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Prepare Employee Paychecks
For Payroll Plan Subscribers

Important Issues - before creating employee paychecks
v" Employee Time Sheet is required.
v" Payroll Items must be updated or completed before paychecks are created.
(see “Employer Payroll Items”)
All employee deductions and employer contributions must be entered in the employee
data file. See "Set Up New Employees”
v Class code is required for salary and payroll expense transactions.

v

Employee Center

The employee center consolidates all payroll activities, including Create new or edit employee,
Pay Employees, Pay Liabilities, and Process Payroll forms for 941/944 and W2/W3.
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@ Print » @ My Payroll Service 7 LeaW Paying the
- [ramsac — Payroll Liability
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i\;o:crtﬁgi.ckBooks Standard Payrall subscription :m;:loyees How do I pay my emplovees? et un waur pavrall schedule ISI:::::;U:SS are not
) ) Related Payrall Activities = Pay Employees Start Scheduled Payrall, ., | “scheduled
More information "
payments,” you
J J ‘Why are my payments overdue? Canpay the
- May - 2007 + liabilities as you
Su Mo Tu We Th Fr 5a + | Due Date | Status Payment Period Amaun... | did in the earlier
1 &2 3 4 5 . O4f30{07  [Owerdue MG withholding Q1 2007 57,00 & .
6 7 8 1m0 11 12 &, 04430007 |Overdue MO Unemployment Insurance Q12007 7766 QB version.
15 14 15 1s 17 18 19 "i 0430007 [Overdue MCHCP Medical withholding IMar 2007 100.00
0 21z 2% 24 35 76 Pay 05/15/07  |Upcoming Federal 941944 Apr 2007 293.58
Scheduled 06/15/07  |Upcoming Federal 941944 May 2007 475,94 Under Pay
7 =8 23 30 3 Liabilities 06/30/07  |Upcoming MCHCP Medical Withhalding May 2007 100.00
07§31/07  |Upcoming MO Withhalding oz 2007 200 Scheduled
< et oelecied lkems: 0.00 LIabI'ItIIQS, Rel d
.
June - 2007 [ Related Payment Activities | * Learn sboutc-pay viewipay | select Relate
Su Mo Tu We Th Fr %a Payment
1 2 Edit Pavment Due Dates | Methods ACt- "tes
1vIl .
4 5 86 7 8 9 Adjust Payroll Liabilties
011 12 13 14 15 16 _ o e Select Custom
17 18 19 20 21 22 23 Deposit Refund of Liabilities vour payroll Forms., Liability
24 25 26 EF 25 29 30 _d
Payments.
File Tax
Forms
Relaked Form Activities = I $ Learn about fiing options Process Pavroll Forms...
Create Paychecks
1. Select Pay Employees button under Employee Center tab.
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http://extension.missouri.edu/acctmanual/Payroll/Employer_Payroll_Items.pdf
SetUp_Employees.doc

2. Enter Payroll Information screen - review pay period, check date, bank account, and

hours worked.

Pay Period Ending Date and Check Date should be the same date!

This will prevent conflicts with the scheduled liabilities screen!

3. Select Employees to pay.

4. Click Open Paycheck Detail, if necessary. (same paycheck screen as in former QB

version)

SI=1E3

Enter Payroll
Information

Review & Create
Paychecks

Payroll Information

Print 8 Distribute
Paychecks

Adjust hours worked when
appropriate.

Pay Employees

Pay Period Ends |g5lr13lrznn? ||
IDS,I'1312007 =]

Employees Selected ko Pay: 1 Check Date

Bank Account: IDUSU + Checking hd

Bark Account Balance:

2,805,32

Select Open Paycheck Detail
button to see details. (same as in

former version)

Uncheck Al | Open Paycheck Detail. .. | Sart By IEmponee Marne = ShowfHide Columns | Se | eCt CO ntl nue If pa yCh ec k d eta | |
[ ] Emploves SALARY - HOLRLY [ SALARY - MONTHLY | Total Hours is accurate.
Peatl, Minnie L, 150:00 150:00 |
Pyle, Gomer L 162:30 162:30
Redford, Robert
/  Spears, Brittan 7:30 7:30]
=l
Howr do T use this window to enter payrol information? T Cantinue el |
Open Paycheck Detail Screen
N i st ask] 1] ow po 17

Spears, Brittany

Pay Period  [05/14/2007 B - [0e/13/2007 E
- Use Direck Deposit

Earnings - -
| Item Mame Rate Hours | Customer:Job Class Sick Available oo Be n eflts are co p I ed
3 |sALARY - HOURLY -1 12.00| s0:00 = | 1000 - County apprapriat... 7|~ | vacation &vail. o0 from the em p | oyee s

—1 | Sick Accrued 0:0 -
Yac, Accrued 0:0 data ﬁle and are
< I Do nat accrue sickfvar d|Sp|ayed under the
Toral ours: 80:00 - section, Other Payroll
Other Payroll Ikems Employes Summary
Tkem Mamne Rate Quantit Tkem Mame Armount ¥TD Ite ms.

MCHCP Medical withhal. .. 50,001 & |SALARY - HOURLY Q60,00 960,00 |
4 |MCHCP Medical Benefits... — 5000 \h MCHCP Medical Withholding 50,00 50,00 .
- |Retirerment PEESCO - E... — 100,00 Federal Withholding -50.00 -80.00 E m p | oyee Wlth h o) | d | n g
i Soc,Sec, Withholding - Empla... -59,52 -59,52
I | |Medicare tithholding - Empl... 13,92 13,92 and employer
J MO - withhaolding -11.00 -11.00 eX enses are CO |ed to
4 Company SUmmary p p
1 [ ItemHame Amount ¥TD sections, Emp|oyee

MCHCP Medical Benefits-Empl. .. 50.00 50,00 -]

Retirement PEBSCO - Emplayer 100,00 100,00 | Summa ry an d

Soc, Sec, - Employer 59,52 59,52

Medicare - Employer 13,92 13,92 Company Summary'

LI Check Amnount: 745.56
Save B Brevious I Save & Next | Save & Close | Cancel | Help | I™ Enter net/Calculate gr

Benefits Adjustments (Edit Employee Data)
Before creating the next paycheck. employee and employer benefit adjustments should be
made in the Employee’s data file instead of in the Preview Paycheck Screen.

e Select Employees from menu bar, Select Employee Center

Select Employee Tab
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Select Employee Name, Click Edit Employee Button.
Click the down arrow and change to Payroll and Compensation Info.
Make appropriate changes and Save.
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5. Review and Create Paychecks. - summary of payroll data.
Caution - Create Paycheck button creates the paycheck transactions!!

Enter Payroll Review & Create Print & Distribute summa ry Of em ployee
Information Paychecks Paychecks pa y ro I I d ata . YO ua | so h ave
ol inoriton another opportunity to review
Pay Employees Pay Period Ends |05I13."2007 =] Bank Account: IUDSU + Checking - th € payCh ec k d eta I | by
Murmber of Paychecks: 1 Check Date m Bank Account Balance: 2,895.32 E)e |teCt|| I;g ttth € O p en Pa yC h ec k
etall button.
r Paycheck Options
%' Print paychecks from QuickBooks " assign check numbers ko handwritten checks Explain Printing Cptions
First Check Mumber |5417 Printing Preferences W h en yo use | € Ct C reate
Paychecks, you will be
T creating the paycheck
Employee Gross Pa Taxes Deductions Met Pay  Employer Tax Confributions Total Hours Direct Dep, H
Spears Bri&ing 240,00 -20.36 0,00 219.64 u 18,36 0,00 40:00 ? = transaCtlonsl I
Be certain all payroll details
240,00 -20.36 0.00 219.64 18.36 0.00 40;00 re correCt before seIeCtlng
___ the Create Paychecks
< Back. | i Create Paychec Cancel b utton ! !

Paycheck Options
Click Print paychecks from QuickBooks to have QuickBooks print the paychecks.

Click Assign check humbers to handwritten checks if you're writing your paychecks by hand or
sending them to be deposited directly into the employees' account. Note: If you use direct deposit
to pay your employees, you can leave the First Check Number field blank. This field can be used to
enter a text memo (for example, DD or EFT), limited to 11 alphanumeric characters, which will print
out on your employees' pay stubs. See section, "Direct Deposit-Paychecks” for details.

Direct Deposit — Paychecks

In your offices wants to schedule direct deposits of paychecks with the council’s
bank, consult with the bank to determine if they offer this service free or for minimal fee. Do
not select the Direct Deposit feature in the QuickBooks Preview Paycheck screen.

If you wish to utilize the Intuit Direct Deposit feature, review the procedure, Direct
Deposits, section “Intuit (QuickBooks) Payroll Transfer.” The Direct Deposit feature in
Quickbooks Preview Paycheck screen uses the Intuit direct deposit services. Intuit will charge
a per-paycheck fee. Visit the Intuit Direct Deposit web site for latest fee charge.

2. Confirmation and Next Steps

Payroll — Printing Paychecks

Enter Payroll Review & Create Print & Distribute

Information Paychecks Paychecks After selecting the Create Paychecks button, the
5 o b sty ot 1 pehechs Confirmation and Next Steps window displays. You have
b s (e the option of printing the paychecks immediately, or you can
_ select the Close button to print the paychecks later. Go to
iy oo o File, Print Forms, Paychecks to print paychecks later.

Print Pay Stubs Explain

2) Distribute the paychecks bo your employees.

Load checks in printer before selecting Print Paychecks
button!
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http://extension.missouri.edu/acctmanual/Deposits/Direct%20Deposits.pdf
http://extension.missouri.edu/acctmanual/Deposits/Direct%20Deposits.pdf
http://payroll.intuit.com/payroll_services/direct_deposit/index.jsp?cid=ppc_google_payroll&priorityCode=1184706329&sc=SAP-COM-GGL_quickbooks_payroll_direct_deposit_sid_13013952-1184706329

Payroll — Scheduled Payments

Payroll checks and liabilities can be grouped and setup for scheduled payments. If you have
employees that are paid bi-weekly and other employees paid monthly, you can create
scheduled payments for each group. The schedules may be established during the payroll
setup with your regional QB administrator or later in the payroll center.

If you have only one or two employees, the Scheduled Payroll Check feature may not be
beneficial. However, the Schedule Tax/Benefits Payment may be useful for bookkeepers.
8

= print+ [Ef) My Payroll Service  ? Learning Resources »
Schedule Payroll Check _
Employees Transactions Payroll
Payment (optional)
o — GuickBooks now offers payral schedules. You can group employees using schedules and
[ ) U n d e r Pay rol I Ta b ’ (& Subscription Status ﬂ; o be reminded when to pay each group. Show an example
th en un d er Pay éo:crts:‘,cmms Standard Payrol subscription fayv How da 1 pay my employees? Set up your pavral schedule
E m p I oyees More information Related Payroll Activities = | Pay Emplayees I Start Scheduled Payroll...
warning S|
b SeleCt Sta rt J g P i Whiy are my payments overdue
- May - 2007 'ou must first set up a payroll schedule before you can pay vour
Sch ed u Ied Payro II Su Mo Tu We Th Fr ! \  employees using a payrol schedule. e o]
1.2 3 4 Do you want ko set up your payroll schedule now, or pay your 1 2007 S7.00
b Utton L & 7 s[ 91w 11 employees using regular, unscheduled payroll? : U'i‘d";"“;e 3;220357 1%_
13 14 15 16 17 138 .
Apr 2007 293.58
e Select Set Up Now @z oz o ' ‘ vy | s
Set Up Now I Pay Employees | Cancel | olding May 2007 100.00
button . Gz 2007 9200
Tatal Selected Trems: 0.00 ]
M -‘T““Ev; ZUT'J: o s Related Payment Activities » | Learn shout e-pay View(Pay
u Mo Tu We r_Sa ]
1z
3 4 5 6 7 8 9
o 11 12 13 14 15 16
17 18 19 20 21 22 23 Click Process Payroll Forms to prepare your payroll forms,
24 25 2% 27 25 29 30 _ﬂ % Supported Tax Forms
File Tax
Forms
Related Form Activities * ¥ Learn about Fiing optisns Pracess Payrall Forms. ..

=

The information vou provide will be used ka create a pavroll schedule. What is & pavroll schedule?
Yo can set up multiple payroll schedules if you need to, Why do I need mulkiple schedulzs?

Tell us how you'll be processing payroll using QuickBooks 2007: Hiws do I set up & pavrall schedule?
What do you want ko name this payroll schedule? (g.q., “Weekly”, “Biweaskly™, "Monthly”, etc) |Monthly| Sa m p I e Of the q u eStIO ns
I 5 for creating a Payroll
How often will vou pay your employees on this schedule?  |Monthly hd
check Schedule.
what is the pay period end date? I E
‘hat date should appear on pavchecks For this pay period? I E

what day should appear on paychecks for this pay period? I -

The Following is based on the infarmation supplied above:
‘¥ou pay vour employees DD days after the pay period end date in this payroll schedule.

Schedule is
inArkive

oK Cancel
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Schedule Tax/Benefit Payments (This feature may be useful for

bookkeepers)

e Under Payroll Tab, then under Pay Scheduled Liabilities section.

e Select Related Payment Activities.

e Select Edit Payment Due Dates/Methods

plo ayro andard Payro Type a help question

gg Print » % My Payroll Service

Emplovess ] Transactions I Payroll |

(& Subscription Status

Your QuickBooks Standard Payroll subscription
is active,

Mare information

J May - 2007 ﬂ
Su Mo Tu We Th Fr Sa
1 2z 3 4 85

& 7 s[ 9w 11 12

13 14 15 16 17 18 19

20 21 2z 23 24 25 26

27 25 29 30 31
June - 2007

Su Mo Tu We Th Fr 5Sa

3 4 5 & 7 3 9
10 11 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 29 30

QuickBooks
Payroll Setup

-J 1 Tax Payments
+/ 2 Benefit & Other Payments
ESchedule Payments

? Learning Resources v

Hiow do 1 pay my emplovess?

O CuickBooks now offers payroll schedules, ¥ou can group employvees using schedules and
be reminded when to pay each group. Show an example

Set up vour pavroll schedule

Related Payroll Activities =

Pay Employees

Start Scheduled Payroll...

‘wihy are my pavments overdue

+ | DueDate | Status Payment Period Amaun... |
04730007 [Owerdue M0 withhiolding Q1 2007 S57.00 &
lﬁa 04/30/07 | Owverdue MO Unemployment Insurance Q1 2007 F7.66|5
lf; O4130/07  |Overdue MCHCP Medical wWithholding Mar 2007
Pay 0S/15/07  |Upcoming Federal 941)944 Apr 2007
Scheduled 06/15/07  |Upcoming Federal 941944 May 2007
Liabilities 06/30/07  |Upcoming MCHCP Medical \Withhalding May 2007
07131/07  |Upcoming MO Withholding QZ2 2007

Total Selected Ikems:

¥ Learn about e-pay

Adjust Payrall Lisbilities
Deposit Refund of Liabilities

wour payroll Forms,

'_d

Create Custom Liability Payments

File Tax |

Forms
Relaked Form Activities |

% Learn about fiing options

Review your Benefits and Other Payments

Benefitz and Other Payments
(EAF) Employes Assistance Prog.
Delta Dental High

MCHCP Medical Benefits-Emplayer
COther Benefits-Employer
Retirement-Emplayver {Jones)
Retirernent Comp - Employer
Retirerent MOME - Emplaver
Retirement PEBSCO - Employer
Retirement PEBSCO -Employer
Dental (employes)

Health Insurance (taxable)
MCHCFP Medical Withholding
Other Benefits Payable
Retirement Pebsco withholding
Retirement PEESCO Withlholding

Help me decide which payments need schedules

Edit DEDUCTION: MCHCP Medical Withholding

Edit the payment schedule for MCHCP Medical withholding

Frequency

Mo regular payments scheduled
Mo regular payments scheduled
Monthly on the 31st

Mo regular payments scheduled
Mo regular payments scheduled
Mo regular payments schedulad
Mo regular payments schedulad
Mo regular payments schedulad
Mo regular payments schedulad
Mo regular payments scheduled
Mo regular payments scheduled
Monthly on the 31st

Mo regular payments scheduled
Monthly on the 31st

Mo regular payments scheduled

Process Payroll Forms.. .

o Select Tax or Benefits
Payments.

e Select appropriate
payroll item.
(remember also to
schedule for both
employee & employee
contributions.

e Select Edit button

Edit. ..

Paves (Vendor)

Account # EEREEEEEEE]

(The number the paves uses to identify you, Example: 93-99939%%

IMonday j' for the previous week's lisbilities
& Monthly, on the Ij' day of the month For the previous monkh's liabilicies

€ Quarterly, on the I ! j' day of the manth Far the previous quarter's liabilities

 annwally, on

Payment frequency

= Weekly, on

IUniversity of Missouri Benefits

I Januaty

 Tdon't need a regular payment schedule for this item

Prepare Employee Paychecks
November 8, 2011

j |1 j For the previous year's liabilitizs

=l

Explain

Example:

e Select appropriate Payment
Frequency.

e Select “1” day of the month
for the previous month’s
liabilities.
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