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Lesson Objectives
= Togain an overview of payroll in QuickBooks
= Tolearn more about payroll setup
= To set up employee payroll information
= To set up payroll schedules
= To practice writing and printing a payroll check
= Tolearn how QuickBooks tracks your tax liabilities

= To practice paying payroll taxes

Notes
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Setting Up for Payroll

By default, the QuickBooks payroll feature is turned on and it is turned on in the exercise
file. If you want to turn off payroll in your own company file, follow the procedure below.

Toturn payroll off in a company datafile:

1. From the Edit menu, choose Prefer ences, and click Payroll & Employeesin the left
panel.

2. Click the Company Preferences tab and select No payroll.
3. Click OK.

Notes
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Setting Up for Payroll

QuickBooks maintains alist for everything that affects the amount on a payroll check and for
every company expense related to payroll. Thislist is called the Payroll Item list. There are
payroll items for compensation, taxes, other additions and deductions, and employer-paid
expenses. QuickBooks uses payroll items to track individual amounts on a paycheck and
accumulated year-to-date wage and tax amounts for each employee.

Toview the Payroll Item list:

1. From the Employees menu, choose M anage Payroll Items, and then choose
View/Edit Payroll Item List. (You must have payroll turned on to see this choice.)

EEX

Account ID

=, Payroll Item List

Tterm Mame Amount | Annual Limit | Tax Tracking Payable To
Sslary | | |Compensation
vearly Salary Compensation
Yeatly Salary Compensation
Hourly Wage Compensation
Hourly Wage Compensation
Hourly \Wage Compensation
Hourly Wage Compensation
Addition Compensation
Addition Compensation
Deduction MNone

Sick Salary
Yacation Salary
Owvertime Pay
Regular Pay

Sick Hourly
‘racation Hourly
Bionus

Milzage Reimb,
Health Insurance

10,000,00
0.32

-1,200,00 Sergeant Insurance

Advance Earned Inco...
Federal Unemployment
Federal Withholding
Medicare Company

Federal Tax
Federal Tax
Federal Tax
Federal Tax

0.8%

1.45%:

7,000,00

Advance EIC Payment
FUTA

Federal

Comp. Medicare

Great Statewide Bank.
Great Statewide Bank,
Great Statewide Bank.
Great Statewide Bank.

00-7904153
00-7904153
00-7904153
00-7904155

[ Payrall Ikem '” Activities "'” Reports

2. Closethe Payroll Item list.

Notes
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Setting Up for Payroll

Y ou won’t add anew payroll item in this lesson, but if you need to add an item after you’ve
set up payroll in QuickBooks, you can use the following procedure.

To add a payroll item:

1. From the Employees menu, choose M anage Payroll Items, and then choose View/Edit
Payroll Item List.
Click the Payroll 1tem menu button, and then choose New.

Leave EZ Setup selected and click Next.

QuickBooks displays the Add new payroll item window, which steps you through the
payroll item setup process.

Add new payroll item [E|

= Payroll item type

P
i’
:l Select the bype of payrall ikem you wank to create,
%-g (%) Compensation (Hourly Wage, Salatied Wage, Bonuses. .. )}

é ?\‘G?‘ () Insurance Benefits (Health Insurance, Dental Insurance. )

pﬂ" () Retirement Benefits (401K, Simple IRA...)
O () paid Time OFF {Sick Time, Yacation Time)

é?‘ () Other Additions (Reimbursements, Company Conkributions. .. )

() Other Deductions {Garnishments, Union Dues,..)

() Custom Setup fincludes Federal, State and Other Taxes)

Back, l [ Mexk ] Help ] [ Cancel

Select the type of payroll item you want to create. Then, click Next.
Follow the onscreen instructions to create the payroll item.
When you are done, click Finish.

© N o O

Close the Payroll Item list.

Notes
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Setting Up Employee Payroll Information

QuickBooks calculates payroll for each employee on the basis of that employee’s pay rate,
filing marital status, exemptions, and so on. The Employee list stores general information
about each employee, as well as payroll information.

To view information stored in the Employee list:

1. Click Employee Center on theicon bar.
2. Select Dan T. Miller inthelist, and then click Edit Employee.
3. Click the Addressand Contact tab.
4. Click the Additional Info tab.
5. In the Change tabs drop-down list, select Payroll and Compensation Info.
Edit Employee |Z| |E| f'5__<|
Information For: Dan T, Miller
Change tabs: |EHEIE e b
Payroll Info | -_uotes
. what is a payroll schedule?
I Payroll
Itemn Name HourlyfAnnual Rate | schedule Emplayee is
Salary LS00 AL b Ll active
v
Use time data to create paychecks
additions, Deductions and Company Contributions EI
Itenn Marne Anmount Linnit | Order Business
Health Insurance -25,00 -500,00 # Catds
1
b’
[] Employee is covered by a qualified pension plan
6. Click Taxes.
7. Click the State tab to review the state withholdings.
8. Click OK to return to the Edit Employee window.
9. Click OK again to return to the Employee Center.
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Using Employee Defaults to Store Common
|nformation

QuickBooks stores awealth of information about each employee, but it doesn’t require you
to enter the same information over and over. When you have information that applies to most
of your employees, you can enter it into your employee defaults. Then, when you add an
employee, QuickBooks automatically fills in the information stored with the defaults. Y ou

just need to add or change any information that is different for a particular employee.

To view employee defaults:

1. With the Employee Center displayed, choose Change New Employee Default Settings

from the Manage Employee Information menu button.

Employee Defaults E|

Earnings
: payral

Ttem Marme Hourly/Annual Fake schedule

T A ey Freqercy
v I—l Help

Wehat is a pavroll schedule?

[] use time data ko create paychecks

Additions, Deductions and Company Conkributions

Item Marme Arnounk Lirnit | [ Taxes... ]
-

= [ Sickacation. .. ]

[ ] Emplayves is covered by a qualified pension plan

2. Select the Usetime data to create paychecks checkbox to include pay for time entered

using the time tracking feature.

3. Inthe Additions, Deductions and Company Contributions area, click in the ltem Name

column, and then choose Health I nsurance from the drop-down list.
In the Amount column, type 50 and press Tab.

Click Taxes.

Click Cancel to close the Taxes Defaults window.

Click Sick/Vacation.

Click Cancel to closethe Sick & Vacation Defaults window.

Click OK to close the Employee Defaults window.

© 0o N o g A
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Y ou can set up payroll schedules to group employees with the same pay frequency (daily,
semi-monthly, bi-weekly, and monthly). Y ou define how often you pay your employees,
which date their paycheck is due, and which day you run payroll. QuickBooks calculates

Setting Up Payroll Schedules

your upcoming payroll schedule so that you can pay your employees on time.

Using payroll schedulesis aquick and convenient way to pay your employees at each pay
period. You set up the payroll schedule one time, assign the payroll schedule to the
appropriate employees, and QuickBooks cal cul ates the due dates for each upcoming pay

period.

To definea payroll schedule:

1.

N o g b~ w DN

From the Employees menu, choose Add or Edit Pay Schedules.
Click the Payroll Schedule menu button, and then choose New.

Type Monthly in the “What do you want to name this payroll schedule?” field.

Press Tab and select M onthly as the pay frequency.
Press Tab and select 12/31/2015 as the pay period end date.

Press Tab and select 12/31/2015 as the date that should appear on the checks.

Press Tab and choose L ast day of the month from the drop-down menu.

= New Payroll Schedule

The information vou provide will be used to create a payroll schedule, What is a pavroll schedule?
You can set up multiple pavroll schedules if wou need to, Why do I need multiple schedules?

Tell us how you'll be processing payroll using QuickBooks: How do T set up a payroll schedule?

What do wvou want to name this payroll schedule? (e.q., "Weekly”, "Biweekly”, "Monthly™”, etc) |Monthlv

Howe often will wou pay wour employess on this schedule? |Monthly w |

what is the pay period end date? | 12/31/2015

‘What date should appear on pavchecks for this pay period? | 12/31/2015

What day should appear on pavchecks for this pay period? | [EESsEvas =il

The following is based on the information supplied above:
You pay your emplovees on the same day as the pay period end date in this payroll schedule,
The paycheck date for the current month is 12/31§2015 For the pay period ending on 12/31/2015.

[] schedule is inactive QK l [ Cancel
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Setting Up Payroll Schedules

8. Click OK.

9. To define the pay schedule for the employees paid weekly, click the Payroll Schedule
menu button, and then choose New.

10. Type Weekly in the “What do you want to name this payroll schedule?” field.
11. Press Tab and select Weekly as the pay frequency.

12. Press Tab and select 12/22/2015 as the pay period end date.

13. Press Tab and select 12/22/2015 as the date that should appear on the checks.
14. Click OK.

15. Close the Payroll Schedule List.

Now that you’ve set up the pay schedules, you can assign each employee to the
appropriate pay schedule.

Notes
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Setting Up Payroll Schedules

To assign employees to a schedule, choose the payroll schedule on the Payroll Compensation
Info tab of the employee record. (Y ou can aso assign employees during the Payroll Schedule
Setup process, but for this exercise, we’ll use the employee records.)

To assign a pay schedule:

A 0w DN P

O N o O

From the Employees menu, choose Employee Center.
Click the Employeestab if it is not already selected.
Select Dan T. Miller and then click Edit Employee.

In the Edit Employee window, choose Payroll and Compensation I nfo from the Change
tabs drop-down list.

From the Payroll Schedule drop-down list, select M onthly.
Click OK.
Select Elizabeth Mason from the Employee List and click Edit Employee.

In the Edit Employee window, choose Payroll and Compensation I nfo from the Change
tabs drop-down list.

From the Payroll Schedule drop-down list, select Weekly.

Elizabeth Mason is a non-exempt employee and sheis paid weekly. Notice that
QuickBooks changes the Pay Frequency to Weekly.

10. Click OK.
11. Repeat the steps for Gregg Schnieder and assign him to the Weekly pay schedule.

Notes
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Adding a New Employee

To add a new employee:

1. With the Employee Center displayed, click New Employee.

2. On the Personal tab, enter the employee data as shown below.

New Employee

Infarmation For: Michael 1M, Wilkite

Change tabs: |Persona| Irfa

o

First Name i

Lask Mame |Wilhite |

Personal I Address and Contact ” Additional Info Mt
.. o
Legal Mame Emploves is

Eﬂ';tcf:as [Michael M. wikite | EI

S5 flo. [555-55-4321 | Order Busi
Gender |Ma|e = | I E(r:arLésslness
Date of Birth [01/211575|

[

EBX

K

Canicel

inackive

3. Onthe Address and Contact tab, enter the employee data as shown below.

New Employee

Infarmation For: Michael 1M, Wilkite

Change tabs: |Persona| Info hd

Personal || Address and Contact I Additional Info
Home Address
Address 153 West main Street | [ Employes is

| | inackive

ity | Bayshore |
State  [ca v [fp [s43zs |
Phone  [415555-1234 | EI
Celular  [415-555-5678 | Ordecr:frfsiness
alt. Phone | |
Fax | |
E-mail |wilhite@samplename.com| |
Pager | | PIN (Pager) |

Lesson 12: Doing Payroll with QuickBooks
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Adding a New Employee

In the Hire Date field, enter 11/28/2015.

© N o g &

Tab.

In the Change tabs drop-down list, select Employment Info.

9. From the Pay Schedule drop-down list, choose Weekly.

In the Change tabs drop-down list, select Payroll and Compensation Info.
In the Earnings section of the window, click the Item Name column and press Tab.
In the Hour/Annual Rate column for the Regular Pay payroll item, type 15. Then press

MNew Employee

Information for: Michael M. ‘Wilhite

Change tabs: |Payr0|l and Compensation Info

i€

Ilse time data ko create paychecks

Additions, Deductions and Carmpany Contributions

Item Mame Arnount Limit
Health Insurance -50.00 -1,200.00

|

] Emplovee is covered by a qualified pension plan

Payroll Info |
’ What is & payrall schedule?
Earnings Payral :
Ttem MName Hourlyfannual Rate Schedule

.Y
Reqular Pay il Pay Frequency [Weeidy |

Tazes...
Sickfvacation. ..

Direct Depasit

B(=1E3

3 Emploves is

inackive

S

Order Business
Zards

Notes
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Adding a New Employee

10. Click Taxes.

11. From the Filing Status drop-down list, choose Married.
12. Click State.

13. In the Filing Status field, choose Married (two incomes).
14. Click OK.

15. In the Additions, Deductions, and Company Contributions area, type 15 in the Amount
column for Health Insurance and press Tab.

New Employee |:| |§| E|

Informnation for: Michael M. Wwilkite o

Change tabs: |Pa\,.frc:|| and Compensation Info w | Cancel

payroll Info | Mt

’ what is a payroll schedule?
Earnings

ol ety 13)
Tterm Marne Hourly/annual Rate Schedule Weekly b [ Enplayes &
A peacr

Help

[

Use time daka ko create pavchecks

o]

Additions, Deductions and Company Conkribokions

ItETWhNamE Amounk Limit A| Order Business

Health I b -15.00 Im

L=l A= e SickMacation, . Rl
Direct Deposit

|i£

] Employee is covered by a qualified pension plan

16. Click OK.

17. When QuickBooks asks whether you want to set up additional payroll information, click
Leave Asls.

18. Leave the Employee Center open.

Notes
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Running a Payroll Schedule

QuickBooks lets you print payroll checksin abatch based on payroll schedules. Y ou may
want to process the paychecks of salaried employeesin one batch, and do payroll for the
weekly employees as another batch.

Torun a paycheck:

1. Inthe Employee Center, click the Payroll tab.
2. Inthe Pay Employees section, choose the Weekly pay schedule.
3. Click the Start Scheduled Payroll button.

= Enter Payroll Information
Enter Payroll
Information

How do I pay my employvess?

Payroll Information

Payroll Schedule: weekly Pay Period Ends | 1212212015 Bark Account: | Checking ha
222120 Bank Account Balance; 46,423,986

Employees Selected to Pay: 3 Check Date

Uncheck Al ] ’ Cpen Pavcheck Detail, .. Sork By |Employee Name w | ShowHide Columns

J  Employee Reqular Pay Creertime Pay Sick Hourly Yacation Hourly | Total Hours |
J  Elizabeth N, Mason 40:00 40:00 | ~

o Greaq 0. Schneider =
o Michael M. Wihie

Howe do T use this window ko enter pavrall informakion? I TamiiE l ’ ] ]

4. Click in the Regular Pay column for Gregg O. Schneider’s name and enter 40.
5. Click in the Regular Pay column for Michael M. Wilhite’s name and enter 25.
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Running a Payroll Schedule

6. Click Continue.

= Review and Create Paychecks

Review & Create
Paychecks

How do I pay my employees?

Payrall InFarmation

Payroll Schedule: Weekly Pay Period Ends I:I Bark account: | Checking v
Mumber of Paychecks: 3 Check Date l:l Bank Account Balance: 46,423,958
Paycheck Options
(%) Print paychecks from QuickBooks () Assign check numbers to handwritten checks Explain Prinking Cptions
First Check Mumber Printing Preferences

[ Cpen Pavcheck Detail. .. ]

Emplovee Gross Pa Taxes Deductions et P Employer Tawx Contributions Tokal Hours Direct Dep, |
Elizabeth M. Mason 590.00 -270.93 0.00 319.07 45.13 0.00 40:00
Greqq O, Schneider 690,00 -257.63 -12.50 419,87 52,78 0.00 40:00
Michael M, Wilhite F75.00 -45.28 -15.00 314,72 51.38 0.00 25:00

1,655.00 -573.584 -27.50 1,053.66 149.29 0.00 105:00 i |

| Create Paychecks | [ Cancel ]

7. Inthe Employee column, click Michael M. Wilhite. (Be sureto click the underlined link

for the employee name.)

QuickBooks fillsin the Employee Summary area of the Review or Change Paycheck

window, showing the gross regular pay and all of the deductions from Michael’s

paycheck. The net amount of the check appears at the bottom.

Click Save & Closeto return to the Review and Create Paychecks window.

Click Create Paychecks.

QuickBooks writes a payroll check for each employee in the weekly payroll schedule for

the correct net amount, showing the deductions in the voucher area.

QuickBooks confirms that you have created the paychecks. Y ou can then choose to print

the paychecks.

10. You don’t want to print the paychecks now, so click Close.
11. Close the Payroll Center

Notes
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Viewing the Paycheck

QuickBooks records payroll checksin your QuickBooks checking account register. Y ou can
see the check by going to the register.

To view the paycheck from theregister:

1. From the Lists menu, choose Chart of Accounts.
2. Double-click Checking.
3. Select the paycheck transaction for Michael M. Wilhite, and click Edit Transaction.

& Paycheck - Checking |Z||E|rg|
@ previous [ Mext &G Print + | Ty Find | (] Atkach

Bank Accounk | el w | Ending Balance 45,370,352

Mo, Ta Prink

Date 12/22/2015 .

Pay to the Order of Michael 1M, Wilhite hd £ 314.72

Threehundredfﬂurteenand?alﬂﬂ*******************************Dl:l||ars

Michael M. Wilkite
153 YWest main Skreet
fddress | Bavshore, CA 94326

To be printed
Paycheck Summary [] E =

Earnings Pay Period  12/16/2015 - 12{22/2015
Additions Hours Waorked  25:00
Taxes

Deductions

Pavcheck Detall...

[ Save & Close ][ Revert ]

4. Click Save & Closeto close the Paycheck — Checking window.
5. Closethe checking account register, but leave the chart of accounts open.

Notes
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Printing Paycheck Stubs

Y ou can print paychecks as you would any QuickBooks check. If you use voucher checks,
QuickBooks prints the payroll item detail in the voucher area. If you don’t use voucher
checks, you can print a paystub to give to your employees.

To print a paycheck:

1. From the File menu, choose Print Forms, and then choose Paychecks.
2. Inthe First Check Number field, type 301.

Select Paychecks to Print

Bark Account | Checking “ | First Check Number | 301

Select Paychecks to print, then click Ok,
There are 3 Pavchecks ko print for $1,053,66.

4 | Date Emploves Arnount [ 0K
[ 1212212015 Elizabeth M. Mason 319.07]
+ [12f2z212015 Gregg 2. Schneider 419,87 [ Cancel
o 1212212015 Michael 1M, wilhite 314,72
[ Help
[ Select all
[ Select Mone
Shiw! (%) goth () paychecks () Direct Deposit [ Freferances

Company Message ko be printed on all pavstubs:

3. Make surethere’s a checkmark next to all the employee names, and then click OK.
4. Click Print.

Notes
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Tracking Your Tax Liabilities

As an employer, you need to track both payroll expenses and payroll liabilities. These are the
company payroll expenses you need to track:
= Employees’ gross pay
=  Employer payroll taxes, such as contributions to social security (FICA), Medicare,
federal and state unemployment insurance, and state disability insurance

To display the payroll expenses QuickReport:

In the Chart of Accounts window, select the Payroll Expenses account.
From the Reports menu button, choose QuickReport: Payroll Expenses.

From the Dates drop-down menu, choose This M onth.

S=1E3

Il Account QuickReport

Dates | EXN | From 120172015 [E] Ta [12/31/2015 [E] Sort By
[L12Em Rock Castle Construction
121518 Account QuickReport
Accrual Basis December 2015
% Type £ Date < Hum -+ Hame < Memo £ Split < Amount £
Paycheck 1202202015 Gregg O Schneider Checking g0.oa L
Paycheck 1272202015 Gregg 0. Schneider Checking g0.oa
Paycheck 120222015 Michzel M. Wilhite Checking 37500
Paycheck 1272202015 ichael M. Wilhite Checking g0.oa
Paycheck 1272202015 lichael M. Wilhite Checking 2325
Paycheck 120222015 Michzel M. Wilhite Checking 544
Paycheck 1272202015 ichael M. Wilhite Checking 3.00
Paycheck 1272202015 lichael M. Wilhite Checking 19.69
Tatal Payroll Expenses 556897
TOTAL 5,568.97 =
—_— v
—
4. Close the QuickReport.
5. Inthe chart of accounts, double-click the Payroll Liabilities account.
6. Closetheregister.
7. Closethe chart of accounts.
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Paying Payroll Taxes
If you’re about to pay taxes or other liabilities, the payroll liabilities report shows you how
much to pay. Suppose you are ready to make atax payment, and you want to see how much
you owe.

To createapayroll liabilitiesreport:

1. From the Reports menu, choose Employees & Payroll, and then choose Payr ol
Liability Balances.

2. Click Modify Report, select Display columns by Year acrossthetop, and then click
OK.

¥l Payroll Liability Balances |Z| |E| le

Dates |Custam v | Fram [01j01/2015 [E] To [11/30{2015 Calumns [ ear | sart By [Default v
LETLL Rock Castle Construction
12nsns Payroll Liability Balances

y through N ber 2015
+ BALANCE =
Payroll Liabilities
Federal Withholding b 220800 4
Medicare Employee 27055
Social Security Employee 1,218.78
Federal Unemployment 3.64
Medicare Company 27055
Social Security Company 1,218.78
CA - Withholding 43489
CA - Disability Employee 6060
CA - Unemployment Company 2394
CA - Employee Training Tax 0.46
Health Insurance 937.50
Total Payroll Liabilities 6,247.69

3. Closethe report.
4. Click No at the message asking if you’d like to memorize the report.

Notes
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Writing a Check for Payroll Taxes

When it’stime to deposit payroll taxes with your deposit institution, use the Liability Check
window to fill out a QuickBooks check.

To pay payroll liabilities:

1. From the Employees menu, choose Payroll Taxesand Liabilities, and then click Create
Custom Liability Payments.

In the “From” field type 11/30/2015, and then type 12/15/2015 in the “Through” field.
Click OK.

Click in the column to the left of the Federal Withholding payroll item.
Click in the column to the left of the Medicare Company payroll item.

o g s~ 0w DN

Click in the column to the left of the Social Security Company payroll item.
FEX

= Pay Liabilities

Ta be printed ® Rewview liability check ko Create

enter expenses/penaltizs

Bank Account Cancel

l l
l |
@) Create liability check without: ’ payrol Liabilities Report ]
l J

| Checking ha | S
! rexiewing
Check Date Help
——————————————— 1
I_1_2,|’1_5,|’2£| Show Payroll Liabilities
{ |
sort By [Payable To v Dates | Cuskam v | From |11/30f2015 [E] Through |12715/2015
J | Pavroll Trem Pavable Ta Balance Amt, Ta Pay |
A - Disahility Erployes Emplayment Developrient Department 9.50 0.00 £
A - Employee Training Tax Employment Development Department 0.00 0:.00 5=
A - Unemployment Company  |[Employment Development Department 0,00 0.00
A - Withholding Ernployment Development Departrment 77.97 0.00
Jf  |Bdvance Earned Income Credit |Great Statewide Bank 25,00 -25.00
Federal Unemployrment Great Statewide Bank 0.00 0.00
|Federal Wwithholding Great Statewide Bank 397.00 397.00
' |Medicare Campany Great Statewide Bank 50,71 50,71
|Medicare Emploves Great Statewide Bank 50.71 50.71
Social Security Comparniy Great Statewide Bank ; 216, 52]
' |Social Security Employee Great Statewide Bank 216,82 z2l6.82
Health Insurance Sergeant Insurance 12.50 0.00
hd
1,007.03 Q07 .06
|:| Hide zero balances Ending Bank Balance 44, 463,26

Lesson 12: Doing Payroll with QuickBooks
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7. Make sure Review liability check to enter expenses/penaltiesis selected and then click
Create.

£ Liability Check - Checking

Eprevious [ next [ save eiprine » €y Fnd By History 5] Journal | (] Attach
Bank Accaunt | St | Ending Balance 44,463, 26
Mo, Ta Print
Date 12/15(2015 [E)
Pay to the Order of Great Statewide Bank il 4 907.06

NinehundredSE'\"enandDE\,'I].DD********************************* Dallars

Great Statewide Bank
P.Q. Box 522
Address | Bayshore T 94326

Memo 00-7304153

e —— || Order Checks
jod: - | = % i
 Period: | 11/30jz015 1211512015 __ Ta be printed
| Expenses $0.00 ;| Payroll Liabilities $907.06 |
k; 1
Payrall Tkem Amounk Mermno ||
Advance Earned Income ... -25.00 |“_\ |
Federal Withhaolding 397,00 :
Medicare Campany 50,71 w
Clear Splits ] [ Recaloulate ] [ Save & Close ] [ Reawerk ]

8. Inthe Memo field, type EIN 96-4820567, Form 941.

9. Click Save & Closeto record the check.

10. Click Yesif QuickBooks asks if you wish to save changes made to this transaction.
11. Close the Payroll Center.

Notes
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Lesson 12: Doing Payroll with QuickBooks

Review questions

1. What isrequired in order for QuickBooks to calculate payroll?

2. Which two accounts are typically linked to payroll items?

a

b

3. Which of the following are QuickBooks payroll item types?

a Wage

b Addition

¢ Deduction

d All of the above

4. What report would you run to determine how much you owe in payroll
taxes?

5. What QuickBooks feature would you use to make setting up payroll easier when a

number of employees have the same hourly wage, pay period, and base deductions?

a Tax tables

b Employee defaults
c Payroll items

d Assisted payroll

6. True or false: Payroll schedules are required to run payroll in QuickBooks.

a True
b False

7. Payroll schedules help you do which of the following?

a Group employees with the same pay frequency
b Write bonus checks

¢ Prepare termination checks

d Pay payroll tax liabilities

Lesson 12: Doing Payroll with QuickBooks
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Review activities

1. Add asalaried employee to the Employee Center. Enter the employee’s personal
information, federal and state tax information, and at least one additional paycheck
deduction. Assign the employee to the Monthly payroll schedule.

2. Run the Monthly payroll schedule and process a paycheck for the new employee. Then,
view the check in QuickBooks. Open at |east one payroll liability account register to see
how the paycheck changes the account’s balance.

3. Select one of the payroll expense accounts from the chart of accounts. Create a
QuickReport for that expense account.
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Answersto review questions

1. What isrequired in order for QuickBooks to calculate payroll?
Tax tables.

2. Which two accounts are typically linked to payroll items?
a Payroll Liabilities
b Payroll Expenses
3. Which of the following are QuickBooks payroll item types?

a Wage
b Addition
¢ Deduction
v d All of the above

4. What report would you run to determine how much you owe in payroll taxes?
Payroll Liabilities Balance

5. What QuickBooks feature would you use to make setting up payroll easier when a
number of employees have the same hourly wage, pay period, and base deductions?

a Tax tables

v b Employee defaults
c Payroll items
d Assisted payroll

6. True or false: Payroll schedules are required to run payroll in QuickBooks.

a True
v b False You can still run payroll using Special Payroll in the Payroll Center.

7. Payroll schedules help you do which of the following?

a Group employees with the same pay frequency
b Write bonus checks

c Prepare termination checks

d Pay payroll tax liabilities
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