Name ______________________

Manual Practice Set

Order of Reports and Grade Sheet 

(100 points)

Time Cards  (8 points)





_________


12/4


12/11


12/18


12/25

Payroll Register  (40 points)




_________


#25


#26

Employee Earnings Record (12 points)


_________

Forms (21 points)






_________


Deposit  



#25



#26


941 


DE6


940


DE7


W2 

General Journal (19)





_________




TOTAL




_________/100

Instructions for each Biweekly payroll (Use 2003 rates)

1. Complete the Time Cards.

2. Enter the hours on the time cards on the Payroll Register.

3. Complete the payroll register with the taxes and deductions.

4. Complete the Employer taxes due box. 

5. Record employee information on the Employee's Earning Record.

6. Complete the Federal Taxes deposit for each payroll register. 

7. Complete the State Taxes deposit for each payroll register.

8. Enter the General Journal Entries

9. Repeat instructions for Payroll Period #26

Instruction for End of Quarter

1. Total the EERS for the quarter.

2. Complete the 941.

3. Complete the DE6.

4. The numbers on the quarterly tax forms should match the EERS.

Instruction for the End of Year

5. Total the EERS for the year.

6. Complete the 940.

7. Complete the DE7.

8. Complete the W-2s.

9. The numbers on the yearly tax forms should match the EERS.

