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HOW TO PRINT FORM 941 SCHEDULE B

PLEASE REFER TO THE STEPS BELOW:

Make sure you are in the correct company.

1. Click Forms
2. Click 941

: File Edit Tools Help OrderChecks and Supplies

Click 941

\Wage and Tax Statement Employer's Quarterly Federzl Tax Return

940 944

Employer's Annual Federal Unemployment (FUTA) Employer's ANNUAL Federal Tzx Return

State Reporting Annuzl Fed. Tax Return for Agricultural Employees

Click Forms 1

Forms are periodically updated throughout the year.
If the form you are looking at is not updated, it will be updated before its due date.

Make sure you always keep Payroll Mate up to date.
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3. Read important notice

4. Click OK
Read important notice 3
Attention . >
'd ) Btk \
1. Payroll Mate has automatically populated all the fields in this form except for the ones
labeled in red.

2. Payroll Mate will automatically save the changes you do to any of the boes labeled in
red. which means that thes e changes will be available next time you use this form.

3. Any changes you doto the boxes that are NOT labeled in red wall be lost if you leave

\_this form. )
Y

5. Click Change Quarter

Change Quarter 5

Choose another Federal Form

Form 941-First er

| Change Quarter | Preparer / Design | | Preview || Print | | Override Calculations

If you click "Preview" and you still can't see the preview window, please look at the bottom of your screen, you
should see a second icon for the form (next to Payroll Mate icon). Maximize it to show the preview window.

6. Select the Quarter you need from the drop-down
7. Click OK

Choose Quarter *

Year | YYvy N |

- Select the Quart 6
Quarter |1 | T_ elect the Quarter
Ok Cancel

Click OK 7
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8. Click Print
Click Print 8
Choose another Federal Form
Form 941-First Quarter
| Change Quarter | | Preparer / Design | | Preview || Print || Override Calculations

If you click "Preview™ and you still can't see the preview window, please look at the bottom of your screen, you
should see a second icon for the form (next to Payroll Mate icon). Maximize it to show the preview window,

9. Click Schedule B (Forms 941)
10. Click OK

Form 941 Print Options x

Print Target

© Form 341 (Pages 1, 2)

(c, Schedule B (Form 941)

(") Payment Woucher

Click Schedule B (Form 941) 9

0K Cancel

Click OK 10
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11. Select your printer from the drop down
12. Click OK
Print X Select your printer 11
Printer
Name: Microsoft Print to PDF ~ Properties. ..
Status: Ready
Type: Microsoft Print To PDF
Where:  PORTPROMPT:
Comment: (] Prirt to file
Print range Copies
O Al MNumber of copies: 1 5
P from: 1 to: 1
e ’ 23] 53 ClickOK | 12
Selection 1 1

Congratulations. You have printed Form 941 Schedule B!
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