Employee Maintenance

Employee maintenance includes adding an employee record, changing information for an existing
employee, and deleting a former employee’s record. The three maintenance tasks are covered in detail on
the following pages, including QBO windows. Note that there are several pages of QBO windows for this
section, and the circled letters from the Quick Reference Tables are disbursed throughout those pages.

Add an Employee Record - Quick Reference Table

Step

Box or Other Location

Procedure

A

QBO Navigation Bar

Click Payroll > Employees to open the employee listing.

(8]

Add an employee button

Click the Add an employee button.

@

Add Employee window

Uncheck the box next to “Ask this employee to enter their personal,
tax, and banking info with QuickBooks Workforce” in the first section
because there is no way to accommodate this feature using the
educational platform. Note that all window illustrations were done
with this check box unchecked. Then complete the first few sections
of the Add Employee window up to the point of adding the pay rate/
salary amount.*

+ Add Additional pay
types link

If the new employee will receive any additional types of pay (overtime,
holiday, commission, bonus, for example), click the + Additional pay
types link to open the Pay types window.

Pay types window

If the employee is to receive additional types of pay, select the
appropriate type(s). Note: If Overtime Pay is selected, QBO will
automatically pay 1.5 times the regularly hourly rate for overtime hours
worked by hourly employees.

Save button (Pay types
window)

When all additional pay types have been entered, click the Save button
to return to the Add Employee window.

+ Add deductions link

If the employee has any additional deductions or garnishments, click the
+ Add deductions link to open the Deductions & contributions window.

Deductions &
contributions window

If the employee has additional deductions and/or contributions (flexible
spending accounts, HSA plans, other taxable deductions, health
insurance contribution, and/or retirement contribution), click the

+ Add deduction/contribution link and enter the items.

Garnishments
(Deductions &
contributions window)

If the employee has any garnishments (spousal support, federal tax
levy, other), click the + Add garnishment link and enter the items.

Done button (Deductions
& contributions window)

Click the Done button when you are finished adding any deductions/
contributions and/or garnishments. This will return you to the Add
Employee window.

+ Enter W-4 form

Click the + Enter W-4 form link to open the Add withholdings window.

@0 0 & 6 00 ® O

Add withholdings
window

Enter all information for federal, state, and local tax withholdings to the
extent the information is available.
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Add an Employee Record - Quick Reference Table (continued)

Step | Box or Other Location Procedure

When you have finished entering all federal, state, and local tax

m Save button (Add withholdings, click the Save button to return to the Add Employee

withholdings window)

window.
m Add Employee window — Complete the remaining parts of the Add Employee window, such as
remaining sections birth date and method of payment.
Q Add Employee window Review all information to verify that it is correct.
Q Done button Click the Done button to save the new employee record.

* Because QBO constantly updates its payroll windows, the number of sections in the Add Employee window, as well as the
location of some of the boxes, may change from what is shown in the illustrations. The same basic information is presented,
however.
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Add an Employee Record
QBO windows

qb aﬂﬁlckbooks == Jackson Supply Company

SN .. Jackson Supply Company

Dashb: d
ashboar Get things done Business overview

Banking

Sales
WORKSPACE

Cash flow
Expenses
Projects
Payroll Overview
Manage
Time Employees customers
Reports Contractors
Taxes Workers' comp
Mileage Beneflts
Accounting HR Adviser
My accountant Compllance
Apps /

Vs

Payroll

Overview Employees Contractors Workers' comp Benefits HR Advlser Compllance

Employees IR

Next payroll due Monday, 02/28/2022
Paycheck list

© Femilies First Coronavirus Response Act. X
If your employees or their families are affected by COVID-19, you can pay them sick lesve and apply a creditto your
payroll taxes. Learn more

@ CARES Act. X
Defer your Sociel Security tax psyments and apply a wege retention credit to help keep your employees on payroll. Learn
more

© Workers' comp insurance is required in Michigan. X

Psy only what's nesded, whenever you run payroll. Learn more

PRIVACY (I

[Find an emptoyes Q] [ ][ add on ]

Employees
ey Workforce employee
'
NAME & PAY RATE PAY METHOD STATUS e
Brownell, Jennifer $65,000.00/year Check Active
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Add an Employee Record

QBO windows (continued)

©

p
Add Employee

Pay Prodils Empleyment
Personal info

r [First nams" M.d,  Last mame"
Hire date

Wby o w eed his?

Win'll smadl an Invits for this smployse to view their pay stubs and W.2 with QuickBizaks  Leam about
Workiorce, Warkioree

ASK thiz smployes 16 Eited thald persanal, thx (2020 W-1), and bankifdg e with QuickBooks Weiklaice,
O This s Leiting your enter their porsenal infe impraves aceuracy,
Imeite this smglayee to track and record thesr hours with GuickBooks Time, Laarn mare

How often do you pay this employee?

Etir 5 b ditails and we'll wark oul yeur company's What i & pay

Ewany inhitli starting 02282002

How much do you pay this employee?

W your company atters additionsl pay types, add them kere. Thess pay types shew up when yos rus payrail.
Laarn maors about pay types

¥ ¥ o
Diefault hearst hioisrs per day snd shirys. par wmsk,; faptiansl). Whal wre duteul) heaea?

Q &+ Rdd additinnal pay types |l overtime and sick pag)

Does this employee have any deductions? (Examples: retirement,
health care)

may inehide o plans, B and loan e sdded hore

[°F8
Leaini more aboul dedustion

Mo deducticons (meat commen).
@. A Sriastions

What are this employee's withholdings?

Yo esi find this inks 6a this employes’s WL, What is & Wa?
@ + Enter Wi form

r What are your employee's personal details?

Adil employee’s pecionsl detalls,

iirth date

How do you want to pay this employee?

In @ risshy? Cheass paper check for naw and some bask to changs this bater. Learm aboud ways to pay

Direot depasit
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Note: This illustration
encompasses the entire
contents of the window
for illustration purposes.
You will need to use the
scroll bar to view and
complete the lower
sections of the window.
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Add an Employee Record
QBO windows (continued)

(Pay types ® X

How much do you want to pay Employee?
Supported pay types?

Pay type Rate per hour

Default hours (optional)

Set default hours if this employee will work the same number of hours every pay period. This
saves you time and may make you eligible for Auto Payroll. You can always update hours when
running payroll.Learn Ahout Auto Payroll

Hours per day Days per week

I J l

Pay type
o

+ Another hourly pay type

r v Common pay types

(7] overtime Pay

(] Holiday Pay

(] Bonus

L (] commission

Deductions & contributions ® X

Any deductions or contributions for Jennifer?

Deductions/contributions

Deductions may include health insurance, retirement plans, loan
repayments, and so on.Learn More

m + Add deduction/contribution

Garnishments

A garnishment is a court order to withhold wages from an employee and
send the money to an agency or ereditor.Learn More

0 + Add garnishment

Y 0
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Add an Employee Record

QBO windows (continued)

-

i

Add withholdings

What are Employee's withholdings?

’_

Personal info
First nams LAY Last nams
Emplayes L N
Frvee
Aty wh Vw LI 2P wadde
-
Jocisd Jecurity sumber

WLl Tyl Pt 2m EFINE

¢

Federal withholding
You can find the nformation for this section on Imgloyee's Wed farm, Heed a Blank Wl form®
Filing stiriue (tew 18]

~

Sieen yon F Emlenes hos marked this ben me Wi Wl (Bee 20)
Tes

[T T
L)

Othar adpmtmns
Othar mosme {Stp dal
£ 0

Deducbons [Sten &k Exira wrihbaldng |St=p

)

~ Btate withholding
1 skate taxes
You san find the mformation for this section an Imgployes's state tax form, Heed a blank state form®

Filing stmtun =

Regular m o wethmaie
50

~ Local taxes

Lemm mere
lLanks like there aren't any lesal taxes for this lacatian. If Empleyes lives or warks in a state with local tawns, yeu may want io
double-chech i location. Edit loeatian

= Tax exempiions

These are not comman, Certain government criteria must be met ta take these sxemptions.
Hok surs? Contact o tax sxcpert o fie applicable tax agerney Loasn Mors

| FUTA
| Bosisd Beeurity snd Medseare

%

Note: The illustration
below encompasses the
entire contents of the
window for illustration
purposes. You will need to
use the scroll bar to view
and complete the lower
sections of the window.

- ey
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Change Information in an Existing Employee’s Record - Quick Reference Table

Step | Box or Other Location

Procedure

o QBO Navigation Bar

Click Payroll > Employees to open the employee listing.

e Name column

For the employee whose record you need to edit, click on the
employee’s name to open the Employee details tab.

G Edit employee button

Click the Edit employee button next to the employee’s icon and name
to open a details window for that employee.

Q Employee details

Locate the section(s) that need to be edited and make the appropriate
changes.

G Done button

When all changes have been properly made, click the Done button to
save the changes.

Change Information in an Existing Employee’s Record

QBO windows

@ guickbooks

+ New

Dashboard

Banking

Sales

Cash flow

Expenses

Projects

Payroll

Time

Reports

Taxes

Mileage

Accounting

My accountant

Apps

Y
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== Jackson Supply Company

Jackson Supply Company

LOGO

Get things done Business overview

WORKSPACE

Q)
Overview
uc W
=

Employees h A )

Contractors

Workers' comp

HR Adviser

Compllance
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Change Information in an Existing Employee’s Record
QBO windows (continued)

(Payroll
Overview Employees Contractors Work " comp Benefit: HR Advi Ci
Employees

Next payroll due Thursd

° Families First Coronavirus Response Act.
If your employees or their families are affected by COVID-19, you can pay them sick leave and apply
a credit to your payroll taxes. Learn more

© CARES Act.

employees on payroll. Learn more

Defer your Social Security tax payments and apply a wage retention credit to help keep your

0 Workers' comp insurance is required in Michigan.
Pay only what's needed, whenever you run payroll. Learn more

[Fna an empioyee Q]

Active

Employees
v

ay, 03/31/2022
Paycheck list

PRIVACY (D

)(

Invite to
‘Workforce

Add an
employee

j@

NAME & PAY RATE PAY METHOD STATUS
Brownell, Jennifer @ e $65,000.00/year Check Active
Phelps, Mark 520.00/hour Check Active
- J
Jennifer M. Brownell
Edit employee G
Employee Paycheck list
details
Pay Profile Employment
Taxes Married Filing Jointly (or Qualifying Address 2455 Field Cirele Court Employee ID
Widow(er))
Sosial Okemos, Ml 48864 Status Active
ial
Seourity no, 4567 Birth date 06/08/1973 e e 0200172022
Pay rate $65,000.00 / year Gender - Work location 2867 Jolly Road
Notes Okemos, MI 48864
Pay schedule Every meonth
Job title

Payment .
method Check Workers’ comp class
Deductions  None
Company-
paid
contributions None
Garnishments None
Federal W-4 Download

/L) .
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Change Information in an Existing Employee’s Record
QBO windows (continued)

Gﬂmlhr Brownell

FPay Frofile Empilayment

First nare" ML Lasd e

Jermiter M Browssll

Hire dste

Wivy do we need this?

Lelalesrs)

fmail

Well email s invite Tor this employes o view their pay stubs sad W-2 with Lieara about

OuickBooks Weskloree. o Workloree
vt this smpley i with Tiese, Learn meare

How often do you pay Jennifer?
Ender = huw details and well werk bul your eompany's payrell ealendar. What i 8 pay schedule?

Bvery month = starting 02202033

How much do you pay Jennifer?
1 your campany obfers additional pay types; adel them hers, These pay types shaw up when you ran
Liarn nasrs sbeart pay fypes

Salary = 5 B5000L  peryear -

Q dnrifer works 0.0 hours per day and 5.0 days per week. What's this?

+ Add adeitional pay types (ke overtime sed siok pay)

Does Jennifer have any deductions? (Examples: retirement, health care)
retiremant plans. d boan can be

e haws tos.
{narn mane ahouwt daductions
Mo deductions | mest comimen].
+ Add dodustion

What are Jennifer's withholdings?
Wt cam fived this infe on this employes's W4, What is o W47

Married Filing Juintly (or Qualitying Widewier))

i What are Jennifer's personal details?
Add smployee’s persanal details,

Birth date DEMRIBTI

How do you want to pay Jennifer?
In & rush? Chooens paper check for new and come back to change this kates, Learn about ways to pay

Papes check *

Each t I, we'll eveate that it
Eechtines yeui i payeed 8 payeheck that you can e
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Note: This illustration
encompasses the entire
contents of the window
for illustration purposes.
You will need to use the
scroll bar to view and
complete the lower
sections of the window.
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Delete a Former Employee’s Record - Quick Reference Table

Step

Box or Other Location

Procedure

LA

QBO Navigation Bar

Click Payroll > Employees to open the employee listing.

(B

Name column

For the employee whose record you want to delete, click on the
employee’s name to open the Employee details tab.

Edit employee button

Click the Edit employee button next to the employee’s icon and name
to open a details window for that employee.

©

Delete employee button

Click the Delete employee button.

e

Warning message

A message appears asking if you are sure you want to delete the
employee. Click the Yes button to delete. Click the No button to
preserve the employee’s data. Close all windows to return to the QBO
Home page.

Delete a Former Employee’s Record
QBO windows

@ guickbooks
+ New |

Dashboard H
Banking

Sales

Cash flow

Expenses

Projects

Payroll

Time

Reports

Taxes

Accounting

My accountant

Apps

= Jackson Supply Company

Jackson Supply Company

LoGO

Get things done Business overview

WORKSPACE

Overview
roduc

Employees “ A o rvices customers

Contractors

Workers' comp

Benefits

HR Adviser

Compllance

Y
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Delete a Former Employee’s Record
QBO windows (continued)

(Payroll
Overview Employees Contractors Work " comp Benefit: HR Advi Ci
Employees

Next payroll due Thursd

° Families First Coronavirus Response Act.

a credit to your payroll taxes. Learn more

If your employees or their families are affected by COVID-19, you can pay them sick leave and apply

© CARES Act.

employees on payroll. Learn more

Defer your Social Security tax payments and apply a wage retention credit to help keep your

0 Workers' comp insurance is required in Michigan.
Pay only what's needed, whenever you run payroll. Learn more

[Fna an empioyee Q]

Active

Employees
v

ay, 03/31/2022
Paycheck list

PRIVACY (D

Invite to
‘Workforce

NEEIE

NAME & PAY RATE PAY METHOD STATUS
Brownell, Jennifer @ e $65,000.00/year Check Active
Phelps, Mark 520.00/hour Check Active
- J
Jennifer M. Brownell
Edit employee G
Employee Paycheck list
details
Pay Profile Employment
Taxes Married Filing Jointly (or Qualifying Address 2455 Field Cirele Court Employee ID
Widow(er))
Sosial Okemos, Ml 48864 Status Active
ial
Seourity no, 4567 Birth date 06/08/1973 e e 0200172022
Pay rate $65,000.00 / year Gender - Work location 2867 Jolly Road
Notes Okemos, MI 48864
Pay schedule Every meonth
Job title

Payment .
method Check Workers’ comp class
Deductions  None
Company-
paid
contributions None
Garnishments None
Federal W-4 Download

/L) .
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Delete a Former Employee’s Record
QBO windows (continued)

ﬁmnlhr Brownell

FPay Frofile

| Personal info

First narme" ML Last mame”

denmiler - Browmell

Hire date

Wiy da we need this?

T 022

Bimail

We'll email s invite fer this employes to view their stubs smd W2 with Learn about

QuickBooha Werklorce. R, Worklorce
vt this aiwd with Timwe, Learn mare

Liearn more sbeut pay types

How often do you pay Jennifer?
Ener s buw details and weTl werk oul yous eompaiy’s payrell calerdar. What s & pay schedule?

Bvery month = starting 02202033

How much do you pay Jennifer?
i your company o additional pay types, add them ke, Theas pay types show up when you ren

Salary = % ER0000  peryear -
damnifer works .00 hours par day and 5,00 days per week. What's this?

+ Audd additiansl pay types (like overtime sed siek pay)

Does Jennifer have any deductions? (Examples: retirement, heaith care)

adeied

+ Audd dedustions

Birth date DEMRIBTI

Papes check *

haw toa.
Lnarn mane ahowt daductions

retiramant plans. d boan can be

M deduetions | st commenl.

What are Jennifer's withholdings?
Wt cam fived this infe on this employes's W4, What is o W47

Married Filing Juintly (or Qualitying Widewier))

i What are Jennifer's personal details?
kel smployes’s parsanal details,

How do you want to pay Jennifer?
In & rush? Chooens paper check for new and come back to change this kates, Learn about ways to pay

Each tinws you rus payrell, we'l ereate 3 payehack that you ean peint

-

Deleting will remove all of this employee's info.
Are you sure you want to delete this employee?

T~
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Note: This illustration
encompasses the entire
contents of the window
for illustration purposes.
You will need to use the
scroll bar to view and
complete the lower
sections of the window.
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