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Payroll Module

• How to tell from the home 
screen whether the client has the 
Payroll Module

• The Home screen is separated 
into 3 parts:

• Vendors (top)

• Customers (center)

• Employees (bottom)

• If  icons such as Pay Employees 
and Enter Time are present in the 
Employee section, the insured has 
the payroll module and you can 
proceed to run payroll reports.



Running Payroll Reports

• Go to the Reports menu at the top 
of the screen

• Select Employees & Payroll

• choose either Payroll Summary 

• or Employee Earnings Summary

• If Employee Earnings Summary is 
chosen, you will need to export this 
report to Excel in order to use it

• Before choosing a report, ask the 
insured if Excel on their computer



Payroll Summary

• The Payroll Summary works best if  
the insured has a small number of 
employees

• Wage types are shown down the left 
hand side of the page and the 
employees are listed across the top

• Hours, pay rate and wages are
shown by line item

• You may enlarge or shrink columns 
manually (like Excel) 

• You can also us the Customize 
Report Button on the top left of the 
screen



Employee Earnings Summary

• The Employee Earnings Summary 
works best if  the insured has a large 
number of employees

• Wage types are shown across the 
top, while employees are listed in rows 
on the left

• The purpose of this report is to flow
from gross to net

• PLEASE NOTE:  the total on the 
Right is Net Wages, not Gross.

• Export to Excel using the Excel 
Button at the top of the screen



Earnings Summary in Excel

• Once exported, the report can be 
manipulated in Excel

• Insert a column to the left of Salary

• Use the Sum key or the formula
shown to sum all the payroll columns,
stopping before the deductions

• Sum the new column by using the 
Sum key or by copying or dragging the 
Total formula from another column

• You can also add another column for 
the code to enable easy sorting for the 
audit



Workers Comp Reports

Workers Comp reports can provide easy 
classification for the audit

• Use caution with these reports

• Exempt officers may be excluded

• Insured may have interchange of
labor

• Workers Comp reports will have no value 
unless the insured has coded the 
employees in Quickbooks during the 
employee set up process

• WC codes can be assigned at any time. 
Go to:

• Employees

• Employee Center

• Double click employee name

• Add WC code in either Payroll Info or
Worker’s Comp screen



Other Payroll 
Items

Open up a paycheck & ask what payroll item was used on 
the paycheck in question

“Other” is wages added to the parent account but needs a 
new subline in the report

Payroll item list
Sick / Vacation / Holiday / 

Bonus / etc.

Open the Chart of Accounts(List menu)  and drill down 
(double click) to see what description was added for “Other”

Wages – Other – What does the “Other” mean?
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Cash vs. Accrual 
Methods of Accounting

What does it all mean?

The difference between Cash and Accrual accounting lies 
in the timing of when sales and expenses are recorded

Cash accounting recognizes revenue and expenses 
only when money changes hands

Accrual accounting recognizes revenue when it’s earned, 
and expenses when they’re billed (but not paid)



Cash vs. 
Accrual for 
Premium Audit

Why is this Important?

• Per WC Basic Manual Rule 2b"payroll" 
and "remuneration" mean money or 
substitutes for money

• Payroll includes total pay received by 
an employee (less exclusions covered in
part 2)

• For GL Sales based audits, often times
the policy specifically requests Gross 
Receipts



Cash vs. Accrual

Run a Profit & Loss (P & L)

• Go to the Reports Menu

• Choose Company & Financial

• Choose a Report

• Some versions have a button on the 
menu to switch between Cash and Accrual 

• If no button, use the Customize Report
Button

• Look for the Report Basis



Monthly Sales using P & L

Run a Profit & Loss (P & L)

• Go to the Reports Menu

• Choose Company & Financial

• Choose a Report

• Select Show Columns

• Program default is Total Only, change to 
Monthly 



Using 
the 

P & L

Run a P & L

Reports Menu

Company & Financial

P & L Standard

Input policy dates

Drill Subcontractors 

Customize Report 

Select fields and sort



P & L vs. General Ledger

• The General Ledger has 2 components:

• Balance Sheet

• Assets

• Liabilities

• Equity

• Profit & Loss (P & L)

• Income Statement

• Expenses

• One of the major differences between 
the balance sheet and the P&L their 
respective treatments of time

• The balance sheet contains every 
transaction in all general ledger 
accounts, reflecting the financial 
position of a company as of a specific 
point in time 

• The P & L shows revenue and 
expenses during a set period of time

• The trial balance only contains only the 
ending balance in each general ledger 
account



Balance Sheet 

• Work in Progress (WIP) – the expenses can be labeled 
as work in progress (for example) until a house is 
completed so that the expenses can be moved from 
(WIP) to proper expense categories once the house is 
sold.  This will give the builder direct figures on how 
much money was made / lost on each property as 
WIP expenses are directly compared to the final sale 
of the house that was built.

• Materials, prepaid labor, subs, etc. can be hidden in the 
Work in Progress category.  If  payroll is run through 
QuickBooks it will show up on normal payroll reports 
even if  allocated under the WIP category.

• The General Ledger and Trial Balance can be found 
under the Reports menu, Accountant & Taxes



P & L and 
Balance Sheet 
Facts

The General Ledger and Trial Balance 
WILL NOT cross a calendar year

These reports are designed to report 
data at a specific point in time 

Both the Profit & Loss Standard and 
the Profit & Loss Detail WILL cross 

the calendar year

Both provide report data for a 
specified period of time



Audit Trail

The Audit Trail is located under the Reports menu, Accountant & Taxes

The Audit Trail shows all transaction changes in QuickBooks. 

If  the Audit Trail is blank it may be a duplicate set of books, 
but it could also be a backup file

How to read the audit trail transactions:

Prior – how the line items were (normal font)
Latest – how the line items are now (bold & italicized)



Questions? Thank you for attending!


