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DESCRIPTION 

 

There may be times when your company must pay employees additional earnings including 

bonuses, commissions, and other earnings. You may be paying these additional earnings to 
your employees as part of their regular paycheck or in a separate check. AccountMate 

provides the flexibility to use either of these two methods to pay additional earnings for 

your employees. You may also apply withholding taxes and personal deductions to 

additional earnings as needed. You can generate a separate report that tracks the additional 

earnings. 

 
This Technical Note will discuss for each method the procedures for posting additional 

earnings payment and for applying withholding taxes and personal deductions to the 

additional earnings. Samples are provided to illustrate the appropriate use of each method. 

 

SOLUTION 

 

Method 1: Pay additional earnings as part of regular paycheck 

 

When the additional earnings payment cycle is the same as that of a regular paycheck, it is 

appropriate to pay additional earnings as part of the employee’s regular paycheck. For 

example, the employee’s commission is paid on the 15th and the last day of the month, 

which fall on the same dates when you pay the employee’s regular salary. Use this method 

if there is no need to generate a separate report that tracks additional earnings.  

 

To include additional earnings in the employee’s regular paycheck, perform the following: 

 

1. Post additional earnings using the Apply Payroll/Payment function. 

 

a.  In the first window go to the Information tab and be sure to choose the Manual 

Apply option in the Apply Method area. 

  
b. In the second window perform the following: 



 

1) Enter the number of the employee whom you wish to apply the additional 

earnings. 

 
2) In the Earnings/Deductions tab ► Earning Code grid enter the earning code 

and amount of additional earnings. The Taxable checkbox may be marked or 

unmarked depending upon the setting in the Earning Code Maintenance 

function.  

  
3) Accept or adjust the deduction amount or rate in the Deduction grid ► 

Amt/Pct/Rate column. Be sure that the PR Module Setup ► General (2) tab 

► Include Other Taxable Amounts in Deduction Calculations checkbox is 

marked before you access the Apply Payroll/Payment function to include 

taxable additional earnings in the employee deduction calculation.  
 

4) Save the apply payroll/payment transaction. 

  
2. Either print a payroll check or post a handwritten check for the payroll/payment 

application transaction. 
 

Method 2: Pay additional earnings in a separate check 
 

If the additional earnings payment cycle is different from that of the regular paycheck, it is 

appropriate to pay additional earnings in a separate check. For example, the employee’s 

commission is paid weekly while his regular salary is paid semi-monthly. You must use this 

method if you need to generate a separate report that tracks additional earnings. 
 

To pay your employees’ additional earnings in a separate check, perform the following: 
 

1. Access the Additional/1099 Payment function, and perform these steps: 

 

a. Click the List box button in the first field and select the Record Additional 

Payment option.  

 

b. Enter the number of the employee whom you wish to record additional earnings.  
 

c. In the Additional/1099 Payment Entry tab enter the earning code and amount of 

the additional earnings as well as the payment reference, transaction date, and 

amount. The Taxable checkbox may be marked or unmarked depending upon the 

setting in the Earning Code Maintenance function.  

 

d. Save the additional payment transaction. 

 

2. Access the Apply Payroll/Payment function to apply payment for the additional 

earnings. 

 

a. In the first window go to the Information tab and select the Additional Payment 

option in the Pay Type area. 

 

b. In the second window enter the number of the employee whom you wish to apply 

payment for the additional earnings. Either accept or adjust the withholding taxes 

and deductions. 

 



c. Save the apply payroll/payment transaction. 

  
3. Either print a payroll check or post a handwritten check for the payroll/payment 

application transaction. You may select the Additional Payment option in the Print 

Payroll Check or Post Handwritten Check function to filter the records that will be 

displayed. 
 

4. Generate the Additional/1099 Payment Report if you want to determine the 

additional earnings for which payment is yet to be applied, payment was applied, and/or 

checks were issued. 
 

This Technical Note has presented the two methods of posting additional earnings payment 

and the scenarios when it is necessary to pay additional earnings. After choosing which 

payment method to use, you should now be able to effectively handle in AccountMate the 

additional earnings payment.  
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