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Accountant Migration Checklist

Moving clients from QuickBooks Desktop
Payroll to QuickBooks Online Payroll

Additional resources

Designed in collaboration with Accountants, this tactical guide focuses Still need to purchase? Learn
. : : . bout QuickBook
on pre and post-conversion requirements to help make it easier to ore about =i Rooks

. . . . Online Payroll subscriptions to
migrate your Desktop Payroll clients to QuickBooks Online Payroll. find the best one for your client

Moving your client’s
accounting software online as
well? Check out the
QuickBooks Online Migration
Guide

Set the stage for success Importing from ADP, Gusto, or

Paychex to QuickBooks Online

Pre-conversion

Payroll, learn more
[C] Finish any outstanding payroll runs or payroll tax payments.

* Make any tax payments that are due within the next week to ensure a
seamless transition.

e Wait 2-3 days after you've run payroll to move your client data. This will insure
all paycheck information transfers over to QuickBooks Online Payroll.

[l Download/backup payroll data/reports from past years.

* Payroll Summary, Payroll tax forms/filings, W-2's and 1099’s. (Only current
calendar year's payroll data moves over. Historical docs will not migrate.)

e If using QuickBooks Workforce, advise client employees to download copies
of historical pay stubs and W-2's needed for future use.

* If you are migrating the data via QuickBooks Desktop, make sure your Desktop
version is supported and on the latest release.

[C] Ensure “full payroll” is turned on in QuickBooks Desktop so all data migrates.

* To check this, go to Edit, then select Preferences. Select Payroll & Employees
in the left navigation.

¢ Click the Company Preferences tab and ensure Full payroll setting is turned on.

Prepare the Data

[] Know which data converts.

[[] Terminate or deactivate any employees that aren't active and have not been
paid in the current year.

How To Video Center



https://quickbooks.intuit.com/learn-support/en-us/help-article/payroll-setup/import-employees-pay-history-adp-gusto-paychex/L5B86tEqo_US_en_US?uid=lyqgzobj
https://digitalasset.intuit.com/render/content/dam/intuit/sbseg/en_us/accountants/web/content/Tactical-guide-to-migration-for-accountants.pdf
https://digitalasset.intuit.com/render/content/dam/intuit/sbseg/en_us/accountants/web/content/Tactical-guide-to-migration-for-accountants.pdf
https://quickbooks.intuit.com/oa/payroll/pricing/bundle/
https://quickbooks.intuit.com/oa/payroll/pricing/bundle/
https://quickbooks.intuit.com/learn-support/en-us/help-custom/L8onrlA6N
https://quickbooks.intuit.com/learn-support/en-us/help-article/import-export-data-files/expect-switch-quickbooks-desktop-quickbooks-online/L0dEyNosU_US_en_US
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[] Complete active employee profile information. We recommend the following
fields are complete before starting the migration: First & Last name, SSN, DOB,
Hire Date, Address.

[] Check QuickBooks Desktop file size and condense if needed.

¢ In Desktop, press the F2 key to see your client's number of targets on the
product information screen.

* Condense the data if the target size is 750,000 or more.

2 Conversion

[C]Pick a migration method.
There are several ways to migrate your clients data:

¢ Migrate the data using your clients or your QuickBooks Desktop migration
tool. See detailed steps.

¢ Migrate the data with an online tool. With this method, you do not need
QuickBooks Desktop installed and you/your clients will not need to be using the
latest version.

* Use Intuit’s Professional Services Assisted Migration team to do the migration
for you. This service is free to accountants. Submit a conversion request to get
started. You'll be contacted via email if the team needs additional information
and when the migration is complete.

2 Post-conversion
Confirm successful migration and complete set up

[] Navigate to the Overview page in your clients QuickBooks Online Payroll file
and review completed setup tasks and complete any incomplete tasks.

] Verify bank connection if needed.

® Bank connection and direct deposit information configured on QuickBooks
Desktop will be migrated to QuickBooks Online Payroll. If we are unable to
connect to your client’s bank account instantly, we'll ping the bank account
with a small test debit.

® Check the client bank account in 1-2 banking days for the amount (less than
$1.00) and enter it in the Verify your bank account task.

[[] Select your tax filing preferences and complete the required POA forms.

[[] Check the Payroll Summary report to ensure payroll totals in Desktop and
Online match.

[] Go to Manage Users and ensure the right employees have the right access to
payroll information.

QuickBooks Desktop Migration: Online Payroll Setup

Additional resources

Learn more about required
employee information in Get
started with QuickBooks
Online Payroll. Scroll to Add
your team.

Best practices recommendation:
Consider migrating near the start
of a new quarter and several days
before the next payroll run. Post-
migration, you may need to enter
the paycheck details for the
current quarter as part of Setup
so if you were in month 3 there
would be more checks to enter
then if you were in month 1.

Need to move multiple clients?
Use the Accountant Batch
Migration tool to move up to
50 company files.

Get payroll setup done for you
with QuickBooks Online
Payroll Elite. A QuickBooks
payroll expert will complete
your setup and review to make
sure everything is correct.

Set up QuickBooks Online
Payroll to pay and file your
payroll taxes and forms



https://quickbooks.intuit.com/learn-support/en-us/help-article/payroll-setup/get-started-quickbooks-online-payroll/L0Tgxbdg0_US_en_US?uid=m019lap8
https://quickbooks.intuit.com/learn-support/en-us/help-article/payroll-setup/get-started-quickbooks-online-payroll/L0Tgxbdg0_US_en_US?uid=m019lap8
https://quickbooks.intuit.com/learn-support/en-us/help-article/payroll-setup/get-started-quickbooks-online-payroll/L0Tgxbdg0_US_en_US?uid=m019lap8
https://quickbooks.intuit.com/learn-support/en-us/help-article/migrate-services/move-files-quickbooks-online-accountant-batch-tool/L4iyuxCPp_US_en_US?uid=lztn3qs8
https://quickbooks.intuit.com/learn-support/en-us/help-article/migrate-services/move-files-quickbooks-online-accountant-batch-tool/L4iyuxCPp_US_en_US?uid=lztn3qs8
https://quickbooks.intuit.com/learn-support/en-us/help-article/payroll-forms/manage-automatic-tax-payments-form-filings/L8IgYMkDo_US_en_US?uid=m01bz6o6
https://quickbooks.intuit.com/learn-support/en-us/help-article/payroll-forms/manage-automatic-tax-payments-form-filings/L8IgYMkDo_US_en_US?uid=m01bz6o6
https://quickbooks.intuit.com/learn-support/en-us/help-article/payroll-forms/manage-automatic-tax-payments-form-filings/L8IgYMkDo_US_en_US?uid=m01bz6o6
https://quickbooks.intuit.com/payroll/elite/
https://quickbooks.intuit.com/payroll/elite/
https://quickbooks.intuit.com/learn-support/en-us/help-article/migrate-services/condense-quickbooks-desktop-file-import-quickbooks/L4NvqoGAz_US_en_US?uid=m1pblym1
https://quickbooks.intuit.com/learn-support/en-us/help-article/move-online/move-quickbooks-desktop-payroll-info-quickbooks/L4I9wi32V_US_en_US?uid=m018xmir
https://quickbooks.intuit.com/learn-support/en-us/help-article/company-file/quickbooks-desktop-file-restoration-tool/L8DhA30cW_US_en_US?uid=llfnee6o
https://app.smartsheet.com/b/form/324abadc7d5e44dead5a969083de9b15
https://www.youtube.com/watch?v=LlmjXjYX6LA

INTUIT
@ quickbooks

4. Before you run your first payroll Additional resources

[] Activate QuickBooks Workforce if needed.

[[] Activate QuickBooks Time account if needed.

[] Review Payroll Settings for features and tasks.
* Select Settings &, then Payroll settings.

* QuickBooks Online Payroll's defaults to print only pay stubs. If you need to
print paychecks, edit the Print settings.

® You can turn features such as Auto Payroll on or off.
[C] Review client Direct Deposit limits and assess need.

® For QuickBooks Online Payroll products, your client’s Direct Deposit limits
may have changed.

® You can view your client’s direct deposit limits in Payroll Settings. Scroll to
Direct deposit. Request a limit increase if needed.

[[] Decide how you want to manage contractors - in QuickBooks Desktop/ Learn more about how to Pay a
QuickBooks Online or in QuickBooks Online Payroll? contractor with direct deposit

[] Explore value-add HR tools & benefits your clients may need. Learn more about HR Benefits
& Management Tools

If you have any questions or need help along the way, please schedule a S G ey el
Accountant and ProAdvisor

call with Support in-product or call us at 800-446-8848. Support

Congratulations!

You have successfully migrated your client’s payroll.

Stay up-to-date on the latest QuickBooks Online Payroll
enhancements. Check out what’s new.

© 2024 Intuit Inc. The content and materials are intended only to assist you in your general organization and decision making for your
business or practice. Intuit shall have no liability for errors, omissions or inadequacies in the information contained herein or for
interpretations thereof.



https://quickbooks.intuit.com/learn-support/en-us/help-article/paycheck-forms/print-pay-stubs-quickbooks-online/L2EJDxVjg_US_en_US?uid=lzr9ucra
https://quickbooks.intuit.com/learn-support/en-us/help-article/payroll-processes/use-auto-payroll-pay-employees/L0ddM31Hs_US_en_US?uid=m01c2gg8
https://quickbooks.intuit.com/learn-support/en-us/help-article/security-risk/get-help-youre-direct-deposit-limit/L04DWCX0R_US_en_US?uid=lzr9khc1
https://quickbooks.intuit.com/learn-support/en-us/help-article/payroll/pay-contractor-direct-deposit/L2GTpwX8K_US_en_US?uid=lzsmt7be
https://quickbooks.intuit.com/learn-support/en-us/help-article/payroll/pay-contractor-direct-deposit/L2GTpwX8K_US_en_US?uid=lzsmt7be
https://quickbooks.intuit.com/payroll/hr-services/
https://quickbooks.intuit.com/payroll/hr-services/
https://quickbooks.intuit.com/learn-support/en-us/help-article/proadvisor-program/contact-quickbooks-online-accountant-proadvisor/L2JpzvY6i_US_en_US?uid=lzu7g9ve
https://quickbooks.intuit.com/learn-support/en-us/help-article/proadvisor-program/contact-quickbooks-online-accountant-proadvisor/L2JpzvY6i_US_en_US?uid=lzu7g9ve
https://quickbooks.intuit.com/learn-support/en-us/help-article/proadvisor-program/contact-quickbooks-online-accountant-proadvisor/L2JpzvY6i_US_en_US?uid=lzu7g9ve
https://intuit.me/4aYxwyq
https://quickbooks.intuit.com/accountants/news-community/product-updates/
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Frequently Asked Questions

If my client used QuickBooks Workforce with QuickBooks Desktop Payroll and will also use it after migration to

QuickBooks Online Payroll, what do | need to do?

¢ Workforce documents do not migrate. Advise client employees to download copies of documents needed for future use before

migration.

¢ Email addresses move over during migration but employees will need a new invitation to access future paycheck stubs and to

update their info as needed.

¢ Select Payroll on the left navigation, then select Employee Profile to send an invitation to each employee. Learn more on how to

Invite employees to QuickBooks Workforce.

¢ Employees can use the same Workforce login credentials with QuickBooks Online Payroll that they used with QuickBooks

Desktop Payroll.

If my client used QuickBooks Time with QuickBooks Desktop Payroll and will also use it after migration to

QuickBooks Online Payroll, what do | need to do?

e If your client is currently using QuickBooks Time, you'll need to reestablish the connection with the new QuickBooks Time
account aligned with QuickBooks Online Payroll Premium or Elite. Contact Support for assistance.

¢ Employees can use the same QuickBooks Time login credentials with QuickBooks Online Payroll that they used with QuickBooks

Desktop Payroll.

¢ New to QuickBooks Time? See Set up QuickBooks Time in QuickBooks Online Payroll

What are the free QuickBooks Online Payroll setup and review services | could leverage?
Payroll conversion services vary based on the QuickBooks Online Payroll subscription purchased.

e QuickBooks Online Payroll Core customers can utilize Intuit’s Payroll Guided Setup. A payroll expert can walk through key setup tasks
and answer questions. The expert does not do any setup work on the customer’s behalf.

¢ QuickBooks Online Payroll Premium customers can utilize Intuit's Expert Review. An expert can review the payroll setup after it is

completed so you know it is done right.

¢ QuickBooks Online Payroll Elite customers receive our Elite Onboarding. A QuickBooks payroll expert will complete your payroll setup

for you and review it to make sure everything is correct.

Sign up for the applicable service is available on the Overview page within your client’s QuickBooks Online Payroll account.

See additional QuickBooks Online Payroll migration FAQ from accountants.

Guided Setup: The free 60-min QuickBooks Payroll Guided Expert Setup is a virtual session with a
QuickBooks Payroll expert. It's available at no extra cost to new QuickBooks Online Payroll Core and
Premium monthly subscribers and trialers (including those migrating from QuickBooks Desktop
Payroll) who are within the first 30 days and have not yet run payroll. The Guided Setup is available
from 7am - 4pm PT. Service includes: reviewing key business information, adding first employee,
setting up payroll taxes, connecting bank accounts and automating payroll taxes. Guided Setup does
not include data migration. Terms, conditions, pricing, special features, and service and support
options subject to change without notice.

Expert setup: Available to QuickBooks Online Payroll Elite users only.
Expert review: Available upon request for QuickBooks Online Payroll Premium and Elite.

Auto Payroll: Available if setup for the company is complete. At least one employee has completed
setup and has consistent payroll that qualifies for automation (i.e. salaried or hourly with default).
Company must complete bank verification if Employee has direct deposit as the payment method,
and the first payroll must run successfully. The account must not have a hold.

A d tax pay ts and filings: Automated tax payments and filing available for state and
federal taxes. Enrollment in e-services is required for tax payments and filings only. Automated tax
payments and filings for local taxes available in QuickBooks Online Payroll Premium and Elite only.

QuickBooks Time integration: Additional fees may apply. Time tracking included in the QuickBooks
Online Payroll Premium and Elite subscription services. Features vary. The QuickBooks Time mobile
app works with iPhone, iPad, and Android phones and tablets. Devices sold separately; data plan
required. Not all features are available on the mobile apps and mobile browser. QuickBooks Time
access is included with your QuickBooks Online Payroll Premium and Elite subscription at no
additional cost. Data access is subject to cellular/internet provider network availability and occasional
downtime due to system and server maintenance and events beyond your control. Product
registration required.

QuickBooks Time integration: Additional fees may apply. Time tracking included in the
QuickBooks Online Payroll Premium and Elite subscription services. Features vary. The QuickBooks
Time mobile app works with iPhone, iPad, and Android phones and tablets. Devices sold separately;
data plan required. Not all features are available on the mobile apps and mobile browser.
QuickBooks Time access is included with your QuickBooks Online Payroll Premium and Elite
subscription at no additional cost. Data access is subject to cellular/internet provider network
availability and occasional downtime due to system and server maintenance and events beyond
your control. Product registration required.

QuickBooks Workforce: QuickBooks Payroll and/or QuickBooks Time subscription required.
Feature availability may vary based on company subscription, settings, and employment type.
Registration required. Certain features are available only through the Workforce web portal or
through the Workforce mobile app.

QuickBooks Workforce mobile app: The QuickBooks Workforce mobile companion app works
with iPhone, iPad, and Android phones and tablets. Devices sold separately; data plan required. Not
all features are available on the mobile app and mobile browser. QuickBooks Workforce mobile
access is included with your QuickBooks Time subscription at no additional cost. Data access is
subject to cellular/internet provider network availability and occasional downtime due to system
and server maintenance and events beyond your control. Product registration required.

HR services: HR support is provided by experts at Mineral, Inc. Requires acceptance of Mineral's
Privacy Policy and Terms of Service. HR support center is available only to QuickBooks Online
Premium and Elite subscriptions. HR advisor support is only available in QuickBooks Online Payroll
Elite. HR support is not available to accountants who are calling on behalf of their clients.

HR benefits are sold separately and provided by third-party companies. Additional Terms apply.


https://quickbooks.intuit.com/learn-support/en-us/help-article/proadvisor-program/contact-quickbooks-online-accountant-proadvisor/L2JpzvY6i_US_en_US?uid=lzu7g9ve
https://quickbooks.intuit.com/learn-support/en-us/help-article/payroll-processes/set-quickbooks-time-account-quickbooks-online/L2DxYHusM_US_en_US?uid=lzrfv5uu
https://quickbooks.intuit.com/learn-support/en-us/help-article/form-w-2/invite-employees-quickbooks-workforce-see-pay-w-2s/L2kUDcEJs_US_en_US?uid=lzsmnieu
https://www.firmofthefuture.com/quickbooks-online-payroll-faq-migration-checklist/
https://trustmineral.com/privacy-policy/
https://trustmineral.com/terms-of-service/

