1. Click the Reports from Payroll module.
2. Click Form 941.

3. Set the value for the following fields:
Year

Quarter

Part 1

Part 2

Part 3

Part 4

Part 5

Paid Preparer
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How to Generate Form 941 Report

@ To print Form 941 b, set the Schedule Type in Part 2 to Semi-weekly.

4. Click Print toolbar button.

Year 2016 Quarter: |39 v

Part 1 Part3

No. of Employees (1)

Stopped Wages (15):

Wages, tips, other (21: | Final Date Paid (15):

FIT Withheld (3} [ Seasanal Employer (16

No S or Med Tax (4
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S 0 =
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Paid Preparer
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Preparer's Name:
PTIN:

Signature Date:

Taxable S Wages (Sal: | 7.727.40 Firm's Name:

Allow Contact Designee:
Taxable SSTips (56 | 0.00 EIN:

Designee Name:
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Designee Phone:
Tax Unreported tips (50 | 0.00 City:

Designee PIN
Adjust Fraction Cents (7): ‘ 0.00 State:
Adjust Sick Pay (8) [ 0.00 || Parts Tip:
Adjusiments for Tips (9): | 0.00 | Print Name Deen Winchester Phane:
Total Deposits (1) \ 2,583.74| || Print Title: ca
Send & Refund (13): Signature Date:

B EERe Voucher Stub

Best Day Time Phone:
Part2 Payment Dollars: |
Schedule Type (14). Monthly - Paymen: Cents: |

1
Lilith Mayfield
123456789
8/312016
LLs
987654321
1234 Lone Street
Roanoke
VA
24031

2,583

G} Click Save toolbar button to save criteria entered. Click Recalc toolbar button to recalculate amounts.

5. Form 941 report should be displayed.
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@ Form 941b report will be as this:
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1. Click the Reports from Payroll module.
2. Click Form 941.

3. Set the value for the following fields:
Year

. Quarter

. Part1

Part 2

Part 3

Part 4

. Part5

Paid Preparer
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(D To print Form 941 b, set the Schedule Type in Part 2 to Semi-weekly.

4. Click Print toolbar button.

Details

Year: | 2016 Quarter: | 3rg ~

Part 1 Part3 Paid Preparer

No.of Employess (11 | 2| || Stopped wages (15) Self Employed |

Wages, tps, other (2 | Final Date Paid (15): Preparer's Name: | Ljjch Mayrielg

FIT Withheld (3): [ Seasonal Employer (16): PTIN: 123456783

No 55 or Med Tax (4): Signature Date:  5/3/2016 =
Part4
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Allow Contact Designes:

\
Taxable SSTips {56k |
\

EIN 987654321
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Taxable Medicare (5c): 0 Address 1234 Lone Street

Designes Phone:
Tax Unreported tips (57: | 0.00 City: Roanoke

Designee FIN
Adjust Fraction Cents (7): \ 0.00 State: VA
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Adjustments for Tips (9): | 0.00| || Print Name: DeanWinchester Phane:
Total Deposits (11); \ 2,583.74| || Print Title: co
Send a Refund (13) Signature Date: B

g gazoe Voucher Stub

Best Day Time Phone:
Part 2 Payment Dollars: | 2533
Schedule Type (14) Monthly » Payment Cemts: | 74
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@ Click Save toolbar button to save criteria entered. Click Recalc toolbar button to recalculate amounts.



5. Form 941 report should be displayed.
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