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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 2010 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.

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.

/3D EasyPayNet. » pay Datails PC SUPPORT TEST CLIENT AS20 - B45 Home Security & Users Switch Accoun ts Help Log Dut
——
EMPLOYEE LIST ANDERSON, JASON L e P - |
Prew Top PBotkorn MNext Ermployes 0014 STORE 3
Active (14) = | Pay Details | | Void Check | ‘ Manual Check ‘ ‘ Pre-Calc Gheck ‘
ANDERSON, JASON L 4 0014
AMDERSOM, JASON 5 0116 Check 1
CASTRO, STEPHAMIY ooog L
‘G:TTEEBSTT gig: Salary/rate information is confidential. Discuss with executive contact enly.
JONES. JERRY I Bl Earnings Set 1 Withholdings
Le, TEST 0126 Hourly Rate  § Taxes
LOMAS, DANIEL S| o1z39 Labor AZ30 B cr Exermpt
Ms, TEST 0127 Number 5
NELSOM, TALGH 0117 REGLAR  hr ¥ pisas. Default | Use Default %
ROBIN'G LAWN fARE 0130 SrTiE it Fere ERurG
SMITH, AMY 0123
SMITH, WILL D124 VACADI*  hr ¥ FED WT Dafautt Use Default 97
THOMAS, JR. 0007 REGRTZ  hr | {8 Exempt
WACTON  hr | Exernpt
RTOT b W STATE Defsut | Use Default % =)
1095¢F  hr ¥ UNEMCO Defautt | Use Default % 7
saLary dol f 81250 Deductions
FRINGL® dal ¥ I ss TP
SICADI*  hr '— Me TIP
$
Select the employee to be SR B I unro
paid and enter the pay data Lo
. [T mEDizs
I Craate New Rate
M IraA Default Use Dafault % 7]
Sort: ,ﬁ, ] Hours: 0,00 Dollars: § 812,50 —_——— il
v indicates a requirad fie
I Add A New Employee | I Save. ] B __vndochances | [ treateNewcheck | [ pelete check |

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.
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Entering additional wage information for employees who are not
receiving aregular 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 2010, you must record a manual check prior to the
first payroll of 2011.

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.

39 EasyPayNet. » Record A Manual Check PC SUPPORT TEST CLIENT AS20 - B45 Home Security & Users Switch Accounts Help Log Out
Employees Payroll Reporting & Printing
EMPLOYEE LIST ANDERSON, JASON § Status: | Active =
Prev Top PBottorn Mext Employes 0116  STORE 2
Active [12) | ‘ Pay Details | | woid Check ‘ | Manual Check ‘ ‘ Pra-cCalc Check |
ANDERSON, JASOM L 0014 This will not produce = live check, Paycheck Calculator
CASTRO, STEPHANIE 0003 Check - (new)
Ga, TEST 0125 $0.00
IM, TEST o1zg
JONES, JERRY J ools
Le, TEST 0126 P
LOMAS, DAMIEL S 0129 Selected Check Labor Distribution New Labor Number
Mg, TEST 0127 1
HELSON, TALON 0117 Check Number  »
ROBIN'G LAWN CARE 0130 Labor Murnber I:l
SMITH, AMY 0123 Assacia ted Hours 0.00
Met Pay $ 0.00
Assaciated Met Pay $0.00
Earnings Withholdings
REGLAR haours $ dallars Taxes
OFTIME hours $ dellars FICA ¥
WACTON hours $ dellars oPT ¥
SICK hours % dallars [iang ¥
RT OT heurs % dellars FED WT ¥
REGRT2 heurs ¢ dellars EIC ¥
SALARY hours $ dollars DISAB, E
OTHER hours  § dellars STATE ¥
VACADI¥ hours $ dollars Deductions
SICADI* hours § dollars MED125 3
BONUS1 hours § dollars INTRST 3
SDGESAL hours § dollars IR A 3
1099%% hours 3 dollars 10%PEM Ed
SUP W& hours § dollars VACACR 3
MISC. §
P
Earning not paid AL ¥
LHIGH ¥
HOSF, ¥
GARHOE ¥
PRVDET +
HQPD +
55 TIP ¥
MC TIP ¥
Sort: =1 &
I addavewemployee | [ Save ] [ _vodochanges | [[oreate vew check ] | pelete check |

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.

3P EasyPayNet. » and party Sick Payment PC SUPPORT TEST CLIENT AS20 - B45 Home Security & Users Switch Accounts Help Log Dut
Employees Payroll | Reporting & Printing
EMPLOYEE LIST ANDERSON, JASON L status: [meee =]
Prev Top Botborn fNext Ernployee 0014 STORE 3
Active (14)
|
ANDERSOM, JASON 5 0116 theck1 |
CASTRO, STEPHAMIE ooos i
GA, TEST 0125 E " T
IN, TEST 0128 aEnings Gxes
JONES, JERRY 1 o016 Third Party Sick Pay Ezrning Federsl $
LA, TEST 0126 Social Secuwity/Medicare  §
LOMAS, DAMIEL 5 0129
ME, TEST 0127
MELSOM, TALOM 0117
ROBIN'S LAWN CARE 0120
SMITH, AMY 0123
SMITH, WILL U 0124
THOMAS, JR. o007
+
Sord Ee + indicates 2 requirad fiald
[ ~dd A new Employee I save ] | undochanges | [[_treatenewtheck | [| Delete theck |

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. Inthe 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.
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» Newsletters
» Payroll Resources
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+ Forms Download .
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Explanation of taxability

For explanations of the taxability of many types of additional wages and where the data appe
Form W-2, access this Web site:

http://complianceconnection.adp.com/Toolbox/PayrollResources.aspx.

The Payroll Resources page appears. See the next page.

EasyPayNet Additional Wage Information 6

ars on

August 2010



Payroll Resources page
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+ Contact ADP
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Payroll Resources
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* Forms Download
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B ) avroll Reporting Forms
DL e Review the filing due dates and descriptions of important federal reporting farrms, ICk Fayro axability to

~Payroll Resources determine the taxability of
Payroll Reporting Forms Tipped Emplovees Specific payroll features_ | |

W-2 Taxable Wages page

ProductLogin | ContactUs | Careers | Investors E:’Ichgr;;::Lr‘t'} =

@ THE BUSINESS BEHIND BUSINESS®
g PRODUCTS & SOLUTIONS | TOOLS & RESOURCES  PARTNERS  MEDIA CENTER asoutape | [ |seaRcH

Tools & Resources

Go Back To: Home / Tools & Rescurces / Compliance Connection / Payroll Resources / BODKMARK {2 swall B FRINT e
Contact Us
- . { + Contact ADP
Services

Resour

» Contact ADP

Unemployment
Compensation
Services

ECONOMIC STIMULUS PLAN

3
HEALTH CARE REFORM 3

WHITE PAPERS, CASE STUDIES,
& MAGAZINE:
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D e ety Tler e Determine the Taxability of Specific Payroll Features. ext. 411
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» FAQ . services that fit your
If you are not sure of the taxability of a specific feature, you're in the right place! company's neads
» Glossary - - -
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+ Federal Taxes DEFERRED COMPENSATION Employee Taxable Employer Taxable e o —
» Forms Download -
» NEW - Int'l ACH Transaction Federal Taxable Mo* Mot Applicable
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VIEW YOUR SOLUTION
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Payroll Reporting Forms on the W-2 where this

information is recorded.
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