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This document explains how to manage the ADMINS Unified Community system at the end of the 

calendar year. This includes W2 tax reporting for the current calendar year and resetting tables with values 

for the next calendar year. 

 

 

 

IMPORTANT REMINDERS 
 

Before embarking on the first payroll of the new-year, refer to the section entitled “PREPARING YOUR 

SYSTEM FOR THE NEW YEAR” in Section 9 of this document. 

 

The IRS instructions are located at https://www.irs.gov/pub/irs-pdf/iw2w3.pdf  

 

Configure anti-spam software so that Social Security Administration (SSA) correspondence is not 

identified as spam. 

 

All submitters must obtain a Personal Identification Number (PIN) through the SSA registration process. 

 

Enter the PIN number into the AUC Entity Table. Instructions are contained in this document. 

 

https://www.irs.gov/pub/irs-pdf/iw2w3.pdf
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1. BEFORE YOU BEGIN 

The first step in the process is reconciliation of year-to-date figures. Gather the following materials in 

order to expedite the reconciliation process: 

 

 The four quarterly 941 reports that you generated during calendar year, 

 The payroll and deduction registers for checks dated during the calendar year, and 

 Any additional worksheets/spreadsheets used during the year to reconcile year-to-date wages and 

year-to-date withholdings. 

 

 
If the conversion to the ADMINS Unified Community (AUC)Human Resources module was 
made during the calendar year, issue W2s from both AUC and your previous system.  If 
unsure about how to handle this then please contact ADMINS Support@admins.com  for 
assistance. 

 

 

mailto:Support@admins.com
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2. ABOUT THE FORMS 

The AUC application has two form print options. 

1. Prints W2s on a blank, 4-part carbonless form (with no backer instructions).  This allows you 

to order a bulk quantity of forms and use them year after year  

2. Print W2s on a blank front with pre-printed current year backer information 

 

 

 

 

 
 

2.1. Form Specifications 

The form specifications are shown below.  Purchase these forms to print original copies to be distributed to 

employees.  Additional forms may be purchased to print an in-house copy or blank (non-perforated) copy 

paper may be used.  The system saves a copy of each W2 produced and attaches it to the employee record 

(see section 7.7). 
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Specifications 
 
4-up1 

8 ½” x 11" sheets 

20# laser paper 

1 horizontal and 1 vertical perforation (creating quadrants) 

Does not include instructions on the back 

Does not include tear-off sidebar 

 

 

 

DUPLEX or SIMPLEX? 
Duplex refers to 2-sided printing while Simplex refers to 1-sided printing.  It is preferred that you print W2s on a 
printer that has duplex capability. This allows the AUC application to print the front and back at the same time.  
If you do not have a duplex printer available then you may print the front copy of all the forms, and then print all 
of the backers after you reload the forms.  

 

 

Specifications 

 
5 ¾" x 8 ¾" 

24# envelope stock 

Cellophane windows 

Security tint 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
1 Some forms vendors treat each “quadrant” of a 4 part form as a single “form”.  In other words, some have called a 

single sheet of paper with 4 quadrants – “4 forms”.  Double-check with your vendor before ordering your stock so 

that you can purchase an accurate quantity.  Additional information regarding forms and envelope purchasing has 

been separate from this document. 
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3. PROCESS OVERVIEW 

The AUC system manages W2 Processing in the following phases.  Each of these phases will be described 

in this document. 

 

3.1. Table Setup 

Before processing W2’s, verify that the following components of your system have been set up properly: 

 

Entity Table  set up “Company” information”    Section 7.2 

Base Buckets  indicate W2 box #’s Section 4.1 

Pay Codes  indicate W2 base bucket  Section 4.2 

Cost Codes  indicate W2 box #’s Section 4.3 

 

3.2. W2 Register 

This is used to reconcile year-to-date amounts before processing W2 steps. This step may be run as often 

as needed. Run this step at any time during the year to continually reconcile year-to-date wages and 

withholdings. 

3.3. W2 Adjustments 

Process any corrections that need to be made by: 

 

 Including the correction in the next set of timesheets, or 

 Issuing a Void/Manual adjustment in a “No Timesheet” warrant (see section 6.2). 

 

Please note that the warrant check date of the timesheets (or void/manual) determines the tax year of the 

adjustment.  After the corrections have been posted to the employee paycheck history, re-build the W2 

work file. This is an iterative process until all corrections have been processed and included in the W2 

work file. This insures that a complete audit trail is maintained for every employee.  

 

For information on processing corrections, please refer to the section in this document in section 6. 

 

 

How to Adjust Year-To-Date Amounts For Employees? 
Direct adjustments to cumulative W2 wages and/or withholdings are not permitted.  All 
adjustments must be made to the “detail” or underlying transactions via manual checks 
processed in a warrant; not to the cumulative totals. 
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3.4. Processing the W2 Forms 

This step process is used to build work files, review individual W2s, print W2 forms and create the file to 

be submitted to the Social Security Administration.  

 
 

Select Human Resources  Year-End Processing  W2 Processing: 

 
Figure 1 The W2 Processing Steps Menu 

 

 

Undertake these steps only after reconciling the year-to-date wages and 
withholdings for the calendar year. 
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4. TABLE SETUP 

Before processing W2s, make sure that the base buckets and deduction codes are properly set up with W2 

box indicators.  Refer to section 7.2 for the Entity Table (company setup). 

4.1. Base Buckets 

Base buckets are associated with a W2 Box in order to tell the system where the wages will be reported on 

the W2 Forms. In the example below, a Base Bucket called Federal Tax Wages has been created. It has 

been assigned to Box #1 on the W2 Form. 

4.1.1. Entering W2 Box numbers on Base Buckets 

 Click Human Resources TablesBase Buckets 

 Click on a cell in the W2 Box column 

 Click LOOKUP to see a list of available choices 

 Select the desired box # from the lookup 

 

 
 

 

 
Base buckets are assigned during installation and can be updated as needed.  Base bucket 
amounts for w2 reporting are set during payroll calculation.   If a base bucket is changed 
and affects prior payroll postings, please contact ADMINS for support. 

 

 

4.2. Pay Codes    

The term Base Bucket refers to the accumulation of wages that are updated with every payroll. Each Pay 

Code and Cost Code potentially has an effect on a Base Bucket.  For example, a regular pay code will add 

to taxable wages and retirement wages, whereas overtime pay may not affect retirement.  Health insurance 

premiums may reduce Taxable wages.  Taxable Wages, Medicare Wages, and Retirement Wages are 

examples of base buckets. Each time the pay code is used, the base bucket is updated with the 

corresponding wages paid using that pay code: 
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Figure 2  Base Bucket indicators on Pay Code Table 

 

4.3.  Cost Codes 

Cost Codes refer to deductions or employer-paid benefits. A Cost Code can also affect a Base Bucket.  For 

example, the amount an employee pays for health care can reduce taxable wages and/or Medicare wages. 

Like Pay Codes, Cost Codes are assigned to a W2 Box in order for the system to know where the 

deduction/benefit will be reported on the W2 Forms. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Each time an employee is paid using this pay 
code, these base buckets are updated. 
 
The base buckets must have the W2 Box 
indicators established so the system knows 
where to print this information on the W2 form. 
 

 



 

ADMINS Unified Community HR–620 W2 Processing  

Human Resources March 2020 

 

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 11 of 50 

4.3.1. Entering W2 Box numbers on Cost Codes 

 Select Human Resources TablesCost Codes 

 Select desired record  Detail 

 Click in the W2 Box# field and press  to see a list of available choices. 

 Select the desired Box # from the Lookup and click OK 

 Add a W2 Description to the cost code, if needed.   All box 12 and box 14 amounts must have 

descriptions.  All other descriptions are optional. 

 Box 12 descriptions are required and set by the IRS.  See section 10.8 of this document.   

 Box 14 descriptions are for the W2 informational (optional) box.  The six character description 

will appear next to the amount. 

 

 
 

4.3.2. Verifying Cost Codes in W2 Boxes  

To verify that all cost codes are coded properly for W2 reporting, issue a List of Cost Codes by W2/1099R 
Box.    

 

 Click Human ResourcesYear-End ProcessingList of Cost Codes by W2/1099R Box 

 

W2 Box numbers must be 
assigned to the Cost Codes before 
building the W2 Work File. 
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Figure 3 List of Cost Codes and W2 Box#'s 

 

Report Checklist: 

 

✓ All cost codes that are to be reported on the W2 have been set 

✓ All box 12 and box 14 cost codes have a description 

 

 

 

I NEED HELP ASSIGNING MY W2 BOX #’S 
Refer to the APPENDIX: EXAMPLES OF ASSIGNING W2 BOXES for more information about 
assigning W2 box numbers to Base Buckets and Cost Codes. Contact 
support@admins.com if more assistance is needed with assigning W2 Box numbers. 

 

 

 

 

mailto:support@admins.com
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5. RECONCILING YEAR-TO-DATE WAGES/WITHHOLDINGS 

Before building any W2 files, reconcile the year-to-date wages and withholdings.  

 

 Click Human ResourcesYear-End ProcessingW2 Register Report 

 

Run this report as often as needed. ADMINS recommends that this report be run each quarter to reconcile 

with the quarterly 941 report. 

 

 
 

 

 
 

This report will print when the W2 register reports are run.  It checks to be sure that the basic W2 setup has 

been performed.  The process will not continue if the minimum setup is not complete. 

 

There is another report available to reconcile W2 totals called “W2 Register by Warrant”.  To run this 

report:  

 

 Click Human ResourcesYear-End ProcessingW2 Register by Warrant 

 

This will produce an Excel 
spreadsheet. 
 
The examples in the following 
sections use tax year 2010.  Be 
sure to use the reporting tax year 
when running these processes. 
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The report displays as shown in Figure 4: 

 

 
Figure 4  W2 Register by Warrant Totals 

5.1. Reconciling the W2 Register 

The totals for the W-2 Register should match the totals of payrolls for the year.  ADMINS recommends the 

use of an Excel spreadsheet, updated for every payroll, to be balanced to the quarterly and annual AUC 941 

reports and the W-2 Register.  The W-2 Register must balance to your 941 reports. The next section will 

describe how to make adjustments to correct any discrepancies. The W-2 Register may be run after every 

payroll. 

This will produce an Excel 
spreadsheet.  
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6. ADJUSTING W2 WAGES/WITHHOLDINGS 

If there are discrepancies in wages and/or withholdings that need to be corrected before issuing forms W2, 

make corrections to the individual employees and post the changes to their paycheck history file. Since all 

corrections require an audit trail, no adjustment or override to the year-to-date amounts computed by the 

W2 Register is permitted.   

 

 

WILL ADJUSTMENTS AUTOMATICALLY BE REFLECTED IN THE W2 FILE? 
 
No. When corrections are made, re-build the W2 Work File to include those changes. 

 

 

Some examples of discrepancies that may require corrections include: 

 

 Changing a benefit from non-taxable to taxable (for example., clothing allowance paid in advance 

as a non- taxable benefit), or from taxable to non-taxable, 

 An employee should not have paid FICA during the year but it was withheld in error and now 

needs to be refunded, or 

 Base bucket wages need adjustment. 

 

To facilitate the adjustment process, ADMINS recommend the following procedure: 

 

 Create a shift code that you will use for the adjustments, 

 Create a No Time Warrant into which you will enter the adjustments,  

 Process the Adjustments in the “No Time” warrant 

 Post the “No Time” Warrant, 

 Re-build the W2 work file, and 

 Re-balance the W2 Register. 

 

6.1. Create an Adjustment Shift Code 

Create a new Shift Code with no Hours or Days.  This example will call this code YEAREND. 

It only needs to be set up once.  It can be used year-to-year. 
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 Click Human ResourcesTablesShift Code 

 Click Add New 

 Create a new code with no hours, no days, and no rate 

 
 

 
Figure 5  Shift Code created for Yearend Adjustment (no hours/no days) 

6.2. Create a “No Time” Warrant 

Process a payroll warrant to adjust the year-end figures. Multiple warrants may be processed, depending 

on the number of changes needed.  Use a “No Time” warrant, with year end dates:  

 

 Period beginning date    Dec 31 

 Period ending date    Dec 31 

 Check date     Dec 31 

6.2.1.  “No Time” Warrant 

A “No Time” warrant is one in which only void and manual checks will be created. No timesheets are 

created in a “No Time” warrant. This provides a simple way to set up a warrant to process adjustments. 
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Select Human Resources  Payroll Processing  Warrant/Create Timesheet Screen. Create a new warrant 

using the [5 Add Warrant] button on the Warrant/Create Timesheet Screen: 

 

 

 
Figure 6 Add Warrant prompt with new option for a No Time Warrant 

 
Figure 7 [4 Create Timesheets] button is not available (gray) for “No Time” warrants 

 

As shown in Figure 7, the “No Time” warrant is number 903062. Create as many manual and void checks 

as needed.  When printing, select the “No Time” warrant. Multiple “No-Time” warrants may be processed 

in the same year. 

The Add Warrant prompt includes the 

option for a “No Time Warrant: 
No/Yes” selection.  Select Yes to 

create a No Time warrant that will 

require no time sheets to be created. 
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Figure 8 The time sheet groups for all void and manual checks in the warrant will appear here  

 
 

Proceed with the warrant steps. Informational messages will appear during the “check print”, “print deposit 

advices” and “create direct deposit file” if there are no records to process. 

6.3. Create Manual Checks 

Make all adjustments using the Manual Check process.  Please refer to the document called Manual 
Check in the Help Reference Library.  This document explains in detail how to adjust base buckets, change 

taxable wages or benefits to non-taxable (and vice-versa) and make any other required modifications to the 

employee history file to reconcile the W2 Register. 

Select the warrant # from the 

lookup for each adjustment check. 
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6.4. Print the Manual Checks  

To print the manual check(s), add them to an existing “No Time” warrant. Use the warrant created for the 

year-end adjustments. The system will produce a physical record of the adjustment. If the adjustment was a 

base bucket adjustment and there will be no gross or net pay, the system will create the adjustment as a “no 

check” and should be printed on direct deposit advice forms or plain paper. ADMINS recommends printing 

a copy of this adjustment for record keeping purposes. Consider providing a copy of this adjustment to the 

affected employee(s) for review and verification. 

6.5. Post the Warrant 

Process and post the warrant in order to have the adjustments moved to the history files.  After the warrant 

has been posted, rerun the W2 register and rebuild the W2 file. 

6.6. Reconciling the W2 Register 

Rerun the W2 register to confirm the new amounts. 

6.7. Rebuild W2 File 

After all adjustments have been processed, run the [Build W2 File] step to have these adjustments reflected 

in the W2 Totals.  

 

 Select Human ResourcesYear-End ProcessingW2 ProcessingBuild W2 File  

This will re-build the work file and include all adjustments processed for the calendar year. 
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7. PROCESSING W2 FORMS 

After reconciling the W2 Register as described in section 5, continue with the following steps.  

 

 Select Human ResourcesYear-End ProcessingW2 Processing 

 

7.1. Reset W2 Menu 

This option will clear all previously-created work files.   

7.2. W2 Entity Table 

Begin the processing cycle by verifying that the Entity Table has been populated with the required data for 

the “company”.  The fields shown with BOLD labels require values. 

 

 Select W2 Entity Table 

 

  
 

 

If the pathname is not valid an error message will appear: 

 

To create the file on the AUC 
Server, specify the export 
directory location. 

The steps menu will display 
with the first three steps in 
focus. 
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WHAT DO I ENTER FOR THE EXPORT DIRECTORY? 

For assistance entering the Export Directory value please contact ADMINS Support. 

 

 

7.3. Build W2 File 

After verifying that the Entity Table is accurate, build the W2 work file. 

 

 
 

 
 

 

The procedure will gather all checks issued for the calendar year and then issue several reports for review.  

Confirm all information on the reports as the data is used on the W2 forms and in the W2 reporting files. 
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Figure 9  Entity Table verification report 

 

 
Figure 10  Employee Error Listing 

 

 

 
Figure 11  W2 Register output in Excel®  

7.4. Review Pro-Forma W2 Forms  

The system provides a screen to preview W2 forms for your employees. No changes may be made to the 

data in this screen. To access an employees W2, 

 

 Click Review W2 Forms from the steps menu 

 Enter the Calendar Year you are processing 

 Enter the Entity code 

 Move to the Employee# field and enter the desired Employee # 
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If unsure of the employee#, press F3 to select from a list of employees. A lookup menu will appear; choose 

employees by Name or Employee Number 

 

 
 

 

The screen displays a representation of the W2 form information.  No changes may be made in this form.  

It is for informational purposes only.  If adjustments to an employee’s W2 are needed please refer to 

section 6 of this document titled “ADJUSTING W2 WAGES/WITHHOLDINGS”. 
 

 
Figure 12  On-screen display of where the W2 data will print when the forms are produced 

 

Scroll through the records as needed.  When done, click the button labeled [W2 MENU] to return to the 

steps menu and continue processing. 

 

7.5. Print W2 Forms 

To ensure that the W2 Forms will be rendered properly for 

printing, first select the correct default printer from the toolbar: 

 

Use a printer capable of duplex (two-sided) printing if 

available.  For questions about the forms please refer to 

section 2 titled “ABOUT THE FORMS”.  
 

The W2’s will be printed by Entity first.  For sites with 

multiple taxing entities, each entity will print in its own group. 
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This means that all Entity 1 forms will print, then all Entity 2 forms, and so on. 

  

When printing, the sort order may be of the W2 forms may be designated within the tax entity.  The sort 

options are: 

 

 Entity, then Primary Timesheet Group, then Employee Name, or 

 Entity, then Primary Timesheet Group, then Employee#, or 

 Entity, then Name. 

 

To begin, 

 

 Load the form stock into the printer 

 Click the [Print W2 Forms] button from the W2 Processing Menu 

 Complete the parameters 

 

 
 

 The ADMINS Crystal Report Viewer progress bar will appear while the forms are being 

processed.   

 
 

 

 
 

 

Do not close this box – please wait for 

the process to complete. 
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7.5.1. DUPLEX Printing  

Choose this option for forms that are blank on the front and back to be printed on a duplex-capable printer 

(two-sided). 

 

 The printing type selection screen will appear. Select DUPLEX. 

 
 

 Click the [OK] button to create and display the W2 forms: 

 
Figure 13  Preview the W2 Forms before sending them to the printer 

 

 This screen will appear.  To print, click the printer icon    
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 Select the printer (should be the default printer selected in section 7.5) 

 
 

7.5.2. SIMPLEX Printing – Form Fronts 

Choose this option if no duplex printer is available, or if the forms purchased have pre-printed backers. 

 

 The printing type selection screen will appear. Use the dropdown window to select SINGLE.  . 

 
 

 Click the [OK] button. 

 

 
Figure 10  Preview the W2 Forms before sending them to the printer 
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 This screen will appear.  To print, click the printer icon 

 

  

 

 Select the printer (should be the default printer selected in section 7.5) 

 
 

7.5.3. SIMPLEX Printing – Form Backs 

Run this process if not printing DUPLEX (print 2 sides at the same time) and if the forms do not have pre-

printed backs. 
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 Click the refresh icon 

  
 

 The printing type selection screen will appear. 

 
 

 Use the dropdown window to select BACKERS.  Click the [OK] button. 

 
Figure 11  Preview the W2 Form Backers before sending them to the printer 
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Reload the forms so that they are ready to be printed on the back of the previously printed W2 form fronts. 

To print, click the printer icon 

 

 
 

 Select the printer (should be the default printer selected in section 7.5) and click on [Print] 

 
 

7.6. Create Electronic Files 

Create at minimum two electronic files; one for the 

Federal government and one for each State as 

required. 

 

7.6.1. Create Federal W2 File 

All sites must create and submit a Federal W2 file to 

the Social Security Administration.  

 

 Select Federal W2 File from the steps menu 
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 Complete the following parameters (Be sure to enter the reporting tax year): 

 

 
 

 

 
Figure 12  W2 Electronic File Verification report 

 

 
Verify all amounts since they will be reported on the W2 file. 

 
 

When the reports have completed, a prompt will be displayed; click [Yes] to continue after reviewing the 

report and confirming the totals. 

 

 Indicate whether 

including state wages 

on the federal file. 

 Optionally enter an 

entity code for which 

to generate the file. 

 Optionally specify a 

description for a 

Medical Savings 

Account to appear in 

Box 14 of the form 
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 After the file has been created, the file may be viewed.  Please note that the file must be closed 

after viewing and must not be edited or changed. 

 

 
 

Shown below is a sample of what the file contents look like.  Do not change anything. If desired, view this 

just to be sure it is not empty.  Close the viewer by selecting File|Exit from the menu or clicking here order 

for the process to finish.  

 

 
 

Once the process has completed, this indicator message will be displayed; click on [OK]: 
 

 
 

7.6.2. Verify File using AccuWage Online 

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

If error free, submit to the SSA. If any errors are found, please contact support@admins.com for 

assistance. 

After reviewing the TOTALS report, to create 
the export file, click [Yes].  
 
To stop and make changes click [No]. 

To view the file created, click [Yes]; be sure to close 
this file to allow the processing to continue. 
 
Otherwise click [No] to skip viewing the file and 
complete this step 

https://www.ssa.gov/employer/accuwage/index.html
mailto:support@admins.com
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7.6.3. Create State Electronic Files 

Create the electronic file to be submitted to the appropriate states.  

 

 Select the appropriate state file (CT, MA, or RI) from the steps menu: 

 

 
 

 

 

 

 
 

Review the reports to verify what is going to be contained in the electronic file. The Q page is for 

“Qualified” employees who are not subject to some social security taxes. The R page is for “Regular” 

employees who will have deductions. Page 3 is a totals page.  

 
Figure 13  Report of State Income Tax Totals to be reported in electronic file 

Optionally select 
the Entity Code 
for the file  

Enter whether the state 
information is from Line #1 or 
Line #2 of W2 Box 16. 
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The Connecticut file will have one page for the report and will create a similar ***Read Only*** file for 

transmission to the state.  

 

The Rhode Island file will have a single page PDF report with both employee types and the total on the 

single page as well as a similar ***Read Only*** file for transmission to the state. 

 

The same rule applies to the state files if viewing the electronic file – it must be closed for the command to 

run to completion. 

 
Verify all amounts since they will be reported on the W2 file. 

 

 When the report has completed, a pop-up will be displayed:. 

 

 
 

When the reports have been created, a prompt will be displayed; click [Yes] to continue after reviewing the 

report and confirming the totals. 

 

.  

 

 

Shown below is a sample of what the file contents look like.  Do not change anything. If desired, view this 

just to be sure it is not empty.  Close the viewer in order for the process to finish.  

 

 

 
Figure 14  Sample electronic file of State Income Tax withholdings 

 

After reviewing the report, to continue click [Yes].  
 
To stop and make changes click [No]. 

After reviewing the TOTALS report, to continue 
click [Yes].  
 
To stop and make changes click [No]. 
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7.7. Save W2 Forms as Employee Attachments 

 
 

 

 
 

 

 

Once the process has completed, this indicator 

message will be presented; click on [OK]: 
 

This step will attach the w2 forms so that they are 

available for future viewing or printing. ADMINS 

recommends waiting a few weeks before saving the 

attachments to allow time to make corrections. 

 

Always run the step to attach before resetting the 

menu for the next year’s processing.  

 

 Click the [Save W2 Forms as Employee 
Attachments/Archive] button from the W2 

Processing Steps Menu. 

 

Enter the Tax Year and click 

[OK]. 

 

This step should be rerun if the 

[W2] file is rebuilt.  This message 

will appear: 

 

This is an informational message.  Choose [Yes] to 

complete the process. 

 

The attachments can be viewed or printed from the 

Employee Maintenance Attachment Screen. 
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8. W2 REPRINT OR VIEW 

The attachments can be viewed or printed from the Human Resources  Maintenance  Employee 
Maintenance  [Employee Attachments] Screen. To access the screen,  

 

 Click the [Employee Attachments] button  

 
 

 Click the [7 View Attachment] button.  
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 Use the standard Adobe Reader features to view or print. 
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9. PREPARING YOUR SYSTEM FOR THE NEW YEAR 

Before calculating the first payroll of the new calendar year, complete the following steps to prepare the 

system for the new reporting year: 

 

✓ Update Tax Rate Table 

✓ Update Cost Code Maximums 

✓ Update Base Bucket Maximums 

✓ Reset cost code limits for all employees for the new year 

✓ Create new Holiday schedules in the Bargaining Unit Table 

9.1. Update Tax Rate Table 

To begin, obtain Circular E, Employer’s Tax Guide for the New Year.  It can be found at 

https://www.irs.gov/pub/irs-pdf/p15.pdf.  

9.1.1. Federal Income Tax 

1. Click Human ResourcesTablesTax Rate 

 

 Locate the FEDERAL Tax tables by selecting the Tax Type from the lookup: 

 Update the Annual Exemption Amount 

 Update the Wage thresholds for all tax tables 

 
Figure 15 Tax Table: FEDERAL-Single 

https://www.irs.gov/pub/irs-pdf/p15.pdf
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9.1.2. State Income Tax 

Complete the same process for your STATE tax tables using the same table. 

 

Click Human ResourcesTablesTax Rate 

 Locate the STATE Tax tables 

 Update the Annual Exemption Amount 

 Update the Wage thresholds 

 

For state income taxes please refer to the following: 

 

State Please refer to… 

Massachusetts http://www.mass.gov/Ador/docs/dor/Forms/Wage_Rpt/PDFs/circ_m08.pdf 

Rhode Island http://www.tax.ri.gov/Advisory/ADV_2018_45.pdf 
 

Connecticut https://portal.ct.gov/-/media/DRS/Forms/2019/Withholding/TPG-211_1118.pdf?la=en  
 

 

 

9.1.3. State of Rhode Island Supplemental Wages  

SUPPLEMENTAL WAGES: Supplemental wages are compensation paid in addition to an employee’s regular wages. They 
include, but are not limited to, bonuses, commissions, overtime pay, payments for accumulated sick leave, severance 
pay, awards, prizes, back pay and retroactive pay increases for current employees, and payments for nondeductible 
moving expenses. Other payments subject to the supplemental wage rules include taxable fringe benefits and expense 
allowances paid under a non-accountable plan. How you withhold on supplemental payments depends on whether the 
supplemental payment is identified as a separate payment from regular wages (see part 4 for details). The 
Supplemental withholding rate is 5.99%.... 
 
…If supplemental wages, such as bonuses, commission, overtime pay and back pay are paid with regular wages, the 
income tax to be withheld must be determined as if the total were a single wage payment for the regular payroll 
period. However, if the supplemental wages are paid separately, the employer may add the supplemental wages to the 
regular wages paid to the employee for the last preceding payroll period, determine the amount to be withheld as if 
the aggregate amount were a single payment, subtract the tax withheld for the last preceding payroll period and 
withhold the remaining tax from the supplemental wage payment.  
 

Excerpted from the 2019 Rhode Island Employer’s income Tax Withholding Tables: 

http://www.tax.ri.gov/forms/2019/Withholding/2019%20Withholding%20Booklet.pdf  

 

 

9.2. Update Cost Code Table 

Update the annual maximum(s) for your Cost Codes.  At a minimum, each site must update the FICA limit 

(if there are employees subject to FICA taxes).  However, some sites may have other values that need 

updating as well. 

 

http://www.mass.gov/Ador/docs/dor/Forms/Wage_Rpt/PDFs/circ_m08.pdf
http://www.tax.ri.gov/Advisory/ADV_2018_45.pdf
https://portal.ct.gov/-/media/DRS/Forms/2019/Withholding/TPG-211_1118.pdf?la=en
http://www.tax.ri.gov/forms/2019/Withholding/2019%20Withholding%20Booklet.pdf
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 Click Human ResourcesTablesCost Code 

 Locate the FICA code 

 Update the Annual Maximum Amounts 

 

9.3. Update Base Buckets Table  

Update the annual maximum(s) for the Base Buckets.  At a minimum, each site must update the Social 
Security Wages record.   

 

 

 Click Human ResourcesTablesBase Buckets 

 Locate the SOCIAL SECURITY WAGE bucket 

 Update the Annual Maximum Amount 

https://faq.ssa.gov/en-US/Topic/article/KA-02387  

9.4. Reset Cost Code Annual Maximums 

If any employees have cost codes where annual maximums are being used reset those values for the new 

calendar year BEFORE posting the first payroll in January. 

 

 
 

 

For instructions on completing this process, please refer to the HR-200 Reset Annual Maximum on 
Employee document located in the Help Reference Library. 

https://faq.ssa.gov/en-US/Topic/article/KA-02387
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9.5. Update Holiday Tab on Bargaining Units 

This step may be done at any time. Select HR  Tables  Bargaining Unit Tables  [2 Holidays]. Verify that 

the holidays are correct. Copy the current year holidays to the new year using the [W Create New Year] 
button. Check the results. Copy the holidays to other bargaining units if desired or select each bargaining 

unit in turn and [W Create New Year]. 
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10. APPENDIX: EXAMPLES OF ASSIGNING W2 BOXES 

The system setup determines how wages and withholdings are reported for W2 purposes. Shown below are 

examples of setting up Box Numbers so that they may appear in the properly designated places on the W2 

Form. 

 
 

10.1. Wages, Tips, Other Compensation 

Box 1 reports the total taxable wages paid to an employee. In the example below, Base Bucket # 1 has 

been designated for FEDERAL TAXABLE WAGES and will accumulate all wages subject to federal taxation. 

These wages are set to be reported in Box 1 of the W2 form. 
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10.2. Box 2: Federal Income Tax Withheld 

Box 2 reports the total federal income tax withheld from an employee. You need to have both a Cost Code 

and matching Tax Rate table record set up.  There are 3 methods in which taxes may be withheld.   

 

First, it may come from the Tax Rate table based on a %.   

Second, it may come from an additional withholding that may be a flat amount specified on an employee’s 

deduction setup.   

Lastly, it may come from a % of a base bucket. 

 

All of these values would be added together and reported on a W2 as “Federal Tax Withheld” if they 

were all coded as belonging to Box# 2 of the W2 form. 

 

 

10.2.1. Method 1: Use Tax Rate Table 

 

 
 

 
 
Figure 16  Cost Code showing Federal Tax Withholding 

 

 

 
Figure 17 Tax Table showing Federal Tax record (code of FED here matches code of FED in Cost Code table) 

When you have a Cost Code 
that uses Method 1, there 
must be a code in the Tax Rate 
table that exactly matches the 
Cost Code. In this example, the 
code of FED has been used to 
link both tables together. 

When applying the cost code 
called FED, the system finds the 
corresponding Tax Type in the Tax 
Rate table. Then it looks for a Base 
Bucket # on which to apply the tax 
computations. 
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10.2.2. Method 2:  Flat Amount 

Some situations require withholding additional federal tax for employees using a flat amount.  The flat 

amount may be specified in the cost code table (if it is the same amount for all employees), or it may be 

specified on the individual employee records.   

 

Either way, it will accumulate into the total federal tax withholdings for W2 purposes if box “02” is 

applied to both of the cost codes. 

 

 
 

 
 

 

10.2.3. Method 3:  Percent of Base Bucket 

Sometimes federal tax is withheld for employees using a percentage  of a base bucket.  This will 

accumulate into the total federal tax withholdings for W2 purposes if you apply box “02” to all of the cost 

codes. 
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10.3. Box 3: Social Security Wages 

Box 3 reports that wages paid to an employee that are subject to social security tax. In the example below, 

Base Bucket # 10 has been assigned to SOCIAL SECURITY WAGES and will accumulate all wages (up to the 

maximum specified) subject to social security taxation. These wages are set to be reported in Box 3 of the 

W2 form. 

 

 

10.4. Box 4: Social Security Withheld 

Box 4 reports the total employee social security tax withheld from an employee. 

 

 

10.5. Box 5: Medicare Wages and Tips 

Box 5 reports wages paid to an employee that are subject to Medicare tax. In the example below, Base 

Bucket #2 has been assigned to MEDICARE WAGES and will accumulate all wages subject to Medicare 

withholdings. 
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10.6. Box 6: Medicare Tax Withheld 

Box 6 reports the total employee Medicare tax withheld. In the example below, a cost code called MEDI 
has been used to withhold this tax. This withholding is set to be reported in Box 6 of the W2 form. 

 

Here is an example of a Medicare Adjustment cost code that will allow a flat amount to be entered in the 

employee deduction screen.  Use this code to make a flat amount adjustment to an employee in the 

void/manual screen(s). 

 

 
Figure 18  Example of Cost Code setup that can be used for Medicare adjustments 
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10.7. Box 10: Dependent Care 

Box 10 is used to accumulate payments for Dependent Care.  Indicate whether the payments are pre-tax or 

not. Set the pre-tax status prior to using the code for any employees. 
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10.8. Box 12: Other 

 
Form W-2 Reference Guide for box 12 (See the box 12 instructions) 

 
 

 

Box 12 is used for “Codes” 

and comprises boxes 12a – 

12d. Included below is an 

excerpt of the IRS 

guidelines for reporting 

codes in Box 12 of the W2 

Form. 
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Example of an elective deferral, 403(b) plan: 

 

 

 

 

Example of an elective deferral 457(b) plan: 
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10.9. Box 14: Other 

https://www.irs.gov/pub/irs-pdf/iw2w3.pdf  

Box 14 allows you to report a variety of taxable benefits paid to an employee during the calendar year. 

Since there is no standard list of codes for Box 14, employers can list any description they choose. 

Employers can use this box to report information like: 

• Car allowance if lease value was reported in Box 1 

• USERRA makeup contributions for pension 

• Union dues 

• Uniform allowance 

• State disability insurance taxes withheld 

• Nontaxable income 

• Education assistance payments 

• Pension plan contributions including: 

• Non-elective employer contributions made on behalf of an employee 

• Voluntary after-tax contributions (non-Roth) that are deducted from an employees pay 

• Required employee contributions 

• Employer matching contributions 

 

 
 

 
Figure 19  Sample: Pension, Over 30K will appear in Box 14 with a description of "PENS30+" 

 

 

 

 

Figure 20  Sample: 8% Pension withholding will appear in Box 14 with a description of "PENSN" 

https://www.irs.gov/pub/irs-pdf/iw2w3.pdf
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Figure 14 Box 14 Pension amounts 
 

10.10. Box 17: State Income Tax 

Box 17 allows you to report state income tax withheld on up to two lines.  In the example below, 

deductions are taken for Additional State Tax and are reported in Box 17 on line 1. 

 

 

 

The W2 Box# field may contain values like this: 

 

17-#1 Print the withholdings on Line 1 of Box 17 

17-#2 Print the withholdings on Line 2 of Box 17 

 

 
 


