
Reference — Payroll Cycle and Other Activities

Pay Employees
The Review and Create Paychecks window is used to record payroll checks to 
employees. After entering information and creating employee paychecks, the 
following has occurred:

( table continued on the following page )

   Subsidiary Records General Ledger
Transactions DR CR Updated Updated      
Salary and Wages Expense $  P P
Payroll Tax Expense (Employer Portion) $   P
  Payroll Tax Withholdings  
    and Other Employee Reductions  $ P P
  Payroll Tax Liabilities (Employer Portion)  $  P
  Cash  $  P

Quick Reference Table
Step Box or Other Location Procedure

A Home Page Click the Pay Employees icon under Employees.

B
Start Unscheduled Payroll 
button

Select the Payroll tab and click Start Unscheduled Payroll to open the 
Enter Payroll Information window.

C Pay Period Ends Verify the date entered or change.

D Check Date Verify check date or change.

E
Handwrite & Assign  
check numbers radio button

Click the radio button if it is not already selected. Note that you will 
not be printing checks in this project, so you need to select the manual 
check option. QuickBooks will record the effects of the paychecks, but 
you will not have to print them.

F First Check # box Accept the default check number or change.

G Check All button
Click the Check All button to select all employees. Note: If you are only 
paying one employee, click only on that employee’s line, which will 
place a check mark next to the employee’s name.

H
Regular Pay and  
Overtime hours boxes

Enter the regular pay hours and overtime hours for each hourly 
employee in the window.

I Continue button
Click the Continue button to open the Review and Create Paychecks 
window.

J Open Paycheck Detail button
Click the Open Paycheck Detail button to open the Preview Paycheck 
window for the first employee.

K Preview Paycheck window
Review the information entered under Earnings and other payroll 
items. Accept the default information or edit the rate, hours, etc. Click 
Save & Next.
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Step Box or Other Location Procedure

L Preview Paycheck window
Repeat step K for all remaining employees. When you have reviewed 
the last employee’s paycheck, click Save & Close instead of Save & Next. 
This reopens the Review and Create Paychecks window.

M
Review and Create 
Paychecks window

Verify that all entered information is correct. If correct, click the Create 
Paychecks button. If there are errors, correct them in this window or 
use the Open Paycheck Detail button to open the Preview Paycheck 
Detail window and correct the information.

N
Confirmation and Next Steps 
window

Click Close. Note that in this project you will not be printing pay checks, 
so there is no need to select the Print Paychecks button.

Pay Employees
QuickBooks windows
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( windows continued on the following page )

Quick Reference Table ( continued )
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Pay Employees
QuickBooks windows ( continued )

( windows continued on the following page )
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Pay Employees
QuickBooks windows ( continued )
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