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Intuit QuickBooks Payroll gives you the tools you need to efficiently manage your payroll.
Your subscription provides you with the most up-to-date tax tables and federal and state
tax forms’, and gives you the flexibility to process payroll and run customized reports
whenever you want. Because you do it from within QuickBooks, QuickBooks Payroll is easy
to set up and use.

It’s important to us that you are completely satisfied with QuickBooks Accounting software.
This Payroll Getting Started and Reference Guide will help familiarize you with our payroll
solutions and help ensure a hassle-free experience. Please keep this guide within easy reach.
It can help you through the payroll start-up process and provide answers to many common
questions.

Federal and state forms are available only to Enhanced Payroll subscribers. Basic Payroll does not include tax forms.
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The illustrations and procedures in this guide are for customers using Simple Start 2010;
however, Intuit QuickBooks Payroll works with QuickBooks Pro, Premier, and Enterprise
Solutions 2010, 2009, 2008, and 2007 as well.
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Intuit QuickBooks Payroll is a subscription service that works inside your QuickBooks
Accounting software.

Setting up and running payroll involves five main steps:

Activate and Set up—Activating unlocks the payroll features in your QuickBooks
software. Once you’ve activated your subscription, QuickBooks guides you through a
step-by-step interview to set up your payroll information.

Download Tax Tables and Forms—QuickBooks connects to the Internet to download
the latest federal and state tax tables and forms.

Process Payroll—You can easily enter the time for your hourly employees and salary
for your exempt employees directly into QuickBooks. QuickBooks Payroll calculates
earnings, payroll taxes, and deductions.

Print Paychecks—Once you’ve reviewed your paychecks, you can print them from your
computer. Or you can use the convenient Direct Deposit feature (additional fees apply).

Pay and File Your Taxes and Liabilities—QuickBooks Payroll tracks your payroll taxes
and other liabilities as you go. If you have a Basic Payroll subscription, you can generate
tax reports and work with your accountant on tax filings. (Basic Payroll does not include
tax forms.) If you have an Enhanced Payroll subscription, QuickBooks automatically

fills in federal and state tax forms for you—just print, sign, and mail. Or you can
conveniently file forms and pay taxes electronically with E-File & Pay at no additional
cost.
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1. Activate and setup 2. Download the latest 3. Enter employee data 4. Print paychecks or use 5. Pay and file your taxes
Intuit QuickBooks tax tables and forms. in QuickBooks. convenient Direct with Enhanced Payroll.
Payroll. Deposit (additional

fees apply).

Federal and state forms are available only to Enhanced Payroll subscribers. Basic Payroll does not include tax forms.
The E-File & Pay feature is available for federal and select state taxes. Please check the web site (payroll.intuit.com/
ort/PTS/quickList.jsp) for availability for your state. You may need to register with tax agencies to use E-File & Pay. The
E-File & Pay feature is not available with Basic Payroll.
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If you’re a new employer or thinking of hiring your first employee, this section contains
valuable information to help you get started. For more information, visit our Guide to Hiring
and Paying Employees web site (www.payroll.intuit.com/payroll_resources/guide_to_hiring/
index.jhtml).

For payroll tax purposes, workers are generally classified as employees or independent
contractors. Whether a worker is an employee or an independent contractor depends on the
amount of control the employer has over the worker.

A worker’s classification has certain payroll tax implications. For employees you pay payroll
taxes (like Social Security), but for contractors you don’t have to. A few simple questions can
help you determine whether the person you’re hiring is an employee (and will need a W-2
tax form) or an independent contractor (and will need a 1099 tax form).

Will the work be performed on company premises?

Will the individual work only for you?

Will you provide tools for your worker to do his or her job?
Do you control the hours the person works?

If you answered “yes” to any of the questions above, you’re probably hiring a W-2
employee and not a 1099 independent contractor. For more detailed information on how to
classify a new hire, review the IRS’s Publication 15-A (www.irs.gov/pub/irs-pdf/p15a.pdf).

There are a few identification numbers you typically must have as an employer. The
government uses these numbers to identify your business and track your payroll taxes.
Typically, you need the following three identification numbers: one from the IRS called an
Employer Identification Number (EIN), one from your state revenue department, and one
from your state employment department.

If you don’t already have these, you can apply for these identification numbers online by
visiting the IRS web site (www.irs.gov).

Some local jurisdictions may also require a business identification number. Consult your
local government offices.
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The IRS requires all new employees to fill out Form W-4, which asks employees to state
their marital status and how many tax allowances they will claim. Based on the number
of allowances they claim, employers can determine the amount of federal income tax to
withhold from employees’ paychecks.

All new employees should complete Form W-4 on their start date. Your employees can
always give you a revised Form W-4 if there is a change in their tax situation, like getting
married or having a child.

You must keep a Form W-4 on file for each active employee and keep this document for four
years after an employee leaves or is terminated. Generally, employers do not need to send a
copy of the W-4 form to the IRS unless notified to do so by the IRS. You can find Form W-4
on the IRS Web site (www.irs.gov/formspubs/index.html).

Form I-9 (Employment Eligibility Verification) is used to document your employee’s
eligibility to work in the United States. This form asks employers to review certain identity
documents, like a driver’s license, Social Security card, or a U.S. passport. Although you are
not required to, it’s a good idea to photocopy these documents and keep copies in your files.

U.S. Citizenship and Immigration Services (USCIS) requires all new employees to fill out
Form I-9. Although you don’t need to send the I-9 forms to any government agency, you'll
need to keep a form on file for every current employee in case it’s requested. If an employee
leaves or is terminated, you’ll need to keep a copy of his or her I-9 form on file for three
years after the employee’s hire date or one year after the employee leaves, whichever is
longer.

You can find Form I-9 on the USCIS web site (www.uscis.gov/).

All employers are required to report new hires to the state; some states also require that
you report independent contractors. Your state needs to know who you hire in order to aid
in the collection of child support and to monitor unemployment compensation, workers’
compensation, and other public programs. In most states you can provide a copy of the
employee’s W-4 form to report the new hire to the state. If you do not report your new hire
to the state within the given amount of time, you may face a penalty.

Check with your state (www.acf.hhs.gov/) for specific new-hire reporting requirements.
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Labor law posters publicize information for employees like the minimum wage and overtime
pay standards. If your business has one or more employees, it is governed by U.S. state and
federal labor laws.

Posters are made by third parties, not the government. You can easily order compliance
posters online.

Required for almost all employers, workers’ compensation insurance is meant to protect
your company from liabilities in case a worker suffers an injury while on the job. The
premium you pay depends on the category of your employee. Without adequate workers’
compensation insurance, you may be held personally liable for both the cost of the
employee’s medical care and for the lost wages while the employee is unable to work as a
result of an on-the-job injury.

To learn more about what is required in your state, check out the Office of Workers’
Compensation Programs (www.dol.gov/esa/).

Here’s some other information to help you get started hiring employees:

Determine how much to pay an employee

Keep in mind the real cost of hiring. Hiring an employee costs more than just his or her
wages. Payroll taxes can add 15 % or more to the total cost of hiring an employee.

You can prevent a surprise in your business budget down the line when you understand
employer taxes and insurance costs. Review the information provided on our web site
(payroll.intuit.com/payroll_resources/), where we explain what you need to withhold from
an employee’s paycheck and the taxes you are responsible for as an employer.

Create a job posting

Before you write the posting, think about what you want the person to do, how much of
his or her time you’ll need, and what skills are required to do the job. A good job posting
is specific and informative.

How do you find the person you're looking for? You can use our job posting template to
help you get started (http://http-download.intuit.com/http.intuit/CMO/payroll/assets/
SampleJobApplicationForm.doc). We provide resources to help you write an effective
job posting that will help you find a good employee, and we offer tips on interviewing
applicants.
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The Simple Start 2010 Home page

Toolbar. Click Back and Forward to move between
forms. Click Home to return to this Home page
view. Click Search to look for a specific invoice, sales
receipt, or customer payment.

Menu Bar. If you don’t see what you
want to do on the Home page or in
the activities listed in the left pane,
you can find it in one of these menus.
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Find information easily using Google Desktop™. Quickly
search and find the customer, vendor, or financial information
you want in QuickBooks. Type in some key words and get a
complete list of files that match your search.
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Click the Payroll icon
to go to the Payroll Center
from where you can pay your
employees, pay your payroll
taxes and other liabilities, and
file your payroll tax forms.

J

-
Your starting

point for doing all

your essential business
activities—invoicing,
creating sales receipts,
recording customer
payments, writing checks
for business expenses, and
more. Place your mouse
pointer over an icon, then
click the activity. Follow
the arrows to move from
one activity to the next.

~
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Click
these links for add-on services
or to upgrade to a different
QuickBooks product when
your business outgrows Simple
Start.
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e From the Home page, click the Payroll icon, and then click Go to
the Payroll Center.
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Click the drop-down arrows in the toolbar to set up and view
your employees, print paychecks and pay stubs, run payroll
reports, set up and maintain your payroll subscription, and

access other payroll services.
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Pay your employees quickly
and easily. Enter hours, review
paychecks, and print or use
convenient Direct Deposit
(additional fees apply).

QuickBooks Payroll calculates
your payroll liabilities and tells
you when they’re due to help
prevent you from missing a
deadline. Print and mail checks
or, with Enhanced Payroll, pay
taxes electronically with E-File
& Pay.

Enhanced Payroll automatically
fills in the latest federal and most
state tax forms—just sign, print,
and mail. Or, conveniently file
payroll tax forms electronically
with E-File & Pay.

The E-File & Pay feature is available for federal
and select state taxes and forms. Please check
the Payroll Tax Support web site (payrolLintuit.
com/support/PTS/quickList.jsp) for availability
for your state. You may need to register with tax
agencies to use E-File & Pay. The E-File & Pay
feature is not available with Basic Payroll.
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Open a web browser and go to www.gbpayroll.com/start.

Enter the requested information about your company:

License and Product Numbers (located on the sticker in your CD folder)
Company name and address

EIN (Employer Identification Number)

Payroll contact information

Credit card information to keep your subscription up to date

Receive your unique payroll service key and write it down on the first
page of this guide.

Enter the payroll service key that you received in step 3 into your QuickBooks software.

Your payroll service key is specific to you and your business. This number is required for
downloading payroll updates and using any of the other payroll service features to which
you subscribed. Payroll activation is a one-time process.

In the Home page, click the Pay Employees icon, and then click Service Key.
In the QuickBooks Service Keys page, click Add.
In the Service Key field, enter your payroll service key and then click Next.

Click Finish. QuickBooks automatically downloads any necessary payroll
updates so you can begin setting up your payroll in QuickBooks.

After activation is complete, you can begin setting up your payroll. You'll need the
information in the Payroll Setup Checklist (table at right; also online at www.payroll.com/
support/PDFs/Misc/Payroll_Setup_Checklist.pdf) to get started. Go to the

Setup and Maintain menu and click Payroll Setup to begin entering your information.

If you have not already entered your EIN into QuickBooks, you must add it before activating payroll.
Go to the File menu, click Company Information, and enter your EIN.

®
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To set up Intuit QuickBooks Payroll, you’ll need the following information. You can find this
information in your own records, from your accountant or QuickBooks ProAdvisor® Program,
or from federal and/or state agencies.

Company
Information

Pay period frequency or frequencies (for example, weekly, biweekly,
semimonthly, monthly, quarterly)
Date you started or will start using Payroll in QuickBooks

Compensation,
Benefits, and
Miscellaneous
Additions and
Deductions

Compensation you give employees and officers: hourly wages, salaries,
commissions, and so on

Insurance benefits offered, such as health, dental, vision

Retirement benefits offered, such as 401 (k)

Additional deductions from net pay that you withhold, such as union dues,
repayments of employee advances or loans, and life insurance

Additions you add to a paycheck, such as bonuses, travel reimbursements,
employee advances or loans, and tips

Tax Information

Federal forms you’ll need to file, such as 941, 943, or 944 (for more
information, see www.irs.gov) and your federal tax ID number (FEIN)
Payroll bank accounts and the deposit frequency for these taxes
State or states for which you file payroll taxes

Your state employer tax ID number or numbers (EINs)

Payees and account numbers for each state and local tax

Tax rates for any local or other taxes

Whether you qualify for the Federal Unemployment Tax (FUTA) credit

Employees

Employee names, addresses, and Social Security numbers from your
employees’ Social Security cards or W-4 forms

Employee withholdings, which can also be found on the W-4 form
Current employee wages/salaries, additions, deductions, and company
contributions

Sick and vacation time policies and hours accrued

Direct Deposit
Information

Note: This is an optional feature that requires additional fees..
For each employee you want to pay using Direct Deposit, you need bank
account and routing numbers.

Year-to-Date
History

Note: You need to enter year-to-date payroll ONLY if you start using
QuickBooks Payroll after January 1 of the calendar year AND if you’ve
already run payroll at least once since January 1. (If you start using
QuickBooks Payroll after January 1 but have not run a payroll yet this
calendar year, you have no year-to-date information to enter.)
Quarterly and pay period summaries of employee payroll amounts from
the beginning of this calendar year to the beginning of the current quarter
Paycheck information from the beginning of the current quarter to today

Liability
Payment
Information

Quarterly and pay period summaries of payroll liability payments from the
beginning of this year to your start date

Copies of payroll liability checks from the first day of the current quarter
until today

Payment and filing methods

Deposit frequencies
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The Payroll Setup interview guides you through setting up payroll in QuickBooks. It helps
you get your first payroll update, set up payroll taxes for your company, and set up common
compensation and benefits correctly. Then it leads you through setting up individual
employees and year-to-date payroll amounts (if needed) so you can start running payroll in

QuickBooks.

Make sure that you have adequate time—from 20 minutes to about an hour—to go through all
the steps before closing the interview. If you need to close the interview before completing the steps, you
can always return later to the step where you left off and finish the interview. It is important to make
sure that all the information you enter here is accurate and complete; otherwise you can have problems

running your payroll later.

Go through the setup checklist and make sure you have all the information you need.

Open the Payroll Center.

Click the Setup and Maintain drop-down arrow and then click Payroll Setup.

Follow the onscreen instructions.

You must complete the following steps in sequence:

After setting up payroll, if you need to add only one or two payroll
items, see pages 20-21.

Company Setup: Enter compensation and benefits.

Employee Setup: Add your employees and set up their personal
information and pay information (pay rate, benefits, and so
on).

Taxes: Set up payroll taxes that apply to you, schedule
payments with the agencies, and specify payment methods.

Year-to-Date Payrolls: Enter all year-to-date payroll
information (payroll summaries, tax and non-tax payments
you've already made, and so on). For more information about
entering year-to-date tax payments, use the tax payments
checklist (www.payroll.com/support/PDFs/Misc/YTD_Tax
Checklist.pdf).

Data Review: Review all the wage and tax information you’ve
entered and check for errors.

Finishing Up: Learn about the payroll tasks that you can do.

QuickBaoks Payroll Setup

QuickBooks
Payroll Setup

= 1Introduction
2 Company Setup
3 Employee Setup
4Taxes
5 Year-to-Date Payrolls
6 Data Review
7 Finishing Up

Finish Later
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You don'’t set up Payroll preferences in the Payroll Setup
interview. Finish setting up payroll in the Payroll Setup interview, and
then open the Preferences window.

Click the Setup and Maintain drop-down arrow from the
Payroll toolbar and click Preferences.

payroll Preferences B

- Display Opt

Display Employee List by
& First Name (ohn Srith)
© Last Hame (5mith, John)

I Display employee sorialsectriy numbers in headers on reparts

I Copy sarnings details from previous paychecks
¥ Recall guantity field on paychecks
7 Recall pou fietd on paychecks

- Time Format Ot
Show partions of an heur 51
€ Decimal (10.20)
& pinutes (10:12)

oK Cancel

Welcome to QuickBooks Payroll Setup

Vel walk you through setting up the basics of payrol by asking you questions and giving you guidance
dlang the way. Vhen youre done with setup, youl be ready to start using QuickBaaks Payrall-
customized just for you!

Before you begin:

1. Review the pavroll setup checklist.
2. Gather all the documents and information ahead of tine that youl need to answer the interview
questions.

QuickBooks defines
an employee as
someone you give a
W-2 form to at the end
of the year. You pay
them with paychecks
and withhold taxes
for them. Set up all
those who fall into
this category as an
employee.

Do not set up owners
as employees.

Pay owners by checks
that draw on the
company’s equity.

The Payroll Setup
interview guides

you through setting

up employees and
common payroll items.
However, you might
occasionally need to
add an employee or
set up payroll items
specific to an employee
or to the company and
not want to go through
the entire interview.
See pages 20-21 for
more information.

Setting up payroll
sometimes requires in-
depth tax knowledge,
so it’s a good idea to
have an accountant
or payroll professional
review your setup.
Mistakes in setting

up payroll can cause
problems later.



In Simple Start 2008 and later, you can set up payroll schedules or run payroll without a
schedule. A payroll run that is set up to occur at a regular frequency is , while
payroll that you might run only for special circumstances or outside your regular payroll run
is

e . 1
Payroll Center without payroll schedules
= o CuickBooks now offers pavroll schedules, You can group employees using schedules and
Y be reminded when to pay each group. Show an example
Pay
Employees Hows do T pay my employess? Set up your pavroll scheduls
Related Payroll Activities = Start Scheduled Payrall. ..
Payroll Center with payroll schedules
Process Payroll by... | ...for Payroll Schedule | ...and Pay Period +with Check Date
% [12/0z/z003 [Bivieekt 11/15/2003 - 1175/2009 12]04/2003)]
Pay
Employees
| Related Payroll Activities = | [ Unscheduled Payroll ] [ “tart Scheduled Payroll... ]
. J

From the Payroll Center, you can start paying your employees in any one of the
following ways:
By clicking the Pay Employees button.

By clicking the Start Scheduled Payroll button. If you click the Start Scheduled Payroll
button, you’ll be prompted to set up payroll schedules. (Once you set up payroll schedules,
click to select the schedule you want to run and then click Start Scheduled Payroll.)

1)




Go to the Payroll Center.

Click the Related Payroll Activities drop-down arrow and
then click Add or Edit Payroll Schedules.

From the Payroll Schedule List window, click Payroll
Schedule, and then click New.
Enter information in the fields.

. - New Payroll Schedule A [=]

The nformation you provide wil be used to create a payroll schedule. What is a payroll schedule?
ou can set up multiple payrollschedules F you need to. Uhy do 1 need muliple schedules?

Tell us how you'll be processing payroll using QuickBooks: How do I sat up & pavroll schedule?

What da you want to name this payroll schedule? (e.q., “Weekly”, “Biweekly”, Manthly”, etc)
How often wil you pay yaur employess an this schedule?  [Biweskly (Every other week) =

what is the pay period end date? =
what dats should appear on paychecks For this pay period? B

The follauing is based n the information supplied above:
ou pay your employess DD days after the pay period end date in this payrall scheduls,

Schedule is oK Cancel
I tive

You can only group employees in the same payroll schedule

if they have the same pay frequency (for example, weekly, biweekly,
semimonthly, and so on).

Click the Employees drop-down arrow in the Payroll Center
and then click View/Edit Employees.

Double-click the name of the employee you want to assign
to the schedule.

Click the Change Tabs drop-down arrow and then click
Payroll and Compensation Info.

Click the Pay Schedule drop-down arrow and then select
the pay schedule you want to assign this employee to.

The Pay Frequency field updates accordingly.

Click OK.

Although you can
pay employees using
unscheduled payroll,
we recommend using
schedules for your
regular pay run.

When you use payroll
schedules, QuickBooks
automatically
determines the payroll
processing dates for
each pay period, taking
into account weekends
and bank holidays.
You set up your payroll
schedule once and
assign employees to it.
The dates reset to the
next pay period after
you create paychecks.

You can use payroll
schedules to group
together employees in
whichever way makes
the most sense for
you to effectively run
your payroll and your
business.

To pay an employee
outside of a regular
payroll run (for
example, annual
bonuses), use
Unscheduled Payroll.

To terminate an
employee, go to the
Payroll Center, click
the Related Payroll
Activities drop-down
arrow, and then click
Create Termination
Check.
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Enter Payroll Information

Enter Payroll
Information
Howy do T pay my employees?
Payroll Infarmation
Payrall Schedule: Biweekly Pay Period Ends [11/z8/200 ‘ Bank Accounk: 10100 - Checking
Emplayees Selected to Pay: 3 Check Date 12404/2009 [E] ‘ Bark Accourk Balance: 46,969,10
[Cuncheck &t | [ open Paycherk Detail.. Sort By | Emplay=e Mame ShowHide Columns |
o Emplayes Reqular Pay | Overtime .. | SickHourly  Vacation .. | Salary TotalHowrs |
o Dan T. Miller 40:00 40:00 A
[ Elzabeth . Mason 80:00 &0:00]
«  Grean 0. Schneider &0:00 &0:00
v
How o Tuse this windows to enter pavrollinformation? [ T ) | e

Review and Create Paychecks

Payrol Information
Payrol Schedule; Bineekly

Murnber of Paychecks: 3

Paycheck Optians
(&) Print paychecks From QuickBooks

Review & Create
Paychecks

How do T pay my employees?

Pay Petiod Ends I:l

Bank Account Balance:

() Assign check numbers to handwritten checks

Bank Account: | 10100 - Checking ~

46,969.10

Explain Printing Options

Eirst Check Mumber Printing Preferences
Emplayee Gross Pat Taxes Deductions Het Par Employer Tax Corkributions Total Hours Direct Dep. |
Can T. Miler 1,596.15 -249.90 -25,00 1,321.25 220.27 266,11 40:00
Elizabeth M. Mason 1,180.00 -251.06 -25.00 903,94 162,84 121,18 80:00
Gregq 0. Schneider 1,380.00 -309.%6 -12.50 1,057.54 190,44 1341 80:00
.
4,156,15 -810.92 62,50 3,282.73 573.55 400,40 200:00 |
e




Open the Enter Payroll Information window, as explained on
page 14. From the Payroll Center:

Select a scheduled payroll and click Start Scheduled
Payroll.

Click Pay Employees to pay your employees without
using schedules.

Specify the check date and pay period end dates
(unless you’re running a payroll schedule).

If necessary, select a bank account from which the
paychecks are drawn.

Click to select employees to pay. (If you’re running a payroll
schedule, only the employees who are assigned to the
payroll schedule appear and are checked by default.)

Review the information and enter hours worked, vacation
and sick time, commissions, and so on. (If Use time to
create paychecks is turned on, hours are automatically
entered.) Click the employee’s name to make changes in
the Preview Paycheck window.

Click Continue.
Review the payroll summary information.

Specify whether paychecks should be printed from
QuickBooks or written by hand.

If the employee is signed up for Direct Deposit, make sure
that the Direct Deposit column is checked. Review the
information again. If necessary, click Back or click Open
Paycheck Detail to edit the information.

Click Create Paychecks.

The Review and Confirmation window appears from where you
can print or send paychecks via e-mail, as shown on page 18.

The

is the date when
employees know they
are getting paid. It

is the date you want
the paycheck to affect
your bank account.
For example, your pay
period end date could
be Friday, April 17, but
your paycheck date is
5 business days later
on the following Friday,
April 24.

The IRS bases your
tax liability and that
of your employees on
the paycheck date. For
example, if you pay an
employee in January
20009 for time worked
in December 2008, the
income is reported on
the employee’s 2009
W-2 form.

QuickBooks uses the
paycheck date when it
runs reports.

A is the
duration of time for
which you are paying
your employee wages.
The

is the last date
of the pay period that
you want a paycheck
to cover.

QuickBooks uses this
date to calculate

how many weeks an
employee has worked
in a year and the time
information to include
in the paycheck.
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After you finish creating paychecks, the Confirmation and Next Steps window appears, from
where you can print paychecks and pay stubs and send paychecks for Direct Deposit.

Click Print Paychecks or Print Pay Stubs from the Confirmation and Next Steps window.
If you choose not to print at this time, click Close. (To print at a later time, go to the
Payroll Center, click the Print drop-down arrow, and then click Print Paychecks or Print /

Email Pay Stubs.)

~. Confirmation and Next Steps

(= Print+
Print Paychecks
Print ] EmailPay Stubs

3 it thepayehocks o you snployees.

D ot e thedates o tis payrlschese i the Paytol Conter

Depending on your selection, the Select Paychecks to Print or Select Pay Stubs window
appears. Paychecks and pay stubs to be printed appear selected by default. Click to
clear, if necessary, and then click OK or Print.

Select Paychecks to Print

| First Check Number [ 10080

ek K,
$3,282.73.
Employes. Amount

[Dan T ler 1217

7 [12/04/2008

Elzabeth N, Mazon 03,94
o |i2iosjz009 (Gregg O. Schneider 1,057.54

+

oK

relp

Select &l

i

Show © goth O paychecks O Direct Deposit

Company Message to be printed on al paystubs:

Click Email to send pay stubs via e-mail.

To send paychecks for Direct Deposit, click Send Payroll to Intuit. To send payroll later,
from the Payroll Center, click the Related Payroll Activities drop-down arrow and then
click Send Payroll Data.

Direct Deposit checks require two business days to deposit (additional fees apply).



Go to the Payroll Center. Click the Related Payroll
Activities drop-down arrow and then click View or Edit
Paychecks.

= Edit7Void Paychecks

Important i b

[Papihecioats oo Tt Ak
2042005 an'. il
1204200 el . seco

Y e
form rflectng those ases, you shokd il amerced tax o

[
L]

Select a date range in the Select paychecks from/through
fields.

Select the paycheck you want to edit or void and do one of
the following:

Review the warning message and click Void if you still
want to void the paycheck.

Click Edit if you're changing the paycheck.
Do one of the following:

If you’re voiding a paycheck, check the box to verify that
you have read the warning message.

If you’re editing a paycheck, make your changes in the
Paycheck window. To make other changes, click Paycheck
Detail. The Review Paycheck window opens.

You can’t change the amount or payee. You can change the
check number, check date, bank account, or employee’s address.
Review Paycheck provides Lock Net Pay, which means that you can
safely edit certain paycheck details without recalculating the net
amount of the paycheck.

Do one of the following:

Click Continue to close the message window.
Click Save & Close to close the Paycheck window.

Click Done in the Edit/Void Paychecks window.

If you delete the most
recent paycheck,
QuickBooks updates
the year-to-date figures
to reflect the change.
If you void or delete
an earlier paycheck,
the year-to-date
figures on subsequent
recorded paychecks
will be correct on pay
stubs, paychecks,

and in the Review
Paycheck window,

but not in the Preview
Paycheck window. The
year-to-date figures for
paychecks you write

in the future will be
correct.

If you want to make
changes to Direct
Deposit paychecks
after they’ve been sent,
you must first void the
paychecks you already
sent and then create
new paychecks. Don’t
edit the paychecks
that were already sent
because doing so will
prevent the voiding
from being successful.

If you use Direct
Deposit, you can
recover the funds if
the voided paycheck

is sent to the payroll
service before the start
of payroll processing,
which begins at 5:00
p.m. (Pacific time), two
business days before
the paycheck date.

If the paycheck was
issued in a previous
quarter, you can void it
only if you haven’t yet
created paychecks for
the current quarter.
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After completing the Payroll Setup interview (pages 12-13), you can add new employees or
edit existing records without going to Payroll Setup interview.

Go to the Payroll Center and then click the Employees drop-down arrow from
the Payroll toolbar.
Do one of the following:

Click New Employee to add a new record.

Click View/Edit Employees and double-click the employee name from the list

to edit the employee record.
| tb'i Employees » ———————

Mew Employes
Wiew | Edit Employess

Complete the fields in the Personal, Address and Contact, and Additional
Information tabs. Click the Change tabs drop-down arrow to complete the Payroll and
Compensation Info and Employment Info tabs.

Use the Payroll and Compensation tab to enter earnings or other additions and
deductions for this employee.

Click Taxes, Sick/Vacation, and Direct Deposit (if the employee opted to have
paychecks direct deposited) to enter information specific to the employee. Click OK
when you’re done.

New Employee X

Information for:
Changetabs:  [Fayrol and Compensation Ifa_ .
Payroll Info |
s \hat i  parol schedule?
g Payrol
Ttem Name HourlyfAmnual Rete || scheduie i
| . .- 4
[ Use time data to create paychecks
ddtions, Deductians and Company Contributions
Teem Name Amount Limit | Tazes.., S
-
Sickivacation... &
Drect Depost.
v

[ Employes is covered by a qualified pension plan




After completing the Payroll Setup interview, you might need
to create a new payroll item for new taxes, employee benefits,
or items such as garnishments on an employee’s wage, or edit
items.

Any component
of a paycheck,

Add new payri m K |

Use this method for creating new items or editing items if there

are only one or two items that you need to add or update; otherwise, use
the Payroll Setup interview.

Click the Setup and Maintain drop-down arrow and then
click View/Edit Payroll Items.

Do one of the following:

Go to Related Activities in the left side of the window
and click Add a payroll item to add a new item.

Select a payroll item from the list and click Edit a payroll
item, or double-click the item from the list.

Go through the Add new payroll item or Edit payroll
item wizard.

Click Next to go to the next screen and click Finish when
you’re done.

Select the bype of payrall item you want to create,
{ Compensation (Hourly Wage, Salaried YWage, Bonuses, ..}

ol

" Insurance Benefits (Health Insurance, Dental Insurance...)
£ Retirement Benefits (401K, Simple IRA...}3

 Paid Time OFF (Sick Time, Yacation Time)
~
~

Other Additions (Reimbursements, Compay Contributions. ..}

Gither Deductions (Garnishments, Union Dues. ..}

" Custom Setup (includes Federal, State and Gther Taxes)

Back Next Eirist

Help Cancel

including salary,
taxes, and benefits,

is called a payroll
item. QuickBooks

uses these items to
create paychecks,

tax payments, and
adjustments. When
you activate the
payroll feature,
QuickBooks creates a
payroll items list with
some standard payroll
items, such as hourly
pay rates, sick time
accrual, and 401 (k)
matching percentages.
You can add, edit, or
delete payroll items.

QuickBooks uses
payroll items to track
individual amounts
on paychecks and
accumulated year-
to-date wage and
tax amounts for
each employee. Set
up payroll items for
compensation, taxes,
other additions and
deductions, and
other employer-paid
contributions.



Paying taxes and other liabilities

In Simple Start 2008 and later, you can set up scheduled payments for your payroll

taxes and other liabilities, such as health insurance or 401(k), or you can create a custom
(unscheduled) payroll tax payment. When you set up scheduled payments for your payroll
taxes and liabilities, you can track accrued tax amounts and payment due dates.

Enhanced Payroll customers using Simple Start 2008 and later can also electronically pay
federal and select state payroll taxes, directly from QuickBooks using E-File & Pay (see the
inset on page 23).’

Note: Many states require those who pay electronically to also file electronically.

~ | SendBy Status | Payment Method Period Amad.,,
e 07/09/09 Upco... [Federal 941j944 Check Fiz2-7}4j09 3,157.00
10/30/09 Lipco... [ME UL and Schir Fund Check 03 2009 47.40
10/31/09 Upco,.. |FL Unemployment Insura, .. |Check. Q3 2009 94,50
10/31/09 Upca... |IL Unemployment Insura... |Check Q3 2009 97.50
10/31/09 Upca... |Federal 940 Check Q3 2009 7F2.00
Total Selected Thems: 0.00

Related Payment Activities = Check E-payment Status ViewfPay

. Liability Payment - Checking, [x]

Payment 10f 2 & print
Bank Account | Checking v Ending 8alance £83.646.75

No. ToPrint

Date 07/02/2009
Pay tothe Order of Lnked States Treasury v $ 31500
AR AR H Dolars

address

o Memo 951111110

Period: 07/02/03 - 07/04/09

[ Expenses $0.00 | PayrollLiabiities  $3,157.00 | [A1Tobe prned
Payroll em ‘Anount Fermo [
Feceral Witholdng 1,760.00 a

553.00
s55.00

Social Secusky Company.
S0l Securty Enployee

e e 2

Payroll Liability Payment Summary for 07/02/2009

Summary: 2 checks created ($3,229.00)

Payment Payee Period AmountWethod | Status Wihdram On | Check/QB Tra...
Federal 9411544 |unied States Treasury  [7727/4/09 | 43,157.00\check  [ToBerinted |- -
Eederal 940 |united States Treasury  (Q3 2009 72.00|Check.  [To e Printed

Total $3229.00

7

[emaess ] (s ] [ o= )

1 The E-File & Pay feature requires Simple Start 2008 or later and is available for federal and select state taxes. Please
check the Web site (payroll.intuit.com/support/PTS/quickList.jsp) for availability for your state. You may need to register
with tax agencies to use E-File & Pay. The E-File & Pay feature is not available with Basic Payroll.
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payroll.intuit.com/support/PTS/quickList.jsp

Open the Payroll Center. Accrued tax amounts are shown
in the Pay Scheduled Liabilities section of the Payroll Center
along with their due dates and current status.

Click the column next to the payments you want to make.

Click View/Pay. If you selected more than one payment,
the liability checks appear in a check stack.

Review the payment details for the first payment in
the stack.

Click Save & Next to display the next payment in the check
stack.

With Enhanced Payroll, if the scheduled payment is set up for
e-pay, you can submit the payment electronically. To do so, make
sure that the e-payment option is selected and click E-Pay. Enter your
login details and click Submit. After the e-payment is submitted,
print the e-pay confirmation for your records and click Close.

After the last liability payment is submitted or created, click
Close.

A summary window appears. From this window you can
print physical checks or print a list of the checks and
payments you created.

Click Close.

You can set up scheduled payments either when you first
set up your payroll in the Payroll Setup interview or when
you add or modify taxes or liabilities to your company file.

Go to the Payroll Center.

In the Pay Scheduled Liabilities section, click the
Related Payment Activities drop-down arrow and then
click Edit Payment Due Dates/Methods.

Follow the instructions in the interview.

With Enhanced Payroll, if you set up the scheduled payment
for e-pay, you need to set up an e-pay bank account and you may
need to enroll in the agency e-pay program. Agency enrollment
instructions are available in the interview and on the Payroll Tax
Support web site (payroll.intuit.com/support/PTS/) when you select
the agency and choose E-File & Pay Information.

One or more payroll
taxes or other payroll
liabilities that are paid
together, at the same
time, to the same
agency are scheduled.
For example, you
typically pay your
federal withholding,
Social Security, and
Medicare taxes at the
same time to the IRS.

Simple Start 2008 and
later lets Enhanced
Payroll customers
e-pay federal and
select state payroll
taxes directly from
QuickBooks. For a list
of supported payroll
taxes, visit the Payroll
Tax Support web site
(payroll.intuit.com/
support/PTS/).

If you have a one-time
payroll tax or fee, you
may want to create a
custom payroll liability
payment rather than
create a scheduled
payment. To do so, go
to the Payroll Center,
click the Related
Payment Activities
drop-down arrow,

and then click Create
Custom Liability
Payments.


payroll.intuit.com/support/PTS/
payroll.intuit.com/support/PTS/
payroll.intuit.com/support/PTS/

Filing payroll tax forms

(Requires an Enhanced Payroll subscription)
With an Enhanced Payroll subscription, you can file tax forms from QuickBooks.' For
information about setting up payroll tax forms for e-file with your Enhanced Payroll

subscription, see the inset on page 25.
Note: Many states require those who file electronically to also pay electronically.

Click Process Payroll Forms ko prepare your payrall Forms,
q ¥ Supported Tax Forms

File Tax

Forms
Related Form Activities = Check E-Ffiling Status Process Payroll Fon

Select Form Type

Select the type of Form you wank to prepars.

e J (@) Federal Form’

() skate form

Select Payroll Form

Choose aform
Choose the form you want to use:
e Form [Bonual Form 54075¢h. A - Emplover's Annual Federal Unemplovment (FUTA) Tax Rek...
(Quarterly Form 941/5ch, B - Emplover's Quarterly Federal Tax Return
Jirnual Form 943-3434, - Employer's Annual Federal Tax Return for Agricultursl Emgl...
JAnnual Form 944-5454 - Employer's Arnual Federal Tax Retum
lAnnual Form W-2W-3 - Wage and Tax Statement/Transmittal

Select Filing Period

vear [zo0s |
(4) [ o [ cowen [ b |

ayroll Tax Form.

Tax Form for EIN|353-1111110
nterview for your Forms 940/Schedule A and 940-V

Emplayer's Annual Federal Unemployment (FUTA} Tax Retun

v f"\.J ok

(e i Nexl B

View detais sbout tis form Uiew fing and piing instuctions

((Save and Close | [ Save as POF... | [Printfor You Records.. [ Check for Evvars | w

6

1 The E-File & Pay feature requires Simple Start 2008 or later and is available for federal and select state taxes and forms.
Please check the Payroll Tax Support web site (payrollintuit.com/support/PTS/quickList.jsp) for availability for your state.
You may need to register with tax agencies to use E-File & Pay. The E-File & Pay feature is not available with Basic Payroll.
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payroll.intuit.com/support/PTS/quickList.jsp

Open the Payroll Center. In the File Tax Forms section, click
Process Payroll Forms.

In the Select Form Type window, select Federal form or
State form.

In the Select Payroll Form window, select the form you
want to prepare and make sure that the period reflects the
correct tax period.

Click OK. QuickBooks closes any open windows. Your payroll
tax form appears in the Payroll Tax Form window.

Follow the onscreen instructions. The instructions are
dynamic and depend on the type of payroll form you’re
preparing.

Review your form details and the printing and mailing
instructions, and then click Submit Form or Print.

In the Submit Form (or Print Form) window, select print or
e-file, if e-file is available.

Click the Close button and then close the Payroll Tax Form
window.

Review the information in the Next Steps window and then
click OK.

Open the Payroll Center. In the File Tax Forms section,
click the Related Form Activities drop-down arrow and
then click Edit Filing Methods.

Follow the onscreen instructions.

You may need to enroll in the agency’s electronic
filing program before you can e-file a form from QuickBooks.
Enrollment instructions are available in the interview and on
the Payroll Tax Support site (payroll.intuit.com/support/PTS/
quickList.jsp) when you select the agency and choose E-File &
Pay Information.

For a list of payroll tax
forms you can prepare
in QuickBooks, visit the
Payroll Tax Support
web site (payrolLintuit.
com/support/PTS/).

Enhanced Payroll
customers using
QuickBooks Simple
Start 2008 or later
can e-file federal and
select state payroll tax
forms directly from
QuickBooks. When
you set up supported
payroll tax forms for
e-file, you can prepare,
process, and submit
your form, and then
check the status of
your form. For a list

of payroll tax forms
you can e-file from
QuickBooks, visit the
Payroll Tax Support
web site (payrollintuit.
com/support/PTS/).

If you e-file your W-2
or W-3 forms, you’re
required to print copies
for your employees,
your state, and
possibly your local tax
agencies.


payroll.intuit.com/support/PTS/
payroll.intuit.com/support/PTS/
payroll.intuit.com/support/PTS/
payroll.intuit.com/support/PTS/
payroll.intuit.com/support/PTS/quickList.jsp
payroll.intuit.com/support/PTS/quickList.jsp

Simple Start is designed to make your business accounting fast and easy. The following are
some quick tips to help you get up and running in Simple Start:

Double-click the QuickBooks Simple Start icon.
The Setup Interview begins automatically and takes only a few minutes to complete.

They’re short, interactive, and you’ll learn how easy it is to track your
business activities. Under Get Started Now on the Home page, click Check Out the
Tutorials.

You’ll use this account in Simple Start to track checks
you write and deposits you make to the checking account at your bank. On the Home
page, place your mouse pointer over Bank Accounts and click Register. Use your latest
checking account statement to enter the opening balance and date to ensure that your
records are accurate.

Use a sales receipt when you receive payment at the time of the sale. Use
an invoice to bill a customer for payment later. Under Money In, go to Sales Receipts or
Invoices, and click New to fill out the appropriate form and customize how you want it to
look.

Under Money In, go to Receive Payments
and click New to record the payment.

Under Money In, go to Deposits and click New. Select the
payments that you will be taking to the bank for deposit, click OK, and set up your deposit.

Under Money Out, go to Write Checks and click New.
Fill out the check just as you would in your checkbook. You can print the actual check or
track a handwritten one. You can also use this form for debit card and EFT transactions.

Under Money Out, go to Record Expenses. Click Cash or
Credit to enter the expense in the appropriate account.

Sign up for Payroll and use the
service to set up and pay your employees, pay your payroll taxes and liabilities, and file your
tax forms.



‘ou are using tax table version: 20016 Payroll Update Info

‘You are using pavroll version; 06030945

‘fou musk update before: 08/02{2009 Update

() Download only changes and additions ta currently installed payrall files.

(%) Download entire payroll update.
Troubleshooting Payroll Updates

Subscription Mumber: 0000213510 arcount Info

Subscription Status: Ackive
Federal EIN: 99-1111110

Close

By default, QuickBooks Payroll has Automatic Updates enabled.
This lets QuickBooks Payroll check for payroll updates each time
you start it so you never miss an updated tax rate or form.

This procedure is for Simple Start 2008 or later.

If you don’t have Automatic Updates turned on, you can still keep
your QuickBooks Payroll up to date:

Go to the Setup and Maintain menu, and click Get Payroll
Updates.

Choose from the two download options:

Download only changes and additions to currently installed
payroll files. This is the fastest option because it downloads
only new payroll information. Choose this option for most
updates.

Download entire payroll update. This option takes longer
because the entire update is downloaded. Use this option if
you have experienced problems updating your payroll.

Click the Update button.

When the download completes, QuickBooks displays a message
confirming that the update was successful.

Be sure to review the Payroll Update News to learn about changes to
state and federal tax rates and forms that may affect your business.

Federal and state forms are available only to Enhanced Payroll subscribers. Basic
Payroll does not include tax forms.

Payroll updates
become available
throughout the year.
Updates might include
enhancements, payroll
tax forms updates

(for Enhanced Payroll
subscribers), and

new tax tables. We
recommend that you
update to make sure
that you have the most
current tax tables.

If you experience
problems updating
your payroll and are
unable to complete the
update, you may want
to check your Internet
connection setup.

You must have an
active subscription in
order to update your
payroll. If you have
problems downloading
an update, check the
following:

If there is no
subscription number
listed and you have
already subscribed
to a payroll service,
verify that your
subscription number
is entered.

If your subscription
status shows
inactive, you can
update your account
information from
within QuickBooks.
Go to the My Payroll
Service menu and
click Account/Billing
Information.



Intuit QuickBooks Payroll
Help and Support

Self-Help Resources

Access the Help Menu in QuickBooks
for step-by-step instructions for completing Payroll tasks

Get the latest information and fast answers
to common questions in the Payroll Support Knowledgebase at www.payroll.com/support

Learn how to do common tasks by watching interactive, in-product tutorials

Connect with other Intuit QuickBooks Payroll users and experts
to ask questions and share advice at www.quickbooksgroup.com/payroll

Find everything you need to know to complete year-end tasks
with Intuit QuickBooks Payroll Year-End Center at www.payroll.com/yearend
- _J

Assisted Support Options

Get help when you need it from a Payroll specialist. Find out more at
www.payroll.com/support.

Use a local Certified QuickBooks ProAdvisor® to set up and customize QuickBooks
for your business (fees apply). Find a ProAdvisor at www.findaproadvisor.com/payroll.

©2009 Intuit Inc. All rights reserved. Unauthorized duplication is a violation of applicable law. Intuit, the Intuit logo, Simple Start and QuickBooks
are registered trademarks and/or registered service marks of Intuit Inc. Other parties’ trademarks or service marks are the property of their

respective owners. See www.quickbooks.com/eula for the Software License Agreement. 08/09
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