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for Non-Payroll Service Plan Subscribers

The Word-formatted Payroll voucher template is designed for counties who are not participating in a
QuickBooks Payroll Service Plan. The Payroll voucher is located under the Payroll tab under QuickBooks
Payroll Procedures.

Copy and Paste the template to your computer. Additional supporting document at this location:
Preparing Payroll Manually for Non-Payroll Subscribers.

Employee’s Social Security tax rate is 6.2%. The Employer’s Social Security tax rate is 6.2%

The voucher will calculate..
e social security and medicare taxes for employee and employer.
e the taxable wages and social security/medicare wages based on pre-tax employee deductions.
e Missouri Unemployment tax based on the tax rate entered on the payroll voucher. The tax rate
may change beginning January 1 of each year.

The voucher will not calculate..

o federal and state income taxes. The Bookkeeper refers to the Federal and Missouri tax withholding
tables to determine the income taxes. Refer to section, Tax Tables, at the end of this document.

e retirement, medical, or other benefits for employee deductions or employer contributions. The
Bookkeeper enters the appropriate amounts in the Payroll Voucher and the QuickBooks Paycheck
screen.

Prepare the Payroll Voucher
Enter the following information on the payroll voucher.

¢ Employee name, pay period, marital status, and number of exemptions.
+ Hours and hourly rate. If this is a fixed monthly salary, then enter 1 for the number of hours
and the monthly salary in the rate field.
+ Allocate Salary and Employer-paid Expenses, when appropriate.

o If the salary and employer expenses will be posted to one class, enter data under the Total
column.

o If the salary and employer expenses will be split between 2 or 3 classes, enter the
percentage (in decimal format) and the class humbers in one or more of the right 3
columns. Enter data under the Total column. The data will be calculated in the Percent
columns based on the percentage rate(s) entered.

- i . : 2 County Extension Council Use Tab Key to navigate & calculate.
[To Save — Office button, Save As, Word 97-2003 Documant PAYROLL VOUCHER _

Emplovesliamsa

Pay Pariod: | to | Narital Status: | | MNo. of Examptions: |

Salary Calenlations for Pay Period:
44— Rate per hour 50.00 4—Total Wages
Mote: If Salaried employee, Enter 1 for total Class Code Class Class Class
Hours; Monthly ealary for Rate per hour. (100%) Code Code Code
Enter Percent as decimal, i.e. .50 0r .25 Total Percent 0.00 Percent (.00 Parcent .00

¢ Missouri Unemployment rate for your county, if any. Enter the decimal rate, not the percentage
rate. For example, if the percentage rate is .45%, enter .0045.
If council does not pay unemployment tax, then skip this field.
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Determine the year-to-date salary limit by reviewing the year-to-date salary column in the
QuickBooks Employee Paycheck screen. When employee reaches the limit, do not enter the state
unemployment tax rate.

06 TOTAL WAGES £0.00 $0.00 £0.00 $0.00
07 TAXAELE WAGES: (Fad Stata Local $0.00 $0.00 $0.00 $0.00
(06-24-23-26-27)
08 SOCIAL SEC, & MEDICARE WAGES: £0.00 50,00 50.00 £0.00
(06-24-23-26+16) p—
: [ . . € MO U 3 L decimal. (i.e. .03 for 3%
SocilSecurity Tuw | 0620 () Y Uspmplopmont. pepasgocimgl, o SRR IN L,
- S
Medicare Tax: 0145

¢ Enter Employer-paid Benefits. Pre-tax Medical, Dental, and Vision amounts may be
lumped under line 12, Employer MCHCP Medical share, or separated in Lines 12, 13, and 14.
Note: New employer expense accounts may be required. See procedure, Employer Payroll
Items, to learn how to create new payroll items and expense accounts.

LIMPIOYET IAyroll Losts Line 16, Extension Stipend-Taxable.

$0.00 Employer reimburses employee for all or
partial private insurance premium.

02 Emplover Soc. Sec. Share (2820}

10 Emplover Medicare Share (2823 .00 .
mplover Medicare Share (2327) 50 Employee & employer pay social

11 Emplover Medical (Cafeteria) Share (2830) secu rity/medicare taxes. The amount

12 Emplover MCHCP Medical Share (2833) entered in this field will be added to the

13 Emplover Dental share (2880) Social Security/Medicare Wages.

14 Employer Vizwon share (2¥xx)

15 Employer Fetirement Share (2860) Line 17, Employer Mo Unemp|oyment

16 Employer Extension Stipend (2¥33) taxable tax is a calculated field. The Social

17 Emplover MO Unemployment (2870) $0.00 Security/Medicare Wages will be
multiplied by the Mo. unemployment rate

TOTAL EMPLOYER PAYOLL COSTS $0.00 entered in the above section.

o Enter Employee deductions for Pre-tax deductions (medical, dental, vision, and retirement)
and all other employee deductions. Pre-Tax Medical, Dental, and Vision amounts may be
lumped under line 24, Employee MCHCP Pre-Tax Medical, or separated in lines 24, 25, and 26.

Do not enter Federal, State or Local taxes at this time. Wait until all employee
deductions have been entered. Then read the next step.
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M T LT E iﬁi]l;:l\:‘ml;m ﬁ%ﬁmmmw

1§ Federal Tax Withhald (9010)  Line7 $0.00 50.00 50.00
19 Emploves Soc. Sec. Withholding (9020) Ll n Ll Ll
20 Employes Medicar Withholding (9025) Ll n Ll Ll
21 State Tax (Withhald) (9030)  Line7 n Ll Ll
22 Local Tax (Withheld) (9040)  Line7 n i L
23 Employes Medical Not PreTax (3050 L L L
24 Employes MCHCP PreTax Medical (9055) - L e
25 Emploves PreTaxDental (2060) $0.00 §0.00 £0.00
26 Emploves Prelax Vision (YU 30.00 50.00 50.00
27 Employes Retirement PreTax (9070) 457 $0.00 $0.00 50.00
28 Emplovas Hatire Uthar Withhold{9U/1) F0.o0 000 LRI
29 Emloyas Unitsd Way Witholdine (9080) L L L
30 Emploves Other Bensfit Wtk1d (9090-5099) £0.00 $0.00 $0.00
TOTAL EMPLOYEE WITHHOLDING — NETPAY —s — CHECK AMOUNT

Look Up and Enter Federal, State, Local Taxes

e Look at the Taxable Wages on line 7. Use this salary amount to look up the federal,
state, and local (if any) income withholding taxes. The tax tables are grouped by pay
period frequency (weekly, bi-weekly, semi-monthly, monthly), Marital Status, and number
of exemptions. The tax table web links are on the payroll voucher and at the end
of this document. On the payroll template, press Ctrl + Click on the appropriate federal
or state web link to go to the tax tables.

e Save the tax table web links to My Favorites.

e Enter the federal, state, and local (if any) tax amounts on the template.

¢ Total Employee Withholding and Net Pay amounts will update.

Earned Income Credit

What is the Federal Earned Income Credit (EIC)?

The Earned Income Credit (EIC), also known as the Earned Income Tax Credit (EITC), is an
important anti-poverty and work incentive program that is run by the federal government. The EIC
is targeted to individuals and especially families who earn low to moderate wages. If a worker
qualifies, the EIC will lower or eliminate any taxes owed. If a worker is not obligated to pay any
taxes or if the credit is larger than any taxes owed, the worker will receive a cash payment
("refund") from the Internal Revenue Service (IRS) after filing a tax return. In such instances, the
government is providing low-income workers additional money beyond what they get paid at their
jobs to encourage work and to reduce poverty.

Approximately 15 States and the District of Columbia have their own versions of this program
available to workers who live in the state and who receive the federal EIC. Workers who qualify for
and receive the federal EIC are often able to claim an additional smaller state EIC tax credit on
their state income tax return.

For more information about earned income credit, go to
http://www.taxcreditresources.org/pages.cfm?contentID=34&pagelD=12&Subpages=yes

Adjustments for earned income credit must be performed manually.

Earned Income Credit Manual Calenlation Revised Pay :i Manual Calenlation e Check Amount
(Line9+10+18+19+20) Required {After Earned Required {Afrer Earned Incoms
0AEIC Usethis only if smployee has Income Credit Adf ) Credit.d diustment)
submitteda W-5. § 1

¢ In the Prepared by field, type the name of the person who prepared the payroll voucher.
e Enter the Date.

Payroll Voucher Instructions April 11, 2014 3


http://www.taxcreditresources.org/pages.cfm?contentID=34&pageID=12&Subpages=yes

Praparad bv | Entsr Bookleepars Nama Approved by Signaturs Eaguirad Data:

Review the Payroll voucher
e Proofread your data. Did you enter all amounts correctly?

e Print the Payroll Voucher.
e Ask your County Program Director to review the payroll data. The voucher must be signed

by the County Program Director before data is entered into QuickBooks.
e Enter the payroll data in the QuickBooks Pay Employees screen. See procedure, Prepare
Employee Paychecks for Non-Payroll Subscribers, located under Payroll tab under the

QuickBooks Procedures by Topic.

A sample Payroll Voucher is on the next page.
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Sample Payroll Voucher

- County Extenzion Conncil Usa Tab Koy fo & calculate.

To Save — Fils, Save As PAYROLL VOUCHER Koy o navigats

Employen Nama:

Pay Paciod: | o | Mlarital Btatus: | | Ho. of Examptices |

Salary Calcolations for Pay Pariad:
& Fatz per bear ) £ Total Wages

Maote: I Bstarisd smpioyes, Ender 1 for totsl Claz Code Claz: Clazz Clazz

Houre; Manthly salary for Rats par hour. {10088 Code Code Code

Entter Percent &a decimal, |.e. 50 or 25 Teotal Percent 000 Percent LR Percent L]

S TOTAL WAGES 0000 £0.00 000 30,00

07 TAXABLE WAGES: (Fed, State, Locl) S0 £0.00 E0.00 20,00

(D6-24-25-26-27-30+16)
03 SOCTAL SEC. & MEDICARE WAGES: 00 E0.00 £0.00 50,00
(D6-14-25-15+1 )

Empisscr Tmplas 08620 A mmpe e, RO e gL W VST e

Mdedicare Teox: D143

ELALUPPUY L LHY L BEL WL

5 Emrlovar 3oz, Sec. 3h (282 2000 £0.00 E0.00 30,00

10 Emglopar Medicars 5 [2ELS) SO0 E0.00 E0.00 300D

11 Enerliovar Madical (Cafuteris) Shars (1830 - . —

12 Employar MTHCP Medical Bkarg (1335) - S ]

13 Employar Dumial shars [1850] .00 E0.00 3000

1% CINpeCTAr WISH0M LAl | 3] .00 30,00 3000

15 Emgloyar Fatramest Share (2860 L L BN

10 DMPOOTET CNTEOEI0N STpEnn 2305 | TATAnG: pLLAL] UL FLAW

17 Employar MO Unamplovesant (2E70) 00 £0.00 £0.00 5000

TOTAL EMPLOYER PAYOLL COSTS Sk

EILRRUY B LPELL L LIAES Federal Tax Withbolding Tables A irs. 15.

AL i Tax Wethholding Takler Tretr Uiny nan gonsTnrinagg fmeithhal A7

13 Federal Tax Withheld (50107  Line 7 £0.00 Lo -0

15 Empioyes Soc. Sec Withholding (2020) L] HEN S S

20 Exmpioyss Madicus Wikbalding (5023 000 %0.00 50,00 3000

21 Stats Tax (Withhald) (930}  Line7 50.00 50.00 50.00

21 Local Tax (Witkhald) (5040)  Line? HEN NN} =

33 Emgloves Modical Mot PreTax (9050 i i —

4 Emgloyue MCHCP PreTax Madical (9055) 50.00 50.00 50.00

1% Employes PreTax Duntal (3060 £0.00 £0.00 30,00

L7 CIMEedTeE FTe-LAX VISION |PURK) T0.00 I kg

17 Employes Retirument PreTax (3070) 457 i . —

43 CIMDEOTRR DUETR WSTEAT WIDLLOLE 120 1 1) o] I ]

19 Employes United Wary Withkoldms  (BOED i i —

EE'EEPLOEHDD&WM“W (?:G}EIEI!EI; £0.00 .00 000
[ TOTAL FMPLOYER WITHHOLDING

S0 KETPAY 3 50,00 & CHECK AMT

Earned Income Credit Ailazpal Calculacion Eevized Pay Alrmual Calculasion Checl Amount
(Lins &+ 10+ 18+ 16 +20) Requirsd (e Earned Fequired [Afier Earriad Tnsumm
CSAEIT Uss this oely o exoployss has Tricemia Credit A7) Tt Adficktmednr]
sobmitted 2 W-3, y____ 000 P

Payroll Voucher Instructions April 11, 2014




Tax Tables

The Employer’s Circular E Tax Guide, including Federal Withholding Tax table, is located at
http://www.irs.gov/pub/irs-pdf/p15.pdf

For Missouri Tax Withholding tables and forms, go to
http://dor.mo.gov/tax/business/withhold/forms/2008/

At this location, select the appropriate withholding tax table
and quarterly form for Withholding tax. The quarterly Withholding
Tax form can be typed online and saved to your computer.

For information on preparing 941 forms or W2 forms, review the procedure, Preparing Payroll
Manually Non-Subscribers, located under Payroll tab under QuickBooks Procedures by Topic
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