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QuickBooks tracks sick and vacation pay for each employee and uses this information when you write
a paycheck for the employee. Each employee’s accumulated and used Sick and Vacation hours
should be recorded either manually or in QuickBooks.

Issues:

>

>

>

>

Sick Salary and a Vacation Salary payroll items must be established before entering used
hours for an employee. See section below “Setting up the Sick and Vacation Payroll
Items.”

Year-to-date sick and vacation hours must be entered for each employee as of the last
employee’s paycheck before paying sick and vacation hours on the next paycheck. See secion
“Enter Current Sick and Vacation Hours — First Time.”

The Sick or Vacation Salary payroll item must indicate if employee is paid monthly (yearly
salary) or paid hourly. See section “Setting up the Sick And Vacation Payroll Items.”
The Sick or Vacation Salary payroll item must designated a salary or payroll expense account,
e.g. 2700, 2730. See section “Change Expense Account.”

When an employee uses sick or vacation hours, report the hours used as a separate payroll
item. This method allows QuickBooks to update sick and vacation hours.

Enter Current Sick and Vacation Hours - First Time
Enter the existing sick and vacation balances for each employee.

» Select Employees from the menu bar

» Select Employee Center

‘ Type a help question | Ask * How Do I?I = | C

| Information For:Pyle, Gomer L | oK

> Double-click on the employee’s hame e T ol and Compensalion Info ot resent concel_|
to open the employee’s data file. Payrollinfo | notes__|
» Under Change Tabs, click down arrow Earmings L et |
and Change to Payro” and Tkern Mame Hourly}Annual Rate §c|:f;ndu|e I :Iv I—Employee s
Compensation information. SR TOTE B T T )
j Class IIUEIEI - Cou., ¥

» Click the Sick/Vacation buttO‘n\

— — - =

Sick & Yacation for Pyle, Gomer L

Itermn Namne Amount iy Taxes... |
o sick - Retirement PEESC... 31,60 U.DTA'_\SNVM“D“
= | Hours available as of 07j31/2007 Ize;nn | ] Dental femplovee) 10,40 o0 | 2 |
- | Hours used in 2007 IUDU— Carcel MCHCF Medical wi... -74.30 0.00 Direct Deposit |
= 2 Retirement-Empla. .. 120.00
# | Accrual period I Retirement PEBSC... 1.0% |

Help
IEVBW paycheck ﬂ I Employvee is covered by a gualified pension plan

~ | Hours accrued per paycheck IB:DD <
- | Maximumn number of hours ID:DD

[ Reset hours each new year?

= |v¥ear begins an IJBI‘IUBW T | Day |1
= Begin accruing sick time on Im,’m;‘zun? H

— Wacation

f Hours available as of 07312007 ID:DD

[ Maximurn number of hours IU;UU

. | Reset hours each new year?

‘Year begins on IJanuary ¥ | Day |1
Eeqgin accruing wacation time on Im,’m;lgg? =]
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Additions, Deductions any Contributions

> In the “Hours available as of...” fields for both
Sick and Vacation, enter the current hours as of
the date shown. This date usually represents the
last paycheck date for the employee.

» Enter the amount of hours accrued ( or earned)
by the employee for each paycheck.

1 fees eedlini=007 [o:00 For example, if an employee earns 8 hours per
Accrual period month and is paid a monthly salary, enter 8.
[every paycheck A If an employee earns 8 hours per month and is
Hours accrued per paycheck & 00

paid on a bi-monthly basis, enter 4.

» If an employee’s sick or vacation is reset to zero
at beginning of calendar year, place a v
preceding “Reset Hours each new year.”

» Click OK.
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Setting Up the Sick and Vacation Payroll Items

Originally, the Sick and Vacation payroll items were established as illustrated below.

The Sick and Vacation Salary Payroll Items with type — Yearly Salary — is used for monthly paychecks.
Sick Hourly Rate and Vacation Hourly Rate payroll items are used for employees paid by the hour.

% Payioll ltem List > How Dol?| _1313
& I Itemn Mame Type =

SalaRy - MOMTHLY Tearly Salary e
Sick Salary vearly 5alary

acation Salary Yearly Salary g
SalaRy - HOURLY Horly W age

SalalE Adjustrment - Houlli Fate HourIE Waie

Wacation Howrly Rate Hourly ' age

Dental Witkhaolding D eduction

MCHCP Medical \wWithholding Deduction

Other Benefits Papable D eduction

"Bayroll ltem ¥} Actviies ~ | Repoits ™ | ™ Showal

All four Sick and Vacation payroll items were set up to designate the account, 2800-Payroll Expense.
Using account 2800, the employee’s sick and vacation hours will not appear with the regular salary
expense, 2700 or 2730. Instead, it will appear as a benefit under the generic 2800.
County offices may elect to change the desighated salary account to 2700 or 2730 by editing the
appropriate sick and vacation payroll items. See following procedure, “Change the Expense
Account.” - © ——

dit payroll item [Sick Howly Rate:Sick Howrly Rate

- Expense account

Change the Expense Account

» Select Lists from the menu bar.

» Select Payroll Item List

» Double-click on the appropriate sick or
vacation payroll item.

» Click the Next button

» Under Expense account, click the down
arrow to select the appropriate salary or

Enter the account for tracking thiz expenze.
|2?DD - Pershnl Sery - Salaries & Wag:2730 - DOffice | =

2730 - Office Salaries  Expenze
2800 - Payroll Expenses Expensze
2820 Social Secwrity  Expenze
2825 - Medicare Expenze
2830 - Pre-Tax Medical - Expenze
2835 - MCHCP Medical Expenze
2840 - Group Life Insura Expenze
2850 - wWorkers Compen Expense
2860 - Retirement - PFEE Expense

payroll expense account. 2861 - Other Retirement Expense
. .. 2870 - Uremployment ©r Expense
» Click Finish. 2880 - Dental Insurance Expense _I

2890 - Other Benefite  Expense

. ) 2900 - Mon Payroll Salaries E
Repeat the above procedure for each sick or vacation Brev | F00-Travel - Evpem

payroll item.

Entering Sick or Vacation Hours on a Paycheck

Sick and Vacation hours are tracked by QuickBooks only when the hours used are reported under a
separate Payroll Item, e.g. Sick Hourly Rate, Sick Salary, Vacation Hourly Rate, Vacation Salary, and
included on the employee’s paycheck.

Select Employees from menu bar, Payroll Center.

Select Pay Employees button under

Insert a v’ preceding the employee’s name

Select Open Paycheck Detail button to display the employee’s Preview Paycheck screen.

VYV VYV

If employee’s Salary is Monthly, go to next section, “For Monthly Salary.”
If employee’s Salary is Hourly, go to section “For Hourly Salary.”

For Monthly Salary

In the Preview Paycheck screen

e Be certain the correct pay period is displayed.

e Leave the original salary transaction line as it is.

¢ In the second transaction line, select the appropriate sick or vacation salary payroll item:
Sick Salary (for monthly salary)
Vacation Salary (for monthly salary)

e Enter the sick or vacation hours in the “Hours” column.

Sick and Vacation Salary Page 2 of 4
September 10, 2007



In the Monthly Salary Hours column, enter the total hours less the sick and/or vacation

hours.

e QuickBooks will calculate the sick or vacation salary and recalculate the regular salary on the first
line. The Hours shown for the Regular Monthly Salary are relevant to QB’s calculations. The total
of the two salary amounts should equal the salary paid each month.

e By default, QuickBooks will enter the same Class code for sick or vacation salary. You can
change the class code, if required.

e Review the employee and employer data.

e Save the paycheck.

Note: Sick and Vacation hours can be reported on the same paycheck but on separate transaction lines.

Redford, Robert Pay Period  [07/01/2007 B - [07/31/2007 |
| X O Use Direct Deposit
Earnings
Ikem Mame Rate Hours | Cuskomer:Job Class Sick &vailable -5:00
SALARY - MOMNTHLY 1,050.01  144:00 1000 - County Appropriations | | Vacation Bvail, -5:00
Vacation Salary 55.33 g:00 1000 - County Appropriations  — | Sick Accrued
Sick Salary ﬂ 53,33 8:00 || ﬂ 1000 - County Appropriat... ﬂ Yac, Accrued
\\ J |_ Do not accrue sickfvac
-
Total Hours:  160:00
Other Payroll Tkems Ermploves Surmmary
Ikern Marmne Rate Quankit IN~kem Mame | Arnounk | YTD
Retirenent Comp - Empl... 100.00 A& [SALA 1,050.01 3,383.35 &
1 |vacation Salary 53.33 55,33 |
Sick. Salary 53.33 58,33
Federal withholding 0.00 0.00
ﬂ Soc.3ec, Withholding - Emplo... -72.33 -217.00
| Medicare Withholding - Emplo. .. -18.37 -52.20
+ Company Summary MO - withholding -25.00 -69,00
| VT r— e 1

For Hourly Salary

In the Preview Paycheck screen

e Be certain the correct pay period is displayed.

e Change the Total Hours for the Regular Salary (first Line) to reflect hours - exclusive of (minus)
the sick or vacation hours.

In the second transaction line, select the appropriate sick or vacation salary payroll item:
Sick Hourly Rate (for employee paid by the hour)
Vacation Hourly Rate (for employee paid by the hour).

Enter the sick or vacation hours in the “Hours” column.

QuickBooks will calculate the sick or vacation salary.

The hours for all transaction lines should equal the total hours worked.

The total of the two salary amounts should equal the salary for all Hours.

By default, QuickBooks will enter the same Class code for sick or vacation salary. You can

change the class code, if required.

Enter the employee and employer data.

e Save the paycheck.

Note: Sick and Vacation hours can be reported on the same paycheck but on separate transaction lines.
In the example below, the total hours worked is 80.

E armings
Ibern M arme Rate Hawrs Custamer.Job Clazz ) .

SALARY -HOURLY 7] 62| e400] 1000 - County Appropriations [ -' Sick Avalable [ 2600

Sick Hourly Rate 962 a:0n 1000 - County Appropriations W acation v ail. | 200

Wacation Hourly R ate 962 \8@ 1000 - County Appropriations Sick Accrued 00

Wae, Aocried .00
_I ™ Donat accrue time
Other Payroll Items Emplnymmawdiuﬂed]
Item Mame Rate Quantity |tern Marmne Amount YTD

Retirement PEBSCO Withlholding -20.00 | [SaLary - HOURLY E15.68 7.157.28 |

MCHCP Medical ‘wWithhalding -35.00 Sick Hourly Rate 76.96 7696 __

MCHCF Medical Eenefits-E mploy, 1.53 Wacation Hourly Fate 7696 7E6.96
Retirement PEESCO “Withlhalding -20.00 -120.00
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Report for Sick and Vacation Hours

Create a report for sick and vacation for all employees by selecting from the menu bar:
Reports, Reports Center, Employees & Payroll, Paid Time Off List.
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