Erunbiz
RECONCILING PAYROLL

Reconciling Payroll Overview:

Payroll Reconciliation Spreadsheet

Year End Closing to Create Year End Wage File
Validation Report

Generate Year End Employee Wage Report
Reopen Payroll/Remove Year-End Information
Payroll Check Summary Smartlist

Period End Payroll Summary Report

941 Quarterly Report

Check for Variations

O 0N AEWNPRE

Introduction

Runbiz recommends reconciling your payroll if not every paycheck, every month and quarterly at the most.
This makes it easier and faster to identify errors and correct mistakes all year long, saving you much
needed time during the end of year rush!

You can balance to your W2 Box 1 Wages, State Wages, Social Security Wages, Medicare Wages and
related Withholdings after every pay period, and since employees are still active, you can adjust the
employees earning and withholdings to easily correct mistakes.

User Notes:

e A W2’s Wage Information is pulled from the GP Payroll Summary tables vs. Detailed tables. When
comparing these reports, you want to be aware of the difference between detailed and summary.
The payroll summary report relies on the taxable wages calculated at the time payroll was posted.
The 941 when printed uses the “current” tax status of deductions to recalculate taxable wages.

e |tis necessary to “close” your payroll to create the Year End Wage Report and Validation report.
You may open and close payroll as many times as you wish during the year.

Non-disclosure:
Contents of this report are for the express use of CUSTOMER. The information enclosed is considered proprietary and is the sole intellectual property of Run Business Solutions
Inc. This information should not be shared outside CUSTOMER and will not be disclosed to any competitor.

9515 W. Amairillo Bivd.  Amarillo, TX 79124 806.322.2150 H run biz



BRrunbiz

Step 1: Open Payroll Reconciliation Spreadsheet

Open the payroll reconciliation spreadsheet to have this handy. After each report, enter the information
from the report into the correct column on the spreadsheet.

+» Check email for link to the Payroll Reconciliation Spreadsheet and training video

Dashboard  Projects Devices  Team Q Search...

H Projects & Training B Dynamics GP Training & Payroll Reconciliation Status: 100% Stored

Payroll Reconciliation EE@ & [+raa- | ¢+ 2 & @

® Comments % Shares (3) o' Public Link &= Email

Filter: Show deleted Link: https://us.awp....c1-f77b97fb05-2 send link
1= o=
D I d Name = Changed By = Type = Size - Date - = mm
ownloa
T o41-w-2 Payroll Reconciliation example blank.xlsx Me XLSX 129 KB 12/4/18 1:17 PM
Spreadsheet —
» GP- Balance Payroll Throughout the Year (New edit).mp4 Me NP4 82.5MB 12711418 1:33 PM

User Note: Only enter information into the blue boxes. The highlighted yellow columns will show
discrepancies between GP reports and the 941 quarterly reports. Any number in one of the yellow columns
that is not 0 at the end of this process needs to be investigated and corrected.

If you find that you need help making these corrections, please call Runbiz for support.

941-W-2 Payroll Reconciliation example blankxdsx - Protected View - Excel

File Home  Insert  Draw  Pagelayout  Formulas  Data  Review  View  Help O Tell me what you want to do
(1) PROTECTED VIEW Be careful—files from the Intemet can contain viruses, Unless you need to edit, its safer to stay in Protected View. Enable Editing
L5 i f
A 8 c D E F G H | J K L M N
1_|Payroll Reconcilation
2 |941 & W-3 should match.
Period End

Report: Payroll Check Variance

Payroll  Variance 941to Register Smartlist Smartlistto941  W-3/YearEnd  Variance W-3to
3 QiR1 Qir2 Qir3 QR4 941 Total summary _Payroll Summary __Summary Total Wage File Totals 941
4 941 Totals:
5 |Taxable Wages Line 2 $0.00 $0.00 $0.00 $0.00
? FIT Line 3 $0.00 $0.00 $0.00 $0.00
8 [ss wages Line 5a Column 1 $0.00 $0.00 $0.00 $0.00
2 | ssTax (Employer) $0.00 $0.00 $0.00
10| SSTax WH (Employee) $0.00 $0.00 $0.00 $0.00
11|55 Tax Total Line 5a Column 3 $0.00 $0.00 $0.00 $0.00
12
12 |MC Wages Line 5¢ Column 1 $0.00 $0.00 $0.00 $0.00
14| MCTax (Employer) $0.00 $0.00 $0.00
15| MCTax WH (Employee) $0.00 $0.00 $0.00 $0.00
16 |MC Tax Total Line 5¢c Column 3 $0.00 $0.00 $0.00 $0.00
7
18 |Additional Medicare Wages  Line 5d Column 1 $0.00 $0.00 $0.00 $0.00
19 |Additional Medicare Taxes $0.00 $0.00 $0.00 $0.00
20
21
22
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Step 2: Close Payroll

The Payroll Year End Close provides the ability to print the Year End Wage Report, create a Smartlist: Year-
End Close File, and create a Validation Report.

User Note: Before you close, it is a good idea to create a backup, just in case!

1' HR & Payro” L@ Home » HR &Payroll » HR & Payroll
. . s e
2. Routines tile e
i R Payron HR & Payroll
3. Select Year-End Closing [ e
oo Traneaction Entry Employee
: """"”“"m Mass Entry .
4 “ pore Cakculste Checks: Quick Assignment
b Organizational Employment Rep...
All Human Resources Regorts List Prit Checks Pay Code
Payroll Report List Generate ACH File Deducticn
Microsoft Dynamics GP Reports Manusl Checks. Deduchon Sequence
L e =
mmm Void Checks Summary
Other Reports. Actvate Post-Doted | Post-Dated Pay Rates
e e
W2 - Wage and Tax Statement. =3 -
P (i 3
b Current Timecards
St el ===
HRP Workfiow Pending Approval B A b
b m Employee Record Print W-2s [
b Administer Benefit Eneoliments Employee Record Summary Edit 1099-Rs
Employee Summary Print 1039-Rs.
Employee Pay Hstory -2 Electionc Filng.
s i
‘Comgany Payroll Summary Checkists
Humen Resources:
Employee

4. Enter the current year
5. Click Process

[ HR _Payroll
Applicants
Attendance Transactions x i ?l @g
Employees Cancel File | Tools | Help Add
b Employee Reports g A ¥ Note
b Recruitment Reports Actions File | Tools Help
b Work Environment Reports
b Professional Develop Report: Create Year-End Wage File for Year
b Organizational Employment Rep...

All Human Resources Reports List

Payroll Report List

Microsoft Dynamics GP Reports A

Excel Reports Batches

Smartlist Favorites Void Checks

Other Reports Activate Post-Dated

User Note: If you see a pop-up box asking if you wish to carry over and reset PTO YTD amounts, ignore this
box and click cancel.
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Step 3: Check Validation Report

This report will print warnings that could arrise with the Social Security Administration.

1. HR & Payroll Mictosoft Dynamics G
’ y O©)7 [T tome » trarayan + bR &Pyl
2 Routl nes t||e Transactions + Inquiy ~ Reports v Cards ~
‘ [l Microsoft Dynamics 6P ~ By [ [
3. Select Print W-2s ot bl
* Applicants il T -
Attendance Transactions [, Payrol — 5
Employees | i - "‘":
b Employee Reports Mans Exty Y:“’V“'
b Recruitment Reports aey =y
b Work Environment Reports
b Professional Development Reports w"u"‘ — = ::Yn
b Organizational Employment Rep... e Assignment
All Human Resources Reports List Print Checks Pay Code
Payroll Report List Generate ACH Fiie Deduction
Microsoft Dynamics GP Reports Manual Checks | Deduction Sequence
Excel Reports Batches ol
Smartlist Favorites Void Checks Summary
Other Reports Activate Post-Dated Post-Dated Pay Rates
Paystubs
W2-Wageand Tax Statement | $ o e
T o =y
urrent Timecar
Year-End Closing
Timecards Pending Approval — sk o
HRP Workflow Pending Approval S -
pype Employee Record i
b Benefit Enroliments
b Administer Benefit Envollments Excloyes Record Sumwery Edi 1093Rs
Employee Summary Print 1099-Rs
Employee Pay History W-2 Blectronic Filing
‘ Pay Codes History Fom 8027
Company Payroll Summary Checkiists
| 4 Human Resources
Employee
Onoemtinn Oensschnnn.
4 Payol
G Home Payrol o
- Location
2 [l Dopsriment ‘
@ Finandial Position
Supervisor
@y soes Employee Class
fv . ‘Workers' Compensation
Y 2 Shift Code
B toventory PayCode

4. Select the correct year
5. Click the radio button to generate the
Validation Report.

Non-disclosure:

i}

i
| v Home » HR&Payroll » HR & Payroll

Transactions + Inquiry ~ Reports  Cards +

[ Microsoft Dynamics GP » Ry [ [

HR Payroll

Applicants i {
Attendance Transactions
Employees Q 9 ﬂ | 0 :
b Employee Reports Save Clear | File Tools | Help Add
) - v |~ Note
: ::::z:;:ﬂmmw = Actions File Tools ‘ Help |
b Professional Development Reports .
b Organizstional Employment Rep. f3
All Human Resources Reports Lis
il Febrtlat [Pintw2's For © NomalYearEnd O PreVearEndInactive Enployees ]
Microsoft Dynamics GP Reports
Excel Reports | Employee Type: @® Regdar O Medicare Qualfied Govemment Employee ]
Smartlst Favorites
Other Reports [EmployeeD: @ Al O Fiom | e | ]
Pantibs Statting Contol Number | | Order: [MOGE /Emplopes 1D v] .
W2 - Wage and Tax Statement {
b Historical Timecards Form Type:
b Current Timecards Company | Fabrikam, Inc. | [ wide - Continuous v]
Timecards Pending Approval Address ID | Primary Piint
HRP Workflow Pending Approval [| Address AL e @ Valdation Report
Ny e i O W2 Foms Alignment
b Benefit Enrollments . O W-2Foms
b Administer Benefit £ S [ Exclude ESS Printed W-2
A L O W3 TransmitalForm
ZIP Code. 506014277 i
O 1034C Transmittal
[ Employer provided sel = Kind of Employer:
——————— |None apply v
Employer Number BER0N6 | o CEE =
-
4 Payroll ,_J
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6. Choose how the report

opens
7. Click OK

Correcting the Validation Reports

eo-

Home » HR&Payroll » HR & Payroll

Transactions ~

Inquiry ~ Reports + Cards ~

| Bl Microsoft Dynamics GP ~ 3y, [ [

Applicants | V-2
Attendance Transactions
i 9 a5 il @0
b Employee Reports Save Clear | File |Prifil| Tools | Help Add
b Recruitment Reports iz R, b | M= LRE
S roore ctions. Fie | Tools | Help
b Professional Development Reports
bl Rep.
g Year: 2017 v [J Publish to Employee Self Service
Al Human Resources Reports List
ol Berbal [Pt W2 s For: © Nomal YearEnd O PreYearEnd Inaclive Emplogees
Microsoft Dynamics GP Reports
Excel Reports |Employes Type: @© Regiar O Medicare Qualfied Government Employee ]
Smartlst Favorites ~ Report i
Other Reports |Employee 1D @ Al O Fom | FlTa | Fl Name: W-2Validation
::Zy_“:v:eand Starting Control Number [ | Order: [MOGE / Employee 1D v] 1/ Aok Each Tine -
b Historical Timecards Form Type: =
b Current Timecards Company | Fabrkam, Inc. | [1 Wide - Continuous VI [ Destination
Timecards Pending Approval Address ID_| Piimayy =, RepcrtTyre:
HRP Workflow Pending Approval | Addess 4277 West Dak Parkway o =
A o [ Printer
b Benefit Enroliments ) O w-2Foms O Fie
b Administer Benefit Enroliments ;‘:u ::L“”ag" [] Exclude ESS Printed W-2 e | 7
ZIP Code 608014277 8 :‘;:;é""““'“ Fom FieFomat  [Textfie v
O 1034 Transmital @© Append O Replace
: Kind of Emploper:
;! En-mlnyel pr il N e 5 0K Cancel
Employer Identification Number 238260216 s e —
V%ﬁ]‘
= A

8. Correct errors by correcting employee card, adjusting with-holdings, etc.

Possible errors can include:

e Invalid social security number
e Address has to many characters, e-files with cut off address after 22
e The FICA/SS Wage of blank amount exceed list of FICA/SS Wage limit
m Secreen Output - W-2 Validation \;‘M
File Edit Tools Find Help Fabrikam, Inc. 4/12/2027
S Pt =] SendTo | Medn [100% v || Completed 1 Page | Page1 ‘
System: 12/12/2018 9:37:04 AM Fabrikam, Inc. ~
User Date: 4/12/2027 W-2 Validation D
U.8. Payroll
Year Employee ID Error Description
2017 ACRKE0001 Each address line can only have 22 characters for magnetic media;
2017 ACKE0001 *917239833" as SSN is invalid
2017 BARB0001 *986225953" as SSN is invalid
2017 BARB0001 FICA/MC Tax W/H' of $276.62 <> calculated of $271.62
2017 BARR00O1 *544229158" as SSN is invalid
2017 BONIOO001 *982581991" as SSN is invalid
2017 CHENO0001 *000922390" as SSN is invalid
2017 CLAY0001 *544563856" as SSN is invalid
2017 DELAO0O1 *000209416" as SSN is invalid
2017 DOYL0001 983057712 as 8SN is invalid

User Note: To check that corrections have dropped off the validation report, recreate the year-end wage
file and run the validation report.
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Step 4: Generate Year-End Employee Wage Report

BRrunbiz

1. HR & Payroll [ Microsoft Dynamics GP'
‘c@v Home » HR&Payroll » HR & Payroll
2 . RO utines ti I e Transactions ~ Inquiry ~ Reports v Cards ~
[P Microsoft Dynamics GP ~ By | |
3. Click Year-End e — HR & Payroll
= =
Y, R t Bppicacts (21| Transactions =l Gars
a ge e p O r ?ﬁev;dance Transactions 4 Pl o ||| =
> Employesk s g o
ot iy -
b Recruitment Reports
) Build Checks State Tax
b Work Environment Reports
b Professional Development Reports v L L TS
b Organizational Employment Rep... Calabots (hecka Quick Assignment
All Human Resources Reports List Print Checks Pay Code
Payroll Report List Generate ACH File Deduction
Microsoft Dynamics GP Reports Manual Checks = Deduction Sequence
Excel Reports Batches Benefit
Smartlist Favorites Void Checks Summary
Other Reports Activate Post-Dated Post-Dated Pay Rates
Paystubs \ A B
:
W2 - Wage and Tax ‘1,) Inquiry @ T
: Historical Timecards s o Pt
Current Timecards pn— N e B
Timecards Pending Approval e
: D raey
HRP Workflow Pending Approval :
My Team Employee = Edit W-2s
b Benefit Enrollments Employee Record EmiVios
b Administer Benefit Enrollments Employee Record Summary Edit 1093-Rs
Employes Summary = Print 1099-Rs
Employee Pay History W-2 Electronic Filing
Pay Codes History Form 8027
Company Payroll Summary Checkiists
4 Human Resources
Employee
L M
I 4 Payol .
E’ Home Payroll =
Location
el & HR & Payroll Department
T Position
Supervisor
@ Sales Employes Class
@ . Workers' Compensation
2 Shift Code
B inventory Pay Code
El -
4. Select the correct

v Home » HR&Payroll » HR & Payroll

year 2

5. Click print

Transactions ~ Inquiry ~ Reports ~ Cards ~
Microsoft Dynamics GP ~ in = &

HR Payroll

Applicants

Attendance Transactions

Employees
Employee Reports
Recruitment Reports

v vV v v v

Work Environment Reports
Professional Development Reports

it @3

Tools | Help Add
Y. Y  Note

O anuahonal Bl

g P

Rep...
3 <P | Emplayee Type:

® Regular

O Medicare Qualified Gov't Employees

All Human R es Reports List

Payroll Report List

Microsoft Dynamics GP Reports

Excel Reports
Smartlist Favorites
Other Reports
Paystubs

W2 - Wage and Tax Statement

b Historical Timecards

Non-disclosure:

Order: IMQGE / Emplayee 1D vl

I Employee ID:

O From:

To:

[4 Payrol
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6. Choose how you would like to

see the report.
7. Click OK

BRrunbiz

Microsoft Dynamics GP

Payroll » HR & Payroll

ts » Cards -

==}

i) Year-End Wage Report - TWO (Jessica)

X d« il @7

Cancel File  Print | Tools | Help Add

Actions File ‘ Toals

‘Year: am7 v

|Emplogee Type: @ Regular

O Medi.ye Qualiied Govt Emplayess

Oider:  |MOGE / Employee ID v

|Employe 1D ® a4l O Fom |

Ta:

Fl

[~ Report
Mame:  YearEnd Employes Wane Repot

[] Ask Each Time

4 Payrol
Check History
Transaclion Histary
Employee
Employee Record
Employee Record Summary
Employee Summary
Employee Pay History
Pay Codes History
Company Payroll Summary
4 Human Resources
Employee
r—

Beannd

[~ Destination

Fieport Type:

[ Sereen
[ Printer
L] File

File Marme:

File Format:

|

Text file a

® Apperd O Peplace

e oK Cancel
=

User Note: The first page of the wage report displays the tax rates that are currently in GP, verify those are
correct. The last page of this report which is the W-3 summary of all your employee’s W-2 info for the year
as of your last payroll. You may also use a Smartlist to gather this info.

8. Refer to the Payroll reconciliation spreadsheet and enter the amounts in the column labeled W-

3/Year End Wage File.

a. Taxable wage amount

m+0 oo T

Federal Income tax amount
Social security wages
Social security tax employee withholding (This report only list the employee withholding.)
Medicare taxable wages

Medicare tax employee withholding, and any additional Medicare wages or taxes.

Add State, if you have state withholding

Screen Output - Year End Emplayee Wage Report

Jessica Fobeikam, Inc. 4/12/2021

3 ] | Competns 23 Page:.

Page2s

Zocaliry

4q391.44
25229.72

Non-disclosure:
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Step 5: Reopen Payroll

1. HR & Payroll
2. Utilities tile
3. Select Remove Year-End information

4. Carefully, Select the correct year to remove

5. Click Insert
6. Click Process.

7. Pop-up box: “Are you sure you want to
remove information for current year?”
Double check you selected the correct year.

Select Remove

Non-disclosure:
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Customize this page...

= 1

4 Payoll It

Employee Lists
\wlage and Hour -

i —

History

Reprint Joumals

Setup

Groups

Period-End

Quarter-End
Cross-Company

PTO

Advanced Labor Reporting

il Dot

4 Payroll
Reconcile

QL= o]
Remove Inactive Records
Remove Distributions.
Remove Payroll History
Remove Employee Summary
Remove Joumals
Edit Liabilities
Mass Update
Gross Up

Retroactive Pay Management

L)

‘G@- Home » HR&Payroll » HR & Payroll

Transactions ~ Inquiry ~ Reports ~ Cards -
[l Microsoft Dynamics GP = Ry [ [

HR Payrll HR & Payroll
Applicants il
Attendance Transactions
X = il @7
b Employee Reports Process |Concel | File | Tools | Help Add
b Recruitment Reports [ - | v Note
& Work Envi Reports File | Tools Help
b Professional Developmenf@eports
[3 Restrictions:
Carefully! a7
Microsoft Dynamics GP Reports
Excel Reports
Smartlist Favorites
Other Reports
Paystubs
W2 - Wage and Tax (=
[ Historical Timecards 4 Payol
b Current Timecards i
Timecards Pending Approval )
HRD Warkflruw Dandinse Annraval ‘Transachon Helory
‘Microsoft Dynamics GP
&Payroll » HR & Payroll B B
orts + Cards
[ &)
—| HR & Payroll
T sy e = [ 3 | o
4 Payell
e
va; Concel | File | Tooks Help Add Tax
s i e
Actions Fle | Tooks | Help f‘::”
-
s
;‘ Year, Restickons: Quick Assignment
™ 27 v et >> 07 Pay Code
Deduction
| o
i |
4 Payl Are you sure
Check Hastory 0
- Transaction History
Employee.
Employee Record
Employee Record Summary
crapesatn O =] (=1
Employee Pay History
‘ Fom 8027

Pay Codes History

Inc. This information should not be shared outside CUSTOMER and will not be disclosed to any competitor.
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Step 6: Generate Payroll Check Register Summary (Smartlist)

1. Click on your Smartlist icon or Select Microsoft Dynamics GP

drop-down menu and select Smartlist

2. Click + next to the Payroll folder
3. Click + next to the Payroll Check Register Summary
e Choose either the correct smart list for the year or

e Check the search for the correct data parameters.

Search Data
Parameters

127
OK [Cancel | File | Tools
w7 Sl e
wan Actions File | Took | Help
2
Y1201 —
et Cobam Hame: ae
T | MEmAR 1D [is between | [Ertec Dae v wnenr @
s217 (] Fiekd Conpasison Mach Case. Erter Date v 12men7 3
EChoose the date range Seach Deirion?
— Coham Mame: e Valon
vkeiid B [fesaunitc
Y21 (] Fied Compenzon 7 Match Cane
— = Seuipan3
w2017 [
il Cobarn Name: Fie Ve
Nz | T e
12172017 1 2 (vt
L] Fied Comparisen 7 Mt Cone
[ Seach Defition 4
Cobare Name: P Vabon
i B sl
] Fid Compesison  Match Came
[— Seach Optons
| Maximum Recouds: 1,00 SewchType:  [MachAl V) —
17 Pageoll Check Reg. | Complosed il | i
(oo ] -

Non-disclosure:

.G@'

Home » HR&Payroll » HR & Payroll

Transactions - Inquiy ~ Reports -~ Cards ~

| B Microsoft Dynamics GP m EN

| User and Company ———
| User Date ==
g
N {4 Payron
Jots ¥ Transaction Entry
Maintenance 3 Entry
e ==
Reminders Accrue
Task List Calculate Checks
Process Monitor Print Checks
Report Processing Status Generate ACH File
User Preferences Manual Checks
Batches
Print Setup... eud
Print... Ctrl+p o
Close All Windows A
e T
istorical Timeca u Payto"
b Current Timecards ey
Timecards Pending Approval S
i Transaction History
HRP Workflow Pending Approval i
My Team Emm
b Beneit Enroliments Dlise Gecond
b Administer Benefit Enroliments Employee Record Summary
Fmnlovee Summary

Actions

Human Resources
= Payroll é
Email Addfess
(£ Emergency Contact|
& Employee Deduct S
&) Employee Paycodes|
& Employee Summany|

2 Employees

3 Payroll Summary
- Payroll Transactions|
& Payroll Work Check|
- Quarterly SUTA Rep
- Year End Wage File
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4. Export report to Excel

R &

Pu ot | Smartlist | Additional F
- v

Actions Options | Additional F
Pl Payroll Check Register Summary - 2017 Check Register Summary Payroll Processing
Check Date Gross Wages Federal Wages Federal Taxes W/H = Employee FICA/Medicare W/H
1172017 $28,975.68 $27,007.10 $2,269.41 $405.98
1/1/2017 $5,900.00 $5,900.00 $1,595.17 $85.55
17172017 $28,170.00 $28,170.00 $6,655.17 3408.47
2172007 $28,147.81 $26,207.49 $2,151.41 $393.93
3/1/2017 $29,141.84 $27,163.60 $2,281.96 $408.41
47172017 $29,019.39 $27,047.10 $2,270.54 $406.60
4/12/2017 $0.00 50.00 $0.00 $5.00
5/1/2017 $30,792.96 $28,763.97 $2,505.70 $43233
6/1/2017 $29,116.42 $27,140.04 $2,269.93 $408.03
6/1/2017 $7,400.00 $7,400.00 $2,123.00 $107.30
6/1/2017 $28,170.00 $28,170.00 $6,655.17 3408.46
7/1/2017 $29,115.95 $27,141.12 $2,279.92 $408.00
8/1/2017 $28,977.08 $27,008.16 $2,259.66 $406.00
9/1/2017 $29,847.35 $27,846.73 $2,368.11 $418.65
10/1/2017 $29,186.48 $27,206.45 $2,281.76 $409.03
1172017 $29,296.71 $27,313.76 $2,301.76 $410.60
12/1/2017 $27,402.56 $25,487.88 $2,122.77 $383.16
(<] [

‘ 17 Payioll Check Regi: | Completed ' First 1000 records where Check Date is between 1/1/2017 and 12/31/2017.

I} [SN—

5. Enter column totals from the Payroll Check Register Summary (Smartlist) into the Payroll Reconciliation
Spreadsheet: Payroll Check Register Smartlist Summary column.
a. Taxable Wages
b. Federal Taxes Withheld
c. Employer Social Security Tax
d. SS Employee Withholding
e. Total Social Security Tax
f. Medicare Employer Tax
g. Medicare Employee Withholding
h. Medicare Tax Total

= O i1 ot | = [ BRE T
S| 4wy [n | Creamowt remes| EETTINEN s 0 CED oy
Yy L L, ure B i an
St - =
frioe e \aar o an camg =
o g - f : o : : s - . B x . "
ol
1 Creck Date Grazs Wages Empiayer FICAMedicare Tax Tatal FICA Megscare: Emplayes FICASax Sexurty W/H Emaleyer FICASas [ ing
z o 0 sosau0 1156000 173500 L3 roriGet NS o [
3 i 5500 LI 26580000 qms sz e s aeira ey ossrasummerd | wageratas s
b vz awsamm0 1500 \atesiom serrn
5 2 Sistam0 e e a0 \atseam o sam sacd PP J—
s sy 2251 95000 o 50000 1679000 1796 19000 B wm - [ on smame  suma
g e 2amseon e iz oo s T o P p———
o amaon aooreo o asoom o000 o am b oo
5 S 25050000 P sz satsaano e - e a0 s s
10 &z 226993000 13000 02000 1605000 174454000 s s ot e 53 ke s o - e
I 212300000 e raomin S1asono o - — — m " o — ]
I sesm00 s acssano atasom 174635000 e am
Bl en 2amazon ) P staonaeo 173430000 2 e i) oo bz s
e 22500 sosonnan “asnm 2113900 17sssonn < werai ossecomns ae s
B s aasamion snaazim s v isssion [ ————— s e P —T
1% 101200 229176000 40903000 409.03000 F1206000 174897000 8, Additonal Whechcars Taves 300 s a0 [ sa00
R Samiso stoam s w1z Jissrsom b
[ 2z e o = \izazem i
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Step 7: Generate Period End Payroll Summary Report

1.
2.
3.

Non-disclosure:

HR & Payroll
Reports tile
Select Period- End

Enter the date range

Select Payroll Summary from the reports
box

Select Process.
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Customize this page...

4 ﬂ Reports

1|4 Payroll
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History
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5 &
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¥ Note
Help
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State Tax Summary
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7. Choose how the file will open
8. Select OK

~ Report Information
Name: Payroll Summary

[] Ask Each Time

I~ Destination
Report Type: |5l.andad

Screen

[ Piinter

[ File
File: Name:

File Format:

9. On the Payroll Reconciliation Spreadsheet, use the Period-End report to fill in the Payroll
|
User Note: Notice that Employer FICA and Medicare taxes are listed at the bottom of the report.

Reconciliation Spreadsheet: Period-End Report column.

‘ m Screen Output - Payroll Summary
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Step 8: Generate 941 quarterly report

1. HR & Payroll
2. Reports tile
3. Select Quarter-End

4. Select the correct quarter
5. Select 941 preparation report.
6. Select Process

Non-disclosure:

Rrunbiz
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7. Use this report to fill out the correct 941 quarter on your Payroll reconciliation spreadsheet.

report during a

User Note: You can save this spreadsheet to add quarters 2, 3 & 4. You may run the 941
guarter to reconcile to the year-end wage file.

Screen Qutput - Payroll Summary =8| x

Fle Edt Teos Find Help Fabrikam, Inc. 4/12/2027

‘3 Pt | GwdTo [fov <] [Corviond 1 Pece Pol ‘

harged Receipts
pts

Step 9: Check for Variations

Now that all appropriate 941 quarters and reports are entered in the spreadsheet. Check the yellow column
for variances, any number that is not zero shows there is a discrepancy on a report and these need to be
investigated.

Make all the corrections and then regenerate reports to confirm the reconciliation.
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4 941 Totals:
5 |Taxable Wages Line2 $114,443.19 $118,521.11 $81,996.01 $80,008.09 $394,973.40  $394,973.40 $0.00 $394,973.40 $0.00 $394,973.40 $0.00
6 FIT Line 3 $14,953.12 $15,824.34 $6,907.69 $6,706.29 4439144  $44,391.44 $0.00 814,391 .44 $0.00 $44,391.44 $0.00
7
8 |sSWages Line 5a Column 1 $117,402.98 $121,566.42 $85,008.03 $82,953.40 $406,930.83  $406,920.83 $0.00 ($406,930.83) $406,920.83 $0.00
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13 |MC Wages Line 5¢ Column 1 $117,402.98 $121,566.42 $85,008.03 $82,953.40 $406,930.83  $406,930.83 $0.00 ($406,930.83) $406,930.83 $0.00
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19 | Additional Medicare Taxes $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
20
21
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