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HIRE Act Guide for QuickBooks

The Hiring Incentives to Restore Employment (HIRE) Act offers employers tax incentives for
hiring unemployed workers.

Under this act, an employer is exempt from paying the employer portion of 2010 Social
Security taxes on wages paid to qualified employees between March 19 and December 31,
2010. (For more about the HIRE Act exemption, check this IRS web site.)

Who qualifies for the HIRE Act exemption?
An employee is qualified under the HIRE Act exemption if he or she:

e Started working for you after February 3, 2010, and before January 1, 2011.

e Is not employed by you to replace another employee, unless the other employee left
voluntarily or for cause.

¢ Is not a family member or relative.

e Has signed IRS Form W-11 (or similar statement) certifying, under penalties of perjury,
that he or she has not been employed for more than 40 hours during the 60-day period
before starting to work for you.

If you are uncertain whether your employee qualifies for the HIRE Act exemption, check this
IRS web site.

Any employer other than the United States, a state, or a local government or a household
employer qualifies for the HIRE Act exemption. Qualified employers include tax-exempt
organizations and public institutions of higher education.

If you are uncertain whether your business qualifies for the HIRE Act exemption, check this IRS
web site.

Beginning May 13, 2010 (payroll update 21011), QuickBooks (2007 and later) supports the
payroll tax exemption provision of the HIRE Act.

What do | need to do in QuickBooks?

1. Be sure you’'ve downloaded the latest Payroll Update (21011 or later for designating
qualified employees, 21101 or later for tax forms).

2. Confirm your qualified employees by getting a signed Form W-11 (or similar affidavit)
from each of them.

3. Designate qualified employees in QuickBooks.

Make any necessary liability adjustments.

File your employment tax returns and employee W-2s.
e Form 941 filers e Form 944 filers
e Form 943 filers e Form W-2

Assisted Payroll users can skip this step since the Assisted Payroll service files your
employment tax returns (except Form 943) for you.

6. Record any refund received as a result of reporting a 1°* quarter HIRE Act credit on your
2" quarter Form 941, annual Form 943, or annual Form 944 filing.

Freqguently Asked Questions
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Download the latest Payroll Update

In order to designate qualified employees for the payroll tax exemption provision of the
HIRE Act in QuickBooks (2007 or later), you need to have downloaded the latest payroll
tax table updates (21011 or later).

Standard and Enhanced Payroll users (QuickBooks 2008 or later): In order to take
advantage of QuickBooks support for the new Form 941, 943, 944, and W-2, you need
to have downloaded the latest payroll tax table updates (21101 or later).

If you are using the QuickBooks Simple Start edition, see Appendix C for
modifications you need to make to the instructions in this guide.

To do this task:

1. From the Employees menu in QuickBooks, choose Get Payroll Updates.

¥ou are using kax kable '-.fersicun: [ Pavroll Update Info ]

You are using pavroll version: 04121035

You must update before: 0&/20/2010 ’ Update ]

) Download only changes and additions to currently installed payroll files.

(%) Download entire payrall update.,

Subscription Murnber: 0005764762 [
Subscription Stakus: Ackive

Account Info

Close

2. Check the tax table version you are using. If it is lower than 21101, select
Download entire payroll update and click Update.

Back to top
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Get signed Forms W-11

Before you can designate an employee as qualified for the HIRE Act exemption, you
must receive an affidavit from the employee certifying, under penalties of perjury, that
he or she has not been employed for more than 40 hours during the 60-day period
before starting to work for you.

You can use IRS Form W-11 for this purpose (click the link to download the form from
the IRS web site), or you can use another similar statement as long as it contains the
same information as Form W-11 and the employee signs it under penalties of perjury. (A
Spanish-language version of the IRS Form W-11 is available here.)

You do not send the Forms W-11 to the IRS or to Intuit Payroll Services, but you must
keep these forms in your files along with your other payroll and income tax records.

Back to top
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Designate qualified employees in QuickBooks

As soon as you have installed the 21011 (or later) tax table update and have a signed
Form W-11 (or similar statement), you can designate employees as qualified for the
HIRE Act exemption in QuickBooks.

Once you designate an employee as qualified, QuickBooks stops creating a liability for
the employer portion of the Social Security tax (the Social Security Company payroll
item) on subsequent paychecks through December 31, 2010. (See Make Liability
Adjustments for information on how to handle the Social Security taxes for paychecks to
qualified employees dated March 19 through the date you designate the employee as
qualified in QuickBooks.)

Tip:

Do not change employees you designate as qualified back to not qualified at the
end of the 2010 calendar year. QuickBooks will automatically resume creating a
liability for the employer portion of the Social Security tax (the Social Security
Company payroll item) for these employees on January 1, 2011.

Important: In the spirit of the HIRE Act to promote hiring and retention of
workers, QuickBooks supports an employee having only one qualification status
(qualified or not qualified) during the calendar year. QuickBooks does not support
situations where you hire, terminate, and rehire an employee during the 2010
calendar year if the employee's qualification status changes between one period
of employment and the next. For information on what QuickBooks will do in
various scenarios, see Appendix J.

To do this task:

1.

3.

From the Employees menu, choose Payroll Setup.

If you are using QuickBooks in multi-user mode, switch to single-user access
to perform the actions described in this section.

On the left panel of the Payroll Setup window, select Employee Setup and then
Employee List.

QuickBooks Payroll Setup

QuickBooks
Payroll Setup Review your Employee list

+/ 1 Introduction
u’ Z Company Setup
«/ 3Employee Setup * Employee Social Secunty Summary

=p» Employee List ;

AT Dan T. Miller 333-44-5555

anes " Elizabeth N, Mason  568-87-1234
B R L Gregg 0. Schnsider  444-55-6665
6 Finishing Up
Add Mew. .. Edit... Delete | Summary. .. |
Finish Laker |

If you are setting up a new employee in QuickBooks, click Add New. If you have
already set up the employee in QuickBooks, select the employee from the list and
click Edit.
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4. Add or edit information in each window in the Payroll Setup interview as necessary,
clicking Next when you are ready to move to the next window.

5. On the window for entering federal tax information, click the drop-down arrow next
to the HIRE Act Exemption box, and select Qualified employee.

Employee Dan T, Miller ﬂ

Enter federal tax information for Dan T. Miller

Filing Status IMarried j Explain
| Allawances 3 Explain

Extra ‘Withhalding 0,00 Explain

Monresident Alien Withholding IDoes niok apply j Explain

HIRE Act Exemption INot a qualified employes j Explain

withholdings and Credits: Mat a gualified employee

Most emplovees' wages are subjQualified emplovee ost emplovees are not eligible For the
Advance Earned Income Credit, IRCOFFEctly changing the selections below will cause vour taxes to be caloulated
incorrectly, resulting in penalties; be sure to check with your bax agency or accountant if you are unsure.

¥ subject to Medicare  Explain
[ subject to Social Security  Explain
W Subiject to Fedetal Unernployrment

W Subjeck to Advance Earned Income Credit Explain

Cancel | < Previous | Mexk = I

Note: You cannot take both the HIRE Act payroll tax exemption and the Work
Opportunity Tax Credit (WOTC) for a qualified employee. Therefore, if you
prefer to take the WOTC for a qualified employee, select Not a qualified
employee instead.

6. Click Next to move through the remaining windows until you can click Finish to
complete the Employee Setup step.

Repeat these steps for each qualified employee.

Click Finish Later in the left panel of the Payroll Setup window when you are
finished designating qualified employees.

When you choose Qualified employee to claim the payroll tax exemption for an
employee, QuickBooks (2008 and later) verifies that the Hire Date you have entered for
the employee is between February 4 and December 31, 2010. (Note that date validation
does not occur in QuickBooks 2007.)

Paychecks you create after designating the employee as a qualified employee and
dated April 1 through December 31, 2010, do not create a liability for the employer
portion of the Social Security tax (the Social Security Company payroll item).

The maximum tax break to you for each employee is $6,621.60, or 6.2% of the total
wages you pay the employee in 2010, up to the $106,800 Social Security wage cap. This
payroll tax exemption has no effect on the employee’s future Social Security benefits,
and you still need to withhold the employee’s 6.2% share of Social Security taxes, as
well as income taxes. The employer and employee shares of Medicare taxes also still
apply to these wages.

For Assisted Payroll users only: The Assisted Payroll Service requires that you set up
an expense account in your QuickBooks chart of accounts to properly account for the
company Social Security benefit for qualified employees. Follow these steps:
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1. From the Lists menu, choose Chart of Accounts.

2. Click the Account drop-down arrow and choose New.

3. Select Expense for the account type and click Continue.

"1 Add New Account: Choose Account Type

O Income

(O] = e

() Fized Asset {major purchases)
() Bank

O Loan

) credit Card

O Equity

% Choose one account type and click Cantinue.

Categorize money your business earns or spends

Cr, track the value of vour assets and liabilities

() other Account Types

<select

Help me choose the right account tyvpe.

Expense Account

Categorizes money spent in the
course of normal business
operations, such as:

= Advertising and promotion
= Cffice supplies
* [nsurance

* Legal Fees
= Charitable conkributions
= Rent
Mare...
I Continue ][ Cancel ]

4. Enter Payroll Expenses SS CO HIRE Act in the Account Name field, and click

Save &

Close.

" Add Hewr Account

] ]“|'|' Account Type |E><|:-ense

v

3

Account Mame |Pawoll Expenses 55 CO HIRE Ack

| [ select from Examplas |

[ subaccount of

Optional

Descripkion

Moke |

Tax-Line Mapping | <Unassigned =

b

How do I choose the right bax line?

Save & Close ] [ Cancel

Back to top
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Make Liability Adjustments

Since QuickBooks only stops creating a liability for the employer portion of the Social
Security tax (the Social Security Company payroll item) on paychecks after you
designate an employee as qualified, you need to take the appropriate additional actions
described in this section to recognize the tax exemption for paychecks you created
between March 19 (the day after the enactment of the HIRE Act) and the date you
designate the employee in QuickBooks.

For Basic, Standard, and Enhanced Payroll users:

e If you paid qualified employees between March 19 and March 31, 2010, the
IRS specifies that you must have claimed the payroll tax exemption for wages
paid during this period when you filed your 2" quarter Form 941 (or Form 943 or
Form 944, for annual filers). You don’t need to make any liability adjustments in
QuickBooks for this period.

¢ If you paid qualified employees between April 1 and the date you designated
the employee as qualified in QuickBooks, you must make liability adjustments
for each paycheck for each qualified employee following the steps in this section.

For Assisted Payroll users:

¢ If you paid qualified employees between March 19 and the date you
designated the employee as qualified in QuickBooks, you must make liability
adjustments for each paycheck for each qualified employee following the steps in
this section.

When you have run your Payroll Item Detail report and are ready to make your
liability adjustments, you must call an Assisted Payroll agent (as described in this
section), and you should plan to remain on the phone with the agent until you
have completed the adjustments.

To do this task:
Run a report showing your payroll liabilities

Note: These steps walk you through creating a modified Payroll Item Detail report,
which we recommend. Assisted Payroll users must create this report. Basic,
Standard, or Enhanced Payroll users can create any report that provides them
with the information they will need to adjust payroll tax liabilities.

1. Be sure your payroll is current, and if you are an Assisted Payroll user, be sure you
have sent all outstanding payrolls to the Assisted Payroll service for processing.

From the Reports menu, choose Employees & Payroll > Payroll Item Detail.

Click the Modify Report button.
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4. On the Display tab:
e Set the date range.

For Basic, Standard, and Enhanced Payroll users: April 1, 2010, to the
current date

For Assisted Payroll users: March 19, 2010, to the current date
e Click the Total by drop-down arrow, and choose Employee.

Modify Report: Payroll Iltem Detail

X

Display l Filters Header/Footer Fonks & Numbers
Report Date Range
Dates | This Calendar Quarker “ | From the First day through the last daw of the current
quarter
| From |04/01/2010 To | TEFETER

Columns
+{left margin) A |Tgta| by |Em ployee v | |

Trans # =
J’Eytpe Lt Mclfed —| sort by |DeFauIt v |

nteredLast Modifie

Last modified by (@ ascendngorder 24

SDah Sort in ; o
ate () Descending arder 54

“Mum

adj

PO &

Mame
¥ Source Name

Mame Address

H:m: gt:::ié Put a check mark next to each colurmnn

: that wou want to appear in the report,
Mame City b ’ Advanced... l [ Revert ]
[e]'¢ l ’ Cancel l [ Help ]

5. On the Filters tab:
e From the Filter list, select Payroll Item.
e Click the Payroll Item drop-down arrow, and select Social Security Company.

Modify Report: Payroll Item Detail ['5__<|
| Displat g Filters [ mﬂeau.:ler,l'Footer : “.Fﬁﬁts -&Nurﬁbers .

Choase Filker

Current Filker Choices

Filker Payroll Ikem
Marme E-Mail ~ |Socia| Security Company w | Arccount &l accounts
Mame Acc.Murm... Diake Cuskam

Online Status [Payrall tem Social Security Company
Paid Stakus

Paid Through

Payment Method —
Payraoll Ikem

Paosting Status o,

Filker Set ko

Remove Selected Fileer

Payroll Ikem Filker

Choose the bypes of payroll items or a specific pavroll
item From the drop-down list.

Tell me more. ..
Rewvert

[ oK [ cancel |  Hep ]
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¢ From the Filter list, select Name.

e Click the Name drop-down arrow, and select Multiple names.

Modify Report: Payroll Item Deta

Display Filters t Header/Footer Fonts & Mumbers

Choose Filker Current Filker Choices

Filter Marme i Filter Setto
Account » |Multiple names. .. | v ﬂ Account &ll accounts
Arnount L | Date Cuskom
Date — [Mame: Mulkiple names... ]
Item Payrall Tkem Sacial Security Company
Memo
Mumnber
TransactionType ..

Remove Selected Filker

Mame Filker

Choose the bypes of names or a specific name from the
drop-down list.

Tell me more. ..
Revert

[ QK ] ’ Cancel ] [ Help ]

6. From the Select Name window, select the names of the qualified employees (making
sure a check mark appears in front of each name), and click OK.

7. Click OK to close the Modify Report window and display the modified Payroll Item
Detail report.

i1 Payroll Item Detail =13
Modify Repotk. .. IMemarize. .. | Print. .. | E-mail = | Expatt... Hide Header Refresh
Dates |Custom ] From [04/0t/2010 B To [05{14/2010 B8] Total By [Payroll item detal ] Sort By [DeFault ]
1:20 PM Rock Castle Construction
5 HE R
12115113 Payroll tem Detail
April 1 through May 14, 2010
< Hum < Date + Source Hame < Payroll kem < Type + Wage Base + Amount B
Social Security Company
» GOS 04022010 Dan T. Willer Social Secu...  Paycheck 1,596.15 9596 4
E25 04rEr2010 Dan T. Willer Social Secu...  Paycheck 159615 -95.97
G46 04r30/2010 Dan T, Millsr Social Secw...  Paycheck 1529615 -95 .96
B589 05 452010 Dan T. Miller Social Secu...  Paycheck 159615 -35.96
Total Social Security Company 6 354 60 -395.85
TOTAL 6,384.60 -395.85

8. Click the Print button to print the report.

Assisted users only: Call an Assisted Payroll agent
9. If you have the Assisted Payroll service:
e Save a backup of your company file to your desktop.
e If you are using QuickBooks in multi-user mode, switch to single-user access.

e When you are in single-user mode, call 888.712.9702. Be sure you are ready to
make your liability adjustments and have time to stay on the phone with the
Assisted Payroll agent while you complete steps 10 through 20.
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If you have Basic, Standard, or Enhanced Payroll, we recommend that you save a
backup of your company file to your desktop before you continue at step 10.

Make appropriate liability adjustments

You need to make a liability adjustment for each paycheck you created for each qualified
employee for the Social Security Company tax amount.

Tip:

If you are using QuickBooks in multi-user mode, switch to single-user access
to perform the actions described in this section.

10. From the Employees menu, choose Payroll Taxes and Liabilities > Adjust
Payroll Liabilities.

11.In the Date field, enter the date of the paycheck you are adjusting.

Tip:

Note:

Start with the earliest date and make the liability adjustments for all qualified
employees for that date before proceeding to the next date.

For Basic, Standard, and Enhanced Payroll only—Since adjustments to
prior liabilities can reduce a current liability payment, we recommend that if
you have not made your April deposit of taxes to the IRS you should make
the liability adjustments for April first, pay your April liabilities, and then
make the remaining liability adjustments for May.

12.Be sure the Effective Date field is the same date as the Date field.

13. Select Employee, click the drop-down arrow, and select the qualified employee.

#¥ Sample Rock Castle Construction - QuickBooks: Premier Accountant Edition 2010 - [Liability Adjus! = Ellil
i File Edit Wiew Lists Favorites Accountant Company Customers Wendors Emplovees EBanking Reports  Onling Services  Window  Help _ ﬁl|L|
@ & & & = B B & * @ =
Harme Company Snapshat  Customer Center  Wendor Center  Employee Center | Doc Center Report Center  Stakement Writer App Center | User Licenses  Live Comm
Mext Adjustment |
Prev Adjustment |
Effective Date Igﬁgzjzmg =
Adjustrent is For:
" Company l(;' Employee IDan T. Miller i I Class ~
0K |
Taxes and Lisbilities
- Cancel |
Ikem Mamne Arnounk ‘Wage Base Income Subject To Tax Memo
Social Security Company 93,96 ‘\_ 0.00 0.00 [Hire Act exemption ] =] Accounts Affected... |
Be|sure thisamount
iIs a negativ number
~ - - PRt — S :, _—
T S T e N e
- N

14. In the Item Name column, click the drop-down arrow, and select Social Security
Company.

15. In the Amount column, enter the amount of the Social Security Company tax paid
(from the modified Payroll Item Detail report) as a negative number.

16. In the Memo column, enter HIRE Act exemption (or a similar note) to explain the
adjustment.

17.Click the Accounts Affected button and verify that Affect liability and expense
accounts is selected. Click OK.

18. Click the Next Adjustment button to make the next liability adjustment, or click OK
if you have made all the necessary liability adjustments.
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Rerun the report showing your payroll liabilities
19. Repeat steps 2 through 8 to create a new modified Payroll Item Detail report.

20. Check to be sure that each Social Security Company item has an offsetting liability
adjustment in a matching amount.

L sample Rock Castle Construction - QuickBooks: Premier Accountant Edition 2010 - [Payroll Item — |EI ILI
__@J File Edit View Lists Favorites Accountant Company Customers Vendors Employess Banking Reports  Online Services  Window  Help - |El|£|
@ & @ & = B & w @

Homne Company Snapshot  Customer Center  Vendor Cenker  Employee Center | Doc Center Report Cenker  Skakement ‘Writer App Center | User Licenses

Modify Report... I Memorize. .. | Prink. .. | E-rnail = | Export... I Hide Header | Refresh I
Dates [Custam =] From [o4jo1fz010 ] To [05]14/2010 B Toksl By [Payroll kem detal =] Sort By [Defadl: =]
1:37 PM Rock Castle Construction
S iE R
1283 Payroll Item Detail
April 1 through May 14, 2010
< Hum + Date +  Source Hame  « Payroll kem < Type + Wage Base « Amount S
Secial Security Company
E05 040252010 Dan T. Miler Social Secu...  Paycheck 159615 -095 .96
04/02/2010 Dran T. Miller Social Secu... Liability Sdjust 0.00 95 .96
625 0462010 Can T. Miller Social Secu...  Paycheck 1,596.135 -95 .96
» 04n 62010 Dan T. Miller Social Secu...  Liabilty Adjust 0.00 9596 |4
E4E 04/30/2010 Dran T. Miller Social Secu... Paycheck 159615 -98.96
04/3002010 Dan T. Miller Social Secu...  Liabilty Adjust 0.00 95 .96
E59 0SM 452010 Dan T. Miler Social Secu...  Paycheck 159615 -95 .96
o0s5M 452010 Dran T. Miller Social Secu... Liability Sdjust 0.00 95.96
Total Social Security Company 6,354 .60 0.00
TOTAL 6,334.60 .00
Back to to
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File employment tax returns—Form 941

The IRS changed Form 941 beginning with the 2" quarter 2010 filing. The revised form
allows you to report the number of qualified employees and any exempt wages that you
paid on behalf of qualified employees beginning March 19, 2010. If you have overpaid
the employer portion of Social Security taxes for the filing period, you can use the
revised form to request a refund.

Note: You were only allowed a credit in the 2" quarter of 2010 for the employer portion
of Social Security tax on wages/tips paid to qualified employees in the 1% quarter
between March 19 and March 31, 2010. If you were entitled to this credit but did
not claim it when you filed your 2" quarter Form 941, you must file an amended
return on Form 941-X to claim the credit. The IRS does not recognize entries on
lines 12c and 12d on Form 941 filed for 3™ or 4™ quarter 2010.

For explanations of the new lines on Form 941 pertaining to the HIRE Act, see
Appendix A.

The remainder of this section explains:

e How to create a list of your gualified employees

¢ How to determine (or check) the values for lines 6a, 6b, and 6¢

e How to complete the Form 941

Note: If you need to determine the values for lines 12c and 12d (2" quarter filing
only), see Appendix E.

Assisted Payroll users: You can ignore this section. The Assisted Payroll service
prepares and files employment tax returns for you.

Basic Payroll users: Prepare your Form 941 by hand, using the payroll reports
described in this section to determine your tax liability and HIRE Act exempt wages.

Standard and Enhanced Payroll users (QuickBooks 2008 or later): Create the payroll
reports described in this section. These reports provide some of the numbers you need
to complete the new Form 941 in QuickBooks (provided when you download the 21101
or later payroll tax table update). QuickBooks 2009 and QuickBooks 2010 users should
also update to the latest release (R12 or later for QuickBooks 2009; R7 or later for
QuickBooks 2010); in these releases (as well as all releases of QuickBooks 2011),
QuickBooks automatically supplies the information for new lines 6a, 6b, and 6¢c on Form
941.

QuickBooks 2007 users: Because QuickBooks 2007 was discontinued on May 31,

2010, QuickBooks 2007 does not support the new Form 941. (Your payroll services are
valid only when you are using a supported version of QuickBooks.)
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Identify all your qualified employees

We recommend that you keep a list of all of the employees that you've designated as
qualified in QuickBooks. Having such a list simplifies preparation of the reports you need
in order to complete Form 941 each quarter.

To do this task:

From the Reports menu, choose Employees & Payroll > Employee Withholding.
Click Modify Report.

On the Display tab, be sure that you’ve put a check mark next to Employee and
Hire Date in the Columns list.

Modify Report: Employee Withholding rz|

| Display | Fikers | HeaderfFooter | Fogts i humbers |
Columnns
S (left margin) A || Sort by | Default w
| J’mplyee = () ascendingorder 24
ot in
TorE () Descending order 54
M SMs.)L.
" RiesbAlem.., | s apention, o8
Le, e IdSE (él"_‘/-"'“' T
Spouse's Mame
Type
[ Hire Date
Date of Last Check Put a check mark next to each column
Deceased w || that you want to appear in the repart.
[ [o]'4 ] [ Cancel ] ’ Help ]

4. On the Filters tab, select Hire Date in the Choose Filter column. For the Hire Date,
click the drop-down and choose Custom. Enter 02/04/2010 in the From field;
enter the filing quarter end date (for example, 12/31/2010, for your 4™ quarter
2010 filing) in the To field.

Display |

ﬂeader,l'Footer 1 Faﬁts &. N.Lil-'l.'nhers .

Choose Fileer Current Filker Choices

Filker Hire Date Filter Setto
Attach # |V custam w | Active Status Active
B-Day [Hire Date Custom
Dabe of last raise :I
Spouse's Mame Frem |n2/na/10
g‘;ﬁzer To |1z/31/10

Release Date w

Remove Selected Filker

[o]'8 l ’ Cancel ] ’ Help ]
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5. On the Header/Footer tab, check the Report Title box and name your report (for
example, “Employees hired since 2/4/2010”). Check the Subtitle box and subtitle

the report with the dates you used on the Filters tab (for example, 02/04/2010—
12/31/2010).

Display Filcers |--M Fonts & Mumbers
Shaow Header Information Page Layout
Companty Mame |R0ck Castle Construction | Alignment
Report Title |Employees hired since 2/4/... | |Standard e

Subtitle 02/04/2010 - 12/31/2010 Time Comparry
4 [12720/10 Basie e
Date Prepare bt Subtitle

Time Prepared

Hay 1333

Print header on pages after first page

Show Footer Information

Page Mumber |Page 1 v |

sans

Extra Footer Line | | Exctra Line Page

Print fooker on first page

[u]4 l ’ Cancel ] [ Help ]

6. Click OK.

The resulting report shows all employees with hire dates between 02/04/2010 and
the end of the current filing quarter.

112 AM Rock Castle Construction
1220110 Employees hired since 2/4/2010
02/04/2010 - 12/31/2010
- Employee “ S5 Ho. < Hire Date + Federal Filing Status < Fed... < Federal Extr... + Sta... + State Filing Status + Sta.. - tate Extra /
» Dan T. Miller 333-44-3555 02/28/20..  Marrigd 3 000 cA Marrigd (one incom... 3 o
Elizabeth M. Mazan S69-37-1234 04/15/20..  Single 1 000 Ca Single 1 [u]

7. You can sort this report by employee. Click the drop-down arrow next to Sort by on

the Report menu bar, and choose Employee. (Click Refresh if your report doesn’t
automatically change.)

i@l Employee Withholding

Madify Repart... Memarize... || Print... || E-mail » || Expart... Hide Headsr Refresh | n
- . . Default
8:07 PM Rock Castle Constr J Emploves
1272010 A i 55 Mo,
Employees hired sinc Pk
02/04/2010 -12/3172000 Federal Filing 5...
Federal Allowa. ..
EY Employee k3 55 Ho. + Hire Date + Federal Filing Status Federal Extra ... . ¢ State Filing Status ¢ Sta... o 5tate Extra £
4 Dian T. Miller 333-44-5555 02028620, Married State Lived Martied (one incom... 3 0.
Eiizabeth M. Mason 550-87-1234 04520, Single State Fiing Sta... Single 1 0.
State Allowances
Skate Extra Am...
am >
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8. Optionally, you can save this report definition. Click the Memorize button on the
Report menu bar, and provide an appropriate name. (You can also choose to save
this report in a Memorized Report Group.)

[ Modify Report, .. ]_[ Mematrize. .. ][ Prink. .. ][ E-mail * ][ Expart. .. ]_ Hic

51

05!

Mame: |HIRE ack Employes Hire Date |

£

Save in Memorized Report Group; |Empluyees W | c
[

[ oK l [ Cancel ] )
£

TEstanrrerting Hire a1 5 i1 Em = ma o

9. Create a version of this list that you can mark or modify in step 10. You can do any
of the following:

e You can print the report (click the Print button) and mark up the printed
copy.

e You can export the report to an Excel spreadsheet (click the Export button
and select a new Excel workbook). Exporting to an Excel spreadsheet lets

you easily remove the names of employees you have not designated as
qualified, which you’ll determine in step 10.

e After completing step 10, you can generate the report again and filter on
Names, choosing only the qualified employees.

10. Using the list you have just generated, verify which employees are designated as
qualified employees in QuickBooks, as follows:

a. From the Employees menu, choose Payroll Setup > Employee Setup >
Employee List.

b. Highlight an employee from your list, and click the Summary button.

QuickBooks »

Payroll Setup Review your Employee list

+/ 1 Introduction

vJ’ 2 Company Setup

+/ 3 Employee Setup
=p Employee List
4 Taxes

* Employee Social Securty Summary
Dan T, Miller 333-44-5555
Elizabeth M, Mason  569-87-1234

S Year-to-Date Paytolls Greqq O, Schneider  444-55-6666

6 Finishing Up

AddNew.. | [ Edt.. | [ Delete ]

Finish Later HPsin e

c. Scroll down to the Taxes section in the lower right, looking for Special
Exemption: Qualified Employee. If this item appears, the employee has been
designated as qualified and should remain on your list. If this item does not
appear, the employee has not been designated as qualified and should be
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removed from your list. (If the employee has not been designated as qualified in
QuickBooks but should be, see the instructions on page 4.)

E" Employee Summary

Dan T. Miller

Summary

Contact information
Prink as

Ackive

Email

Address

Phone

Hiring information
Skate Wiork/Live
Social Security #
Hire Dake

Release Date

Eirth Date

Gender

Emplovee Type

Direct Deposit
Prirnary account
Secondary account

Dan Miler
Ackive
{none)

195 Spruce Ave, #202

Bayshore, CA 24326
S55-2601

Cafch
F33-44-5555
2jzafz010
[none)
{rnone)
Unkriowsn
Reqular

(no direct depasit)
{no direct deposit)

Paid time off
Sick: Time

Wacation

Compensation
Pay Frequency
Salary

Taxes
Federal Withhalding

effective 11712012
40:00 hrs at beginning of
wear

0:0:0 max

0:0:0 avail, 0:0:0 used
effective 11/1/2012

6:45 hrs per paycheck
0:0:0 max

Z55:30:0 avail, 0:0:0 used

Biveakly
$41,500.00

Allowances:3
Extra withholding: 0,00
= : !

Special Exernption: Qualified
employes

Advance Earned
Income Credit

Federal
Unernployment

Medicare Company

pu]
Subject ko

Subject ko

Subject ko

W

d. We recommend that you print this summary page for each qualified employee for
future reference. (Click the Print button on the Summary page.)

Tip: Keep these summary pages together in a file and add new qualified
employees as you designate them in QuickBooks.

e. When you have finished printing summary pages for all your qualified employees,
click Finish Later to exit Payroll Setup.
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Determine the values for lines 6a, 6b, and 6¢

You need to know the number of qualified employees whom you paid HIRE Act exempt
wages in the current filing quarter (line 6b), the number of these employees whom you
paid HIRE Act exempt wages for the first time in the current filing quarter (line 6a), and
the total HIRE Act exempt wages/tips you paid to qualified employees during the filing
quarter (line 6c¢).

Note: QuickBooks 2009 and QuickBooks 2010 users should also update to the latest
release (R12 or later for QuickBooks 2009; R7 or later for QuickBooks 2010); in
these releases (as well as all releases of QuickBooks 2011), QuickBooks
automatically supplies the information for new lines 6a, 6b, and 6¢c on Form 941
so that you do not have to complete the steps in this section. However,
completing the steps in this section allows you to double-check the numbers on
your reports against the numbers QuickBooks provides.

Tip: Print the worksheet in Appendix B and use it to record the values you get when
you follow the steps here. Then when you are ready to complete Form 941, you will
have these numbers handy.

To do this task:

1. From the Reports menu, choose Employees & Payroll > Payroll 1tem Detail.
2. Click the Modify Report button.

3. On the Display tab:

a. Set the date range for the current filing quarter (for example,
10/01/2010 to 12/31/2010).

b. Click the Total by drop-down arrow, and choose Employee.

Modity Report: payroltemDetait x|
Display Eilters 5 Header Footer Fpgts & Mumbers
Report Dake Range
Dates Custom ................................... v The date range you specify in the From and Ta fields

[Feft marginy A
| Trams # |
éfgvtpe Last Modifed | Sort by
| Entered/Last Modifie

| Last modified by o (® ascending order 24
|¥Date [ 20 i z

| | () Descending order &4
|+ Mum |

| adi

PO #

| Mame

|+/Source Mame

| Mame Address

| Mame Streetl Put a check mark next to each column

| Mame Streetz | -
| Wame City v/ that vou want to appear in the report,

’ Advanced. .. ” Revert ]

o] 4 ] ’ Cancel ] ’ Help ]
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4. On the Filters tab:
a. From the Filter list, select Payroll Item.

b. Click the Payroll 1tem drop-down arrow, and select Social Security

Company.
Modify Report: Payroll ltem Detail [‘5_(|
Display Filters | Header/Footer || Forks & Numbers |
Choose Filker Current Filter Choices
Filter Payroll Trem Filter Set to
Marne E-Mail A |Social Security Comparty w | Account Al accounts
Mame Acc.Mum... Drate Custam
Onling Status Pavrall Item Social Security Company

Paid Status
Paid Through

Payment Method —
Patroll Ikem

Posting Status .,

Remove Selected Filber

Pavrall Tkem Filker

Choose the types of payrall items or a specific payroll
item from the drop-down list,

Tell me more,..
Revert

[, oK _] [ Cancel ] [ Help ]

c. From the Filter list, select Name.

d. Click the Name drop-down arrow, and select Multiple names.

Display Filters I Header|Fooker || Fonts & Mumbers |

Choose Filker Current Filker Choices
Filter Hame Filter Set to
Account ~ | Multiple names. .. w fccounk Al accounks
= Diate Custom
— [Mame Multiple names. .. ]
Pavrall Item Sacial Security Company

TransactionType ..

Remove Selected Filker

ame Filker

Choose the types of names or a specific name from the
drop-daown list,

Tell me more. ..
Revert

I_ a4 ] ’ Cancel ] ’ Help ]

5. From the Select Name window, select the names of the qualified employees (from

the list you made of all your qualified employees), making sure a check mark
appears in front of each name, and click OK.
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6. Click OK to close the Modify Report window and display the modified Payroll Item
Detail report.

IEl Payroll ltem Detail

odify Report... Memorize... || Print... | E-mail » | Export... Hide Header Refresh

“ |From | 10404/2010 To | 128442010 Tatal By |Employves | Sort By | Default v

Dakes

£59PM Rock Castle Construction

1272010 Payroll Item Detail
Oct1-Dec 31,2010
< Hum = Date +  Source Hame  + Payrolltem = Type + Wage Base = Amount %
Dan T. Miller
] 11M3zma Dan T. Miler Social Secu...  Paycheck 159615 000 4
Total Dan T. Miler 159615 0.00

TOTAL 1.596.15 000

LTl Ty

7. Click the Print button to print the report. (You can also Memorize this report, and
you can Export it to an Excel spreadsheet.)

8. Count the number of unique employees listed on this report. (You will need this
number for line 6b when you prepare your Form 941; record it on the worksheet

you printed from Appendix B.)

9. Find the total in the Wage Base column on this report. (You will need this amount for
line 6¢ when you prepare your Form 941; record it on the worksheet you printed
from Appendix B.)

10. Repeat steps 1 through 7 with the date range 03/19/10 to the end of the
preceding quarter (for example, 3/19/2010 to 9/30/2010 for 4" quarter 2010
filing).

11. Compare the employees on the report for the preceding quarters (from step 10)
with the employees on the report from the current filing quarter (the report you
originally created in steps 1 through 7), counting the number of employees that
appear on both reports.

12. Subtract this number from the number you counted for line 6b (in step 8). (You will
use the result for line 6a when you prepare your Form 941; record it on the
worksheet you printed from Appendix B.)

If you are a Standard or Enhanced Payroll user (QuickBooks 2008 or later), proceed
to the next page for instructions on completing the Form 941 in QuickBooks.

If you are a Basic Payroll user, you must complete Form 941 manually, but you now
have all the numbers you need to do so.
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Complete Form 941

The steps in this section apply only to Standard and Enhanced Payroll users
(QuickBooks 2008 or later).

To do this task:
1. Be sure you have downloaded the latest payroll tax table updates (21101 or

later).

2. If you have QuickBooks 2009 or 2010, you should update to the latest release
(R12 or later for QuickBooks 2009; R7 or later for QuickBooks 2010); in these
releases (and all releases of QuickBooks 2011), QuickBooks automatically supplies
the information for new lines 6a, 6b, and 6¢c on Form 941.

3. Be sure you have the numbers you recorded on the worksheet (see Appendix B).

From the Employees menu, choose Payroll Tax Forms & W-2s and then click
Process Payroll Forms.

5. In the Select Form Type window, choose Federal form and click OK.

Select the type of form you want ko prepare,

(%) Federal form
() Skate form

[ K, ] [ Cancel ]

6. In the Select Payroll Form window, choose Quarterly Form 941/Sch. B.

Select Payroll Form il

~ Choose a form

Choose the form you want to use: Auto-Fill Contact Info... |

Quarterly Form 941/5ch. B - Employer's Quarterly Federal Tax Return

Annual Form 943-943A - Employer's Annual Federal Tax Return for Agricultural Empl...
Annual Form 944-9454 - Employer's Annual Federal Tax Return

Annual Form W-2/W-3 - Wage and Tax Statement/Transmittal

Annual Form W-2¢/W-3c - Corrected Wage and Tax Statement

~ Select Filing Period

Quarter |This Calendar Quarter j Quarter Ending |12!31f2010 =]

0K | Cancel | Help |
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7. Complete the Interview for Form 941.

2 Payroll Tax Form

Do you need a Schedule B?

Are you a semiweekdy depositor OR a menthly depositer required to file Schedule B O ves O Ne
Check this box to print Schedule B regardiess of applicability O

To find out if you need a Schedwle B, oick the "Details about this fomn”™ link

Answer the following questions for Form 341

Select the state code for the state where you made your deposits OR select MU if you made your
deposits in multiple states

il
It you do not have to file returms in the future, chack here &
and enter the date that final wages were paid s EEs e R SR < R S
Your would not have to e refums i ﬂwﬁ-‘tiﬂ{@f ward ok of buziness or Hopped paying wages

g o P g AR sl T e gt

r. - r——t [——— = N .
L e LY - W T LA . e e
- I - WL . LR -

Reporting payroll tax exempiion under the Hiring lneentives o Restore Employment (HIRE) Aoy
I thws proeaenn 3ppkes 10 rou, 0 you Fave S ated gl smplayees i OuskBoska, comphels (ke
lania s Rebbonw B CORENG 10 Thel INATRLCTARN providid i T del s shoul this Tonm ~

== Nate: Fhe exemption f¢ cisimed on Form 81, beginning with the second guanier of 2018

For SXARTE WG LPS paidie qualit saployess  this quarder (Form 04T Line £F

Entar total number ad arngloyast who gualify ur tha HIRE At thed Guiiiar E—

Out of the botal employsss anbered abowe, how many wers fiest pald this quarer?

Enter exempt wagestips pald this quarier to amployess gualifying under the HIRE &t —
Dot wvibered above mll suomatacally o o B Form 341 Lo &8, 68 and

= 6b on Form 941
> 6a on Form 941
= 6C on Form 941

NOTE: for wages paid to gualified employres duving let quarter 2010 AFame AT Line 10 and 125k
Erter number of qualified empléayees paed acerrgt wagetbps March T#h ta March 37st
Enter exempl wagestips paid to qualified employess Mareh 19th to March 31t [ [—

P quinter dlals avifiiied above will sufioinsd ally ow Bo D Forma ST L T0c and 180 (Faov ecowd quasvtar CNL ¥)

TR e e e P

vttt R e A g et

QuickBooks 2009 (R12 and later), QuickBooks 2010 (R7 and later), and QuickBooks
2011 populate the fields associated with lines 6a, 6b, and 6¢ in the interview based
on data in your company file. Although you can override values in the fields if you
believe they are incorrect, doing so does not change your QuickBooks data. You
should check with your tax advisor or accountant before making any changes.

8. Click Check for Errors to see errors or inconsistencies that QuickBooks found and to
view and check the Form 941.

9. If you have an overpayment, we suggest that you select Send a refund to request a
refund of this amount from the IRS. Check with your tax advisor or accountant if you
have any questions.

10. Print, save, and submit the completed Form 941 as you normally do.

Back to top
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Record any refund for 1° quarter HIRE Act credit

If you receive a refund check from the IRS in which all or a portion of the refund is for a
15 quarter HIRE Act credit reported on your 2™ quarter Form 941 (line 12e), your
annual Form 943 (line 13e), or annual Form 944 (line 11e), you should record the
refund so it reduces your payroll expenses, not your payroll liabilities.

You need to record the refund in this way because, according to the IRS, an employer is
only allowed to get a credit for any exempt wages/tips paid to a qualified employee for
the period between March 19 and March 31, 2010. This amount is not a reduction of
the employer’s Social Security liabilities.

For Quarterly 941 filers: See Recording a refund for quarterly Form 941 filers.

Recording a refund for annual Form 943 or Form 944 filers

Assisted Payroll users: The Assisted Payroll service files your Form 944, which includes
your 1% quarter (3/19/2010 to 3/31/2010) HIRE Act credit, if any. If this amount is
larger than your total tax liabilities for the year, the Assisted Payroll service requests a
refund for you from the IRS.

The Assisted Payroll service does not file Form 943. If your annual Form 943 shows a
1% quarter (3/19/2010 to 3/31/2010) HIRE Act credit larger than your total tax liabilities
for the year, you can request the difference as a refund from the IRS.

Basic, Standard, and Enhanced Payroll users: If your annual Form 943 or Form 944
shows a 1°* quarter (3/19/2010 to 3/31/2010) HIRE Act credit larger than your total tax
liabilities for the year, you can request the difference as a refund from the IRS.

Tip: Print the worksheet in Appendix D and use it to record the values you get when
you follow the steps here. Then, when you are ready to record the deposit in
QuickBooks, you will have these numbers handy.

To do this task:

1. Determine the total amount of the refund check received from the IRS. (Record it on
the worksheet you printed from Appendix D.) (You will be comparing this amount
with the amount you determine in the next step.)

2. Determine the amount that is reported on line 13e (March 19 — March 31, 2010) of
your Form 943 or line 11e of your Form 944. (Record it on the worksheet you printed

from Appendix D.)

Form 943:
13¢ Number of qualified employees paid exempt wages March 18-31 . . [13¢ ]
13d Exempt wages paid to qualified employees March 19-31 ., . . . . 13d J_
13e Social security tax exemption (multiply line 13d by 6.2% (.062) . . . . . . . . . . . . ” 13e !
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Form 944:

11c Number of qualified employees paid exempt wages/tips March 19-31 | |

11d Exempt wages/tips paid to qualified employees ‘ ‘
March19-31 . . . . . . . . . . . . . . % .062 = Ji1e

Important: If this amount matches the refund check amount from step 1, skip
immediately to step 6.

3. Subtract the step 2 amount from the step 1 amount. (Record the difference on the
worksheet you printed from Appendix D.)

4. Run a Payroll Liability Balance report for 1/1/2010 through 12/31/2010. Print the
report so you can reference it in the next step. Pay close attention to the items on
this report that correspond to the federal items reported on your Form 944 or Form
943 (federal income tax, Social Security, Medicare, AEIC, COBRA Subsidy
premiums).

5. For the amount in step 3, determine which payroll taxes and liabilities need to be
adjusted based on the Payroll Liability Balance report from step 4.

a. From the Employees menu in QuickBooks, choose Payroll Tax and Liabilities
> Deposit Refund of Liabilities.

b. Complete the refund deposit information. For the For Period Beginning date,
consult the Payroll Liability Balance report you printed in step 4, and use the last
day of the month or quarter in which the credit for the federal taxes appears.
(The For Period Beginning date in the illustration below is only an example.)
Select Group with other undeposited funds. (Note that you can split the
balance amount among more than one tax or liability item as appropriate for your

situation.)
4 AEH|

Vendor | United States Tre... v | Refund Date |02{10/2011 [ Mext Refund ]
Far Period Beginning | 03/31/2010 | prevRefrnd |

Deposit kotal: 95,39 [ Ok l

() Group with other undeposited funds [ Cancel ]

. i ———————

() Deposit Ta [ Help ]

Taxes and Liabilities

Item Mane Arnaunk e |

Medicare Com. .. 95,39 | 2010 refund ~

4 |

c. Click OK.
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6. Determine the Expense account associated with the Social Security Company payroll
item.

Note: Assisted Payroll users who have already set up the Expense account of
Payroll Expenses SS CO HIRE Act can skip this step. Go directly to step 7.

a. From the Lists menu, choose Payroll Item List.
b. Double-click the Social Security Company item.

c. Click Next twice to get to the window that shows the associated Expense
account. (Record the name on the worksheet you printed from Appendix D.)

| 3

Expense account

| ; Enter the account For tracking this expense,
-ﬂﬁ% [Payroll Expenses v

S
é GP‘ Compary-paid social securiby bax is an expense b vour company, You
é?\ . can change this account at any time,

AoV
O é?1

[ Back ] I Tenk l [ Help ] [ Cancel ]

7. Record the total refund check (from step 1) as a deposit to your bank account.
a. From the Banking menu, choose Make Deposit.
Note: If you adjusted taxes and liabilities in step 5, the Payments to Deposit
window should reflect the refund deposit for these taxes and liabilities.

Check the box in front of the applicable payment that is included in this
deposit and click OK.

b. In the Make Deposit window, complete the deposit by entering the amount from
step 2 (the Form 944, line 11e, or Form 943, line 13e, amount) in the Amount
field. For the From Account field, be sure to select the appropriate Expense
account (the one you determined in step 6).

Note: If you adjusted taxes and liabilities in step 5, you may also want to
complete the Memo, Chk No, and Pmt Method fields for any of the
Undeposited Funds line items.

c. Verify that the Deposit Total matches the refund check you received.

d. Click Save & Close.

Back to top
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Recording a refund for quarterly Form 941 filers

Assisted Payroll users: When the Assisted Payroll service filed your 2" quarter 2010
Form 941, it included your 1% quarter (3/19/2010 to 3/31/2010) HIRE Act credit, if any.
If this amount was larger than your total tax liabilities for the 2™ quarter 2010 Form
941, the Assisted Payroll service requested a refund for you from the IRS.

Basic, Standard, and Enhanced Payroll users: If your 2" quarter 2010 Form 941
showed a 1° quarter (3/19/2010 to 3/31/2010) HIRE Act credit larger than your total
tax liabilities for the 2" quarter of 2010, you had the option to request the difference as
a refund from the IRS.

Tip: Print the worksheet in Appendix D and use it to record the values you get when
you follow the steps here. Then, when you are ready to record the deposit in
QuickBooks, you will have these numbers handy.

To do this task:

1. Determine the total amount of the refund check received from the IRS. (Record it on
the worksheet you printed from Appendix D.) (You will be comparing this amount
with the amount you determine in the next step.)

2. Determine the amount that is reported on line 12e (March 19 — March 31, 2010) of
your 2" quarter Form 941. (Record it on the worksheet you printed from Appendix
D))

only Tor the 2nd quarter of 2010

12¢ MNumber of qualified employees paid exempt wages/tips March 19-31 [ I I
— e ——

12d Exempt wages/tips paid to qualified employees March 18-31 . x 062 = 120[ - ]

Important: If this amount matches the refund check amount from step 1, skip
immediately to step 6.

3. Subtract the step 2 amount from the step 1 amount. (Record the difference on the
worksheet you printed from Appendix D.)

4. Run a Payroll Liability Balance report for 4/1/2010 through 6/30/2010. Print the
report so you can reference it in the next step. Pay close attention to the items on
this report that correspond to the federal items reported on your 2" quarter Form
941 (federal income tax, Social Security, Medicare, AEIC, COBRA Subsidy
premiums).

5. For the amount in step 3, determine which payroll taxes and liabilities need to be
adjusted based on the Payroll Liability Balance report from step 4.

a. From the Employees menu in QuickBooks, choose Payroll Tax and Liabilities
> Deposit Refund of Liabilities.

b. Complete the refund deposit information. For the For Period Beginning
date, consult the Payroll Liability Balance report you printed in step 4, and
use the last day of the month or quarter in which the credit for the federal
taxes appears. (The For Period Beginning date in the illustration below is
only an example.) Select Group with other undeposited funds. (Note
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that you can split the balance amount among more than one tax or
liability item as appropriate for your situation.)

1| Refund Deposit for Taxes and Liabilities

wendor  |United States Tre... v | Refund Date | 09j1072010 [E]

Mext Refund

For Period Beginning | 06/30/2010 { :

Deposit kotal: ) [ oK |
[ ]

[ ]

Pres Refund

Cancel

| (%) Group with other undeposited Funds |

) Deposit To | ! ited F Help

Taxes and Liabilities

Tkenn Mame Arnounk Tlerio |
Medicare Com... 95,39 | Z2nd Quarter refund -~
w 8

| £

c. Click OK.

6. Determine the Expense account associated with the Social Security Company payroll
item.

Note: Assisted Payroll users who have already set up the Expense account of
Payroll Expenses SS CO HIRE Act can skip this step. Go directly to step 7.

a. From the Lists menu, choose Payroll 1tem List.

b. Double-click the Social Security Company item.
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c. Click Next twice to get to the window that shows the associated Expense
account. (Record the name on the worksheet you printed from Appendix D.)

) x|

Expense account

Enter the account For tracking this expense.

[Pa‘froll Expenses w

b Company-paid social security bax is an expense ko your company, Yoo
Ao i i
3 can change this account at any time.

%
.

Back ] [ Mext ] [ Help l [ Cancel

8. Record the total refund check (from step 1) as a deposit to your bank account.
a. From the Banking menu, choose Make Deposit.
Note: If you adjusted taxes and liabilities in step 5, the Payments to Deposit
window should reflect the refund deposit for these taxes and liabilities.

Check the box in front of the applicable payment that is included in this
deposit and click OK.

b. In the Make Deposit window, complete the deposit by entering the amount from
step 2 (the Form 941, line 12e amount) in the Amount field. For the From

Account field, be sure to select the appropriate Expense account (the one you
determined in step 6).

Note: If you adjusted taxes and liabilities in step 5, you may also want to
complete the Memo, Chk No, and Pmt Method fields for any of the
Undeposited Funds line items.

c. Verify that the Deposit Total matches the refund check you received.

d. Click Save & Close.

Back to top
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File employment tax returns—Form 943

The IRS has changed the annual Form 943 for 2010. The revised form lets you report
any exempt wages that you paid on behalf of qualified employees beginning March 19,
2010. If you have overpaid the employer portion of Social Security taxes for the year,
you can use the form to request a refund. This form also requires you to provide
information about the number of qualified employees for whom you are taking the
payroll tax exemption.

For explanations of the new lines on Form 943 pertaining to the HIRE Act, see
Appendix F.

The remainder of this section explains:

e How to create a list of your qualified employees

¢ How to determine the values for lines 7a and 7b

e How to determine the values for lines 13c and 13d

¢ How to complete the Form 943

Assisted Payroll users: The Assisted Payroll service does not prepare or file Form 943
for you. Prepare your Form 943 by hand, using the payroll reports described in this
section to determine your tax liability and HIRE Act exempt wages.

Basic Payroll users: Prepare your Form 943 by hand, using the payroll reports
described in this section to determine your tax liability and HIRE Act exempt wages.

Standard and Enhanced Payroll users (QuickBooks 2008 or later): Create the payroll
reports described in this section. These reports provide some of the numbers you need
to complete the new Form 943 in QuickBooks (provided when you download the 21101
or later payroll tax table update).

QuickBooks 2007 users: Because QuickBooks 2007 was discontinued on May 31,
2010, QuickBooks 2007 does not support the new Form 943. (Your payroll services are
valid only when you are using a supported version of QuickBooks.)

Back to top
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Identify all your qualified employees

We recommend that you create a list of all of the employees that you’ve designated as
qualified in QuickBooks. Having such a list simplifies preparation of the reports you need
in order to complete Form 943.

To do this task:

From the Reports menu, choose Employees & Payroll > Employee Withholding.
Click Modify Report.

On the Display tab, be sure that you’ve put a check mark next to Employee and
Hire Date in the Columns list.

Modify Report: Employee Withholding rz|
Display I Eilters ” Header /Footer " Fonts & Mumbers |
Columnns
S (left margin) A || Sort by | Default w
| J’mplyee E e () ascendingorder 24
ot in
TarE (O Descending order 53
M SMs.)L.
" RiesbAlem.., | s apention, o8
Le, e IdSE (él"_‘/-"'“' T
Spouse's Mame
Type
[ Hire Date
Date of Last Check Put a check mark next to each column
Deceased w || that you want to appear in the repart.

l [o]'4 _J [ Cancel ] ’ Help ]

4. On the Filters tab, select Hire Date in the Choose Filter column. For the Hire Date,
click the drop-down and choose Custom. Enter 02/04/2010 in the From field;
enter 12/31/10 in the To field.

Display Filters I Header [Footer || Fonts & humbers

hoose Filker Current Filker Choices
Filker Hire Date Filter Set ko

Aktach || custam “ | Active Status Active

B-Diay [Hire Date Custom

Date of last raise =

Spouse's Mame From | 02704710

Q;ailer To [1z/31710

Release Date v

Remove Selected Filker

QK l ’ Cancel ] ’ Help ]
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5. On the Header/Footer tab, check the Report Title box and name your report (for
example, “Employees hired since 2/4/2010”). Check the Subtitle box and subtitle
the report with the dates you used on the Filters tab (02/04/2010-12/31/2010).

Display Filters | Header /Footer Fonts & Mumbers

Show Header Information Page Layout

Compary Name | Rock Castle Canstruction Alignment:
Standard v
Report: Title Emplovees hired since 2/4/... |

[#] Subtitle [p2r04s2010 - 1273172010 Time  Company
d  [12/20/10 | il Title
Date Prepare w Subtitle
Time Prepared . _Ha

Print header on pages after First page

Show Footer Information

Page Mumber |Page 1 e |

sz

Exkra Footer Line | | Extra Line Fage

Print footer on first page

OF l [ Cancel ] [ Help ]

6. Click OK.

The resulting report shows all employees with hire dates between 02/04/2010 and
the end of the year.

T:12 AW Rock Castle Construction

122010 Employees hired since 2/4/2010
02/04/2010 - 12/31:2010

k3 Employee @ 55 Ho. + Hire Date ¢+ Federal Filing Status ¢ Fed... <+ Federal Extr... + Sta... ¢ State Filing Status < Sta... < 5tate Extra {
» Dan T. Miller 333-44-5555 02/28/20...  Married 3 000 CA Married (one incom... 3 0.
Elizabeth M. Mazon 569-57-1234 0415020, Single 1 ooo A Single 1 a.

7. You can sort this report by employee. Click the drop-down arrow next to Sort by on
the Report menu bar, and choose Employee. (Click Refresh if your report doesn’t
automatically change.)

IEl Employee Withholding

Modify Report... Mematize... || Print... || E-mal * || Export... Hide Header Refresh |[Bort By |EnETEE
8:07 PM Rock Castle Constri
1212010 Employees hired sinc o
02/04/2010 - 12/31/20 Federal Filing 5...
Federal Allowa...
I3 Employee . 35 Ho. - Hire Date ¢ _Federal Filing Status Federal Extra ... .. ¢ State Filing Status o Sta... © 3tate Extra £
4 Dan T. Miller 333-44-5555 02i28120...  Married State Lived Married (one incom... 3 0.
Blizaheth M. Masan 569-67-1234 04A520... Singe State Fiing Sta. . Single 1 0.
State allowances
State Extra am...
<0 E
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8. Optionally, you can save this report definition. Click the Memorize button on the
Report menu bar, and provide an appropriate name. (You can also choose to save
this report in a Memorized Report Group.)

[ Modify Report, .. ]_[ Mematrize. .. ][ Prink. .. ][ E-mail * ][ Expart. .. ]_ Hic

51

05!

Mame: |HIRE ack Employes Hire Date |

£

Save in Memorized Report Group; |Empluyees W | c
[

[ oK l [ Cancel ] )
£

TEstanrrerting Hire a1 5 i1 Em = ma o

9. Create a version of this list that you can mark or modify in step 10. You can do any
of the following:

e You can print the report (click the Print button) and mark up the printed
copy.

e You can export the report to an Excel spreadsheet (click the Export button
and select a new Excel workbook). Exporting to an Excel spreadsheet lets

you easily remove the names of employees you have not designated as
qualified, which you’ll determine in step 10.

e After completing step 10, you can generate the report again and filter on
Names, choosing only the qualified employees.

10. Using the list you have just generated, verify which employees are designated as
qualified employees in QuickBooks, as follows:

a. From the Employees menu, choose Payroll Setup > Employee Setup >
Employee List.

b. Highlight an employee from your list, and click the Summary button.

QuickBooks »

Payroll Setup Review your Employee list

+/ 1 Introduction

vJ’ 2 Company Setup

+/ 3 Employee Setup
=p Employee List
4 Taxes

* Employee Social Securty Summary
Dan T, Miller 333-44-5555
Elizabeth M, Mason  569-87-1234

S Year-to-Date Paytolls Greqq O, Schneider  444-55-6666

6 Finishing Up

AddNew.. | [ Edt.. | [ Delete ]

Finish Later HPsin e

c. Scroll down to the Taxes section in the lower right, looking for Special
Exemption: Qualified Employee. If this item appears, the employee has been
designated as qualified and should remain on your list. If this item does not
appear, the employee has not been designated as qualified and should be
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removed from your list. (If the employee has not been designated as qualified in
QuickBooks but should be, see the instructions on page 4.)

E" Employee Summary

Dan T. Miller

Summary

Contact information
Prink as

Ackive

Email

Address

Phone

Hiring information
Skate Wiork/Live
Social Security #
Hire Dake

Release Date

Eirth Date

Gender

Emplovee Type

Direct Deposit
Prirnary account
Secondary account

Dan Miler
Ackive
{none)

195 Spruce Ave, #202

Bayshore, CA 24326
S55-2601

Cafch
F33-44-5555
2jzafz010
[none)
{rnone)
Unkriowsn
Reqular

(no direct depasit)
{no direct deposit)

Paid time off
Sick: Time

Wacation

Compensation
Pay Frequency
Salary

Taxes
Federal Withhalding

effective 11712012
40:00 hrs at beginning of
wear

0:0:0 max

0:0:0 avail, 0:0:0 used
effective 11/1/2012

6:45 hrs per paycheck
0:0:0 max

Z55:30:0 avail, 0:0:0 used

Biveakly
$41,500.00

Allowances:3
Extra withholding: 0,00
= : !

Special Exernption: Qualified
employes

Advance Earned
Income Credit

Federal
Unernployment

Medicare Company

pu]
Subject ko

Subject ko

Subject ko

W

d. We recommend that you print this summary page for each qualified employee for
future reference. (Click the Print button on the Summary page.)

Tip: Keep these summary pages together in a file and add new qualified
employees as you designate them in QuickBooks.

e. When you have finished printing summary pages for all your qualified employees,
click Finish Later to exit Payroll Setup.
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Determine the values for lines 7a and 7b

You need to know the number of qualified employees whom you paid HIRE Act exempt
wages between April 1 and December 31, 2010 (line 7a) and the total HIRE Act exempt
wages/tips you paid to qualified employees during that period (line 7b). (If you paid
qualified employees between March 19 and March 31, you report those employees and
wages/tips on lines 13c and 13d to claim a credit.)

Tip: Print the worksheet in Appendix G and use it to record the values you get when
you follow the steps here. Then when you are ready to complete Form 943, you will
have these numbers handy.

To do this task:

1. From the Reports menu, choose Employees & Payroll > Payroll 1tem Detail.

2. Click the Modify Report button.

3. On the Display tab:

a. Set the From date to 04/01/10 and the To date to 12/31/10.

b. Click the Total by drop-down arrow, and choose Employee.

Modify Report: Payroll Item Detail il

Display I Filters l Header/Footer l Fom;s&NumbersI

r Report Date Range

Dates |Custom j The date range you specify in the From and To fields

From [04/01/2010 B| To |12,f31f201u E’ |

— Columns

J(ieft margin) - |Tgtal by [ - | |
Trans #

Type Sort by Default -
Entered/Last Modified B “
Last modified by % Ascending order &4

| JDate Sortin

AMum
Adj
F. 0. #
MName
Source Name
Name Address
Name Streetl
MName Street2
MName City

" Descending order il

Put a check mark next to each column
ﬂ that you want to appear in the report.

Advanced... | Revert |

oK Cancel | Help |
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4. On the Filters tab:
a. From the Filter list, select Payroll Item.

b. Click the Payroll 1tem drop-down arrow, and select Social Security

Company.
Modify Report: Payroll ltem Detail [‘5_(|
Display Filters | Header/Footer || Forks & Numbers |
Choose Filker Current Filter Choices
Filter Payroll Trem Filter Set to
Marne E-Mail A |Social Security Comparty w | Account Al accounts
Mame Acc.Mum... Drate Custam
Onling Status Pavrall Item Social Security Company

Paid Status
Paid Through

Payment Method —
Patroll Ikem

Posting Status .,

Remove Selected Filber

Pavrall Tkem Filker

Choose the types of payrall items or a specific payroll
item from the drop-down list,

Tell me more,..
Revert

[, oK _] [ Cancel ] [ Help ]

c. From the Filter list, select Name.

d. Click the Name drop-down arrow, and select Multiple names.

Display Filters I Header|Fooker || Fonts & Mumbers |

Choose Filker Current Filker Choices
Filter Hame Filter Set to
Account ~ | Multiple names. .. w fccounk Al accounks
= Diate Custom
— [Mame Multiple names. .. ]
Pavrall Item Sacial Security Company

TransactionType ..

Remove Selected Filker

ame Filker

Choose the types of names or a specific name from the
drop-daown list,

Tell me more. ..
Revert

I_ a4 ] ’ Cancel ] ’ Help ]

5. From the Select Name window, select the names of the qualified employees (from

the list you made of all your qualified employees), making sure a check mark
appears in front of each name, and click OK.
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6. Click OK to close the Modify Report window and display the modified Payroll Item
Detail report.

Il Payroll Item Detail E|E|E|
Modify Report, .. Mernarize. . Print, . E-mail = E@ort Hide Header Refresh
Dates | WL “ |From | 04/01/10 To | 12.-"31.-’10 ilTotaI By |Empl0yee b |Sort By |DeFauIt hd |
459 PM Rock Castle Construction
12/20010

Payroll Item Detail
April 1 -Dec 31, 2010

< Hum = Date <  Source Hame  + Payroll kem < Type + Wage Base = Amount +
Dan T. Miller
[ 05M 32010 Can T. Miler Social Secu...  Paycheck 159615 000 4
Total Dan T. Miller 159615 0.00
TOTAL 1,596.15 0.00

7. Click the Print button to print the report. (You can also Memorize this report, and
you can Export it to an Excel spreadsheet.)

8. Count the number of unique employees listed on this report. (You will need this
number for line 7a when you prepare your Form 943; record it on the worksheet

you printed from Appendix G.)

9. Find the total in the Wage Base column on this report. (You will need this amount for
line 7b when you prepare your Form 943; record it on the worksheet you printed

from Appendix G.)
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Determine the values for lines 13c and 13d

You also need to know the number of qualified employees you paid between March 19
and March 31, 2010, and the total HIRE Act exempt wages/tips you paid those
employees so that you can claim a credit for the Social Security taxes you paid on those
wages/tips. Follow these steps to determine the appropriate values.

To do this task:
1. From the Reports menu, choose Employees & Payroll > Payroll Item Detail.
2. Click the Modify Report button.
3. On the Display tab:
a. Set the date range from 03/19/2010 to 03/31/2010.

b. Click the Total by drop-down arrow, and choose Employee.

Display I Filters ” Header|Foaoter || Fonts & Mumbers |

Report Date Range

Dates |Custom v | The date range vou specify in the From and To Figlds

From |03f19jz010 [B)| Io 0373112010 [E]

Colurnns

{left margin)
Trans #
Type —| sort by |DeFauIt v|

Entered/Last Modified 2

Last modified by @ pscendingorder 24
SDat Sortin : =

ate () Descending order 54

UM

Adj

P,oOo#

Mame
+Source Mame

Mame Address

Marme Strestl

Mame Street?

Mame Ciky o

Tatal by |Emp|c-yee v |

1l [

Put a check mark next to each column
that wou want to appear in the repart,

[ Advanced.., H Rewert ]

0K | [ Cancel ] [ Help ]
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4. On the Filters tab:
a. From the Filter list, select Payroll Item.
b. Click the Payroll Item drop-down arrow, and select Social Security Company.

Modify Report: Payroll Item Detail r>_(|

Display Filters I Header|Foatet || Fonrs & Mumbers |

Choose Filker Current Filker Choices
Fiter Payrall Item Fiter Sef to

Marne E-Mail # || social Security Comparry P | Account All accounts
Mame Acc.Mum... Date Custom

Orline Status [Pavroll Tkem Social Security Company |
Paid Status

Paid Through

Payment Method —
Payrall Item

Posting Status o,

Remove Selected Filter

Payroll Tkem Filker

Choose the types of pavroll items or a specific pavroll
item From the drop-down list.

Tell me more...

[_ oK _] ’ Cancel ] ’ Help ]

c. From the Filter list, select Name.

d. Click the Name drop-down arrow, and select Multiple names.

Display Filters I Header/Footer ” Fonts & Mumbers |
Choose Filker Current Filker Choices
Marne L Filker Set to
| Multiple: names. .. w Account All accounts
Drate Zustom
[Name Multiple names. .. |
Payroll Item Social Security Company

TransactionType .

Remave Selected Filker

Iame Filker

Choose the types of names or a specific name from the
drop-down list.

Tell me more. ..

P [ concel  J[  Hep |

5. From the Select Name window, select the names of the qualified employees (from

the list you made of all your qualified employees), making sure a check mark
appears in front of each name, and click OK.

HIRE Act Guide for QuickBooks 37 of 86



6. Click OK to close the Modify Report window and display the modified Payroll Item

Detail report.

IE1 Payroll Item Detail

(=1Ey

Modify Report. .. Memorige... || Print... || E-mail » || Export... Hide Header Refresh

Dates | [aTEE ~ |From |03/19/2010 [B] To |03/31/2010 [B] Total By |Employee + | Sort By | Default
459 PM Rock Castle Construction
HE _
121153 Payroll ltem Detail
March 19 - 31, 2010
+ Hum « Date +  Source Hame  + Payroll kem - Type + Wage Base ¢ Amount £
Dan T. Miller
» 03/29/2010  Dan T. Miller Social Secu...  Paycheck 159615 -33.95 4

Total Dan T. Miller

1509615

-95.96

TOTAL

1,596.15

-98.96

7. Click the Print button to print the report. (You can also Memorize this report, and

you can Export it to an Excel spreadsheet.)

8. Count the number of unique employees listed on this report. (You will need this
number for line 13c when you prepare your Form 943; record it on the worksheet

you printed from Appendix G.)

9. Find the total in the Wage Base column on this report. (You will need this amount for
line 13d when you prepare your Form 943; record it on the worksheet you printed

from Appendix G.)

If you are a Standard or Enhanced Payroll user (QuickBooks 2008 or later), proceed
to the next page for instructions on completing the Form 943 in QuickBooks.

If you are a Basic Payroll user, you must complete Form 943 manually, but you now

have the numbers you need to do so.
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Complete Form 943

The steps in this section apply only to Standard and Enhanced Payroll users
(QuickBooks 2008 or later).

To do this task:
1. Be sure you have downloaded the latest payroll tax table updates (21101 or
later).

Be sure you have the numbers you recorded on the worksheet (see Appendix G).

From the Employees menu, choose Payroll Tax Forms & W-2s and then click
Process Payroll Forms.

4. In the Select Form Type window, choose Federal form and click OK.

Select the bype af Form you wank ko prepare,
{*) Federal form
() State form

[ ] 4 ] [ Cancel ]

5. In the Select Payroll Form window, choose Annual Form 943-943A.

Select Payroll Form il

— Choose a form

Choose the form you want to use: Auto-Fill Contact Info... |

Form [Annual Form 940/Sch. A - Employer's Annual Federal Unemployment (FUTA) Tax Ret...
Quarterly Form 941/Sch. B - Employer's Quarterly Federal Tax Return

Annual Form 943-2434 - Employer's Annual Federal Tax Return for Agricultural Empl...
Annual Form 944-945A - Employer's Annual Federal Tax Return

Annual Form W-2/W-3 - Wage and Tax Statement/Transmittal

Annual Form W-2¢/W-3c - Corrected Wage and Tax Statement

— Select Filing Period

Year |2010|

OK | Cancel Help
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6. Complete the Interview for Form 943. Use your worksheet to provide the information
requested.

o T et UM EF G e e TV G \é Yé'S"é)i.'H.aﬂtﬁ-pa}ﬂ“e'hlfg' ép\ AT g EROY AT
COBRA data entered above will automatically flow to the Form 943 Line 13a and 13b.

Reporting payroll tax exemption under the Hiring Incentives to Restore Employment (HIRE) Act
If this provision applies to you, and you have designated gualified employees in QuickBooks, complete the
lines helow according to the instructions provided in "Wiew details about this form."

For exempt wages paidfeo qualified emplovees afterMarch 31st (Form 843 Line 7):

Enter total number of paid employees who qualify under the HIRE Act ... ...

Enter exempt wages paid to employees qualifying under the HIRE Act. ... ... ...
Data entered above will automatically flow to the Form 943 Line 7a, 75

Note: wages paid to gualified employees March 19th to March 31st (Fopnm 943 Line 13¢ and 73d):
Enter number of qualified employees paid exempt wages March 19th to March 31st ... ... ...
Enter exempt wages paid to qualified employses March 19thtoMarch31st ... .. .. ...

March 19th - March 315t data entered above will automnatically flow to the Form 943 Line 13c and 13d.

5"«-.\'...\ J‘ “‘r\‘\"\_-"ﬂl"..\‘"“_M\"“‘ ’\'\'”‘\-—MN. _h.’\__rﬂm-\\ r""*-‘-’\ “‘

7. Click Check for Errors to see errors or inconsistencies that QuickBooks found and to
view and check the Form 943.

8. If you have an overpayment, we suggest that you select Send a refund to request a
refund of this amount from the IRS. Check with your tax advisor or accountant if you
have any questions.

9. Print, save, and submit the completed Form 943 as you normally do.

Back to top
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File employment tax returns—Form 944

The IRS has changed the annual Form 944 for 2010. The revised form lets you report
any exempt wages that you paid on behalf of qualified employees beginning March 19,
2010. If you have overpaid the employer portion of Social Security taxes for the year,
you can use the form to request a refund. This form also requires you to provide
information about the number of qualified employees for whom you are taking the
payroll tax exemption.

For explanations of the new lines on Form 944 pertaining to the HIRE Act, see
Appendix H.
The remainder of this section explains:

e How to create a list of your qualified employees

¢ How to determine the values for lines 5a and 5b

¢ How to determine the values for lines 11c and 11d

¢ How to complete the Form 944

Assisted Payroll users: You can ignore this section. The Assisted Payroll service
prepares and files employment tax returns for you.

Basic Payroll users: Prepare your Form 944 by hand, using the payroll reports
described in this section to determine your tax liability and HIRE Act exempt wages.

Standard and Enhanced Payroll users (QuickBooks 2008 or later): Create the payroll
reports described in this section. These reports provide some of the numbers you need
to complete the new Form 944 in QuickBooks (provided when you download the 21101
or later payroll tax table update).

QuickBooks 2007 users: Because QuickBooks 2007 was discontinued on May 31,
2010, QuickBooks 2007 does not support the new Form 944. (Your payroll services are
valid only when you are using a supported version of QuickBooks.)

Back to top

HIRE Act Guide for QuickBooks 41 of 86



Identify all your qualified employees

We recommend that you create a list of all of the employees that you’'ve designated as
qualified in QuickBooks. Having such a list simplifies preparation of the reports you need
in order to complete Form 944.

To do this task:

From the Reports menu, choose Employees & Payroll > Employee Withholding.
Click Modify Report.

On the Display tab, be sure that you’ve put a check mark next to Employee and
Hire Date in the Columns list.

Modify Report: Employee Withholding rz|
Display I Eilters ” Header /Footer " Fonts & Mumbers |
Columnns
S (left margin) A || Sort by | Default w
| J’mplyee E e () ascendingorder 24
ot in
TarE (O Descending order 53
M SMs.)L.
" RiesbAlem.., | s apention, o8
Le, e IdSE (él"_‘/-"'“' T
Spouse's Mame
Type
[ Hire Date
Date of Last Check Put a check mark next to each column
Deceased w || that you want to appear in the repart.

l [o]'4 _J [ Cancel ] ’ Help ]

4. On the Filters tab, select Hire Date in the Choose Filter column. For the Hire Date,
click the drop-down and choose Custom. Enter 02/04/2010 in the From field;
enter 12/31/10 in the To field.

Display Filters I Header [Footer || Fonts & humbers

hoose Filker Current Filker Choices
Filker Hire Date Filter Set ko

Aktach || custam “ | Active Status Active

B-Diay [Hire Date Custom

Date of last raise =

Spouse's Mame From | 02704710

Q;ailer To [1z/31710

Release Date v

Remove Selected Filker

QK l ’ Cancel ] ’ Help ]

HIRE Act Guide for QuickBooks 42 of 86



5. On the Header/Footer tab, check the Report Title box and name your report (for
example, “Employees hired since 2/4/2010”). Check the Subtitle box and subtitle
the report with the dates you used on the Filters tab (02/04/2010-12/31/2010).

Display Filters | Header /Footer Fonts & Mumbers

Show Header Information Page Layout

Compary Name | Rock Castle Canstruction Alignment:
Standard v
Report: Title Emplovees hired since 2/4/... |

[#] Subtitle [p2r04s2010 - 1273172010 Time  Company
d  [12/20/10 | il Title
Date Prepare w Subtitle
Time Prepared . _Ha

Print header on pages after First page

Show Footer Information

Page Mumber |Page 1 e |

sz

Exkra Footer Line | | Extra Line Fage

Print footer on first page

OF l [ Cancel ] [ Help ]

6. Click OK.

The resulting report shows all employees with hire dates between 02/04/2010 and
the end of the year.

T:12 AW Rock Castle Construction

122010 Employees hired since 2/4/2010
02/04/2010 - 12/31:2010

k3 Employee @ 55 Ho. + Hire Date ¢+ Federal Filing Status ¢ Fed... <+ Federal Extr... + Sta... ¢ State Filing Status < Sta... < 5tate Extra {
» Dan T. Miller 333-44-5555 02/28/20...  Married 3 000 CA Married (one incom... 3 0.
Elizabeth M. Mazon 569-57-1234 0415020, Single 1 ooo A Single 1 a.

7. You can sort this report by employee. Click the drop-down arrow next to Sort by on
the Report menu bar, and choose Employee. (Click Refresh if your report doesn’t
automatically change.)

IEl Employee Withholding

Modify Report... Mematize... || Print... || E-mal * || Export... Hide Header Refresh |[Bort By |EnETEE
8:07 PM Rock Castle Constri
1212010 Employees hired sinc o
02/04/2010 - 12/31/20 Federal Filing 5...
Federal Allowa...
I3 Employee . 35 Ho. - Hire Date ¢ _Federal Filing Status Federal Extra ... .. ¢ State Filing Status o Sta... © 3tate Extra £
4 Dan T. Miller 333-44-5555 02i28120...  Married State Lived Married (one incom... 3 0.
Blizaheth M. Masan 569-67-1234 04A520... Singe State Fiing Sta. . Single 1 0.
State allowances
State Extra am...
<0 E
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8. Optionally, you can save this report definition. Click the Memorize button on the
Report menu bar, and provide an appropriate name. (You can also choose to save
this report in a Memorized Report Group.)

[ Modify Report, .. ]_[ Mematrize. .. ][ Prink. .. ][ E-mail * ][ Expart. .. ]_ Hic

51

05!

Mame: |HIRE ack Employes Hire Date |

£

Save in Memorized Report Group; |Empluyees W | c
[

[ oK l [ Cancel ] )
£

TEstanrrerting Hire a1 5 i1 Em = ma o

9. Create a version of this list that you can mark or modify in step 10. You can do any
of the following:

e You can print the report (click the Print button) and mark up the printed
copy.

e You can export the report to an Excel spreadsheet (click the Export button
and select a new Excel workbook). Exporting to an Excel spreadsheet lets

you easily remove the names of employees you have not designated as
qualified, which you’ll determine in step 10.

e After completing step 10, you can generate the report again and filter on
Names, choosing only the qualified employees.

10. Using the list you have just generated, verify which employees are designated as
qualified employees in QuickBooks, as follows:

a. From the Employees menu, choose Payroll Setup > Employee Setup >
Employee List.

b. Highlight an employee from your list, and click the Summary button.

QuickBooks »

Payroll Setup Review your Employee list

+/ 1 Introduction

vJ’ 2 Company Setup

+/ 3 Employee Setup
=p Employee List
4 Taxes

* Employee Social Securty Summary
Dan T, Miller 333-44-5555
Elizabeth M, Mason  569-87-1234

S Year-to-Date Paytolls Greqq O, Schneider  444-55-6666

6 Finishing Up

AddNew.. | [ Edt.. | [ Delete ]

Finish Later HPsin e

c. Scroll down to the Taxes section in the lower right, looking for Special
Exemption: Qualified Employee. If this item appears, the employee has been
designated as qualified and should remain on your list. If this item does not
appear, the employee has not been designated as qualified and should be
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removed from your list. (If the employee has not been designated as qualified in
QuickBooks but should be, see the instructions on page 4.)

E" Employee Summary

Dan T. Miller

Summary

Contact information
Prink as

Ackive

Email

Address

Phone

Hiring information
Skate Wiork/Live
Social Security #
Hire Dake

Release Date

Eirth Date

Gender

Emplovee Type

Direct Deposit
Prirnary account
Secondary account

Dan Miler
Ackive
{none)

195 Spruce Ave, #202

Bayshore, CA 24326
S55-2601

Cafch
F33-44-5555
2jzafz010
[none)
{rnone)
Unkriowsn
Reqular

(no direct depasit)
{no direct deposit)

Paid time off
Sick: Time

Wacation

Compensation
Pay Frequency
Salary

Taxes
Federal Withhalding

effective 11712012
40:00 hrs at beginning of
wear

0:0:0 max

0:0:0 avail, 0:0:0 used
effective 11/1/2012

6:45 hrs per paycheck
0:0:0 max

Z55:30:0 avail, 0:0:0 used

Biveakly
$41,500.00

Allowances:3
Extra withholding: 0,00
= : !

Special Exernption: Qualified
employes

Advance Earned
Income Credit

Federal
Unernployment

Medicare Company

pu]
Subject ko

Subject ko

Subject ko

W

d. We recommend that you print this summary page for each qualified employee for
future reference. (Click the Print button on the Summary page.)

Tip: Keep these summary pages together in a file and add new qualified
employees as you designate them in QuickBooks.

e. When you have finished printing summary pages for all your qualified employees,
click Finish Later to exit Payroll Setup.
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Determine the values for lines 5a and 5b

You need to know the number of qualified employees whom you paid HIRE Act exempt
wages between April 1 and December 31, 2010 (line 5a) and the total HIRE Act exempt
wages/tips you paid to qualified employees during that period (line 5b). (If you paid
qualified employees between March 19 and March 31, you report those employees and
wages/tips on lines 11c and 11d to claim a credit.)

Tip: Print the worksheet in Appendix | and use it to record the values you get when
you follow the steps here. Then when you are ready to complete Form 944, you will
have these numbers handy.

To do this task:

1. From the Reports menu, choose Employees & Payroll > Payroll 1tem Detail.

2. Click the Modify Report button.

3. On the Display tab:

a. Set the From date to 04/01/10 and the To date to 12/31/10.

b. Click the Total by drop-down arrow, and choose Employee.

Modify Report: Payroll Item Detail il

Display I Filters l Header/Footer l Fom;s&NumbersI

r Report Date Range

Dates |Custom j The date range you specify in the From and To fields

From [04/01/2010 B| To |12,f31f201u E’ |

— Columns

J(ieft margin) - |Tgtal by [ - | |
Trans #

Type Sort by Default -
Entered/Last Modified B “
Last modified by % Ascending order &4

| JDate Sortin

AMum
Adj
F. 0. #
MName
Source Name
Name Address
Name Streetl
MName Street2
MName City

" Descending order il

Put a check mark next to each column
ﬂ that you want to appear in the report.

Advanced... | Revert |

oK Cancel | Help |
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4. On the Filters tab:
a. From the Filter list, select Payroll Item.

b. Click the Payroll 1tem drop-down arrow, and select Social Security

Company.
Modify Report: Payroll ltem Detail [‘5_(|
Display Filters | Header/Footer || Forks & Numbers |
Choose Filker Current Filter Choices
Filter Payroll Trem Filter Set to
Marne E-Mail A |Social Security Comparty w | Account Al accounts
Mame Acc.Mum... Drate Custam
Onling Status Pavrall Item Social Security Company

Paid Status
Paid Through

Payment Method —
Patroll Ikem

Posting Status .,

Remove Selected Filber

Pavrall Tkem Filker

Choose the types of payrall items or a specific payroll
item from the drop-down list,

Tell me more,..
Revert

[, oK _] [ Cancel ] [ Help ]

c. From the Filter list, select Name.

d. Click the Name drop-down arrow, and select Multiple names.

Display Filters I Header|Fooker || Fonts & Mumbers |

Choose Filker Current Filker Choices
Filter Hame Filter Set to
Account ~ | Multiple names. .. w fccounk Al accounks
= Diate Custom
— [Mame Multiple names. .. ]
Pavrall Item Sacial Security Company

TransactionType ..

Remove Selected Filker

ame Filker

Choose the types of names or a specific name from the
drop-daown list,

Tell me more. ..
Revert

I_ a4 ] ’ Cancel ] ’ Help ]

5. From the Select Name window, select the names of the qualified employees (from

the list you made of all your qualified employees), making sure a check mark
appears in front of each name, and click OK.
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6. Click OK to close the Modify Report window and display the modified Payroll Item
Detail report.

¥El Payroll Item Detail E”E|E|
Madify Report, .. Mematize. . Print.. E-mail * || Export... Hide Header Refresh
Dates | MR * | From | o4/01/10 [E] i|T0 | 12.-’31.-"10 i|Tota| By |Empl0yee v |Sort By |Default hd |
4:59 PM Rock Castle Construction
122010

Payroll Item Detail
April 1 - Dec 31, 2010

+ Hum = Date +  Source Hame < Payroll kem = Type + Wage Base « Amount %
Dan T. Miller
b 03M 32010 Dan T, Miller Social Secu...  Paycheck 159615 000 4
Total Dan T. Miller 1,596.15 o0.00
TOTAL 1,596.15 0.00

7. Click the Print button to print the report. (You can also Memorize this report, and
you can Export it to an Excel spreadsheet.)

8. Count the number of unique employees listed on this report. (You will need this
number for line 5a when you prepare your Form 944; record it on the worksheet

you printed from Appendix 1.)

9. Find the total in the Wage Base column on this report. (You will need this amount for
line 5b when you prepare your Form 944; record it on the worksheet you printed

from Appendix 1.)
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Determine the values for lines 11c and 11d

You also need to know the number of qualified employees you paid between March 19
and March 31, 2010, and the total HIRE Act exempt wages/tips you paid those
employees so that you can claim a credit for the Social Security taxes you paid on those
wages/tips. Follow these steps to determine the appropriate values.

To do this task:
1. From the Reports menu, choose Employees & Payroll > Payroll Item Detail.
2. Click the Modify Report button.
3. On the Display tab:
a. Set the date range from 03/19/2010 to 03/31/2010.

b. Click the Total by drop-down arrow, and choose Employee.

Display I Filters ” Header|Foaoter || Fonts & Mumbers |

Report Date Range

Dates |Custom v | The date range vou specify in the From and To Figlds

From |03f19jz010 [B)| Io 0373112010 [E]

Colurnns

{left margin)
Trans #
Type —| sort by |DeFauIt v|

Entered/Last Modified 2

Last modified by @ pscendingorder 24
SDat Sortin : =

ate () Descending order 54

UM

Adj

P,oOo#

Mame
+Source Mame

Mame Address

Marme Strestl

Mame Street?

Mame Ciky o

Tatal by |Emp|c-yee v |

1l [

Put a check mark next to each column
that wou want to appear in the repart,

[ Advanced.., H Rewert ]

0K | [ Cancel ] [ Help ]

HIRE Act Guide for QuickBooks 49 of 86



4. On the Filters tab:
a. From the Filter list, select Payroll Item.
b. Click the Payroll Item drop-down arrow, and select Social Security Company.

Modify Report: Payroll Item Detail r>_(|

Display Filters I Header|Foatet || Fonrs & Mumbers |

Choose Filker Current Filker Choices
Fiter Payrall Item Fiter Sef to

Marne E-Mail # || social Security Comparry P | Account All accounts
Mame Acc.Mum... Date Custom

Orline Status [Pavroll Tkem Social Security Company |
Paid Status

Paid Through

Payment Method —
Payrall Item

Posting Status o,

Remove Selected Filter

Payroll Tkem Filker

Choose the types of pavroll items or a specific pavroll
item From the drop-down list.

Tell me more...

[_ oK _] ’ Cancel ] ’ Help ]

c. From the Filter list, select Name.

d. Click the Name drop-down arrow, and select Multiple names.

Display Filters I Header/Footer ” Fonts & Mumbers |
Choose Filker Current Filker Choices
Marne L Filker Set to
| Multiple: names. .. w Account All accounts
Drate Zustom
[Name Multiple names. .. |
Payroll Item Social Security Company

TransactionType .

Remave Selected Filker

Iame Filker

Choose the types of names or a specific name from the
drop-down list.

Tell me more. ..

P [ concel  J[  Hep |

5. From the Select Name window, select the names of the qualified employees (from

the list you made of all your qualified employees), making sure a check mark
appears in front of each name, and click OK.
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6. Click OK to close the Modify Report window and display the modified Payroll Item

Detail report.

IE1 Payroll Item Detail

(=1Ey

Modify Report. .. Memorige... || Print... || E-mail » || Export... Hide Header Refresh

Dates | [aTEE ~ |From |03/19/2010 [B] To |03/31/2010 [B] Total By |Employee + | Sort By | Default
459 PM Rock Castle Construction
HE _
121153 Payroll ltem Detail
March 19 - 31, 2010
+ Hum « Date +  Source Hame  + Payroll kem - Type + Wage Base ¢ Amount £
Dan T. Miller
» 03/29/2010  Dan T. Miller Social Secu...  Paycheck 159615 -33.95 4

Total Dan T. Miller

1509615

-95.96

TOTAL

1,596.15

-98.96

7. Click the Print button to print the report. (You can also Memorize this report, and

you can Export it to an Excel spreadsheet.)

8. Count the number of unique employees listed on this report. (You will need this
number for line 11c when you prepare your Form 944; record it on the worksheet

you printed from Appendix 1.)

9. Find the total in the Wage Base column on this report. (You will need this amount for
line 11d when you prepare your Form 944; record it on the worksheet you printed

from Appendix 1.)

If you are a Standard or Enhanced Payroll user (QuickBooks 2008 or later), proceed
to the next page for instructions on completing the Form 944 in QuickBooks.

If you are a Basic Payroll user, you must complete Form 944 manually, but you now

have the numbers you need to do so.
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Complete Form 9

44

The steps in this section apply only to Standard and Enhanced Payroll users

(QuickBooks 2008

To do this task:

or later).

1. Be sure you have downloaded the latest payroll tax table updates (21101 or

later).

Be sure you have the numbers you recorded on the worksheet (see Appendix ).

From the Employees menu, choose Payroll Tax Forms & W-2s and then click
Process Payroll Forms.

4. In the Select Form Type window, choose Federal form and click OK.

Select the bype af Form you wank ko prepare,

{*) Federal form
() State form

[ ] 4 ] [ Cancel ]

5. In the Select Payroll Form window, choose Annual Form 944-945A.

Select Payroll Form

— Choose a form

Choose the form you want to use: Auto-Fill Contact Info...

Form

Q

A

Annual Form 943-9434A - Employer's Annual Federal Tax Return for Ag

Annual Form W-2/W-3 - Wage and Tax Statement/Transmittal
Annual Form W-2¢/W-3c - Corrected Wage and Tax Statement

Annual Form 940/Sch. A - Employer's Annual Federal Unemployment (FUTA) Tax Ret...

uarterly Form 941/Sch. B - Employer's Quarterly Federal Tax Return

nnual Form 944-945A - Employer's Annual Federal Tax Return

ricuttural Empl...

— Select Filing Period

Year |2010|

OK | Cancel Help
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6. Complete the Interview for Form 944. Use your worksheet to provide the information
requested.

a3

L ntePoie total numu ¢ 6f iN iaerars profided wEStancs paimente-fepordd ofrarie mmaboiy . | WP
COBRA data entered above will automatically flow to the Form 944 Line 11a and 11h.

Reporting payroll tax exemption under the Hiring Incentives to Restore Employment (HIRE) Act
If this provision applies to you, and you have designated gualified employees in QuickBooks, complete the
lines below according to the instructions provided in "iew details about this form."

For exenpt wages/tips pajdto qualified emplovees afterMarch 31st (Form 944 Line 5):
Enter total number of paid employess who qualify under the HIRE Act ... ...
Enter exempt wages/tips paid to employees qualifying under the HIRE Act. ... ..

Data entered above will automatically flow to the Form 944 Line 5a, 5b .

Note: wages paid to qualified employees March 18th te March 31st  (Form 944 Line 11c and 11d):
Enter number of qualified employees paid exempt wagesitips March 19th to March 31st ... .
Enter exempt wages/tips paid to qualified employess March 19thto March 31st ... ... ... .

March 19th - March 31st data entered above will automatically flow to the Form 944 Line 11 and 11d

FrE

N et g A g B i o B samnin ™ b

7. Click Check for Errors to see errors or inconsistencies that QuickBooks found and to
view and check the Form 944.

8. If you have an overpayment, we suggest that you select Send a refund to request a
refund of this amount from the IRS. Check with your tax advisor or accountant if you
have any questions.

9. Print, save, and submit the completed Form 944 as you normally do.

Back to top
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File employee W-2s

The IRS has changed Forms W-2 and W-3. The revised forms let you report HIRE Act
exempt wages and tips that you paid on behalf of qualified employees beginning March
19, 2010.

Assisted Payroll users: You can ignore this section. The Assisted Payroll service
prepares and files W-2s and W-3s for you.

Basic Payroll users: Prepare your employees’ Forms W-2 by hand, using the payroll
reports described in this section to determine HIRE Act exempt wages and tips for
qualified employees.

Standard and Enhanced Payroll users (QuickBooks 2008 or later): Create the payroll
reports described in this section. These reports provide some of the numbers you need
to complete or verify the new Forms W-2 and W-3 in QuickBooks (provided when you
download the 21101 or later payroll tax table update). QuickBooks 2009 and QuickBooks
2010 users should also update to the latest release (R12 or later for QuickBooks 2009;
R7 or later for QuickBooks 2010); in these releases (as well as all releases of
QuickBooks 2011), QuickBooks automatically supplies the information for the new CC
code in box 12 on Form W-2. The total of all Forms W-2 with code CC flows to the new
box 12b on Form W-3.

QuickBooks 2007 users: Because this version of QuickBooks was discontinued on May
31, 2010, QuickBooks 2007 will not support the new Forms W-2 and W-3. (Your payroll
services are valid only when you are using a supported version of QuickBooks.)

Identify all your qualified employees

We recommend that you create a list of all of the employees that you’ve designated as
qualified in QuickBooks. Having such a list simplifies preparation of the report you need
in order to complete employees’ Forms W-2.

Tip: If you've already created a list of all your qualified employees as part of
preparing your 4™ quarter 2010 Form 941, your annual Form 943, or your annual
Form 944, you can use that list and skip to page 59.

To do this task:

From the Reports menu, choose Employees & Payroll = Employee Withholding.
Click Modify Report.

On the Display tab, be sure that you’ve put a check mark next to Employee and
Hire Date in the Columns list.
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Modify Report: Employee Withholding

Display | Filters || Header /Footer " Fonks & Numbers |
Colurns
et marging || Sort by | Default w
o = (@) ascending order  £4
" Jpoyee Sartin i

() Descending order 54
M Ms.)L..

S FiRah AR e, sgntn gt

JEONROR T ' - T y

Spouse's Mame
Tvpe
[ /Hire Date

Date of Last Check
Deceased

e

Put a check mark next to each column
that vou want to appear in the report,

G|

I

4. On the Filters tab, select Hire Date in the Choose Filter column. For the Hire Date,
click the drop-down and choose Custom. Enter 02/04/2010 in the From field;
enter 12/31/2010 in the To field.

Help ]

Display Filters | Header /Foater || Fants & Numbers
hoose Filker Current Filker Choices
Filtsr Hircibste Filter Set ko
attach ~ |Cust0m v | Active Status Active
B-Day E [Hire Date Custarn

Date of last raise

Spaouse's Mame
Type
Gender

From | nz/o4rio
Too |1z/21/10

Release Date I

Remove Selected Filker

Cancel ] [

T |

Help ]

5. On the Header/Footer tab, check the Report Title box and name your report (for
example, “Employees hired since 2/4/2010”). Check the Subtitle box and subtitle
the report with the dates you used on the Filters tab (02/04/2010-12/31/2010).
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Display Filters | Header /Footer Fonts &

Show Header Information Page Layout

Compary Name | Rock Castle Canstruction Alignment:

Standard v
Report: Title Emplovees hired since 2/4/... |
Subtitle 02/04/2010 - 12/31/2010 Time Company

Date

Title
Basi
Date Prepared 12/20/10 w asiz Subtitle

Time Prepared

InatEay Dramripline Hag, 1333

Print header on pages after First page

Show Footer Information

Page Mumber |Page 1 e |

Exkra Footer Line | | Extra Line Fage

Print footer on first page

Ok l [ Cancel ] [ Help ]

6. Click OK.

The resulting report shows all employees with hire dates between 02/04/2010 and
the end of the year.

12 AW Rock Castle Construction
122010 Employees hired since 2/4/2010
02:04/2010 - 12:31:2010
% Emplovee @ 55 Ho. < Hire Date ¢ Federal Filing Status < Fed... + Federal Extr... ¢ Sta.. ¢ State Filing Status < Sta.. < 5tate Extra £
» Dan T. Miller 333-44-5555 02/28/20...  Married 3 000 CA Married (one incom... 3 0.
Elizabeth M. Mazon £69-37-1234 04M5/20...  Single 1 ooo Ca Single 1 a.

7. You can sort this report by employee. Click the drop-down arrow next to Sort by on

the Report menu bar, and choose Employee. (Click Refresh if your report doesn’t
automatically change.)

IEl Employee Withholding

Modify Report... Mematize... || Print... || E-mal * || Export... Hide Header Refresh

Bork By | [
807 PM Default
8 Rock Castle Constri
1212010 Employees hired sinc e
02/04/2010 - 12/31/20°[1 Federal Fiing 5.,
Federal Allowa. ..
@ Employee < 55 Ho. « Hire Date <« Federal Filing Status .| Federal Extra ... .. o State Filing Status = Sta.. - 3tate Extra /|
4 Dian T. Miller 333-44-5555 0202820...  Married State Lived Married (one incom... 3 0.
Blizaketh M. Mason 569-67-1234 Q4A520... Singie 1 Zhate :IIII‘Q&;aSnt?éls' Single 1 0.
State Extra am...
m) »
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8. Optionally, you can save this report definition. Click the Memorize button on the
Report menu bar, and provide an appropriate name. (You can also choose to save
this report in a Memorized Report Group.)

[ Madify Repoart, ]_[ Mermnarize, ., ][ Prink. .. ][ E-mail = ][ Expart... ]_ Hir

L |

05,

Marne: |HIRE Act Emploves Hire Date |

Save in Memorized Repork Group: |Em|:n|n:u';.-'ees " |

T T

I 4 ] [ Cancel l

(T o ST T e = T B e I B N L o e =
9. Create a version of this list that you can mark or modify in step 10. You can do any
of the following:
e You can print the report (click the Print button) and mark up the printed
copy.
e You can export the report to an Excel spreadsheet (click the Export button
and select a new Excel workbook). Exporting to an Excel spreadsheet lets

you easily remove the names of employees you have not designated as
qualified, which you’ll determine in step 10.

e After completing step 10, you can generate the report again and filter on
Names, choosing only the qualified employees.

10. Using the list you have just generated, verify which employees are designated as
qualified employees in QuickBooks, as follows:

a. From the Employees menu, choose Payroll Setup > Employee Setup >
Employee List.

b. Highlight an employee from your list, and click the Summary button.

QuickBooks »

Payroll Setup Review your Employee list

+/ 1 Introduction

+/ 2 Company Setup

+/ 3 Employee Setup
=p Employee List
4 Tanes

* Employee Social Secunty Summary
Dan T, Miller 333-44-5555
Elizabeth M. Mason - 569-87-1234

EitearroDatelBavolls Greqa O, Schneider  444-55-6666

6 Finishing Up

AddNew‘..l[ Edit... I[ Delete ]

Finish Later HRSin e

c. Scroll down to the Taxes section in the lower right, looking for Special
Exemption: Qualified Employee. If this item appears, the employee has been
designated as qualified and should remain on your list. If this item does not
appear, the employee has not been designated as qualified and should be
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removed from your list. (If the employee has not been designated as qualified in
QuickBooks but should be, see the instructions on page 4.)

E" Employee Summary

Dan T. Miller

Summary

Contact information
Prink as

Ackive

Email

Address

Phone

Hiring information
Skate Wiork/Live
Social Security #
Hire Dake

Release Date

Eirth Date

Gender

Emplovee Type

Direct Deposit
Prirnary account
Secondary account

Dan Miler
Ackive
{none)

195 Spruce Ave, #202

Bayshore, CA 24326
S55-2601

Cafch
F33-44-5555
2jzafz010
[none)
{rnone)
Unkriowsn
Reqular

(no direct depasit)
{no direct deposit)

Paid time off
Sick: Time

Wacation

Compensation
Pay Frequency
Salary

Taxes
Federal Withhalding

effective 11712012
40:00 hrs at beginning of
wear

0:0:0 max

0:0:0 avail, 0:0:0 used
effective 11/1/2012

6:45 hrs per paycheck
0:0:0 max

Z55:30:0 avail, 0:0:0 used

Biveakly
$41,500.00

Allowances:3
Extra withholding: 0,00
= : !

Special Exernption: Qualified
employes

Advance Earned
Income Credit

Federal
Unernployment

Medicare Company

pu]
Subject ko

Subject ko

Subject ko

W

d. We recommend that you print this summary page for each qualified employee for
future reference. (Click the Print button on the Summary page.)

Tip: Keep these summary pages together in a file and add new qualified
employees as you designate them in QuickBooks.

e. When you have finished printing summary pages for all your qualified employees,
click Finish Later to exit Payroll Setup.
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Determine the HIRE Act exempt wages/tips for each qualified employee

You need to know the total HIRE Act exempt wages/tips you paid to each qualified
employee during the year.
To do this task:
1. From the Reports menu, choose Employees & Payroll = Payroll Item Detail.
2. Click the Modify Report button.
3. On the Display tab:

a. Set the From date to 03/19/2010 and the To date to 12/31/2010.

b. Click the Total by drop-down arrow, and choose Employee.

Modify Report: Payroll Item Detail il

Display I Filters l Header/Footer l Fonts&NumhersI

— Report Date Range

Dates |Custom j The date range you specify in the From and To fields

From [03/19/2010 ®| To [12/31/2010 & |

~ Columns

et margin) ii [ otol oy [T - | |

Trans #

4 Type . Sort by |Defau|t J
Entered/Last Modified o o
Last modified by ® Ascending order

z
5

Sort in
jﬁ ate " Descending order
um

Adj

F.O. #

Name
#Source Name

Name Address

Name Streetl

Name Street2

Name City

8
8

Put a check mark next to each column
ﬂ that you want to appear in the report.

Advanced... | Revert |

0K Cancel | Help |
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4. On the Filters tab:
a. From the Filter list, select Payroll Item.

b. Click the Payroll 1tem drop-down arrow, and select Social Security

Company.
Modify Report: Payroll ltem Detail [‘5_(|
Display Filters | Header/Footer || Forks & Numbers |
Choose Filker Current Filter Choices
Filter Payroll Trem Filter Set to
Marne E-Mail A |Social Security Comparty w | Account Al accounts
Mame Acc.Mum... Drate Custam
Onling Status Pavrall Item Social Security Company

Paid Status
Paid Through

Payment Method —
Patroll Ikem

Posting Status .,

Remove Selected Filber

Pavrall Tkem Filker

Choose the types of payrall items or a specific payroll
item from the drop-down list,

Tell me more,..
Revert

[, oK _] [ Cancel ] [ Help ]

c. From the Filter list, select Name.

d. Click the Name drop-down arrow, and select Multiple names.

Display Filters I Header|Fooker || Fonts & Mumbers |

Choose Filker Current Filker Choices
Filter Hame Filter Set to
Account ~ | Multiple names. .. w fccounk Al accounks
= Diate Custom
— [Mame Multiple names. .. ]
Pavrall Item Sacial Security Company

TransactionType ..

Remove Selected Filker

ame Filker

Choose the types of names or a specific name from the
drop-daown list,

Tell me more. ..
Revert

I_ a4 ] ’ Cancel ] ’ Help ]

5. From the Select Name window, select the names of the qualified employees (from

the list you made of all your qualified employees), making sure a check mark
appears in front of each name, and click OK.
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6. Click OK to close the Modify Report window and display the modified Payroll Item
Detail report.

Modify Report... | Memorize... | Print... | E-majl * | Export... | Hide Header | Refresh |
Dates [EE ~ | From [03/19/2010 B To[12/31/2010 8] Total By [Employes | Sort By [Default =
3:38 PM Rock Castle Construction
12114110 H
Payroll Item Detail
March 19 through December 31, 2010
¢ Hum «  Date o Source Hame o Payroll kem o Type + _Wage Base o Amount °
Dan T Miller
» 052172010 Dan T Miller Social Security Company Paycheck 1,730.77 0.00 4

061042010 Dan T Miller Social Security Company Paycheck 1,730.77 0.00
06182010  Dan T Miller Social Security Company Paycheck 1,730.77 0.00
071022010 Dan T Miller Social Security Company Paycheck 1,730.77 0.00
07ME2010  Dan T Miller Social Security Company Paycheck 1,730.77 0.00
07/30/2010  Dan T Miller Social Security Company Paycheck 173077 0.00
081372010 Dan T Miller Social Security Company Paycheck 173077 0.00
082772010 Dan T iller Social Security Company Paycheck 1,73077 0.00
09402010 Dan T Miller Social Security Company Paycheck 173077 0.00
09/242010  Dan T Miller Social Security Company Paycheck 1,730.77 0.00
100082010 Dan T Miller Social Security Company Paycheck 173077 0.00
1002272010 Dan T Miller Social Security Company Paycheck 1,730.77 0.00

Total Dan T Miller 2076924 0,00

Elizabeth N Mason
052172010  Elizabeth M Mason  Social Security Company Paycheck 1,346.15 0.00
06042010  Elizabeth N Mason  Social Security Company Paycheck 1,346.15 0.00
06ME/2010  Elizabeth B Mason  Social Security Company Paycheck 134615 0.00
07022010  Elizabeth N Mason  Social Security Company Paycheck 1,346.15 0.00

.. J‘, ‘37%18—“‘23“““}?53[‘ SocialSeiu‘r_n‘(_:‘ompany Paycheck J‘ j “@\.15 ""'-_,J-\ U.UU\

7. Click the Print button to print the report. (You can also Memorize this report, and
you can Export it to an Excel spreadsheet.)

8. For each employee, find the total in the Wage Base column on this report. (You will
need this amount for box 12 when you prepare the employee’s Form W-2.)

Back to top
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Complete Form W-2 and Form W-3

The steps in this section apply only to Standard and Enhanced Payroll users
(QuickBooks 2008 or later).

To do this task:
1. Be sure you have downloaded the latest payroll tax table updates (21101 or

later).

2. If you have QuickBooks 2009 or 2010, you should update to the latest release
(R12 or later for QuickBooks 2009; R7 or later for QuickBooks 2010); in these
releases (and all releases of QuickBooks 2011), QuickBooks automatically supplies
the information for box 12 for qualified employees.

3. Be sure you have the report you created in step 6 on the previous page.

From the Employees menu, choose Payroll Tax Forms & W-2s and then click
Process Payroll Forms.

5. In the Select Form Type window, choose Federal form and click OK.

s &)

Select the type of form you want ko prepare,

(%) Federal form
() Skate form

[ K, ] [ Cancel ]

6. In the Select Payroll Form window, choose Annual Form W-2/W-3.

Select Payroll Form il

— Choose a form

Choose the form you want to use: Auto-Fill Contact Info... |

Form |Annual Form 940/Sch. A - Employer's Annual Federal Unemployment (FUTA) Tax Ret...
Quarterly Form 941/Sch. B - Employer's Quarterly Federal Tax Return
Annual Form 943-9434 - Employer's Annual Federal Tax Return for Agricultural Empl...
Annual Form 944-945A - Employer's Annual Federal Tax Return

Annual Form W-2/W-3 - Wage and Tax Statement/Transmittal
Annual Form W-2¢/W-3c - Corrected Wage and Tax Statement

Process W-2s for: (® All Employees (0 Employees) Which option should I choose?

" Employee's Last Name - From: I | To: I -

— Select Filing Period

Year I?_DID

OK | Cancel Help

7. In the Select Employees for Form W-2/W-3, check the employees for whom you are
creating W-2s, and click Review/Edit.

8. Complete the Step 1: Forms W-2 and W-3 Interview pages, clicking Next to
move through the pages.
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9. Review the Step 2: Form W-2 Worksheet page for each employee, clicking Next
to move from one Form W-2 to the next.

QuickBooks 2009 (R12 and later), QuickBooks 2010 (R7 and later), and QuickBooks
2011 populate box 12 in the worksheet with code CC and the HIRE Act exempt
wages/tips if the employee is designated as qualified in QuickBooks. Although you
can override values in the fields if you believe they are incorrect, doing so does not
change your QuickBooks data. You should check with your tax advisor or accountant
before making any changes.

B payroll Tax Form

1. Interview 2. Form 'w-2 3. Form 'w-2 4. Printing Instructions

Employees with last names A through =

Tax Form forEIN: 85-1111110 g of 8 employees selected
Step 2: Form W-2 Worksheet 2010
Displaying: Ma&S0N, FLIZAEETH N Employee 4 of g
: o Forms Federal |D Nurnber
ROCK CASTLE CONATRUCTION I 95-1111110
a Employee's 3SM ... ... 9B7-98-6798 1 ‘Wages, tips, other 2 Federal income
b Employer's ID number ... 99-1111110 compensation tax withheld
¢ Employer's name, address, and ZIF code A, 215,00 182.00
ROCK CASTLE CONSTRUCTION 3 Social security wages 4 Social security tax withheld
&, 080.00 385.33
2449 MARKS DRIVE 5 Medicare wages and tips 6 Medicare tax withheld
6,215.00 90.12
LOS ANGELES State CA | 7 Social security tips 8 Allocated tips
91775 135.00
d Control number 9 Advance EIC payment 10 Cependent care henefits
11 Nongualified plans 12 Box 12 instrs.
e Employee's name a c¢ 5,1s0.00
First ~ ELIZABETH I N Suffix 13 Stawtory employee ™ [ -
Last  MASON Retirement plan ... ™ O c
Third-party sick pay ™ [ d_
f Employee's address and ZIP code 14 Other
35 THIRD STREET descr  CA-SDT Amt 65.37
LOS ANGELES State CA descr Amt
21775 descr Amt
descr Amt
15 Employer's state 16 State wages, | 17 State 18 Local wages, | 19 Local 20 Locality
State  identification no. tips, etc incorme tax tips, etc incorme tax Mame
CA 999-5995-9 G, 215.00
v
[Selecl Employees.. ] [ <<¢ Previous ] [ MNext >3 ]

“iew details about this form

[ Save and Close ] [ Save as POF... ] [ Frint for vour Records... ] [ Check far Errors] [ Submit Farm. .. ]

R

If you have a version of QuickBooks that does not automatically fill in box 12 for
HIRE Act exempt wages/tips, you will need to enter this information on the
worksheet for qualified employees.

a. Click the box immediately to the right of the first blank line under box 12, and
select code CC from the drop-down.

b. Enter the total amount of HIRE Act exempt wages and tips for the employee in
the space to the right of the code CC.
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10. Complete the Step 2: List of Selected Employees page, and click Next.

11.0n the Step 3: Form W-3 — Transmittal of Wage and Tax Statements page,
review the total in box 12b. Form W-3 automatically totals the amounts coded with
CC in box 12 from all of the W-2s.

12.Click Check for Errors to see errors or inconsistencies that QuickBooks found and to
view and check the Forms W-2.

13. Print, save, and submit the completed Forms W-2 and Form W-3 as you normally do.

Back to top
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Frequently Asked Questions

Q:

A:

What if I’'m still using QuickBooks 20077

Because this version of QuickBooks was discontinued on May 31, 2010, QuickBooks
2007 does not support the new employment tax forms (Form 941, Form 943, Form
944). In addition, payroll history and data review are not supported for HIRE Act
employees. (Your payroll services are valid only when you are using a supported
version of QuickBooks.) For more information, visit us at
www.usepayroll.com/prservicediscon.

: What if I’'m using QuickBooks Simple Start edition?

Some of the reports and windows used in the instructions in this guide differ for
QuickBooks Simple Start edition. See Appendix C for alterations to the instructions in
this guide.

: Why don’t I see the option for designating a qualified employee?

The field for marking an employee as qualified can only be accessed by running the
Payroll Setup program. The field does not appear in the information you can add or
edit for employees from the Employee Center in QuickBooks.

To run the Payroll Setup program, choose Employee > Payroll Setup, and continue
following the instructions from step 2 on page 4.

: What happens when | designate an employee as qualified for the HIRE Act

exemption?

When you designate an employee as qualified for the HIRE Act payroll tax
exemption, QuickBooks (2008 and later) verifies that the Hire Date you have entered
for the employee is between February 4 and December 31, 2010. (Note that date
validation does not occur in QuickBooks 2007.)

On paychecks you create after designating the employee as a qualified employee
and dated April 1 through December 31, 2010, the Social Security Company
payroll item appears as $0.00.

Preview Paycheck
Dan T. Miller

Earnings

3

Pay Perind | Ds/0s 2010
[[] Use Ditect Deposic  Class

Item Mame
Salary

Rate

Hours
1,596.15

Wi Code

5552

Customer: Job

| Sick Available
| Vacation Avail.

Sick Accrued

Yac, Accrued

0:00
0:00

|:| Do not accrue sickfvac
v

Other Payroll Items

Totals:

1,596.15

0:00 hrs

Employee Summary

Hiow are these iberns calculated?

Ikem MName
Health Insurance

Rate

-25.00

Quantity

Ikem Name
A |Salary

w

Comparty Summary

How are these items calculated?

Item Mame

Health Insurance

Federal Withholding

Advance Earned Income Credit
Social Security Employes
Medicare Emploves

CA - Withholding

Amaunt

¥TD

A - Disability Employes
-

Amaunt

1,59.15
-25.00
-76.00

0.00

98,96
23,15
-14.80
-17.56

¥TD

3,192,30 A

-50.00
-152.00
0.00
-197.92
-46.29
-29.60
-35.12

A - Employee Training Tax

1.59

3.19

Social Security Compary

0.00

| 197.92

Medicare Company
Federal Unemployment
CA - Unemployment Company

23.15
1277
83.80

46.29
25,54
167.60

“

Check Amount:

1,340,668

Save & Close l

Help

J{

[ Cancel

] [] Enter net/Calculate gross
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The maximum tax break to you for each employee is $6,621.60, or 6.2% of the total
wages you pay the employee in 2010, up to the $106,800 Social Security wage cap.
This payroll tax exemption has no effect on the employee's future Social Security
benefits, and you still need to withhold the employee’s 6.2% share of Social Security
taxes, as well as income taxes. The employer and employee shares of Medicare taxes
also still apply to these wages.

Q: Do I have to make any changes to qualified employees when the HIRE Act
exemption expires at the end of 20107?

A: No. QuickBooks will automatically resume standard withholding for the Social
Security Company payroll item beginning January 1, 2011.

Q: I'm a Basic, Standard, or Enhanced Payroll user. Your instructions say |
don’t need to make a liability adjustment for payments 1 make to qualified
employees between March 19 and March 31, 2010. But if I don’t, how will 1
get the credit for these payments?

A: The payroll tax exemption that would be applicable to wages paid between
03/19/2010 and 03/31/2010 cannot be applied on the first quarter Form 941, so you
do not want to make any liability adjustments in QuickBooks for 03/19/2010 through
03/31/2010.

You got credit by claiming the payroll tax exemption for wages paid 03/19/2010
through 03/31/2010 when you filed your 2" quarter Form 941 (or Form 943 or Form
944, for annual filers). If you are a quarterly filer, you claimed this credit by
completing lines 12c through 12e on your 2" quarter Form 941. If you were
entitled to this credit but did not claim it when you filed your 2" quarter Form 941,
you must file an amended return on Form 941-X to claim the credit. The IRS does
not recognize entries on lines 12¢ and 12d on Form 941 filed for 3" or 4™ quarter
2010.

For annual filers, the IRS has revised the 2010 Form 943 and Form 944. If you file
Form 943, you claim this credit by completing lines 13c through 13e. If you file
Form 944, you claim this credit by completing lines 11c through 1le.

Q: Will the 2010 Form W-2 or W-3 be changing because of the HIRE Act payroll
tax exemption?

A: Yes. The IRS has added a new code (Code CC) for box 12 so that employers can
report the amount of exempt wages and tips covered by the payroll tax exemption.
The total of wages with code CC are reported in a new box 12b on Form W-3.

Basic, Standard, and Enhanced Payroll users (QuickBooks 2008 or later): See
page 54 for information on preparing Forms W-2 and W-3.

Assisted Payroll users: The Assisted Payroll service prepares and files Forms W-2
and W-3 for you.

Back to top
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Appendix A—Explanation of the new lines on Form 941

Following are explanations for the new lines that have been added to Form 941.
(Instructions for determining the appropriate values for these lines start on page 13.)

951110

OMB No. 1545-0029

=~ 941 for 2010: Employer s QUARTERLY Federal Tax Return

{Rev. October 2010) Department of the Treasury — Internal Revenue Service:

(EEl:ijloyer identification numhe,I:I I:I N |:| I:I I:I l:l l:l I:I |:|

MName (not your trade name)

Trade name (if any)

Report for this Quarter of 2010
(Check one.)

I:‘ 1: January, February, March
[ 2: April, May, June

Address ‘ D 3: July, August, September

Mumber stroet ‘Sulte or Feom nUmber

City State ZIP code
Read the separate instructions before you complete Form 941. Type or print within the boxes.

Part 1: Answer these questions for this quarter.
1 Number of employees who received wages, tips, or other compensation for the pay perlod

“t o dle 00 1’deer ' Seplptetaypter A asionat 2 ifuea

‘ |:| 4: October, November, December

""-‘]-\ PUSUFRPY ey y .

A g
— # N Aa— S ¥ - ~ S o
~ + —— P R # % P r L
6o Mumber of qualified employees first pald exempt wages/tips this quarter | See instructions for definilions of
gualified smgioyes and
8 Numbor of qualified employees paid sxempl wages/tips this quarter | || [___teemet wages/bes.
Ge  Exempt wagesftips paid to qualified employees this quarier . u O = . |
G ?ﬂul taxes before sdjustments ine 3 + linedd-nebd=Fmebe). . . . . . . . . Be| N |
o o e B . e Dy
) R Y A LR RN

Line 6a—Number of qualified employees first paid exempt wages/tips this
quarter
On this line, report the number of employees who meet both of these requirements:

e You have designated the employee in QuickBooks as a qualified employee for
the HIRE Act.

e The employee’s first paycheck with HIRE Act exempt wages was dated in the
quarter for which you are filing.

Important: The number reported on line 6a should be less than or equal to the
number reported on line 6b. Employees counted for line 6a must not be
reported on line 12c.

Line 6b—Number of qualified employees paid exempt wages/tips this quarter

On this line, report the number of employees who meet both of these requirements:

¢ You have designated the employee in QuickBooks as a qualified employee for
the HIRE Act.

e The employee had at least one paycheck with HIRE Act exempt wages dated
in the quarter for which you are filing.

Important: The number reported on line 6a is included in the number reported on
line 6b. On the 2™ quarter Form 941 only, employees counted for line
6b may also be reported on line 12c.
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Line 6c—Exempt wages/tips paid to qualified employees this quarter

On this line, report the total amount of HIRE Act exempt wages/tips paid to all the
employees counted on line 6b for the quarter you are filing.

P -

e et e LA Eay

3 ey o i -, e e e e o, 2D
b v S Oy, v ==t " X e = o g -
123 COBRA p i 1 payments (ses infivetions) . . . . . 7. . . . ila .
[“TEE . Humber of Indviguals proviaed CODTA premiunm asset s | Gomgise lines 12¢, 120, and 120
oty far the 2nd quarter of 2090,
12¢  Mumber of qualified employess paid exempt wagea'tips March 19-31
12d Exempl wages/tips paid to qualified employees March 15-31 . | = 0E2= 12e . |

13 Addlines 11, 12a,and12¢ . . . . . . . . . . . .

14 Balance due. |f line 10 is more than ing 13, enter the difference and see instructions . . . ‘I-l-_ . |
15 Overpaymeant. If line 13 is more than line 10, enter the differences » Chesk e jﬁ;u’}mlm' e Dm;mlm

* You MUST complete both pages of Form 941 and SIGH it.
For Privacy fct and Paperwork Reduction Act Notice, see the back of the Payment Voucher, Cat. Mo. 17001Z Foem 841 Rav. 4-20109

Line 12c—Number of qualified employees paid exempt wages/tips March 19-31

On this line, report the number of employees who meet both of these requirements:

¢ You have designated the employee in QuickBooks as a qualified employee for
the HIRE Act.

e The employee had at least one paycheck with HIRE Act exempt wages dated
between March 19, 2010, and March 31, 2010.

Important: This line can only be completed on your 2" quarter 2010 filing. The
number reported on line 12¢ may also be included on line 6b if these
qualified employees meet the line 6b requirements. This line should be
blank on the Form 941 for 3™ and 4" quarter 2010 filings.

Line 12d— Exempt wages/tips paid to qualified employees March 19-31

On this line, report the total amount of HIRE Act exempt wages/tips paid between
March 19 and March 31, 2010, to all the employees counted on line 12c.

Important: This line can only be completed on your 2" quarter 2010 filing. This
line should be blank on the Form 941 for 3" and 4™ quarter 2010 filings.
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Appendix B—Worksheet for collecting Form 941 information
We recommend that you print this worksheet and use it as you complete the steps

described on pages 13 through 19 to record the results. You’ll need this information to
complete your Form 941 or the Form 941 interview in QuickBooks.

Company Name:

Filing Quarter: Date:

Line 6a—Number of qualified employees first paid HIRE Act

exempt wages/tips this quarter (From step 12 on page 19)

Line 6b—Number of qualified employees paid HIRE Act exempt

wages/tips this quarter (From step 8 on page 19)

Line 6c—HIRE Act exempt wages/tips paid to qualified

employees this quarter (From step 9 on page 19)

Important: Lines 12c and 12d should only be completed for the
2" quarter 2010 filing. The IRS does not recognize
them on 3" or 4" quarter Form 941 filings.

Line 12c—Number of qualified employees paid HIRE Act exempt
wages/tips March 19—-31 (From step 8 on page 76)

Line 12d— HIRE Act exempt wages/tips paid to qualified

employees March 19-31 (From step 9 on page 76)
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Appendix C—Instructions for Simple Start users

If you are using QuickBooks Simple Start edition, you will notice some differences in the
way you access some of the windows and reports described in this guide. The following
outline summarizes those differences for each section.

Download the latest Payroll Update (p. 2)
Replace step 1 with the following:

1. From the Payroll icon, select Go to the Payroll Center. Click the Setup and
Maintain drop-down arrow at the top of the Payroll Center window, and select
Get Payroll Updates.

Designate qualified employees in QuickBooks (p. 4)
Replace step 1 with the following:

1. From the Payroll icon, select Go to the Payroll Center. Click the Setup and
Maintain drop-down arrow at the top of the Payroll Center window, and select
Payroll Setup.

Make liability adjustments (p. 7)
Replace step 2 with the following:
2. From the Reports menu, choose Payroll Item Detail.
Replace step 4 with the following:
4. In the Modify Report: Payroll Item Detail window:
e Set the date range.

For Basic, Standard, and Enhanced Payroll users: April 1, 2010, to the
current date

For Assisted Payroll users: March 19, 2010, to the current date
e Click the Total by drop-down arrow, and choose Employee.
e Click the Sort by drop-down arrow, and choose Payroll Item.
Ignore steps 5 and 6.
After step 8, add these two steps:

8-1. From the printed report, determine and mark the employees that you
have designated as qualified employees in QuickBooks. (You can refer to
step 10 on page 15 for one way to determine your qualified employees.)

8-2. For those employees, identify the paychecks for which the Payroll Item
column value is Social Security Company and there is a tax liability in the
Amount column.

Replace step 10 with the following:

10. From the Pay Scheduled Liabilities section of the Payroll Center, select
Related Payment Activities = Adjust Payroll Liabilities.
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File Form 941—Ildentify all of your qualified employees (p. 13)
Replace step 1 with the following:

1. From the Reports menu, choose Employee Withholding.
Replace steps 3 and 4 with the following:

3. Be sure that you’'ve put a check mark next to Employee and Hire Date in the
Columns list.

4. Click the Sort by drop-down arrow, and choose Hire Date.
Ignore step 5.
Replace step 6 with the following:

6. Click OK.

The resulting report shows all employees. You will need to identify the employees
with hire dates between 02/04/2010 and the end of the current filing quarter.

Ignore steps 7 and 8.
Replace step 9 with the following:

9. Click the Print button to create a version of this list that you can mark or modify
in step 10.

Replace step 10a with the following:

a. From the Payroll icon, select Go to the Payroll Center. Click the Setup and
Maintain drop-down arrow at the top of the Payroll Center window, and choose
Payroll Setup = Employee Setup = Employee List.

File Form 941—Determine the values for lines 6a, 6b, and 6c (p. 17)
Replace steps 1 through 12 with these steps:

1. From the Reports menu, choose Payroll Detail Review.

2. Click the Modify Report button.

3. In the Modify Report: Payroll Detail Review window:

a. Set the date range from the first date of the filing quarter (for example,
10/01/2010) and go to the last date of the filing quarter (for example,
12/31/2010).

b. Be sure you’ve put a checkmark next to Name in the Columns list.

4. Click OK to close the Modify Report window and display the modified Payroll
Detail Review report.

5. Click the Print button to print the report.

6. Determine the number of HIRE Act qualified employees in the current filing
quarter from this report. (You will need this number for line 6b when you
prepare your Form 941; record it on the worksheet you printed from Appendix
B.)

7. For each of the qualified employees, find the total amount of Social Security
Company exempt wages in the Wage Base column. (You will need this amount
for line 6¢ when you prepare your Form 941; record it on the worksheet you

printed from Appendix B.)
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10.

Repeat steps 1 through 5 above, with the date range 03/19/2010 to the end
of the preceding quarter (for example, 3/19/2010 to 9/30/2010 for 4" quarter
2010 filing).

Compare the employees you determined to be qualified employees on the report
for the preceding quarters (from step 8) with the employees you determined
to be qualified employees on the report from the current filing quarter (the
report you originally created in steps 1 through 5), counting the number of
qualified employees that appear on both reports.

Subtract this number from the number you counted for line 6b (in step 6). (You
will use the result for line 6a when you prepare your Form 941; record it on the
worksheet you printed from Appendix B.)

File Form 941—Complete Form 941 (p. 20)

Replace step 4 with the following:

4.

From the File Tax Forms section of the Payroll Center, click Process Payroll
Forms.
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Appendix D—Worksheet for recording any refund

We recommend that you print this worksheet and use it as you complete the steps
described on pages 22 through 24 (Forms 943 and 944) or pages 25 through 27 (Form
941) to collect the results you’ll need for recording your refund in QuickBooks.

Company Name:

Date:

For quarterly Form 941 filers:

Step 1—Total refund check amount

Step 2—Line 12e from 2" quarter Form 941

Step 3—Subtract step 2 amount from step 1 amount

Step 6—Name of Expense account

For annual Form 943 filers:

Step 1—Total refund check amount

Step 2—Line 13e from Form 943

Step 3—Subtract step 2 amount from step 1 amount

Step 6—Name of Expense account

For annual Form 944 filers:

Step 1—Total refund check amount

Step 2—Line 11e from Form 944

Step 3—Subtract step 2 amount from step 1 amount

Step 6—Name of Expense account
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Appendix E—Determining values for 2" quarter Form 941 (lines
12c and 12d)

For your 2" quarter filing only, you needed to know the number of qualified
employees you paid between March 19 and March 31, 2010, and the total HIRE Act
exempt wages/tips you paid those employees. QuickBooks does not supply these
numbers to Form 941, so you needed to follow these steps to determine the appropriate
values.

If you were entitled to a credit and did not claim it on your 2™ quarter 2010 filing, you
must file an amended return on Form 941-X to claim the credit. The IRS does not
recognize entries on lines 12c and 12d on Form 941 filed for 3" or 4™ quarter 2010.

Tip: Print the worksheet in Appendix B and use it to record the values you get when
you follow the steps here. Then when you are ready to complete Form 941-X, you
will have these numbers handy.

To do this task:
1. From the Reports menu, choose Employees & Payroll = Payroll 1tem Detail.
2. Click the Modify Report button.
3. On the Display tab:
a. Set the date range from 03/19/2010 to 03/31/2010.

b. Click the Total by drop-down arrow, and choose Employee.

Report: Payroll ltem De

i Display | Eilters HeaderjFaoaoter Fonts & Mumbers
Report Date Range
Dates |Cust0m v | The date range vou specify in the From and To fields
From [n3/15/z010 [E] To |03/31/2010[E]
Colurnns
< {|eft margin) A || Takal by |Employee L |
Trans # =
#Type =| sort by [Default v
Entered)Last Madified i E
Last modified by ~ (® ascending order 24
SDate Sott in : i
() Descending order 54
S Mum
adj
PO #
Tarne
+Source Mame
Mame Address
m:mz EE:EE; Put & check mark next bo each calumn
: that wou want to appear in the report,
Marne City bt ’ Advanced.., ] ’ Revert ]
(0] 4 l [ Cancel ] ’ Help l
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4. On the Filters tab:
a. From the Filter list, select Payroll Item.
b. Click the Payroll Item drop-down arrow, and select Social Security Company.

Modify Report: Payroll Item Detail r>_(|

Display Filters I Header|Foatet || Fonrs & Mumbers |

Choose Filker Current Filker Choices
Fiter Payrall Item Fiter Sef to

Marne E-Mail # || social Security Comparry P | Account All accounts
Mame Acc.Mum... Date Custom

Orline Status [Pavroll Tkem Social Security Company |
Paid Status

Paid Through

Payment Method —
Payrall Item

Posting Status o,

Remove Selected Filter

Payroll Tkem Filker

Choose the types of pavroll items or a specific pavroll
item From the drop-down list.

Tell me more...

[_ oK _] ’ Cancel ] ’ Help ]

c. From the Filter list, select Name.

d. Click the Name drop-down arrow, and select Multiple names.

Display Filters I Header/Footer ” Fonts & Mumbers |
Choose Filker Current Filker Choices
Marne L Filker Set to
| Multiple: names. .. w Account All accounts
Drate Zustom
[Name Multiple names. .. |
Payroll Item Social Security Company

TransactionType .

Remave Selected Filker

Iame Filker

Choose the types of names or a specific name from the
drop-down list.

Tell me more. ..

P [ concel  J[  Hep |

5. From the Select Name window, select the names of the qualified employees (from

the list you made of all your qualified employees), making sure a check mark
appears in front of each name, and click OK.
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6. Click OK to close the Modify Report window and display the modified Payroll Item
Detail report.

IE1 Payroll Item Detail

Modify Report. .. Memorige... || Print... || E-mail » || Export... Hide Header Refresh
Dates | [aTEE ~ |From |03/19/2010 [B] To |03/31/2010 [B] Total By |Employee + | Sort By | Default v
459 PM Rock Castle Construction
SHES R
121153 Payroll ltem Detail
March 19 - 31, 2010
+ Hum « Date +  Source Hame  + Payroll kem - Type + Wage Base ¢ Amount £
Dan T. Miller
» 03/29/2010  Dan T. Miller Social Secu...  Paycheck 159615 -33.95 4
Tatal Dan T. hiller 159615 -95.968
TOTAL 1,5%6.15 -98.96

7. Click the Print button to print the report. (You can also Memorize this report, and
you can Export it to an Excel spreadsheet.)

8. Count the number of unique employees listed on this report. (You will need this
number for line 12c¢c when you prepare your Form 941; record it on the worksheet

you printed from Appendix B.)

9. Find the total in the Wage Base column on this report. (You will need this amount for
line 12d when you prepare your Form 941; record it on the worksheet you printed

from Appendix B.)

For QuickBooks Simple Start
For QuickBooks Simple Start edition, follow these instructions for lines 12c and 12d:
1. From the Reports menu, choose Payroll Detail Review.
2. Click the Modify Report button.
3. In the Modify Report: Payroll Detail Review window:
a. Set the date range from 03/19/2010 to 03/31/2010.
b. Be sure you've put a checkmark next to Name in the Columns list.

4. Click OK to close the Modify Report window and display the modified Payroll Detail
Review report.

Click the Print button to print the report.

Determine the number of HIRE Act qualified employees listed on this report. (You will
need this number for line 12c when you prepare your Form 941; record it on the
worksheet you printed from Appendix B.)

7. For each of the qualified employees, find the total amount of Social Security
Company exempt wages in the Wage Base column. (You will need this amount for
line 12d when you prepare your Form 941; record it on the worksheet you printed

from Appendix B.)
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Appendix F—Explanation of the new lines on Form 943

Following are explanations for the new lines that have been added to Form 943.
(Instructions for determining the appropriate values for these lines start on page 29.)

. OMB No. 1545-0035
orm 943 Employer’s Annual Federal Tax Return for Agricultural Employees
oM
Department of the Traasury > See the separate instructions for Form 943 for information on completing this retum. / 1 0
Internal Revenue Service
Enter state code
for state in which
gnﬁﬂ;?_‘;'?e mame {as distinguished from trade name) Calendar year j .
different from If address is
state in address ) _— different from
. Trad . if .
};e;r;ﬁen:;h;;e I:I ’ rade name, if any Employer identification number (EIN) prior return,
nstrctions) check here. »
If you do not have Address (number and street) City, state, and ZIP code
to file retums in the
future, check L _
here -
1 Number of agricultural employees employed in the pay period that includes March 12, 2010 » 1
*Report wages, including those paid to qualified new employees, on lines 2 and 4. The social security tax exemption on wages
will be figured on line Tc and will reduce the tax on line 7d (see instructions).
2 _Totalavages subj s0cCi urify tax” (see s arw 12 L -
- 2 1112023 subiccigin sooigamectr tax (see sggar L2l L L g
_/__u’EfL'e- Y S R s - o I
T medlcare tax (rrmltrpﬂ.r TS T DY b o)), - . areat . o T e 5 gt | o
6 Fodoral-income-taxwithhold-L soparate-instructions) S g | [
7a Number of qualified employees paid wages after March 31 2010 7a 5‘*;'33‘;%“;},”’;;’;;3@”;“”3”3
7b Exempt wages paid to qualified employees after March 31, 2010 b | exempt wages.
Tc Social security tax exemption (multiply line 7b by 6.2% (.062)) Tc
7d Total taxes before adjustments (lines 3 + Ilne 5+ I|ne 6 — line 7c) . | 7d | |
.‘\ G 08 AdiUsimanigi ™ apoarat famagter B ..al r*‘- - 4\' 8 B e e R
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Line 7a—Number of qualified employees paid wages after March 31, 2010

On this line, report the number of employees who meet both of these requirements:

the HIRE Act.

after March 31, 2010.

You have designated the employee in QuickBooks as a qualified employee for

The employee had at least one paycheck with HIRE Act exempt wages dated

Line 7b—Exempt wages paid to qualified employees after March 31, 2010

On this line, report the total amount of HIRE Act exempt wages/tips paid to all the

employees counted on line 7a.
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Line 13c—Number of qualified employees paid exempt wages March 19-31

On this line, report the number of employees who meet both of these requirements:

e You have designated the employee in QuickBooks as a qualified employee for
the HIRE Act.

e The employee had at least one paycheck with HIRE Act exempt wages dated
between March 19, 2010, and March 31, 2010.

Line 13d— Exempt wages paid to qualified employees March 19—-31

On this line, report the total amount of HIRE Act exempt wages/tips paid between
March 19 and March 31, 2010, to all the employees counted on line 13c.
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Appendix G—Worksheet for collecting Form 943 information
We recommend that you print this worksheet and use it as you complete the steps

described on pages 29 through 38 to record the results. You’ll need this information to
complete your Form 943 or the Form 943 interview in QuickBooks.

Company Name:

Filing Year: Date:

Line 7a—Number of qualified employees paid wages after

March 31, 2010 (From step 8 on page 35)

Line 7b— Exempt wages paid to qualified employees after

March 31, 2010 (From step 9 on page 35)

Line 13c— Number of qualified employees paid exempt wages
March 19—-31 (From step 8 on page 38)

Line 13d— Exempt wages paid to qualified employees March

19—-31 (From step 9 on page 38)
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Appendix H—Explanation of the new lines on Form 944

Following are explanations for the new lines that have been added to Form 944.

(Instructions for determining the appropriate values for these lines start on page 42.)

Department of the Treasury — Intemal Revenue Service

~m 944 for 2010: Employer's ANNUAL Federal Tax Return

OMB No. 1545-2007

SPS——— N | g I I I

Name (not your trade name)

Trade name (if any)

Number Streat

Suits or room numbar

City State ZIF code

Who Must File Form 944

You must file annual
Form 944 instead of filing
quarterly Forms 941

only if the IRS notified
you in writing.

Read the separate instructions before you complete Form 944. Type or print within the boxes.

e T "ﬂc—"-.'o(dﬁ.l-léiﬂétnw....-..';,9.,5"'8’;}.,;‘,,:]:.‘__ e et TS e - e .S Pllnts
4d Add Column 2 line 4a, Column 2 line 4b, and Column 2 lined4c . . . _ . . _ . 4d | = |
See instructions for definitions of

5a Number of qualified employees paid exempt wages/tips | ‘ qualified employees and exempt
afterMarch31 . . . . . . . . . . . . . .. wagesitios.

5b Exempt wages/tips paid to qualified employees |
afterMarch3i. . . . . . . . . . . . . x .062 = 5¢ ]

5d Total taxes before adjustments (lines 2 + 4d - line 5c=linebd). . . . . . . . . . 5d | = |

Line 5a—Number of qualified employees paid exempt wages/tips after March
31

On this line, report the number of employees who meet both of these requirements:

e You have designated the employee in QuickBooks as a qualified employee for
the HIRE Act.

¢ The employee had at least one paycheck with HIRE Act exempt wages dated
after March 31, 2010.

Line 5b—Exempt wages/tips paid to qualified employees after March 31

On this line, report the total amount of HIRE Act exempt wages/tips paid to all the
employees counted on line 5a.
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11b Number of individuals provided COBRA premium assistance |

11c Number of qualified employees pald exempt wages/tips March 19-31 |

11d Exempt wages/tips paid to qualified employees
March 19-31
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Line 11c—Number of qualified employees paid exempt wages/tips March 19-31

On this line, report the number of employees who meet both of these requirements:

e You have designated the employee in QuickBooks as a qualified employee for
the HIRE Act.

e The employee had at least one paycheck with HIRE Act exempt wages dated
between March 19, 2010, and March 31, 2010.

Line 11d— Exempt wages/tips paid to qualified employees March 19-31

On this line, report the total amount of HIRE Act exempt wages/tips paid between
March 19 and March 31, 2010, to all the employees counted on line 11c.
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Appendix I—Worksheet for collecting Form 944 information
We recommend that you print this worksheet and use it as you complete the steps

described on pages 42 through 51 to record the results. You’ll need this information to
complete your Form 944 or the Form 944 interview in QuickBooks.

Company Name:

Filing Year: Date:

Line 5a—Number of qualified employees paid wages/tips after

March 31 (From step 8 on page 48)

Line 5b— Exempt wages/tips paid to qualified employees after

March 31 (From step 9 on page 48)

Line 11c— Number of qualified employees paid exempt
wages/tips March 19—31 (From step 8 on page 51)

Line 11d— Exempt wages/tips paid to qualified employees

March 19—-31 (From step 9 on page 51)
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Appendix J—Rehiring employees

QuickBooks supports an employee having only one HIRE Act qualification status
(qualified or not qualified) during the 2010 calendar year. QuickBooks does not support
situations in which you hire, terminate, and rehire an employee during the 2010
calendar year if the employee’s qualification status changes between one period of
employment and the next.

To help you understand QuickBooks behavior if you change the qualification status of an
employee within the 2010 calendar year, this appendix describes some possible rehiring
scenarios.

Scenario 1

You rehire an employee who previously worked for you earlier in 2010. During the
previous period of employment, he or she was not qualified for the HIRE Act exemption,
but for this new term of employment, the employee is qualified for the exemption. You
set the HIRE Act exemption flag for the rehired employee to “Qualified” in Payroll Setup.

Impact on Social Security Company tax (Basic, Standard, Enhanced, and Assisted
Payroll): From the time the flag is set to “Qualified,” all paychecks created for
this employee with a paycheck date from 4/1/2010 through 12/31/2010 will
calculate Social Security Company tax as zero.

Impact on 941 tax form in QuickBooks (Standard and Enhanced Payroll):
QuickBooks 2009 (R12 or later), QuickBooks 2010 (R7 or later), and QuickBooks
2011 will include all the wages paid during the filing period (beginning with 2"
quarter 2010) for this employee when it prefills line 6¢ on the form interview. If
the employee’s status changed during the filing period, this amount will be
incorrect by the amount of wages that were earned while the employee was not
qualified.

Impact on Form W-2 in QuickBooks (Standard and Enhanced Payroll): QuickBooks
2009 (R12 or later), QuickBooks 2010 (R7 or later), and QuickBooks 2011 will
include all the wages paid from 3/19/2010 through 12/31/2010 for this employee
when it prefills box 12 with code CC. If the employee’s status changed during the
year, this amount will be incorrect by the amount of wages that were earned
while the employee was not qualified.

Impact on HIRE Act Guide instructions (Basic, Standard, and Enhanced Payroll):
You may use the instructions in this guide as a guideline for preparing the
information for completing your tax forms. You will need to create separate
reports for your employees whose status did not change during the filing period
and those whose status did change. You will also need to adjust date ranges for
the reports as appropriate to your situation in order to determine the correct
amount of HIRE Act exempt wages to report.

Scenario 2

You have the same situation described in Scenario 1; that is, you rehire an employee
who previously worked for you earlier in 2010. During the previous period of
employment, he or she was not qualified for the HIRE Act exemption, but for this new
term of employment, the employee is qualified for the exemption. However, in this case
you decide to leave the HIRE Act exemption flag for the rehired employee set to “Not
qualified” in Payroll Setup.

Impact on Social Security Company tax (Basic, Standard, Enhanced, and Assisted
Payroll): Paychecks created for this employee will continue to calculate Social
Security Company tax at 6.2% up to the annual wage base, resulting in an
overstatement of your tax liability.
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If you attempt to adjust your tax liabilities to reverse this overstatement,
QuickBooks will self-adjust the next time you create a paycheck for this employee
(since QuickBooks uses an annual calculation method for calculating taxes),
essentially undoing your attempt to adjust your tax liabilities.

Impact on 941 tax form in QuickBooks (Standard and Enhanced Payroll):
QuickBooks 2009 (R12 or later), QuickBooks 2010 (R7 or later), and QuickBooks
2011 will not include any wages paid during the filing period (beginning with
2" quarter 2010) for this employee when it prefills line 6¢ on the form interview.
You must determine the appropriate amount of HIRE Act exempt wages for this
employee and add them to the total amount that QuickBooks provides.

Impact on Form W-2 in QuickBooks (Standard and Enhanced Payroll): QuickBooks
2009 (R12 or later), QuickBooks 2010 (R7 or later), and QuickBooks 2011 will
not prefill any wages paid from 3/19/2010 through 12/31/2010 for this
employee in box 12 with code CC. You will need to calculate and manually enter
this employee’s HIRE Act exempt wages on his or her W-2.

Impact on tax forms filed for Assisted Payroll users: The Assisted Payroll service
will not count this employee or include any wages paid during the filing period
for this employee when it prepares the HIRE Act exempt lines on the tax forms
that it files on behalf of Assisted Payroll users.

Impact on HIRE Act Guide instructions (Basic, Standard, and Enhanced Payroll):
You may use the instructions in this guide as a guideline for preparing the
information for completing your tax forms. You will need to create separate
reports for your employees whose status did not change during the filing period
and those whose status did change. You will also need to adjust date ranges for
the reports as appropriate to your situation in order to determine the correct
amount of HIRE Act exempt wages to report.

Scenario 3

You rehire an employee who previously worked for you earlier in 2010. During the
previous period of employment, he or she was qualified for the HIRE Act exemption and
the HIRE Act exemption flag was set to “Qualified” in Payroll Setup. For this new term of
employment, the employee is not qualified for the exemption. You decide to change the
HIRE Act exemption flag for the rehired employee to “Not qualified” in Payroll Setup.

Impact on Social Security Company tax (Basic, Standard, Enhanced, and Assisted
Payroll): Once you change the flag to “Not qualified” and begin creating
paychecks for the employee, the QuickBooks self-adjusting tax calculation
feature, which adjusts the year-to-date amounts for flat-rate payroll taxes,
adjusts the Social Security Company tax, attempting to catch up all the tax that
was previously exempted when the employee was designated as “Qualified.”

If you attempt to adjust your tax liabilities to reverse this overstatement,
QuickBooks will continue to self-adjust each time you create a paycheck for this
employee, essentially increasing the Social Security Company tax deduction and
undoing your attempt to adjust your tax liabilities.

Impact on 941 tax form in QuickBooks (Standard and Enhanced Payroll):
QuickBooks 2009 (R12 or later), QuickBooks 2010 (R7 or later), and QuickBooks
2011 will not include any wages paid during the filing period for this employee
when it prefills line 6¢c on the form interview. You must determine the appropriate
amount of HIRE Act exempt wages for this employee and add that amount to the
total amount that QuickBooks provides.

Impact on Form W-2 in QuickBooks (Standard and Enhanced Payroll): QuickBooks
2009 (R12 or later), QuickBooks 2010 (R7 or later), and QuickBooks 2011 will
not prefill any wages paid from 3/19/2010 through 12/31/2010 for this
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employee in box 12 with code CC. You will need to calculate and manually enter
this employee’s HIRE Act exempt wages on his or her W-2.

Impact on HIRE Act Guide instructions (Basic, Standard, and Enhanced Payroll):
You may use the instructions in this guide as a guideline for preparing the
information for completing your tax forms. You will need to create separate
reports for your employees whose status did not change during the filing period
and those whose status did change. You will also need to adjust date ranges for
the reports as appropriate to your situation in order to determine the correct
amount of HIRE Act exempt wages to report.

Scenario 4

You have the same situation described in Scenario 3; that is, you rehire an employee
who previously worked for you earlier in 2010. During the previous period of
employment, he or she was qualified for the HIRE Act exemption and the HIRE Act
exemption flag was set to “Qualified” in Payroll Setup. For this new term of employment,
the employee is not qualified for the exemption. However, in this case you decide to
leave the HIRE Act exemption flag for the rehired employee set to “Qualified” in Payroll
Setup.

Impact on Social Security Company tax (Basic, Standard, Enhanced, and Assisted
Payroll): From the time the flag is set to “Qualified,” all paychecks created for
this employee with a paycheck date from 4/1/2010 through 12/31/2010 will
calculate the Social Security Company tax as zero.

Impact on 941 tax form in QuickBooks (Standard and Enhanced Payroll):
QuickBooks 2009 (R12 or later), QuickBooks 2010 (R7 or later), and QuickBooks
2011 will include all wages paid during the filing period (beginning with 2"
quarter 2010) for this employee when it prefills line 6¢ on the form interview. If
the employee’s status changed during the filing period, this amount will be
incorrect by the amount of wages earned while the employee was not qualified.

Impact on Form W-2 in QuickBooks (Standard and Enhanced Payroll): QuickBooks
2009 (R12 or later), QuickBooks 2010 (R7 or later), and QuickBooks 2011 will
include all the wages paid from 3/19/2010 through 12/31/2010 for this employee
when it prefills box 12 with code CC. If the employee’s status changed during the
year, this amount will be incorrect by the amount of wages that were earned
while the employee was not qualified.

Impact on HIRE Act Guide instructions (Basic, Standard, and Enhanced Payroll):
You may use the instructions in this guide as a guideline for preparing the
information for completing your tax forms. You will need to create separate
reports for your employees whose status did not change during the filing period
and those whose status did change. You will also need to adjust date ranges for
the reports as appropriate to your situation in order to determine the correct
amount of HIRE Act exempt wages to report.
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9/15/2010
9/17/2010
10/6/2010

12/16/2010

12/23/2010
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Revision Details

Original document

Improved IRS web site links (p. 1); clarified that adjustment amounts
should be entered as negative numbers (p. 9).

Made a number of small wording changes to clarify various steps;
added example to FAQ on what happens in QuickBooks after an
employee is designated as a qualified employee (p. 12)

Added information for completing Form 941 starting with your 2™
quarter 2010 filing. Includes reports you can create in QuickBooks to
provide the new information the IRS requires.

Added new FAQs and new Appendix C for Simple Start users.
Added section on recording refunds of 1%' quarter HIRE Act credit.
Updated text for completing Form 941 for 3™ quarter 2010 filing.

Updated text to include recommendation to update to the newest
release of QuickBooks 2009 (R12), in which QuickBooks automatically
supplies certain information to the Form 941 interview that previously
had to be manually entered.

Added new sections for completing Form 943, Form 944, and Form
W-2; updated text for completing Form 941 for 4™ quarter 2010
filing; updated section on recording refunds to cover refunds from
filing Form 943 or 944; added new FAQ on qualified employee status
in 2011.

Clarified date requirements for entering refund deposits.

Added Appendix J describing issues with rehired employees whose
qualification status changes.
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