How to Print 941 Schedule B in Payroll Mate

Make sure you have the correct Company open inside Payroll Mate

1. Inside Payroll Mate Software, Click Forms from Shortcuts

2. Select 941 Form

Select 941 | 2
Employer's Annual Federal Unemployment (FUTA) Employer's ANNUAL Federal Tax Return
)10
State Reporting T; icultural
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.

Click Forms |1
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3. Read important information

4. Click OK
Part 1: Answer these questions for thie ~= ===
Read Notice
Number of employess wh pensation for the pay peniod
B islnding: Mar. 12 (Quarter 1) |
Attention - 2(Quarter o

1. Payroll Mate has automatically populated all the ields in this form except for the ones
labeled in red.

2. Payroll Mate will automatically save the changes you do to any of the boxes labeled in
red, which means thatthese changes will be available next time you use this form.

3';_ A;w::hanges you do to theboxes that are NOT labeled in red wll be lost if you leave
this form.

ok 4 Click OK | 4

Payroll Mate® www.PayrollMate.com info@realtaxtools.com Page 2 of 6



http://www.payrollmate.com/
mailto:info@realtaxtools.com

5. Click Change Quarter
6. Select correct quarter

7. Click OK

[3 Example Company - Payroll Mate (2018)
: File Edit Tools Help OrderChecks and Supplies

Choose angther Federal Form

Form 941-First Quarter Click Change Quarter | 5
| Change Quaner Preparer | Designes | | Praview | | Print | | Ovemide Caleulations
Part 1: Arswer thess questions for this quaster.

et | pricibepmpense -y ]
| 1 [

Yeor 2018 -
v g 1 | 4==t=Select Quarter | 6
Federalin{ | O [ Concel | o 3
! i . n g3 If o wages. tips. compensation are subject fo social security or Medicare fax
Check and go o line

n Teccable sot Cl“:k OK! 71| = % 124 = 5a |00
m Taxable social security tips 0.00 X 124 = 5b
Tauable Madicare wages & tips ¥ 029 = Sc 0.00

Taxable wages & tips subject o Addibional — =
m Medicare Tax withholding X .009 - 5d
Zdd Celumn 2 free linas 52, 5b, Se, and 54 Se
Section 3121{g) Notice and Demand-Tax due on unreported tips 5F 0.0

Click hewe o edit
“ Total taxes before adjustments (add lines 3, Se, and 57 & 000
Current quarier's adjustment for fracions of cents 7
“ Current quarter's adjustment for sick pay 8 0,00
“ Currert quariers adjustments for ips and group-term ife insurance 9 0.00
P o ssimens Click here to Add/ Delete Adiustments 00
m Total taxes after adjustments. Combine lines & through 9 10
n %?Iiﬁe-d small business payroll taoc credit for increasing reseanch activities. Attach Form
4
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8. Click Print

¢ Eile Edit

Forms

Form 941-First Quarter

Change Cuarter | | Preparer | Designee | | Preview “ Print (‘ | Overmide Calculations

Part 1: Anawer thesa questions for this quarar.

-

EENCEER EC00OOBEE B

-

Numbser of employees who received weges, tips, or other compensation ror me pay penca
including: Mar. 12 (Quarter 1)

\wiages. tips. and other compensation

Federal income tax withheld from wages, tips, and other compensation

Elfmm. tips. and other compensation are subject to social security or Medicans tax
Check and go to line &

Toable social security wages X 124
Tecte e sty s x -
Taxable Medicare wages & tips 0,00 X 029=

Taxable wages & tips subject to Additional
Medscare Tax withholding X 003 -
Add Coluwme 2 frem lines Ba, 5b. e, and 54
Section 3121(q) Nobice and Demand—Tax dwe on unreported fips
Click hee o edit
Total taxes before adjuestments (add lines 3, Se, and 50
Current quarter's adjustment for fractions of cents
Currant guarter's adjustment for sick pay

Current quarter's adjustments for tips and group-term life insurance

Total adjustments li I

Total texes after adjustments. Combine lines 6 through 5

%?iﬁd small business payroll toe credit for increasing ressarch activities. Attach Form
4

Click Print
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9. Select Schedule B (Form 941)

10. Click OK

[# Exsmple Company - Payroll Mate (2018)
i File Edit Tools Help QrderChecks and Supplies

Bf..hmk and go to line &

Total adjustments

BT

Taxable social security wages
Texable secial security lips

Tanable Medicars wages & tips

Taxable wages & tips subject ba Addid
Medicare Tax withholding

Add Cioluman 2 from lines 5a, 5b, Bc. and 54

i@ Schedule B (Form 541)

' Payment Voucher

Click OK

Sechon 1121(g) Nobice and Demand=Tax due on unreported tips

Click here bo edit

Total taxes before adjustments (add lines 3, Se. and 5)

Cuarrent quaner's adjusiment for fractions of cents

Current quarier’s adjustment Bor sick pay

Cusrrent guarier's adjustments for tips and group-term life insurance

Click here to Add! Decle Adustments

Total taxes ahter adjusiments. Combine lines & threugh §

10

Gualified small business payroll tax credit for increasing research sctivities. Aftach Form

10

Forms Choose snather Federal Form

Form 941-First Quarter

| Change Quarter || Preparer | Designee || Preview || Print Qveride Calculations |

Part 1 Answer nese avestions s e O 1E€CE SChedule B (Form 941) | 9
Number of employees whe received wages, tips. or other compensation fior penod 1 I:l
including: Mar. 12 (Quarter 1)
wiages, lips, and cther compensation
Federal incoeme tax withhedd from w Target

2018 Ifno wages, tips, and other comper{ ) Form 341 {Fages 1. 2)
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11. Select Printer

12. Click OK

(3 Example Company - Payroll Mate (2018)

Chogse anpther Federal Form
Form 941-First Quarter

| Change Quarter ” Preparer | Desbgnes ||

Preview | | Print

Ovemde Calculations

g

&n
=3

EEREEBEE BOOAE

1: Anawer thess for thes i
H )
in::lutJ Prinkor L

H

Meme:  |Send To Oneblote 2016 =| | Propemes.. |
Ve Saa: R \ L I
Tenc, Sl Mook Combble 16 e Select Printer | 11
Federd  VWher:  nu: - _ L 1
Comment: ] Prirt to e
= Eh": Print range Cophes .
@ A Mumberof copies: 1 [
Taw Pages  froem:[1 - - -
3 3 i
B | i 122 322 p Click OK | 12 |
Taxabl [_ok || cance | 000
T A =
Medicare Tax wittholding ' pw ] x.oes- 84 [0
Add Column 2 from lines 5a, 5b. 5c. and 5d 5e 0.00
Section 3121(g) Notice and Demand=Tax due on unreporied Bps 51 0.00
Click here o edit
Tolal taxes before adjustments (add lines 3, Se. and 50 13 0.00
Current quarter's adjustment for fractions of cents 7 0.00
Current quarter’s sdjustment for sick pay 8 0.00
Current quarter's adjusiments for tips and group-term life insurance 9
Total adjustments Click here to Add ! Delete Adjustments p.00
Tesl taxes sfter adjustmeants, Combine lines 6 through § 10 0.00

Gualified small business payroll t2x credit for increasing research activities, Atach Form
BaT4
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