7,
shepherds
/gtgff

Shepherd’s Staff imports payroll information from Intuit’s QuickPayroll program. Information on the QuickPayroll
software is available at www.intuit.com in the small business section. The phone number is 800-332-4844.

Payroll details, check printing and all other payroll processing is performed in QuickPayroll. Payroll processing

related questions should be directed to Intuit. Shepherd’s Staff imports the data produced from your QuickPayroll
checks, and automatically updates your account balances, creating a matching payroll transaction for each employee.

Getting Started

Read these instructions completely before attempting the procedures.

Following the instructions furnished with the software; create your paychecks in QuickPayroll. For each check
payee, Shepherd’s Staff must contain a matching vendor record.

&, First United Methodist Church - QuickPayroll
File Edit Listz Activities | Reports Online Window Help  Subscribe

1. From the Reports menu, select Payroll
Reports, then Transaction Detail.

SUMMEEY
Employes Earnings
Lizhilties

ttem Detail

tyroll Repo
List Reports
Other Reports

L [[ed 4 e e

Memorized Reports .
Transactions by Payee

2. On the Payroll Transaction Details template, select the dates for the period you want the report to cover.

i First United Methodist Church - QuickPayroll
Fil=  Edit Listz Activities BRepordzs Online Wndow  Help  Subscribg

Il Payroll Transaction Detail w HowDol? @ _ (O] x
Customize Customize. .. | Filters.. | Format... | Header/Footer. .. | Hide Hgder | Priﬂt.Wﬂrige."l—Egcelﬂ——Bdnah.l\ .

= Memorize

Dates | This Month =] From [04/01 72001 & Ta [04/30/2000

First United Methodist Church
oaiom Payroll Transaction Detail ~Print
April 2001
Type < Date + Hum Hame <+ Payroll kem < Account % Amount %
TOTAL

3. Click customize and select the following fields, in this order, then click OK.

* Eyi)e Customize Report X]
] ate
e  Number Repot Dates [EPRIETD Columns ﬁfatnrg?imlm \ﬂ v 0K
e Name I— ,
e Payroll Item Fiom 040172001 Eiltj;eda'LastModified ﬂl
I ./ Dat |
e  Account To [o4/30/2001 /Dac PR
e Amount M ame
> Source Mame
Memo
Faid Through ]
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4. Click Memorize (previous page), and name the
report TSSIMP. This will allow you to access the

report from the Memorized Reports list. Click OK.

EMemurize Report

Enter Memorized Report M are

]|
¢ OK

| TS5IMA

x LCancel

2

Help

5. Click Print.

iy First United Methodist Church - QuiciPayroll

File Edit Listz Activities Reports  Online Help  Subscribe

Il PayToll Transaction Detail * How Do?
LCustomize... | Filtersz.. I Format... | Header/Footer... | Hide Header Print... | Memarize... | Encel... I Refrezh
Dates | This Manth =] Fram [04/01 72001 B T [0as30/20m |
First United Methodist Church
pa101 Payroll Transaction Detail
April 2001
Type @ Date + Hum = Hame + Payroll kem + Account @ Amount @
TOTAL
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Exporting Your Payroll Information from QuickPayroll

1. Preview the report
to confirm it
contains the data
you want to
export. Note:
Shepherd’s Staff
cannot import
checks that
contain
“adjustments.”
These must

finance module
using journal
entries or de

2. Click Print. On
the settings page
of the Print
Reports Menu,
click on the printer
button and select
Generic/Text Only
on File.

Print Reports

Jﬁettingsl Fonts ] Marging ]

Arint ko

" Printer:

|Generic / Test Only on LPTT:

IE:-:ceI.fLDtus 123 spreadsheet j

Mote: Tao install additional printers or to change port
azzighments, uge the Windows Control Panel.

[rientation: Fage Range:
% Portrait O
" Pages:

% Landscape

= Fit repart to I'I page(z] wide

j Optiong... |

From: I'I_ To: IElElElEI

ﬁjage Breaks:
= Smart page breaks [widow/orphan contral] | Humber of copies: |1

= Fiint in color (calor printers anly)

3. Click on the File button. Select Excel/Lotus 123 spreadsheet.

4. Click Print.

Cewetiskrle — HE|

Save i 5 QuickPayral

158 @l & =3

5. From the Create Disk File
box, select the C drive from
the Save in: drop down menu.

| cafe
I:l i

File name

:\fj Dezktop
_r%‘ by Computer
=4 3 Floppy &)
=3
[ Program Files
1 Inbuit
5 QuickPayral

& )

=2 Cph# on 'Stint01" [M:)

=2 Cphczcd on 'Stint01' (M)

=2 Cphceczstd on Stint01* [0:)

Save

=2 Antoniam$ on ‘Stnt01" (F:)
=2 Cphwferd on 'Stint01" (0]
M etwark, Meighborbood

Save az |

Cancel

— 3

Pl

Help
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Click on the New File
Folder button and create a

e
R

Creaie Di

— I

e ot et TSNP~y [ EEjo| e
folder’ highlighted text. bz zgl [ psforts [ Staffaz @c

by Documerts . Recycled |:| Temp

bty Dovvnload Files [:l serwce pack [:l unzipped

My ML [ stari2 Cwincowes

My Folder [ staft13 ] T=SIMP|

Palm [ statiz

Program Files |:| Staffa

4

File name: I

Open

Save az type: ILu:utus 1-2-3 [ pmn)

Cancel

r

il

Help

Type “payroll” in the File Name

box and click Save. Create Disk File

i E3

This directory and filename are bawsin I 3 Tasimp

& @l i [=E)

hard coded into the transfer
utility. This file path is required
for the payroll import.

If your system does not have a
Generic/Text Only printer
option, see the attached
instructions on how to se one up
on your computer.

File name: Ipa_l,lr-:nll

Save

Save as type: ILu:utus 1-2-3 [*.pin)

Cancel

Help

Pl
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Importing into Shepherd’s Staff

1. In the Finance module of Shepherd’s Staff, select  accourts Transactions | Pagioll Verdors Beports Utiities  Wwindow Exit Help
Payroll, then Payroll Import. Fayrall [mpart

2. Click Import. The count of checks imported will
appear in the Imported Checks box.

#5 Payroll Import

Payroll Irmpart File
|C:\TSSIMF’\F’AYHDLL.F'F|N |

3. You will see a grid with three tabs. Your
QuickPayroll information will show on the left side
of the grid. On your first import, the right side of
the grid will be empty.

Fead in the checks from the specified Fayroll Import
Filz and prepare the information for merging inko
Finance.

k atch up Finance accounts and wendors to accounts
and vendorz ik the impart file, and zelect wour bank.
account.

Setup

the impart file. Checks include employer matching

‘a terging creates a check in Finance for each check in
amaounts, when applicable.

Merge
Cloze the Payroll Irport utility,
LCloze Imported Checks
: . Checks Merged inta Fi
Complete the information on meis MEMECn HRsnes

= Finance -- A Church

each of the three tabs.

¥ Setup Payroll Import for Fund 01 general

Bank Account |I]1 1 -I]I]-E-I]I] Asse\ j [ Delete file after import
Accounts I YWendors I Account Tupes
Account Type Payroll Item =
#| Payroll Expenses AP ork Salary - b
Fayroll Expenses Children’z Miniztry Coordinatar 016-00-00-00 Expense
FPayroll Expenzes Choir Director S alary 116-00-00-02 Payra e
Fayroll Expenses Cuztodian Salam
Fayroll Expenzes Medicare Company
FPayroll Expenzes Organiztz Salany
Favroll Expenzes Social Security Compary
: Faurnll F xnenzes SP York Salarw _}E

oK g;texe/ [Ea— |

4. For each row on the grid, click the down arrow on the right side of the screen. You will see your
Shepherd’s Staff Account, Vendor, or Account Type.
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5. Select the corresponding Shepherd’s Staff information for each of the QuickPayroll transaction detail line.
This is called ‘mapping’ your data.

]|

& Setup Payroll Import for Fund 01 general
Bank Account ||]1 1-00-00-00 Azset j [ Delete file after import
Accounts ] Yendors Account Topes
AP Yendor 55 Vendor =l
& Cordes, Paulette | o
Ford, Ralph H Bonnala Henderzo

Henderzon, Bannalynn

Hessz, Toni

karsh, Suzan K.

Fazmuzzen, Gany

R athbun, Joel L

Stk Maru
4| I

Gary Basmuszen
Joel Rathburn
Julia Smithson
Mary Scott
Paulete Cordes
Ralph Ford
Suzan Marzh
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I kK | Delete Refresh |
¥ Setup Payroll Import for Fund 01 general |
Bank Account ||]1 1-00-00-00 Aszet j [ Delete file after import
Accounts I YWendors Account Types
QP Account Account Type -
p | Checking 1 - Azzet o
Fayroll Azzets 1 - Azzet
FPayroll Expenzes G - Expenze
Fayroll Liabilities 2 - Liability
[l | ;If
k. [elete Hetrest |
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6. Once all of your row have been mapped, Click Merge. The count of merged checks will appear in the
Checks merged into Finance box. This number should match the Imported Checks number.

\.?‘ Payroll Import |
Fayroll [mport File
|I::"-.T S5IMPYPEYROLL.PRM |

Fiead in the checks from the specified Payrall Import
File and prepare the infarmation for merging inta
Finance.

Match up Finance accounts and wendaors to accounts
and wendaorz in the impart file, and zelect vaur bank
AcCount.

Merging creates a check in Finance for each check in
the impart file. Checks include emplayer matching
amountz, when applicable.

Cloze the Payroll Import utility.

Cloze Imported Checks | 14

Checks Merged inta Finance [ I

7. Your checks are now imported into Shepherd’s Staff. These details will show up on the respective
transaction grids.
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How to Add a Generic/File Printer

1. Click Start, then Settings and Printers.

2. Click Add a Printer. You will see the Add a Printer
Wizard. Click Next to begin installing your printer.
a Wwindows |pdate

9 wip Add Printer Wizard
rinter Wizar
@ Mew Office Document
ﬁz Open Office Document This wizard will help vou to install pour printer quickly and
easily.
Ererans Ta begin instali inter, click Nex,
0 begin installing your printer, click Mest.
Favoarites & BT

Documents

&

B

Lantrol Panel

*Bll vy v ¥

X Find P
@ Help Taskbar & Start Menu...
p Bun... Eolder Options....
& Log O ] bctive Desklop »
Shut Down.... % “Windows Update. ..
st | B)0cc.. | | 2 shep. | E Fins.. |
¢ Back Cancel
3.  On the second screen, select Local Printer.
Add Printer Wizard |
Haw iz thiz printer attached to pour computer?
[ it iz directly attached ta your computer, click Lacal
Printer. If it iz attached to anather computer, click Metwark:
Printer
™ Metwork printer
< Back I MHest I Cancel
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4. In the list of Manufactures, select Generic. Then Click Next.

Add Printer Wizard |

M anufacturers: Frinters:

GLCC
iGenerc =i

Gestetner
Hermes

HF

Click the manufacturer and model of your printer. |f vour printer came with an
inztallation dizk, click Hawve Dizk. |f vour printer is not ligted. consulk paur prinker
docurmentation for a compatible prinker.

Fuijitzw Generic # Text Only

Hawve Disk. .. |

< Back

I Mext > I Cancel |

5. When prompted for an available port, select File, then click Next.

6. Leave the Printer Name/Default window as it appears and click Next.

Add Printer Wizard

Click the port you want to uge with this printer, and then
click Mest.

Awailable ports:

COM1: Communications Port

Hirzom CardBus Ethernat 100 + Madem 56
Lreates a file on disk

LFTT: ECF Frinter Port

LConfigure Part. .. |

Add Printer Wizard

Y'ou can wpe a name for this printer, or you can use
the name supplied below. When you have finished,
click Mext.

Printer name:

Do you want pour Windows-based programs to use this
printer as the default printer?

e
& No

< Back I Mext » I Cancel |

< Back I Mest > I Cancel
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7. If the system asks you about printer sharing, leave the Generic/Text Only printer as Not Shared and click
Next.

8. When asked if you want to print a test page, Click No. Click Finish. You may be prompted to insert your
Microsoft Windows CD. If so, follow the screen prompts.

Add Printer Wizard |

After your printer iz installed, \Windows can print a test
page =0 you can confirm that the printer iz zet up properly.
Would you like ko print a test page?
" Yes [recommended)
& g
¢ Back I Finizh I Cancel
Shepherd’s Staff Payroll Utility Instructions 10 of 10

Sign up for our email list at www.shepherdsstaff.org




