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W%w’ 941 Quarterly Checklist

Check Quarter: 7 1% Qtr 12" Qtr 113" Qtr 714" Qtr

Finance > Reports > Payroll

1 Run and print the IRS 941 Verification for the appropriate quarter

Finance Reports l% / #=| Return to list

— K
Report*| | [R5 941 Verification V]

Parameters

The user can select Summary or Detail

Year
quarter [ 1t 1 The user can select to export the data to
g Excel; otherwise, the report will print to a

Export Data To Excel @ .‘-" PDF document.

[ @ Run Report ]

71 Verify the FICA Taxable x 4.2% = FICA W/H (Employee’s FICA Contribution)

"1 Verify the FICA Matching x 6.2% = FICA Match (District’s FICA Contribution)

[1 Verify the Medicare Taxable x 1.45% = Medicare W/H (Employee’s Medicare
Contribution)

"1 Verify the Medicare Taxable x 1.45% = Medicare Match (District’s Medicare
Contribution)

IRS 941 Veriffcation - Summary P
1st Quarter 2012 10:02:42 AM

Gross | Federal FICA Medicare |EIC credit
Eamings | Taxable | WH | Tamble | WH [ Contrib | Taxable WIH Contiib. |

Net
Earnings

Tax IO # ‘ Employee

Totals: $811,912.59 $22,199.68 $784,798.05 $0.00
32 Employees included in this report. §729,373.47 $932.41 511,379.62 $632,862.62
$71,768.764 20 of FIC A wﬁ?&ﬂﬂ ‘ _h 11,279.62

Tazxahle 1.45%p of Medicare Taxahle

6.2% of FICA Taxahle
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"1 Login to the EFTPS website: https://www.eftps.gov/eftps and print payment

history, usually the 90 day history

"1 Compare the quarterly payments to the IRS 941 Verification to ensure it matches
1 Complete the 941 Form (from the IRS website) with the information taken from
the last page of the IRS 941 Verification. The fillable IRS Form 941 may be

downloaded from the IRS website at http://www.irs.gov/formspubs/ .

FICA Taxable Fica W/H + Match
Medicare Taxable Medicare W/H + Match
m Answer these ‘dgestians for this quartpr. /
1 Number of employees \who received wages, [ips, or other compensation for the pay period
including: Mar. 12 (Quarter 1), June 12 (Quartér 2), Sept. 12 (Quarter 3), or Dec. 1§ (Quarter 4 1 / 92 |
2 Wages, tips, and other colypensation a / 729373 | 47|
3 Income tax withheld from wages, tips, and ¢ther compensation 3| 71,768 . 75|
4  If no wages, tips, and other colgpensation are subject to social security or Medicare tax Check and go to line 6.
v
comn 1 Column 2 _
5a Taxable social security wages . 22,199 . 66| x 104= ‘ 2308 . 81
5b Taxable social security tips . 0. 00]x 104= ‘ 0. 00|
5¢c Taxable Medicare wages & tips. | 784,798 . 05| x 029 = ‘ 22,759 . 24|
5d Add Columnn 2 line 5a, Column 2 line 5b, and Column 2 line 5¢ 5d 96.868 . 81 ||

"1 Run the Employee Payment Summary in Finance > Reports by month to complete

page 2 of the form 941

Tell us about your deposit schedule and tax liability for this quarter.

(Circular E), section 11.

If you are unsure about whether you are a monthly schedule depositor or a semiweekly schedule depositor, see Pub. 15

16 Check one: Line 10 on this return is less than $2,500 or line 10 on the returmn for the prior quarter was less than $2,500, and you did not incur a
T $100,000 next-day deposit obligation during the current quarter. If line 10 for the prior quarter was less than $2,500 but line 10 on this return
is $100,000 or more, you must provide a record of your federal tax liability. If you are a monthly schedule depositor, complete the deposit

schedule below; if you are a semiweekly schedule depositor, attach Schedule B (Form 941). Go to Part 3.

X You were a monthly schedule depositor for the entire quarter. Enter your tax liability for each menth and total
liability for the guarter, then go to Part 3.
Tax liability: Month 1 [ 31500; 00
Montn 2| | 31,500, 00
Month 3| | 33.868. 76
Total liability for quarter [ 96,363, 76| Total must equal line 10.

You were a semiweekly schedule depositor for any part of this quarter. Complete Schedule B (Form 941):
Report of Tax Liability for Semiweekly Schedule Depositors, and attach It to Form 941.
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"1 Complete the Schedule B — remember, you are reporting the TAX LIABILITY on
the date the wages were paid. Be sure to enter these dates appropriately to
avoid any penalty charges for making the EFTPS payment late.

Morth 1
‘ ‘ ‘ ‘ Tax liability for Month 1
1 L 9 o 17 L 25 |
2 b ‘10‘ - ‘18‘ 9 ‘26 = 55312. 99
2 - 11 ' 19 o 27
4 15 12 o 20 b 28 |
5 = 13 = 21 L 20 -
] - ‘14‘ - ‘22‘ - a0 u
- - o 55,312: 99 o - o
a 16 24
Manth 1

Tax llabllty for Maonth 1

1| . 19_\ 0 J”' = 125 =
2| = ]1'2'_ | = ]1E|

—t—
2
.
NSNS By SN S—

— ’ = — = 31,500 . 00
N 1. T 1. | SR
< i 3 12.‘: i 220 — 3 Ba.‘: i
5 . 13 . 21 =
e| | el . |w |
7 | d 1 | 51-5':'{'5 30_23| d 131. "] J
a | <[13 = 24| I
Month 2
. | . 19 . J”| . 125 . J Tant labliity for Month 2
2| = o] ool B -] | 31,500 , 00
3 | i _l 11 i J 1B| i 12?:_ i J
4 | u ]12. Ll ]2'3| u liﬂ. Ll ]
5 | | 13 |21| |E*GI |
E — 1 — 122 — 1+ —
7 15 1.3 U | ag 2
a | | 18 |24| |
Month 3
. I [ ] 1 . ] ] ]W[ | 125] | ] Tax llability for Month 3
2 | |1':'| L |19| |$| | ’ 33 868 75
3| = ] = e BN -]
of ] ] o [2s] 1
s | 2 Ll Y 2 sl -
& [ u ]14] Ll ]22[ u 13'3] Ll ]
4 |s|___33.868 , 76 .| o |
8 l = 1161 . Jidl Ll 1
Total llabiiity for the quartsr
Fill in your total liability for the quarter (Month 1 + Month 2 + Month 3) b=
Total must equal line 10 on Form 941 or Form 841-55. [ 96,368 . 76
For Paperwork Reduction Act Notice, ses separats instructicns. Cat. Mo, 118870 Schedule B [Form 241) (Rev. 6-2011)
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941 Quarterly Deadlines

When To File Form 941

Your Form 941 is due by the last day of the month that follows the end of the

quarter.
Form 941

The Quarter Includes . .. Quarter Ends s Due

1. January, February, March March 31 April 30

2. April, May, June June 30 July 31

3. July, August, September September 30 October 31

4. October, November, December December 31 January 31
WebSmart by JR3 — Finance Revised 04/2011
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W&;ﬂgw TWC/Unemployment Checklist
Check Quarter: 7 1% Qtr 12" Qtr 113" Qtr 714" Qtr

To report state unemployment tax liabilities to the Texas Workforce Commission each quarter, follow
these steps in WebSmart.

Finance > Reports > Payroll > Unemployment Liabilities

e Run the Unemployment Liabilities report using the parameters for the appropriate quarter.

Finance Reports i#=| Return to list

Report” | unemployment Liabilities Report W

Parameters

Level | zummary v
Type |state (v
Year (2011 s
Quarter [FIEE
Mask SSN N

Export Data To Excel N

[ j'."_r_' Run Repart ]

The report will be similar to the snapshot below:

Demo District 1 Unemployment Liabilities Report 1 Total Page(s)
900:32 AM

1st Quarter 2011

District Filter: Demo District 1

County/District: 000001

Social Security Gross SUTA

Empl N

Number mployee Name Wages  Taxable Gross Liability

000-00-1188 Atkins1, Tom 51,689 51 $1,689.51 51656

000-00-7485 Auerbach1, Arie 51,020.00 51,020.00 59.99
Totals: $164,190.19 $152,698.20 $1,496.49

Total Employees By Month

January - 31

February - 32

March - 32
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Finance > Reports > Third Party Finance Extracts

e Run the Texas Workforce Commission ICE Extracts
e Select the appropriate Year and Quarter
e Select Run Report

Finance Reports #=| Return to list

Report™ |Tewasz workforce Commission ICE Extract w

Parameters

Year |[2p11 w
Quarter |1 s«

Export Data To Excel ]

[ ,j:j_. Run Report

e Select Save

e Save the text file to Desktop with the following parameters:
o File name: “SchoolName #QTR TWC.ice”
=  Example: School_1stQTR_TWC.ice
o Save as type: .ice Document

File name: School _T#OTR_bweice b
Save as type: ice Document L Cancel

If you are submitting the TWC File through TASB, you can submit this file directly through TASB’s
website.
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Texas Workforce Commission — QuickFile5 — Initial Setup

If you are submitting the file through Texas Workforce Commission’s website, you must use Quick
File 5, which is a free software program available to download from the Texas Workforce
Commission’s website: http://www.twc.state.tx.us/ui/tax/quickfile.html . If you need to download the
program, click on Download Quickfile and select Run and follow the QuickFile5 Setup Wizard.

The setup wizard will automatically default to a folder C:\QuickFile\; however, if you’d like for the
downloaded files to go to another folder, click on the Browse button and find the location you desire.

i SEEH|

Select Installgtion Folder [_‘.

|
o

The ingtaller will inztall CluickFile to the following folder.

Toinztall in this folder, click "Mext”. Taoinstall to a different folder, enter it below of click “'Browse'".
A 4

Enlder:
C:\BuickFile’ { Bromse.. |
Disk Cast.. |
Inztall QuickFileh for pourzelf, or for anyone who uzes this computer;
(%) Everyone
1 Just me
Cancel ] [ ¢ Back ] [ Mext »

‘ NOTE: Remember this folder location.

You will need it when uploading the files on the Texas Workforce
Commission website.

KEAAKAAAAAAAAAAIAAAIAAAIAAAIAAAAAAAAAAAAAAAArArAhrhhrdhhhhhkhhhkhhhkhhhiihhkihhrhhihhihhiihiiikx
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To send the TWC File using QuickFile5:

Open Quick File 5

Leave default options (see example below)
Select Find and Select File

Select the “.ice” file, which you previously downloaded to your Desktop

&

Texas Quarterly Employment &
Step 1. Locate File to Send

« ICESA Format " MMREF-1 Format ther Text Format

Selecting 'TCESA Format' indicates thak wour input data is in the Form specifie
for wage reporting by the Interstate Conference of Employment Security
Agencies. These specifications are available at

hikbp: ] funa, b, skake, b, usfuiftas fguickfile . el

In general, the Farmat consists of 275-byte long records of & kypes: ane 'A'
recard {submitter infa), one 'B' record (placeholder only), one or more 'E'
recard (emplayer infa) [ 'S' record (emplayee infa) [ 'T' (emplayer total) groups
and an 'F* {Final) record at the end. Please refer to the web-site for details,

Exit

Select Validate until you have no errors (see example below)

S

QuickFile 5
a5 Quarterly Ermployment & Wage Reporting Software
Step 1. ate File to Send

(¢ ICESA Format

MMREF-1 Format (" Other Text Format

ktoptSchooltwe Find and Select File
Step 2. Validate File
|Y0u hawve no emors. @ Validate |

|C:\D ocuments and Settingzimhughes

Step 3. Send File

Wour repork has been validated and can be sent by pressing 'Continue’,

Far best results, close any running web browsers before continuing.

This process will open a web browser session to our secure site.

‘ou will have ta sign in and must be authorized ta file reparts for your account.
‘fou must upload 2 Files to complete the process, We will tell wou which ones,
Click on the 'Help' menu itern For more information.

LContinue Test Connection Exit
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e The following message will appear to verify the data in the file.
e Review the data and select Close.

5

Please review this exiract of your data to ensure the

data was properly interpreted. If it does not look right, Close
you should check your data formats before continuing. :

g
TwiC Employer Account Mumber  [SSSEEEEEEEEN Ot | Year: | 2p12

Emploves S5M ity Total \Wages Employes Mame

e Select Continue

Step 3. Send File

Wour report has been validated and can be sent by pressing 'Continue',
For best results, close any running web browsers before conkinuing.

This process will open a web browser session ko our secure site,
You will have ko sign in and must be autharized ka file reparks For wour accounk,

You must upload 2 files ko complete the process, YWe will kell wou which ones,
Zlick on the "Help' menu item For more information.

Continue Test Connection Exit

e Select Yes or No to see the summaryof the report

=

| REPORS UMy
ould you Iik%u see a summary af your repaork?

Yes Mo |

e If you Select Yes, the following summary will appear

m. Report Summary

ID[I

Submither # of accounts: [ " Displaying: [

File name:
Prink Close
Summary

TWC Account &  EmployerfiCompany Mame Moyfr  Employees Total Wages Taxable Wages

I Y 00| | osecw| oo

WebSmart by JR3 — Finance Revised 04/2012
TWC/Unemployment Checklist Page 5 of 16



e Select Print Summary — the summary figures should correspond to figures found on the
Unemployment Liabilities report.
e Select Close — The 2 files will generate automatically and you’ll receive the following
message:
o If you select No — the following prompt will automatically appear.

mckhile s X

Two files have been created For wou ko upload in the next skep of this process,

A CuickFilelUpload\ 4742636905 0902730, qfh
CAQuickFileiUpload\ a7 42636905 _0902730.ice.0z

0]4

e Select OK. The following prompt will then appear as a reminder that the TWC file will be
processed by TWC during the nightly posting cycle.
elujeleFils 3 = = d.l

sodkitat [T #Aton

The data you are about to upload will be processed by TWC during the nightly posting cycle. The TWE QuickFile screen will onlby shaw the status of your transmissions.

Please note: If your transmission completed before 5:00 PM Central time on & normal business day, the Summary information should be reflected on our Unemployment Tax Services web-site the Following business day, The Wage Detail
information will be available after 2 business days.

Adjustments ko the current guarter report should not be made until the wage information is posted,

e Select OK. The following prompt indicates the user will be redirected to the TWC QuickFile
login screen.

OfifeleFila X

‘e will now open wour inkernet browser to our logon screen,
‘fou can return bo our web-site:

(https: ffmi&hostp, bwe, stake, b, us TAxWERf fcontraller )
ko review the skatus of your filing.

‘fou can get there From within this program by choosing “iew'; 'QuickFile Web-site' From the menu bar,

‘ NOTE: Be aware that the 2 files uploaded from QuickFile5 will automatically
default to the specified folder upon the initial QuickFile installation.

Remember this folder location. You will need it when uploading the
files on the Texas Workforce Commission website.

KEAAKAAKAAAAAAAIAAAIAAAIAAIAAAAAAAAAAAAAAAArErAhrdrhrdrhrhhkhhhhhhkhkhhihhhihhihhihhhhihhiiiiikx
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e TWHC log in will automatically pop up.
o Log in with school’s username and password
o Select Sign-In

) ﬁ TexasWorkforce Q uickFile - Lo g on

® Employer Tax Information Online

Mote: User account management functions are available only in the new Unemployment Tax Services system.

User Id

Password

Sign-in

e Upload and send files in order prompted by the QuickFile website as seen below. (When
browsing for the .qfh and ice.gz files on your computer, remember the folder location from the
steps above.

o Step 1 - Select Browse to find the file indicated on the screen.
o Select Send File. — this could take a few minutes as indicated in the note below.

_\_Te: User account management functions are available only in the new Unemplovment Tax Services syvstem.

1

[ QuickEile Home]|

STEP 1:
Upload a summary file of the report. We use this file to ensure that the report meets all the security and filing criteria

The file listed in red below has been created on your system by the QuickFile client program
This file must be uploaded and verified before the report can be submitted.

Directory C:'Program Files'\QuickFile 3\ Upload:
File A260084651_2390536.qfh

Use the BROWSE button on the right to locate and select the file listed above.

Summary l:ile:| | Browse...

Send File ClearValues

Please be patient. This can take a while.

WebSmart by JR3 — Finance Revised 04/2012
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o Step 1 will show as Complete and give the user instructions for the following steps.
o Step 2 — Select Browse to find the file indicated on the screen.
o Select Send File. — this could take a few minutes as indicated in the note below.

b

Step 1: Complete.

“ QuickFile Home ”

Step 2: Upload the ICESA report file created on vour PC or LAN by the QuickFile program:

The file listed in red below has been created on vour system by the QuickFile client program.
This file contains the actual Eeport information. Y ou must select the indicated file in the lsted directorv.

Directory C:'Program Files'\QuickFile 5\Upload!
File A260084651 2390536.ice.cz

Use the BROWSE button on the right to locate and select the file listed in red above.
Data File: |C:\Program Files\QuickFile 5\Upload\A260084651_2390536 ice gz

Send Files I ClearValues |

e The following prompt will be displayed.

Click on the Date/Time link to see detailed submission information.

g PRODUCTION | TEST [

Date/Time Report ICESA-format uploaded Filename

Submitted Payroll File
04/28/2011 16:04:57 TWCWAGES.ICE A260084651_2390536.1CE.GZ 1 Accepted E

e Review & Print — Select the PDF document on the right, which opens the verification that
TWC has accepted the filed wages. (see example screenshot on the following page.)

WebSmart by JR3 — Finance Revised 04/2012
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QUICKFILE - Texas Workforce Commission

Texas Workforce
Commission Controller
P O BOX 149363
Austin TX 78714-9363

TWC USE ;
Postmark date

This amount is estimated at this
time. When you log on after a 24
hour period, the payment amount
(if any) will be posted on the

validation remittance.

Employers Acc # Employer Name “Tax Due | Remittance
) Paid
99-999999-99 | ANYWHERE ISD 32 356.87
32 356 87

employer of additional tax and interest.

“Note: The Tax due is calculated by using the tax rate and taxable wages entered. If
[incorrect information is entered and the tax due is incorrect, TWC will notify the

e At this point, the file has successfully been submitted to TWC, and the district must wait at

least 24 hours to verify the payment amount.
e Log off TWC’s Quickfile website.

FAhAkAkAAAAAAkAAAIAAAIAAAkIAAAkArAhkhhhkhkhhkhkrhkhkrhkhkrhhkrhhkrhhhhhkhhhkhhhkhhhkikihhkkhhhkkihhkkhhhkkhhihkhihkiiikkx

‘ NOTE: The Tax Due amount may not be the amount you actually pay to TWC,
which is why it’s important to wait the 24 hour period before logging
into the TWC Logon website.

The Tax Due amount may vary from the Unemployment Liabilities
report generated from WebSmart by a few cents due to rounding. In this
case, the submitter would enter a credit memo or bill to balance the
difference to post the payment in WebSmart.

FEAAKAAKAAAAAAXAIAAAIAAAIAAAIAAAAAAXAAAAAAAAAAIAArErAhrdrhrhhhkhhkhkhhkhhhkiihhhrhhkiihkhihkhhihkhihkiiikkx
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AFTER a 24 HOUR PERIOD — Check the status of the TWC Report

On TWC Logon page:
e Log directly onto the TWC Logon website:
https://services.twc.state.tx.us/UI TAXSERV/security/logon.do
e Enter the district login information:

—— el ! &

Texas Workforce Commission's

Unemployment Tax Services

w 4/

Quick Links Logon Nesd helor E
I o .
oaen MNew to Texas Workforce Commission's Unemployment Tax Serices? If
Sign Up for User ID you already have a User ID far another TWC Internet application, such as
Unemployment Tax Registration or WorkInTexas.com, try legging on with
Forgot Password? that ID. Otherwise, please sign up for a User 10

Forgot User ID7?

* indicates required information

User ID * "

Password * |

e Once logged in, the user will see a page similar to the one below.
o If the Amount Due is 0.00, you are finished.
o If there is an Amount Due shown, continue to the next section on Paying Your
Unemployment Tax

Scheduled Payments Nead heip?

User Information

Name: Mary Contrary UserID: userl
Email Address: may@email com

Employer:  Anywhere ISD

Amount Duei £32,336.52 | Make Payment
Repori{s) Due: 1

WebSmart by JR3 — Finance Revised 04/2012
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Paying Your Unemployment Tax — Through QuickFile

Quickfile offers several options for paying your unemployment taxes; however, within districts, the
two most common are through the ACH (debit) or a district check. We’ll explain both in this section.
If you are unsure of your payment option, contact TWC.

ACH Payment

e The free ACH service allows employers to submit quarterly tax payments via ACH instead of
having to mail in the remittance copy to TWC to complete their quarterly filing and payement
process. The following Payment Process is located on TWC’s website at
http://www.twc.state.tx.us/ui/tax/gstep_pay.html :

Payment Process

Logon and. from Mv Home, select the Payments tab. The svstem leads vou through each step of the unemplovment tax payment process.

s Select a paviment option: Bank Account (Online ACH Debit) or Credit Card (American Express, Discover, MasterCard or Visa).
o Submit the pavment (if paving by Online ACH Debit or Credit Card). The confirmation page displays for vou to view and print a
copy for vour records.

Mailing a Check

o Ifvou are paving by check, select Chick (Bv Mail) as the Pavment Option and print the remittance form. Keep a copy of the
remittance form (with the entered payment amount) for vour records and mail in the original with vour payment.

WebSmart by JR3 — Finance Revised 04/2012
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Posting Your Unemployment Tax in WebSmart

If your district pays TWC for unemployment the TWC bills generated in WebSmart through the

payroll process may not match the dollar amount actually owed to TWC to the penny, due to rounding.
If it doesn’t, the user must create a credit memo or bill to adjust the amount owed to reflect the amount
paid during the TWC process.

If you are paying electronically, make sure the vendor is set up in the vendor maintenance screen to
post as a Standard electronic payment on the Purchasing tab; otherwise, if you are submitting a check,
the payment method will indicate Live Check.

General

Contact Info

Purchasing

Edit: TEMPER INSULATION CO INC({A)

Security

Merge

Purchasing Information

Purchasing information is intended to direct the systemn on how to pay and p

Payment Method

Pricing Notes

Live Check

Standard

Generates a check to
the vendeor

] Posts to the ledger as
an electronic payment

In this example, the scenario is as follows:
e The Unemployment Liabilities report from WebSmart indicates $32,356.87

e The TWC remittance indicates a total Due of $32,356.62
e The difference in WebSmart is higher by $0.25 than the amount due/paid; therefore a Credit
Memo of $0.25 needs to be created in WebSmart to match the TWC remittance.

Creating a Credit Memo to Adjust the Amount Due

e Go to Finance > Purchasing & AP > Payables > Credit Memos

e |If the amount paid to TWC is less than the Unemployment Liabilities report, Select Create
Credit Memo in WebSmart
e Enter a Reference number or description

Enter the Transaction Date
Select the Unemployment Vendor (Texas Workforce Commission in this example — see below)
Select © Add 1 Item(s)
Enter Qty of negative 1
Enter Price (0.25 in this example)
Tab to the Extended Price
Tab to the account code fields
Enter the debit/credit

o Debit the Unemployment liability account (420-00-2157.00-000-2-00-0-00 in this
example — see below)
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o Credit the Unemployment payroll expense account (420-11-6145.00-001-2-11-0-00 in
this example — see below)

e Select Create

New Credit Memo
Reference Due Date Transaction Date
(15t Quarter TWC Adi | las16/2012 |29 4/16/2012 | 2
L 1
¥endor AP Group Status
[Texas workforce Comrmission 1 MNone Mew
Items
k3 | Item Mo. | | Description - Debit f Credit | Oty Price Ext. Price |
1 | |[Lst quarter Twe adi | | -1,00]| 0.25) -0.25/@
420-00-2157 ,00-000-2-00-0-00 f4z0-11-6145,00-001-2-11-0-00 i [%]
€) Add Cading
@Add 1 Ttemis)
[ B Create ]] [ ® cancel ]

e Goto Finance > Purchasing & AP > Payments > Make Payments

e Select the bills and the credit memo for the Unemployment vendor so that the total amount
posting to the ledger matches to the total amount paid.

e Select Create Check Run as indicated below

Unpaid Liabilities

Update the bank general information below:

* Banking Account: Qperating
Total Amount: 32,656.62| (_G\‘.i?ate Chedk Run
Liabilities

Query: | aLL - all Liabilities

¥endor

Pay D

‘ Amount

Texas workforce Commission +32,656.62

e Select Save to post the transaction to the General Ledger. This process Debits the
Unemployment liability account and credits cash.
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Create: New Check Run

! Save }( Cancel j

“,

AP Check Run

This check run will NOT been submitted to the banking register or
ledger until yvou click the SAYE button, This run contains $0.00 in
live checks and $32,656.62 in electronic pavyments which will be
which will be posted to the register of the account selected below
and to the ledger effective the date provided,

Preview

Banking Account: Cperating

* Run Date: 4/16/2012 5

* Sort Order: Increment By Yendor Mame

Live Checks

Page Zize: 10

Mo Checks Found

@O Page 1 of 1 @IQ

Electronic Files

Page Size: 10

Format | Amount | Preview

Standard $£32,656.62 =

Creating a Bill to Adjust the Amount Due

Sometimes, the Unemployment Liabilities report could be less than the actual amount due to TWC (or
other Unemployment Vendor. In this case, you would create a bill to adjust the Unemployment
payment.

In this example, the scenario is as follows:
e The Unemployment Liabilities report from WebSmart indicates $32,356.50
e The TWC remittance indicates a total Due of $32,356.62
e The difference in WebSmart is less than the amount due/paid by $0.12; therefore a Bill of
$0.12 needs to be created in WebSmart to match the TWC remittance.

In WebSmart
e (o to Finance > Purchasing & AP > Payables > Bills

e If the amount paid to TWC is more than the Unemployment Liabilities report, Select Create
Credit Bill in WebSmart

e Enter a Reference number or description

e Enter the Transaction Date

e Select the Unemployment Vendor (Texas Workforce Commission in this example — see below)
o Select © Add 1 Item(s)
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e Enter Qtyof 1

e Enter Price (0.12 in this example)
e Tab to the Extended Price

e Tab to the account code fields

e Enter the debit/credit
o Debit the Unemployment payroll expense account (420-11-6143.00-002-2-11-0-00 in

this example — see below)
o Credit the Unemployment liability account (420-00-2156.00-000-2-00-0-00 in this

example — see below)
e Select Create

New Bill
Reference Due Date Transaction Date
[rwe - 1stotradi | | | | =
¥endor AP Group Status
I Texas Workforce Cormmission l MNone MNew
Items
# | Item Mo. | Description - Debit / Credit | Oty Price Ext. Price |
1 | {15t Quarter TwC adj | | 1.00]| 0.12| 0.12|D)|
420-11-6143.00-002-2-11-0-00 420-00-2156,00-000-2-00-0-00 ¢ e
6 Frhe-Cordirng
€ add |1 Item(s)
ﬂMCreate ] [ ® cancel ]

e Goto Finance > Purchasing & AP > Payments > Make Payments

e Select ALL bills for the Unemployment vendor so that the total amount posting to the ledger
matches to the total amount paid.

e Select Create Check Run as indicated below

Unpaid Liabilities

Update the bank general information below:

* Banking Account: Qperating
Total Amount: 32,656.62| (_G\‘.i?ate Chedk Run
Liabilities

Query: | aLL - all Liabilities

Pay D

¥endor

‘ Amount

$32,656,62

Texas Waorkforce Commission

e Select Save to post the transaction to the General Ledger. This process Debits the
Unemployment liability account and credits cash.
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Create: New Check Run

! Save }( Cancel j

“,

AP Check Run

Preview

This check run will NOT been submitted to the banking register or
ledger until yvou click the SAYE button, This run contains $0.00 in
live checks and $32,656.62 in electronic pavyments which will be

which will be posted to the register of the account selected below
and to the ledger effective the date provided,

Banking Account: Cperating

* Run Date: 4/16/2012

* Sort Order: Increment By Yendor Mame

Live Checks

Page Zize: 10

Mo Checks Found

@ O Page 1 of 1 @I G:I
Electronic Files

Page Size: 10

Format | Amount | Preview
Standard $£32,656.62 =
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