Payroll Tax Liabilities AND Other Payroll Liabilities Posted By The Program
This Help Document will cover how to review and pay Payroll Taxes and Other

Payroll Tax Liabilities that are posted by the program as a result of printing payroll
checks.

Continue to the next page.



Supplying G/L Account Numbers and Vendors For The Payroll Liabilities

dh |Emplovee Lists ||Payvrall Setup + | [Current Payroll = |Checks = AS described in the Help Document about setting up Payroll, you will select
Wage Cateqories -~ General Ledger Numbers AND Vendors that the program will use for posting
Employees and Pay Deduction | Addition Cate b Payroll Taxes AND Other Payroll Liabilities. After payroll checks are printed
: AN D garie . . o :
Find Employes Code-> o Cat and posted, the program will take care of posting payroll liabilities as Unpaid
Find Mame-> Francis ax Categories Bills in Accounts Payable. The windows shown on this page are the setup
Tax withholding Yables

windows for Tax Categories AND for Payroll Additions/Deductions. See Help

o T i Employes Balance)Forward Documents on those windows. ~Continue to the next page.
T le 0 T [ -
EtlltPaylu]lTaxC egories %| |Eﬂl| ‘?| E|
To change category information, selectthe category by clicking in the dxay box to the left of the line.
Fields that can be changed will become enabled. Iffields remain gray, thy cannot be changed.
" |FEDERAL wH =100, 00 33,333,933.00 0=+ 2320 - | + |BANKOFAM = ﬂ
STATE “WH -100.00% 93,333,933.00 0=+ \ 2330 « | + |STATCOMP - ﬂ
SOClaL SECwH -6, 20%] 106,200.00 0-|+ \ 2300 - | + |BANKOFAM = ﬂ
MEDICARE wWH 1,453 93,939,939.00 0=+ \ 230 «| + |BANKOFAM = ﬂ
SOCIAL SECExP -6, 203 106,200.00 3110 | + \23[!1 ~ | + |BANKOFAM = ﬂ
MEDICARE ExP -1.453 93,333,933.00 3110 - | + 2@1 | + |BANKOFAM - ﬂ
STATE DISABILITY wH 0. 00 93.393.533.00 0-|+ 23N ~| + |STATCOMP = ﬂ
LOCAL WH 0. 00 93,939,939.00 0=+ 2340 + |STATCOMP = ﬂ
FED UMEMP ExP -0.80% Q.00 G110 - | + 2345 - \+ |IR5340 = ﬂ
B |STATE UMNEMP ExP -1.50% 3.000.00 3110 - | + 2345 - \ T ORECm - ﬂ
Maote: Ifyou do notwant CHS to calculate - Add/Edit Payroll Additions or Deductions Categories %| | 'E'ﬂ| ® | X |
required to select the Exp G/l Lish G/L a Use a Sort Murnber greater than or egual to 20 and wse a different Sort Mumnber for each Category.

:Add New Cateqory:
*SORT # CATEGORY TITLE GL MUK =SENDOR

B | Zuto Delete 20 [nzurance 2130 - | + |WELLSFAR -]+ |
Auta Delete 21 Retire/Penzion Emploves Contr 2339 = | 4 |COMWAYF | + |
Auto Delete 22 R etire/Penzion Emplover Match a0 - + )£ - + |
Auta Delete 23 Retire/Penzion Emplover Contri 2339 « | 4 |COMNWAYF | + |
Auto Delete 24 Wudvances 1210 -1 + |2 - + |
Auto Delete 25 Mileage R eimburzement M0 -1+ |2 - + |
Auto Delete 26 Child Suppart 2345 = | 4 |SCOTTCHA | + |

* | Ao Delete 0 R i1+ Z |+ |




Federal “941” Tax Liability

Federal ‘941’'Payroll Taxes include Federal Withholding, Social Security, and Medicare taxes. These are often referdédttxas ‘9
because the total of these taxes are reported to the IRS on a quarterly ‘941 Return’. The Federal, Social Securityranaxgedica
withheld from employees, AND the matching employer Social Security and Medicare taxes must be paid to the IRS regulahgy When
are paid is based in information you should receive from the IRS. Quite often, employers will ‘deposit’ these taxesuak i
coupons supplied by the IRS. OR, they will pay the taxes via electronic payroll tax deposits at their bank (see eadéf this p

The Federal Tax Liability report shown on the following page displays the Federal Taxes that are due to the IRS for atetg@ayroll
This report shows the General Ledger account number that each of the Federal Taxes due were posted to. At the timelagrell Che
posted, the program posts the Payroll Taxes withheld AND the employer’s payroll taxes to the Payroll Tax Payable lialnt#ytlaaico
were selected on the “Edit PR Tax Categories” screen. (See Payroll Setup Help documents.)

IN ADDITION, the program then posts entries to those same liability accounts to send the balances due for Payroll Taxetsto Acco
Payable as “bills” due. The Vendors used are the Liability Vendors that are selected on the “Edit PR Tax Categoriesfiovimdom s
the previous page. The program reduces the Payroll Tax Payable Liability accounts (or debits them) when it sends theeatmounts d
Accounts Payable. Therefore, the General Ledger Payroll Tax Payable accounts on your accounting reports will probalalyeabways h
balance of zero. That's because Bagroll Taxes Payable amounts have become part of the Accounts Payable balance

If you open the “Select Individual Bills To Pay” window in Payables right after payroll checks have been posted, you ¢taroagtoll
the records and see that the amounts due for Payroll Taxes have been posted as UNPAID bills. When the payroll taxudejussit is d
select the amounts TO PAY and pay them just like any other bill. (See Help Documents about paying vendor bills.)

HINT: Itis a good idea to compare the total selected TO PAY for the payroll tax deposit to the total on a Federal TaREejadnitithat
is shown on th following page for the period that is being paid.

NOTE: A vendor must be set up feectronic payroll tax depositseven though a check is not actually used to pay the taxes. The taxes
due will still be posted to Accounts Payable. At the time the electronic tax deposit is made, select the taxes TO PAveaRdsiise

Check function in Accounts Payable to post the payment. Since a check number is required, use a series of large chtcktrmambers
begin with 941.... (For example, use 941000, 941001, 941002 IF these check numbers will never be the same as actuataiecks tha
are using.)

SUGGESTION: Periodically, print a General Leddedéx-> GL)of the Payroll Tax Liability accounts (Payroll Tax Payable accounts in
Current Liabilities) to make sure that the entries are clearing as expected.



Federal Tax Liability Report

The quickest way to open the window to produce a ‘Federal Tax Liability Report’ is tdPigpeinh the Index

gl - aeetC R, - Pavrall Reports

T

field on the Navigation/Home window.

Payroll Management Reports

of dates. Then click ofrederal Tax (941) Liability Report'.

Tax LiabilityfInfo Reports (Read notes belo
Federal Tax {(941) Liability Beport

Cluarteth 941 Information Bepott
State and Local Tax Withholdings Report

Unemployvment Tax Beports (Cuarerl or Monthly
Gross or Taxahkle Wages)

Continue to the next page.

Fantastic Builders, Inc. I FEDERAL TAX LIABILITY REPORT From:  15-Mar-07
PAID Dates q o: 15-Mar-07
FRAMCT
Ernplcu\_.fee EDERAL WH
Pa'-,rroll Cateqgory 1-REG 15-tar-07 Check # 12002 FRANCEJ-FED WH-BS Exmpt3-4957 3 08 DTr2s $15.35
15-Mar-07 Chedk # 12003 SRMITHAP B-FED WH-AWM Exmpt:l 5400 D10 1808
Detail Reports
: POSTED TO GLHUMBER 2320 PR TAX PAYABLE-FED WH $33.46
Grouped by Emplovee, Check Detail
FEDERAL WH TOTAL For Period $33.46
Grouped by Emplovees, Summed By Categog
Grouped by Category, Summed By Employes SOCIAL SEC WH
. . _ - FRANCIS)-S0CIAL SBC WH W age 67 3.08 .
Deductions / Additions Only 15-Mar-07 Check # 12002 o . b7
"I 5_".'.1 ar_D?' Ched{ # 1 2|:||:|3 SMTHAPR-ZOCIAL SEC WH '."\.'«?I(_P Fd00 $248|:|
Columnar FBepart Sarted by Date, Then/Check POSTED TO GLHUMBER 2300 PR TAX PAYABLE-SOC SEC WH $66.53
Columnar Report Grouped by Employee SOCIAL SECWH TOTAL For Period $66.53

MELDIC ARE WH
15-Mar-07 Check # 12002 FRANCISI-MEDK:ARE WH Wage: 57 3.08 976
15-Mar-07 Check # 12005 SMITHAP R-MED K2 ARE WH Wagg (F400 $5.80
POSTED TO GLHUMEBER 2310 PR TAX PAY ABLE-ME DICARE WH $15.56
MNEDICARE WH  TOTAL For Pesiod $15.56

SOCIAL SEC EXP

15-mar-07 Check # 12002 FRANCIS)-20C SES EXP LIAE Wage F67 3.08 F41.73

15-Mar-07 Check # 12003 SRMITHAP R-20 0 SEC EXP LIRE Wage F400 24 80

POSTED TO GLHUMBER 23t PR TAX PAYABLE-SOC SEC EMNPLYR $66.53
SOCIAL SEC EXP  TOTAL For Period $66.53

MEDICARE EXP

On the ‘Payroll Mgt Reports’ window, enter the appropriate range

15-Mar-07 Check # 12002 FRANCISI-MED ExP LISE W age 67308 $976

15-Mar-07 Check # 12003 SMITHAP R-MED ExXP LILE Wack F400 §5.50

POSTED TO GLHUNMEBER 2311 PR TAX PAYABLE-MEDICARE EMPLYR $15.56
NEDICARE EXP  TOTAL For Period $15.56

TOTAL FEDERAL TAX LUABILTY FOR PERIGD

$197.64




Federal Taxes Posted As Bills Due in Accounts Payable

After Payroll Checks are posted, the Federal 941 Payroll Taxes that are due to the IRS as a result will be posted by thg progra
‘Unpaid Invoices’ in Accounts Payable. They will be posted to the vendor you selected for paying Federal Withholdingecsoitial S
AND Medicare taxes on the ‘Edit Payroll Tax Categories’ window. (See Help Document about Payroll Setup.) In our deni@books, t

vendor is the Bank of America because that's where we deposit our 941 Federal Taxes when they are due.

The ‘Select Individual Invoices To Pay’ window shown below is described in Help Documents about paying Vendor Bills. It is dis
played here to show you how the Federal 941 taxes shown on the previous report total to the SAME amount as the Unpéaml Bills du

the Bank of America for the payroll date on the report.

When it is time to pay the Federal Payroll taxes (per instructions you will receive from the IRS), simply select the inpaicaad

Print or Post the Check. Unpaid payroll taxes will accumulate from different payroll dates, so make sure you ONLY tsedest the

that are due for the appropriate period required by the IRS.

SFLECT INDIVIDUAL INVOICES TO PAY ¥ Uncheck to Turn OFF Pop Up Notes For Yendar | = | 7 | Home | X
To Select a hill TO PAY, selectVendar, then change LIMPAID to TO PAY for each entry to pay.
Retainage will nat he activated when the "Select All" button is used. Reselect TO PAY to activate Retainage. Print,/Post This Check
Only Yendars with unpaid hills will be availakble here. Vendars with an Inactive status will not be available.
. Print Batch of Checks
VYendor [BANKDFAM-Bank of America - Select All | Select All Except Retainages |
<-Previous Yendor | Next ¥endor-> Unselect All | Select Retainages Only | Post As Paid by Credit Card
STATUS Aot Drate DueDate  |nvoice # Drescription GL Mum Job Code Cost Code CHS Hotes -
p[Select |- - $15.38 | 0315407 | 03M15/07 |3152007  |FEDERAL WH Tax 2320FR ~|H 0-0-HOME | -
Tazk FRTax Due T | |
Select | = JUMNFAID - $18.08 | 031507 | 03M15/07 |3s52007  |FEDERAL WH Tax 2320PR - H 0-0-HOME | -
Task PR Taix Due T ] |
Select  » JUMPAID - $9.76 | 031507 | 03A15/07 [31s52007 |MEDICAREEP Tax  (2311-PR - |H D-0-MOME =
Task PRTs: Due T ] ]
Select = JUMFAID - $5.80 | 03M5/07 | 0315/07 [3152007 [(MEDICAREEAFTax  (2311-PR - |H 0-0-HOME -
Task PRTax Due Thx, ] ]
Select - JUMNPAID - $9.76 | 0341807 | 03A15/07 [3152007 [(WMEDICAREWH Tax  (2310-PR - |H 0-0-MHOME -
Tazk FRTax Due T | |
Select  » JUMNFAID - $5.80 | 0341507 | 031507 [3152007  [(MEDICAREWH Tax  (2310-PR - |H 0-0-MOME -
Task PR Taix Due T ] ]
Select  » JUMPAID - $41.73 | 031507 | 03415707 |31s52007  |SOCIAL SEC BXP Tax |2301-PR - |H D-0-MOME =
Task PRTs: Due T ] ] —
Select = JUMFAID - $24.80 | 0315407 | 0345707 |3152007  |SOCIAL SEC BXP Tax |2301-FR - |H 0-0-HOME -
Task PRTax Due Thx, ] ]
= L oA e R L ma ——— FAsIal SEe WA Tee memamm e [ k=l =
Total Tu:- Deduct an amount from the invoice to pay later, Select the Tazk: "Deduct Amount From [nvoice'. j
o —




State and Local Tax Withholdings Report
The same principals as described for Federal 941 Taxes applies to State and Local Withholding taxes. The quicl

est way to open the window to produce a ‘State/Locat Tax Withholdings’ report is té¢*&Réin the Index field
on the Navigation/Home window.

Payroll Management Re On the ‘Payroll Mgt Reports’ window, enter the appropriate range
antastic Builders, Inc. . of dates. Then click orState and Local Tax Withholdings
PAID Dates 03/15/07 03715, Report'.
—TRIOES PAID DATES

Payroll Category | STATE/ LOCAL TAX WITHHOLDINGS  [From:  15aro7
To: 15Mar07

Grouped by Employee, Check Detail

STATE WH
Grouped by Employee, Summed By Cate 15Mar-07 Chack # 12007 FRANCIS-STATE WH-BS Bxmpt 2567308 5023
Grouped by Category, Surmmed By Empld 15Mar-07 Check # 130073 SMITHAP R S TATE WWH-iih Exmpt 0-5400 T12.69
Deductions / Additiohs Only OSTED TO GL NUMBER 2330 PR TAX PAYABLE-STATE WH $21.92
Columnar Beport Soned by Date, Then Ch STATEWH TOTAL For Period 121.92

Columnar Report Grouped by Emplovee |

) CAL WH

Tax LiabilityfInfo Reports {(Read not 15Mar-07 Check # 12002 FRANCIS)-LOGAL WH iage 35 73 D5 $13.46
Federal Tax (341) Liability Report POSTED TO GL NUMBER 2310 OTHER PAYROLL WITHHOLDINGS $13.46
Cluarnerly 941 Information Feport ]

e LOCAL WH TOTAL For Period $13.46

State and Local Tax Withholdings Fepod

Lnemployment Tax Bepors (Quarterly ar TOTAL STATE and LOCAL TAXWITHHOLDINGS FOR PERIOD
Gross nr Tavahla MWamach N T¥C o [Tl M

SFLECT INDIVIDUAL INVOICES TO PAY [ Uncheck ko Turn OFF Pop Up Motes For Yendor E ﬂ Ho
P

To Select a hill TO PAY, selectWendar, then change LIMPAID to TO PAY for each entry to pay.
Retainadge will not be activated when the "Select All" hutton is used. Reselect TO PAY to activate Retainage.

Only Wendars with unpaid hills will be available hera. Yendors with an Inactive status will not be available.
Print Batch of Checks
\L=T3s a) IS TATCOMP-5tate Comptroller j Select All | Select All Excel tainages |

ost This Check

<-Previous Yendor | Next ¥Yendor-= | Unselect All ©t Retainages Only | Post As Paid by Credit Card
STATUS Amount Date Due Date  Invoice # Dezcrigh GL Mum Job Code Cozt Code CHS Motes -
p|Select  ~ JUNPAID - $13.46 | 03A15/07 | 03415/07 [3152007  (LOC Tax Oue | 2340- ~|H - |0-0-MOME  ~
Task PRTax o~ OTHER ] ]
Select - JUMPAID - $9.23 | 0345/07 | 0315507 Mﬂ? STATEWVH Tax Due  |2330-PR ~ |H - |0-0-MOME  ~
Task PRTax T | |
Select = JUMPAID - OG0 PO/ 15/07 (3152007 |STATEWH Tax Due 2330 = |H - |0-0-MOME  +
Lask PRTax T — —
Total | |T0 Deduct an amount from the invoice to pay later, Select the Tazk: "Deduct Amount From [nvoice". | =



Unemployment Taxes - Federal (940) and State

IF you elect for the program to calculate and post Federal and State Unemployment taxes each time payroll is processed, the
program will take care of posting the resulting Unemployment taxes as Unpaid Vendor Bills. (See Help Documents about setting
up Tax Categories for more information on electing to have the program calculate and post unemployment taxes.)

The first screenshot below shows the Unpaid Federal Unemployment taxes due to the IRS940 vendor. The second screenshot
shows the Unpaid State Unemployment taxes due to the state’s unemployment office. (Our example is Texas.) The dates that
these bills are paid will depend on IRS and State regulations.

SELECT INDIVIDUAL INVOICES TO PAY ¥ Uncheck to Turn OFF Pop Up Mokes For Yendar
Tao Select a hill TO PAY, selectVYendar, then change LIMPAID to TO PAY for each entry to pay.
Retainage will not be activated when the "Select All* button is used. Reselect TO PAY to activate Retainade.

Qnly Vendars with unpaid hills will be available here. Yendaors with an Inactive status will not be available.

8] ©| 2] tone| x

Print,/Post This Check

Print Batch of Checks

SELECT INDIVIDUAL INVOICES TO PAY

W Uncheck to Turn ©Ff Pop Up Maokes For Yendor

B8] = 2] towe| x

Yendor - Select All | Select All Except Retainages |
=-Previous ¥endor | Mext Yendor- | Unselect All | Select Retainages Only | Post As Paid by Credit Card
STATUS Aot D ate DueDate  lnvoice # Drescription GL Mum Job Code Cozt Code CHS Motes -
b [Select  ~ JUNPRID - $5.38 | 03A5/07 | 03A5/07 (3152007 |FED UNBWP EXF Tax | 2345 ~|H - |0-0-MOME | =
Tazk PRTax D PaYROLL ] ]
Select = JUMPAID - $3.20 | 03A5/07 | 03507 (3152007 |FED UNBWP EXF Tax | 2345 ~|H - |0-0-MOME | =
Tazk PRTax D PaYROLL ] ]
Total | $8.58 | |Tn:| Deduct an amount from the invoice to pap later, Select the Tazk: "'Deduct Amount From [mvoice'. =

Tao Select a hill TO PAY, selectVendar, then change LUMPAID to TO PAY for each entry to pay.
Fetainage will not be activated when the "Select All* button is used. Reselect TO PAY to activate Retainage.
anly vendaors with unpaid hills will be available here. Yendaors with an Inactive status will not be availahle.

Print /Post This Check

Print Batch of Checks

AWORKCm-Texas Worker's Compensation

Total

$16.10 | |T-:| Deduct an amount from the invoice to pay later, Select the Tazk: “'Deduct Amount Fram [nwvoice'.

Yendor - Select All | Select All Except Betainages |
=-Previous Yendor | Next Yendor-= | Unselect All | Select Retainages Only | Post As Paid by Credit Card
STATUS AmoLink Date Due Date  Invoice # Drezcription GL Mum Job Code Cozt Code CHS Motez -
pSelect - JURPAID - $1010 | 0315407 | 034507 |3152007  |STATEUNBWR BEXF | 2345. +|H » |0-0-MOME | -
Task PRTax Tax Due PeYROLL =] ]
Select  + JUMPAID - $6.00 | 0341507 | 03A5/07 (3152007  (STATE UNBMWP EXF | 2345- +|H + |0-0-HOME |+
Tazk, PRTax Tax Due PayROLL ] |



Other Payroll Liabilities

Notice that other amounts that are due to outside parties as a result of processing payroll have automatically endeddupilés Unpa
that can be selected to pay in Accounts Payable. The Vendors the program will use for posting these ‘Other Payrolldsdbilgies

due are based on Vendors set up on the ‘Add/Edit Payroll Additions and Deduction Categories’ window, OR on Vendors selected for
the deductions when processing payroll. (See Help Documents about setting up payroll AND about preparing current payroll.)

The first example shown below is for bills due to pay for Pension/Retirement plans based on amounts withheld from employees and
matched by employer. The second example is for a bill due for Child Support that was withheld from an employee’s pay check.

SFLECT INDIVIDUAL INVOICES TO PAY ¥ Uncheck to Turn OFF Pop Up Notes For Vendor | Em| ? | Home | pot
Tao Select a hill TO PAY, selectVendor, then change LUMPAID to TO PAY for each entry to pay.
Retainage will nat he activated when the "Select A" button is used. Reselect TO PAY to activate Retainage. Print /Post This Check

Cnly Yendars with unpaid hills will he available here. Yendors with an Inactive status will not be available.

A= e o] G CONWAYF-Conway Finance Corp - Select All | Select All Except Retainages |

Print Batch of Checks

<-Previous Yendor | Next Yendor-= Unselect All Select Retainages Only | Post As Paid by Credit Card
STATUS AmoLint D ate Due Date  lrevoice # I Dezcription GL Mum Job Code Cozt Code CHS Motes -
p[Select  « JUNPAID - $£25.00 | 03A1%/07 | 03A15/07 [3152007  |Retire/Pension 2339- ~|H » |0-0-MOME | =
Task Persion  |Employes Contr Due JPERSION ] ]
Select + JUMPAID = $18.75 | 0315/07 | 03A115/07 (3152007  |Retire/Pension 2339- ~|H » |0-0-MOME | =
Task Fension  |EmPlover Contri Due  §PENSION =] ]
Total | $43.75 | |T|:| Deduct an amount from the invoice to pay later, Select the Taszk: "Deduct Amount From [nvoice", =

SFLECT INDIVIDUTAL INVOICES TO PAY IW Uncheck to Turn CFf Pop Up Motes For Wendor | En]| 74 | Home | ¥
To Select a bill TO PAY, select Wendor, then chanoe LNPAID to TO PAY for each entry to pay.

Retainage will not be activated when the "Select A" buttan is used. Reselect TO PAY to activate Retainage. Print /Post This Check
Cnly vWendaors with unpaid hills will he available here. Yendaors with an Inactive status will not be available.

- - Print Batch of Checks
Yendor - Select All | Select All Except Retainages |

<-Previous Yendor | Next Yendor-> | Unselect All | Select Retainages Only | Post As Paid by Credit Card
STATUS Arnount Date Due Date Invoice #__Desciphion GL Mum Job Code Cozt Code CHS Mates
pSelect - JUMPAID - $150.00 | 0315407 | 03415/07 [3152007 7 PRDedDue-Child Y345 ~|H » [0-0-HOME | -
Task PRDed NSupport:FRANCIS) _PavROLL ] .

Total $160.00 | |T|:| Deduct an amount from the invoice to pay later, Select the Tazk: "Deduct Amount From [neoice'.




