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How QuickBooks Payroll works

QuickBooks Payroll is a subscription service that works inside your QuickBooks 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 steps you through
a guided 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
payroll taxes and liabilities.

@ 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. Just print, sign, and mail your tax filings to
the appropriate tax agency. In addition, if you subscribe to Enhanced Payroll, you
can set up your federal and certain state taxes to be paid and filed electronically,
directly from QuickBooks.
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3. Enter employee data
in QuickBooks.

2. Download the latest
tax tables and forms.

1. Activate and setup
QuickBooks Payroll.

4. Print paychecks or use
optional Direct Deposit.

5. Pay and file your taxes
or let QuickBooks do
it for you.

Information for new employers

If you're a new employer or thinking of hiring your first employee, the following
section contains valuable information to help you get started. For more information,
visit our Guide to Hiring and Paying Employees Web site (http://payroll.intuit.com
payroll_resources/guide to hiring/index.jhtml).

Classify workers correctly as independent contractors or employees

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 tax form W-2) or an independent contractor (and will need a tax form
1099).

* 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 (http://www.irs.gov/
pub/irs-pdf/pl5a.pdf).

Get your employer identification number

There are a few identification numbers you typically must have as an employer. The
government uses this number 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 might also require a business identification number. Consult
your local government offices.
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Use the W-4 form to calculate your employees’ paychecks correctly

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 W-4 form 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 (http://www.irs.gov/).

Verify the employee's eligibility to work in the United States

Form -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 them 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 (http://www.uscis.gov/).

Report your new hire to the state

All employers are required to report new hires to the state; some states also require that
you report independent contractors too. 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 (http://www.acf.hhs.gov/) for specific new hire reporting
requirements.

New employer guide
Order law labor posters

Labor law posters 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.

Get workers' compensation insurance

Required for almost all employers, workers’ compensation insurance is insurance 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 (http://www.dol.gov/).

Hiring an employee
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 their
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
(http://payroll.intuit.com/payroll resources/), where we’ll 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 are 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'll provide resources to help you write an
effective job posting that will help you find a good employee, and we’ll offer tips on
interviewing applicants.
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The Simple Start 2008 Payroll Center

To open the Payroll Center:

« From the Home Page, click the Payroll icon, and then click Go to
the Payroll Center.

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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Activating your payroll service

If you’re not using QuickBooks accounting sofware:

@ 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
© (Optional) If you want, you can update your service to pay an unlimited number of
employees.

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

© |Insert the Simple Start CD into your CD-ROM drive, and follow the
onscreen instructions.

© Double-click the Simple Start icon, and complete the Setup interview
to create a company file for your business.

@ Enter your payroll service key that you received in step 4.

Note: 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.

Entering your Payroll Service Key in Simple Start
@ 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 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) to get started. Go to the
Setup and Maintain menu and click Payroll Setup to begin entering your information.

For help during setup, visit the Learning Center. In QuickBooks 2008, go to the
Payroll Center and click Payroll Tutorials.

* EIN: 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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Payroll Setup Checklist

To set up QuickBooks Payroll, you’ll need some of 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.

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

Company
Information

- 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

Compensation,
Benefits and
Miscellaneous
Additions and
Deductions

- 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

Tax - State or states for which you file payroll taxes

Information + 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

- 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

Employees

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.

Direct Deposit
Information

Note: You need to enter year-to-date amounts ONLY if you start using
chkBooks Payroll after January 1 of the calendar year.

VEEIREREE + Quarterly and pay period summaries of employee payroll amounts from the

ALl beginning of this calendar year to the beginning of the current quarter
- Paycheck information from the beginning of the current quarter to today
+ Quarterly and pay period summaries of payroll liability payments from the
Liabllity beginning of this year to your start date
Payment - Copies of payroll liability checks from the first day of the current quarter
. until today
Information

+ Payment and filing methods
- Deposit frequencies

11



Setting up payroll

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 so you can start doing payroll
through QuickBooks.

Note: 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 close the interview before completing the steps,
you'll need to restart the steps. 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.

To start the Payroll Setup interview:

@ 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. 2
@ Follow the onscreen instructions.
You must complete the following steps in sequence: :
QuickBooks
Note: After setting up payroll, if you need to add only one or two payroll Payroll Setup welcome to QuickBooks Payroll Setup
items, see pages 20-21. Y 1 Introduction |

2 Company Setup
3 Employee Setup

- Company Setup: Enter compensation and benefits. Ao

5 Payroll History

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

6 Data Review
7 Finishing Up

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

- Payroll History: Enter all payroll year-to-date information
(payroll summaries, payments you've already made, and
SO on).

- 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.

Finish Later

Setting up payroll preferences

Note: Preferences are not set up in the 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.
x

[~ Display Options

Display Employes List by:
st e (Johin smichy
€ sk Mo (Siith, Tobn)

I Display employes socisl sscurity numbers in headsrs on reports

© Decimal (10.20)
@ Minutes (10:12)

wiell help you set up your payroll information and get you ready to run your first QuickBooks payroll,

If you're new to QuickBooks payroll, we'l help you set up:

.}

¢ © e

If you've already paid employees using QuickBoaks, we'll prefill:

.

© e ©

‘what information do I need to gather befare I start?

Compensation for your employess
Benefits you offer and deductions you taks
Your employess

Federal, state, and local taxes

our employes list
our payroll item list
Your payroll transactions

Help you fill in any additional data

D T have to complets this entirs inkerview all 8 once?

LRt

A
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Setting up Payroll

Did you know?

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.

Setting up payroll
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.
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Paying employees overview

In Simple Start 2008, 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 scheduled, while
payroll that you might run only for special circumstances or outside your regular payroll
run is unscheduled payroll.

Payroll Center without payroll schedules

Process Payroll by, | .. for Payroll Schedule | ..and Pay Period . ith Check Date |
% 12/79/2007 Biveek] 12/16/2007 - 12/29/2007 12/29/2007]
Pay
Employees

Related Payroll Activities '_j' Unscheduled Payroll Start Scheduled Payrall...

Click this button to pay your employees if you
haven’t set up payroll schedules.

Click this button to set up
payroll schedules.

Payroll Center with payroll schedules

Process Payroll by... | ...for Payrall Schedule | ...and Pay Period ..mith Check Date |
% 12/20)2007 Biveekly 12116/2007 - 1212912007 12{20(2007]
Pay
Employees
Related Payroll Activities '_j. Unscheduled Payral Start Scheduled Payraoll.,.
®

Once you set up payroll, the button name
changes. Click this button to write off-cycle
paychecks outside the regular payroll run.

Click to select the payroll schedule
and then click this button to run
regular payroll.

Note: This procedure is for Simple Start 2008. For information on paying employees in other
QuickBooks versions, visit the support Web site at www.quickbooks.com/support.

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.)
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Setting up payroll schedules

@ 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 _(o]x]

The inFormatian you provide wil be used to create a payrol schedule, Yhat is a pavroll schedule?
Vou can set up muitiple payrollschedules  you need to. Uy do 1 need multiple schedules?

Tell us how you'll be processing payroll using QuickBooks: How do L set up 3 pavrol schedule?

Wwhat do vou want to name this payrol schedule? (.g., “Weekly”, “Biweekly”, "Manthly”, etc)
How often wil you pay your employees on this sthedule?  [Biweekly (Every other week) <

What is the pay period end date? =]
Vhat date should appear an paychecks for this pay period? ]

The Fallowing is based on the information supplied abave:
Y¥ou pay your employees DD days after the pay period end date in this payrol schedule,

Schedule is oK Cancel
= inactive enee

Assigning employees to payroll schedules

Note: 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.

Payroll Schedules

Key terms

Payroll Schedules
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.

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

Termination 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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Paying employees

Enter payroll information and select employees to pay

<. Enter Payroll Information =10]
Enter Payroll Review & Create Print & Distribute
Information Paychecks Paychecks
How do 1 pay my emplovees?
o -~ Payroll Infarmation
Payroll Schedule: Biveekly Pay Period Ends  [1z/z0/2007 & ‘ Bank Account:  [Checking E
e Employess Selected to Pay: 3 Check Date 1zi20/2007 & ‘ Bank Accolnk Balance: 79,428.39
uncheskal | Open Baycheck betail.._ | Sort By [Employes Name ~ Show/Hide Calumns
e ] Emplayee |_Regular Pay | overtime ... | SickHourly | Vacation ... | Salar [TotalFows |
o Dan T, Miler 4000 40:00 ~
o Elizsbeth M. Mason 80:00 80:00
o  Greag O. Scheider 80:00 80:00
E How do T use this window to enter pavroll information? G el |

Review and create paychecks

Z. Review and Create Paychecks =] 5

Enter Payroll Review & Create Print & Distribute
Information Paychecks Paychecks

How do 1 pav my emplovees?

- Payroll Information

Payroll Schedule: Bivieekly Pay Period Ends  [12725/2007 @ Bank Account: [ Checking hd
Number of Paychecks: 3 Check Date 122512007 Bank Account Balance: 78,426.33
[~ Paycheck Options
& print pavchecks from QuickBooks " pissign check numbers o handwritten checks Explain Frinting Options
First Check Number ~ [302 Printing Preferences

©pen Paycheck Detail...
Emplayee Gross Pa Taxes  Deductions  WetPay  Employer Tam Contributions Tokal Hours Direct Dep.
Dan 1. Miller 1,596.15 -240.72 0.00 1,355.43 122.11 266,11 40:00 L)
Elizabeth M, Mason 1,180.00 -244.02 0.00 935.98 90.27 121.18 &0:00
Greaq O, Schneider 1,380.00 -301.32 -12.50 1,066.18 105,57 1311 &0:00
4,156.15 -7E6.06 -12.50 3,387.59 31795 400,40 200:00 ‘
<pack Create Paychecks Cancel |

To pay employees:

Note: This procedure is for Simple Start 2008. For information on
paying employees in other QuickBooks versions, visit the support Web
site at www.quickbooks.com/support

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

(2]

3]

© 0600

9]

« Click Start Scheduled Payroll and click Set Up Now
to set up payroll schedules.

« 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 email, as shown on
page 18.

Paying Employees

Key terms

Paycheck Date and
Pay Period End Date
The paycheck date

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 14, but
your paycheck date

is 5 business days
later on the following
Friday, April 21.

The IRS bases your
tax liability and that
of your employees on
the paycheck date.
For example, if you
pay an employee in
January 2008 for time
worked in December
2007, the income

is reported on the
employee’s 2008 W-2
form.

QuickBooks uses the
paycheck date when it
runs reports.

A pay period is the
duration of time for
which you are paying
your employee wages.
The pay period ends
date 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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Printing paychecks and pay stubs

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.)

S print
Prink Paycherks
Prink / Email Pay Stubs

Steps:
)P your payehecks o pay stubs.

| _protpaysubs | Ealn

2) S your payrol o Tt orpocessns.

07 Send Pl to ntit

3 Dstibutethepaychecks o your engioyees.

7 D ok ke the dates o tis payrol schedde i the Payrol Conter

Lo |

@ 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 Pr ] x| ]
BankAccount [T ] First Check humber [10080 mokocurs | [OECedts W chesnes [ B o S
Solct Py St i r Enal
Select Paychecks toprin, Tore e 7oy St o 7,648
There are 3 Paychecks to prink for $3,282.66. = B
 E— X
7o Gz e o 22|
12/29/2007 [Dan T. Miler 1,320.86] 1,033.99
T izizor007 Elzabeth N, Fazon 30390 Cancel e |
o |12j29/2007 |Greqq ©. Schneider 1,057.90. 1,062.12
e (30 st s
s
Select Al ook EmalTost
Select ione sor Cwh Crodeds  Coavmst |
Show Ggth  Cpaychecks O Direct Depost ‘ em— -
T
Company Message to be printed on all paystubs:
et ol o b

Note: Click Email to send pay stubs via email.

@ To send paychecks for Direct Deposit, click Send Payroll to Intuit. To send payroll
later, from the Payroll Center, click Send Payroll Data.

Note: Direct Deposit checks require two business days to deposit.
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Editing and voiding paychecks

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

= Edit/void Paychecks =10|

Important! vaid costly mistakes e, The orly

vou
reated it by accident. T)thev siuations.

B &) throush [03/26/2008 8] Sort By [Paycheckate

Paychedk Date [ check... | Employee: [ Memo ] et Amount

Show paychects dates from [T

2 S & T

po | e | s
] ]

@ 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;:

« Click Edit if you're changing the paycheck.
« Click Void if you're voiding the paycheck.

@ Do one of the following:

« If you're voiding a paycheck, follow the instructions in
the warning message that appears.

« 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.

Note: 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 Void to close the message window.
« Click Save & Close to close the Paycheck window.

© Click Done in the Edit/Void Paychecks window.

Managing Payroll

Did you know?

How does voiding
affect year-to-date
amounts?

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.

Direct Deposit users

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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Managing employees
After completing the Payroll Setup interview (pages 12-13), you can add new
employees or edit existing records without going to Payroll Setup interview.

Adding or editing an employee

@ 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.

| H Employees » ————————@)

Mew Employves
Vigw | 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.

4 New Employee

e [ Information For: | s
Change tabs:  [Payroll and Compensation Info ¥ Cancel
Payrell Info
“What is 2 payroll schedule?
Earnings o Help

[T p—
Ttem Heme HoulyfArmuslRate || sebadule
4‘—;‘ pay Frequency [Bweskly  ¥]

Additions, Deductions and Company Contributions
Ttem Name Amount Limit ] Tazes

Sickfvacation...

Direct Deposit

6 I Emplayee is covered by a gualfied pension plan

Managing payroll items

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.

Note: 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.

Adding or editing a payroll item

@ 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.

Add new payroll item ﬁl
- Payroll item type

Select the bype of payrall item you want to create,

¥ Compensation {Hourly Wage, Salaried Wage, Bonuses, .. );

" Insurance Benefits (Health Insurance, Dental Insurance. .}
" Retirement Benefits (401K, Simple RA...)

' Paid Time O (Sick Time, Wacation Time)

" ather addtions (Reimbursements, Campany Cantributions.., )
~

Other Deductions {Garnishments, Union Duss, .}

€ Custom Setup (includes Federal, State and Other Taxes)

Back Next Eifisti

Help | Cancel

Managing Payroll

Key term

Payroll Items

Any component

of a paycheck,
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.
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Paying taxes and other liabilities

In Simple Start 2008, 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 can also e-pay (electronically
pay) federal and select state payroll taxes, directly from QuickBooks (see the inset on

page 23).

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

< | Send By Status Payment Period Ama...
e 08/13/07 9PMUpcaming Federal 941/944 Jul 2007 663,20
01514/07 9PM Upcoming MO Withhalding 1l 2007 106.08
10§23/07 9PMUpcoming Federal 340 03 2007 19.20
Pay 10/30/07 9PMUpcoming MO Unemployment Insurance Q3 2007 5760
Scheduled oijoifos Upcoming Workers Compensation 2007 504.00
Liabilities
Total Selected Items: 0.00
Related Payment Activities = Check E-payment Status ViewiPay
© ‘
£ Liability Payment - payroll X,
Payment 1 of 2 o prnc
Bonks Accourt_|payrol v Endog Balorce_19,790.34
o Torret
Date Griu)z007 (8]
Paytothe rderof Unked tates Treasury =
Dolars
ndess &
=i
o Memo _ S3ITIII0
—_———
period: 07/01/07 - 73107 Which coton shoudd 1 choozs? O E-poment @ Check
Expenses 000 PayroliLiabiities  $663.20 [ To be printeg.
T ey T ]
Focers withokdng 36,00 -
s Securty Campony e
sl securty Erpiayes 188
edicare Company 050 v
e \
T

= Payment Summary

Payroll Liabiity Payment Summary for 08/01/2007

Summary: 1 check created ($663.20)

P Period

aymert Payes. Bamount itho
Federa 9411944 [Unted States Treasury  [Aug 2007 so63.20(Check  [ToBe Printed

Statis Vithdran On_ Che,

Total 66320
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To pay your payroll taxes and other liabilities:

@ 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.
Note: 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.

0 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.

Setting up a scheduled payment for
payroll taxes and liabilities

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.

Note: 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
(http://www.quickbooks.com/support/fileandpay/enroll/).

Payroll Liabilities

Key terms

Scheduled payments
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.

E-payments

Simple Start 2008
lets Enhanced

Payroll customers
e-pay federal and
selected state payroll
taxes directly from
QuickBooks. For a list
of supported payroll
taxes, visit the Payroll
Tax Support Web site
(www.quickbooks.
com/support/
fileandpay/taxpmts/).

Custom
(unscheduled) payroll
liability payments

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.
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Flllng paerII tax forms (Requires an Enhanced Payroll subscription)

With an Enhanced Payroll subscription, you can file federal and many state tax forms
from QuickBooks. For information about setting up payroll tax forms for e-file with your

Filing Payroll Tax Form

To file your payroll tax forms:

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

Did you know?

Enhanced Payroll subscription, see the inset on page 25.

Note: Many states require those who file electronically to also pay electronically.
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Click Process Payroll Forms ko prepare your payroll forms,

q % Supported Tax Forms
File Tax
Forms

Related Farm Activities = Check E-filing Status

Process Payroll Forms...

Select Form Type

Select the type of Form you want to prepars.

o ﬂ (® Federal form

() skate form

Salect Payroll Form rg

Choose a form
Choose the form you want to uss:

e Form |8 0/Sched erviews For your Form $40/Sched e A
TR Quarterly Form 341 Schedue 6 - Tnterview for your Foem 541 fachedul &
WArewsal Form S43/343A - Interview For your Form S943/9434

{Arewal Form $44/9454 - Interview for your S44/9454
hreusal Form W-21W-3 - Wage and Tax Statemerk Transmital

Auto-Fil Contact Info..

Select Filirg Pericd

Year | 2006

2 Payroll Tax Form

(Il

Tax Form for EMj88-1111110
nterview for your Forms 940/Schedule A and 940-V

Emplayer's Annual Federal Unemployment (FUTA) Tax Retum

fons e e et s ol T S AT g AL et )

L P, o e . .

e s ol
<< Previous Newt »>>
Check for Enmors Submit Form...

Wiew details about this form Yiew filing and printing instructions

[ Save and Close | [ Save as PDF.. | [Print for Yow Records..

® 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 efile, 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.

Setting up payroll tax forms for e-file

(Requires an Enhanced Payroll subscription.)

@ 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.

Note: 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 (www.quickbooks.com/support/

fileandpay/enroll/).

Supported payroll
tax forms

For a list of payroll
tax forms you

can prepare in
QuickBooks, visit the
Payroll Tax Support
Web site (www.
quickbooks.com/.
support/fileandpay/
enroll/).

E-file payroll tax
forms

Enhanced Payroll
customers using
QuickBooks Simple
Start 2008 can
e-file federal and
selected state payroll
tax forms directly
from QuickBooks.
When you set up
supported payroll
tax forms for e-file,
you can prepare,
process, 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 (www.
quickbooks.com/
support/fileandpay/
taxpmts/).

If you're efiling your
W-2 or W-3 forms,
you're required to
print copies for your
employees, your
state, and possibly
your local tax
agencies.
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Working with Simple Start

Simple Start is designed to make your business accounting fast and easy—right out
of the box. Insert the enclosed CD and follow the instructions, and you’ll be up and
running in no time. The following are some quick tips to help you get up and running in
Simple Start:

Set up your business

Set up a company file for your business. Double-click the QuickBooks Simple Start
icon. The Setup Interview begins automatically and takes only a few minutes to
complete.

Use the tutorials. 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.

Set up a checking account. 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.

Track money coming into your business

Record a sale. 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.

Record an invoice payment from a customer. Under Money In, go to Receive Payments
and click New to record the payment.

Record a bank deposit. 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.

Track money going out of your business

Write a check to pay an expense. 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.

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

Pay your employees, payroll taxes, and file your forms. 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.

Keeping your tax tables up to date

=10 x

Payroll Update Infa
02{22{2008 &I

™ Download only changes and additions ta currently installed payrall Files,

‘ou are using tax table version: 20802

‘ou are using payroll version: 12201413

‘fou must update before:

¥ Download entire payroll update,
Troubleshooting Payroll Updates

0000213510
Account Info
Active

93-1111110

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 table or form.

Subscription Mumber:
Subscription Status:
Federal EIN:

Note: This procedure is for Simple Start 2008. For information on
keeping your tax tables up to date for other QuickBooks versions, visit the
support Web site at www.quickbooks.com/support.

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

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

2 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.

3 Click the Update button.

4 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.

Update Tax Tables

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

Active Payroll
Subscription

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.
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For help setting up or using QuickBooks Payroll
* Get the latest information and fast answers to common questions in the
QuickBooks Support Knowledgebase at www.quickbooks.com/support
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