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EasyPayNetSM 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 2011 payroll: 

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

 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 

 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. 

  

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., FRING1). Then, in the amount 
column, enter the dollar amount. 

5. Review and submit the payroll using your normal routine. 

Select the employee to be 
paid and enter the pay data. 
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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. 

 If you have additional wages that apply to year 2011, you must record a manual check prior to the 
first payroll of 2012. 

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. 

 

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 A1. Next, go to step 7. 

– OR – 

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. 

 

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. 

 If a 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. 

 

Follow the directions to 
find your wage 
category. 

http://complianceconnection.adp.com/Glossary.aspx�
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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. 

Payroll Resources page 

 

Click Payroll Taxability to 
determine the taxability of 
specific payroll features. 

Click Federal Taxes to access 
the Federal Taxes page. Then, 
click W-2 Taxable Wages to 
access W-2 taxability information. 

http://complianceconnection.adp.com/Toolbox/PayrollResources.aspx�
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W-2 Taxable Wages page 

 
 
Payroll Taxability page 

 

Scroll to locate the taxability of 
a specific payroll feature. 

Scroll to determine the pay 
elements used to determine 
taxable wages for each box 
on the W-2. 


