HUMAN RESOURCES

W2 PROCESSING

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.
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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:

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

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

[J Any additional worksheets/spreadsheets used during the year to reconcile year-to-date wages and
year-to-date withholdings.

made during the calendar year, issue W2s from both AUC and your previous system. If
NS unsure about how to handle this then please contact ADMINS Support@admins.com for
assistance.

@ If the conversion to the ADMINS Unified Community (AUC)Human Resources module was
7
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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

EEEs

N0 -1 040

4.0 1265

March 2020

01 -1

Copy B-ToBeFiled WA EMployee's FEDERAL Tax Fan Y2 2010 ‘D:::'LJ;."
» Employee's social secur prumber |1 Visges, Ips, obercomperssio |2 Federsl income ol bred
54286 27 1112787
001-10-1043 3 Soctal secu ywepss 4 Soclal secu iy bl ek
o Empler e o (B | non
025088123 & EHIMNHEI‘D?IW L] IEHIG!EEI‘[NDI.‘EEI:T
ployers rame , address , and ZIP oole
TOWHOF ADMINS, INC.
165 CAMERIDGE STREET
o Coniel Kumber b, i@k, sl e IRSWebslk
3110 00 0099LE | FAST! Use G- 2t || [ v s gousete.
+ Employee's name , address and ZF oole
LAWFENCE EEZAIICH
POBOX 404
CAMEBRIDGE MA 02158

2.1. Form Specifications

et 7 oods ey B Alocakd o “Adusree EIC paymerd
0.00 000 r 0.00
0 Dependenican: benels 11 Norquatited s 123 Coge B2 e Ins ruclons 17 B 2
0.00 0.00 | 0.00
12 SEllryemploge |14 ot 120 cone
304234 PENS 0.00
Re Iremenipn oo 120 cone
— L g_$ 1=mml 000
T : | 0.0
= am 16 Siak | Employers 5 ik D rumber 18 Sk wages  1n5,eE. 17 =ime Income i
TEL e (DA | DA50ER1ID S1E3s 21 401377
L om 0.00 0.00
T 18 Local wages, Ips 26 T8 Local income B0 Lecaiyrame
1nn
i i nan a.00

Depatment of the Treasul - Imemal Fievenue Senice
A LR L v

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-up!

8 15” 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

S JE 5 ¥ 5%"x8%"
(19775 TS 244# envelope stock
o Cellophane windows
Security tint

! 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

[J 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.

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.

@ How to Adjust Year-To-Date Amounts For Employees?
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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.

Human Resources

“ear-End Processing » W2 Register Report
Fodule Maintenance * W2 Register by Warrant
Interfaces/lmpoarts b W2 Pracessing

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

W2 Processing
Cescription Diate
Reset W2 Menu 12-Dec—2018
W2 Ertity Table 12-Dec—2018
Build W2 File 12-Dec—2018
W2 Audit Report
Reviewy W2 Forms 12-Dec—2018
Prirt W2 Forms 12-Dec—2018
Federal W42 File
CT W2 File
R W2 File:
RIW2 File
Save W2 Forms a: Employves Attachmentsfarchive

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
71 Click Human Resources » Tables » Base Buckets
71 Click on a cell in the W2 Box column
71 Click LOOKUP to see a list of available choices
U

Select the desired box # from the lookup

Base Buckets

1 Bucket | 2 De=crigtion | Annual Maximum

ederal Taxable Hages
A State Taxable Wages
ocial Security Hages
edicare Wages
etirement Wages

otal Hages

00 Pay

™1™

T

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:

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 9 of 50
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Pay Code Table Each time an employee is paid using this pay
code, these base buckets are updated.

Fay Code FEGPQ‘{' STANDART

1 Calculation | | 2 Base Buckets | 3 Detail Biling | The base buckets must have the W2 Box
indicators established so the system knows
where to print this information on the W2 form.

Buckets 1-20 Bucky

Federal Taxable MWages
MA State Taxable Wages
Social Security Hages
Medicare Wages
Retirement Wages
Total Hages

100 Pay

Figure 2 Base Bucket indicators on Pay Code Table

BB R e B Y

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.

Review W2 Forms

Cost Code Table

| | Cost Code FED FEDERAL TAK
2 Federal income tax withheld
Calculation 3219 90
@ Method 1 Use Tax Rate Table *
e ¢ Method 2 Flat Amount §

e € Method 3 Base Bucket® BaseBucket # [ | Over Annual

5 General | 6 Accounting | 7 Base Buckets | @ Periods

Category FED | FEDERAL ThX /
Employe

Deduction Holdaver Methad |1_ Take Available Amount

Order |

Always take Benefit % Yes © No P

TaxTahle Indicator @ Federal© State  © Other ' None

Allow Override?
Employee Changes Allowed?

Pretax?
Bond?
Over 50K Life Insurance

W2 Pension Indicatar e % Mo

MNaon-Direct Deposit Account Entry " Yes % No
Bo# |52 W2 D@cription FED Applies to. T
1Moo T snoodPnocerintion T nnlige 1 s
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4.3.1. Entering W2 Box numbers on Cost Codes
[J Select Human Resources » Tables » Cost Codes

[] Select desired record » Detail

{1 Click in the W2 Box# field and press oY to see a list of available choices.
[J Select the desired Box # from the Lookup and click OK

[J Adda W2 Description to the cost code, if needed. All box 12 and box 14 amounts must have
descriptions. All other descriptions are optional.

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

[J Box 14 descriptions are for the W2 informational (optional) box. The six character description
will appear next to the amount.

Cost Code Table
costCode FED FEDERAL TA
Calculation Ca
@ Method 1 Use TaxRate Table 8y
" Method 2 Flat Amount § E

" Method 3 Base Bucket® Base Bucket # [ OverAnnual § Ei

L ]| e | W2 Box numbers must be
Box Description Status Tof || | .
cateaory B FeeR ; A assigned to the Cost Codes before
0l Hagzes. tips and other compensa A
03 T .
g?;;mm Holdover ethod ] 03 Social security wages A Ll bUIldIng the Wz WOI’k Flle.
04  Social security tax withheld A
Always take Benefit & Yes I &
" 05  Medicare wages and tips A
TaxTaple Indicator ' Federal© |- 7 o held a a
07  Social security tips A ©)
Allowr Override? 08 Allocated tips A 0
Employee Changes Allowed? 05 fdvance EIC peunent a
10 Dependent. care henefits A
Pretax? 11 Monouslified plans f
Bond? 12 Box 12 Put Code in H2 Descript A _
Over 50K Life Insurance 14  Other - Category used as descr A
2 Pension Indicator 16-#1 State wages. tips. etc,-First A
16-4#2 State wages, tips, etc,-Second A |
Non-Direct Deposit Account Entry
oK | Find | Search| Cancel| Help | Eof
W2 Box # W32 Description FEo_ Applies to " Beneft  (* Deduction
1099-R Bo# 1098-R Description Anplies to © penefit ¢ Deduction

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

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 11 of 50
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&755-HRCSTCOD_WZED:X. REP Printed 07-Jan-Z010 at 14:E5:Z3 by MALRY Page 1
Towm of ADMINE
List of Cost Codes by WZ/10931 EBox
Form WZ
|======= ======== ========== =sS==sss|=ssSSSsSsSs SSS=s=Ss SSSs=sssssss | SssssssssssssssssssSsssssssssssssssssssssssssssssssss| =sssss=s==s|
| Wz Form Wz Pens | 109%r Form | | Ower EOKE |
| Box Desc Apply To Indicat | Box Desc Apply To | Cost Code Description | Life Ins |
|======= ======== ========== ========|===s===5== ======= S==s===s===|===s=sssssssssssssssssssssssssssssssssssssssssssssss|ssssssssss|
| 0 FED Deduction N | | FED FEDERAL TA | |
| 0z Deduction N | | XFED ADDITIONAL FEDERAL Tax I H |
| 0 Deduction N | | XHFED ADD'L FED (TAX ON UNIFORM ALLOWANCE PD | N |
| 08 MEDT Leduction N | | MEDI MELICARE I H |
| o0& Deduction N | | MEDI-E MEDICARE - ENTERPRIZE FUNDE () |
| 08 Deduction N | | XMEDI ADDITIONAL MEDICARE | |
| 07 Deduction N 1 | FICA FICA | H |
| 14 PENE Deduction N | | .3 PENSION - COMVERSION () |
| 14 LCOMPp Deduction ¥ | | DC LEFERREL* COMPENSATION I H |
| 14 DENS Deduction ¥ | | M1.E M1 E% RETIREMENT () |
| 14 PENS Leduction T | | H1.7 M1 7% RETIREMENT I H |
| 14 PENS Deduction ¥ | | M1.2 M1 &% RETIREMENT () |
| 14 PENZ Deduction ¥ | | H1.3 M1 5% RETIREMENT | |
| DENS Deduction T 1 | ME. 2 Mz 5% BETIREMENT [ |

14
Figure 3 List of Cost Codes and W2 Box#'s
Report Checklist:

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

Ml Task 6850: W2 Register Report

W2 Register
Required: Check Date Range [nmddyyyy] From: ||]]|]12|]]|] To: |]23]2|]1|]
Sort Report By: (" Employee Name

Lookup | 0K I Cancel Clear All

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.

<% TedRE - HR_W?2_Labels_LUANN.lis
Eile Edit Format Options

ICourierNew j IEE j B|1|g|- vI_EI £

li10o

E0Z9-HEREP : HEWZLABELS Printed 02-Dec-Z010 at 0Z:49:40 by LUANN
Towm of Adnins
Federal BReporting Base Bucket Checking Beport

Question Beszponse
WMages, tips, other compensation sec? T
Federal income tax withheld set? T
Legend

If the reponse to either cquestion i= N, then set the wi boxes
in the Base Bucket Table and in the Cost Code Table.

Page 1

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:

[1 Click Human Resources » Year-End Processing » W2 Register by Warrant

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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B Task 6851: W2 Register by Warrant

Y2 Register by Warrant

Required: Check Date Range [mmddyyyy] From: ||]1_Jan_2|]13

|To:[31-Dec-2018] |

Lookup Cancel Clear All

This will produce an Excel
spreadsheet.

The report displays as shown in Figure 4:

N R =
Haome Insert Page Layout Formulas Data Rewiew Wiew

W2 _Warrant_Reqister 6851 _THERESA[2]xml - Micrasoft Excel

151 - b3
A B c o} E F G H | J K L

1 Payroll W2 Register by Warrant

2 Check Date(s): 01-Jan-2018 to 31-Dec-2018

3

‘Wages. tips and Other - Cateqory
other Federal income tax Medicare wages Medicare tax care Box 12 Put Code in used as State wages. tips,  State income tax-

4 Warrant Check Date Gross Pay  compensation withheld and tips withheld benefits W2 Description description etc. First First
124 803153 11772018 86,52063 67,856.41 4,574 31 7662683 101114 577 1,714 65 683401 74,590.42 354672
125 B03154 114208 20362347 168,243.46 18,380 22 18573816 263321 8616 10,127 22 14,779.06 162,807 20 8,996 85
125 Bo3155 1121208 227 40084 188,221 14 21,254 81 208,011 84 3,030.78 8616 630716 17 597 84 206 556 65 10,052 47
127 B03158 1147208 8384883 7487821 5,660 .52 8383367 121565 577 1,686 23 EAELET 8211568 390948
128 Bo3157 /28208 27515871 232 BET 37 27888 38 255,505 B3 3,704 85 8616 B,568.33 2248555 25418325 1251247
123 B03158 121572018 22218170 186,341 73 21,478 64 203,792 B0 285507 9616 597094 15,707 68 201 503 B3 9,897 39
130 B03159 22ms 93 28986 T4,321.79 496670 83,341.687 1,208.53 577 1,777 82 722050 81,542.29 3E13T3
131 B03180 i2sRms 73413159 596,517.34 B0,879.93 £89,731.83 10,001.38 80718 41,906 54 76,229.33 B72,746 67 3276095
132 Boz181 i2sRms §9,509.00 70,958.51 485231 79,823.93 1157.50 577 4,130.70 719348 T8151.99 3586 62
133 Boz1e2 12n22ms 74275916 605,045.47 £1,91340 B97 95611 1012051 80718 19186817 TE,044.04 B81,089.51 3320410
134 Bo3163 12552018 86,041.93 B7 47311 4,480.22 TE147.54 1,104.20 577 S 41868 6,954 60 7445771 347058
135 D03184 12n22ms 212,398.52 177168535 21,041.01 193,762.76 280957 96816 5,769.90 14,521 48 19147149 9441 .89
138 B03168 1212203 9273147 74,080.89 451125 82,505.02 119641 577 1,716.19 BT77 63 80,5358.57 358455
137 B03163 120262015 706,367 20 57183277 £9,71003 66156415 959279 80716 17 22357 75,027 .05 546,659,585 31,706.90
138 Entity: 1 33,796,266.61 27,610,625.24 2,932,303.40 31,140,T01.44 451,548.86 14,680.12 1,434,135.94 3,008,237.78 30,608,167.36 1,469,423.46
133 jrand Total 33,796,266.61 27,610,625.24 2,932,303.40 31,140,T01.44 451,548.86 14,680.12 1,434,135.94. 3,008,237.78 30,608,167.36 1,469,423.46
140

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.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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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
W?2 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:
[1 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,

1 An employee should not have paid FICA during the year but it was withheld in error and now
needs to be refunded, or

[J 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.

O o o o o o

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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0O Click Human Resources » Tables » Shift Code
[1 Click Add New

[J Create a new code with no hours, no days, and no rate

Bl [AUC] 6408-Shift Code Table [luann] E
Add Shift Code

Required: Enter Shift Code Im

Required: Enter # Days in Rotation |1—

Required: Enter Beginning Date [mmddyyyy] W

Optional: Enter Description IYear—End Adjustments|

Rotating Schedule?  Yes * No

Lookup | 0OK I Cancel | Clearglll

Shift Code Detail

Shift Code if ERREND Description r(ear—End Ad justments
Days in Rotation 1 Basze Date [gi—Dec—EIﬁiO

. Secan
Day Pay Code Days Rate Pay Code Hi

- e

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:

[J Period beginning date » Dec 31
[J Period ending date 4 Dec 31
71 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.

Warrant Pay Groups

Warrant 0 Motes
Period Start [51-Tec-2018 Bank PAYRE Period | #PaysDeds [I CheckDate [F1-Tec-2018 Status Mo Time Shests
End [31-Tlec—2018 Batch NoTimesheet @®es O Mo Unposted YoidManual
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Select Human Resources P Payroll Processing P Warrant/Create Timesheet Screen. Create a new warrant
using the [5 Add Warrant] button on the Warrant/Create Timesheet Screen:

| Human Resources

Maintenance b I

Payroll Processing WarrankCreate Timesheet Screen

mm[AUC] 6424-Warrant/Create Timesheet Screen [theresa]

moles| & wle|+ || 2] Q) m| g

File Edit Ledgers Purchase Crders Accounts Payable Fixed Assets Human Resources Budget Collections Tax  Motor Excise

All Wharrant/Create Timeshest Screen
Goto...
Pay
Actiens 2wwarrant# | 3 cCheck Date | | dPostDate | Feriod Bank Batch# Start
_ 5 AddWarrant

e 11-Hag-2018 H PAYR 2601 11-May-201!
15— He— 2016 Bl PAVR 2600 0 -May—201
TEdtlist | po3055  [12-Mey-2018 WE  PAVR 2599 12-May-201
Fo3058  [L1-Mau-2018 i PAYR 2597 11-May-201
& Timeshest Entry._| FOZ057  [L0-Mau-2018 WE  PAYR 10-May-201;
R0E05R 15=Mau=201 HFE PAYE E96 01=Hau=201

[N [AUC] 6424-Warrant/Create Timesheet Screen [theresa]
Add Warrant

Required: Check Date [mmddyyyy] ||]5242|]1 8
Required: Enter Beginning Date [mmddyyyy] ||]5242|]1 8
Required: Enter Ending Date [mmddyyyy] ||]5242|]1 8

T i V==
Fu Time Yarrant:

Lookup I 0K | Cancel | CIearAIIl

i@ S| we|+|m| 2% Qf = &

Warrant Pay Groups

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.

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

Goto... Warrant . 0 Motes
Ations Period Start Ed-Mag-2018 Bank FrvR Period [ #PaysDeds [I CheckDate Fd-May-20lE  Status Mo Time Sheets
~ End Pd-May-2015 Batch NoTime @ Yes C Mo Unposted YoidiManual

Sel Pay Group Frequency Sel Pay Group Frequency

1 Select Al

2 Deselect Al | I~ 1095C aca 1099c retiree reporting A
™ 12 MTH 12 Month School Meekly W
3 Warrant Summary I Mz 21 Pays B
|- 26 Pays B
4 Creste Timesheets I | mil=rg 27 pays B
I~ BI Bi-Heskly B
5 Ackd Warrart ™ DPW Dept Public Works H
B Delete Warrant ™ FIRE Fire Department W
BeLS Lo B

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.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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EN warrants Ed
Warrant Start End Feriod CheckDate Bank PostDate Entryllzer MaTime Tof
8 24-May—20138 N 24-May—=2018 PAYE THERESA i -
10-May—2018 10-May-2018 KHE 10-MHay—2018 PAYR WEMDY i
08-May—-20128 15-May-2018 HE 15-May—2018 PAYR LUAMM i
ik e N e NN, e eblE o, e Wi e S, LA

EN [AUC] 6202-Yoid /Manual,/Figure Paycheck [theresa]
Select the warrant # from the

lookup for each adjustment check.

Print Manual

Required: Enter In-Process Warrant# g|]3|]52 IF‘AYR

Lookup I 0K | Cancel | Clear All
El@l M4 4-|-b|»| &gléﬂlglglﬂl

Release Timesheets by Warrant

Goto..
Actions These buttons will all
show Warrant
, ., Check Date 24-May-2018
'No Reports Selected”
Status
L Report-All
Warrant Summary-All [SCHOOL-EMMS memorial school &Run Summary Repart | 7 Run GL Repart | _ & Re-Open | Releaszed
TSGroup GL Report-Select|| [TOWM  —POL Folice Department Released
2 Spprove Al
3 Re-Open Al

4 Warrant S i
4 Warrant Screen The time sheet groups for all manual checks

collected in the warrant will appear here and
must be Approved before completing the
warrant processing.

Show Approvals |

Figure 8 The time sheet groups for all void and manual checks in the warrant will appear here

File | Edit Ledgers Purchase Orders Accounts Pavable Fixed Assets Human Resources  Budg)

ol8s| & e[ |m| ]| Qf =] ] i

Select the warrant for calculation in the customary manner

Select and S
geto.. Pay Calculation Peariod Petiod
ym— Warrant Select  CheckDate B eds Files Exist  User Name Date Start End Warrant Status MoTime
——
v E4—r‘1ag—2018 FRYR h_ E Mo 24-May—2018 2d-May—2018 Selected Uncalc ¥

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.
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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.

[J 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

The steps menu will display

W2 Processin
9 with the first three steps in

Descriptian Date

Reset W2 Menu 12-Dec—2018 focus.
W2 Entity Table 12-Dec—2018
Bwild "2 File 12-Dec—2018

7.1. Reset W2 Menu

This option will clear all previously-created work files.

7.2. W2 Entity Table

March 2020

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.

[1 Sele

Ct W2 Entity Table

W2 Entity Table

Entity |1 Description  [Town of ADMIMS, Inc

Name  [fOWN OF ADMINS, IMC,
Address 1 [1035 CAMERIDGE STREET
Address 2
Address 3
city [CAMERIDGE Phone {17+ 494-5100
State A Zip Code [D2141-0000 Fed Tax ID A—G001265
Country State Tax ID AE-001-265
| LPayroliaz | 2Payroll 10997 | 3Payrol Bonds | To create the file on the AUC
Gz O 1099R REQUIRED FIELDS ARE BOLD Server, specify the export
Pin REC12345 H H
contactName  Pornar directory location.
Contact Phone  [{E55) 555-1111 Ext [12345
Export Directory  H:auc_developnent \adwhome \transfer'
State Mumber  State State ID Mumber State Tax Entity
Box15Infa Line1  [E5 5] 111552333 [i2
Box 15 Info Line 2 ET 111552333 [ia

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

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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Check Error

1 Payroll w2 | nos

"
. \lj) E&3-Directory Location Coes Mot Exist

Loy " 1099R
Pin —
Contact Name | - ]
Contact Phone |
Export Directory |[=RRt=lellae =R An= a=ia=1a

WHAT DO | 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.

W2 Processing

Description Date
Reset W2 benu 18-Mow-2010
Build ¥2 File
Build W2 File

Required: Enter Year Im

Run as & Preview ¢ Print  PDF

Lookup | oK I Cancel Clear All

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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E012-HRENTRIPT.REP Printed l2-Nov-Z010 at 12:32¢:00 by LUANN Page 1
Towmm of Admins
Entity Beport for WEZ Processing
Entity MName & Address Fed II State ID Status
1 Towmn of ADMINE, Inc. OzL0gslzz QZEQEBLZE A
1035 CAMBRIDGE STREET
CAMERIDCE, M 0Z141-0000
{617} 494-5100
Pin: AECLZZ
Contact Name: JOHN DOE
Contact Phone: (988) E5E-1111 1z24E
Export Directory: d:ihauc_dewvelopment'admhome’itransfer)
State Number State State ID Mumber State Tax Entity
Line 1 ZE Mma 0ZE-0881E2z2 1z
Line Z z7 CT 0z21-72 14
Figure 9 Entity Table verification report
I6014—HRW2FILERR.REP Printed 12-Now-Z2010 at 12:320:33 by LUANN Page 1
Town of Admins
Employes WZ File Error Reporc
Euployee Name EER)
No Records Selected
Figure 10 Employee Error Listing
0 I B [ C [ 5] [ E [ F G | H | 1
1 |Employee W2 Register
2 |For Tax Year 2010
L3
Wages, tips and Federal Social Medicare Medicare
other income tax security Social security tax | wages and |Tax
4 |Employee Hame S5% compensation withheld wages withheld tips withheld
5 |002600 001-10-1008 81047 a876.72 1271
E 002810 a01-10-1011 39081 42250 613
7 |003915 a01-10-1015 35,431 .53 3,335.94 3937314 57085
g |003994 ao1-10-1017 39775 430.00 624
9 |006176 a01-10-1028 113341 12669 113341 1643
10 006175 001-10-1030 00,00 900.00 1305
11 009915 a01-10-1047 63470 B86.15 9495

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.
data in this screen. To access an employees W2,

[1 Click Review W2 Forms from the steps menu

[J Enter the Calendar Year you are processing

[1 Enter the Entity code

[1 Move to the Employee# field and enter the desired Employee #

No changes may be made to the
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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

i Employees By Mame)Enkiky
i Employees By EntityEmployees Mumber

Iy =

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”.

Review W2 Forms

Goto

KEITH ALLEM

— Entity |1 Town of ADMINS, Inc Employee # 55% 001-10-1007
Acti
s b Employer identification number (EIN) 1V¥ages, tips, other compensation |2 Federal income tax withheld
04-6001265 743,70
c Employer*s name, address and zip code 3 Social security wages 4 Social security tax withheld
TOWM OF ADMIMS. IMC,
1035 CAMBRIDGE STREET
45 Medicare wages and tips 6 Medicare tax withheld
CAMBRIDGE. MA 02141-0000 804,00 11.66
12 M
e | 7 Social security tips 8 Allocated tips
d Control number 9 Advance EIC payment 10 Dependent care henefits
2210 =00
e Employee’s Name 11 Nongualified plans 12a See instructions for hox 12

CAMBRIDGE. MA 02138-0000

20 CROSS STREET. UMIT B 13StatEE R.Plan 3rdPty 12h

14 Other

f Employee’s address and ZIP code

60,30 0BRA

12c

12d

15 State Employer*s state ID number 16 State wages, tips |17 State income tax
MA  111-222-323 743,70

18 Local wages |19 Local tax 20 Hame

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

Purchase Orders  Accounts Payahle  Fixed Assets

gagkesmuuqesa .

B Set DEW X

Awvailable Printers

CutePDF Writer [redirected §2)

Snagit 12 [redirected §2)

ADMINS_Color on adhvl [redirected 82)

HP LaserJet Professional P1102w [redirected 82)
SHARP MX-B401 PS

multiple taxing entities, each entity will print in its own group.

Hurnan Resources

Warrant P

PavR  Period [ #P

NoTimeshee'

SHARP MX-B401 PCLG Frequency
Send To Onelote 2010

Micros EE REPORTI A
{:‘a' Select the printer before running 1y H
the Print W2 Forms Step. (This list g
is just an example; the list for each .
site will be specific to the site.) W, B
H
I 0K I Cancel W
[ LTL Lump Sun B
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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:

[J Entity, then Primary Timesheet Group, then Employee Name, or
[J Entity, then Primary Timesheet Group, then Employee#, or
[J Entity, then Name.

To begin,

[J Load the form stock into the printer
[J Click the [Print W2 Forms] button from the W2 Processing Menu

[l Complete the parameters

Print W2 Forms
Required: Enter Year IZ[I][I

Optional: Entity Code |

Optional: Enter up to 9 Employee#f Edit
Sort W2 Forms By Entity then :

 Primary TS Group/Name; " Primary TS Group/Employee#t © Name

Lookup | 0K I Cancel | CIearAIIl

[l The ADMINS Crystal Report Viewer progress bar will appear while the forms are being
processed.

Endmtrv . [Of x|

Do not close this box — please wait for
the process to complete.

Enter Parameter ¥alues E
N I

Select Print Option: Print Settings

DLPLEY - Print Front and back on a duplex printer ;I

\DUPLEX - Prirk Fronk and back on & duples printer
FSIMGLE - Print only the front of the Forms

B&CKERS - Print anly the back of the Farms
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Choose this option for forms that are blank on the front and back to be printed on a duplex-capable printer

(two-sided).

{1 The printing type selection screen will appear. Select DUPLEX.

Select Prink Option:

DUPLEX - Print front and back on a duplex printer

=

Prink Settings

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

Eile

Help

M |1

I Main Report |

FE

i+

-

Primary T5 Group 12

----- [ Entity:1

----- [ Entity:1 Primary TS Group 12

----- [ Entity:1 Primary TS Group 13

----- [ Entity:1 Primary TS Group 13

_____ D Entity:1 Primary T5 Group 14 Copy B-ToBeFiled Vith Employes's FEDERAL Tax Film -2 2010 ?::w.:‘;hn
_____ D Entlt'}":l Prll'l'lar”y' TS GI"OLID 1£ » Employes's social securd prumber |1 Viages, Ips ofercompersam |2 F!ﬂ!l’!ll’mﬁ!uhaﬂm
----- D Entity:1  Primary TS Group 1< 003-52-5222 3 Social secun yweges Py —r—

----- % Entityil Primary T5 Group 14 ms mmmm‘ﬂ:.‘ﬂfn - — HE-EE"

----- Entity:1  Primary TS Group 1¢ 025088122 i)

----- [} Entity:1 Primary TS Group 15 PR ————p— 2.0

----- [ Entity:1 Primary T5 Group 1€ Tevmaf ADMINS, I

----- [ Entity:1 Primary T5 Group 1¢ 1 MAINSTREET

----- [ Ertity:1 Primary TS Group 1€

----- Entity:1  Primary TS Group 1€ a Goniol Number =3, acoiEE, Wil e IRSWebdt o
----- % Entity: 1 Primary TS Group 1€ 1220 00 0p5Es0 |FAST! Use -8~ flle 2T
----- [ Foritv:1 Primary TS Groun 16 + Emploe s reme aliess and 2P e

Figure 13

Preview the W2 Forms before sending them to the printer

[J This screen will appear. To print, click the printer icon

E{w2_2010 - AdmCry

Fle Help
5 S | i e
D Enkityil  Primary T3 Group 1z
D Entity:1 Primary T3 Group 1:
D Enkiby:1 Primary T5 Group 12
D Entity:l  Primary T3 Group 12 - p—
D Entby:1 Primary T5 Group 1¢ Capy E-Ta B Filed 1Nt Employee's FEDERALTax Relm \if2 2010 o
D Ent\ty:l Primary TS GrDUD 1; » Bmployee's socia secur yrumber |1 (lages, Ips ohercompersain |2 Federalincome b el
D Entity:1 Primary T3 Group 1¢ 003-52-5222 0m
D Entiby:1 Primary TS Group 1¢ ' Emplayeridenticamo ; EN) oo 0.0o
[ Ertity:1 Primary TS Group 1¢ 125028122 . tedcare s ond Iy § Mot K
[ Entity:1 Primary T5 Group 15 T E———Tr—
D Enkityil  Primary T3 Group 1€ Tovmof ADMING, Ine.
[ Entity:1 Primary T5 Group 1¢ L MAINSTEEET
D Enkiby:1  Primary T5 Group 1€
D Entity:1 Primary T3 Group 1€ 4 Conrd Number Sk, 3R, Wlsl! e IRSWebste &
-+
[ Entity:1 Primary T5 Group 1¢ 120 00 09963 |FAST! Use -8 m’ VIS (P
-.[M Frbbwil Brimary TS Groon 1 + Emploee’ neme, aldrss o ZF cok

MEEntity: 1
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[ Select the printer (should be the default printer selected in section 7.5)
& Print [ 7] =]

General |

(==
I
3 HP Color LaserJet 2600n on Mike (from ZEUS) in session 5 [y
— i
Status: Feady Preferences |
Laocation:  tcpip printer port
Cani Find Printer... |
[ Page Range
& A Mumber of copies: [1 3:

€ Selection, € Curent Page

" Pages: I ¥ | Callate Iﬂl

Enter page numbers and/or page ranges
separated by commas. For example, 1,5-12

Print ancel

n=3
o
=
=

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.

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

Enter Parameter ¥alues E
N
Select Print Option: Print Settings
DLPLEY - Print Front and back on a duplex printer ;I

\DLIPLEX - Prirk Fronk and back on & duples:
[SIMGLE - Print only Ehe Fronk of Ehe Forms
B&CKERS - Print only the back of the Forms

prinker

[ Click the [OK] button.

Bw2_2010 - admcry

File  Help

M |1 i1+ M

I [Main Report |

- 11 Primary TS Group 12
----- [ Entity:1 Primary TS Group 12
----- [ Entity:1 Primary TS Group 17
----- [ Entity:1 Primary TS Group 17

_____ D Entity:1 Primary TS Group 1¢ Copy E-To Be Filed With Emplayee’s FEDERALTax Fam vil2 2010 ?‘l:g:i;."
----- [ Entity:1 Primary TS Group 1< “ ! wees dns 2 e et
----- [ Entity:1 Primary TS Group 1¢ b03-52-5222 g aoclauajeﬂ + aoclauanDuExD-rarm
----- [ Entity:1 Primary TS Group 1€ B 0.00 0.00

----- [ Enkity:1 Primary TS Group 1¢ 025088122 N Emmmﬂz.‘ﬂﬂ e 8 Meican “'6?0'“

----- [ Entity:1 Primary TS Group 15 PP ——p——T-po—

----- [ Entity:1 Primary TS Group 1€ Towmof ADMINE, e,

----- [ Entity:1 Primary TS Group 1€ 1 MAINSTREET

----- [ Entity:1 Primary TS Group 1€

----- [ Entity:1 Primary TS Group 1€ 2 Conkal Number [—— PraT T ———
----- [ Entity:1 Primary TS Group 1¢ 1220 00 095630 |FAST! Use W“@“m-
----- ™ Entitv:1 Brimary TS Groun 1¢ + Emploee’s reme, iress ard 2F e

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

E{w2_2010 - AdmCry

Flze Help
S . o
-0 .
D Enkityil  Primary T3 Group 1z
[ Entity:1 Primary T5 Group 13
D Enkiby:1 Primary T5 Group 12
D Entity:1 Primary T3 Group 12 - p—
D Entiby:1 Primary TS Group 14 Capy E-To B Filed W Employes's FEDERALTax Relm \iL2 2010 o
D Ent\ty:l Primary TS GrDUD 1= » Bmployee's socia secur yrumber |1 (lages, Ips ohercompersain |2 Federalincome b el
[ Entity:1 Primary T5 Group 1¢ 003-52-5222 0w
D Entiby:1 Primary TS Group 1¢ ' Emplayeridenticamo ; EN) oo 0.0o
[ Ertity:1 Primary TS Group 1¢ 125028122 . tedcare s ond Iy § Mot K
[ Entity:1 Primary T5 Group 15 T Emplogers rame s md 2P ek
D Enkityil  Primary T3 Group 1€ Tovmof ADMING, Ine.
[ Entity:1 Primary T5 Group 1¢ L MAINSTEEET
D Erkiby:1  Primary T5 Group 1€
D Entity:1 Primary T3 Group 1€ 4 Conrd Number Sk, airE, Wlsl! e IRSWebste &
-+
[ Entity:1 Primary T5 Group 1€ 1220 00 09950 [FAST! Use ) m’ Vi IS g
-.[M Frbbwil Brimary TS Groon 1 + Emploee’ neme, aldress ad ZF cok

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

& Print

General |

r~ Select Printer

2 Dell_Calor on Nike {from ZEUS) in session 5
23 HP Calor LaserJet 26000 on Mike {from ZEUS) in session 5

" Page:

) Selection. ) Curent Page

—

Enter page numbers and/or page ranges
separated by commaz. For example, 1.5-12

3

==
[
— i
Status: Ready Preferences |
Location:  tcpip printer port
CammE Find Printer |
~ Page Range
Loy 3

Murnber of copies: |1 -

¥ Callate ﬂ

@ ancel | Spply |

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.

March 2020
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[1 Click the refresh icon

=w2_2010 - AdmCr¥

File

Help

March 2020

= M1 n+ g -
[ E
D Enkiby:1 Primary T5 Group 1e
D Entity:1 Primary T3 Group 1:
D Enkiby:1 Primary T5 Group 12
[ Entity:1 Primary T5 Group 13 \
[ Eryi1 Primary T Group 14 C0p) E-TubBe Filed WRMEmployee's FEDERALTax Rem Vi2z010 e

D Ent\ty'l Primary TS GrDUD 1¢ » Bmployee's socia secur yrumber |1 (lages, Ips ohercompersain |2 Federalincome b el
. e
D Entity:1 Primary T3 Group 1¢ 003-52-5222
D Ertiy:l Primary T5 Group 1;_ w Employeridenticamo ENy oo 0.0o ~aprttrir anmssmEmesmman
[ Eniby:1 Primary TS Group 1¢ 025088122 e N | BRI
[ Entity:1 Primary T5 Group 15 R T T——r——Tr—
[ Entiby:1 Primary TS Group 16 Tovmof ADMINE, Ine.
D Entity:1 Primary T3 Group 1€ I MAINSTREET
D Enkiby:1  Primary T5 Group 1€
~[Y Enliby:1 Primary TS Group 1€ a conrl Number Sk, AE, -‘ﬂs"mﬁm“!!

%

[ Entity:1 Primary T5 Group 1¢ 1220 00 0pg65 |FAST! Use ) m‘ Vs gRetle
~[Y Frribv:1 Primary T9 Groon 1 + Bl e, Ses AZF

[J The printing type selection screen will appear.

Enter Parameter ¥alues

Select Print Option: Prink Settings

SIMGLE - Print only the front of the Forms

DIPLEX - Print Front and back on a duplex printer
SIMGLE - Print only the Front of the Farms

Cancel

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

wZ_2010 - AdmCrv
File  Help
3 & | E AL i+ 4 -
et : I Main Report |
-~ [ Enkity:1 Primary TS Group 12
[ Enkity:l Primary TS Group 12
[ Enkity:l Primary TS Group 13
[ Enkity:1 Primary TS Group 13
-~ [ Enkity:1 Primary TS Group 14 Instructions for EI‘I‘Ip|0}'EE(Nso see Nodice i Employes, on the back of
[ Enkity:l Primary TS Group 14 CoprBg )
S . J Bot 1. EMerthis amount on the wages line of yourx rewm .
[ Entity:1 Primary T5 Group 1 - Bt 2. Enterthis amount on the federl income ta withheld line of yourtas reum
D Entity:1  Primary T3 Group 1< Boct B. This amount iz notincluded in baxes 1, 5,5, or 7. For infomation on how to reportfips on yourtax
. . . retum, see your Form 1040 instuctions .
D Entity:1  Primary TS Group 1 Boex 9. Enterthis amount on the advance samed income credit payments line of yourFom 1040 or Fom
D Enkity: 1 Primary TS Group 15 10d0 A,
Entitw:1  Pri 156G 1E Boct 0. This amaunt iz the tots| dependent care benefits that your employer paid to fou orincumed on your
D nEiEy: rimary raup behalf (including amounts from & section 125 (cafetera Jplan) Any amountouer § 5,000 iz also included in
D Enkity:1  Primary TS Group 1€ boce 1. Complete Fomm 2d41 , CRild and Dependent Care Expenzes, to compute any txable and
D Entibw:l  Pri 156G 1€ noMtaeable amourts .
ntity: rimary roup Boit 1. This amount iz (a) repored in bax 1 ifitiz a distibution made to you from & nonqualified defamed
D Enkity: 1 Primary TS Group 1€ compenzation of nenqouemmentzl Section 457 () plan of (b) included in box 5 and &r 5 iz a pror pear
e . defemal under a nonqualified or section 457 (b] plan that became Exable fr social securty and Medicane
D Entity:1 Primary T3 Group 1€ taxes tis year because e is no longer a subsEmtal dsk of foeiue of your gt to the defemed
D Enkity:1  Primary TS Group 1€ amount .
b : Bot 12. The fallowing listexplaing the codes zhown in box 12, ¥ou may need this infomation to complete
D Ent?ty' 1 Pr?maw 75 Group lf yourtae wm . Elective defemals (sodes D) E, F, and 5 ) and designated Roth comtributions  (codes 00 and
[ Entity:1 Primary TS Group 17 BB under all plans afe generaily limited ta & total of% 16,500 (511,500 i you only ave SIMPLE plans;
i ? = $19 500 far section 403 [b) plans if you qualify forthe 15-ear mle explained in Pub . 571} Defemals under
D Ent!ty. 1 anar\"f T3 GmuD 1z cinde G are limited to % 16,500 . Defemals under code H are limied to 7,000,

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

Bwz_2010 - Admcry
File Help

i23

Erl

En Frimary T3 Group 12
Entity:1  Primaty TS Group 12
Entity:1  Primaty TS Group 12
Entity:1 Primary TS5 Group 12
Entity:1 Primary TS Group 1¢
Entity:1  Primaty TS Group 1¢
Entity:1 Primaty TS Group 1¢
Entity:l Primary TS Group 16
Eni

Eni

Enl

Eni

Eni

En

Eni

Eni

Eni

Enl

Eni

tity:1  Primaty TS Group 1¢
tity:1  Primaty TS Group 15
tity:l  Primary T9 Group 1€
tity:1  Primary TS Group 1€
tity:1  Primaty TS Group 1€
tity:1  Primaty TS Group 1€
tity:1  Primary TS Group 1€
tity:1  Primaty TS Group 1€
tity:1  Primaty TS Group 1€
tity:1  Primary TS Group 17
tity:1  Primary TS Group 17

Instructions fo
CopyB.]

Eacx 1. Enterthis amount on the wages line of ourfax rem
Boxx 2. Enterthis amount on the federal income taxx withheld line of yourtax retum
Box 5. This amount is not included in boxes 1,3,5, or 7. Forinfommation on how t report tips o
retum, see your Fomn 10dd instuctions.

Bocx 9.Enterthis amount on the advance eamed income credit payments line of your Fom 104 or Fo
10408,

Eacx 10 This amountis the tofal dependent care benefits hat your emplayer paid to you or incumed on y
behalf (including amourts fom a section 12§ cafetetia Jplan} Any amount ouer § 5,000 i alse include
box 1. Complete Fom 2441 , Child and Dipendemt Care Expenses, to compute any faxable and
NOMExable amoums .

B0t 11. This ameuntis (a) reported in bax 1 i itis a distwibution made to you from a nonqualified defemed
compenzation o nNgoueMMental section  457(b) plan or (b included in box 3 and dr 5 i itis & prior ye
defemal under a nonqualified or section 457 (b) plan that became txable for social securty and Medicare)

taixes this yearbecause Here is no longer a substantial fisk of fokeiture of pour fightto the defemed
amount.

Box 12. The following listexplains the codes shown in box 12. Vou may need this infamation t compl
Jourtax: reum . Elective defemals (sodes 0, E, F, and 5 | and designated Foth comibutions  foodes A8
BE Junderall plans ar: qenerally limited to a total of § 16,500 ($11,500 i you only have SIMPLE plans;
H19500 for section 405 (b] plans i you qualify frthe 15-yearmle explained in Pub . $71) Defemals under
code G are limited 1 § 15,500 Defarmals under cade H an limitsd to § 7,000

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

& Print

General |

r~ Select Printer

21 Dell_cCalor on Rike (from ZEUS) in session 5
22 HP Color LaserJet 2600n on Mike {from ZEUS) in session 5

1

€ Selection, € Curent Page

Enter page numbers and/or page ranges
separated by commas. For example, 1,5-12

Status: Feady Preferences

Laocation:  tcpip printer port

Canis Find Printer...
[ Page Range

& A Mumber of copies: [1

" Pages: ¥ | Callate
' )

J i, ...

Print ancel

|

Apply

7.6. Create Electronic Files

Review W2 Formz

Prirt "2 Forms
Federal VW2 File

CT W2 File

442 File
Rl 2 File

Create at minimum two electronic files; one for the

W2 Processing Federal government and one for each State as
Description Date required.
Reset W2 Menu
W2 Entity Table
Biuild 2 File .
W2 At Report 7.6.1. Create Federal W2 File

All sites must create and submit a Federal W2 file to
the Social Security Administration.

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

oA E ] Indicate whether
Required: Enter Year IE.T InCIUdIng State WageS
Required: Report State Wages{Taxes from W2 Box 16 & Line #1 ¢ Line #2 © No State Reporting on the federal file.
Optional: Entity Code l— l—

Optional: Enter Box 14 Description for Medical Savings Account l— j Optlonal Iy enter an

entity code for which
to generate the file.

Lookup | 0K I Cancel Clear All

(1 Optionally specify a
description for a
Medical Savings
c056-HRWZLISKTOT_2010. REF Printed 028-Dec-Z010 at %0:32:53 /\ccountUJappearin
Towr of Ldmins
Wz Disk Total Deport Box 14 of the form

2010 W-2 Totals
Entitsy: 1 TOWN OF ADMINE, INC.
WMz PIN: ABC1ls35d45
ntact: JOHN DOE
WMz Contact Phone: (288) EEE-1111 lz345
WE File Export Location: d:i'tauc dewelopment’admhome’\transfer?
W& Export File: wZdisk_Z010_1.txt

Emplowr

Number of Employees : ZEG
Mages, tips and other cowmpensation : 3,834, 388_59
Federal income tax withheld : 37Z,.901_ &6E
Bocial security wages : £,.,040.00
Social security tax withheld : 126 .48
Nedicare wages and tips : 2,814, 752 08
Medicare tax withheld : 48, 53522

Advanced EIC payment
Dependent care benefit

Box 12 amount : Z03, 77 .8v
Box 14 amount : 306, 62593
Btate taxable wages : 2,519, 97698
State income tax : 1le9, 320._.63

Figure 12 W2 Electronic File Verification report

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

(4 D)
 — g

When the reports have completed, a prompt will be displayed; click [Yes] to continue after reviewing the
report and confirming the totals.
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Create Federal W2 File | L
After reviewing the TOTALS report, to create

o ] ng U
::?/ Do you wank £o contine with process the export file, click [Yes].

Click MO ko Abort
To stop and make changes click [No].

[J 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.

Federal W2 File |

To view the file created, click [Yes]; be sure to close

\?(J Eifcﬁ”oﬁ”é;ﬁﬁ ;:23 iz =8 this file to allow the processing to continue.
Click. ¥ES to Wiew File

Otherwise click [No] to skip viewing the file and

complete this step

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

File Edit Wew Insert Format Help
0| SR Al Ll=l@l-] B
'RBDZSDESIZZEBCIZSQS a S99Town of ADMINS, Inc. 1 MATN STREET 1 MAIN STREET CAMERIDGE =1
REZ010 0z5038122 a Town of ADMINZ, Inc. 1 MAIN STREET 1 MAIN 3TREET CAMERIDGE
RUO01101008MICHAEL ALLTSOMN 4Z MAIN STREET, APT 3 42 MAIN 3TREET, APT 3 CAMBRIDGE MA0Z 1380000
R32512 001101008MICHAEL ALLISON 42 MATIN STREET, APT 3 CAMERIDGE MADZ1360000 =
RUD0110192 8KAREN ROSE ALVES 63 MT. LEBANON STREET 63 NMT. LEBANCN 3TREET CAMNERIDGE M0z 1380000
R32512 001101928KAREN ROSE ALVES 63 MT. LEBANMON STREET CAMERIDGE MADZ1360000
RUO01101011MICHAEL ARCHER 37 BOYNTCMN ZTREET 37 BOYNTON ZTREET CANERIDGE MADZ 1380000

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

Create Federal W2 File |
9P ) *+* process is Complete ¥4+
L]
e

Zancel |

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.
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7.6.3. Create State Electronic Files

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

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

CT W2 File
h W2 File
F12 File

Enter whether the state

information is from Line #1 or
Bl Task 6052: MA W2 File Line #2 of W2 Box 16.

MA W2 File

Required: Enter Year |2|]1|]
Required: Report State WagesfTaxes from W2 Box 16 ¢

Optional: Entity Code I | -

Optionally select
the Entity Code
for the file

0K Cancel | Clearall |

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.

6056-ERW2DISKTOT_2018.REP Printed 18- Page 1 6056-ERW2DISKTOT_2018 . REP printed

W2 Export Fil

Employee Type : E

Number of Emp

Wages, tips and
Federal income t

1,140,701.84
45154886
14,680.12

1,394,526.82
2,968,380.61

0,102,481.29
1,463,616.62
509,362.08

425,501.15

419,188.61
9,475.00

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

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

Create MA W2 File | After reviewing the report, to continue click [Yes].

Do wou wank to conkinue with processy?

“:l/ Click ¥ES bo Continue ;
iy To stop and make changes click [No].

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

MA W2 File Eq |

\3} B e e T g v il After reviewing the TOTALS report, to continue
-

Click NO ko Skip Yisw click [Yes].
Click YES to Yiew File -

To stop and make changes click [No].

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.

Ele Edit Wew Insert Format Help

s EE TR "
IREDZSEIESIZZ o Town of ADMINS, Inc. 1 MAIN STREET 1 MAIN STREET CAMBRIDGE =
REZ010 0z50851z2 a Town of ADMING, Inc. 1 MALIN STREET 1 MAIN STREET CAMERIDGE

R32Z5 00110100SHICHAEL ALLISON 4z MAIN STREET, APT 3 42 MAIN STREET, APT 3 CAMERIDGE HAOZ 1380000
R325 001101928KAREN ROSE ALVES 63 MT. LEBANCON STREET 63 MT. LEEANOM STREET CAMERIDGE MADZ1360000
R32Z5 001101011HMICHAEL ARCHER 37 BOYNTON STREET 37 BOYNTCM STREET CAMERIDGE HAOZ 1380000

Figure 14 Sample electronic file of State Income Tax withholdings
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Create MA Y2 File | Once the process has completed, this indicator
message will be presented; click on [OK]:
2

¥ Process js Complete #+F

E Cancel |

7.7. Save W2 Forms as Employee Attachments

W2 Processing This step will attach the w2 forms so that they are
Description Date available for future viewing or printing. ADMINS
oo 11 ery recommends waiting a few weeks before saving the
Buiti 2 Fie attachments to allow time to make corrections.

W2 Audlit Report
Review: Y2 Forms

Always run the step to attach before resetting the

Prirt w2 Forms 2 1

— menu for the next year’s processing.
;L‘;‘\zz‘; [J Click the [Save W2 Forms as Employee
RIVY2 File Attachments/Archive] button from the W2

l Savs VW2 Forms as Emploves Atachments/Archive I Processing Steps Menu.

B 7 Task 6187: Sawe W2 Forms as Employee Attachments/&rchive > Enter the Tax Year and click
Save W2 Forms as Employee Attachments [OK]-
Required: Enter Year A )
This step should be rerun if the
[W2] file is rebuilt. This message
will appear:
Lookup Cancel Clear All

Save W2 Forms a5 Employes Attachments This is an informational message. Choose [Yes] to
complete the process.

=% The attachments have previously been created

P Click vESto create another attachment The attachments can be viewed or printed from the
Click NO to Abort Employee Maintenance Attachment Screen.

*es ‘ Mo |
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8. W2 REPRINT OR VIEW

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

[J Click the [Employee Attachments] button

== [AUC] 6439-Employee Maintenance [theresa)
File Edit Ledgers Purchase Orders Accounts Payable Fixed &ssets Human Resources  Budget  Collections  Tax  Motor Excise  Misc Billing  System  Favorites  Help
B ESE me+m Q = &8 on
No picture
Employee Maintenance on File
Goa... Employee Number LN F ACHIN-HOUSMAN I Employes Attachmerts (13) I
Actions
| & Emploves Y Emplovee Notes o text availahle Current Positions  SO0ZTEAGRO2-05 DIPIETRO SCHOOL TEACHER — 1,0000
P Acld Pogttion O Al Positions elely] -00
1 Contact 2 Perzonal 3 Ded/Ben 4 Aol WWanes 5 Pavrol 6 Accourtineg 7 Salary & DatesClass 9 Dearees 0 Custom U Accidents W ACA
First Mame Middle MName Last Mame Sufiix Gender Birth Date So# Previous Mame
LYH F ACHIN-HOUSHAN [ OMale  @Female [2-0ct-1573 001-10-3325 REAIR

[J Click the [7 View Attachment] button.

= [#UC] 8126-Employee Attachments [theresa]
File Edit Ledgers Purchase Orders Accounts Payable  Fied Assets  Hurman Resources  Budget  Collections  Tax  Motor Excise  Misc Billing  Systern Faworites  Help
B Sa we+»m @8 Q @ Fu g
No picture
Employee Attachments on File
Got
° Employee Number ACHIN-HOUSMAH. LYNN F Emploves Atachmerts (131
Actions Emplovee Position Attachments
Z Add Atachment
1 Contact 2 Personal 3 DedBen 4 Add Wanes 5 Pavroll & Accounting 7 Salary 8 DatesiClass 9 Dearess 0 Custam U Accidents WACA
Seq¥# |Description File Mame
1 2010 W2 Entity:l #1 H2_2010_1 0106101, pdf
H 2011 W2 Entitysl #1 W2_2011_1_010610_1,pdf
H 2012 W2 Entityil W2_2012_1_010610_1208261055, odf
4 2012 W2 Entityil H2_2015_1_010610_1402051551 , pdf
H 2014 W2 Entity:l H2_2014_1_010610_1503041456  podf
& 2015 W2 Entity:l W2_2015_1_010610_1R03291219, pdf
7 2015 1095C Entity:l 1098C_2015_1_010610_ ,pcf
E 2016 W2 Entityil H2_2016_1_010610_1701201012 , pdf
El 2016 10950 Entityil 1095C_2016_1_010610_ ,pcf
10 [2017 W2 Entity:l WZ_2017_1_010610_1801221420 , pdf
11 2017 10950 Entity:l 1098C_2017_1_010610_ ,pcf
12 [2018 W2 Entityil W2_2018_1_010610_1812121542 ,jodf
13 2018 W2 Entityidl ‘ H2_2018_ 1 _010610_1812181204 , odf ] I 7 Wiew Attachment I
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1 Use the standard Adobe Reader features to view or print.

March 2020

W2_208 1_M0e10_ 181 21820 pdf - Adobe Acrobat Reader DC
File Edit Wiew ‘Window Help
Home Tools W2 2018_1_01061... %
® B HE Q @ "2 MM OO
Copy B--To Be Filed With Employee's FEDERAL Tax Return w 2 OMB Mo.
This Information is being furnished to the Internal Revenue Service Form W¥ = 1545-0008
1 Wages, tips, other compensation 2 Federal income tax withheld
6364231 5389.91
a Employee’s social security number 3 Social security wages 4 Social security tax withheld
001-10-3325 0.00 0.00
b Employer identification no. (EIN) 5 Medicare wages and tips & Medicars tax withheld
041234567 72388.77 1049.61
¢ Employer's name, address, and ZIF code
TOWN OF ADMINS
219 LEWIS WHARF
BOSTON, MA 02110
d Contrel number Safe, accurate, Visit the IRS Website at
SCHOOLSOUT 010610 FAST! Use g (/[P wwwisgoverie.
& Employee's first name and initial Last name Suff.
LYNN F ACHIN-HOUSMAN
10 HORSESHOE DR
CAMBRIDGE MA 02138
1 Employee’s address and ZIP code
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9. PREPARING YOUR SYSTEM FOR THE NEW YEAR

March 2020

Before calculating the first payroll of the new calendar year, complete the following steps to prepare the
system for the new reporting year:

ASANENENEN

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

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

9.1.1.

Federal Income Tax

1. Click Human Resources » Tables » Tax Rate

Hurman Resources

Quer
Reports
Tables

Quarterly Processing

Year-End Processing

Fodule Maintenance

Budget Callections

Bank Codes

Leawe ~.
Pay Code
Pay Group Table

Pay Period
Shift Code Table
Tax Rate

.orules

[l Locate the FEDERAL Tax tables by selecting the Tax Type from the lookup:

[J Update the Annual Exemption Amount

[1  Update the Wage thresholds for all tax tables

. It can be found at

Goto.

Actions

1-Aucdcd Mewy

2-Edit List
3-Emnlovees

== [4C] 6423-Tax Rate [theresa)
File Edit Ledgers Purchase Orders Accounts Payable Fixed Sssets  Human Resources  Budget  Collections  Tax  Motor Excise  Misc Billing  System  Favorites  Help

B S8 e »m & Q =B a

Tax Rate

Tax Tyne EEM[FEDEREL T

Tax Table 5

Minimurm Bucket Armountto Process Tax

4-Clear

ederal Tax

ederal TW Annual Per Exempt

N ion Armnoun
Second Check Percent
ages From ages [0 ———— Amoul r—§f——F—M

= i+

—

————

0,01
3700,01
13225.01
42400,01
B86200,01
161200,01
203700.01
B03700,01

415000

— Percentage — On Wages
[ 700,00 [ [

[ 13225,00 [ [10.00 3700,00
[ 42400,00 [ 552,20 [12.00 1322500
[ 8e200,00 [ 445350 [22.00 42400 ,00
[ 1&81200,00 [ 14089,50 [ 24,00 8620000
[ 203700,00 [ 32083,50 [z2.00 161200,00
[ 503700,00 [ d5689.50 [ 35.00 203700 .00
IEEEEEEERD] [ 1506E9,50 [37.00 50370000
[ I

= :

Figure 15 Tax Table: FEDERAL-Single
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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 P Tables b Tax Rate
{1 Locate the STATE Tax tables
[1 Update the Annual Exemption Amount
[J 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.
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9 ADMINS Unified Community HR—620 W2 Processing

0 Click Human Resources » Tables » Cost Code
0 Locate the FICA code

[J Update the Annual Maximum Amounts

Cost Code Table
Cost Code [EOCIAL SECURITY WITHHOLDIMG
Calculation (OMethod1  Use Tax Rate Table Calendar Year Annual Maximums
(Citdethod 2 FlatAmount § Bucket Amaount 3 1329000 , (0
@ hiethod 3 Base Bucket% | 10,4000 (®) Period Annualized Ower Annual $f| Employee Contribution § £2329,00
Base Bucket# [10 (O %TD Amount Ermployer Contribution § 8239.00

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.

[J Click Human Resources » Tables » Base Buckets

[J Locate the SOCIAL SECURITY WAGE bucket

[] Update the Annual Maximum Amount
https://fag.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.

1 Contact I 2 Personal I 3 DedBen I 4 Acld Wages | 5 Payral I B Accounting I 7 Salary I 8 Dates/Class I 9 Degrees | i I U Accidel

Table Additional Additional Additional Criginal Remaining

CostCode Effective Stop Date Amount Messaoe Amaount Start Date Stop Date Amount Balance

CUMION — PE-Aug-1999 350,00 N2-S5ep-2009 y 4

[IFDEF  Pe-Aug-1999 99.999,99

ONTL-T2  PO-Jan—-2010 .75

ONTL-TF  PE-Fug-1999 [19-Jan-2010 8.52

EAF FE-Aug-1999 76,70 767,00 306,80

FIRSTINY PE-Aug—-1999 25,00 Pe-Aug—1999

LIFE-T  P&e-Aug-1999 .49

ED-T2  RO-Jan—2010 107,23

ED-TF  [PE-Aug-1999 [19-Jan—2010 137.32

EDT [PE-Auz—-1999 1.4500%

FET125  Pe-Aug-1999 28,36 01-Sep—2009 A \

FETE FE-Aug-1999 184,12 01-Sep-2009 A N

WA EE-Aug-1999 2,00 P2-Sep-2009 \30‘00 16,00

For instructions on completing this process, please refer to the HR-200 Reset Annual Maximum on
Employee document located in the Help Reference Library.
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Human Resources Help Reference Library
Goto...
View |Send Last Run Date |Run Time A
Actions 10 View | _Emal |31-Mar—2020 [11:05:05.28
———————— EMPLOYEE POSITIONS ———-
HR-110 Employee Maintenance Screen View Email  |29-Jun-2018 [16:58:16 .49
HR-120 Add A Mew Employee View Email  |29-Jun-2018 16158124 ,18
Help Categories HR-130 Position Maintenance - Add Position to an Employee View Email  |10-Jan-2019 |13:58:42,52
1 Ledgers HR-140 How Account Mumbers are Used View Email  |29-Jun-2018 [16:58:32,02
2 Purchasing HR-150 Mass Change Employee Salaries View Emai  |29-Jun-2018 [16:58:36,21
3 Accounts Payable HR-160 PT Sick Leave Accrual View Email JO6-Nov-2018 |10:23:44 .55
4 Human Resources HR-170 How Deductions are Taken View | Emai  [29-Jun-2018 [16:58:44 .76
5 Budaet HR-180 Tax Shelter — Matched BeneF_iL_s View Email  |12-0ct-2018 [13:35:25,17
& Collections Zictaanto L2, et —2018 |16:58156,94
7 Property Tax R-200 Reset Anrual Maximum on Employee Cost Codes 5@1018 10:37135.65
8 Motor Excise - -Jun-2018 |16:59:35,09
9 Misc Biling HR-220 Employee Attendance Log (Time Used) View Email  |06-Nov-2018 [10:22330,35
X Fixed Assets HR-230 Employee VYerification (3 yr wages? View Email JO6-Nov-2018 |10:23:22,80
OSystem | |7 PAYROLL PROCESSING ——————

9.5. Update Holiday Tab on Bargaining Units

This step may be done at any time. Select HR P Tables P Bargaining Unit Tables P [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].

Bargaining Unit - Holidays

3 Bargaining Unit School Heekly 12 month employess

Actions

7 Summary -

1 Cost Codes '@ 3 Longevity Pay 4 Retroactive Pay S Salary Sched 6 Other Info Benefit Statements Affordable CareAc]

8Add New —

9 Delete Restrict Holidays to Year [P020 Only 2020 holidays will be displaged

Z Edit List Date Description |T’ay Code Hours| Days|Add, Substitute or Ignore |On!y ifWorked |Recur |Month |Week Day of Week | A
01-Jan—-2020 New Years Day DHOL 1.00 |DAdd @®Sub (ignoref®Yes (ONo |N
[20-Jan—-2020 MLK Day DHOL 1,00 |DAdd @®Sub lgnore|/®Yes ONo |
17-Feb—-2020 |Predidents Day DHOL 1,00 [DAdd @Sub (Dlignore|®Yes (ONo [N
10-Apr—2020 [Good Friday DHOL 1,00 |OAdd @®Sub (Olgnorej®Yes ONo [N
[20-Apr—-2020 [Patriots Day DHOL 1.00 [DAdd ®Sub Olgnore[®Yes ONo [N
[95-May-2020 Memorial Day DHOL 1,00 [DAdd ®sSub Olgnore[®Yes ONo [N
0d-Jul-2020 [Independence Day DHOL 1,00 [DAdd @Sub (Olgnore| )Yes @WNo [N
[07-5ep—2020 [Laor Day DHOL 1,00 [DAdd ®Sub Olgnore[®@Yes ONo [ |3 First Monday
12-0ct~2020 [Colombus Day DHOL 1.00 [DAdd @®Sub Olgnore[®Yes ONo [H 10 [Second Monday
[26-Nov—-2020 [Tharksgiving Day DHOL 1,00 [DAdd @®Sub Olgnore[®@Yes ONo W 11 Fourth  [Thursday
25-Dec—-2020 [Christmas Day DHOL 1,00 [DAdd @Sub (Dlgnore| )Yes @No [A

P Copy From/To Bargaining Unit l W Create New Year 9
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10. APPENDIX: EXAMPLES OF ASSIGNING W2 BOXES

March 2020

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.

Review W2 Forms

Entity [l AvvTOMN USA Employee # fooado SS# 111-11-1111
b Employer identification number (EIN) 1 Wages, tips, other compensation |2 Federal income tax withheld
0B-E001997 44322, 10 761,12

c Employer’s name, address and zip code
ANYTOWH USA
123 MATN STREET

CAMERIDGE . MA 02141-0000

3 Social security wages

4 Social security tax withheld

5 Medicare wages and tips
52566, 10

6 Medicare tax withheld
79,58

7 Social security tips

8 Allocated tips

o Control number
TOWN  -DPH

9 Advance EIC payment

10 Dependent care benefits

e Employee’s Name
DOMALD F DOE

1 MAIM STREET

AMYTOWM,. MA 11111-0000

f Employee’s address and ZIP code

11 Nongualified plans

12a See instructions for hox 12

G 255,00
13 Stat EE R.Plan 3rdPty 12b
H
14 Other 12c
74,52 PEMZ0+
434,88 PENSH
12d

15 State Employer™s state ID number
MA 123456789

17 State incorme tax
299,64

16 State wages, tips
50016, 10

18 Local wages

19 Local tax 20 Name

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.

Base Buckets

1Bucket |

2 Description

| Annual Maximum

W2 Box W2 Desc

L

FEDERAL TEL WAGES
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10.2. Box 2: Federal Income Tax Withheld

March 2020

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

Cost Code Table

Calculation

* Method 1 Use Tax Rate Table

" Method 2 Flat Amount § |

" Method 2 Base Bucket%

Cost Code FEDERAL TRX

| Base Bucket #

When you have a Cost Code
that uses Method 1, there
must be a code in the Tax Rate
table that exactly matches the

W2 Box #
1099-F Fry 28

W2 Description
1099-F Nesrrintinn

FED

Figure 16 Cost Code showing Federal Tax Withholding

Cost Code. In this example, the
code of FED has been used to
link both tables together.

Tax Rate

Tax Type FED
Tax Tahle F arrie
Base Bucket Mumber | 1]

4-Clear | 0

15750
24450
78650
113130
216600
280700

Second Check Percent | 25,00
YWages From

.01
.01
.01
.01
.01
.01
.01

Federa

Minirmum Bucket Amaount to Pracess Tax

Wages To

15750 ,00

2dd50,00

FERE0, 00 870,00
118130, 00 8550,00
216600 ,00 193170.,00
3B0700,00 46741 .60
S9599995 , 00 100894 60

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.

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

Cost Code Table

Cost Co @ FODITIOMAL FEDERAL TAX

Calculation
T Method 1 Use Tax Rate Tahle

f Method 2 FlatAmount § | 2,00

" hethod 3 Base Bucket% [ Base Bucket # [ OwerAnnual § [

Wi Box FiE 2 Description Appliesto
1099-F Box # 1099-R Description Applies ta

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.

Cost Code Table

Cost C]IID’L FED <TAX ON UMIFORM ALLOWAMCE PO}

Calculation
" Method 1 Use Tax Rate Table

" Method 2 Flat Amount § |

= Method 3  Base Bucket% [22,0000 BaseBucket # [1  OwerAnnual $H

W2 Box# @ 2 Description | ] Applies to:
1099-F Box # 1099-F Descriptian | Applies to:

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 43 of 50



ADMINS Unified Community HR-620 W2 Processing
Human Resources March 2020

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.

Base Buckets

1 Bucket 2 Description Arnual Maxinn s Box AR
1 Federal Tax Hages 01

= Medicare kages= 05

3 State Taxable Hages 16-#1

SDcial Security kWages 1329000 , 00

10.4. Box 4: Social Security Withheld

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

Cost Code Table

Cost Code FICA S0CIAL SECURITY WITHHOLDIMG
Calculation (O Method 1 Use Tax Rate Tahle Calendar Year Annual Maximums
O Method 2 FlatAmount § Bucket Amaount 3 1Z29000 00
(@ Method 3 Bage Bucket% |JETOREGRNE ® Period Annualized Qver Annual § Emplayee Contribution § 8239,00
Base Bucket# [10 () ¥TD Amaount Emplover Contribution  § §239.00
5 General B Accounting T Baze Buckets & Periods to Take 9 Tiers “endor Motes
T &F F F F FF-FFFFFF P FFFFTFFTFTFT T T

. =R _ooc ] |

W2 Box# 04 W2 Description Appliesto: (O Benefit @ Deduction () Both (O MiA, Subtract OYes (@ No
= Appliesto; (O Benefit (O Deduction ) Bath (®) MiA,

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.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 44 of 50



ADMINS Unified Community HR-620 W2 Processing
Human Resources

March 2020
Base Buckets
1 Bucket | 2 Description | Annual Maximum W2 Box W2 Desc
L EDERAL THEL WAGES feeES
B EDICARE WAGES b5 FEDL

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.

Cost Code Table

Cost Code =i MEDICARE

Calculation (O Method 1 Use TaxRate Table Calendar Year Annual Maximums

(O tethod 2 Flat Amount § Bucket Amount §
® Method 3 Base Bucket®% | 2,9000 (® Period Annualized Over Annual § | Employee Contribution §
Base Bucket# [ 2 OYTD Amount Erployer Contribution §
5 General E Accounting 7 Baze Bucketz & Periods to Take 9 Tiers wendor Motes
P — - - —
| BRSO | |
W2 Box 05 W2 Description Appliesto; () Benefit @) Deduction O Both (O Mia, Subtract OYes @ Mo
1099-R Box# Appliesto: (O Benefit () Deduction () Bath () MiA

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).

Cost Code Table
Cost Code [FUNSNE JFEDICARE ADJUSTMENT

Calculation
= method 1 Use Tax Rate Table

= Method 2 FlatAmount § |
" method 3 Base Bucket% | BaseBucket # [ OwverAnnual §[ |

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

March 2020

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.

Cost Code Table

Cost Code [EaslEg]

EECTION 129

Calculation

Pretax?

Ower 40K Life Insurance
W2 Pension Indicatar

Mon-Direct Deposit Account Entry

w0 P

escription

@ ves O Mo

i~ Yas &+ Mo
 yes % Mo

i~ Yas &+ Mo

Fayment Type

i S T S

Appliestor © Benefit
Appliesto: © Beneft

* Deduction
" Deduction
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10.8. Box 12: Other

Review W2 Forms

‘Emiw [ TOWH OF ADMING

‘Emnlwee 23 po1221

555 001-10-1118

b Employer identification nhumber (EIN)
041234567

1Wages, tips, other compensation
459464 ,93

2 Federal income tax withheld
8932,34

¢ Employer’s hame, address and zip code
TOWM OF AOMIMS
219 LEWIS WHARF
BOSTOM. MA 02110

3 Social security wages

4 Social security tax withheld

5 Medicare wages and tips

6 Medicare tax withheld

7 Social security tips

8 Allocated tips

d Control number
TOWM  =TOkM

9 Verification Code

10 Dependent care henefits

e Employee’s Hame

11 Nongualified plans

2a See instructions for hox 12

March 2020

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.

KAREN A PETERS

G 640000

176 BAILEY STREET

CAMBRIDGE. MA 02138

13Stat EE R.Plan 3rdPty

2b
D 60%4.56

14 Other

f Employee’s address and ZIP code

2c
3246.,81 PENSH

559,18 PEN30+
IIZd

15 State Employer’s state ID number
MA 041234567

16 State wages, tips
H2270.92

17 State income tax

18 Local wages |19 Local tax

2716.73

20 Name

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

Form W-2 Reference Guide for Box 12 Codes

employee's health savings account (HSA)

A Uncollected social security or RRTA tax on tips | L Substantiated employee business expense Y Deferrals under a section 409A nonqualified
reimbursements deferred compensation plan
B Uncollected Medicare tax on tips (but not M | Uncollected social security or RRTA tax on Y4 Income under a nonqualified deferred
Additional Medicare Tax) taxable cost of group-term life insurance over compensation plan that fails to satisfy
$50,000 (former employees only) section 409A
c Taxable cost of group-term life insurance over N Uncollected Medicare tax on taxable cost of AA Designated Roth contributions under a
$50,000 group-term life insurance over $50,000 (but not section 401(k) plan
Additional Medicare Tax) (former employees
only)
D Elective deferrals under a section 401(k) cash P Excludable moving expense reimbursements BB Designated Roth contributions under a
or deferred arrangement plan (including a paid directly to members of the Armed Forces section 403(b) plan
SIMPLE 401(k) arrangement)
E Elective deferrals under a section 403(b) salary | @ |Nontaxable combat pay DD Cost of employer-sponsored health
reduction agreement coverage
F Elective deferrals under a section 408(k)(6) R  |Employer contributions to an Archer MSA EE Designated Roth contributions under a
salary reduction SEP governmental section 457(b) plan
G Elective deferrals and employer contributions S Employee salary reduction contributions under FF Permitted benefits under a qualified small
(including nonelective deferrals) to a section a section 408(p) SIMPLE plan employer health reimbursement
457(b) deferred compensation plan arrangement
H Elective deferrals to a section 501(c)(18)(D) T Adoption benefits GG  |Income from qualified equity grants under
tax-exempt organization plan section 83()
J Nontaxable sick pay Vv Income from exercise of nonstatutory stock HH Aggregate deferrals under section 83(i)
option(s) elections as of the close of the calendar year
K 20% excise tax on excess golden parachute W  |Employer contributions (including employee
payments contributions through a cafeteria plan) to an
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Example of an elective deferral, 403(b) plan:

Cost Code Table

AMEX FIMAMCL 0139600

| Cost Code  pyEarEi

WEEID}{# iz Y2 Description fppliesto: € Benefit ¢ Deduction ¢ Bath Lal 17
. — " = r Pppliesta: € Benefit ¢ Deduction € Baoth Lo 1T

Example of an elective deferral 457(b) plan:

Cost Code Table

Cost Code [DEFOL [DEF COMP FLLL TIME

W2 Box g |12 W2 Description E Appliestor € Benefit & Deduction ¢ Bath s

—— = e Appliesto; € Benefit ¢ Deduction £ Both Lol YTy
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9 ADMINS Unified Community HR—620 W2 Processing

10.9. Box 14: Other

https://www.irs.gov/publ/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:
e 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

Cost Code Table

Cost Code

HASS TCH 20+

W2 Pension Indicator \ " Payroll-ACH
& AP-Voucher

Mon-Direct Depasit Account Entry TE "0

bppliesto: € Benefit & Deduction ¢ Bath i
bopliesto: € Beneft ¢ Deduction ¢ Bath LC TS

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

Cost Code Table

Cost Code

HORFOLK CTY HD 8%

W2 Box# W2 Description FENSN Appliesto: € Benefit & Deduction ¢ Both Lo 17"
: [oC B Moo criph Appliesto: € Benefit ¢ Deduction ¢ Bath Lo

Figure 20 Sample: 8% Pension withholding will appear in Box 14 with a description of "PENSN"
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Review W2 Forms

Entity [l TOWN OF ADMINS

Employee #

fpo1z21

SSH 001-10-1118

b Employer identification number {EIN)
041234567

1 \Wages, tips, other compensation
49464 .93

2 Federal income tax withheld
89352.34

c Employers name, address and zip code
TOWH OF AOMINS
219 LEWIS HHARF
BOSTOM, MA 02110

3 Social security wages

4 Social security tax withheld

5 Medicare wages and tips

6 Medicare tax withheld

7 Social security tips

8 Allocated tips

i Control number
TOWN  =TORH

9Verification Code

10 Dependent care benefits

e Employee’s Name
KAREN A PETERS

176 BAILEY STREET

CAMBRIDGE, MR 02138

f Employee’s address anid ZIP code

11 Nongualified plans

12a See instructions for box 12
G Bd400.00

13 Stat EE R.Plan 3rdPty

12b
ID  8054.56

4 Other

559,18 PEM30+

F246,61 PENSH ol

15 State Employer’s state ID number
MA 041234557

16 State wages, tips 17 State incometax |18 Local wages |19 Local tax 20 Name
532270.,92 2716732

Figure 14 Box 14 Pension amounts

10.10. Box 1

7: State Income Tax

March 2020

Based on the setup shown
above, these pension
withholdings would he
reported in Box 14 like this.

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.

Cost Code Table

Cost Code JRDDTTIONAL STATE TAH

| W2 Box# 17-#1 W2 Description |

The W2 Box# field may contain values like this:

17-#1 Print the withho
17-#2 Print the withho

Idings on Line 1 of Box 17
Idings on Line 2 of Box 17

Applies to:
Applies to:

" Benefit
" Benefit

16 Slake | Employers 5k IDrumber  [18 Siak wages, Ip5,eE 17 Slalk Income kx
Tl 2508812 21097 2.50
Rl 125-14336 21097 0.00

18 Local wages, Ips,eE rn Local Ircome |:zu Locall Iy reme

[alnlnl 0 an

& Deduction & Both
" Deduction ¢ Both
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