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How to Enter a Manual Payroll Check in QuickBooks Online

Entering a manual payroll check in QuickBooks Online is an essential task for businesses
that need to handle payroll outside of the automated payroll system or for issuing checks to
employees who may not receive their payments through direct deposit. Understanding how
to accurately input these checks is vital for maintaining accurate financial records and
ensuring that employees are compensated correctly. In this article, we will guide you
through the process of entering a manual payroll check in QuickBooks Online, providing you
with a detailed step-by-step approach along with helpful tips and best practices.

Understanding Manual Payroll Checks

Before we delve into the steps for entering a manual payroll check, it's important to
understand what a manual payroll check is and when you would need to use one.

What is a Manual Payroll Check?

A manual payroll check is a check that is written outside of the regular payroll process in
QuickBooks. This may be necessary in situations such as:

- An employee needs to be paid immediately for work completed.

- An employee is on leave and is being compensated for their time off.
- You need to issue a correction for a previous payroll error.

When to Use Manual Payroll Checks

You should consider using a manual payroll check in the following scenarios:
- Emergency Payments: When an employee requires urgent payment for services rendered.
- Adjustments: Correcting mistakes made in previous payroll runs.

- One-Off Payments: For bonuses, reimbursements, or other irregular payments.

Knowing when to issue a manual payroll check will help you maintain accurate payroll
records and ensure compliance with tax obligations.

Step-by-Step Guide to Entering a Manual Payroll



Check in QuickBooks Online

Entering a manual payroll check involves several steps, which we will outline below. Ensure
you have all necessary information about the employee, including their pay rate, hours
worked, and any deductions that apply.

Step 1: Log In to QuickBooks Online

1. Open your web browser and navigate to the QuickBooks Online website.
2. Enter your login credentials and click on "Sign In."

Step 2: Navigate to the Payroll Section

1. From the left-hand menu, click on "Payroll."
2. Select "Employees" to view your employee list.

Step 3: Choose the Employee

1. Locate the employee who needs the manual payroll check.
2. Click on their name to open their profile.

Step 4: Create a Manual Check

1. In the employee's profile, click on the “Pay” button.

2. Select the option for “Paycheck” or “Pay Employees” depending on your version of
QuickBooks.

3. Choose “Manual Check” or “Check” (the wording may vary based on your version).

Step 5: Enter Check Details

You will be prompted to fill in various details for the manual check, including:

- Pay Period: Specify the pay period that the check covers.

- Pay Date: Enter the date that the check will be issued.

- Hours Worked: Input the number of hours the employee worked during the pay period.

- Hourly Rate: If the employee is hourly, enter their rate; if salaried, enter the salary
amount.

- Earnings: Specify the type of earnings (e.g., regular, overtime, bonus) and the amounts for
each.



Step 6: Deductions and Contributions

1. If there are any deductions (such as taxes, health insurance, retirement contributions),
enter these in the deductions section.
2. Confirm the amounts to be deducted from the employee's gross pay.

Step 7: Review the Check Amount

1. Carefully review the total gross pay, deductions, and net pay.
2. Make sure everything is accurate, as this will affect your payroll records.

Step 8: Print or Save the Check

1. Once everything is confirmed, you can choose to print the check directly from
QuickBooks.
2. If you don’t have a check to print, you can save the information for your records.

Best Practices for Manual Payroll Checks

To keep your payroll records accurate and compliant, consider the following best practices:

1. Keep Detailed Records

Maintain a clear record of all manual payroll checks issued. This includes:
- Date issued
- Employee name

- Amount paid
- Purpose of the payment

2. Update Payroll Records

Make sure to update your payroll records to reflect the manual checks issued. This will help
prevent discrepancies during your payroll audits.

3. Communicate with Employees

Inform employees about the reason for the manual check, especially if it is due to an error
or adjustment. Transparency fosters trust and reduces confusion.



4. Regularly Reconcile Payroll Accounts

Regularly compare your payroll records in QuickBooks with bank statements to ensure
everything matches. This will help you catch any errors early.

5. Consult a Professional if Needed

If you are unsure about handling payroll entries or have complex payroll needs, consider
consulting an accountant or a payroll specialist. This can save you time and prevent costly
mistakes.

Conclusion

Entering a manual payroll check in QuickBooks Online is a straightforward process that
requires attention to detail. By following the steps outlined in this article, you can ensure
that your employees are paid accurately and on time, even when using manual checks.
Always remember to keep thorough records and maintain communication with your
employees to uphold transparency and trust. As you become more familiar with the
QuickBooks Online platform, managing payroll—whether automated or manual—will
become increasingly efficient, allowing you to focus on other important aspects of your
business.

Frequently Asked Questions

What is a manual payroll check in QuickBooks Online?

A manual payroll check in QuickBooks Online is a check created outside of the payroll
process, allowing you to record employee payments when you don't use the automated
payroll feature.

How do | start entering a manual payroll check in
QuickBooks Online?

To enter a manual payroll check, go to the 'Payroll' menu, select 'Employees', choose the
employee you want to pay, and click on 'Pay check’, then select 'Add a check'.

Can | edit employee details when entering a manual
payroll check?

Yes, while entering a manual payroll check, you can edit employee details such as hours
worked, pay rate, and deductions as necessary.



What information do | need to enter for a manual
payroll check?

You need to enter the employee's name, payment date, hours worked, pay rate, and any
deductions or bonuses applicable.

How do | record deductions for a manual payroll check?

When entering a manual payroll check, you can specify deductions by selecting the
appropriate deduction type from the list provided in the check entry form.

Can | generate a report for manual payroll checks in
QuickBooks Online?

Yes, you can generate reports for manual payroll checks by navigating to the 'Reports'
section and customizing the payroll report to include manual checks.

What should | do if | made a mistake while entering a
manual payroll check?

If you made a mistake, you can edit or delete the manual payroll check by going to the
'‘Payroll' menu, selecting 'Employees’, finding the employee, and clicking on the check you
want to change.

Is there a way to track manual payroll checks
separately from automated payroll?

Yes, QuickBooks Online allows you to filter reports to separate manual payroll checks from
automated payroll, helping you analyze your expenses more effectively.

Do | need to calculate taxes for a manual payroll check
in QuickBooks Online?

Yes, you will need to manually calculate and enter any applicable taxes for a manual payroll
check, as QuickBooks Online does not automatically calculate them for manual entries.
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