How to Export Payroll
Data to Quicken or
QuickBooks®

Start by Opening your
Payroll Mate

Program

www.PayrollMate.com (800)-507-1992
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| Reports

: File Edit Tools Help OrderChecks and Supplies

Choose another General Report
Export Payroll to Quicken QIF

| Export Option ~

|

This report is used to export payroll
®  Interchange Format (QIF).

Exported data includes (for each pay| reports S |
date, check number, net pay amoun m~
employee who received the check. — |

|

Click on "Export Options" button to
select the desired employees, and set Q

“““ Click on "Export" button to create the QIF file.
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Choose another General Report
Export Payroll to QuickBooks IIF

Export Options I Export I

This reportis used ‘ export payroll checks data to QuickBooks

® |IFfile.

Click on "Export Opfions" button to change the period range,
® select the desired efnployees, and edit/review QuickBooks
accounts names.

® Click on "Export” bjitton to create the IIF file.

Click =» Export Options
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*QuickBooks (if exporting to Quicken then skip this slide)*

Export Options Select Beginning Pay Date | s

and End Pay Date

—Step 1: Select the options for the checks to be included in the QuickBooks IIF file
Begin Pay Date I Tuesday ., January 07, 2013 ﬂ [V Exclude checks that have been previously exported to GuickBooks IIF file(s)

[~ Mark checks “To be printed”

End Pay Date I Tuesday |, September 17, 2013 ﬂ [ Assign new check numbers

Assign Account
Names

—Step 2: Select the group of employees to be included in the report § Step 3: Assign QuickBooks account name for each payroll item

‘ Select All ‘ ‘ Select None Check Net Pay QuickBooks Accourt Name I
rrEmplo'_fees who received Payroll Checks in the specified period: In the table below: fillin / review the values in "QuickBooks Account Name™ column
|| Dana Dos — .

ltem |Type | ExpenseiLiability | QuickBooks Account Name =

¥ |Regular Hourly Pay Income  Expense

Overtime Hourly Pay Income  Expense

Yearly Salary Income  Expense

___ |Bonus Income  Expense

_ |Tips Received Directly by Employee  Income  Expense

[ ™ [Tips Paid by Employer Income  Expense
Double-Time Income  Expense b

Commission Income  Expense

_ |Mileage Income  Expense

Fiece Work Income  Expense

Fringe Benefits Income  Expense

_|Life Insurance over 50,000 Income  Expense

Select Employees Sk Pay Income - Expense

_ |Vacation Pay Hourly Income  Expense

7 Sick Pay Hourly Income  Expense
Year to Date (YTO) Income  Expense j

Click =» OK

—— T
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Quicken (if exporting to QuickBooks
skip this slide)

X

Export Option: :
Step 1: Select the pay date range of the checks to be included in the file

Begin Pay Date | Tuesday . January 01,2013 x|
End Pay Date | Tuesday .September 17,2013 ~|

—Step 2: Select the group of employees to be included in the file
ployees who received Payroll Checks in the specified period:
lv] Dana Doe

| Selectan |
|
| | Select None I
|

Select Employees
|
/
q -Step 3: Fill in QIF specific information
Quicken Category ~ |Wages| Default

——

then

— | Select Beginning Pay Date

and End Pay Date e

Assign names

1y
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4 Tutorial - Payroll Mate (2013
: Eile Edit Tools Help OrderChecks and Supplies

Choose another General Report
Export Payroll to QuickBooks IIF
| Export Options | Export

This reportis used to export payroll checkf§ data to QuickBooks

® |IFfile.

1
O
| %

ick on "Export Options" button to ciffange the period range,
ect the desired employees, and edft/review QuickBooks

—|counts names.

& Tutorial - Payroll Mate (2013
: File Edit Tools Help OrderChecks and Supplies

Reports Choose another General Report -
Export Payroll to Quicken QIF
k on "Export"” button to creafg the IIF file.

I Export Options I

This reportis used to export payroll checks data to Quicke
®  Interchange Format (QIF).

Exported data includes (for each payroll check) the check pay
date, check number, net pay amount, name and address of the
employee who received the check.

Click on "Export Options" button to change the period range,
®  select the desired employees, and set QIF specific information.

Click =»Export @

Click on "Export" button to create the QIF file.

e
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Congratulations. You have exported your payroll data to Quicken or
QuickBooks!

1-800-507-1992

www.PayrollMate.com
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