941 Quarterly Reports, Unemployment Tax Info, and W2'’s

relate to 941 information, W2'’s, and quarterly unemployment tax information.

iyl (=aped | Inemployment Tax Information - Payvraoll

To quickly open thePayoll Management Reportswindow to print 941 information, quarterly
unemployment tax information, or W2's, try enteriiRR’, ‘942, ‘W2s, or ‘Unemployment..."in
thelndex field on the Navigation/Home window.

Some of the reports available on the ‘Payroll Management Reports’ window shown below are de-
scribed in other Help Documents about payroll reports. This Help document will cover reports that
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941 Quarterly Information Report

To print a quarterly941 Information’ report, select a range of
dates from the beginning of the quarter to the end of the quatrter.
Then click on Quarterly 941 Information Report’. (See

Payroll Management Report:

Fantastic Builders, Inc.

PAID Dates 01/01,/06 12/31/08  more information on bottom left of this page.)
Employee ~ |SMITHAPE,
Payroll Category [l - REGULAR 941 Information
: PAID DATES
DN RIS From: 01-Jan-06
Grouped by Emplovee, Check Detail
To: 31-Mar-06
Grouped by Employvee, Summed By Category
Grouped by Category, Summed By Employee umber of Engployees Paid During Period 8
Deductions / Addiions Oy Total Wages: | $58,347.34 [RetivePension: [ $0.00 [Wages Less RetirePen—> $58,847.34
Federal Income Taxes Withheld From Wages $6,373.94
ol s Fieport Sy Dt Then Check Social Security Wages 153,347 84 |SS Rate |124000%| Soc Sec Tax Due $7.29713
Columnar Report Grouped by Employves Medicare Wages 158,347 34 [Med Rate | 2.9000%| Medicare Tax Due $1,706.59
Total Social Security and Medicare T aces $9,003.72
QR ANV L (e =T el T R S =e T N T RN L L D N Freac tions of Cents or Other Adj Due to Wages Not Subject to $5 amd ‘o1 Medicare Tax $0.12
Federal Tax (341) Lisbility Heport Adjusted total of Social Security and Medicare Taxes $0,003.54
Quarerky 941 Information Beport [Total Taxes $15,377.78
Ciata and | Aacal Taw WWithhaldinne Baonnd Tl]mlTﬂ"{Llﬂh]]][}'S Mo. $15,3?T?8
Total Taxes 941 Cak $15,377.66
. . Soc SecurityMedicare Adj $0.12
Use the ‘941 Information’ report to obtain the ey e A
i i i - iabili Below is alist of Tax Lisbility Wendors to which Payrall
information needed for preparing your quar Tax Liability Summed By Pay Date | |, Boy 2 o T e maaien Prra it
tel'|y 941 Return. Review a” numberS on the JanuEry 2006 f Checkis for each cf.these Vendorsto ses the Payroll Tax
report and check for accuracy. 13- Jan-06 52 248 52 Dleposits that hizue been paid.
Z7-Jan-05 F277077 / TEBAPLOY  TELAS BUPLOYMENT COMMIS S0 M
It's a good idea to print a list of all checks Total for Month 477.29 HSTREASU UNITED STATES TREASURY
that have been paid to the Vendor (the IRS or February 2006
the bank) to which you paid your Payroll 08 $4.366 90
Taxes. (LC for List of Checks in Index on | 24-Fab-06 $293052
Navigation/Home window) These Vend%s/ Total for Month $7,297.48
will be listed on the 941 information report. March 2005
The List of Checks will help you fill out the 03-Mar-08 $453.60
portion of the 941 Return that asks for the 24-Mar-08 F2 5784
total deposits paid. Total for Month $3,063.01
TOTAL LIABILITY $15.377.78




W2's and W3 Transmittal

Fantastic Builders, Inc.

Payroll Management Reports

1 To print W2'’s at year end, enter a range
of dates from the beginning of the year

PAID Dates 01/01/06 12/31/06 Reset
Emplgs’fee FRAMCIS] - |SMITHAPR *| Reset

Payroll Category

1-REGULAR PAY - [26-ChidSupport | Reset

Detail Reports
Grouped by Emploves, Check Detail

Grouped by Emploves, Summed By Category

Grouped by Category. Summed By Emplovee
Deductions f Additions Only
Columnar Beport Soned by Date, Then Check

Colurmnar Beport Grouped by Emploves

Federal Tax (941) Liakility Beport

Cluarerly 941 Information Report
State and Local Tax \Withholdings Feport

Unemplovment Tax Feports (Cuarterhy or bonthly

Tax LiabilityfInfo Reports {(Read notes belowl)

Gross or Taxable YWages)

MPORTAMT: Reports on this window are based on

Hroressed naw rhecks onle Thies weill niot react 100 1nenal

Gross Pay and Hours Reports

Grouped By Emploves

Grouped By Department

Grouped By Job

Grouped By Cost Code

Grouped By Employee, Then Cost Tyvpe <]

Worker's Comp Informtion A

Gross Poy Summary Reports
Gross Pay Sufimary by Employvese

Social S}%w and Medicare Wanjp

W2's (READ NOTES BELOW!)

W3 Contack Print W3
Carolking ¢

to the end of the year.

Load the W2 forms in your printer.

Then click onPrint W2's’in the W2's
section of the window. IMPORTANT -
See next page of this Help Document for
help with your Page Setup and Printer
settings.

Once W2's have printed and have been
reviewed for accuracy, printa ‘W3’ by

yentering theW3 Contact Name.

NOTE: Make sure to press the ‘Enter’
key on your keyboard after entering the
contact name. Then clicRfint W3".
(Make sure the W3 formisin the
printer.




Printing W2'’s - Setting Page Size To Legal
W2's (READ NOTES BELOWI)

Brint¥2's ™ ntact Name | Print ¥¢3
Carol King — lculator (EL J2 Zoom Fit ~ &hPrint... |Email Snapshat |Email With Options Qukput To Excel Ouput to Word Ou

After clicking ‘Print W2's’, you will receive a pop P
up message about setting your paper size to le
This isin order to allow 2 W2'’s to print per page
(EVEN THOUGH the W2's are 8 1/2” X 11").

Margins Page | Columnns I N ——

— Drientation

This has to do with the narrow margins at the tg N 5 Portrait \ " Landscape
and bottom of the W2 forms provided by theAR S e S
. —Paper i
To set the paper size to legal, use Rege St Lol -
Setup button on the toobar at the top of the = amum ™
ElligEs I Automatically Select ;I

report window. NOTE: Your Printer may provic
a Page Setup window that looks different thant - Frinter for RptPRW2
one in our screenshot. However, there should | * Default Printer

place on your Page Setup window to selectthe | ¢ Use Specific Printer Printer... |
‘Legal’ paper size.

TROUBLESHOOT HINT: IF you use the ‘Pag nm
Setup’ and select the Legal paper size, check t ’—”K
report window to see if there are TWO W2's
displaying. If not, your printer controls are prob
ably overriding the legal paper setting. See the
next page for tips to handle this situation.

Cancel | AR, HITE

gr 14l |l T kel



Printing W2's - Setting Page Size To Legal - continued

IF you are not able to set the Page Size to Legal using the instructions on the previous page, try this:

On the toolbar at the top of the report window, use the button labi&died

Then use theProperties button on the ‘Print’ pop up window, ~ culater ElPage Setup... fO Zoom Fi |Email Snapshot |Email With Optior

The window for Printer Properties will look different for all print-
ers. After your Printer Properties window opens, search for a pl
to set the page size. NOTE: On some printers, this may require
using an Advanced button.

Prinker

Mame: HP Colar LaserJet 4600 PCL & Properties

Status;  Ready
Tvpe: HP Color Laser]Jet 4600 PCL &

Remember to reset the paper size back to ‘Letter’ AFTER the W2’
have been printed.

&' HP Color LaserJet 4600 PCL & Properties

FYI: Our printer feeds docu-
ments foot first, but to print W2's
successfully, we had to load them
head first. This is due to using Bluiehs Sists

Legal setup on 8 1/2 x 11 paper Unitles - —
Therefore, on our printer, we — 4
also had to use the Finishing ta

[ Dvink Fr Fila

Fipizhing Effectsl Faper |Destinatiu:un Baszicz | Color

and set our printer to ‘Rotate By | “IPags |
180 Degrees’. : :
| Use different paper for first
Orientatiar
(%) Partrait Size iz 3.5 by J#¥nches
) Landscape |Legal j Custorn...
Faotate by 180 degrees Source iz
|.-“-‘-.ut|:u Select ﬂ
Type iz
|.-'1'-.ut|:| Select j

A

k. H Cancel H Help




Columnar Gross Wages and Taxable Reports - Good for calculating quarterly Unemployment taxes!

To print reports that will help gather data needed for quarteiF P g R WL

click on ‘Unemployment Tax Reports....

The Quarterly (OR Monthly) columnar reports are based
on the 1st through 4th Quarter dates that are entered on

Cuarerly 941 Information Report

State and Local Tax Withholdings Bepor

Unemployment Tax Beports (Quarterly or konthly

the ‘Columnar Gross Wages and Taxable Reports

Gross or Taxable Wages) \

Reports (Read notes belowl)
Federal OR State Unemployment tax payments OR return B Federal Tax (9411 Liakilite Report

window. You may change the dates in the Quarter fie
in order to print some reports for different years, if
needed. HOWEVER, remember that the year should be
the same in all eight of the fields if you do change the
dates.

Select Tax Category for Limit and Rate- You CAN

print quarterly/monthly columnar reports based on ANY
Tax Category’s Taxable Wage Limit and Rate. (See Help
Documents about setting up payroll Tax Categories.) It
optional to select one of your Tax Categories from the
drop down list. Selecting a Tax Category will cause the
program to automatically fill in the associated Wage Limit
and Tax Rate fields for you.

Taxable Wage Limit: - Fill in the Wage Limit that shoul(
be used for calculating ‘taxable’ wages on the reports. F
example, if the Wage Limit that is taxed for Federal

Unemployment taxes is $7,000.00, enter that amount gs

Columnar Gm§5 Wages and Taxable Reports
(Good for Unemployment Tax Reports Information)

Gross Wages Only By Quarters

15k Quarter 3rd Quarker
Begin=| 01/01/06 Begin=| 070106
End= 03/31/06 End 09/30/06
Z2nd Quarker 4th Quarker
Begin:| 04/01/06 Begin=|  10/01/06
S End: 06,3006 End: 1203106

Gross Wages Only By Months
(Set Page Setup to Landscape)

Optional: Select Tax Category for Limit and Rate

FED' UMEMP EXP

-

/FI' axable YWage Linnit:

$7,000,00

Exarnple: Enter 7000,00 for Fed Unermp Wage Limit,

Fnter Tax Rate as Decimal:

0.80%

mExample: Enter 003 For the Fed Unemp Tax Rate of (8%,

Taxable By Quarters Report ‘

the wage limit. IF the taxable Wage Limit is $9,000.
for State Unemployment taxes, enter that amount.

Enter Tax Rate as Decimal- Enter that tax rate that
applies to the type of tax that you want to review on the

report. Enter the rate as a decimal number. For example,

enter .008 for the current federal unemployment rate of
.80 %.

Continue to the next page for a sample of exable By
Quarters Report'.




Columnar Gross Wages and Taxable Reports - continued

15k (Juarter Srd CuAarter
Begin=| 01/01/06 Begin=| 07/01/06
End 03/31/06 End 09/30/06

Znd Quarter 4th Quarker
Begin=| 04/01/06 Begin=| 10/01/08
End:= 06/30/06 End 12/31/06

Dptiohal: Select Tax Category for Limit and Rate

FEC LMEMP EXP

Taxable Wage Limit:

| $7,000.(

Exarnple: Enter 7000.00 for Fed Unermmp Wage Limnil

Enter Tax Rate as Decimal:

| 0.8

Example: Enter 005 For the Fed Unemp Tax Rate of &%

Taxable By Quarters Report/ ‘

Taxable/Nontaxable Gross Pay By Quarter

TAXABLE LIMIT- 7000

1zt Quarter 2nd Cuarter 3rd Cuarter ath Cuarter
Eegn = 112006 [Begn= 4#1/200¢ Feegir= 7 A L0ng Eegn:= 10412006
Erd= 32006 Ends 6200006 End= 2,30 2006 Frid= 12 /5 1/2006
1stQTR 2 GTR 3rdQTR 4th QTR YTD
DO BLACK TAXABLE $000 | $s1200 48000 $0.00 992,00
000-00-0000 NON TAXABLE go.00 F000 3000 $0.00 3000
TOTAL | goon [ gsizoo [ 4s0nn0 | oo | fEem ||
|
TINA BROWN TAXABLE 0,00 $0.00 | $7,00000 o0 | ¢7poom ||
000-00-0000 NON TAXABLE $0.00 gooo | g1ze0000 | giesesso | $s0s0350 ||
TOTAL | 3000 | $0.00 | $20g0000 | $1689550 | $37.295.50 ||
|
JOHN DOE TAXABLE Fr3000 | $525000 | $1,00000 foo0 | $7poom i
000-00-0000 NON TAXABLE gooo gaoo | g3se0c0 | s3smsoe| gasmioo ||
TOTAL [ $om]| $5zs0m0] #@swmoo ] fe3ms00 ] $z5m ||
|
DANIE L DUEE TAXABLE $7,000.00 $0.00 $0.00 goo0 | g7po0oo |
000-00-0000 NON TAXABLE $a.13068 | grovisgs | geossss | giovisge | g:mro0as ||
TOTAL | 418468 | $107M546 | 90mse | $1071546 | $m700.28 ||
B HARRBTE TAVADI C [ t7nonnn T o | drinn | dnon I 470m o
I I I
I I |
| I
Last Page!~~ I I I
= TAxaBLE TOTALS [ 83930400 | 15700 | s | om0 | de0l4600

NON TAXABLE TOTALS | 95538 | F6321542 | 373 499 3 | d5r 42107 |$25?: GFSTT

Tax Rate

GRAND TOTALS | §55,547.84 | $ME1242 | 51,7443 | $52.421.17 |$29?,325.??

Tax Due |

$314.43 |

foare

| £73.96 |

$0.00

| $481.17




Columnar Gross Wages and Taxable Reports - continued

bross wages oniy sy uariers_| _——  Payroll Report - Gross Pay By Quarter
15k Cuarker Znd Quarter 3rd Quarker 4th Quarker
Gross Wages Only By Months Fean= L/1/2008)  Begn= ALE00E] Begins 70| Begnis 107172006
{Set Page Setup {u Landscape) Fred= 3/31/2006)  End- BA0/2006)  Ends 3302006 Ends 125 1/2006
TAX ID 1stGTR 2nd QTR Ird QTR 4th OTR VTD
EL&4CEDON  |DOM BLACK 000-00-0000 000 $512m $480.00 000 $a92.00
ERCWHT TIN 4 BEROWH 000000000 w000 g000 | $ane0000 [$1699350 | $37293.50
DOETCHH JOHHN DOE 000-00-0000 7000 | g$s2s0m | $45m000 | 4337500 | $13275.m
DIUEED DANIEL DUEE 000000000 s EE | $1071548 | fwpsdes 31071548 | $700.%
HARRISROE  |ROE HARRIS 00000000 2000 | $4,50000 000 o000 | $13,500.00
MATIHEWT |TEREY MATTHEWS W00ma | $132%90 | $1923077 | $1653248 |$1856156 | $se157.71
MOCRED DCHN A MOCRE 000-00-0000 $3,134.00 $0.00 000 o0 | 31300
S IMFS O M4FE SIMEPS O W00m00 | $1334614 | $1615383 | $1535292 [$1791174 | 463264 63
SMITHIOE JOE SMITH 000-00-0000 000 $0.00 $0.00 000 000
5 T4MFER MIKE ST4MFER 000-00-0000 wesalz | 1261536 | $1003076 |$1076922 | $42071.46
WHITER RICHARD WHITE 000-00-0000 Moo | $5g3sm | $ass0 | fsoMes | $17187.19
GRAND TOTALS | $55,247.24 | $7 21242 | $31, 744 3 |$32,421.1? |$29?,325.?? |
Gross Pay Spread By Month and Grouped by Department
BEGIN: 01-Jan-0a END: 31-Dec-Do
TOTAL  Jan Feh Mar Apr May Jun Jul Aug Sep Oct Nov Dec
Overhead
BLACKEDD [DonBlack 292100 slzool 15200 32800
BRCWHT  [TinaEmarn 789350 000 10,000.00] 10,200.00 16,993 50
DOEIOHN [Tolm Dee 1337500 7s0| 150000 1,50.000 zzsooo| 1,500000 150000 1,50000) 15000000 1,50000 375.00
DUEED  [Dariel Dhike W23 306156 4.39234) 15307 30615 30615 459234) 306158 306lse| 2%15| 3.061.5%| 306136 4 59234
HARRISRO [Fob Harris 1350000 3000000 4500000 1,%0000) 3000000 1,500.00
MATTHEW [Terzy Matthars g lEr7l| 4292300 711845 Ledels| seezd| 3 wem| 97624) gmaels] 3mesls| Asdels| 354618 694515 5,769.24
MOORED  [Dama Moore 31500 1680000 1,474.00
& IMEFS CHM [ ark Sinpscn fi2e 63 451538 692307 23076R| 46153 48153k e9:07 511764 511764 Al17ed| 511784 511754 757646
EMITHIOE [Toe 5 mith 000 000
ETAMPER [Mike S tarvper 4207 48] 223076 346152 29384 3907 2eeed0| epl538 30W92) 3ovesz| aEresz| 30792 30792 451538
WHITER  [Fichard White 17,187.12 4000 Lew0od| 185250 24m2s00 1587500 1,57000) L,70000) 171844 173500 252125
Dve:_hea_dl :9?,325.??| 19,43|:|m| 23,059.:-3| 11,293.45| 22,866.5'2| 13,330.9?| 33,144.53| 33,34 .?a| :9,4m28| 19,n|:rzza| 13,3::1?2| 38,4SD.T-‘E| 25,549.a?|
GRAND TOTALS | 297.825.77| 12.480.00( 23,062 33 1129848 2286692] 15,800.97| 33,144.53] 35,391 78| 2240028 1900228 18.320.72) 35,450.72




