How to Import Employee Data from QuickBooks
into Payroll Mate

Inside QuickBooks
1. Click Employees

2. Select Employee Center

Click Employees
Sample Lamry's Lands

Eile Edit View Lists Favorites Company Customers Vendors BEiWCECN Banking Reports Window Help

- 1 Employee Center =
Payroll Center

Pay Employees »
Payroll done for you
Add or Edit Payroll Schedules

Create a new company file i -
Cioid Paychecks =
- " Purchase T ayroll Taxes and Liabilities * Receive

My Shortcuts Orders Payroll Tax Forms & W-2s » wentory
& Home Labor Law Posters

Workers Compensation 3
"“' My Company

My Payroll Service »
H- Income Tracker Pay with Direct Deposit
Calendar Payroll Setup

Manage Payroll ltems »

Snapshots Get Payroll Updates

Vendors
H Employ
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3. Click Excel

4. Select Export Employee List

Click Excel | 3

4 :

Export Employee List..

E m pl C ExpontIransactions..

Summarize Payroll Data in Excel

Active Employees

5. Select Create a .csv file

6. Click Export

Export x

WHAT WOULD YOU LIKE TO DO WITH THIS REPORT?

© Create new worksheet Select Create a .csv file | 5

) Update an existing worksheet ~ How it works

) Replace an existing worksheet

@ Create a comma separated values (.csv) file

Click Export | 6

Adyvanced...

Cancel Help

Save this CSV file on your computer in a location you can easily access

Note: The first row of the CSV is expected to include header information and NOT data. The header
should contain names corresponding to the fields (columns) in the file and should contain the same
number of fields (columns) as the records in the rest of the CSV file.
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Inside Payroll Mate
Make sure you have the correct Company open inside Payroll Mate

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 tutorial.

7. Click Tools

8. Select Import Employees

Click Tools | 7

E Larry's Landscaping and Garden Supply - Payroll Mate (2018)
EEi'B Ht Ipd _ =5 T LI ECRS dlid oupplies
Backup Company Database

Restore Company Database Federal Tax Information State Tax Information
Import Companies from Payroll Mate 2017 e o L. sy
Generate Direct Deposit file

Bmy’s Landscaping and Garden Supply ]
Print Blank (MICR) Checks

045 Main Street
Delete Multiple Checks = |

Select Import Employees | 8
|

Export Payroll Data to:
Export W-2 Information to W2 Ma

Import Employees
Backup All Companies Database Files

H326
Restore Multiple Companies Database Files |

Contact Name:

eV io Fax Number:

1

Telephone Number: | |
|
|

E-mail Address:
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9. Click Step (1) to Load a CSV file

Import Employees

Help
Step (1) Click here to Load a Peachiree (Sage 50) "Employee List" CSV file_.. [—]

OR
. csvn 4" Clck Step (1) to Loadl 2 CSV il 9]
Step (1) Click here to Load 2 generic CSV file...

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

Close J
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10. Select CSV you saved from QuickBooks

11. Click Open

Q'- Desktop » - | +3 | | Search Desktop

Organize v New folder

=~ 0 @

»|

A

S:i’ Favorites (&
M Desktop
8 Downloads
" Recent Places
@& OneDrive

4 Libraries

@ Documents
J Music

Larrys Landscape.csv
|| Pictures ’ X Microsoft Excel Comma Separate..,
) 462 bytes
i Videos

18 Computer
&, windows (C)

m

Select .csv file | 10

= : Click Open| 11
e data (\\rbsserver,

m

File name: Larrys Landscape.csv - [CS‘V (Comﬁa delimited) (*.csv) ']

[ open” [ |

Cancel J
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12. Read the information provide regarding importing

13. Click OK
Import Employees =
Hel
Step (1) Click here to Load a Peachtree (Sage 50) "Employee List' CSV file_.. w
OR
Step (1) Click here to Load a generic CSV file. .
| Unused 1 Unused 2 Hemioad 2 Lllocead L] | Unused 6 Unused 7 Unused 8 Unused 3 | Unug
»  EmployesFist  Employeslzst  Read Information 12 |hene Alt. Phone S5 No. Address City Statg
Dur 444-55-6666 321 Poplar Rd Bay Bayshore CA
| Jery ETOH MAtE 5= 78563-1759 45N, Elm Street M Middlefield cA
| She 555-96-9399 2453 \West 25th St Bayshore CA
N Payroll Mate has successfully loaded the C5V file.
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.
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. .
Click OK |13
When you are ready to proceed with importing 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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14. 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

Import Employees ]
Hel
Step (1) Click here to Load a Peachtree (Sage 50) "Employee List' CSV file . [L]
OR
Step (1) Clickhere to Load a generic CSV file. . — [Map each column | 14
gUnusedl 2{ % Llnuead 2 | Linuead 2 | Linuead 4 | Linucad & | llnysed 6 Unused 7 Unused & Unused @ | Unud
» EmployeeFirs First Name [Required] (Max 50 characters) Phone S5 No. Address City Statd
| Duncan Last Name [Required] (Max 50 characters) 444-55-66E6 331 Poplar Rd Bay Bayshore CA
Jenny et Toeires]) (e Ehd e s 785-63-1759 45 N. Elm Street M Middlefield CA
Shane 555-96-5999 2453 \West 25th St Bayshore CA
[ City [Required] (Max 30 characters)
State [Required] (Valid 2 character state abbreviation)
Zip [Required] (8282 or 22222282
SSN [Required] (##2-22-s28# or SpsEssess)
Middle Name (Max 3 characters)
Address2 (Max 50 characters)
Email (Max 50 characters)
Phone (10 digit phone number Ex; ###-222-2222)
Federal Filing Status (Single, Married, Head of Household)
Federal Allowances (Whole Number between 0 and 99)
Additional Federal Withholding (Number)
Withholding State (Valid 2 character state abbreviation)
Additional State Withholding (Number)
R F— Pay Type (Hourly, Salary) b
Step (2) Click het Pay Rate (Number greater than zero)
Pay Frequency (Daily, Weekly, Bi-Weekly, Semi-Monthly, Monthly)
’—Chse‘ Unused
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15. Click Step (2) to Import the employee data

Import Employees Ex=)|
. ) 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...
| First Name Last Name Unused 3 | Unused 4 | Unused 5 | Unused 6 SSN Address1 City | Statq
»  |EmployeseFirst Employeelast Notes Mr.Ms /... Main Phone Alt. Phone S5 No. Address City State
Duncan Fisher Mo notes 555-3286 444-55-6656 331 Poplar Rd Bay Bayshore CA
|Jenny Miller No notes 525-7891 785-63-1759 45 N. Elm Street M Middlefield CA
|Shane Hamby Ne notes 555-96-5399 2453 West 25th St Bayshore ca
/ Click Step (2) to Import the employees | 15
< { n »
Step (2) Click here to Import the list of employees into Payroll Mate
| Close
16. The employees should now be visible inside Payroll Mate
See employees imported | 16
(4 Larry's Landscaping and Garden Su, - Payroll Mate (2018)
i File Edit Tools Help Order and Supplies
i [ New (3%Edit dDelete & Pay History [ Pay Multiple Employees
Employees First Name | Middle| Last Name
» Duncan Fisher
Jenny Miller
(®) All Employees Shane Hamby
() Active Employees
{7 Inactive Employees
2010
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