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Quick reference guide  

Online Payroll Quickstart 
It’s easy to get started with Online Payroll. Just follow these simple steps. First, sign on to Truist Online Banking. 

 

Signing on to online banking 

To sign on 

1. Go to truist.com. From the Small Business section, select Sign In. Then, enter your User ID and Password. 
Click Sign in. 
 
Note: If you are not yet set up to use Truist Online and Mobile Banking, click the Register now link. 
 

 
  
 

2. Click Payroll to begin enrollment in the Online Payroll service. 
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Step 1: Company setup 

To expedite setup of your Online Payroll service, have the following information available when you begin  
online enrollment: 
 
Company information 

 Proof of your Federal Employer Identification Number (FEIN), which can be a letter from the IRS (from the 
last two years), 8109 Deposit Coupon, or SS-4 form from the IRS (from the last two years) 

 State income tax number (if applicable) and state unemployment number and rate 
 Pay schedule for your first payroll 

 Deductions for your employees 
 

Employee information 

 Employee personal information: name, address, email, Social Security number 
 Pay information: hire date, birth date, status type (active, new hire, terminated), pay type (hourly, salary), 

pay amount 
 Direct Deposit information (if applicable) 

 Tax (W-4) information: filing status (married, single), allowances 
 Deduction amounts (if applicable) 
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Get Started 

Select your business type, then click Next. 
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Complete all required fields.  

Note: Your basic company information is prefilled based on your Online Banking profile. 
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Enter the information for your company’s contacts, both the payroll approver and company principal.  

Click Next. 
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Step 2: Account number and routing number  

Select the Checking Account Number you would like to use for payroll from the dropdown list. This is the account 
that will be debited at the time you submit payroll. 

 

 
 

 

 

Step 3: Default earnings type  

Select your Default Earnings type. The most common earnings types are listed, however additional earnings types 
may be added at any time 
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Step 4: Federal Employer Identification Number 

Enter your FEIN and all states where you transact business or employ individuals. 

The Employer ID Number field is prefilled with the FEIN from your Online Banking profile. Please verify that this is 
the FEIN associated with the entity you are enrolling in Online Payroll, and update this field as needed. 

 

If you are in the process of applying for your state tax ID number, note that additional per payroll fees will apply if 
this information is not provided within 30 days of your completed enrollment. 
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Step 5: Pay period information 

Select your Pay Frequency.   

 

Note: Online Payroll supports only one pay schedule. If your business uses multiple pay schedules, this service 
might not be a good fit for you. To find out more, call 877-432-1824.  

Enter the dates for your regular pay schedule and select how to handle pay when the date falls on a weekend or 
holiday. 
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Step 6: Deductions 

Add Deductions (optional). 
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Step 7: Terms and conditions 

If you are the Business Profile Owner in Online Banking (referred to as “Company Principal” within Online Payroll), 
you can review and accept the Payroll Service Agreement. If not, then you will have the option to print the 
Agreement and have the Company Principal sign the printed copy. A copy of the Agreement is available in the 
Resources section of Online Payroll. 

 

Step 8: Service agreement 

Print the Payroll Service Agreement for your records. 
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Step 9: Fax or mail required forms 
It is recommended that you contact an enrollment specialist at 877-432-1824 to provide the required forms and continue 
to the next step, Employee Setup. You can also fax or email the forms however this will delay the set-up of your account.   
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Step 10: Employee setup 

Enter information about each employee, including name, address, Social Security number, pay method, pay 
rates, and federal and state tax information. 
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Click Next to see the enrollment complete page. 

Step 11: Verification email 

Within a week after you submit the forms, you will receive an email from Truist Online Payroll  
(help@truist-payroll.com) that confirms your setup is complete.  

You will need to sign on to Online Banking to verify your enrollment information. This step will only occur once 
unless you make changes to the data in the Enrollment Details. If changes are made, you will be notified when the 
requested changes have been made and you will need to verify that the updated information is correct. This 
information ensures that your quarterly and annual tax filings are completed properly. Click Go to Enrollment. 
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The Enrollment Details display. Perform the following: 
 

1. Verify your company details as well as details for your individual employees. 
2. Review the information highlighted in yellow. 
3. If you have any changes to this information, you will need to have Truist Online Payroll make the changes. Use 

the form at the bottom of the page for your request. 
4. Employee demographic information and basic company details are displayed in white areas. This can be 

updated without rejecting the data. To update Employee data, click the Employee dropdown from the top 
navigation, click the employee name, and edit their information.  

5. Verify your company details as well. 
6. Is the information correct?  

Click the “I Approve” at the bottom. 
7. Is there an error?  

Use the box at the bottom to describe the error and provide the correct information. When finished, click “Don’ t 
Approve.” The Truist Online Payroll team will receive the request and make necessary changes. 

 
Note: If you click “Don’t Approve” because of a needed change, you will need to walk through the Enrollment 
Verification Process again after the changes have been made to ensure everything is correct. 
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Once your Enrollment Verification is approved, fees for service will commence. 

Note: Fees are included in the following month’s account analysis statement. For example, March fees will display 
on the April statement. 
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Run Payroll 

You can now begin using Online Payroll. Based on the pay schedule you provided in the enrollment process, you 
will receive an email reminder when it is time to run payroll. Simply sign on to Online Banking, click the Payroll 
link, and you can begin processing payroll. Refer to additional Online Payroll quick reference guides for details. 

Note:  Funds must be available at the time of processing payroll.  Accounts that are not funded may incur a daily 
NSF fee or payroll will be cancelled if the full amount of the required payroll funds is not funded prior to the 
effective date. Additional fees may be charged. 

Terminating Online Payroll Service 

You must give 30 days’ notice of termination by contacting the Online Payroll Service Team at 877.432.1812 or 
complete an online termination request and follow additional termination instructions provided to you through the 
End Payroll Service link provided under the Online Payroll Help tab. Note that terminating Truist Online Banking or 
closing your checking account used for payroll will not automatically terminate Online Payroll Service. 

Signing off 

To ensure account security, please sign off whenever you are not using the portal: Click Log Out, located at the 
top right of the Home page. 

Getting help 

If your User ID or Password becomes disabled, contact 
your online banking administrator about resetting your 
User ID and Password. 
 
To learn more about Truist Online Payroll, call an 
Enrollment Specialist at 877-432-1824. From the phone 
menu, select option 3 or stay on the line. Be sure you’re 
in the Online Payroll solution and identify the Secure 
Call-In ID you can find on the Help screen. Once you’re 
connected with a specialist, provide the Secure Call-In 
ID. Please have your company and employee 
information ready and we will walk you through the 
enrollment process.  
 
Enrollment Specialists are available from 9 am to 7 pm 
ET, Monday through Friday and 10 am to 2 pm ET on 
Saturday. Hours may differ on bank holidays. 

 
 
Where to find the Secure Call-In ID on the Help screen 
(example):  

 

Note: This ID is unique to each Online Payroll session. 

 


