
Center Point Procedure:  How to Save a Backup to a CD or Flash 

 

Running your Backup 

1. When you close CenterPoint, you will be prompted to run a backup 
2. Take note of the path, located in the “Save To” field.  This is the location of your 

backup file. 
3. Click the Backup button 

 

 

Saving your Backup to a CD or Flash 

1. Navigate to the location of your backup 
2. Find the backup file you just ran (Look at date and time to verify) 
3. We suggest sorting that list by the “Date Modified” column so that your most 

recent backups show at the top 
4. Right- Click on the back up file you want to copy 

 

 



5. Choose “Send To” and then select either your CD drive or your Flash Drive 
from the list 

 

 

 

Once the backup file copies to your CD or Flash you are done. 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

Step 1: Set up Payee in Names: 

Go to your NAMES screen in Center Point and look for the Payee listed on the court order.  If 
the vendor is set up then you can move to Step 2.  If they are not listed you will need to add 
them as New. 

 

Step 2: Set up the Payroll Liability: 

Go to your ACCOUNTS screen, click New at the bottom.   

 Name:  Liability Account Name  (Example: Mark McCarty Payable)  

 Type:  Liability 

 Category:  Payroll Liability 

 

 

Next click on the Detail tab. 

 Vendor Liability is Paid to:  This will be the Payee/Vendor you just set up in NAMES 



 

Then Click SAVE at the bottom. 

 

Step 3:  Set up the Deduction: 

Go to your DEDUCTIONS & BENEFITS screen in Center Point.  Click New at the bottom. 

 Name:  Deduction Name (Example: Garnishment- Jones, Wage Assignment- Smith) 

 Type: Garnishment 

 Contributor: Employee 

 Liability Account:  (This is the Liability Account you just set up) 

 

Click SAVE. 



Step 4:  Add the Deduction to the Employee: 

 Go to your EMPLOYEES screen.  Double click on the employee(s) that get the new  

 Go to the Deduction and Benefits Tab 

 Check the Deduction from the list at the bottom 

 

Once checked, Click the + sign on the Deduction listed in the top section.  Then click on 
Employee under that Deduction. 

 



On the right side of the screen, set up the amounts of the Garnishment.   

 If the order is for a dollar amount: 
o Rate = 99% 
o Up to Amount= Amount to be withheld from Employee 

 

 If the order is for a percentage 
o Rate= The % of the Garnishment 
o Up to Amount= A higher number than the employee would ever be paid.  

Example $10,000.00 

 

 

Once the rate is set, click SAVE at the bottom and you are finished. 

 
 
 
 



 
 
 

 

 


