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Academic Year 2021-2022

Chapter 11: Using Payroll in QuickBooks Online




Learning Objectives

« Set up payroll

 Set up and pay employees

* Create employee and payroll reports
* Track and pay liabilities

« Complete T4s



QuickBooks Payroll

* For an additional cost, you can add standard
payroll to your monthly subscription fee.

* QuickBooks Online requires:
« personal information — address and social insurance number
« tax deductions — federal and provincial taxes (TD1 forms)
« direct deposit information
« exemptions from CPP or El
 a CRA payroll account
« workers’ compensation or WSIB information



QuickBooks Payroll (continued)

* Access the Payroll centre via the Navigation bar.

Employees COVID-19 Rezource

Employees [

PRIVACY (I
CJ\ | ( Active Employees A ) ( Add an employee ) o3




Employee Time Tracking

Review the time
tracking setup.

Review the
preferences
setup.

Time tracking Add Service field to timeshests (2)

Make Single-Time Activity Billable to Customer

D Show billing rate to users entering time (%)

First day of work week
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Time Sheets

How do you want to fill in employee hours on pay cheques?
O rin enter hours when | create pay cheques
(] Copy hours from employee time sheels

Employee Time Sheets
Lor Marshall Enabiled

Type of Pay
Regular Pay




Run Payroll

Make any edits to employee records before

processing payroll.
* QuickBooks calculates gross pay based on T4
information.
Run Payroll: Schedule 1 @
Pay from . . Pazz:iod P,E:r: $ 2 1 'Z'f’-éPuO\




Payroll Liabilities

 Manage your payroll liabilities in the Taxes centre.

= Tax Payroll Tax
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Payroll Tax Centre

Taxes Forms

Maonthly Forms
Monthly remittance forms and worksheets.
View and Print Archived Forms >>
You may also want to:
Annusl Forms
Annual forms, including T4 end Relevé 1 slips.
View and Print Archived Forms >>

Edit your tax setup

View your Tax Liability report

View your Payroll Summary by Employee report (this report shows the Employer Forms
10% Tempaoarary Wage Subsidy) Other employer forms, including Records of Employment.

. Wiew and Print Archived Forms =>
isw tax payments you have made

Enter prior tax history

The Payroll Tax centre in the Taxes centre



Payroll Reports

* QBO creates many payroll-related reports that
help the business manage the various payroll

costs.

Payroll Summary Report Share v
{ Badk to report list
Date Range Employee
Thiz year - Active Employees - Run Eapnlt
CHEQUE NAME NET TOTAL TAXES TOTAL TOTAL | EMPLOYER COMPANY TOTAL | CHEQUE
DATE AMOUNT HOURS | WITHHELD | DEDUCTIONS PAY TAXES | CONTRIBUTIONS COST NUM
16/10/2020 tjfha”' $216.36 12.00 $8.28 $0.00  $224.44 $9.70 $0.00  $234.34 10035
Totals  $216.36 12.00 $8.28 $0.00 $224.64 $9.70 $0.00 $234.34




Year-End Processes

 Employers are required to file an annual payroll

return (T4 Summary) to CRA every February for the
previous year.

ales Tax Payroll Tax

(%)

{ Payroll Tax Centra

Annual Tax Forms

T4 summary
Use the T4 summary to report the totel smounts from all the T4 slips. Plus, file the summary T4 summary »
along with the slips each year.

Employer copy of T4 slip(s)
Submit the employer copy of your employees’ T4 slips to the CRA before the end of T4 lips (employer) »
February each year. Don’t forget to keep a copy for your records.

The slip(s) below must be filed for each employee. Also, you or your employes may need to complete some info on the
slip{s)}—you can view their info on the next screen.

- All Employsss - -

T4 slip for employee . .
TSP Py C . . Employee copy of T4 slip }
Give each employee a copy of their T4 slip before the end of February each year. : ’

View and print archived forms




Record of Employment and

Employee Terminations

 To terminate an employee, change the employee’s
status in his or her profile through the Payroll
centre.

« After changing the status, create the Record of
Employment (ROE) in QuickBooks Online.

* You cannot submit directly to Service Canada. Use
the information to complete and submit the form
on ROE Web.
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