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Introduction

The Kansas Department of Revenue (KDOR) has created a basic utility to assist QuickBooks
and Peachtree users in getting state-required W-2 information out of their accounting programs
and into a file format that can be uploaded onto the Department’s website. The utility requires
the user have Microsoft Excel installed on their computer. To complete the data conversion and
upload process, follow the steps documented in this walkthrough.

For more information about the electronic withholding filing process or to obtain a current copy
of the W-2 conversion utility, visit the KDOR web site at www.webtax.org.

QuickBooks Users >

Essential QuickBooks data can be obtained by generating two standard QuickBooks reports
with slight modifications. Once the reports are selected and maodified, they must be saved in a
Comma Separated Value (CSV) file format which will then be imported into the KDOR
conversion template. The following instructions will help you create the needed QuickBooks
extracts.

1) Open your company in QuickBooks E-P

2) Open the “Report Center” either by clicking the appropriate icon or ST EENE T
using the Reports menu option.

3) Select the “Employees and Payroll” option from the Reports list.

4) Select the “Payroll Item Detail” report from the payroll list =
a. Make sure you have specify the appropriate date for your
report by either selecting a defined period using the drop-
down menu or entering the actual date range. This may be
“Last Calendar Year” or “This Calendar Year” depending on
when you are filing your return.
b. The QuickBooks generated report must be modified in

Pavroll Ikerm Dretail

order to gather all required information. Click the “Modify | Modify Report... |
Report” button.
c. In addition to the fields that already have a check mark next
to them, click the following items to add them to the report
then click the “OK” button.
i. Name Address - Colurnns
ii. Name Streetl = —
iii. Name Street2 FSource Name
iv. Name City Mame Address |
v. Name State Marne Streetl _I
Mame StreetZ

vi. Name Zip

vii. SSN/Tax ID
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d. Click the “Export” button.

e. When the export dialog box appears, make sure the file
format has “a comma separated values (.csv) file. option
selected then click the next “Export” button.

f. Save the file as “ItemDetail.csv”.

5) Repeat the report export process for the “Payroll Iltem Listing”
report.

a. Select the time same time period.

b. Modify the report and add the following columns.
i. State
ii. AccountID

c. Export the report as a comma separated values file saving

it as “ltemListing.csv”.

| Payroll Item Listing

Peachtree Users 2>

Similar to the QuickBooks extract, two standard reports must be produced in Peachtree then
exported into a format that can be read by the KDOR conversion template. Unlike QuickBooks,
the exported Peachtree files are in a Microsoft Excel format. Follow the instructions below to
create the necessary files.

1) Open your company in Peachtree. | Reports Services  Window  Help
. " Accounts Receivable. .,
2) Select the “Payroll...” option from the “Reports” | Accounts Payable...
menu list. I

3) After the “Select a Report” screen appears, double-

click the “Employee List” report. Employee List
a. Once the formatted report is generated, click
the “Excel” icon in the menu bar to open the 233
Excel export screen. Excel
b. The default options on the Excel export
screen should be ok. Click the “OK” button to

complete the export process.
c. A new Microsoft Excel worksheet will be
displayed with all the data displayed in
spreadsheet format. The file must be saved @
before it can be imported into to the KDOR

conversion utility. o e | _
Click the “Save” icon and save fame: - |[Employee List b
the file as “Employee List.xIs”. Save as type! |Micrasaft Office Evcel Warkbook
4) Repeat the process for the “Yearly Earnings
Report” saving the exported file as “Yearly
Earnings Report.xls”.
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KDOR Conversion Template

After the QuickBooks or Peachtree extracts are created, they must be converted into a file that

can be uploaded using the KDOR Conversion Template. Because this Microsoft Excel template
uses complex macros to compile information from the extracted reports, it may be necessary to
adjust Excel’'s security levels before the template will work. It is recommended that the security

level be set at “Medium” so you can choose to allow an Excel program with macros to run.

1] M 1 H 113 H ” H

1) Select the “Security” menu option. 2) Select the “Medium” security level.
Tools | Data  Window Help Security E]E]
& speling... 7o |. @ LAl Z A 100% v |
él h e+ Click. | o Li Ai | lﬂ —.L} - | ;| Trusted Publishers

Research,.,  Alk+Clic 0 00 | 3= 5E . . .

) ! .00 S0 | == ) é 4 () Yery High, ©nly macras installed in trusted locations will be allowed

‘@) Error Checking... to run, Al ather signed and unsigned macros are disabled,

Shared Workspace, .. | [} | H | | | J (O High. only signed macros from trusted sources wil be allowed to

run. Unsigned macros are automatically disabled,
Share Workbook, .
- (%) Medium, ¥ou can choose whether or not ta run potentially unsafe
Prokection 3 macros,
oOnline Collabaor akion » (3 Low {not: recommended), You are not protected from pokentially
- unsafe macros. Use this setting anky if you have virus scanning

Formula Auditing » iﬁv;;r;installed, o you have checked the safety of al documents

Macro 4 | b Macros... AlL+FS

Customize. .. @  Record Mew Macra...

Options. .. | Security. ..

v
& | visual Basic Editor Alt+F11
&% Microsoft Script Editor — Ale+Shift+F11 [ o ] [ Cancel ]

Once you have completed your data conversion, you may opt to reset the security levels to
“High” or “Very High”. Simply repeat the process outlined above.

Completing the Conversion
Before you complete your QuickBooks or Peachtree data conversion, make sure you have the

most current version of the KDOR Conversion Template. This file, names KS-QBPeach.xIs can
be obtained by visiting the Department’s web site at www.webtax.org.

1) The flrst Step’ Whether E= Microsoft Excel - KS-QBPeach
. . i) Fle Edt Vew Insert Format Took Dats  Window  Help Tupe a question forhelp [+ 2 @ X
you are working with a NG ER A GO T kBB A R i aee B e sun. #el
QuickBooks or Peachtree  fix T EEEIEE Iy e R 128
conversion is to complete S N - N 1 S - S -3 F I G B
the basic company & J;K§ IW@E@FT@FEI@
Informatlon. FI” OUt the ;:Peachl'ree.al:rr!()m'l:kBooks W-2 Converstion Ter:p!axe
grey bOXeS on the I. Employer Information
spreadsheet. [T e ie Addvesatine T .
| 8 |Grey Boxes Address Line 2: Import Data
Ex City:
. . 10 State: 3) Review and Correct Data
NOte: It IS Important to % %iepil(e::)':llegmployerI(Ientiﬁm(inn Number: | e
have a correct Kansas % Kansas Withholding Account Number: | | Exportto cavFile
Wlthholdlng Account jER 1. Employee Information:
Number entered before 6] Mumber © | FirtName M LostName _lSuix Address 1 Address 2
you import your data. i
B
21|
122 |
|23 |
B .
1“4 v v\ QBImpart { Workshast / [« ol
Ready M
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2) Click the “Import Data” button to load the Import Withholding Files X

QUiCkBOOKS or Peachtree extracts yOU Identify which accounting application you are using that containg your
i withholding reports by selecting the appropriate option. Click the "Find"
Saved preVIOUSIy' buttons and select the applicable files produced by your accounting
application. Once you have identified both reports, click the "Import
Select the accounting application you use. ety i o 92t o e ) B s
The application reports labels will change Select Your Accounting Application

depending on the type of accounting QT E ® FezEiliiee

app“catlon yOU SeleCt' Identify Application Reports to Load

Click the “Find” button next to each text box “Payroll Item Listing” GSV File:

and select the specified file. Once you have | _rind |

identified both files, click the “Import Data” "Payroll Item Detail” CSV File:

button to continue. | Find
Impart Data Cancel ‘

Peachtree Users: In order to properly Additional Deductions X

calculate Federal and Social Security
wages, you must identify specific payroll

Pretax Deductions

Identify any fields that should be considered pretax deductions when

items that should not be included in the calculating Federal Gross Wages, Deductions might include such thinks
Federal Wage figure Of the W-2. A “Pretax as retirement, health insurance premiums, and cafeteria plans.

: ” H H If you do not have any additional deductions, leave the drop-down boxes
Deductions” screen will be displayed. If Tl bt e e

you have items that should not be =

considered, select them from the drop-

down boxes. If you do not have any items, | [
[
[~

| 12) k401

leave the drop-down boxes blank and click |
the “Continue” button. |

Continue

3) Once your data iS |Oaded B3 Microsoft Excel - KS-QBPeach

. h I i) fle Edt WYew Insert Format Teols Dats  Window Help Type a questionforhelp |+ o @ X
Into the template, you T I T A AR - T R R P 1) Blis o sen #3502 oo
have the flexibility to i o sl Sl oA il [ —— 2
review and edit employee S N - D [E] F I G 5
information. HXS Welbliee
1 ¥ Your Link to Online Business Tax Filing
ZPeachTree and QuickBooks W-2 Converstion Template
NOTE The KDOR é 1. Employer Information
H HH E‘U Enter Company Company Name: |My Compan: 2) Import Data
Converslon Utlllty makes | 7 |/nformation inthe | Address Line 1: 1313 Mockinghird Ln
. | 6 | Grey Boxes Address Line 2: Import Data
assumptions about how B chy: Topata
h Id b t | 10| State: KS 3) Review and Correct Data
. [ 11 | Zip Code: BEED1 4) Export Dsta to a CSV Flie
names shou € Spl 12| Federal Employer Identification Number: [123456760
13 Kansas Withholding Account Number: |036123456789F01 | Exportto G5V File
You are encouraged to e
reVIeW names for jER 1. Employee Information:
Social Security
aCCU racy- 16 Number First Name Ml Last Name Suffix Address 1 Address 2
| 17 [111-22-1337 Amanda W Chester 4583 West Paces Ferry Road
| 18 [111-27-1134 Al L Duke 3905 Alpharatta Hwy
| 19 |111-27-5656 Arnthony H  Hecter B7 Lenox Rd
| 20 [111-44-8778 Alex € Komel 847 Clairmont Road
| 21 [111-49-8991 Brandon A Hugley 920 Gainesville Hwy
22 |111-60-8892 Bob G Ker 1066 Guwinnett Drive
| 23 [111-27-6894 Brandee I Nunnley 2777 Swestwater Trail
| 24 [111-32-B555 Charlene M Leland 834 Chamblee Tucker Rd
AE LA Ame e P £O0 Lo A o4
W4 v v OBImport { Worksheet / < |
Ready UM
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4) Click the “Export to CSV File” button to File Save ]S
create the KDOR readable file. The file N = Rl Y| @ A1Q X B ek
should be saved as “KSW2.CSV". oD

Be sure to specify the file type as “CSV [?

(Comma delimited) (*.csv)”

MyDﬁEnts
: 39
You have successfully created a file that can
be loaded on the KDOR web site @ =
Mypw:ct;wsmk Save as Lypet | CSy (Comma delimitad) 3
Upload your W-2 Data
. JRSAWEDTEe
You must use KDOR’s withholding ﬂ;\ ; - ' " ~
web application to upload the converted Your Link to Online Business Tax Filing

W-2 file. The application is available at www.webtax.org. If you have not done so, you will need
to establish a profile and password then link your withholding account(s) to the profile. Follow
the on-screen prompts to complete this process.

Once your withholding account is linked, you can initiate your end-of-year filing by managing
your withholding account. Look for the menu item entitled “Process year-end withholding
W2/1099s.” Follow the links until you come to a menu with the option to “Upload a preformatted
W2 /1099 file (CSV, EFW2, Pub 1220).”

Specify the file type as a “Comma Separated Value P T ——— ‘=
(CSV) for Both W-2s and 1099s” type file. et =] e e

KANSAS

Department of Revenue

Your file does not contain a header row.

Use the “Browse” button to select the “KSW2.CSV”
file you created using the KDOR conversion utility

Click the “Continue” button to complete your upload.

4 . o]
&1 £ o e 8 Locl itranet:
Questions or Comments?
The KDOR Conversion Template was designed to be as simple and user-friendly as possible.
Should you encounter any problems, we encourage you to check our web site to insure you
have the most up-to-date copy of the program.
Kansas Department of Revenue
Electronic Services
915 SW Harrison, 2" Floor S.
Topeka, KS 66612
(785)296-6993
(800)525-3901
eservices@kdor.state.ks.us
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