QuickBooks Payroll Setup Guide

QuickBooks
Payroll Setup

GUIDE - Part One (ExpressTime Program)

First we will start with the set up information that needs to be done in the ExpressTime
program and then cover the changes that need to be made in your QuickBooks program for
this feature to work.

STEP 1 Verify that your Payroll Settings are set to the “QuickBooks” format under Administration
- Settings - Payroll Settings. If they are not you will need to change "Export Payroll To Format”
setting to “QuickBooks” and select the day of the week that your “Work Week Begins™* and
“Hours After Which Overtime Begins.”

*NOTE: With the new QuickBooks Export only the start dates Sunday thru Saturday or Monday
thru Sunday should be chosen. Overtime will not calculate on other starting payroll dates.

STEP 2 The following pay code types need to be set up in the Administration - Settings - Payroll
Settings tab: Regular Pay, Overtime Pay and Fixed Pay. See the highlighted areas below. Set
up on the QuickBooks side will be required as well. (the QuickBooks part is explained further in
part “2” of this guide)

Exit program and return to refresh after changes have been made.

Administration - Settings - Payroll Settings

Payroll Export Settings I,i:h,l
| e | | E[#* Close | 4 Mode: Browse Data
E=port Pavroll To Format CluickEooks -
“wrhork wfesk Begins Q Sunday
O wertinne Calculation Period wieekip
Hours After “which Owvertime B egins 40
Fegular Pay Code in Paproll Application Fegular Pay
Owertimme Pay Code in Fayroll Application | Owertime Pay
Fized FPayp Code in Payroll &pplication Fizxed Fay
E =port S ervice to Favroll Application HouszekK.e=sping
i Users Siccounts and Permissions
STEP 3 Aftel’ gettlng out Of [» [ w | = ] — ] [« | = || & search E* Close . rode: Edit Data

the program and
refreshing your screen
you will need to go
Administration — Users
and check Pay Groups
under the Administration
heading for the payroll
user setting up the
QuickBooks Export.

Login Mame [User Log I

Fassword | ===
User's Mame | Llser Name

Email

S| A drninistration
| Areas
| Blocked Murnbers

| Email Aaddresses
] Languages
FPay Groups

7] Settings

7] Supplies

7] Users

] wiork Groups
] Edit Fieports

] Clients
54 Buildings
] Building R ewvenus
| Cormpaniss
7] Client R eports
7] Client Statistics

| Personmel 1 | Records
] Ermployses | Achivitn Log
| Caller ID Usage
| Call Log
| Paging Log
| Woice Mail

M Employes Pay

] Exporting

7] Personnel Reports
V155 Mumbers

Authorization Key
Mo fccess
Fead Onls
7] Full #sccess
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STEP 4 Go to Administration — Pay Groups and create a PayGroup and Pay Period. First create
a “Pay Period” by inserting a description and selecting a frequency. “Period Begin” will default to
Saturday 1/1/2005. If your pay period starts on a Sunday change the “Period Begin” date to 1/2/2005.
There are two choices for “Frequency” — Twice a Month is for the pay periods done for the 15t— 15
and the 16™ — the last day of the month. Every Other Week is calculated based on the “Work Week
Begins” date chosen in the “Payroll Exports Settings.”

After adding the Pay Period you will need to create a PayGroup. Name it exactly the same as your
Pay Period description and name the Pay Period — Pay Period 1

- - - i 5 - E\:\E N
Administration — wd Pay Periods & Groups
PayGroup Pay Periods PauGroups
E] | I+ Cloze | 4 Mode: Browse Data
D eszcription FPerod Begin Frequency -
* Pay Period 1 112005 Tvaice a Maonth
« [ 3
‘@ Pay Periods & Groups Iﬁ
Pay Periodsz | PapGroups i
E | [J* Close | 4 Mode: Browse Data
FPay Group FPay Period -
(4 PayGroupd Pay Period 1

After creating a “Pay Group” and “Pay Period” click on “OK” and it will update your employee
tables.

. ) Payw Periods & Groups | =X |
Fay Periods FayGroups
|

o |
Information @

. ) Al Employees will now be set to this pay group. -~

m

These steps will not need to be repeated once done.
Page 2 of 12




QuickBooks Payroll Setup Guide

QuickBooks
Payroll Setup

GUIDE - Part Two (QuickBooks Program)

YOU NEED TO BE IN “Single User” MODE PRIOR TO MAKING ANY OF THE FOLLOWING
CHANGES IN QUICKBOOKS.

In order to export the ExpressTime data to QuickBooks, several key pieces of data must match
between ExpressTime and QuickBooks. It is imperative that everything matches exactly or
QuickBooks will create duplicates for each record not matching.

Please review the following:

» The employee's full name in ExpressTime must match identically with the employee's full
name in QuickBooks. This is because QuickBooks uses the First Name, Last Name as key
fields rather than SS Number. If you have John M. Doe entered in ExpressTime you will need
to enter it identically in QuickBooks and vice versa.

» QuickBooks does not accept/acknowledge double quotes or apostrophes such as Jonathan
“Johnny” Doe or Monet’ Miller and will create duplicate records in your QuickBooks database.

» Building/Customer names need to match exactly as well. QuickBooks will only accept 29

characters through the import anything longer will be truncated and a new Building/Customer
will be created in your QuickBooks.

1. GoT1o “EDIT”, “PREFERENCES” AND SELECT “TIME AND EXPENSES” THEN “COMPANY PREFERENCES.”
SELECT “YES” WHERE IT SAYS “D0O YOU TRACK TIME?”

TECEE . L
—b Bills | My Preferences I Company Preferences |

g Checking

=l Desktop view

o

Time tracking Cancel
Do you track time?

% Finance Charge _ _ ki
! ©® fes © o
®p Genera Default

fi Integrated Applicatio Eirst Day of Work Week Sunday
2B Items & Inventory
|=# Jobs & Estimates

== Multiple Currencies
% Payments Track reimbursed expenses as income Sales and

Also See:

Inwoicing options General

Customers
@ Payroll & Employees Default Markup Percentage 10.0%%

et . Jobs and
& Reminders Default Markup Account Markup Income - Estimates
i Reports & Graphs

% Sales & Customers
55| Sales Tax

‘&, search

Send Forms

Serwvice Connection

Spelling
2| Tax: 1099

§ Time & Expenses
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2. DEFAULT FOR EACH INDIVIDUAL PAY TYPE/ PAY RATE PAID NEEDS TO BE ADDED
INTO THE QUICKBOOKS EMPLOYEES - PAYROLL SETUP. SEPARATE RATES NEED TO
BE ADDED FOR EACH SPECIFIC PAY TYPE, REGULAR PAY, OVERTIME PAY AND FIXED
PAY. A REPORT WITH THE VARIOUS PAY RATES IN EXPRESSTIME HAS BEEN ADDED
TO HELP WITH THIS PROCESS. (PAY RATE LIST) THIS IS THE ONLY WAY
QUICKBOOKS WILL ACKNOWLEDGE MULTIPLE RATES FROM THE EXPRESSTIME
PROGRAM.

EACH PAY TYPE NEEDS TO BE LISTED AS REGULAR PAY, OVERTIME PAY AND FIXED PAY
WITH A SPACE AND THEN THE PAY RATE TO FOLLOW WITH NO DECIMALS. (QUICKBOOKS
IS CASE SENSITIVE SO EVERYTHING SHOULD MATCH YOUR EXPRESSTIME SETTINGS).

Example: Regular Pay 1050 Overtime Pay 1575
Regular Pay 1075 Overtime Pay 1612
Fixed Rate 2500 Fixed Rate 1950

> To add these in QuickBooks go to - Employees — Payroll Setup —Company Setup -
Compensation and click on Add New...

QuickBooks Payroll Setup IEI

QuickBooks

Payroll Setup Review your Compensation list

+ 1 Introduction

N‘? 2 Company Setup

‘ =i Cosmreas et = Compensabon Descnphon o

Employee Benefits

Fixed Pay 1000 Hourly

3 Employee Setup Fixed Pay 1050 Hourly

e Fixed Pay 2500 Hourly

5 Year-to-Date Payrolls Fixed Pay 700 Hourly

6 Finishing Up Fixed Pay 800 Hourly
Fixed 11000 Hourly
Fixed11050 Hourly
Fixed 12500 Hourly
Fixed1700 Hourly
Fixed1800 Hourly
COwertime Pay 1575 Hourly
Owertime Pay 1650 Hourly
Owvertime Rate Owertime Hourly
Reaular Paw Haurlw

—) [Aaddnew.. | [ Edit. | [ Delete |

m

¥ Free Payroll Support

Finish Later ‘ Continue >
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» The following box will appear. Put a check in the box marked “Hourly wage and overtime” and
then click “Next >” at the bottom of the screen.

ed

Add N
od ew (=]
ed
o Tell us how you compensate your employees
ed rs
d Choose all that apply:
e
=}
ed
od ] salary
ed [#] Hourly wage and overtime E
erf]
e [] Bonus, award, or one-time compensation
erf]
au
Other compensation

] Commission

O] Tps L

[] Piecework Explain i
-3 L]
= Can I make changes later?

How do Isetup wages for special situations?

) e

> Since you are not using “QuickBooks Payroll” specifically to track all time and you are
importing from ExpressTime these two options need to be set to “NO”. Click “Finish” at the
bottom when you are done.

Add Mew [=]

Tell us about hourly compensation

What would you like to call the hourly wage when it appears on paychecks?

Show on paychecks as Regular Pay 1350
31 charactersorless

Do your hourly employees ever work overtime at a "time-and-a-hali” rate?

T T T T T T T T T
c d d d 00000 00 00

@ MNo

) Yes

T

Do your hourly employees ever work overtime at a "double-time" rate?

Ir4
mp -
) Yes l H

[ < Previous ] [ Finish ]

i
il

3. After adding the default pay rates to the Employees - Payroll Setup - 2 Company Setup -
Compensation page you will need to add each corresponding pay rate to every
employee record. To add these pay rates go to Employees — Employee Center.
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8 Employee Center: Ashley Adams

=5

Ashley Adams

Bert Aalen
Duncan Fisher
Jenny Miller
Nathan Allen

“a New Employee... Eﬂ Manage Employee Information » qu Print»

(Ij Enter Time »

ﬂ Excel» ﬂ Word »

Employees | Transactions Payrall Employee Information ’ il Attach ] [ Edit Employee. .. Reports for this Employ
View | Active Employees - Employes Name  Ashley Adams Phone = QuickReport
ddress  Ashley Adams Cellular = Payroll Summary
Name Attach Alt Phone

Map | Directions

Emal Send to:Ashley Ad...

= Paid Time Off Report £
= Payroll Transaction Detai

= Learn About Payroll

Edit Motes. .. =

Rachel M Broom 4

(L1

Shane B, Hamby

Show | All Transacti... =

Date | This Calendar Year

- | 01/01/2014 - 12/31/2014

Transaction Type

Date ¥ Paid
There are no transactions of type "all Tra

Through
nsactions” in date range "This Calendar Year”™,

Account Amourt

> Select an employee by double clicking or go to the “Edit Employee...” button. Go to “Change
tabs:” and select then Payroll and Compensation Info and add the corresponding pay rates

under Earnings.

§ Edit Employee

Information for: Ashley Adams

Change tabs: Pavroll and

" 4

ompensation Info -

Payroll Info
Earnings

Item Mame

Hourly fannual Rate |

Regular Pay 1050 10.50 =~
Overtime Pay 1575 15.75 | 4
Fixed Pay 2500 25.00 =

— Use time data to create paychecks

Additions, Deductions and Company Contributions

What is a payroll schedule?
Payroll |
Schedule

Pay Frequency | Semimonthly -

-

Class -

Item Mame Amount Lirit

|

-

|
Direct Deposit

[] Employee is covered by a gualified pension plan

=0 S| ==

Employes is
inactive

He ]

QOrder Business
Cards

e Make sure to check the box “Use time data to create paychecks.”

e Make sure you use the default Payroll Schedule you should have already setup in your
initial QuickBooks setup.

e Check to make sure your Pay Frequency matches your default in ExpressTime. (Note:
Currently only Semimonthly and Biweekly are supported in ExpressTime)

B

% These steps will not need to be repeated again. However if a pay rate has changed for

an employee it will need to be added to the employee record prior to exporting.

R/

the employee record in QuickBooks.

% If an employee receives a raise during part of the pay period, each rate must appear in
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EXPORTING TO QUICKBOOKS WITH OVERTIME, MULTIPLE PAY RATES AND FIXED PAY
RATES

TEST FIRST -We strongly recommend you test your export well in advance before attempting
to run actual payroll from an export. When testing the export, it is advised that you back up
your payroll/accounting software so you can restore it after testing if corrections need to be
made. When you are ready to test or to run actual payroll, follow the steps below for Exporting to
Payroll. NOTE: When creating backups or restoring you need to be in “Single User” mode. (ALL
OTHER USERS MUST BE LOGGED OUT OF QUICKBOOKS)

IMPORTING INTO PAYROLL APPLICATIONS - Please keep in mind that ExpressTime exports to
the fields designated for the format you are exporting to. Our programmers have no control over the
required specifications of the format we export to. We will do our best to assist you if you have a
guestion about exporting, but we cannot support your payroll/accounting program.

PREPARING TO EXPORT FOR PAY PERIOD

1. Clean up your times- by making sure you have a Begin Time and End Time for each time an
employee serviced a building. Reports Suggestion - Building Services - Edited Services.

2. Another good report to use is Building Services by Employee for Payroll 2. HINT: Print the
report, close it, make edits under Customers/ Buildings/ Scheduling tab. Review the clock in
and clock out times and Pay Amounts in case a Pay Rate or Pay Method needs to be
adjusted.

Things to watch for:

» Begin Time but no End Time appears -when this occurs go to Scheduled Services for the
Employee and the Building and the day that is missing a time.

» Begin Time and End Time only 1 minute apart-This usually means the employee forgot to
clock in, and after servicing the building had to clock in, then immediately call back to clock
out. To fix this, go to Scheduled Services for the Employee and the Building and the day it
occurred. Follow the User Guide instructions on page 6 for Manually Editing Time.

» Missing employee time

» Incorrect employee pay amount -Go to Scheduled Services, select the building and the date
the service was performed. Look at the Pay Method and Pay Rate for the employee whose
Pay Amount is incorrect. Correct the Pay Method, or Pay Amount, whichever is applicable.
It will reflect correctly the next time the report is generated.

Example: An employee is supposed to work 1.5 hours at a Fixed Pay Method of $25, but the Pay
Method in Scheduled Services selected is Hourly. The report will reflect an incorrect Pay Amount
of $37.50. If the Pay Method is changed to Fixed in Scheduled Services for the day the service
occurred, the report will reflect a $25 Pay Amount.

Watch for Unscheduled Services-When an unscheduled employee clocks in, ExpressTime pulls the
Pay Rate from the Employee Record. This may not be the Pay Rate intended for the service. The
Building Services Exceptions Report reflects a comment of Unscheduled Services for a quick
reference of which services were not scheduled.
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EXPORTING OUT OF EXPRESSTIME

» To export your payroll in ExpressTime, go to Personnel - Time Exporting.

» Check the box next to “Calculate Overtime” and then enter the beginning date of your pay
period in the “From Date” drop list. (Current pay period should be defaulted.)

P | ExpressTirme Databdanager - [Quick Books Exporting]

A S, Administration 2 Custormers B Personnel Records LT Utilities %Eie
Scquire D ata | v Calculate Owvertime: | & Clear | | El#* Close
Paramesters Hesults
From D ate - | * | | | B Reco
Cluickbooks | Quickbooks with Owertime
B uilding
Srea <l - D ate E vilding Mumber
»>
Crivizion <l -
Employes  <All> -
Service <l -

> Click “Acquire Data.” A progress bar will appear while compiling the data. This may take a few
minutes. Then the following screen will appear.

+« The payroll overtime export report will break down each employee into work weeks to show the
overtime owed for each week.

ECUAE Ta | [P oo Oveme— T Ul [ LRpon o =F T | W Ciose
eters Results
o Date 04/01/201 1 [ [ w [ m] %]+ | [38Recods) = Expandal J® Collpsesl
Quickbooks | Buickbocks with Overtime
brea <Al Emphyes & [\ ek
Division  <All> Date BEuilding Paybase  Service PayRate  Original Hours — Howrs Previous Hours Nate Pay Amount
0441442011 1 Twathreefour Place-397 F Housek.eeping $7.00 1.000 1.000 0.00|Bert Aalen - D0000E754 $7.000
mployee <Al
4.00 $36.00
Service <Al 1213 1795
= Employee : Adams, Ashley [$751.25, 71.00)
=1 Work \Week : 04/01/2011 - 04/02/2011 ($89.25, 8.00)
040172011 ADT-408 H Houseteeping $1050 2.00 7.00 33.00| Ashley Adams - 123456783 $7350
04/01/2011 ADT-406 at Housekeeping $15.75 2.00 1.00 40.00| Ashley Adams - 123456783 $15.75
8.00 $89.25
=1 Work Week : 04/03/2011 - 04/09/2011 ($451.50, 42.00)
04/04/2011 ADT-406 H Housekeeping $10.50 4.00 4.00 0.00] &shley Adams - 123456789 $54.50
04/05/2011 ADT-406 H Housekeeping $10.50 7.00 7.00 9.00) &shley Adams - 123456789 $73.50
04/06/2011 ADT-406 H Housekeeping $10.50 2.00 .00 16.00| Ashley Adams - 123456783 $84.00
04/07/2011 ADT-406 H Housekeeping #1050 11.00 11.00 24.00| Ashley Adams - 123456783 $115.50
04/08/2011 1 Twathreefour Place-397 H Housek.eeping #1050 7.00 .00 35.00| Ashley Adams - 123456783 $52.50
04/08/2011 1 Twathreefour Place-397 ot Housek.eeping #1575 7.00 2.00 40.00| Ashley Adams - 123456783 $31.50
42.00 $451.50
=1 Wk Week : 04/10/2011 - 04/15/2011 ($220.50, 21.00)
04/11/2011 1 Twathreefour Place-397 H Housek.eeping #1050 7.00 7.00 0.00| Ashley Adams - 123456783 $73.50
04134201 1 Twothreefour Place-397 H Housekeeping $10.50 2.000 2.00 7.00) Ashley Adams - 123456789 $84.00
04/15/2011 1 Twathreefour Place-397 H Housek.eeping #1050 .00 .00 16.00| Ashley Adams - 123456783 $63.00
21.00 $22050
71.00 $761.25
= Employee : Allen, Nathan [$230.00, 83.00)
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< hoquie Data || [ Calculate Ovettime | éEIeal | EvportData (=3 Print | EE"EIUse
arameters Results
rondse o |« [0 [ m ] s | [8Reot P ppman 2 coamens

fuickbooks | Buickbooks with Overtime |

Aiea <Al A Work Week 4

Divigion <Al - Date Building Service Paybase Pay Rate Origingl Hours Hours Frevious Hours Mote Pay Amount
B Employee Aalen, Bert [$258 (0,19.00)

Employee  <All> v ..

s &b v | | |0V CRY-52BondSLT022 Housskesping  H #1050 300 9m 3000 Bet Ackn - 123:12:3123 $94.50
40 Tommzraort ey -52Bend st 102 Housskeeping  H #1050 500 1 3300 Bet Askn - 123:12:3123 #1050
| oA O B2Bend L1022 Housskeeping 0T #1575 500 8w 4000 Bt Ackn - 123:12:3123 #1260
|| s [cFY- B28ond5L102 Housekeeping gE5m 2m  1m 48,00 Bet Ackn - 123:12:3123 $25.00
1900 $256.00
1900 255,00
E

Employee : Adams, Ashley ($873.00, 72.00]
=] Wiark Week : OB/01/2011 - DB/04/2011 [$336.75, 27.00)
06/01/2011  |CFY - Carter's Hill Place: 1023 Housekeeping  H $1050 9.00 900 18.00| dishley Adams - 000-11-1222 $3450
06/02/2011  |CFY - Carter's Hill Place: 1023 Housekeeping  H $1350 9.00 900 27.00| dshley Adams - 000-11-1222 $121.50
6/03/2011  |CFY - Carter's Hill Place: 1023 Housekeeping  H $1050 3.00 400 36.00| dishley Adams - 000-11-1222 $42.00
06/03/2011  |CFY - Carter's Hill Place: 1023 Housekeeping | OT $15.75 3.00 5.00 40.00| &shley Adams - 000-11-1222 $78.75
27.00 $336.70
[ wiark Week - 06/05/2011 - DBA1/2011 [$542.25, 45.00)
0B/AB/201  |CFY - Carer's Hill Place: 1023 Housekeeping  H $10.50 9.00 9.00 (.00 Aghley ddame - 000111222 $34.50
07201 |CFY - Carer's Hill Place: 1023 Housekeeping  H $10.50 9.00 9.00 9,00 Aishley ddams - 000111222 $34.50
06/08/2011  |CFY - Carter's Hill Place: 1023 Housekeeping  H $1050 15.00 15.00 18,00/ Ashley Adams - 000-11-1222 $157.50
06/03/201  |CFY - Carer's Hill Place: 1023 Housekeeping  H $13.50 12.00 7.0 33.00| Ashley Adame - 000111222 $34.50
(B/03/2011 | CFY - Carter's Hill Place: 1023 Housekeeping 0T §20.25 12.00 5.00 40.00 Ashley Adarns - 000-11-1222 10125
4500 $542.25
7200 $879.00

D Connl, Al Blobl-pe (470 B0 OO0

+ A report with this information can be printed by clicking on “Print.”

ﬁ % Administration 0, Customers 8. Eersunm‘ Becords 7" Utilities % View (2 Help |}]_4' Exit

=7 pequire Data | [] Calculate Overtime | ¢ Clear | £ Export Data @F‘nnt [J* Close

Parameters Results

FomDate D/01/zo1 | 1| 4|« [ [ [ ]k | ok | (3 !Ee-:nrds J7 Expand 8l J® Collapse Al

Quickbooks | Quickbooks with Overtime |
fi)
Aiea <Al Work Weelk, &

Divigion <&l Date BEuilding Paybaze  Service Pay Rate
— ! |EI4.-"I 4201 | 1 Twothreefour Place-937 F Housek eeping F7.00
Employes <&l : |
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Quickbooks© Overtime Export Report
A & B Express Products, LLC

Printed: 06/30/2011 04:29 pm Page 1of4
Aalen, Bert
06:01/2011 - 06/04/2011 Date Building Pay Code  Pay Rate Hours Pay
06/01/2011 1022 - CFY - 52 Bond St. H £10.50 9.00 594.50
06/02/2011 1022 - CFY - 52 Bond St. H £10.50 1.00 $10.50
Pay Code Totals: 10.00 $105.00
06/02/2011 1022 - CFY - 52 Bond St. oT $15.75 8.00 5126.00
Pay Code Totals: 8.00 $126.00
060302011 1022 - CFY - 52 Bond St F $25.00 1.00 S25.00
Pay Code Totals: 1.00 $25.00
Waork Week Totals: 19.00 $256.00
Employeee Totals: 19.00 $256.00
Adams, Ashley
06/01/2011 - 0610412011 Date Building Pay Code  Pay Rate Hours Pay
06:01/2011 1023 - CFY - Carter's Hill Place H £10.50 5.00 55450
06/02/2011 1023 - CFY - Carter's Hill Place H £13.50 5.00 g121.50
0610312011 1023 - CFY - Carter’s Hil Place H £10.50 4.00 £42.00
Pay Code Totals: 22.00 $253.00
06/03/2011 1023 - CFY - Carter's Hil Place oT £15.75 5.00 578.75
Pay Code Totals: 5.00 $78.75
Work Week Totals: 27.00 $336.75
06:06/2011 - 061112011 Date Building Pay Code  Pay Rate Hours Pay
06/06/2011 1023 - CFY - Carter's Hil Place H £10.50 9.00 594.50
0610712011 1023 - CFY - Carter's Hil Place H £10.50 9.00 594.50
06/08/2011 1023 - CFY - Carter's Hil Place H £10.50 15.00 $157.50
06/09/2011 1023 - CFY - Carter's Hil Place H £13.50 7.00 594.50
Pay Code Totals: 40.00 $441.00
06/09/2011 1023 - CFY - Carter's Hil Place oT £20.25 5.00 5101.25
Pay Code Totals: 5.00 $101.25
Work Week Totals: 45,00 $542.25
Employeee Totals: 72.00 $879.00
Allen, Hathan
06/01/2011 - 0610412011 Date Building Pay Code  Pay Rate Hours Pay
06/01/2011 1021 - CFY-261 Duckworth 5t. H £11.00 3.00 $33.00
060212011 1021 - CFY-261 Duckworth St. H 511.00 15.00 5165.00
Pay Code Totals: 18.00 $193.00
Work Week Totals: 18.00 $193.00
06/05/2011 - 06/11/2011 Date Building Pay Code Pay Rate Hours Pay
06/06/2011 1021 - CFY-261 Duckworth 5t. H £11.00 15.00 5165.00
0610712011 1021 - CFY-261 Duckworth 5t. H £11.00 15.00 5165.00
06/08/2011 1021 - CFY-261 Duckworth St. H £11.00 10.00 £110.00
Pay Code Totals: 40.00 $440.00
060812011 1021 - CFY'-261 Duckworth St. aT £16.50 S.00 S82.50
Pay Code Totals: 5.00 $82.50
Waork Week Totals: 45,00 $522.50
Employeee Totals: 63.00 §720.50
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> After reviewing your time for accuracy you will need to export your data into an

“.iif” file. Click

on the “Export Data” button and a dialog box will appear. Name the export file and save to a
dedicated folder on your computer and make a note of the name and location, as it will be

imported into your QuickBooks program in the next step.

3 Save As -

—,
v (= ads] »
OO [moesorp

- | +y ]'.|__Slemﬂ:h Desktop

Organize - MNew folder
+r Favorites - =l Libraries @Test 2 export.iif
. Desktop = -ﬁa Homegroup @test export.iif
& Downloads 2 Donna
=1l Recent Places 18 Computer
“; MNetwaork
- Libraries . Mizc. Folder
@ Documents . Payroll Export Examples
J? Pusic @ My Musicl - Shortcut
[=] Pictures 7 Mew Test.iif
B videos i '] QB Test export 3.iif
File name: 411 QuickBooks Payroll
Sawve as type: [Quick Book Import File (*.iif)
= Hide Folders

IMPORTING INTO QUICKBOOKS

NOTE: When importing you need to be in “Single User” mode.

» To import your payroll into QuickBooks go to File — Utilities —

file you saved in the prior step and open.

Import - .1IF Files and select the

N | o 13
wod Import l £ |
g
Look in: [ Desktop - @ £cr
B | mle o
= |
r;_uj‘b My Musicl - Shortcut
Recent Places Shortcut
213 KB
Mew Test.iif
QuickBooks Import/Export F...
5.26 KB
QB Test export 3.iif K
QuickBooks Import/Export F... ol 1
lerarles 5.26 KB
Test 2 export.iif
h QuickBooks Import/Export F... -
526 KB T
Computer B
i test export.iif I
= QuickBooks Import/Export F... 3
R 5.09 KE =
Metwork
File name: QB Test export 3.iif -
Files of type: [1F Files iRy - | [ cancer |
Help
“ Employees |REaTi i = Favyrol Benehts
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If your import was successful the following dialog box will appear.

=l
nter Bills
QuickBooks Information
& Your data has been imported.
4 "ii-':ﬂ-'l'_ 3
reate Saled
Receipts
=) =W

» If you receive other popup
boxes indicating either an
employee, pay code or job code
was not setup to match existing
records in QuickBooks. IF YOU
RECEIVE THISIT IS
RECOMMENDED TO RESTORE A
BACKUP, MAKE CHANGES IN

QUICKBOOKS AND THEN

REPEAT THE PAYROLL IMPORT.

> After importing your time, go to “Enter Time” on your QuickBooks Home page and choose the
“‘Use weekly time sheet” option and review your employee times and proceed with your payroll
as you normally would. {see QuickBooks Help file for more information}

~

"]
a
u
>
LY
E' L b -
W - - .
Payrall Enter Pay Pay Process  Employee
g [ Center Time Employees Liabilities Payroll Benefits
- Forms
O Weekly Timeshet oo ==
& Previous [ Next &5 Print | &% Let Your Employees Enter Time...
Name  ENEEEENH - -
| Timesheet
Week Of Sep 28 to Oct 4, 2014
. Su M Tu W Th F Sa ’
. A, ?
Customer:Job Service Item Payroll ... WCC... MNotes e 20 e 1 2 3 ) Total Billable? ‘
ADT-406 Housekeeping |Overtime... Ashley Adams 1:00 1:00 [l -
I - 1234567589 _|
ADT-406 Housekeeping |Overtime... Ashley Adams 1:00 1:00 [l
2 - 123456789
ADT-406 Housekeeping |Regular ... Ashley Adams 700 9:00 16:00 -
- 123456789
ADT-406 Housekeeping |Regular ... Ashley Adams 7:00 9:00 16:00 [l
- 1234567589
Totals 0:00 0:00 0:00 165:00 0:00 0:00 15:00 F400 |
Wrap text in Notes field
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