





W-2 Preparation Checklist

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

v Create a new set of Local, State & Federal
Tax Tables for coming year, if necessary

v'Prior to 1t P/R in new year, verify/change
FICA wage limit on FICA deduction master

ypsst

A
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GET CONNECTED:



W-2 Preparation Checklist «onta)

v Verify all payrolls dated through
12/31/XXXX are complete. Use ‘All Jobs
Completed’ flag on Payroll/Start/Change
screen

v'Verify the State assigned ID is set up in
the State Code table

ypsst

A

.//‘4"“: oy Du SoLusmion
GET CONNECTED:



W-2 Preparation Checklist «onta)

v'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

v 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

4
ypsst
@ & V% Bicin Dun sonure

GET CONNECTED



W-2 Preparation Checklist «onta)

Deduction W-2
Type Box Notes:

Health Savings Account 12 Box 12 can have up to four
401K 12 totals before another form is
403B 12 required. The second form will
jggg(a i; have the_ employee’s basic

information (name, SSN) and

501C18D 12 »
Nontaxable Sick Pay 12 the additional Box 12 totals.

SIMPLE Pension 12 _ _
Dependent Care 10 Any employee with a Deduction

User Defined (union, medical, etc) 14 Code having a W-2 Code of D,
User Defined 14 E, F, or H will have an “X”
Retirement Plans (KTRs, CERS) 14 placed in the pension plan

User Defined (Fringe Benefits) 14 square and the deferred comp
Roth 401K — Post-tax 14 square of Box 13.

Roth 403B — Post-tax 14

1
D
E
F
G
H
J
S
T
W
X
Y
Z
A

o >
vy

ypsst
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W-2 Preparation Checklist «onta)

W2
Code

A
C
L
P
Q
M
N
R

Deduction
Type

Social Security Tips

Life (Group Term)

Business Expense
Excludable Moving Expense
Military

Unclaimed FICA

Unclaimed Medicare
Medical Savings

W-2
Box

7
12
12
12
12
12
12
12

These deduction codes
are rarely used by
school districts.

ypsst
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W-2 Preparation Checklist «onta)

v 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

ypsst

A

.//‘4"“: oy Du SoLusmion
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W-2 Preparation Checklist «onta)

v 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 ***

ypsst

A

.//‘4"“: oy Du SoLusmion
GET CONNECTED:



W-2 Preparation Checklist «onta)

v Create W-2/1099-R Records
v'Run the W-2/1099-R Register
v'Review and edit data in W-2/1099-R F/M
v’ Create Magnetic Media for W-2s
and 1099-Rs

v'Validate Federal W2 Magnetic media file
W|th ACCUWage (Found on SSA’s website)

v Print W-2s and 1099s using W-2 Forms
Print or 1099-R Forms Print

Q1 ‘t
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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

Q1 ‘t

YSS
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GET CONNECTED



W-2 Balancing (contq)
» Create Payroll Register —

My Eile Edit Tools Help

User Defined PRI BRIt =Y

From Payroll/Personnel Menu: - o IR

Loc to |zzzz

Include Active Employess Only

D. End Of PerIOd FunCtlonS Exclude Zero Employess
B. End of Period Reporting
+ C. Payroll Register-User Defined Frequency Year

Sort Alpha Mame
Dretail

Using Deduction code ‘0’ to ‘0’
will return “TOTAL GROSS’ paid Dedretams Rapsiicd
for the year. 0to o|[ToTaLGRoS | YTD IR

{a]

J

Also, be sure to select ‘Calendar
for YTD figures

ypsst
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W-2 Balancing (contq)

keeis | PATEOLL REGIESTER - Zi

Report results lists ‘Grand Total’ || eroves mane

TOTAL GROS ZROSS
CALENDAR
< This is a total of ALL pay
types/earnings paid out throughout
the year.

*++ GRAND TOTALS # OF EMP3: 2,228
29,420,202 26

+ Determine Federal Tax

Exempt Pay Types and DETE T
Deduction Codes * #E RD X RO

Objects Deduction Short Desc

From Payroll/Personnel Menu:

Exceptions

M ain Cycles Garmishments Ch

<+ A. Auxiliary Programs Expenses
<+ G. Deduction/Benefit F/M Copy
<+ Select ‘Exceptions’ Life Table

Priority

Cateaorv

ypsst
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W-2 Balancing (contq)

‘Find’ Deduction Code ‘3000’°

‘Browse’ Results &

ile Edit Tools Help

vX s BRR R AE BV X BRESR MW

Code | Proceszing Code From

2000 ALL PA&Y TYPES ARE INCLUDED EXCEPT a0
a000 ALL PAY TYPES ARE INCLUDED E-CEPT 231
3000 MO DEDUCTIONS ARE EXEMPTED EXCEPT 2000
3000 MO DEDUCTIONS ARE EXEMPTED EXCEPT F000

To

« 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 (contq)

< Create Accumulator Totals
for Pay Types 830/831

From Payroll/Personnel Menu:

L)

» 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

Emp # Last Name First Mame M| Suff Year E/D Code Freq Cycle Employee Amt Employer Amt

20102
20102

441 SIMPSOM  CAROL J
6321 HAMILTOMN  KEWVIM L

830 Y 0
830 Y 0

[M] Accumulators Report - MUNIS [PSST COUNTY SCHOOLS v/.2]

My File Edit Tools Help
WwX tERR B M B X BRIIER

Employes Last Mame

2010
BallE=T
i

Year

E arming/Deduction
Frequency

Cycle

Hours

Employee Amount
E mployer Aot
Employes Grosz
Location
Group/BL

Org

Employee Gross
21578

22.38

233,16

0.00
0.00

0.00
0.00




W-2 Balancing (contq)
+ Create Employee Deduction
Register

duction Register - MUNIS [P55T COUNTY SCHOOLS v/.2
From Payroll/Personnel Menu:

iz Help

+ D. End of Period Functions & aasERY RIS eI

<+ B. End of Period Reporting
<+ F. Employee Deduction Register

Execute thiz report M
Report O ption Summary w

‘Defme’ Sort Opticn
. Frequency ear | | Specify w 20| ¥Year

‘Execute’ ‘Now’

‘Report Option’ ‘Summary’ Hide Emplogee 55N
‘Frequency’ Year’ Hide Emplayee Gross
‘Specify’ ‘XXXX’ Page Bresk by Deduction
‘Deduction’ “1000’ to ‘9999’

‘Location’ ‘ ’ to 'ZZZZ Deduction | 1000]  to| 9933

‘Org’ f 6 to ‘77777777’ Location to| 2555
Org to |

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

GeT CONNECTED:




W-2 Balancing (contq)

DEDUCTION EMPLOYEE AMT EMPLOYEE AMT EMPLOYEE GROSS

’:’ You Will need to SOCIAL SECURITY o o 5,498 487,

SOCIAL SECURITY 2,031,

reference the MEDICARE TAX 220 4Dl- 330,401: ZZ,786 420

NATIONAL TEACHERE AZES0C 2,204, 0. 411,53z, 326

¢ ﬁ ’
El I l |O ee l I It AMERICAN FIDELITY SHELTER INZ 49 707, 4, 60Z, 285 &4
DISABRILITY STD 103,464 .

[

[ o [ o |

£,495 332 48
COMP EENEFITS-DENTAL 52,727, 4,551,270.45
from eaCh Of the COMP BENEFITS-VISTON 13,575, 3,704,320 26
. . AM FID ANNUITY TAX SHELTERED £4,958. 1,339,858 15
taX_Impllcated DEF COMPENSATION 401-KE 77,392, 1,778,003.66
OPPENHEIMEEFUNDE 403E7 105, 466. 3,48%,651.80
d d 1 DEF COMP 457 69,113, 1,157,434 47
e uctlons ALFA PRE-TAX CANCER 280,951. z0,88%,631.02
HEALTH CARE SPENDING 21,397, 1,087,623 45
DEPENDENT CARE ZPENDING 1,812, 53,734 56
DISABILITY LID 0. o.oo0
FEDERAL TAX 2,294, 260. 25,378,254 59
STATE TAX 1,195, 605, 75,377,584 68
COUNTY TAX 54 175 z9,41%,103.64
KIBS 9.855% z,227,245. zz,600,131.08
KIRS 10_S55% 67,424, a. 643,447 .73
KIEBS CRITICAL SHORTAGE 10.20% o. 3,606, 35,354 72
KTRS MATCH 13.105% a. 271,134. 2,068%,930.37
KIES MATCH 14.105% o. 4,679, 34,794 25
C0 EMPLOYEEZ RETILEMENT &% 10,111, z3,617. 165,525 55
PETIRED CERS MATCH 13. 5% o. 136. 1,007.88
C0 EMPLOYEEZ RETIREMENT 5% 293,396, 792, 165, E,867,941 05
CERZ INSTALLMENT DEDUCTION 1,361, a. 32,297.67
KENTUCEY ED ASS0CTATION 109,560, 10,574,065 32
KY AS20C SCHOOL ADMINISTEATORS 2,445, 549,019 29
AFAL - POST-TAX LIFE £,077. 4,872 46350
CIT SECURITY LIFE NON-SHELTER 75, 41,903 68
KY STATE GEOUP LIFE INSURANCE 71,346, 2,274 66625
LINCOLN FINANCIAL GROUP 20,524, 1,222,445 06
LINCOLN FINANCIAL GROUE 1,073, 251,420.95
AMER FID NON SHELT INS 174,042, 9,141 ,063.59
POST-TAX CANCER 62,763, 5,278,223 58
NTAL-MAN =HRELTERED 10 =E= 1 1/RA =41 &N
psst
»
ONNECTED




W-2 Balancing (contq)
<+ 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

Total Gross Wages 29420 202 26
830 238.16
831 0.00
2220 3,204 36 ww wmsesiuais win = : S

2000 FEDERAL TAX Z,E94 F60_48 - Z0,378,E54_E592
223[} 49-?'[]?-44 4000 STATE TAX 1,135, 605 17 - ZE, 377,534 68

2235 103.464 .53
2255 52 727.36
2256 13.975.68
2310 64,958.90
2320 77,392.16
2325 105.466.80
2330 639,113.38
2410 980.981.08
2440 21,397.40
2445 1,812.50
7000 2.227.245.30
7001 67,424 56
7008 10,111.70
7010 293,396.27 25,376,254 59 FED 25.377.584.68 KY

Total Fed Wages 25,377 584 68 66991 diff 0.00 diff ;y’% pSS1'

Ger CONNECTED:




W-2 Balancing conta)

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

Q1 ‘t

YSS

o ¥ Ve Biiin Due «
GET CONNECTED



W-2 Balancing conta)

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

[£] EMPLOYEE FIT/SIT GROSS COMPARISON - PSsT coun.... (2 |[B][X]

File Edit Tools Help

<+ Create Fed to State Gross
Validation

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

Frequency
From Payroll/Personnel Menu: Cyce
Year

F. Retirement/State-Specific FIT Gross
SIT Gross

B. South
G. Kentucky (0] - [ I[n] [ E

Generate table of FIT/SIT differences OVR

O. Fed To State Gross Validation

Click on ‘Generate’

ypsst

Ger CONNECTED:




W-2 Balancing (contq)
Define’

<% Venfy Year ‘XXXX’ My File Edit Tools Help |
- Verify frequency ‘Y’ vXitRana=BYxbOesR/EE D[

» Verify cycles ‘0’ to ‘0’

Define Enter deduction ranges ta verify for calendar vear:
Yerify Year 2003 Yerify frequency
.
Yenfy Cycles 0 to ]

(M) Employee FitfSit Gross Comparison - MUNIS [PSST COUNTY 5C
My FEile Edit Tools Help

wX tERE ME B Y BEeE M

'Find’ all to determine
employees with
d Iscre pan CIeS Generate Emp # Lazt Mame First Mame

98| |FOx Z0MO

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

<+ We need to reduce the taxable Cycle |0

Federal wages by that amount vear 2009
FIT Gross 12052.33

SIT Gross 11388.47

(dJ D \w'fpssf

Cer CONNECTED:




W-2 Balancing (contq)

Changing Accumulator

T I My File Edit Tools Help
otals WX sBRR g AasES REBUVXRISEHEERE

From Payroll/Personnel Menu:
Employee Lazt Mame

> A. Auxiliary Programs %
» S. PR System Admin Menu
B. Accumulator Maintenance Year 2003

Accumulator Type

Fi nd Pay/Deduction 3000400 ..
» Employee ‘Emp # Frequency |
“Year ‘XXXX’ Lret:
‘Pay/Deductlon’ ‘Code that is

out of balance’ & code we
know is in balance —use a ‘|’

Haourz
Employes Amaount Employes Ant
Employer &mount E mployer &mt

Employee Grozs

ypsst

(i CONNECTED:




W-2 Balancing (contq)

This returns all Fiscal and ek
Calendar accumulator HwiE BV ¥ RES +: @)
records for those
d e d u Ctl O n S Employee S5M Lazt Mame Firet Mame

35 101-10-01 08 F ZOMO

In order to keep all Year 2003
: : Accumulator Type 1-DEDUCTIOMNS
records In Sync"w,e WI” Fay![)eductiu:p 3000 FEDERAL ThAx
need to update ‘M'onth Fremuency - FiscaL
’12_’, ‘Q'uarter ‘4, Cycle 0
‘F’iscal and “Y’early
total S Hours 0o E zcrove Liquidation

Employee Armount h28.81 Employes Amt .00
Employer Amount 00 E mployer At .00

.:’ ‘Browse’ yOur dataset Employee Grozs 1651E6.72

(14 1[4 | 1 nf FA [o |t |84 | [3=]

ypsst

Ger CONNECTED




W-2 Balancing (contq)

Since this employee did

: Edit Tools Help

not work after Month  ,x v o wn: v nosgeEl oo
(O’ (R AY ) ’
8 y reCO rdS for M - 1 2 mpH | Mame Year Type Code  Freq Cycle Hours  Empe Amt Ermpr Amt Empe Grosz | Emj
() (A . 38 FOX, ZOND J 2009 1 3000 F 0.00 . 000 1ES1E72
& Q - 4 W|” need tO 98 FOX, ZOND J 2009 1 4000 F 0.00 . 000 1651672
38 FOX, ZOND J 2009 1 4000 0.00 . 000 1138847
be manua”y added S8 FOXK.ZONOJ 2003 1 3000 nan _ 000 1209838
() N\ 79 38 FO, ZOND J 2009 1 4000 M 0.00 : 000 133982
and F and Y 38 FOX, ZOND J 2009 1 3000 M 0.00 _ DO0 133382
38 FO, ZOND J 2009 1 4000 0

0.00 . 0.00 401945

manua”y Changed 98 FOX, ZOND J 2009 1 2000 0.00 _ 0.00 4019 46
98 FiO3, ZOMO J 2003 1 3000 O 0.00 : 0.00 E029.19
95 FOX, ZONO J 2009 1 4000 0 0.00 : 0.00 B029.19
98 FiO¥, ZOMO J 2003 1 3000 M 0.00 : 0.00 1339.82
98 FOX, ZOMO J 2009 1 4000 M

Chang|ng these records S9FOXZONDJ 20091 3000 § ' : . |

0.0a . 0.0a 2009.73
98 FO, Z0ND J 20091 3000 M

0.00 ) 0.00 133582
in current quarter (Q4) e o wme o Ex o ow e
will keep from having =~ zioes m wow s e om oo
to amend returns filed — zmze @
for prior quarters s mer o

0.00 . .00 1333.82
0.00 . 0.00 1333.82

98 FOX, Z0ND 20031 4000 1

38 FOX, Z0N0 J 20091 2000 M

0.00 . 0.00 334355
0.00 . 0.00 334355
0.00 . 0.00 EEEI Eﬂ
0.00 582.85 0.00 339,82
98 FOX, Z0ND
98 FOX, Z0MD J

[==lpunl .| Bt e i R p B B S A R TR I TR TR LS R R e

y pss’r
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W-2 Balancing cona

In ‘Accumulator Maintenance’,
Add a record for

> ‘Employee’ '98’,'Year’ ‘2009’
ACClJmUIator Type, ‘1 Employee S55M Last Hame First M
‘Pay/Deductions’ ‘3000’ ... |[10-10-0108 FO% ZONC
‘Frequency’ ‘M’ ,'Cycle’ ‘12’

In the ‘Employee Gross’, enter a Year 2003
negative '669.91’ Accumulator Type 1- DEDUCTIONS v

oooq

R/
*

L)

%

%

R/
0‘0

‘Add, 3 Slmllar I’eCOFd fOI" iQ! 545 Pay/Deduction 3000 [..]| FEDERAL Tax

‘Find’ records for ‘2009’ ‘F’ and ‘Y’ EE:E"“ o :
and manually update (reduce)
‘Employee Gross’ by -669.91

Once records have been updated, Hours S e
re-run Fed to State Gross Bl ol ] Erplayeei

Validation — Should complete with Sl AmE 2 ek e

‘No records found’ Employee Gross

Re-run Deduction Register and
review Fed taxable wages

Be sure to update your Fed wages
on your spreadsheet

R/
0‘0

R/
0‘0




<+ Run ‘Accumulator Gross
Verify’ le Edt Tools Help

From Payroll/Personnel Menu:

Ux k&H

<+ D. End of Period Functions Generatz || Employee
<+ A. End of Period Processing @ Deduction
» E. W-2/1099R Processing Menu Month, Year

. Accumulator Gross Verify Moss Dste | 01 Gos New Gross

E‘] Generate Verify Records l
My FEile Edit Tools Help

WX tBRR g Aa=E R RIESE ME

‘Generate’

‘Define’
* ‘Verify Year, ‘XXXX, Execute thiz generate i fal?
‘Verify Basis’ ‘Yearly’ Verify Year 2009
‘Verify Months’ ‘0" to ‘0’ e Monthiy
‘Verify deductions’ — Typically Teay
used for deductions that
calculate percentages Vel Dedustions

7000 ta 025

Werify Manths

Ger CONNECTED:




W-2 Balancing conta)

« 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

,,P
Jpsst
GET CONNECTED:



W-2 Balancing conta)

Employes 922 INGRAM, LARRY D
D eduction 1000 SOCIAL SECURITY
t otk ear 1 2009

Apply Changes

Mazs Delete

Old Groz= Mew Gross
2000.00 121065

« 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

yypsst

NN

.’/““‘\: s Data =
Ger CONNECTED



W-2 Balancing conta)

« If copies of actual

[#] Quarterly 941 Report - MUNIS [PSST COUNTY SCHOOLS v7.2]

filed 941's are Not  [uw e co mos o

readily available, |“* ~=% 2 #= B2 RAS EY
Print 941 ,S for Define e

eaCh quarter in Execute thiz report h o

Current year Report Quarter / Year Specify 4| /| s

Create #MML Export

From Payroll/Personnel FICA 1001

Menu: Medicare 1101
FIT amo
D. End Of PeI’iOd Location P

Functions Org I IIIA
B. End of Period

Reporting
|. Quarterly 941 Report




W-2 Balancing conta)

« Enter information from each Quarter’'s 941 report

Into balancing spreadsheet

Federal Wages

Fed Tax W/H

Soc Sec Wages

Soc Sec Tax

Med Wages

Med Tax

Q1

Q2

Q3

Q4

941

Total

10,024,469.41

993,298.63

2,295,166.20

238,697.28

9,006,287.03

261,182.32

7,507,567.76

661,983.50

1,829,348.01

190,252.19

6,925,359.09

200,835.41

1,318,183.40

111,086.08

242,233.98

25,192.33

1,186,317.19

34,403.20

6,527,364.11

527,892.27

1,139,765.22

118,535.58

5,668,457.46

164,385.27

25,377,584.68

2,294,260.48

5,506,513.41

572,677.39

22,786,420.77

e
N\

iz

660,806.20

.?

.pss’r

Ger Ce




W-2 Balancing conta)

+ Create W-2 Records

Generate Option Both%/-2's and 1099-R's Earnings a
W-2 / 1099-R Year 2003 Lirnit 5000
FICA Grozs Limit 106200.00

From Payroll/Personnel Menu:

Combine Employee Mumbers By S5

D . E N d Of Pe r'| Od F un Ct| on [] Paopulate State 'wages 'with Federal WWage dmount
[] Populate Local W ages \With Federal W age Amount

A. End of Period Processing e dhas Ugtar
(3) Home Address () Mailing Address 1 (O Mailing Address 2 () Mailing Address 3

E . W_ 2 an d 1 09 9_ R Box 14 Dezcriptions Election ‘Waorkers Cafeteria Plan

P I'OCESSI n Code '+ Descriphion o]
g Code ¥ Description |CAFETERLA PLAMN

Code ' Descnption |(RETIREMMT COMTH

B. Create W'2 and 1099'R Ca State Dizability Insurance
Records C& 5D Option | Mot Applicable
S0 Deductions ] {u] ]

Sum Deduction Gross




W-2 Balancing conta)

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)

ypsst

A\

(/‘J"‘: s Data o
GET CONNECTED



W-2 Balancing conta)

+ Create W-2 Register

Ww-2/1099-R Year 2003

Feport Type a2 w
Subtotal Method Mo Subtotals

Tatals Only
» A. End of Period Processing ] Medicare Orly

From Payroll/Personnel Menu:

<+ D. End of Period Functions

E. W-2 and 1099-R Processing

D. Create W-2 and 1099-R Register ~ Location o |£227

Wwiark Location to | zzzz
Be sure to ‘Check’ ‘Totals Only’ Emplayee Murnber bo| 999999

SIT Code ta |2z
LIT Code o |24

sypsst

GET CONNECTED:




W-2 Balancing conta)

+ Compare W-2 Register totals against 941 totals
using your balancing spreadsheet

EMPLOYEE LOCATION

*+* GRAND TOTALE **+ 25,377,584, z,294,260.
5,506,513, 231,275,

Medicare 27,786,420 230,401

LIT-EYCTY 29,418,103, 294,179,

SIT-KY #5,377,584. 1,195,605

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

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




W-2 Balancing conta)

« Prior to printing balanced W2's, create W2 Mag
Media file and process with Accuwage/AccuW?2C
software — from SSA website

+ The AccuWage/AccuW?2C 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.

i o~

AcauWage 2011.Ink AcauWage 2011 Java.lnk

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

W-2 Balancing conta)

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

Magnetic Media | Emplayer Info | Contact Information || Maryland Ermplaver Becon

Reporting Year 2009
Farmat Code FO'wbd - FEDERAL W2 EFW2

T ape Information

Internal Label D ety Char Set Blocking | 00

Subrnit D ate m/4/2011 (g
Computer b anufacturer
CR/LF at End of Record
Third Party FIT “withhold
Section 457 Deferred Cornp Plan
Combined Federal/State 1093
R esubrnit \WFID

Selection Criteria

Location ko 3339
Whork Loc o | 2557
State o |22
uT to |2




W-2 Balancing conta)
<« Open Accuwage and test Magnetic Media file
E| Report

| ACCOWAGE TAX YEAR 2009 EREEOR REPORET

Generated from: C:~temps~prwmagmnl00s. txt
09.-27-2010

1670 Record(=s) te=sted
1 Fecordi(=) with Errori=s)
1l Error(=) found

Fecord number: 752 Code: RUW SSH: 101103966

Err Hum: 1

Feterence: Medicare Wages and Tip= [Po=ition
232 — 242]

Tzer Entrv: (00001468704 ]

Error Description: The amount in Medicare Wages and
Tip= mu=t be greater than or sgqual to the zum of the amount
in Social Security Wages [Position 210 — 220] and the
amount i1n Social Security Tips [Po=ition 254 - Z64].

ypsst

Ger CONNECTED:

Save bs. .




W-2 Balancing conta)
< 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
<+ 1IN Accumulator Maintenance

From Payroll/Personnel Menu:
<+ A. Auxiliary Programs
<+ S. PR System Admin Menu

% B. Accumulator Maintenance

ypsst

ET CONNECTED:




W-2 Balancing conta)
When reviewing
accumulators, | notice that

pay type ‘185’ reflects our = o "F

difference of 102.11 sX fEBRE R AE RDXRES 0| &

The exception tables for ‘mpf o ear Code Freqg Houwrs  Empe Amt ErmprAmt  Empe Gross
deduction codes 1000 & Y 87 50 0,000 1662324
1100, show that ‘185’ is a5 0.00 0.00

exempt from 1000, but not 000 1225356
1100 0.00 4034.56

You can have people that

0.00 -B12. 67

) . . 0.00 0.00
don’t pay into Social 0.00 0.00

Security, BUT, you can't 916.93  14789.15
have a pay type that is 21295  14687.04
exempt from Soc Sec and 000 1562334
not Medicare no0 14687.04

To correct this error, the 000 14687.04
Soc Sec wages and taxes 000 1562334

need to be reduced 212292 15725.45
E0.00 15623.34

And, the exceptions table 9375 1562334
for 1100 needs to include 1365 902001

pay type 185
spsst

GeT CONNECTED:




W-2 Balancing conta)

< In Accumulator Maintenance, Employee 55N
‘Find’ 432
+ Employee ‘432’
+ Pay/Deduction ‘1000’
+ ‘Enter Year

Accumulator Type

Pay/Deduction
Frequency

Cycle

Employee SSM

< Scroll through entries until you 432 ... |[101-10:3386
get to M-12

fear 2003
Accumulator Type 1-DEDUCTIONS
Pay/Deduction 1000 SC
Frequency b - MOMTHLY
Cycle 12

Hours

Employee Amount 143.80 E
E rmployer Amout 143.80 E
Employes Gross 231935




W-2 Balancing conta)

Employee S5H Last Marme

@ Update record and reduce 432 ... |[101-10-2966 HENDERSOM
‘Employee Gross’ by 102.11,
‘Employee Amount’ by 4.29
(102.11x 4.2%) and ‘Employer o —

Accumulator Type 1-DEDUCTIONS
’
Amount by 4.29 Pay/Deduction 1000 ...| SOCIALSECUR
Frequency b - MOMTHLY
Cycle 12

Hours

Employee Amount 133.51 Employee &mt
E mployer Amovint 139.51 E rnployer Amt
Employes Gross 2.217.24

Since we did not define a

particular ‘Frequency’, we will [ Automatic Update X
be able to update all of them '

Wlth thIS one entry ' Do pou want to automatically update the ather

affected accumulators [Quarterly, Yearly, Fizcal.
|ncephion] for this pay/deduction’?




W-2 Balancing conta)

Since we have reduced the
amount of Social Security tax
withheld from the EE, we will
return it back to the EE by Employee 55N Last Name
Increasing their Fed taxes 2921... |QOTTR3966  IHENDERSON
withheld.

Year 2009
Accumulator Type 1-DEDUCTIONS
Pay/Deduction a0nn FEDERAL T

In Accumulator Maintenance, Froquency —
‘Flnd, Cycle 12
<+ Employee ‘432’
Pay/Deduction ‘3000’ Houe

3 bl
¢ Entel’ Employee Amount 114.73 Employes Amt
E rmployer Ammavint o0 E rmployer Amt

- Scroll through entries until you Employee Gross ElE
get to M-12




W-2 Balancmg (contd)

Employee Last Mame

Update record and ADD 4.29 432 ... | |101-10-3965 HEMDERSOM
to the ‘Employee Amount’

Do not adjust any other fields Year 2009
Accumulator Type 1-DEDUCTIOMNS
Pay/Deduction 3000 ... FEDERAL T,
Frequency b - MOMTHLY
Cycle 12

Hours

Agaln’ S|nce we d|d not deﬂne Employee Amount 1139.07 Employee &
a particular ‘Frequency’, we e 00 Employer A1
will be able to update all of iy = B 231935

them with this one entry

El] Automatic Update E|

' Do you want to automatically update the ather
affected accumulators [Quartery, “Yearly, Fizcal,
Inzephion] for thiz pay/deduchion?

Tes Mo




W-2 Balancing conta)

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

ypsst
GeT CONNECTED:



W-2 Balancing conta)

At this point we will:

<+ Re-run Employee Deduction Register
% Re-run 4™ 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 conta)

<+ New Totals

01 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

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

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

261,182.32 200,835.41 34,403.20 164,385.27 660,806.20 330,401.06 330,403.10

LOCATION

++ FREAND TOTALS *** 25,377,554
5,506,411 231,269,

Mzdicare 27,786,420, 230,401

LIT-EYCTY 29,415,103 s04,179.

SIT-EY 25,377,554 1,195,805,

ypsst

GET CONNECTED




W-2 Balancing conta)

Re-run Accuwage and test Magnetic Media file

Start Testing

DISCLAIMER STATEMENT
Wiew T ested
The Accuwage application identifies most of the common format errors Records
inwage subrmissions. Using this application greatly reduces submission
rejections. Flease be aware that even if no errors are identified by

AccUvage, your submission could be returned because of other errors.

Testing Completed.
There were no errors Found

| i l l I | ould you like ko connect o Business Services Online ‘Web site bo submit the wage report?

' ’IETRE& | H

< Submit file to SSA when no errors are found

ypsst

GeT CONNECTED:




Other
Year-End

ltems




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

ypsst

A

.//‘4"“: oy Du SoLusmion
GET CONNECTED:



W2 — Third Party Sick Pay (contd)

**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.

yypsst
LN\
GET CONNECTED:



W2 — Third Party Sick Pay (contd)

“+ 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
iInformation (Www.irs.qov)

ypsst
GeT CONNECTED:


http://www.irs.gov/

2011 W-2 Electronic Media
Filing Deadlines

» FEDERAL April 2, 2012

>

> lllinois 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

ypsst
GeT CONNECTED:



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

kelthk@psst.com

800-488-7/395



mailto:keithk@psst.com

