W?2 Year End ProcessindX;

W2 YeatEnd Webinar

Dial: 1 (872) 243212
Access Cod&02-494-213
https://meet.qoto.com/578006149

Theresa Campbell & LUAnn Moore
Thursday, December 15, 2022
10:00 AM

Please MUTE your phone after
joining the conference call
Thanks!
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a Employee's social security number

*kk_*¥_5363

OMB No
1545-0008

Safe, accurate,
FAST! Use

Visit the IRS Website at
@ www.irs.gov/efile

b Employer identification number. (EIN)

041234567

1 Wages, tips, other compensaton

15520.89

2 Federal income tax withheld

1315.85

3 Social secunity wages

0.00

4 Social security tax withheld

0.00

5 Medicare wages and tips

16921.52

6 Medicare tax withheld

245.36

¢ Employer's name. address, and ZIP code
TOWN OF ADMINS
219 LEWIS WHARF
BOSTON, MA 02110

a Control number

SCHOOLBHS 071718

his Information is being fumished to the internal Revenue Service

¢ Employee's first name and initial

KAREN ABBOTT
19 DOMINIC ST
CAMBRIDGE MA 02138

t Employee's address and ZIP code

Last name

Su!

7 Social security tips

0.00

8  Allocated tips

0.00

9

10 Dependent care benefits

0.00

11 Nonqualified plans

0.00

12a See instructions for Box 12

| 0.00

13 Statutory Emplovee 14 Other
O 1369.3
Retirement Plan

O

Third-Party Sick Pay

312

8 PENSN

S PEN30+

0.00

O 0.00

12

| 0.00

12¢

12d

15 State Employer's state ID number

041234567

16 State wages, tips, etc

17 State income tax

Form W'2 Wage and Tax Statement
Copy B--To Be Filed With Employee

Department of the Treasury - Intemal Revenue Service

's FEDERAL Tax Return.

2022



https://meet.goto.com/578006149

Tips for GoToMeeting

¥ Chat 4

Me to Everyane

Welcome to the webinar. Please
say hello when you join the
meeting

W

<>

W2 YEAR-END |
WEBINAR i

Dial: 1 (872) 240-3212
Access Code: 302-494-213

https://meet.qoto.com/578006149

Theresa Campbell & LuAnn Moore
Thursday, December 15, 2022
10:00 AM

Please MUTE your phone after
joining the conference call

& Thanks!
ADMINS AT

1. Controls appear when the mouse is moved onto the G2M window

2. { f ARSNJ NBaAl Sa GKS @GAaASgAay3a Ol ygl a
3. Chat bubble allows for questions

4. Camera and zoom controls for screenshots or a closer look

|
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What Will We Cover?

2 Kl 0Qa bSg
Tools

Help Reference Library
Preparation & Balancing

Taxable Wages

Taxes

Processing Yed&tnd Adjustments via a Nime Warrant
Sample W2 Processing

Due Date January 31, 2023

Preparing for 2023

|
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Backer Changes
FICA Maximums$147,000
Fringe Benefits

EFSA
401K Contribution Maximums



https://www.irs.gov/pub/irs-pdf/p15.pdf
https://www.irs.gov/pub/irs-pdf/p15b.pdf
https://www.irs.gov/newsroom/irs-provides-tax-inflation-adjustments-for-tax-year-2022
https://www.irs.gov/newsroom/irs-announces-401k-limit-increases-to-20500

Qualified Fringe Benefits

The rate for 2022 is 58.5 cents per mile; applicable
from July 1st, 2022 is 62.5 cents per mile to reimburse
an employee for business use of a personal vehicle

For plan years beginning in 2022, Flexible Spending
Arrangements (FSA) salary reduction contributions
maximum of $2,850.

|
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https://www.irs.gov/pub/irs-pdf/p15b.pdf

Reminders and Links CY 2022 9

CY 2022mit on Flexible Spending Arrangement (FSA&2,850

The maximum salary on which 6.2% is deducté&i 47,000

0.9% additional Medicare Tax on any FICA wages > $200K
Employee only; no additional employer contribution

Log in to youBusiness Services Onliaecount (preferred)
or call 2800-772-6270

Test your file using.ccu\Wage

Due January 31, 2023, for W2s to Employees & Electronic filing
Affordable Care Ag Webinarscheduled for Jan 19, 2023

I
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https://www.ssa.gov/bso/bsowelcome.htm
https://www.ssa.gov/employer/accuwage/index.html
https://meet.goto.com/578068221

Due Date for Filing

Forms to employees January 31, 2023
File to the SSAJanuary 31, 2023

File to State of MA& January 31, 2023
File to State of Cq January 31, 2023
File to State of Ry January 31, 2023




Preparation

|
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Business Services Online (B’

From the Social Security Administration:

Effective September 19, 2022, the registration procesgfcriness Services
Online (BSQwill change. After you register to use BSO, or for any new BSO
service, we will mail an activation code to complete the process. This
Includes those submitting V¥ and W2C reports. This extra layer of security
IS to ensure your information is safe and secure.

The activation code is MAILED to the employer whose Employer
LRSYUAFTFAOFG0AZ2Y bdzYOSNJ @2dz I NB dza Ay 3
registered with the IRS. Your employer will usually receive it within two (2)
weeks. You will not be able to report wages to us until you have entered the
activation code to complete the registration process.

We recommend registering for BSO before2\keporting season in January.
This will ensure you are in compliance before submitting@syV

I
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https://www.ssa.gov/bso/bsowelcome.htm

Wage File Upload in Real Ti

Wage File Upload, available through BSO, processes
your file and provides results neaktime.

You will receive a receipight awayletting you know |f
It IS successful or If there are errors.

For more information about Wage File Upload, go to
What's New for 2028r view the video

|
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https://us-west-2.protection.sophos.com/?d=lnks.gd&u=&i=NjI0ZGE0OGU4YTYxOWQxMmIxNGE5M2Uw&t=R3VySWkxYnpiamxmVVNCM1JXaHprajRWL1NYbS9HU0FYVjBNV2JIdFpYVT0=&h=463426e385d94dac93972f74d12b9de4&s=AVNPUEhUT0NFTkNSWVBUSVYYV8K8199_StKh6PPVfCJeAPUPihHsPV6hI9UK5DQv2g
https://us-west-2.protection.sophos.com/?d=lnks.gd&u=&i=NjI0ZGE0OGU4YTYxOWQxMmIxNGE5M2Uw&t=STBhejBxSjlyUnJsc0UvbDZIWlkza1JRMlVZaGh4clIyc1hRY2dpR2dBMD0=&h=463426e385d94dac93972f74d12b9de4&s=AVNPUEhUT0NFTkNSWVBUSVYYV8K8199_StKh6PPVfCJeAPUPihHsPV6hI9UK5DQv2g

AccuWage

SSA highly recommends using AccuWage Online to test your wage files for
compliance with EFW2/EFW2C specifications before submitting them to SSA.

How do | access AccuWage Online?

AccuWage Online can be accessed by following these steps:
1. Log on taBusiness Services Onli(BSO)
Select the 'Report Wages to Social Security' link

2
3. Accept the attestation
4.

Once on the Electronic Wage Reporting (EWR) home page, select the fourth
tab labeled AccuWage Online and then click the AccuWage Online link to
access the AccuWage Online Home page.
For detailed screeby-screen instructions on registering for a BSO username
and password, please see thé O

_ADMINS IDEAS. RELATIONSHIPS. RESULTS. AccuWage Online Information (ssa.go
11

A www.admins.com



https://www.ssa.gov/bso/bsowelcome.htm
https://www.ssa.gov/employer/accuwage/faqAccuWageOnline.pdf
https://www.ssa.gov/employer/accuwage/

Tools- Help Reference Library 9

Payroll Processing

HR335 No Time Warrant

Special Processing
HR430 Manual Checks

HR575 Email Electronic Tax Forms to Employees

Year End Processing
HR620 W2 Processing
HR635 Email W2, 1095C, 1099Rs
HR640 IRS Instructions for Forms W2 & W3
HR780 Bulk TIN Matching

|
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https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/AUC_HR_NoTimeWarrant.pdf?ver=1670610349748
https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/manualchecks.pdf?ver=1658324819735
https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/AUC_HR_ELECTRONIC_YearEnd.pdf?ver=1658324819735
https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/w2.pdf?ver=1658409138082
https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/AUC_HR_Email_Year_End_Attachments.pdf?ver=1670507676463
https://www.irs.gov/pub/irs-pdf/iw2w3.pdf
https://websites.godaddy.com/en-CA/editor/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/60e2080f-7920-473b-b595-aac6bbb2c794

Take Time To Prepare Now

Verify Employee data
Name
Address

Social Security number

Register for TIN Matching with IRS.gov

https://www.irs.gov/tax-professionals/taxpayerdentification
numbertin-matching

Order stock If you have not done so
LuAnn emailed advice on 3 November 2022

|
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https://www.irs.gov/tax-professionals/taxpayer-identification-number-tin-matching

TIN Matching with the IRS

Please register for this service with the IRS and use it
throughout the year as employees come on board

Use the TIN Matching service to verify all TINs
(employees with name changes too!)

Filing delays may result in costly penalties

The Interactive TIN Matching process will accept up to
25 input name/TIN combination requests online.
Results will be returned to the user in rgahe.

Taxpayer ldentification Number (TIN) Matching | Internal

] : :
ADMING DEAS. RELATIONSHIPS. RESULTS. Revenue Service (II‘S.QOV)
www.admins.com 14



https://www.irs.gov/tax-professionals/taxpayer-identification-number-tin-matching

AUC Bulk Tin Matching File [&°

ADMINSffers a file for bulk TIN matching.
Human ResourcgsYear End ProcessiRdRS TIN Matching

B ' Task 6888: IRS TIN Matching

IRS TIN Matching
This process creates a .txt bulk file to submit to the IRS.
Anyone paid and their ACA covered individuals will be
reported. The field identifier is the empl#f and ACA line.

Required: Warrant Check Date Range [mmddyyyy) From: p1-Dec-2020 To: |11-Mar-2021

Enter Employee TIN Matching Export Directory (ex: D:\ADMHOME\TRANSFER): ‘d:\auc_development\admhome\transferl

Optional: Entity Code

Cancel Clear All

Process Complete

When the process is complete,
the system will pop up a message| Export file is
Showing the location and name d:\auc_development\admhome\transfer\AUC_TIN.TXT |}
of the export file:

T e N O Dl R

ADMINS; R SE R IBIRTES RESLE HR780 Bulk TIN Matching ..



https://websites.godaddy.com/en-CA/editor/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/60e2080f-7920-473b-b595-aac6bbb2c794
https://websites.godaddy.com/en-CA/editor/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/60e2080f-7920-473b-b595-aac6bbb2c794

Balancing

|
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Year End Balancing

Year End balancing Is the same as:

Pay period balancing
Quarter balancing




Samplec Balancing 941 = W2 Regis @

A B
Payroll W2 Register
Check Date(s): 07012022 to 09302022

Wages. tips Federal
Employee soc sec and other income tax Medicare Medicare tax A B

.
Emp No Name Number Gross Pav il withheld ‘wages and tips ‘withheld " al
Csse_jime____himber g PTID HI___yogesand sps wnsle MediEnployee  $11181247 Manual Calculation

1,384 32 125973 1,384 .32 2007 Medi Employer $111,812.17
630.00 58275 630.00 914

oot @ e verifies the fractions of
1,481.77 1,348.42 1,481.77 21.48 Calculated 4 $223,619.56 Line7

1,634.21 1,407.13 11554 1,634.21 23.70 .
655.28 60613 655.28 9 50| Difference S 478 S 478

g
1.324.68 1.180.12 43.52 1.286.10 18.65|
1,644.72 1,397 .60 100.04 1,546.84 22.42 Sheet!
4,326.40 3,850.50 31225 4,326 .40 62.73 e
21000 G o4 25 P 3 B 305 Ready T Accessibiity Goodtogo B ]
930.00 860.25 930.00 13.49|

r Entity 1 TOWN OF ADMINS Entity Total: 8,292,416.81 6,804,466.95 7665,603.98 7,711,019.32 111,812.17
Grand Total: 8,292,416.61 6,804,466.95 765,603.96 7,711,019.32 111,812.17 E

Entity: 1 TOWN OF ADMINS
Warrant Check Dates: 01-Jul-2022 to 30-Sep-2022

Items 1 through 5 should
1 Number of employees employed in the pay period matCh exactly

3/12, 6/12, 9/12 or 12/12 1 341
2 Wages, tips, and other compensation 2 6,804,466.95

| 3 Federal income tax withheld from wages, tips, and other compensation. 3 765,603.96

| 4 If no wages, tips, and other comp are subject Check and go to line 6
Taxable SS tips X .124

5c¢ Taxable Medi wages & tips 7,711,019.32 X .029 223,619.56
Addl Medicare Taxable X .009

Total social security and Medicare taxes 223,619.56
Section 3121 (g) Notice and Demand - Tax due on unreported tips
Total taxes before adjustments (lines 3 + 5e and 5f) 989,223.52

Current quarter adjustment for fractions of cents 4.78

e

|
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Federal Taxable Wages

Calculation:
Gross Pay
-Noniéi I EI 6t S CSRSNJ f
- pretax Federal deductions
+ taxable Federal benefits
= Federal taxable wages

Payroll (weekly, biweekly, monthly) reports:
#6803* Paycheck Pay Code SumngBy Category/Pay Code
#7220 Deduction Register (Payroll Processing Report)
Quarterly or Year End Reports:
#6803* Paycheck Pay Code SumngaBy Category/Pay Code
#6801* Paycheck Cost Code Sumn@By Category/Cost Code

* Reports} Report Library [4 By Paychecks/Other]

|
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#6803 Paycheck Pay Code Sumnaary 9
By Category/Pay Code

B | Task 6803: Paycheck Pay Code Summary - By Category/Pay Code

Paycheck Pay Code Summary - By Category/Pay Code
Required: Check Date Range (mmddyyyy] From: g1-Jan-2020 To: 12312020
Optional: Enter up to 9 Employee# Edit 0 values:
Optional: Enter up to 9 Warrant®'s Edit 0 values:

Optional: Enter up to 9 Categories Edit 0 values:
Optional: Enter up to 9 Pay Codes Edit 0 values:

Optional: Enter up to 9 Entity Codes Edit 0 values:
Optional: Enter up to 9 Pay Groups Edit 0 values:
Optional: Enter up to 9 Bargaining Units Edit 0 values:
Optional: Enter up to 9 Timesheet Groups Edit 0 values:

Include Employee's Names OYes @® No
Run as O preview O Print - O PDF @ Excel

It Printing use Duplex @ ves (O No
Lookup Cancel Clear All

|
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