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Pay Payroll Taxes and Benefit Liabilities ot peorol Lizbilny Check

Add Interest Assessment Charge
The Payroll Liabilities account tracks taxes and benefits that are deducted from employees' paychecks and held
temporarily until they are paid to the government or a designated bank. Taxes include federal and state income
withholding taxes, local taxes, the employee-paid and employer-paid portion of taxes such as social security and
Medicare. Benefits may include medical, dental, vision, cancer insurance, or retirement.

Important Issues:
v" Payroll Items must be updated or completed before paychecks are created.
(see “Employer Payroll Items)
v" All employee deductions and employer contributions must be entered in the employee data file and the
employee paycheck screen. (See ““Setting Up Employees”)
Employee Paychecks must be created before Payroll Liabilities checks can be created. (See
“Preparing and Printing Employee Paychecks™)

There are several opportunities to make mistakes in the liabilities process, and mistakes are frequently difficult to
correct. Please note the following instructions.

Selecting Payroll Liabilities Ready for Payment
The following procedure is the best approach to selecting the payroll liabilities for payment (Create Custom
Liability Payments). The alternate method of paying payroll liabilities is the Scheduled Payroll Liability
section under the Payroll Center.

e From the Employees Menu, select Payroll Taxes and Liabilities

e Select Create Custom Liability Payments.

® SeleCt the date range for the Type a help question | Ask - HDWDDI?L&IEI
liabilities you are preparing t0 (5 1. oo presa SR Create |
pay, click OK, and the ok s enter expenses{penalies cncel |
following screen will appear. 0050  Checking | | el et Payra Lisbilties Report._|
(It is recommended that the e — _ Help |
. . = = — Show Payroll Liabilities
beg nni ng da.te be Sort By IWI Dates ICustom j From IUI."UUZUW E Through |03l.'31l.’2007 E
01/0 llcu r rent year) J | Payroll Ttem Payable To Balance Amt, To Pa
° TO be p r| nted bOX Shou I d be :qe?:ral Wit;ho:d\ng gan:: 0: Irump Iowers 32;32 ggg =
edicare - Employer ank. of Trump Towers o o0
CheCkEd . Medicare Withholding - Emplo... (Bank of Trump Towers 83.47 0.00
Soc, Sec, - Employer Bank of Trump Towers 396,93 0,00
° M ake S u re th e p ro per ban k Soc.Sec, With:ol;‘;ng - Empla... |Bank of TrumE Towers 356,93 0,00
HH H Delta Dental High {employes)  [Delta Dental High Ex-Cauncil 10,40 0,00
accou nt IS I dentlfl ed ' Retirement-Emsloyer (pJoies) Farest T, Jonesg 120,00 0.00
° (1] Review I |a.b| I Ity Check to MO - Unemployment Company  |Mo Dept of Revenue 245,41 0.00
s MO - Withholding Mo Dept of Revenue 182.00 0.00
enter expenseslpenalty Cl rCIe Retirement PEESCO - Employer |University of Missouri 115,81 0.00
- MCHCP Medical Withhaolding Univversity of Missouri Benefits 274,30 0.00
IS Checked . Retirement PEESCO wWithlhaol...  [University of Missouri Benefits 131.60 0.00 _I
e Ensure that the pay period 2.267.32 o |

dates entered in the Payment -
Date, and Show liabilities from and through fields are correct.
It’s important that the Show liabilities from and through fields are correct. If these are not correct, the
correct liability amounts will not display. If you change the dates in those fields, press Tab key (or click
once anywhere in lower half of screen) after the new dates are entered, and the liability numbers will
refresh.

e Place a checkmark next to the liabilities you are paying at this time.
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http://extension.missouri.edu/acctmanual/Payroll/Employer_Payroll_Items.pdf
http://extension.missouri.edu/acctmanual/Payroll/SetUp_Employees.pdf
http://extension.missouri.edu/acctmanual/Payroll/Prepare_Employee_Paychecks.pdf

Some liabilities checks may require employee withholding & employer expenses included in the check.
(For example, checks to University of Missouri Benefits will frequently need to include both the
liabilities withheld from the employee’s paychecks AND the expenses paid by the council in the form
of health insurance premiums.)

Note: Quarterly Tax or Benefits Liabilities will reflect the cumulated amount due. The Pay period dates

for Show Liabilities from and through fields I -
must include all three months for the Quarter.

* HowDal?| _ |00 x|

ﬁEreviDus I*ﬂaxl E%F'rin; -

Bank Account |DDSD - Checking j Ending Balance 18.417.94

Click Create. A sample check is .. No 446
4 : Date 09/26/2001

displayed > SEE e

Review the check before printing to it e el i Dollars

Colurnbia, MO £5211

determine accuracy.
Click Save & Close, or Save & New,

802 Clark Hall
Address

whichever is appropriate. Quick Books RSP PRR RS REPR P
will generate a Sing|e check for all Payment for payrol iabiies thiough[03/30/2001_ | ™ Tabe printed
- Syt Expenses 0.00 | Payroll Liabilities 286.34
liabilities and/or expenses to the same E— __IGIEE)
Vendor. MCHCF Medical Withholding 186.34 j
Fietirement PEBSCO Wwithlhol 100.00
. . [
Print Payroll Liability Check
Under File’ Select Prlnt Forms, then Clear Splitz Recalculate Save & Cloze Save & Hew | Revert |
- ‘wie'll reqister a unigue domain name for your business for free.

select Print Checks. -

Note: The Payroll liability checks will be added to the list of “regular” checks waiting to be paid.

Add the Annual Interest Assessment Charge to State Unemployment Tax
The annual Interest Assessment Charge may be added to the State Unemployment Tax liability check as
follows. With this procedure, only one check is written to the Mo. Dept of Revenue.

Click the Expenses Tab in the Missouri Dept of Reveneue liability tranaction.

Select 2870-Unemployment Compensation account

Enter the Interest Assessment Charge in Amount field

Complete the Memo field

Select appropriate class code.

This is an employer expense. Expense must have a class code. Liability tax amount is not assigned a
class code.

-« Liability Check - Checking

L] Previous @ﬂext @Prin; - | %{ Find Qh Hiskory

Bank Account |UUSD + Checking j Ending Balance 6,151.61

Mo, 7525
Print &s: Mo, Dept of Revenue Date 06302005 @
heck Total must reflect th

Pay to the Order of Ma Dept of Reverue -| 4+ 123.00 Chec K otal must reflect the
— combined Total of the

One hundred bwenty-three and DOj LOOH # # kb bk kbbb bk b ok bbb bbbk b b b b & Dyl Interest Assessment and the
P.0. Box 999 Tax Liability Amounts.

Jefferson City, MO £5105-0999

Address

Order Checks

14261120

Merno

Payment For payroll liabilities through Ins,’au;zggs E [ Tobe printed

TEH:penses $18.00 IPayroII Liabilities $105.00 ]
Accounk Amount Memo Cuskomer: Job H Class
ses:ZB?D * Unemployment Co ﬂ 15.00 |nnnual Inkerest Assesment Charge = 1000 - County A... * |+
|2800 * Pavroll Expenses: 2870 * Unemployment Compensation| | |
I I
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