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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 information 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:

9 Started working for  you after February 3, 2010, and before January 1, 2011.
91 Is not employed by you to replace another employee, unless the other employee
left voluntarily or for cause.

1 Is not a family member or relative.
i Hassigned IRS FormW -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 qualifi es 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 (200 7 and later)
supports the payroll tax exemption provision of the HIRE Act
What do | need to do in QuickBooks  ?
1. Be sur e doonloadedthe latest Payroll Update (21011 or later  for
designating qualified employees, 21012 or later for the new Form 941 ).
2. Confirm your qualified employees by getting a signed Form W -11 (or similar

affi davit) from each of them.

3. Designate qualified employees in QuickBooks .

4. Make any necessary liability adjustments

5. File your employment tax returns
M Form 941 filers
T Form 943 or 944 filers

Assisted Payroll users can skip this step since the Assisted Payroll service files
your employment  tax returns for you.

Frequently 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 update s (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, you need to have downloaded
the latest payroll tax table updates (21012 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. Fromthe Employees menu in QuickBooks, choose Get Payroll Updates

You are using kax table version! @ [ Payroll Update Info ]

You are using pavroll version: 04121035

You must update before: 062042010 [ Update ]

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

{(#) Download entire payrall update.,

Subscription Murnber: 0005764762
[ Account Info
Subscription Stakus: Ackive
Federal EIM: 00-2859596
2. Check the tax table version you are using. If it is lower than 2101 2, select
Download entire payroll update and click Update

Back to top
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Get signed FormsW -11

Before you can designate an employee as qualified for the HIRE Act exemption , you
must receive an affidavit from the employ ee 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 canuse |IRS FormW -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 asForm W -11 and the employee signsit  under penalties of perjury . (A
Spanish -language version of the IRS Form W-11 is available here .)
You do notsend the Forms W-11tothe IRS or to Intuit Payroll Services , butyou must

keep the se 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 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. (S ee 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.)

To do this  task:

1. Fromthe Employees menu, choose Payroll Setup

Tip: If you are using QuickBooks in multi -user mode, switch to single  -user access
to perform the actions described in this section .
2. On the left panel of the Payroll Setup window, select Employee Setup and then

Employee List

Fayroll Setup

QuickBooks

Payroll Setup Review your Employee list

+/ 1 Introduction
u’ Z Company Setup
+/ 3 Employee Setup

. ) * Employee Social Secunty Summary
= Empleyecile, Dan T. Miler 333-44-5555
4 Taxes Blizabeth N, Mason  565-87-1234
et calatelEavralls Gregg 0. Schnsider  444-55-6665
6 Finishing Up
Add New. .. Edit... Delete | Summary. .. |
Finish Laker |
3. 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 .

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.
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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

Ermplovee Dan T, Miller ﬂ

Enter federal tax information for Dan T. Miller

Filing Status IMarried j Explain
| Allowances 3 Explain

Extra Withholding 0.00 Explain

Monresident Alien Withholding IDoes not apphy j Explain

HIRE &ct Exemption INot a gualified emploves j Explain

wWithholdings and Credits: Mat & gualified employee

Most emplovess' wages are subjQualifizd emplove ost emplovees are not eligible For the

e
Adwance Earned Income Credit, IRCOFTEctly changing the selections Demw will cause your taxes ko be calculated
incorrectly, resulting in penalties; be sure to check with your bax agency or accountant if vou are unsure.

¥ Subject ko Medicare  Explain
¥ subject to Social Security  Explain
¥ subject to Federal Unemplayment

¥ subject 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.

7. Repeat these steps for each qualified employee.

8. 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 e ~ xemption for an
employee, QuickBooks (2008 and later)  verifies that the Hire Date you have en tered 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 asa 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 Sec urity 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 & 6.2% share of Social Security ta Xes, as
well as income taxes.  The employer and employee shar es 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 benefi t for qualified employees. Follow these steps:

1. Fromthe Lists menu, choose Chart of Accounts
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2. Clickthe Account

3. Select Expense for the account type and click

"1 Add New Account: Choose Account Type

drop -down arrow and choose New .

Continue

% Choose one account type and click Continue.

Categorize money your business earns or spends

O Income

O} :

Cr, track the walue of your assets and liabilities

() Fized Asset {major purchases)

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

= Advertising and promation

) Bank = Cffice supplies

- = Insurance
() Loan = Legal fees

. = Charitable contributions
() Credit Card «Rent
O Equikty
[Mare. ..
O Other Account Types <selecks A
Help me choose the right account tvpe, I Conkinue ] ’ Cancel ]
4. Enter Payroll Expenses SS CO HIRE Act inthe Account Name field, and click

Save & Close

" fdd Hew Account

H‘Tr Account Type |Expense

v

X

Account Marne |Payroll Expenses 55 CO HIRE Act

| [ Select from Examples |

[] subaccount of

Optional

Description

Mote |

Taz-Line Mapping | <Unassigned > hd

Howe do I choose the right Ba 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

1 Ifyou paid qualified employees between March 19 and March 31 , 2010, the
IRS specifiesthat you claim the payroll tax exemption for wages paid during this
period whenyou file your2 ™ quarter Form 941 (or Form 943 or Form 944 | for

annual filers ). You donét need to make any | iability adjus:c
this period.

1 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

1 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 payc  heck 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 As sisted Payroll user, be sure you
have sent all outstanding payrolls to the Assisted Payroll service for processing.

2. Fromthe Reports menu, choose Employees & Payroll > Payroll Item Detalil

3. Click the Modify Report button .
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4. Onthe Display

1 Setthe date

tab :

range .

For Basic, Standard, and Enhanced Payroll

current date

For Assisted Payroll

users

: March 19 , 2010,

users : April 1, 2010, to the

to the current date

Click the Total by drop -down arrow, and choose

Modify Report: Payroll Iltem Detail

Employee

X

5. Onthe Filters

1 From the

1 Click the Payroll Item

Display l Filters Header/Footer Fonks & humbers
Repork 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 (@ Ascending order 24
SDah Sortin ; o
ke (O Descerding order 54
“Mum
adj
PO &
Mame
¥ Source Name
Mame Address
H:m: gt:::ié Put a check mark next to each colurmn
; that you want ko appear in the report,
Mame City b ’ Advanced... l [ Revert ]
[e]'¢ l ’ Cancel l [ Help ]
tab:
Filter list, select Payroll Item

drop -down arrow, and select

Social Security Company

Modify Report: Payroll ltem Detail [5__<|

| Display Filters [ HeaderFooker Faonks & Murnbers

Choase Filker Current Filker Choices

Filker Payrall Tem Filter Set to
Marme E-Mail L |Socia| Security Company w | Arccount Al accounts
Mame Acc.Mum.., Date Custam
Online Status [Payrall tem Social Security Company
Paid Stakus
Paid Through
Payment Method —
Payroll Ikem
Paosting Status o,

Remove Selected Filker

Payroll Ikem Filker

Choose the bypes of payroll items or a specific pavroll

item From the drop-down list.

I QK l [ Cancel ] ’ Help ]
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i Fromthe Filter list, select Name .

1 Clickthe Name drop -down arrow, and select Multiple names

Display t Header/Footer Fonts & Mumbers

Choose Filker Current Filker Choices
Filter Marme Filter Setto
Account » |Multiple names. .. v Account &ll accounts
Arnount - — [rake Cuskom
Date —_ [Mame: Mulkiple names... ]
Item Payroll Ikem 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. Fromthe Select Name window , selectthe names of the qualified employee s (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 ltem
Detail report.

Il Payroll Item Detail =1 E3
Madify Repotk... IMemarize. .. | Print. .. | E-mail = | Expott... Hide Header Refresh
Dates |Custom ] From [04/0t/2010 B To [05/14/2010 B8] Total By [Payroll item detal ] Sort By [DeFault ]
1:29 PM Rock Castle Construction
12115113 Payroll tem Detail
April 1 through May 14, 2010
+ Hum < Date +  Source Hame < Payroll kem Type +  Wage Base Amount #
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 Secuw...  Paycheck 1529615 -95 .96
B589 05 452010 Dan T. Miller Social Secu... Paycheck 159615 -35.96
Total Social Security Company 6 584 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. Ifyou have the Assisted Payroll service
1 Save a backup of your company file to your desktop.
1 If you are using QuickBooks in multi -user mode, switch to single  -user access.

1 Whenyou areinsingle -user mode, call 888.712.9702 .Be sureyouare readyto
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 y our 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. Fromthe Employees menu, choose Payroll Taxes and Liabilities > Adjust

Payroll Liabilities
11. Inthe Date field, enter the date of the paycheck you are adjusting.

Tip: Start with the earliest date and make the liability adjustments for all qualified
employees forth at date before proceeding to the next date.

Note: For Basic, Standard, and Enhanced Payroll only & Since adjustments to
prior liabilities can reduce a current liability payment, we recommend that i f
you have not made your April deposit of taxes to the IRS yo u 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 Adjusti -0 5'
i File Edit Wiew Lists Favorites Accounkant Company  Customers Wendors Emplovees Banking Reports  Online Services  ‘Window  Help _|= LI
@ & & & = 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 lﬁ' Employee IDan T. Miller ~ I Class 7
0K |
Taxes and Lisbilities
- Cancel |
Ikemn Mamne Arnounk ‘Wage Base Income Subjeck To Tax Memo
Social Security Company 93,96 ‘\_ 0.00 0.00 [Hire Act exemption ] =] Accourts Affected... |
Be|sure thisamount
iIs a negativ number
~ - - o ama — S :, .
R T L P e Y P
- N

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

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

16. Inthe 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 buttont o 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
__@JFiIe Edit Wiew Lists Favorites Accountant Company  Customers Vendors Employess EBanking Reports  Online Services  Window  Help _|El|£|

@ & & & & B 5] * @

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 [o4jo1/z010 B To [05]14/2010 B Toksl By [Payrollitem detal =] Sort By [Defadl: =]
1:37 PM Rock Castle Construction
S iE R
12nsis Payroll Item Detail
April 1 through May 14, 2010
<+ Hum  « Date + Source Hame  + Payroll kem < Type + Wage Base Amount <
Secial Security Company
E05 040252010 Dan T. Miler Social Secu...  Paycheck 159615 -095 .96
04022010 Dan T. Miller Social Secu...  Lishility Adjust 0.00 95 96
625 0462010 Can T. Miller Social Secu...  Paycheck 1,596.135 -95 .96
» 04n 62010 Dan T. Miller Social Secu...  Liskility Adjust 0.00 9596 |4
E4E 04/30/2010 Dran T. Miller Social Secu... Paycheck 159615 -98.96
04£30/2010 Dan T. Miller Social Secu...  Liakility Adjust 0.00 L
E59 0SM 452010 Dan T. Miler Social Secu...  Paycheck 159615 -95 .96
0aM4/2010 Dan T. Miller Social Secu...  Lishility Adjust 0.00 95 896
Total Social Security Company 6,354 .60 0.00
TOTAL 6,384.60 .00
Back to to
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File employment tax returns & Form 941

The IRS has 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 qu alified employees beginning March 19, 2010 . If you have
overpaid the employer portion of Social Security taxes for the filing perio  d, you can use
the revised form  to requesta refund .

Note: You are only allowed a credit in the 2 " quarter of 2010 for the employer portion
of Social Security tax ~ on wages/tips paidto  qualified employees in the 1 st quarter
between March 19 and March 31, 2010

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

The remainder of this  section explains :

1 Howto create alist of your qualified employees

How to determine the values for lines 12c and 12d (2™ quarter filing only)

1
1 Howto determine (or check) the values for lines 6a, 6b, and 6¢
1

How to complete the Form 941

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 21012
or later payroll tax table  update) . QuickBooks 2010 users should also up date to the
latest release (R7); in th is release, QuickBooks automatically supplies the information

for new lines 6a, 6b, and 6¢ 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.) For more

information, visit us at www.usepayroll.com/prservicediscon
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Identify all of your qualified employees

We recomm

To do this task:

1. Fromthe Reports

end that

2. Click Modify Report

3. OntheDisplaytab, be sure that youbve
Hire Date in the Columns list.

menu, choose Employees & Payroll

you keep a |i st
qualified in QuickBooks. Having such a list simplifies preparation of the reports you need
in order to complete Form 941 each quarter.

put Emplogee e anki mar k

of al

Modify Report: Employee Withholding

Display

Columnns

Eilters Header /Footer Fonts & Mumbers

ONRPR T - T /
Spouse's Mame
Type

Hire Date

—

Date of Last Check

Sort by | Defaule w

() ascendingorder 24

Sortin
() Descending order 54

Put a check mark next to each column

4. On the Filters tab, select
-down and choose
enter the filing quarter end date

click the drop

2010 filing )in

HIRE Act Guide for

the To field.

QuickBooks

Custom . Enter 02/04/2010
(for example, 06/30/2010

| of

> Employee Withholding

Deceased w || that you want to appear in the repart.
I (a4 l [ Cancel ] ’ Help ]
Hire Date  in the Choose Filter column. For the Hire Date,

int he From field;

, for your 2

" quarter
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