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Step 1 Add or copy to create a new user 

Ex: Copied from administrator and saved demo administrator you need to fill in 

login comp for this new user.  
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Step 2: Add the user to the company security maintenance.
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Step 3: You will need to login in to the company login. This will build the settings for this user and only needs to be done once for each new user. 
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Step 4: Using the arrow key open the selection window; select the company this user will be logging into to process the payroll. Enter ok after the selection has been made.
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Step 5: Logon Payroll System the user should login to the payroll system this will need to be done at least once for each new user. This will build the various tables for the user to access during this session.
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Step 6: Using the arrow key select the payroll company for this user.

At this point the new user will have access to the database and all

relevant tables will be visible to the user. If you have multiple companies 

you will need to login to the company login and payroll login to change 

from one company to another.

