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Payroll Mate

HOW TO IMPORT EMPLOYEE DATA FROM QUICKBOOKS

PLEASE REFER TO THE STEPS BELOW:

Make sure you have the correct company open.

Note: If you do not currently have this company created inside of Payroll Mate you will need to create the
company prior to importing the data. See How to Create a New Company | Payroll Mate® Software
Tutorials

Import Employee Data from QuickBooks:

1. Click Tools
2. Click Import Employees

Click Tools 1

: File Edit Iudsiﬂelp Order Checks and Supplies

m hew [57] Backup Company Database B
m Restore Company Databasze MName b

Import Companies from Payroll Mate 2023

{#3 All Emplaoy] Generate Direct Deposit file bler
Print Blank (MICR) Checks F
O Active Em Delete Multiple Checks

Delete Checks for Multiple Employees
{2 Inaetive En Export Payroll Data to: ] |
Export W-2 Information to W2 Mate

! Click Import Employees 2

A

Import Employees
Checks Import Timesheet Data

Employees Backup All Companies Database Files
Forms Restore Multiple Companies Database Files
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3. Click Step (1) Click here to Load a generic CSV file

Import Employees *

Help
Step (1) Click here to Load a Peachtree (Sage 50) "Employee List" CSV file_..

OR

Step (1) Click here to Load a generic C5V file... Step (1) Click here to Load a ZPay PayWindow Database File...

\

Click Step (1) Click here to Load a generic CSV file 3

Step (2) Click here to Import the list of employees into Fayroll Mate

Close
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4. Select the CSV you saved from QuickBooks

5. Click Open
Open X
I <« Wi.. » My St.. w ") Search My Stuff el
Organize * Mew folder = -~ [W 4%
Select the CSV file you saved from QuickBooks 4
Mame /
Y o
> o OneDrive |@ Import Employees
w . This PC
Click Open 5
File name: |Import Employees V| CSV (Comma delimiteg#sy) -
Cancel
6. Read the information provided regarding importing
7. Click OK
Import X
Help
Step (1) Click here to Load a Peachtree (Sage 50) "Employee List" CSV file...
OR
Step (1) Click here to Load a generic CSV file... Step (1) Click here to Load a ZPay PayWindow Database File_ ..
Unused 1 | Unused 2 | Unused 3 | Unused 4 Unused 5 Unused 6 | Unused 7 | Unused 8 |Unused 9 | Unu
4 First Name Last Name Address 1 | Payrall Mate = | Middle Name Address2 Erna.
Stella Smith 101 M wilsg Ann s5mi
Fred Harris 6212 5 Jeffe fredh
Justine Heeney 90 ' James 0 Payroll Mate has successfully loaded the CSV file, heen

Please start by mapping all the required fields.

You can map any of the fields by clicking the column header at
the top and then selecting the desired field from the menu.

Read the information 6 Once you have mapped all the required fields please review
= the employees’ information.

Once you have mapped all the required fields, you can also
edit any of the employees listed by double clicking the pointer
on the left of the employee row.

‘When you are ready to proceed with imparting the
employees, please click the Import button below the
employees list.

Step (2) Click here to Import the list of employees into Payroll Mate

Close
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8. Map each column

When mapping your columns click the word Unused # for each column and select the correct column
data description to use for mapping the column.

Example below depicts the first three columns as mapped, the fourth column (Unused 4) is being
selected to map to City.

Import Employees

Help
Step (1) Click here to Load a Peachtree (Sage 50) "Employee List" CSV file_..
OR Map each column 8
Step (1) Click here to Load a generic Cf\.l’file... Step (1) Click here to Load a ZPay PayWindow Database File.
] 1
|| First Name | Last Name | Address1 | Unused 4 _I""""J‘ L= zean L= =z Lz zz2m ! Unused 9
P |FirstName Last Name Address 1 City rirst Name - Alreacly used Address2
Stellz Smith 101 N Wilson Lockport Last Mame - Alread
Fred Harris 6812 S Jefferson  Lockport Address] - Already used
Justi H 80w J St Lockport i
wstne SEney Bmes ookpo City [Required] (Max 30 characters)
State [Required] (Valid 2 character state abbreviation)
Zip [Required] (#832F or ZHEF2-2E8E)
S5M [Required] [(S22-22-2222 gr S2EE22E22)
Middle Name (Max 3 characters)
Address2  (Max 50 characters)
Email (Max 50 characters)
Phone (10 digit phone number Ex: F85-83F-888F)
Federal Filing Status (Single, Married, Head of Household)
Federal Allowances (Whole Number between 0 and 93)
Additional Federal Withholding (Mumber)
Withholding State (Valid 2 character state abbreviation)
Additional State Withholding (Number)
Pay Type (Hourly, Salary)
Step (2) Click here to Import the list of employees into Payroll Mate PayRate (Mumber greater than zero)

Pay Frequency (Daily, Weekly, Bi-Weekly, Semi-Monthly, Monthly)

Clase Unused
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9. Click Step (2) to Import the employee data

Import Employees

Help
Step (1) Click here to Load a Peachtree (Sage 50) "Employee List" CSV file_ ..

OR

Step (1) Click here to Load a generic CSV file...

Step (1) Click here to Load a ZPay PayWindow Database File...

| Phone | Federal Filing Stat | Federal Allowance | Additional Federal | Withholding State | Additional State Wi| Pay Type | Pay Rate | Pay Frequency

> Phone Federal Filing Stat Federal Allowance Additional Federal \ifithholding State  Additional State W Pay Type Pay Rate Pay Frequency
co Single 1 0.00 IL 0.00 Hourly 26.50 Semi-Manthly
_om Married 1 10.00 IL 0.00 Salary 60000.00 Semi-Monthly
ail. Head of Househel 1 0.00 IL 0.00 Salary 45000.00 Semi-Manthly

Click Step (2) 9

Step (2) Click here to Import the list of employees into Fayroll Mate

Close
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10. The employees you were importing should now be visible inside Payroll Mate

Imported employees are visible 10

: File Edit Tools Help Order Checks and Supplies A
§ B Mew (77 Edit EDeJet{ 4 Pay ) Check History T —rrar=——"_ [ import Employees [ Import Timeshest Data I

First Name | Middle, Last Name ' SSNumber | Phone Number | Address1
Fred Harris 111-11-1111  (111) 111-1111 812 S Jeffersan
Justine Hesney 111-11-1111  (111) 111-1111 30w James St
{2} All Employees 3 Stella Ann Smith 111-11-1111  (111) 111-1111 107 N Wilson

1 Active Employees

1 Inactive Employees
 FSS—LLLEL YL
Checks

Employees
Forms

Reports
Company
1099 & Vendor

Tutorials

You have completed the import of employee data from QuickBooks into Payroll Mate.

Live Chat | Support@RealTaxTools.com | www.RealTaxTools.com

© Copyright Real Business Solutions. All Rights Reserved.



https://www.realtaxtools.com/livechat/
mailto:Support@RealTaxTools.com
http://www.realtaxtools.com/

