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��� A PayrollHero account with the payroll module enabled.

��� ;he account must have been live on PayrollHero for the full calendar
year that you are generating the Alphalist for.

��� 0f not already enabled, contact support to enable the Alphalist export
feature for your account.

0M your aJJount TeetZ the aIo]e reXuireTentZ� JongratulationZ� 
5o^ Jontinue reading thiZ guide to enZure a ZeaTleZZ report 
generation�
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;o generate the Annualiaed >ithholding ;ax (Alphalist), first you must 
select into which )09 category your account banks fall into.

PayrollHero automatically assigns a )09 category to the following banks 
on your account!

� .ross
� )ureau of 0nternal 9evenue ()09)
� :ocial :ecurity :ystem (:::)
� Philhealth Health 0nsurance *orporation (PhilHealth)
� Home Development 4utual Fund (PA.� 0)0.)

;he other )09 categories for banks which you must assign are!

13th month pay! )anks used for 13th month, 14th month and other similar bonuses. 

AdQustments to gross! )anks that were used to do adQustments to gross payments. 

*63A! )anks used track *ost of 3iving Allowance given to employees.

De 4inimis! )anks related to the De 4inimis benefits.

Haaard pay! )anks related to any additional compensation for performing haaardous 
duties and for enduring physical hardships in the course of performance of duties.

Health insurance! )anks related to employees additional health benefits.

6ther benefit! )anks for other benefits that your organiaation gives to employees.

0M you need help Jategorizing your IanRZ� pleaZe JliJR here to 
]ie^ our 2no^ledge )aZe ArtiJle� or JontaJt uZ at 
Zupport'payrollhero�JoT and ^e ^ill Ie happy to help�

http://support.payrollhero.com/knowledge-base/how-to-generate-the-bir-alphalist/
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@ou meet the reXuirements from Step 1, and you have categoriaed the 
banks on Step 2, excellent� 5ow you are ready to generate the report, 
but to ensure its accuracy check that the following items are completed!

/H]L�H�SP]L�HJJo\U[�^P[O�[OL�7H`roSS�moK\SL�LUHISLK�for�[OL�f\SS�JHSLUKHr�`LHr�

9LX\LZ[�[OL�(SWOHSPZ[�NLULrH[PoU�fLH[\rL�[o�IL�LUHISLK�oU�`o\r�HJJo\U[�

(ZZPNU�)09�JH[LNorPLZ�[o�HSS�[OL�IHURZ�oU�`o\r�HJJo\U[�[OH[�mH[JO�[OL�)09�
JH[LNorPLZ�

Double check that you have assigned a )09 category to all the X\HSPf`PUN banks on 
your account.

=erify that all your employees are enrolled to the 13th month.

=erify that the ::: enrollment of your employees has their membership code and 
Qoin date added.

=erify that the PhilHealth enrollment of your employees has their membership 
code and Qoin date added.

=erify that the Pag�0big enrollment of your employees has their membership code 
and Qoin date added.

=erify that the )09 enrollment number of your employees is correct. ;he number 
should be   digits.

=erify that the )09 exemption code, substituted filing setting and enrollment region 
of your employees is up to date and accurate.

Ad]iJe! To ]eriMy and quickly adQuZt enrollTentZ� TeTIerZhip 
JodeZ and Qoin dateZ Mor Tultiple eTployeeZ� we reJoTTend to 
do^nload the 	eTployee update Mile	� *liJR here to learn ho^�

http://support.payrollhero.com/knowledge-base/multi-insert-tool-how-to-mass-update-bank-enrollments-to-each-employee-profile/
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6nce you have JOLJRLK�[OL�SPZ[�oU�S[LW��, you are ready to generate 
your Alphalist 9eport. ;he good news is that this is the easiest part of 
the process�

;o export your )09 Alphalist!

�� .o to Payroll ;ab on your PayrollHero Account.

�� *lick on the ¸9eports¹ submenu.

�� <nder Forms, click on ¸=iew¹ on the right side.

4� At the top, input the Date Period you want to generate. 0n this case it 
would be January 1st to December 31st of the previous year.

�� 0n the forms list, select the )09 Alphalist version you want to generate.

�� ;hen click on ¸*ontinue¹ at the bottom of the page.

�� @ou will receive a message notifying you that the report is being 
generated and once ready you will receive an email once its completed.

�� *ongratulations� @ou have successfully generated your Alphalist� After 
a few minutes you will receive an email with a download link for the 
report.

Note: Be patient! The generation of the Alphalist will take a few 
minutes up to an hour depending on the amount of employees 
on your account because a year worth of information is being 
calculated!
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