Luongo &
Associates, PC
Certified Public Accountants
[image: ]



QUICKBOOKS REPORTS TO PRINT 
FOR QUARTERLY PAYROLL REPORT PREPARATION

1.  PAYROLL SUMMARY
Click on Reports, then Employees and Payroll, then Payroll Summary.   Change the date to the 1st and last day of the quarter.

2. PAYMENTS AND/OR LIABILITIY LIST (for federal & state tax payments made)

A. PREFERRED REPORT – 1ST CHOICE
If you make your tax payments online (on time) you can print out a federal and state payment list directly from the federal and state website’s.  

B. OR  – 2ND CHOICE
If you have a newer version of QuickBooks, you can go into the Payroll Center, under the blue ribbon, choose Client-Ready Payroll Reports.  Change the date to the 1st day of the quarter to the current date.   Click on 941/940/State Liabilities and Payments.  Then Click Create Reports.

C. OR 
TRANSACTION DETAIL BY ACCOUNT (for federal & state tax payments made)
Click on Reports, then Accountant & Taxes, then Transaction Detail by Account.  Go to Modify Report and change the date to the 1st day of the quarter to the current date.  Click on Display and  “Uncheck” Adj., Memo, Class, Clr & Balance.  These columns are not needed and make the report print nicer.  Then click on Filters, then under “Filters” choose Transaction Type.  Then under Transaction Type scroll down and choose Payroll Liability by Check.  
      AND / OR

If you have NOT been able to pay your federal payments or have made them late I will also need a copy of the 941 out of your system.   This can be done from the Process Payroll Forms in the payroll section.  Choose Federal Form.   Choose Quarterly Form 941/Sch B.  Go to page 2, be sure to uncheck Monthly and Check box for semiweekly filer.   Choose print for your records.  If you receive an error message saying more items need to be done – just click “Yes” to print anyway.   This should print a 941 report with many pages.    I only need the one labeled Schedule B.  

3. If you have any new employees please send an Employee report.  Click on Reports, then Employees and Payroll, then Employee Contact List.  We don’t need the phone number or Gender so these items can be “Unchecked” in the Modify Reports tab.  Please make sure that we can read the entire address including the zip code.
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