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Payroll at Year-End

Access the Client’s QuickBooks Data
Review Payroll for Accuracy

Review the Client’s Financials
Year-End Payroll Process
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1: Access to the Client’s QuickBooks Data

Learning Objective:

Determine the proper payroll subscription needed for you and your
client to collaborate on payroll

Payroll at Year-End

On-Site — Which Payroll Subscription?

Copy of File — Added to your QuickBooks Payroll Subscription
Confirm Payroll Subscription is Active and Current

Enter After-the-Fact Payroll Records

Manual Payroll Option
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On-Site: Which Payroll Subscription?
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Basic Payroll Full Service Payroll
Client creates payroll Client creates payroll
Accountant prepares and Intuit files payroll forms
file forms

Enhanced Payroll
Client creates payroll

Client or accountant
prepares and file forms
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Accountant: Which Payroll Subscription?
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Enhanced Payroll for Intuit Online Payroll for
Accountants Accounting Professionals
Up to 50 client EIN’s Integrates with QuickBooks
Prepare payroll at your Desktop
office Anywhere access/collaboration
Wholesale pricing
Email alerts

Adding an EIN to an existing payroll subscription:
http://payroll.intuit.com/support/kb/1000024.html

&ZACS




Confirm Active Payroll Subscription

Employees > Payroll Center

Subscription and status displayed

Payroll at Year-End

i My Payroll Service E}Time Tracking @ Payroll Updates (] Payroll ltems (&) Hiring For

Employees Transactionz Payroll Pay Employees Pay Liabilities File Forms
A
SUBSCRIPTION STATUSES Create Paychecks
FROCESS PAYROLL BY STATUS
[f Enhanced Payroll  WManage Account ] 1212912015 3'Weeks

7 Free Payroll Support
Payroll Schedules r

Easier Payments with Direct Deposit
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Payroll at Year-End

Enter After-the-Fact Payroll Records

Included in all QuickBooks Desktop if active payroll subscription
Efficient method for spreadsheet like entry

After-the-Fact Payroll
After-the-Fact Payroll
CALCULATION METHODS

Adjust out of balance paychecks by applying Diff+/- to Fed WiH

Accept Calculated Net Pay if Enter Net Pay is left blank

-'a'-'=.'¢i-'--'..k::-:.'
el LT TR R R L

Customize Columns... Whatif{ don't see the columns | need? BankAccount | 10100 - Checking
Why are some cells gray? '_.\,:
CHK DATE CHICMUM | EMPLOYEE NA.. | GROSS WA . | FED fEDI.. | 8OC STATE .. | CA- DISABILITY EMPLO su EADD.. | ENTERNET PAY | CALCULAT.. | DIFF i
12/06/2015 1005 DanT. Miller 1596.15| -85.00 -2314 -9897 -610 000 0.00 000 138094 1,380.94
12/06/2015 B
| e e =
Help Close ‘ Record |

Creates a paycheck transaction type — R e

&ZACS
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Manual Payroll Entry Option

No automation, no state or : _ _
federal form_fi” BankAccount 10100 - Checking = - CaS — 'istoricaIPaycheck

Payroll at Year-End

Small business with same 7 ron - RN
paycheck each period

Earnings ltems

Startup payroll records

ITEM NAME PERIOD AMOUNT HOURS FOR PERIOD
Salary 9,576.90 |

To access:
Help > About QuickBooks @

Health Insurance 150,00 A

Help
Ctrl + Alt + Y Federal Withholding 672.00
Social Security Company 58377 Accounts Affected...
Social Security Employese 58377
v Show Wage Bases...

&ZACS
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Show-and-Tell

View QuickBooks Desktop
payroll subscription
offerings

Payroll at Year-End

Confirm status of
subscription

Enter After-the-Fact payroll
Manual payroll option
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2: Review Payroll Accuracy

Learning Objective:

Identify considerations when reviewing the payroll setup for accuracy in
your client’s QuickBooks file

Payroll at Year-End

Review Uncleared Payroll Checks

Verify Payroll Items Accuracy

Compare Prior Quarter Payroll Reports
Confirm all Payroll Liabilities are Scheduled
Properly Adjust Payroll Liabilities

Correct Payroll Liability Payment Errors
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Uncleared payroll checks can
represent process problems:
Duplicate payroll prepared

Inaccurate payroll correcting
records

Replaced lost paychecks
without voiding original check

Payroll at Year-End

Review Data for Uncleared Payroll Checks

Rock Castle Construction

Custom Transaction Detail Report

All Transactions

Type Date Num Name
10100 - Checking
b Paycheck 12/01/2015 10070 Dan T. Miller
Paycheck 1210172015 10071 Elizabeth M. Mason
Paycheck 1210172015 10072 Gregg O. Schneider
Paycheck 1200812015 1005 Dan T. Miller
Paycheck 1252015 10073 Dan T. Miller
Paycheck 12152015 10074 Elizabeth N. Mason
Paycheck 1211572015 10075 Gregg O. Schneider
Paycheck 121572015 10076 Dan T. Miller
Paycheck 121152015 10077 Elizabeth M. Mason
Paycheck 121152015 10078 Gregg O. Schneider
Paycheck 121152015 10079 Gregg 0. Schneider
Total 10100 - Checking
TOTAL

Cir

12,279.46

Amount

-1,325.15 4
-890.57
-1,033.99
-1,380.94
-1,299.50
80792
1,033.98
-1,350.15
93292
-1,062.12
-1,062.12
-12.279.46

&ZACS
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Confirm payroll items
are setup correctly:
Rates are correct

General ledger setup is
accurate

941 payroll tax
treatment is correct
Any missing company
expense payroll items?

Payroll at Year-End
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Verity Payroll Iltem Setup for Accuracy

Edit payroll item (CA-State Disability Tax)

Taxable compensation

Selectthe items subject to this state disahbility insurance tax.

ITEM

! Salary

Sick Salary
Vacation Salary
Overtime Rate
Regular Pay
Sick Hourly

\f Finish

Click Default to revert
A 1o QuickBooks
' automatic settings.

Default

Help

Cancel

&ZACS
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QuickBooks users can easily
change prior period payroll
transactions

Payroll at Year-End

Compare filed returns with
the same payroll details if the
return was prepared today

QuickBooks stores previously
saved payroll forms

www.quick-training.com

Compare Prior Quarter Payroll Reports

Payroll Tax Form

Tart

T FITSWET TSt ST OT TS QUarier al

1

w

= oW~

-

Wiew details about this form  View filing and pritting instructions  Yiew Saved Tax Forms

Number of employees who received wages, tips, or other compensation

for the pay period including March 12 (Quarter 1), June 12 (Quarter 2),

September 12 (Quarter 3), December 12 (Quarterd) ... .. .. ... [P

Wages, tips, and other compensation .. ... . T 25,176.95

Federal income tax withheld from wages, tips, and nther cnmpensatlon 3 2,509.00

If no wages, tips, and other compensation are subject to social security

or Medicare tax, check hereandgotoline6 ... ... ... ... ... . . ... ..
Column 1 Column 2

Taxable social security wages ... 25,176.95 x .124 3,121.94

Taxable social security tips ... ... x .124

Taxable Medicare wages

and tips ..o 25,176.95 % .029 = 730.13

Taxable wages and tips

subject to Additional Medicare

Tax Withhelding ........... .. ... = 009 =

Add Column 2 from lines 5a, 5b, b¢, and 5d . it R R e 35 B52..0

Section 3121(q) Notice and Demand - Tax due on unrepnrted tlps 5f

Total taxes before adjustments. Add lines 3, be, and 5f . A S 6 6,361.07

Current quarter's adjustment for fractionsofcents . ... .. 7 -0.01

Current quarter's adjustment for sick pay .. o R 8

Current quarter's adjustments for tips and group-term Ilfe insurance ... . .. ... 9

Total taxes after adjustments. Combine lines 6 through 9 .. TR Sz 10 6,361.06

Tntal deposlfs for this quarter mnludmg nverpayment applled irnm a prlor

[
o

‘ <<¢ Previous | | Mest »3» ‘

Save and Close | | Save as PDF | ‘ Frint for Your Records ‘ Check lanrlnrsl | Submit Farm ‘

ptornatically create so archive aaben | esfle or orint
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Payroll at Year-End

Verity all Payroll Liabilities are Scheduled

Only Scheduled payroll
liability amounts display on

the liabilities payment

window

Visual reminder - forgetful client

Not necessary if no “liability” is
incurred, such as allocating
overhead costs to payroll

Pay Employees

;01"1 516

|01/15186
|01/2018

Pay Liabilities

:SWEEKS
|6 Weeks

File Forms

\CAWithholding and Disability Insura... Check

|Federal 941/944/943

|Health Insurance

|Check |Dec 2015 | 3,812.04 '
|Check |04 2015 | 150.00
v

Total Selected ltems:0.00 View/Pay

&ZACS

www.quick-training.com



Payroll at Year-End

Properly Adjust Payroll Liabilities

When correcting payroll mistakes, use the proper
method to:

Correctly affect general ledger and all payroll forms

Date 00/30/2015 [

Adjustment is for:

' Company ® Employee

Taxes and Liabilities

Federal Unemployment

105.20

Liability Adjustment

Effective Date | 09/30/2015 &

Dan T Miller - Class |

8,000.00 8 000.00 [to agree with actual liability

=

HNext Adjustment

Prev Adjustment

-

Cancel

Accounts Affected...

www.quick-training.com
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Compare payroll to
general ledger

Payroll at Year-End

Requires that you first
determine both
accounting sides of the
error

Verify banking first, will
help with the rest of the
data review

www.quick-training.com

Correct Payroll Liability Payment Errors

Liability Payment - Checking

Payment 1 of 1

Bank Account 10100 - Checking -

Ending Balance

&  Print
45 588.16

Mo, Correcting
Date 12/07/2015 B

Pay to the Order of  Employment Development Department - 5 000
Dollars

Employment Development Departme
P.O. Box 123456

Address ~ Sacramento CA 94280 m

=
Memao 987-6543-2
Period: 1240115 - 12/3115 How do | e-pay? ® Check

Expenses

-$355.42  Payroll Liabjlities
64500 - Taxes:64540 - Local -355.42

$355.42

To be printed

A

A |
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Show-and-Tell

Review uncleared paychecks
Payroll item accuracy

Review prior period payroll
totals

Confirm payroll liabilities
scheduled

Adjust payroll liabilities

Correct payroll liability
payment errors

Payroll at Year-End
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3: Review Financials

Learning Objective:
List the reports that are useful when reviewing payroll financials

Payroll at Year-End

Review Payroll Item List
Financial Reports to Review
Helpful Excel Payroll Pivot Table Reports
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Payroll at Year-End

Review Payroll Item List

Payroll Items control
posting to the general
ledger

Customize the Payroll
ltem List view

Know the proper tax
treatment
requirements for each
payroll item

S

el B Customize Columns...

Salary Yearly Salary Compensati...
Sick Salary Yearly Salary Compensati...
Wacation Salary Yearly Salary Compensati...
Overtime Rate Hourly Wage Compensati...
Regular Pay Hourly Wage Compensati...
Sick Hourly Hourly Wage Compensati...
acation Hourly Hourly Wage Compensati...

oows ———loows |00 Jcomensan ||
Mileage Reimb. Addition 0.45 Compensati...
Health Insurance Deduction -1,200.00 MNone
‘Workers Compensation Company ... Maone State Fund
Advance Earned Incom... Federal Tax Advance EIC ... Great Statew
Federal Unemployment Federal Tax 0.6% 7,000.00 FUTA Great Statew
Federal Withholding Federal Tax Federal
Medicare Company Federal Tax 1.45% Comp. Medic... Great Statew
Medicare Employee Federal Tax 1.45% Medicare Great Statew
Social Security Company Federal Tax 6.2% 118,500.00 Comp. SS Tax  Great Statew

Payrollltem ~ | Activiies ¥ Reports

Find...

New
Edit Payroll ltem
Delete Payroll ltem

Make Payroll ltem Inactive

Set Up Payroll...

Pay Employees
Edit\oid Paychecks...
Pay Liabilities/Taxes...
Adjust Liabilities...




Payroll at Year-End

QuickBooks
Payroll Setup

+/ Introduction
How it works
+J/ Employee List
Federal taxes
State taxes
&3 Data Review
) Wages and Taxes
=
Current Quarter Wages
Tax Forms You Filed
Finishing Up

% Free Payroll Support

Verify calculated totals

Verify wages and compensation for past quarters

We found the following errors in your wage and compensation setup. You must go back and correct
these errors. To view an error, dick View Errors.

Name Discrepancy

Dan T. Miller Federsl Unemployment, CA- Disability
Elizabeth N. Mason Federal Unemployment, CA- Disability
Gregg 0. Schneider Federal Unemployment, CA- Disability...

L Information is missing.

Use the Payroll Checkup Tool

Verify missing information

Recommend to run before

preparing payroll reporting forms

Employees

Click a name to view summary information

Elizabeth M. Mason

Dan T. Miller Gregg 0. Schneider

Problem

Problem: Based on the rate and wage information in QuickBooks, the accrued amount of one or more payraoll
taxes iz incorrect, The discrepancies are displayed in the table(s) below.

Solution: You must make libility adjustments in QuickBooks to correct all discrepancies in past quarter(s). Go
to the Help menu, then search the QuickBooks Help index for “payroll liabilities, adjusting.™

&3 Fixthis error now, View Errors... Dan T. Miller
Payroll Item Wage Base Rate Should Be QB Amount Discrepancy
Federal Unemployment £7000.00  0.600% £42.00 £56.00 $-14.00
CA - Disability Employee £20745.95 0.900% §1856.75 £244.85 §-58.10

| »

m

www.quick-trai
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Financial Reports to Review

Compare Balance Sheet Compare wage totals and tax
accounts to Payroll Liability totals to company Profit &
reports Loss report

Payroll at Year-End

Dates ~ Asof 12312015 1 ShowColumps Total only Dates - From 0012015 E To 1212112015 B Show Colum
FADEN Rock Castle Construction AL Rock Castle Construction
2 Balance Sheet ol Payroll Liability Balances
Accrual Basis As of December 31, 2015 January through December 2015
Dec 31,15 BALANCE
¥ Credit Cards A ¥ Payroll Liabilities
20500 - QuickBooks Credit Card 9420 Advance Earned Income Credit » 0.00 4
20600 - CalQil Credit Card 38262 Federal Withholding 1,448.00
Total Credit Cards 476.82 Medicare Employee 22385
¥ Other Current Liabilities Social Security Employee 95757
¥ 24000 - Payroll Liabilities Federal Unemployment 100.00
24010 - Federal Withholding 1,445.00 Medicare Company 22385
24020 - FICA Payable 2,363.04 Social Security Company 95757
24040 - FUTA Payable 100.00 CA - Withholding 307.29
24050 - State Withholding 307.28 CA - Disability Employee 4813
24060 - SUTA Payable 110.00 CA - Unemployment Company 100.00
24070 - State Disability Payable 48.13 Medicare Employee Addl Tax 0.00
24080 - Worker's Compensation 121431 CA - Employee Training Tax 10.00
24100 - Emp. Health Ins Payable 150.00 ' Health Insurance 150.00
l Total 24000 - Payroll Liabilities 5,741.??' Workers Compensation 1,214.31
25500 - Sales Tax Payable 8957.63 l Total Payroll Liabilities 574177 I

&/ ACS



Ready-Made Payroll Pivot Table Reports

QuickBooks Accountant Client’s have ready-made payroll
Desktop software offers a Excel pivot table reports that can
variety of client-ready payroll be sent to you

reports e

Payroll at Year-End

1 |[Employee YTD Summary Jan 1 - Dec 31, 2015 (last pay on Dec 15)

2 |En Period Hours Gross Fed WIH Soc Sec Med Care Med Care Addl AFIC State WH SDl Other Net Pay

3 Dan T. Miller MTD - 638460 413.00 -39585 9258 I B 5849 1884 5000 5.355.84

4 333445555 QTD = 12769.20  -861.00 -791.69 -185.15 z - 13293 9417 -125.00 10.579.26
YTD - 43096.05 -2,989.00 -2.671.96 -624.89 - - 48652 452.03 -600.00 35.271.65

5

6 Elizabeth N. Mason MTD  240.00 3.540.00 -388.00 -219.48 5133 - B 8586 1392 -50.00 2.73141

7 569-87-1234 QTD 56500 837065 -925.00 -518.98 -121.38 - - 21345 7092 12500 6.395.92
YTD 2100.00 3112260 -3446.00 -192960 -451.28 : - -B07.90 -339.39 -600.00 23.548.43

8

9 Gregg O. Schneider  MTD  320.00 5520.00 -656.00 -342.24  -60.04 = - 166.94 3257 5000 4,192.21

10 444.55.6666 QTD 64500 1116940 -1.352.00 -692.50 -161.96 S - 34793 8204 -100.00 8.432.97
YTD 2180.00 37.777.60 -4.640.00 234221 -547.78 2 - 420852 -396.01 -337.50 28.305.58

11

12

13

14 Company Totals MTD  560.00 15444.60 -1,457.00 957.57 -223.95 R - 311.29 6533 -150.00 12,279.46

15 QTD 1,210.00 32,309.25 -3,138.00 -2,003.17 -468.49 " - 69431 24713 350.00 25,408.15

16 YTD 4,280.00 111,996.25 -11,075.00 -6,943.77 -1,623.95 3 - -2,502.94 1,187.43 -1,537.50 87,125.66

17
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Show-and-Tell

Customizing the Payroll Item
List view

Payroll at Year-End

Use the Payroll Checkup Tool

Comparing business financials
to payroll reports

Using the ready-made payroll
pivot table reports
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Payroll at Year-End

4: Year-End Payroll Process

Learning Objective:
Identify the process for completing year-end payroll tasks

Prepare Bonus Net-to-Gross Checks

Sign up for E-Pay and E-File

Adjust Reported Totals on Payroll Forms

Print or E-File Payroll Forms for Federal and State
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Prepare Bonus — Net to Gross Checks

Use for Bonus payments

Payroll at Year-End

. . Dan T. Miller PavPERioD | TINB2015 @ - 1200172015 B
Requires an active payroll |
ITEM NAME RATE HOURS ! CUSTOMER:JOB
SU bscri t' Bonus 744142 BlCHRAR A 1000
p I O n 269.00
s 40:00
] VAC. Al UED 6:45
Enter the desired net S
TOTALS 0.00 0:00 hrs
: Other Payroll tems Employee Summary How are these items calculated?
amount and QuickBooks
Health Insurance -25.00 *  |Bonus 744142 TA4142( 4
I I H | | t h Health Insurance 0.00 -600.00
payro WI gross_ u p e Medicare Employee Addl Tax 0.00 0.00
Federal Withholding -1,364.00 -4,353.00
a m O u nt p e r t h e d Advance Earned Income Cr. 0.00 0.00
Company Summary How are these items calculsted? | S0cial Security Employee -461.36 -3.133.32
4 . M ITEM NAME AMOUNT YTD Medicare Employee -107.90 73279
employee’s profile settings | e THE o
Social Security Company 461.36 3 1a232 | CA- Disability Employee 281 45484
Medicare Company 107.90 732.79
Federal Unemployment 0.00 56.00
v Check Amount: 5,000.00
Save & Next Cancel Help « Enter netCalculate gross

&/ ACS



Sign Up for E-Pay and E-File

Requires EFTPS
(Electronic Federal Tax QuickBooks

Payroll Setup

Payment System) access  |¥ =S

QuuickBooks Payroll Setup

Payroll at Year-End

Requires sign up within
QuickBooks

Online PIN is mailed (so
can be slow)

Can’t e-file late returns

Finish Later

Review your filing methods

This list indudes the forms that are available for e-file and the method

you've selected for filing each one.

To change the filing method, dick the form and then dick the Edit button.

Form Descnphon
Federal Form 940 (Reporting Agents) Efile
Federal Form 941 (Reporting Agents) Efile
Federal Form 944 (Reparting Agents) E-file

Federal Form W-2/W-3 E-file
California Form DE 34 E-file
California Form DE 8 E-file
California Form DE 9C E-file

Click here for a complete list of Supported Tax Forms

&/ ACS




Override

Payroll at Year-End

Adjust Reported Totals on Payroll Forms

Use only as a last resort
Right-click and select

Part 1 — Answer These Questions For This Quarter =
1  Number of employees who received wages, tips, or other compensation
for the pay period including March 12 (Quarter 1), June 12 (Quarter 2),
September 12 (Quarter 3), December 12 (Quarterd) ... . . 0
2 Wages, tips, and other compensation ... . L. 25,176 95
3 Federal income tax withheld from wages, tips, and other compensation . ... . .. | 2,509~
4  If no wages, tips, and other compensation are subject to social security i
or Medicare tax, check hereand gotoline6 ... . ... .. . ... .. ... ... .. .. [] Cut
Column 1 Column 2 P
Ba Taxable social security wages 25,176.585 x .124 = 3,121.94 Paste
b Taxable social security tips ... .. x .124 = iy
¢ Taxable Medicare wages
and lipsosnesnessnnsnenn 25,176.95 x .029 = T 13 Override
d Taxable wages and tips
subject to Additional Medicare
Tax Withholding .. .. ............ .. x .009 =
%{ACS

www.quick-training.com



Payroll at Year-End

Print or E-File Payroll Forms for Federal and State

Takes just minutes to
complete

Add your own contact
information for the forms

Check for errors
Save as a PDF

Form 941 ‘ Employer's Quarterly Federal Tax Return

‘ 2015

Name (not your trade name)
Rock Castle Construction, Inc.

Trade Name {if any)
Rock Castle Construction

Address

1735 County Road

City State  ZIP Code

Bayshore CR 54326

Foreign Country Name Foreign Province/County  Foreign Postal Code
L

Employer Identification No. (EIN)

Report for this Quarter of 2015 (Check one)

1 January, February, March . o O
D! ADNlEEY e UDE s s R A A T e A
3 July, August, September
A October ) November, e oemMBE s T S T S DA ]
Part 1 — Answer These Questions For This Quarter
1 Number of employees who received wages, tips, or other compensation
for the pay peried including March 12 (Quarter 1), June 12 (Quarter 2),
September 12 (Quarter 3), December 12 (Quarter 4) 1 0
2 Wages,tlps,andothercumpensatlon | 2 25,176.95
Wiew details about this form  Wiew filing and printing instruchions { (¢ Frevious ] l Mewt 33>

B

I Save and Close I { Save as POF... I | Print for Your Records... I

{Check merrors] I Subrmit Forrm..

ot bwtorostically create an archive when | e file or ot
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Prepare a Bonus Check
Signup for E-File and E-Pay
Adjust Payroll Forms

Print or E-File Payroll
Forms
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Resources

Link to Intuit Payroll home page: www.payroll.com

Link to Intuit Payroll comparison chart:
http://payroll.intuit.com/compare/compare-quickbooks-payroll.isp

Intuit Enhanced Payroll for Accountants:
https://accountants.intuit.com/payroll-payments/payroll-for-
accountants/payroll-enhanced-for-accountants/

E-File and Pay Availability List:
http://payroll.intuit.com/support/compliance/quicklist.jsp?cid=VAN fi
leandpay

Adding an EIN to an existing payroll subscription:
http://payroll.intuit.com/support/kb/1000024.html
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Closing

Payroll at Year-End

Laura Madeira
A.C.S., Inc.
Plano, TX

info@quick-training.com
www.quick-training.com
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