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 Setting Up and Paying Drivers (Weekly Driver Pay Program) 

In this tutorial, we will cover setting up company drivers and how to process their 

weekly pay. 

¶ Creating individual driver files 

¶ Entering their pay rates (per mile, percentage) 

¶ Setting up automatic weekly deductions 

¶ Printing driver pay sheets 

¶ Printing checks/drafts 

 

1.  From the accounting menu, choose setup menu 
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2.  From the setup menu, choose setup file 

 

 

3.  Once in the setup file, press the number 0 to be brought to the screen below. 

If you are paying your drivers on a weekly basis ς you MUST make sure that the 

ǇŜǊƳƛǎǎƛƻƴ άtƻǎǘ LƴŘƛǾƛŘǳŀƭ tǊƻǎ ǘƻ !tέ ƛǎ aŀǊƪŜŘ άbέ 

tǊŜǎǎ ά¦έ ǘƻ ǳǇŘŀǘŜ ŀƴŘ ŀŘƧǳǎǘ ς press esc esc to save once you are finished 

 

1.  We will now go through adding your drivers to the system and setting them up 

appropriately. 
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2.  Choose AP Reports 

3.  Choose Driver Pay Reports 

 

 

4.  Choose Driver Line Haul Pay Setup 
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5.  Choose add a driver 

 

6.  Fill in the Drivers info ς make sure Carrier is marked Y 

Only the fields in green are required to continue. (hint: city and state will auto fill if you 

enter the zip) 
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7.  Press Esc Esc to save ς and the message below will appear. Press enter. 

 

8. Fill in any other pertinent info for this driver. If checks are payable to anyone but 

ǘƘŜ ŘǊƛǾŜǊΣ ƳŀƪŜ ǎǳǊŜ ǘƻ Ŧƛƭƭ ǘƘŀǘ ƛƴ ǳƴŘŜǊ ά/ƘŜŎƪǎ tŀȅŀōƭŜ ¢ƻέ 

 

9. Hit Esc Esc to save, then X to exit 

Once you see the menu below, highlight remit to and payment terms and press enter 
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10.  If you are paying your drivers outside of the system ς you will mark Pay by 

5ǊŀŦǘκ!/I ŀǎ ά¸έ 

IŦ ȅƻǳ ǿƛƭƭ ōŜ ŎǳǘǘƛƴƎ ǘƘŜ ŘǊƛǾŜǊǎ ŎƘŜŎƪǎ ƻǳǘ ƻŦ !ƭƧŜȄΣ ȅƻǳ Ŏŀƴ ŜƴǘŜǊ άbέ ƻǊ [ŜŀǾŜ ōƭŀƴƪ 

Press Esc Esc to save 

 

1.  Highlight contractor deduction setup and press enter 

 This is where you will setup your driver for weekly pay and for any automatic weekly 

deductions. 
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2.  Weekly automatic deductions ς anything that needs to be setup to be subtracted 

from the drivers pay on a weekly basis. (ex. Child support payments, workers 

comp, rent, etc) 

If you have made it this far in the tutorial, this mean that you are indeed paying your 

ŘǊƛǾŜǊǎ ǿƛǘƘ ǘƘŜ ǿŜŜƪƭȅ ŘǊƛǾŜǊ Ǉŀȅ ƻǇǘƛƻƴΦ Dƻ ŀƘŜŀŘ ŀƴŘ aŀǊƪ ά¸έΦ 

Pay carrier this % of accessorials ς if pay your driver a set % of accessorials being 

charged to the customer, enter that % here ς The Aljex system will do the calculations 

for you. 

Press esc esc to save and continue 

 

3.  Highlight add vendor to the driver file and press enter. 


