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Payroll Reference Manual

This reference manual is designed to help you set up special employees and payroll items for
payroll. There are also instructions and suggestions for setting up payroll templates, making
corrections and setting up report groups for tax forms. This reference manual is not intended to
be a training manual or step by step processing manual.
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Chapter 1 - Setting Up Contacts

Chapter 1 - Setting Up Contacts

Setting up an employee that is exempt from FICA

“Payments for the services of a child under age 18 who works for his or her parentin a

trade or business are not subject to social security and Medicare taxes if the trade or
business is a sole proprietorship or a partnership in which each partner is a parent of

the child.” (IRS Publication 15, Page 8, Section 3. Family Employees)
To set up an employee that is exempt from FICA:

Select Setup/Contacts.

Select or set up the appropriate employee.

Select the Employee tab.

Check the SS Emp, SS Co, Med Emp and Med Co boxes.
Select Save (Ctrl + S) or Save and Close (Alt + X) to save.

agrwnE

5 | Contact Manager = [ =[]
M 4 » M x| E-Hg@.
Lookup  Suzan Smith Dizplay Mame Suszan Smith
| Contact | Yendaor | Eustnmer| Employes | Banking|
55N Type Class Hired Terminated
123-45-67389 M8, - M » [01/01/2008
Pay R ate Fay Period Department Fay Template
15.0000 Biweekly -+ HRLY - [Default -
"WH State I State DI State Locale
Ciefault v] [Default v] [Default v] Drefault -
DOg Lazt Raize Previous Rate [7] Seasonal [ Insured
0.0000 [ Officer Emplayee File
E xemptions | Salaried [ w419
0 0 | Penzion Plan
FwH  [#]55 Emp SULEmp (7] Cafeteria Plan
] 5wH 35 Co [ 5UI Ca || Deferred Income —
] LwH MedEmp [ 1SDIEMD [ Statutory
D FLIT-‘E'u Med I:l:l D SDI I:l:l [l |nactil~,le
«
| Deceased
| New | [ Permed ] [ Custorner [V Employee  []Wendar  [Z] Other
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Chapter 1 - Setting Up Contacts

Setting up an employee that is exempt from Unemployment

“Payments for the services of a child under age 21 who works for his or her parent
whether or not in a trade or business are not subject to federal unemployment (FUTA)

taxes. The wages for the services of an individual who works for his or her spousein a

trade or business are subject to income tax withholding and social security and
Medicare taxes, but not to FUTA tax.” (IRS Publication 15, Section 3, Family Employees)
Check the client’s state rules to determine if these individuals are exempt from state

unemployment as well.
To set up an employee that is exempt from Unemployment:
Select Setup/Contacts.

Select or set up the appropriate employee.
Select the Employee tab.

arwnE

Select Save (Ctrl + S) or Save and Close (Alt + X) to save.

Check the FUTA box and SUI Emp and SUI Co boxes, if appropriate.

# | Contact Manager

M4 » M i x & -HgeE.

=N |EoR(Fx3

Penzion Plan
Cafeteria Plan
Defered Income

[] PwH []55Emp [¥] 5U1 Emp
[]5wH []55Co [¥] 501 Co

OEOEEE &

[ LwiH [MedEmp []5DIEmp Statutory Item Limitz
[F]FUTA [ Med Ca [T]5D1 Ca Inactive
T ares
Deceazed

Lookup  Suzan Smith Dizplay Mame Suzan Smith
| Contact | Yendar | Eustn:nmer| Employee | Banking|

CoH Type Clazz Hired Terminated
123-45-6739 E * Mo = 01/01/2008

FPay Rate Payp Period Department Pap Template

15.0000  Biweskly - HRALY - IDefault -

WH State I State DI State Locale

Defaul ~ | | Defaul - | | Defaul » | Defaul -
LOe Last Raize Previous Rate [7] Seasonal [ Insured

0.0000 [~ Officer Ermployes File
E xemptions | Salaried [ w19

Dept. Pay Rates

| New |l Cancel I

[ Customer Employee [ |%endor [ Other
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Chapter 1 - Setting Up Contacts

Setting up an employee that is exempt from Federal or State
Withholding Tax

Some employees will submit a W4 and claim to be exempt from Federal or State Withholding
Tax because they had no tax liability in the previous year.

“A Form W-4 claiming exemption from withholding is valid for only one calendar year.
To continue to be exempt from withholding in the next year, an employee must give you
a new Form W-4 by February 15 of that year. If the employee does not give you a new
Form W-4, withhold tax as if the employee is single with zero withholding allowances or
withhold based on the last valid Form W-4 you have for the employee.” (IRS Publication
15, Section 9)

To set up an employee that is exempt from Federal Withholding Tax:

Select Setup/Contacts.

Select or set up the appropriate employee.

Select the Employee tab.

Complete all necessary fields for Department, Rate, Withholding State, SUI State, etc.
DO NOT CHECK the FWH or SWH Exemptions boxes. If you check these boxes, you
will have zero amounts for Federal Taxable Income or State Taxable Income on your
941s and W2s.

agrwnPE

# | Contact Manager =l @
M 4 » M p¢ x & -Fg .
Lookup  Susan Smith Digplay Name Suzan Smith
| Em.aotl Yendos ] E.‘.ustmer: Emgloyes :Earic.ing_
S9M Tupe Clasz Hired Terminated
123-456783 ML, * MfA » 01700 /2008
Pay Rate Pay Period Department Payp Template
15.0000 Biweekly v HRLY ~ | Defaul -
WH State I State Dl State Locale
Dhaaf vt - [Dgimj_ v! Diefaull 'r] D efault -
DOB Last Aaise Previous Rate 7] Seasonal [ Insured
0.0000 [7] Officer Employee File
Exemplions | Salaried |49
- o | Pension Plan
SSEmp | |SUIEmp  [T|CafeteiaPlan | Dept Pay Fates
5500 LISUICe 7] peferred Income —
— |MedEmp ["|SDIEmp || Statutomy | Itern Lirnits
| FUTA [7]5DI C & i
] o 1| 0 (cl IrTacl:we [ —
[New [ Cancel | Do NOT check these boxes. |'='“';tqr Othes
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Chapter 1 - Setting Up Contacts

Setting up an employee that is exempt from Federal or State Withholding Tax (Cont’d)

Select the Taxes button.

Enter M in the Federal Table field.

Enter 9999 in the Dependants field.

If the employee is State Withholding exempt, do not enter anything in the state grid.

© N

Taxes - Susan Smith

Ty

Federal
Table ™ -

Dependants 9999

| WH Extra 0.00

EnC
Table
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Chapter 1 - Setting Up Contacts

Setting up an employee for Direct Deposit

You will have to set up employee bank information and deduction rates or amounts in addition
to the information you would normally set up for an employee with Direct Deposit.

To set up an employee with Direct Deposit:

Select Setup/Contacts.

Add the new employee or edit an existing employee.

Select the Banking tab.

Select New to add a new bank account or click on an account that you want to edit or
delete and select Edit or Delete.

PwbPE

"5 Contact Manage =3[ion =)
M4 M x B -HeE .,

Lookup  Suzan Smith Dizplay Mame Suszan Smith

| Contact | Yendaor | Customer | Emplu:u_l,lee| Banking |

Lookup |Type
Mo Bank Accounts Defined

Select "New™ to
add a Bank
Account.

H Delete ]

[ M ” Pomed ] [] Custamer [] Employee [ Vendar ] Other
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Chapter 1 - Setting Up Contacts

Setting up an employee for Direct Deposit (Cont’d)

5. Type Ck in the Lookup on the Bank Account Screen. Important Note: Use the same
Lookup (Ck) for all employees who have only one Direct Deposit. This will allow you to
use one common template. If an employee has a Direct Deposit posting to a Savings
Account in addition to the checking, use Svg for the Lookup. If there are multiple
checking or savings accounts that need to be set up, use Ck1, Ck2, Svgl, Svg2, etc.

6. Select Checking or Savings in the Type field, as appropriate.
7. Enter the Employee’s Account Number, Routing Number and ABA Number in the
appropriate fields.
8. Enter the Bank Name, Address, City, State and Zip in the appropriate fields.
9. Click OK to save and click the Save icon in the toolbar.
Bank Account |t |
Account Info . :
Lookup Ck
(cecs -
Account # 1111111122
Routing # 123456789
ABA # 11-11/123
["] combine Routing # and Account #
Bank Info
Mame 1S Bank
Address 123 Main Street
Address
City Anytown
State/Province s
Postal Code 11111
© Dillner’'s Accounting Tools, Inc. 1-6
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Chapter 1 - Setting Up Contacts

Setting up an employee for Direct Deposit (Cont’d)

10. Select the Employee tab.

11.Select the Item Limits button.

12.Enter any standard deductions or accruals (if applicable) for this employee before
entering the Direct Deposit Item.

13. Enter the Payroll ltem DD% in the Item field.

14.Enter 1.000 in the rate field if the Direct Deposit amount should be 100% of net pay.
Enter a lower rate if necessary. (i.e., enter .5 to Direct Deposit 50% of the net pay.)

15.Click OK.

16.Click the Save icon in the toolbar to save all changes made to this employee.

Item Limits - Susan Smith

- E WES

Item | Rate|Type Limit Type2 |  Limit2
oD 1.0000

© Dillner’'s Accounting Tools, Inc.
Revision Date: 9/10/2021



Chapter 1 - Setting Up Contacts

Setting up an employee for Direct Deposit (Cont’d)

An employee may choose to have a flat amount or small percent deposited to one account
with the remainder of the check deposited to another. If the employee wants to deposit $50.00
to savings and the balance to checking, the Iltem Limits screen would be set up as shown
below.

Item Limits - Susan SH‘IIﬂ'I‘ ‘.

Item | Rate|Type Limit | Type2 |
1 |pps 50.0000
2 D 1.0000
3

© Dillner’'s Accounting Tools, Inc. 1-8
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Chapter 1 - Setting Up Contacts

Setting up an employee with multiple pay rates

You can set up an employee with multiple pay rates. One use of this feature would be for an
employee in a restaurant who works in multiple departments and receives a different hourly
rate in each department. For example: Susan earns $2.00 per hour as a waitress, $5.00 per
hour as a bus person, $7.00 per hour as a hostess and $6.00 per hour as a cook.

To set up an employee with multiple pay rates:

1. Select Setup/Contacts.
2. Add the new employee or edit an existing employee.
3. Select the Employee tab.
4. Enter the rate for the default department in the Pay Rate field.
5. Select the Dept. Pay Rates button.
5 | Contact Manager = [ =[]
M 4 » M x| E-Hg@.
Lookup  Suzan Smith Dizplay Mame Suszan Smith
| Contack | Wendor | Eustnmer| Employes | Banking|
CSH Type Clazs Hired Terminated
123-45-6739 M A - M » [1/00/2008
Pay R ate Fay Period Department Fay Template
3.8500 Biweekly * WalT - |Default -
WH State 1l State D State Locale
Default - | | Defaul - | | Defaul v | Defauit -
DORB Lazt Raige Previous A ate Seazanal Ihzured
(0.0000 Officer Employee File
E xemphiors 3 alaried
Penzion Plan
FaH 55 Emp sUIEmp Cafeteria Plan
SWH 535 Co sUI Co Detered lncom
LwH Med Emp SD1 Ernp Statutary
FLI Tn‘l:"- Med I:l:l SDI I:l:l |nactil~,le
| Mew | | Cancel | Click Here. J Ernployes Yendar Other
© Dillner’'s Accounting Tools, Inc. 1-9
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Chapter 1 - Setting Up Contacts

Setting up an employee with multiple pay rates (Cont’d)

6. Enter the appropriate Departments and Rates as shown below. Do Not enter the rate
for the default department shown on the employee tab again.

Departmental Rates - Susan Smith ‘

Department

The Quick Check will look similar to the example shown below.

[N == [
K4 M X & -EHEE .,
Bank Account 102 Cash In Bank w Balance -14364.93
Check Type Pay Period Mumber  Print -
Payrall - Date 08/01/2008
Fay to the order of temo
Suzan Smith -
Item |Depart... |Acu:0unt | Dt_l,J| Rate Factar ArmnountwH State |UI State DI State
1 |RP Wil T 515 120000 28500 1.00 46.20 1L - ingiz IL - liriz IL - iraiz
2 |RF BUS 515 30000 B.5000 1.00 19.50 IL - lingiz IL - Miroiz IL - Mirgiz
3 |RP HOST 515 50000 82500 1.00 41.25 1L - llinais IL - Niraiz IL - Nimais
4 RP Cooks 515 20,0000 75000 1.00 150,00 IL - lingiz IL - Hiriz IL - liriz
b ;

© Dillner's Accounting Tools, Inc. 1-10
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Chapter 1 - Setting Up Contacts

Setting up a contact as a 1099 Recipient

To make a contact a 1099 recipient:

1. Select Setup/Contacts.

Enter the contact information on the Contact tab. Information entered in the Display

Name, Business Name, Address, City, State and Postal fields will print on the 1099.

Select the Vendor tab.

Enter the Social Security Number or EIN Number in the EIN/SSN box.

In the 1099 Settings grid, enter the account code for 1099 activity in the Account field.

Enter the 1099 type in the Type field. You may use any description you like for the

1099 type. For example Misc, Sub, or NEC may be used to describe 1099 Non

Employee Compensation. Rent may be used to describe rent, Int for Interest, Div for

Dividends, etc. You will map these descriptions to the appropriate boxes of the 1099

forms at the time of printing.

7. If you have not posted checks this year for this recipient, enter the appropriate year in
the Start Year field.

8. If you have not posted checks this year for this recipient, enter the amount for the 1099
in the Start Balance field. If you need to adjust a 1099 amount, enter the amount of the
adjustment in the Start Balance field.

9. If you have a contact that needs multiple 1099s or has 1099 payments posted to
multiple accounts, set these up on additional lines as needed.

N

o0k w

# | Contact Manager [ &)=
M4 > M | x 8 -Hge.
Lockup  George Smith Dizplay M ame George Smith
_. Ennt.aot: Yendor :Eusmmerl Employes | Banking:
Account Mumber EIM/SSH 111119111
Default Check Mema Wal Code
Remember Pricr Transachons
Defaults
Account | Descip... ity Amount bemo
4
1099 Setings
Account | Desenption Type Shast Yeu Slart B slance
1 |503 Dutzide Service Sub 1] o.oa
2 (820 Rent Fent 1] lii]
[
E Mew | . Carecel || Custorner Employes | /|Vendor | Oither
© Dillner's Accounting Tools, Inc. 1-11
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Chapter 1 - Setting Up Contacts

Setting up a contact as a 1099 Recipient (Cont’d)

Notes:

If you were processing checks in FCAS in this year and did not set the contact up as a 1099
recipient, entering the accounts and 1099 types will make all checks posted to those accounts

1099 amounts.

You may use Utilities/Search Transactions to search for amounts posted to accounts such

as Outside Services, Rent, Repairs, etc. to find contacts that need 1099s.

1. Change the date range to: From 01/01/20xx To 12/31/20xx.
2. Select the accounts you wish to filter for in the Account section.
3. Click Search.

| contact [(Gexr | Joumal [ clear | PRItem | Clear |
0001 Mike Clark Michael € « | |Adnstment ] =
0002 John Smith John Smit AP Eﬂ HIKS D
0003 Susan Jones  Susan Jor _ | AR 20 1K%
il | | e e
4 K Return ™ | |poras x
Contact [l ad [T ven[Temp[Tom[Tloth  Tem
Page  |Joumal | AmountAccount  Accourd Desciiption
W00 Check | 7000508 Dutride Service
. a0z Check 250,00 509 Ougsice Servce
£l I'IHE-" Jiehin Clad S4ED Check 975,00 509 Ditade Serace
— 4 SN82.. WillamJones Check: Duiside Senvice

‘Year & Period
i@ Entered () Effective

Year Period
.~

| Search || Resstal |

© Dillner’'s Accounting Tools, Inc.
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Chapter 1 - Setting Up Contacts

Setting up a contact as a 1099 Recipient (Cont’d)

You may use Utilities/Search Contacts to verify that addresses and social security
numbers have been entered for 1099 recipients. The 1099 type will also appear in the
Contact Search. Refer to the help screens for further instructions on using the Contact
Search.

O S S S I =

@Al [Tvendor [T]Customer [TlEmployes [T]Other [TINone @ Quick Search (7 Advanced Search
|DisplapMame | Business Name |First Name | Middie Name |Last Name |Social Secuity B Addres.., |Addies... [Cly  [Stle [ Zip Code
Michael Clark Michael G Clark, m-aam 111 Firs... Arghowrs 1L BO000
dohn Smith Jahn Smith 222222222
3333
Jessica Lyneh 444-44-4444

jphnson 1071101010

M-

Merge kst
add C Merge Contacts - All contacts in the Merge list will be
|G°'!m =] merged into the contact at the top of the list. Highlight
ol the contact you want to keep and use the Shift-Amrow
Start Merge | keys to move it to the top.
© Dillner’'s Accounting Tools, Inc. 1-13
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Chapter 1 - Setting Up Contacts
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Chapter 2 - Setting Up Payroll Items

Chapter 2 - Setting Up Payroll Items

Setting up Medical Insurance Premiums for Shareholders of a
Subchapter S Corporation

Include the total annual premiums for the employees indicated as an Other Pay for inclusion in
the employee’s W2. You will need to set up a general ledger account for ‘Benefits In and Out’
and an ‘Other Income’ payroll item for the insurance premiums.

To set up a Medical Insurance Premium:

1. Select Setup/Accounts.

2. Set up an account for Benefits In and Out. Select Statistic in the Classification field.
3. Select Save (Ctrl + S) or Save and Close (Alt + X) to save.

5| Account

M 4 » M M| x| & -

5

[ e s

Lookup 997

ﬁDDDUﬂt| Bank | S@nahne|

Mame Benefits [n and Out

Lookup

997

T
Benefits In and Out
D escription
Benefitz In and Out

Clazzification

[Staﬂsﬁc

)

Type

[Ledger

)

Statuz

[.-i'-.ctive v] [] Track Qty

E e ﬂ[ Eancel]
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Chapter 2 - Setting Up Payroll Items

Setting up Medical Insurance Premiums for Shareholders of a Subchapter S
Corporation (Cont’d)

Select Setup/Payroll Items.

Set up an Other Income item for Shareholder Insurance Premiums.
Check the appropriate Exempt From boxes.

Select the Benefits In and Out account in the Expense Account field.

No ok

M Payroll Item

M 4 » M b+ X & - g

Loakup
| S{H INS

| Cancel
Descripkion

| Shareholder Ins Premiums |

Mew

Tvpe

Amount ar s Based On

| 0.00 | |Quantit‘;.-' V|
Lirit Limit Tvpe

| 0.00 | | Manithly v|

Exempt From

[ ]FwyH 55 Emp SUI Emp
[ ]5wH 55 Co sSUI Co
[ ]LwH Med Emp 501 Emp
[ ]FuTA Med Co 501 Co

Expense Account

Q97 Benefits In and Cuk W

W2 Tracking Wz Code

Mone b4 ||

© Dillner’'s Accounting Tools, Inc.
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Chapter 2 - Setting Up Payroll Items

Setting up Medical Insurance Premiums for Shareholders of a Subchapter S
Corporation (Cont’d)

To enter the amounts for Medical Insurance Premiums for a shareholder:
1. Select Write Up/Checks or Activities/Quick Check.

2. Change the Type to Payroll (ATF).
3. Select S/H INS in the Item field and enter the amount in the Amount field.

M4 » M &D-EHge.

Bark Accourt (102 Cashin Bark v | Balance A7772.99
Pavroll [ATF s Date 124342004
Fay to the order of Yal Code  Amount temo
|Harr_l.JJu:unes v|| || 'IIZ!'JH |
Item iDepalt... !ﬂ.ccount | ﬂmountEWH St |01 Stat_e_i_!:_JI State |Lae_

w501 837 150000 MO - M. MD -M... MD-M..

© Dillner’'s Accounting Tools, Inc.
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Chapter 2 - Setting Up Payroll Items

Setting up Personal Use of a Company Automobile

Include the amount for Personal Use of a Company Automobile for the employees indicated as
an Other Pay for inclusion in the employee’s W2.

To set up a Personal Use of a Company Automobile:
If you have already set up a ‘Benefits In and Out’ account, skip to step 4.
1. Select Setup/Accounts.

2. Set up an account for Benefits In and Out. Select Statistic in the Classification field.
3. Select Save (Ctrl + S) or Save and Close (Alt + X) to save.

M Account
M 4 » M b+ x & - L g

Lookup |99? | Name|BenemsInandDut |

Accaunt | Barnk || Signature
Lookup
937 |

Mame

|BmmMﬂanDm |

Description
|EmmMﬂnmﬁDm |
Clazzification

|Staﬂsﬂc \f|

Type

| Ledger w |

Statuz
|AdWe v| [ Track Gty

[ M ey ][ Cancel ]

© Dillner’s Accounting Tools, Inc. 2-4
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Chapter 2 - Setting Up Payroll Items

Setting up Personal Use of a Company Automobile (Cont’d)

4. Select Setup/Payroll Items.
5. Set up an Other Income item for Personal Use of a Company Automobile.
6. Select the Benefits In and Out account in the Expense Account field.

B Payroll Item |Z ENZI
4 4 Mo b ol - g B,
Lookup =

| PERS LISE ALTO

| Cancel
Description

| Personal Use of Auto |

Tvpe
|Dther Income w |
Armount or e Based 0n
| 0.00 | | Quantity v|
Lirvit Lirmit Twpe
| 0.00 | | Monkhly v|
Exempt From

[ ]FwH []s5Emp []5UI Emp

[ ]5wH [s5¢o [ ]5UI Ca

[ ]LwH [[IMedEmp [ ]SDIEmp

[ ]FuTA [JMed co []s0I Ca

Expense Accounkt

Benefits In and Cuk

W2 Tracking W2 Code

Mone e ”

To enter the amounts for personal use of an automobile for an employee:

1. Select Write Up/Checks or Activities/Quick Check.
2. Change the Check type to Payroll (ATF).
3. Select PERS USE AUTO in the Item field and enter the amount in the Amount field.

© Dillner’s Accounting Tools, Inc. 2-5
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Chapter 2 - Setting Up Payroll Items

Setting up a Section 125 (Cafeteria) Plan

The amount that is contributed to a Section 125 Cafeteria Plan may be excluded from the W2
or be reported in Box 14 of the W2, unless the amount contributed was for dependent care
benefits. If the amount contributed was for dependent care benefits, this amount will need to
be printed in Box 10 (Dependent Care Benefits) on the W2.

To set up a Section 125 Cafeteria Plan:

Select Setup/Payroll Items.

Set up a Deduction item for Section 125.

Check the appropriate Deduct Prior To Calculating boxes.

Check with your local tax authorities to determine if local withholding is exempt or not
and mark the LWH box appropriately.

If you wish to report Section 125 Insurance deductions on the W2, select Box 14 in the
W2 Tracking field. If the deduction is for Dependent Care Benefits, select Box 10
Dependent Care in the W2 Tracking field. If you select Box 14 in the W2 Tracking
field, enter a description in the W2 Code field. You may enter any description you wish

rwnE

o

here.
Lookup s
SEC 125
Desciption | Cancel
=EC 125
Type
Amount or % Based On
0.0000 [qty =
Selected Itemi{s)
Limit or % Limit Type
0.0000 | Monthly v
Lirrit Limit Type
0.0000  |Monthly -
Deduct Prior To Caloulating
[ PwH [VissEmp 7] SUL Emp
o SWH [#]ssCo | 5UL Co
o LwH [] Med Emp /| SDI Emp
[W]FuTA [¥Med Co ] 501 Co
Liahiity Account
537 Employes Insurance -
Payabie To
(/s =
W2 Tracking W2 Code
[one -
|| Inchede in Disposable MNet
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Chapter 2 - Setting Up Payroll Items

Setting up Tips, Meals and Allocated Tips

Review the following for proper set up of tips and meals.
To set up Tips and Meals:

1. Select Setup/Accounts.

2. Set up an account for Tips and Meals. Select Statistic in the Classification field.

Using an account with a Classification of Statistic in a payroll item will cause the
payroll item to be treated as an ‘In and Out'.

M Account

M4 » M bk > -0 gE,
Lookup |E|E|E | Name|Hepnrted Tip= |

ﬁCCDUﬂtl Bark | Signature

Loakup

938 |
M arne

|Ti|:us and Mealz |

D'ezcription

|Tips and Mealz |

Clazzification

Fowic 14
Type

| Ledger W |

Status
|f3.n::tive L | [ Track Ciy

[ Hew ][ Cancel ]
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Chapter 2 - Setting Up Payroll Items

Setting up Tips, Meals and Allocated Tips (Cont’d)

Select Setup/Payroll ltems.

Set up an Other Income item for Tips or Meals.

Select the Tips and Meals General Ledger account in the Expense Account field.
Select Box 7 or Box 8 as appropriate in the W2 Tracking box.

o gk w

B Payroll Item |Z”E|[5__<|
M 4 » M+ X8 - g E .

Lookup

Mew
L |
Description
| TIPS |
Tvpe
amount or Based On
| 0.00 | | Quantity V]|
Lirnit Limit Twpe
| 0.00 | | Monthly v|
Exermpt Frorm

[ ]FPwH []55 Emp []5u1 Emp

[ ]5wH []ss5¢co []5u1 Co

[ JLwH [ IMedEmp [ ]SDIEmp

[]FuTA [ ]Med Co [[]sD1 Co

Expense Account

Q95 Tips and Meals w

W2 Tracking W2 Code
Box 7 - Reported Tips W ”
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Chapter 2 - Setting Up Payroll Items

Setting up an Advanced Earned Income Credit

An employee may request payment in advance of the earned income credit. This amount
needs to be reported in Box 9 on the W2.

To set up an Advanced Earned Income Credit:

1. Select Setup/Payroll Iltems.
2. Set up an Other Income item for EIC.
3. Check all Exempt From boxes.
4. Select Box 9 in the W2 Tracking box.
| Payroll Ttem E=R|EoR|Ex=
M 4 Mo b+ &-HEeE,
Lookup
EIC .
Descriptign
Advanced Earned Income Credit
Type
Other Income v]
Amount ar % Bazed On
0.0000 |Qty v]
Selected Item(s)
Limit or %o Limit Type
0.0000  |Monthly -
Lirnit Limit Type
0.0000 | Monthly -
Exempt From
FuliH 55 Emp SUI Emp
SWH 55 Co 5UI Co
LWH Med Emp 5DI Emp
FUTA Med Co 501 Co
Expense Account
232  Federal Payroll Taxes -
W2 Tracking W2 Code
Box 9 - Advanced EIC Payment -
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Chapter 2 - Setting Up Payroll Items

Setting up 401(K) or Simple Deductions

Contributions made to 401K and Simple plans are exempt from Federal Withholding and in
many cases State Withholding. Check with your state before marking the payroll item as SWH
exempt.

Limits:
2008 Simple - $10,500, ($13,000 if employee is age 50 or over on December 31, 2008).
2008 401(K) - $15,500, ($20,500 if employee is age 50 or over on December 31, 2008).

2009 Simple - $11,500, ($14,000 if employee is age 50 or over on December 31, 2009).
2009 401(K) - $16,500, ($22,000 if employee is age 50 or over on December 31, 2009).

You will need to enter a W2 Code in the W2 Tracking field for all amounts reported in Box 12
of the W2. The following is a Reference Guide for W2 Codes.

Form W-2 Reference Guide for Box 12 Codes (See the box 12 instructions.)

A Uncollected social security or RRTA tax H Elective deferrals under a section R Employer contributions to an Archer
on tips 501(c){(18)(D) tax-exempt organization MSA
plan
B Uncollected Medicare tax on tips J  Montaxable sick pay s Employee salary reduction contributions
under a section 408(p) SIMPLE
C  Taxable cost of group-term life insurance K 20% excise tax on excess golden
over $50,000 parachute payments
T Adoption benefits
D Elective deferrals under a section 401 (k) v Income from exercise of nonstatutory
cash or deferred arrangement stock option(s)
(including a SIMPLE 401(k) arrangement) L  Substantiated employee business W Employer contributions (including
expense reimbursements (federal rate) employee contributions through a
cafeteria plan) to an amployee's Haalth
Savings Account (HSA)
E Eleclive deferrals under a section 403(k) M Uncollected social security or RRTA tax Y Deferrals under a section 4094
salary reduction agreement on taxable cost of group-term life (for nenqualified deferred compensation
former employees) plan
F Elective deferrals under a section N  Uncollected Medicare tax on taxable cost Z Income under section 4094 on a
408(k)(&) salary reduction SEP of group-term life insurance over $50,000 nongualified deferred compensation
(for former employees) plan
G Elective deferrals and employer P Excludable moving expense AA Designated Roth contributions under a
contributions (including nonelective reimbursements paid directly to employeae section 401(k) plan
deferrals) under a section 457(b) deferred
compensation plan (state and local Q Nontaxable combat pay BB Designated Roth contributions under a
govemment and tax-exempt employers) section 403(b) plan

Note: When processing live payroll, some employees may elect to have a flat amount withheld
for 401(K) or Simple while others may elect to have a percentage of their gross pay deducted.
If this is the case, you will need to set up two payroll items for the different types of deductions.
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Chapter 2 - Setting Up Payroll Items

Setting up 401(K) or Simple Deductions (Cont’'d)

To set up a 401(K) or Simple Deduction for After-the-Fact Payroll or as a flat amount for
Payroll Checkwriting:

Select Setup/Payroll Items.

Set up a Deduction type item for 401K or Simple.

Leave the Amount or % field zero as this will vary by employee.

Leave Quantity in the Based On field. (This will allow for a flat amount).

Enter the appropriate limit amount in the Limit field.

Select Annual Calendar in the Limit Type field.

Check the FWH box in the Deduct Prior to Calculating section and check the SWH
box, if appropriate.

Select the appropriate Liability Account.

Select the appropriate Payee in the Payable To field if you are writing checks to the
pension plan administrator.

10.Select Box 12 in the W2 Tracking field to print deducted amounts in Box 12 of the W2.
11.Enter the appropriate Code in the W2 Code field.

NookrwhE

©

Loolop i Mew ]
H1KS S ———]
[ 1
Description
4)1K$ Empioyee Contribution
Type
Amaunt or %% Based On
0.0000  |Qty -
Selected Ttem(s)
Limit or % Limit Type ]
16500.0000 | Annual Calendar *|
Limit Limit Type
0.0000 | Monthly - |
Deduct Prior To Caloulabing
| FiH | 55 Emp SULEmp
¥ SWH 55Co SUl Co
L\WH | Med Emp 501 Emp
FUTA Mad Co SDiCo
Lisbslity Account
237 401K Payable -
Payabls To
| 1A v
W2 Tracking W2 Code
(Box 12 =| D
| Indude in Disposable Net
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Chapter 2 - Setting Up Payroll Items

Setting up 401(K) or Simple Deductions (Cont’'d)

To set up a 401(K) or Simple Deduction as a Percent of Gross Pay for Payroll Checkwriting:

Select Setup/Payroll Items.

Set up a Deduction type item for 401K or Simple.

Leave the Amount or % field zero as this will vary by employee.

Select Gross Pay in the Based On field. (This will allow for a flat amount).

Enter the appropriate limit amount in the Limit field.

Select Annual Calendar in the Limit Type field.

Check the FWH box in the Deduct Prior to Calculating section and check the SWH

box, if appropriate.

Select the appropriate Liability Account.

Select the appropriate payee in the Payable To field if you are writing checks to the

pension plan administrator.

10.Select Box 12 in the W2 Tracking Field to print deducted amounts in Box 12 of the
w2.

11. Enter the appropriate code in the W2 Code field.

NoakwNE

© ®

Lookip New 1
s T
Description = .Cal__-:d |
401K % Employee Contribution
Type
Amount or 56 Based On
0.0000 !G[ngs P‘a'.l - |
Sedected Item(s) '
Limit or %% Limit Type
16500.0000 | Annual Calendar -
Limit Lmit Type
0.0000  |Monthly =
Deduct Prior To Calculating
7| FwH ["|ssEmp [} sur Emp
V] swH [|ssco Isut Co
[LwH | Med Emp SDI Emp
| FUTA [ med Co ["lsDI Co
Liability Account
237 401K Payable -
Payable To
m -
W2 Tracking W2 Code
|Box 12 -
| Include in Desposable Met
© Dillner's Accounting Tools, Inc. 2-12

Revision Date: 9/10/2021



Chapter 2 - Setting Up Payroll ltems

Setting up 401(K) or Simple Employer Contributions

Note: When processing live payroll, some employers may elect to match an employee’s
contribution dollar for dollar or fifty cents on the dollar. Some employees may elect to have a
flat amount withheld for 401(K) or Simple while others may elect to have a percentage of their
gross pay deducted, but you can set up one payroll item for the company match by linking this
payroll item to the deduction items you have already set up.

To set up a 401K or Simple Employer Contribution as a Percent of Gross Pay:

No ok

8.
9.

1. Select Setup/Payroll Iltems.
2.
3. Enter the percent of the employer match in the Amount or % field because this item will

Select Employer Accrual in the Type field.

be calculated as a percent of the employee’s contribution. For example, if the company
is matching the employee contribution dollar for dollar, enter 100.00%. If the company
is matching fifty cents on the dollar, enter 50.00%.

Select Item(s) Amount Limit On Gross in the Based On field.

Click on the Items button and select the 401K or Simple item(s) in the table.

Leave the Department field blank.

Click OK to save.

Based on Items X

[ Ok ] | Cancel |

Enter the maximum employer contribution percent of gross in the Limit field.
Select Monthly in the Limit Type field.

10. Select the appropriate Expense and Liability Accounts.
11. Select the appropriate Payee in the Payable To field if you are writing checks to the

pension plan administrator.

12.Leave None in the W2 Tracking field and leave the W2 Code field Blank as employer

contributions are not reported on the W2.
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Chapter 2 - Setting Up Payroll Items

Setting up 401(K) or Simple Employer Contributions (Cont’d)

' Payroll ltem

M 4 » M

b | X

0-HaE,

Lookup
401K CO

Description

Type

Employer Accrual
Amount or %
Selected Item(s)
[401K8] [401K%%]
Limit ar %o
Lirmit

Expense Account

Liability Account

237 401K Payable
Payable To

401K Company Contribution

0,5000

0.0300

0.0000

519 Pension and Benefits

Based On
[Item{s] Amount Limit On Gross v]

Limit Type

[Annual Calendar v]
Limit Type
[.ﬁ.nnual Calendar v]

| A

W2 Tracking

W2 Code

[Nnne

-

Class

Sub

Mature of Waork

Cancel

B
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Chapter 2 - Setting Up Payroll Items

Setting up Direct Deposit Items

Note: Most employees elect to deposit 100% of their net pay, but a direct deposit can be a
portion of the net. You can have two Direct Deposit amounts on a check with one depositing
to the employee’s checking account and the other to their savings account. If all employees
are depositing all or a percentage of their net pay, then you only need one Direct Deposit
payroll item. If some employees are depositing a flat dollar amount, you will need two.

To set up a Direct Deposit as a percent of Net Pay:

Select Setup/Payroll Items.

Set up a Deduction item for Direct Deposit.

Leave the Amount or % field zero as this may vary by employee.

Select Net Check in the Based On field.

Select a Liability Account in the Liability Account field. This can be any liability
account that you want to use to pass the deposit amount through. When the check is
created, the deposit amount is credited to the Liability Account. When the NACHA file is
created, the liability account is debited and the checking account is credited. This
account must have a Classification of Liability.

6. Select Employee (EFT) in the Payable To field. The system automatically creates the
Employee (EFT) payee.

arwnE

[E] Payroll ftem I; '_El:l
a4 M X & Wy,
Lockup | T .
ch L
m:ﬂn —_ .
Cwect Deposit
Type
Amount of 9% Based On
00000 | Met Payrol -
Selacted [tem(z)
Limit o %% Limit Type -
00000 |Monthiy |
Limit Lirmit Type
0.0000  [Monthy |
Deduct Prior To Caloutabng
FWH | 55 Emp SUI Emp
SWH 55 Co SUl Co
LWH Miad Emp | 501 Emp
FUTA Med Cor 501 Co
Liabdity Aocount
231 Direct deposit -
PaysbleTo, =
Empioyee (E°T) |
W2 Traddng ] Wi Code
Hone X
o Inchides in Desposabis Nat
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Chapter 2 - Setting Up Payroll Items

Setting up Direct Deposit Items (Cont’d)

To set up a Direct Deposit as a flat amount:

Select Setup/Payroll Items.

Set up a Deduction item for Direct Deposit.

Leave the Amount or % field zero as this may vary by employee.

Select Quantity in the Based On field. (This will allow for a flat amount.)

Select a Liability Account in the Liability Account field. This can be any account that
you want to use to pass the deposit amount through. When the check is created, the
deposit amount is credited to the Liability Account. When the NACHA file is created, the
liability account is debited and the checking account is credited. This account must
have a Classification of Liability.

6. Select Employee (EFT) in the Payable To field. The system automatically creates the
Employee (EFT) payee.

arwnE

= | Payroll hem =8 o) x|
M4k M = O-Hge.

L
oo% 5
Dwect Deposit §

Type

Amount or 3% Based On

0.0000  |Qty -|

Selected Dtem(s)

Limit or % Limit Type :

0.0000  |Monthly |
Lonit Limet Type _
0.0000 | Monthly -
Deduct Prior To Caloudating
[Pl 55 Emp SUI Emp
| SWH S5 Co Sl Lo
L'WH Med Emp 501 Emp
FUTA ed Co 501 Co

Liaitulity Acoount
231 Dwrect deposit -

Payasble To

W2 Tradeng W2 Code

|reena |
| Include in Disposable Me

FCAS and PBM will calculate payroll deductions that are a percent of net pay in the order that
you enter them in the Payroll Template. (See Chapter 3)
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Chapter 2 - Setting Up Payroll Items

Setting up and entering 3" Party Sick Pay

Third party sick pay is reported to the company by the insurance company that made the
payment to the employee. In most cases, the insurance company has withheld Federal

Income Tax, Social Security Tax and Medicare Tax and has made the necessary payments to
the IRS. The company is liable for FICA Tax, FUTA Tax and State Unemployment. Payments

made to an employee by a third party must be included on the employee’s W2.

To set up 3" Party Sick Pay:

1. Select Setup/Payroll Iltems.

2. Set up an Other Income item for 3" Party Sick Pay.
3. Select a pay account in the Expense Account box.

B Payroll Item
I I I - = T

Lookup
3RD PARTY SICK PAY

Descripkion
3rd Party Sick Pay

Mew

Cancel

Tvpe
Other Incarme v
Arnounk or % Based On
0.00 | | Quantity v
Lirnik Lirnik Ty pe
0,00 || Monkbly bl
Exempt From
[ ]FwH [ 155 Emp [ ]5U1 Emp
[]5wH [155co [ 15U Ca
[ Trwn [Imedemp [ ]5DIEmp
[CFuTA [ Imed Co []=D1Co
Expense Account
515 Gross Wages W
W2 Tracking W2 Code
Maone vl
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Chapter 2 - Setting Up Payroll Items

3" Party Sick Pay (cont'd)

To enter the amounts for the employee:

Select Activities/Quick Check or WriteUp/Checks.
Change the check Type to Payroll (ATF).

Assign a dummy check number.

Change the date to 12/31/20XX.

Enter the Wages in the 3" Party Sick Pay Item and any taxes withheld for the
appropriate employee.

agrwnE

M 4 » M [0+ X 8- g &
Bank dccount | 102 Cazh In Bank, Balance 245124
Payroll [ATF s Diate 12/31/2004
FPay ta the arder of Yal Code  Amount tema
|Harry-J|:unes w || || T73AL |

[tem |_Depart... | Aecaunt | .ﬁ.mnuntiWH St |L|I State |DI State

» R0OP.. 515 F15  § 1000.00:0H-0.. OH-0. OH-0.
2 PwH 232 150,00
EREY 232 £2.00
4 MEW 232 14.50
5
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Chapter 2 - Setting Up Payroll Items

3" Party Sick Pay (cont'd)

If you are posting in a live Write-Up client, continue with step 6.

6. Select WriteUp/General.

7. Make an entry to credit gross wages, debit withholding tax and cash in bank to reverse
the entries made by the dummy check.

B General
M4 » M b x &g E
Template Period Mode Recur Recur Every  Reverze in
N v | Cutent v |[N/A v |1Peiods | N v
Batch Humber Date Contact
| v||1 v || 12/31/2004 || v |

kemo |Heverse Jrd Party Sick Pay

Account |Desu:ri|:|...| Del:uitl Credit
b 515 Gross ... 0.00 1000.00
2 Federal..  150.00 0.00
3 |23 Federal... £2.00 0.00
4 232 Federal... 14.50 0.00
E 102 Cazhln.. 77350 0.00
E
Total Debits Total Credits Dizcrepency
[_tew J| Cancel | 1000.00 1000.00 0.00
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Chapter 2 - Setting Up Payroll Items

3" Party Sick Pay (cont'd)

To print form 941:

Select Reports/Tax Forms.

Select Federal 941.

Select Print Selected.

Enter the Federal Withholding from the 3™ party sick pay as a negative number on the
FWH Adjustment line.

Enter the FICA Tax Withholding (Social Security and Medicare combined) as a negative
number on the Sick Pay line.

6. Enter any deposits or additional amounts as necessary.

e

o

941 Data

Prarnpt |"v"alue
1 |PwH Adustment -150.00
2 Sick Pay 7650
~ » Other .00
4_ Total Depositz .00
5_Semiweekl_l,l Mo
E_.ﬁ.ppl_l,l Overpayment
?_ Third Party Designes

| ok || Cancel
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Chapter 2 - Setting Up Payroll ltems

Setting up Accrued Vacation or Sick Hours

To set up accrued vacation or sick hours:

1.
2.

Select Setup/Accounts.

Set up separate accounts for Accrued Vacation Hours or Accrued Sick Hours, as
necessary. Select Statistic in the Classification field.

M 4 Mp+

&-UaE.

Lookup

Lookup
9490

Mame

Account | Bank | Signature

Aocrued Vacation Hours

Description

Aocrued Y acation Hours

Clazzification
Statiztic

Type
Ledger

Statuz

[

MHew ][ Cancel ]

K E=]

[] Track Gty

Lookup
EER
Marne
Accrued Sick Hours
Description
Accrued Sick Hours
Claszification
Shatishic
Type
Ledger
Status

Active

Mew l[ Eancel]

Account | Bank | Signature

W

[] Track Gty
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Chapter 2 - Setting Up Payroll Items

Setting up Accrued Vacation or Sick Hours (Cont’'d)

3. Set up an account for Accrual Offset. Select Statistic in the Classification field. This

account will be used by the system as an offset account for the payroll item.

4 4 Mobe 8 - L g e

Lookup | | Name|

Account |Bank Signature

Lookup

932 |
Mame

|.-“-‘-.|:|:rual Offset |
Drezcription

|.-'1‘-.|:|:rua| Offzet |
Classzification
T |
Type

| Ledger W |
Status

|f-‘u::tive L | [ Track Gy

[ Mew H Cancel ]
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Chapter 2 - Setting Up Payroll Items

Setting up Accrued Vacation or Sick Hours (Cont’'d)
There are two ways to accrue Vacation or Sick Hours. You may accrue a flat number of
vacation or sick hours at the beginning of the year for each employee or you may accrue
hours each pay period based on the number of hours worked by an employee.

To set up payroll items to accrue a flat number of hours at the beginning of the year:

1. Select Setup/Payroll Iltems.

2. Setup an Employer Accrual item for Accrued Vacation Hours.

3. Select the Accrued Vacation Hours general ledger account in the Expense Account
field.

4. Select the Accrual Offset account in the Liability Account field.

5. Repeat for Sick Hours.

M4 4 » M b+ X & - L g E .

MNew

| Cancel
Description

| Accrued Yacation Hours |

Tvpe

Amount or % Based On

| 0.00 | | Quantity v
Lirmit Lirmit Twpe

| 0.00 | |Monthly v

Expense Account

290 accrued Yacakion Hours bt

Liahility Accaunt

Q92 Accrual Offset w

Pavable To
i v
W2 Tracking W2 Code

|Nn:|ne VH |
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Chapter 2 - Setting Up Payroll Items

Setting up Accrued Vacation or Sick Hours (Cont’'d)

To set up payroll items to accrue hours each pay period based on the number of hours
worked by an employee.

1. Select Setup/Payroll Iltems.

2. Set up an Employer Accrual item for Accrued Vacation Hours.

3. Select Regular Hours Worked or Total Hours Worked from the drop down list in the
Based On field.

4. Select the Accrued Vacation Hours general ledger account in the Expense Account
field.

5. Select the Accrual Offset account for the Liability Account.

6. Repeat for Sick Hours.

B Payroll Item
LI T 7 I - IR = T

Loakup
AT VAC

[ [=
Z I
Descripkion

Accrued Yacation Hours

Type
Employver Accroal W
Arnount or % Based On

0.0000 | | Tobal Hours Waorked  »
Liriik Lirnit Tywpe:

0.0000 | | Annual Calendar hd

Expense Account
990 Accrued Yacation Hours W

Liability Account

a9z Accrual OFfset w
Pavable To

A W
W2 Tracking W'z Code
Mone w

Note: Total Hours Worked includes all hours entered for payroll items with a Pay selected in
the Type field and Regular selected in the Pay Class field. Regular Hours Worked includes
all hours entered for payroll items with a Pay selected in the Type field, Regular selected in
the Pay Class field and 1.00 in the Pay Factor field.
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Chapter 2 - Setting Up Payroll Items

Setting up Vacation or Sick Hours Used

To set up vacation or sick hours used:

Select Setup/Payroll Items.

Set up an Employer Accrual item for Vacation Hours Used.

Enter -1.000 in the Amount or % field.

Select Item(s) Qty from the drop down list in the Based On field.

Click ltems.

Select VP or the vacation Pay item from the drop down list in the Item field.
Leave the department field blank.

Click OK.

ONoGaRWNE

]

—

Based on ltems

L WP
L]

© Dillner’s Accounting Tools, Inc. 2-25
Revision Date: 9/10/2021



Chapter 2 - Setting Up Payroll Items

Setting up Vacation or Sick Hours Used (Cont’d)

9. Select the Accrued Vacation Hours general ledger account in the Expense Account

field.

10. Select the Accrual Offset account for the Liability Account.

11.Repeat for Sick Hours.

B Payroll Item : E' E|

M 4 » M b+ & -L g

Lokup S
|w:u: HRS USED

| Cancel
Description

| Yacation Hours Used |

Tvpe

Amount or e Based On

| -1.0000 | | Item(s) Qty v|
Selected Ikemis)

| [¥F] | Tterns

Lirnik Lirnit Tywpe

| 0.0000 | | Monthly v |

Expense Account

290 Accrued Yacation Hours W

Liability Account

a9z Accrual OFfset w
Payvahble Tao

i v/
W2 Tracking Wz Code

|I"-.I|:une b |

Note: Insert a row in the bottom grid of the necessary Pay Templates to have the system
calculate hours used for sick or vacation pay. The pay check stub will show YTD Hours

Accrued and YTD Hours Used as separate items.
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Chapter 2 - Setting Up Payroll Items

Setting up a Non-Payroll Reimbursement ltem

Some employers want to add expense reimbursements to an employee’s net payroll check.

You can do this in FCAS or PBM by using a payroll item designated as a non-payroll
reimbursement. This item will add an amount to the net payroll check but will not have any

effect on the Gross Pay for 940 or state unemployment purposes.

To set up a Non-Payroll Reimbursement:

1. Select Setup/Payroll Iltems.
2. Create an Other Income item.
3. Check ALL boxes in the Exempt from section.
4. Select the appropriate Expense Account.
5. Select Other Non Payroll in the W2 Tracking field. (This selection is mandatory for
this type of item.)
| Payroll ltem = |[E =]
H 4 > M » X &-HgE.
Lookup
= [ New |
Description [ _concel |
Expense Reimbursement
Type
Amount or % Based On
0.0000 (Qty -
Selected Item(s)
Lirnit or %% Lirnit Type
0.0000  |Monthly -
Limit Limit Type:
0.0000  |Monthly v|
Exempt From
JFWH /] 55 Emp [¥]sUL Emp
W]swH V|55 Co [¥]suI Co
VILwH | Med Emp [¥/] SDI Emp
| FUTA | Med Co (| SDI Co
Experse Account
595  Miscellaneous ¥
W2 Tracking W2 Code
Other Non Payrell -
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Setting up a Deduction Based On Disposable Net Pay

Some garnishment deductions are ordered as a percentage of disposable net pay. Disposable
net pay is net pay before deductions like insurance, advance repayments and/or union dues.

To set up a deduction based on disposable net pay:

Select Setup/Payroll Items.
Set up a Deduction item.
Select Disposable Net in the Based On field.

N

necessary.

M4 4 » M b+ X & - L g

Lookup
GARN 1

Description

Garnishment:

Tvpe
Amount or % Based Cn

0.0000 | |Disposable Mek hd
Lirnit or % Limit Tvpe

0.0000 | [Mankhky bl

Deduct Priar Ta Calculaking

[ 1FPwH []35Emp [ ]3I Emp
[ ]5wH [155¢Co []5UI Co
[ ]LwH [ IMedEmp [ |SDIEmp

[ ]FuTA [ IMed co [ 1501 Co

Liability Account

240 Garnishrment payable "
Pavable Tao

GARMN 1 b
W2 Tracking W2 Code
Mone "

[ ]include in Disposable Met

Review other deductions in this client and check the Include in Disposable Net field, if
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Setting up a Deduction Based On Disposable Net Pay (Cont’d)

Note: When you set up a deduction item, the Include in Disposable Net field is
unchecked. Any deduction with the Include in Disposable Net box checked will be
calculated after the deduction Based On Disposable Net. If the Include in Disposable
Net box is unchecked, that deduction will be calculated before the deduction Based On
Disposable Net.

Example: A garnishment is ordered for 25% of disposable net income.

Gross Pay 1,000.00
Federal WH 216.31
Social Security 62.00
Medicare 14.50
State WH 45.00
Advance 100.00
Insurance 62.19
Net Pay 500.00

If the Insurance and Advance deductions have a check in the Include in Disposable Net
field, the garnishment deduction will be $165.55. The garnishment is calculated before the
insurance and advance deductions are taken.

If the Insurance and Advance deductions do not have a check in the Include in
Disposable Net field, the garnishment deduction will be $125.00. The garnishment is
calculated after the insurance and advance deductions are taken.

If the Insurance deduction does not have a check in the Include in Disposable Net field
and Advance deduction has a check in the Include in Disposable Net field, the
garnishment deduction will be $150.00. The garnishment is calculated after insurance, but
before the advance deduction is taken.
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Setting up a Deduction as a Flat Amount Not to Exceed a Percent
of Net Payroll

Some garnishments, such as child support, may be ordered as a flat amount, not to exceed a
certain percentage of net take home pay.

To set up this type of deduction:

ONOOAWNE

9.

Select Setup/Payroll Items.

Set up a unique Deduction item for the garnishment.

Enter the amount of the garnishment.

Select Qty Limit on Net Payroll in the Based On field.
Enter the appropriate percentage in the Limit or % field.

Leave Monthly in the Limit Type field.
Select the appropriate Liability Account.
Select the appropriate Payee in the Payable To field if you are writing the garnishment

check.

Leave the W2 Tracking and W2 Code fields Blank.

M4 > Mo & - L g

Lookup
5 1 5mith

Description
Child Support J Smith

Tvpe
Amount or % Based On

150.0000° | | Ciky Limit On Mek Payrc %
Lirnit or % Limit Tvpe

30.0000% | |Monkhly: w

Deduct Prior To Calculating

[ ]FPwH []55 Emp [ ]3u1 Emp
[]=wH [s5co []3uI Ca
[ ]LwH [ IMedEmp [ ]SDIEmp

[ ]FuTA [IMed co [ 150l Ca

Liability Account

238 hild Support Pavable W
Payvahle Tao

25 1 Smith -
W2 Tracking W2 Code
Mone b

[ ]Include in Disposable Mek

Cancel
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Setting up a Deduction for Garnishments Leaving a Specific
Amount for Net Pay

In some instances, a garnishment order may be issued for all but a specified amount left for
net pay. For example, the IRS may issue an order for a garnishment leaving the employee
nothing but $157.69 as take home pay.

To set up this type of deduction:

Select Setup/Payroll Items.

Set up a unique Deduction item for the garnishment.

Enter 1.00 in the Amount or % field.

Select Net Payroll (limit=exclude) in the Based On field.

Enter the amount allowed for take home pay in the Limit or % field.

Leave Monthly in the Limit Type field.

Select the appropriate Liability Account.

Select the appropriate Payee in the Payable To field if you are writing the garnishment
check.

Leave the W2 Tracking and W2 Code fields Blank.

N~ WNE

©

I Payroll ltem
M 4 » PP+ &0 - L g B

Lookup
IRS GARM - 1 Smith

Cancel
Descriptign

Irs Garnishrent

Type

Amnount ar s Based On

1.000a | | Met Pavroll (limit=excl. s
Selected Ikemis)

Limit ar % Limit Tvpe
157.6900 Manthly b
Deduct Prior Ta Caloulating

[CIrwH []s5Emp []su1 Emp

[]=wH [=sco [NsuI ca

[ ILwH [IMedEmp [ ]sDIEmp

[JruTa [IMed co []so1 o
Liability &ccount
240 Garnishment payable w
Pavable To
GARM 1 b
W2 Tracking W2 Code
Mane L

[]include in Disposable Mek
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Setting up Indiana County Withholding

County withholding tax is reported on line 1 of Form WH-1 combined with state withholding tax.

To set up Indiana County Withholding:

arownpE

No

Select Setup/Payroll Items.

Set up a Local Withholding item.

Select the correct Local Tax Entity from the drop down list.

Select the appropriate Liability Account.
Select the appropriate Payee in the Payable To field if you are writing the check for the
state and local withholding taxes.
Add the appropriate Tax Area(s).
Select IN County from the Tax Type drop down list.

B Payroll ltem

4 4 Mo o & -

5

Lookup

MNew

| ST JOE

Cancel

Description

| Sk Jae County Withhalding

Tvpe

|L|:u:al Withhalding

Local Tax Enkity

|5t:ln:|e-?1

Liability Account

234 Local Pawvroll Tax

Payvahle Tao

i

v

|:| e F\WH Wages

Tax Area Add

” Remove ]

ST J0E

Tax Tvpe

IM County
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Setting up Pennsylvania OPT or EMS

As of January 2005, Pennsylvania Occupational Privilege Tax (OPT) rules changed.
Municipalities may keep the $10 OPT. Some municipalities and school districts may impose
an Emergency and Municipal Services (EMS) Tax of up to a maximum of $52 a year beginning
on and after January 1, 2005. The OPT and EMS taxes are deducted once a year for each
employee.

The Pennsylvania Department of Community and Economic Development, Governor’'s Center
for Local Government Services maintains an updated list of OPT and EMS rates by county,
city and school district. You can find the current rate online by going to:
http://ctcoas0l.state.pa.us/dced/MSS.MAINMENU.show?p_arg_names=_menu_id&p arg_val
ues=1074812923&p arg_names=_menu_owner&p arg values=MSS

To set up OPT or EMS tax:

Select Setup/Payroll Items.

Set up a Local Tax item. Identify the county in the Lookup and Description fields.
Enter the total amount of tax in the Amount or % field.

Leave Qty in the Based On field as this tax is a flat amount.

Enter the total amount of tax in the Limit or % field.

Select Annual Calendar in the Limit Type field.

Do NOT check any boxes in the Deduct Prior to Calculating field as this tax does not
reduce taxable wages.

Select the appropriate Liability Account.

Select the appropriate Payee in the Payable To field if you are writing the check for this
liability.

10. Select Box 14 from the drop down list in the W2 Tracking field.

11.Enter PA OPT in the W2 Code field.

12.Do NOT check the Include in Disposable Net box as this is an involuntary tax.

NoakwNE

© ®
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Setting up Pennsylvania OPT or EMS (Cont’d)

H Payroll ltem

M 4 b M b+ &1~

5.

Lookup

| OPT - ADAMS

Description

| Adams Counky QPT

Tvpe
Amount or % Based Cn
| 52,0000 | |y v |
Selected Ikemis)
| | Ikerms
Lirnik or % Limit Type
| 52,0000 | | Annual Calendar v |
Deduct Prior To Calculating
[ ]FwH [ 155 Emp [ 15U Emp
[ ]swH []s5co []5uI Ca
[ LwH [ IMedEmp [ ]5DIEmp
[IFuTA [ IMed o []s01 Co
Liahility Accaunt
233 Stake Payvroll Tax b
Pavyable To
o v|
W2 Tracking W2 Code
'Bax 14 v||[PaceT |

[ ]include in Disposable Met
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Setting up Denver Area OPT

Some municipalities in the Denver area have an Occupational Privilege Tax. The rates may
be different for different municipalities. In Denver, the rules are as follows:

An employee who earns at least $500 in a month from performing services in Denver is liable
for the Employee OPT, which is to be withheld from their wages at the rate of $5.75 a month
and remitted to Denver by the employer.

An employer is liable for paying Business OPT at the rate of $4.00 a month per each employee
who is liable for Employee OPT. In addition, an employer is liable for paying the Business OPT
at the rate of $4.00 per month on each owner, partner, or manager performing services in
Denver, for any month in which the business operates in Denver.

To set up the OPT tax, you must first do the calculation to find the percentages. $5.75 is
1.15% of $500.00 or 0.0115. $4.00 is 0.8% of $500.00 or 0.008. You will need to set up a
local tax item for the employee deduction and an employer accrual for the employer match.

To set up the OPT deduction:

Select Setup/Payroll Items.

Setup a Local Tax item.

Enter the rate as a percent in the Amount or % field.

Select MTD Gross Pay (limit=min=) in the Based On field.

Enter the monthly tax amount in the Limit or % field.

Select Monthly in the Limit Type field.

Do NOT check any boxes in the Deduct Prior to Calculating field as this tax does not
reduce taxable wages.

Select the appropriate Liability Account.

Select the appropriate Payee in the Payable To field if you are writing the check for this
liability.

10.Select Box 14 from the drop down list in the W2 Tracking field.

11.Enter OPT in the W2 Code field.

12.Do NOT check the Include in Disposable Net box as this is an involuntary tax.

NookrwhE

©
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Setting up Denver Area OPT (Cont'd)

B Payroll Item

M o4 » M P+ x & - L g

Lookup i
| OPT WH

| Cancel
Descripkion

| Derver OPT withheld |

Twpe

Amount ar % Based On

| 1.1500% | |MTD Gross Pay (imit=r v
Selected Ikemis)

| | Ikems
Lirnit or % Limit Tvpe
| 5.7500 | | Monthly v|
Deduct Prior To Calculating
[ ]FwyH [ 155 Emp [ 15U Emp
[ ]swH [ls5co []501Ca
[ ]LwH [ [MedEmp [ |SDIEmp

[ ]FuTA [IMed o []s0I Cao
Liability Account

234 Derver OPT Payable W
Pavable To

| Derver OPT o |
W2 Tracking W2 Code

(Bo 14 v |opt |

[ ]include in Disposable Met
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Chapter 2 - Setting Up Payroll Items
Setting up Denver Area OPT (Cont’d)

To set up the company portion:

13.Set up an Employer Accrual item.

14.Enter the rate as a decimal in the Amount or % field.

15.Select MTD Gross Pay (limit=min=) in the Based On field.

16. Enter the monthly tax amount in the Limit or % field.

17.Select Monthly in the Limit Type field.

18. Select the appropriate Expense Account.

19. Select the appropriate Liability Account.

20. Select the appropriate Payee in the Payable To field if you are writing the check for this
liability.

21.Leave None in the W2 Tracking field and leave the W2 Code field Blank as employer
contributions are not reported on the W2.

B Payroll ltem

44 > Mo+ XA - g
Lookup Mew
QPT CO
Description
Derver Company OPT
Tvpe
Amount or % Based Cn
0.00380 | [MTD Gross Pay (limik=r
Selected Ikemis)
Lirrik Lirnit Tywpe
4.0000 | | Monthly w
Expense Account
234 Denver OPT Pavable w
Liahility Accaunt
541 OPTTax Expense b
Payable To
Min W
W2 Tracking WZ Code
Mone R
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Setting up a Pay Item With a Fixed Pay Rate

In some cases, all employees in a company earn the same hourly pay rate based on the job
they are performing. An example of this is a union payroll. All journeyman framers have the

same hourly rate. This rate changes annually when contracts are renegotiated. Instead of

changing the pay rate on each employee’s individual record, you can set up a pay item with a

fixed pay rate and change the rate once on the pay item, when necessary.

To set up this type of Pay item:

Select Setup/Payroll Items.
Set up a Pay item.

Enter 1.00 in the Pay Factor field.

©CoNo~whE

Always — The rate entered on the item will override the rate on the employee’s record.

Select Hourly from the drop down list in the Pay Type field.
Select Regular in the Pay Class field.

Select the appropriate Expense Account.

Leave None in the W2 Tracking field and leave the W2 Code field Blank.
Enter the appropriate hourly rate in the Rate field.

Make the appropriate selection in the Use Rate field.

When Higher — The rate entered on the item will be used only if it is higher than the rate

on the employee’s record.

As Default — The rate entered on the item will be used if there is no rate on the employee

record.

B Payroll ltem
M4 Mobe o & - |

EEX

L
RP FRAMER.
Description

Req Pay Framers

Tvpe

[pay 3
Pay Type Pay Class Pay Factar
Hu:uurl';.f . v ..ﬁegl_.il.-a:r.- | i i.IIIIII |

Expense Account

515 Hourly Wages |
W2 Tracking - W2 Code R
MNone V
F.‘\at.é. |lse Rate- .

22,5000 | |always v

© Dillner’'s Accounting Tools, Inc.
Revision Date: 9/10/2021

2-38



Chapter 2 - Setting Up Payroll Items

Setting up a Deduction or Employer Accrual Based On a Specific
Pay Item or Department

Some deductions or employer accruals, such as union dues or union benefits, may be tied to
specific pay items or even specific departments. You can set up a deduction that will calculate
an amount based on the number entered in the Qty field of another pay item or other pay

items.

For example, union dues may be withheld at the rate of 2.5 cents per hour entered for

regular pay.

To set up this type of Deduction:

CoNoO~WNE

Select Setup/Payroll ltems.

Set up a Deduction item.

Enter the amount of the deduction in the Amount or % field.

Select Item(s) Qty in the Based On field.

Click on the Items button.

Select the desired Item from the drop down list in the Item field.

Select the desired Department from the drop down list in the Department field.
Repeat steps 6 and 7, as necessatry.

Click OK to save selections in the Based on Items dialog box.

Based on Items

[Ttem

[ OK ] [ Cancel ]

10.
11.
12.

13.
14,
15.

16.
17.

Enter a limit amount in the Limit or % field.

Select applicable Limit Type from the drop down list.

Check any box(es) in the Deduct Prior To Calculating field for taxes this deduction is exempt
from.

Select the appropriate Liability Account from the drop down list.

Select the appropriate Payee in the Payable To field if you are writing the check for this liability.
Select the appropriate box in the W2 Tracking field if this deduction needs to be reported on the
W2.

Enter a W2 Code if necessary.

Check the Include in Disposable Net box if this deduction is to be calculated after deductions
based on disposable net.
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Setting up a Deduction or Employer Accrual Based On a Specific Pay Item or Department
(Cont'd)

H Payroll Item
M 4 Mk o - o .

Lookup
| DLES JRMNYMM

Description

| Union Dues Journeyman |

Type
|Deu:lucti|:|n w |

Amount or %@ Based On
| 0.0250 | |Item(s) Qty v
Selected Item(s)

| [RP INY FRM] | —

Limit or % Limit Type
| 0.0000 | |Monthly v|
Deduct Prior To Calculating
[ ]FwH []ssEmp []su1 Emp
[]swH [ssco []suICo
[ JLwH [IMedEmp [ ]SDIEmp

[ ]FuTA [[IMed co [ 1501 Ca
Liability Account

242 Union Dues Payable w
Payable To

|Llni|:|n Local 111 L |
W2 Tracking W2 Code
|Nu:une A" | | |

[ ]Include in Disposable Met
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Setting up a Washington State L&l

Washington state has L&l insurance withholding and a company match. The employee and
company rates for L&l will vary based on job class and sub class. L&l rates are calculated on
hours worked.

To set up L&l withholding:

Based on tems S|

Select Setup/Payroll Items.

1
2. SetupalLocal Tax item.

3. Enter the Rate as a decimal.
4,
5
6
7

Select Item(s) Qty in the Based On field.

. Click the Items button.
. Select the appropriate Item(s) and Department(s) if necessary.
. Click OK.

Item Depart...
RP

2 |ar

3 |SAL

Ok { | Cancel |

8.
9.

Select the appropriated Liability Account from the drop down list.
Select the appropriate Payee in the Payable To field if you are writing the check for this
liability.

10.Select Box 14 in the W2 Tracking field.
11.Enter WA L&l in the W2 Code field.
12.Enter the appropriate values for Class, Sub and Nature of Work.

Note:

For clients with multiple Class or Subs, set up a separate L&l item for each Class or Sub. Use
a separate department for wages for each Class or Sub. Enter the appropriate department in
the Department field on the Based on Items screen for the L&l item.

© Dillner's Accounting Tools, Inc. 2-41
Revision Date: 9/10/2021



Chapter 2 - Setting Up Payroll Items

Setting up Washing State L&l (Cont'd)

' Payroll ltem = [ =[]
M4 » M > | &8 -Hge.
Lookup
L&l i i
Description
WA L&I EE
Type
Local Tax v]
Amount or % Baszed On
0.1080  |Item(s) Qty -|
Selected Item(s)
[RP] [OT] [SAL]
Limit or % Limit Type
0.0000  [Monthly -|
Lirnit Limit Type
0.0000  [Monthly -|
Deduct Prior To Calculating
[ FwiH []55 Emp [] suL Emp
[ swiH []s5 Co []suI Co
] LwwH [IMedEmp [ |SDIEmp
O] FuTA, [T Med Co []sDI Co
Liability Account
239 Disability Payable -
Payable Tao
[Departﬂent of Labor and Industries -
W2 Tracking W2 Code
|Box 14 »| walal
[ ] indude in Disposable Met
Class Sub Mature of Wark
2100 5 Store
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Setting up Washing State L&l (Cont'd)
To set up the employer’s portion of L&l:

13. Select Setup/Payroll Items.

14.Setup an Employer Accrual item.

15. Enter the Rate as a decimal.

16. Select Item(s) Qty in the Based On field.

17.Click the Items button.

18. Select the appropriate Item(s) and Department(s) if necessary.
19.Click OK.

Based on [tems |

Item Depart...
1 |RF
Z |ar
3 |SAL

[ Ok ] | Cancel |

20. Select the appropriate Expense Account from the drop down list.

21. Select the appropriate Liability Account from the drop down list.

22.Select the appropriate Payee in the Payable To field if you are writing the check for the
liability.

23.Leave the W2 Tracking and W2 Code fields blank as the employer portion is not
reported on the W2.

24.Enter the appropriate values for Class, Sub and Nature of Work.

Note:
For clients with multiple Classes or Subs, set up a separate L&l item for each Class or Sub.

Use a separate department for wages for each Class or Sub. Enter the appropriate
department in the Department field on the Based on Items screen for the L&l item.
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Setting up Washing State L&l (Cont'd)

# | Payroll tem = [ =[]
M4 r M M = &-Hage.

Lookup
L&l CO

Cancel
Desgipﬁnn

L&I Company

Type
[Employer Accrual v]

Amount or %6 Based On
0.2897 |Item(s) Qty -

Selected Item(s)

ol for

Limit or % Limit Type

0.0000  [Manthly -
Limit Limit Type

0.0000  [Monthly -

Expense Account
537 Employee Insurance -
Liability Account

239 Disability Payable -
Payable To

[Depart'nent of Labor and Industries -

W2 Tracking W2 Code

[Nnne -

Class Sub Mature of Waork
6100 5 Store
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Chapter 3 - Setting Up Payroll Templates
Payroll templates overview

You have the ability to customize the payroll entry screen for each client in FCAS or PBM
based on the information you receive from the client. This is done by setting up payroll
templates. Payroll templates include frequently used payroll items. It is NOT necessary to
include all items that exist for a company nor is it necessary to include infrequently used items.
Infrequently used payroll items can be added to a payroll check at run time.

You can set up as few or as many templates as you need to make data entry as heads down
as possible. Each client should have at least one template. It should be named Default as the
system will place the word Default in the Pay Template field on the employee tab of the contact
when you create a new employee. You may set up multiple templates and select the
appropriate template for an employee that does not match the criteria for the Default template.
Taking the time to set up templates will decrease your processing time on a monthly
basis.

Type the Lookup for the payroll item in the Item field or select the Item from the drop down
list. Allow the system to populate the remaining columns. The system will use Default or 0.00
or 1.00 where appropriate. Typing a value in any of the remaining fields will cause the system
defaults to be overridden by the value that is in the template when you enter payroll checks.

Important note:

If you need to change an item in a row on a payroll template, DO NOT just type a new item
lookup in the Item Field. Remove the bad row and insert a new row with the new item. You
can also rearrange the order of the rows by using the up or down arrow in the toolbar to move
the selected row. If you look at the row numbers in the left hand column, you can identify the
selected row easily because there is an arrow instead of a row number. You can also look for
the cell that has a darker grey outline to find the active cell.

- M(=1e3
M4 » M| x| & - m'ﬁsethearmwsto ]

Template Mame E'l.ilgal..,ﬂt rearrange the rows.
[ Item |Depart... |Account Ity Rate| Factor] Amount)'s/ amo -
1 _HF Default  Defaulk 0.00 00000 1.00 0.00 Default  Default  Defaulk  Default
T — d Row 2 is the active row. Clicking | =fault Defaut Default  Defaul
3 W H Uefault the up or down arrow will move sfault  Default  Default  Default
: S'H Default row 2 up or down. sfault  Default  Default  Default 3

This chapter contains several examples for payroll templates for After-the-Fact Payroll and
Payroll Checkwriting.
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After-the-Fact Payroll

When entering After-the-Fact Payroll, it is necessary to enter the taxes withheld as well as Pay
and Miscellaneous Deduction Items. There are two grids available in the Payroll Template
screen. For After-the-Fact Payroll, it is recommended that you use only the top grid to
minimize the number of keystrokes used during data entry.

To set up a default template for After-the-Fact Payroll:

1. Select Setup/Payroll Templates.

2. Type Default in the Template Name field.

3. Create a row for each desired item by entering the appropriate Payroll Iltem in the Iltem
field.

4. Move to the next row and enter the next payroll item.

Examples:
This is an example of a template for a client who reports a single amount for pay and

separates Federal Withholding, Social Security Withholding and Medicare Withholding. You
can also include common deductions such as insurance.

[tem Account | Depart. .. [ty Rate|  Factor| Amount wH St Ul State |Dl State | Locale | Memo
1 |RFP Default  Default 1.00 Default  Default  Default  Default
2 PwH Default
355w Default
4 |MEW Defaul
b SwH Def.. i~
E |IMS Default Default  Default  Default  Default
7

Some clients will report FICA Tax in total instead of separating Social Security and Medicare.
If you have your Fed Default ATF Tax Mode set to Auto Correct on the General tab in
Setup/Options, you can enter the Combined FICA Tax as either Social Security or Medicare
and the system will make the necessary adjustments. The following example represents this
type of situation.

[tem Account |Depart... Ly Rate| Factor| Amount ®H St |Ul State DI State | Locale  |kMemo
1 |RFP Default  Default 1.00 Cefault  Default  Default  Default

Drefault

Enter Total Fica Tax in

Social SECLII'iW ltem Default  Default  Default  Default

Default  Defaulk  Default  Default

Drefault
Drefault
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After-the-Fact Payroll (Cont’d)

Some clients will combine Federal, Social Security, and Medicare Withholding as a single
number. If you have your Fed Default ATF Tax Mode set to Auto Correct on the General
tab in Setup/Options, you can enter the Combined Federal Tax as Federal Withholding and
the system will make the necessary adjustments to move Social Security and Medicare from
Federal Withholding.

[tem Account |Depart... [ty Fate Factor Amount|'WwH St Ul State DI State |Locale | kMemo
1 _HF Default  Default L0 CLOO00 100 QOO =fault Default Default  Default
2 | PwiH Tetam . Delan Enter Combined Federal wlt  Default  Default
BT Defaut  Defaut | Withholding here. wit  Default  Default
4 |IMNS Default  Default it Default  Default
5 |MISC Default  Default it Default  Default

If your client uses more than one pay on a regular basis and you need to or want to show
separate pay items, see the following example.

[tem Account | Depart... [ty Rate| Factor Armount 'wH St Ul State |0 State |Lozale | Memo

1 AP Default  Default 1.00 Default  Default  Defaulk  Default
2 07 Default  Default 1.50 Default  Default  Default  Default
3 TIPS Default  Default Default  Default  Defaulk  Default
4 BOMWUS Default  Default Default  Default  Default  Default
5 |PwH Default

E 55w Default

7 |MEW Default

g SwH Default

9 |[INS Default Default  Default  Default  Default
10 Ay Default Default  Default  Default  Default
11

MISC Drefault Default Default  Default  Default

If you have a client that has some employees who always have tips and some who do not
have tips, you can create two templates. Name one ‘Default’ and the other ‘Wages with Tips’.
Be sure to assign the appropriate template to each employee.
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Chapter 3 - Setting Up Payroll Templates

After-the-Fact Payroll (Cont’d)

If you are entering individual payroll checks for each employee and one or some of the
employees are salaried, you may want to create a unique template for each salaried
employee. You can enter the amount for each pay item in the template. This will save much
data entry time because when you are entering checks, the amount will be filled in after you
select the employee you need. If the employee receives a check for a different amount for a
bonus or something similar, you can overwrite the amounts on the Payroll Check screen during
data entry without affecting the template. The following example demonstrates this type of
template.

Template Mame  |Judy

[tem .. |Account Ly Rate| Factor| Amount ®H St |Ul State DI State | Locale  |Memo
» RF { i 000 1000.0.. 1.00 1000.00 Default  Default  Default  Default
2 |PwH Default 0.00 2500000 o0 26000 Default  Default  Default  Default
355w Default  Default Q.00 765000 0.00 VE.50 Default  Default  Default  Default
4 |5wH Default  Default 0.00  51.0000 0.00 91.00 Default Default  Default  Default
5
[tem Account |Depart... [ty Rate Factor Amount|H St Ul State DI State |Locale | Memao
[ 3 -

You may also wish to set up a unique template for an employee if he or she is the only one in
the company who has a certain deduction such as child support. If the employee with child
support is not a salaried employee, but the support deduction is always the same amount, you
can leave all amounts except child support at 0.00.

Template Mame  |J Smith

Depart... |Account [ty Rate|  Factor] Amount ™H St.. (Ul State DI State | Locale  |Memao L
{ = |Default  Defaul 000 00000 1.00 000 Default  Default  Default  Default
2 Default  Default 000 00000 0.ao 000 Default  Default  Default  Default
3 Default  Default 000 000oo .00 000 Default  Default  Default  Default
4 |SUPP-J Smith Default  Defaul 000 758900 Q.00 75,89 Default  Default  Default  Default
= “
Item Depart... |Account [ty FRate| Factor| Amount *wH State  |Ul State (DI State |Locale  |EFT Bank
} -
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Chapter 3 - Setting Up Payroll Templates

Payroll Checkwriting

When setting up a Payroll Template for Payroll Checkwriting, DO NOT enter payroll taxes.
The system will calculate all payroll taxes. There are two grids in the Payroll Template screen.
Pay items and deductions can be entered in either grid. For payroll checkwriting, it is
recommended that you create a row for each ‘pay item’ (Regular Pay, Overtime, Tips, etc) that
is used most pay periods. Also create a row for any deduction that is used frequently and has
a different amount for each employee each payroll run (such as employee advances). Enter
standard deductions that may be used by any employee in the bottom grid.

To set up a payroll template for payroll checkwriting:
1. Select Setup/Payroll Templates.
2. Type Default in the Template Name field.
3. Create a row for each desired item by entering the appropriate Payroll Iltem in the Iltem
field.

Examples:

Hourly employees are paid for regular hours. Many employees receive overtime pay most pay
periods. Many employees have a standard deduction for insurance.

Template Mame | Drefault |

[tem |Depart... |Au:u:u:uunt | E!t_l,ll Hatel Fau:tu:url AmnunthH St.. |UI State |DI State |L0cale |Memu:u
‘I_FIF' Default  Default 000 0.0ooo 1.00 0.00 Default  Default  Default  Default
2_DT Default  Default Qo0 00000 1.50 0.00 Default  Default  Default  Default
» Bl

[tem |Depart... |.-'1‘u:|:|:|unt | Dt_l,l| Flate| Fac:tu:urfl AmuunthH State |UI State |DI State |L0cale |EFT Bank.
1 |INS Drefauilt Default Default  Default  Default

Some employees in a company are salaried. They also have a deduction for insurance.

Template Mame | Salany |

[tem |Depalt... |.-'-‘-.ccuunt | Dt_l,ll Hatel Factufl AmuunthH St.. |UI State |DI State |L|:|ca|e |Memn
Sal ﬂDefauIt Drefault 0oa 00000 1.00 0.00 Default Default Default  Default

E

L= |Depart... |.~'—‘u:|:u:uunt| thl Rate| Factor # | &mount WH State  |Ul State |DI State |Locale  |EFT Bank
1 |INS Default  Default 000 00000 0.00 0.00 Crefault Default  Default  Default

© Dillner’'s Accounting Tools, Inc. 3-5
Revision Date: 9/10/2021



Chapter 3 - Setting Up Payroll Templates

Payroll Checkwriting (Cont’d)

Some employers give employees cash advances between payroll periods. These amounts
vary from employee to employee from week to week. If they happen frequently, include them
in the top grid of the template.

Template Mame | Drefault |

Item Depart... |Account Cty Rate| Factor) Amount 'wH St.. |l State DI State | Locale | [Memo
1 AP Default  Default 0.00  0.0000 1.00 0.00 Default Default  Default  Default
2 07 Default  Default 000 00000 1.50 000 Default Defaulk  Default  Default

3 |AaDy Drefault Default  Default  Default  Default

Item Depart... |Account [ty Rate| Factor Amount 'wH State  |Ul State |DI State Locale |EFT Bank
B [IMNS * Default  Default 000 00000 0.00 0.00 Default Default  Default Default

A company may offer a 401K or simple plan for employees to make tax deferred contributions
to a retirement account. The company may match some or all of the employee’s contribution.
By entering all possible deductions and employer accruals in the bottom grid of the template,
an amount or rate entered in the Item/Limit screen of the contact will be calculated at run time.

Template Hame | Default |

Item Depart... |Account [y Flate|  Factor| AmountwH St.. |l State DI State |Locale  |Memo
» |RF * Default  Default Q.00 0.0000 1.00 0.00 Default Default  Default  Default
2 07 Default  Default 000 0.0000 1.50 0.00 Default  Default  Default  Default
3 aby Default  Default Q.00 0.0000 Q.00 0.00 Default  Default  Default  Default

[term Depart... |Account [ty Rate| Factor, Amount|'#H State  |Ul State DI State Locale  |EFT Bank
1 |INS Default  Default 000 0.0000 0.oo 0.00 Drefault Default  Default  Default
2 4K 3 Default  Default 000 0.0000 n.oo 0.00 Drefault Default  Default  Default
3 [40K E Default  Default 0.00 00000 0.00 0.00 Default Default  Default  Default
4 (40K CO% Default
5 [401K CO X Default
N B =
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Chapter 3 - Setting Up Payroll Templates

Payroll Checkwriting (Cont’d)

When a company offers direct deposit, most employees elect to have 100% of their net pay
deposited to their checking account.

Template M ame | Drefault |

L= |Depart... |.t'1'l.cc0unt | Iltyl Hatel Factur| .&muunthH St.. |L|I State |DI State |Lu:u:a|e |Memu:u
» AP jDefauIt Default 000 00000 1.00 0.00 Default  Default  Default  Default
2_ ar Default  Default 000 00000 1.50 0.00 Default Default Default  Default
3_.-'-‘-.DV Default  Default 000 00000 0.0o0 000 Default  Default Defaulk  Default
4

[tem |Depalt... Account | E!t_l,ll Rate|  Factor] Amount|'wH State Ul State |D State |Locale  |EFT Bank
IMS Default  Default 0.00  0.0000 0.00 0.00 Drefaul Default  Defaulk  Default
Default Default Default  Default  Default  CK

Some employees may elect to deposit a portion of their net pay to savings or to a second bank
account. When setting up the template, the direct deposit which is to be 100% of the
remaining net MUST be the last item in the bottom grid.

Template Hame |.f3mgie |

[tem |Depart... |.-’-‘u:u:u:uunt | E!tyl Flate| Facturl .&muunthH St.. |L|I State |DI State |L|:u:a|e |Memu:u
______________________ j Default  Default 1.00 Default  Default  Default  Default

-
[ix]
=
=

[tem |Depart... |.~'—‘u:u:0unt | Iltyl Hatel Fau:tu:url .-'hmu:uunt|WH State |L|I State |DI State |Luc:a|e |EFT Bank.
1 |INS Default  Default Qo0 0o0oo 0.00 0.00 Default Default  Default  Default
2_DD SVE Default 50,0000 B0.00 Default Default  Default  Defaulk  SYG
E_DD SVE Default 25,0000 25.00 Default Default  Default  Defaulk  SYGE1
4_DD SVE Default 25,0000 25.00 Default Default  Default  Defaulk  SYGEZ2
E_DD SVE Default 25,0000 25.00 Default Default  Default  Defaulk  SYGE3
_b Do Default Drefault Default  Default  Defaulk  CE
—
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Chapter 3 - Setting Up Payroll Templates

Payroll Checkwriting (Cont’d)

If a payroll item is unique to an employee (such as child support), set up a template for that
employee and use only the payroll items that apply to the employee.

Template Name |J|:uhn Smith |

Itern |Depart... .l’-'xccu:unt| thl Rate|  Factor .&muunthH Sk |L|I5tate DI State | Locale | (Memo
1 |5AL Default  Default 000 00000 1.00 0.00 Default Default Default  Default

) =]

[tem Depart... |Account | II!t_I.Jl Rate|  Factor] Amount|'wH State |Ul State |DI State |Locale | EFT Bank
1 |SUPP-JSmith  Default  Default 000 723000 0.0o0 72,30 Default Default  Default  Default
2_INS Default  Drefault Q.00 s2.0000 Q.00 B2.00 Default Defaulk  Default  Default
3_ 401K % Default  Diefault 000 00400 Q.00 0.00 Default Defaulk  Default  Default
O ADIKCO % Default 0.0200 i
—
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Chapter 4 - Making Corrections

Chapter 4 - Making Corrections
Voiding a payroll check

It is sometimes necessary to void a payroll check. The method used to void a check will vary
depending on timing.

If you are voiding a payroll check from the current pay period or current month, you can simply
delete the check.

To delete a check:

1. Select Activities/Quick Check or Write Up/Checks.
2. Bring the check you want to delete onto the screen.
3. Click on the Delete icon in the toolbar.

R EEETE

Babik Bcenih |1E|2 Cash In Bark v| Bolhcs 173023

Check Type Pay Periad g e _
i |12}:’D1£2EIEI4 77204 | Click the Delete Icon to delete a hiumber | 3762 i

| Payrall W | check. Date 12/14/2004

Fay to the order of

|01 DENISE J. JOMES - |

| ltem |Depart... E.-'i‘-.ccuunt | I]t__l,ﬂ Rate| Fau:tu:ur! .-'f-.m-:uuntiWH State i_Ll_I__State ol State

RF w|WwWages 515 37.5000 10.0000 1.00 375.00 MI - Michi.. Ml -Michigan M - Michigan

»
i

Depart... Account | Oty Rate| Amount EFT Ba..|WH St... [l State DI State

|___I£ein Account | Amount| Memo ‘wiH St.. | Ul State ol State 1
|_BIPWH 232 B.73 i 2 =3
2 5wH 233 14.63

|3 55w 232 23.25 v
| Mew || cancel | Check Total 324.95

Note: This will delete the check from the file and there will be no record that it ever existed.
You can only delete a check that was entered in the open period.
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Chapter 4 - Making Corrections

Voiding a payroll check (Cont'd)

To void a check from a prior period:

Select Activities/Quick Check or Write Up/Checks.

Change the Check Type to Payroll (ATF)

Enter the Pay Period Dates, if desired.

Enter a check number in the Number field. (If you are voiding check 8201, enter
8201V.)

Enter the Lookup for the appropriate employee or select him from the drop down list in
the Pay to the order of field.

6. Enter all amounts from the original check as negative for the appropriate payroll ltems.

PwpnPR

o

Il Quick Check E@@

M o4 » M b+ X & - L g o

Bank Account i'IEIE Caszh In Bank vl Balahce -1 405_28
Check Tupe F'.?__I,I Period - Mumber LW \_r
|Paprol (AT v | [ 12/01/2004 | [12/07/2004 | Date 127142004 |
Pay to the order of ~ Memo S
|01 DENISE J. JOMES v | i
Depart... | Account [ty Fate|  Factor Amount *wH State | L] State D State .
“wlwages 515 -37.5000 100000 1.00  -375.00 MI-Michi.. MI-Michigan Ml - Michigan

232 00000 -BF300  0.00 £.73

233 00000 -146300  0.00 1463

232 00000 -23.2500 0.00 2325

232 00000 -23.2500 0.00 2325

232 00000 54400 0.00 544

232 00000 54400  0.00 544

235 00000 -3.0000 0.00 -3.00

235 00000 116300 0.00 11.63

F42 00000 -286300  0.00 -26.69

543 00000  -14.6300 0.00 -14.63

[ Mew ] [ Carcel ] Check Total | -324.95|
NI |

The check date you enter for the void check will determine the liability period that will be
reduced. If you are voiding a check from a prior quarter, using a current quarter date on the
void check will reduce the payroll liabilities for the current quarter and eliminate the need for
filing form 941c and any necessary State Withholding or State Unemployment Tax returns. If
you enter the void check with the same date as the original check, you will need to file
amended returns.
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Chapter 4 - Making Corrections

Replacing a lost payroll check

You can replace a lost check from the current period by reprinting the check.

To reprint a payroll check from the current period:

1.
2.
3.
4.
5.

Select Activities/Quick Check.

Bring the check you need to replace up on the screen.
Select Print from the drop down list in the Number field.
Select Save and Close.

Print the check.

B Quick Check
T

Bank Account |'IEIE Cazh In Bank: V| Balance
Check Tupe Pay Penod - Humber |EER
Pagroll (ATF & | [12/01/2004 | [12/07/2004 | (5E|9Ct print i
Pay ta the arder of tema ;
01 DENISE J. JONES v/ o
[Item iDepart... [Account | E!t_l,l% Fiate! Factor| .ﬁ.mnuntEWH State !LII State [Dl State
» P v Wages 515 37.5000 10.0000 1.00 375.00 M - Michi.. Ml - Michigan Ml - Michigan

I_ !_I_tﬂ'n !Qgpart... E.-'l'-.ccnunt | |]t_|,|§ Hate! .-i'-.mcuunt!E_EI'_ﬁa...iWH St.. Ul State |DI State £
I__t!FWH Gl 232 00000 0.0000 E.73 )
!g_!S'W'H 233 00000 0.0000 14.63 =
|3 |55 232 00000 0.0000 2325

i

4 |S5C 232 00000  0.0000 2325

IE_!MEW 232 0.0000  0.0000 hd4 v

[ Few ] [ Cancel ] Check Tatal
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Chapter 4 - Making Corrections

Replacing a lost payroll check (Cont’d)

You may need to replace a lost payroll check from a closed period. You can void the original
check (See Voiding a payroll check) and create a new payroll check. Another way to handle
this is to issue a general check as a replacement and enter a negative general check to void
the original.

To replace a payroll check with a general check:

NookrwhE

o

Select Activities/Quick Check.

Select General in the Check Type field.

Select Print in the Number field.

Select the appropriate employee in the Pay to the order of field.

Enter a description in the Memo field.

Select the employee advance account in the Account field.

Enter the NET PAY amount in the Gross Amount field. (Gross Amount here refers to
an invoice amount, NOT gross payroll.)

Select New.

Bl Quick Check
M4+ »ob+ o & - g

Bark Account |1|32 Gash In Bank v | Balance 405,28

Check Type Hurmber

Pay ta the arder of Fay'ta acoourt Date  |12/31/2004

|EI1 DEMISE J. JOMES “

Address |DEMISE J. JOMES
1071 Jones Ave
Anptown, 15 54321

temn |F|epla|:e pavroll check, 201

! Account | Date IDescriptiDn | Gross Amount| Deu:luu:tiu:uni Met Amaint
|'I 109 11415/, Employee &d... 324.75 224,75

| New || cancel | Check Tatal 324.75
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Chapter 4 - Making Corrections

Replacing a lost payroll check (Cont’d)

To reverse the original check:

9. Enter a number in the Number field. (If the original check was 8201, enter 8201V)
10. Select the appropriate employee in the Pay to the order of field.

11.Enter a description in the Memo field.

12.Select the employee advance account in the Account field.

13.Enter the NET PAY amount in the Gross Amount field as a negative number. (Gross

Amount here refers to an invoice amount, NOT gross payroll.)
14.Select Save and Close.

B Quick Check (=13

M 4 » M op+ X &L g

Bank Account |'IEIE Cazh In Bank w | Balance
Check Type Number | 8207y
Pay ta the arder of Fay bo account Date | 12/31/2004
|EI‘I DEMISE J. JOMES w

Ay
=
=
m
]
(mn]

o

Addresz |DEMISE J. JOMES
101 Jones Ave
Arwtown, 15 54321

ki emo | Reverze lost payroll check

Account | Date iDescriptinn | Gross Amount Deductil:un| MNet Arnount
109 Emploves &d... -324.75; 0,00 -324.75

v

[ Mew J [ Cancel J Check Total
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Chapter 4 - Making Corrections

Correcting State Unemployment rates

You may need to change the State Unemployment rate for a client after you have already
processed payroll. The system will calculate the employer’s unemployment for each check as

it is processed. Changing a rate will not change the checks that have already been processed.

You will have to run a recalculate to change the accruals for the prior payroll periods.

To change a rate and correct accruals for the affected period:

1. Select Setup/Payroll Taxes.

2. Select the SUTA Co tab.

3. Edit the incorrect rate or add a new line for the new tax year.
4. Click OK to save your changes.

Payroll Taxes

%]

| FuH | EIC

| Liw'H |
| FUTA || Soc. Sec. || tedicare || SUTA Emp. SUTA Co, SD1 Emp. || SO0 Co. |
y

Limit| Ul Fiate | Other Rate 1| Other Rate 2

bl - Michigan

Selectthe SUTA Co. Tab

State i |Effective Date - |
1 Wl -Wisconsin 07/01/2004 12000.00 0.015000 0.000000 (0. 000000
2 MI-Michigan 071/01/2005 9000.00 0.027000 0.000000 0.000000
3 | 01/07 /2004 9000.00 0.03700d 0.000000 0.000000

1]8 ] [ Cancel

Apply

5. Select Utilties/Payroll/Recalculate.

The unemployment liability for the current calendar year will now reflect the new rate. This

process may take several minutes depending on the speed of your computer and size of your

file.
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Chapter 5 - Setting Up Tax Report Groups

Chapter 5 - Setting Up Tax Report Groups

Setting up a quarterly tax report group

Set up a report group which contains the 941, State Withholding and State Unemployment
reports you will need for quarter end processing.

To set up a quarterly tax report group:

Select Reports/Tax Forms.

Right Click and select Create New Report Group.

Name your report group Quarterly Payroll Taxes.

Click the Insert Row icon to insert a report and select Federal 941.
Repeat Step 4 and select Federal 941 again.

Repeat Step 4 and select State Withholding.

Repeat Step 4 and select State Unemployment.

NoakwNpE

v e &,

|I1uart|3rlj,I Fayroll T anes V| [ Presiew Current ]

[l|F=deral 941

Pririt Curret
[ ]Federal 941
[ ] 5tate withhalding

State Unemployment
O Preview Selected

Print Selected

Feriod 12 2004 ||12(31)2004
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Chapter 5 - Setting Up Tax Report Groups

Setting up a quarterly tax report group (Cont’d)

Form 941

To set up a 941 to print without Schedule B:

1. Right click on the first Federal 941, select Rename Report and rename to Federal 941

Monthly Depositor.
2.
3

Report Options

g

=

1

Right click on Federal 941 Monthly Depositor, select Report Options.
. Change the value for Print Form 3 from Yes to No.

Prarmpt Walue

1 |Preprinted Forms Mo

2_ Do Calculations ez

3_ Frint Form 1 ez

4_ Frint Form 2 ez

- |Print Farm 3 Mo v
5 | Top Offset

7 Left Offset

L

| C oo I oo

To set up a 941 to print with Schedule B:

4. Right click on the first Federal 941, select Rename Report and rename to Federal 941

with Schedule B.

5. Right click on Federal 941 with Schedule B, select Report Options.

6. Verify the value for Print Form 3 is Yes.
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Chapter 5 - Setting Up Tax Report Groups

Setting up a quarterly tax report group (Cont’d)
State Withholding and State Unemployment

To set up the State Withholding report for your state:

1. Right click on State Withholding, select Report Options.
2. Change the value for Report State to the appropriate state.

Report Options

SWwWH Cluarterly |

Frarnpt |‘Jalue
b \Report State Ml - Michigan

2_ Preprinted Farms Ma
3_ Do Calculations ez
4 |Prirt Farm 1 es
5_ Frint Form 2 e
E_ Top Offzet

7 |Left Offset

k. I Cancel | Smply | Help |

3. Right click on State Unemployment, select Report Options.
4. Change the value for Report State to the appropriate state.

Report Options
SUI Cluarkerly |
Frarnpt |‘Jalue

b |Feport State Ml - Michigan

2 | Preprinted Farms Ma

3 Do Calculations Yes

4 Print Form 1 es

5 | Frint Form 2 e

6| Top Offzet

T |Left Offzet

k. I Cancel Smply Help
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Chapter 5 - Setting Up Tax Report Groups

Setting up a quarterly tax report group (Cont’d)

The following is an example of a completed quarterly payroll tax report group.

& W Tooae Gl - .

| Quarterly Payrall T axes

e

V| [ Frestiew Current

ﬁ'Federal 941 Monthly Depositor
[ ]Federal 931 with Schedule B
[ ]5tate Withhaolding

Frint Current

Preview Selected

Print Selected

Period 12 2004 |[12/31 /2004 ||
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Chapter 5 - Setting Up Tax Report Groups

Setting up a quarterly tax report group for multiple states

You will need to insert State Withholding and State Unemployment reports in addition to the
ones you have already inserted in your quarterly payroll tax report group if you have to submit
reports to more than one state.

1.

Rename the existing State Withholding to include the name of the state to which you
are reporting.

2. Insert a State Withholding report for each state to which you need to submit forms.
3.

Right click on the first new State Withholding report, select Rename Report and
rename to include the state name.

Right click on a state withholding report, select Report Options and change the Report
State to match the state in the Report Name.

Repeat for each state that needs reports.

Repeat Steps 1 — 5 as necessary for State Unemployment.

avIPA -G,

| Cluartery Paproll T axes W | [ Presiew Current ]

[]Federal 341 konthiy Deposgitor Frint Current
[ ]Federal 941 with Scheduls B
[]IM State ‘withholding

[ IMD State withholding

[IMI State withhalding

[]IM State Unermplayrment Print Selected
[ JMD State Unemplayment
|1 State nemployment

Preview Selected

Period 12 2004 ||12/31/2004
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Chapter 5 - Setting Up Tax Report Groups

Setting up a year end tax report group

Set up a report group which contains the W3, W2, 940, 1096 and 1099 reports you will need
for year end processing.

To set up a year end report group:

Select Reports/Tax Forms.

Right Click and select Create New Report Group.
Name your report group Year End Processing.
Click the Insert Row icon to insert a report and select 940.
Repeat Step 4 and select 940EZ.

Repeat Step 4 and select W3.

Repeat Step 4 and select W2 twice.

Repeat Step 4 and select 1096 twice.

Repeat Step 4 and select 1099 3 times for 1099 Misc.
10 Repeat Step 4 and select 1099 3 times for 1099 Int.
11.Repeat Step 4 and select 1099 3 times for 1099 Div.
12.Repeat Step 4 and select 1099 3 times for 1099 R.
13.Repeat Step 4 and select 1099 3 times for 1098.

©CoNorwWNE

a W Jeom Ol -l

|YearEnd Processing 1| [ Preview Current ]

||:| 940 Frint Current
||:| S40EZ

Preview Selected

Print Selected

Period 12 2004 ||12/31 /2004

The above illustration shows the screen before renaming additional iterations of forms.
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Chapter 5 - Setting Up Tax Report Groups

Setting up a year end tax report group (Cont’'d)

To set up a report that will print W2 Copy A, Copy 1 and 2 copies of Copy D:

1. Right click on the first W2, select Rename Report and rename to W2 Fed.
2. Right click on W2 Fed, select Report Options.
3. Change the value for Print W2 4 Per Page from Yes to No.

Report Options |£|
W2
Frampt |Value
1 |Report State Federal [ALL)
EN Preprinted Forms Mo
3_ Contral Mumber
4 Printwz2 1 Yes
5 |Printwi2 4 Yes
& |Frint'w2D Yes
7 |Prirt w2 File (D] Yes
7 Print W 4 Per Page f——
EI_ Top Offzet
10 |Left Difset
[ 1] 4 ] [ Cancel ] Lpply

To set up a report that will print the W2 4 per page (employee copy):

4. Right click on the 2" W2, select Rename Report and rename to W2 4 up.
5. Right click on W2 4 up, select Report Options.
6. Change the value for All copies except Print W2 4 per page from Yes to No.

Report Options |£|
2
Frompt |Value
1 |Report State Federal [LL)
2_ Preprinted Formns Mo
E Contral Murnber
4 |Pritk w21 Mo
5 Frintw2 4 Ma
5 PFintw2D Mo
| & |Print w2 File [D) M
8_ Print W2 4 Per Page Yes
E Top Offzet
10 |Left Offzet
[ ak. J [ Cancel Apply
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Setting up a year end tax report group (Cont’d)

Form 1096
To set up a report that will print 1096 Copy A:
1. Right click on the first 1096, select Rename Report and rename to 1096 pink.
2. Right click on 1096 pink, select Report Options and change the value for Print 1096 B
to No.
To set up a report that will print 1096 Copy B:
3. Right click on 1096, select Rename Report and rename to 1096 White.

4. Right click on 1096 White, select Report Options and change the value for Print 1096
A to No.
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Setting up a year end tax report group (Cont’d)

You will need to edit the options for 1099 reports to print the copies you will need. The 1099
forms are identified as follows:

Copy 1 — For State Tax Department.

Copy 2 — To be filed with Recipient’s state income tax return, when required.
Copy A — For Internal Revenue Service (Must be printed on Pink Form).
Copy B — For Recipient.

Copy C — For Payer.

Copy D — File Copy.

Form 1099 Misc
To set up a report that will print 1099 Misc - Copy A:
1. Right click on the first 1099, select Rename Report and rename to 1099 Misc Pink.
2. Right click on 1099 Misc Pink, select Report Options, and change the value for all
copies EXCEPT Print Misc A to No.
To set up a report that will print 1099 Misc — Copy B (Recipient Copy):
3. Right click on the first 1099, select Rename Report and rename to 1099 Misc Emp.
4. Right click on 1099 Misc Emp, select Report Options and change the value for all
copies EXCEPT Print Misc B to No.
To set up a report that will print 1099 Misc for plain white paper:
5. Right click on the first 1099, select Rename Report and rename to 1099 Misc White.

6. Right click on 1099 Misc White, select Report Options and change the value for all
copies EXCEPT Print Misc C and Print Misc D to No.
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Setting up a year end tax report group (Cont’d)

Form 1099 Div
To set up a report that will print 1099 Div - Copy A:
1. Right click on the first 1099, select Rename Report and rename to 1099 Div Pink.
2. Right click on 1099 Div Pink, select Report Options, and change the value for all
copies EXCEPT Print Div A to No.
To set up a report that will print 1099 Div — Copy B (Recipient Copy):
3. Right click on the first 1099, select Rename Report and rename to 1099 Div Emp.

4. Right click on 1099 Div Emp, select Report Options and change the value for all
copies EXCEPT Print Div B to No.

To set up a report that will print 2099 Div for plain white paper:

5. Right click on the first 1099, select Rename Report and rename to 1099 Div White.

6. Right click on 1099 Div White, select Report Options and change the value for all
copies EXCEPT Print Div C and Print Div D to No.

© Dillner’'s Accounting Tools, Inc.
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Setting up a year end tax report group (Cont’d)

Form 1099 Int
To set up a report that will print 1099 Int - Copy A:
1. Right click on the first 1099, select Rename Report and rename to 1099 Int Pink.
2. Right click on 1099 Int Pink, select Report Options and change the value for all copies
EXCEPT Print Int A to No.
To set up a report that will print 1099 Int — Copy B (Recipient Copy):
3. Right click on the first 1099, select Rename Report and rename to 1099 Int Emp.
4. Right click on 1099 Int Emp, select Report Options and change the value for all copies
EXCEPT Print Int B to No.
To set up a report that will print 1099 Int for plain white paper:
5. Right click on the first 1099, select Rename Report and rename to 1099 Int White.

6. Right click on 1099 Int White, select Report Options and change the value for all
copies EXCEPT Print Int C and Print Int D to No.
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Setting up a year end tax report group (Cont’d)

Form 1099 S
To set up a report that will print 1099 S - Copy A:
1. Right click on the first 1099, select Rename Report and rename to 1099 S Pink.
2. Right click on 1099 S Pink, select Report Options and change the value for all copies
EXCEPT Print S A to No.
To set up a report that will print 1099 S — Copy B (Recipient Copy):
3. Right click on the first 1099, select Rename Report and rename to 1099 S Emp.
4. Right click on 1099 S, select Report Options and change the value for all copies
EXCEPT Print S B to No.
To set up a report that will print 1099 S for plain white paper:
5. Right click on the first 1099, select Rename Report and rename to 1099 S White.

6. Right click on 1099 S White, select Report Options and change the value for all copies
EXCEPT Print S C and Print S D to No.
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Setting up a year end tax report group (Cont’d)

Form 1099 R
To set up a report that will print 1099 R - Copy A:
1. Right click on the first 1099, select Rename Report and rename to 1099 R Pink.
2. Right click on 1099 R Pink, select Report Options and change the value for all copies
EXCEPT Print R A to No.
To set up a report that will print 1099 R — Copy B (Recipient Copy):
3. Right click on the first 1099, select Rename Report and rename to 1099 R Emp.
4. Right click on 1099 R, select Report Options and change the value for all copies
EXCEPT Print R B to No.
To set up a report that will print 1099 R for plain white paper:
5. Right click on the first 1099, select Rename Report and rename to 1099 R White.

6. Right click on 1099 R White, select Report Options and change the value for all copies
EXCEPT Print R C and Print R D to No.
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Setting up a year end tax report group (Cont’d)

Form 1098
To set up a report that will print 1098 - Copy A:
1. Right click on the first 1099, select Rename Report and rename to 1098 Pink.
2. Right click on 1098 Pink, select Report Options and change the value for all copies
EXCEPT Print R A to No.
To set up a report that will print 1098 — Copy B (Recipient Copy):
3. Right click on the first 1099, select Rename Report and rename to 1098 Emp.
4. Right click on 1098, select Report Options and change the value for all copies
EXCEPT Print 1098 B to No.
To set up a report that will print 1098 for plain white paper:
5. Right click on the first 1099, select Rename Report and rename to 1098 White.

6. Right click on 1098 White, select Report Options and change the value for all copies
EXCEPT Print 1098 C and Print 1098 D to No.
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Setting up a year end tax report group (Cont’'d)

The following screen shot is an example of a completed year end tax report group.

A W Twme O -

|YearEnu:I Proceszing V| [ Previews Current ]

[]5940 Print Current
[]340EZ
w3

Prevview Selected

[ ] 1096 Pirk Frint Selected
[]109E File

(1103939 Mizc Pink.
(1103939 Mizc Emp
(110393 Mize white
[]1033 Div Pirk.
[]1033 Div Ermp
[]1033 Diiv \wWhits
(11033 Int Pirk
(110393 Int Ernp
(11099 Irt ‘wWhite
[]1093 5 Pirk
[]1099 5 Emp
[]1099 5 white
[]1099 R Pirik.
[]1099 R Emp
(11099 R Whitz
[]10398 Pink
[]1098 Emp

[ 110398 white

Period 12 2005 | |12/31/2005
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Setting up a year end tax report group for multiple states

You will need to insert W2s in addition to the W2 reports you have already inserted in your
year end processing report group if you have clients with multiple state payroll.

1.

Insert a W2 report and rename to W2 Single State. You can use this report for any
client that is a single state payer.
Insert a W2 report for each state that has taxable wages.

Right click on the first W2 and rename to include state name (for Example, W2 MD).

Repeat for each state for which you need to produce W2s.

[(=/e3

FN - TR

Period 12 2004 ||11/30/2004

|Multiple State Payrall V| [ Preview Current ]

[]w3 Frint Current
[ ]2 Single State

[ w2 MD :

[]w2 WA Freview Selected

gm; E'E Frint Selected
up
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Setting up a year end tax report group for multiple states (Cont’d)

Right click on W2 Fed and select Report Options.

Change the value in all copies EXCEPT Print W2 1 and Print W2 D from Yes to No.
Right click on W2 Single State and select Report Options.

Change the value for Print W2 4 Per Page from Yes to No.

Right click on the first state W2 and select Report Options.

10 Change the value in the Report State field from Fed to the appropriate state.
11.Change the value in all copies EXCEPT Print W2 1 from Yes to No.

12.Repeat for each state as needed.

©oNOO

Report Options

W |

Prampt |"»-"a|ue

1 |Report State AL - baryland
2_ Freprinted Forms Mo
3_ Control Humber

4 Printw2 1 Yes
5 Printw2 4 Mo
E Frintw2D Mo
7 |Print W2 File (D] Mo
8 |Print W2 4 Per Fage Mo
b | Top Offsst
10 |Left Difset

[ ] ] [ Cancel Apply

Note:

Use the W2 Fed report to print Copy A and all file copies. Use the W2 reports with the state
names to print the appropriate state copies. W2s will print only for employees with taxable
wages in the state selected in the Report State field. This will give you W2s to submit with the
state equivalent of the W3.
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Chapter 6 Printing Year End Payroll Forms
Overview

Both copies of the W3 and all copies of W2s except the W2 4UP may be printed on
plain white paper. The W2 4UP should be printed on the perforated 4 UP paper.

1096 Copy A, 1099 Misc Copy A, 1099 Int Copy A, 1099 Div Copy A, 1099 R Copy A,
and 1098 must be submitted to Internal Revenue Service on the preprinted pink forms.

1099 Misc Copy B and 1099R Copy B should be printed on 2 part perforated paper.
1099 Int Copy B, 1099 Div Copy B and 1098 should be printed on 3 part perforated
paper.

The 1096 File Copy and all other 1099 forms may be printed on plain white paper.

The 940 and 940EZ may be printed on plain white paper.

To Print Year End Tax Forms:

Select Reports/Tax Forms.

Select the Year End Processing report group. (See Chapter 5)
Load the appropriate paper in the printer.

Select the forms you wish to print.

Click Print Selected.

agrwnE
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Chapter 6 - Printing Year End Payroll Forms

940

Print on plain white paper.

1. Enter Total Deposits on line 1.
2. Review remaining item for accuracy. Make any necessary changes.
3. Click OK to print.

Note: To enter Third Party Designee information to print on the 940 or 940EZ, select
Setup/Options. Select the Payroll Forms tab.

940 Data

| Prampt Walue
1 jTu:utaI Depozitz .00
/7 Single State “ag
3 Liabilties Paid Yes
H_!FLI TA and State Wages: Same Yes
.é_.iFinaI Return Mo
-é_.i.ﬁ.mended Retum Mo

?_ _E.-’-'-.ppl_l,l Overpayment Mo
i.é__iT hird Party Designee Yes

[ ] ] [ Cancel
940EZ

Print on plain white paper.

1. Enter Total Deposits on line 1.
2. Review remaining item for accuracy. Make any necessary changes.
3. Click OK to print.

940E7 Data
| Prompt Value
L _}'T otal Deposzits .00
2_!Fina| Returm Mo
E_E.ﬁ.mended Return Mo
"a}_.é.-’-'-.ppl_l,l Overpayment Mo
5 [Third Party Designes Yes
aF. Cancel
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Chapter 6 - Printing Year End Payroll Forms

W3

Print on plain white paper.

When you select the W3 for printing, all employees with year-to-date amounts are
selected by default. To change employee selection, right click in the white area of the
screen and click Select All, Select None, or Invert Selection, as desired.

1. Verify employee selection.

2. Click OK.
Select Employees For W2/W3 Z|
01 Jane Smith oK,
02 George Jones
03 James Johnzon -m
04 Suzan Davis

3. Review W3 Data.
4. Change Values as necessary.

5. Click OK.
W3 Data
| Prompt E_‘_a;_’-_..alue
j_leind of Payer 941
2_'E gtablizhiment Murnber
E_QEDntact MName Johirn Smith
__{‘,_EEu:untact Phione 4106551212
e . EEDntact E il
b Contact Fax 05551213

] [ Catizel

© Dillner’s Accounting Tools, Inc. 6-3
Revision Date: 9/10/2021



Chapter 6 - Printing Year End Payroll Forms

W2

Print on plain white paper.

When you select the W2 for printing, all employees with year-to-date amounts are
selected by default. To change employee selection, right click in the white area of the
screen and click Select All, Select None, or Invert Selection, as desired.

1. Verify employee selection.
2. Click OK.

Select Employees For W2/W3 EI

01 Jane Smith 0K
02 George Jones

03 James Johnzon

04 Suzan Davis

W2 4UP

Print on perforated 4UP paper.

When you select the W2 for printing, all employees with year-to-date amounts are
selected by default. To change employee selection, right click in the white area of the
screen and click Select All, Select None, or Invert Selection, as desired.

1. Verify employee selection.
2. Click OK.

Select Employees For W2/W3

51 Jare Smith 0k
02 George Jones
03 James Johnzon -m
04 Suzan Davis
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1096 Pink

Print on 1096 Copy A (Pink Form)

When you select the 1096 for printing, all 1099 Vendors with year-to-date amounts are
selected by default. To change vendor selection, right click in the white area of the
screen and click Select All, Select None, or Invert Selection, as desired.

Separate 1096s will print for each type of 1099.

1. Verify vendor selection.

2. Click OK.
Select Vendors For 1099/1096 X
:Eharles B rown aE
[#]Linusz an Pelt

Lucy Wan Pelt

Sally Brown

1096 File

Print on plain white paper.

When you select the 1096 for printing, all 1099 Vendors with year-to-date amounts are
selected by default. To change vendor selection, right click in the white area of the
screen and click Select All, Select None, or Invert Selection, as desired.

Separate 1096s will print for each type of 1099.

1. Verify vendor selection.

2. Click OK.
Select Vendors For 1099/1096 X
!Eharles Erown ok
[+] Linus an Pelt

Lucy Yan Pelt

Sally Browin
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1099

The first time you select a 1099 form for printing, you will have to map any new 1099
Type to the appropriate 1099 Form and Box. Make the appropriate selection from the
drop down list in the 1099 Box field.

Map 1099 Types |£|
Type 11099 Box
1 D Div Box 1a - Ordinary Dividends
2_ It Int Box 1 - Interest Income [not in box 3)
3_ bizc bizz Bow 7 - Honemployee
4_Flent Mizc: Box 1 - Rents
_Ir Sub Mizc Bow ¥ - Monemployes ﬂ

L O, I| [ Cancel ]

When you select the 1099 for printing, all 1099 Vendors with year-to-date amounts are
selected by default. To change vendor selection, right click in the white area of the
screen and click Select All, Select None, or Invert Selection, as desired. If you are
printing a specific 1099 type, forms will print only for vendors with the selected 1099

type.
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Processing Year End Forms

Federal Transmission Checklist

1. Total gross wages on W3 must agree with total gross wages reported on the
941s for the year.

2. Total Federal Tax withheld and FICA on W3 must agree to total reported on the
941s for the year.

3. All other information on W3 must agree with payroll records.

State Transmittal Checklist

1. Total taxes withheld on transmittal summary sheet must agree with amounts
reported on previous state payroll tax returns for the calendar year.
2. Attach Copy 1 of all W2s to State Transmittal Form

Form 1099 Transmittal Checklist

1. Form 1096 must be used for transmittal of 1099s.
2. Attach Copy A of 1099s to transmittal and send to IRS by February 28. (Do NOT
separate copies)

Items To Send To Client

1. Federal Form W3 (Copy A) with attached W2 forms (Copy A).
2. State transmittal form with attached W2 forms (Copy 1).

3. W2 forms to be distributed to the employees.

4. Federal Form 1096 with attached 1099 forms (Copy A).

5. 1099 forms to be distributed to the recipients.

6. Quarterly reports.

7. 940 Form.

Items To Be Kept By The Accountant
1. Copy of W3.

2. Copy D of all W2 forms.
3. Copy of 1096 with attached copies of all 1099 forms (Copy C).
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Magnetic Media W2s

The IRS requires electronic filing of W2s for all employers with more than 250
employees. You may submit one file for multiple clients, if desired

To create a W2 Magnetic Media file:

1. Select File/Exports/Mag Media/W2.
2. Verify that all employees are selected.

3. Select OK.
Select Employees For W2/W3 E'
01 Jane Smith Ok,
02 George Jones
03 James Johnzon -m
04 Suzan Davis

4. Verify directory.
Note: The default path is the program directory. You may Browse to change the
location. The name of the file will always be W2REPORT.

5. Select Create or Append.
Note: If this is the first client you are exporting W2 records for, leave Create in
the File Mode field. Select Append if you are adding to an existing file.

6. Click Next.

X

Mag Media 1099 Export

Filenarme

| [ Browse

File Mode
|Create Vi
[ Mext = l [ Cancel ] [ Help
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7. Check the Resubmit box if you are resubmitting information for this client.
8. Enter number provided by SSA in the Resub WFID if you are resubmitting

information for this client.

9. Enter Your Federal Employer’s Identification Number in the EIN field if you
are submitting this file as the Accounting Firm.

10.Enter Your PIN in the PIN field.

11.The system will use the Accountant’s Company Name and Address as it is
entered on the Accountant’s tab in Setup/Options. Change the information in

these fields as desired.

12. Select the appropriate Preparer Code from the drop down list.

Cither

Parent Company
Self Prepared
Service Bureau

13. Click Next to continue.

Submitter
[ ]resubmit Resub WFID I:I
EIN PN
111111111 | 1234
Mare

| DILLMER'S ACCOUMTIMNG TOOLS

Location Address

| 265 E GREEMN STREET

Delivery fddress

Conkack

| LKOVACH

Conkact Phane Ext,

| 866 235 5075 | |

Conkack Fax

|4432410211
Contack E-Mail

| support@dillners, com

Preferred Contack Method

E-pai

| vl
City State Zip Preparer Code
| WESTMINSTER, | MD || 21157 [eccounting Firm v|
< Back ” Mext = l [ Cancel ] [ Help ]
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14.Verify Employer Information.
15.Check Terminating Business box if this is a final return.
16.Click Next.

W2 Employer
‘ear EIN Establisment Mumber Employment Code Cther ETN
[eoos ] [t ] | Reqular v |
Naris Aoent Code Bgent Far EIN
: SAMPLE PAYROLL COMPANY | iNM L | |
Location Address Tax Jurisdiction Code
| 123 MAIN STREET | | TS |

Delivery Address

| | |:| Terinating Business
ity State  Fip []Third Party Sick Pay
| ANYTOW s || 12345 |

[ < Back ” Mext = ][ Cancel ] [

Help

17.Verify employee count.
18. Enter any missing information. (SSN, Location, City, State, Zip)
19.Click Finish.

W2 Employee's

[FistNa.. Midde.. [LastN... [Suffis  |Locatio.. Deliver.. Gy [State  Zp  [Re

[ _ilane Smith 123 Ma... Arptown kD 11111 m

|2 222222 . Geoige Jones 31 2n. Arptown MD i1 T

3 _:333333... James Johnzon 123 3d... Apgtown MWD 11111 r

4 111223 Suszan Daviz I

ES | F
[ < Back ” Finish | [ Cancel ] [ Help

20. Submit file to IRS or append additional client files.

© Dillner’s Accounting Tools, Inc.
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Magnetic Media 1099s

The IRS requires electronic filing of 1099s for all employers with more than 250 1099
recipients. You may submit one file for multiple clients, if desired

To create a 1099 Magnetic Media file:

21.Select File/Exports/Mag Media/1099.
22.Verify that all employees are selected.

23.Select OK.
Select Employees For W2/W3 E'
01 Jane Smith Ok,
02 George Jones
03 James Johnzon -m
04 Suzan Davis

24.Verify directory.
Note: The default path is the program directory. You may Browse to change the
location. The name of the file will always be W2REPORT.

25.Select Create or Append.
Note: If this is the first client you are exporting W2 records for, leave Create in
the File Mode field. Select Append if you are adding to an existing file.

26.Click Next.

X

Mag Media 1099 Export

Filenarme

| [ Browse

File Mode
|Create Vi
[ Mext = l [ Cancel ] [ Help
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27.Check the Resubmit box if you are resubmitting information for this client.
28.Enter number provided by SSA in the Resub WFID if you are resubmitting

information for this client.

29.Enter Your Federal Employer’s Identification Number in the EIN field if you
are submitting this file as the Accounting Firm.

30.Enter Your PIN in the PIN field.

31.The system will use the Accountant’s Company Name and Address as it is
entered on the Accountant’s tab in Setup/Options. Change the information in

these fields as desired.

32.Select the appropriate Preparer Code from the drop down list.

Cither

Parent Company
Self Prepared
Service Bureau

33.Click Next to continue.

Submitter
[ ]resubmit Resub WFID I:I
EIN PN
111111111 | 1234
Mare

| DILLMER'S ACCOUMTIMNG TOOLS

Location Address

| 265 E GREEMN STREET

Delivery fddress

Conkack

| LKOVACH

Conkact Phane Ext,

| 866 235 5075 | |

Conkack Fax

|4432410211
Contack E-Mail

| support@dillners, com

Preferred Contack Method

| E-pai v|
City State Zip Preparer Code
| WESTMINSTER, | MD || 21157 [eccounting Firm v|
< Back ” Mext = l [ Cancel ] [ Help ]
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34.Verity Employer Information.
35.Check Terminating Business box if this is a final return.

36.Click Next.
W2 Employer [Z|
‘ear EIN Establisment Mumber Employment Code Cther ETN
[eoos ] [t ] | Reqular v | |
Naris Aoent Code Bgent Far EIN
r I
| SAMPLE PAYROLL COMPANY | |MiA e | | |
Location Address Tax Jurisdiction Code
| 123 MAIN STREET | | TS |
L

Delivery Address

| | [ ] Teminating Business
Ciky State  Fip [ ] Third Party Sick Pay
| ANYTOMN s || 12345 |

[ < Back ” Mexk = ] [ Cancel ] [ Help

37.Verify employee count.
38.Enter any missing information. (SSN, Location, City, State, Zip)
39.Click Finish.

x)

W2 Employee's

| S8 [FistNa. Midde .. [LastN.. (Suffis  Locatio..|Defiver. [Cly  [State  [Zp (R
_ bjﬂ ______ _ilane Smith 123 Ma... Arptown kD 11111 m
|2 222222 . Geoige Jones 31 2n. Arptown MD i1 T
3 __333333... James Johnzon 123 3d... Apgtown MWD 11111 r
4 111223 Suszan Daviz I
h | ¥
[ < Back ” Finish | [ Cancel ] [ Help ]

40. Submit file to IRS using IRS FIRE (Filing Informational Returns Electronically)
system or append additional client files.
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Chapter 7 State Tax Reference Information

State Unemployment Insurance Taxes — Comparison Chart

The following chart outlines some of the basic provisions of state unemployment
insurance laws and regulations. Individual state digests, which follow, include additional
information. The categories covered on the chart include:
e Calendar year, for which data is applicable. States which operate on a fiscal year
other than the calendar year (Jan. 1-Dec. 31) are noted with an “FY.” Each state
is only updated when the entire line of information is available. The most current
wage base can be found in parentheses as it becomes available.
e State taxable wage bases, which, in many cases, are higher than the federal Ul
law's $7,000 standard;

e New employer rates, which may vary according to industry;
e Employee tax rates, where such worker contributions are required.

e When additional information applies to any category, the chart entry is marked
with an *, and an explanation is given following the table.

TAXABLE NEW
CAL. WAGE EMPLOYER EMPLOYEE

STATE YR. BASE RATE (%) TAX (%) OTHER CHARGES

Alabama 2009 $8,000 2.7 None

Alaska 2009 $28,700 * 0.51

Arizona 2009 $7,000 20* None Up to 2% surcharge
for shared-work
employers.

Arkansas 2009 $10,000 3.7 None

California 2009 $7,000 3.5 None*

Colorado 2009 $10,000 1.7* None Solvency tax and
0.22% surcharge
not included.

Connecticut 2009 $15,000 29* None 0.6% fund solvency
tax not included

Delaware 2009 $8,500 2.2* None 0.2% supplemental
assessment rate
included.

District of 2009 $9,000 2.7 None Rates shown do not

Columbia include the 0.2
percent
administrative
funding assessment
tax. Interest
surcharge is not in
effect for 2006.

Florida 2009 $7,000 2.7 None
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TAXABLE NEW
CAL. WAGE EMPLOYER EMPLOYEE

STATE YR. BASE RATE (%) TAX (%) OTHER CHARGES

Georgia 2009 $8,500 2.7 None

Hawaii * 2009 $34,000 24 None

Idaho 2009 $29,200 1.67 None

lllinois 2009 $11,000 * 4.2 % None 0.8% fund-building
tax included.

Indiana 2009 $7,000 2.7 None

lowa 2009 $21,300 1* None An administrative
surcharge is not
effective for 2006.

Kansas 2009 $8,000 * None

Kentucky 2009 $8,000 2.7* None

Louisiana 2009 $7,000 * None Rates include 10%
rate reduction, and
a social charge tax.

Maine 2009 $12,000 1.78 None

Maryland 2009 $8,500 * None

Massachusetts 2009 $14,000 2.53* None *0.06% workforce
training fund

Michigan 2009 $9,000 2.7* None

1 *

Minnesota 2009 $24,000 1.92 None %0.10% Workforce
Enhancement Fee
and 14% additional
assessment not
included.

Mississippi 2009 $7,000 2.7 None Workforce
Enhancement Tax
included

2009 $11,000 3.510* None 30% surcharge

Missouri * included

Montana * 2009 $21,600 * None

Nebraska 2009 *$8,000 * None

Nevada * 2009 $24,000 3 None

New 2009 $8,000 2.7 None

Hampshire * FY *

2009 $25,800 2.8 0.925*

New Jersey * FY

New Mexico 2009 $17,900 2 None

New York 2009 $8,500 4.1* None Subsidiary tax and
Re-employment
Service Fund taxes
are included. *

North Carolina 2009 $17,300 1.2

North Dakota 2009 $20,300 1.87* None

Ohio 2009 $9,000 2.7* None

Oklahoma 2009 $13,500 1.8 None Fund balance

surcharge is not
effective for 2006.
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TAXABLE NEW
CAL. WAGE EMPLOYER EMPLOYEE

STATE YR. BASE RATE (%) TAX (%) OTHER CHARGES

Oregon 2009 $28,000 3.1 None

Pennsylvania 2009 $8,000 * 0.09 | The Additional
Contributions Tax is
0.6 percent for 2006

Puerto Rico 2009 $7,000 2.9 None 1% Special
Assessment *

Rhode Island 2009 $16,000 2.34* None 0.21% job
development tax not
included *

South Carolina 2009 $7,000 3.34* None 0.06%
administrative
contingency cost in
effect not included
(not applicable to
non-profit
organizations and
employers paying
maximum rate)

South Dakota 2009 $7,000 19* None 0.0% to 0.7% future
investment fee,
depending on
employer's reserve
ratio, included.

Tennessee 2009 $7,000 2.7* None No solvency tax is

FY in effect.
*

Texas 2009 $9,000 2.7 None Obligation
assessment ratio of
0.22% and 0.21%
replenishment tax
included *

Utah 2009 $24,000 * None 0.4% social cost
factor for 2006
included.

Vermont 2009 $8,000 * None

FY

Virginia 2009 $8,000 2.69* None 0.19% pool cost
charge included

Washington 2009 $30,900 * None 0.02%
Administrative Fund
Tax and 0.01%
Training Benefits
Tax included.

West Virginia 2009 $8,000 2.7* None

Wisconsin 2009 $10,500 3.25* None

Wyoming 2009 $17,100 * None
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State Payroll Tax Types — Comparison Chart

The following chart lists the various types of payroll-related taxes each state requires employers
to remit. Refer to the page numbers for more detail on the taxes listed.

EMPLOYEE
WITHHOLDING
TAXES EMPLOYER
STATE REQUIRED TAXES COMMENTS
Alabama Income Tax Unemployment Certain localities have
Insurance payroll taxes.
Alaska Unemployment Unemployment
Insurance Insurance:
Arizona Income Tax Unemployment
Insurance
Arkansas Income Tax Unemployment
Insurance
California Income Tax Unemployment Local payroll taxes are
Disability Insurance assessed in Los Angeles,
Insurance Disability Sacramento and San
Insurance Francisco.
Colorado Income Tax Unemployment Local payroll taxes are
Insurance assessed for Aurora, Denver,
Greenwood and Sheridan.
Connecticut Income Tax Unemployment
Insurance
Delaware Income Tax Unemployment Local payroll taxes are
Insurance assessed for Wilmington.
District of Columbia |Income Tax Unemployment
Insurance
Florida Unemployment
Insurance
Georgia Income Tax Unemployment
Insurance
Hawaii Income Tax Unemployment
Disability Insurance
Insurance
Idaho Income Tax Unemployment
Insurance
[llinois Income Tax Unemployment Chicago assesses an
Insurance employer's expense tax.
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EMPLOYEE
WITHHOLDING
TAXES EMPLOYER
STATE REQUIRED TAXES COMMENTS
Indiana Income Tax Unemployment Indiana counties assess
Insurance payroll taxes.
lowa Income Tax Unemployment
Insurance
Kansas Income Tax Unemployment
Insurance
Kentucky Income Tax Unemployment Louisville and Jefferson
Insurance County assess license fees
and transportation taxes.
Many localities assessing
payroll taxes in Kentucky.
Louisiana Income Tax Unemployment
Insurance
Maine Income Tax Unemployment
Insurance
Maryland Income Tax Unemployment Maryland counties and
Insurance Baltimore City assess payroll
taxes.
Massachusetts Income Tax Unemployment
Insurance
Michigan Income Tax Unemployment Certain localities assess
Insurance payroll taxes.
Minnesota Income Tax Unemployment
Insurance
Mississippi Income tax Unemployment
Insurance
Missouri Income Tax Unemployment Kansas City, Mo., assesses a
Insurance payroll tax.
Saint Louis, Mo., assesses
two types of taxes.
Montana Income Tax Unemployment
Insurance
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Business Tax,

EMPLOYEE

WITHHOLDING

TAXES EMPLOYER
STATE REQUIRED TAXES COMMENTS
Nebraska Income Tax Unemployment

Insurance

Nevada Business Tax, Unemployment

General Business |Insurance

Financial
Institutions:
New Hampshire Business Unemployment
Enterprise Tax Insurance
New Jersey Income Tax Unemployment Newark assesses a payroll
Unemployment Insurance tax.
Insurance Disability There is a New Jersey-New
Disability Insurance York Waterfront Payroll
Insurance Tax.
New Mexico Income Tax Unemployment
Withholding Insurance
Workers' Workers'
Compensation Compensation
Insurance: Insurance
New York Income Tax Unemployment New York City assesses a
Withholding Insurance payroll tax.
Disability Disability Yonkers assesses a payroll
Insurance Insurance tax.
There is a New York-New
Jersey Waterfront Payroll
Tax.
North Carolina Income Tax Unemployment
Insurance
North Dakota Income Tax Unemployment
Insurance
Ohio Income Tax Unemployment  Various cities assess a
Insurance payroll tax.
Workers' Ohio school districts assess
Compensation payroll taxes.
Insurance
Oklahoma Income Tax . Unemployment
Insurance.

© Dillner’'s Accounting Tools, Inc.

Revision Date: 9/10/2021



Chapter 7 - State Tax Reference Information

EMPLOYEE
WITHHOLDING

TAXES EMPLOYER
STATE REQUIRED TAXES COMMENTS
Oregon Income Tax Unemployment  |An income tax is imposed
Workers' Insurance. in Multnomah County.
Compensation Workers' Transit payroll taxes are
Insurance. Compensation assessed in the Portland and
Insurance Eugene-Springfield areas.
Pennsylvania Income Tax Unemployment Pennsylvania cities and
Unemployment Insurance other localities assess
Insurance payroll taxes.
Rhode Island Income Tax Unemployment
Withholding Insurance
Disability
Insurance
South Carolina Income Tax Unemployment
Insurance
South Dakota Unemployment
Insurance
Tennessee Unemployment
Insurance
Texas Unemployment
Insurance
Utah Income Tax Unemployment
Insurance
Vermont Income Tax Unemployment
Insurance
Virginia Income Tax Unemployment
Insurance
Washington Workers' Unemployment
Compensation Insurance
Insurance Workers'
Compensation
Insurance
West Virginia Income Tax Unemployment
Insurance
Wisconsin Income Tax Unemployment
Insurance
Wyoming Unemployment
Insurance
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