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Lesson 12 — Doing Payroll with QuickBooks Lesson Objectives

Lesson Objectives

@ Learn how to setup QuickBooks payroll

@ set up employee payroll information

@ set up payroll schedules

@ Learn how to create and print a payroll cheques

@ Learn how QuickBooks tracks your payroll tax liabilities
@ Learn how to remit payroll taxes

@ Learn how to create Ty4s

@ Learn how to create Records of Employment
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Lesson 12 — Doing Payroll with QuickBooks Payroll Overview

Payroll Overview

This lesson is designed to demonstrate some of the QuickBooks payroll features. The way you process payroll for your
company may differ from this lesson depending on which (if any) payroll service you subscribe to. Because payroll
information is already set up in the exercise file, you will not go through the payroll setup process in this lesson. To
calculate payroll, QuickBooks uses tax tables.

QuickBooks calculates each employee’s gross pay, and then calculates taxes and deductions to arrive at the net pay. With
QuickBooks, you can write the paycheque, record the transaction in your QuickBooks chequing account, keep track of your
tax liabilities, and pay them. You, as the employer, must subtract taxes and other deductions before issuing an employee’s
paycheque. Some typical paycheque deductions are Income taxes, Canada Pension Plan /Quebec Pension Plan (CPP/QPP),
and Employment Insurance.

You may also deduct for benefits such as a Registered Retirement plans (RRSP), or contributions to your company’s
medical/dental plan. Then you must submit regular deposits of the withheld tax money (biweekly or monthly, depending
on the size of your payroll), and file annual forms that list the total amounts you withheld from each employee’s
paycheque.

To do its payroll calculations, QuickBooks needs four kinds of information:

1. Information about your company - Besides the company name and address, this includes information about your
Business Number from the CRA. You enter this information in the EasyStep Interview when you set up your
QuickBooks company data file. (You can view most company information by choosing Company Information from the
Company menu.)

2. Information about your employees - The QuickBooks Employee list stores general information about each of your
employees, and specific information related to payroll (such as the employee’s Social Insurance Number, date of birth,
salary or hourly rate, Federal and Provincial TD1 amounts, and miscellaneous additions, deductions, and company
contributions). You can store payroll information that most have in common in employee defaults. Whenever you
have a new employee to add, simply enter information that’s specific to that employee (name, address, and so on).

3. Information about your payroll items - QuickBooks maintains a list of items that affect the amount on a payroll
cheque, including company expenses related to payroll. When you specify that you want to use payroll, QuickBooks
creates a number of payroll items for you. You add others as you need them.

4. Taxtables for federal and provincial withholdings - QuickBooks uses tax tables to calculate payroll. You get the
current tax tables and keep them current when you subscribe to the Intuit Payroll. Once you've set up your company,
employee data, and payroll items, to run payroll you enter the number of hours worked during the pay period for each
employee. QuickBooks calculates the gross wages for the employee, and then refers to its tax tables and the company
and employee information you've entered to calculate all withholdings and deductions and to arrive at the net pay
amount. QuickBooks also calculates your company payroll expenses (for example, your contributions to CPP and El),
and, if you want print paycheques.
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Lesson 12 — Doing Payroll with QuickBooks 6 Steps to Setting Up QuickBooks Payroll

6 Steps to Setting Up QuickBooks Payroll

Payroll Overview

QuickBooks Payroll can manage your small business payroll including wages, additions, deductions, company
contributions and other payroll items. It tracks your payroll liabilities including CPP, El, and Federal Tax. You will also print
cheques and paystubs for your employees. QuickBooks helps you manage your T4's and ROE’s at the appropriate time of
the year.

Before you process your first payroll run there are several steps to getting setup. The key steps to getting going in
QuickBooks Payroll are the following:

1. Update QuickBooks - To ensure that your company deductions are correct, you must update QuickBooks to the latest
Tax Table. A tax table is the method used by the CRA to determine withholding amounts. QuickBooks uses tax tables
to determine the rates for tax amounts that must be withheld from employee paycheques. Because of the frequent
changes to payroll withholding amount regulations, the tax tables in QuickBooks eventually become outdated. For
example, if withholding information changes, you need a new tax table so that QuickBooks withholds the correct
amount from each employee's wages.

2. Enable Payroll - by default the QuickBooks payroll feature is turned on. You can enable in the QuickBooks
Preferences.

3. Setup Payroll Items - QuickBooks uses payroll items to track individual amounts on a pay cheque and accumulate
year-to-date wage and tax amounts for each employee. There are payroll items for compensation, taxes, other
additions and deductions, and company-paid expenses. You can assign these payroll items to different accounts as
needed. When the payroll feature is turned on, QuickBooks automatically provides some payroll items for you. These
include payroll items for salary, CPP, El, and Federal Income Tax. To fully track your payroll, you may need to add
more payroll items to the list. For example, employee additions such as employee purchases, and company-paid
benefits.

4. Setup Payroll Preferences — Choose the preferences that work for your business situation.

5. Setup Payroll Defaults - The employee defaults are where you enter payroll information that most employees have in
common, such as deductions for pensions, health insurance, or union dues. The default setup saves you time, because
you enter this information only once. When you are setting up the payroll record for a new employee, QuickBooks
automatically fills in the information you entered into the default setup. If you need to, you can customize any of the
prefilled information for each employee.

6. Setup Payroll Schedules - Payroll schedules allow you to group employees who have the same pay frequency in
whichever way that helps make your payroll runs convenient and hassle-free.
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Lesson 12 — Doing Payroll with QuickBooks 6 Steps to Setting Up QuickBooks Payroll

Update QuickBooks
1. Choose Help > Update QuickBooks.
2. Click the Update Now button.

3. Click Get Updates. In most cases, QuickBooks automatically installs updates once it downloads them. Maintenance
releases require that you authorize the update before it installs. Only users with Windows Administrator permissions
can install updates.

4. Tocomplete the installation of a maintenance release, close and reopen QuickBooks. You will be prompted to install
the update: Click Install Now to start the installation of the maintenance release. Click Install Later to open
QuickBooks without installing the maintenance release.

Enable Payroll

By default, the QuickBooks payroll feature is turned on. If it is not enabled do the following:

1. From the Edit menu, choose Preferences then click Payroll & Employees in the left panel.
2. Click the Company Preferences tab and select Full Payroll.
3. Click OK.

QuickBooks maintains a list for everything that affects the amount on a payroll cheque and for every company expense
related to payroll. This list 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 paycheque,
and accumulated year-to-date wage and tax amounts for each employee.
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Lesson 12 — Doing Payroll with QuickBooks 6 Steps to Setting Up QuickBooks Payroll
Setup Payroll Items

QuickBooks maintains a list for everything that affects the amount on a payroll cheque and for every company expense
related to payroll. This list 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 pay cheque
and accumulated year-to-date wage and tax amounts for each employee. QuickBooks adds some items to the list for you,
and you can add others as you need them.

For common payroll items, such as compensation and benefits, QuickBooks provides extra assistance so you can set them
up quickly and accurately. You work directly with payroll items as you do payroll tasks. Behind the scenes, QuickBooks
tracks your payroll liabilities in the Payroll Liabilities account (an Other Current Liability account) and your when you
create any kind of payroll transaction in QuickBooks—whether it's a pay cheque, a payroll withholding amount payment,
or an adjustment—QuickBooks expresses the transaction in terms of a payroll item.

Every item on a paycheque is setup as a payroll item. There are 5 common types of payroll items in addition to the payroll
items QuickBooks uses to track Federal Tax, El and CPP. The 5 types are the following:

e Wage

e Addition

e Deduction

e Company Contribution
e  Other Tax

To view the payroll item list in QuickBooks:

1. From the Employees menu, choose Manage Payroll Items then choose View/Edit Payroll Item List.

Salary Yearly Salary Box 14/A- Employment Income / Revenus d'emploi

Sick Salary Yearly Salary Box 14/A- Employment Income / Revenus d'emploi

Vacation Salary Yearly Salary Box 14/A- Employment Income / Revenus demploi

Hourly Rate Hourly Wage Box 14/A- Employment Income / Revenus d'emploi

Sick Hourly Rate Hourly Wage Box 14/A- Employment Income / Revenus d'emploi

‘acation Hourly Rate Hourly Wage Box 14/A- Employment Income / Revenus d'emploi

WacPay-Accrual Paid Out Vacation Pay Box 14/A- Employment Income / Revenus demploi

Bonus Bonus Box 14/A- Employment Income / Revenus d'emploi

Advance Advance None

Automobile Allowance Addition 250.00 3,000.00 Box 40/L - Other taxable benefits /Autres avantages

Performance Bonus Addition Box 14/A- Employment Income / Revenus demploi

Charitable Donation Deduction -15.00 Box 46 - Charitable donations Children’s Charities

Long Term Disability Deduction -12.00 -144.00 None Insurance Experts

Health Plan Company Contribution 27.00 324.00 None Insurance Experts

VacPay-Accrued Vacation Pay None

WacPay-Paid Out Vacation Pay Box 14/A- Employment Income / Revenus d'emploi

Federal Income Tax Payroll Taxes Box 22 - Income Tax deducted Receiver General

CPP - Company Payroll Taxes Company's CPP contributions Receiver General

CPP - Employee Payroll Taxes Box 16 - Employee’s CPP contributions Receiver General

El - Company Payroll Taxes Company's El premiums Receiver General

El-Employee Payroll Taxes Box 18/C - Employee’s El premiums / Cot. d'assura... Receiver General
Payrollltem ¥ @ Activiies »| Reporis ~ Include inactive

NOTES
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Lesson 12 — Doing Payroll with QuickBooks 6 Steps to Setting Up QuickBooks Payroll

QuickBooks includes some common payroll items that can be used by many businesses. If you need to create new payroll
items, QuickBooks lets you add items to the Payroll Item List. You can add any of the 5 payroll item types available in
QuickBooks. You'll find examples of the 5 types of payroll items listed below.

To add a Wage payroll item:

1. From the Employees menu, click Payroll Setup, then click Add or Edit Payroll Items.

2. Click the Payroll Item button and then click New.

3. Choose the type of payroll item Wage then click Next.

Payroll item type

Select e type of payroll item you want 1o creats.

’éc,?? = | Wage (Hourly, Salary, Commission, Bonus)|
8, ° |

| 1 Addition
0‘32 ' Deduction
~ T Company Contribution
O Other Tax

4. Select the type of Wages. You can choose from Hourly Wages, Annual Salary, Commission or Bonus.

Add new payroll item

Wages

Do you wanlk to set up a payroll ilem to rack hourly wages, annual salary, commissions, or
bonuses?

® Hourly Wages|

71 Annual Salary
T Commission

T Bonus
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Lesson 12 — Doing Payroll with QuickBooks 6 Steps to Setting Up QuickBooks Payroll
5. Click Next and then select Regular Pay or Overtime Pay.

6. Click Next.

Add new payroll tem (Hourly Wage)

== Wages

Ty

4 s this iem fof regular or overtime pay?

Ol Regular Pay

éé@ | T Overime Pay
S?
O

7. Enter a name for the Hourly Wage and then click Next.

== MName used in pay cheques and payroll reports

’é Enter name for hourly iterm:

é ﬁ. Hourly Carpenter

A
é ] For example, if you are creating a payroll iterm to track straight ime, you may want
0 to call it ‘Straight Time’
|

@ NOTES
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Lesson 12 — Doing Payroll with QuickBooks 6 Steps to Setting Up QuickBooks Payroll

8. Choose the expense account to track the wage expense and then click Next.

Add new payTo ourly ge-Hourly Carpanter)

Expense account

Enter the account for tracking this expanse.

Payroll Expenses -

Hourly wages are an expense to your company. You can change this account
at any time

9. Select the settings for the Record of Employment (ROE) Tracking. Select the Earnings option. Select the Reporting
Period. (View the Help in QuickBooks for more information regarding the Insurable and Reporting Period settings)

Add new payroll tem (Hourly Wage:Hourly Carpenter)

Record of Employment (ROE) Tracking

i this itlem is to be included on the ROE, you need to specify how it should be reported.

Insurable: & Eamings
Reporting Period For which they are paid: allocate the eamings to the
@ pay period In which the employee eamed them
(Recommended)

~ Inwhich they are paid: allocate the eamings to the
pay period in which you paid them

pack . e | wo | Cancel

[g NOTES
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Lesson 12 — Doing Payroll with QuickBooks 6 Steps to Setting Up QuickBooks Payroll

To add an Addition item:

You must set up a separate payroll item for each addition your company makes to gross or net pay. Examples of payroll
additions include tips, expense reimbursements, travel advances, and other additions to gross or after-tax pay.

1. From the Employees menu, click Payroll Setup and then click Add or Edit Payroll Items.
2. Click the Payroll Item button and then click New.
3. Choose the type of payroll item Addition then click Next.

4. Enter the Name for Addition and then click Next.

Add new payroll tem (Addition)

=== Name used in pay cheques and payroll reports

?? Enter name for addition:
@) Mileage Relrmbrursemeni

\
ée ) For example, if you are creating an adaition for an employee [oan, you may want 1o
call it 'Employee Loan’

B
&

Track Expenses By Job

To track expenses by customer and job, by ciass, and by senvice item, select the checkbox.
For more information, click Help
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Lesson 12 — Doing Payroll with QuickBooks 6 Steps to Setting Up QuickBooks Payroll

5. Choose the Expense account for the payroll item and then click Next.

Add new payroll tem (Addition:Mileage Reimbursement)

Expense account

Enter the account for racking this expense.
Mileage -

Company-paid additions are an expense o youwr company. You can change
this account at any time.

6. Select the Record of Employment (ROE) Tracking options.

7. Ifrequired choose the Tax Tracking Type and then click Next.

Add new payroll tem (Addition:-Mileage Reimbursement)

Tax tracking type

The tax tracking type determines how the payroll item appears on tax forms. Be sure to choose
the correct tax tracking type to ensure that your forms are correct

_v

Are you sure you want ‘None' as the tax tracking type?

‘None' is typically used for payroll items such as net additions, deductions, or
company contributions that dont affect taxes or tax forms. These include
ilems such as expense reimbursements, miscallaneous after-tax fees,
employee loans, and charitable contribution deductions

If you want to report this payroll item on your tax forms, choose a different tax
tracking type

QuickBooks 2016 Student Guide 13



Lesson 12 — Doing Payroll with QuickBooks 6 Steps to Setting Up QuickBooks Payroll

8. Select the Taxes that apply to this addition. This will be determined by the type of addition being added to the
employee paycheque. Click Next.

Add new payroll tem (Addition:Mileage Reimbursement)

G laxes

CQuickBooks allows you 1o select the laxes that will be affecled by this addition. Select the laxes
that will be increased as a result of this addition.

&

Y
N

O | 04 . Click Default to rever
N Federal Income Tax A toQuickBooks
automatic settings.
CPP - Company
Default
CPP - Employee
El - Company
El - Employee

[ QPP - Company

g. Choose how to calculate this addition. You can choose to Calculate this item based on quantity or Calculate this
item based on hours. Choose Neither if you want this to be based on a percent or a flat amount.

Add new payroll item (Addition:Mileage Reimbursement)

s~ Calculate based on quantity

by

?? 2 [Calculate this item based on quantity
éo Select this item if you want this payroll item to be calculated basedon a
e\ | quantity that you enter manually on pay cheques.

e

0 . © Calculate this item based on hours
\ N Select this item if you want this payroll item to be calculated based on the Regular Pay

and Overtime Pay hours worked

@ Neither

Selectthis item if you want this payroll item to be based on a percent of Net or Gross, or a
flat amount per pay cheque.
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Lesson 12 — Doing Payroll with QuickBooks 6 Steps to Setting Up QuickBooks Payroll

10. If you choose, you can enter the Default rate and limit for the addition. Enter a Limit if required. These fields can be
left blank. Click Finish to complete the addition setup.

Add new payroll tem (Addition:-Mileage Reimbursement)

Default rate and limit

The rate you enter here will be the default rate for this lem when added to the employee record
To change the rate or amount for a panticular employee, edit their record directly. QuickBooks
will use the number in the employee record when calculating pay cheques. Enter a percent
symbol (%) after the number if this is 3 percentage

i this item has an upper limit, enter it here. If you leave the limit biank on an employee's record,
this limit will be used. If you leave this limit blank, the limit entered on an employee’s record
will be used. If you enter 3 limit both here and on an employee’s record, the lower of the two
will be used.

Limit Type
Annual - Restart each year -
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Lesson 12 — Doing Payroll with QuickBooks 6 Steps to Setting Up QuickBooks Payroll

To add a Deduction:

You must set up a separate payroll item for each deduction your company makes to gross or net pay. You must create a

separate payroll item for each payroll deduction from gross or net pay. Examples of payroll deductions include union dues,

loan repayments, employee-paid insurance, and employee contributions to a pension plan.

From the Employees menu, click Payroll Setup and then click Add or Edit Payroll Items.

11.

12.

13.

14.

15.

Click the Payroll Item button and then click New.
Choose the type of payroll item Deduction then click Next.
Enter the Name for Deduction and then click Next.

Enter name of the agency to which the liability is paid. This is the vendor to which the deducted amounts will be
paid. In this example the agency is the union to which the union dues will be paid. Enter the number that identifies
you to agency. This is the account or other identification number.

Choose the Liability Account. After the amount is deducted from an employee paycheques it is tracked in the liability
account in this field. Click Next.

Add new payroll item (Deduction:Union Dues)

S~ Agency for employee-paid liability

? Enter name of agency to Union 8017 <

éo? which liability is paid
\2

Enter the number that
349380
identifies you to agency. 31

oy

Liability account

(employee-paid)
This liability account tracks deductions to be paid. You can change this
account at any time

Payroll Liabilities

Back m Help Cancel

@ NOTES
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Lesson 12 — Doing Payroll with QuickBooks 6 Steps to Setting Up QuickBooks Payroll

16. Choose the Tax Tracking Type. Click Next.

Add new payroll item (Deduction:Union Dues)

Tax tracking type

The tax tracking type determines how the payroll tem appears on taxforms. Be sure to choose
the comect tax tracking type to ensure that your forms are correct

éée:‘ S ECx 44 - Union dues i
{}5’3

-~

17. Choose the Taxes that apply. Click Next.

18. Choose how to calculate this addition. You can choose to Calculate this item based on quantity or Calculate this
item based on hours. Choose Neither if you want this to be based on a percent or a flat amount. Click Next.

19. Select the Gross vs. Net option. You can choose to calculate the deduction on gross pay or on net pay. Click Next.

= Gross vs. net

Ty

Select whether to calculate on

s :
C,? @ gross pa
éée\e C :elpa: '
S

oé\' Ifthe rate is a percentage, this item will be calculated based on gross or nel pay

20. Enter the Default rate limit. Click Next.

21. Click Finish to complete the deduction setup.
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Lesson 12 — Doing Payroll with QuickBooks 6 Steps to Setting Up QuickBooks Payroll

To add a Company Contribution:

You must set up a separate payroll item for each company-paid contribution your company makes. Examples of company-
paid benefits and expenses include health or life insurance paid by the company, company contributions to an employee's

pension plan, or a per-kilometre travel allowance. From the Employees menu, click Payroll Setup and then click Add or

Edit Payroll Items.

1. Click the Payroll Item button and then click New.
2. Choose the type of payroll item Company Contribution then click Next.

3. Enter the Name used in pay cheques and payroll reports. Click Next.

Add new payroll item (Company Contribution)

Name used in pay cheques and payroll reports

Q Enter name for company contribution:
@) RRSP Company Portion|

\
ée : For example, if you are creating a company-paid expense, such as health
OSQ insurance, you may want to call it 'Health Insurance’.
]
N

Track Expenses By Job

To track expenses by customer and job, by class, and by senvice item, select the checkbox
For more information, click Help

4. Enter name of the agency to which the liability is paid. This is the vendor to which the contributed amounts will be

paid. In this example the agency is the investment company to which the RRSP contribution is made. Enter the

number that identifies you to agency. This is the account number or other identification number.

QuickBooks 2016 Student Guide
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Lesson 12 — Doing Payroll with QuickBooks 6 Steps to Setting Up QuickBooks Payroll

5. Choose the Expense account. Since this is a company-paid contribution, you're required to choose and expense
account to record the expense portion of the transaction. Click Next.

Add new payroll tem mpany Contnbution:RRSF Company Fo
Agency for company-paid liability

Enter name of agency to

Savings Unlimited -
which liability is paid: Ll
Enter the number that -
; ' T403T
identifies you to agency: - 3
Liatisfly account Payroll Liabiliies -

(company-paid)
This liability account fracks company contributions to be paid. You can
change this account at any ime,

Expense account: Payroll Expenses -

Company-paid contributions are an expense to your company You can
change this account at any time.

6. Select the Record of Employment (ROE) Tracking. Click Next.
7. Choose the Tax Tracking Type. Click Next.

Add new payroll tem y Contribution:RESF Company Fo

Tax tracking type

Thie tax tracking type determines how the payroll tem appears on taxforms. Be sure to choose
the comect tax tracking fype to ensure that your forms are comect

Box 40 - Other taxable benefits -
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Lesson 12 — Doing Payroll with QuickBooks 6 Steps to Setting Up QuickBooks Payroll

8. Select the Taxes that affect this Company Contribution. Click Next.

{}5? ¥ - Click Defaultto revert
d;"' Federal Income Tax A 10 QuickBaaks

l automaltic seftings.
» CPP-Company

« |CPP-Employee
[ /E1-Company |
« |El-Employee
QPP - Company

g. Select how to calculate the Company Contribution. Click Next.
10. Enter the Default rate and limit. Click Finish.

Default

[g NOTES
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Lesson 12 — Doing Payroll with QuickBooks 6 Steps to Setting Up QuickBooks Payroll

To add an Other Tax:

You must set up a separate payroll item for each company-paid or employee-paid tax. Examples of other Taxes are WSIB
in Ontario or WCB in other provinces. From the Employees menu, click Payroll Setup and then click Add or Edit Payroll
Items.

1. Click the Payroll Item button and then click New.

2. Choose the type of payroll item Other Tax then click Next.

e Payroll item type

?/? Select tha type of payroll item you want o create

’é’ T Wage (Hourly, Salary, Commission, Bonus)
d)@ | 1 Addition
6 ' Deduction
GS\' T Company Contribution

@ Other Tax

3. Select Tax s paid by the employee or Tax is paid by the company. Click Next.

Add new payroll item

Other tax

15 this tax paid by the employee or the company?
0 Taxis paid by the gmployee
@ | Taxis pald by the company|
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Lesson 12 — Doing Payroll with QuickBooks

4.

Enter the Name used in pay cheques and payroll reports. Click Next.

Add new payroll item (Other Taxes)

S~ Name used in pay cheques and payroll reports

?? Enter name for this company-paid other tax
@y | e |

\ 203
ée } For example, If you are creating a company-paid tax like WCB, you may call it WCB
662 - Payroll Company

Enter the necessary information for the Agency for company-paid liability. Click Next.

Add new payroll item (Cther Taxes WSIE)

Agency for company-paid liability

Enter name of agency to

Waorker Safety Insurance Board -
which liability is paid: LT
Enfer the number that
I 123458
identifies you to agency: 7
Liabdlity account Payroll Liabilities =
{company-pald)
This liability account tracks other tax o be paid. You can change this account
at any ime.
Expense account Payroll Expenses -

Company-paid other tax [s an expense to your company. You can change this
account at any time.

Choose the Tax tracking type.

6 Steps to Setting Up QuickBooks Payroll
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Lesson 12 — Doing Payroll with QuickBooks 6 Steps to Setting Up QuickBooks Payroll
7. Enter the Default rate and limit. Click Next.

Add new payroll tem (Other Taxes:WSIB)

Default rate and limit

The rate you enter here will be the default rate for this item when added to the employee record.
é To change the rate or amount for a particular employee, edit their record directly. QuickBooks
ée\ will use the number in the employee record when calculating pay cheques, Enter 3 percent

symbol (%) after the number if this is a percentage.

Oge. (345

N

é If this item has an upper limit, enter it here. If you leave the limit blank on an employee’s record,
this limit will be used. If you leave this limit biank, the limit entered on an employee's record
will be used. If you enter a limit both here and on an employee's record, the lower of the two
will be used.

Limit Type
Annual - Restart each year v

8. Select the Payroll Items to which this tax will be applied. Click Next.

Select the items subject to this tax. The selected items will increase wage

éc,?? base for this tax
\2)

& i PAYRCLL ITEM o Click Default to reven

¢

6‘2 l v | Salary A 1o QuickBooks
O b automatic settings.
N v Sick Salary
Defauit
v Vacation Salary
v Hourly Carpenter
v Hourly Rate
v Sick Hourly Rate

@ NOTES
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Lesson 12 — Doing Payroll with QuickBooks 6 Steps to Setting Up QuickBooks Payroll

9. Select any Pre-Tax deductions that will reduce wages subject to this tax. Click Finish to complete the item setup.

N

05“ || 'Long Term Disability

é\' Union Dues

@ NOTES
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Lesson 12 — Doing Payroll with QuickBooks 6 Steps to Setting Up QuickBooks Payroll

Setup Payroll Preferences

There are several payroll preferences available for selection in the Company Preferences. To edit the payroll preferences,
click, Edit > Preferences menu > click Payroll & Employees.

Edit the following preferences as needed in your business.

1.

Recall quantity field on pay cheques - Determines whether QuickBooks automatically carries forward quantities
from the pay cheques with the latest transaction date (this may not be the last pay cheque you actually entered.)
Select this option when you have a fixed quantity that recurs from pay cheque to pay cheque and you want this
quantity carried forward.

Recall hour field on pay cheques - Determines whether QuickBooks automatically carries forward hours from the pay
cheques with the most recent transaction date as seen in the register. Select this option when you have fixed hours
that recur from pay cheque to pay cheque and you want the quantity carried forward. If you checkmark "Recall hour
field on pay cheques", QuickBooks carries forward hours for all payroll items that are based on hours that are also
part of the employee's payroll record.

Job Costing and item tracking for pay cheque expenses - On pay cheques, QuickBooks prorates company-paid taxes
by your jobs, classes, and/or service items, using the ratios it derives from the way you split up earnings in the Earnings
table. When you create or edit payroll items that are additions or company contributions, QuickBooks displays a
checkbox called Track Expenses by Job on the "Name used in pay cheques and payroll reports" screen of the payroll
item setup wizard. If you select this box, QuickBooks prorates those items on employee pay cheques the same way it
does company-paid taxes, as described above.

@ NOTES
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4. Printing Preferences — View the Help file to find out more details about your printing options for QuickBooks payroll.

5. Employee Defaults - When you set up your employee defaults, you enter payroll information that most employees
have in common, such as deductions for taxes, health insurance, or union dues. QuickBooks saves the information so
that you won't have to re-enter it when you set up the payroll record for an individual employee. If there are a few
exceptions, you can change them on an individual basis whenever you need to. Any changes you make to the default
setup will appear every time you enter information for a new employee.

[ Sp—— i My Preferences Company Preferences “
0 ees LGB § PAYRGLL FEATURE 4 Pl STLIR AVED VEHRCHE R P T Cancel
m Calendar = Eull pagyrel| Priniing Preferences T
. It
E’ CEReguing = Bo payroll 2
ﬁ Desiton Waw Derault
Ed france charge
T Genera AlBE S
B ntepatedsopicatons Ganeral
Sl tama & nvastory & Racall guaniity fald on pay chagques
B Joba & Estimaies = Racall hour field on pay chegues
05 Ul Curencas # Job Casting and Iberm Wacking for pay chique slDenses
Bk raymens
" Payrol & Dmgioyees.
_— Changing the employes name display preferences will cause all CusckBooks
W Remrders windews b0 close Ploase inish pasng vour emgloyees betone you do this
il Repors & Graphs B AFLAY EMPLEYEE LIST BY
By sews s customers & Firs] Hame T Last Marmg Ermpoyos Dolaults..
of s Tax Mirk Aew eMployees a5 Sales reps
B sewrcn Display amployes Social Insurance HMumoer in headers on repans
Eg Send Form
“ Bereaza CoOnmneLion
B sy
L
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Setup Employee Defaults

QuickBooks stores 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 adds the information stored in the defaults to the employee
record. You just need to add or change any information that is different for a particular employee.

To setup employee defaults:

1. Fromthe Employee Center, choose Change New Employee Default Settings from the Manage Employee
Information menu button.

Employee Defaults

EARNING S
R et are Payrol - |

Schedule
Pay Frequency Biweekly - Cancel

i Whatis a payroll schedule?
se time data to create pay chegues

ADDITION S, DEDUCTION S AND COMPANY CONTRIBUTION 5

ME AMOUN LIt Taxes and TD1...

Accrual Hours...

Vacation Pay...

2. Setthe default Payroll Schedule, or Pay Frequency.
3. Setup the Earnings items.

4. Setthe default Additions, Deductions and Company Contributions. You'll use the payroll items that you previously
setup for your company.

5. Use the Taxes and TD1 button to set up the taxes and TD1 information (see Employee Setup section for more
information)

6. Click Vacation Pay... to setup vacation pay details (see Employee Setup section for more information).
7. Click Sick/Vacation to modify the default settings (see Employee Setup section for more information).

8. Click OK to close the Employee Defaults window.
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Set Up Payroll Schedules

Payroll schedules allow you to group employees who have the same pay frequency in whichever way that helps make your
payroll runs convenient and hassle-free. You can use payroll schedules to group together employees in whichever way
makes the most sense for you to effectively run your payroll and your business. However, all employees grouped in
the same payroll schedule must have the same pay frequency (for example, weekly, bi-weekly, semi-monthly, and so
on).

In other words, you can set up multiple payroll schedules for the same pay frequency. For example, even if you're paying all
your employees weekly, you could set up separate payroll schedules to group together:

e Salaried employees and hourly employees.
e Employees who are paid via Direct Deposit and those who are paid by regular cheque.
e Employees by location or department, class, or job.

Note: You can set up a maximum of 200 payroll schedules.

To setup a payroll schedule:
1. From the Employees menu, click Payroll Setup and then click Add or Edit Pay Schedules.

2. Click the Payroll Schedule menu button and then click New.

Payroll Schedule List

Maonthly Monthly 1213112010

Payroll Schedule -

[g NOTES
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3. Enter a name for your payroll schedule in the What do you want to name this payroll schedule? field.

4. Press Tab and select the pay frequency.

5. Press Tab and select the pay period end date for the next period you wish to run payroll.

6. Press Tab and select the date that should appear on the cheques for the next period you wish to run payroll.

7. Press Tab and select the day that should appear on the cheques for the next period you wish to run payroll.

The information you provide will be used 1o create a payroll schedule
You can set up multiple payroll schedules o you need to Why 4o | need multiple

Tell us how you'll be processing payroll using QuickBooks: How do | setup a payrofl schedule?
VWhat do you want to name this payroll schedute? (e.g. "Weekly", ‘Biweekly”, "Monthly™, otc) Managemen

How often will you pay your employees on this schedule? Monthiy -

VWhat is the pay penod end date? 082172016 <]

VWhat date should appear on pay cheques for this pay penod? 0873172016 =

What day should appear on pay cheques for this pay period? Last day of month -

The following Is based on the Information supplied above
You pay your employees on the same day as the pay period end date in this payroll schedule
The pay cheque date for the current month is 08/31/20186 for the pay penod enaing on 087312016

Schedule |s inactive “ Cancel

8. Click OK.
9. Repeat as needed to set up your pay schedules.

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

@ NOTES
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Employee Setup

QuickBooks defines an employee as someone you give a T4 or Relevé 1 form to at the end of the year. You pay employees
with pay cheques and withhold taxes for them. Set up all those who fall into this category as employees. If you hire
independent contractors, add them as vendors (not employees). The Employee list stores general information about each
employee as well as payroll information.

To add a new employee:
1. Click Employee Centre.

2. Onthe Employees tab, click New Employee.

3. Click the Personal tab to enter the employee’s Name, SIN number, Gender and Date of Birth.

wEoRuAnon FoA Matthiw Christensen

Personal
LEGAL MALE It A IAammEw L Chrigbensen
Agdress & Contact
FrINT s 45 | Malihew Chuistensen
AR I s | 208 916 351
Payroll info sanoiR | Mae -
Employmend Info SATE OF BIRTH | 0RNGMETE ]

Employes is inactie “ Cancal Help
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4. Click the Address & Contact tab to enter the employee contact information. Enter the necessary information. This
information will display on the employee paycheques and paystubs as well as the T4 form.

5. Click the Additional Info tab to access custom fields, billable rate, and employee identification number.

FoRuaTIoN FoR Matthew Christensen
Emﬂﬂﬂ HOME ADDRE S S
Agdress & Contact ANDOR GO0 Toy Ave
Additional [nla
Hawcasitie
it BN O - T : L1H 1HB
Employment info WTRY | Canada .
E | gaT-855-5087 aani
Work Phone = CC Ermail -
Mobile - Website -
Fax - Ofher 1 -
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6. Click the Payroll Info tab. This is where you set up the employee pay schedule, additions, deductions, and company
contributions for the employee.

7. Choose a Payroll Schedule if appropriate for the employee.

8. Choose the Earnings items for this employee. Each of the payroll items selected from the Iltem Name menu will
display on the employee paycheque/Paystub. Choose the items that will be used for the employee’s regular pay.

New Employee

Fosvanon Fon Matthew Christensen
Personal
Management v Direct Deposit Taxes and TD1..
Agdress & Contact
PRY FREQUENC - Accrual Hours..
Adotional Info
Vacation Pay...
Payrodl info
EARNING S ADDITION S, DEDUCTION S AND COMPANY CONTRIBUTION S
Empioyment info
Salary 100,000.00 * Mileage Reimbursement .
[l - ! Performance Bonus
Long Term Disability -1200 -144.00
Health Plan 27.00 324.00
IRRSP éompany Portion 100000

Use bme data to creale pay cheques

Emplopess i T o I o
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9. Use the buttons on this tab to access additional information for direct deposit, taxes, and sick/vacation pay. Click
Taxes and TD1. Choose the employee’s Tax Table. You can update the Federal TD1 and Provincial TDx if necessary
in this window. Add any Additional Tax, this employee has requested to be deducted from each paycheque.

10. Click Ok to save the information.

Taxes and TD1 for Matthew Christensen

Tax Tatie = [ ok |
SUBJECT TO
¥ Federal Income Tax Federal TD1 8,929.00 Canes
Additional Tax 0.00 Help
~ Employment Insurance El Factor 1.4
+| Canada Pension Plan Pravincial TD1 10,011.00
OTHER TAXES
[term Name Amount Limnit
F'Y
Y
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11. Click the Accrual Hours button to add accrual hours for this employee. You use this window to set up how your

employees accrue time (such as sick time or time-in-lieu), how many hours they currently have available, and how
many hours they have used so far this year. Click Ok to save the information.

accrual Hours for Matthd

HOURS
Title

Hours available as of 01012009 0-:00 Cancel
Hours used in 2009 0:00

Accrual pariod
Beginning of year -

Hourg accrued a1 beginning of year 00

Hammum numoer of hours

Resel howrs each new year?

12. Click Vacation Pay...to setup vacation pay for this employee. Do the following to setup vacation pay for the
employee:

a. Select "Retain" if you would like QuickBooks to calculate and accrue vacation pay through the year.

b. Select "Pay every period" if you would like QuickBooks to calculate the employees' vacation pay and add
it to each of their cheques.

c. Inthe Percentage field, enter the percentage of the employees' pay that QuickBooks should use to
calculate vacation pay (usually 4% or 6%).

d. From the "Earnings that accrue vacation" list, choose the payroll items QuickBooks should use to
calculate the employees' vacation pay.

Note: In some provinces, you should select earnings items only. In other provinces, you may need to also calculate
additional vacation pay on vacation pay that is paid out to the employee. If you are not sure which method applies to you,
check with your accountant.

Vacation for Matthew Chnstensen

VACANON
Pay (8) avaslable as of 01012009 0.00 “

Pay ($)used in 2009 0.00 Cancel
* Retain = Pay every period

Help
Percentage 40%

Eamings that accrue vacation

7 Salary A
v Sick Salary '

v
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13. Click the Employment Info. tab and enter the Hire Date.

14. Click OK to save the employee record.

romwanion Fos . Matthew Christensen

Eersonal EMPLOYMENT DATE § OCCUPATION

Agdress & Contact e T T TEURKTICH
B — ]

Addibandl [nta - . sl

Payroll igfo

Empsoymsent bnfo

Ermployes is indclhve “ Canced Help
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Running Payroll

Now that you have completed the 6 important steps to setup your company payroll, you're ready to run your first payroll.

You can set up payroll schedules or run payroll without a schedule. A payroll run that is set up to occur at a reqular
frequency is scheduled, while payroll that you might run only for special circumstances or outside your regular payroll run
is "Unscheduled Payroll".

Use payroll schedules for regular payroll, and Unscheduled Payroll for other instances when you need to pay your
employees outside their pay cycle. You set up payroll schedules, while Unscheduled Payroll runs are done on-the-fly, as
and when you need to pay an employee off-cycle.

Pay Employees using a Payroll schedule

1. Inthe Employee Center, click the Payroll tab.

2. Inthe Create Pay Cheques section, click the Payroll Schedule to run.
3. Click the Start Scheduled Payroll button.

i Pay Employeas Pary Liatditas Filg Farmi

Create Pay Chegues

09308 2 Waaks M ggarant CROLR0TE - 0A0E0NE CR00018

DA30Z06 Z Waaks REcrdhly R0 1S - DRBNZ0E TRINZ0VE
Fayioll SChigduies - Start Ussahardubed Payroll Styet Scbeduled Payroll

Recant Payrolls

M2NZ0E Complebs L} 29,083 33 12480810
AM31ZE Complels z 5, T25.00 3BTRS
[0 hctitei g Compleby L] 18,833 33 1141043
0313018 e IPriil ah|s 01888 20,558 05
Cuick Guides. Cher Aoineties Haports Supples

A Eemes Up Pasrall B - [ 54t Up ¥TD Amaunts EPapon Summar 8 Order Chaquas

A Pay Ernploysas &32 E mipdoys ;_"¢.|::. [ER P ayron Ben Lint Byl Dol R

Terminabion Chague pﬁe-:-.'.-:- 4 Pay Cheque ESe ToRepon Cantre
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4. Selectthe employees to pay in this payroll run.

5. Verify the information is correct including the Pay Period Ends, Cheque Date and Bank Account. Verify the correct
list of employees are selected to be paid.

6. Click Continue.

Enter Payroll Information

Enter Payroll
Information

2as highlighted yellow?

PAYROLL INFORMATION

AYROLL SCHEDULE Monthly PAY PERIOD ENDS 08/31/2016 W BANK ACCOUNT Chequing -
¢ i o To My 5 QUL AT JOB/21/2010 8 | AN A NT BALAN 228.909.20
Uncheck All Open Pay Cheque Detall.. WORT Y Employee Name - ShowHide Columns
J -
g e 160:00 1so.ooj B
v Kelly Lawson 0:00
v Reynaldo Lopez 0.00
v 164.00 164:00
v 164:.00 164:00

w do | use this window to enter payroll information?
How dol @ this wandow 10 enter payroll information Finish Later Continue
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7. Toreview all paycheques, click on the Open Pay Cheque Detail... button or, to review one paycheque, click the
employee’s name.

w and Create Pay

Review & Create Pay
Cheques
Why are my employeas highlighted yellow?
PAYROLL INFORMATION
PAVROLL SCHEDULE Monthly PAY PERICD ENDS (4] BANM ACCOUNT Chequing -
MBER OF PAY CHEQUES 5 CHEQUE DATE BANK ACCOUNT BALANCE 228,909.30
PAY CHEQUE OFTIONS
@ Print pay cheques from QuickBooks| ©) Assign cheque numbers 1o handwritlen cheques Explain Printing Options
First Cheoque Numbaer Printing Preferences
Open Pay Cheque Detail...
Carol Walker 400000 -87754 -27.00 309546 28884 27.00 160.00 *
Kelly Lawson 400000 -87754 -27.00 3.095 46 28884 27.00 16000
Reynaldo Lopex 400000 -87754 -27.00 3,095.46 28884 27.00 160:00
Rob deMontamal 358333 74780 -27.00 280853 257.26 27.00 16400
S 375000 -84473 -27.00 287827 269.89 27.00 164.00
v
19,33333 422515 -135.00 14973218 1,39367 13500 808.00
< Back Finish Later Create Pay Cheques
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8. Review the paycheques as needed.

Carol Walker ray pesco 0800172016 WM - 08312016 W
Eamings Use Direct Deposit
[Salan - 3.750.00 - |& ADY PRY BAL (3 0.00
0:00
ACATION ML (3 1,026.60
VAC. ACCRUED (3 225.00
v Do not accrue
AL HOURS 160 00
Qther Payroll tems Employee Summary
Long Term Disability -12.00 A [Salary 3,750.00 15,000 OOJ A
Charitable Donation -15.00 ' Long Term Disablity -12.00 -48.00
Health Plan 27.00 Chantable Donation “15.00 -60.00
v Automobiie Allowance 250.00 1,000.00
CPP - Empioyee -183.56 -739.82
Company Summary El- Employee -75.20 -675.20
: : . F I T 6187 -4,
[”“m Pian 2700 708 f’_o_J i ederal Income Tax 878 36380
CPP - Company 18356 73982
El - Company 105.28 94528 .
VacPay-Accrued 22500 90000 _ Cheque Amount 309546
Clear all Save & Previous Save & Close Cancel Help Enter netCalculate gross
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g. Click Save & Next to review all paycheques or click Save & Close to return to the Review and Create Paycheques
window.

10. Click Create Paycheques.

nd Create Pay Chequ

Review & Create Pay
Cheques
VWhy are my employees highlighted yellow?
PAYROLL INFORMATION
PAYROLL SCHE £ Monthly PAY PERICD ENDS L BAMNK AT Chequing -
BER OF PAY CHEQUES 5 HEQUE DATE BANK AC NT BALANCE 228,909.30
PAY CHEQUE OFTIONS
@ Print pay cheques from QuickBooks ) Assign cheque numbers to handwritten cheques Explain Printing Option
First Cheque Numbaer Printing Preferences
Open Pay Cheque Detail...
Carol Walker | 400000 -87754 -27.00 3.095 46 288.84 27.00 160:00| *
Kelly Lawson 400000 -87754 -27.00 3.095 46 28884 27.00 160.00
Reynaldo Lopex 400000 -87754 -27.00 3,095.46 28884 27.00 160:00
Rob deMontamal 358333 .74780 -27.00 280853 257.26 27.00 16400
Sandra 375000 -84473 -27.00 287827 269.89 27.00 164.00
v
19,33333 422515 =135.00 14973218 1,39367 13500 808.00
< Back Finish Later Create Pay Cheques

NOTE: QuickBooks writes a payroll cheque for each employee in the payroll schedule for the correct net amount,
showing the deductions in the voucher area. QuickBooks confirms that you have created the paycheques. You can
then choose to print the paycheques.

@ NOTES
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11. Click Print Pay Cheques to print or click Print/Email Paystubs.

Print & Distribute Pay
Chegues

You hiave successfully created 5 pay cheques
& forprinting

Mext Steps:
1) Print your pay cheques andior paysubs.

Print Pay Cheques PrintEmail Paystubs 7]

2) Distribute the pay cheques andior parstubs to your employees

Close

Running Payroll

12. When you click Print Pay Cheques you can select the Pay Cheques to Print. Enter the First Cheque Number and then
click OK to print the selected cheques.

Bank Accown Chequing = | First Cheque Number 108

Select Pay Chegues to print, then click Ok
Thete are 5 Pay Chiegues bo print for $14,973.18.

Y loan101s Caral Walker 3,095.45) Cancel
I loarinois Kelly Lawson 3,085.46
Hed
7 loaniz01s Reymaldo Lopez 3,095 45 p
4
083172016 Rob dekontarmal 280853 Select Al
s 083172016 Sandra Adams 287827
Salect None
Preferences

Company message io be printed:

QuickBooks 2016 Student Guide
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Running Payroll

13. Alternatively, you can choose Print/Email Paystubs. From this window you can select paystubs to be printed or to

email to employees.

Bank Account Chequing

Select Paystubs to printemail.

s to Print/Email

Cheques Dated  08/31/2016

L

| ¥ |oar12018 Kelly Lawson

[ ¥ |ogra1z016 Reynalde Lopez
7 |oarz12016 Carol Walker

| 0873172016 Rob deMontarnal
4 |osrz12016 SandraAdams

Employes All Employees
Preview
309546 Select All
3,095 45
3.005.46 Select None
280853
287827

Company message to be printed:

Print

Email Close

Preferences

Default Email Text

Help

B thru 08312016 M

14. Click Email. Review the message to understand how your employees will access their emailed paystubs. Click OK.
Note: If you're emailing paystubs to employees, you should add the employee’s email address to the employee
record. If it is not added, you will need to add the email from the next window.

Password Protection

Q Important
QuickBooks requires your employees to enter a password to view their paystubs
when you email them. QuickBooks generates the passwords automatically, each
password consists of the first three letters of the employee’'s last name followed
by the employee's date of bith(MMDDYYYY).

Examples

Name: Date Of Birth:
Ben Narramore 01 Nov 1958
Deb D'Spain 12 Jan 1978
Jimmy Wu 01Feb 2001

Don't Tell me Again

Paystub Password:

nar11011958
dsp01121978
wu02012001

Note that all characters must be entered in lowercase and punctuation characters
are notincluded in the password. When 3 Iast name has fewer than three
characters, the whole last name is used but no additional characters are added.

You will need to inform each employee of this password requirement.

QuickBooks 2016 Student Guide
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15. Before sending the employee paystub, QuickBooks lets you review and update the email information as needed. Click
Send Now to send the email.

Select the email(s) you want to send and click Send Now FROM .
1.0f 1 Selected X 1 email(s) to Send 10 getmattnewpeterson@gmail.com Ce Bee
§2 SEnOTO TYPE NUM DATE AMOUNT
W Kelylawson  STUB 08/31/2016 $3.00545 ATTACH [i:?mmumm_mwmum&mmﬁﬂé] [}
Altached GOKS of 2MB st
TEMPLATE Basic Paystud -

sususct Paystub from White Ridge Construction Company

BOOY | Dear Kelty Lawson.

Your paystub is attached.

Instructions for opening the form:

+ Click the attachment provided with this email

+ The password window may appear

Note: The password is 3 combination of first 3 characters of your
tast name + MMDDYYYY of your date of Birth. For example, if

your name is John Dave and your birth date is 12th January
1978, then your password nscmouzma

Sinceredy,
White Rigge Construction Company
604 987-6541
Chack Speding
Remove
Help © OuxkBooks will take 1 min to send these emads & wont be avafabie Send Now Closo
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Pay Employees using Unscheduled Payroll

1. Inthe Employee Center, click the Payroll tab.

2. Click the Start Unscheduled Payroll button.

3. Follow the same process as listed above for scheduled payroll.

Enter Payroll
Information

PAYROLL INFORMATION

FRYROLL SCHEDULE FRY PERICD ENDS 090016 Chequing

08N | AD, A NT BALAN 20835135

Unchack All Open Pay Cheque Detail...

Kelly Lawson

w Christensen
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Viewing Paycheques

QuickBooks records payroll cheques in the Employee Centre. You can view historical employee paycheques

To view the paycheque from the Employee Centre:
1. From the Employee Centre, click the Employees tab.
2. Click the employee to view. The employee’s paycheques display in the Transactions tab.

3. Double-click the Paycheque and QuickBooks will display the cheque.

4. Click Pay Cheque Detail...to view more details.

Main  Repors * oA
Find Save Delele £ Print Aach 1 Reordes Ovde
v . Fie Remincer CMQJ“
By Account | ST - oo e 167,235.15

oane (083172016 @
oroeroF  Matthew Christensen - ' 558487

Five thousand five hundred eighty-four ang 87/100% * " " s  rrresssannsrsnnnnanss oo,

ADDRESS  Matthew Christensen
600 Toy Ave.
Newcastie, ON L1H 1H8

PAY CHEQUE SUMMARY

EARNINGS 833333 08/01/2018 0813172015
ADDITIONS 0.00 HOURS WORKED 160:00
TAES -2,735.45
-12.00 Pay Cheque Detall...
Save & Close Revert

5. Click Save & Close to close the paycheque.
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Pay Payroll Liabilities

When it's time to deposit payroll taxes with your deposit institution, use the Liability cheque window to fill out a
QuickBooks cheque. Most businesses must send a cheque to the CRA or Revenu Québec for last month's payroll
deductions by the 15th of the current month. Check with the CRA or your accountant to see what's right for your business.

When you are ready to pay your payroll liabilities, QuickBooks lets you choose all or just some of them to pay and creates
cheques to pay them. You can also add penalties, expenses and discounts to the payroll liability cheque.

Before your payroll liabilities can be paid, you must have a payee name associated with each liability.

To pay payroll liabilities:

1. Onthe Pay Liabilities tab of the Payroll Centre, click the Pay Liabilities icon.

4 My Payroll Senice = [ Time Tracking & Payoll Updates (@) Paywoll lems @ Preterences J Leaming Resowces* §' Help
_ payrea || ¢ PayEmployees Py Liabikties File Forms
i al I
] v Fl Pay Taxes & Other Liabilities
CUBSCRFTION STATUS s
1 B
q K =
| Your susscription is ackve i % g Ev
| A Pay Pay Annual Payroll Adjust Liabilites
q B Liabilties Liabilies
-\.E Man: Age my AT IF'\I F‘]'.'ment Hlstor',l
{ i .
i 1 segember 20t * Q1
|
| F'
i o rr | ea i
| 123 Q8
| 4567 8 910 F‘.
i 11 [ 13 14 15 16 7 i
i wmwmnnnn fF
i 25 26 27 M 29 M I!\'
i
| B
| October 2016 iﬁ
| i
H 1 -\ Cuick Guides Other Activitios Repors
| 1
|
1 €3 45 6719 F.'. Je Pay Liatalities i @Faion Liabisy Balances
| 910 11 12 13 1 15 i e Liability Adustments Deposit Refund EroraRepon
i wawwnaxe | O Liabiy @ Tez-1015 Repont
L 23 M 25 26 27 28 X |!I B Go To Repon Centre
| 30 M v
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2. Inthe Date Range window, enter the start and end dates of the period. Then click OK.

lect Date Range For Liabilities

Selectthe date range for the payroll liabilities you want to pay.
Tip: Base your dates on the dates of the pay cheques you issued, not on your pay period dates.

SHOW PAYROLL LIABILITIES

Dates From Thraough 08/312016 E

Custom - 08/01/2016

Cancel Help

Note: Check the dates carefully as QuickBooks uses them to create the PD7A and Payroll Liability Balances reports.

3. Inthe Pay Liabilities window, select the To be printed checkbox to print the liability cheques using QuickBooks, or
clear it if you are writing them by hand.

4. Choose the Chequing Account to write the cheque from (not your Payroll Liabilities account!).

O Pay Liabilities -0 X
¥ To be printed + Review liability cheque to
enter expensesipenalties Caricel
Chequing Account e
Cheaquin = ~ Create liability cheque without
o reviewing Report
Payment Date PD7A
0911272016 & SHOW PAYROLL LIABILINES
SontBy Payable To < Dates  Custom ~ From 08/01/2016 @ Through 083172016 I
v
Charitable Donation Children’s Charities 75.00 0.00 4
Health Plan Insurance Expers 162.00 0.00
Long Term Disability Insurance Expers 72.00 0.00
v CPP-Company Receiver General 133237 1.332.37
v 'CPP -Employee Recelver General 133237 { 1.332.37
v El-Company Receiver General 75452 75452
v El-Employee Receiver General 538.94 53894
v Federal Income Tax Receiver General 5,090.30 509030
10,357.50 9,048.50
Show 3ll liabilities Ending Bank Balance 158,186.65

5. Inthe Payment Date field, enter the date that you want to appear on your liability payments.

6. Verify the date range shown in the Show Payroll Liabilities "from [ through" fields.

7. Select the liabilities you want to pay.
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Lesson 12 — Doing Payroll with QuickBooks Pay Payroll Liabilities

Some liabilities can be selected and paid only as a group. For example, CPP Employee, CPP Employer, El Employee, El
Employer, Federal Income Tax Withholding, and other federal withholding items can only be selected together.

8. (Optional) If you want to pay less than the full amount of a liability you marked, enter the amount you want to pay
in the Amt. To Pay field.

9. Click Review. If you're satisfied with the review, click Save & Close.

10. QuickBooks writes a single cheque for all liabilities paid to the same vendor.

Liabidity Cheque - Chequing

Main Repons i€ A
¢ B8 X § - V Pilme o B B & ©
Find Save Delete opdpm:yuc Prnt Attach ‘ Clear Recakulate Recrder A
v . File Spats Reminder Order
Chegquea
aag account | EOTTNEN - 158,186.65

0971272016 W
Receliver General - 5 9,048.50

Nine thousand foty-eight and 50/100* *******sssseesacesesesssasssccsncnns

Recetver General

08012016 = 083172016 =

Expenses $0.00 Payroll Liabilities $9,048.50
iCPP - Company 133237 i‘
CPP - Employee 133237
El- Company 75452 I
El - Employee 53894
Federal Income Tax 5.090.30

@ NOTES
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Issue T4 Forms

In January or February, you need to create T4 for your employees and the CRA. In Québec, you also need to Releve 1 Slips
for your employees and Revenu Québec.

QuickBooks can create and print T4 slips for you. It can also create a T4 Summary report to help you fill out the T4
Summary form for the CRA.

ov WP

7-

If you have a page-oriented printer, QuickBooks printsT4 slips on blank paper or preprinted forms from CRA.
Create and review a T4 slip for each employee who worked for you at any time during the last year.

Make any adjustments that are needed.

If you are printing on pre-printed forms, test the alignment of the T4 slips on your printer.

Print T4 slips for employees and E-File T4 slips for the CRA.

Distribute the printed slips. Usually, the employee receives two copies. If you printed slips for the CRA instead of
E-Filing them, the CRA receives one slip.

Create a T4 Summary report to summarize the Ty slips for your T4 Summary form.

Note: Employees should receive a T4 slip for each province or territory they worked in for your company.
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Lesson 12 — Doing Payroll with QuickBooks

To create T4 Forms for Employees
1. From the Employee Centre, click the File Forms tab.
2. Click the T4 line from the list of Forms.
3. Click Process Form.

{» PayEmployees {J» PayLiabilities File Forms

File Forms

Issue T4 Forms

ESREM i FEDERALPBROVINCIAL

Relevd 1(RL-1)
Record of Employment (ROE) Federal

Provincial

Filing History

Quick Guides Other Activities

J=Filing T4s/RL-15 =]
J= Paying Subcontractors Frocess T4A

M= Record Of Employment (ROE)

Process Form

i DETAILS

Repors

B 74 summary
B Relevé 1 Summary
B Go To Report Centre
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4. Choose the Form in the Form menu. Choose the Year.
5. Select the employees.

Year Forms
SELECT THE TYPE OF FORM YOU NEED TO GEMERATE:
Farm T4
Year 2016 - * Original
O Amended
T Cancelled
Uncheck All
i Employee =118 Reviewed Printed Emailed EFILE Started On
» 3andraAdams 111 888 111 &
» Matthew Christensen 408 916 351
» Rob deMontarnal 111 888 111
» Kelly Lawson 111888 1M1
» Reynaldo Lopez 111 888 111
« Carol Walker 111 888 111 |
¥
Review Print Email EFILE “

6. Click Review to review each employee’s T4 form.

Employers name
White Ridge Construction Company

14 Employment income
18.750.00

22 Income lax ded
420580

Vancouver, BC V3L 1M2

54 Payroll Acct. Mo, 10 Prosince Emplayee no. 16 CPP contributions 24 Elinsurable earnings
123456T89RPO0O01 BC 3 850,41 18,750.00
12 SN 29 Emp. code |28 Exempt 17 QFP contributions 26 CPFIOPF pens. eam
- CPPIQPF El 18,750.00
111 888 111
18 El premiums 44 Union dues
FRIF 586.50
Employee's name and address 20 RFF contributions 46 Charitable donations
Surmame First name Initial 75.00
ADAMS Sandra =S erEior SEaE T ’
563 Mewton Dr 52 Pension adjustment ension plan no

55 PPIF Premiums

56 PPIP Ins. Eam

30 Housing/Board

31 Special work site

32 Travel in zone

33 Medical travel

34 Use of auto

36 Interest benefit

37 Home relocation

38 Security options

39 Stock/Share ded

40 Other tax. benls
1.250.00

41 Stock/Share ded

42 Emp. commissions

43 C FPersonnel

66 Elig ret allow

67 Mon-alig ret. allow

58 5. Ind Elig. allow:

69 5. Ind Non-elig. allow.

7O Officer expanse allow

71 Status Indian

72 Emp. out. Canada

73 Days out. Canada

T4 Past ser. cont

75 Past serv not cont

77T WCEB Repaid

T& Fishers gross

79 Fishers net

80 Fishers shareperson

81 Agency workers

&2 Drivers

83 Hairdresser

84 Public Transit

Back

85 Priv Health Premiums

Hext

86 Secunty opt. elect

87 Vol emgcy whkr xmpt amit

Cancel

828 Status Indian - Self

Help

Issue T4 Forms
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Click Next to review each T4 form.

7
8. Click OK after you've completed your review.
9

From this window you can choose to Print, Email (T4's to employees) or EFILE your T4 forms.
10. Click Done.

Process End Of Year Forms
Form T4 SELECT THE TYPE OF FORM YOU HEED TO GENERATE
Year 2016 - * Original
' Amended
T Cancellad
Uncheck All
of Employee SN Reviewed Printed Emailed EFILE Started On
» Sandra Adams 111 888 111 o _
» Matthew Christensen 408 916 351 o
» Rob daMontarnal 111 888 111 -
» Kelly Lawson 111 888 111 o
~ Reynaldo Lopez 111 888 111 o
» Carol Walker 111 888 111 W ]
| | L
Review Eman
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Review Activities

1. From the File menu in QuickBooks, choose Open or Restore Company. QuickBooks displays the Open or Restore
Company window.

N

Select Restore a backup copy and click Next.

Select Local backup and click Next.

In the Open Backup Copy window, navigate to the appropriate directory.
Select the gblesson.gbb file, and then click Open.

In the Open or Restore Company window, click Next.

Navigate to your directory.

In the File Name field of the Save Company File As window, type Lesson12 and then click Save.

© ® N v P oW

Click OK when you see the message that the file has been successfully restored.

1. Setup a Salary Payroll item in QuickBooks called Management Salary. Track the item to the Payroll Expense account.

2. Setup a payroll item in QuickBooks to pay hourly employees. Call the payroll item Construction Hourly. Track the item
to the Payroll Expense account.

3. Setup an item to track Union Dues for the hourly construction employees. The Union name is Construction Union.
Track the item to Box 44 on the T4. This item has no effect on any taxes for the employees. The amount deducted
from each cheque is a flat amount of $25.00. It will be calculate on Gross Pay.

4. Setup the Employee Defaults to include Construction Hourly item, Union Dues. The pay frequency is Semi-Monthly.
All employee are based in Ontario with default TD1 amounts. Vacation is calculated at a rate of 4%.
5. Add an hourly employee using the following information:
Name: Sam Bell
Birthdate: October 12, 1973
Phone: 416-456-4984
Address: 3898 Halsey Ave.
Toronto, ON. M3B 2W6
Hire Date: First day of the current month
SIN: 536 864 262

6. Add an hourly employee using the following information:
Name: James Persson
Birthdate: April 12, 1979
Phone: 416-456-4000
Address: 2409 Queen Elizabeth Road.
Toronto, ON. M3B 2Wg
Hire Date: First day of the current month

SIN: 588 890 558
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7. Add an hourly employee using the following information:
Name: Joel Montanez
Birthdate: November 21, 1975
Phone: 416-699-1554
Address: 842 Robertson St.
Toronto, ON. M3N 2N8
Hire Date: First day of the current month

SIN: 474 449 428
Hourly Rate: $25.00

8. Add asalaried employee using the following information:
Name: Jane Stewart
Birthdate: August 21, 1955
Phone: 519-720-4828
Address: 2738 Birkett Lane
Brantford, ON. N3T 278
Hire Date: First day of the current month

SIN: 330353 400
Salary: $80,000 per year

g. Runyour first payroll for the 15 of the current month. Pay employees using 80 hours per two-week period.

10. Run your second payroll for the last day of the current month. Pay employees using 8o hours per two-week period.
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