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Be sure to consult your income tax advisor to determine the correct withholding amounts for
employees. Publications from the Internal Revenue Service and the Oklahoma Tax Commission
provide tables to determine the correct withholding amounts based upon the method used to pay
employees, for example, weekly, biweekly, monthly, or semi-monthly.

Refer to the following publications for withholding information and tables.

1. IRS Publication 51, (Circular A) Agricultural Employer’s Tax Guide

2. IRS Publication 15, (Circular E) Employer’s Tax Guide

3. Oklahoma Tax Commission, Packet OW-2 Oklahoma Income Tax Withholding Tables
IRS publications are available at www.irs.gov and from the Oklahoma Tax Commission at
www.oktax.state.ok.us .

For each employee, you will need to enter
e Personal information (name, address, Social Security number, etc.),

e Payroll compensation information (earnings type, payroll schedule and pay frequency,
class if compensation is tied to a specific project, taxes, sick/vacation, direct deposit) and

¢ Employment information (hire date, regular/officer/statutory/owner employment type,
release date).

Note: Refer to the Form W-4 “Employee Withholding Allowance Certificate” that the employee
provides to the employer.

Setting Up Employees and Payroll Information

To get started, click on the Employee Center and New Employee:

Employee Center

FE MewEmployee.. 58 Manage Employee Information = (=) Print = Excel + Word *

i Employee Information oo
- >

Active Employees

-
—

Full Name

Address

REPORTS FOR THIS EMPLOYEE

Transactions To Do's Notes Sent Email

sHow  All Transactions = Da= | This CalendarYear  ~ | g4/04/2046 - 12/21/2016

There are no transactions of type "All Transactions” in date range "This Calendar Year




Let’s start with the Personal Info tab (refer to the partial Form W-4 and screen capture below for
information to enter in this section).

UL TSI G LINT § LI TR G M S S I S S AR B § s s

rorn W'4 Employee’s Withholding Allowance Certificate ONE Na. 35450074
Department of the Treasury » Whether you are entitled to claim a certain number of all from is 2@1 u
Internal Revanue Service subject to review by the IRS. Your employer may be required to send a copy of this farm to the IRS.
1 Type or print your first name and middle initial. Last name 2 Your social security number
A da R. Handy 444 55 6666
Hame address (number and streot or rural route) 3 [ single [ Married [ Married, but withhold at higher Single rate.
Rt. 2 Note. If maried, but legally of spousais @ ident alien, check the “Single” box.
City or town, state, and ZIP code 4 If your last name differs from that shown on your social security card,
Quietwater, OK 74074 check here, You must call 1-800-772-1213 for a replacement card. ™ [ ]
§ Total number of allowances you are claiming (from line H above or from the applicable worksheet on page 2) 5 0
6 Additional amount, if any, you want withheld from each paycheck . . . . w 6% 0
7 | claim exemption from withholding for 2010, and | certify that | meet both of the Iollcwnng ccndltlons for exemption.

# Last year | had a right to a refund of all federal income tax withheld because | had no tax liability and
# This year | expect a refund of all federal income tax withheld because | expect to have no tax liability.
If you meet both conditions, write "Exempt” here . . . T . [ 7 i
Under penalties of perjury, | declare that | have examined this certificate and to the best cl my knowladge and belief, it is true, comrect, and complete.

Employee's signature
(Form is not valid unless you sign it) » — Date »

8 Employer's name and address (Employer: Complete lines 8 and 10 enly if sending to tik IRS.) 9 Office code joptional) | 10 Employer identification number (EIN)

For Privacy Act and Paperwork Reduction Act Notice, see page 2. Cat. No. 102200 Form W-4 (2010

INFoRMETION FOR Amanda R. Handy

Address & Contact

Additional Info

Employment Info

Workers' Comp

Employee is inactive @ Cancel Help

NAME | Ms. Amanda R [Hand}{

-RII\T I\ Amanda R. Handy DISABILITY

144 CISABLED -
SECURITY MO. 55-6666
DISABILITY DESCRIFTION
cenDER |Female -
CATE OF BIRTH  01/01/1990 ] 1-8 FORM
OM FILE =
MARITAL STATUS =
E k|
U.5. CITIZEN -
ETHNICITY - MILITARY
STATUS =




Next, click on the Address and Contact tab and add the employee’s address, phone number, e-
mail address and other information. You can also store Emergency Contact Information for
your employees on this tab. You can add the contact name, phone and relation for a primary and
secondary emergency contact as shown in the following screen:

New Employee

inFoRueTion FoR Amanda R. Handy
Personal HOME ADDRESS
Address & Contact ADDRESS (iR
Additional Info
CITY Quietwater
Payroll Info STATE |OK - zZir (704074
Employment Info )
AIN PHONE MAIN EMAIL | amanda.handy@pldi.net
Waorkers' Comp =
Work Phone = CC Email bl
Mobile - Website -
Fax v Dther 1 -

EMERGENCY CONTACT INFO

CONTACT NAME CONTACT PHONE RELATION

Rhonda Handy {405—372—47?8| v

Employee is inactive @ Cancel Help

Next, click on the Payroll Info tab. Click in the Item Name box under Earnings and a drop-
down arrow appears. Click in this box and click on <Add New>.



inFoRMETION FOR Amanda R. Handy

Personal

Address & Contact

Additional Info

Payroll Info
EARNING S

Employment Info

Direct Deposit Taxes...

Sick/Vacation...

ADDITION 5, DEDUCTION S AND COMPANY CONTRIBUTION &

T M AMOUNT LIMIT

Workers' Comp

Employee is inactive

Employee is covered by a qualified pension plan

Cancel Help

Now click on the item you wish to track.

Wages

bonuses?
® Hourly Wages!

O Annual Salary

) Commission

) Bonus

Do you want to set up a payroll item to track hourly wages, annual salary, commissions, or

Here, we are going to select Hourly Wages.

Add new payro

Einish Help Cancel

Wages

Is this i
® Regular Pay,

) Overtime Pay
) Sick Pay
> Vacation Pay

Back |

rregular, overtime, sick, orvacation pay?

Help Cancel

Einish




Select Regular Pay. Click Next

Enter a name for the hourly item such as Straight Time.

Add new payroll item (Hourly Wage)

== Name used in paychecks and payroll reports

3'?/?‘ Enter name for hourly item:
G

[straight Time |

] For example, if you are creating a payroll item to track straight time, you may
\O@\ want ta call it 'Straight Time".

Help Cancel

Click Next

Add an account to track the payroll expenses. The default name is Payroll Expenses (if
necessary, use the drop down box and select <Add New> to add the appropriate account).

Add new payroll item (Hourly Wage:Straight Time)

5=+ Expense account
A

% Enter the account for tracking this expense.

|F'ayro|| Expenses

. Hourly wages are an expense to your company. You can change this account
AN atanytime.

¢

Back Next | Finish } Help Cancel

Click Finish.
Repeat this process to add Hourly Overtime.

Click in the Item Name box and a drop-down arrow appears. Click in this box and click on
<Add New>.



inFoRMaTION FoR Amanda R. Handy

Direct Deposit Taxes...

Employment Info TEM NAN
Straight Time

Personal
- FEYROLL SCHEDULE
Address & Contact Fav FREQUENCY | Biweekly .
Additional Info CLASS =
Payroll Info
EARMINGS

Workers' Comp

<Add New >

Straight Time

Sick/Macation...

ADDITION S, DEDUCTIONS AND COMPANY CONTRIBUTION S

Click on Hourly Wages.

Select Overtime Pay

Click Next

Enter the name for the hourly item, Overtime Hourly.

Add new payroll item (Hourly Wage)

we
[

Name used in paychecks and payroll reports

Enter name for hourly item:

|D\rertime Hourly ]

For example, if you are creating a payroll item to track overtime time, you may
want to call it ' Hourly Overtime”.

Click Next.

Select the appropriate Overtime pay item.

Add new payroll item (Hourly Wage: Owvertime Hourly)

Define Overtime

Define overtime for this payroll item.

me-and-a-half: 1.50 times the base wage§

77 Double-time: 2.00times the base wage

71 Custom:

Lse this option to define a different overtime rate; e.qg., enter 3 for triple-time.

If your company pays several different overtime rates, create a separate payroll item for each

rate. You don't need to create a separate item for each employee. When you setup the

employee’s record, you can attach one of these overtime items to it and then assign a specific

dollar amount.




Click Next.
Select Payroll Expenses.

Click Finish.

Repeat these steps for Sick Pay and Vacation Pay if these items are to be used.

You will now need to set up a Payroll Schedule. In the Payroll Schedule box at the left in the
Payroll Info tab, click Add New.

inForuenion For Amanda R Handy
Personal
Address & Contact
Additional Info
Payroll info

EARMINGS

Employment Info TN AT
Straight Time

e |

New Employee

Direct Deposit Taxes...

Sick/Vacation...

ADDITION §, DEDUCTION 5 AND COMPANY CONTRIBUTION 5

WeKEEComp Overtime Hourly

0.00

Employee is inactive

Employee is covered by a qualified pension plan

Cancel Help

Enter the Payroll information from the following screen.



New Payroll Schedule

The information you provide will be used to create a payroll schedule. What is a payroll schedule?

You can set up multiple payroll schedules if you need to. Why do | need multiple schedules?

Tell us how you'll be processing payroll using QuickBooks: How do | setup a payroll schedule?
What do you want to name this payroll schedule? (e.g., “Weekly", “Biweekly”, *Monthly”, etc) Weekly

How often will you pay your employees on this schedule? Weekly 7

What is the pay period end date? 04/08/2016 |

What date should appear on paychecks for this pay period? |04J09I2015| ﬂ]

The following is based on the information supplied above:
You pay your employees DD days after the pay period end date in this payroll schedule.

Schedule is inactive | 0OK } Cancel

Depending on your payroll practices, paychecks may lag the pay period by some length of time.
Click OK.

NOTE: you may need to click Yes and OK to signal that it is okay to have a date earlier
than the current date on the Payroll Schedule.

Warning

The next paycheck date is earlier than today.

Are you sure this is correct?

Yes No

Should you have several employees that will use this same payroll schedule, read the instructions
on the following screen then Click OK.



QuickBooks Information

2 h Your Weekly payroll schedule has been set up.

To assign employees to this payroll schedule, go to the
Payroll and Compensation Info tab of the employee record of each employee
you wish to assign and choose the payroll schedule.

Enter the hourly Straight Time and Overtime Hourly rates and select the Pay Frequency.
Amanda helps prepare for and sell at the Farmers Market so her payroll expenses are charged to
that Class.

NOTE: If the Class feature has not been turned on or enabled in your file, you will first
need to Edit the Preferences and turn it on. Click on Preferences, click on Accounting at
the top of the list, choose the Company Preferences tab, click on Use class tracking, OK.

File B=L08 View Lists Favorites Company Custo

Copy Employee

Edit Employee Cirl+E
MNew Employee Cirl+N
Delete Employee Cirl+D
Make Employee Inactive
Motepad

Customize Columns...

Use Register Cirl+R

Use Calculator

Find... Ctri+F
Search... F3
Preferences...




My Preferences Company Preferences @
o "Use account numbe « Require accounts
=
Show lowest subaccount only P
cLASS Default
v Use clags tracking for transactions
Also See:

~ Promptto assign classes
Ganaral

Return to Amanda Handy’s employee information. (You may need to click on her name in the
employee list.) Add the Hourly Rates for Straight Time (10) and Overtime Hourly (15).
Beside the Class box,.click <Add New> and complete the screen:

Click OK

Edit Employee

wrForueTion For Amanda R. Handy
Personal e e e -

FAYROLL SCHECULE | Weekly i Direct Deposit Taxes...

Address & Contact R FREQUENCY =

- Sick/Vacation...

Additional Jnfo cLass [:
< Add New >
Payroll Info
ADDITIONS, DEDUCTION S AND COMPANY CONTRIBUTION S

EARNINGS
Employment Info ITEM NAME HOURLY/ANNUAL RATE ITEM NAME AMOUNT LIMIT
Straight Time 10.00

LHTLEE S Overlime Hourly 15.00]

In the Class Name box, enter Farmers Market and click OK.

Mew Class
Class Name |Farmers Markef ] @
Subclass of Cancel
Class is
inactive
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The Employee screen reappears with Farmers Market in the Class box.

Edit Employee

InFoRmeTIoN FOR Amanda R. Handy

Personal _
| Weekly - @ Direct Deposit Taxes...
Address & Contact Y FRECQUEN
Sick/Vacation...
Additional Info s [Gmeiiakes '_
Payroll Info

EARNINGS ADDITION 5, DEDUCTION § AND COMPANY CONTRIBUTION 5

Employment Info TEM NAME HOURLY/AMNUAL RATE EM NAME AMOUN LI
Straight Time
Overtime Hourly 15.00

Workers' Comp

Employee is covered by a qualified pension plan

Employee is inactive [ OK Cancel Help

Under Additions, Deductions and Company Contributions, the drop-down arrow under Item
Name allows you to add the following benefits and adjustments as needed:
e Additions, such as employee loans, reimbursed travel expenses, or advances against
salary
e Deductions, such as health insurance, payments to a retirement plan, or union dues
e Company-paid benefits, such as health or life insurance

In this example, these items will be ignored.

Click Taxes at the right and enter Federal and State information for withholding for this
employee.

NOTE: this business is subject to Medicare, Social Security, and Federal Unemployment
Tax. Contact your tax advisor to determine if your business is subject to the Advance
Earned Income Credit and the Federal Unemployment Tax.

11



Edit Emplo

IMFoRMATICN FOoR Amanda R. Handy

Personal e |
FAVROLL SCHEDULE | Weekly - @ Direct Deposit Taxes...
Address & Contact FEY FREQUENCY - Sick/Vacati
ick/Vacation...
cLass | Farmers Market - ]

Additional Info

Payroll Info
EARNINGS ADDITION S, DEDUCTION S AND COMPANY CONTRIBUTION S
Emplayment Info ITEM NAME HOURLY/ANMUAL RATE ITEM NAME AMOUNT LIMIT
Straight Time 10.00
UL eI Overfime Hourly 15.00

Employee is covered by a qualified pension plan

Employee is inactive E Cancel Help

Complete the Taxes for Amanda R. Handy screen as follows.

r Amanda R. Handy

Federal State Other @

Flng staus - cancel

Allowances 0 Help

Extra Withholding 0.00
SUBJECT TO
v Medicare
+ Social Security
Advance Eamed Income Credit

7| Federal Unemployment Tax (Company Paid)

What ifthis employee is subject to Monresident Alien Withholding?

12



Click on the State tab.
In the State Worked area, click on the drop down arrow and select OK for the State.
Oklahoma doesn’t have a state unemployment tax so uncheck the SUI box.

In the State Subject to Withholding area, click on the drop down arrow and select OK for the
State.

Taxes for Amanda R. Handy

Federal State Other @

STATE WORKED Cancel
State - ¥ SUI (Company Paid)

Help
STATE SUBJECT TO WITHHOLDING

State - Filing Status  Single -
Allowances g Extra Withhaolding 000

MISCELLANECQU S DATA [DEPENDS ON STATE SELECTED)

The payroll information for Oklahoma does not exist so the following window will appear.

Payroll Item Not Found

| Ok - Withholding is not in the Payroll ltem list.

Click Set Up to add Oklahoma Withholding information.

Add new payroll item: OK—Withholding

Add new payroll item (OK-State Withholding Tax)

,‘g Enter name for state withholding tax

A
é‘?’ i [oK - withholging ]
é‘?‘ N For example, if you are creating a state tax for CA, you may want to call it 'CA-
}\ Gp{é Withholding’.

13



Click Next

Complete the Add new payroll item screen as follows.

Add new payroll item (OK-State Withholding Tax)

Agency for employee-paid liability

Enter name of agency to

Oklahoma tax Comission -
which liability is paid:
Enter the number that
identifies you to agency:
Liability account Payroll Liabilities -

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

Back

&
-

Help Cancel

Click Next

The following Vendor Not Found screen appears.

Vendor Mot Found

| Oklahoma Tax Comission is notin the Vendaor list.

To automatically add Oklahoma Tax Comission to the Vendor list, click Quick Add.
You can enter more detailed information later.

To enter the detailed information now, click Set Up (usually not required).

‘ Quick Add SetUp Cancel

Click Quick Add
Click Next

Both Overtime Hourly and Straight Time need to be checked as Taxable Compensation.

14



Add new payroll item (OK-State Withholding Tax)

Taxable compensation

¢  Selectthe items subject to this state withholding tax.
.‘1

&° ] 3
éf\c’ |/ ! PAYROLLITEM + Click Default to revert
Q@"‘ | v | Overtime Hourly to QuickBooks

automatic settings.
¥« StraightTime

Default

Cancel

Back Hext ‘ Finish l Help

Click Finish.

Click OK to set up a schedule for payments.

Schedule Payments

p 1 You can now set up a scheduled payment for this payroll item.

When you set up a scheduled payment for your payroll liabilities, you can track

accrued amounts and pay the liability in the Payroll Center. How do | setup a
scheduled payment?

OK

Enter the correct state information for Amanda including the State Worked (OK), Filing Status

(Single), Allowances (0), and Extra Withholding (0.00) information. Make sure that the SUI
(Company Paid) box is unchecked.

15



Taxes for Amanda F. Handy

Federal State Other @

Cancel

STATE WORKED

State oK M SUI (Company Paid)
Help

STATE SUBJECT TO WITHHOLDING

state - Filng Situs -

Allowances [ Extra Withholding 0.00

MISCELLANEOQU S DATA [DEPENDS ON STATE SELECTED)

Click OK.

We are now at the Employee screen where we started for Amanda.

Edit Employee

inFoRueTion For Amanda R. Handy

e E | Weekly - @ Direct Deposit Taxes...
R N Sick/Vacation...
Additional Infa ciass |Farmers Market b
Payroll Info

EARNINGS ADDITION §, DEDUCTION § AND COMPANY CONTRIBUTIONS
Employment Info ITEM NAME HOURLY/ANNUAL RATE ITEM NAME AMOUNT LIMIT

Straight Time 10.00 4 || -

Workers'Comp Overtime Hourly 15.00]

Employee is covered by a qualified pension plan

Employee is inactive | OK Cancel Help

Click OK

If you get a New Employee: Payroll Info (other) screen, click on Leave As Is as we will ignore
sick and vacation pay for this employee.

16



Mew Employee: Payroll Info (other)

Da you wish to set up payroll information far:

* Other or local taxes..
* Sickivacation...

The payroll information for the itemis) listed above
currently matches the employee defaults.

Click on Edit Employee

& Center: Amanda R. Handy

2 NewEmployee.. [5% Manage Employee Information ¥ (=) Print ¥ Excel v Wword ¥

ravrees | S Employee Information Ll (2]

A

Active Employees - >
FullName Amanda R. Handy Main Email amanda handy@pldi.net
H E ATTACH Address Amanda R. Hand
L AE c S d REPORTS FOR THIS EMPLOYEE
fllamantak ) dan 0y . Quigtwater, OK 704074
QuickReport
I Danarnll immnan v

Transactions To Do's Motes Sent Email
sHow  All Transactions ~  cet=  This Calendar Year T 01012016 - 1213112016

TRANSACTION TYFE DATE ACCOUN AMOUN

Click on the Employment Info tab. Enter the employment start date (01/04/2016) and
Employment Details (Regular) as seen on the following screen.

Edit Employes

inFoRwaTion For Amanda R. Handy

Personal
- Employment Leave of Absence Termination
Address & Contact EMPLOYMENT DATE § JOB DETAILS
Additional Info HiRe D4TE | D96/2016 B TITLE
ORIGINAL HIRE DATE | 01/04/2016 SURERVISOR -

Payroll Info : : .

ADJUSTED SERVICE DATE i ] DERARTMENT

mployment Info
H DESCRIPTION

Workers' Comp

EMPLOYMENT DETAILS

EMPLOYMENT TYPE z

FL PART TIME -

17



Click OK.

Let’s add another employee, Ima Florist. She is a salaried employee of the business. Her W-4 is
as follows.

= g v

- W-4 Employee s Wlthholdlng Allowance Certificate i

[ Departmaent of the Treasury * Whether you are entitled to claim a certain number of all or ion from withhelding is 2@1 0
Internal Revenue Service subject to review by the IRS. Your employer may be required to send a copy of this form to the IRS

1 Type or print your first name and middle initial, Last name 2  Your social security number
: Ima Florist 333 44 5555
| Home address (number and street or rural route) 3

[ single b1 Married [] Married, but withhold at higher Single rate.

Rt. 1, Box 4567 Note. If married, but legally separated, or spouse is @ ident alien, check the “Single” bax,
City or town, state, and ZIP code 4 i your last name differs from that shown on your social security card,

Quietwater, OK 74074 check here. You must call 1-800-772-1213 for a replacement card, P D

5 Total number of allowances you are claiming (from line H above or from the applicable worksheet on page 2) }_5_ o

6 Additional amount, if any, you want withheld from each paycheck . L . 6% _ °

7 I claim exemption from withholding for 2010, and | certify that | meet both of the following conditions Ior exemption. F 5
® Last year | had a right to a refund of all federal income tax withheld because | had no tax liability and
® This year | expect a refund of all federal income tax withheld because | expect to have no tax liability.
If you meet both conditions, write “Exempt” here . . . . L .. . | 7 |

| Under penalties of perjury, | declare that | have examined this certificate and to Ihe besl ol my knawledgea.nd belief, it is true, correct, and complete.

Employee's signature @ M
(Form is not valid unless you sign it.) » ) Date »

I 8  Employer's name and address ([Employer: Complete lines 8 and 10 only if sending to the IRS.) 9 Office code foptional) | 10 Employer identification number (EIN)

For Privacy Act and Paperwork Reduction Act Notice, see page 2. Cat. No. 10220Q Form W-4 2010

Return to the Employee Center and select New Employee. Enter Personal Info:

inFoRMaTion For Ima Florist
Personal .
HAME : Ima Florist
Address & Contact
Ima Florist DISABILITY.
Additional Info 333_44_5555
Payrell Info Female -
DATE OF BIRTH -8 FORM
Employment Info it |U?m4"'1958 ] |
ON FILE =
MARITAL STATUS -
Workers® Comp &
1.8, CITIZEN -
ETHNICITY - MILITARY
STATUS -

18



Click on the Payroll Info tab.

Click in the Item Name box, <Add New>

New Employee

INFoRMeTION For Ima Florist

PO, s = = E
FAYROLL SCHEDULE Direct Deposit Taxes...
Address & Contact FEy FRECUENCY | Biweekly i SickNVacati
ick/Vacation...
Additional Info S E
Payroll Info

EARNING S ADDITION S, DEDUCTION 5 AND COMPANY CONTRIBUTION 5§

Employment Info ITEM NAME HOURLY/ANNUAL RATE ITEM NAME AMOUNT

Workers' Comp |
<Add New >

Select Annual Salary
Click Next

Select Regular Pay
Click Next

Type Salary in the box.

Click Next

Select Payroll Expenses (If necessary, click on the arrow in the drop down box).

Add new payroll item (Salary:Salary)

Expense account

Enter the account for tracking this expense.

\Payroll Expenses = l-

\ . Salaryis an expense to your company. You can change this account at any
N time.

b A

Click Finish

19



The New Employee screen reappears. Add 35,000 as the salary amount.

Click on the Drop Down Box under Pay Frequency and change it from Biweekly to Monthly.
You will be reminded to do a Payroll Schedule in a moment.

New Employee

inFormaTIoN For Ima Florist

PAYROLL SCHEDULE -

Personal
a Direct Deposit Taxes...

e oy reecoency R - —
ICK/vacaton...

CLASS -

Additional Info CLASS

Payroll Info
EARNINGS ADDITION S, DEDUCTION § AND COMPANY CONTRIEUTIONS

Salary 35,000.00 -

Empgloyment Info ITEM MAD

Workers' Comp

Click on the Taxes box.

New Employee

inForMaTIoN FoR Ima Florist

Personal Ty = a

SO L ORI Direct Deposit Taxes..
Address & Contact ray FREQUENCY |[[giliY v

- SickVacation...

Additional Info T -
Payroll Info

EARNINGS ADDITION S, DEDUCTION § AND COMPANY CONTRIBUTION S
Employment Info ITEM NAME HOURLY/ANNUAL RATE ITEM NAME AMOUNT LIMIT

Salary 35,000.00 ¢

Workers' Comp

Complete the Federal and State sections as you did for Amanda using the following screens.

20



Click on the Federal Tab and complete the information according to Ima’s W-4

for Ima Florist

Fecerr |1 5E1) G o |

Flng staus - Cancel

Allowances 0 Help

Extra Withholding 0.00
SUBJECT TO
+ Medicare
+ Social Security
Advance Earned Income Credit

+ Federal Unemployment Tax (Company Paid)

What ifthis employee is subject to Nonresident Alien Withholding?

Click on the State Tab and complete the form.

Taxes for Ima Florist

Eederal State Qther @

Cancel

STATE WORKED

State 0K - SUI (Company Paid)
Help

STATE SUBJECT TO WITHHOLDING

State oK~ Filing Status N

Allowances g Extra Withhalding g.00

MISCELLANECQU S DATA (DEPENDS ON STATE SELECTED)

PREVIOUS STATE DATA (FOR REFERENCE CHNLY)

Click OK

Now, click on the drop down arrow at the Payroll Schedule prompt to add a new Payroll
Schedule for Monthly:

21



New Employee

InFoRwaTIoN For Ima Florist

Personal e
FAYROLL SCHEDULE | '| a Direct Deposit Taxes...

Address & Contact NS Tl < Add New =
- Sick/Vacation...

CLASS

Additional Info T

Weekly

Payroll Info

EARNINGS ADDITIONS, DEDUCTION S AND COMPANY CONTRIBUTION S

Employment Info ITEM NAME HOURLY/ANNUAL RATE ITEM MAME AMOUNT LIMIT

Salary 35,000.00 &

Workers' Comp |

Click <Add New> and complete the following screen.

New Payroll Schedule

The information you provide will be used to create a payroll schedule. What is a payroll schedule?

You can set up multiple payroll schedules if you need to. Why do | need multiple schedules?

Tell us how you'll be processing payroll using QuickBooks: How do | setup a payroll schedule?
What do you want to name this payroll schedule? (e.g., “Weekly” “Biweekly”, “Monthly”, etc) Monthly

How often will you pay your employees on this schedule? Monthly 7

What is the pay period end date? 04/30/2016 |

What date should appear on paychecks for this pay period? 04/30/2016 ]

What day should appear on paychecks for this pay period? -

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 paycheck date for the current maonth is 04/30/2016 for the pay period ending on 04/30/2016.

Schedule is inactive @ Cancel

Click OK
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The following Warning may appear.
VWarning

The next paycheck date is earlier than today.

Are you sure this is correct?

Yes No

Click Yes.

QuickBooks Information

& Your Monthly payroll schedule has been setup.

To assign employees to this payroll schedule, go to the
Payroll and Compensation Info tab of the employee record of each employee
you wish to assign and choose the payrall schedule.

Click OK

Click on the Employment Info and complete the Hire Date for Ima of 05/01/2015.

Mew Employee

inFormaTion For Ima Florist

Personal

Employment Leave of Absence Termination
Adgess S Contia EMPLOYMENT DATES JOB DETAILS
Additienal Info HiRe cats | 09M6/2016 B TITLE
ORIGINAL HIRE DaTE | 05/01/2015 -

Payroll Info ; h |7ﬂ

v E i
Employment Info

B DESCRIFTION

Click OK and on the New Employee: Payroll Info (other) screen, select Leave As Is.
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New Employee: Payroll Info (other)

Do you wish to set up payroll information for:

* Other or local taxes...
* Sickivacation...

The payraoll information for the itemi(s) listed abave
currently matches the employee defaults.

To go to the Home screen, click on the Home icon.

Establishing Manual Payroll Calculations:

Carefully go through the following steps to set your file up to use manual payroll calculations.
Click on Help then click on QuickBooks Help (or press F1).

Click on the Search tab, type in manual payroll then click on the search icon at the right to
activate the search.

Have a Question?

4 4 manual payroll

© Answers in Help

Click on the link Process payroll manually (without a subscription to QuickBooks Payroll).

Have a Question?

40 @ manual payroll

@ Answers in Help o)
I + Process payroll manually (without a subscription to QuickBooks Payroll)

» Calculate payroll taxes manually (without a subscription to QuickBooks Payroll)

+ Am | already subscribed to QuickBooks Payroll?
+ Setup manual payroll

* Unable to select - Use My Existing Payroll Service, when manual payroll is turned on

Show more answers

@ Answers from Community
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Click on the link Manual payroll calculations

4 > B manual payroll

Process payroll manually (without a subscription to QuickBooks Payroll)

What we recommend

We strongly recommend that you sign up for QuickBooks Payroll to make sure that you have the most current tax tables available. In addition to providing current tax tables, QuickBook
Payroll provides additional features that take the worry out of doing your payroll.

If you prefer to process your payroll manuall
1. Setyour company file to use thgfmanual payroll caloulations setting.
Important: When your company file is set up for manual payroll calculations, QuickBooks inserts a "zero" amount for each payroll item assodiated with a tax.
= What does this mean?

m  What will happen in QuickBooks if I choose manual calculations?

2. Setup your payroll using the Payroll Setup interview.
3. 3Contact the IRS, your state and local tax agendes, and your professional tax advisor to get the most recent payroll tax information, such as:
m Tax tables, induding mid-year tax changes that can affect your payrall
m Wage base limits on taxes such as FUTA
m The frequency with which you pay your payroll taxes. (The frequency can change from year to year, depending on certain conditions in your company.)
4, Then, each pay period use the information you gather in Step 3 to calculate the current and year-to-date federal, state, and local tax information for each employee.
5. Go to the Employees menu and dick Pay Employees. On the Enter Payroll Information screen select the employees to pay, open the Paycheck Detail for each employee, and
replace the "zero” amounts with the appropriate tax amounts for each paycheck.
&, Pay your payroll tax liabilities using the tax schedules provided by the IRS and your state or local tax agency.
See also

m Calculate payroll taxes manually

® Learn about QuickBooks Payroll Services

Then, click on the link Set my company file to use manual calculations.

4 B manual payroll

e you sure you want to set your company file to use manual calculations? ~
Before you click the link below...

m The manual calculations setting is applied immediately. You may not receive a message that indicates the change in your company file.
m If you dick this link inadvertently and want to reinstate payrall tax calculations in your company file, you will need to sign up for QuickBooks Payraoll,

m If you already have a QuickBooks Payroll subscription and dick this link inadvertently, contact QuickBooks Payroll. Clicking this link does not cancel yopr
QuickBooks Payroll subscription,

If you are sure you want to manually calculate your payroll taxes in QuickBooks, dlick hereISet my company file to use manual calculations

2% Check the Support Site for mare answers

¢=2 Did this Help topic give you the information you needed?

Fios Lo

Reguires an Internst connection.
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Click OK on the following screen.

QuickBooks Information

B You must now calculate and enter your paycheck amounts manually. If you
currently have an active QuickBooks Payroll Service Subscription, you must call the
Intuit Payroll Service to cancel your subscription and avoid future charges.

Paying Emplovees:

We are now ready to pay Amanda. From the Main Menu or the Employee Center found on the
Home Screen, click on

Employees
Pay Employees

If the following screen appears, click No.

You aren't currently signed up for a payroll service, Intuit offers a full range of payroll
! services that help you save time and get the most from your QuickBooks software, These
payroll services are flexible, affordable and ideal for every type of business.

Would you like to learn more?

Enter payroll information for Amanda (as shown on the following screen:

e Enter the date when Pay Period Ends (04/08/2016) and the Check Date (04/09/2016).
e  Make sure the Bank Account is correct.

e Check all the employees to which this payroll applies, Amanda in this example.

e Enter the appropriate number of hours (25) for hourly employees.
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Enter Payroll Information

o Enter Payroll
Information

How do | pay my employees?
PAYROLL INFORMATION

FY EMPLOYEES R FERICD ENDS 04/08/2016 B BANK ACCOUNT Business checking -
EMFLOYEES SELECTED TO F&Y: 1 CHECK DATE 04/00/2016 B BANK ACCOUNT BALANCE: 50,000.00

Explain Printing Options
CHECK OPTIONS

® Print paychecks on check stock First Check#

7 Handwrite & Assign check numbers

Uncheck All Open Paycheck Detail... SORTEY  Employee Name - I ShowiHide Columns !

/| EMPLOYEE STRAIGHT TIME OVERTIME HOURLY SALARY TOTAL HOURS

v | Amanda R. Handy 25:00 25:oo|

Ima Florist

How do | use this window to enter payroll information?

Finish Later | Continue

To display more detail, click on the Show/Hide Columns button at the right.

If you hide a payroll item column that has information, it will still be usedto
calculate the paycheck.

;DU not display this message in the future§

Click OK

The Show/Hide — Enter Payroll Information Box allows you to select columns for display on the
Enter Payroll Information screen. We will elect to include: Class, Pay Frequency, Straight time,
Overtime Hourly, and Salary as shown in the following screen.

Show/Hide - Enter Payroll Information

Ayailable Columns Chosen Columns
Employee Number Class

Last Check Date Add > Pay Frequency
Last Pay Period End Date e Straight Time

Overtime Hourly

Salary

How do | show or
o . Cancel
hide columns?
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Click OK when you have the desired fields selected.

Click on the Open Paycheck Detail to Preview the Paycheck and make additional entries (or
corrections) for the employee withholding and the company’s Social Security and Medicare as
shown in the following screen.

Preview Paycheck

Amanda R. Handy ray FEROD | 040912016 B8 - 04/15/2016 B
Eamings Use Direct Deposit  cLazs  Farmers Market -
[straignt Time 1000 2500 0:00
Overtime Hourly 15.00 0:00
Do not accrue sickivac
TOTALS 250.00 25:00 hrs
Other Payroll ltems Employee Summary (adjusted) How are these items calculated?
Straight Time 250.00 250.00
Overtime Hourly 0.00 0.00
Medicare Employee Addl T... 0.00 0.00
Federal Withholding -37.50 -37.50
Social Security Employee -15.50 -15.50
Company Summary (adjusted) How are these items calculated? | Medicare Employee -3.63 -363
TEM HANME AMoUNT 7o |DK-Withh0Iding -10.00 -10.00
Social Security Company 15.00 15.00
Medicare Company 263 3.63|
Federal Unemployment 0.00 0.00
Check Amount: 183.37
' What's this?
| Save & Close Cancel Help

The withholding amounts for employees can be obtained from the following publications. Be
sure to use the correct tables to determine the withholding for your employee(s). Also check
with your tax advisor for additional information concerning withholding and making payroll
deposits.

1. IRS Publication 51, (Circular A) Agricultural Employer’s Tax Guide

2. IRS Publication 15, (Circular E) Employer’s Tax Guide

3. Oklahoma Tax Commission, Packet OW-2 Oklahoma Income Tax Withholding Tables
IRS publications are available at www.irs.gov and from the Oklahoma Tax Commission at
www.oktax.state.ok.us .

Click Save & Close.
Click on Continue

The following screen allows you to double check the data entered for Amanda.
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Review and Create Payc

e Review & Create
Paychecks
PAYROLL INFORMATION

FAY EMPLOYEES

How do | pay my employees?

&Y FERICD ENDS BANK ACCOUNT
HUMEER OF PAYCHECKS: 1 CHECK DATE
CHECK OPTIONS

Business checking

BANK ACCOUNT BALANCE:

® Print paychecks on check stock

50,000.00
Explain Printing Options
First Chechs#
7 Handwrite & Assign check numbers
Open Paycheck Detail...
Employee Gross Pay Taxes Deductions Met Pay  Employer Taxe Contributions Total Hours Direct De|
Amanda R. Handy 250.00 -66.63 0.00 183.37 18.63 0.00 2500
250.00 -G6.63 0.00 183.37 18.63 0.00 25:00
< Back Finish Later

|. Create Paychecks |

Click Open Paycheck Detail if you wish to modify the payroll information; otherwise, click
Create Paychecks

The Confirmation and Next Steps screen appears. Click on Print Pay Stubs.

Confirmation and Next Steps

) Print & Distribute
Paychecks
U You have successfully created 1 paycheck:

1 for printing 0 for direct deposit

Learn more

Next step:

Print your paychecks/stubs, and distribute to employees.

| Print Paychecks | I] Print Pay Stubs
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Select Pay Stubs

Bank Account Business checking - | Checks Dated 09/16/2016 [ thru 091G/2016 B4
Select Pay Stubs, then click Print or E-mail. Employee All Employees =
There is 1 Pay Stub to print for $183.37.

& i DATE EMPLOYEE AMOUNT Preview

¥ |oans016 Amanda R. Handy 183.37 Select All

Select None

Preferences

Default Email Text

Show: ® Both "' Paychecks " Direct Deposit

Company message to be printed on all pay stubs:

Print Email Close Help

Click on Print to generate the report for Amanda.

BloomEaze
123 Easy Sireet
Quietwater. KS 74074

Amanda R. Handy
Re.2
Quietwater, OK 704074

Emplayes Pay Stub Check numbes Pay Penod. 04002016 - (41152016 Pay Date: 03162016
Employes SSN Seatus (Fad/Stats) AllswancesExtra
Amanda R Handy, Rt 2. Qustwater, OK 704004 o X Singhe-Sanghe Fed DNOK-DD

Earnings and Hours Gty Rate Current  YTD Amount
Straight Time %00 10.00 250.00 250,00
Taxes Current  YTD Amount
WMedicare Employee Add Tax 0.00 0.00
Federal Withholdng -37 50 3750
Sacial Secunty Employes 15.50 15.50
Medicare Empiyes 363 363
L \ihaldng —0 1000

68,83 85,63
NetPay 182,37 183.37

Click Close
Close

You are now ready to pay the payroll liabilities.
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Pavying the Pavroll Liabilites:

You will need to send checks to the United States Teasury and the Oklahoma Tax Commission
for the withholdings according to the timing from the publications listed on the first page of these

instructions.

Go to the Home Page and click on the Pay Liabilities icon.

= Home
VENDORS
P b~ = =
s B ® 3 5
Purchaze Receive Enter Bills See Financing Manage Chart of
Orders Inventory Against Options Sales Accounts Activities
Inventory Tax
@ 2 " =
Items & Order
Enter Bills Pay Bills Services Checks
CUSTOMERS — .
|Z| Calendar
Create Sales
Accept Receipts BANKING
Credit Cards
- =
" bt = &
Estimates Create Receive Record Reconcile
Invoices Payments Deposits
= & &8
Staterment Statements Refunds g
? Write Check
Charges & Credits Checks Reqister
EMPLOYEES
i, &- -
Print Enter Credit
Turn On Pay Pay HR Essentials Checks Card Charges
Payroll Employees Liabilities and Insurance

Select the date range to use. For our example, use Custom in the Dates box and use the dates

from: 01/01/2016 through 06/01/10/2016. Contact your tax advisor to determine the rules for

your particular situation.
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ct Date Range For Liabilities

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

SHOW PAYROLL LIABILITIES

Dates  Custom - From |01/01/2016 E4 Through |UEJ’U1.|'2E]‘IE ]

Click OK

A Pay Liabilities screen appears and since we elected to compute payroll manually, you will
need to insert the Payable To information for the Federal Withholding. The Social Security and

Medicare items will be completed later in these instructions.

Pay Liabilities

¥ To be printed ~. Review liability check to enter Create
expenses/penalties
Bank Account s
: ; - = Create liability check without
Business checking = reviewing oy Payroll Liabilities Report
Check Date Help
06/01/2016 [ SHOW PAYROLL LIABILITIES

Dates  Custom =~  From 01/01/2016 E Through |[JE."[J‘1.|'2[J1E| i ]

SortBy Payable To

m
1=
;
o
m
I

J | FAYROLL ITEM FAYABLE TO L
Federal Unemployment 0.00 0.00
DK - Withhalding Oklahoma Tax Comission 10.00 0.00
Federal Withholding United States Treasury 37.50 0.00
Medicare Company United States Treasury 3.63 0.00
Medicare Employee Linited States Treasury 363 0.00
Medicare Employee Addl T... United States Treasury 0.00 0.00
Social Security Company Linited States Treasury 15.00 0.00
Social Security Employee Uinited States Treasury 15.50 0.00

B85.26 0.00
Hide zero balances Ending Bank Balance 49,816.63

Click on the item Federal Withholding. A window opens stating that there is not a liability
agency for Federal Withholding.
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Click Yes and the following screen appears.

Edit payroll item (Federal Withholding)

Name used in paychecks and payroll reports

Enter name for federal withholding tax payroll item:

|Federal Withholding] |

Payroll item is inactive

To hide this item on the Payroll ltem list, select the checkbox.

m
7
L
k]
7]

Help Cancel

Make sure the name is Federal Withholding.

Click Next

Enter United States Treasury for the name of the agency to be paid.

Edit payroll item (Federal Withholding)

Agency for employee-paid liability

Enter name of agency to

which liability is paid: United States Treasury v

Liability account

(employee-paid):
This liability account tracks federal withholding tax to be paid. You can
change this account at any time.

Payroll Liabilities| -

Back | Hext | Finish Help Cancel

Click Quick Add to include United States Treasury in the Vendor list.

Click Next.
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You will be prompted to select from a list of items those that will increase wages for determining
federal withholding. Salary, overtime hourly, and straight time should be checked.

Edit payroll item (Federal Withholding)

=

™
ée. ?\c,'?-
A

0
\ Oé*?

Back

Taxable compensation

» Overtime Hourly
w Straight Time

Hext | Finish

,‘Q_ Selectthe items that will increase wages for calculating federal withholding.
.-‘

Click Default to revert
to QuickBooks
automatic settings.

Default

Help

Cancel

Click Finish.

The Pay Liabilities screen reappears and now click on the X in the upper right corner of the Pay
Liabilities window to force QuickBooks to reset the Payroll Liabilities information.

« To be printed

Bank Account

Business checking -
Check Date

060112016 B

SortBy Payable To

Pay Liabilities

~ Review liability check to enter
expenses/penalties

= Create liability check without
reviewing

SHOW PAYROLL LIABILITIES

Dates | Custom

-

From 01/01/2016 E&

Create |
Cancel

Payroll Liabilities Report

Help

06/01/2016 [ |

/| FAYROLLITE AYABLE TO B E A
Federal Unemployment 0.00 0.00
OK - Withhaolding Oklahoma Tax Comission 10.00 0.00
» Federal Withholding United States Treasury 37.50 37.50
Medicare Company United States Treasury 3.63 0.00
Medicare Employee United States Treasury 3.63 0.00
Medicare Employee Addl T... United States Treasury 0.00 0.00
Social Security Company  United States Treasury 15.00 0.00
Social Security Employee United States Treasury 15.50 0.00
85.26 37.50
Hide zero palances Ending Bank Balance 4977913




Return to the Home Page and click on the Pay Liabilities icon.
Reset the Dates to the Custom date range of 01/01/2016 through 06/01/2016.

Place “check marks” on the left side of each item to be paid as shown in the following screen.

Pay Liabilities

| To be printed ~. Review liability check to enter
expensesipenalties
BankAccount Cancel
; ; s = Create liability check without
SRR B s . Payroll Liabilities Report
Check Date Help
06/01/2016 [ SHOW PAYROLL LIABILITIES
= [
SoitBy [ParableTo Dates  Custom From ' 01/01/2016 E Through |nﬁm1r2015| ] |
J | PAYROLL ITEM PAYABLE TC BALANCE AMT, TO PAY
Federal Unemployment 0.00 0.00 ¢
» OK-Withholding Oklahoma Tax Comission 10.00 10.00
» Federal Withholding United States Treasury 37.50 37.50
» Medicare Company United States Treasury 363 363
» Medicare Employee United States Treasury 363 363
~ Medicare Employee Addl T... United States Treasury 0.00 0.00
» | Social Security Company United States Treasury 15.00 15.00
» Social Security Employee United States Treasury 15.50 15,50 '
85.26 85.26
Hide zero balances Ending Bank Balance 49,731.37

You will hand write or create 2 checks: one for the Medicare, Social Security, and Federal
Withholding paid to the United States Treasury and one for the Oklahoma Withholding paid to
the Oklahoma Tax Commission.

Click Create and the information is saved and you are ready to create a Payroll Report.

Click on Reports.

File Edit View Lists Favorites Company Customers Vendors Employees Banking Bethll=8 Window Help

Select Employees & Payroll then Payroll Summary as indicated below.
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any Customers Vendors Employees Banking RGBS Window Help

Report Center
Memorized Reports
Commented Reparts
Company Snapshot
Process Multiple Reports

Company & Financial
Customers & Receivables

Sales
Jobs, Time & Mileage
Vendors & Payables
Purchases

Inventory

BloomE

Employi Summarize Payroll Data in Excel

Banking Mare Payroll Reports in Excel

Accountant & Taxes

Payroll Summary
Payroll ltem Detail

Budgets
List

Payroll Detail Review

Select Custom for the Dates field and use From 01/01/2016 To 10/01/2016 then click Refresh

to get the Payroll Summary report for Amanda. Refer to the following screen

Payroll Summary

Customize Report Comment on Report Share Template Memorize Print | v | E-mail v | Excel v Hide Header Refresh
Dates  Custom =  From 01/01/2016 B To 10/01/2016 E¥ Show Columns Employee >
A EW BloomEaze
oo Payroll Summary
January 1 through October 1, 2016
Amanda R. Handy TOTAL
Hours Rate Jan1-0ct1, 16 Hours Rate Jan 1-0ct 1, 16
 Employee Wages, Taxes and Adjustm.
¥ Gross Pay
Overtime Hourly 15.00 b 0.00 4 0.00
Straight Time 25 10.00 250.00 25 250,00
Total Gross Pay E m E m
Adjusted Gross Pay E m E m
 Taxes Withheld
Federal Withholding -37.50 -37.50
Medicare Employee -363 -3.63
Social Security Employee -18.50 -18.50
OK - Withholding -10.00 -10.00
Medicare Employee Addl Tax 0.00 0.00
Total Taxes Withheld ﬁ ﬁ
Net Pay % 1337 % 1337
 Employer Taxes and Contributions - - - -
Federal Unemployment 0.00 0.00
Medicare Company 363 3.63
Social Security Company 15.00 15.00
Total Employer Taxes and Contribut... E E

Once this is done, you will have completed the steps for setting up payroll through the payment

of the payroll liabilities. Congratulations.
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