 

Select Import Employee from Import Data dropdown. 

Choose the file name of Business. 

The box will appear, place checkmark of Employee and select the business that import 

Employee in it. Click Import. 

- Import data from AME: 

Select Import AME from Import Data dropdown. 

Click Get file AME, choose path of file name “Amewin.exe” and click Open. 

Select the business you want to import then click import. 
 
 

Copy Business 
 
On Main Menu, click Copy Business 

Select a Business to copy, write new ID and click Copy. 
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