Payroll

R. Reports Menu: Q. Tax Summary Report
[image: image1.png]‘Anytown 01 Payroll (Vers
7.0tr 1 January

~Detall posting register
. Payroll register
. Check register c
. Check warrant report J. Tax deposit report
. Cashed checks report K.Federalformodl |
. Outstanding Checks L Sstate wlthholldlng report
 Check Mismatch Report | M. State unemployment report |
Preprinted tax forms
Labor accounting
O. Process W-2s
2 Employeelisting____[ 8l P 5o e Ropor |
& Employee wage summary | 75 Tax Summary Report |
. Employee tax summary ]
. Employee deduction report "S. AP Vendor Distribution |

. GIL posting register T. Worksite Report

E. AIP posting register ustom Reports and Routines
Cancel

7g): Reports Menu

Mailing labels
. Accrued time report
Life insurance report
ax file report

o

G.
H.
1

W

N

oo

o0 |1~

o

>

o |m.

(=]





Click on “R. Reports Menu” from the Main Menu and the following window will appear:
[image: image2.png]‘Anytown Payroll' Main Menu
Period 7 Gtr 1.Jan

1. Post Payroll

. Tax Deposits

2. Calculate payroll

3. Edit Postings
Print Checks

After the fact payroll

6. Employee Maintenance
Check Reconciliation
Payroll Checks
Tax File Maintenance
A. Transfer to GL

E

F. Standard Deduction Table

G. Paytype/Deduction Code Change
Restore POINTS

I Installation Options

K. Code and List Maintenance
L. Leave Time Accrual Maintenance
M. Process Direct Deposits

0. NEMRC Backup

P._Password maintenance I

|

Transfer to AP
Period Close
D. Close Calendar Year

R Reports Menu
X. Index Data Files

Q. Quit Payroll





Click on “Q. Tax Summary Report” from the Reports Menu and the following window will appear:
Tax Summary Report
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1. Check Dates: Enter the beginning check issue date for the report to start on.
2. to: Enter the ending check issue date for the report to end on.
3. Preview: Click this button to preview this report. Refer to GENERAL PREVIEW for more information.
4. Print: Click this button to print this report. Refer to GENERAL PRINTING for more information.
5. File: Click this button to save this report on this computer. Refer to GENERAL FILE for more information.
6. Cancel: Click “Cancel” to cancel and return to the Reports Menu.
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