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o CPA
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AUDIENCE POLL

LIVE DEMO:
Reports Menu




Requirements for
Scheduled Reports

https://bit.ly/gbdscheduled

LIVE DEMO:
Customize
Reports




LIVE DEMO:
Memorized
Reports

Building a Budget vs Actual Report:
Reports > Budgets & Forecasts > Budget vs Actual

How Help Special Offers

Qo
EZ3

enter ] 0 s &, =
Memorized Reports » >cs Reports | Order Checks Add Payroll Credit Ct
Scheduled Reports »

Commented Reports
Favorite Reports »
Company Snapshot

Process Multiple Reports

Company & Financial
Customers & Receivables
Sales

Jobs, Time & Mileage
Vendors & Payables
Employees & Payroll
Banking

Ay v v vy v v v

Budgets & Forecasts

Contributed Reports
Advanced Reports

Budgetvs. Actual Graph

Forecast Overview
Forecastvs. Actual

Custom Reports »




Building a Budget vs Actual Report:
Select the correct fiscal year budget

Budget Report x
e

This report shows how well you are meeting your budget. For each type of
account, the report compares your budgeted amounts to your actual
amounts.

Selectthe budget to use when generating the budget report:

FY: - Profit & Loss byAccount and Class v

Einish Cancel

Building a Budget vs Actual Report:
Select Account by Class

Budget Report x
- -

Select a report layout for the budget report:

Account by Class -

Example:

Class1 Class2 Class3
sales Income mm  oom oom
Misc Income mm  oom oom
Rent Expense oom  oom  oom

P T W e W W

Back m Finish Cancel




Building a Budget vs Actual Report:
Customize Report

ment on Report Share Template Memorize

~ From 04/01/2020 B To 03/31/20:

Report Basis: () Accrual ® Cash Show Filters

12:18 PM
06/25/21

Building a Budget vs Actual Report:
Choose the Filters tab

fadify Report: Profit & Loss Budget vs. Actual

Display “ Header/Footer  Fonts & Numbers
CHOOSERILTER CURRENT FILTER CHOICES

Account FILTER i SETTO
R Account All income/expense ac...
Allincome/expense accounts «

Date Custom

Remove Selected Filter

ACCOUNT FILTER

Choose the types of accounts or a specific account from the
drop-down list. Indicate whether or not you want split detail
to appear in the report (Balance Sheet accounts only).

Tell me more...
Revert




Building a Budget vs Actual Report
Select Class Filter and choose fund

Modify Report: Profit & Loss Budget vs. Actual

Display Filters Header/Footer

CHOOSE FILTER

Class

Account A
' All classes
Aging
Multiple classes...
Amount

. 10 Town
vy  12Pool

15 Town Soc Sec

Fonts & Numbers

‘CURRENT FILTER CHOICES

FILTER I SET TO
Account All income/expense ac...
Date Custom

Remove Selected Filter

CLASS FILTER
16 Town Insurance
Choose a class (a group of
drop-down list. 17 Town IMRF
18 Town Audit
20 GA
50 Road & Bridge
51 Perm Road Revert
52 Joint Road
54 Equip & Bldg _ P Help
55 Road Soc Sec
caniii 13
° [
Building a Budget vs Actual Report:
[ ]
Applied filt h ight
Modify Report: Profit & Loss Budget vs. Actual
Display Filters Header/Footer ~ Fonts & Numbers
CABBE I ENT FILTER CHOICES
Filters Class FILTER SET TO
e Account ‘AII income/expense ac...
i | 10 Town

Account A Class ‘10 Town

Aging ' Date |Custom

Amount

Billing Status |

Class

¥
Remove Selected Filter
CLASS FILTER

Choose a class (a group of transactions) from the
drop-down list.

Tell me more...

Revert

Help




Building a Budget vs Actual Report:
Edit Report Title on Header/Footer Tab

Mo

ront &

ame!  Sample Township

Bass Budget vs. Actual

ilters Header/Footer | Fgh
N

PAGE LAYOUT

Alignment

v Report Title Profit & Loss Budget vs. Actual
¥ Subtitie April 2020 through March 20
(¥ Date Prepared 12/31/01
¥ Time Prepared

¥ Report Basis

¥ Print header on pages after first page

SHOW FOOTER INFORMATION

¥ Page Number Page 1
¥ Extra Footer Line

¥ Print footer on first page

mmmmmmmmmmm

55555

::::::::

EEEEE

Building a Budget vs Actual Report:

Check Print Layout

Print Preview

Make sure report is printing nice before memorizing.

Check page breaks & font size




Building a Budget vs Actual Report:
Memorize Report

Profit & Loss Budget vs. Actual

p int ¥ E-mail v Excel - Hide Header | Collapse Rows
020 Taasl 021 H

Show Columns Class ~ SortBy Default

Sample Township

Budget vs. Actual - 10 Town Fund
April 2020 through March 2021

anv_.___

Building a Budget vs Actual Report:
Memorize Report

= Memorize Report x

me Budagetvs. Actual - 10 Town Fund

emorized Report Group:§ Budget vs Actuals v

hare this report template with others




Building a Budget vs Actual Report:
Create & Memorize Other Funds

1. Open the first memorized report
2. Customize Report

3. Change Class filter to next Fund
4. Change Report Title

5. Memorize

6. NEW (Not Replace)

LIVE DEMO:
Entering Budget

20




Customers Vendors Employees Banking Reports Window Help

1|

Home Page ‘ I

Company Snapshot ots Customers Vendors Employees

Calendar
Documents »

Lead Center

My Company

SetUp Users and Passwords »
Customer Credit Card Protection...

Set Closing Date...

Bulk Enter Business Details...

Planning & Budgeting »  SetUp Budgets

To Do List Set Up Forecast
Reminders Cash Flow Projector
Alerts Manager Use Business Plan Tool

Chart of Accounts Ctrl+A
Make General Journal Entries...
Manage Currency »

Enter Vehicle Mileage...

Prepare Letters with Envelopes »

Export Your Company File to QuickBooks Online
—

21

Create New Budget

Create a New Budget

Begin by specifying the year and type for the new budget.

= =
2020-21 =

Choose the budget type [k

@ Profit and Loss (reflects all activity for the year)

" Balance Sheet (reflects ending balance)

22




Create New Budget x

Additional Profit and Loss Budget Criteria

" No additional criteria

3 Customer:.Job

ol . T Cancel

= Set Up Budgets

-
Budget
FY2020-21 - Profit & Loss by Account and Class - Create New Budget
Current Class I}
10 Town Fund -

CCOUNT ANNUAL T APR MAY20 JUNZ0 20

]

Property Taxes 10,000.00 10,000.00 0.00 0.00

10-Office Supplies 500.00 500.00 0.00 0.00 0.00

10-Utilities 500.00 500.00 0.00 0.00 0.00

10-Wages 5,000.00 5,000.00

50-Road Supplies 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
50-Utilities

50-Wages

Payroll Expenses 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

Copy Across Adjust Row Amounts Clear Save m Cancel Help




PART 2:
PAYROLL

25

Employee
Documents

For every employee and elected official, you should have:

1. Federal W-4
https://www.irs.gov/pub/irs-pdf/fw4.pdf
2. IL-W-4

https://www?2.illinois.gov/rev/forms/withholding/Documents/currentye

ar/il-w-4.pdf

3. 1-9 Employment Eligibility Verification
https://www.uscis.gov/i-9

4. Direct Deposit Authorization (if using direct deposit)

26



https://www.irs.gov/pub/irs-pdf/fw4.pdf
https://www2.illinois.gov/rev/forms/withholding/Documents/currentyear/il-w-4.pdf
https://www2.illinois.gov/rev/forms/withholding/Documents/currentyear/il-w-4.pdf
https://www.uscis.gov/i-9

Payroll Basics

Employee’s Paycheck & Taxes Employer’s Taxes
Gross Pay $2,000
Federal withholding $300
(based on the employee’s W-4)
FICA: Social Security Tax (6.2%) $124 FICA: Social Security Tax (6.2%) $124
FICA: Medicare Tax (1.45%) $29 FICA: Medicare Tax (1.45%) $29
IL State withholding $99
(based on the employee’s IL-W-4)
IL Unemployment (rate varies) $152.50
Net Pay $1,448 Total Employer Taxes $305.50

27

Payroll Basics

Employee’s Paycheck & Taxes Employer’s Taxes
Gross Pay $2,000
Federal withholding $300
(based on the employee’s W-4)
FICA: Social Security Tax (6.2%) $124 FICA: Social Security Tax (6.2%) $124
FICA: Medicare Tax (1.45%) $29 FICA: Medicare Tax (1.45%) $29
IL State withholding s

(based on the employee’s IL-W-4
Paid to IRS via EFTPS.gov (either semi-weekly or monthly)

Net Pay Reported quarterly on form 941

P8




Payroll Basics

Employee’s Paycheck & Taxes

Employer’s Taxes

Gross Pay $2,000
Federal withholding $300
(based on the employee’s W-4)
FICA: Social Security Tax (6.2%) $124 FICA: Social Security Tax (6.2%) $124
FICA: Medicare Tax (1.45%) $29 FICA: Medicare Tax (1.45%) $29
IL State withholding $99
(based on the employee’s IL-W-4) Paid to IDOR via mytax.illinois.gov
IL (either semi-weekly or monthly) 0
Net Pay $1,448 Totd Reported quarterly on form I1L-941 529
P I I B i
Employee’s Paycheck & Taxes Employer’s Taxes
Gross Pay $2,000
Federal withholding $300
(based on the employee’s W-4)
FICA: Social Security Tax (6.2%) $124 FICA: Social Security Tax (6.2%) $124
FICA: Medicare Tax (1.45%) $29 FICA: Medicare Tax (1.45%) $29
IL § Paid to IDES Quarterly via $99
(bg mytax.illinois.gov
IL Unemployment (rate varies) $152.50

Reported quarterly or monthly on form
Nel UI-3/40 48

Total Employer Taxes

$305.50 5,




LIVE DEMO:
Payroll Item List

31

Salary 10 Town

OT 70 Perm

Reg Hours 10 Town

Reg Hours 102Assessor
Reg Hours 70 Perm

101 Office Sal

102 Office Sal

700 Office Sal

Assessor Bonus

203 IMRF Pretax

IL Assessor Bonus FICAW/h
ILAssessor Bonus Gross
ILAssessor Bonus IMRF wih
Sec 125Plan

200 Federal Withholding
201.1 Social Security Company
201.2 Social Security Employee
201.3 Medicare Company
201.4 Medicare Employee
202 IL - Withholding

IL - Unemployment Company
Direct Deposit

Yearly Salary
Hourly Wage
Hourly Wage
Hourly Wage
Hourly Wage
Bonus
Bonus
Bonus
Bonus
Deduction
Deduction
Deduction
Deduction
Deduction
Federal Tax
Federal Tax
Federal Tax
Federal Tax
Federal Tax
State Withholding Tax

State Unemployment Tax

Direct Deposit

Compensation
Compensation
Compensation
Compensation
Compensation

0.00 Compensation
0.00 Compensation
0.00 Compensation
0.00 Compensation
-4.5% Fringe Benefits

0.00 None
0.00 Fringe Benefits
0.00 Comper,
0.00 prem [l Oniyh25 _,(\
Federa, . REVEUES..
6:2% Comp. \/ INTERNAL REVEUE S...
6.2% SS Tax INTERNAL REVEUE S...
1.45% Comp. Medicare INTERNAL REVEUE S...
1.45% Medicare INTERNAL REVEUE S...
SWH ILLINOIS DEPT OF RE
0.0% Comp. SUI IL DIRECTOR OF EMP.
None

ILL MUNICIPAL RETI

ADMINISTRATION:PERSONNEL:101500 - 10-SALARIES
ADMINISTRATION:PERSONNEL:700500 - 70-SALARIES
ADMINISTRATION:PERSONNEL:101500 - 10-SALARIES
ASSESSOR:PERSONNEL:102500 - 10-SALARIES -ASSES...
ADMINISTRATION:PERSONNEL:700500 - 70-SALARIES
ADMINISTRATION:PERSONNEL:101500 - 10-SALARIES
ASSESSOR:PERSONNEL:102500 - 10-SALARIES -ASSES...
ADMINIST, ) TON:7 y [EL:700500 - 70-SALARIES
ADMINISTR, N /«—‘L‘1D1SDO - 10-SALARIES

[

ADMINISTRATION:PERSONNEL:512 - SOC SEC/MEDICARE

ADMINISTRATION:PERSONNEL:512 - SOC SEC/MEDICARE

66000 - Payroll Expenses

LIABILIT

24000

Payroll Liabilities:203 - IMRF Payable

ADMINISTRATION:PERSONNEL:101500 - 10-SALARIES
ADMINISTRATION:PERSONNEL:101500 - 10-SALARIES
ADMINISTRATION:PERSONNEL:101500 - 10-SALARIES
ADMINISTRATION:PERSONNEL:101510 - 10-HEALTH INSURANCE

24000
24000
24000

24000 -

24000

24000 -

24000

Payroll Liabilities:EFTPS Liability:200 - Federal wih

Payroll Liabilities:EFTPS Liability:201.1 - Soc Sec - employer ...

Payroll Liabilities:EFTPS Liability:201.2 - Soc Sec - withheld

Payroll Liabilities:EFTPS Liability:201.3 - Medicare employer ...

Payroll Liabilities:EFTPS Liability:201.4 - Medicare withheld
Payroll Liabilities:202 - State w/h Payable
Payroll Liabilities:212 - SUTAPayable

2110 - Direct Deposit Liabilities

Payrollftem v | Activities

v | Reports v

Include inactive

32




LIVE DEMO:
Employee Center

33
3 Accountant Company Customers Vend Cinployees Mg gports Window Help
a W Employee Center
+ Employees Reports Payroll Center
£ Enter Time
| Insights Pay Employees
Payroll done for you
View Payroll Run Status
Add or Edit Payroll Schedules
Edit/Void Paychecks
Send Payroll Data
@ | Employee Forms
Enter Bills Payroll Taxes and Liabilities
Payroll Tax Forms & W-2s
Labor Law Posters
Workers Compensation »
My Payroll Service »
% Payroll Setup
Sales Manage Payroll Cloud Services Create Sales
Orders Manage Payroll ltems » Receipts
Get Payroll Updates
% Billing Rate Level List
Estimates Create
Invoices
Statement Refunds
Charges & Credits
Payroll Enter Pay Pay Process HR Essentials
Center Time Employees Liabilities Payroll and Insurance
Forms 34




Edit Emplo x

o= Bugs Bunny

Bugs Bunny
Bugs Bunny DISABILITY
Additional Info -
DISABILITY
Payroll Info =
01011945 @ 19 FORM

Employment Info

- MILITARY

Employee is inactive E Cancel Help

Edit Employee -0 x
INFORMATION FOR Bugs Bunny
Personal HOME ADDRESS
< Address & Contact
cITY  Looney Town
Payroll Info CA v zIr 90210

Employment Info

217-867-5309 bugs.bunny@gmail.com

Work Phone  ~ CC Email v
Mobile v Website v
Fax v Other 1 v

EMERGENCY CONTACT INFO

CONTA

Employee is inactive @ Cancel Help




Edit Employee

on For Bugs Bunny

INFORM

Personal == ‘ n > >
Direct Deposit Taxes...

Address & Contact Biweekly v

Sick/Vacation...
10 Town -

Payroll Info

ADDITIONS, DEDUCTIONS AND COMPANY CONTRIBUTIONS

¥ Employee is covered by a qualified pension plan

Employee is inactive ﬁ Cancel Help

xes for Bugs Bunny x
Federal State Other ﬁ

Form W-4 -8 Cancel
Filing Status  Single W Help
Allowances 0 i
Extra Withholding ~ 0.00
SUBJECT TO

+| Medicare

v Social Security

Advance Earned Income Credit

Federal Unemployment Tax (Company Paid)

What if this employee is subject to NonresidentAlien Withholding?




Taxes for Bugs Bun

Eederal State Other

STATE WORKED

State IL v 7| SUI (Company Paid)

STATE SUBJECT TO WITHHOLDING

(- -

Allowances g

State Filing Status Withhold

MISCELLANEOU S DATA (DEPENDS ON STATE SELECTED)
Additional Allowances 0

PREVIOUS STATE DATA (FOR REFERENCE ONLY)

Extra Withholding | 0.00

Cancel

Help

39

Edit Employee

Personal m—
Employment Leave of Absence Termination
diess 8 Coptact EMPLOYMENT DATES
Additional Info /17/2020 8 | I
Payro
]
Employment Info
EMPLOYMENT DETAILS
£) ENTTYPE  Regular -
FULL/PART TIME -

Employee is inactive

JOB DETAILS

TITLE

Supenvisor

Help

x

40




Payroll Center
Overview

41
Accountant Company Customers Vendors Emploxees Banking Reports dow Help
L] o e
Employees Reports
- I
Insights Pay Employees »
Payroll done for you
View Payroll Run Status Sy
Add or Edit Payroll Schedules
Edit/Void Paychecks
Send Payroll Data Chart of
@ { k % Accounts
Employee Forms »
Enter Bills Payroll Taxes and Liabilities » Pay Bills
Payroll Tax Forms & W-2s »
Items &
Labor Law Posters Senvices
Workers Compensation »
My Payroll Service » @
QuickBooks 2021 Calendar
Payroll Setup is here
Sales Manage Payroll Cloud Services Create Sales
Orders Manage Payroll ltems » Receipts TR
Get Payroll Updates
I% Billing Rate Level List % %
Estimates Create Receive Record Reconcile
Invoices Payments Deposits
Statement Statements Refunds
Write Check
Charges & Credits Checks Register
EMPLOYEES
£ . " % 2= & o
Print Enter Credit
Payroll Pay Pay Process HR Essentials Checks Card Charges
Center Time Employees Liabilities Payroll and Insurance 42
Forms




Payroll

Pay Taxes & Other Liabilities

AR Y STATUS PAYMENT METHOD AMOUNT DUE
fi 070121 |2 weeks |204 IMRF Voluntary icneck Jun 2021 1612.45
070121 2 Weeks 203 IMRF Pretax |Check Jun 2021 1,170.40
107/29/21 9PM 4 Weeks IL Unemployment Insurance E-pay Q22021 27792

| |
Total Selected Items:0.00

Set payment reminder v View/Pay
Histary =
w
z
)
=
<
X
A =

-

==

Payroll Enter
Center Time

Pay Pay Process HR
Employees Liabilities Payroll ar
Forms

Other Activities

Quick Guides

Reports

!

3 | - Payroll Tax Payments @ #= Adjust Payroll Liabilities [ Payroli Liability Balances
5 | ) Electronic Payment Manage gf Change Payment Method =, Payroll Liability Accruals & Payments
q & - Liabiity Management Payment Methods &g Create Custom Payments [ Report Center.

| | g Deposit a Tax Refund

43

Creating Payroll
Schedules

e Help you remember when to pay employees
e Reduce chances of dating errors

e Reduce chances of forgetting to pay someone

a4




EMPLOYEES

()
Payroll Pay Pay Process
Center Employees Liabilities Payroll
Forms
45
@ ~dd a payroll schedule to
Create Paychecks same time. You'll see the

OCESS PAYROLL BY + STATUS

I Paxi’oli S'che'dl'ile-sJI v
New

: ACTION

102/13/2020 Complete

46




Tell us how you'll be processing payroll using QuickBooks Desktop: How do | setup a payroll schedule?

What do you want to name this payroll schedule? (e.q., “Weekly", “Biweekly”, “Monthly”, etc) Biweekly
How often will you pay your employees on this schedule? Biweekly (Every other week) -

Whatis the pay period end date? 04/11/2020 " |

What date should appear on paychecks for this pay period? | 04/17/2020 |

47

Assign Payroll Schedule

Would you like QuickBooks Desktop to assign this payroll
schedule to all of your employees with a Biweekly
pay frequency?

48




INFORMATION FOR

arsanl PAYROLL SCHEDULE [| - ]
Address & Contact Py FREQUENCY  Monthly - |
Additional Info cuass iOROW >
Payroll Info Q
RNINGS ADDIT]
Employment Info ITEM NAME ! HOURLY/ANNUAL RATE ITE

Workers' Comp

49

Pay Employees

50




Employee Center: Payroll Center (QuickBooks Enhanced Payroll)

&3 My Payroll Service & Payroll Updates (& Payroll ltems (@) Hiring Forms %% Payroll Setup @ Preferences (& Support 2 Help
Payroll Pay Employees Pay Liabilities File Forms
A (D ~dd a payroll schedule to pay a group of employees atthe
s Create Paychecks same time. You'l see the schedule below to remind you
' Enhanced Payroll - Manage Account |
A\ DirectDeposit  Verify BankAccount |
£ Free Payroll Support
Paycheck Protection Program Payroll Schedules v Pay Employees Start Scheduled Payroll
loan applications ending soon
New PPP rules offer flexibility for Recent Payrolls

loan forgiveness. Apply for a PPP o

loan within QuickBooks Capital . T —
while you still can. 06/18/2020 Complete 1 99858 752.79
0512972020 Complete 1a 17.231.42 12.429.02
g 05/15/2020 Complete 8 15,596.49 11,176.30
Apply by June 30 to increase your " 04nor020 Complete }14 17,557.24 12,626.91
chances of getting a loan. 0411512020 Complete 8 15,185.24) 10,843.33
03/31/2020 Complete i10 18,313.24 13,264.77
03/16/2020 Complete " 15,392.74, 11,025.43
0212812020 Complete |1 19,073.49 1387297
To apply on your own, view your 0212412020 Complete 1 3,000.00 0.00
;:'; Averegs Monthly Reyrol Cost 0211412020 Complete |10 1598524 11,386.08
View Report -
Quick Guides Other Acti Reports Sup s & Services
- Before You Hire =2) BAdd Employee [Payroll Summary @ Order Checks
= Payroll Tips Set Up EAEditVoid Paycheck = Summarize Payroll Data R Order Labor Law Posters
- Direct Deposit e g3 Print Paychecks [@Report Center 4 Get Workers' Comp Quote
- ) Create Termination Check
Pay Employees Pay Liabilities File Forms
n Add a payroll schedule to pay a group of employees atthe

Create Paychecks same time. You'll see the schedule below to remind you.

Payroll Schedules v Pay Employees Start Scheduled Payroll

52




PAYROLL INFORMATION

PAY EMPLOYEES FAY PERIOD ENDS 02/27/12020 4 BANK ACCOUNT

EMPLOYEES SELECTED TO PAY: 0 CHECK DATE | 8%1 55550 i I BANK ACCOUNT BA

53

How do | pay my employees?

PAYROLL INFORMATION

FAY EMPLOYEES PAY PERIOD ENDS 02/27/2020 B BANK ACCOUNT -
EMPLOYEES SELECTED TO PAY: 0 CHECK DATE DERETPLPN] B | W SANK ACCOUNT BALANCE: 252,251.48

Explain wting Options

54




Explain Printing Options

CHECK OPTIONS DIRECT DEPOSIT OPTIONS
(® Print paychecks on check stock First Check# ) Print DD on check stock First DD#
3 Handwrite &Assign check numbers 34198 @ Assign DD numbers DD1132
55
Uncheck All Open Paycheck Detail...

J | EMPLOYEE

i 101 TRUSTEES TOW

N (PER MTG) :

56




Uncheck All Open Paycheck Detail... SORT 8Y - ShowHide Columns
/ EMPLOYEE CLASS 101 TRUSTEES TOWN (PER MT. 25 PERM - HOURLY 25 PERM REIMB FROM TOWN : 25 PERM OT 101 SALARY - TOWN 101 TOWN REIMB FROM PERM 101 REIMB FROM GA TOTAL HOU
] 10 Town A
10 Town 250.00 325.00
10 Town
10 Town
10 Town
25 Per...
v 25Per.. 8:00 8:00
v 25 Per... 10:00 4:00 14:00
7 4:00 is
[ I
v 6:00
How do | use this window to enter payroll information? Finish Later

57

FRe—

PAYROLL INFORMATION

PAY EMPLOY!

NUMBER OF PAYCH

How do | pay my employees?

| BANK ACCOUNT -
] BANK ACCOUNT BALANCE: 252,251.48

Explain Printing Options

CHECK OPTIONS
@® Print paychecks on check stock First Check#
) Handwrite & Assign check numbers
Open Paycheck Detail...
Employee Gross Pay Taxes Deductions Net Pay Employer Taxes Contributions Total Hours Direct Dep.
270833 -237.33 0.00 2,471.00 207.19 0.00
1,833.33 -221.38 0.00 1,611.95 140.25 0.00
160.00 -21.16 0.00 138.84 1224 0.00 8:00
280.00 -35.28 0.00 24472 2142 0.00 14:00
80.00 -10.08 0.00 69.92 6.12 0.00 4.00
120.00 -15.12 0.00 104.88 9.18 0.00 6:00
v
5,181.66 -540.35 0.00 4,641.31 396.40 0.00 32:00

Create Paychecks l
8




CHECK OPTIONS

@® Print paychecks on check stock First Checks
3 Handwrite & Assign check numbers
Open Paycheck Detail...
Gross Pay Taxes Ded
270833 -237.33
! 1,833.33 -221.38
60.00 -21.16
0 -35.28
80.00 -10.08
120.00 -15.12
5,181.66 -540.35
< Back 59
Preview Paych: x
06/05/2020 E8 - 06/18/2020 &
< Use Direct Deposit  cLass v
Earnings
ITEM NAME RATE HOURS s
Town Salary - 270833 -+ 0:00
0:00
v Do not accrue sickivac
TOTALS 2,708.33 0:00 hrs
Other Payroll ltems Employee Summary (adjusted) How are these items calculated?
ITEN E R QUANTIT | NAME AMOUNT TO
A Town Salary 2,708.33 2708.33 &
Medicare Employee AddI T... 0.00 0.00
Federal Withholding -64.00 -64.00
Social Security Employee -167.92 -167.92
LS |Medicare Employee -39.27 -39.27
Company Summary How are these items calculated?
ITEM NAME AMOUNT YTD
Social Security Company 167.92 167.92 i -
Medicare Company 39.27 39.27
) v
v CheckAmount: 2,437.14
What's this?
Save & Previous Save & Next Save & Close Cancel Help

60




sy remco (00022020 M - 10012020 W
= 10 Town Fund 14 A L
40 Perm Spec Rd RONION AN 000
A Do not accrue sicikvac
3500.00 0:00 Nt
Qther Payroll tems Employee Summary How are Mese tem cakuated)
203 IMRF Pretac -45% ) [w Town Hwy Comm 166667 16,666.70| 4
204 IMRF Voluntary -100% 40 Perm Ra Sal 183333 18.333.30
203 IMRF Pretax -157.50 -1575.00
204 IMRF Voluntary -350.00 -3500.00
¥ uedicare Employee Adal T 000 0.00
Company Summary Kow ae these tems caly 200 Federal Withhoising £36.00 597084
2012 Social Security Emp. 217.00 2,170.00
[201.1 Sodial Securty Company e 2170001% 2014 Medicare Empioyes 5075 50750
2013 Mecicare Company 5075 £07.50 2021L - Withhetdng 18545 165459
Depositio -1,92330
v
v  NetPar 192330
“ Cancel Help ® LockNetPay  © Unlock et Pay Enter navCalcutate 91055
Explain Printing Options
CHECK OPTIONS
@ Print paychecks on check stock First Check#
© Handwrite & Assign check numbers
Open Paycheck Detail...
Employee Gross Pay Taxes Deductions Net Pay Employer Taxes Contributions Total Hours Direct Dep.
[ 2,708.33 -237.33 0.00 2,471.00 207.19 0.00
1,833.33 -221.38 0.00 1,611.95 140.25 0.00
160.00 -21.16 0.00 138.84 1224 0.00 8:00
280.00 -35.28 0.00 24472 21.42 0.00 14:00
80.00 -10.08 0.00 69.92 6.12 0.00 4:00
120.00 -15.12 0.00 104.88 9.18 6:00
5,181.66 -540.35 0.00 464131 396.40 00




Confirmation and Next St

You have successfully created 1 paycheck:

1 for printing Ofordired deposit

Next steps:

Print your paychecks/stubs, and
distribute to employees.

Print Paychecks |

Print Pay Stubs

Do you want to pay your liabilities now?

o Print Paychecks &
Send Payroll to Intuit

Learn more

Send your payroll info to Intuit for
processing.

Send to Intuit

Close

63

Print C

You have 1 check to print for $1,611.95

Settings Fonts Partial Page
Printer name: h 2 Options...
Printer type: Page-oriented (Single sheets) -
Note: To install additional printers orto change port
assignments, use the Windows Control Panel.
CHECICSTYLE Number of copies: 1

@ Voucher (0 Standard  Wallet 7 Collate

Use logo

Print company name and address.

Print Signature Image

Cancel
Help

Logo

Signature
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Confirmation and Next Steps

[:} € Print Paychecks &
Send Payroll to Intuit

0 handwntien chack 8 for direct deposit 4
i
Next steps: !
1
Print your paychecks/stubs, and Send your payroll Info te Intult for
disinbute to employees. processing.

1=

Print Paychecks

Print Pay Stubs Send to Intuit

() Do not aavance the dates of this payroll schedule In the Payroll Center

Do you want le pay your liabilities now?

Close

Send/Receive Data

@ a'ﬂ'ICkbOOkS Last access 021032020
Payroll Senice 1D: 1079938132
Tax Table Version: 22004

[5&] !tems To Send
8 paychecks View
Direct Deposit for 8 paychecks: $10.616.35
Funds to be withdrawn: $10.616 35, excluding applicable fees

Preferences

Send All

Items Received
02/02/2020 10:58:03: Presidents’ Day (Monday, February 17, 2020)
=2 0172002020 10:47:13: Payroll Confirmation Report
A 011542020 09:23:00: Payroll Confirmation Report..
=3 01/08/2020 10:35:12 Payroll Confirmation Report
=32 01/06/2020 12:15:43: Payroll Confirmation Report...




Pay Payroll Taxes

67

Payroll
Center

EMPLOYEES

o=

Pay
Employees

S

Pay
Liabilities

=

Process
Payroll
Forms
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& Payroll Updates

Center: Payroll Center (QuickBooks Enhanced Payroll)

Payroll ftems (3 Hiring Forms ¥ 3 Payroll Setup & Preferences @ Support @ Help

Payroll s Pay Employees Pay Liabilities File Formg
A
SUBSCRIPTION STATU! Pay Taxes & Other Li
I
+ Enhanced Payroll  Manage Account 06/22/20 9PM IL withholding 6/17-6/119/20
S O — 06/22/20 9P 4Days Federal 941/944/943 E-pay 6/17-6/19/20 21272
< Free Payroll Support |
Paycheck Protection Program Set payment reminder | v Total Selected items:0.00 ViewlPay
loan applications ending soon
New PPP rules offer flexibility for Payment History
loan forgiveness. Apply for a PP All Payments | E-Payments
jithin QuickBooks Capital
while you still can. e — o i A
0212812020 Check Complete [eFr 0212912020 ILL MUNICIPAL . 10-DISBURSING..| 497973 4
02/28/2020 Check Complete EFT 02/29/2020 INTERNAL REVE..|200 Federal With..| 10-DISBURSING. 5,557.55
?&”ﬂ'z;yo%"g":"?:g‘: oo your 0211512020 Check Complete EFT 02/15/2020 INTERNAL REVE..|200 Federal With... 10-DISBURSING. 4,355.65
02/1512020 Check Complete EFT 02/1512020 ILLINOIS DEPT ... 202 IL - Withhold... 10-DISBURSING... 748.07
01/31/2020 Check Complete EFT 01/31/2020 ILL MUNICIPAL 10-DISBURSING. 467161
0113112020 Check Complete EFT 01/31/2020 INTERNAL REVE..| 200 Federal With... 10-DISBURSING.. 512874
4 01/31/2020 Check Complete EFT 01/31/2020 ILLINOIS DEPT ... |202 IL - Withhold...| 10-DISBURSING. 886.92
l‘;P’”Az'eyr:;‘eyrn“;;h“’l:';:;m"c"o'ﬂ 011512020 Check Complete EFT 011512020 INTERNAL REVE..|200 Federal With..| 10-DISBURSING... 440139
Report 01/1512020 Check Complete EFT 011512020 ILLINOIS DEPT .. |202 L - Withhold... 10-DISBURSING.. 76373 l
View Report \7
Quick Guides Reports
- Payroll Tax Payments 2] #3 Adjust Payroll Liabilities [ Payroll Liabiity Balances
- Electronic Payment anag: & Change Payment Method (= Payroll Liability Accruals & Payments
A Liabilty Management Payment Methods g Create Custom Payments [@Report Center.
vl g Deposit a Tax Refund
Pay Employees Pay Liabilities File Forms

Pay Taxes & Other Liabilities

IL Withholding
Federal 941/944/943

6/17-6/19/20
6/17-6/19/20

27272

Set payment reminder

Total Selected Items:49.43

| View/Pay |
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Payment 1 of 1

BankAccount 100103 10-DISBURSINGACC., ~

’ Payroll Tax E-payment

Ending Balance 424803
No. E-pay

Date 06182020 W
v S 4943

FOry-NINe BNO 43/ 100" * T2 * * ¥ * 2 A 12 X T2 s A 42X T AL TR TACIXTANIXTIXIRIRIRTTRT2 Ngigrg

Pay to the Order of

ILLINOIS DEPT OF REVENUE
Adadress
Nemo

Period: 08/17/20 - 068/19/20 wWhicr

Expenses $0.00 Payroll Liabilities
202 L - Withholding 2420
[zoé iL - Withholding | 2523
Withdraw On: 06/22/2020 W
Recaiculate

option should | choose? @ E-payment © Check
$40.43

10 Town A
“SoRoada sidge |}

E-pay Skip Cancel
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Payment 1 of 1

Bank Account .

’ Payroll Tax E-payment
Payto the Order of

Ending Balance

Pate 09042020 W

Five hundred ffty-five and 02/100" ******ssssssssssssnsvns sesssssssssassssrrenssDolars

ILLINOIS DEPT. OF REVENUE

Address  PO.BOX 19447
SPRINGFIELD. IL 62794-4470

Memo

Period: 09/02/20 - 09/04/20

Which option should | choose? @ E-payment O Check

Expenses $0.00 Payroll Liabilities $555.92
202 IL - Withholging - 55592 | - ] A
v
Recalculate E-pay Skig Cancel
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If you have Social
Security Fund(s)

Paying IMRF




Payroll Summary - IMRF 'Panicipants
August 2020
10 Town 70 Special Perm Road TOTAL

~ Employee Wages, Taxes and Adjustm.
¥ Groas Pay
Salary 10 Town » 1685865 ¢ 000 1685863
OT 70 Perm 000 168.00 186.00
Reg Hours 102 Assessor 204000 000 204000
Reg Hours 70 Perm .
Total Gross Pay
¥ Deductions from Gross Pay
203 IMRF Pretax
Total Deductions from Gross Pay
Adjusted Gross Pay
¥ Taxes Withbeld
200 Federal Withholding Total Gross Pay
2012 Social Security Employee X IMRF Rate
2014 Medicare Empioyee Employer Contribution
2021L - Withhoiaing
Medicare Employee Addl Tax
Total Taxes Withheid
Net Pay
¥ Employer Taxes and Contribations
2011 Social Security Company
201.3 Medicare Company
1L - Unemployment Company
ployer Taxes and

Employer Contrib = $1431.44 4120695 $32139.249
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=S\""2 |MRF WAGE REPORT SUMMARY

m IMRF Form 3.10 (Rev. 12/10)

PAYMENT SUMMARY
Premmrwern wasse e
PAYMENT DUE DATE TOTAL CONTRBUTIONS DUE PAYMENT METHOD
09/10/2020 4,520.28 £FT
PLAN SUMMARY
REPORTING PERIOO. 08/2020
PLAN PLAN MEMBER MEMBER MEMBER EMPLOYER
CO0E COUNT WAGES CONTRIB CONTR®
Regular Tier 1 RGO1 4 22,404,590 1,008.24 2,289.78 i
Regular Tier 2 RGO3 4 8,303.46 37365 848,61
Voluntary Additional Tier 1 VAOL 0 0.00 0.00 0.00 +
Voluntary Additional Tier 2 VAO3 0 0.00
TOTAL 8 3070836
" court of Lk members reconed for sl plans
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= o

Payroll Pay
Center Employees

="

Process
Payroll
Forms

Pay
Liabilities

77

BarEmpioyess @ Pay Liabstes File Formg

Pay Taxes & Other Liabilities
07001720 9PM Overcue @ L viwncang E-pay 627-830:20 24099
07101220 9PM Overcue O Feceral 341944943 E-pay 827-83020 507930
Al 13038 1203 IMRF Protax [Check o0 2020 | 141528
Set paymest reminder | v Total Selected Nems. 1.416.28 ViewPay
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Payment 1 of 1 &3 Print

BankAccount 100103 - 10-DISBURSINGACC.. ~ Ending Balance 1.333,999.78
IE |
Paytothe Order of 1L MUNICIPAL RETIREMENT FUND - $ 128189
0N hous 3N hed NUNAred SiGh-0Ne 3G BOIT00T *##*+##+ 4+ s st essssssasssssnssessDoparg
ILL MUNICIPAL RETIREMENT FUND
SUITE 500

Address 2211 YORKROAD
OAK BROOK. IL 60523

Memo

Period: 08101720 - 083120
Expenses $000 Payroll Liabiitses $1.381.89 To be panted

203 IMRF Pretax - 172294 M

Recalcutate Cancel
79

Main Reports

¢s § @ X B @ i § B @

Find He Save Delete ouﬂm. Priet Atach Clear Recalkculate

v v File Spits Transa

BANK ACCOUNT  Checking Account 100100 - 10-. + ENDING BALANC -7,160.05
wo |EFT
oae 077312020 W

FAYTOTHE ORDER OF  IL MUNICIPAL RETIREMENT FUND  ~ s548081

Five thousand four hundred eighty 3nd 81/100" * * "=+ ** s sevesssenessanassasesss DOUARS

IL MUNICIPAL RETIREMENT FU o CLEARED
PO. BOX 4627
OAK BROOK, IL 60522-6270

070172020 W - 07312020 W

$3,479.06 BPayroll Liabilities $2.00175

ADMINISTRATION.PERSONNEL 101510 - 10-RETIREMENT 1.321.30 10 Town Fund

ADMINISTRATION.PERSONNEL:201510 - 20-RETIREMENT 120.90 20 General Assist .
PERSONNEL:350500 - 35-IMRF EMPLOYERS CONTRIBUTION 203686 35 R&B IMRF
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Main Reports
¢s § B X Boeew Glemww ¢ B B 0B
Find New Save Delete @)memonze Print Attach Clear Recalculate Batch
¥ ® File Spiits Transactior
BANK ACCOUNT Cneaungmoounuoowo-w-,.. - ENDING BALANCE .7'160_05
wo  EFT
ODNE  07/3172020 W
PAY 70 THE ORDER OF | IL. MUNICIPAL RETIREMENT FUND - 5 5,480.81

Five thousand four hundred eighty 3nd 81/100% * **#*##* s ssssssssnsessarnssssssse DOULARS

ADDRESS
I MUNICIPAL RETIREMENT FU @ cLearen

P.O. BOX 4627
OAK BROOK, IL 60522-6270

FERIOD  07/012020 W - 07/31/2020 W

MEMO

DMINISTRATION:PERSONNEL:101510 - 10-RETIREMENT 132130 10 Town Fund
ADMINISTRATION:PERSONNEL 201510 - 20-RETIREMENT 120.90 20 General Assist..,
PERSONNEL350500 - 35-IMRF EMPLOYERS CONTRIBUTION 2,036.86 35 R&B IMRF

81

no. |EFT
oare (07/31/2020 W
PAY TOTHE OROER OF  IL MUNICIPAL RETIREMENTFUND s 548081

Five thousand four hundred eighty and 81/100% ****#***ssssssssssssessssnsrrsenss

ADDRESS
IL MUNICIPAL RETIREMENT FU @ cLearep =

P.O. BOX 4627
OAK BROOK. IL 60522-6270

FERIOD  07/0172020 W - 0773172020 W

MEMO

$3,479.06 Payil Liabilities $2,001.75

\ » 8

ADMINISTRATION'PERSONNEL 101510 - 10-RETIREMENT 1.321.30 10 Town Fund

ADMINISTRATION:PERSONNEL 201510 - 20-RETIREMENT 120.90 20 General Assist..
PERSONNEL:350500 - 35-IMRF EMPLOYERS CONTRIBUTION 2,036.86 35 R8B IMRF

s
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MEMO

Expenses

$3,479.06 ayroll Liabiliti

A Farr A
ACCOUNT

$2,001.75

BMOUNT M

ADMINISTRATION:PERSONNEL:101510 - 10-RETIREMENT
ADMINISTRATION:PERSONNEL:201510 - 20-RETIREMENT
PERSONNEL 350500 - 35-IMRF EMPLOYERS CONTRIBUTION

132130
120.90

2,036.86
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Save & Close Cancel

<>
|

Payment 1 of 1 & Print
Bank Account 1 Ending Balance
No. To Print
Date 07/07/2020 W
Paytothe Orderof  ILL MUNICIPAL RETIREMENT FUND - S 463277
Four thousand six hundred thirty-two and 77/1007 * * 2= 22 ssessssssassssansasanass Dollars
ILL MUNICIPAL RETIREMENT FUND
SUITE 500
Address 2211 YORK ROAD
OAK BROOK, IL 60523
Memo
Period: 06/01/20 - 06/30/20
Expenses $3,216.49  Payroll Liabilities $1416.28 ¥ To be printeg
ADMINISTRATION.PERSONNEL:101514 - 10-... 1,437.60 10 Town A
ASSESSOR'PERSONNEL:102514 - 10-IMRF ... 39464 10 Town '
PERSONNEL:700514 - 70-IMRF CONTRIBUT.. 138425 70 Special Perm Road I
v
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Payroll Reports
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QUESTIONS?

Katie Redman, CPA
katie@redman.cpa

Where to find me:
redman.cpa
9@redmanaccountingsolutions

@@katieredmancpa
@ @katieredmancpa

86




