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HOW TO ADD AN INCOME CATEGORY

PLEASE REFER TO THE STEPS BELOW:

Make sure you are in the correct company.

1. Click Company
2. Click Income Categories
3. Click Add

Click Income Categories 2

: File Edit Tools Xp Order Checks and Supplies

\ General Information | Federal Tax Information | State Tax Information
| A Income Categories | Tax Categories | Deduction Categories
Title | Calculation
¥ |Regular Hourly Pay Per Hour
| Overtime Hourly Pay Per Hour
Yearly Salary Per Year
_ |Bonus Wariable
___|Tips Received Directly by Employee ariable
| Tips Paid by Employer WVanable
Double-Time Per Hour
_ |Commission Wariable
_ |Mileage Per Mile
Click Company 1 ] Piece Work Per Fiece
Fringe Benefits Fixed
Life Insurance over 50,000 Wariable
Sick Pay Wariable
__|Vacation Pay Hourly Per Hour
[TTTIIT— Sick Pay Hourly Per Hour
ke Housing Allowance Per Year
Employees _ |User Defined Income Per Hour
Forms
Reports Click Add 3
Company V I How to Create an Income Cateqgory
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4. Carefully read the alert information
5. Click I understand

Carefully read the alert 4

Attention >

\ 4

i "-\ You are about to custom add a new income category.

Flease remember that this newly created category will directly affect your tax forms and reports.

‘You may need to seek tax advice from your tax professional before creating this new category.

Cnce you have finished creating this income category and before you start creating real checks, we
strongly recommend that you create one or more dummy checks and confirm that all related incomes,

taxes and deductions are properly reflected on all tax forms and reports.

Cnce you start creating actual payroll checks it will be very difficult to fix any errors you may have
overlooked at this point.

a

| understand Click | understand 5
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6. Enter the Title for the income you are creating
7. Select Type from the drop down
8. Check the Taxes and Deductions that apply to the income

9. Click OK

Income Details v
Title: [ | EnerTite | 6
Abbreviation: | |
Type: Per Year v G| SEIECE TypE 7

W-2Box 12Code: | |
V-2 Bax 14
Abbreviation: |:|

[ ] Reported tips (include in *Social security tips™ on form W-2)

(] Omit from Net Pay

[] Inactive

Taxes Applied: Deductions Applied:

B Federal Income Tax B 201K (Employee) )

B Social Security (Employes) B 401K (Emplayer)

B Socizl Security (Employer) || Health Insurance

B Medicare (Employes) [ Medical Flex Spend (FSA) )

< B Medicare (Employer) || Retirement Plan >' Check Taxes and Deductions 8
B Fed Unemployment (Employe [ ] Deduction
B State Income Tax Chock the T 4 Deduct
. eck the Taxes and Deductions

\H State Unemployment (Employ [ that apply to the income. ]
| ok || cancel |

Click OK 9
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10. The new income created is now added to the list of income categories available in the company

i File Edit Tools Help OrderChecks and Supplies

Company
General Information | Federal Tax Information ‘ State Tax Information

I Income Categories | Tax Categories | Deduction Categories
Title | Calculation
[ 4 Regular Hourly Fay Per Hour
Owertime Hourly Pay Per Hour
Yearly Salary Per Year
Bonus “Varizble
Tips Received Directly by Employee ‘ariable
Tips Paid by Employer ‘ariable
Double-Time Per Hour
Commission “ariable
Mileage Per Mile
Piece Work Per Piece
Fringe Benefits Fixed
Life Insurance over 50,000 Variable
Sick Pay ariable
acation Pay Hourly Per Hour
[———— Sick Pay Hourly Per Hour
fheck= Housing Allowance Fer Year
Employees |Jser Defined Income Per Hour
Forms I My income category P Per Hour I
Reports \ New income created 10
Company How to Create an Income Category
1099w veror =] [ o]
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Now you will need to apply the income to your applicable employees

11. Click Employees

12. Select an employee from the list of employee’s names
13. Click Edit

Click Edit 13

! File Edit {Tools Help OrderChecks and Supplies

{4 New |17 Edit |edDelete & Pay ) CheckHistory [] Pay Multiple Employees B
Employees First Name | Middle| Last Name |
b A |Example Person
\ |Katie Smith
{*) All Employses ‘\Tutorial Example
) Active Employess Select an employee 12
Checks
Employees < Click Employees 11
Forms
Reports
Company
1099 & Vendor
Tutorials

4%

14. Welcome to the New Employee Wizard dialog will open, click Next

Madify Employee X

Welcome to the "Modify Employee" Wizard!

This wizard will guide you through the process of modifying an existing

I
ployes.

To continue, please click "MNext™.

Click Next 14

Cancel || < Back || Mext =
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Continue to click Next, until you reach the Incomes screen

15. Check the income that was created (example: ‘My income category’)

16. Click Next

Modify Employee
Incomes

B Regular Hourly Pay

s

How to Create an Income Category

P

[_] Overtime Hourly Pay [Per Hour] (0.00
[] Yearly Salary [Per Year] (0.00
[[] Double-Time [Per Howr]  [0.00
[] Mileage [Fer Mile]  [0.00
(] Piece \work [Per Fiece] [0.00 / \

: . — Note:
(] Fringe Benefits [Fizced] 0.0o Scroll down to locate the

. — income you created

[] Vacation Pay Hourly [Per Hour] |0.00 appears, if necessary.

. Per H Py
[ Sick Pay Hourly [Per Hour] |0.00 Depending on the type of
[] Housing Allowance [Per Year] (0.00 income (Per Year, Per

Hour, etc.) you selected,
B User Defined Income [Per Hour] (15,0000 __-- youmay also need to
________ enter a corresponding
[ My income category [Per Hour] (0.00 - Kvalue. /
Cancel || <Back |[ New> ||

Check the income created

15

Click Next

16
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Continue to click Next, until you reach the Finish screen

17. Click Finish
Madify Employse bt

Finish

Wizard completed, please click "Finish™ to update this employee
information.

Click Finish 17

Cancel || <Back || nexs || Finish |

After adding the income to one employee, repeat these steps for each applicable employee.

Congratulations. You have created an income category and applied it to applicable employee(s)!
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