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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.

B Add an employee button Click the Add an employee button.

C 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.*  

D
+ 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. 

E 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. 

F
Save button (Pay types 
window)

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

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

H
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. 

I
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. 

J
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.

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

L
Add withholdings 
window

Enter all information for federal, state, and local tax withholdings to the 
extent the information is available. 

(continued)
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Step Box or Other Location Procedure

M
Save button (Add 
withholdings window)

When you have finished entering all federal, state, and local tax 
withholdings, click the Save button to return to the Add Employee 
window.

N
Add Employee window – 
remaining sections

Complete the remaining parts of the Add Employee window, such as 
birth date and method of payment. 

O Add Employee window Review all information to verify that it is correct. 

P 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. 

Add an Employee Record – Quick Reference Table (continued)
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Add an Employee Record 
QBO windows
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Add an Employee Record 
QBO windows (continued)
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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)
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Add an Employee Record 
QBO windows (continued)

L

M

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.
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Change Information in an Existing Employee’s Record – Quick Reference Table

Step Box or Other Location Procedure

A QBO Navigation Bar Click Payroll  Employees to open the employee listing.

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

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

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

E 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

A



Reference — Payroll Cycle and Other Activities: 
Employee MaintenanceCopyrighted Materials - Do Not Duplicate

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

D

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.

E
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Delete a Former Employee’s Record – Quick Reference Table

Step Box or Other Location Procedure

A 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. 

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

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

D

E

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.


