Instructions for completing the Payroll Certification Form
Complete each field on the form and save the form to your computer.  The form is in excel format.

You may use this saved form each time you certify payroll, but you must change the field for the Pay Date Certifying each time you submit the form.
Copy and paste the information from the form into your email.

This can be done by highlighting all the cells with the information (B1 to I19), or

by clicking into the area above row 1 and to the left of column A. (screen shot)
When you have the information highlighted, go to File>Copy (or use the shortcut keys control/c)

Click on the link at the bottom of the form.  This link will open your default email.  Click into the body of your email.

Insert the information into the body of your email.  Do this by going to File>Paste (or use the shortcut keys control/v)
PLEASE DO NOT SUMBIT THIS FORM AS AN ATTACHMENT.

Click into the subject line and enter your 3 digit agency number after the words Payroll Certification – Agency (screen shot)
Click on Send to submit the email to State Accounting.

If you have questions on how to complete or submit the form, please call Lynda a 402-471-7737.

