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EasyPayNet™ Additional Wage Information

After an ADP service representative sets up the following earnings categories in the system prior to
year-end, you can then report the actual wage data with any remaining 2009 payroll:

» Fringe benefits (e.g., health club membership, personal use of company car)

e Group term life insurance

» Moving expenses

* Uncollected FICA on insurance premiums

» Third party sick pay (a check issued by an insurance agency or state disability program)

ADP strongly recommends that these wage items be processed with a regular payroll so you can
ensure that your employees have adequate pay from which to withhold the taxes, thus relieving
you of the potential liability of paying the employees’ taxes.

This document contains step-by-step procedures for entering additional wage information into
EasyPayNet. It also provides you with an ADP Web site that will give you an explanation of an item’s
taxability and where the additional wage information appears on employees’ W-2s.

v" Please review the payroll tutorial that is available in the EasyPayNet application. You can access
the tutorial by clicking the tutorial link at the bottom of the EasyPayNet Home page.
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Entering additional wage information for employees who are receiving a

regular paycheck

v’ Before you begin the following procedure, be sure to enter any permanent changes to employee
information (i.e., name, Social Security number, address, etc.) and edit your payroll schedule.

To process an additional wage item with a regular paycheck:

1. On the EasyPayNet Home page, place the cursor on the Payroll tab. A list of options appears.

2. Select the Pay Details option. The Pay Details page appears.
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/3P EasyPayNet. » pay Datails
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3. From the employee list, select the employee for whom you want to add wages.

4. Enter all appropriate pay data for the employee’s paycheck. For additional wages, locate the
additional wages name in the Earnings name column (e.g., FRINGL1). Then, in the amount
column, enter the dollar amount.

5. Review and submit the payroll using your normal routine.
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Entering additional wage information for employees who are not
receiving a regular paycheck

Use the Record a Manual Check tab to record additional wage information for employees who are not
receiving a regular paycheck, i.e., employees who are terminated or employees who need adjustments
after the last pay of the year. The wage information will be added to the employees’ year-to-date

figures and will then be included on their Form W-2.

A If you have additional wages that apply to year 2009, you must record a manual check prior to the
first payroll of 2010.

To record additional wage information for employees who are not receiving a regular paycheck:

1. On the EasyPayNet Home page, place the cursor on the Payroll tab. A list of options appears.

2. Select the Manual Check option. The Record a Manual Check page appears.

Security & Users

Switch Accoun ts Help Llog Out
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3. From the employee list, select the employee for whom you want to add wages.

4. If you do not want to use Paycheck Calculator, locate the additional wage name in the Earnings
column. Then, in the dollars column, enter the dollar amount. Finally, complete the Check
Number field. Use the prefix “A” to identify this type of check. For example, for the first manual

check, type Al. Next, go to step 7.

—-0OR -

If you wish to use Paycheck Calculator, click the Paycheck Calculator link and go to step 5.

5. On the Paycheck Calculator page, select either Calculate Net Pay or Calculate Gross Pay. The
withholding amounts are automatically calculated based on the employee’s withholding and
deductions setup.
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Click Record a Manual Check from Results. You are prompted to confirm that you want to
proceed.

Click OK. The Record a Manual Check page appears. Earnings are assigned to the Other
category. You can change the earnings category, if desired.

6. Complete the Check Number field.
7. Repeat steps 3 through 5 for additional employees.

8. Continue with your normal processing routine.
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Entering third party sick pay additional wage information

Use the 3rd Party Sick Payment page to record amounts from a check issued by an insurance agency
or state disability program. This is necessary so employer taxes can be paid.

To record additional wage information that is third party sick pay:

1. On the EasyPayNet Home page, place the cursor on the Payroll tab. A list of options appears.

2. Select the Third Party Sick Payment option. The 3rd Party Sick Payment page appears.

A3 EasyPayNet. » 3vd Party Sick Payment PC SUPPORT TEST CLIENT AS20 - B45 Home Security & Users Switch Accounts Help Lng Out

EMPLOYEE LIST ANDERSON, JASON L status: [neve =]

Prev Top Bottorn Mext Ernployee 0014  STORE 2

Active (14)

AWDERGOMN, JASON L 0014 |
ANDERSOM, JASON 5 0116 thack 1 |

CASTRO, STEPHANIE 0008
GA, TEST 0125

N, TEST 0128 Earnings Taxes
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3. From the employee list, select the employee for whom you want to add wages.

4. Using the statement from the insurance agency, in the Third Party Sick Pay Earning field, type the
total gross amount of third party sick pay earnings.

v Ifa portion of the third party sick pay was entered previously, enter only the additional
amount not reported to date.

5. In the Taxes section, type the dollar amount of federal taxes and FICA paid on the third party sick
pay earnings.

6. Continue with your normal processing routine.
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Definition of additional wage terms

For definitions of additional wage terms, access this Web site:
http://complianceconnection.adp.com/Glossary.aspx

The following page appears.

TFS HOME TOOLEDX

GLOSSARY NEWSLETTERS
- Glossary
+ Payroll

» Tax

» Unemployment Insurance

» Wane Garnishment

Confused about a specific term or acronym? Solve the mysteries of
terminelogy with this informative resource. Updated regularly with industry-
specific vocabulary and concepts, the Glossary provides easy-to-
understand definitions of tax-related terms.

Crystal Clear Communication

Search for a term:

I in IAII Categories's LI SEARCH

Or, select a letter below:

Results:

* ABATrans Code
& nine-digt numeric code created by the American Bankers SAssocistion that identifies an employer's bank
and routing for electronic tranzactions.

¥ Abate

Term mnst aften Lsed wwhen rersstine ananency to Feweree nr cancel 8 nenate charms

m Automatic Data Processing, Inc. | SEARCH

THE BUSINESS BEHIND BUSINESSE © ADP.COM © ABOUTADP © EMPLOYMENTREPORT C INVESTOR RELATIONS © CAREERS © CONTACTUS

Follow the directions to
find your wage
category.

Explanation of taxability

For explanations of the taxability of many types of additional wages and where the data appears on

Form W-2, access this Web site:
http://complianceconnection.adp.com/Toolbox/PayrollResources.aspx.

The Payroll Resources page appears. See the next page.
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Payroll Resources page

55 BEHIND BUSINESS®
TFS HOME TOOLBOX
TFS Home
- Toolbox
» Forms Download
» Federal Taxes
» State Taxes
» Local Taxes
T Payroll Resources

= Payroll Taxability

m Automatic Data Processing, Inc. | SEARCH

GLOSSARY NEWSLETTERS LEARNING CENTER KEY DATES

© ADP.COM © ABOUTADP © EMPLOYMENT REPORT © INVESTORRELATIONS © CAREERS © CONTACT US
FAQ

Payroll Resaiirce ‘;

Handling all facets of payroll processing can be quite a ch'ore—especiall_v
W ith the task of remembering tax-filing deadlines or staying up-
to-date on important payro + 5. Be unburdened! Use ADP's

payroll resources to help with your payroll-relate Se resources

offer valuable information that will help you report timely and accurately. Click Federal Taxes to

Peace Of Mind At our Fingertips. access W-2 Wage

information.
= Payroll Reporting Forms
» Tipped Employess Paylol! Ta_)(ahility B - - Payroll Rep_ i) Forms = o |
Determine if payroll festures such as third-party sick  Revig and descriptions of
» Record Keeping pay and groug tenm life insurance are subject tota,  important federsl reporting forms. Click Payro Il Taxabil |ty to
» Wark Eligikility Tipped Employees = Record Keeping determine the taxab”ﬂy of
; Learn more about the importance of reporting tip Review the federal record-keeping requirements for ipe
» Year- End Balancin
4 earnings to employers. all non-sgricuttural employess. SpeCIfIC payf0|| features.
» Year-End Checklist
Work Eligibility = Year-End Balancing
» Supplemental Wage Get important rules and reguistions about work Ohtain uzeful tips on balancing your quarterly reports
(Bonus) Withholding eligibility in the United States. weith your annual reports.
# L I rit |
TR nehene Year-End Checklist = Suppl I Wage (B Withhelding
» Mewy Hire Reporting Use this tool to plan and organize all aspects of your  Access the federal and state withholding methods
year-end processing and obigstions. for calculating taxes on supplemental wages.
» Wital Connections
@ 2008 Autornatic Data Processing, Inc Site Map | Site Index | Privacy | Legal

W-2 Taxable Wages page

THE BUSINESS BEHIND BUSINESS®

TFS Home
~ Toolhox
* Forms Dowenload

Federal Taxes

Federal Tax
Calculations

W2 Taxable Wages

Federal Estimated
Interest Rates

Social Security Tax
Schedule

Federal Reporting
Farmz

Other Federal Changes

Electronic Federal Tax
Payment System

State Tawes

» Local Taxes

Payroll Resources

Unemploymernt Insurance

ey Hire Reporting

ital Connections
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W-2 Taxable Wages

Responding to employee W-2 inquiries is much eas

pay elements used to determine the taxable wages on the W-2. The
explanation which follows reflects only the most common pay elements that
determine taxable wages on the W-2. Pay Elements Used To Determine Taxable \Wages.

Box 1: Wages, Tips and Other Compensation
Gross Earnings (Includes taxable fringe benefits and tips)

Minus Federal Tax Exempt Wages
ins: Deferred Compensation
Mins Mesls Scroll to locate the additional
Minus Cateteria 125 Benefits (May vary based on the benefit) wage information and the box
Pluz Group-Term Life Insurance (cost of coversge over 550 0007 on the W_2 Where thlS
Pluz Third-Party Sick pay . . .
. information is recorded.
Plus Other Compensation

Box 3: Social Security Wages
Gross Earnings (Includes taxable fringe benefits and tips)

Minus Social Security Exempt Wages

hdinus heals

tinis: Tips (Social Security Tips must print separately in Box 7)
inis Cafeteria 125 Benefits (May vary hased on the benefit)

Plus Group-Term Life Insurance (cost of coverage over $50,0007
Pluz Third-Party Sick pay
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