
Welcome  





Order current year W-2 and 1099-R forms 

 

Create a new set of Local, State & Federal 

Tax Tables for coming year, if necessary 

 

Prior to 1st P/R in new year, verify/change 

FICA wage limit on FICA deduction master 

W-2 Preparation Checklist 



W-2 Preparation Checklist (cont'd) 

Verify all payrolls dated through 

12/31/XXXX are complete. Use „All Jobs 

Completed‟ flag on Payroll/Start/Change 

screen 

 

Verify the State assigned ID is set up in 

the State Code table 

 

 



W-2 Preparation Checklist (cont'd) 

Verify the latest release of MUNIS® 

software and payroll year-end specific 

updates have been loaded to ensure the 

appropriate law changes will be reflected 
 

Add/verify the W-2 codes in the Pay Type 

Code F/M and Deduction/Benefit Master 

F/M that may be necessary for reporting 

W-2 Box 10,12 & 14 amounts 

 



W-2 Preparation Checklist (cont'd) 

  W2   Deduction W-2  

Code     Type  Box 

    

   1  Health Savings Account 12 

   D   401K  12 

   E   403B  12 

   F   408K6  12 

   G   457B  12 

   H   501C18D  12 

   J  Nontaxable Sick Pay 12 

   S  SIMPLE Pension  12 

   T  Dependent Care  10 

   W User Defined (Union, medical, etc) 14 

   X  User Defined  14 

   Y  Retirement Plans (KTRS, CERS)  14 

   Z  User Defined (Fringe Benefits) 14 

AA  Roth 401K – Post-tax 14 

BB  Roth 403B – Post-tax 14 

 

Notes:  
 

 Box 12 can have up to four 

totals before another form is 

required.  The second form will 

have the employee‟s basic 

information (name, SSN) and 

the additional Box 12 totals.  
 

    Any employee with a Deduction 

Code having a W-2 Code of D, 

E, F, or H will have an “X” 

placed in the pension plan 

square and the deferred comp 

square of Box 13.  



W-2 Preparation Checklist (cont'd) 

 W2   Deduction  W-2  

Code     Type   Box 

 

A  Social Security Tips     7 

C  Life (Group Term)   12 

L  Business Expense  12 

P  Excludable Moving Expense 12 

Q  Military    12 

M  Unclaimed FICA   12 

N  Unclaimed Medicare  12 

R  Medical Savings   12 

 

   

These deduction codes 

are rarely used by 

school districts. 



W-2 Preparation Checklist (cont'd) 

Month/Quarter-end payroll reports, as well 

as any reports which may be necessary 

for year-end: 
 

 Employee Detail History  Detail Check History 

 Accumulators Report   Employee Accruals Report 

 Payroll Register   Payroll Register - User-defined 

 Employee Deduction Register Quarterly 941 Report 

 Payroll History Report  Monthly/Quarterly Retirement 

 



W-2 Preparation Checklist (cont'd) 

Back-up the MUNIS® database 

Review the Payroll Exceptions F/M table 

Review payroll accumulator data 

Run the Accumulator Gross Verify 
 STRONGLY recommended to be run prior to generating W-2s, 

even if you run on a regular basis 

  

** DO NOT continue until you have balanced ALL data *** 



W-2 Preparation Checklist (cont'd) 

Create W-2/1099-R Records 

Run the W-2/1099-R Register 

Review and edit data in W-2/1099-R F/M 

Create Magnetic Media for W-2s  

 and 1099-Rs 

Validate Federal W2 Magnetic media file 

with AccuWage (Found on SSA‟s website) 

Print W-2s and 1099s using W-2 Forms 

Print or 1099-R Forms Print 

 



W-2 Balancing  

The objective of W2 balancing is to 
account for ALL earnings paid, 
subtracting those pay types and 

deduction codes that are considered tax 
exempt and validating the resulting 

value against the annual returns  

PRIOR to filing 



W-2 Balancing (cont‟d) 

 Create Payroll Register – 
User Defined 

 
 From Payroll/Personnel Menu: 

 

 D. End of Period Functions 

 B. End of Period Reporting 

 C. Payroll Register-User Defined 

 

 Using Deduction code „0‟ to „0‟ 
will return „TOTAL GROSS‟ paid 
for the year.   

 

 Also, be sure to select „Calendar‟ 
for YTD figures 

 

 



W-2 Balancing (cont‟d) 

 

Report results lists „Grand Total‟  
 

 This is a total of ALL pay 
types/earnings paid out throughout 
the year. 

 

 

 

 Determine Federal Tax 
Exempt Pay Types and 
Deduction Codes 

 

From Payroll/Personnel Menu: 
 

 A. Auxiliary Programs 

 G. Deduction/Benefit F/M 

 Select „Exceptions‟  

 

 

 



W-2 Balancing (cont‟d) 

 

 „Find‟ Deduction Code „3000‟ 

 „Browse‟ Results 

 

 

 

 

 

 The Calendar YTD Earnings for Pay Types 830 & 
831 and Calendar YTD withholdings for Deduction 
Codes 2000-2799 & 7000-7499 will need to be 
subtracted from „Grand Total‟ on previous Payroll 
Register. These items are considered Federal Tax 
Exempt. 

 



W-2 Balancing (cont‟d) 

 Create Accumulator Totals 
for Pay Types 830/831 
 

 From Payroll/Personnel Menu: 
 

 B. Employee Maintenance/Reports 

 U. Employee Reports 

 C. Accumulators Report 
 

„Find‟: 

 „Year‟ „XXXX‟ 

 „Earning/Deduction‟ „830 | 831‟ 

 „Frequency‟ „Y‟ 

If more than 1 employee returns data, 
then „Browse‟ to Excel and Sum on 
„Employee Gross‟ column 

 

 

 



W-2 Balancing (cont‟d) 
 Create Employee Deduction 

Register 
 

 From Payroll/Personnel Menu: 
 

 D. End of Period Functions 

 B. End of Period Reporting 

 F. Employee Deduction Register 
 

„Define‟: 

 „Execute‟ „Now‟ 

 „Report Option‟ „Summary‟  

 „Frequency‟ „Year‟ 

 „Specify‟ „XXXX‟ 

 „Deduction‟ „1000‟ to „9999‟ 

 „Location‟ „ ‟ to „ZZZZ‟ 

 „Org‟ „ „ to „ZZZZZZZZ‟ 
 

You will want to print this register, 
rather than just display 



W-2 Balancing (cont‟d) 

 You will need to 
reference the 
„Employee Amt‟ 
from each of the 
tax-implicated 
deductions 
 

 



W-2 Balancing (cont‟d) 
 SpreadSheet 
 Enter the appropriate deduction withholding value into each field in your 

spreadsheet and compare your spreadsheet total Taxable Wages against those 
listed on the Deduction Register (They should report a difference of $0.00): 

 Kentucky follows Federal Wage guidelines – Wages should be the same 

 

 

 



W-2 Balancing (cont'd) 

Possible „out-of-balance‟ reasons: 
 

 The Exceptions Table has been changed 

 Accumulator amounts were updated manually in 
Accumulator Maintenance 

 Deduction amounts were updated in the payroll 
before pay amounts were updated 

 EE was paid only under a pay type that was 
exempt from taxes, but also had pre-tax 
deductions withheld 

 Deduction was deleted from the payroll warrant 

 



W-2 Balancing (cont'd) 

Since State wages are correct and 
federal wages are overstated, 
corrections must be made 

 

 Create Fed to State Gross 
Validation 
 

 This program checks your Federal 
withholdings to your State withholdings to 
ensure they are in balance 

 

From Payroll/Personnel Menu: 
 

 F. Retirement/State-Specific 
 

 B. South 
 

 G. Kentucky  
 

 O. Fed To State Gross Validation 
 

 Click on „Generate‟ 

 



W-2 Balancing (cont‟d) 

 „Define‟  
 Verify Year „XXXX‟ 

 Verify frequency „Y‟ 

 Verify cycles „0‟ to „0‟ 

 

 

 

 „Find‟ all to determine 
employees with 
discrepancies 
 

 In our example, we have 1 
employee in error with a 
difference of $669.91 

 We need to reduce the taxable 
Federal wages by that amount 

 



W-2 Balancing (cont‟d) 

 Changing Accumulator 
Totals 
 

 From Payroll/Personnel Menu: 
 

 A. Auxiliary Programs 

 S. PR System Admin Menu 

 B. Accumulator Maintenance 
 

 Find 
 Employee „Emp #‟ 

 „Year‟ „XXXX‟ 

 „Pay/Deduction‟ „Code that is 
out of balance‟ & code we 
know is in balance – use a „|‟  

 



W-2 Balancing (cont‟d) 

This returns all Fiscal and 
Calendar accumulator 
records for those 
deductions 

 

 In order to keep all 
records in sync, we will 
need to update „M‟onth 
‟12‟, „Q‟uarter „4‟, 
„F‟iscal and „Y‟early 
totals 

 

 „Browse‟ your dataset 
  



W-2 Balancing (cont‟d) 

Since this employee did 
not work after Month 
„8‟, records for „M‟-‟12‟ 
& „Q‟- „4‟ will need to 
be manually added 
and „F‟ and „Y‟ 
manually changed 

 

Changing these records 
in current quarter (Q4) 
will keep from having 
to amend returns filed 
for prior quarters 
 

 
  



W-2 Balancing (cont‟d) 

In „Accumulator Maintenance‟, 
„Add‟ a record for  
 „Employee‟ ‟98‟,„Year‟ „2009‟ 

 „Accumulator Type‟ „1‟ 

 „Pay/Deductions‟ „3000‟ 

 „Frequency‟ „M‟ ,„Cycle‟ „12‟ 

 In the „Employee Gross‟, enter a 
negative „669.91‟ 

 „Add‟ a similar record for „Q‟ „4‟.  

 „Find‟ records for „2009‟ „F‟ and „Y‟ 
and manually update (reduce) 
„Employee Gross‟ by -669.91 

 Once records have been updated, 
re-run Fed to State Gross 
Validation – Should complete with 
„No records found‟ 

 Re-run Deduction Register and 
review Fed taxable wages 

 Be sure to update your Fed wages 
on your spreadsheet 



W-2 Balancing (cont‟d) 

 Run „Accumulator Gross 
Verify‟ 
 

 From Payroll/Personnel Menu: 
 

 D. End of Period Functions 

 A. End of Period Processing 

 E. W-2/1099R Processing Menu 

 I. Accumulator Gross Verify 

 

 „Generate‟ 

 

 „Define‟  
 „Verify Year‟ „XXXX‟ 

 „Verify Basis‟ „Yearly‟ 

 „Verify Months‟ „0‟ to „0‟ 

 „Verify deductions‟ – Typically 
used for deductions that 
calculate percentages 

 



W-2 Balancing (cont'd) 

 Accumulator Gross Verify compares the actual totals 
in the EE‟s accumulator files (Old Gross) to a newly 
calculated total (New Gross) which is calculated by 
looking at the EE‟s gross earnings and the 
deduction table, as it currently exists. A new 
deduction gross is calculated based on the current 
exceptions table 

 When discrepancies are found between the „Old 
Gross‟ and „New Gross‟, a record is created in the 
Accumulator Gross Verify output 

 In the event records are returned, review these 
records for accuracy. Start with Detail Check History 

 
 

 

 



W-2 Balancing (cont'd) 

 If a change does not need to be made, the 
record needs to be deleted 

 Once all of your records have been verified, and 
changed or deleted, use the Apply Changes 
function to update 



W-2 Balancing (cont'd) 

 If copies of actual 
filed 941‟s are not 
readily available, 
Print 941‟s for 
each quarter in 
current year  
 

 From Payroll/Personnel 
Menu: 

 

  D. End of Period 
Functions 

  B. End of Period 
Reporting 

  I. Quarterly 941 Report 



W-2 Balancing (cont'd) 

 Enter information from each Quarter‟s 941 report 
into balancing spreadsheet 

Q1 Q2 Q3 Q4 941 Total 

Federal Wages 10,024,469.41 7,507,567.76 1,318,183.40 6,527,364.11 25,377,584.68 

Fed Tax W/H 993,298.63 661,983.50 111,086.08 527,892.27 2,294,260.48 

Soc Sec Wages 2,295,166.20 1,829,348.01 242,233.98 1,139,765.22 5,506,513.41 

Soc Sec Tax 238,697.28 190,252.19 25,192.33 118,535.58 572,677.39 

Med Wages 9,006,287.03 6,925,359.09 1,186,317.19 5,668,457.46 22,786,420.77 

Med Tax 261,182.32 200,835.41 34,403.20 164,385.27 660,806.20 



W-2 Balancing (cont'd) 

 Create W-2 Records 

 
From Payroll/Personnel Menu: 

 

 D. End of Period Function 

 

 A. End of Period Processing 

 

 E. W-2 and 1099-R 
Processing  

 

 B. Create W-2 and 1099-R     
Records 



W-2 Balancing (cont'd) 

An employee must meet ONE of the following 

conditions in order for the system to create a W-2 

record: 
 

FIT Gross > 0 (Deduction Code 3000-3010) 

FIT Withholding Amount > 0 (Deduction Code 3000-3010) 

FICA Gross > 0 (Deduction Code 1000-1010) 

FICA Withholding Amount > 0 (Deduction Code 1000-

1010) 

Medicare Gross > 0 (Deduction Code 1100-1110) 

Medicare Withholding Amount > 0 (Deduction Code 1100-

1110) 



W-2 Balancing (cont'd) 

 Create W-2 Register 
 

From Payroll/Personnel Menu: 
 

 D. End of Period Functions 
 

 A. End of Period Processing 
 

 E. W-2 and 1099-R Processing  
 

 D. Create W-2 and 1099-R Register 

 

 Be sure to „Check‟ „Totals Only‟ 

 



W-2 Balancing (cont'd) 

 Compare W-2 Register totals against 941 totals 

using your balancing spreadsheet 

 

Q1 Q2 Q3 Q4 941 Total W2 total Difference % Calc 

Federal Wages 10,024,469.41 7,507,567.76 1,318,183.40 6,527,364.11 25,377,584.68 25,377,584.68 0.00 

Fed Tax W/H 993,298.63 661,983.50 111,086.08 527,892.27 2,294,260.48 2,294,260.48 0.00 

Soc Sec Wages 2,295,166.20 1,829,348.01 242,233.98 1,139,765.22 5,506,513.41 5,506,513.41 0.00 0.042 

Soc Sec Tax 238,697.28 190,252.19 25,192.33 118,535.58 572,677.39 231,273.56 231,273.56 0.00 

Med Wages 9,006,287.03 6,925,359.09 1,186,317.19 5,668,457.46 22,786,420.77 22,786,420.77 0.00 0.0145 

Med Tax 261,182.32 200,835.41 34,403.20 164,385.27 660,806.20 330,401.06 330,403.10 -2.04 



W-2 Balancing (cont'd) 

 Prior to printing balanced W2‟s, create W2 Mag 
Media file and process with Accuwage/AccuW2C 
software – from SSA website 
 

 The AccuWage/AccuW2C software identifies most of 
the common format errors in wage submissions 

 

Go to the SSA website for download and install 

http://www.ssa.gov/employer/accuwage/index.html 
This year, the SSA has 2 different options: Java and Visual Basic 

The Visual Basic option is the platform used in past years. 

 

http://www.ssa.gov/employer/accuwage/index.html


W-2 Balancing (cont'd) 

 Create Magnetic Media 
File 
 

From Payroll/Personnel Menu: 
 

 D. End of Period Processing 
 

 E. W-2 and 1099-R Processing 
menu 
 

 H. Create Magnetic Media 

 
 

When creating Fed file, make sure 
State field is „ „ to „ZZ‟ 

 

When creating State file, make sure 
State field ONLY reflects State you 
are creating 



W-2 Balancing (cont'd) 

 Open Accuwage and test Magnetic Media file 
 



W-2 Balancing (cont'd) 

 Error corrections can either be made in W2- and 1099-R F/M  
 

 From Payroll/Personnel Menu: 
 

 D. End of Period Processing 
 

 E. W-2 and 1099-R Processing menu 
 

 C. W2- and 1099-R F/M 

   OR 

 in Accumulator Maintenance 
 

 From Payroll/Personnel Menu: 
 

 A. Auxiliary Programs 
 

 S. PR System Admin Menu 
 

 B. Accumulator Maintenance 

 



W-2 Balancing (cont'd) 

 When reviewing 
accumulators, I notice that 
pay type „185‟ reflects our 
difference of 102.11 

 The exception tables for 
deduction codes 1000 & 
1100, show that „185‟ is 
exempt from 1000, but not 
1100 

 You can have people that 
don‟t pay into Social 
Security, BUT, you can‟t 
have a pay type that is 
exempt from Soc Sec and 
not Medicare 

 To correct this error, the 
Soc Sec wages and taxes 
need to be reduced 

 And, the exceptions table 
for 1100 needs to include 
pay type 185 

 



W-2 Balancing (cont'd) 

 

 In Accumulator Maintenance, 
„Find‟  
 Employee „432‟ 

 Pay/Deduction „1000‟ 

 „Enter‟ 

 

 

 

 

 

 Scroll through entries until you 
get to M-12 

 



W-2 Balancing (cont'd) 

 

 Update record and reduce 
„Employee Gross‟ by 102.11, 
„Employee Amount‟ by 4.29 
(102.11x 4.2%) and „Employer 
Amount‟ by 4.29  

 

 

 

 

 

 

 Since we did not define a 
particular „Frequency‟, we will 
be able to update all of them 
with this one entry 



W-2 Balancing (cont'd) 

Since we have reduced the 
amount of Social Security tax 
withheld from the EE, we will 
return it back to the EE by 
increasing their Fed taxes 
withheld. 

 
 

 In Accumulator Maintenance, 
„Find‟  
 Employee „432‟ 

 Pay/Deduction „3000‟ 

 „Enter‟ 

 

 Scroll through entries until you 
get to M-12 



W-2 Balancing (cont'd) 

 

 Update record and ADD 4.29 
to the „Employee Amount‟ 

 Do not adjust any other fields  
 

 

 

 

 

 

 Again, since we did not define 
a particular „Frequency‟, we 
will be able to update all of 
them with this one entry 



W-2 Balancing (cont'd) 

 

Keep in mind: 
 

 Any changes made in Accumulator Maintenance will require 
you to „Create W2 records‟ again, but will also update your 
941 information 

 

 Any changes made to taxes or wages in either module, will 
require you to change information on tax returns 

 

 



W-2 Balancing (cont'd) 

 

At this point we will: 
 

 Re-run Employee Deduction Register 

 Re-run 4th Quarter 941 

 Create new W2 records 

 Re-run W2 totals register 

 Update balancing spreadsheet 

 Re-create Mag Media file 

 Re-run Accuwage 

 

 



W-2 Balancing (cont'd) 
 New Totals 

Q1 Q2 Q3 Q4 941 Total W2 total Difference % Calc 

Federal Wages 10,024,469.41 7,507,567.76 1,318,183.40 6,527,364.11 25,377,584.68 25,377,584.68 0.00 

Fed Tax W/H 993,298.63 661,983.50 111,086.08 527,896.56 2,294,264.77 2,294,264.77 0.00 

Soc Sec Wages 2,295,166.20 1,829,348.01 242,233.98 1,139,663.11 5,506,411.30 5,506,411.30 0.00 0.042 

Soc Sec Tax 238,697.28 190,252.19 25,192.33 118,524.96 572,666.78 231,269.27 231,269.27 0.00 

Med Wages 9,006,287.03 6,925,359.09 1,186,317.19 5,668,457.46 22,786,420.77 22,786,420.77 0.00 0.0145 

Med Tax 261,182.32 200,835.41 34,403.20 164,385.27 660,806.20 330,401.06 330,403.10 -2.04 



W-2 Balancing (cont'd) 

 Re-run Accuwage and test Magnetic Media file 

 

 

 

 

 

 

 

 

 

 

 

 Submit file to SSA when no errors are found 
 



Other 

Year-End  

Items 



W2 – Third Party Sick Pay 

Report Third Party Sick pay on W-2 

A Form W-2 must be prepared even if the sick 
pay is non-taxable.   

Report non-taxable portion in Box 12 (Enter Code J) 

Check the “Third Party Sick Pay” box only if 
the amounts were paid by a Third Party 
vendor. 

Report Third Party Sick wages on 941, if any 
taxes were withheld from employee‟s 
payments 

 



W2 – Third Party Sick Pay (cont'd) 

Combine the sick pay with other wages 
and produce a single W2 per employee 

 

OR 
 

Prepare separate W2 forms for each 
employee, one reporting sick pay and 
the other reporting regular earnings. 



W2 – Third Party Sick Pay (cont'd) 

Third Party Sick Pay vendors have until January 
16, 2012 to provide payment recap statements 
for 2011 

 

Employee must be furnished a W-2 by January 
31, 2012 

 

Review IRS Publication 15-A for additional 
information (www.irs.gov)  

http://www.irs.gov/


2011 W-2 Electronic Media  

Filing Deadlines 

 FEDERAL  April 2, 2012 

 Kentucky  January 31, 2012 

 Illinois  March 31, 2012 

 Indiana  February 29, 2012 

 Ohio  February 29, 2012 

 Missouri  February 28, 2012   

 Virginia  January 31, 2012 

 West Virginia February 28, 2012 

 Tennessee  N/A 

 

 
(Source: IRS/Individual State Dept of Revenue websites) 



2011 Rates & Wage Limits 
      

       Tax Rate    Wage Limit 
 

Social Security     4.20%   $106,800 

 

Medicare      1.45%    No Limit 



2011 Employee Contribution Limits 

401(k)   $16,500 

 Age 50 Catch-up $ 5,500 
 

403(b)   $16,500 

 Age 50 Catch-up $ 5,500 
 

457(b)   $16,500 



For additional tips, checklists, and other 

information for MUNIS® W-2 Processing 

MUNIS KnowledgeBase 

 

MUNIS Customer Tools – W2 and 1099s website 

 

KDE website 

 





Contact Information 

Keith Kucler 
 

keithk@psst.com 
 

800-488-7395 

mailto:keithk@psst.com

