STEP 1 - Login to Online Employer
1

Open Internet Explorer.

2 Press Alt.

3 Click Tools.

4, Click Internet Options.

5. Click the Security tab.

6 Click Custom Level.

7 Scroll to Automatic prompting for file downloads.
8 Enable it.

9. Scroll to File download.

10. Enable it.

11. Go to http://www.visionpayroll.com.

12. Click ‘User Login’.

13. Login to Online Employer.

14, Click the ‘General Ledger’ tab.

15. Click the company you want to import the QuickBooks file for.
16. Under ‘Post to GL, click ‘Open’.

STEP 2 — Export Pay Run

1. Click on the date of the payroll you want to upload to Web GL posting.

2. You will see the payroll totals from that pay run matched to the GL accounts.

3. If desired, click on any pay category to view the detail. If not, skip to step 5.

4. After viewing the pay category detail, click ‘Exit’ when finished.

5. The actual posting screen allows a review of summary and detail totals of any pay run prior
to posting to QuickBooks. Click on ‘Save Payrun’.

6. Run any hard copy reports on this pay run by clicking ‘Report’.
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General Ledger Interface - Payrun (1,/7,/2004 - 1/13/2004)

Use this screen to riap QuickBooks Account and Class infarmation, as well as item descripitons, for vour general ledger entry,
Click the '?'icon in the upper left portion of this page for Help.

Payrun is mapped and Journal is balanced.

| Acct Type: B (Bank); E {(Expense); L {Liability) Report | [ Sawve Payrun | [ Export | [ Cancel |
Acct
D,.g‘l: Type QB Account Amount  Description

Recording Payroll Expense

6561 - Payroll Expenses:Gross

Gross Payroll Expense D $14279.40 See Detail
Payroll Expense

cCash {(Net Payroll) 510066.40
MNet Pay Checks C B Payments on Account $7691.28 MNet Pay Checks
Met Pay Mouchers C B Payroll Checking Account $2375.12 Met Pay Direct Deposit

e 6570 - Payroll Expenses:Payrall .
EE Taxes Wwithheld C LE Ta% ExpensatEE) $3099.18 Employee Taxes Withheld
EE Deductions Withheld € L/E 8372 - Payroll ExpensesiPayrall §1113.82  See Detail

Benefits Expense {(EE)
Record Employer Tax & Benefit Expenses

6561 - Payroll Expenses:Gross

ER Tax & Ben. Expense D
Payroll Expense

$2699.30 See Detail

6580 - Payroll Expenses:Payrall
ER Taxes Payable C L/E Tax Expense (ER) 51601.86 Employer Taxes Payable
6585 - Payrall Expenses:Payroll 51097.44 See Detail

ER Benefits Payable -
ER Benefits Payable C LE Bensfits Expenss (ER) o



STEP 3 — Save and Download the QuickBooks .1IF file

. Click on ‘Export’ button.

Select ‘GJ Summary and Checks By Allocation’.

Click on ‘Create File’.

Click ‘Save’.

The *‘Save As’ box should now be visible.

Save the file.

Close the box and logout of the General Ledger Interface.
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Online Employer

? YOUR SAMPLE COMPANY

General Ledger Interface - Export to IIF
Select the data format you would like for the General Journal iif file:
= Summeary By Allocation
" Dietall By Allocation
0 GT Sumumary and Checlos By Allocation
 GT Detail and Checles By Allocation

[ create File | [ Cancel ]

Lok ir: | =9 Chuck_TaDa ¥ © 2 e m-
Y I ACH E—ﬁold_Desktop
:3 3 3im C T35C0A . IIF
My Fecent [C2) Mesvurn WEB2COA.IIF
Documents [CCinew Garage
= [CiReleases
e e —
E 25557933 G1iF
Deockiop 9999THI5_CK.if
9999T935_G1.if
. 999WERZ_CK.if
,j DO9OWERS_CK. i
s S99NWEBS_G.if
99995500_G1.if
DEMICCA, TIF
ky Computer
File name: | 99997 933_GJif ~| [ open |
- Files of tupe: [1IF Files (.11F) | [ Cancel |




STEP 4 — Import File into QuickBooks

1. Backup your QuickBooks file so that you may restore if there are any problems with the
import.

2. Click ‘File’, ‘Import’, ‘lIF Files...".

3. Select the downloaded file and QuickBooks does the rest.
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