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Print Quarterly Reports

Chapter
Ten

PRINT QUARTERLY
REPORTS

10.
1Module Overview

The screen shown above is the Payroll Quarterly Report options screen.  Print 
Quarterly Reports allows you to print the 941A reports for a specified date range,  a 941 
report with extra detail,  and other quarterly reports of use to your accountant.  You 
choose this function after the last payroll run for the quarter which just ended but 
BEFORE the first payroll run for the new quarter.

Copyright 01/2002

    Payroll, v. 9.0(###)
Payroll 'Quarterly' Reports

                        Please select report  █_

                   1. Federal 941 Report for a specified date range           

                   2. Federal 941 Report with wages detail

                   3. Tax Report

                   4. Deduction Report for a specified date range

SPECIAL REPORTS     5. Federal 941 Report - Tennessee OCR format

                   6. Federal 941 Report - By Department

NOTE: These reports read the payroll history transactions.
     The QTD and YTD fields in the employee master file ARE NOT USED.
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To select an option from this menu,  type the number that appears to the left of the
description of the option.  Then press [ENTER].  

Press [ESC] (or press the Left Arrow key) to return to the Payroll Main Options 
menu.

Ver. 9.0
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NOTE:  The message at the bottom of the Quarterly Reports menu is 
important.  In constructing the reports on this menu,  the computer re-
calculates the totals from the Payroll History records of individual payrolls 
rather than from the QTD and YTD accumulators in the individual employee 
records.

10.
2Procedure for #1. Federal 941 Report for a specified date range

1. Be sure that all parts of the last payroll of the quarter have been completed.
Also,  be sure that you have NOT run a payroll of the new quarter.

2. From the Payroll Main Options menu,  select #9. Print Quarterly Reports.  
Press [ENTER].

3. Select #1. Federal 941 Report for a specified date range.  Press [ENTER].

4. If you have forms for your 941 reports,  put them into the printer you will 
use to produce this report.

5. You will be asked if you want to print an alignment form for the report. 
Answer Y(es) or N(o).  Default on [ENTER] is N(o).

● If you answered Y(es),  enter the number of the printer where you want 
to print the alignment.

● If you enter "5",  the alignment will not print now.  You may print the 
alignment anytime later by using #14. Display/Print Payroll Reports from
the Payroll Main Options menu.

● The alignment will print automatically and you will be asked if you wish
to print another alignment form.  Compare the positioning of the XXX's 
patterns on your 941 forms and make any necessary adjustments to the 
positioning of the paper in the printer.  Repeat the alignment printing 
as often as necessary.

6. Select the printer you will use to print the Federal 941 report (presumably 
the one whose alignment you have just confirmed).

7. If you choose "5",  the report will not print now. You may print the report 
later by using #14. Display/Print Payroll Reports from the Payroll Main 
Options menu.

8. Enter the PERIOD STARTING DATE for the period of the report (quarter,  month, 
etc.).  Use the usual MMDDYY format.  Press [ENTER].
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9. Enter the PERIOD ENDING DATE.  Use the usual MMDDYY format.  Press [ENTER].

10. Enter the YEAR'S STARTING DATE for the period of the report.  Use the usual 
MMDDYY format.  The default value for this field is Jan. 1 of the year 
mentioned in the Period Start Date.  Press [ENTER].

11. Enter the YEAR'S ENDING DATE.  This field defaults to the date you entered as 
the Period Ending Date.  Use the usual MMDDYY format.  Press [ENTER].

12. Respond to the ANY CHANGE ? prompt to confirm or correct the dates just 
entered.  Default on [ENTER] is N(o).

13. You will see a screen that says:

PRINTING OCCURRING ... PLEASE WAIT

14. After a few moments,  the bottom of the screen will display the following 
information:

File:  F941A.PRT        Printer: (name)       Display to SCREEN? N

The left most piece of information is the name of the file in which the report
has been saved.  The middle piece of information is the choice of printer to 
produce the report.  At the right is a prompt to permit you to preview the 
report on the screen.

15. If you choose to preview the report on the screen,  press [ESC] when you are 
finished to resume.

16. When you respond N(o) to the Display to SCREEN? query,  you are next shown a 
prompt at the lower right of the screen that asks:

Print file? Y

The default here is Y(es).  Pressing only [ENTER] selects this default and 
initiates printing of the report.  If you wish not to print the report,  press
"N" (for No).

17. You will see the prompt:

Do you want to clear the QTD fields in the employee file ? (N)

We strongly suggest that you respond N(o) to this prompt.  DO NOT DO THIS 
until you are sure you have completed ALL quarterly activity for this quarter 
AND have verified all data and reports.  When you are sure that ALL is done 
and correct,  you can clear the QTD fields by using choice #7. Clear QTD, MTD 
Fields in Employee Master File found under choice #15. System Management 
Functions of the Payroll Main Options menu.

18. You will return to the Payroll Quarterly Reports options menu.

10.
3Procedure for #2. Federal 941 Report with wages detail

Ver. 9.0
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1. Be sure that all parts of the last payroll of the quarter have been completed.
Also,  be sure that you have NOT run a payroll of the new quarter.

2. From the Payroll Main Options menu,  select #9. Print Quarterly Reports.  
Press [ENTER].

3. Select #2. Federal 941 Report with wages detail.  Press [ENTER].

4. Select the printer you will use to print the Federal 941 with wages detail 
report.

5. If you choose "5",  the report will not print now.  You may print the report 
later by using #14. Display/Print Payroll Reports from the Payroll Main 
Options menu.

6. Enter the PERIOD STARTING DATE for the period of the report (quarter,  month, 
etc.).  Use the usual MMDDYY format.  Press [ENTER].

7. Enter the PERIOD ENDING DATE.  Use the usual MMDDYY format.  Press [ENTER].

8. Enter the YEAR'S STARTING DATE for the period of the report.  Use the usual 
MMDDYY format.  The default value for this field is Jan. 1 of the year 
mentioned in the Period Start Date.  Press [ENTER].

9. Enter the YEAR'S ENDING DATE.  This field defaults to the date you entered as 
the Period Ending Date.  Use the usual MMDDYY format.  Press [ENTER].

10. Respond to the ANY CHANGE ? prompt to confirm or correct the dates just 
entered.  Default on [ENTER] is N(o).

11. You will see a screen that says:

PRINTING OCCURRING ... PLEASE WAIT

12. After a few moments,  the bottom of the screen will display the following 
information:

File:  F941A.PRT        Printer: (name)       Display to SCREEN? N

The left most piece of information is the name of the file in which the report
has been saved.  The middle piece of information is the choice of printer to 
produce the report.  At the right is a prompt to permit you to preview the 
report on the screen.

13. If you choose to preview the report on the screen,  press [ESC] when you are 
finished to resume.

14. When you respond N(o) to the  Display to SCREEN?  query,  you are next shown a
prompt at the lower right of the screen that asks:

Print file? Y
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The default here is Y(es).  Pressing only [ENTER] selects this default and 
initiates printing of the report.  If you wish not to print the report,  press
"N" (for No).

15. You will see the prompt:

Do you want to clear the QTD fields in the employee file ? (N)

We strongly suggest that you respond N(o) to this prompt.  DO NOT DO THIS 
until you are sure you have completed ALL quarterly activity for this quarter 
AND have verified all data and reports.  When you are sure that ALL is done 
and correct,  you can clear the QTD fields by using choice #7. Clear QTD, MTD 
Fields in Employee Master File found under choice #15. System Management 
Functions of the Payroll Main Options menu.

16. You will return to the Payroll Quarterly Reports options menu.

10.
4Procedure for #3. Tax Report

1. Be sure that all parts of the last payroll of the quarter have been completed.
Also,  be sure that you have NOT run a payroll of the new quarter.

2. From the Payroll Main Options menu,  select #9. Print Quarterly Reports.  
Press [ENTER].

3. Select #3. Tax Report.  Press [ENTER].

4. Enter the STARTING DATE for the period of the report (quarter,  month,  etc.).
Use the usual MMDDYY format.  Press [ENTER].

5. Enter the ENDING DATE.  Use the usual MMDDYY format.  Press [ENTER].

6. Respond to the ANY CHANGE ? prompt to confirm or correct the dates just 
entered.  Default on [ENTER] is N(o).

7. Select the printer you will use to print the Payroll Tax report.

8. If you choose "5",  the report will not print now. The report will be stored 
in file TAXRPT.PRT.  You may print the report later by using #14. 
Display/Print Payroll Reports from the Payroll Main Options menu.

9. Enter a  STARTING EMPLOYEE number.  Press [ENTER].  

OR,  press [ENTER] alone to select ALL employees.

10. Enter an ENDING EMPLOYEE number if selecting only a portion of the
         employees.  Press [ENTER].

11. Respond to the ANY CHANGE ? prompt to confirm or correct the dates just 
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entered.  Default on [ENTER] is N(o).

12. This part of the report will be produced.  When finished,  Your cursor returns
to the  Please enter starting employee field to declare another group to add 
to the report.

When all finished producing pieces of the report,  press [ESC] to initiate the
print process.

13. After a few moments,  the bottom of the screen will display the following 
information:

File:  TAXRPT.PRT        Printer: (name)       Display to SCREEN? N

The left most piece of information is the name of the file in which the report
has been saved.  The middle piece of information is the choice of printer to 
produce the report.  At the right is a prompt to permit you to preview the 
report on the screen.

14. If you choose to preview the report on the screen,  press [ESC] when you are 
finished to resume.

15. When you respond N(o) to the  Display to SCREEN? query,  you are next shown a 
prompt at the lower right of the screen that asks:

Print file? Y

The default here is Y(es).  Pressing only [ENTER] selects this default and 
initiates printing of the report.  If you wish not to print the report,  press
"N" (for No).

16. You will return to the Payroll Quarterly Reports Options menu.

10.
5Procedure for #4. Deduction Report for a specified date range

1. Be sure that all parts of the last payroll of the quarter have been completed.
Also,  be sure that you have NOT run a payroll of the new quarter.

2. From the Payroll Main Options menu,  select #9. Print Quarterly Reports.  
Press [ENTER].

3. Select #4. Deduction Report for a specified date range.  Press [ENTER].

4. You will see a list of all the effective deductions currently defined for the 
Payroll system.  Each will be marked "Y" or "N" for whether to include it in a
Deductions Report.  At the bottom of the list you will see the prompt:

R)everse all yes/no selections, E)nd select, # to change one setting.
Selection:  █_
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● Press "R" to change all "Y" values to "N" and vice versa.

● Type the number of a Deduction to change the setting of just that one.

● When all Deduction Report settings are satisfactory,  press [E] to end 
selection.

5. You will see the selection screen for Tax Codes and Quarter-to-date dates to 
include in the Deductions reports,  and a selection for the columns to print. 
Tax Codes are the state or city etc. codes defined under choice #4. Change Tax
Information & Employee Class Titles under option #15. System Management 
Functions from the Payroll Main Options menu.

The default value for Tax Codes is "All."  To do only a portion of the Tax 
Codes,  change the Tax Codes selection by entering a STARTING and ENDING 
number in the range 1-59 used to identify employee's states or cities.

6. Enter STARTING and ENDING dates for the Quarter-to-Date you are working on.  
You MUST put entries in these fields.  Default values are the current month.

7. To select COLUMNS TO PRINT,  press [3] at the ANY CHANGE ? prompt.  Answer 
Y(es) or N(o) for whether to print Gross Wages,  Net Wages,  or Wages Subject 
to the Deduction.

8. When the Tax Codes,  Quarter-to-Date dates,  and Columns-to-Print have been 
entered,  respond N(o) to the ANY CHANGE ? prompt.

9. Select the printer you will use to print the Quarterly Deductions  report.

10. If you choose "5",  the report will not print now. The report will be saved in
file DEDRPT.PRT.  You may print the report later by using #14. Display/Print 
Payroll Reports from the Payroll Main Options menu.

11. You will see the message:

Doing report for .......

flashing through the list of all deductions you have chosen to include on a 
quarterly report.

12. After a few moments,  the bottom of the screen will display the following 
information:

File:  DEDRPT.PRT        Printer: (name)       Display to SCREEN? N

The left most piece of information is the name of the file in which the report
has been saved.  The middle piece of information is the choice of printer to 
produce the report.  At the right is a prompt to permit you to preview the 
report on the screen.

13. If you choose to preview the reports on the screen,  press [ESC] when you are 
finished to resume.

14. When you respond N(o) to the  Display to SCREEN?  query,  you are next shown a
prompt at the lower right of the screen that asks:
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Print file? Y

The default here is Y(es).  Pressing only [ENTER] selects this default and 
initiates printing of the report.  If you wish not to print the report,  press
"N" (for No).

15. You will return to the Payroll Quarterly Reports Options menu.

10.
6Procedure for #6. Federal 941 Report - By Department

1. From the Payroll Main Options menu,  select #9. Print Quarterly Reports.  
Press [ENTER].

2. Select #6. Federal 941 Report - By Department.  Press [ENTER].

3. Select the printer you will use to print the 941 By Departments  report.

4. Enter STARTING and ENDING dates for the period and for the Year-to-Date you 
are working on.  You MUST put entries in these fields.

5. Respond N(o) to the ANY CHANGE ? prompt.

6. If you choose "5",  the report will not print now. The report will be saved in
file F941DP.PRT.  You may print the report later by using #14. Display/Print 
Payroll Reports from the Payroll Main Options menu.

7. You will see a list of all the effective Departments currently defined for the
Payroll system.  Each will be marked "Y" or "N" for whether to include it in 
the Report.  At the bottom of the list you will see the prompt:

R)everse all yes/no selections, E)nd select, # to change one setting.
Selection:  █_

● Press "R" to change all "Y" values to "N" and vice versa.

● Type the number of a Deduction to change the setting of just that one.

● When all Deduction Report settings are satisfactory,  press [E] to end 
selection.

8. You will see the message:

Do you want an all-inclusive 941 printed also?

Respond Y(es) to get this additional report.
Respond N(o) or just press [ENTER] alone to skip the extra report.

9. You will see the message:
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PRINTING OCCURRING ... PLEASE WAIT

flashing through the list of all Departments you have chosen to include on the
report.

10. After a few moments,  the bottom of the screen will display the following 
information:

File: F941DP.PRT        Printer: (name)       Display to SCREEN? N

The left most piece of information is the name of the file in which the report
has been saved.  The middle piece of information is the choice of printer to 
produce the report.  At the right is a prompt to permit you to preview the 
report on the screen.

11. If you choose to preview the reports on the screen,  press [ESC] when you are 
finished to resume.

12. When you respond N(o) to the  Display to SCREEN?  query,  you are next shown a
prompt at the lower right of the screen that asks:

Print file? Y

The default here is Y(es).  Pressing only [ENTER] selects this default and 
initiates printing of the report.  If you wish not to print the report,  press
"N" (for No).

13. You will return to the Payroll Quarterly Reports Options menu.

Ver. 9.0
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10.
7Sample Form 941 Print Alignment

REPORT NAME:  ALN941.PRT

         XXXXXXXXXX                                     XX/XX/XX       Pg.XXX
         XXXXXXXXXXXXXXXXXXXXXXXXXXXXXX
         XXXXXXXXXXXXXXXXXXXXXXXXXXXXXX
         XXXXXXXXXXXXXXXXXXXXXXXXXXXXXX
         XXXXXXXXXXXXXXXXXXXXXXXXXXXXXX

       XXX-XX-XXXX      XXXXXXXXXXXXXXXXXXXXXXXXX  XX,XXX,XXX.XX   XXX,XXX.XX
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10.
8Sample Federal 941 Report for a specified date range

REPORT NAME:  F941A.PRT

RUN-DATE 10/30/2001   1:49 PM
                                           
         37-1196492                         07/01/01 TO 09/30/01         Pg.1
         Codesmiths, Inc.
         1210 Lancaster Dr                         WAGES - STATE UNEMPLOYMENT
         Champaign, Il  61821

       324-83-1234       MAC POTTER                     8,580.63
       483-12-3456       HENRY CAVENDISH                8,810.14
       323-12-3456       DALE JOHNSON                   8,121.60
       325-12-3456       KATE MEISTER                   4,334.53

                               TOTAL FOR PG. 1         29,846.90
-------------------------------------------------------------------------------
                                            07/01/01 TO 09/30/01         Pg.2
         37-1196492                         
         Codesmiths, Inc.
         1210 Lancaster Dr                         WAGES - STATE UNEMPLOYMENT
         Champaign, Il  61821

         37-1196492                         07/01/01 TO 09/30/01         Pg.3
         Codesmiths, Inc.
         1210 Lancaster Dr                         WAGES - STATE UNEMPLOYMENT
         Champaign, Il  61821

Ver. 9.0
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(Report cont'd next page)
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(Report cont'd from previous page)

 * FORM 941 INFORMATION *                PRINTED ON 10/01/2001  10:43 AM
                                     FOR THE PERIOD 07/01/01 TO 09/30/01
                                       FOR THE YEAR 01/01/01 TO 09/30/01
   TOTAL ST UNEMPLOYMENT WAGES                         29,846.90
   TOTAL GROSS WAGES                                   29,846.90
   WAGES SUBJ TO FEDERAL W/H                           29,846.90

   TAXABLE FICA WAGES             29,846.90
       FICA WITHHELD @  6.20%                          1,789.16
       EMPLOYERS SHARE @  6.20%                        1,850.51
   TAXABLE MEDICARE WAGES         29,846.90
       MCARE WITHHELD   1.45%                            432.75
       EMPLOYERS SHARE @  1.45%                          432.78
   TAXABLE TIPS REPORTED                                   0.00
      TAXABLE TIPS (FICA)            0.00 X 6.20%          0.00
      TAXABLE TIPS (MCARE)           0.00 X 1.45%          0.00

   TOTAL FICA TAXES                                    3,639.67
   TOTAL Medicare TAXES                                  865.53
   FED INCOME TAX WITHHELD                             3,501.52

   19. TOTAL TAXES                                     8,006.72

Record of Federal Tax Liability
Date Wages Paid         First Month (7)  Second Month (8)  Third Month (9)
1  through  3                 1,155.51              0.00             0.00
4  through  7                     0.00              0.00             0.00
8  through 11                     0.00              0.00         1,267.30
12 through 15                 1,077.31          1,267.34             0.00
16 through 19                     0.00              0.00           506.06
20 through 22                     0.00              0.00             0.00
23 through 25                     0.00              0.00             0.00
26 through 31                 1,267.36          1,267.34             0.00
Total liability for month      3,500.18          2,534.68         1,773.36

IV Total for quarter:      7,808.22
DIFFERENCE: TOTAL TAXES-Total for quarter =         198.50

       UNEMP INSURANCE TAXABLE WAGES - FEDERAL          1,408.50
       FEDERAL UNEMPLOYMENT TAX @  0.8%                   11.27
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(Report cont'd next page)
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(Report cont'd from previous page)

                                            07/01/01 TO 09/30/01         Pg.4
         37-1196492                         
         Codesmiths, Inc.
         1210 Lancaster Dr                         WAGES - STATE UNEMPLOYMENT
         Champaign, Il  61821

 Illinois RETURN INFORMATION -----------------------------------

       STATE ID NUMBER                1205472-5

       INCOME TAX WITHHELD                                868.83
       DISABILITY INSURANCE TAXABLE WAGES                   0.00
       DISABILITY INSURANCE WITHHELD                        0.00

       * UNEMPLOYMENT INSURANCE CONTRIBUTION
       UNEMP INSURANCE TAXABLE WAGES - STATE            1,408.50
       STATE CONTRIBUTION DUE    @ 0.70%                    9.86

       ------------ EMPLOYMENT CLASS WAGES/TAXES ------------
                             RATE         WAGES  CONTRIBUTION
        1. Clerical        0.0000     12,456.13          0.00
        3. Technical       0.0000     17,390.77          0.00
                                  ------------- -------------
         CLASS TAX TOTALS:            29,846.90          0.00
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10.
9Sample Federal 941 Report with wages detail

REPORT NAME:  F941A.PRT

RUN-DATE 10/30/2001 2:00 PM

                                                        09/30/01         Pg.1
         37-1196492                                     
         Codesmiths, Inc.
         1210 Lancaster Dr
         Champaign, Il  61821

                                                   -------------------------- WAGES TO REPORT FOR -----------------------------
SOC SEC NBR EMPLOYEE NAME                 QTD GROSS        FWT        SWT       FICA  ST DISABL  FED UNEMP   ST UNEMP  ST EXCESS STX
                                                                                                                       FED EXCESS
324-83-1234  MAC POTTER                    8,580.63   8,580.63   8,580.63   8,580.63       0.00       0.00       0.00   8,580.63   1
             WAGES SUBJ TO MCARE:   8,580.63
483-12-3456  HENRY CAVENDISH               8,810.14   8,810.14   8,810.14   8,810.14       0.00       0.00       0.00   8,810.14   1
             WAGES SUBJ TO MCARE:   8,810.14
323-12-3456  DALE JOHNSON                  8,121.60   8,121.60   8,121.60   8,121.60       0.00       0.00       0.00   8,121.60   1
             WAGES SUBJ TO MCARE:   8,121.60
325-12-3456  KATE MEISTER                  4,334.53   4,334.53   4,334.53   4,334.53       0.00   1,408.50   1,408.50   2,926.03   1
             WAGES SUBJ TO MCARE:   4,334.53

                  TOTAL FOR PG. 1        29,846.90  29,846.90  29,846.90  29,846.90       0.00   1,408.50   1,408.50  28,438.40
             TOTAL MCARE WAGES:    29,846.90
----------------------------------------------------------------------------------------------------------------------------------

         37-1196492                                     09/30/01         Pg.2
         Codesmiths, Inc.
         1210 Lancaster Dr
         Champaign, Il  61821
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(Report 941 with Detail cont'd next page)
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(Report 941 with Detail cont'd)

                                                        09/30/01         Pg.3
         37-1196492                                     
         Codesmiths, Inc.
         1210 Lancaster Dr
         Champaign, Il  61821

 * FORM 941 INFORMATION * 9.0(###)            PRINTED ON 10/30/2001 2:00 PM
                                          FOR THE PERIOD 07/01/01 TO 09/30/01
                                            FOR THE YEAR 01/01/01 TO 09/30/01
   10. TOTAL WAGES SUBJECT TO FWT                      29,846.90
   11. FED INCOME TAX WITHHELD                          3,501.52
   14. TAXABLE FICA WAGES       29,846.90
       FICA WITHHELD @  6.20%                           1,789.16
       EMPLOYERS SHARE @  6.20%                         1,850.51
   15. TAXABLE TIPS REPORTED
                            0.00 X 6.20%                    0.00
   16. TOTAL FICA TAXES                                 3,639.67
       TAXABLE MEDICARE WAGES      29,846.90
       MCARE WITHHELD @  1.45%                            432.75
       EMPLOYERS SHARE @  1.45%                           432.78
       MEDICARE TIPS REPORTED
                            0.00 X 1.45C)                  0.00
       TOTAL MEDICARE TAXES                               865.53
   19. TOTAL TAXES                                      8,006.72

Record of Federal Tax Liability
Date Wages Paid        First Month (10) Second Month (11) Third Month (12)
1  through  3                 1,155.51              0.00             0.00
4  through  7                     0.00              0.00             0.00
8  through 11                     0.00              0.00         1,267.30
12 through 15                 1,077.31          1,267.34             0.00
16 through 19                     0.00              0.00           506.06
20 through 22                     0.00              0.00             0.00
23 through 25                     0.00              0.00             0.00
26 through 31                 1,267.36          1,267.34             0.00
Total liability for month      3,500.18          2,534.68         1,773.36

IV Total for quarter:      7,808.22
DIFFERENCE: TOTAL TAXES-Total for quarter =         198.50

FEDERAL UNEMPLOYMENT INFORMATION --------------------------------

       WAGES REPORTED FOR FEDERAL UNEMPLOYMENT         29,846.90
       UNEMP INSURANCE TAXABLE WAGES - FEDERAL          1,408.50
       WAGES IN EXCESS OF    7,000.00                  28,438.40
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(Form 941 Report with detail cont'd next page)
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(Form 941 Report with detail cont'd)

                                                        09/30/01         Pg.4
         37-1196492                                     
         Codesmiths, Inc.
         1210 Lancaster Dr
         Champaign, Il  61821

       FEDERAL UNEMPLOYMENT TAX @  0.8%                    11.27

 Illinois RETURN INFORMATION -----------------------------------

       STATE ID NUMBER                1205472-5

       WAGES SUBJECT TO STATE WITHHOLDING              29,846.90
       INCOME TAX WITHHELD                                868.83

       DISABILITY INSURANCE TAXABLE WAGES                   0.00
       DISABILITY INSURANCE WITHHELD                        0.00

       * UNEMPLOYMENT INSURANCE CONTRIBUTION
       WAGES REPORTED FOR UNEMPLOYMENT                 29,846.90
       UNEMP INSURANCE TAXABLE WAGES - STATE            1,408.50
       WAGES IN EXCESS OF    9,000.00                  28,438.40
       STATE CONTRIBUTION DUE    @ 0.70%                    9.86

       ------------ EMPLOYMENT CLASS WAGES/TAXES ------------
                             RATE         WAGES  CONTRIBUTION
        1. Clerical        0.0000     12,456.13          0.00
        3. Technical       0.0000     17,390.77          0.00
                                  ------------- -------------
         CLASS TAX TOTALS:            29,846.90          0.00
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10.
10 Sample Tax Report

REPORT NAME:  TAXRPT.PRT

RUN DATE: 30-OCT-01                      (Your Company Name)                                                         PAGE   1

Payroll Tax Report

For the period  08/01/01  TO  08/30/01

---------- EMPLOYEE ----------  DEPT SOC SEC NBR
                      GROSS    OTHER-$       FICA       MCAR        FWT        SWT        SDI        CWT       TEMP         LOAN
                               SV-BOND       401K        ROA   CAFE PLN   INSURANC        AUTO  NON-CASH   GARNISH     NET-PAY

0001  POTTER, MAC                13  324-83-1234
                   2,640.23       0.00     163.70      38.28     468.56      79.20       0.00       0.00       0.00         0.00
                                  0.00       0.00       0.00       0.00       0.00       0.00       0.00       0.00    1,890.49

0003  CAVENDISH, HENRY           13  483-12-3456
                   2,424.11       0.00     150.30      35.14     302.50      68.10       0.00       0.00       0.00         0.00
                                  0.00       0.00       0.00       0.00       0.00       0.00       0.00       0.00    1,868.07

0004  JOHNSON, DALE              11  323-12-3456
                   2,880.00     143.00     178.56      41.76     245.66      84.10       0.00       0.00       0.00         0.00
                                  0.00       0.00       0.00       0.00       0.00       0.00       0.00       0.00    2,472.92

0005  MEISTER, KATE              11  325-12-3456
                   1,240.14      52.80      76.88      17.98     112.76      37.20       0.00       0.00       0.00         0.00
                                  0.00       0.00       0.00       0.00       0.00       0.00       0.00       0.00    1,048.12

   8   GRAND       9,184.48     195.80     569.44     133.16   1,129.48     268.60       0.00       0.00       0.00         0.00
CHECKS  TOTALS:                    0.00       0.00       0.00       0.00       0.00       0.00       0.00       0.00    7,279.60
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10.
11 Sample Deduction Report for a specified date range

REPORT NAME:  DEDRPT.PRT

RUN DATE: 30-OCT-01   (Your Company Name)                         PAGE   1

Quarterly Deduction Report

Federal Income Tax

-------------- Employee --------------        Total Earnings   Earnings Subject
  SSN       Name                                   QTD        to Deduction QTD
-------------------------------------------------------------------------------

324-83-1234  POTTER, MAC                           8,580.63           8,580.63
365-12-3456  MICHAEL, DAVID                            0.00               0.00
483-12-3456  CAVENDISH, HENRY                      8,810.14           8,810.14
323-12-3456  JOHNSON, DALE                         8,121.60           8,121.60
325-12-3456  MEISTER, KATE                         4,334.53           4,334.53
359-56-5258  BERNANDO, ALICE                           0.00               0.00

                                                ----------         ----------
                                       Totals:   29,846.90          29,846.90
                                                ==========         ==========

*********************************************************************************

RUN DATE: 30-OCT-01   PAGE   2

Social Security Tax   (Taxable:  68,400.00)

-------------- Employee --------------    Gross Wages Wages-PreTax   Wages Subj
  SSN       Name                                 QTD  Deducts QTD To Deduc QTD
-------------------------------------------------------------------------------

324-83-1234  POTTER, MAC                           8,580.63           8,580.63
365-12-3456  MICHAEL, DAVID                            0.00               0.00
483-12-3456  CAVENDISH, HENRY                      8,810.14           8,810.14
323-12-3456  JOHNSON, DALE                         8,121.60           8,121.60
325-12-3456  MEISTER, KATE                         4,334.53           4,334.53
359-56-5258  BERNANDO, ALICE                           0.00               0.00

                                                ----------         ----------
                                       Totals:   29,846.90          29,846.90
                                                ==========         ==========

Copyright 01/2002
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(Deductions Report cont'd)

RUN DATE: 30-OCT-01   PAGE   3

MediCare Tax   (Taxable: 999,999.99)

-------------- Employee --------------    Gross Wages Wages-PreTax   Wages Subj
  SSN       Name                                 QTD  Deducts QTD To Deduc QTD
-------------------------------------------------------------------------------

324-83-1234  POTTER, MAC                           8,580.63           8,580.63
365-12-3456  MICHAEL, DAVID                            0.00               0.00
483-12-3456  CAVENDISH, HENRY                      8,810.14           8,810.14
323-12-3456  JOHNSON, DALE                         8,121.60           8,121.60
325-12-3456  MEISTER, KATE                         4,334.53           4,334.53
359-56-5258  BERNANDO, ALICE                           0.00               0.00

                                                ----------         ----------
                                       Totals:   29,846.90          29,846.90
                                                ==========         ==========
********************************************************************************
RUN DATE: 30-OCT-01   PAGE   4

Federal Unemployment Tax   (Taxable:   7,000.00)

-------------- Employee --------------    Gross Wages Wages-PreTax   Wages Subj
  SSN       Name                                 QTD  Deducts QTD To Deduc QTD
-------------------------------------------------------------------------------

324-83-1234  POTTER, MAC                           8,580.63               0.00
365-12-3456  MICHAEL, DAVID                            0.00               0.00
483-12-3456  CAVENDISH, HENRY                      8,810.14               0.00
323-12-3456  JOHNSON, DALE                         8,121.60               0.00
325-12-3456  MEISTER, KATE                         4,334.53           1,408.50
359-56-5258  BERNANDO, ALICE                           0.00               0.00

                                                ----------         ----------
                                       Totals:   29,846.90           1,408.50
                                                ==========         ==========
********************************************************************************
RUN DATE: 30-OCT-01   PAGE   5

State Income Tax  (Illinois)

-------------- Employee --------------    Gross Wages Wages-PreTax   Wages Subj
  SSN       Name                                 QTD  Deducts QTD To Deduc QTD
-------------------------------------------------------------------------------

324-83-1234  POTTER, MAC                           8,580.63           8,580.63
365-12-3456  MICHAEL, DAVID                            0.00               0.00
483-12-3456  CAVENDISH, HENRY                      8,810.14           8,810.14
323-12-3456  JOHNSON, DALE                         8,121.60           8,121.60
325-12-3456  MEISTER, KATE                         4,334.53           4,334.53
359-56-5258  BERNANDO, ALICE                           0.00               0.00

                                                ----------         ----------
                                       Totals:   29,846.90          29,846.90
                                                ==========         ==========
********************************************************************************

Copyright 01/2002
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(Deductions Report cont'd)

RUN DATE: 30-OCT-01   PAGE   6

State Income Tax  (Mass.)

-------------- Employee --------------    Gross Wages Wages-PreTax   Wages Subj
  SSN       Name                                 QTD  Deducts QTD To Deduc QTD
-------------------------------------------------------------------------------

********************************************************************************

RUN DATE: 30-OCT-01   PAGE   7

State Income Tax  (Adv EIC PD)

-------------- Employee --------------    Gross Wages Wages-PreTax   Wages Subj
  SSN       Name                                 QTD  Deducts QTD To Deduc QTD
-------------------------------------------------------------------------------

RUN DATE: 30-OCT-01   PAGE   8

State Unemployment Tax  (Illinois  - Taxable:   9,000.00)

-------------- Employee --------------    Gross Wages Wages-PreTax   Wages Subj
  SSN       Name                                 QTD  Deducts QTD To Deduc QTD
-------------------------------------------------------------------------------

324-83-1234  POTTER, MAC                           8,580.63               0.00
365-12-3456  MICHAEL, DAVID                            0.00               0.00
483-12-3456  CAVENDISH, HENRY                      8,810.14               0.00
323-12-3456  JOHNSON, DALE                         8,121.60               0.00
325-12-3456  MEISTER, KATE                         4,334.53           1,408.50
359-56-5258  BERNANDO, ALICE                           0.00               0.00

                                                ----------         ----------
                                       Totals:   29,846.90           1,408.50
                                                ==========         ==========

********************************************************************************

RUN DATE: 30-OCT-01   PAGE   9

State Unemployment Tax  (Mass.  - Taxable: 999,999.99)

-------------- Employee --------------    Gross Wages Wages-PreTax   Wages Subj
  SSN       Name                                 QTD  Deducts QTD To Deduc QTD
-------------------------------------------------------------------------------

********************************************************************************

Copyright 01/2002
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(Deductions Report cont'd)

RUN DATE: 30-OCT-01   PAGE  10

Payroll Deduction  (401K)

-------------- Employee --------------    Gross Wages Wages-PreTax   Wages Subj
  SSN       Name                                 QTD  Deducts QTD To Deduc QTD
-------------------------------------------------------------------------------

324-83-1234  POTTER, MAC                           8,580.63           8,580.63
365-12-3456  MICHAEL, DAVID                            0.00               0.00
483-12-3456  CAVENDISH, HENRY                      8,810.14           8,810.14
323-12-3456  JOHNSON, DALE                         8,121.60           8,121.60
325-12-3456  MEISTER, KATE                         4,334.53           4,334.53
359-56-5258  BERNANDO, ALICE                           0.00               0.00

                                                ----------         ----------
                                       Totals:   29,846.90          29,846.90
                                                ==========         ==========
********************************************************************************
RUN DATE: 30-OCT-01   PAGE  11

Payroll Deduction  (ROA)

-------------- Employee --------------    Gross Wages Wages-PreTax   Wages Subj
  SSN       Name                                 QTD  Deducts QTD To Deduc QTD
-------------------------------------------------------------------------------

324-83-1234  POTTER, MAC                           8,580.63           8,580.63
365-12-3456  MICHAEL, DAVID                            0.00               0.00
483-12-3456  CAVENDISH, HENRY                      8,810.14           8,810.14
323-12-3456  JOHNSON, DALE                         8,121.60           8,121.60
325-12-3456  MEISTER, KATE                         4,334.53           4,334.53
359-56-5258  BERNANDO, ALICE                           0.00               0.00

                                                ----------         ----------
                                       Totals:   29,846.90          29,846.90
                                                ==========         ==========

********************************************************************************

Copyright 01/2002
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(Deductions Report cont'd)

RUN DATE: 30-OCT-01   PAGE  12

Payroll Deduction  (CAFE PLN)

-------------- Employee --------------    Gross Wages Wages-PreTax   Wages Subj
  SSN       Name                                 QTD  Deducts QTD To Deduc QTD
-------------------------------------------------------------------------------

324-83-1234  POTTER, MAC                           8,580.63           8,580.63
365-12-3456  MICHAEL, DAVID                            0.00               0.00
483-12-3456  CAVENDISH, HENRY                      8,810.14           8,810.14
323-12-3456  JOHNSON, DALE                         8,121.60           8,121.60
325-12-3456  MEISTER, KATE                         4,334.53           4,334.53
359-56-5258  BERNANDO, ALICE                           0.00               0.00

                                                ----------         ----------
                                       Totals:   29,846.90          29,846.90
                                                ==========         ==========
********************************************************************************
RUN DATE: 30-OCT-01   PAGE  13

Payroll Deduction  (INSURANC)

-------------- Employee --------------    Gross Wages Wages-PreTax   Wages Subj
  SSN       Name                                 QTD  Deducts QTD To Deduc QTD
-------------------------------------------------------------------------------

324-83-1234  POTTER, MAC                           8,580.63           8,580.63
365-12-3456  MICHAEL, DAVID                            0.00               0.00
483-12-3456  CAVENDISH, HENRY                      8,810.14           8,810.14
323-12-3456  JOHNSON, DALE                         8,121.60           8,121.60
325-12-3456  MEISTER, KATE                         4,334.53           4,334.53
359-56-5258  BERNANDO, ALICE                           0.00               0.00

                                                ----------         ----------
                                       Totals:   29,846.90          29,846.90
                                                ==========         ==========

********************************************************************************
RUN DATE: 30-OCT-01   PAGE  14

Payroll Deduction  (NON-CASH)

-------------- Employee --------------    Gross Wages Wages-PreTax   Wages Subj
  SSN       Name                                 QTD  Deducts QTD To Deduc QTD
-------------------------------------------------------------------------------

324-83-1234  POTTER, MAC                           8,580.63           8,580.63
365-12-3456  MICHAEL, DAVID                            0.00               0.00
483-12-3456  CAVENDISH, HENRY                      8,810.14           8,810.14
323-12-3456  JOHNSON, DALE                         8,121.60           8,121.60
325-12-3456  MEISTER, KATE                         4,334.53           4,334.53
359-56-5258  BERNANDO, ALICE                           0.00               0.00

                                                ----------         ----------
                                       Totals:   29,846.90          29,846.90
                                                ==========         ==========

Copyright 01/2002
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(Deductions Report cont'd)

RUN DATE: 30-OCT-01   PAGE  15

Payroll Deduction  (RETIRMNT)

-------------- Employee --------------        Total Earnings   Earnings Subject
  SSN       Name                                   QTD        to Deduction QTD
-------------------------------------------------------------------------------

324-83-1234  POTTER, MAC                           8,580.63           8,580.63
365-12-3456  MICHAEL, DAVID                            0.00               0.00
483-12-3456  CAVENDISH, HENRY                      8,810.14           8,810.14
323-12-3456  JOHNSON, DALE                         8,121.60           8,121.60
325-12-3456  MEISTER, KATE                         4,334.53           4,334.53
359-56-5258  BERNANDO, ALICE                           0.00               0.00

                                                ----------         ----------
                                       Totals:   29,846.90          29,846.90
                                                ==========         ==========

Copyright 01/2002
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10.
12 Sample Federal 941 Report - By Department

REPORT NAME: F941DP.PRT

NOTE:  This report is the same as those shown earlier for the IRS-941 except that it
is divided into sections by department.  Each section repeats the entire 941 report 
format,  reporting and summarizing the employees in a single department.

Ver. 9.0


