
SETTING UP 
PAYROLL

  



A flexible spending account (FSA) is a tax-advantaged financial account that 
can be used to pay for certain out-of-pocket healthcare and dependent care 
expenses. Participating in an FSA can help you save money on taxes and manage 
your healthcare costs more effectively. Here is a guide to help you participate in 
an FSA:

Determine your payroll frequency. The first step in setting up payroll documentation 
is to determine how often you will pay your employees. Options include weekly, biweekly, 
semimonthly, and monthly. Consider factors such as your business’s cash flow and your 
employees’ preferences when determining the payroll frequency that is best for your business.

Obtain an Employer Identification Number (EIN). In order to pay your employees, you 
will need to obtain an Employer Identification Number (EIN) from the IRS. This is a unique nine-
digit number that is used to identify your business for tax purposes. You can apply for an EIN 
online, by phone, or by mail.

Collect employee information. In order to set up payroll documentation, you will need 
to collect certain information from your employees. This may include their full name, Social 
Security number, address, and any other relevant information required by the IRS or other 
government agencies. Be sure to have employees complete and sign all necessary forms and 
documents.

Set up a payroll system. There are several options for setting up a payroll system, including 
hiring a payroll service, using payroll software, or handling payroll in-house. Consider your 
business’s size, resources, and needs when choosing the payroll system that is right for you.

Establish payroll policies and procedures. It is important to have clear and consistent 
payroll policies and procedures in place to ensure that your employees are paid accurately and 
on time. These policies and procedures should cover issues such as timekeeping, pay rates, 
raises, and benefits. Be sure to communicate these policies to your employees and make them 
available for reference.
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By following these steps, you can set up payroll documentation for your new employees 
and ensure that your business is in compliance with all relevant laws and regulations. 
Keep in mind that payroll laws and requirements can vary by state, so it is important 
to research and follow the specific rules and regulations that apply to your business.


