941s AKA Quarterly Reports
Before we begin:
A. Download the IRS 941 Worksheet:  https://www.irs.gov/pub/irs-pdf/f941.pdf as well as Schedule B.
B. Download the Excel 941 Calculator from Region 15:  941 Payroll Liability 202X Adjustment Calculator
C. Fill out the calculator for the current year and quarter.
D. Use the HRS5000 941 Worksheet to complete Form 941.
E. Use the 941 Calculator to complete Schedule B.

Let’s Talk “Best Practice”
The 941 Payroll Liability worksheet should be completed after your final payroll reports.  It does not matter how many payrolls you run per month this process should be after final payroll reports have been saved.  You can add as many payroll-runs to the 941 calculator as needed, just verify that formulas have been replicated.
Ascender users, the report to use is the HRS2200 Payroll Earnings Register. (The Last Page)

Part of the payroll process is saving our final reports.  After we have saved all of the reports and finished the payroll process.
1. Open your HRS2200 Payroll Earnings Register report 
2. Print the final page of the report (15 of 15)
3. This information will be used to complete the 941 calculator for this payroll.

Inputting our DATA: Ascender Report HRS2200
1. Open the 941 Calculator – “941 Payroll Liability 202X Adjustment Calculator”
2.  “Total Gross:” – input Cell B5
3.  “Withholding Gross:” – input Cell C5
4.  “Withholding Tax:” – input Cell D5
5.  “FICA Gross:” – input Cell E5
6.  “Emp FICA Tax:” – input Cell F5
7.  “Emplr FICA Tax:” – Auto-populates in G5, verify it matches F5
8.  “Medicare Gross:” – input cell H5
9.  “Medicare Tax:” – input cell I5
10. “Emplr Medicare Tax:” – Auto-populates in J5, verify it matches I5

Checks and Balances (always be looking at the correct quarter)
1. Run the HRS5000 941 Worksheet
a. In Ascender, Payroll → Reports → Quarterly/Annual Reports → Select HRS5000 – 941 Worksheet.
b. Values:
i. Sort by Alpha = A
ii. From Pay Date = 1st date of the quarter
iii. To Pay Date = Last date of the quarter
iv. Select Frequency = 6 (Monthly CYR)
2. Run the EFTPS for the previous 90 days or quarter
3. Compare the HRS5000 941 Worksheet to the Calculator
a. Columns C, D, E and H (see example report)
4. Compare the EFTPS to the Calculator
a. Column K

Time to complete 941 Quarterly Report
1. Look at the last page of the HRS5000 report
a. District Totals: is the information you will list on your 941
Part 1:
1. Total Number of Employees for the quarter
2. Total Taxable Gross
3. Total Income Tax Withheld
4. N/A
5.
a. Column 1 - Taxable FICA Gross
b. N/A
c. Column 1 Taxable Medicare Gross
d. N/A
a. Column 2 – Perform the calculation
b. N/A
c. Column 2 – Perform the calculation
d. N/A
e. Perform calculation
f. N/A
6.	Perform calculation
7.	Refer back to the 941 calculator and list the adjustment amount for the quarter if any.
8.	N/A
9.	N/A
10.	Perform Calculation
11.	N/A
12.	Perform Calculation
13.	Schedule B Total liability for the quarter
14.	Perform Calculations
15. Perform Calculations if needed
Part 2
Check the box: You were a semiweekly schedule depositor for any part of this quarter.
Part 3. N/A
Parts 4 & 5 – Fill out accordingly

Time to Complete Schedule B
1. Use the 941 Calculator
2. Starting with Month 1, input the Tax Liability Total Deposit on the correct pay date
3. Complete for the quarter
4. For each month total the deposits and enter the total in the Tax liability for Month 1, 2, and 3.
5. Total Month 1 + Month 2 + Month 3 for Total liability for the quarter and this should match line 13 of your Form 941.
