
  

 

  
Gallagher Bassett | 1 

 QuickBooks Online - Exporting Payroll Records 
 

Should Gallagher Bassett request wage information for an injured employee and you are using QuickBooks, you can display 

the employee’s payroll records and export them to excel; or email them to Gallagher Bassett as an excel document, directly 

from QuickBooks Online. 

To do this, run the earnings report for the employee for the 12 months preceding the date of injury. This will need to be 

broken down into weekly pay periods, and include all fields relating payments made to the employee, including base 

earnings, overtime earnings, allowances, penalty rates, sick leave, annual leave, lump sum payments etc.  If available, please 

provide hours worked each week for all of the above components. 

 

NOTE: If your employee has not worked with your company for 12 months, please speak to the Eligibility Officer about 
other options for providing payroll information. 

 

To Display and Extract a Report  

1. Select “Reports” from the Navigation bar.  

2. Type “Payroll” into the Search field. A list of payroll reports will appear. 

 

3. Select the report you need.  We recommend either of the following reports: 

 Payroll Item Detail: The Payroll Item Detail Report shows you a breakdown of each recent payroll transaction by a 

particular payroll item. 

 Payroll Transactions by Detail: The Payroll Transactions by Detail Report gives you a breakdown of all payroll 

transactions by employee. 

4. “Customise” the report to select the date range and modify any other details required for the report. 

The Return to Work Act 2014 
 

Section 5—Average weekly earnings 

(1)  Subject to this section, the average weekly earnings of an injured worker is the average weekly 

amount that the worker earned during the period of 12 months preceding the relevant date in 

relevant employment. 
(16) For the purposes of this section –  

(a)  a reference to the relevant date is a reference to the date on which the relevant injury occurs; 



 

 

  

5. You can now either “Run Report” or “Export” it to Excel and email to Gallagher Bassett. 

  

 

Further assistance can be found at the Intuit website - https://community.intuit.com/quickbooks-online-au  

 

https://community.intuit.com/quickbooks-online-au

