Creating QuickBooks Reports for your
Workers Compensation & General Liability Audits

This document will give you step-by-step instructions for customizing your Quickbooks so
that you can easily generate the reports needed for your audit. Taking the time to go
through this will make your next audit much easier!

We’'ll start with the Subcontractor Expense Report.
In your menus, go to Reports C—) Vendors & Payables C—) 1099 Detail

(i Sample Larry's Landscaping 8 Gi ipply - Quic
@ File Edit View Lists Favorites Company Customers Vendors Employees Banking

® i)

Online Services  Window Help

Report Certer
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Home Calendar | Snapshats Custorners Vendors Employees Online Banking Dots Report!  Memorized Reports »
[ New vendor... + ew Transactions = () print > [ Excelv [ words Company Snapshot
Process Multiple Reports
Yendors Transactions Yendor Information Reports for this ¥Yendor
»
B et vencors - Yerdor flame 4BC Roofing Campany & Financial QuikRepart
s Vendor Type. Subcantractors Custorners & Receivables 4 e Ealance
Company Name ABC Roofing Inc. Sales »
Name: Bolance Total _ Attach Address ABC Roofing Jobs, Time & Mileage »
[pBC Roofing 0.00 bl AP Aging Surmmary Wendors & Payables »
Bartk of Anycty om0 A/P Aging Detail Purchases v
B Insulati 0.00
ernes fnsuiation Vendor Balance Summary Inventory r
Bayshare CalOil Service: 0.00
Vendor Balance Detail Employees & Payroll »
Bayshore Water 0.0
o Ecupment Rental 000 Unpaid Bills Detail Banking v -
Cal Gas & Electric 137,50 Accounts Payable Graph Accountant & Taxes » |Dos... Order Checks
Cal Tekephane 50 Transaction List by Vendor Budgets ,
Caloil Company 0.0 Shi 1089 Summary List > 16- 09ja0je017
= s Patrick, CPA 0.00 —
emelon, Pane Ty 1089 Detail Contributed Reports r Amount
Charlie's Drywall Service 0.00 - -
+ "This Fiscal ¥ear".
Chrs Markley 0.00 Sales Tax Liabiliy Custon Reports
City of Bayshore 0.0 Sales Tax Revenue Summary Culea
City of Middlefield 0.00
Vendar Phane List saction Histary
Computer Services by D1 0.00
Connar Gardan supples 1o Vendor Contact List ion Journal
Employment Developm... 0.00
Express Delivery Service 0.00
Great Statewide Bank 639,12
Gussman's hursery 0.00
Internal Revenue Service 0.00
Mendoza Mechanical 0.00
Metal Warks 0.00
Middicfield bursery 0.00
Mike Scopellite: 0.00

Your screen should now look something like this. If it’s not exactly the same - don’t worry.
Let’s change some settings. Click the “Customize Report” button.

. Sample Larry's Landscaping & Garden Supply - QuickBooks Pra 2012 - [1099 Detail] T

T File Edit Wiew Lists Favorites Compamy Customers Vendors Employees Banking Reports Online Services Window Help NER
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Home Calendar | Snapshats Customers Vendars Employees Online Banking Docs Reparts | Invoice ltem MemTx Check  Bill
Share Template | [ Memorize || Print [ E-mail v || Excel » | [ Hide Header |
dar Vear ~ | From |01/01y2016 [B] To |12/31/2016 [B] Sort By |Default -
1093 Opticke = ||l alowed accounts v
2:34AM Larry's Landscaping & Garden Supply
1266 1099 Detail
January through December 2016
o Type o_Date o Hum o Memo o Account _ oClro__ Spit __ oOriginal Amount o _Paid Amount o Balance o
ABC Roofing i
56.1234566
» Bill 12452016 Subcontractors. Accourts Pa. 4,250.00 425000 425000 4
Bil 12452016 Final Subcontractors Accouns Pa. 4,250.00 4,250.00 8,500.00
Total ABC Roofing 850000 8,500 00
Bank of Anycity
{no tax ID on file)
Check 0222016 1458 Accrt# 467 Eguipment Loan Checking 21518 21518 21518
Check 1022016 1459 ACOMMM4ER..  Iterest Expense Checking 2898 2895 24413
Check 01282016 1461 Accri#d4B? Bank of Anycity Lo. Checking 432,99 43299 B7712
Check 0/282016 1461 AcCri# 467 Irterest Expense Checking Nro MTm 79413
check 1220016 1480 Accri#eds?..  EuipmentLoan Checking 216581 21681 101074
Check M222ME 1480 Acori#d 467 Interest Expense Checking 2752 2752 103826
Check TRBR0IE 1962 Acoi#eeER.. Bankof Anyofy Lo Checking 43543 43543 147388
Check 128206 1462 Accri#d4sT Interest Expense Checking 11457 11457 1,558 26
Tatal Bank of Anycity 1,588.26 1,588.26
Barnes Insulation
(no tax ID on file)
Bill 12452016 Subcontractors. Accourts Pa. 2,385.00 238500 238500
Bil 12/ 512016 Subcontractars Accounts Pa. 3,800.00 3,500.00 6,185.00
Total Barnes nsuistion 618500 618500
Bayshore Water
{no tax ID on file)
Bill MA320ME 0103 Acct #370C. Water Accourts Pa. 2883 2689
Bl 02142016 0203 ACCLASTOC.. Water Accounts P 2780 2780
Bill 034 412016 Accourts Pa.
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You'll have a screen come up that looks like this:
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Drop the calendars and add the dates of your audit period. Inthe columns area, check or
uncheck so that the checked columns are Date, Number, Memo, Paid Amount and
Balance. Click “OK.” You should return to the report and it will now look like this:

(d Sample Lany's Landscaping & Garden Supply - QuickBooks Pro 2012 - [1099 Detaill L . - = |-
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Hore Calendar | Snapshots Customers Wendors Ermployees Online Banking Docs Reports

Dates | This Calendar Year = | From |01/01/2016 [E] To |12/31/2016 [H] Sort By |Defaul -
1099 Options | all vendors | 4l alowed sccounts =
2:40 AM Larry's Landscaping & Garden Supply
1288 1099 Detail
January through December 2016
B Type ° Date © Hum ¢ Memo © _Paid Amount o Balance
ABC Roofing E
56-1234566
» Bill 12152018 4,250,000 425000 4
Bill 121352016 Final 4,250.00 §,500.00
Total ABC Roofing 8,500.00 8,500.00

Barnes Insulation
(no tax ID on file)

Bil 12152018 238500 2,385.00

il 12152016 3,800.00 6,185.00
Total Barnes Insulation 6,185.00 6,185.00
Chris Markley

333-33-3334

Bil 12152018 5,000.00 5,000.00

il 121512016 5,000.00 10,000.00
Total Chris Markley 10,000.00 10,000.00

Mendoza Mechanical
(no tax ID on file)

Bil 12152018 1,500.00 1,500.00
Tatal Mendoza Mechanical 1,500.00 1,500.00

Mike Scopeliite

621-75-2089
il 12152016 SCL-.. Cortract Lab. 800,00 800.00
Tatal Mike Scopelite 800.00 800.00

Robert Carr Masonry e

il " 3:40 AM P

Check the 1099 Options to be sure they are set to “All Vendors” and “All Accounts.” Save
this report and we’ll move to the next. Click on “Memorize” and type in Subcontractor
Report for Auditor or any other name you choose and click OK.
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If you use filters to separate the subcontractors from your other vendors for the above
report, then you must print an Expense by Vendor Summary Report also. This report is
found under Reportsc—) Company and Financialc=) Expense by Vendor Summary. Be
sure to change the dates to the audit period.

File Edit View Lists Favorites Company Customers Wendors Employees Banking Reports Online Services Window Help

® m @ B @ @ B B B = & @ =
Home Calendar | Snapshots Customers Wendors Employees Online Banking Docs  Reports | Invoice ltem  MemTx Check  Bill
Tl Expenses by Vendor Summary =1
Customiee Report | | Share Template | [ Memorize | Print [ E-mai = | Excel = | [ Hide Header || Collapse | [ Refresh
Dates | Custom = | From |02f02iz016 [E] To |02/02(2017 [B] columns | Total only = | Sort By | Default -
2:6 AM Larry's Landscaping & Garden Supply
121816 Expenses by Vendor Summary
Accrual Basts February 2, 2016 through February 2, 2017
<Feb2,"16-Feb 2,17 o
Bank of Anyeity » 26505 4
Bayshore Cal0il Service 113063
Bayshore Water 419.34
Brown Equipment Rental 4500
Cal Gas & Electric 145873
Cal Telephone 618.30
Charlie’s Drywall Service 1,500.00
City of Bayshore 45.00
City of Middlefield 125.00
Computer Services by DJ 75.00
Conner Garden Supplies 68500
Great Statewide Bank 1,196.94
Gussman's Hursery 1.429.00
Mendoza Mechanical 7000
Middlefield Hursery 24000
Mike Scopellite 500.00
Nolan Hardware and Supplies B43.75
Mye Properties 2,400.00
Patio & Desk Designs 313250
Robert Carr Masonry 1,086.25
‘Sena Lumber & Building Materials 2,508.85
Smallson & Associates 37500
Sowers Office Equipment 114287
Townley Insurance Agency 206252
Willis Orchards 347.25
TOTAL 24,229.08

The next report needed is the Payroll Summary Report.
In your menus, go to Reports =) Employees & Payroll =) Payroll Summary

(4 Sample Lamy's Landscaping & Garden Supply - QuickBooks Pro 2012 - [Payroll Summary] — o = S
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250 Am Larry's Landscaping & Ga Company & Financial B
1214516 Payroll SUMmMi  Customers & Receivables v
February 2, 2016 through Feb S v
o Dunean Fisher o _Jen Jobs, Time & Mileage .
Employee Wages, Taxes and Adjustments Vendors & Payables R -
Gross Pay
Salary - Designer 0.00 Purchases C
Salary - Landscaper 000 Trwentory »
Ouertim Surarmarize Payroll Data in Excel Ermployees & Payroll >
Regular’
Bonus More Payroll Reports in Excel > Banking v
TotalGrosi  Intuit 401(K) Reports Accountant & Taxes v
Budgets v
Adjusted Gro Payroll Surnmary . tg ,
Payroll Itern Detsil &
Tares withhg Payroll Detail Review Contributed Reparts »
Federal Wi Ermpl E S
Medicare £ fripleyee Eamings summmary Custom Reports »
SocialSecy  Employee State Taxes Detail
CA - Withh QuickReport colQ

Payroll Transactions by Payee

CA - Disabj Transaction History
- Payroll Transaction Detail

Payrall Liahility Balances Transaction Journal

Deductions fi
Health Insy Workers Comp Summary -480.00 -480.00 1,247 50
Total Deductiy “Workers Camp by Code and Employee -480.00 -480.00 1,247 50
Workers Comp by Job Summary
Additions 0|y Comp Detal
Milcage Re 0.00 000 000
Total Additior Warkers Comp Listing 0.00 000 000

Het Pay Emplayes Contact List 28,835.90 38,647.36 93,337.09

Employee Withholding

Employer Taxes Payroll Itern Listing
Federal Unen i) T G L 92562 8908 226866
Medicare Cor_ 582.23 7616 176538 -
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Your report will be similar to this. Now let’s click the Customize Report button:

(4 Sample Lany's Landscap ply - Quick Pro 2012

File Edit View Llists Favorites Company Custorners Vendors Employees Banking Reports Online Services ‘Window Help
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Home Calendar | Snapshots Customers Vendors Employees Online Banking  Docs  Reports | Invoice Item  MemTx Check Bl
il Payroll Summary = T
Cuskomize Repott | | Share Terplate | [ Memorige || Print | E-mail v | Excel v | [ HideHeader | [ Refresh |
Dates | Custar ~ | From 0zj0z/z016 [E] To | T [E] columns | Employes -
247 AM Larry's Landscaping & Garden Supply
1216116 Payroll Summary
October 1 through December 15, 2016
Duncan Fisher Jenny Miller Shane B. H|
* Hours < Rate + 0ct1 - Dec 15,16 = Hours - Rate + Oct 1 - Dec 15, 16 = Hours e |
Employee Wages, Taxes and Adjustments -
Gross Pay |
Salary - Designer » 000 4 11,711,568
Salary - Landscaper 0.00 000
Overtime Rate 5 2588 129 40 0.00
Regular Pay 430 1725 26000 0.00
Bonus o 000 0.0
Total Gross Pay 485 8,408 40 1,711 58
Adjusted Gross Pay 435 340940 171155
Taxes Withheld
Federal Withholding -B06.00 -1,678.00
Medicare Employee 2104 ELEE
Social Security Employee 52138 72612
CA - Withholding 23584 -445.11
CA - Disability Employee -99.94 1646
Total Taxes Withheld -1,584.40 -3138.50
Deductions from Net Pay
Health Insurance -75.00 -140.00
Total Deductions from Het Pay -75.00 -140.00
Additions to Het Pay
Mileage Reimb. 0.00 0.00
Total Additions to Het Pay - 0.00 0.00
<& ’

You will have this screen pop up. Change the dates to your policy period dates and
uncheck the Hours and Rate boxes.

Medify Report: Payroll Summary Iﬁ

Display Eilters | Header/Footer | Fonks & Mumbers

Report Date Range

Dakes | Custom » | The date range vou specify in the From and To fields

From |08/02f2016 [E] To

Columns

Display columins by | Employe * across HNe top,

Add subcolumns For

[ Previous Period [ Previous Year [ ear-To-Date [ % of Row [ % of Column
o
4 Change $ Change i of ¥ TD Howrs Rate
% Change % Change

[ Advanced. .. ” Revert l

[o]4 ] [ Cancel l [ Help l
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Your payroll report should look like this:

|4 Sample Larny's Landscaping & Garden Supply - QuickBooks Pro 2012 - [Payrall Summary] —— -— = = E8 |
Tl File Edit View Lists Favorites Company Custamers Vendors Employees Banking Reports Online Services Window Help _[=]x
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Dates | Custom = | From |08/02/2016 To |D8/02f2017 Columns | Employee -
303 AM Larry's Landscaping & Garden Supply
12516 Payroll Summary
August 2, 2016 through August 2, 2017
+ Duncan Fisher ¢ _Jenny Miller _ < Shane B. Hamby < TOTAL <
Gross Pay -
Salary - Designer [ilils} 18,403 36 b 000 4 18,407 86
Salary - Landscaper [ilils} [ilils} 9326018 9326016
Overtime Rate 207 04 000 000 207 04
Regular Pay 13,500.00 000 000 13,500.00
Bonus 000 000 000 000
Total Gross Pay 1400704 1840388 2326018 5568010
Adjusted Grose Pay 14,007 04 1840388 23,26918 5568010
Taxes Withheld
Federal Withholding -1,008.00 -2, 64300 -2,264 00 -581600
Medicare Employee -203.11 -2B6 85 -337 40 -B07 36
Social Security Employee -GBE 44 44104 1 442 68 345216
CA - Withholding -392.42 -701 83 -1,05032 -214457
'CA - Disability Employee -18529 19743 -19674 -550 48
Total Taxes Withheld -2B3828 -495015 -5291 14 1287955
Deductions from Het Pay
Health Insurance 12500 22000 22000 -565.00
Total Deductions from Het Pay 12500 -22000 2000 56500
Additions to Het Pay
Mileage Reimb. 000 000 000 000
Total Additions to Het Pay 000 00o 00o ooo
Het Pay N,243.78 13,233.73 17,756.04 42,235.55
Employer Taxes and Contributions:
Federal Unemployment 000 5000 5000 10000
Medicare Company 20311 2BB 85 33740 807 36
Social Security Company BEE 44 1141 04 144268 345216 -

Save this report in your memorized reports so that you have it to return to each year.

If your policy period does not start on January 1, March 1, July 1 or October 1, your
auditor needs one more report. This report can be done directly from the Payroll
Summary report just completed. Click on the “Customize Report” button to bring up this
box again. Change the Display columns box from Employee to Quarter.

Meodify Report: Payroll Summary for Auditor @
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N ————
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% of ¥TD

[ % of Raow
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|:| R.ake

[ Advanced... ”
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|

Cancel

|

Help ]

Shipping Method ™
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This is how your report will appear now. Save this report for future use.

i Sample Lamry's Landscaping & Garden Supply - QuickBooks Pro 2012 - [Fayroll Summary for Auditor] - = —_—
Tl File Edit View Lists Favorites Company Customers Vendors Employees Banking Reports Online Services Window Help _=]x
® 3@ & @ = & @ R

A 3 o H @ &

Irvoice  Itern  MemTx Check  Bill

Hore Calendar | Smapshots Custarers Wendors Eraplaysss Orline Banking Dors  Reports

Customize Report | [ Share Template | [ Memorize || Prin | E-mail » || Excel v | [ HideHeader | [ Refresh |
Dates | From 08/02/z016 [B] To [08j02/2017 [B] Columns | cuarter -
310 AM Larry's Landscaping & Garden Supply
121518 Payroll Summary
August 2, 2016 through August 2, 2017
sAug2-Sep30,16 © Oct-Dec16 < Jan-Mar1? < Apr-Jun1? < Jul1-Aug2,17 = TOTAL °
Employee Wages, Taxes and Adjustments -
Gross Pay
Salary - Designer » 669232 4 1,711.56 000 o.oo 0.oo 18,403 88
Salary - Landscaper 846152 14,807 88 0o 0o 0o 2326918
Overtime: Rate 7754 12840 .00 .00 .00 207 04
Regular Pay 552000 §,2680.00 0.00 o0 o0 13,800 00
Bonus 000 00 oo 000 000 000
Total Gross Pay 0751 45 34,328.62 .00 o0 .00 55 66010
Adjusted Gross Pay 20751 48 34,928 62 0o 0o 0o 55,680.10
Taxes Withheld
Federal Withholding 219100 372500 0o 0o 0o -5,916.00
Medicare Employee ~300.80 -505.45 .00 .00 .00 507 36
Social Security Employee 128659 218557 0o 0o 0o 345216
CA - Withholding 79618 1,348.38 0o 0o 0o 2,144 57
CA - Disability Employee 244 87 -314.58 .00 o0 .00 55945
Total Taxes Withheld -4,819.54 -8,080.01 0m 0o 0o 1287955
Deductions from Het Pay
Health Insurance -210.00 -355.00 oo 000 000 -565.00
Total Deductions from Het Pay -210.00 -355.00 0m 0o 0o -565.00
Additions to Het Pay
Mileage Reimb. 000 ooo 0.0 oo 000 000
Total Additions to Het Pay 000 000 .00 o0 .00 00
Het Pay 15,721.94 26,513.61 .00 .00 .00 42,235.55
Employer Taxes and Contributions
Federal Unemployment 000 100.00 .00 .00 000 100,00
Medicare Company 300.80 S06.45 .00 0.0 .00 60736 -

These reports should provide the information your auditor needs. If your audit requires
gross sales amounts or other information then you may be asked to do additional reports.
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