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Contact information

Internal Revenue Service

Forms — (800) 829-3676

Assistance for Businesses — (800) 829-4933

Web Sites: Home Page — http://www.irs.gov

Forms — http://www.irs.gov/formspubs/index.html

Social Security Administration

General Information — (800) 772-1213
Web Site — http://www.ssa.gov

Other resources
ADP Small Business Services

Web Site — http://smallbusiness.adp.com/

v EasyPay clients may access valuable payroll and tax information, product information, and
other helpful resources on the Client Services and Support page on the ADP Small Business
Services web site.

http://smallbusiness.adp.com/small-business-services/client-support.aspx

ADP Tax and Financial Services

Compliance and Payment Solutions (CAPS) Portal —
http://sharepoint.adpcorp.com/Sites/CAPS/default.aspx?PageView=Shared

v' For state wage and tax information, we recommend using the Compliance Connection, or
BNA references if available in your center.
http://www.adp.com/tools-and-resources/compliance-connection.aspx

SBS Service Training

Web Site Home Page — http://shslearning.es.ad.adp.com/

State at a Glance — http://sbslearning.es.ad.adp.com/Reference Lib/State At Glance/State.htm

Quick Reference Procedures — http://sbslearning.es.ad.adp.com/Reference_Lib/
Quick Ref Procedures/WebHelp/QRCHTML.htm

Copyright © 2014 ADP, LLC
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copied, transmitted or distributed in any form or by any means, electronic, mechanical or other, including
photocopy, recording or any information storage and retrieval system, without the express written permission of
ADP. All Rights Reserved.
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Preparing for Year End/
Agency Contact Information

This chapter provides an overview of quality initiatives that are conducted throughout the year to
help us prepare for a successful year end and general agency contact information.

v" For situations involving EasyPayNet clients, refer to Service Center Procedures for
EasyPayNet for additional information. To access, go to the SBS Service Training intranet
site at http://sbslearning.es.ad.adp.com. Under the Reference Library menu, highlight
Products/Features and click EasyPayNet.

v EasyPayNet year-end procedures will also be published on the ADP Small Business Services
Client Center Web site in October. EasyPayNet clients may access them by going to this
address: http://adp.com/small-business-services/client-support/year-end-central.aspx.
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Preparing for Year End: Quality Initiatives

Every year end, SBS and AutoPay perform various tests on the output for the coming year end to
ensure that our clients have a successful year-end experience.

Joint pilot testing with AutoPay

In June and September, we conducted joint pilot tests with AutoPay in Southern California and
Dallas. These tests allow us to specify client criteria so we can ensure that W-2s produced on the
AutoPay mainframe reflect changes for this year end. A December pilot with AutoPay is
scheduled with the location to be determined.

Accountant audit conducted with AutoPay

As you may be aware, every year ADP in Roseland brings in accountants to verify that the
calculations on our year-end output are occurring correctly. The first audit is scheduled for
September. The final audit is scheduled for December. Any issues found are ranked and
scheduled for development and released accordingly.

1-2 What’s New for Year End
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Agency Contact Information

This section includes the following:
* IRS contact information
» Social Security contact information

IRS contact information

General telephone numbers and links

Deaf Communications (800) 829-4059
Forms (800) 829-3676
Assistance for Businesses (800) 829-4933
Assistance for Individuals (800) 829-1040
Internet http://www.irs.gov

Locate a Taxpayer http://www.irs.gov/uac/Contact-Your-Local-IRS-Office-1
Assistance Center

Applying for an Employer Identification Number

IRS contact information is provided below for clients applying for Employer Identification
Numbers (EIN).

To apply Number/Link
By Phone (800) 829-4933
By Fax (859) 669-5760

(267) 941-1040*

Online (EIN Assistant) https://sal.www4.irs.gov/modiein/individual/index.jsp

* For employers or individuals who have no legal residence, principal place of business, office or agency
in any state.

Social Security telephone numbers

General contact information

Deaf Communications  (800) 325-0778
General Information (800) 772-1213

Internet http://www.ssa.qov

State Social Security Administration telephone numbers

For a listing of Social Security Administration regional office locations and phone numbers, visit
the SSA Web site at: http://www.ssa.gov/employer/wage_reporting_specialists.htm.
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Payroll Procedures

The first part of this chapter contains the following payroll procedures, which are used during
year-end:

*  Processing the last and first payroll of the year

» Balancing error messages

»  Cutting the fourth quarter

» Correcting payrolls processed in the wrong quarter
* Making adjustments at year-end

The second part of this chapter contains information about the following topics:

» Client Processing History

» Correcting employees’ W-2s

* Amendments

» EasyPayNet interim details files (for EasyPayNet payrolls only)

v" For information and procedures on bonus payrolls, refer to chapter 3 in this guide.

v" For situations involving EasyPayNet clients, refer to Service Center Procedures for
EasyPayNet for additional information. To access, go to the SBS Service Training intranet
site at http://sbslearning.es.ad.adp.com. Under the Reference Library menu, highlight
Products/Features and click EasyPayNet.

v EasyPayNet year-end procedures will also be published on the ADP Small Business Services
Client Center Web site in October. EasyPayNet clients may access them by going to this
address: http://adp.com/small-business-services/client-support/year-end-central.aspx.
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Processing the Last and First Payroll of the Year

When your center processes each client’s first payroll of the year, all year-to-date totals,
quarter-to-date totals, and terminated employees from the prior year are deleted. The run number
and quarter number are set to one, and the year is increased by one.

Terminated employees who have declining balance deductions with year-to-date figures, fiscal
year-to-date deductions, or deductions set up with “NO” in the Clear field are not deleted. These
employees remain on file until the balance is cleared and the client processes their first payroll of
the next year.

v" To remove a terminated employee that has a deduction set up with a “NO” in the Clear field
in the Deductions module of Profile, remove the “NO” for the deduction and purge the
employee from the client’s master file. Remember to add the “NO” back to the Clear field
once the employee has been deleted.

v ltis possible to purge a terminated employee from a client’s master file at any time, as long
as the employee has no year-to-date balances that are associated with a tax or codeword. If a
client requests that a terminated employee be deleted from the master file, and the employee
meets these conditions, notify your supervisor or manager. Only associates with
Executive-level EasyPay system authority can perform this function. This can be
accomplished via the MNUSS1 menu option 22 (Delete Terminated Employees).

Employees who have a Leave of Absence status are not deleted from the master file.
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Process flow for last and first payrolls
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the quarter is
loaded to
Callin.

Client
processes last Control file is updated.
pay of the QT. file is created.
quarter.

! !

Quarter-end and
year-end
are processed.

End-of-week backup is
processed.

Clientis
loaded to
Callin as first
pay of the
quarter and
year.

First pay of the First pay of the year is

year? processed.
No
v Y

Change quarter and
run numbers and
EOM/EOQ indicators
to indicate last payroll
of the quarter.
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Balancing Error Messages

The following table contains a list of warning and terminal error messages you may see on the
Balance Listing report during quarter-end processing. The table below lists descriptions of why
these balancing errors occur and the action you should take to resolve the error.

Warning errors

Message Description/Action
Master not in control The current master file does not equal the CONTROL file.
file A\ Do not run a current payroll with this error. You may overwrite data

from a prior payroll.

Check the run number to see if it is the next sequenced number. If so, check
the Date Page EOQ/EOM indicators for “Fs” (shows the first pay of the
month and the first pay of the quarter), determine if they are correct. If the
EOQ/EOM indicators are correct, call SBS Payroll Support in Moorestown
for assistance.

DATECD RUN# The payroll is out of sequence. The run number in the CONTROL file does
WRONG not match the run number in the master file.

If you balanced a fourth-quarter payroll after you have run a first quarter
payroll, this error will occur. Only in this situation, you can ignore this error
and process the payroll. Also in this situation, since the master file does not
match the CONTROL file, fourth-quarter payrolls for Tax Filing clients will
not pass to San Dimas. For those clients, you must perform the Recreate
Tax Data for Sel TPF Cli process to transmit the payrolls to San Dimas.

If you receive this warning error in a different situation (you did not balance
a fourth-quarter payroll after you had run a first quarter payroll), do not
ignore the error. Do further research to determine why the master file and
the CONTROL file are out of sync.

QTR CUT EARLY The system forecasts the next check date. If the check date is within the
current quarter, the warning message “QTR CUT EARLY” appears in
balancing.

If this is the client’s last payroll of the quarter, no action is required. If this
is not the client’s last payroll of the quarter, remove the “Y” in the
EQY/EOQ field in Callin or the “Q” in the EOY/EOQ field in Correct a
Payroll.

50 catch-up missing This warning error appears for payrolls processed during January if a client
set up for ADP 401(k), ADP Roth 401(k), or ADP SIMPLE IRA has an
employee 50 years old or older who is set up for 401(k) or SIMPLE, but is
not set up for the catch-up deduction.

Add the catch-up deduction using the same percent contribution as the
employee’s plan deduction. Refer to the employee’s profile for the
applicable percent.

v’ For ADP 401(k) clients, employees’ 401(k) and catch-up deductions are
not deducted simultaneously.
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Terminal errors

Message Description/Action

First pay of year not You typed a “B” or “F” in the EOM field on the Date Page for a payroll
runl with a January check date and a run number other than one.

If this is the client’s first payroll for the month of January, change the
payroll number to 1. If it is not the first payroll in January, remove the “B”
or “F” from the EOM field, and leave the field blank or type Y if it is the
last payroll of the month.

1st of qgtr bad run # A payroll was entered that had the wrong run number. Determine the
correct run number and correct it in the details file.

Invalid Emp# An employee number of a new hire, rehire, or tax transfer contains non-
numeric characters, that is, alpha, symbol, and/or blank characters.

Invalid Hire Date An employee’s hire date is not a valid date (MM/DD/YY).

Bad employee You are trying to rehire an employee terminated in the fourth quarter. This

employee was purged with run 1 of the new year.

The employee cannot be rehired. He or she must be entered as a new hire.
Change the details and rebalance the payroll.

Bad deduction code or A deduction or earnings code was set up in the fourth-quarter QT. file

bad earnings code instead of the fourth-quarter M. file. When you go into Profile, if you type
“Y” for the prior quarter, you will access the QT. file. This file is used to
run quarterly reports only, not payrolls.

Add the deduction or earnings to the appropriate M. file, then, rebalance the
payroll.

50 catch-up missing This terminal error appears for payrolls processed from February through
December if a client set up for ADP 401(k), ADP Roth 401(k), or ADP
SIMPLE IRA has an employee 50 years old or older who is set up for
401(k) or SIMPLE, but is not set up for the catch-up deduction.

Add the catch-up deduction using the same percent contribution as the
employee’s plan deduction. Refer to the employee’s profile for the
applicable percent.

v’ For ADP 401(k) clients, employees’ 401(k) and catch-up deductions are
not deducted simultaneously.

Cli Not Tax Has Curr The client was not a TFS client in the prior year, but is starting TFS in the
Bits new year. The Tax Filing feature (i.e., BITS) was set up using the QT. file
instead of the M. file.

Access the first quarter profile. Type Y next to the current master and type
the correct quarter and run numbers. Access the Tax Record in the Bank
Account Information module. Press F7 (Update) to save the changes in the
correct M. file. Write your work back to master file and rebalance the
payroll.
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Message Description/Action
CKDT V 10CRD The system determines if the check date is in the current quarter. Then, the
QTR/YR# system determines if the year number in the check date is the same as the

year number in the client’s master file. If the year numbers are the same, the
system then determines if the month of the check date is in the same quarter
as the master file. If either the year and/or quarter numbers are different, the
terminal error “CKDT V 10CRD QTR/YR#” appears in balancing.

Access the Date Page in Callin, correct the check date, and rebalance the
payroll.

If the check date is correct, the client’s master file may be out of sync.
Contact SBS Payroll Support in Moorestown for further assistance.

EOQ NOT SELECTED

The system forecasts the next check date and determines if it is in the same
quarter. First, it determines if the month of the next check date is in the
current quarter. If it is not, the terminal error “EOQ NOT SELECTED”
appears in balancing.

If this is the client’s last payroll of the quarter, type a Y in the EOY/EOQ
field in Callin or a Q in the EOY/EOQ field in Correct a Payroll.

If this is not the client’s last payroll of the quarter, type an N in the
EQY/EOQ field in Callin.

QTR NOT CUT The first payroll of the new quarter has been entered, but the previous
quarter has not been cut.
Cut the previous quarter manually. Refer to the procedure on page 2-11.
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Cutting the Fourth Quarter

When an associate cuts a client’s fourth quarter, the system identifies the payroll as the client’s
last payroll of the year. The master file (i.e., M. file) used to cut the quarter is saved on disk as a
quarterly (QT.) file. The system processes all quarter-end and year-end reports using the QT. file.
When processing quarterly reports, the system can also produce a client’s year-end reports.

v Timely cutting of Tax Filing Service (TFS) clients’ quarters ensures that late closes and
deposits do not occur. Thus, penalty and interest fees are avoided. Refer to the San Dimas
calendar for the close schedule.

Each time an associate recuts the quarter for a client, the system creates a new QT. file and
replaces the existing QT. file for that quarter. This ensures that a client’s quarterly reports are
processed from the most current QT. file.

The system updates the CONTROL file each time the quarter is cut with the quarter number and
run number of the client’s master file. If the client’s quarter is cut multiple times, each cut
replaces the previous information in the CONTROL file. The Quarter Control system displays the
CONTROL file information and is used to produce the service center’s quarter-end status reports.

This section contains information on the following topics:

e Quarter-cut indicators

» Cutting the fourth quarter in Callin

e Cutting the fourth quarter through Correct a Payroll
e Manually cutting a quarter

e System updates

»  Clearing the master file

Quarter-cut indicators

To cut a quarter for Teledata clients, associates enter an indicator through Callin or Correct a
Payroll. (For instruction on how to do this, see page 2-10.)

On EasyPayNet, the quarter-cut indicator (i.e., “Last Pay of the Quarter”) appears on the Payroll
Schedule page. The system converts this information to the appropriate quarter-cut indicator in
the payroll details (D.) file. If the last payroll of the quarter is not indicated, and it should be, the
client can change their check date so the indicator changes or call the service center after they
submit the payroll. The service center will change the quarter indicator in Correct a Payroll.

When the system encounters a quarter-cut indicator during payroll processing, the system copies
the output master file to a QT. file. Then, it updates the CONTROL file with the output master
file’s quarter and run number.
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Table of quarter-cut indicators

Situation Indicator What Happens/Errors

The first pay of the quarter  F The system determines if the check date is in the
current quarter. Then, the system determines if the

Both the first and last pay B year number in the ch_eck’ date is the_ same as the

of the quarter year number in the client’s master file. If the year
numbers are the same, the system then determines if
the month of the check date is in the same quarter as
the master file. If either the year and/or quarter
numbers are different, the terminal error “CKDT V
10CRD QTR/YR#” appears in balancing.*

A quarter indicator is not Blank The system forecasts the next check date and

applicable, i.e., itisa determines if it is in the same quarter. First, it

regular payroll and not the determines if the month of the next check date is in

first or last of the quarter. the current quarter. If it is not, the terminal error
“EOQ NOT SELECTED” appears in balancing.

Override (e.g., forabonus N The system assumes that this is not the last pay of

payroll or adjustment) the quarter. The system produces a quarter-end
master file (QT. file), but lists the client as not cut in
the Quarter Cut system. The client will not appear
on any EOQ reports.

End of quarter in Correcta Q The system forecasts the next check date. If the

Payroll check date is within the current quarter, the warning
message “QTR CUT EARLY” appears in
balancing.*

End of quarter in Callin Y The system forecasts the next check date. If the

check date is within the current quarter, the warning
message “QTR CUT EARLY” appears in
balancing.*

*  For additional balancing errors that may occur during quarter-end and year-end processing
and information on how to correct these situations, refer to the section Balancing Error
Messages beginning on page 2-5.

A\ If any of the warning or terminal errors mentioned above occur when keying a payroll
through Callin, the quarter indicator should be corrected on the Date Page in Callin.
Generally, Correct a Payroll should only be used to change an incorrect quarter indicator for

EasyPayNet clients.
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Cutting the fourth quarter through Callin
This is the primary method to use when cutting the fourth quarter.

To enter quarter-cut indicators in the Callin file:

MCK CO# CAROL'S TEST3 DEPT#

Tax Filing

P/B Mon 122010 P/E Fri 122410 CKD Mon 122710 Q# 4 R# 6 RR# WK# 51
STUB MESSAGE

Pay#t 3 of this month Payroll Type/Override Pay# (?-List) SUPPRESS ACH

RTH4

wisc | the EOQ/First Pay of New Qtr and EOM/First Pay of New Month fields.

—OR-—
If the payroll is the last payroll of the month and quarter, type Y in the
EOQ/First Pay of New Qtr and EOM/First Pay of New Month fields.

Deduq |f the payroll is the first and last payroll of the month and quarter, type B in

~ EMPLOYEE LIST

.. MASTER LIST . EOM/FIRST PAY OF NEW MONTH
EOQ/FIRST PAY OF NEW QTR Hold for Service? = Invoice void Reason
SPECIAL HANDLING
Fl11l=Payroll alert ctg
F4=Inv Void Rsn  F5=PR History F7=COBRA Paymt F10=A11 Cks Yes F12=CANCEL
03/079

MR f MW

Cutting the fourth quarter through Correct a Payroll

If you forget to cut the fourth quarter through Callin, you can cut the fourth quarter through

Correct a Payroll.
To enter quarter-cut indicators in Correct a Payroll:

1. Onthe Select Functions screen, type a Y next to Others and then make sure to edit “by

record”—not “by employee.”

Update Details File Hode . . . . IMSERT
Tupe . . . 25 File . . . . ODTHAINTY
2. If the payroll is the first and CLI# C0  Period Check Starting
last payroll of the quarter, End Date  Date Check #
type B in the EOY/EOQ field. — -
EQY-EOQN Stop ACH Ded Ded
-OR - [ (H=5topl Code |1 Code 2
If the payroll is the last payroll 1 - — —
of the quarter, type Q in the Ded bed Ded
- Code & Code T Code &
EOY/EOQ field.
Ded Ded Ded Ded Pay # of Honth Setup ¥TD MTH
Code 9 Code 10 Code 11 Code 12 (1-5 or S=Speciall Run Rpt Sum
(s) 12 1)
1
F3=Exit F5=Refresh FE=Select tupe
F39=Insert FI1@=Entruy F11=Change
2-10
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Manually cutting a quarter

You must manually cut a quarter in the following situation: A client wants to process the first pay
of the new quarter or year, but the previous quarter has not been cut. You must perform the
manual cut before taking the first payroll of the new year.

To manually cut a client’s quarter:
1. From your main menu, select option 1 (Payroll Data Menu) and press ENTER. The Payroll
Entry menu appears.

2. From your Payroll Entry menu, select option 6 (Manual Quarter Cut) and press ENTER. The
first Manual Quarter Cut screen appears.

Manual Quarter Cut
Enter Client Numbers
Cli Cli Cli Cli Cli Cli Cli Cli
# # # # # # # #

Press 'ENTER' to continue.

CMDS : 7 End Program, No Select

3. Type the client codes to be manually cut and press ENTER. The second Manual Quarter Cut
screen appears.

HManual Quarter Cot

vAH CLi Client Otr Run Y/H  Cli Client Ot Run
Sta # Name # # Sta # MName # #

¥  SE4 TRI-STATE AUTO DEALE 4 02

=tatus Codes=s: A - Payroll Actiwve C — Cust =wc Actiwve M = Mot in Control

CHOS: 1 Scroll Backwards 4 Change 3ll ¥ to W 7 END SELECT 12 Change QtesRund

4. Verify that the quarter and run numbers are correct.

A 1t is extremely important to verify that the quarter and run numbers are correct. If they are
not correct, the wrong master file will be cut. This is a common error, especially after a
new quarter begins.
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5. If the quarter and run numbers are correct, press F7 (End Select).
-0OR -

If the quarter and run numbers are incorrect, press F12 (Change Qtr/Run#), update the quarter

and/or run numbers, and press F7.

To enter a payroll through Callin after a manual quarter cut:

v" This section should be reviewed with all Teledata associates prior to year-end to help avoid

common Date Page errors.

1. From your Payroll Entry menu, select option 1 (CATS) and press ENTER.

2. If an event does not exist in the Event Center, create one and proceed to the Date Page.

A\ Do not access an event through History for a previous day. If an event is accessed
through History for a previous day, the payroll will not balance and the D. file will not be

created.
MCK CO# CAROL'S TEST3 DEPT#
Tax Filing
P/B Mon 122010 P/E Fri 122410 CKD Mon 122710 Q# 4 RH 6 RR# WK# 51
STUB MESSAGE
Pay# 3 of this month Payroll Type/Override Pay# (?-List) SUPPRESS ACH

Deduction to be taken this pay-Enter Y

SPECIAL HANDLING

Fl1=Payroll alert ctg
F4=Inv Void Rsn F5=PR History F7=COBRA Paymt F10=A11 Cks Yes

RTH401 Y RO COR401 Y CJ CUR401 Y RC ADVNCE Y N4 BC/BS Y I3 UNION1 Y U1l

MISC. 99
~ EMPLOYEE LIST
. MASTER LIST .. EOM/FIRST PAY OF NEW MONTH
EOQ/FIRST PAY OF NEW QTR Hold for Service?  Invoice void Reason

F12=CANCEL

MA f MW

03/079

3. Onthe Date Page, change the quarter number to a new quarter number and change the period

beginning, period ending, and check dates.

If it is the first payroll of the month and quarter, manually increment the quarter number

by 1.

If it is the first payroll of the month and year, manually set the quarter number to 1 and the

run number to 001.

4. Onthe Date Page, type F in the EOQ/First Pay of New Qtr and EOM/First Pay of New

Month fields. See the illustration on the next page.
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Date Page screen showing first pay of month and quarter

MCK CO# CAROL'S TEST3 DEPT#

Tax Filing

P/B Mon 122710 P/E Fri 123110 CKD Mon 010411 Q# 1 R# 1 RR# WK# 1
STUB MESSAGE

Pay# 1 of this month Payroll Type/Override Pay# (?-List) SUPPRESS ACH

Deduction to be taken this pay-Enter Y
RTH401 Y RO COR401 Y CJ CUR401 Y RC ADVNCE Y N4 BC/BS Y I3 UNION1 Y U1

MISC. 99
. EMPLOYEE LIST
. MASTER LIST F EOM/FIRST PAY OF NEW MONTH
EOQ/FIRST PAY OF NEW QTR Hold for Service? Invoice void Reason

SPECIAL HANDLING

F11=Payroll alert ctg
F4=Inv Void Rsn F5=PR History F7=COBRA Paymt F10=A11 Cks Yes F12=CANCEL

MR f MW 03/079

5. Take the payroll as usual.

System updates for the first payroll of the next year

When the system cuts the quarter and year with the client’s last payroll of the fourth quarter, the
system automatically indicates that the next payroll is the first pay of the new quarter and year.
The system accomplishes this by:

1. Incrementing the quarter number for the Worksheet and Callin.

2. Placing an “F” next to the EOQ/First Pay of New Qtr and EOM/First Pay of New Month on
the Date Page. This indicates that the payroll is the first one for the quarter.

3. Resetting the quarter and run number back to 1 if the payroll is the first payroll of the year.

Clearing the master file

Since the first payroll of the new year is processed using the master file from the last payroll of
the fourth quarter, the master file must be cleared before accumulating the new year-to-date data.
The system automatically clears the master file for the new year when it processes the first
payroll of the new year.

When clearing the master file, the system performs the following tasks in the order indicated:

1. Deletes terminated employees (without declining or fiscal balances) from the file. Employees
on unpaid leave of absence are not deleted.

2. Clears year-to-date and prior quarter year-to-date totals—except declining and fiscal
balances. (Terminated employees with declining balances and fiscal balances will not be
purged.)

3. Resets the quarter and run numbers to 1.

4. Increases the year number by 1.
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Correcting Payrolls Processed in the Wrong Quarter

This section contains procedures for:

* Rerunning a payroll that should have been processed in a future quarter
* Rerunning a payroll that should have been processed in a previous quarter

Rerunning a payroll that should have been processed in a future
quarter

2-14

If a payroll should have been processed in a future quarter (for example, a payroll was processed
in the fourth quarter with checks dated 12/30 when it should have been processed for the first
quarter with checks dated 01/02), the QT. file and the fourth-quarter M. file will be overstated by
that payroll’s amounts.

A\ Perform the procedures in the order shown below to ensure the master file and CONTROL
file stay synchronized and the proper payroll information for Tax Filing Service (TFS) clients
is sent to San Dimas.

A\ Do not process additional payrolls for the client until these procedures are completed. The
CONTROL file may become out of sequence, and information may not transmit to San
Dimas properly. Additionally, incorrect quarter- and year-to-date figures may be carried
forward and FICA recalculations may occur if additional payrolls are processed before these
procedures are completed.

A\ If you need to perform these procedures for an ADPCheck client, verify that the proper
information has been sent to Banking for the corrected run the next day. If it has not been
sent, then you need to reprint the ARP report, take the option to add it to the merge, and call
SBS Payroll Support in Moorestown to verify that the correct week and run number will be
sent to Banking.

To correct the situation, you need to perform the following procedures:

1. Set up the payroll for a rerun and create the future quarter payroll details.
2. Create and process a “Date Page only” payroll.
3. Process the payroll in the proper quarter.

The procedures for completing these tasks begin below.

Procedure 1 - Set up the payroll for a rerun and create the future quarter payroll details:
1. Set up the payroll for a rerun and select “N” to not balance the payroll now.

v" If the client should be billed for the adjustment payroll, change the “N” in the Charge for
Rerun field on the EasyPay Rerun Information screen to a “Y.”

2. After setting up the rerun, access Correct a Payroll (option 3 on the Payroll Entry menu).
Make sure to select “Modify Payroll Dates” on the Select Function screen. Type the correct
period begin, period end, and check date to reflect the next quarter, press F3.

3. If this is a multidivisional client, repeat the instructions in steps 1 and 2 for each division
prior to pressing F3.

4. When you return to the Select Functions screen select “Others.”

Payroll Procedures
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Access the 25 record (Date Page) screen; do the following:

a. If the payroll was processed in the fourth quarter and should have been processed in the
first quarter of the next year, change the quarter and run numbers to 1. For all other
quarters, change the quarter number to the next quarter (2, 3, or 4) and the run number to
one number higher than the last run number. For example, if a payroll was processed in
quarter 1 and should have been processed in quarter 2, change the quarter number to 2
and the run number to one number higher than the last run number in quarter 1.

b. Delete the rerun number. You will indicate the rerun status later when you create the
“Date Page only” payroll.

Change “Q” to F in the EOY EOQ field.
d. Type Finthe MTH Sum field.

e. Press ENTER twice after changes have been made to the 25 record.
If this is a multidivisional client, repeat step 5 for each division’s 25 record (Date Page).

When you return to a screen containing the Record Number field, if you are done entering
data for all divisions, press F3.

From the End Data Entry screen, press F3 or ENTER to accept the default “Y” for End Data
Entry.
Do the following:

a. Next to “Do you wish to continue editing?” type N and press ENTER. The system
creates the details file for the client.

b. Next to “Is this client ready to be balanced?” type Y and press ENTER.
c. Nextto “Would you like to balance the payroll now?” type N and press ENTER.

10. Create and process a “Date Page only” payroll by following the steps below.

Procedure 2 - Create and process a “Date Page only” payroll:

1. From your Payroll Entry menu, select option 1 (CATS) and press ENTER.

2. Ifa CATS payroll event does not exist, create one.

A\ Do not access an event through History for a previous day. If an event is accessed this
way, the payroll will not balance and the D. file will not be created.

3. On the Date Page, type 1 in the rerun number field. If a load to call in is required (because an
EasyPayNet client transmitted a payroll dated in the wrong quarter), retype the quarter and
run numbers of the payroll that originally processed and add 1 in rerun number field.

4. To create a “Date Page only” payroll, press ENTER to advance through the payroll. On each
screen, delete all pay records, changes, and adjustments.

5. If this is a multidivisional client, repeat steps 3 and 4 for each division.

6. When the prompt “Is the client data ready to be balanced now?” appears, accept the default of
“Y” to balance the payroll.

7. Process the “Date Page only” payroll.

v’ The “Date Page only” rerun will overwrite the payroll that ran in the wrong quarter with a
zero payroll.
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Procedure 3 - Process the future quarter payroll once the “Date Page only” payroll has run
for the prior quarter:

1. When the “Date Page only” payroll has been processed, access the payroll through Correct a
Payroll and select the details for the next quarter payroll. Make sure to select “Others” on the
Select Functions screen.

2. At the prompt “Do you want to access by employee number?” type N. The Update Details
File Type screen appears.

3. Toexit, press F3 and accept the default of “Y” for End Data Entry.

4. Do the following:

a. Next to “Do you wish to continue editing?” type N and press ENTER. The system
creates the details file for the client.

b. Next to “Replace existing details with details just loaded?” type Y and press ENTER.
Next to “Is this client ready to be balanced?” type Y and press ENTER.
d. Nextto “Would you like to balance the payroll now?” type Y and press ENTER.

5. Process the payroll.

6. Verify payroll information passed properly to San Dimas by checking TOPS screen P002.

Rerunning a payroll that should have been processed in a previous
quarter

2-16

If a payroll should have been processed in a previous quarter (for example, a payroll was
processed in the first quarter of a year with checks dated 01/02, but it should have been processed
in the fourth quarter with checks dated 12/30), incorrect information is sent to San Dimas.
Perform the procedures in the order shown below to ensure a reversal record is sent to San Dimas
for Tax Filing Service (TFS) clients to cancel the original payroll.

A\ Perform the procedures in the order shown below to ensure the master file and CONTROL
file stay synchronized and the proper payroll information for Tax Filing Service (TFS) clients
is sent to San Dimas.

A\ Do not process additional payrolls for the client until these procedures are completed. The
CONTROL file may become out of sequence, and information may not transmit to San
Dimas properly. Additionally, incorrect quarter- and year-to-date figures may be carried
forward and FICA recalculations may occur if additional payrolls are processed before these
procedures are completed.

A\ If you need to perform these procedures for an ADPCheck client, verify that the proper
information has been sent to Banking for the corrected run the next day. If it has not been
sent, then you need to reprint the ARP report, take the option to add it to the merge, and call
SBS Payroll Support in Moorestown to verify that the correct week and run number will be
sent to Banking.

To correct the situation, you need to perform the following procedures:

1. Set up the payroll for a rerun and process the payroll in the proper quarter.

2. Create and process a “Date Page only” payroll to synchronize the client’s master file and the
CONTROL file.

The procedures for completing these tasks begin on the next page.
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Procedure 1 - Set up the payroll for a rerun and process the payroll in the previous quarter:

1. Set up the payroll for a rerun and select N to balance the payroll now.

v’ If the client should be billed for the adjustment payroll, change the “N” in the Charge for
Rerun field on the EasyPay Rerun Information screen to a “Y.”

2. Determine the run number for the last payroll of the year and use the next run number for this
procedure.

3. After setting up the rerun, access Correct a Payroll (option 3 on the Payroll Entry menu).
Make sure to select “Modify Payroll Dates” on the Select Function screen. Type the correct
period begin, period end, and check date to reflect the prior quarter. Use the last day of the
prior quarter, press F3.

4. If this is a multidivisional client, repeat steps 1, 2, and 3 for each division prior to pressing
F3.

5. When you return to the Select Functions screen select “Others”.

6. Access the 25 record (Date Page) screen; then, do the following:

a. Change the quarter number to the prior quarter.

b. If the payroll should have been run in the fourth quarter, but was run in the first quarter,
change the run number. Use the run number that follows the last payroll of the year. For
the last payroll, check the Client Processing History.

c. Delete the rerun number in all 25 records (Date Pate).

d. Inthe EOY EOQ field, change “F” to “Q.”

e. Inthe MTH Sum field, change “F” to “1.”

f. Press ENTER twice after changes have been made to the 25 record.

7. If this is a multidivisional client, repeat step 6 for each division’s 25 record (Date Page).

8. On the End Data Entry screen, press F3 to accept the default of “Y” for End Data Entry.

9. Do the following:

a. Next to “Do you wish to continue editing?” type N and press ENTER. The system
creates the details file for the client.

b. Next to “Replace existing details with details just loaded?” type Y and press ENTER.

c. Next to “Is this client ready to be balanced?” type N and press ENTER.
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Procedure 2 - Create and process a “Date Page only” payroll to synchronize the client’s
master file and the CONTROL file:

1. Perform a Load to Callin from the current quarter Master file.

2. Access the payroll through CATS. From your Payroll Entry menu, select option 1 (CATS)
and press ENTER.

3. On the Date Page, do the following:

a. Inthe Rerun Number field, change the run number to the correct run number (e.g. Run 1)
and add the rerun number of “1”.

b. Inboth the EOY EOQ and EOM/First Pay of New Month fields type “F”.
In the Pay # of Month field, type S.

d. To create a “Date Page only” payroll, press ENTER to advance through the payroll.
Remove all pay records, changes, and adjustments.

4. If this is a multidivisional client, repeat step 3 for each division’s 25 record (Date Page).
5. When the prompt “Is this client ready to be balanced?” appears, type Y.

6. Process the “Date Page only” payroll. This removes the pay details from the current master
file and a payroll reversal record is created for Tax Filing Service (TFS) clients.

To process the prior quarter payroll once the “Date Page only” payroll has run for the
current quarter:

1. Rename the QT. to an M. for the prior quarter.
2. Access Correct a Payroll (option 3 on the Payroll Entry menu).

3. Select the prior quarter payroll that was created earlier. Make sure to select “Others” on the
Select Function screen.

4. Balance this prior quarter payroll now.
5. Process the prior quarter payroll.
6. When the payroll has been completed, do a manual quarter cut.

You are now finished correcting this client’s payroll.
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Making Adjustments at Year-End

This section contains the following adjustment procedures:

* Rerunning the last payroll of the quarter when the next payroll has not been processed

» Editing a client’s profile for the prior quarter

»  Processing fourth-quarter adjustments after the first payroll of the year

* Creating an M. file froma QT. file

» Entering and balancing an adjustment payroll

* Adjusting the prior quarter figures in a current fourth-quarter master file to rerun quarterly
reports

Rerunning the last payroll of the quarter when the next payroll has not
been processed

To rerun the last payroll of the quarter when the first payroll of the new quarter has not

been processed:

1. If you are processing a TFS client, tell the Tax department that a Tax Filing Service (TFS)
client whose quarter has already been cut needs a rerun.

2. Follow your regional processes for reclosing the quarter.

3. From your main menu, select option 2 (Work with an Existing Client) and press ENTER.
The Work with Client menu appears.

4. From the Work with Client (MNUSRYV) menu, select option 10 (Setup a Rerun) and press
ENTER. The EasyPay Rerun Procedure screen appears.

EASYPAY RERUN PROCEDURE

Enter the rerun data.

Client# -

Otr# -

Run# -

Press CMD KEY-? (KEY-3) to end.

5. Type the client code, quarter number, and run number. Then, press ENTER. The system
renames the T. file to an M. file. The M. file will look as it did before the payroll was run.
The EasyPay Rerun Information screen appears. See the illustration on the next page.
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6.

9.

EasyPay Rerun Information screen

TES0O2 Date: 8/05/11
FERRAROL Time: 16:23:00
EasyPay Rerun Information

Who identified the need for the Rerun? _ (A-ADP, C-Client)

Reason for the Rerun
Reason Description:

Charge for Rerun N (default = N)

F4=Reason Code Window Press ENTER to continue

In the Who Identified the Need for the Rerun? field, type A or C as appropriate. Then, type
the reason code and reason description for the rerun. Press ENTER to continue.

v" If the client should be billed for the rerun payroll, change the “N” in the Charge for Rerun
field on the EasyPay Rerun Information screentoa “Y.”

If you are rerunning a TFS client and a pop-up window containing a warning message
appears, the rerun is set up on or after the check date. This message indicates that the payroll
entry is too late to meet EFTPS guidelines and avoid P & 1.

You need to record whether you have discussed this late situation with the client and whether
the warning should be suppressed on the client’s Tax Summary.

Press ENTER. The system creates a CATS event. In the Detailed Information field, indicate
who is responsible (the client or ADP) for the P & I. If the client is responsible for P & 1,
make sure you have a signed copy of the Absolution Letter - Responsibility for Penalty &
Interest form.

If you are correcting the client profile, select option 11 (Profile) from the Work with Client
(MNUSRV) menu and press ENTER. Lower the run number by 1.
-0OR -

If you are correcting payroll details, select option 3 (Correct a Payroll) from your Payroll
Entry menu and press ENTER. (Make sure to select “Others” on the Select Functions
screen.) Make the necessary corrections.

Balance the payroll.

10. Run the payroll. The system cuts the quarter again and creates a new QT. file for the quarter.

11. Follow your regional Quarter End processes for reclose/rerunning quarter.
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Editing a client’s profile for the prior quarter

In some situations, including changing a Social Security number or a codeword, an adjustment
payroll is unnecessary. In these situations, you can edit the client’s master file (M.) for the prior
quarter and recut the quarter to reprocess quarterly reports.

v A codeword cannot be changed if it affects the FICA taxability of wages. A new codeword
and an adjustment payroll will be required. In addition, amendments will be required for prior
quarter 941 forms.

A\ The following applies if you are processing a payroll in addition to changing something in the
QT.: To edit a client’s profile for the prior quarter, you must first determine if the client has
processed a payroll in the new quarter. If the client has processed a payroll in the new
guarter, you will need to follow the procedure on page 2-23 to create an M. from the prior
quarter QT.

To edit the client profile after the quarter has been cut:

1. From your main menu, select option 2 (Work with an Existing Client) and press ENTER.
The Work with Client menu appears.

2. From the Work with Client (MNUSRV) menu, select option 11 (Change Profile) and press
ENTER. The Client Profile System Welcome screen appears.

3. Type the client code and press ENTER. The current quarter and run numbers will appear.

v" If the client has not processed a payroll in the new quarter, accept the default quarter and
run numbers, and press ENTER.

v' If the client has processed a payroll in the new quarter, create an M. from the prior
quarter QT. following the procedure on page 2-23. Then, determine the highest run
number from the prior quarter by utilizing Client Processing History or by viewing the
note of the screen (e.g., “Creating M.ABC106 file from QT.ABCS8L1 file.”). Change the
quarter and run number as appropriate. Then, press ENTER.

4. Edit the client profile.
5. Perform a manual quarter cut for the prior quarter following the procedure on page 2-11.
6. Follow your regional Quarter End processes for reclose/rerunning quarter.

7. If the client has processed a payroll in the new quarter, make the same change in the current
master.
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Processing fourth-quarter adjustments after the first payroll of the
new year

2-22

A\ For Tax Filing Service (TFS) clients, fourth-quarter adjustment payrolls processed after the

first payroll of the new year are not transmitted to San Dimas. Although this would be
flagged the next day on the Exception report, to avoid P & I, you should recreate the tax data
on the day a fourth-quarter adjustment is processed. Refer to step 4 below.

When researching errors using the Earnings Record, Current QTD, or Prior QTD reports, be
aware that figures appearing in the earnings columns and deductions columns may actually
contain other earnings or deductions that were combined into these columns in the client’s
Profile. To avoid negative values as a result of incorrect adjustments, be sure which type of
earnings or deductions these are by using the Master List or viewing the employee’s earnings
and deductions in the client’s Profile.

To process a fourth-quarter adjustment after the first payroll of the year:

1.

2.

Create an M. file from the QT. file. Refer to page 2-23 for the procedure.

Load the current M. file to Callin. When you enter the adjustment payroll, you will change
the quarter and run numbers to the applicable numbers.

Enter and run the adjustment payroll. Refer to page 2-23 for the procedure.

v" You will receive the warning error “DATECD RUN# WRONG” on the Balance Listing.
This is the only situation in which you can ignore this balancing error and process the
payroll.

Follow your regional Quarter End processes to transmit the payroll to San Dimas using
Recreate Tax Data—option 8 from the Branch Functions menu. (Clients will be debited twice
if Control works from the Cut not Run report and a CSR sends Recreate Tax Data on the
same day.)

If this adjustment payroll is processed in the same week as a first quarter payroll, no load to
Callin is required because the system will ignore the fourth-quarter payroll. The system will
load Callin properly from the first quarter master file.

If this payroll is the only one of the week, perform a load to Callin on Friday morning after
the End-of-Week backup. You will be reloading the first quarter master file information.

v" Since the end-of-week load to Callin now ignores previous quarter payrolls, nothing will
be loaded to Callin automatically for this client since this was the only payroll of the
week. If you do not perform a manual load to Callin in this situation, when the TDR
prepares to take the next payroll, the message “Client not in Callin File” will appear.
Therefore, in this situation, you should perform a load to Callin on Friday of that week so
the TDR will not have to do it while the client is on the phone.

v’ California Wage Plan and Employee Owner data (MA and MI) cannot be added via a
prior year adjustment payroll; instead it must be entered in Profile.
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Creating an M. file from a QT. file

If you need to make adjustments to a client’s previous quarter after the first payroll of the new

quarter has been processed, create an M. from the prior-quarter QT. file.

To create an M. file from a QT. file:

1. From your main menu, select option 1 (Payroll Data Menu) and press ENTER. The Payroll
Entry menu appears.

2. From your Payroll Entry menu, select option 8 (Create M. from QT.) and press ENTER. The
Create a Master from a Quarter Master screen appears.

Create a Master from a Quarter Master

Client #: W__

Quarter:

Year:

CHD 3 to End BS0Z500
15:5T7:1E

3. Type the client code, quarter number, and year number of the quarter you want to adjust and
press ENTER. The system creates an M. file from the QT. file. Write down the quarter and
run numbers. Then press ENTER again to exit the screen.

A\ Press ENTER only once after typing the client code, quarter number, and year number. If
you press ENTER twice, you will miss the quarter and run number displayed. This
information will be used when entering your adjustment payroll.

v When you create an M. file from a QT. file, multiple M. files are created. Old, multiple M.
files that have not been used for more than 60 days and do not match the CONTROL file will
be automatically removed from the system.

Entering and balancing an adjustment payroll

The following procedure provides the steps to follow when entering adjustment payrolls at
year-end.

i you are entering an adjustment payroll for an EasyPayNet client, you may need to work
with the client’s interim details file. Refer to the procedure EasyPayNet Interim Details Files
at the end of this chapter.

To enter and balance an adjustment payroll:

1. If the message “Client already entered, information will be re-displayed” appears, load the
client to Callin.

2. From your Payroll Entry menu, select option 1 (CATS) and press ENTER.

-0OR -

2014 EasyPay Year-End Reference Guide 2-23
ADP Proprietary & Confidential - Not for External Distribution



2-24

From your main menu, select option 7 (CATS) and press ENTER.

Create a payroll event.

A\ Never access an “E” (payroll) event through History.

On the Please Verify Codes screen, delete all codes and press ENTER. Deleting the codes
will prevent you from having to manually delete the values in any pre-filled pay columns for
each employee.

On the Date Page, do the following:

a. Type the period beginning, period ending, and the check date. Use the last day of the
previous quarter for period ending and check date. If applicable for this adjustment
payroll, change the quarter and run numbers.

b. In the Payroll Type/Override Pay# (? - List) field, enter the appropriate payroll type.
— A for Adjustment/Correction
— S for Special
— B for Bonus
— | for Internal Payroll

Deactivate all deductions and suppress ACH for a direct deposit client.
d. Inthe EOQ and EOM fields, type Y.

Press ENTER.

Enter the adjustment payroll. Enter manual checks and void checks as usual.

v oIf you are entering memo benefits that are FICA taxable, such as AUTO, GTL, etc., and
the employee has no additional live earnings to deduct the FICA tax from, the employer
will pay (be debited for) both the employee and employer portions of FICA.

Balance and run the adjustment payroll.

Follow your regional Quarter End processes for reclose/rerunning quarter.
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Adjusting prior quarter figures in the current fourth-quarter master file
to rerun quarterly reports

A client may need to void a check issued in a previous quarter. The client may notify you of this
in the fourth quarter. Processing an adjustment payroll will correct year-to-date figures so W-2s
are correct. Current quarter figures are not affected unless the prior quarter adjustment affects a
wage or tax limit in the current quarter.

v IfaTax Filing Service (TFS) client needs to make this kind of adjustment, you may need to
also adjust the figures for the quarter in which the check was originally issued so an
amendment can be submitted.

If you need to process a prior quarter adjustment for a client who receives an annual state form
from ADP (AZ, CA, GA, IL, MA, MD, MI, NJ, NY, OH, and VA), you must also process a
current-quarter adjustment for the quarter in which the check was originally issued. It is necessary
to do this so the figures on the annual state form are correct.

For example, a client issued a check in the second quarter and notifies you in the fourth quarter
that it was voided. You must process at least two adjustment payrolls:

- One current quarter adjustment payroll to the second-quarter master file to correct the second-
quarter figures for the annual state form.

- One prior quarter adjustment payroll (option 19 on the MNUSRV menu) to the fourth-quarter
master file as described below to correct the year-to-date figures for the W-2.

v" For amendment purposes, you may also need to run a prior quarter adjustment to the
third-quarter master file to correct the year-to-date figures for the third quarter.

A\ You can run a prior quarter adjustment payroll against only second, third, and fourth-quarter
master files. If you are working with a first quarter master file, do not run a prior quarter
adjustment.

A\ For EasyPayNet clients with the On-Site Check Printing feature, advise them to print their
current payroll checks before processing an adjustment payroll. Verify that they have done so
before proceeding. If the client does not print their checks and an adjustment payroll is
processed, the preceding payroll is no longer visible on the Print Checks screen in the
EasyPayNet application. The client does not receive an error message.

/A When researching errors using the Earnings Record, Current QTD, or Prior QTD reports, be
aware that figures appearing in the earnings columns and deductions columns may actually
contain other earnings or deductions that were combined into these columns in the client’s
Profile. To avoid negative values as a result of incorrect adjustments, be sure which type of
earnings or deductions these are by using the Master List or viewing the employee’s earnings
and deductions in the client’s Profile.

To adjust the prior quarter figures in the current master:

1. If necessary, load the client to Callin from the current quarter master.

2. From the Work with Client (MNUSRV) menu, select option 19 (Enter Prior Qtr.
Adjustments) and press ENTER. The Date Page screen appears.

3. On the Date Page, do the following:

a. Verify the quarter number is the current quarter and that the run number is one number
higher than the last run number in the current quarter.

b. In the Payroll Type/Override Pay# (? - List) field, type A.
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A\ For EasyPayNet clients, it is critical that an A is entered in the Payroll Type/Override
Pay# (? - List) field. If it is not, the client’s schedule will be affected.

c. Inthe EOQ and EOM fields, type Y.

Key the prior quarter adjustments. Adjustments up to $9,999,999.99 can be entered on an
Adjustment screen. Decimals must be used.

Balance and run the adjustment payroll.
Follow your regional Quarter End processes for reclose/rerunning quarter.
Prior quarter adjustments are not passed to San Dimas. Therefore, depending on the timing of

the adjustment (before or after reclose deadline), you may have to do a reclose or prepare an
amendment. Refer to the San Dimas Quarterly Notes for more information.

If the prior quarter adjustment affects a wage or tax limit in the current quarter, FICA is
recalculated in the current quarter.

Adjusting current quarter figures without affecting taxes

2-26

A client may need to update a manual check issued in the current quarter, but prior to their start
with ADP. You will need to process an adjustment payroll to correct the quarter- and year-to-date
figures so W-2s are correct. If ADP is responsible for filing and depositing the quarter, you must
work with your Tax Central or FLT partners to manually load taxes into TOPS.

To adjust current quarter figures without affecting taxes:

1.

2.

If necessary, load the client to Callin from the current quarter master.

From the Client Setup (MNUCCCLI) menu, select option 4 (Current Quarter Adjustment —
No Transactions) and press ENTER. A prompt appears.

-OR-

From the Payroll Entry (MNUPAY) menu, select option 12 (Current Qtr Adj — No
Transactions) and press ENTER. A prompt appears.

At the Are these figures an adjustment to Setup — Y/N prompt, type Y or N and press
ENTER.
On the Date Page, do the following:

a. Verify the quarter number is the current quarter and that the run number is one number
higher than the last run number in the current quarter.

b. Inthe Payroll Type/Override Pay# (? - List) field, type A.

A\ For EasyPayNet clients, it is critical that an A is entered in the Payroll Type/Override
Pay# (? - List) field. If it is not, the client’s schedule will be affected.

In the EOQ and EOM fields, type Y.
d. Key the current quarter adjustments.
e. Balance and run the adjustment payroll.
f. If the client is Full Level Tax, contact your Tax Central partners to manually load the

taxes for the adjustment you ran or the client will be debited. If the quarter filing is client
responsibility rerun the quarter reports for accurate paperwork to be sent to the client.

Follow your regional Quarter End processes for reclose/rerunning quarter.
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Client Processing History

Client Processing History provides a list of all payroll and quarter-end processings for a Tax
Filing client. Client Processing History is a valuable tool for researching recloses, out-of-balance
situations, and client inquiries. When you enter a client code, the client’s last five quarters since
the client started tax service appear. Client Processing History permits searching the file for a
specific year, a specific quarter of a specific year, or a specific payroll run in a specific quarter of
a specific year.

v" No data is available in Client Processing History for non-Tax Filing clients.

To access Client Processing History:
1. From your main menu, select option 2 (Work with an Existing Client) and press ENTER.
The Work with Client menu appears.

2. From the Work with Client (MNUSRV) menu, select option 4 (Client Processing History)
and press ENTER. The Client Processing History screen appears.

3. At the Enter Client Number prompt, type the client code and press ENTER. A query similar
to the one below generates.

PCBTB5-2 Client Processing History TA15/582 13:58:48

Client- ABA Mode- BROWSE

PAYROLL - OTR ure The QTR RUN DATE is
TYPE YR OTR RUN RE- SUB [CHECK  PROCESS CUT RUMN .
4 4 e RUN RUN  DATE  DATE DATE DATE the date on which
PAY B2 1 813 3/18/82 7/12/02 \quarterlyreportswere
PARY B2 1 B12 3/17/82 7/02/02 processed for the client.
PARY B2 1 @11 3/18/82 6/19/02
PAY B2 1 B1@ 1 2/19/82 6/13/02
PARY B2 1 B1@ 2/19/82 6/13/02 -
PAY B2 1 589 2/19/82 6/13/02 The QTR CUT DATE is the
PAY B2 1 @@B 3/16/82 B/13/082 date on which the client’s
PARY B2 1 BAT 3/18/02 G/0G/02 quarter was cut, either
PAY B2 1 BEG 3/18/082 7/03/02 .
PAY B2 1 B85 2 2/18/02 2/18/02 manually or with payroll.
PAY B2 1 B@G 1 2/18/02 2/18/02
PAY @2 1 B@S 2/18/82 2/18/02
PAY B2 1 B@4 2/16/82  2/11/02

Select Starting Entry-

ROLL KEYS: Up-¥iew More Current DOWN-View Previous Payrolls
CMD KEYS : F3=Exit [WF12=Return to Client Select Screen

4. To narrow the query to begin at a certain year, type the four-digit year in the Select Starting
Entry field.

-0OR -

To narrow the query to begin at a certain year, quarter, and run, type the four-digit year and
press TAB. Then, type the quarter number, press TAB, type the run number, and press
ENTER.

The query regenerates based on the information you entered. If no records are found based on
the data entered, a message appears stating no records were found.

5. When you are finished viewing the query, press F3. The Work with Client menu appears.
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Correcting Employees’ W-2s after
They Have Been Filed

Service associates may need to correct W-2 data for employees after the W-2 data has been filed
with the SSA. The SSA recommends that corrections to employees’ data be made on paper forms
(use Forms W-2C and W-3C to submit corrections). The EasyPay system does not produce Forms
W-2C or W-3C.

v’ You can order a supply of Forms W-2C and W-3C from the IRS. Refer to chapter 1 in this
guide for IRS contact information. Associates can also obtain Forms W-2C and W-3C from
the BNA Web site.

v" When correcting W-2s for clients, certain items, such as adjustment payrolls, new W-2s, and
amendments may be billable to the client. Advise clients in advance of any fees that will be
billed to them.

Correcting employees’ W-2s for clients who are responsible for their
annual filings

2-28

For non-Tax Filing clients and Tax Filing clients who are responsible for their annual filings, you
need to process an adjustment payroll to correct employees’ figures. Then, rerun quarter-end and
year-end for the client to produce corrected output.

To correct employees’ W-2s for clients who are responsible for their annual filings:
1. Process an adjustment payroll to correct the figures. Refer to page 2-23 for detailed steps.

2. Rerun quarterlies and process year-end again.

3. Forward the new quarter-end and year-end output to the client for filing.

4. Advise the client about filing W-2Cs and W-3Cs.

v" If the client has already filed Copy A with the SSA, advise the client to file W-2Cs
showing the difference between amounts already filed and correct amounts on the new
W-2s. It is important not to file two sets of Copy A with the SSA.
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Correcting employees’ W-2s for Full Level Tax clients

For Full Level Tax clients, you need to process an adjustment payroll to correct employees’
figures. Then, rerun quarter-end and year-end for the client to produce corrected data for San
Dimas.

To correct employees’ W-2s for Full Level Tax clients:

1. Process an adjustment payroll to correct the figures. Refer to page 2-23 for detailed steps.

2. Rerun quarterlies and process year-end again.
3. Forward the new quarter-end and year-end output to the client for their records.

4. Prepare an amendment package for San Dimas. Refer to page 2-30 for detailed information
on amendments.

Correcting employees’ W-2s for data changes (e.g., correct an SSN)

Sometimes an employee may need a correction that does not require entering an adjustment

payroll. For example, you may need to correct a Social Security number.

To correct employees’ W-2s for data changes:

1. Edit the M. file and then recut the quarter. Refer to page 2-21 in this guide for the procedure.

2. Rerun quarterlies and process year-end again. Produce new quarter-end and year-end output
and send it to the client.

3. Prepare an online amendment package for San Dimas. Refer to page 2-30 for detailed
information about online amendments.
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Amendments

An amendment is a correction to a prior quarter return filed by ADP. Once a filing to a tax agency
has been processed, any adjustments to that filing must be made on an amended return.

San Dimas processes amendments for TFS clients. Refer to the San Dimas fee structure for
amendments and exceptions section on page 2-32 for information on fees for the various
amendment types. You must review these fees with the client. Your service center should have a
tracking system that shows whether fees are the client’s or ADP’s responsibility.

Amendments are processed through the Amendment Tracking System (ATS)—an automated
subsystem designed for affecting changes to previously filed quarterly and/or annual payroll tax
information. It is multi-year capable and can amend the filings for any quarter in the last nine
years.

This section contains:

» Descriptions of most common amendment types
* Information about fees for amendments and exceptions
* Information about submitting tape/transmission amendments

Amendment types

There are several types of amendments:

» Tape/Transmission

e« Manual

* Negative Wage

e Online

e« Manual

e Tracer

« IDUPD

« AMD NEG

Type Definition/When Required Responsibilities

Tape/ Tape/transmission amendments If special instructions are needed,

Transmission are processed through the quarter  access the AT56 — Special Instructions
rerun system. For Wage Change Request screen prior to submitting the
amendments, a payroll adjustment request. This will place the amendment

is updated on the payroll side, in a pre-capture status.

creating a new quarter-close tape  Then send an amendment transmission
for CAPS. to San Dimas using option 4 (Create
Type of Service (TOS) exceptions San Dimas Amendments/Exceptions)
are also processed via tape/ on the Self Service 2 menu. Select
transmission. option “E” (Exception) or “A”

All regions now have the (Amendment). Tape/transmission

capability of transmitting changes  amendments/exceptions must have tax

directly to CAPS without creating ~ active for that quarter in order for the

a tape. amendment to be transmitted.
Once the amendment is captured, it will
attach to the pre-capture information
submitted via AT56.
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Type

Definition/When Required

Responsibilities

Manual

Manual amendments are
jurisdiction-level changes only.
No employee information is
invoiced. Required for 1D
changes that break up or create a
combo.

Examples include:

e 941 Schedule B amendments

e Balance to W-2 Company
Level amendments

e Complex ID changes

Submit to CAPS via a Client
Information Management System
(CIMS).

Refer to the Manual Amendment
Submission Process document for
additional information.

Negative wage

An adjustment is being made to
an employee in a SUI jurisdiction
that requires going back to an
earlier quarter(s) in order to find
sufficient wages. Some clients
submit such adjustments for an
employee whose last paycheck
was generated in a previous
quarter. This adjustment corrects
the employee’s YTD wages and
taxes, accurately reflecting the
desired effect on the W-2.

You never need to request a negative
wage amendment. San Dimas prepares
these amendments for state
unemployment insurance agencies
automatically after quarter-end.

Online

Online amendments are required
whenever the region cannot
process tape/transmission
amendments.

The AT10 — Online Amendment
Menu screen allows associates to
key various amendment types
online without the need for
manual paperwork. This process
also reduces the overall time
frame to submit these
amendments to agencies. The
types of amendments that can be
keyed online include:

SSN changes

Simple ID number changes
Employee name changes
3PSP indicator changes
Kind of Employer changes

Online amendments are keyed (except
for complex ID changes) and processed
by regions and/or CAPS via AT10.

For further information, refer to San Dimas’ AT10 and AT56 Region Guide or the Amendment
Quick Reference Chart.
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http://tfs.ca.adp.com/resource/quickref/RegMail/Manual%20Amendment%20Submission%20Process.pdf
http://tfs.ca.adp.com/resource/quickref/RegMail/Manual%20Amendment%20Submission%20Process.pdf
http://sharepoint.adpcorp.com/Sites/CAPS/Lists/Feedback2%20(Feedback)/Attachments/300/AT10%20AT56%20Proc%20WI%20(4).pdf
http://tfs.ca.adp.com/resource/quickref/amdquickrefchart.pdf
http://tfs.ca.adp.com/resource/quickref/amdquickrefchart.pdf

San Dimas fee structure for amendments and exceptions

When your center submits an amendment or exception to San Dimas, there is a fee charged for
filing the return. San Dimas’ fee structure is detailed below.

v’ All fees listed below are charged per jurisdiction, per quarter.

Type Fee
Amendments* $100
Exceptions* $150
Negative Wage Amendments $50
Social Security Number Amendments* $50
Third Party Sick Pay (3PSP) Amendments* $100

* There is an additional charge of $2.50 for each W-2 and/or 1099 that is amended.

A\ San Dimas no longer offers a grace period and no longer waives amendment fees for 3PSP
amendments. All 3PSP amendments will be billed according to the fee structure listed above.

Tape/transmission amendments

Tape/transmission amendments are produced when the service center sends transmissions to
San Dimas for processing. San Dimas will process tape/transmission amendments for any quarter
in the last nine years.

A\ If there are any special handling instructions for an amendment (e.g., billing responsibility,
client-made deposits, and P & | responsibility), it is important that they be entered into TOPS
screen AT56 prior to sending the amendment transmission to San Dimas. Once an
amendment has been transmitted, San Dimas will capture and begin processing the
amendment almost immediately. Special instructions required after processing has begun
must be submitted via the ATS Hotline.

Once TOPS screen AT56 has been completed, send an autotape amendment transmission to San
Dimas using option 4 (Create San Dimas Amendments/Exceptions) on the Self Service 2 menu.
For each client selected, you must enter the ascertained date and amendment reason code. Refer
to the next section, Entering the ascertained date and reason code(s) for amendments.
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Entering the ascertained date and reason code(s) for amendments

All amendments require an ascertained date (the date the discrepancy was found) and reason
code(s). The reason code(s) are needed to identify why wages are being adjusted. The information
must be provided so that it can be included on the Adjusted Employer’s Quarterly Federal Tax
Return or Claim for Refund (Form 941-X) or on the amendment form for the appropriate tax

type.

To enter the ascertained date and reason code(s) for amendments:

1. Select option 4 from the Quarterly (MNUOPRQTR) menu and continue through the screens
to assign the batch number, select the type of processing (“A”), and select the clients to be
processed.

2. After selecting clients to be processed on the TPF Client Select screen, the Entry for
Ascertain Date and Reason Code screen appears for the first client selected.

v" This screen does not appear for exceptions.

3. Inthe Ascertain Date (MM/DD/CCYY) field, enter the amendment ascertained date in the
format shown. If the field is left blank or an invalid date is entered the following message
appears: “Invalid date. Please enter in MM/DD/YYYY format.”

4. Inthe Reason Code field next to each employee, enter the amendment reason code. A reason
code must be entered for at least one employee.

To access a list of valid codes to select from, press F4 (Reason Codes). The Reason Code
Selection window appears.

v" If the Reason Code field is left blank, the following message appears: “Reason code
should be entered for at least one employee.”

v' If an invalid reason code is entered, the following message appears: “Invalid Reason
Code. Please correct or use F4 to get a valid reason code.”

5. When finished, press ENTER to enter the ascertain date and reason code(s) for the next
client (if multiple clients were selected) or to begin processing.

To cancel processing for a client, press F12 on the Entry for Ascertain Date and Reason Code
screen for that client.

» If only one client was selected, you will return to the TPF Client Select screen, where you can
add or remove clients for selection.

» If multiple clients were selected, you will advance to Entry for Ascertain Date and Reason
Code screen for the next client.
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EasyPayNet Interim Details Files

v" The information in this section applies to only EasyPayNet clients.

The typical EasyPayNet client works on a payroll in multiple sessions before finally submitting it
for processing. Each session creates or updates an interim details file that resides in library
INDETAILS.

Callin message: “interim details file exists”

2-34

EasyPayNet clients are encouraged to enter their own current quarter adjustments. However,
special circumstances may require you to enter a current quarter adjustment for an EasyPayNet
client.

If you do enter such a payroll in Callin, you may get the message shown below. The message
means that there is an interim details file in library INDETAILS with the same quarter and run
number as the adjustment payroll.

i you enter a prior quarter adjustment, this message does not occur.

JHg Co OEPTH
FERIOD ERD D6D102 CHECK OATE DGE1DZ OTHE 2 RUKE 10 RERUNE  WEEKY 06

This client has already entered pay details for this guarter
ghd runs  Therefore, a detaila fie exists in the library
INDETAILS: Consult uour superviser for action to bz taken.

Fress Enter te continue,

A\ If you ignore the message and enter the adjustment payroll, you will overwrite the client’s
interim details file.

Example situation

A client enters pay information for quarter 2, run 16. The client then exits the application without
submitting the payroll.

Later that day, a Service associate attempts to run an adjustment payroll for this client. When the
associate goes into Callin, the message shown above appears.

To resolve the situation, it is necessary to rename the interim details file.
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To resolve the situation when you get the message that a details file exists:

1.

2.

Press ENTER until the first Pay screen appears.

Cancel out of the payroll. If you continue with the adjustment, you will overwrite the client’s
interim files.

Move the client’s interim details file for quarter 2, run 16 out of library INDETAILS. Refer
to the procedure for moving interim details files below.

After moving the client’s interim details file, use only Correct a Payroll to change the run
number for the client’s interim details file to run 17. This will change the interim details to
quarter 2, run 17. (If you planned to run two adjustment payrolls, you would change the run
number to 18. If you planned to run five adjustment payrolls, you would change the run
number to 21.)

Go back into Callin and continue with the adjustment payroll using run number 16.

When the client logs into the application, the system will automatically extract the detail
information from the quarter 2, run 17 details. (The system looks at the CONTROL file on
the EasyPay system to find the year, quarter, and run number. It determines the corresponding
master file. Then, the system looks in either library INDETAILS or QS36F for the details file
that is one run above the one in the master file.)

To move an interim details file:

1. From your main menu, select option 2 (Work with an Existing Client) and press ENTER.
The Work with Client menu appears.
2. From the Work with Client (MNUSRYV) menu, select option 8 (EasyPay Net Interim Details
Move) and press ENTER. The Select Client for Moving Details screen appears.
S5/A21/87 18:25:36 EPMNIT1ZEFH
Select Client for Mowving Details
from the Interim Details Library
Client Mumber - -
Quarter Number - _
Run Number - -
F3-Exit Enter Blanks to End
3. Type the client number, quarter number, and three-digit run number (e.g., for run 3 type 003;
for run 16 type 016.). Then, press ENTER. A confirmation message appears.
v" The run number must be three digits using preceding zeroes (see examples above).
4. Press ENTER again. The details are moved out of library INDETAILS.
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Bonus Payrolls

Clients should be encouraged to schedule bonus payrolls as separate, special payrolls. This
chapter provides procedures that apply to bonus payrolls done separately, and the following:

» Providing bonus checks as second checks with a regular payroll

* Helping clients calculate a net-to-gross check or gross-to-net check
» Calculating FICA and inflated gross for employees’ bonus checks
» Handling million-dollar bonus payrolls

The last section of this chapter contains a table listing state tax rates for bonus payrolls.

v’ Consult with your manager/regional training manager (RTM) for details on year-end training
for bonus payroll procedures.
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Scheduling a Separate Bonus Payroll

3-2

In November, TDRs should begin asking clients if and when they need to schedule bonus
payrolls. ADP recommends that clients schedule their bonus payrolls as separate payrolls from
their regularly scheduled payrolls. The reason for this is that combining bonus pay with a regular
payroll can negatively impact employees’ taxes and voluntary deductions. Clients may ask you
about this. Recommend, but don’t insist on, a separate bonus payroll.

If a client schedules his or her bonus payroll in advance of input, you must update the client’s
schedule.

V' Service centers use Bonus Payroll Reply Forms, included in the Year-End Client Guide, to
obtain bonus payroll information. The cover letter that accompanies the Year-End Client
Guide includes bonus payroll information.

To schedule a bonus payroll:

v" Check with your service center management for the guidelines for processing bonus payrolls.

1. Ask the client when he or she wants to process the payroll. Recommend one of the following:

*  Onthe client’s off week—Schedule the bonus payroll as an additional payroll on the
client’s off week. This is an ideal method for biweekly and semimonthly clients.

* As an additional payroll—Schedule the bonus payroll as an additional payroll in the
same week as the client’s normal processing. Try to allow several days between the
bonus payroll and the normal payroll in case the normal payroll must be rerun.

A\ Per Agency requirements, when supplemental wages are paid on the same check date as
regular earnings, taxes on supplemental wages should be calculated at the regular
earnings rate. When this condition occurs in the EasyPay system, taxes on supplemental
wages will be calculated and withheld at the supplemental tax rate, not the regular
earnings rate.

v Try to schedule bonus payrolls on lighter processing days (e.g., Friday). This way,
regional executives can schedule extra TDRs for the days when bonus payrolls will be
taken.

2. Teledata associates should tell the client that a Service associate will contact him or her to
discuss the details of the bonus payroll. Give the client a date to expect the call.

3. The Teledata associate should follow standard procedures in your center to notify the Service
associate (e.g., Clarify, CATS, voice mail, etc.). Indicate that the client has scheduled a bonus
payroll and give the date of the bonus payroll. Indicate that the Service associate should call
the client by the date given to the client to discuss the details of the bonus payroll.

4. Schedule the client’s bonus payroll as an “E” event in CATS. You can add the extra “E”
event in CATS or on the Projection screen in the Scheduling module of Profile. Refer to the
Scheduling Projection documentation for more information.

v" You should include a comment (e.g., Bonus Payroll) in the Detailed Information section
of the event.

Bonus Payrolls
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Setting Up a Separate Bonus Payroll

Reviewing bonus payroll information with clients

If you have received a Bonus Payroll Reply Form from a client providing the details of the bonus
payroll, follow the procedure on page 3-5 to set up a bonus payroll. Otherwise, call the client to
discuss how to set up the bonus payroll and to provide the following important information.

Details of the bonus payroll

Ask the client the following questions:

How do you want to tax the bonus payroll? Bonus payrolls can be taxed in the following
ways:

— Atthe regular rates

— At the supplemental wage rates for federal (25% of first $1,000,000 and 39.6%
thereafter) and state income tax (refer to the table on page 3-24).

—  With federal and state income taxes not withheld

If you tax the payroll at regular rates, do you want the payroll taxed over more than one week
(more than two weeks for a biweekly client, etc.)?

v Ifan employee is set up for a permanent, additional tax amount and there is an override
number of weeks entered for the bonus payment, the additional amount will be multiplied
by the override number of weeks entered.

v Employees set up with permanent, flat tax amounts may not have enough tax withheld if
no special consideration is given to the taxation of the bonus payment. Even if an
override number of weeks is entered, only the flat amount will be deducted from the
bonus check.

Do you want to report precalculated checks so the payroll is grossed up? If so, what are the
net figures for each employee?

Do you want to stop any deductions for the payroll (401(k), medical, union, etc.)?

v’ Refer to the pretax deduction information on the next page for additional information.
Do you want to stop Direct Deposit for the payroll?

Do you estimate you will be paying unusually large amounts that may result in a much larger
tax liability than usual?

V' Refer to the federal tax liabilities and large payroll bullets on the next page for additional
information. Use this opportunity to speak to the client in advance about the possibility of
a wire transfer.

Important information for clients

As appropriate, give the client the following bonus payroll information:

Check date and reporting—Bonus payrolls with a 2014 check date will be included in 2014
wages and reflected on all fourth quarter, 2014 tax reports and W-2s. In some instances,
clients may need to report their 2014 bonus payroll after January 1, 2015. If this situation
occurs, remind the client of potential penalties and interest, and have them sign and return an
Absolution Letter - Responsibility for Penalty & Interest form. If the client has already
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processed their first payroll of 2015, refer to the procedure Processing fourth-quarter
adjustments after the first payroll of the new year in chapter 2.

Fees—Standard fees apply for all bonus payroll processings.

Bonus payroll information—Remind clients that if they are planning to present bonus
checks on a specific date, they should schedule their bonus payrolls as the last payroll to be
processed prior to distribution of the bonus checks. If they produce bonus payroll checks and
then process a regular payroll, bonus payroll amounts will appear in the employees’
year-to-date information on their regular payroll check stubs.

Pretax deduction highlights—When supplemental or bonus wages are paid on a separate
check or payroll, the wages are reduced correctly by pretax deduction amounts before federal
and state income taxes are calculated.

If you pay supplemental or bonus wages on a regular check with other wages, the following
situations could occur:

— Since flat dollar pretax deduction amounts are applied to the first earning paid based on
the sequence in clients’ profiles, taxes may not be calculated correctly for supplemental
or bonus wages. This rule also applies to one-time deductions.

— Since the EasyPay system applies rounding to pretax deductions set up as percentage
calculations, the results may differ slightly from manual calculations.

— When an employee with both a matched and unmatched pretax deferred compensation is
paid using the SUPW codeword, Federal and State Income tax may be calculated
incorrectly.

Federal tax liabilities—If the client’s federal tax liabilities for the bonus payroll are over
$100,000.00, these funds must be deposited by the banking day following the check date. Tax
Filing Service clients must report these payrolls at least 48 hours before the check date.

Large payrolls—If a bonus payroll results in a large tax liability, ADP applies certain
restrictions that may require wire transfers. These restrictions apply to clients who have TFS,
FSDD, and ADPCheck. Refer to the San Dimas guidelines for wire instructions.

Massachusetts SIT employees—We recommend issuing a separate check for Massachusetts
SIT employees being paid gross wages and supplemental wages during the same payroll. The
reason for this is when calculating Massachusetts state income tax a portion of FICA is used
to reduce taxable wages for the regular and SUPW tax calculation. Because our system
calculates FICA as a lump sum for the check, the amount of FICA available for the reduction
is a single amount. If regular wages and SUPW wages are on the same check then the amount
of FICA to be used to reduce the regular calculation and the SUPW calculation is not broken
down into the FICA for SUPW and the FICA for regular. Therefore paying gross wages and
supplemental wages on separate checks will calculate the correct amount of taxable wages
and the Massachusetts state income tax deduction for each check by reducing taxable wages
by the FICA tax that is calculated on each of the earnings via separate checks.

Bonus Payrolls
ADP Proprietary & Confidential - Not for External Distribution



Setting up bonus payrolls

To set up bonus earnings in Profile:
1. Access the Earnings module in the client’s profile.
2. If a bonus earnings code is already set up, but it is not being printed on the Worksheet, simply

change the Worksheet option from “N” to “$” so the earnings code appears on the Worksheet
for the next payroll. Then, press F7 (End-of-Job) and go to step 5.

—-0OR -

If a bonus earnings code is not set up, then set it up according to the client’s specifications.
Use the table beginning on the next page to determine the code and codeword to use.

For this tax effect: Use this earnings code and codeword:
Withhold all taxes at the Earnings Code 13 (BONUS1)
table rates (unless the Codeword GROS

employee has overrides). v’ For EasyPayNet clients who have employees who will

receive over $9,999.99 in bonus pay, set up a large salary
earning and accept the codeword GROS to use table rates.

Withhold federal and state  Earnings Code 68 (SUP WG)
income tax at the Codeword SUPW

applicable supplemental v" Pretax deduction amounts reduce supplemental wages for

v;age rate. federal and state income tax calculations.
25% of the first v . . .
$1,000,000.00 and The IRS requires federal income tax to be withheld on

taxable supplemental wages that exceed one million in a
tax year regardless of an employee’s tax status. EasyPay
does not comply with this requirement when an

39.6% thereafter for
federal withholding.

For a list of employee’s federal tax status is Exempt or NO.

supplemental wage

rates for states, refer to For these situations, it is necessary to create a new

the table on page 3-24. employee number for the affected employee and customize
the client’s tax setup. If you have a situation like this,
contact SBS Payroll Support for assistance.

v’ For EasyPayNet clients who have employees who will
receive over $9,999.99 in bonus pay, set up a large salary
earning and use the codeword SUPW to withhold federal
and state income tax at the applicable supplemental wage
rate.
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3-6

For this tax effect: Use this earnings code and codeword:

Do not withhold federal or  Earnings Code 41 (BONUS2)
state income tax. Codeword BONS

v" Pretax deduction amounts reduce wages for the BONS
codeword for federal and state income tax calculations.
Federal and State income taxes are no longer reimbursed
when pretax deductions are taken from BONS earnings.

A\ For EasyPayNet clients who have employees who will
receive over $9,999.99 in bonus pay, set up a large salary
earning and use the codeword BONS to block withholding
federal and state income tax.

BONS will prevent federal and state income tax from being
taken. However, this codeword still shows the wages as
taxable.

v Remember to check employee-level overrides for additional or flat dollars.

Accept the Worksheet option “$” and press F7 (End-of-Job).
The system will add the earning to the Worksheet.

Write your work to the master file.
If necessary, load the client’s master file to Callin.

If a CATS payroll event exists for the bonus payroll, access the event and add your comments
about the bonus payroll (e.g., deductions to be stopped, override number of weeks for taxing,
etc.) to the Detailed Information section of the Start Payroll screen.

—-0OR -
If a CATS payroll event does not exist for the bonus payroll, add a new payroll event. In the

Detailed Information section of the Event Detail screen, type your comments about the bonus
payroll (e.g., deductions to be stopped, override number of weeks for taxing, etc.).

Bonus Payrolls
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Taking a Separate Bonus Payroll in Callin

Remember to check the client’s options for this payroll and make sure the client’s Callin file
contains the bonus earnings code. It is also a good idea to verify the payroll options with the
client before taking the payroll.

v' Theclient provides the details of their bonus payroll using the Bonus Payroll Reply Form or
by contacting a CSR directly. CSRs provide any pertinent information to Teledata prior to
taking the bonus payroll. Procedures for providing bonus payroll details to Teledata may vary
by service center.

TDRs should review any details of the bonus payroll provided by CSRs and then ask the client
the following questions:

* What period beginning, period ending, and check date do you want to appear on the bonus
checks?

» Do you want to suppress direct deposit for the bonus payroll?
» Do you want to stop all scheduled deductions?

» Is this your last payroll of the month and quarter?

Depending upon the client’s answers, you can change the client’s payroll options using the
procedure below.

i you are entering a bonus payroll in Callin for an EasyPayNet client, you may need to work
with the client’s interim details file. Refer to the procedure EasyPayNet Interim Details Files
at the end of chapter 2 in this guide.

A\ Before adding an earning or deduction for a client using the EasyPayNet product, ask the
client if any payroll entries have been made since the last payroll was submitted. Adding a
new earning or deduction code when a current payroll details file is in the INDETAILS
library may cause the client to be unable to log into the EasyPayNet application. For details
on adding earnings and deductions when a client has files in the INDETAILS library, refer to
the EasyPayNet Service Center Procedures on the SBS Service Training intranet site.

v' Teledata associates should proactively report large bonus payrolls to their manager or bonus
payroll coordinator prior to the payroll being processed. This will allow Service the
opportunity to speak with the client about large federal tax liabilities and/or the possibility of
a wire transfer on the same day the client processes the payroll rather than waiting until the
next day.

Changing payroll options on the Date Page

To change the client’s payroll options on the Date Page:
1. Inthe Payroll Type/Override Pay# (? — List) field, type B.

2. If the client wants to stop Direct Deposit for the payroll, in the Suppress ACH field, type Y.
Otherwise, leave the field blank.

v' When in Correct a Payroll, type N under STP ACH.

3. If the client wants to stop scheduled deductions, type N for the applicable deductions.

A\ If the client wants to stop “ALL CHKS” deductions, before the payroll is processed, edit
the client’s profile and change the ALL CHKS option from “Y” to “N.” Ensure that these
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deduction codes do not display with a “Y” on the Date Page. If they do, remove the “Y”.
Remember to change the ALL CHKS option back to a “Y” after the payroll has been
processed.

4. Complete the remaining Date Page fields.

5.

Press ENTER to proceed with the payroll. The system accepts the deduction selections
currently displayed.

Entering bonus pay on the Pay screen

3-8

Bonuses up to $9,999,999.99 can be entered on the Pay screen.

A\ The payroll system can’t accommodate employee-level, quarter-to-date or year-to-date values

over $9,999,999.99. If you encounter a situation where an employee has a quarter- or
year-to-date value of $10,000,000.00 or higher, please contact SBS Payroll Support in
Moorestown for assistance. In most cases, the client will need to be set up for Medicare-only
tax (MC).

If an individual employee exceeds that limit, set up the employee as a new hire with a second
employee number for just the Medicare portion of Social Security (tax code MC). Make sure
the second employee number is exempt from FUTA, SUI, and SDI. The employee will
receive multiple W-2s.

To enter an employee’s bonus pay on the Pay screen:

1.

If the client is using bonus earnings code 68 (codeword SUPW) or 41 (codeword BONS), go
to step 2.

—-0OR -

If a client is using bonus earnings code 13 (BONUS1) and wants to override the number of
weeks for taxing purposes for an employee, in the # Weeks field on the employee’s Pay
screen, type the number of weeks for taxing purposes. If an employee has a tax override in
effect, the override number of weeks affects the amount of tax withheld as shown in the
following table:

Tax Override Override # Amount Withheld
in Effect of Weeks from Bonus Pay
John Doe is set up to 3 The additional withholding is calculated as:
have an additional $10 (Override # weeks + Pay frequency) x
of FIT withheld. Additional $ in Profile

Therefore; weekly would be 3/1 x $10 = $30.
Biweekly would be 3/2 x $10 = $15.

The system adds the additional dollars to the
calculated FIT amount and withholds the total
from the check.

Mary Smith is set up to 3 The override number of weeks has no effect. The

have a flat $50 of FIT system withholds $50 from the check. This could

withheld. result in not enough tax being withheld from a
large bonus.

Sean Adams is set up to None The system withholds $50 from the check. This

have a flat $50 of FIT could result in not enough tax being withheld

withheld. from a large bonus.

Bonus Payrolls
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v The entry in the # Weeks field does not indicate pay frequency. For example, an entry of
three does not indicate a semi-monthly frequency. An entry of four does not indicate a

monthly frequency.

2. On each employee’s Pay screen, type the bonus amount under the bonus earnings code set up
for the client.

3. When done, balance the payroll.
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Providing Bonus Checks as Second Checks
with a Regular Payroll

ADP strongly recommends that bonus payrolls be processed separately from regular payrolls. If
clients report bonus checks with their regular payrolls (same check or second check), employees’
taxes or voluntary deductions may be negatively impacted. However, if a client doesn’t want to
schedule a separate payroll for bonus pay, he or she can report bonus checks with a regular
processing. Employees will receive two checks: a regular paycheck and a bonus check. If a client
elects to provide bonus pay this way, he or she must specify which deductions and taxes to stop
and which to take for each employee’s bonus check.

v' The procedures in this section do not apply to EasyPayNet clients. These clients enter their
own deduction, tax, and Direct Deposit overrides via the Enter Payroll module of the
application.

v' If Teledata and Fax clients want to stop Direct Deposit for bonus checks and also want to
stop or change deductions for those same checks, stop Direct Deposit on the first Pay screen
for the bonus checks using N$ NODEP in the 1 Time Deduction field. Then, stop or change
the taxes/deductions on the subsequent Pay screens.

Bonuses up to $9,999,999.99 can be entered on the Pay screen.

A\ The payroll system can’t accommodate employee-level, quarter-to-date or year-to-date values
over $9,999,999.99. If you encounter a situation where an employee has a quarter- or
year-to-date value of $10,000,000.00 or higher, please contact SBS Payroll Support in
Moorestown for assistance. In most cases, the client will need to be set up for Medicare-only
tax (MC).

If an individual employee exceeds that limit, set up the employee as a new hire with a second
employee number for just the Medicare portion of Social Security (tax code MC). Make sure
the second employee number is exempt from FUTA, SUI, and SDI. The employee will
receive multiple W-2s.

v" Decimals must be used when entering amounts on Pay screen.

To stop deductions, taxes, and Direct Deposit for a second check:
1. On the first Pay screen for the bonus check (second check), post the bonus earnings to the
appropriate earnings code (i.e., earnings code 13, 41, or 68).

v" If the client wants to stop federal and state income tax for all bonus checks, be sure to set
up and use earnings code 41 for the bonus earnings.

2. If you need to make changes to deductions or Direct Deposit, do one of the following:

» If the client wants to stop all Direct Deposit deductions for the bonus check, on the first
Pay screen for the bonus check in the CD portion of the 1 Time Deduction field, type N$.
In the Amount portion of the 1 Time Deduction field, type NODEP.

-0OR -
» If the client has deductions that are preprinted on the Worksheet, remove the deductions
(use FIELD+) from the Pay column and type N$ NODEP in the 1 Time Deduction field.

Press F1 for additional Pay screens to add the deductions that were removed from the
first Pay screen.

-0OR -
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* If an employee wants to stop a partial deposit, on the first Pay screen for the bonus check,
in the CD portion of the 1 Time Deduction field, type the partial direct deposit deduction
code. In the Amount portion of the 1 Time Deduction field, type NO. Press F1 for
additional Pay screens to repeat this process for each partial direct deposit deduction code
the employee wants to stop.

3. If you need to stop a deduction or tax (i.e. federal or state income tax), on a Pay screen for the
bonus check, in the CD portion of the 1 Time Deduction field, type the deduction code or tax
code. In the Amount portion of the 1 Time Deduction field, type NO.

v FICA and SUI taxes must be deducted and cannot be overridden. The system will
calculate the appropriate amount of FICA and SUI for each check.

4. If you need to deduct an amount different from the scheduled amount, type the deduction
code or tax code and NO on one Pay screen. Then, press F1 for a second Pay screen and type
the deduction code and the amount to be taken in the 1 Time Deduction field on the second
Pay screen.
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Handling Tax Breakdowns

Use the Gross Pay calculator to calculate tax breakdowns for supplemental or bonus wages. To
access it, use this link: http://www.adp.com/tools-and-resources/calculators-and-tools.aspx; copy
and paste the link into your Internet Explorer browser and click GO.

v" The Calculate Taxes feature (option 9 on the Work with Client menu) has not been updated
for the supplemental and bonus wages enhancements. Changing Earnings 08 codewords will
no longer allow supplemental taxes to calculate correctly.

v TeleReady does not support tax breakdowns involving supplemental wages.

Calculating net-to-gross checks

3-12

Clients ask for net-to-gross checks when they want employees to receive the amount of the bonus
as net pay instead of gross.

To calculate a net-to-gross check for supplemental or bonus wages:
1. Access ADP Calculator and Tools using the link above.

2. On the Calculators & Tools page, click the Payroll Calculators link located in the left pane.

CALCULATORS AND TOOLS

401(Kk) Calculators
Payroll Calculators < Click Payroll Calculators. I

Pre-Employ Svs.
401K Fiduciary Tools

ADP Annual Screening
Index

The Payroll Calculators page appears.

3. Click the Gross Pay Calculator link located in the left pane.

CALCULATORS AND TOOLS

401(Kk) Calculators

Payroll Calculators

Salary Paycheck Calculator

Hourly Paycheck Calculator
Gross Pay Calculator Click Gross Pay Calculator. I
W-4 Assistant

401(k) Planner
403(b) Planner

Employee Stock Option
Calculator

Payroll Calculator FAQs

The Gross-Up Calculator page appears. See the next page.
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http://www.adp.com/tools-and-resources/calculators-and-tools.aspx

The Gross-Up Calculator @ sheremis PrmtmisPagg

Estimates gross wages before taxes and deductions are withheld given a specific
take-home pay amount.

Calculation based on: g

Instructions: Click an item's name for help on contents.

General Information

Be sure to enter the gross
year-to-date figure so the

appropriate supplemental

wage rate is applied.

| Select Supplemental as
the Federal Filing Status.

: = ]
[14]
E; :
= =i |

State and Local Information for Arizona

Voluntary Deduction Section
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4. Complete the fields with the necessary information and click Calculate. The gross amount
for the check appears.

Semi-monthly Gross Pay $33525850 Tax Year 2014

Federal Withholding $11,031.00 Gross Pay $33.528.50

Social Security $0.00 Gross Pay YTD 51,000 ,000.00

Medicare $486.17 Pay Frequency semi-manthly

Arizona $0.00 Federal Filing Status Supplemental

401k $2011.73 # of Federal Exemptions 1

[ aaditional Federal WiH §0.00

Net Pay $20,000.00 State Arizona | This example is based on a
% of Federal 0% Exernpt $20,000.00 net payment. I
Additional State W/H §0.00
401k B%

MNew Calculation | Frint Options |

Calculating gross-to-net checks

Clients ask for gross-to-net checks when they want employees to receive the amount of the bonus
as gross pay instead of net.

To calculate a gross-to-net check for supplemental or bonus wages:
1. Access ADP Calculator and Tools using the link provided on page 3-11.

2. Onthe Tools and Resources page, click the Payroll Calculators link located in the left pane.

CALCULATORS AND TOOLS -

¥ 401(k) Calculators

b Payroll Calculators < Click Payroll Calculators. I
¥ Pre-Employ Svs.

¥ 401K Fiduciary Tools

¥ ADP Annual Screening
Index

The Payroll Calculators page appears.

3. Click the Salary Paycheck Calculator link located in the left pane.

CALCULATORS AND TOOLS v

F  401(k) Calculators

¥ Payroll Calculators

Salary Paycheck Calculator < Click Salary Paycheck Calculator. I
Hourly Paycheck Calculator

Gross Pay Calculator
W-4 Assistant
401(k) Planner
403(b) Planner

Employee Stock Option
Calculator

Payroll Calculator FAQs

The Paycheck Calculator page appears. See the next page.
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The Gross-Up Calculator SharsThis ¢ Print this Pagd

Estimates gross wages before taxes and deductions are withheld given a specific
take-home pay amount

Calculation based on: 2012 j =1 Arizana j.

2011 post

Instructions: Click an item's name for help on

General Information

Met Pay | Be sure to enter the gross
: -to-date figure so the

Gross year-to-

Grose Selay YID ! ophod) appropriate supplemental

Pay Freguency IWeekIy vl wage rate is applied.

Federal Filing Status | Supplemental =] L
\ Select Supplemental as

# of Federal Allowances | the Federal Filing Status.

Additional Fed Withholding 5 |

Round Federal Withholdin: Yes ' No

| am exempt from: I~ Federal Tax I~ FICA I~ Medicare
State and Local Information for Arizona
% of Gross Wages IU% Exempt vl

Additional State W/H s/
Use_lE voluntary deduction(s) for my paycheck.
Deduction #1 Name |

Deduction #1 Amount | |% of gross pay j
Ded. #1 Exempt fram: I” Federal [” FICA I State [ Local
Deduction #2 Name |

Deduction #2 Amount I I% of gross pay j
Ded. #2 Exempt from: " Federal I FICA [ State I Local

Calculate | Clearl

4. Complete the fields with the necessary information and click Calculate. The net amount for
the check appears. See the next page.

Semi-monthly Gross Pay §20,000.00 Tax Year %
Federal Withholding §6 580.00 Gross Pay $20,000.00
Social Security $0.00 Gross Pay YTD %1,000 000,00
Medicare $290.00 Pay Frequency Sermi-ranthly
Arizona $0.00 Federal Filing Status Supplem‘ental
401k §1,200.00 # of Federal Exemptions 1
[ paditional Federal WiH 50.00
Net Pay f11 ,93Ij.iZIEI State Arizona
% of Federal 0% Exempt [ This example is based on a
Additional State W/H 50,00 | $20,000.00 gross payment.
401k ET:-
Mew Caloulation Frint Options |
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Calculating FICA and Inflated Gross
for a Bonus Check

3-16

If FICA is the only tax being deducted from a bonus check that is being grossed up, use one of the
three methods listed on the following pages for calculating FICA and the inflated gross for the
bonus check. The method to use depends on the employee’s year-to-date gross earnings.

Employee’s year-to-date FI taxable wages ... See page
Are under $117,000.00. 3-17
Are already over $117,000.00. 3-18
Will exceed $117,000.00 with the bonus check 3-19
Are already over $200,000.00 3-20
Are over $117,000.00 and with the bonus check will exceed $200,000.00 3-21
Are under $117,000.00 and with the bonus check will exceed $200,000.00 3-22

v" The FICA taxable wage limit for 2014 is $117,000.00. For 2013, the FICA taxable wage limit

was $113,700.00.
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Calculating FICA and inflated gross—employee’s Fl taxable wages are
under $117,000.00

To calculate FICA and inflated gross when an employee’s FI taxable wages are under
$117,000.00, use the calculations or the table below. Both methods will yield the same result.

v The FICA taxable wage limit for 2013 was $113,700.00.

Calculations for inflated gross and FICA

Year-To-Date Gross Inflated Gross FICA

Under $117,000.00 Net Bonus Pay + 0.9235 7.65% x Inflated Gross

For example, an employee who will gross under $117,000.00 will be receiving a $1000.00 bonus
check. The inflated gross is $1082.84 and the FICA is $82.84.

Year-to-date Fl taxable wages under $117,000.00

Net Pay Inflated Gross FICA 7.65% Net Pay Inflated Gross FICA 7.65%
5.00 541 41 425.00 460.21 35.21
10.00 10.83 .83 450.00 487.28 37.28
15.00 16.24 1.24 475.00 514.35 39.35
20.00 21.66 1.66 500.00 541.42 41.42
25.00 27.07 2.07 525.00 568.49 43.49
30.00 32.49 2.49 550.00 595.56 45.56
35.00 37.90 2.90 575.00 622.63 47.63
40.00 43.31 331 600.00 649.70 49.70
45.00 48.73 3.73 625.00 676.77 51.77
50.00 54.14 4.14 650.00 703.84 53.84
75.00 81.21 6.21 675.00 730.91 55.91

100.00 108.28 8.28 700.00 757.99 57.99
125.00 135.35 10.35 750.00 812.13 62.13
150.00 162.43 12.43 800.00 866.27 66.27
175.00 189.50 14.50 850.00 920.41 70.41
200.00 216.57 16.57 900.00 974.55 74.55
225.00 243.64 18.64 950.00 1028.70 78.70
250.00 270.71 20.71 1000.00 1082.84 82.84
275.00 297.78 22.78 1250.00 1353.55 103.55
300.00 324.85 24.85 1500.00 1624.26 124.26
325.00 351.92 26.92 1750.00 1894.96 144.96
350.00 378.99 28.99 2000.00 2165.67 165.67
375.00 406.06 31.06 2250.00 2436.38 186.38
400.00 433.13 33.13 2500.00 2707.09 207.09
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Calculating FICA and inflated gross—employee’s Fl taxable wages are
already over $117,000.00

FICA is made up of Social Security and Medicare. For employee earnings over $117,000.00, only
the Medicare portion of FICA should be collected.

To calculate FICA (Medicare) and inflated gross when an employee’s Fl taxable wages are over
$117,000.00 but under $200,000.00, use the calculations or the table below. Both methods will
yield the same result.

Year-To-Date Gross Inflated Gross FICA

Over $117,000.00 Net Bonus Pay + 0.9855 1.45% x Inflated Gross

For example, an employee who has already grossed over $117,000.00 will be receiving a
$2000.00 bonus check. The inflated gross is $2029.43 and the FICA is $29.43.

Year-to-date Fl taxable wages over $117,000.00

Net Pay Inflated Gross FICA 1.45% Net Pay Inflated Gross FICA 1.45%
5.00 5.07 .07 425.00 431.25 6.25
10.00 10.15 A5 450.00 456.62 6.62
15.00 15.22 .22 475.00 481.99 6.99
20.00 20.29 .29 500.00 507.36 7.36
25.00 25.37 37 525.00 532.72 7.72
30.00 30.44 44 550.00 558.09 8.09
35.00 35.51 51 575.00 583.46 8.46
40.00 40.59 .59 600.00 608.83 8.83
45.00 45.66 .66 625.00 634.20 9.20
50.00 50.74 .74 650.00 659.56 9.56
75.00 76.10 1.10 675.00 684.93 9.93

100.00 101.47 1.47 700.00 710.30 10.30
125.00 126.84 1.84 750.00 761.04 11.04
150.00 152.21 221 800.00 811.77 11.77
175.00 177.57 2.57 850.00 862.51 1251
200.00 202.94 2.94 900.00 913.24 13.24
225.00 228.31 331 950.00 963.98 13.98
250.00 253.68 3.68 1000.00 1014.71 14.71
275.00 279.05 4.05 1250.00 1268.39 18.39
300.00 304.41 441 1500.00 1522.07 22.07
325.00 329.78 4.78 1750.00 1775.75 25.75
350.00 355.15 5.15 2000.00 2029.43 29.43
375.00 380.52 5.52 2250.00 2283.11 33.11
400.00 405.89 5.89 2500.00 2536.78 36.78
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Calculating FICA and inflated gross—employee’s Fl taxable wages
will exceed $117,000.00 with the bonus check

If an employee reaches or exceeds the Social Security limit of $117,000.00 with the bonus check,
use both methods to calculate FICA and the inflated gross.

v The FICA taxable wage limit for 2013 was $113,700.00.

To calculate FICA and inflated gross when an employee’s FICA-taxable earnings will
exceed $117,000.00 with the bonus check:

v' Inthis procedure, the example assumes an employee has year-to-date FICA-taxable earnings
of $111,700.00 prior to the bonus check. The net bonus amount is $2,500.00. The employee’s
new year-to-date FICA-taxable earnings will be over $113,700.00.

1. Calculate the wage amount that is fully taxable for Social Security.
$117,000.00 — $115,000 = $2,000.00

2. Determine the Social Security withheld on $2,000.00.
$2,000.00 x 0.0765 = $153.00

3. Determine the net pay based on the $2,000.00 calculation.
$2,000.00 — $153.00 = $1,847.00

4. Determine the additional net required to total $2500.00.
$2500.00 — $1,847.00 = $653.00

5. Calculate the inflated gross wages taxable for Medicare only.
$653.00 + 0.9855 = $662.61

6. Add wages from steps 1 and 5 to obtain the total inflated gross amount.
$2,000.00 + $662.61 = $2,662.61
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Calculating FICA and inflated gross—employee’s Fl taxable wages are

already over $200,000.00

3-20

FICA is made up of Social Security and Medicare. For employee earnings over $200,000.00, only
the Medicare (1.45%) and Medicare HI (0.9%) portions of FICA should be collected.

To calculate FICA (Medicare) and inflated gross when an employee’s Fl taxable wages are over
$200,000.00, use the calculations or the table below. Both methods will yield the same result.

Year-To-Date Gross

Inflated Gross

FICA

Over $200,000.00

Net Bonus Pay + 0.9765

2.35% x Inflated Gross

For example, an employee who has already grossed over $200,000.00 will be receiving a
$2000.00 bonus check. The inflated gross is $2048.13 and the FICA is $48.13.

Year-to-date Fl taxable wages over $200,000.00

Net Pay Inflated Gross FICA 2.35% Net Pay Inflated Gross FICA 2.35%
5.00 5.12 A2 425.00 435.23 10.23
10.00 10.24 .24 450.00 460.83 10.83
15.00 15.36 .36 475.00 486.43 11.43
20.00 20.48 .48 500.00 512.03 12.03
25.00 25.60 .60 525.00 537.63 12.63
30.00 30.72 12 550.00 563.24 13.24
35.00 35.84 .84 575.00 588.84 13.84
40.00 40.96 .96 600.00 614.44 14.44
45.00 46.08 1.08 625.00 640.04 15.04
50.00 51.20 1.20 650.00 665.64 15.64
75.00 76.80 1.80 675.00 691.24 16.24

100.00 102.41 241 700.00 716.85 16.85
125.00 128.01 3.01 750.00 768.05 18.05
150.00 153.61 3.61 800.00 819.25 19.25
175.00 179.21 4.21 850.00 870.46 20.46
200.00 204.81 4.80 900.00 921.66 21.66
225.00 23041 541 950.00 972.86 22.86
250.00 256.02 6.02 1000.00 1024.07 24.07
275.00 281.62 6.62 1250.00 1280.08 30.08
300.00 307.22 7.22 1500.00 1536.10 36.10
325.00 332.82 7.82 1750.00 1792.11 42.11
350.00 358.42 8.42 2000.00 2048.13 48.13
375.00 384.02 9.02 2250.00 2304.15 54.15
400.00 409.63 9.63 2500.00 2560.16 60.16
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Calculating FICA and inflated gross—employee’s Fl taxable wages are
over $117,000.00 and with the bonus check will exceed $200,000.00

If an employee reaches or exceeds the Social Security limit of $200,000.00 with the bonus check,
use both methods to calculate FICA and the inflated gross.

To calculate FICA and inflated gross when an employee’s FICA-taxable earnings will
exceed $200,000.00 with the bonus check:

v’ Inthis procedure, the example assumes an employee has year-to-date FICA-taxable earnings
of $198,000.00 prior to the bonus check. The net bonus amount is $2,500.00. The employee’s
new year-to-date FICA-taxable earnings will be over $200,000.00.

1. Calculate the wage amount that is fully taxable for Medicare only.
$200,000.00 — $198,000 = $2,000.00

2. Determine the Medicare withheld on $2,000.00.
$2,000.00 x 0.0145 = $29.00

3. Add the remaining net pay to Medicare tax figured in step 2.
$500.00 + $29.00 = $529.00

4. Determine the additional Medicare and Medicare HI on the amount above $200,000.00.
$529.00 + 0.9765 = $541.73

5. Add wages from step 4 and set 2.
$541.00 + $2,000.00 = $2,541.73
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Calculating FICA and inflated gross—employee’s Fl taxable wages are
under $117,000.00 and with the bonus check will exceed $200,000.00

To calculate FICA and inflated gross when an employee’s FICA taxable earnings are under
$117,000.00 but with the bonus check will exceed $200,000.00:

v

10.

3-22

In this procedure, the example assumes an employee has year-to-date FICA-taxable earnings
of $113,300.00 prior to the bonus check. The net bonus amount is $100,000.00. The
employee’s new year-to-date FICA-taxable earnings will be over $200,000.00.

Calculate the wage amount that is fully taxable for Social Security and Medicare.
$117,000.00 — $113,300.00= $3,700.00

Determine the Social Security and Medicare tax.

$3,700.00 x .0765 = $283.05

Determine the net pay based on $3,700.00.

$3,700.00 — $ 283.05 = $3,416.95

Calculate the wage amount that is fully taxable for Medicare only.

$200,000.00 — $117,000 = $83,000.00

Determine the Medicare withheld on $83,000.00.

$83,000.00 x 0.0145 = $1,203.50

Determine the net pay based on $83,000.00.

$83,000.00 — $1,203.50 = $81,796.50

Add amounts from steps 3 and 6.

$3,416.95 + $81,796.50 = $85,213.45

Calculate the difference between the net bonus amount and amount from step 7.
$100,000.00 — $85,213.45 = $14,786.55

Determine the additional Medicare and Medicare HI on the amount above $200,000.00.
$14,786.55 + .9765= $15,142.40

Add amount from step 9 to step 4 and step 1 to get gross amount.

$15,142.40 + $83,000.00 + $3,700.00 = $101,842.40

Bonus Payrolls
ADP Proprietary & Confidential - Not for External Distribution



Handling Million-Dollar Bonus Payrolls

Clients sometime report unusually large payrolls at year-end. The total gross payroll may exceed
one million dollars. Since these payrolls are usually bonus payrolls, refer to the bonus payroll
procedures in this section for scheduling, input, and taxation details.

Guidelines for processing large bonus payrolls in Callin

Be aware of the following procedural issues that arise with million-dollar payrolls in Callin:

A\ The payroll system can’t accommodate employee-level, quarter-to-date or year-to-date values
over $9,999,999.99. If you encounter a situation where an employee has a quarter- or
year-to-date value of $10,000,000.00 or higher, please contact SBS Payroll Support in
Moorestown for assistance. In most cases, the client will need to be set up for Medicare-only
tax (MC).

If an individual employee exceeds that limit, set up the employee as a new hire with a second
employee number for just the Medicare portion of Social Security (tax code MC). Make sure
the second employee number is exempt from FUTA, SUI, and SDI. The employee will
receive multiple W-2s.

* Bonuses up to $9,999,999.99 can be entered on the Pay screen.

v" Decimals must be used when entering amounts on the Pay screen.

» Tax Filing clients must call in large (i.e., million-dollar) payrolls at least three days prior to
check date. A signed absolution letter must be obtained before processing late payrolls. Refer
to Client Letters in Appendix B in this guide for a sample Absolution Letter - Responsibility
for Penalty & Interest form.

» Tax Central or your regional tax service coordinator (TSC) must be notified of million-dollar
payrolls, and the tax transmission must be monitored to ensure that it is successfully received
and processed in San Dimas.

» Clients may be required to wire transfer funds to San Dimas to ensure timely deposits. (San
Dimas provides wiring instructions.) Federal liabilities over $100,000.00 are due the day after
the check date. Coordinate this process with your TSC. View the TOPS screen CHO2 to
determine if the client has any pending liabilities. For example, an additional bonus payroll
that is less than $100,000.00 in federal liabilities could actually cause the client to be in a
next-day deposit situation, as calculated below:

$20,000.00  Pending
85,000.00  Bonus
$105,000.00  Next Day Deposit

» Clients with Money Movement products (e.g., FSDD, ADPCheck) are subject to risk
thresholds. If a client exceeds his or her risk threshold with a bonus payroll, the client is
required to wire transfer funds. Contact your regional Banking department for more
information.
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States with Supplemental Wage Rates

In some states, employees must pay a state tax on their supplemental earnings (codeword SUPW)

in addition to the federal tax.

State tax on supplemental earnings

State Tax Rate % | State Tax Rate %
Alabama 5.0 Nebraska 5.0
Arkansas 7.0 New Mexico 49
California 6.6 New York 9.62
Bonuses/stock option earnings 10.23 New York City residents 4.25
Yonkers 1.443
Colorado 4.63 North Carolina 6.0
Georgia—annual wages: North Dakota 2.28
< $8,000.00 2.0 (Note: Sort code no longer used.
$8,000.01 - 10,000.00 3.0 Supplemental wages now taxed
$10,000.01 - 12,000.00 4.0 at same percentage for all EES)
$12,000.01 - 15,000.00 5.0
> $15,000.01 6.0
Idaho 7.4 Ohio 35
lllinois 5.0 Oklahoma 5.25
Indiana 3.4 Oregon 9.0
lowa 6.0 Pennsylvania 3.07
Kansas 45 Rhode Island 5.99
Maine 5.0 South Carolina 7.0
Maryland (MD resident) 5.75 Utah Calculation
(plus county withholding rate)
Massachusetts 5.25 Vermont
When federal w/h rate is 25% 6.75
When federal w/h rate is 39.6% 9.45
Michigan 4.25 Virginia 5.75
Minnesota 6.25 West Virginia—annual wages:
<$10,000.00 3.0
$10,000.01 - 25,000.00 4.0
$25,000.01 - 40,000.00 45
$40,000.01 - 60,000.00 6.0
> $60,000.00 6.5
Missouri 6.0 Wisconsin—annual wages:
>$10,220.00 4.6
$10,220.01 - 20,440.00 6.15
$20,440.01 - 153,280.00 6.5
$153,280.01 — 225,000.00 6.75
< $225,000.01 7.75
Montana 6.0
3-24 Bonus Payrolls
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Special Taxation/
Miscellaneous Reporting

This chapter describes several special tax situations and tax-related procedures. For each
situation, an explanation of the taxability, where the earning or tax appears on W-2s, and related
client situations and solutions are given.

v' Consult with your area trainer for details on year-end training for special taxation topics.

v’ Foran alphabetical listing of EasyPay codewords, refer to Codeword Taxability Tables on
page 4-65.

v’ Clients may provide information concerning their special taxation needs by returning the
Year-End Reply form.

v" For situations involving EasyPayNet clients, refer to Service Center Procedures for
EasyPayNet for additional information. To access, go to the SBS Service Training intranet
site at http://sbslearning.es.ad.adp.com. Under the Reference Library menu, highlight
Products/Features and click EasyPayNet.

EasyPayNet year-end procedures will also be published on the ADP Small Business Services
Client Center Web site in October. EasyPayNet clients may access them by going to this
address: http://adp.com/small-business-services/client-support/year-end-central.aspx.

Chapter contents

Allocated Tips for Restaurant EMPIOYEES ..........oi ittt s e e 4-4
EXplanation Of taXability ............ooiiiiii e 4-4
Where do allocated tips appear 0N the W=27 ... ..ot 4-4
Setting UP AlIOCATEA TIPS ... neeeeiiie ettt et e et et e et e e et e e nneeeeneeeaneee e 4-4

Box 14 on Form W-2 (Codewords B14A, B14B, and B14C)........ccoiiiii i 4-5
Displaying taxable amounts as information iNDoX 14 ... 4-5
Displaying Illinois employer contributions to medical savings plans as information in box 14 .......... 4-9
Displaying nontaxable amounts as information inboX 14 ... 4-11

CAFELErTA 125 PIANS. ... ..ottt 4-12
EXplanation Of taXability ............ooiiiie e e 4-12
Where do Cafeteria 125 plan amounts appear on the W-27 .........ooooiiiiiiece e 4-12
QUESTIONS 10 @SK CHIENES .....eeie e e e e et e e e et e e e e et e e e e e s tb e e e e s sntaeeeesnneeeeesnnes 4-13
Setting up Cafeteria 125 PIANS. .........oii ittt 4-13

Cost of Employer-Sponsored Group Health Plan COVerage...........oovvieiiiiiiiiieiie e 4-15
EXplanation Of taXability ............ooiiiiie e e 4-15
Where does the cost of employer-sponsored group health plan coverage appear on the W-27........... 4-15
QUESTIONS 10 @SK CHIENES .....eeie e e s e e e et e e e e st e e e e e tt e e e e s antaeeeesnneeeeesnnes 4-16
Setting up the cost of employer-sponsored group health plan coverage..........ccccoooeiviiiniiiiiinenenn 4-17

Deferred Compensation and Pension Plans (Qualified and Nonqualified)............ccccoviiiiiiieiiiiennene 4-18
Where does deferred compensation appear on the W-27 ........oooiiiiii e 4-19
QUESTIONS 10 @SK CHIENES .....eeieiiiieie e e e e st e e e et e e e e st e e e e ante e e e s antaeeeesnneeeeeannes 4-20
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Allocated Tips for Restaurant Employees

Large food and beverage establishments are required to report certain additional information
about tips to the IRS.

To make sure that employees are correctly reporting tips, employers must keep records to verify
amounts reported by employees. Certain employers must allocate tips if the percentage of tips
reported by directly tipped employees falls below a required minimum percentage of gross sales
(typically 8%). To “allocate tips” means to assign an additional amount as tips to each employee
whose reported tips are below the required percentage.

Allocated tips are generally reported after clients have processed their last payroll of the year.
Employers will calculate tip allocations based on one of three methods recognized by the IRS:

Hours Worked, Gross Receipts, or Good Faith. No tip allocation is required if the total tip amount
reported by an employee is equal to his or her share of the required percentage of gross sales.

Explanation of taxability

No taxes are withheld from the amount reported as allocated tips. Generally, employees must
report allocated tips as income on individual tax returns.

Where do allocated tips appear on the W-2?

The amount reported as allocated tips appears in box 8 of the W-2.

Setting up allocated tips

Allocated tips should be set up using earnings code RO and codeword ATIP.

Earnings Codeword Literal Description W-2 Fed FICA
Code Box? Txbl? Txbl?
RO ATIP ATIP  Allocated tips for 8
restaurant employees. Not
taxable.

A\ Before adding an earning or deduction for a client using the EasyPayNet product, ask the
client if any payroll entries have been made since the last payroll was submitted. Adding a
new earning or deduction code when a current payroll details file is in the INDETAILS
library may cause the client to be unable to log into the EasyPayNet application. For details
on adding earnings and deductions when a client has files in the INDETAILS library, refer to
the Working with interim pay details section of the EasyPayNet Service Center Procedures
document in the Reference Library on the SBS Service Training intranet site.
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Box 14 on Form W-2
(Codewords B14A, B14B, and B14C)

Box 14 (Other) on Form W-2 is reserved for informational purposes. The IRS and the SSA do not
look at information in this box. Several codewords and deductions can be used when the client
wants to show yearly monetary information to the employee on Form W-2. This section of the
chapter provides the information you need to work with these codewords.

There are three memo deduction codewords for displaying information in box 14 on Form W-2:
B14A, B14B, and B14C. Use these codewords and deductions when the client wants to show
yearly monetary information to the employee on Form W-2. For example, the client may want to
display housing allowances paid throughout the year as information on Form W-2.

Other uses for the codewords include displaying yearly mileage reimbursements and United Way
contributions. For the state of Illinois, if a client uses codeword ERMS for contributions to
employees’ medical savings plans, the client may request that those contributions be reported in
box 14 on Form W-2. Refer to page 4-9 for the procedure for working with codeword ERMS and
Illinois clients.

The year-to-date values for these codewords are printed in box 14 along with the names given to
them in Profile (for example, HOUSNG). These codewords do not tax the calculated amounts;
they only display the calculated amounts.

Box 14 deduction codes

Deduction Code Codeword
BA B14A
BB B14B
BC B14C

Determine if the amounts that will appear as information in box 14 are taxable or nontaxable and
follow the appropriate procedure below.

v" Do not store any permanent amounts in the BA, BB, or BC deductions on an employee level.
If a permanent amount needs to be stored to pull the earnings, set up an additional deduction
such as M1 to store the amount to pull to the worksheet.

Displaying taxable amounts as information in box 14

An earning or deduction can have only one codeword. A taxable earning or deduction must be set
up with the appropriate codeword for taxability. To display taxable amounts in box 14 on Form
W-2, you must set up a box 14 deduction to calculate on the taxable deduction or earning. You
may also have to adjust the year-to-date amounts for the box 14 deduction.

To set up a box 14 deduction to calculate on a taxable earning or deduction:

1. If the taxable earning or deduction is not already set up, set it up in the Client Earnings or
Client Taxes and Deductions module of the client’s profile, using the appropriate codeword
for taxability. See an example of setting up a taxable earning on the next page.
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Earnings screen for a taxable earning in the client’s profile

Set up an earnings
code (for example,
earnings code 7A)
with the appropriate
codeword for

Client# JK6 JKB6 FLT TEST CLIENT WITH Module- EARNINGS UPDATE
Code Earn Live Emp Add1 % W/S Regstr Prt Put Chain Code Word
Name Memo Rate Rate Boost HEBN Hr 8% Adj Grs Earn 33 Hr
F6=Lookup
BF BAL FW L Y o 100 N N 13 Y Y GROS STDH
I 7A HOSNG2 M Y 100 3 N Y Y N HSNG

| taxability.

2. After setting up the taxable earning or deduction, set up one of the three box 14 deductions.
The screens below illustrate how to set up a box 14 deduction to calculate on a taxable

earning.

v Set up a different box 14 deduction for each earning or deduction the client wants to
display in box 14. For example, if a client wants to display both housing amounts and
moving expense amounts in box 14, set up deduction BA to display housing amounts and
deduction BB to display moving expense amounts.

Set up the deduction BA
(for example, Housing) with
codeword B14A.

The deduction is set up as
a standard memo deduction
to calculate for all checks.

Client# JK6 JKB FLT TEST CLIENT WITH Module- Deductions UPDATE
Code Ded Live Calc Calc Calc Lmt Limit ALl Std Pre Code
Name Memo Rate Type Value Type Amount Cks Ded Tax Word
F6=Lookup
. 9 9 M I S C ! L ....... S N ...... N N N
. N 4 g D \'] N C E L ......... S N ...... N N N
~PY PAYMNT L NG Y Y N
I BA HOUSNG M 1.00 ¢ Y ) Y Y N

3. On the first Deductions screen on the previous page, type Y in the Calc Value column and
press ENTER to access the Calc Value screen.

Earnings
Hrs 333
01
02
03
05
"7
" o8
13
_ pp

BA HOUSNG Calculate this Deduction on:

Clientd# JK6 JK6 FLT TEST CLIENT WITH
Valid calculation values

Module- Deductions

(choose no more than 12)

Taxes and Deductions

REGLAR
0/TIME
VACTON
SICK
HOLDAY
SALARY
OTHER
BONUS1
Ral __ELl

HOSNG2

_FI
FlW

ST

DD

R

ub

ey

FR

- bI

FU
JuI

FICA

FED WT
STATE
DISAB.
FAM LV
UNEMP .
CITY

FICACO
DISBCO
FUTACO
UNEMCO

Keywords

STDH
" GROS
" VACH
~ SCKH
SICK

" HOLH

UPDATE

. Type Y opposite the taxal
earning or deduction cod

and press ENTER.

ble
e (for

example, earning code 7A) that
the deduction BA calculates on
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Second Deductions screen for the box 14 deduction in the client’s profile

Client# JK6 JK6 FLT TEST CLIENT WITH Module- Deductions UPDATE

Code Ded Live Std Pay Sch Part Prt Calc Ded Prnt Mast Chn Clear

Name Memo Ded 12345 OK Chk Adj Rpt Reg Cng Ded
99 MIsC. L N N D N N oYY
5. Complete the second _
deduction screen for N 12845 N b N N Y Y L
deduction BA as shown. § For EasyPayNet

...... N D N NoY N . _-|clients only, type Y in
the Mast Cng field.
| BA HOUSNG M Y N N oY N N N N

On the second Deductions screen, press F2 (Options) to return to the first Deductions screen.

On the first Deductions screen, press F7 (Update EOJ) and write your work back to the
master file.

If you have set up both the taxable earning or deduction and the box 14 deduction
simultaneously, no further action is required.

-0OR -

If you are setting up the box 14 deduction to calculate on an existing earning or deduction
that has already accumulated year-to-date amounts, follow the procedure for adjusting
year-to-date amounts on the next page.

When setting up box 14 deductions for EasyPayNet clients, type Y in the Mast Cng field.

Before adding an earning or deduction for a client using the EasyPayNet product, ask the
client if any payroll entries have been made since the last payroll was submitted. Adding a
new earning or deduction code when a current payroll details file is in the INDETAILS
library may cause the client to be unable to log into the EasyPayNet application. For details
on adding earnings and deductions when a client has files in the INDETAILS library, refer to
the Working with interim pay details section of the EasyPayNet Service Center Procedures
document in the Reference Library on the SBS Service Training intranet site.

To adjust the year-to-date amounts for a box 14 deduction in Callin:

1. From the Client Reports (MNURPT) menu, select option 1 (From the Master File) and press
ENTER to produce a copy of the client’s Master List. This report provides the year-to-date
amounts for all earnings and deductions.

2. From the Work with Client (MNUSRYV) menu, select option 11 (Profile) and press ENTER
to proceed to the second Deductions screen.

3. On the second Deductions screen, for codes BA, BB, and BC, change the entry in the Calc
Adj field from “Y” to “N.”

4. From the Payroll Entry (MNUPAY) menu, select option 7 (Load Callin from a Master File)
and press ENTER to load the client’s master file to Callin.
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5. Onyour CATS Event Center screen, press F2 (Add/New), create a payroll event, and enter an
adjustment payroll to add the employees’ year-to-date amounts for the taxable earning or
deduction to the box 14 deduction.

v’ Remember to perform the following:

* Blank out any pay data on the employees’ Pay screens or remove all codes from the
verify screen.

* Type S on the Date Page in the Override Pay# field.
» Void the invoice, if applicable.

* Suppress ACH.

»  Verify that no other adjustment is processed.

»  Verify that no tax data is sent. (This payroll should appear on the Tax Exception
report.)

*  When the payroll is finished processing, return to the second Deductions screen in
the Profile and change the Calc Adj field to “Y.”

Payroll Adjustment screen

JK6 CO# JK6 FLT TEST CLIENT WITH NJ Dept#

Employee#f 0001

Adj Type: Manual (Y=Yes) Y Void (Y=Yes) -or- Precalculated (Y=Yes)
|- -EARNINGS-————|

Descr Code Hours Amoun t Descr Code Hours Amoun t

REGLAR 01 0/TIME 02

VACTON 03 SICK 04

HOLDAY 05 SALARY o7

OTHER 08 BONUS1 13

BAL FW BF HOSNG2 M7A

Labor #

Descr Code Amount Descr Code Amount Descr Code Amount

FICA x  FI FED Wx  FUW STATEx ST

Ei:?m Es :?:CL* ;; ggs:z; EZ Add the year-to-date amount for

DARINE BN P — R the taxable earning or deduction

00 —m7m | .

to the box 14 deduction on the
payroll Adjustment screen.
Bottom

Check# Net Pay No Charge Reason Code PgUp

Fl=More Dist F4=EE Inf Fl12=Cancel F13=Cli Inf F16=Alrt/Evt
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Displaying Illlinois employer contributions to medical savings plans
as information in box 14

For the state of Illinois, if a client uses codeword ERMS for contributions to an employee’s
medical savings plan, the client may request that those contributions also be reported in box 14 on
Form W-2.

v Inthe past, it was required that contributions to an employee’s medical savings plan be
reported in box 14 on Form W-2. These contributions are no longer required in box 14.
Contribution amounts reported using codeword ERMS will automatically print in box 12 on
Form W-2 with code “R.”

If the client requests that medical savings plan contributions appear in box 14 of the Form W-2,
use the following procedure to set up both the taxable deduction and an additional deduction to
print the year-to-date information for ERMS in box 14 on Form W-2. For additional information
on setting up box 14 on Form W-2, refer to page 4-5 of this chapter.

To set up the deduction codes:
1. In Profile, from the Update/Browse menu, type Y next to Client Taxes and Deductions and
press ENTER.

2. On the first Deductions screen, set up the MR deduction based on the client’s request. Then,
set up the BA deduction as shown below. Type Y in the Calc Value column and press
ENTER to access the Calc Value screen.

Client# JC1 STATE CLIEMT AL-WE DOF Module- Deduct ions UFDATE
Code Ded Liwe Calec Calec Calc Lmt Limit All Std FPre Code
Hame Memao FRate Twpe Maluse Twpse Amount Ck= Ded Tax Hord
.. RF ERADFH Mmoo k=2 H. e . H. A ERAD.
.. TF  TRPASS L. Mo ha H X, TPAS,
B EE Mo (3] (2] > (2] o EE
.. Ba ER M3Aa M .83 Moo R A N, Bidn,
.. 99 MISC. Lo He s M H He
................... CHO 18-POP Options 2
Reg CEH PAY MED125 401 K EE HMSA EEADFPH ERADPH ER HMSA CHECE #
Head=s GRS PAY FED WT FICA STATE SUISDIS CTYSLOC MISC HET FPAY
CHMOS: 2 More Options 3 Select more 4 Tawes T Update EOJ 28 Ho Update EOJ
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3. On the Calc Value screen, type Y next to the MR deduction code and press ENTER.

Client# JC1 STATE CLIENT AL-ME DODF Module- Deduct ions UPDATE
Yalid calculation walues
Bfi ER M5A Calculate this Dedoction on: {choose ho more than 12)
Earnings Taxes and Deduct ions Kewwords
Hr= 553
.. .. @1 REGLAR _.I9 HMED125 . .. 5TDH .. INgZ2
L. B2 0STIME L P14t K . .. GROS .. CFE1
. @8 OTHER .. P4 483 B . .. RGTP CLo4a1K
.. BT SALARY .. 5W SIWMPLE . .. RTIF .. 4083B
. R1 REGTIP .. 5F SIM4m1 . .. DCTP .. SINWP
.. R4 DECTIP .. CE COELET . .. OTIP .. 5In4
. RT MIHTIP .. ME EE MSA . .. MHTP .. ELCT
.. RE MEALS .. EA EEADPH . . MTIP .. EENM%
.. RB MAKTIP .. RF ERADPH . .. MLCR .. EEAD
.. R9 ADOTIP .. TP TRPASS . .. MLHT .. ERAD
.11 BMEALS ¥ MR ER MSA . . MWMU .. TPAS
.. BB SUP WG . . L UTIPR .. ERM%E
.. B3 IMSPRHM . . .. EXTP
. B4 IMSP 2 . . . KTIP
L .. SUPH
“Y” appears for the - IHSF
MR deduction code. Press Enter to Continue
1

4. Press F2 (More Options) to access the second Deductions screen. Then, complete the setup
for deduction BA as shown below.

Client# JC1 STATE CLIENT mL-ME DDF Module— Deductions UPOATE
Cods Oed Liwe 5%td Paw Sch Part Prt Calc Ded Prnt Mast Chn Clear
Mame Memo Ded 12345 Ok Chk  Adj Fpt FReg Chng bDed
RFP ERADPH H H 12345, M D H, M Mo kA
TR TRPASS L H 12345, M D H, M o9 g
MR ER MSA H H 12345, M D H, M Mo kA
Ef ER MSA H Voo M M N M Mo N
99 MISC. LM H o M H Yo ¥
...... 5
Feg C5H PAY MED125 4@1 K EE MZA EEADPH ERADFH ER MZA CHECKE #
Hezd=s GRS PAY FED MWT FICH STATE SUISDIS CTYsLoC MISC HET PaY
CHOS: 2 0Options 20 Mo Update EOJ

A\ When setting up box 14 deductions for EasyPayNet clients, type Y in the Mast Cng field.

A\ Before adding an earning or deduction for a client using the EasyPayNet product, ask the
client if any payroll entries have been made since the last payroll was submitted. Adding a
new earning or deduction code when a current payroll details file is in the INDETAILS
library may cause the client to be unable to log into the EasyPayNet application. For details
on adding earnings and deductions when a client has files in the INDETAILS library, refer to
the Working with interim pay details section of the EasyPayNet Service Center Procedures
document in the Reference Library on the SBS Service Training intranet site.

To adjust the year-to-date amounts for the box 14 deduction in Callin:

If there are year-to-date balances for ERMS, enter an adjustment payroll to add those
amounts to the box 14 deduction code BA. Refer to page 4-7 of this chapter for the procedure
to adjust the year-to-date amounts.

—-0OR -

If there are no year-to-date balances for ERMS (for example, the medical savings plan is new,
or the client is a new business), no adjustment payroll is necessary. The ERMS value will
automatically update the box 14 year-to-date values.

Special Taxation/Miscellaneous Reporting
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Displaying nontaxable amounts as information in box 14

If a client wants to display the yearly amount for a deduction that does not require a codeword for
taxability (e.g., a United Way deduction), you can enter one of the box 14 codewords for that
deduction in the Codeword column in the client’s profile.

To enter a box 14 codeword for a nontaxable deduction:
1. If the deduction for which you want to display yearly amounts in box 14 is not set up, set it
up in the client’s profile.

2. If the deduction is set up, on the first Deductions screen, type B14A, B14B, or B14C under
the Codeword column for the deduction for which you want to display yearly amounts in box
14. The example below shows the codeword being added to a United Way deduction.

Client# SO1 MATIOMAL OIL COMPANY Module— DOeductions LUPORTE

Code Ded Liwve Calc Calc Calc Lmt Limit ALl Std Fre Code
MHame Mema HRate Twpe Value Tupe Amount Ck=s DOed Tax kard

BrP1 401 K Lo b4 * 3 T4k X M s 401K
. C1 Codoqk M 50.00008 i ! Y, M s LCo4k,
Cobd amklN L g M oo N H N L4,
.20 CHENG Lo s N H H N
oM UNARY L s N H H N B14E
oIS MEDCAL L =1 Mo M M H . X .
.. 99 MIZC. Lo g M N H | I A

o BA HOUSNG M - n , v|Type one of the box

MO . -POf 14 codewords in the
Reg GROSS 401 K CO4:1K 4E1KLM CHEMG LIMAWIAY MEDH

Heads PAY FEDO WT FICAH STATE SUI/DIS  CTY/ALOC MI codeword column.
CHOZ:z 2 Hore Options 3 Select more 4 Taxes 7 Update EOJ 20 Ho Opdate

3. On the first Deductions screen, press F7 (Update EOJ) and write your changes back to the
master file. The yearly total for codeword B14B will be printed in box 14 on Form W-2 as
UN/WAY with the amount.

A\ When setting up box 14 deductions for EasyPayNet clients, type Y in the Mast Cng field.

A\ Before adding an earning or deduction for a client using the EasyPayNet product, ask the
client if any payroll entries have been made since the last payroll was submitted. Adding a
new earning or deduction code when a current payroll details file is in the INDETAILS
library may cause the client to be unable to log into the EasyPayNet application. For details
on adding earnings and deductions when a client has files in the INDETAILS library, refer to
the Working with interim pay details section of the EasyPayNet Service Center Procedures
document in the Reference Library on the SBS Service Training intranet site.
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Cafeteria 125 Plans

The section 125 Cafeteria plan is a “cafeteria” style benefit package that allows employees to
select the types of benefits they need from an employer-supplied benefit “menu.” The value of the
plan is limited to a certain amount set by the employer. Such plans must include both taxable and
nontaxable benefits as options.

Employees can choose from several types of life, health, and accident insurance. Additionally,
employees can request that funds be placed in a reimbursement account to cover childcare or
medical expenses that they may incur. Employees pay for their benefits through flex credits
(employer contributions), payroll deductions, salary reductions, or by selling vacation time.

In some cases, employees can receive cash instead of some benefits. This money is considered
income. In addition, if the employee wants more benefits than the employer is willing to provide,
the employee can purchase those benefits with pre-tax dollars.

The following are examples of Cafeteria 125 benefits:

Medical Benefits Insurance Benefits Miscellaneous Benefits
* Dental » Accidental death and » Cash out option
e Medical dismemberment * Dependent care flexible
* Medical care flexible * Long-term disability spending account
spending accounts * Group Term Life » Vacation day buy or sell
* Vision * Whole or other life
insurance

Some examples of a Cafeteria 125 plan include:

* Anemployer allows employees to pay for health insurance on a pre-tax basis. The amount of
the employee-paid premium is exempt from federal income tax, FICA, FUTA, and most state
taxes.

* Anemployer allows employees to set aside a fixed amount of pre-tax dollars each pay period
in a dependent care reimbursement account. As employees incur childcare expenses, they
submit childcare receipts to the employer for reimbursement on a predetermined frequency.

Explanation of taxability

The amount an employee “spends” on benefits, whether within the employer’s limit or not,
reduces the employee’s taxable wages. This applies to FIT, FUTA, FICA, and most state income
taxes.

Where do Cafeteria 125 plan amounts appear on the W-2?

The following boxes on the W-2 are reduced by Cafeteria 125 benefit amounts:

»  Wages, tips, other compensation (box 1)
» Social Security wages (box 3)

* Medicare wages and tips (box 5)

o State wages, tips, etc. (box 16)

» Local wages, tips, etc. (box 18)

Any amounts received in cash are added to boxes 1, 3, and 5 of the W-2.
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Some Cafeteria 125 benefits appear separately in the following W-2 boxes:

Box Information that Appears

10 - Dependent care  The amount deducted for the dependent care

14 - Other If requested by the client, up to three Cafeteria 125
benefit amounts can be set up to appear with a
six-position, client-defined literal description.*

* For the procedure for printing Cafeteria 125 amounts in box 14, refer to the
Displaying taxable amounts as information in box 14 section on page 4-5.

Questions to ask clients

When setting up Cafeteria 125 plans, remember to ask clients the following questions:

*  What are the benefits?

* Areany of these benefits GTL or dependent care?

* Areany employees employed in New Jersey? (New Jersey does not exempt cafeteria 125
plans from state income tax. Codeword CF01 must always be used for New Jersey.)

» Areany of these benefits for Same Sex Marriages/Civil Unions or Domestic partners? (see
chart for setup)

Setting up Cafeteria 125 plans

EasyPay has several deduction codes to use when setting up Cafeteria 125 plans; the most
commonly used codes appear below.

Ded Codeword Literal Description Fed FICA
Code Txbl?  Txbl?
19 CFO01 MED125 Cafeteria plans for NJ. Reduces FIT, Y- Y-

FUTA, FICA, and SIT excluding NJ.
11 M125 CAFE 1 Med 125 Plan. Reduces FIT, FUTA, Y- Y-

FICA, and SIT including New Jersey.

VC VCAF DPCAFE Cafeteria plan for domestic partners,
civil union, same sex marriage. Reduces
DE, CT, HI, IL, MA, ME, NJ, NY, OR,
RI, VT SIT; NY City and Yonkers.

FM CFFD MDFDSH Cafeteria plan to be used in states that Y- Y-
do not recognize same sex marriages

v' The symbols “+” or “~" in the Fed Txbl and FICA Txbl columns indicate whether the
codeword amount adds to taxable wages or reduces taxable wages.

v" In addition, EasyPay has separate codes for dependent care, GTL, and other benefits that may
or may not be part of a Cafeteria 125 plan. Check other sections of this chapter or CSTOOLS
for more information.
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Clients should contact their health care providers to obtain the breakdown of contributions.

Marital Status Federal Tax State Tax EasyPay

Legally married Pre tax Pre tax Add employee VCAF
deduction amount to current

State recognizes same sex CFO01 amount

marriage

Legally married Pre tax Post tax Setup CFFD deduction

State does not recognize same Move the amount of the

SEX marriage same sex post tax deduction
to CFFD deduction

Not legally married; e.g., Post tax Pre tax No change; VCAF deduction

domestic partner or civil union (same as prior to DOMA
ruling)

State recognizes domestic

partner/civil union

Not legally married; e.g., Post tax Post tax No change (same as prior to

domestic partner or civil union

State does not recognize
domestic partner/civil union

DOMA ruling)

v’ For up-to-date information on the Defense of Marriage Act (DOMA), refer to the LUMIN
solution Federal Tax Law Impact of IRS Revenue Ruling 2013-017 for Same-Sex Married

Couples, Related to DOMA.

A\ When setting up Cafeteria 125 plan deduction codes for EasyPayNet clients, be sure to type
“Y” in the Mast Cng field in Profile.

A\ Before adding an earning or deduction for a client using the EasyPayNet product, ask the
client if any payroll entries have been made since the last payroll was submitted. Adding a
new earning or deduction code when a current payroll details file is in the INDETAILS
library may cause the client to be unable to log into the EasyPayNet application. For details
on adding earnings and deductions when a client has files in the INDETAILS library, refer to
the Working with interim pay details section of the EasyPayNet Service Center Procedures
document in the Reference Library on the SBS Service Training intranet site.
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Cost of Employer-Sponsored
Group Health Plan Coverage

On March 23, 2010, the Patient Protection and Affordable Care Act (PPACA) and Educational
Reconciliation Act of 2010 were signed into law. One of the provisions of this law requires
employers to report the cost of coverage for their employer-sponsored group health plan on each
employee’s annual Form W-2.

v In general, the amount reported should include both the portion paid by the employer and the
portion paid by the employee.

On October 12, 2010, the Internal Revenue Service (IRS) announced that reporting the cost of
coverage under an employer-sponsored group health plan on Forms W-2 will not be mandatory
for Forms W-2 issued for 2011 or 2012.

Guidelines for reporting the cost of coverage are:

«  For employers who filed fewer than 250 W-2 forms in 2012—unless and until further
guidance is issued , an employer is not subject to the reporting requirements for any calendar
year if the employer was required to file fewer than 250 Forms W2 for the preceding calendar
year.

v"If guidance is issued for calendar year 2014, notification will be sent via Support
Bulletin.

o For employers who filed 250 or more W-2 forms in 2012, the effective date of this W-2
reporting requirement is calendar year 2013 with a reporting date of January 2014 and
continues each subsequent year when the employer files more than 250 W-2 forms in the
previous calendar year.

o Early reporting is acceptable.
v" The link for the IRS Web site is: www.irs.gov. Click Affordable Care Act Tax Provisions
under Hot Topics for up-to-date information about the reporting requirement. Advise the

client to check the IRS Web site and/or consult with their health care provider or tax
professional for additional information or guidance.

Explanation of taxability

The amount reported does not affect tax liability (i.e., not taxable), as the cost of employer-
sponsored group health plan coverage continues to be excludable from an employee’s income.

Where does the cost of employer-sponsored group health plan
coverage appear on the W-2?

The cost of employer-sponsored group health plan coverage is included in box 12 code “DD” on
the W-2.
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Questions to ask clients

When setting up the cost of employer-sponsored group health plan coverage, it is important to
determine how the client wants to report the benefits. Ask the client the following questions:

* Have you determined the cost of coverage, including the employee- and employer-paid
portions? If not, advise the client to consult with their health care provider or tax professional.

» Do you want to report these benefits with every payroll, monthly, quarterly, or annually?

» Do you want to itemize by type of benefit (Health care, Vision, Dental) or report them as one
lump sum? Remind the client that costs of the group health plan coverage will be totaled and
displayed as a single value on Form W-2. Memo deductions will not be itemized on form
W-2 as they display on the payroll reports.
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Setting up the cost of employer-sponsored group health plan
coverage

Employer-sponsored group health plan costs are set up as memo deductions. This means that the
system stores the amount of the non-taxable benefit, but employees are not paid that amount.

v In general, the amount reported should include both the portion paid by the employer and the

portion paid by the employee.

Cost of employer-sponsored group health plan coverage

Deduction . L W-2 Fed FICA
Code Codeword  Literal Description Box/Cd  Txbl? Txbl?
HV ERHC ER HCV Cost of employer-sponsored 12DD
health care plan (employer-
and employee-paid portions)
VN ERVN ER VSN Cost of employer-sponsored 12DD
vision plan (employer- and
employee-paid portions)
DN ERDN ER DEN Cost of employer-sponsored 12DD
dental plan (employer- and
employee-paid portions)

v" These memo deductions should only be used for reporting the cost of employer-sponsored
group health plan coverage on Form W-2.

v" Clients can itemize the memo deductions by the following types: Health care, Vision, Dental
or any combination—combined into one sum—under any of these categories. Costs of the
employer-sponsored group health plan coverage will be totaled and displayed as a single
value on Form W-2. Memo deductions will not be itemized on form W-2 as they display on
the payroll reports.

A\ Before adding an earning or deduction for a client using the EasyPayNet product, ask the
client if any payroll entries have been made since the last payroll was submitted. Adding a
new earning or deduction code when a current payroll details file is in the INDETAILS
library may cause the client to be unable to log into the EasyPayNet application. For details
on adding earnings and deductions when a client has files in the INDETAILS library, refer to
the Working with interim pay details section of the EasyPayNet Service Center Procedures
document in the Reference Library on the SBS Service Training intranet site.
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Deferred Compensation and Pension Plans
(Qualified and Nonqualified)

4-18

Deferred compensation and pension plans are used as supplemental retirement income. An
employee requests a voluntary reduction of gross pay. The employer deposits the amount of the
reduction in an investment account for retirement. When received after retirement, if pre-tax
deductions were used, the money is generally taxable. (However, the retiree will most likely be in
a lower tax bracket and pay fewer taxes). If post-tax deductions were used (Roth), the money is
generally non-taxable.

Deferred compensation moneys are:

* Deducted from an employee’s paycheck

»  Sheltered from certain taxes until distribution (except Roth contributions)
* Invested into various investment plans

* Used to supplement Social Security benefits

v" All deferred compensation and pension plans limit the amount of money an employee may
contribute to the plan. An employer may also make additional contributions. These amounts
vary by plan.

Maximum annual deduction that can be taken for deferred compensation plans

Maximum Annual

Plan Applicable To Deduction

SIMPLE 401(k) Companies with 100 or fewer employees $ 12,000.00*

SIMPLE 401(k) catch-up Companies with 100 or fewer employees $ 2,500.00*

Roth SIMPLE 401(K) Companies with 100 or fewer employees $ 12,000.00*

Roth SIMPLE 401(k) Companies with 100 or fewer employees $ 2,500.00*

catch-up

SIMPLE IRA/408(p) Companies with 100 or fewer employees $ 12,000.00

SIMPLE IRA/408(p) Companies with 100 or fewer employees $ 2,500.00

catch-up

401(k) Private sector employees $ 17,500.00*

401(k) catch-up Private sector employees $ 5,500.00*

Roth 401(k) Private sector employees $ 17,500.00*

Roth 401(k) catch-up Private sector employees $ 5,500.00*

403(b) Public school systems and nonprofit $ 17,500.00*
organizations

403(b) 15 year service Public school systems and nonprofit $ 3,000.00*
organizations

403(b) catch-up Public school systems and nonprofit $ 5,500.00*
organizations

Roth 403(b) Public school systems and nonprofit $ 17,500.00*

organizations
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Plan Applicable To Maximum Annual

Deduction
Roth 403(b) 15 year service  Public school systems and nonprofit $ 3,000.00*
organizations
Roth 403(b) catch-up Public school systems and nonprofit $ 5,500.00*
organizations
408(k) Companies with 25 or fewer employees $ 17,500.00
408(Kk) catch-up Companies with 25 or fewer employees $ 5,500.00
457(b) State and local governments $ 17,500.00
457(b) catch-up State and local governments $ 5,500.00
Roth 457(b) State and local governments $17,500.00
501(c) Tax-exempt organizations $ 17,500.00
501(c) catch-up Tax-exempt organizations N/A

* Employees may contribute to a deferred compensation plan through both pre-tax (regular)
and post-tax (Roth) deductions. For example, if an employee participates in a 401(k) plan and
has both types of deductions, the maximum combined contribution is $17,500.00.

v The EasyPay system tracks the limit amounts and stops at the maximum shared limit for
regular and Roth contributions.

Where does deferred compensation appear on the W-2?

The table below shows where deferred compensation and pension plans appear on the W-2.

Plan Codeword W-2 Boxes*

SIMPLE 401(k) SIM4 & CSM4 12D & 13 — Ret Plan
SIMPLE IRA SIMP & CSMP 12S & 13 — Ret Plan
401(k) 401K & Cu4l 12D & 13 — Ret Plan
403(b) 403B, 43PT, & CU43 12E & 13 — Ret Plan
408(Kk) SEP2 & CUS2 12F & 13 — Ret Plan
457P 457P & CUA4T 12G

501(c)* 501C 12H & 13 — Ret Plan
Roth SIMPLE 401(k) ROSP & RSCU 12AA & 13 —Ret Plan
Roth 401(k) ROTH & ROCU 12AA & 13 —Ret Plan
Roth 403(b) R403, 43AT, & R4CU 12BB & 13 —Ret Plan
Roth 457(b) R457 12EE & 13 - Ret Plan

* In most cases, deferred compensation also decreases the value of box 1. However, the
codeword 501(c) does not reduce taxable wages on the W-2. In this case, taxable wages
should be deducted on the employee’s 1040 form. Roth contributions do not decrease the
value of box 1.
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v" The amount that appears in box 12 on the W-2 will include both regular and catch-up
year-to-date contributions. For example, if an employee has contributed $13,000.00 to a
401(k) and also has $1,000.00 in catch-up contributions, the total amount of $14,000.00 will
appear in box 12.

v’ Deferred compensation deductions with year-to-date amounts automatically cause the Ret.
Plan area of box 13 to be checked.

Questions to ask clients

Ask the client the following questions before setting up pension and deferred compensation plans.

Then, refer to the two tables below to set up the plan.

* How should the item be taxed?

*  Where should the item appear on the W-2 and which letter in box 12 should be used?
Setting up pension and deferred compensation plans

v" Do not use any of the M1 through M8 deduction codes to set up a PENS deduction; these
codes do not check off the Ret. Plan box on the W-2. P2 and P7 are the only deduction codes
that can be used to check the Ret. Plan box on the W-2 without a year-to-date value.

Deduction codes for qualified pension and deferred compensation plans

Deduction . " W-2 Fed FICA
Code Codeword Literal Description Box/Cd Txbl?  Txbl?
P2 PENS PENSON  Used only to check box on 13 — Ret
Form W-2. Does not require Plan
YTD amount.
P7 PEN2 PENSN2 Taxable pension for 13 — Ret
Pennsylvania, Philadelphia, Plan

and Wilmington. Used only to
check box on Form W-2. Does
not require YTD amount.

P1 401K 401 K Private sector retirement plan 12D & 13 Y-
— Ret Plan

4C Cu41 CU401K  Private sector retirement plan 12D & 13 Y-
catch-up — Ret Plan

P4 403B 403 B Public school systems and 12E & 13 - Y-
nonprofit organizations Ret Plan
retirement plan

3C Cu43 CU403B  Public school systems and 12E & 13 - Y-
nonprofit organizations Ret Plan
retirement plan catch-up

RL 43PT 15403B  Public school systems and 12E & 13 - Y-
nonprofit organizations Ret Plan
retirement plan catch-up

P8 501C 501C Retirement plan for tax exempt  12H & 13 Y-
organizations. — Ret Plan

P5 SEPP SEPIRA  Employer-funded IRA for the 13 — Ret
benefit of employees Plan
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Deduction . A W-2 Fed FICA
Code Codeword Literal Description Box/Cd Txol?  Txbl?
P6 SEP2 SARSEP  Elective deferral under section 12F & 13 - Y-
408(k) Salary Reduction plan Ret Plan
2C CuUS2 CUSEP2  Elective deferral under section 12F & 13 - Y-
408(k) Salary Reduction plan Ret Plan
catch-up
PO 457P 457 P Deferred compensation for 12G Y-
government and tax exempt
organizations
7C Cu47 CU457P  Deferred compensation for 12G Y-
government and tax exempt
organizations catch-up
4H 414H 414 H State nonprofit organizations 14 & 13 - Y-
(e.g., fire or police Ret Plan
department)
1B 414B 414B 414H Defined Benefits for R 14 & 13 - Y-
SUl only Ret Plan
1C 414C 414C 414H Defined Contributions 14 & 13 - Y-
for Rl SUI only Ret Plan
4Y 414Y NY414Y  State nonprofit organizations 14 & 13 - Y-
not reducing New York state Ret Plan
and city
iM 414M ME414  Maine retirement systems 14 & 13- Y-
Ret Plan
Pl IMRF IMRF Illinois municipal retirement 13 — Ret Y-
fund Plan
CE ELCT COELCT Has no impact for boxes 1, 3
and 5
CN NLCT CONOEL  SIMPLE employer non- 13 — Ret
elective contribution Plan
SM SIMP SIMPLE  SIMPLE IRA/408(p) 12S & 13 - Y-
Ret Plan
CS CSMP CUSIMP  SIMPLE IRA/408(p) catch-up  12S & 13 - Y-
Ret Plan
SF SIM4 SIM401  SIMPLE 401(k) 12D & 13 Y-
— Ret Plan
CM CSM4 CUSIM4  SIMPLE 401(k) catch-up 12D & 13 Y-
— Ret Plan

v' The symbols “+” or “~" in the Fed Txbl and FICA Txbl columns indicate whether the codeword

amount adds to taxable wages or reduces taxable wages.
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Earnings and deduction codes for nonqualified pension and deferred compensation

plans

v A nonqualified pension plan does not reduce taxable wages.

Earning
Code or Codeword Literal Description W-2 Box Fed = FICA
. Txbl? Txbl?
Deduction

4] Earn 4091 409AIN  Income on 409A 127 Y+ Y+
nonqualified deferred
compensation plan

8A Earn NQC2 NQC2  Nongqualified deferred 14 — code Y+
compensation, only ZN*
FICA withheld and
FUTA taxable

8B Earn 457D 457D Nonqualified deferred 11 Y+
distribution

8C Earn NQEC NQEC Nonqualified deferred 11 Y+
compensation —
Employer contribution

8D Earn NQPE NQPE Nonqualified plan 11 Y+
distribution

8E Earn NQDD NQDD Nonqualified deferred 11 & 14 - Y+
distribution code YT*

80 Earn NQDC NQDC  Nongqualified Y+
contributions, only
FICA withheld

84 Earn NQPF NQPF Nonqualified plan 11 Y+ Y+
distribution

87 Earn NQDE NQDCPA Nonqualified plan 11 & 14 - Y+
deferrals not subjectto  code YN*
substantial risk of
forfeiture and for prior
year services

FN Earn 409D 409ADC  409A nonqualified 12Y Y+
deferred compensation
plan

P9 Ded NQPD NQPD  Nonqualified pension 11 Y+

plan distributions, only
FIT withheld. Must set
up as pre-tax.

* This code only prints for PA SIT employees

v' The symbols “+” or “~" in the Fed Txbl and FICA Txbl columns indicate whether the codeword

amount adds to taxable wages or reduces taxable wages.
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Deduction codes for Roth contributions

v" Roth contributions to deferred compensation plans do not reduce taxable wages.

Deduction . — W-2 Fed FICA
Code Codeword Literal Description Box/Cd Txol?  Txbl?

RO ROTH RTH401  Roth 401(k) post-tax pension 12AA & 13
plan deduction. (Shared with — Ret Plan
401(k)).

RC ROCU CUR401 Roth 401(k) plan catchup for ~ 12AA & 13
employees over age 50. Used — Ret Plan
with Roth 401(k) plans.

(Shared with 401(k) catch up).

RF R403 RTH403  Roth 403(b) post-tax pension 12BB & 13
plan deduction. (Shared with — Ret Plan
403(b)).

RU R4CU CUR403  Roth 403(b) plan catchup for ~ 12BB & 13
employees over age 50. Used — Ret Plan
with Roth 403(b) plans.

(Shared with 403(b) catch up).

RM 43AT 15R403  Roth 403(b) plan catch up for  12BB & 13
employees over age 50. Used — Ret Plan
with Roth 403(b) plans.

(Shared with 403(b) catch up).

RJ ROSP ROSIMP  Roth SIMPLE 401(K) post-tax ~12AA & 13
pension plan deduction. — Ret Plan
(Shared with SIMPLE 401(k)).

RK RSCU RSMPCU  Roth SIMPLE 401(Kk) plan 12AA & 13
catch up for employees over — Ret Plan
age 50. Used with Roth 401(k)

SIMPLE plans. (Shared with
SIMPLE 401(Kk) catch up).

RR R457 RRR457  Roth 457(b) & 501(c) plan 12EE & 13

post tax pension plan — Ret Plan

deduction. (Shared with 457(b)
and 501(c))

A\ When setting up pension and deferred compensation plan deduction codes for EasyPayNet clients, be
sure to type “Y” in the Mast Cng field in Profile.

A\ Before adding an earning or deduction for a client using the EasyPayNet product, ask the client if any

payroll entries have been made since the last payroll was submitted. Adding a new earning or

deduction code when a current payroll details file is in the INDETAILS library may cause the client
to be unable to log into the EasyPayNet application. For details on adding earnings and deductions

when a client has files in the INDETAILS library, refer to the Working with interim pay details

section of the EasyPayNet Service Center Procedures document in the Reference Library on the SBS

Service Training intranet site.
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Entering year-end, FICA-taxable deferred compensation amounts as
fourth quarter adjustments after a client’s last live payroll has been
processed

v’ For the procedure for entering FICA-taxable deferred compensation amounts as
fourth-quarter adjustments after a client has processed the last live payroll of the year, refer to
the Entering and balancing an adjustment payroll section in chapter 2 of this guide.

Common client situations

It is important to determine the type of plan the client is using. The client must tell you
specifically what plan it is. You cannot decide for the client.

If the client has PA SIT employees, there are additional codes that must be set up on the client
level if the deferred compensation amount needs to print in box 14. The client must tell you if the
amount needs to print in box 14 and the associated code. You cannot decide for the client.
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Dependent Care Benefits

Dependent care benefits are employer-provided or employer-paid care for an individual or
individuals considered by the IRS to be dependents. Dependent care benefits, up to a limit, are
exempt from some taxes.

The total amount incurred for dependent care assistance that employers provide to their
employees must be reported. Dependent care expenses are treated as incurred when the dependent
care is provided, not when the employee is billed or charged for the care.

Explanation of taxability

For employees whose status is single, head-of-household or married filing jointly, the first $5,000
of dependent care benefits provided is nontaxable for FIT, Social Security, Medicare, FUTA, and
most state taxes.

For employees whose status is married filing separately, the first $2,500 of dependent care
benefits provided is nontaxable for FIT, Social Security, Medicare, FUTA and most state taxes.
Dependent care benefits in amounts over those designated as nontaxable are taxable.

Where do dependent care benefits appear on the W-2?

Box 10 on the W-2 is reserved for dependent care benefits. The entire value of the benefits
appears in the box. The taxable amount (over $5,000.00 or $2,500.00 if married and filing
separately) is added to the number in boxes 1, 3, and 5.

For example, Mary Jones’ employer provides childcare worth $8,000.00 a year. $8,000.00
appears in box 10 of her W-2. $3,000.00 will be added to the figure in boxes 1, 3, and 5.

Questions to ask clients

When setting up or troubleshooting dependent care benefits, it is important to determine how the
client wants to tax the benefit. Ask the client the following questions:

» How should the benefit be taxed?

*  Where should it appear on the W-2?

* Is the benefit an earning or deduction?

* Is the benefit employer-paid or an employee deduction?

» Ifitis an employee deduction, do you also need a nontaxable earning set up to reimburse the
employee?

Setting up dependent care

v Dependent care benefits can be set up as either an earning or a deduction.

A\ When setting up dependent care for a client, do not use both the earning and deduction. If a
value is entered as an earning and a deduction for an employee, the dependent care amount
will be overstated on the employee’s W-2.

Clients usually are set up for either an earning or a deduction, but not both. When it is an
employer paid benefit, set up the dependent care benefit as an earning. A deduction is used for
employees who have dependent care benefits withheld as a pre-tax deduction.

2014 EasyPay Year-End Reference Guide 4-25
ADP Proprietary & Confidential - Not for External Distribution



4-26

Setting up dependent care earnings

Set up dependent care earnings using code 73 and codeword DCPB. Enter the full benefit amount
under the earnings code 73 and the taxable amount under a separate memo earning that uses the
GROS codeword. Dependent care earnings over $5,000.00 for single, head of household, or
married filing jointly or over $2,500.00 if married filing separately are taxable. For example, if a
single parent reported a $10,000 benefit, $10,000.00 would be entered under code 73 and
$5,000.00 (the taxable amount) would be entered under the memo code using GROS as the
codeword. The table below lists the earnings codes for dependent care earnings.

Earnings . " W-2 Fed FICA
Code Codeword  Literal Description Box? Txbl?  Txbl?

73 DCPB DCPB  Dependent care plan benefits 10
(full benefit amount). Use in
conjunction with GROS
codeword for taxable amount.

Var. GROS Var. Taxable portion of dependent 1,3, Y+ Y+
care benefits. Use in and 5
conjunction with codeword
DCPB for full benefit amount.

v' The symbols “+” or “~" in the Fed Txbl and FICA Txbl columns indicate whether the
codeword amount adds to taxable wages or reduces taxable wages.

Setting up dependent care deductions

Dependent care deductions should be set up using code DP and codeword DCAP. Dependent care
payments up to $5,000.00 for single, head of household, or married people filing jointly or up to
$2,500.00 for married people filing separately are not taxable. This is a pre-tax deduction that
shelters the employees’ expense up to the limits indicated from FIT, FICA, and FUTA and most
state income and unemployment taxes. However, the EasyPay system does not track the amounts
and stop at the limit. The client must notify you that the limit has been reached. The table below
lists the dependent care deduction code.

Deduction . . W-2 Fed FICA
Code Codeword Literal Description Box? Txbl? Txbl?

DP DCAP DCAP  Dependent care assistance 10 Y- Y-
plans. Reduces FIT, FICA,
FUTA and most SIT and SUI
taxes.

v' The symbols “+” or “~" in the Fed Txbl and FICA Txbl columns indicate whether the
codeword amount adds to taxable wages or reduces taxable wages.

A\ When setting up dependent care deduction codes for EasyPayNet clients, be sure to type “Y”
in the Mast Cng field in Profile.

A\ Before adding an earning or deduction for a client using the EasyPayNet product, ask the
client if any payroll entries have been made since the last payroll was submitted. Adding a
new earning or deduction code when a current payroll details file is in the INDETAILS
library may cause the client to be unable to log into the EasyPayNet application. For details
on adding earnings and deductions when a client has files in the INDETAILS library, refer to
Working with interim pay details section of the EasyPayNet Service Center Procedures
document in the Reference Library on the SBS Service Training intranet site.
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Entering year-end, FICA-taxable dependent care amounts as
fourth-quarter adjustments after a client’s last live payroll has been
processed

v’ For the procedure for entering FICA-taxable dependent care amounts as fourth-quarter
adjustments after a client has processed the last live payroll of the year, refer to the Entering
and balancing an adjustment payroll section in chapter 2 of this guide.

Common client situations and solutions

The most common client situation involving dependent care benefits is amounts appearing in the
wrong boxes on the W-2. If this happens, make sure that the earning or deduction is set up using
the proper codeword.
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Fringe Benefits

Under certain circumstances, the value of some fringe benefits must be considered income to
employees. These benefits must be reported on Form 941 and the employees’ W-2s. Common
examples of taxable fringe benefits include:

» Personal flights on employer-provided aircraft
e Club memberships (country clubs, health clubs)
» Employer-provided vacations

» Personal use of company cars

Certain types of fringe benefits may be considered nontaxable. Nontaxable fringe benefits are not
reported on Form 941, but may need to be reported on the employees’ W-2s depending on state
taxability.

Explanation of taxability

Taxable fringe benefits are included as wages. This makes them subject to federal income tax,
Social Security/Medicare, FUTA, and possibly state income tax and unemployment insurance
depending on the individual state regulations.

Nontaxable fringe benefits are not subject to federal income tax. Also, in most cases, they are not
subject to Social Security/Medicare, or FUTA, and are not reported on employees’ federal W-2s.
However, they may be subject to state income tax and unemployment insurance depending on the
individual state regulations, and therefore may need to be reported on employees’ state W-2s.

A\ The Internal Revenue Service has issued regulations defining what is considered a taxable
fringe benefit and how to arrive at its value. The taxing of these benefits varies by each
company’s interpretation of the law. ADP EasyPay cannot legally advise a client on fringe
benefit taxability. If a client needs more clarification, refer the client to his or her accountant,
or to IRS Publication 15-B Employer’s Tax Guide to Fringe Benefits.

Where do taxable fringe benefits appear on the W-2?

The value of fringe benefits is included in boxes 1, 3, and 5 on the W-2.

Questions to ask clients

When setting up or troubleshooting taxable fringe benefits, it is important to determine how the
client wants to tax the earning. Ask the client the following questions:

*  What would you like to call the fringe benefit?

* Do you pay the employee the amount of the fringe benefit (live) or are you reporting it for
purposes of taxing it (memo)?

* How do you want this taxed?

» Should this fringe benefit appear in any other box on the W-2 (e.g., box 14)?

» If an employee with fringe benefits is terminated, you must call the client to find out whether
the employer or employee is responsible for the taxes on the benefit.

Setting up fringe benefits

4-28

In most cases, fringe benefits are set up as memo earnings. This means that the system stores the
amount of the taxable fringe benefit, but employees are not paid that amount. For example, if a
client wants to store the cost of a company car for taxing purposes but employees will not be
paying for the company car, the fringe benefit is set up as a memo earning.
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Fringe benefit codes

Earnings . . Fed FICA
Code Codeword Literal Description Txol?  Txbl?
5D FNGR FRINGR  Withholds FICA only. Is Y+ Y+
reportable for federal
withholding (tax will not be
withheld with payroll).

51 FNG1 FRING1  Fully taxable, withholds all Y+ Y+
taxes.

Var. NTAX FRNGNT  No taxes withheld. Does not

print on W-2.

59 AUT2 AUTO 2  Automobile fringe benefit. Not
taxable.

60 AUTO AUTO Automobile fringe benefit Y+ Y+

(taxable). Personal use of
company car.

v’ The symbols “+” or “~"indicate whether the codeword amount adds to taxable wages or
reduces taxable wages.

A\ Before adding an earning or deduction for a client using the EasyPayNet product, ask the
client if any payroll entries have been made since the last payroll was submitted. Adding a
new earning or deduction code when a current payroll details file is in the INDETAILS
library may cause the client to be unable to log into the EasyPayNet application. For details
on adding earnings and deductions when a client has files in the INDETAILS library, refer to
the Working with interim pay details section of the EasyPayNet Service Center Procedures
document in the Reference Library on the SBS Service Training intranet site.

Entering year-end, FICA-taxable fringe benefits as fourth-quarter
adjustments after a client’s last live payroll has been processed

v’ For the procedure for entering FICA-taxable fringe benefits as fourth-quarter adjustments
after a client has processed the last live payroll of the year, refer to the Entering and
balancing an adjustment payroll section in chapter 2 of this guide.

Common client situations and solutions

The most common client situations regarding fringe benefits revolve around amounts printing in
the wrong places on the W-2. If this happens, verify that the earnings codes and codewords were
set up correctly and that the amounts were entered in the correct fields.

Some other common situations include: using the incorrect codeword when entering the fringe
benefit, not reporting sufficient live earnings to compensate for taxes, and posting the amount
after the last payroll of the year while taxes are not withheld. Therefore, you should encourage the
client to report these benefits prior to the last pay of the year.
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Golden Parachute Payments

Golden parachutes are sometimes referred to as excessive termination payments. Golden
parachutes usually involve contracts with key employees to pay them certain amounts in the event
of a change in ownership or control.

Explanation of taxability

Golden parachute payments are subject to FICA, FUTA, and income tax. The excess amount over
the average of the employee’s pay for the past five years is also subject to a 20%, nondeductible,
federal excise tax, which the employer withholds.

v' Clients are responsible to provide you with the excess amount to be taxed and the amount of
the federal excise tax to be reported.

Where do federal excise tax amounts appear on the W-2?

The federal excise tax amount for golden parachute payments appears in box 12 code “K” on the
W-2.

Setting up and entering golden parachute payments and excise tax
amounts

4-30

The golden parachute amount may be reported using any earning with the GROS codeword.

v' To report golden parachute payments, it is recommended that you set up a new earning with
the title GP PMT, and use the GROS codeword.

To report excise tax amounts for golden parachute payments on W-2s, set up deduction GP and
use codeword EGPP.

Deduction W-2 Fed FICA

Code Codeword  Literal Description Box/Cd  Txbl?  Txbl?

GP EGPP EGPP  20% excise tax on golden 12K
parachute payments for key
corporate executives

A\ When setting up golden parachute deduction codes for EasyPayNet clients, be sure to type
“Y” in the Mast Cng field in Profile.

A\ Before adding an earning or deduction for a client using the EasyPayNet product, ask the
client if any payroll entries have been made since the last payroll was submitted. Adding a
new earning or deduction code when a current payroll details file is in the INDETAILS
library may cause the client to be unable to log into the EasyPayNet application. For details
on adding earnings and deductions when a client has files in the INDETAILS library, refer to
the Working with interim pay details section of the EasyPayNet Service Center Procedures
document in the Reference Library on the SBS Service Training intranet site.
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Entering year-end golden parachute payments as fourth-quarter
adjustments after a client’s last live payroll has been processed

v’ For the procedure for entering golden parachute payments as fourth-quarter adjustments after
a client has processed the last live payroll of the year, refer to the Entering and balancing an
adjustment payroll section in chapter 2 of this guide.

Common client situations and solutions

If the golden parachute excise tax amount does not appear in the correct box on Form W-2,
research as follows:

*  Check the codeword that was used when setting up the deduction.

» If the golden parachute excise tax amount was posted to an incorrect deduction, determine if
the deduction was used prior to the payroll that has the incorrect posting. If it was used
previously, set up another deduction correctly and enter an adjustment payroll to move the
amount from the incorrect deduction to the correct one.

However, if the deduction was not used previously, you can rerun the payroll after correcting
the codeword in the original payroll.
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Group Term Life Insurance

Life insurance coverage is less expensive and easier to obtain when provided by an employer for
a group of employees. This group insurance is called Group Term Life (GTL).

The taxable value of GTL is reported on the W-2. It is calculated using the following formula:

1. Total Insurance Coverage — $50,000.00 = Taxable Portion

2. [Taxable Portion/1000] x IRS Monthly Cost x 12 Months = Taxable Value

For the IRS monthly cost, refer to the table on page 4-34.

For example, Ken is 48 years old. His employer provides GTL coverage of $170,000.00. The first
$50,000.00 of coverage is tax free. Only the “cost” of the remaining $120,000.00 of coverage is
taxable income. Consulting the IRS table, the monthly “cost” for a 48-year old person is $0.15
per $1,000.00 of coverage. Thus, the taxable value is 120 (taxable portion /1000) x $0.15 (IRS
monthly cost) x 12 months, or $216.00 for the year.

Where does GTL appear on the W-2?

The taxable value of insurance (see the calculation above) is reportable as income on the W-2 as
described in the following table:

W-2 Box Contents

Box 1 Wages, tips, and other compensation

Box 3 Social Security wages

Box 4 Social Security taxes withheld on the taxable portion of GTL
Box 5 Medicare wages and tips

Box 6 Medicare taxes withheld on the taxable portion of GTL

Box 12, code “C” GTL premium with FICA withheld (codeword INSP/code 63)
and the GTL premium, which withholds all taxes (codeword
INS2/code 64)

Explanation of taxability
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Tax advantages

Employer-provided GTL has two tax advantages over other kinds of employer-provided life
insurance:

» Employees are not required to pay federal employment taxes on the cost of the first
$50,000.00 of insurance coverage. Retirees and other former employees whose premiums are
employer-paid are treated as employees for these purposes.

e |If the employee receives more than $50,000.00 of such coverage, only the IRS-determined
“cost” of the excess is subject to federal income tax. Employers are not required to withhold
federal income taxes on GTL but employees must report the value on their annual federal
income tax filing.

Social Security and Medicare taxes apply to the cost of coverage in excess of $50,000.00 and
must be withheld. The value of the insurance coverage is not subject to FUTA taxes.
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State taxability

Some states tax GTL in excess of $50,000.00—just like the federal government. The table below
contains tax withheld status when using the earnings codeword INSP.

State Taxable Tax State Taxable Tax
Withheld Withheld
AK * * MT Yes No
AL Yes Yes NC Yes No
AR Yes No ND Yes No
AZ Yes No NE Yes No
CA Yes No NH * *
CcoO Yes No NJ Yes No
CT Yes No NM Yes No
DC Yes No NV * *
DE Yes No NY Yes No
FL * * OH Yes No
GA Yes No OK Yes No
HI Yes No OR Yes No
1A Yes No PA No No
ID Yes No RI Yes No
IL Yes No SC Yes No
IN Yes No SD * *
KS Yes No TN * *
KY Yes No TX * *
LA Yes No uT Yes No
MA Yes No VA Yes No
MD Yes No VT Yes No
ME Yes No WA * *
Mi Yes No WI Yes No
MN Yes No WV Yes No
MO Yes No WYy * *
MS Yes No

* These states have no income tax.

A\ When using codeword INS2, the “No” in the Tax Withheld column will be “Yes.” All except
PA, PA remains “No” when using codeword INS2.
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Setting up GTL

4-34

v When reporting GTL, the client should only report the cost of the coverage over $50,000.00.
This figure is usually in the hundreds, possibly low thousands of dollars. If the client calls in
a figure in the tens of thousands, remember to confirm that the client calculated the amount
correctly.

A\ ADP associates should not perform the computation on what is taxable. If clients require
assistance, advise them to speak with their accountants, or to refer to IRS Publication 15-B
Employer’s Tax Guide to Fringe Benefits.

Ask the client if he or she wants to withhold all taxes or just FICA on the earnings when setting
up GTL. Use the following earnings codes to report GTL.

Earnings codes for GTL

Earnings . . W-2 Fed FICA
Code Codeword Literal Description Box/Cd  Txbl?  Txbl?
63 INSP INSPRM  Only FICA withheld but 12C Y+ Y+
is reportable for federal
withholding and most
states
64 INS2 INSP 2 Fully taxable, all taxes 12C Y+ Y+
withheld

v' The symbols “+” or “~" in the Fed Txbl and FICA Txbl columns indicate whether the
codeword amount adds to taxable wages or reduces taxable wages.
To enter the fair market value GTL with a live payroll:

Type the value amount in the memo earning INSPRM or INSP2 (earnings code 63 or 64) on the
Pay screen. The system automatically calculates FICA. The employee must have live pay for the
tax to calculate.

IRS fair market cost of GTL insurance per $1,000.00 of excess benefit per month

Age Dollar Amount
0-24 $0.05
25-29 $0.06
30-34 $0.08
35-39 $0.09
40-44 $0.10
45-49 $0.15
50-54 $0.23
55-59 $0.43
60-64 $0.66
65-69 $1.27
70 and above $2.06
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A\ Before adding an earning or deduction for a client using the EasyPayNet product, ask the
client if any payroll entries have been made since the last payroll was submitted. Adding a
new earning or deduction code when a current payroll details file is in the INDETAILS
library may cause the client to be unable to log into the EasyPayNet application. For details
on adding earnings and deductions when a client has files in the INDETAILS library, refer to
Working with interim pay details section of the EasyPayNet Service Center Procedures
document in the Reference Library on the SBS Service Training intranet site.

Entering year-end, FICA-taxable GTL premiums as fourth-quarter
adjustments after a client’s last live payroll has been processed

v’ For the procedure for entering FICA-taxable GTL premiums as fourth quarter-adjustments
after a client has processed the last live payroll of the year, refer to the Entering and
balancing an adjustment payroll section in chapter 2 of this guide.
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Health Savings Accounts

A Health Savings Account (HSA) is a tax-exempt trust or custodial account that an employer sets
up with a qualified HSA trustee to pay or reimburse certain medical expenses incurred by an
individual employee.

Provisions of HSAS

The Internal Revenue Service (IRS) has issued guidance on Health Savings Accounts (HSAS).

Some of the provisions of this benefit are as follows:

An HSA is established exclusively for the purpose of paying qualified medical expenses of
the account beneficiary who, for the months for which contributions are made to an HSA, is
covered under a high-deductible health plan.

An eligible individual can establish an HSA if they are covered under a high-deductible plan
on the first day of a given month.

HSAs are owned by the individual and, therefore, are portable. If the individual changes
employers or leaves the work force, the HSA does not stay behind with the former employer,
but stays with the individual.

There are additional regulations specifying the outlines of high-deductible plans and the
maximum monthly contributions to an HSA based on status, eligibility, and health plan coverage.
Clients should consult their Health Plan Administrators or accountant to determine if employees
are eligible to set up an HSA.

Explanation of taxability

Following are the four types of HSAs that can be set up in EasyPay:

Type 1: Employees’ contributions to an HSA are fully taxable for FIT, FICA FUTA, SIT, and
SUI when the contribution is made. The employee deduction should be set up under an
existing optional deduction since no codeword is needed.

Type 2: Employers’ contributions to employee HSAs are not subject to FIT, FICA, or FUTA
if it is reasonable to believe at the time of the payment that the contributions will be
excludable from employees’ income. SIT and SUI taxation differs by state. See the chart on
page 4-38.

Type 3: Employer’s contributions to employee HSAs are subject to FIT, FICA, or FUTA
taxation if they are included in employees’ income. SIT and SUI taxation differs by state. See
the chart on page 4-38.

Type 4: Employees’ contributions to an HSA through a cafeteria plan are not subject to FIT,
FICA, or FUTA. SIT and SUI taxation differs by state. See the chart page 4-38.

Where do HSA amounts appear on Form W-2?
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HSA amounts appear on Form W-2 as follows:

All HSA amounts appear in box 12 with code “W.”
HSA amounts using codeword HSAT also appear in boxes 1, 3, and 5.
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Setting up HSA earnings and deductions

Earnings and deduction codes for HSA amounts

Employee Contributions

Deduction Earnings . Fed FICA
Code Code ~ Codeword  Literal Txbl?  Txbl?
Optional N/A Contributions are fully

taxable for FIT, FICA FUTA,
SIT, and SUI when the
contribution is made.

HC HSCP EEHSCP  Contributions are made to an Y- Y-
HSA through a cafeteria plan.

Employer Contributions

Memo

Deduction : . _— Fed FICA
Code Earnings Codeword Literal Description TXbl?  Txbl?
Code
HS HSAR HSARNT  Contributions are excluded
from employees’ income.
HT HSAT HSARTX Contributions are included in Y+ Y+

employees’ income.

v’ The symbols “+” or “~” in the Fed Txbl and FICA Txbl columns indicate whether the codeword
amount adds to taxable wages or reduces taxable wages.

A\ When setting up HSA deduction codes for EasyPayNet clients, be sure to type “Y” in the Mast Cng
field in Profile.

A\ Before adding an earning or deduction for a client using the EasyPayNet product, ask the client if any
payroll entries have been made since the last payroll was submitted. Adding a new earning or
deduction code when a current payroll details file is in the INDETAILS library may cause the client
to be unable to log into the EasyPayNet application. For details on adding earnings and deductions
when a client has files in the INDETAILS library, refer to the Working with interim pay details
section of the EasyPayNet Service Center Procedures document in the Reference Library on the SBS
Service Training intranet site.

Entering year-end, FICA-taxable HSA contributions as fourth-quarter
adjustments after a client’s last live payroll has been processed

v’ For the procedure for entering FICA-taxable HSA contributions as fourth-quarter adjustments
after a client has processed the last live payroll of the year, refer to the Entering and
balancing an adjustment payroll section in chapter 2 of this guide.
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State taxability for HSA codewords
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The following chart shows the state taxability for HSA codewords.

v' Ablank field indicates the specified codeword has no impact on taxability.

State Jurisdiction

HSAR

HSAT

HSCP

Alaska
Alabama
Arkansas
Arizona
California

SIT

+

SUl

+

SIT

SUl
+
+
+

+

SIT SUl

Colorado
Connecticut

District of Columbia
Delaware

Florida

+ 4+ 4+ [+ + + +

Georgia
Hawaii
lowa
Idaho
Ilinois

+ 4|+ + +

+ 4+ 4+ + [+ ++ o+

Indiana
Kansas
Kentucky
Louisiana
Massachusetts

Maryland
Maine
Michigan
Minnesota
Missouri

Muississippi
Montana
North Carolina
North Dakota
Nebraska

R e I S s o i i i ol I S S S S S

New Hampshire
New Jersey
New Mexico
Nevada

New York

+ 4+ +[+ + + + +|+

Ohio
Oklahoma
Oregon
Pennsylvania
Rhode Island

+ + [+ + + +

+

+ + +|+

South Carolina
South Dakota
Tennessee
Texas

Utah

Virginia
Vermont
Washington
Wisconsin
West Virginia
Wyoming

+ 4+ + + + +|+

+ + +
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Household Client Setups

Household clients are those clients with employees who work in and around a client’s private
residence, including housekeepers, babysitters, and gardeners.

This section provides setup procedures for household clients.

v' These procedures are intended for Implementation and Service associates who have a
minimum of six months of experience and know how to set up two separate controls for the
same client.

v Ifan existing client needs an additional control, the Implementation or Service associate must
contact the Sales associate (SA) so he or she can sell the control.

Discussing limitations before the setup

» ADP will deposit and file state taxes for a household control.

» ADP will not deposit or file federal taxes for a household control. The client must deposit and
file the federal taxes for the household control. However, ADP will impound federal taxes
with each payroll. The impounded money will be refunded to clients prior to the deadline for
depositing and filing estimated tax payments.

The IRS requires that all estimated tax payments for household controls be made by April 15,
June 15, and September 15 of the current year. All remaining taxes are due on January 15 of
the following year.

The client must deposit the federal taxes for the household control on Form 1040ES.

The client must file federal taxes using a 1040 Schedule H.

v' ADP does not provide Forms 1040ES or 1040 Schedule H to clients. ADP sends clients a
Statement of Deposit (SOD) with filing instructions and also a credit for the total amount of
federal taxes for the quarter. The liabilities on the SOD are summarized based on the cutoff
for Household filings. The client will receive this information seven days prior to the due
date.
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Setup procedures
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You should set up two controls—one for regular employees and one for household employees.
Each control has its own federal tax ID number.

To set up a client:

1. For new clients, set up the first control for the non-household employees following normal
procedures.

»  Set up this control as a 941 federal tax filer (Tax Class “R” on the TOPS CHO1 screen).

»  Set up this control for Tax Filing Service according to normal procedures.

2. Set up the second control for household employees. Be sure to set up Tax Filing for this
control as follows:

e Setup TOS 2 (deposit only) for federal taxes (Tax Class “H” on the CHO1 screen) as
shown below on the Federal BITS setup screen. This is done so San Dimas can impound
the money to return to the client. If TOS 9 (do not deposit or file) is set up, San Dimas
would not receive the information needed to impound the tax amount.

Client# ECH EHILY, IMNC. Module- B.I.T. DATH UPDATE
Tax Jurisdictiaon: FED Exempt Juris. Y/N
Tax Juris. Desc.: Federal Income Tax & 55/Med

Dep./sFile Responsibility by Otr
Qtr. gtr. Otr. Qtr. Future

Filing Responsibility
finnual HWZ/MW3

1 2 3 4 Qtr. Resp. Ovrrde
AODP Deposit [YAN) AN A ¥ ¥ AN CLI [
AOR File [Y/7N) N N N i M

Deﬁl Debl Dep. Dep. Deﬁl
Only 0Only Only Only Only

e Set up TOS 3 (deposit and file) for state jurisdictions, including SUI, as shown below on
the State BITS setup screen.

Client# ECH EMILY, INC. Module- B.I.T. DATA UPDATE
Tax Jurisdiction: NJUI Exempt Juris. Y/N
Tax Juris. Desc.: MNew Jersey Unemp Tax

Dep./File Responsibility by Oftr Filing Responsibility

|
gtr. Qtr. Qtr. Qtr. Future | finnual
1 2 3 4 Qtr. | Resp.
ADP Deposit [Y/N] ¥ 3 V) [ v B
ADP File [YAN] ¥ ¥ ¥ Y ¥

3. Call the client and explain the following information for the household control:

» The client will receive a Form 941 each quarter from ADP; however, he or she should
discard this form and file his or her own taxes using a 1040 Schedule H.

* Regular (non-household) employees cannot be added to the household control.

e The client is responsible for depositing and filing the federal taxes. ADP does not deposit or
file federal taxes for household controls. The client is responsible for filing federal taxes
using a 1040 Schedule H.
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Long Term Disability Payments

After an employee has received third party sick pay for six months, an employer may want to pay
him or her via long term disability (LTD). As with third party sick pay, LTD is paid by a third
party provider (frequently an insurance company).

The EasyPay system does not handle Long Term Disability (LTD) as a payroll calculation. We
recommend that you attempt to have a third party issue the W-2. However, if requested, we can
accumulate LTD earnings and tax totals so they are printed properly on Form W-2.

v" San Dimas does not impound for federal income tax on third party sick pay. However, since
LTD is entered as a gross earning, and the taxes are entered under FW and ST, San Dimas
will impound for these taxes. Manual amendments will be necessary to correct this situation.
Refer to the procedure Setting up LTD below.

Additional information regarding amendments can also be found in the Tax Service Manual,
which can be found on the Compliance and Payment Solutions (CAPS) Web site.
Explanation of taxability

LTD is not taxable for Social Security or Medicare, but is subject to state and federal income tax.

Where does LTD appear on the W-2?

LTD earnings appear in box 1 (federal) and box 16 (state). Federal taxes withheld appear in
box 2; state taxes withheld appear in box 17.

Some states tax LTD, while others do not. To determine if a state taxes LTD, advise the client to
call the appropriate state agency or check with his or her accountant.

Setting up LTD
As with third party sick pay, an employee receiving LTD will receive two W-2s.

To set up an employee for LTD:

1. Set up a memo earning with the codeword GROS.

2. Set up a second employee number for the employee. For this employee number, set up FICA,
SDI, SUI, and FUTA taxes as Exempt.

3. Since state tax laws vary, ask the client to check with his or her accountant to determine if the
LTD state wages are taxable. If necessary, exempt the employee from state tax.

4. On an Adjustment screen, type the payment amount under the memo earning with the federal
income tax under FW. If applicable, type the state income tax under ST.

A\ Before adding an earning or deduction for a client using the EasyPayNet product, ask the
client if any payroll entries have been made since the last payroll was submitted. Adding a
new earning or deduction code when a current payroll details file is in the INDETAILS
library may cause the client to be unable to log into the EasyPayNet application. For details
on adding earnings and deductions when a client has files in the INDETAILS library, refer to
the Working with interim pay details section of the EasyPayNet Service Center Procedures
document in the Reference Library on the SBS Service Training intranet site.
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Moving Expenses

Generally, when employers ask workers to relocate from one location to another, employees’
moving expenses are reimbursed or paid directly by the employer. Such employer payments for
“qualified” moving expenses are excluded from income. “Qualified” moving expenses include
only the following:

» The reasonable costs of moving household goods and personal effects from the employee’s
former residence to the new residence

e The reasonable costs of travel and lodging from the old location to the new one
There are no limits on these moving expenses except that they should be “reasonable.”

For example, New England Heating and Plumbing relocated from Boston to Rochester last year.
The company paid for the employees’ actual moving expenses (movers, etc.), house-hunting trips
for employees and their families, and the costs of selling their homes in Boston and buying new
homes in Rochester. Since work needed to begin in Rochester before many employees’ Boston
homes were sold, the company also paid for temporary housing in Rochester. Some of those
payments are considered reasonable; others are not.

Explanation of taxability

Employer payments for nonqualified moving expenses are taxable. For example, employer
reimbursements for house-hunting trips before the actual move, temporary living expenses at the
new location, and costs of purchasing a new home must be reported as income. Federal income,
Social Security, and Medicare taxes must be withheld and the payments are subject to FUTA.

A\ The client is responsible for reporting taxable and nontaxable amounts. You should never
advise a client on taxability. Refer the client to his or her accountant.

Where do moving expenses appear on the W-27?

Qualified moving expense reimbursements paid to an employee must be reported on the W-2 in
box 12 (code “P”). This payment is not included in W-2 boxes 1, 3, or 5, and employment taxes
are not withheld in most states.

Nonqualified moving expenses are added to boxes 1, 3, 5, and 16 on the W-2.
Setting up moving expenses
The client is responsible for reporting taxable and nontaxable amounts for moving expenses. Ask

the client the following questions when setting up moving expenses:

* Arethe moving expenses taxable?
» Have you verified the taxability of the moving expenses with your accountant?
*  Where should these print on the W-2?
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Earnings codes for moving expenses

Earnings . " W-2 Fed FICA
Code Codeword Literal Description Box/Cd Txbl?  Txbl?
61 MOV1 MOVING Nonqualified expenses, 1, 3,5, Y+ Y+
fully taxable, withhold all ~ and 16
taxes
62 MOV2 MOVNG2 Qualified expenses, 12P

nontaxable (but is taxable
in some states)

6A MOV3 MOVNG3 FIT taxable 1and 16 Y+

v' The symbols “+” or “~" in the Fed Txbl and FICA Txbl columns indicate whether the
codeword amount adds to taxable wages or reduces taxable wages.

A\ Before adding an earning or deduction for a client using the EasyPayNet product, ask the
client if any payroll entries have been made since the last payroll was submitted. Adding a
new earning or deduction code when a current payroll details file is in the INDETAILS
library may cause the client to be unable to log into the EasyPayNet application. For details
on adding earnings and deductions when a client has files in the INDETAILS library, refer to
the Working with interim pay details section of the EasyPayNet Service Center Procedures
document in the Reference Library on the SBS Service Training intranet site.

Entering year-end, FICA-taxable moving expenses as fourth-quarter
adjustments after a client’s last live payroll has been processed

v’ For the procedure for entering FICA-taxable moving expenses as fourth-quarter adjustments
after a client has processed the last live payroll of the year, refer to the Entering and
balancing an adjustment payroll section in chapter 2 of this guide.

Common client situations and solutions

Many client situations involve amounts printing in the wrong places on the W-2. If you encounter
this situation:

» Verify that separate earnings are set up for taxable and nontaxable moving expenses.
»  Verify that the proper codewords were used.
»  Verify that the amounts were entered under the proper headings in Callin.
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S-Corporations

Accident and health insurance coverage provided by an S-Corporation to its two percent
shareholder-employees must be included in their income. The cost of the premiums must be
reported on their W-2s as wages and federal income taxes withheld. Because this insurance
coverage is only offered to two percent shareholder-employees, the plan is considered

discriminatory.

If payments for health coverage for shareholder-employees satisfy the requirements for exclusion
from FICA wages under Code Sec. 3121(a)(2)(B)—payments under a plan or system to pay
medical or hospital expenses of employees and their dependents—FICA taxes do not apply.

ADP cannot advise clients about S-Corporation taxation. If the client needs clarification, he or
she should contact his or her accountant.

Where do S-Corporation earnings appear on the W-2?

S-Corporation earnings appear in box 1 and 14 of the W-2. Earnings codewords SCRF and SCRN

also affect box 3 and 5 amounts.

Setting up S-Corporation earnings

4-44

The earnings codes for S-Corporation earnings appear in the table below.

Earnings . I W-2 Fed FICA
Code Codeword  Literal Description Box/Cd  Txbl?  Txbl?
71 SCRF S-CRP  Use when the plan is 14 Y+ Y+

discriminatory. Fully taxable,
FIT and FICA will be
withheld. Taxable for NJ.
70 SCRP S-CORP  Use for 2% shareholders. 14 Y+
Taxable for FIT only.
Taxable for NJ.
SJ SCRJ SCRP NJ  Use only for New Jersey 14 Y+
clients. Taxable for FIT only.
Not taxable for NJ SIT.
SN SCRN SCRF NJ  Use only for New Jersey 14 Y+ Y+

clients. Taxable for FIT and
FICA. Not taxable for NJ
SIT.

v' The symbols “+” or “~" in the Fed Txbl and FICA Txbl columns indicate whether the
codeword amount adds to taxable wages or reduces taxable wages.

A\ Before adding an earning or deduction for a client using the EasyPayNet product, ask the
client if any payroll entries have been made since the last payroll was submitted. Adding a
new earning or deduction code when a current payroll details file is in the INDETAILS
library may cause the client to be unable to log into the EasyPayNet application. For details
on adding earnings and deductions when a client has files in the INDETAILS library, refer to
the Working with interim pay details section of the EasyPayNet Service Center Procedures

document in the Reference Library on the SBS Service Training intranet site.
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Entering year-end, FICA-taxable S-Corporation insurance coverage as
fourth-quarter adjustments after a client’s last live payroll has been
processed

v’ For the procedure for entering FICA-taxable S-corporation insurance coverage as
fourth-quarter adjustments after a client has processed the last live payroll of the year, refer to
the Entering and balancing an adjustment payroll section in chapter 2 of this guide.
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Statutory Employees

Certain categories of workers who are independent contractors under common law are treated by
statute as employees. These workers are referred to as statutory employees and must be taxed a
certain way. Furthermore, they must be identified on Form W-2 as statutory employees. Box 13
on Form W-2 serves this purpose.

A\ EasyPay associates should not attempt to determine if a client has statutory employees.
Clients are responsible for identifying their statutory employees.

To set up statutory employees to be reported on Form W-2:

1. Set up a memo deduction with codeword STAT in the client’s Taxes and Deductions module
of Profile. Change any deduction options as needed.

2. Activate the deduction for each applicable employee or make the deduction standard, if
applicable, for all employees’ W-2s. No amounts are needed for the deduction.
The Stat Emp area of box 13 on form W-2 will be checked. See the illustration below.

13 Statemp | Ret. Plan | 3 PSP
X
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Stock Option Benefits

Stock options can be offered to employees in three ways:

* Incentive stock options
» Employee stock purchase plan options
* Nongqualified (non-statutory) stock options

Questions to ask clients
It is important to ask clients the following questions in order to set up a stock options earning
correctly for taxability:

* How should the amount be taxed?
*  Where should the amount appear on Form W-2?
e On which payroll will the amount be reported?

Setting up and entering stock option benefit amounts

When you have received the answers to the questions above, you can set up the appropriate
earnings code.

Use memo earnings code SK and codeword DISO to report the sale of stock options in a
disqualifying disposition. The amount is taxed for federal and state income tax.

Use earnings code NQ and codeword NQST to report nonqualified (nonstatutory) stock options.
The amount appears in box 12 with code V on Form W-2 and is taxed for federal income tax and
FICA.

Earnings code for stock option benefit

Earnings Codeword Literal Description W-2 Fed FICA
Code Box/Cd Txbl?  Txbl?
SK DISO STOCK  Sale of stock option in a Y+
disqualifying disposition
NQ NQST NQSTCK  Nonqualified stock options 12v Y+ Y+

v’ The symbols “+” or “~” in the Fed Txbl and FICA Txbl columns indicate whether the
codeword amount adds to taxable wages or reduces taxable wages.

A\ Before adding an earning or deduction for a client using the EasyPayNet product, ask the
client if any payroll entries have been made since the last payroll was submitted. Adding a
new earning or deduction code when a current payroll details file is in the INDETAILS
library may cause the client to be unable to log into the EasyPayNet application. For details
on adding earnings and deductions when a client has files in the INDETAILS library, refer to
the Working with interim details section of the EasyPayNet Service Center Procedures
document in the Reference Library on the SBS Service Training intranet site.
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Common client situations and solutions

If the stock option amount is not appearing in the correct box on Form W-2, research as follows:
o Check the codeword that was used when setting up the earning.

e The stock option amount may have been posted to an incorrect earning. Determine if the
earning to which it was posted was used prior to the payroll that has the incorrect posting. If it
was used previously, set up another earning correctly and enter an adjustment payroll to move
the amount from the incorrect earning to the correct one.

However, if the earning was not used previously, you can rerun the payroll after correcting
the codeword in the original payroll.

If taxes were not withheld on stock option amounts, determine if the employee was paid enough
to cover the tax amounts. If not, report additional taxes with the next payroll. If that is not
possible, the employee can reconcile the tax amounts due on Form 1040,

Entering year-end stock option amounts as fourth-quarter
adjustments after a client’s last live payroll has been processed

v’ For the procedure for entering stock option amounts as fourth-quarter adjustments after a
client has processed the last live payroll of the year, refer to the Entering and balancing an
adjustment payroll section in chapter 2 of this guide.
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Third Party Sick Pay Amounts

Third party sick pay (3PSP) is a form of wage substitute or sick pay that many employers provide
to protect employees from wage losses when they miss work due to personal illness or injury. The
third party may be an insurance company, union plan, or state temporary disability plan.

If the third party sends the employer a statement listing the taxable and nontaxable portions of the
payment and the taxes deducted from the payment, the employer must submit the third-party
payment information to ADP. Third party sick pay is taxable for FIT, FICA, and FUTA, but is
not taxable for all state income tax or unemployment.

v ltis important that clients obtain this statement from the third party provider as early as
possible. All third party sick pay information should be transmitted to San Dimas before the
fourth-quarter close deadline. Any adjustments including 3PSP reported after the quarter
close deadline will be subject to amendment fees. Contact Tax East/Central/West or San
Dimas if you require additional information on amendments.

When 3PSP is entered for an employee, the EasyPay system creates two W-2s—one for gross
income and taxes and a second one for the 3PSP amount and taxes. Third party sick pay state
wages appear on the first W-2 with gross income and taxes. Both W-2s have an “X” in the 3PSP
area of box 13. The employee may use the 3PSP W-2 to claim a refund on Form 1040 for the
overpayment of Social Security taxes.

Explanation of taxability

Third party sick pay is taxable to employees in the same way as any other pay. For Social
Security and Medicare purposes, the third party payer is considered the employer and is
responsible for withholding, paying, depositing, and reporting employee taxes on sick payments.
If reported to the employer in a timely manner, the employer is responsible for the matching
Social Security and Medicare taxes and for FUTA tax.

Where do 3PSP amounts appear on the W-2?

The EasyPay system creates a separate W-2 showing 3PSP information. The 3PSP amounts
appear in boxes 1, 3, and 5. In addition, the 3PSP area of box 13 will be checked. Any nontaxable
third party sick pay appears in box 12 with the letter “J.”

Payroll entry

To enter 3PSP amounts:

1. Run a Year-to-Date report to determine the 3PSP year-to-date wage and tax amounts already
provided to ADP. Examine the 3PSP totals on the Year-to-Date report.

2. Subtract the 3PSP wage and tax amounts on the Year-to-Date report from the year-to-date
amounts on the statement provided by the third party provider.

Your adjustment is for the difference resulting from the subtraction.
3. On any pay screen for the client, type 3SP in the first earnings column.

4. If necessary, change the employee number.
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5. Enter 3PSP amounts and federal and FICA tax deducted on the 3PSP screen in Callin (refer
to the illustration below).

A\ For negative amounts, type Y in the Void field. Do not use a minus sign.

v" Make sure that the client gives you the full amount paid to the employee, not just the

taxable amount(s)

N2T cCon STARLA 'S SWANKY

0555
Type of Adjustment:

If 3PSP is a negative

amount, type Y

here.

Void

LOUNGE

Yes)

3 rd PARTY

SICK PRY

Enter the 3PSP adjusted

«— | wage amount that was

calculated in step 2 here.

Enter the adjusted
federal and FICA
tax amounts that
were calculated in
step 2 here.

No Charge

Reason Code

v" 3PSP will not self correct for FICA/SUI. However, taxable wages on W-2s will be adjusted.
For more information see the W-2 Error Report section in chapter 6.

A\ 1f you are entering an entire adjustment payroll that consists of only void third party sick pay
adjustments, after entering the void 3PSP amounts, complete one regular Pay screen as a
penny in/penny out transaction. This prevents an erroneous FICA amount from being credited
to the client, and from being subsequently impounded from the client’s account. Refer to the
illustration below for an example of a penny in/penny out transaction on the Pay screen.

Pay screen - penny in/penny out transaction

JK6 Co# JK6 FLT TEST CLIENT WITH

# 0001 NJ, TEST

NJ DeptH
Rate

Check# HWeeks Raise Date
Rate Chg {---If perm change, enter P
REGLAR 0/TIME VACTON SICK

HR 01 HR 02 HR 03 HR 04

SALARY OTHER BONUS1

$$ 07 $$ 08 $$ 13

0.01 0.01-

AN

/

L/D

Salary Chg
HOLDAY HOSNG2 MEMO
HR 05 38 7A
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Enter one penny (.01) in the
Salary $$ column, and then
enter one negative penny

(.01-) in the Other $$ column.
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Creating a second W-2 for employees over the Social Security limit
with 3PSP

The EasyPay system cannot accurately calculate Social Security wages when an employee has
wages over the Social Security limit, and a portion of these wages is 3PSP. When an employee is
in this situation, you must follow the procedures below to produce an accurate third party sick
pay W-2. To identify employees over the Social Security limit, refer to the W-2 Error Report or
select option 17 (Y/E Error Tracking System) from the Year End (MNUYREND) menu.

To begin creating a W-2 that includes only 3PSP:

1.

3.

Check the Quarterly Taxable Wage report and End-of-Quarter Year-To-Date report to
identify employees with 3PSP that are over the Social Security limit.

Run a Prior Quarter Year-to-Date and/or Current Quarter-to-Date report for the client. Use
these figures to determine if all 3PSP amounts were reported in the fourth quarter.

Follow the appropriate procedure below.

To handle employees with 3PSP earnings only in the fourth quarter:

1.

4.

If all 3PSP occurred during the fourth quarter, run an adjustment payroll to void the 3PSP
from the existing employee number. This adjustment will void the full amount of the third
party payment and its corresponding FI amount. For instructions, refer to the Making
Adjustments at Year-End section in chapter 2.

Set up the employee with a second employee number during the adjustment payroll.

Set up the employee as exempt from Ul and FU. If appropriate, also set up the employee as
exempt from UD and DD. Then, enter the third party payment and its corresponding FI
amounts under the new employee number.

Do a manual quarter cut. For instructions, refer to the Manually cutting a quarter section in
chapter 2.

Rerun the W-2s.

To handle employees with 3PSP earnings in the fourth and prior quarters:

1. If the 3PSP occurred in a prior quarter or in the fourth quarter and prior quarters, run an
adjustment payroll to hire the employee with a new employee number.
Void the 3PSP for the fourth quarter from the old employee number. Hire the employee with
a new employee number and set up the employee as Ul and FU exempt. If appropriate, also
set up the employee as exempt from UD and DD.

2. Enter the fourth-quarter portion of the 3PSP and related FICA under the new employee
number.

3. Run asecond payroll as a prior quarter adjustment to the fourth quarter to void the 3PSP from
the old employee number.
Enter the portion of the 3PSP for quarters 1, 2, or 3 under the new employee number.

4. Perform a manual quarter cut on the fourth-quarter master file to create a new fourth-quarter
QT. file. For instructions, refer to the Manually cutting a client’s quarter section in chapter 2.

5. Process amendments for any previous quarters that were affected.
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Uncollected FICA on GTL Premiums

Many companies continue to pay GTL premiums for retired employees. These premiums are
taxable for the value of the policy over $50,000.00. When the person has no income from which
to withhold taxes, it is impossible for the employer to collect the taxes due. In a case like this, the
employer simply reports the earnings to the government and lets the retired employees take care
of paying the taxes when they file their annual federal income tax return.

For example, John Tyler has retired from New England Plumbing and Heating, but the company
continues to pay for $75,000.00 of GTL. The cost of $25,000.00 worth of coverage is taxable to
the employee. Since John no longer has income from New England Heating and Plumbing, his
employer cannot withhold Social Security and Medicare from his wages. The employer issues
John a W-2 with the value of the policy reported in boxes 1, 3, and 5. Boxes 2, 4, and 6 are empty
since the employer did not collect taxes.

v’ For employees who have no live earnings for the year, (e.g., retired employees), enter the
Social Security portion of FICA in deduction code 4R, codeword INSS. Enter the Medicare
portion of FICA in deduction code 5R, codeword INMD.

Explanation of taxability

If a client is unable to collect all of the required FICA tax on premiums paid for GTL insurance
(usually the case when paying premiums for a retired employee), the amount that is not collected
must be reported. This amount should not be reported as Social Security Tax withheld, but rather
as uncollected Social Security and Medicare.

Where does uncollected FICA on GTL premiums appear on the W-27?

The value of the coverage is reported in boxes 1, 3, 5, and 12 (code “C”) of the W-2. Boxes 2, 4,
and 6 are empty since the employer did not withhold taxes. The uncollected Social Security
appears in box 12 (code “M”) and uncollected Medicare in box 12 (code “N”) of the W-2.

Setting up and entering uncollected FICA on GTL premiums

4-52

To report uncollected FICA on W-2s, set up deduction 4R SS INS and 5R MC INS.

Report earnings for employees with uncollected FICA with earnings code 63 (INSPRM).
Uncollected FICA amounts are taken into consideration when FICA is balanced with each
payroll, so no FICA recalculation will occur.

A Although no FICA recalculation will occur for the amount of uncollected FICA, a FICA
Variance report will still be generated with quarterly processing, indicating a variance for the
amount of the uncollected FICA. As a result, the client’s Form 941 will still be incorrect.

vof you need to make an adjustment for uncollected FICA on GTL premiums, it must be
entered as a separate payroll after the client has processed their last payroll of the year.

v" When uncollected FICA is entered on an Adjustment screen in deduction codes 4R/5R for
GTL or 2R/3R for tips, the following warning message still appears: “Employee Social
Security/Medicare Taxes not entered.” In this situation, no Social Security/Medicare taxes
should be entered. Press ENTER to bypass this error and continue.
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Deduction codes for uncollected FICA on GTL

Deduction W-2 Fed FICA

Code Codeword  Literal Description Box/Cd Txbl?  Txbl?

4R INSS SSINS  Uncollected SS tax on GTL 12M
premiums (used in
conjunction with codeword
INMD)

SR INMD MC INS Uncollected Medicare tax 12N
on GTL premiums (used in
conjunction with codeword
INSS)

A\ When setting up deduction codes for uncollected FICA on GTL for EasyPayNet clients, be
sure to type “Y” in the Mast Cng field in Profile.

A\ Before adding an earning or deduction for a client using the EasyPayNet product, ask the
client if any payroll entries have been made since the last payroll was submitted. Adding a
new earning or deduction code when a current payroll details file is in the INDETAILS
library may cause the client to be unable to log into the EasyPayNet application. For details
on adding earnings and deductions when a client has files in the INDETAILS library, refer to
the Working with interim details section of the EasyPayNet Service Center Procedures
document in the Reference Library on the SBS Service Training intranet site.

Where does uncollected FICA on GTL premiums appear on the 9417

The Form 941 will include GTL taxable amounts in Social Security and Medicare taxable wages
for both the employer and employee. The employee’s uncollected portion is then backed out on
Line 9 of Form 941. This information is passed to San Dimas.
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Unsubstantiated/Substantiated Employee
Expense Reimbursements

Business expenses can include travel expenses, supplies, or other things necessary for conducting
business. If expenses are accounted for completely, clients have no obligation to report these
amounts on W-2s.

However, clients are required to report amounts paid to employees for business expenses if any of
the following conditions are met:

» The employee is not required or does not substantiate the expenses to the client (i.e., does not
furnish receipts or expense reports).

* The client advances an amount to the employee for business expenses, and the employee is
not required or does not return any amount not used for business expenses.

For example, Dan is a salesman who travels frequently. His employer gives him $1,200 a month
for business-related travel expenses. Dan can keep any money he does not spend. The expense
report Dan submitted for last month only accounted for $1,000 of the $1,200. The extra $200 is
taxable.

Earnings codes 48 and 49 and codewords SBEX and UBEX are provided to handle reporting
these types of expense situations.

Explanation of taxability
Unsubstantiated employee business expenses are taxed as regular earnings.
Where do employee expense reimbursements appear on the W-2?

The unsubstantiated amounts reported as business expenses appear in boxes 1, 3, 5, and 16 of the
W-2. The amounts withheld appear in boxes 2, 4, and 6.

Substantiated business expenses appear in box 12 with a code “L.”
Questions to ask clients

Ask clients if part or all of the expenses are unsubstantiated when setting up employee business
expenses.
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Setting up employee business expenses

Earnings codes for business expenses

Earnings . - W-2 Fed FICA
Code Codeword Literal Description Box/Cd  Txbl?  Txbl?
48 SBEX SBEX Substantiated business 12L
expenses, nontaxable.
49 UBEX UBEX Unsubstantiated business 1, 3,5, Y+ Y+
expenses, fully taxable, and 16

withholds all taxes.

v The symbols “+” or “~" in the Fed Txbl and FICA Txbl columns indicate whether the
codeword amount adds to taxable wages or reduces taxable wages.

A\ Before adding an earning or deduction for a client using the EasyPayNet product, ask the
client if any payroll entries have been made since the last payroll was submitted. Adding a
new earning or deduction code when a current payroll details file is in the INDETAILS
library may cause the client to be unable to log into the EasyPayNet application. For details
on adding earnings and deductions when a client has files in the INDETAILS library, refer to
the Working with interim details section of the EasyPayNet Service Center Procedures
document in the Reference Library on the SBS Service Training intranet site.

Entering year-end, FICA-taxable employee business expenses as
fourth-quarter adjustments after a client’s last live payroll has been
processed

v’ For the procedure for entering FICA-taxable employee business expenses as fourth-quarter
adjustments after a client has processed the last live payroll of the year, refer to the Entering
and balancing an adjustment payroll section in chapter 2 of this guide.
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1099-R Earnings

Non-payroll earnings are reported on Form 1099-R. These earnings generally include pensions,
annuities, and IRAs. Employers are not required to withhold taxes on these earnings. However, if
the employer does withhold taxes at the request of employees, the employer must set up a
separate client number for those employees. The employer must also file Form 945 to report the
taxes withheld. The following example illustrates a situation for which a separate client number is
set up and 1099-Rs produced.

For example, a manufacturer has several newly retired employees now receiving a company
pension. At the end of the year, the manufacturer provides his employees with W-2s and the
retirees with 1099-Rs. Because the client withholds income taxes at the request of the retirees, the
client has two client numbers: one for the employees and one for retirees.

If an employer does not withhold taxes on 1099-R earnings, the employees who receive these
earnings can be included on the same client number along with employees who receive W-2s.

Questions to ask clients about 1099-R earnings

To determine the proper way to set up and report 1099-R earnings, ask clients the following
guestions:

*  Will you withhold taxes on these earnings?
o  Will you file Form 945?

If a client answers “No” to both questions, and the client wants to produce 1099-Rs for certain
employees, the employees receiving the earnings can be set up on the client’s current number.
Follow the procedure below for setting up and reporting 1099-R earnings on a client’s current
number.

A\ 1099-R earnings can only be reported on a client’s current number if no taxes are being
withheld from the employees.

If a client answers “Yes” to both questions, the client must set up a separate client number to
accommodate these employees. Follow the procedure on the next page for setting up and
reporting 1099-R earnings on a separate client number.

A\ A separate client number must be set up to report 1099-R earnings only if taxes will be
withheld from the employees. Any taxes withheld from 1099-R earnings must be reported on
Form 945. The EasyPay system does not produce this form. Advise the client that San Dimas
will deposit the taxes that are withheld, but will not file Form 945 for them. The client must
arrange to file Form 945 on their own behalf.

Setting up and reporting 1099-R earnings on a client’s current client
number

4-56

If a client has employees who need 1099-Rs, but the client is not withholding tax, follow the
procedure below to set up and report the 1099-R earnings on the client’s current client number.

1. Set up earnings code 69 (PENSN) using codeword W2PN and enter the 1099 earnings
amount under earnings code 69.

2. Set up deduction code 12 (1099 R) using codeword 109R and activate the deduction for the
applicable employees. This deduction will cause Form 1099-R to be produced for those
employees.
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Earnings and deduction codes for 1099-R amounts (when reported on client’s
current number)

Earnor . — 1099-R Fed FICA
Code Ded? Codeword Literal Description Box? Txbl? Txbl?
69 Earn W2PN PENSN Pension (earnings code 1

used in conjunction
with deduction 12)

12 Ded 109R 1099 R  Pension distributions 2a
(taxable portion; used
in conjunction with

codeword W2PN)
65 Earn PS58 PS58 PS58 plans—cost of 1, 2A
premiums and 5

v If the client needs to have box 2b (Taxable Portion Not Determined) checked on the 1099-Rs,
follow the procedure on page 4-59 to set up deduction BX. This deduction will cause box 2b
to be checked.

A\ When setting up 1099-R deduction codes for EasyPayNet clients, be sure to type “Y” in the
Mast Cng field in Profile.

A\ Before adding an earning or deduction for a client using the EasyPayNet product, ask the
client if any payroll entries have been made since the last payroll was submitted. Adding a
new earning or deduction code when a current payroll details file is in the INDETAILS
library may cause the client to be unable to log into the EasyPayNet application. For details
on adding earnings and deductions when a client has files in the INDETAILS library, refer to
the Working with interim details section of the EasyPayNet Service Center Procedures
document in the Reference Library on the SBS Service Training intranet site.

Setting up and reporting 1099-R earnings on a separate client number

If a client has employees who need 1099-Rs and is withholding taxes on the earnings, follow the
procedure below to set up and report the 1099-R earnings on a separate client number:

1. Set up the client as a 945 client by answering “Yes” to the 945 question on the first setup
screen.

2. Set up earnings code T7 (PENSN) using codeword TXPN. See the following illustration.
Enter the 1099 earnings amount under earnings code T7.
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Client# LEE HNATIOHWAL OIL IHNC. Module- EMRHIHGES UFDATE
Code Earn Live Emp fidd1 x Mg Fegstr Frt Fut Chain Code MWord
Hame Memo FRate Rate Boost HSEBH  Hr %% fidj Grs  Earn 535 Hr
7T PEHSH L. Mo Aae k=l H . Mo h ha THPH .
e e e e s e e o
Feg FEH &% GROSS
Heads Pt
cHDS: 2 Otherl0pt ions 3 Select more T Update EOJ 20 Mo Update EOJ

3. Set up deduction code T8 (TX PEN) using codeword TO9R and activate it for the employees.

See the illustration below. This deduction will
2a on Form 1099-R.

cause the taxable amount to be printed in box

Client# LEE HATIONAL OIL INC. Module— Deduct ions UFDATE
Code Oed Live Calc Calc Calc Lmt Limit fill  S5td Pre Code
Hame Memo FRate Type Malue Twpe  fimount Ck= Ded Tax MWord
T8 TH PEM M 0LBE e & X 0 M. M. hs TO3R,
99 HMISC. L. b b bl
The entire earnings amount may be taxable; however, if
M4 AODYMCE L . .
only a portion of the 1099-R earnings for one or more
CPYOPAYMHT L employees is taxable, and the client knows what that
_________ portion is, change the Per Pay deduction percent to the
appropriate percent for the affected employees.
""""" If only a portion is taxable, but the client cannot determine
--------- the portion that is taxable, do not activate deduction T8 for
......... such employees. Follow the procedure in the next section
Reg GROSS  TX PEM  AOVNCE  PAYHNT to check box 2b on Form 1099-R.
Heads Pt FED WT FICH STHTE 51 T - R ——
CMDS: 2 More Options 3 Select more 4 Tawes T Update EOJ 20 Mo Update EOJ

4. TypeY in the Calc Value column and press ENTER to access the Calc Value screen.

Clients LEBE

Earnings

TB T¥x PEN Calculate this Deduction on:

NATIONAL OIL INC.
Valid calculation values

[choose
Taxes and Deductions

Module- Deductions UPDATE

no more than 12]

Keywords

Hrs $%4%

[ ] T7 PENSN YOTRPN

Type Y opposite
keyword TXPN.

Press Enter to Continue

v’ When the employees’ 1099-Rs are produced at year-end, the taxable amount for the earnings
appears in box 2a, and the Taxable Amount Not Determined section of box 2b is not checked.
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Earnings and deduction codes for 1099-R amounts (when used on a separate
client number)

Earnor . — 1099-R  Fed FICA
Code Ded? Codeword  Literal Description Box? Txbl? Txbl?
T7 Earn TXPN PENSN  Pension (earnings 1

code used in

conjunction with
deduction code T8)

T8 Ded TO9R TXPEN Taxable portion of 2a
pension distributions
(deduction code used
in conjunction with
earnings code T7)

A\ When setting up 1099-R deduction codes for EasyPayNet clients, be sure to type “Y” in the
Mast Cng field in Profile.

A\ Before adding an earning or deduction for a client using the EasyPayNet product, ask the
client if any payroll entries have been made since the last payroll was submitted. Adding a
new earning or deduction code when a current payroll details file is in the INDETAILS
library may cause the client to be unable to log into the EasyPayNet application. For details
on adding earnings and deductions when a client has files in the INDETAILS library, refer to
the Working with interim details section of the EasyPayNet Service Center Procedures
document in the Reference Library on the SBS Service Training intranet site.

Reporting 1099-R earnings when the taxable portion cannot be
determined

In some cases, a portion of an employee’s 1099-R earnings is taxable and a portion is not taxable.
Furthermore, clients may not be able to determine the portion that is taxable. Records that would
provide the necessary information may have been lost. For these employees, set up a deduction
that will cause box 2b (Taxable Amount Not Determined) on Form 1099-R to be checked,
following the procedure below.

To check box 2b because the taxable portion of an employee’s 1099-R earnings cannot be
determined:

1. If the affected employees are set up on a 1099 only client number (i.e., set up as a 945 client),
change federal withholding tax for the client to not standard and activate it only for the
employees for whom the taxable portion of the earnings can be determined.

If the affected employees are set up on the same client number as the employees who receive
W-2s, leave federal withholding tax as standard. Codeword W2PN will prevent tax from
being withheld from the employees who are receiving 1099-Rs.

2. Set up the client with deduction BX. Do not change the default codeword BX2B. Refer to the
illustration on the next page.
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Deduction code when the taxable portion of 1099-R earnings is not known

I Client# LBE HATIONAL OIL IHC. Module— Deduct ions UFDATE
Set up Code Oed Live Calc Cale Calc Lmt Limit i1l 5t+d Fre Code
. Hame Mema FRate Twpe VMalus Twpe  fimount Ck=s Ded Tax Word
deduction
BX . TH TX PEH . R ] =3 o N M, N TOER,
'——— | ¢ MISC. Lo k3 Mo H H Moo
..o M4 RADWHCE L L 3 N H H N
\ P PAYMNT L .. ... . R k) i N
L) BEOBOX ZBOM D N H H H BHZE
................... . Clp'r'i'ons oy
FReg GROSS T® PEH fOYHCE FAYHMHT CHECK #
Heads FAY FED WT FICH STATE sSUI/DIS MISC HET FRY
CMOS: 2 More Options 3 Select more 4 Taxes 7 Update EOJ 20 Ho Update EOQJ

3. Activate deduction BX for the affected employees. See the table below; use this when the
taxable portion of earnings cannot be determined.

v" When the affected employees’ 1099-Rs are produced at year-end, the Taxable Amount Not
Determined section of box 2b is checked, and box 2a is blank. A sample 1099-R is in
chapter 5, Quarterly and Annual Output.

Earnor . _ 1099-R  Fed FICA
Code Ded? Codeword  Literal Description Box? Txbl? Txbl?
BX Ded BX2B BOX 2B Used to check box 2b on 2b

1099-R when taxable
portion of 1099-R
earnings is not known

A\ When setting up 1099-R deduction codes for EasyPayNet clients, be sure to type “Y” in the
Mast Cng field in Profile.

A

Before adding an earning or deduction for a client using the EasyPayNet product, ask the
client if any payroll entries have been made since the last payroll was submitted. Adding a
new earning or deduction code when a current payroll details file is in the INDETAILS
library may cause the client to be unable to log into the EasyPayNet application. For details
on adding earnings and deductions when a client has files in the INDETAILS library, refer to
the Working with interim details section of the EasyPayNet Service Center Procedures
document in the Reference Library on the SBS Service Training intranet site.
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Using Customer Service Tools to Research
Tax Information

The Customer Service Tools (MNUTOOLS) menu contains options that assist with tax
information. Using this menu, you can find:

» Codeword definitions (option 16)
» City information (option 19)

v’ Taxable wage limits can be researched using option 16.

A\ The use of Codewords for a Tax (option 15) is not recommended. The information contained
in this section is not updated on a regular basis, and therefore may not be accurate.

For more specific information on the Customer Service Tools menu (e.g., specific procedures,
etc.), refer to the CSTOOLS book in the Quick Reference Procedures (QREF) section on the SBS
Service Training Web site.

Accessing the Customer Service Tools (MNUTOOLS) menu

To access the Customer Service Tools (MNUTOOLS) menu:

From the From the Work with Client (MNUSRYV) menu, select option 6 (Go to CSTOOLS) and
press ENTER. The Customer Service Tools menu appears.

-0OR -

From the Teledata Representative Main menu, select option 3 (Customer Service Tools Menu)
and press ENTER. The Customer Service Tools menu appears.

Menu: MNUTOOLS Customer Service Tools Menu System: AS400

B +
2. Browuse File 15. Codewords For a Tax
3. Browse Master (BROWSMST) 16. Codeword Definitions

19. Find City Info

7. Change Employee Number (CHGEMP) Sig/Logo Options

8. Workstation File Deletion 20. Start PC Organizer (STRPCO)

9. Remove CATS Activity (CATACT) 21. Copying a Sig/Logo Image

10. Remove CONTROL Activity (REMACT) 22. Sig/Logo Uplog -

11. Create Qtr Data - Seasonals (PW1390P) O.ptlons 16 a”‘?' 19

12. Browse D., M., T. and QT. (WRKF) 23. Go To Work wi{Will help you with
24. Go To Main Mei tax information.
30. TOPS .

et et +

80=WRKSPLF 81=URKOUTQ 84=DSPMSG 85=Display session 90=Signoff

Ready for Option Number

Ep—
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Researching codeword definitions

Use option 16 on the Customer Service Tools menu to research general information and taxability
for a specific codeword. It will assist you in identifying taxability and W-2 reporting data for a
specific codeword.

v’ You can also access codeword information from the Earnings and Deductions modules in
Profile using the F6 (Lookup) key.
To display a definition for a codeword:

1. From the Customer Service Tools menu, select option 16 (Codeword Definitions) and press
ENTER. The Search Index screen with main topics appears.

Search Index

Type options, press Enter. (+ indicates an expandable topic)
5=Display topic 6=Print topic 7=Expand topic 8=Compress topic

Opt Topic
Codeword Taxability Help - Updated 03/06/08
+ RETIREMENT PLANS
+ CAFETERIA PLANS

RESTAURANT PLANS

1099 PLANS

OTHER WAGES

OTHER DEDUCTIONS

PREMIUM ONLY PLANS

+ o+ o+ o+ o+

Bottom
Or type search words and press Enter. (x indicates a topic match)
F3=Exit help F5=A11 topics F6=Main topics Fl1l=Hide structure
F12=Cancel F13=Information Assistant F18=More indexes F24=More keys

2. Tosee a list of codewords in a topic, type 7 to the left of the topic and press ENTER. To see
a list of codewords in every topic, press F5 (All Topics).

3. To view information about a codeword, type 5 to the left of the codeword and press ENTER.
The codeword Help screen appears.

Help CFO1 Med 125 cafeteria plans - Ded IS
B Codeword CFO1.
Med 125 cafeteria plans. This codeword does not
reduce NJ SIT, M125 does.

Use deduction code I9 in the profile for this codeword.

Box # i 3&5 Other/Code Letter
Affects? MINUS MINUS

This codeword is the default for deduction code I9.
Check the client’'s profile for the actual codeword being used.

Use option 15 on the CSTOOLS menu to see a list of
codewords for any tax.

=== Page Down for Tax Information for this CW ===
More. ..
F3=Exit help F10=Move to top F12=Cancel F13=Information Assistant
F14=Print help
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v" The codeword Help screen provides a description of the selected codeword. In this
example, the codeword CFO1 is used for Med 125 Cafeteria plans. It does not reduce NJ
SIT.

v’ The W-2 Information section of the codeword Help screen indicates the taxability of the
selected codeword. In this example, the CFO1 codeword reduces FW wages (box 1 of the
W-2) and SS/Med wages (boxes 3 and 5 of the W-2).

4. To see additional taxability information for the codeword, press PAGE DOWN. The
taxability table appears.

Help CFO1 Med 125 cafeteria plans - Ded IS
========== Tax Information ==========
PAY QTR PAY QTR PAY QTR PAY QTR PAY QTR
idu idu idu idu idu idu idu idu idu idu
- [~ (H- |- (M~~~ R~ - W - -
CH= = Tz |[» ME=sf=="PA= |-
CEC- |- 3L - |-~ HE - |- - 08E - - -
(AR - -|- - "IN--|--""ND- |- ' SD
L to--|--A--]--""NJ A
D - |- IMD--|--"NY VT - |-
B O S T A S/ S B
Bottom
F3=Exit help F10=Move to top F12=Cancel F13=Information Assistant
F14=Print help

v' This table displays taxability information for the selected codeword for FW, FICA, and
FUTA. It also displays taxability information for SIT (column i), SDI (column d), and
SUI (column u) for all states. In this example, the CFO1 codeword reduces taxable wages
for FW, FICA, and FUTA. For the state of CA, the minus (-) sign under columns i, d, and
u indicates the CF01 codeword reduces taxable wages for CA SIT, SDI, and SUI.

v’ For each tax jurisdiction, there are two columns of information, PAY and QTR. The PAY
column indicates the taxability for payrolls, and the QTR column indicates the taxability
on the quarterly reports. Under most circumstances, the taxability for PAY and QTR are
the same.

v' For some earnings such as INSP, the PAY column displays an “R,” while the QTR
column displays a plus (+) sign. The “R” under the PAY column means we do not
withhold the tax liability with payroll for earnings with this codeword; hence, the “R” is
for report only. The plus (+) sign under the QTR column means the earning is included in
taxable wages on the Quarterly Taxable Wage report and on the W-2s.

A\ The use of the state taxable wage limit information available in option 16 of CSTOOLS is not
recommended. The state taxable wage limits are not updated on a regular basis, and therefore
may not be accurate.
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Finding city information

Use option 19 on the CSTOOLS menu to find specific city/local jurisdictions or school districts

and the corresponding two- to four-digit local or city tax code.

To find city/local or school district tax code:

1. From the Customer Service Tools menu, select option 19 (Find City Info) and press ENTER.

The City Tax Entry window appears.

7. Change Employee Number [CHGEMP) 5ig/Logo Options
8. MWorkstation File Deletion 20. Start PC Organizer [STRPCO)
Type the state 21. Copying & SigfLogo Image
pOStaI ENTRY 22. 5igfLogo Upload
abbreviation here. ¢ 5t Hame Tax Code aopr)
23. Go To Hork With Client Memu
24. Go To Main Menu
Type the first 30. TOPS
letters of the city g5=Display session a0=Signo ff
name here.

Cmd Keys: F3=Exit

4-64

Menu: HHNUTOOLS Customer Service Tools Menu System: AS400
2. Browse File 15. Codewords For & Tax
3. Browse Master [(BROWSMST) 16. Codeword Definitions

19. Find City Infeo

2. Type the state postal abbreviation in the St field (e.g., PA for Pennsylvania).

3. To find the tax code, type all or part of the city/local or school district name in the Name field
(e.g., PHI for Philadelphia) and press ENTER. The City Tax Search window appears.

CITY TARX SEARCH-CITY1

City St N/R Type County Tax Code
_ Phila N/R PA N Philadlpha 3912
Phila R PA R Philadlpha 3901
Philadelphia N/ PA PN
Philadelphia Re PA PH
Philipsburg B PA Centre 8735
Phoenixville AS PA 9872
Phoenixville B PA R Chester 8738
Phoenixville B PA N Chester 9873
Piatt T PA N Lycoming 8739
Picture Rocks B PA Lycoming 8740
More

4. Use the roll keys to locate the appropriate tax code.

5. Position the cursor on the row for the tax code you need and press ENTER. The tax code

appears in the City Tax Entry window.

6. Press F3 to exit the City Tax Entry window.
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Codeword Taxability Tables

There are two codeword taxability tables in this section: one for W-2 codewords (see the next
page) and one for 1099 codewords (see page 4-74).

The tables list the taxability of a specific codeword. For each codeword (listed alphabetically),
this table gives you the following information:

*  Whether the codeword is used for a deduction or earning

*  The default deduction or earning code associated with the codeword

*  The codeword definition

*  Where the codeword appears on Form W-2 or 1099 (box and code if applicable)

»  Whether the codeword impacts federal taxes (“Yes” or “No”); if it does impact federal taxes,
whether it adds to taxable wages or reduces taxable wages (“+” or “-").

*  Whether the codeword impacts FICA taxes; if it does impact FICA taxes, whether it adds to
taxable wages or reduces taxable wages (“+” or “=7).

Example 1: The codeword DCAP is dependent care assistant plan. The default deduction code
associated with it is DP. DCAP amounts appear in box 10 of Form W-2 (dependent care benefits).
For both federal and FICA taxes, it reduces the dollar amount that is taxable.

Codeword Ded Earn Definition W2 Box/Cd TxblFed TxblFI

DCAP DP Dependent Care 10 Y- Y-
Assistance Plan

Example 2: The codeword BONS is bonus. The default earning code associated with it is 41.
BONS amounts do not appear on Form W-2. For both federal and FICA taxes, it increases the
dollar amount that is taxable.

Codeword Ded Earn Definition W2 Box/Cd TxblFed TxblFI
BONS 41 Bonus (FICA only Y+ Y+
withheld)

v" The codeword taxability tables listed on the following pages provide federal taxability
information and are up-to-date as of this printing. Refer to Customer Service Tools
(MNUTOOLS menu) for the most current information or for state taxability information.
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Codeword taxability table for W-2 codewords

Codeword Ded Earn Definition W2 Box/Cd TxblFed TxblFlI
401K P1 401(K) retirement plan for private 12D & 13 - Y-
sector employees. (Shared with Ret Plan
Roth 401(k)).
403B P4 403(b) retirement plan for public 12E & 13 - Y-
school systems and nonprofit Ret Plan
organizations. (Shared with Roth
403(b)).
409D FN  409A nonqualified deferred 12Y Y+
compensation plan
4091 41 Income on 409A nonqualified 127 Y+ Y+
deferred compensation plan
414B 1B 414H Defined Benefits for RI 14 & 13 - Y-
SUl only Ret Plan
414C 1C 414H Defined contributions for 14 & 13 - Y-
RI SUI only Ret Plan
414H 4H 414(h) retirement plan 14 & 13 - Y-
Ret Plan
414M aM Maine retirement systems 14 & 13 - Y-
Ret Plan
414Y 4Y Retirement plan (NY state and 14 & 13 - Y-
city not reducing). Ret Plan
43AT RM Roth 403(b) retirement plan 15 12BB & 13
year service — Ret Plan
43PT RL 403(b) retirement plan 15 year 12E & 13 - Y-
service Ret Plan
457D 8B  Nonqualified deferred distribution 11 Y+
457P PO 457P Retirement plan 12G Y-
contributions for state and local
governments.
501C P8 501(c) retirement plans for tax- 12H & 13 -
exempt organizations. Codeword Ret Plan
does not reduce wages on W-2;
credit to be taken on Form 1040.
AGWG AG  Oregon Agricultural Worked Y+ Y+
ATIP RO  Allocated tips 8
AUT2 59  Automobile fringe (nontaxable)
AUTO 60  Automabile fringe (taxable), Y+ Y+
Personal use of company car
BIKE BK  Bicycle Commuting
Reimbursement
BONS 41  Bonus (FICA only withheld) Y+ Y+
BTIP R5  Tips—Forced
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Codeword Ded Earn Definition W2 Box/Cd TxblFed TxblFI

B14A BA* Prints employer-defined data in 14
box 14 on Form W-2
B14B BB* Prints employer-defined data in 14

box 14 on Form W-2. (Does not
appear in CSTOOLS.)

B14C BC* Prints employer-defined data in 14
box 14 on Form W-2. (Does not
appear in CSTOOLS.)

C125 75  Cafeteria plan earnings Y+ Y+
CFo01 19 Cafeteria plans for NJ Y- Y-
CFFD FM Cafeteria plan to be used in states Y- Y-
that do not recognize same sex
marriage
CLGY 7D Used for PA only; clergy

receiving Housing, NOT taxable
for local except 3901, 3912. PA

taxable

CO4K C1 Company 401(K)

COMM WM  Commissions earned in WA—not Y+ Y+
taxed for WA SUI

CSM4 CM SIMPLE 401(k) plan catchup for 12D & 13— Y-
employees over age 50. Used Ret Plan

with SIM4 plans. (Shared with
Roth SIMPLE 401(k) catch up).

CSMP CS SIMPLE IRA plan catch up for 125 & 13 - Y-
employees over age 50. Used Ret Plan
with SIMP plans.

CTIP R3  Tips—Credit card

Cu41 4C 401(K) plan catch up for 12D & 13 - Y-
employees over age 50. Used Ret Plan
with 401(k) plans. (Shared with
Roth 401(k) catch up).

Cu43 3C 403(b) plan catch up for 12E & 13 - Y-
employees over age 50. Used Ret Plan
with 403(b) plans. (Shared with
Roth 403(b) catch up).

Cu47 7C 457P plan catch up for employees 12G Y-
over age 50. Used with 457P
plans.

CuUS2 2C 408(Kk) plan catch up for 12F & 13 - Y-
employees over age 50. Used Ret Plan

with SEP2 plans.

*Do not store any permanent amounts in the BA, BB, or BC deductions on an employee level. If a permanent amount needs
to be stored to pull the earnings, set up an additional deduction such as M1 to store the amount to pull to the worksheet.
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Codeword Ded Earn Definition W2 Box/Cd TxblFed TxblFlI
DCAP DP Dependent care assistance plans 10 Y- Y-
DCPB 73 Dependent care plan benefits 10
DEMO 6B  Demos (taxable for NJ SIT. Used
for demo cars used by salespeople
as a fringe, specific for NJ SIT)
DISO SK  Sale of stock in a disqualifying Y+
disposition
DMIL EM  Military differential pay Y+
DRAW 45  Draw (nontaxable)
DTIP R4  Tips—Declared
EEAD EA Adoption deduction by employee Y- Y-
EEMS ME Medical saving account—
employee contribution
EGPP GP 20% excise tax on golden 12K
parachute payments for key
corporate executives
ELCT CE SIMPLE 401(k) employer match
ERAD RP Adoption benefit provided by the 12T Y+
employer
ERDN DN Cost of employer-sponsored 12DD
dental plan (employer- and
employee-paid portions)
ERHC HV Cost of employer-sponsored 12DD
health care plan (employer- and
employee-paid portions)
ERMS MR Medical savings account— 12R
employer contribution
ERVN VN Cost of employer-sponsored 12DD
vision plan (employer- and
employee-paid portions)
FEL2 83  Fellowship—Nonresident aliens Y+
(exempt for federal only)
FELO 82  Fellowship (CA SIT only Y+
withheld)
FNG1 51  Fringe benefits (fully taxable and Y+ Y+
withheld)
FNGR 5D  Fringe benefits (FICA only Y+ Y+
withheld)
GROS Var. Y+ Y+
GRTR GT Grantor trust Y- Y-
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Codeword Ded Earn Definition W2 Box/Cd TxblFed TxblFI

HCDP DC Portion of health care premiums
for dependents reaching an age
where taxability is affected
(Taxable for SIT/CIT/locals only)

HOUS 72 Housing (taxable for: CA,
CADD, CAUI, NYUI, ORUI,
PA, WAUI)
HPOP PH POP plan hours
HSAR HS  Health Savings Account - 12w

employer’s contribution to
employee’s HSA is not subject to
FIT, FICA, or FUTA.

HSAT HT  Health Savings Account - 12w Y+ Y+
employer’s contribution to
employee’s HSA is subject to
taxation.
HSCP HC Health Savings Account - 12w Y- Y-
employee’s contribution to an
HSA through a cafeteria plan is
not subject to FIT, FICA, FUTA.
HSNG 7A  Housing (taxable for: FI, PA, Y+
ORUI)
IMRF Pl Illinois municipal retirement fund 13 — Ret Y-
Plan
IMSA MS Individual medical savings acct. 14 - IMA
INMD SR Uncollected Medicare tax on 12N
GTL premiums (used in
conjunction with codeword INSS)
INS2 64  Group Term Life premium 12C Y+ Y+
(withhold all taxes)
INSP 63  Group Term Life premium 12C Y+ Y+
(withhold FICA only)
INSS 4R Uncollected SS tax on GTL 12M
premiums (used in conjunction
with codeword INMD)
IRAP P3 Individual Retirement Account
plan claimed as a reduction to
taxable income on employees’
1040s (no effect on W-2)
KDRW 85  Draw (exempt from KSUI) Y+ Y+
L401 L4 Loan from ADP 401(k) plan
MAIN MA  Insurance Employer Health Y+ Y+
Coverage
M125 11 Med 125 Plan (use CFO1 for NJ) Y- Y-
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Codeword Ded Earn Definition W2 Box/Cd TxblFed TxblFI

MEDP Varies Used for Maryland NHR; to
report availability of medical
benefits if client doesn’t use one
of the pretax medical codewords.
(Does not appear in CSTOOLS.)

MEET 78  Meeting pay Y+ Y+
MLNT R6  Meals (nontaxable)

MLTX RA  Meals (taxable) Y+ Y+
MOV1 61  Moving expenses (nonqualified) Y+ Y+
MOV?2 62  Moving expenses (nontaxable) 12pP

MOV3 6A  Moving (FIT taxable only) Y+

MTIP R7  Tips—Minimum Y+ Y+
NFDP NF Portion of health care premiums

for dependents reaching an age
where taxability is affected
(Taxable for FIT only)

NLCT CN SIMPLE 401(k) employer 13 — Ret
non-elective contribution Plan

NQC2 8A  Nongqualified deferred 14 — code Y+
compensation—(FICA withheld, ZN

FUTA taxable). Box 14 code for
PA SIT employees only.

NQDC 80  Nonqualified deferred Y+
compensation. Only FICA
withheld.

NQDD 8E  Nonqualified deferred 11 & 14 - Y+

distribution. Box 14 code for PA code YT
SIT employees only.

NQDE 87  Nonqualified plan deferrals not 11 & 14 - Y+
subject to substantial risk of code YN
forfeiture and for prior year
services. Box 14 code for PA SIT
employees only.

NQEC 8C  Nonqualified deferred 11 Y+
compensation plan—Employer
contribution

NQPD P9 Nonqualified pension plan 11 Y+
distributions, only FIT withheld.
Must set up as pretax.

NQPE 8D  Nongqualified deferred 11 Y+
compensation plan distribution

NQPF 84  Nonqualified pension plan 11 Y+ Y+
distribution
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Codeword Ded Earn Definition W2 Box/Cd TxblFed TxblFlI
NQST NQ Nonqualified stock options 12v Y+ Y+
NRES C6 Earnings exempt from city wages
NTAX Var. Nontaxable earnings
NTRY 81  Notary pay Y+
OPTR ER Employer’s year-to-date tax

amounts for Colorado OPTs.

(Does not appear in CSTOOLS.)
OPTT oC Employees’ year-to-date tax

amounts for Colorado OPTs
OTIP R2  Tips—Tipped overtime dollars Y+ Y+
PASS PS Employee deduction for parking Y- Y-
PEN2 P7 Pension (taxable PA, PH, WM) 13 — Ret

Plan

PENS P2 Pensions (nontaxable). Use only 13 — Ret

to check Ret. Plan box on W-2. Plan
POP A PF POP Plan—AD&D Y- Y-
POP D PA POP Plan—Dental Y- Y-
POP G PB POP Plan—L.ife Y- Y-
POP H PC POP Plan—Health Y- Y-
POP L PD POP Plan—LTD Y- Y-
POP V PE POP Plan—Vision Y- Y-
PTHC CH Portion of health care premiums

for dependents reaching an age

where taxability is affected

(Taxable for FIT/SIT/CIT/locals)
RIDE 76 CA ride share (not taxable for CA Y+ Y+

SIT)
RTIP R1  Tips—Tipped regular dollars Y+ Y+
R403 RF Roth 403(b) post-tax pension plan  12BB & 13

deduction. (Shared with 403(b)). — Ret Plan
R457 RR Roth 457(b) & 501(c) plan post 12EE & 13

tax pension plan deduction. — Ret Plan

(Shared with 457(b) and 501(c))
R4CU RU Roth 403(b) plan catch up for 12BB & 13

employees over age 50. Used — Ret Plan

with Roth 403(b) plans. (Shared

with 403(b) catch up).
ROCU RC Roth 401(k) plan catch up for 12AA & 13

employees over age 50. Used — Ret Plan

with Roth 401(k) plans. (Shared

with 401(k) catch up).
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Codeword Ded Earn Definition W2 Box/Cd TxblFed TxblFI

ROSP RJ Roth SIMPLE 401(Kk) post-tax 12AA & 13
pension plan deduction. (Shared — Ret Plan
with SIMPLE 401(K)).

ROTH RO Roth 401(k) post-tax pension plan  12AA & 13
deduction. (Shared with 401(k)). — Ret Plan

RSCU RK Roth SIMPLE 401(k) plan catch 12AA & 13
up for employees over age 50. — Ret Plan

Used with Roth 401(k) SIMPLE
plans. (Shared with SIMPLE
401(k) catch up)

SBEX 48  Business expenses equal to 12L
amount allowed by government.
Also see UBEX.

SCRF 71  S-Corporation insurance 14 Y+ Y+
premiums for discriminatory
plans. Fully taxable, FIT and
FICA will be withheld. Taxable
for NJ.

SCRJ SJ  S-Corp insurance premiums. Use 14 Y+
only for NJ clients. Taxable for
FIT only. Not taxable for NJ SIT.

SCRN SN S-Corp insurance premiums. 14 Y+ Y+
Use only for NJ clients. Taxable
for FIT and FICA. Not taxable for

NJ SIT.
SCRP 70  S-Corp insurance premiums for 14 Y+
2% shareholders. Taxable for FIT
only.
SCTP RQ  Service charges (tips added to a 3 Y+ Y+
bill for large parties)
SEP2 P6 Equivalent of 408(k) deferred 12F & 13 - Y-
compensation plan. Ret Plan
SEPP PS5 Employer-funded IRA for the 13 — Ret
benefit of employees Plan
SEVR 86  Severance Y+ Y+
SIC3 Nontaxable portion of third party 12J Y+

sick pay. Nothing needed in
Profile to use this codeword.

SICK 04  Sick pay Y+ Y+
SIM4 SF SIMPLE 401(k)—Companies 12D & 13 - Y-
with 100 or fewer employees. Ret Plan
(Shared limit with Roth SIMPLE
401(Kk)).
SIMP SM SIMPLE IRA/408(p)— 12S & 13 - Y-
Companies with 100 or fewer Ret Plan
employees.
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Codeword Ded Earn Definition W2 Box/Cd TxblFed TxblFlI
SITE AB Site reporting (MN and 1A)
SOLE SP  Sole proprietor amounts taxable
only for Pittsburgh PA local 5353
STIP RQ  Service charges (tips added to a 3 Y+ Y+
bill for large parties)
SUPW 68  25% federal tax on all SUPW Y+ Y+
wages up to 1 million. 39.6% on
all SUPW wages over 1 million.
TPAS TP Transit pass EE deduction Y- Y-
TPFD TF Transit pass EE deduction for Y- Y-
states that do not follow federal
limit (use TP up to state limit,
then TF for remaining fed limit in
HI, MA, MN, WI)
TPMD 3R Tips—Uncollected Medicare on 12B
tips
TPOP PT Total POP plan deductions
TPSS 2R Tips—Uncollected SS tax on tips 12A
TUTN TN  Employer paid tuition (Taxable
for PA SIT & SUI, IN SIT, and
MA SIT)
TVAC 77  Vacation pay for terminated Y+ Y+
employees (not included in CA
SUl or CA DIS)
UBEX 49  Business expenses— Y+ Y+
Unsubstantiated. Also see SBEX.
UTIP R8  Tips—Make-up
VCAF VC Cafeteria plan for domestic
partners, civil union and same sex
marriage. Reduces DE, CT, HI,
IL, MA, ME, NJ, NY, OR, RI,
and VT SIT; NY City and
Yonkers locals only.
XTIP R9  Tips—Additional Y+ Y+
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Codeword taxability table for 1099-M and 1099-R codewords

Codeword Ded Earn Definition 1099-M Box/Cd
1099 50  Non-employee compensation 7
109% 5A  Rents 1
10$9 5B  Royalties 2
1$99 5C  Other Income 3
109P 5P Performing Arts Income 7

(non-employee compensation)
9914 AT  Attorney 14
T099 TO, Non-employee compensation 7
T1,
T2
T09% T4  Rents 1
TO0$9 T5 Royalties 2
T$99 T6  Other income 3
TXTN TU  Employer paid tuition; not job
related. Taxable for MN.

Codeword Ded Earn Definition 1099-R Box/Cd

109R 12 Pension distributions (taxable 2A
portion; used in conjunction with
codeword W2PN)

TO9R T8 Taxable amount 2A

BX2B BX Checks box 2B on 1099-R 2B

PS58 65  PS58 plans (used for the cost of 1, 2A, and 5
insurance premiums only)

TXPN T7  Gross distributions 1

W2PN 69  Pension (earnings code used in 1
conjunction with deduction 12)
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Quarterly and Annual
Output

This chapter begins by describing the year-end process for producing quarterly and annual reports
and forms. Then, the different reports and forms are described in detail.

This chapter contains the following sections:

Year-End Process Flow—describes year-end processing from the last payroll of the year
through the generation of year-end forms.

Quarterly Control System—describes how you can research a client’s status during year-end.

W-2 Issues—includes general information about billing, reprinting, interface transmissions,
and CD-ROM output.

Guidelines for Processing Quarterly and Yearly Reports—include the methods for selecting
clients and the procedure for processing earnings records.

Quarterly Reports—describes the following reports:

— Quarterly Wage and Tax report

— Quarterly Wage Detail report

— End-of-Quarter / Year-to-Date report (EOQ/YTD)

— Quarterly Tax Summary

— Quarterly Earnings Record report

— Statement of Deposits and Filings (SOD), issued by San Dimas to Deposit Only (TOS 2)
clients and available by request for File/Deposit (TOS 3) clients

Quarterly Tax Forms—describes the following forms:

— Form 941

- Form 941B

— Form 941A (State Unemployment Wages Paid report)

Annual Tax Forms—describes the following forms and report:
-  Form W-2

— Laser-printed federal Copy A Form W-2

— Laser-printed Form W-3

— Wage and Tax Statement Totals report

— 940 Tentative Credit Worksheet

— 1099-MISC

- 1099-R

Clients’ profiles and employees’ overrides determine the information that appears on the
quarterly and annual reports and tax forms. The system uses codewords to determine the
earnings that are taxable and/or subject and the taxes that should appear on the reports and tax
forms.
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Year-End Process Flow
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Quarterly Control System

5-4

The Quarterly Control system helps you track clients’ quarter-end status throughout the
quarter-end process. It allows you to obtain various lists of quarterly client information. For
example, you can get a list of clients whose quarter has been cut but not run yet or a list of clients
who have been processed but not sent.

To access the Quarterly Control system:

1. From your main menu, select option 5 (Branch Functions) and press ENTER. The Branch
Operations menu appears.

2. From the Branch Operations menu, select option 4 (Quarterly Control) and press ENTER.
The Quarter Cut menu appears.

[ 3.

Menu: MNUQTRCT
T,

| 1.

List all clients f

List clients not c

Quarter Cut Menu

or QTR

ut or run

List clients cut not run

. List batch excluded clients

Create M. from QT.

. Manual Quarter Cut

11.
12.
13.
15.
16.

23.

Change A/R hold status |

Change date guarterlies sent |

Update

Reprint
Reprint Quarterly Reports

Go To Work With Client Menu

. Go To Main Menu

the control file

System: AS98

State Forms |

3. Select one of the following options:

Option Description
1 Creates a list for the Control Team to use to control quarter close activity
2 Creates a list of clients the Control Team can use to ensure the clients have been
cut. These clients were not cut or run.
3 Creates a list of clients who have been cut and not run
7 Creates a list for the Control Team to view clients that have been excluded from
automatic close activity
8 Allows associates to create a master file from the Quarter close
9 Allows associates to manually cut the quarter
11 Allows associates to change a client’s A/R hold status
12 Allows associates to enter the actual date reports are sent to Traffic or an outside
delivery service
13*  Allows associates to update quarter-end comments (e.g., termination information)

and exclude clients from automated quarterly batch selection

* Select option 13 on this menu to enter special messages for terminations. (Refer to
Terminations > Main Business > Preparing an out-of-business client’s data in the online
EasyPay Quick Reference Procedures in the Reference Library on the SBS Service
Training intranet site.) Also, refer to the Managing the Quarterly Batch Select Process
document for more information on this option.
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Also refer to the Quarter-End topics in the online EasyPay Quick Reference Procedures.
This online reference contains an explanation of the menu options, quarter-end scenarios,
out-of-balance situations, and end-of-quarter Balance Listing terminal errors.

W-2 Issues

This section contains information about:

* How W-2s are billed

* How W-2s can be transmitted to the AutoPay mainframe for printing on Major Accounts’ or
National Accounts’ high-speed printers

* The CD-ROMs that can be produced

*  Whether W-2s can be reprinted

Billing for W-2s and 1099s

Client charges

The first time EasyPay processes annual reports for a client for the current year, the system
automatically invoices the client for W-2s and 1099s. If year-end is processed again for the client,
the system suppresses billing for W-2s and 1099s. You can track this activity with the W-2/1099
Rerun by Batch report. A manual invoice must be created to bill the client for additional year-end
processing. For more information on manual W-2 billing, see chapter 7, Year-End Billing.

For example, client XYZ cuts the fourth quarter with run 053. Year-end is processed and an
invoice is created for W-2s. The client then reports an adjustment payroll. The quarter is

re-cut and year-end is processed again. The system does not create a W-2 invoice for run 054.
However, payroll invoices are generated as usual. The CSR must produce a manual W-2 invoice.

v’ Some service centers have one associate who is responsible for creating manual W-2
invoices. Check with your manager for your service center’s procedure regarding creating
manual W-2 invoices.

The Year-End Billing Audit file is used to track year-end processing and billing activity.
Information is added to this file each time year-end is processed for a client. For more
information on the Year-End Billing Audit file, see chapter 7, Year-End Billing.

DDF invoices

The W-2 processing date is the DDF invoice date for W-2 charges. However, the actual debit
transaction will be held in San Dimas for seven days and then sent to the bank. This is longer than
the time payroll processing charges are held, as illustrated in the example below:

oo eroesing g erocesing
Run weekly billing December 24, 2014 December 24, 2014
Transmit to San Dimas December 26, 2014 December 26, 2014
Released to the bank December 29, 2014 January 5, 2015
Debit the client December 31, 2014 January 7, 2015

If a client disputes a W-2 invoice in the same billing period the invoice was generated, the invoice
must be voided. Due to the delay in sending W-2 invoices to the bank, a credit issued in the same
week may appear in the client’s bank account before the debit for the W-2 invoice.
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Transmitting W-2s and W-3s to the AutoPay mainframe

When year end is processed, W-2 interface files are sent to the AutoPay mainframe via an ETS
transmission.

When the option to print W-2s via the AutoPay mainframe is selected, the AutoPay center prints
all EasyPay W-2s and W-3s. The interface transmission option allows EasyPay centers to print
large numbers of W-2s on the AutoPay high-speed printers.

The W-2s printed with the interface program may be slightly different than W-2s printed from
local EasyPay printers. Refer to page 5-32 for a list of some differences.

Major Accounts will charge your center a standard charge for this print service. SBS Finance in
Florham Park will use processing statistics for reconciliation. Refer to the Year-End Processing
Statistics Report section in chapter 6 for more information.

v During year-end, EasyPay will transmit a file via ETS to their previously identified
mainframe each time a quarter-end batch is selected to process year-end. All W-2s printed
from the mainframe will include a custom EasyPay separator page. This separator page will
clearly identify the W-2s as EasyPay and include the San Dimas branch number and quarter
batch number.

Creating CD-ROM output

Clients who generate more than 250 1099-M or W-2 forms must file data electronically. Your
center can send individual CD-ROMs (which contain the client 1099 or W-2 data) to the clients,
who are responsible for filing the information electronically with the IRS.

v' All 1099-MISC data will be transmitted via ETS to the AutoPay mainframe for output onto
the CD-ROM. For more information on the CD-ROMs, refer to chapter 8, Magnetic Media,
in this guide.

Clients may request that your center prepare an individual W2 CD-ROM containing only his or
her company data. To request individual CD-ROMs, clients must provide you with their SSA
PIN. Your center sends individual CD-ROMs to the clients, who are responsible for filing the
information electronically with the SSA.

v" Individual federal W-2 CD-ROMs will be produced for applicable clients by the AutoPay
mainframe. For more information on the CD-ROMs, refer to chapter 8, Magnetic Media, in
this guide.

Reprinting an entire set of W-2s for a client

5-6

If W-2s are lost or damaged, a designated associate can reprint them using either the Select
Clients for Quarterly Reports Only option on the Operator’s Quarterly menu or the Reprint
Quarterly Reports option in the Quarter Cut menu.

v’ Use this option only if the client’s data has not changed from the original printing.

The region may use the Select Clients for Quarterly Reports Only option if the client’s data
has not been changed. When a client’s data has not changed, the situation is not a rerun.
Therefore, data is not created for the San Dimas transmission. This option should be used
only to create reports (e.g., for CSR research or due to paper jams). This option should not be
used if any of the client’s data (e.g., Social Security numbers, adjustments, client-level data,
etc.) has changed.

Quarterly and Annual Output
ADP Proprietary & Confidential — Not for External Distribution



Reprinting one or more individual employee W-2s for a client

If an individual employee’s W-2 has been lost or damaged, CSRs can reprint an individual W-2
using the Reprint Individual Employee W2 option. This option allows you to reprint one or more
individual employee W-2s for a client. This option cannot be used to print individual 1099s.

To reprint one or more Form W-2s for a client:
1. From the Work with Client (MNUSRYV) menu, select option 14 (Go to Client Srv Yr-End
Menu) and press ENTER. The Year End menu appears.

2. From the Year End menu (MNUYREND), select option 5 (Reprint Individual Employee W2)
and press ENTER. The first Selected W2 Re-print screen appears.

3. At the first prompt screen, enter the desired print device and press ENTER.

4. At the second prompt screen, enter the client code and the tax year and press ENTER.

v’ When the Employee Selection screen appears, it displays all of the employees’ IDs and
names for the client who was selected.

5. On the Employee Selection screen, select each employee by typing Y in the Select field, and
then press F5.

v' There is an Advance option at the top of the Employee Selection screen that can be used
to skip either to division only, employee only, or division/employee.

v A delivery sheet will not print. If necessary, manually print a delivery sheet or create a
label.

The error message “Selected client not found” may occur. This means the client’s year-end
processing has not occurred or the client has been purged.

Accessing W-2s in Electronic Reports

Employee’s W-2 and Earning Summary forms are available for viewing through Electronic
Reports from the Year-End Report tab. The Year-End Report tab will only appear when there are
employee W-2 forms available to view. The W-2 forms are converted into a PDF file; the file
name containing all of the employees’ forms will be W2 US.

Rerunning and printing selected W-2s

The Rerun Selected W-2s option allows you to rerun a quarter and year end for one or more
clients for the current year and print only selected individual employee W-2s generated as a result
of the year-end reruns. The option to do so will only be available December through April. For
more information, refer to the Rerunning and Printing Selected W-2s document.

To rerun selected W-2s:

1. From the Self Service Menu 2 (MNUSS?2), select option 13, Rerun Selected W2s, and press
ENTER. The Rerun Selected W2s print location selection screen appears, with the prompt
“Will these rerun W2s be printed by our AutoPay Partners?”

2. Specify where to print the selected rerun W-2s; type Y to print from the mainframe or N to
print locally.

v If you are working with a non-tax filing client or deposit-only type client, you must
use the local print option.
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* If you type “Y” to select to have the reports sent to the AutoPay mainframe, the updated
quarterly and year-end reports, all copies of the W-3, and all applicable copies of the
selected employee rerun W-2s will be printed by your AutoPay print partner. Type the
local printer 1D to be used to print the select sheet and Client Service internal reports;
then, press ENTER. The Rerun Selected W2s client selection screen appears.

* If you type “N” to select to print the reports locally, type the local printer 1D and press
ENTER. The Rerun Selected W2s client selection screen appears.

3. Type the appropriate client’s code, tax year, and quarter number. Then, press ENTER. The
system validates the tax year and quarter number entries and the quarter stored in the Control
file. The Rerun Selected W2s employee selection screen appears.

i you press F7 from the Rerun Selected W2s client selection screen, year end will be
rerun for each selected client and the appropriate reports, W-2s, and W-3 will be sent to
the selected print queue (mainframe or local). If no clients were selected, the message
“No clients were selected for W-2 print” appears.

Rerun Selected W2s 1/10/10
14:07:39
Client: SB3
Employee’'s available for rerun W2 printing
Skip to Div/EE#: Employees with a marital
Sel Div Employee Name status qf A" or V" wil
Y/N not be listed.
1 0001 AIKMAN, TROY

B 0002 CUNNINGHAM, RANDALL

1 0eo3
0011
0101
1101
1113
1 1201
1 8876
goo4

If “More” appears, press
PGDN to see the next
group of employees.

o~

More. ..

N

F3=Cancel All W2s F7=Update/Print W2s

F5=Select MNext Client F12=Cancel Client

4. Type Y next to the employees whose W-2s need to be printed. If there are no more clients to
process, press F7 to begin processing. If there are more clients to process, press F5. The
Rerun Selected W?2s client selection screen appears. Go back to step 3.

voIf you return to the Rerun Selected W2s client selection screen but have no additional
clients to process, you can also press F7 from there to begin processing.
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Guidelines for Processing
Quarterly and Yearly Reports

Before processing quarterly and yearly reports, the client’s quarter or year must be cut and the
client’s quarter-end master (QT.) file must reside on disk.

The following rules apply to quarterly and yearly processing:

* AII TFS clients must be processed first to meet San Dimas close deadlines.
* Aclient’s QT. file must be on disk to process the client.
*  Processing batches cannot exceed 300 clients.

v" Quarter-cut lists, provided by the Control Team, help in controlling quarter- and year-end.

v’ Automatic restarts are built into the quarterly and yearly processing procedure. If you cancel
the procedure, you can restart it.

v" The Elk Grove Command Center (EGCC) performs the bulk of the quarterly and yearly
processing at quarter-end. Clients will be processed in a first cut, then first run order.

Selecting clients

You can enter up to 300 client codes in a batch. After entering the client codes, a second screen
appears. It displays the client codes just entered, client names, and the year and quarter numbers
obtained from the guarter-cut information in the control file. If necessary, you can change the
quarter and year numbers.

After the client selection, the procedure verifies that the QT. files are on disk. It then loads the
clients’ files and produces all the other required files and reports. If the QT. files are fourth
quarter master files or if the procedure is run during December or January, the year-end reports
also are printed. (In all other months, i.e., when the quarter you are running is the first, second, or
third, you must run “force year-end” to produce year-end reports.) You can process the year-end
reports as part of the quarterly job stream or save the information and process the reports later.

To see which clients still need to have their quarterly reports processed, run a List Clients Cut Not
Run report.

v’ Refer to the SBS Self-Service Procedures Guide for additional information and procedures.
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Processing earnings records

5-10

Client Services can create earnings records for a single client either at the end of the month or
when the client cuts the quarter. These earnings records can be printed upon client request or for
researching client issues.

v

v

To create monthly earnings records, the system loads the client’s M. file and extended details.
To create quarterly earnings records, the system loads the client’s QT. file and extended
details.

Check with your manager for your service center’s procedure regarding distribution of
earnings records.

To activate automatic quarterly earnings records so a client receives them automatically for
each quarter, refer to the Activating automatic quarterly earnings records section outlined on
the next page.

Processing monthly earnings records for a single client

To process monthly earnings records for a single client:

1.

2.

From the main menu, select option 2 (Work with an Existing Client) and press ENTER.

From the Work with Client (MNUSRV) menu, select option 22 (Go to Print Reports Menu)
and press ENTER.

From the Client Reports menu (MNURPT), select option 3 (Earning Records) and press
ENTER. The Reprint Earnings Record from Detail History screen appears.

In the Sel column, type Y next to the year/quarter you want to process and press ENTER.
The File Type Selection screen appears.

Accept the default “1” to process earnings records from the master (M.) file. Press ENTER.
The Customer Service Tools welcome screen appears.

Type the client number and press ENTER twice to process earnings records from the current
M.

v’ After pressing ENTER once, you have the option to change the M. from which to print
the earnings records. If you require earnings records from an historical M., follow your
center’s procedures to have the appropriate M. restored to the EasyPay system.

On the next prompt screen, type Y to bill the client for the earnings records, or type N if you
do not wish to bill the client. Then, press ENTER. The Select Records screen appears.

Type Y next to each payroll run you wish to include in the earnings records. Then, press F7
to begin processing the earnings records.
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Processing quarterly earnings records for a single client

To process quarterly earnings records for a single client:

1.

2.

From the main menu, select option 2 (Work with an Existing Client) and press ENTER.

From the Work with Client (MNUSRV) menu, select option 22 (Go to Print Reports Menu)
and press ENTER.

From the Client Reports menu (MNURPT), select option 3 (Earning Records) and press
ENTER. The Reprint Earnings Record from Detail History screen appears.

In the Sel column, type Y next to the year/quarter you want to process and press ENTER.
The File Type Selection screen appears.

Type 2 to process earnings records from the quarter master (QT.) file and press ENTER. The
message “Do you wish to run the Quarterly Recap Report?” appears.

Accept the default *“Y” to print the Quarterly Recap report, or type N if you do not wish to
print the Quarterly Recap report. Then press ENTER. The Enter Client Quarterly File Data
screen appears.

Enter the client, year (last digit), and quarter numbers, and press ENTER. The Select
Records screen appears.

In the Pick? column, type Y next to each payroll run for which you wish to process the
earnings records. Then, press F7 to begin processing the earnings records.

Activating automatic quarterly earnings records

To activate automatic quarterly earnings records

1. From the Branch Functions 1 (MNUCS1BR) or Branch Functions 2 (MNUBRNCH) menu,
select option 3 (Optional QTR Report Selection) and press ENTER. The Optional Quarterly
Report Client Selection screen appears.

2. Enter the desired client code and press F7. The Optional Quarterly Report Selection screen
appears.

3. After confirming the name of the client type, Y in the Quarterly Earnings Record field and
press ENTER to activate the report.

2014 EasyPay Year-End Reference Guide 5-11

ADP Proprietary & Confidential — Not for External Distribution



Quarterly Reports
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The client’s profile and employee overrides determine the information that appears on the
quarterly and annual reports and tax forms. The system uses codewords to determine the earnings
that are taxable/subject and the taxes that should appear on the reports and tax forms. Quarterly
reports are printed in a standardized format.

This section includes information on the following quarterly reports, which each client receives
each quarter unless noted otherwise:

Quarterly Wage and Tax report

Quarterly Wage Detail report

End-of-Quarter Year-to-Date report

Quarterly Tax Summary

Quarterly Earnings Record report

Statement of Deposits and Filings (SOD), issued by San Dimas to Deposit Only (TOS 2)
clients and available by request for File/Deposit (TOS 3) clients
Form 941 (Employer’s Quarterly Federal Tax Return)

Form 941B (Employer’s Record of Federal Tax Liability)
Client’s Form 940 Worksheet report

Generic and custom unemployment (941A) reports

v’ All of the quarterly reports listed above, with the exception of the Statement of Deposits and

v

Filings (SOD), can be viewed electronically with the Electronic Reports feature.

Form 941 and client error reports (e.g., FICA Variance and 941 Report Problems) are no
longer collated with each client’s reports. Error reports are generated, and spool differently
depending on where the batch is printed (local vs. mainframe). Refer to the Processing
Quarter-End Reports section of the SBS Self-Service Procedures Guide for additional
information and procedures.
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Quarterly Wage and Tax report

The Quarterly Wage and Tax report provides both quarter-to-date and year-to-date wage data
broken down between employer and employee taxes. It is organized alphabetically by
department. Final totals for the client, descriptions of the local taxes, and any notes the client
needs to know will print on a totals page.

v Non-Tax Filing clients can use the wage information from this report to complete their state

unemployment (SUI) tax return. Refer to the sample report below.

Sample Quarterly Wage and Tax report

BATCH# 000330

n
>
=
o
L
c
=
3
=
o
=
¥

XXX-XX-535 #0005
BIRTH: 01/01/1972

6, 600, 0

6, 600, 00

6, 600, 00

Fmplovee Emplover
Q1D YTD QTD YTD
i Taxable | Taxable Taxable | Taxable
Employee Information | Tax Type Wages W/H Tax Wages W/HTax Tax Type Wages Tax Expense | Wages Tax Expense
Dept: 01 DEPARTMENT 1

FAKE.FIRST'NAME Fecd Wt
XXX-XX-3533 #0003 EE/SS 109, 2(
BIRTH: 01/01/1278 EE/MZ 95.7C
HIRE: NJ State

NJ SU/DS &, 600, 00
ST: N SuUl: N NJ Fm Lv

GROSS

Fed Wt

6
&
6
6
6
5
[
6
5
5
6
6
6
6

o0

6.00]
1.568.60)
366.85

The Quarterly Wage and Tax report now
provides the over SUI limit amount (that is, the
difference between the subject wage and the
taxable wage). If an employee has an over SUI
limit amount for the quarter, the amount can be
found in the Taxable Wages column to the right
of the Tax Type heading “XX OVSU,” where
“XX" is the employee’s SUI state abbreviation.

Quarterly Wage and Tax Report

Run: o022

Qtr: 3

Year: 2011
—

Page:
Batch: 320
PTQO619
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Quarterly Wage Detail report
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The Quarterly Wage Detail report provides employee hours and earnings information by earning
type. It also includes QTD and YTD information. The employees are listed in alphabetical order
by department. State and grand totals for the client are also provided on a totals page.

v’ Non-Tax Filing clients can use the wage information from this report to complete their state
unemployment (SUI) tax return. Refer to the sample report below.

Sample Quarterly Wage Detail report

BATCHS 000482
Hours Amourt Hours Ameunt
Empioyeo Information aTto ¥TO aTd YTD oD Y70 aTo Y70
Dept:
AURORA, £603 REGLAR €0.00 80.00 880.00 880 .00 | OTIME
SH7-84-14T5 wooes OTHER BALARY
BIATH VACTON VACTKN
HIRE: DO/MS0' 006
$T; O Sk 00
BLACK MARRY REGLAR © .00 40,00 €00,00 80 .00| QTINE
178-521233 1291 OTHER SNARY 11,085.55 11,065.55
BIATH: O1/D1/4379 VACTON VACTKN
MAE: COONR007
ST: N SUE N
BOLTONMCHAE. REGLAR OTINE
155334087 MO0 OTHER £00.00 500.00 | SALARY §,000.00 5,000.00
BIATH: 112699850 VACTON VACTEN
HIRE: GO0 990
an N SUL N
CLARK, JONN REGLAR OTINE
232156440 WOC21 OTHER SALARY 2.100.00 2.100.60
BIRTHE 01029050 VACTON VACTKN
HIRE: 122001990
ST: NJ_ SUL NJ
COLORADO, NEWHRE AEGLAR ©.90 0,00 880,00 90 .00 | OTIVME
185-47-8806 w0035 OTHER SALARY
BIRTH: 1111861253 VACTON VACTKN
HIRE: 30121997
ST: CO__Su: Co
CENVER. 0501 REGLAR £0.00 20,00 4,000.00 2.0m 00| OTIVE
129518990 40090 CTHER SALARY
BIATH: VACTON VACTKN
MIRE: 0A/A0'1266
37 ©O S OO
CUMPTY HUMPTY RECLAR QTIVE
TBO-58.1111 #0008 OTHER SALARY 1,666 65 1,666 €5
BIATH: VACTON VACTKN
MIRE: Comar1oaT
a7 N SUL NJ
EMP, 1224 REGLAR QTINE
213123123 1224 OTHER SALARY 3,000.00 3,000.00
BIATH 01011364 VACZTON VACTKN
HRE: 0012000
ST; N SUL N
EMPLOVEE I NEWHIRE REGLAR OTINE
233658744 MCO4 OTHER BALARY €,000.00 &,000 .00
BIRTH: /151063 VACTON VACTKN
HIRE: 1011997
ST: CO Sk CO
Cliont - HK2 Aunc cos Page : 1
M‘“H-'h\r newwne seporrnsTes s Quarterly Wage Detall Report atr: 2 Botch:
I Quarter End : pg3cacC7 Year: 2007 PTOOEN
e SRA. S S —
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End-of-Quarter / Year-to-Date report (EOQ/YTD)

All clients receive this report at each quarter-end. It reports year-to-date totals for all earnings,
taxes, and deductions included on the client’s Payroll Register at the close of the most recent
quarter. You can sort this information either alphabetically by employee name or numerically by
employee number. The report sort follows the sort on the Worksheet and Register.

Sample End-of-Quarter/Year-to-Date report

This column contains the following data:

¢ LW: Employee’s last calendar week number worked

¢ CKS: Number of checks received by the employee

e SUS$: Number of employee’s checks credited to unemployment weeks worked

Dyt
BATCHE 000103 EA?P'?I
EMPLOYEE EMP NOREC WE 0T HR REC HR |0/T HR JOTH HE [Bal £S5 ADD S5 GSH PAYEOWDEL LWCES SUE
Uﬁlc‘: gEC 'I‘EC ST LOCAL EG & T 4 REC S5 J0/T 55 OTH & IN & RS PAYFED WT | FIC BTATE U1 ADISETY ALOC MIST
TEST, EFE QOOO1 noo 125000 125000 250 105 1]
JP'I:FJC!(—K = F‘H 125000 | o5 1585 1155
TEST, EF Q00 oo I12500 312900 &85 109 5
" B CLT ALY A 12500 1 Tl 08 Ll bz [FTl
TEST, FE QQOO3 ooy 400 H 25000 FI2500 £iH5 4 08 I
=XK=3242 R[] 4] T M II200[ 13HEE 2543 L4132 aqTy
TEST, FE OOOM noo.y L0 i) 187500 17900 35 4 08 s
=MH=1 R[] 4] 000 317900( 13187 LAY 2R = k]
TEST, EE OOOS 0009  20H00 GOE00 109 5
=EM=L 12 E0ED0] azuno 13000/ 1050 15704 1325
TEET EE Onﬂﬁ O 20000 SEODT 109 5
XFIO(-K)(—H 3 S6000 aron 13000 S ST | aps 1325
Izii MOMDIRDF P o007 SO0 250000 5 105 5
AR - —Sgﬂh 250000 ZEHTS  191E A T 15
TEET SHONOARCH 0o0 Wl I5000 1 105 5
~AH-GREH 375000 SO 28 SO 270
TIPFED EE Qo0 0 o0 [v]
oend,  UERUEH
TIFFED . EE QoIy  Dono BOODT 109 5
JP":FJC!(-K -4?3? O30T AnoOo H30 1he 300000 R0 1050 2 M5 1325
e e T T, /50 TR, T3 TH
CLIENT TFR ::: S A0 3750 IZH 2[7 IHED AEE T GIaET THHTT|
Y.T.D. TOTAL #=# 1, 96600 QOO0 ’ ’ B1E0 " b =10
GLIENT TFR RESTAURANT-ADP CHE-FSDD FED. IDF 23-5173203 STATE MJ BATH 03 RUN# 5 GQUARTER EMDING- &/30/2007 PAGE 1
End of Quarter ¥.T.D.
2014 EasyPay Year-End Reference Guide 5-15
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Quarterly Tax Summary

5-16

This report is printed for all clients. The Quarterly Tax Summary includes quarter-to-date and
year-to-date information for both employer and employee taxes (federal, state, and local),
specifically the amount of tax withheld, taxable wages for each quarter, each tax ID number, and
the tax rate for each tax the client withheld during the quarter. The report is organized by

division.

Sample Quarterly Tax Summary

BATCH# 000327

Quarter to Date Year to Date
Tax
Name of Tax Tax Amount Taxable Wages Tax Amount Taxable Wages Rates Notes
Federal EIN: 225490874
Federal Withholding - EE 20,992.53 121,945.31 23,112.45 138,290.62
Social Security - EE 7.560.863 121,945.31 8,450.03 138,290.62
Medicare - EE 1,768.20 121,945.31 1,976.21 136,200.82
Social Security - ER 7.560.63 121,945.31 8,450.03 138 ,290.62
Medicare - ER 1,768.20 121,945.31 1,976.21 138 ,290.62
Federal Unemployment - ER 221.24 27,654 .69 42,000.00 0.8000%
Total Employee Federal 30,321.36 33,539.69
Total Em, er Federal 9,550.07 10,426.24
Total Federal 39,871.43 43,965.93
lowa SIT ID#: 22-5459874124 SUIID#: 456259
IA State Income Tax - EE 1,150.77 20,985.55 1,225.19 22,671.10
IA Unemployment - ER 203.14 20,314.45 22,000.00 1.0000%%
Total Employee lowa 1,150.77 1.225.19
Total Employer lowa 203.14
Total lowa 1,353.901 1,225.19
Kansas SIT ID#: 036385277415F02 SUIID¥: 254144
KS State Income Tax - EE 1.041.62 21,452.33 1,168.60 23,904 .66
KS Unamployment - ER 55.48 5,547 .67 8,000.00 1.0000%
Total Employee Kansas 1,041.62 1,168.60
Total Employer Kansas 55.48
Total Kansas 1,007.10 1,168.60
Kentucky SITID#: 214562 SUIID#¥: 22-541147
KY State Income Tax - EE 2,177.27 39,677.88 2,406.95 44,105.76
KY Unamployment - ER 115.72 11,572.12 16,000.00 1.0000%
Total Employee Kentucky 2,177.27 2,406.95
Total Employer y 115.72
Total 2,202.99 2,406.95
Louisiana SIT ID#: 2541477856 SUIID#: 545695
LA State Income Tax - EE 886.57 21,365.88 1,001.25 24,331.76
LA Unamployment - ER 40.34 4,034.12 7.000.00 1.0000%
Total Employee Loui 886.67 1,001.25
Total Employer Louisiana 40.34
Total L 927.01 1,001.25
y-) Client : 0AD Run: oo2 Page : 1
ml)mn FLT 4G0S 1A KS KY LA ME Quarterly Tax Summary ar: 2 Batch: 227
Quarter End : 05/30/2007 YOO_!: 2007 PTQ0E24
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Quarterly Earnings Record report

The Quarterly Earnings Record report is a recap of all information listed on each employee’s
check or voucher stub per pay for the quarter. The report page breaks by employee and follows
the sequence and sort on the Payroll Register. The quarterly earnings records are printed on
demand, not automatically. Since the QT. file is one of the input files for this report, the client’s
quarter must be cut to process the report. The headings for the columns on the report are in the
same format as the Payroll Register report.

Sample Earnings Record report

GEYGAN, PHILIF T, ) #0152
57 RAYNOLD AD Marmed/0s
MOLINTAIN LAKES, NJ 07,125 Saleny 173077
SS#: * 58 50-PEER
Week Check Gross Wéarn:ngs Rata Houss Amount  Federal Taxes State’'Local Taxes Deductions Ket Pay
L# Date Check &
£ 1ERE 1THNTE SALATY ~ 1.730.77 [ SSMeA 13241 MU Stae 26 453 1.395.06
- Fod Wi 174,85 #eat08
ETRNTr=r 1.730.77 SALARY . TR5.77 | S5/Med 132 41 NJSlae 26 46 1 39509
Fad Wt 174 81 #3126
a1 3 1.730.77 SALARY +,730.77 | S8Med 132.41  NJ State 26 46 ) 1.395.09
Fed Wt 17481 P
a1 13198 1.730.77 SALARY 1.730.77 | $5/Med 132 41 NJ Stae 28 48 1,305.08
! Fed Wi i74.81 #1368
Employae : €,923.08 | SALARY 6.923.08 | $S/Med 529.54 N State 113.84 5,580.36
Totals P | Fad Wt 609.24 4 Pays
Py Client: E15 Division: & ¥ Runs 22
EASYPﬂ FORBO WALLCOVERINGS INC. . Weeks: 41
Earnmgs Record Qu: 1
Page: 31
2014 EasyPay Year-End Reference Guide 5-17
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Statement of Deposits and Filings (SOD)

5-18

The Statement of Deposits and Filings (SOD) provides a detailed accounting of tax activity and
deposits conducted by ADP on behalf of a Tax Filing service client for quarterly and/or annual
periods. Quarterly SODs are provided to clients with Deposit Only (2) type of service (TOS)
jurisdictions and are available by request for File/Deposit (TOS 3) clients. In order for a client to
receive an Annual SOD, the fourth quarter TOS must be Deposit Only (2). When the client is
responsible for filing, the SOD is designed to contain all information needed to prepare any
quarterly or annual jurisdictional filing when used in conjunction with other payroll records.

SODs are prepared by San Dimas and, for Deposit Only (TOS 2) clients, are sent out separately
from the quarterly package issued by the service center. SODs are available by request only for

Deposit/File (TOS 3) clients.

Sample Quarterly Statement of Deposits and Filings (SOD)

STATEMENT DATE 01/20/2015
** FOURTH QUARTER 2014 ** BR/COMPANY 08/NHR
AGENT 005
FEDERAL ID:
FEDERAL ID SUMMARY
FIT WAGES ' 2.580,729. 98 INCOME TAX WITHHELD 407 581 .63
S0C SEC. EE wWaGES 2.a00,. 468 03 TOTAL SOC.SEC. TAXES 297, 858.04
S0C.SEC. ER WAGES 2,400,468.03
MEDICARE WAGES 2,4€0,882.08 TOTAL MEDICARE Taxg£s T, 36T, 58
TAXABLE TIPS .20 ESRNED INCOME CREDIT N+l
MEDICARE 3PEP TAXES .00 FUTA TAX 5.008.38
50C.8EC. EE 3PSP TAXES .80 FICA EXEMPT: NO FUTA EXEMPT: NO
UNCOL SOC SEC/MED -Q0 S0C.SEC. RATE: 12.40% FUTA RATE -l 4
FUTA TAXABLE WAGES 626,047.87 MEDICARE RATE: 2.90%
FEDERAL DEPOSIT FREOQUENCY: SEMI-WEEKLY
A0P FILING RESPONSIRILITY
CLIENT FILING RESPONSIBLILIT..
DEPOSIT DETAIL
QEPOSIT FEDERAL EMPLOYEE EMPLOYER TOTAL
QaTE INCOME TAX EARNED INC CR FICA FICA {MINUS FUTA) FUTA
t0-12-95 46, 112,63 16,968,239 16,965 .32 84,043.24
10-18-95 28,871.53 13.503.29 13,543 .15 56,678.03
10-25-85 JE.B05.99 16,331.52 16, 331.6¢ 69,468.17
11-01-85 28.541.75 13,173.848 13, 173.68 54,889 11
11=08-95 31.684.39 14,585 35 14 B85 414 &0, 76513
11-15-95 14 ,680.63 9,833.61 9.B33.57 35, 347.81
11-22=-85 3€,484.54 16,246, 94 16,246 .92 68 ,878.40
11-28-85 23,114.25 10.753.448 10,753 .43 44,621.16
12-Q06-85 28,.5851.82 13,287 .31 13,287 .32 55.126.47
12-13-895 24 44807 11,353.98 11,353 .90 47 . 15€.95
12=20-88 34,337.60 15,865, 1 15,665 .40 T0.068.01
12-28-95% 0,411.87 10,067 16 10,067 . 19 40, 546.22
12-29-95 2,744.03 B1t.59 &11.86 4,387.38
04 -04-98 42,091.47 18.733.08 19,733 .18 1,587 71
T 29-96 5,008 38
TulAL
CEFOSITS a407,591.63 SO0 184,511,689 184,511.79 TT6.E15.11 5.008.38
TOTAL
LTABILITY 407 .591_63 00 184,511 41 184,511 .81 776.615.25 5. O0B.38
~wud ETMENT -0 e fed Kool DO .00
CIFFEREMCE 60D LoD .12 .02 14 Q0
Cuastions you may have eccncarning differences in daposits and
liabilitias shown abcve should be directed to your Clisnt Sarvice
Rapresantative.
Wa hava filsd the Quarterly 941 Return and have submitted your W-2s
an magnetic tape to the Social Security Admimistration.
Weo have aiso filed the Annual 940 Raturn,
THIE STATEMENT SHOULD BE RETAINED AS PART OF YOUR TAX RECORDS.

ADP Proprietary & Confidential — Not for External Distribution
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Quarterly Tax Forms

This section contains information about federal Forms 941 and 941B and state Form 941A.

v’ Federal 941 and 941B forms, and selected state forms from Arizona, California, Florida,
Georgia, Illinois, Maryland, Massachusetts, Michigan, New Jersey, New York, Ohio,
Pennsylvania, Texas, and Virginia can be viewed electronically with the Electronic Reports
feature.

Federal Form 941

The 941, Employer’s Quarterly Federal Tax Return, is a quarterly filing document that reports to
the IRS all quarterly taxes and taxable wages for federal income tax, Social Security and
Medicare (employee and employer), and COBRA premium assistance payments. Employers file
Form 941 quarterly to reconcile tax deposits and liabilities. The 941 must be filed by the last day
of the month after the quarter ends (i.e., by January 31 for the quarter-ending date of December
31).

Whether ADP or the client is responsible for completing and filing Form 941 depends on the
client’s level of tax service.

* Ifaclient is non-Tax Filing, the system automatically prints Form 941. The client is
responsible for reviewing the information, signing the return, and filing it with the IRS.

» Ifaclientis a Full Level Tax (FLT) client, and the client’s BITS records indicate that ADP
has filing responsibility, ADP will file Form 941 electronically with the IRS. The form will
be available on Electronic Reports about three weeks after the quarterlies are run. Paper-only
clients will receive a copy of the 941 in their packets.

* Ifaclient is a mid-quarter non-FLT start who processed payrolls prior to becoming an ADP
client or is deposit only, the system will print Form 941, which the client is responsible for
filing.

Hard copy 941 for Tax Filing clients

If Tax Filing clients request a hard copy of Form 941, follow the manual procedure distributed to
you by San Dimas to obtain the forms.

2014 EasyPay Year-End Reference Guide 5-19
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Sample Form 941 —first page

Batch#&
AZH
. 941 for 20132 Employer's QUARTERLY Federal Tax Return

0oo002

[Rev. January 2013

Diagartmant o the Treasury — Inbemal Aesanus Sarvice

950113

OME Mo, 1585-0029

conomitencionnmomien 1 1] - [0][51[6][5][8][6][s ]

Report for this

M (Nt pour SRk Al

L 1; January, February, BMarch

GAILS ST FORMS NON Tx FILE |

x [ 2: apeil, May. June
Trade name (if anyl | HOMNE | -
[ 3: July, August, Septamiser
Addruss | 1 FIFTHST | [] 4: Octoter, Movember, Decambar
Mumber S S oF FOa rermber
Instructicas and pricr year Imms ars
KK | I 497749 | AvalEhia 8t Wiw.rs.goviormed 1,
cry State TP poe

Asad the separate instructions before you complete Form 941, Type or print within the boxes.

Answer these questions for this quarter,

1 Numbser of employees who received wages, tips, or other compensation for the pay period
inchuding: Mar. 12 [Quarier 1), Jurme 12 {Quarter 2], Sepf. 12 (Quarter 3}, or Dec, 12 {Quarer4) 1 |

2  Wages, tips, and other compensation . - . . . . - . . . . . . _ . . . 2| 90155 <00
3 Income tax withheld from wages, tips, and other compensation . . | - | 21623 <95
4 I no wages, tips, and other compensation are subject to social security or Mediears tax ':l Check and go to Hne 6.
Column 1 Column 2
Sa Taxable social security wages . S0155=00 | =.124= 1117922
5b  Taxable social security tips . -—-NONE-- = x 124 = |- -HOMNE-- =
B¢ Taxable Medicare wages & tips. 90155.00 | ~.029. | 2614450 |
5d Tanable wages & tips subject to S — -
Additional Medicare Tax withholding =~ NONE-- . ®.008= --NONE-- .

S¢ MAdd Column 2 from lines 5a, 5b, 6o, and6d ., |, . o Lo sq| 13793 ,72
5 Section 3121(g) Motice and Demand—Tax due on unreported tips (2ee instructions] ., 51 | .
&  Total taxes before adjustments (add ines 3, 5, and 5 . . . . . . . . . . . . & | 35417 =67
7 Cwrrent guarier's adjustment for fractions of cents | | HIES R | (D =02]
8  Current quarter's adjustment for sick pay oo i vy S SRR S | | .
9  Current quarter's adjustments for tips and greup-term life insuranee . . . . . . . @ | .

10 Total taxes after adjustments, Combsine lines & through 9 i s 1o| 35417 .65

11 Total deposits for this quarter, including overpayment applied from a prior quarter and

overpayment applied from Form 341-X or Form 844-X filed in the current quarter FTRRES § | |

35417 W65

12a COBRA premium assistance payments (sse instructions) TR A ¥ uE 1Za|

126 MNumber of individuals provided COBRA premium assistance

13 .ﬁddlhﬁsilandli‘a.......................15|

14 Balance due. If ling 10 is mars than line 13, enter the difference and ses instructions . . . 1-||

* You MUST complete both pages of Form 941 and SIGN it

For Privacy Act and Paparwork Raduction Act Notics, s8a the back of the Paymant Vouchar. Cat. Mg 1700

15 Overpayment. Il lire 13 & froee than line 10, enfer i diferan:s . Crveck ang: [ | scoyioaraun [ Sena a retuna,

Farn 41 jAew, 1.3003)

5-20

If the figures on the 941 are out of balance, the message
“Liability and net tax do not agree. Please correct.” is printed at
the bottom of the form. Refer to page 5-23 for more information
about resolving an out-of-balance 941.

Quarterly and Annual Output
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Sample Form 941 — second page

Batch#$ O00000Z

AZH
950213
Nam [not your facs name; Employer identification number [EiM]
GAILE BT FORME NON TH FILE 119565865

Ul Tell us about your deposit schedule and tax liability for this quarter,

If you are unsure about whather you are 8 monthly schedule depositor or a semiweakly schedule depositor, ses Pub, 15
[Circular E), section 11.

16 Checkone: || Line 10 an this retum s less than $2,500 or ling 10 on the retn for the prior quarter was less than $2,500, and you did not incer a
%100,000 naact-diay deposit abligation durng the current quamer. If ne 10104 the prior quarter was kss thar 52 500 butIma 1 on this retum
5 §I00000 o mose, wou must peosecke a ecord of your Tedenal tax lisbdRy. B vou am & monthly schedule deposiar, comalkeia the deposit
schediule hekow; 1y are 8 semiveskly 5ehadille depcsibar, attach Schaduk B (Form 844}, Gato Pat 3
|_| You were a monthly schedule depositor for the entire quarter. Enter your T liakilly for each maonth and tota
liability for the quarter, then o to Par 3

Tax liability: Month 1| " |

Maonth 2 " |
Month 3 . |
Total liability for quarter . | Total must equal line 10.

[¥] ¥ou were a semiweskly schedule depositor for any part of this quarter. Complsts Scheduls B (Form 941},
Report of Tax Liability for Samiweekly Schedule Depositors, and attach it fo Fom 841,

Tell us about your business. if a question does NOT apply to your business, leave it blank.

1T i your business has closed or you stopped paying wages . Lo S e ::| Chack here, and
anter the final date you paid wages. £ i
1B W you are a seasonal employer and you do not have lo lile a relum lor every quarter of the year ; :‘ Check hera

EUEH  May we speak with your third-party designee?
Do you want to allow an employes, 8 pald tax preparer, or anather persen to discuss this return with the IRST Sas tha instructions
for details,

[ ves. Cesignes’s nams and phons number | |

Select a S-cigit Personal ldentification Number (PIN) to use when talking to the IRS, | | | | | |

O we.

Sign here. You MUST complete both pages of Form 941 and SIGN it.

Undar panafties of penury. | daclane that | have examined thes retum, inchiding accompanyng schedules and stataments, and to the bast of my knewledos
ared Belied, i| & I, carmect, and complels. Daclaralion of prepaner (ather than Laspayarn & basad on all information of which preparer has any knostedge

Print your |
Sign your name hene
name here Frint your
title here |
oate Best dayime phone |
Paid Preparer Use Only Chack I you are sall-emplayed ]
Preparers nams | PTE | |

Praparar's signatura | Data ! !

FIrm’s name jioe yours | | |

if salf-employed) L | EIM
Addrasz | Phang | |
Gity [ | State ] 2P oods | |
[ ]
Paga 2 Farrn 87 (Rew, 1-2003)

2014 EasyPay Year-End Reference Guide
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Federal Form 941B

This form is the client’s liability record for the quarter. It will not be printed if the client has a
monthly federal deposit frequency recorded in the State Tax IDs screen.

Sample Form 941 Schedule B

Batch#
BEZH

[Rew. June 2011)

[EH}

Mamea fnod oo dmda nama;

Calordar year

Qooo02

Schedule B (Form 941):

Report of Tax Liability for Semiweekly Schedule Depositors

Emglayer identification mamber

qbE3LL

DME Mo 15850079

Duepartrnent of b Traasury riemal Fevers Sanvica

[0 -FEEGEEEE

GAILS ST FOEMS MNON TX FILE

rt for this Quarter...

[ 4: Janwary, Febrery, March

Use this schedule 1o show your TAX LIABILITY Tor the quarter; DO NOT use it 1o show your deposils. When you file this form with Form 941 or
Form 841-53, DO NOT change your Lax Rability by adjustments reported on any Forms 841-X. You must fill oul this ferm and attach il te Form
841 or Form 4d1-55 { you are a semiweekly schedule depositor or beoame one bocause your
£100,000 or mare, Write
Pub. 15 [Ciroular E), Employer’s Tax Guide, for dela

[ 2 apeit, may, June
|:’§| 3 July, August, Seplemioar

Bonn

(s cheak guarter]

[] 4: ©ctabear, Movember, Dacsmbar

accumulated tax liability on any doy was
your daily tax lability on the numbored space that corresponds to the dale wages were paid Ses Scotion 11 in
ils.

5-22

Month 1
; . | A | . R . - . | Tax Rability for Manth 1
2| . ||-:-| - -5| . :25| . | 0 .00
3 = | i1 | - '9| - 7 | " |
£ & | 12 | - el - 28 | [ |
s e sl « | « =l < |
]l - a -l . ]
r | - | 1';»| - 23 - an | - |
a s | 1F-| - B ®
Maonth 2
y ; | : | P _r| 3 - A | Tax lability for Month 2
[
The tax liability for each = SI : “‘I : I 000
payroll check date is printed = L = o :
in the appropriate boxes for . 0 . 2 - |
each month of the quarter. a s e el .
[:] L O ] 4| " 22 - !]l'-l n |
] - - ul - w| -
-] - | h:-l - 24 -
Maath 3
. o il o il . s « || ™% The total amount listed
. . |l . 8 . . . in the Total liability for
i ¢ Jal : i L it] . the quarter box on
- o] i | ; | | Form 941B should
* = 1 =12 - i . equal the amount listed
5 . |1a] . 2 . | . | on Line 10 of Form 941.
8 . |u| . 72 * 0 35417.65 |
7 . 15 - LB . | 3 | . | /
a = | ||3| - 4 | -
Total Eability for the gquarier
Fillin your tatal bty for 1he quaster (Month 1 = konth 2 + Mongh 3) & e
Tatal must equal bne 10 an Form 944 or Form $44-5% 35417 .65
For Paperwork Reduction Act Notioe, see separate instructions. Cat, Mo, 119670 Schedile B [Form S41) (A, 8-2011)

Quarterly and Annual Output
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Resolving 941 errors

If a quarterly error report (FICA Variance or 941 Report Problems) is produced for a client
during batch processing by the command center, a copy of the Batch Summary FICA Variance
report is sent to the local SBS print queue along with the individual client error report (FICA

and/or 941).

v’ Theclient’s quarterly reports will still print on the mainframe.

If the figures on the 941 are out of balance, the message “Liability and net tax do not agree.
Please correct.” is printed at the bottom of the form. The following table lists possible reasons for
an out-of-balance 941 and the necessary action for resolving the situation. The system will also
produce a Customer Service report showing clients with out-of-balance 941s.

v" No additional research is required if the difference between the liability and net tax figures is
$2.00 or less. The IRS will accept a form indicating a difference of $2.00 or less.

Reasons for Out-of-Balance

How to Resolve

The figures on the 941 do not reflect tax
liabilities incurred by the client before
starting on EasyPay.

Forward the 941 form to the client to complete.
The client fills in the missing liability
information.

Incorrect FICA tax was entered when

voiding a check for one or more terminated
employees. The employees were never paid
again. Therefore, FICA did not self-correct.

Print earnings records to identify the payroll
and employees involved. Then if necessary,
run an adjustment payroll.

A terminated employee with an incorrect
FICA amount was included in the setup.

Contact the client for the correct FICA amount.
Then, if necessary, run an adjustment payroll.

The employee was never paid again since
he or she is no longer on the payroll.
Therefore, FICA did not self-correct.

Contact the client to determine how to handle
the out-of-balance situation. If necessary,
process an adjustment payroll and rerun the
quarterly reports.

A codeword was changed for an existing
earning or deduction. The change affected
FICA taxable wages.

State Forms 941A

The state Unemployment Wages Paid report (referred to as 941A information) lists information
required by individual states for unemployment reporting. The system produces this generic form
for any non-Tax Filing and Deposit Only (TOS 2) clients who are not in Arizona, California,
Florida, Georgia, Illinois, Maryland, Massachusetts, Michigan, New Jersey, New York, Ohio,
Pennsylvania, Texas, and Virginia. Clients in these states now have access to facsimiles of their
actual state forms. (Note that Maryland and Michigan also print the old 941A as well.)

The system uses the codewords and taxes found in the client’s profile to determine taxability of
the information that is printed on the generic forms. Clients use this report each quarter to prepare
and file their state unemployment returns.
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Annual Tax Forms

5-24

The EasyPay system prints the following list of annual tax forms in client code sequence.

W-2s

— Employee Earnings Summary and W-2s

Laser-printed Employer federal copy (Copy A), if necessary
Employer’s copy (Copy D)

Employer state copy (Copy 1), if necessary

— Employer local copy (Copy 1), if necessary

Laser-printed W-3s, if necessary

Wage and Tax Statement Totals

Federal 940 Tentative Credit Worksheet (mid-year Tax Filing clients only)
1099-MISC

1099-R

Form 944, Employer’s Annual Federal Tax Return, is an annual filing document that some
employers with small payrolls (annual liability of $1,000 or less for social security, Medicare,
and withheld federal income taxes) file instead of the quarterly Form 941. Employers cannot
file Form 944 unless they were notified by the IRS that they qualify to do so. Form 944 is
used to reconcile tax deposits and liabilities and is generally due on January 31°* of the
following year. ADP will file Form 944 electronically with the IRS for FLT clients for whom
we have annual filing responsibility. Non-Tax Filing clients and non-FLT clients required to
file these forms must obtain and complete them themselves.

Form 945 is for the client’s annual 1099 reconciliation of federal income tax withheld, and
Form 1096 is the transmittal form that accompanies the 1099-M and 1099-R forms when
submitted. Neither EasyPay nor San Dimas will file or furnish these forms for clients.

Clients can obtain Form 945 or 1096 from the IRS Web site at the following address:
http://www.irs.gov/formspubs/index.html. If your center is collocated with a Major Accounts

center, you may be able to obtain blank 1096 forms from them. You can send the blank forms to
clients if requested and available. These forms can also be obtained by calling 1-800-TAX-
FORM (1-800-829-3676).

Form W-2

This section contains the following:

Email address requirement for electronically filed W-2 forms

A description of each W-2 copy that is produced

A sample W-2

A description of each W-2 box

W-2 box 13 procedures

W-2 box 15 information

Output differences between W-2s produced on the mainframe and on local EasyPay printers.

Quarterly and Annual Output
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Email address requirement for electronically filed W-2 forms

Beginning with tax year 2013, the Social Security Administration instituted a new requirement
for electronically filed W-3 forms—they must include a valid employer email address. The Social
Security Administration will use this email address to send employers notifications regarding
account inquiries.

v’ ADP files W-3 forms electronically on behalf of all Tax Filing Service clients and therefore,
they must include the company email address.

For more information about this requirement, view pages 17 and 18 at:
http://www.socialsecurity.gov/employer/efw/14efw?2.pdf.

W-2 Copies
The following copies of W-2s are produced:

» Earnings Summary—This is the employee’s copy of the W-2. The format of the W-2 and
the paper it is printed on is the same as AutoPay uses.

* Employer Copy (D)—This form is created for all clients for their record keeping.

» Federal Copy (A)—This is a laser printed copy created for those clients who have not
requested an individual federal W-2 CD-ROM or who do not have Full Level Tax. The client
files this copy and the filing copy of the W-3 with the SSA. We do not create it for those TFS
clients for whom San Dimas files their annual returns or for clients who transmit/file
individual federal W-2 data electronically via CD-ROM.

o State Copy (1)—The client files this copy with state governments. We create a copy for
states with activity during the year if the state requires one. We do not create a copy for those
TFS clients for whom San Dimas files their annual returns.

» Local Copy (1)—The client files this copy with local governments. A copy is created for all
city and local jurisdictions with activity during the year. It is not created for those TFS clients
for whom San Dimas files their annual returns.
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Sample W-2 and Earnings Summary

~N
e e TR RS W 2014 W-2 and EARNINGS SUMMARY /40D |
FAST! Use at www.irs.gov/efile e Y T S R A, — : @
Employee Reference Cop . This Blug Earnings Summary section is included with your W-2 to'help describs portions In more detail.
w.— nge and Tax ‘' The reverse side includes general information that you:may also find helpful.
P mm:atement OMB No, 1545-0008 ‘. 1..The foliowing Information reflects your final Zﬂidrp’ay' stub plus any adjustments submitted: by your r y
d Control number Dept. |~ Corp. | Employer use only U Gross Pay U 4a{7e. 55 “'Social Seettity - - < >646, 11. 'MA. State income Tax &
2 0008  2R/GFS ‘ 1 Bt ) et b Nl e e e R T s 1621.35
¢ Employer's name, address, and ZIP code ¢t s BO?‘ 4of W-2 SUISDI
GAILS 14.3 REGRESSION Fed. ) b o Medicare Tak o Box 14.0f W-2
250 PROSPECT PLAINS ROAD Foc Wi 204807, - Madloard Tax s18.85 2%
MONROE TOWNSHIP, NJ 08831 Box -2 : Box 6 of W-2
2. Your Gross Pa djusted as follows to prot our W-2 §
Batch #00013 X —— £ .
Tips, other ' MA. State Wages, Local Wages, Social Security Medicare
F Smployecs name;addraes, aid 2IF code Box 1 of Wt lap e PR e w 2 Bos3ofWz  Bageofwz
- - jox - - £
MA-EE MASS ° R oxhe
6 MASS DRIVE Gross Pa
y 43,179.25 43,179.25 N/A 43,179.25 43,179.25
BOSTON, MA 88899 lus Non-Qual, Dist. 250,00 N/A N/A N/A
- T — i e ss |L Mun. Ret. Fund 6,908.70 N/A N/A ALia
Emp oyer's number | a Employee’s number :
5666 006-06. 6606 Less 414(h) Contrib. 10,794.80 N/A W-2 forms that
1 Wagos, tips, other comp. | 2 Federal income tax withheld Less Dependent Care Ben. 500.00 500.00 K I
22635.00 5846.07 || Less 401{k) Contiib, 2,590.75 2,590.75 are printed locally
3 Social security wages 4 Social securfty tax withheld || Reported W-2 Wages 22,635.00 33,179.80 iai e
42679.25 2646.11 : ¢ (not via interfac
5 Medicare wages and tips | 6 Medicare tax withheld tape) will be
42679.25 618.85
7 Social securlty tips B Allocated ips numbered
‘410 Dependent care beﬂ;g'; 00 3. Employee W-4 Profile. To change your Employee W-4 Profile Infoj Sequentl a”y fora
11 Nonqualified plans 22 See Tastuctons Torbox 77— clientin the
250.00 ! MA-EE MASS Employer use
14 Other 120 T 6 MASS DRIVE
o s o BOSTON, MA 88899 only box.
13 Stat emyi et )%IanFrd ‘party sick pay]
15 State|Employer's state ID no.[16 State wages, tips, etc.
MA 555666 33179.80
17 State income tax 18 Local wages, tips, etc,
1621.35
19 Local income tax 20 Locallty name y © 2014 ADP, LLC
o— Fold Detach Here —,
1 Wages, tips, other comp. 2 Federal income tax withheld 1 Wages, tips, othegcomp. 2 Federal income tax withheld 5] 'ages, tips, other comp. 2 Federal income tax withheld
22635.00 5846.07 ,zé'égs .00 5846.07 ! 22635.00 5846.07
3 Social security .{’58;3 53 4 Social security mi gzléheﬁ 3 soclytﬂriiy“viasq;; 55 4 Social security ta; g‘pahgll: /’3 Social security 4?657? . 4 Socis! security Q\)éggrsmeﬁ
5  Medicare wages and tips 6 Medicare tax withheld 1 1/ § icaro wages and tips 6 Medicare tax withheld ‘% Medicare wages and tips & Medicare tax withBeld
42679.25 618.85 42679.25 618.85 /! " 42679.2 18.85
d Control number Dept. Comp. Employer use anly / d Control number Dept. | Comp. | Employer use unv i |:d Control number Dept. Com. Employer lse only
2 0006 2R/GFB 117 12 0006  2R/GF6 11 12 0006 2R/GF6 1"
¢ Emplayer’'s name, address, and ZIP code fle Employer's name, address, and ZIP code .& Employer's name, addreas, and ZIP code
GAILS 14.3 REGRESSION ! GAILS 14.3 REGRESSION GAILS 14.3 REGRESSION
259 PROSPECT PLAINS ROAD f 259 PROSPECT PLAINS ROAD 259 PROSPECT PLAINS ROAD
MONROE TOWNSHIP, NJ 08831 i MONROE TOWNSHIP, NJ 08831 MONROE TOWNSHIP, NJ 08831
: |
b Employer’s FED ID number |3 Employee's number ‘b Employer’s FED ID number |a Employee's SSA number T Employer’s FED ID number |a Employoe's SSA number
44-4555666 06-06-66! 44-4555666 006-06-6606 : 44-4555666 006 -06-6606
7 “Social security tips 8 Allocated tips ' "7 Social security tips 8 Allocated tips !+ Social security tips @ Allocated tips
10 Dependent care benefits i 10D care benefits ia 0 Dependent care benefits
500.00 | 500.00 ¢ i : 500. 01
11 Nonqualified plans 12a See instructions for box 12 ' | 11 Nonqualified plans 12a ans 12a
250.00 D | 2590.75 250.00 D 2590.75 ) 250.00 D | 2590,75
14 Other 12b | ' | 14 Other 2 14 Other 1
1079480 414H 2o ¥ 1079420 4141 12c 1 1079480 41¢H 120
124 | X 12
13 Stat empiﬂet. sl(.n[sm party sick pay [13 Stat empRet. )p(nm 3rd party sick pay. 13 Stet emp.Ret. )glan [3rd party sick pay
e/f Employee’s name, address and ZIP code 1 «/f Employee’s name, address and ZIP code ¥ Employee's name, address and ZIP code
MA-EE MASS i MA-EE MASS ! | MA-EE MASS
6 MASS DRIVE ;6 MASS DRIVE i I'6 MASS DRIVE
BOSTON, MA 88899 .éiBOSTON, MA 88899 «BOSTON, MA 88899
7] ]
X
15 State | Employer's state ID na.[16 State wages, tips, etc. E 15 State|Employer’s state ID no.[16 State wages, tips, etc. é 10 State| Employer's state ID no.[(6 State wages, tips, etc,
MA 444555666 33179.80 5 MA 55666 33179.80 E MA 555666 33179.80
17 State income tax 18 Local wages, tips, etc. 9 7 "State income tax 18 Local wages, tips, etc. 1 g]? State income tax 18 Local wages, tips, etc.
1621.35 Ed 1621.35 PE 1621.35
18 Local income tax 20 Locality name 319 Local income tax 20 Locality name 219 Localincome tax 20 Locality name
I~
Federal Filing Copy —MA State eference Copy ! MA State Filing Cop
w_z Wage and Tax W‘_2,Wage and Tax 2 i w ¥) Wage and Tax é
Statement = Statement Ml ; I Statement
lopy B to be filed with employee’s Fedderal Income Tax Hefure 5450008 Copy 240 be filed with employse's State Ingarme Tax Rl = '~ *°° | |-topy2ta b filed with employoe’s Stata lnoome T Yo “No. 1645-0008
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W-2 box descriptions

The following explains the contents of each box on the W-2. For example, in box ¢ of the W-2,
you should see the employer’s name, address, and zip code.

Box Information Codeword
a Employee’s Social Security number
b Employer’s federal 1D number
c Employer’s name, address, address line 2, and zip code. If printed via
interface, this box also displays the batch number.
d Control number, including employee number, San Dimas branch
code, and client code. If printed via interface, also contains
employee’s division number.
e/f « Employee’s name (first, middle, last)
* Employee’s address and zip code
1 Wages, tips, and other compensation. Other compensation includes:
* Insurance premiums for codeword INSP in earnings or
deductions and INS2
» Taxable 3PSP
2 Federal income tax withheld
3 Social Security wages and year-to-date Social Security taxable 3PSP
wages
4 Social Security tax withheld
5 Medicare wages, tips, and taxable third party sick pay (3PSP) wages
6 Medicare tax withheld
7 Social Security tips
8 Allocated tips ATIP
9 No longer used. Formerly Advance EIC (earned income credit)
payment.
10  Dependent care benefits DCAP (ded.)
DCPB (earn.)
11  Nonqualified pension plan distributions. If employee has both 457D
earnings and deductions, add them together and do not label. NQDD
NQDE
NQEC
NQPD
NQPE
NQPF
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Box

Information

Codeword

12

The following list explains the codes that appear in box 12. No more than four of these
items are printed on one W-2. These codes are printed only when there are amounts.

A — Uncollected Social Security tax on tips TPSS

B — Uncollected Medicare tax on tips TPMD

C - Cost of group-term life insurance coverage for over $50,000 INSP, INS2

D — Elective deferrals to a section 401(k) cash or deferred 401K, SIM4,

arrangement Cu41l, CsSM4

E — Elective deferrals to a section 403(b) salary reduction agreement ~ 403B, 43PT,
Cu43

F — Elective deferrals to a section 408(k) (6) salary reduction SEP SEP2, CUS2

G - Elective and nonelective deferrals to a section 457(b) deferred 457P, CU47

compensation plan

H — Elective deferrals to a section 501(c)(18)(D) tax-exempt 501C

organization plan

J — Year-to-date non-taxable 3PSP (sick pay not included as income)  SIC3

v Nothing needs to be set up in Profile to use this codeword.

K — Tax (20%) on excess golden parachute payments EGPP

L — Nontaxable part of employee business expense reimbursements. SBEX

Business expenses equal to amounts allowed under government rates

are printed only when the amounts total over government limits.

M — Uncollected Social Security tax on cost of group-term life INSS

insurance coverage for over $50,000 (former employees only)

N — Uncollected Medicare tax on cost of group-term life insurance INMD

coverage for over $50,000 (former employees only)

P — Nontaxable moving expense reimbursements MOV?2

Q — N/A for EasyPay

R — Employer contributions to an Archer Medical Savings Account. ERMS

This amount should be reported on IRS Form 8853.

S - Simple IRA SIMP, CSMP

T — Adoption benefit provided by the employer ERAD

V - Non-statutory stock options NQST

W — Health Savings Accounts (HSA)

HSAR (earn.)
HSAT (earn.)

HSCP (ded.)

Y — Deferrals under a 409A nonqualified deferred compensation plan 409D

Z — Income under section 409A on a nonqualified deferred 4091

compensation plan

AA - Roth 401(k) and Roth 401(k) SIMPLE post-tax pension plans ROTH, ROCU,
ROSP, RSCU

BB - Roth 403(b) post-tax pension plan 43AT, R403,
R4CU

DD - Cost of employer-sponsored health care coverage ERHC, ERVN,
ERDN

EE — Designated Roth contributions under a governmental section R457

457(b) plan
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Box Information Codeword
13 For more information on checking box 13, see page 5-30. 401K, 403B,
«  Check the Retirement Plan area when the employee has a 414H, 414Y,
year-to-date amount for an earning or deduction with one of the ~ 414M, 501C,
codewords listed in the Codeword column for this box. SEPP, SEP2,
IMRF, SIMP,
v' Codeword PENS does not require a year-to-date amount. As long |§||5'\<é IID\IELI\CIZS"IL
as PENS is activated for an employee, the pension box is checked ' ;
on the employee’s W-2. CSMP, CSM4,
Cu41, Cu4s,
CUS2, R403,
R4CU, ROCU,
ROSP, ROTH,
RSCU
14 Other. This can include:
* Year-to-date employee state unemployment deductions
* Year-to-date employee state disability deductions
* Year-to-date school district deductions
* SCRP, SCRF, SCRJ, SCRN, IMSA
o 414H, 414M, 414Y
* Bl4A, B14B, B14C
* Reporting codes for the state of PA - YN (NQDE), YT (NQDD),
and ZN (NQC2)
15  State name and employer’s state ID
*  Print state name for wages. The state is the income tax state. If
this is unavailable, the SUI state is used. The W-2 allows for two
states per W-2, but ADP prints only one state.
o State ID number must be printed when NJ SUI is printed in box
14.
»  Some states use the federal ID number rather than a specific state
ID number. If this occurs, this box is blank. To determine which
states are affected, refer to page 5-31 of this chapter.
* Employees who are set up for more than one state tax will receive
a separate W-2 for each additional state tax jurisdiction.
16  State wages, tips, etc. Wages should be printed for states with state
taxes even if no tax is deducted. Wages should not be printed for
states that do not have state taxes.
17  State income tax withheld
18  Local wages, tips, etc. Wages should be printed in this box even if tax
is not deducted.
19  Local income tax withheld
20  Locality name. The W-2 allows for two locality names per W-2,
however ADP prints only one in this box. Employees who are set up
for more than one local tax will receive a separate W-2 for each
additional local tax jurisdiction. Pennsylvania locals will print the
worked in PSD code instead of the local name.
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Form W-2 box 13 procedures

To ensure the appropriate area of box 13 is checked, follow the instructions below each
illustration.

Stat emp. Ret. Plan | 3 PSP
X

1. Set up a memo deduction with codeword STAT in the client’s Taxes and Deductions
module of Profile.

2. Activate the deduction for each applicable employee or make the deduction standard to
check all employees’ W-2s.

Stat emp. Ret. Plan | 3 PSP
X

Deferred compensation deductions with year-to-date amounts automatically cause the
Ret. Plan area of box 13 to be checked.

Stat emp. Ret. Plan | 3 PSP
X

A year-to-date third party sick pay amount will automatically cause the 3PSP area of box
13 to be checked.

v" A checkmark is placed in the 3PSP area of box 13 on the W-2 whenever an employee has
3PSP wages.

Quarterly and Annual Output
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State identification numbers that appear in box 15 of W-2s

States can have the federal identification number, the state identification number, and/or the state
unemployment insurance identification number appear in the State ID box on the W-2.

State Fed ID SITID SUIID State Fed ID SITID SUIID
AK No tax MT X
AL X NC X
AR X ND X
AZ X NE X
CA X NH No tax
CO X NJ X X
CT X NM X
**DC X X NV No tax
DE X *NY
FL No tax OH X
GA X **0OK X X
HI X *OR X
*1A PA X
ID X RI X
*IL SC X
IN X SD No tax
KS X TN No tax
KY X TX No tax
LA X uT X
*MA VA X
MD X VT X
*ME WA No tax
**MI X X Wi X
MN X WAV X
MO X WYy No tax
MS X

*  State does not require a state copy of the W-2 to be submitted.
** State assigns a unique SIT ID or allows the employer to follow the federal ID format.
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W-2 output differences between printing from the AutoPay mainframe and on the
EasyPay printers

v' The government agencies will accept both versions.

The chart below describes the most common differences.

Type of Forms from the AutoPay  Forms from Local Service Center Action
Difference Mainframe (Interface) EasyPay Printers Required
3PSP: On 3PSP W-2s, the On 3PSP W-2s, the No action required. Since the
Employer employer state ID number employer state ID number is  employee will also have a
ID is printed on employer copy not printed on employer regular wage W-2 with the
D and the employee copies  copy D or the employee state ID number when filing
of the W-2. copies of the W-2s. their return, either the locally
printed or Interface W-2s can
be filed.
W-2 Totals Totals are printed for all Totals are printed on No action required.
Page W-2 copies (copy A, state employer copy D. The
or local copy 1, and Wage and Tax Statement
employer copy D). Totals report also is printed
with W-2 totals. For a
sample, see page 5-36.
Employee You may find differences You may find differences Both versions can be filed.
Summary: depending on how the depending on how the This is a cosmetic issue only.
Exemptions employee is set up. employee is set up. If the client requests revised
For example, if the For example, if the forms, rerun the W-2s on the
employee defaults to the employee claims the same ~ local printer. Print only the
number of federal exemptions for both federal ~ émployee copy of the W-2.
exemptions for state tax, the income tax and state income
exemption number is tax, the exemption number
printed in the Employee’s is printed in the Employee’s
Earnings Summary portion  Earnings Summary portion
of the W-2 for federal anda  of the W-2 for both federal
zero is printed for state and state.
exemptions.
Employer The interface Employer EasyPay can print a client No action required.
Name Name field is limited to 24 ~ name containing up to 30
characters. If a client’s characters. The client name
name is greater than 24 will always appear on one
characters, the name will be line.
printed on two lines.
Employee W-2s printed via interface W-2s printed on local No action required.
Division will display the employee’s  EasyPay printers will not
Number division number prior to the display the employee’s
employee number. division number.
Batch W-2s printed via interface W-2s printed locally will No action required.
Number will display the batch not display the batch
number in box c. number on the W-2.
Employee W-2s printed via interface W-2s printed locally for a No action required.
Summary: will not be sequentially client will be sequentially
Sequential numbered. numbered in the Employer
Numbering use only box for all copies.
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Laser-printed federal Copy A Form W-2

All federal filing Copy A Form W-2s are printed in black and white format on plain white copy
paper. All SBS W-2s from the interface programs will also be printed in the black and white

format.

Laser-printed federal Copy A Form W-2

Copy A tor Seciul Security Administration - Send this entire apge with
Tomm W-3 1o the Social Security Adminisiration; photocopics arc not acogpable

ooo00/1050

A Empboyes's sowial secwrily nnmber Foe Ofscial Use Only =
22222 \Vod | 1| ss5 g5 5505 GME No, 15450008
b Eniployer lesification miber I Wages, nips, caber compensation | 2 Foderah incowe ax willheld
44-4555666 86%.00 68.81
¢ Employer's pame, address, st 219 code 3 Social security wages 4 Social seennity 1ax withheld
GAILS 14.3 REGRESSION 869,00 53.88
239 PROSPECT FLAINS ROAD 3 Medicare wages and tigs G Medigare lax withheld
MONROE TOWNSHIP, NJ 08831 869.00 12,60
7 Social secaricy ips & Allocaned vips
A Comiral mmmber ] 16 Depairden vare Il
2 0005  2R/GFé
© Employes's fiesh naune and izl Last name Suff 11 Monqualified glans T2 See insinwctions for b 12
145 JERSEY |
] m l:'wn I'Iuv:l.nr Ith
g an puy
GHJK |
CVBNM 14 Other 11e
BNM, NJ 08888 3,70 UNWFISWF |
13 oI 124
88 NJ FLI |
{ Ensployee's address aud ZIP code
L5 S Employas dlatz 1) nanbi LS e i Bz 17 5 taw ineim i 18 Loxal wgor mps,stc 1% Lo e om: s D Lk ly Bt
NI | 444555666 869.00 13,06
|
Wapge & Tax Degariment of te Treasury—lnernal Keveme Service
Form W—2 Statement 20 1 4 For Privacy Act nd Puperwork Reduction

Black-and-White Form W2 (Revised 03/14)

At Notiee, see the sepnrate insirections,
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Laser-printed Form W-3

Form W-3 is the totals page that contains the client’s total W-2 information. A client’s_filing copy
is produced for clients who receive only federal filing copies of W-2s. All W-3s are printed in
black and white format on plain white copy paper.

Sample laser printed Form W-3

DO NOT STAPLE
For Official Use Only »
OMB No. 1545-0008

3 3 333 a Control number

b indt 941 Military 943 944 W None apply  501c non-govt. Thiﬁl’:pany
ind sick pat
of 2 r@d_ Melujicare U of Slallgocal O (Che:k)i’f
Payer CT-1 emp.  govi.emp. Employer non-501c  State/local 501c  Federal govt. applicable)
(Check one) D |__E| (Check one) [:?
¢ Total number of Forms W-2 d Establishment number 1 Wages, tips, other compensation 2 Federal income tax withheld
11 285799.28 70018.00
© Employer identification number (FIN) 3 Social security wages 4 Social security tax withheld
44-4555666 372788.88 23112.91
f Employer’s name 5 Medicare wages and tips 6 Medicare tax withheld
GAILS 14,3 REGRESSION 411017.98 5959.76
7 Social security tips 8 Allocated tips
259 PROSPECT PLAINS ROAD P 10 Dependent care benefils
MONROE TOWNSHIP, NJ 08831 797.50
11 Nonqualified pians 12a Deferred compensation
g Employer’s address and ZIP code 8750.00 6165.75
h Other EIN used this year 13 For third-party sick pay use only 12b
15 State Employer’s state ID number 14 Income tax withheld by payer of third-party sick pay
x|
16 State wages, tips, etc. 17 State income tax 18 Local wages, tips, stc. 19 Local income tax
318356.68 19785.42
Employer's contact person Employer's telephone number For Official Use Only
0000/1050
Employer's fax number Employer's email address

Under penatties of perjury, | declare that | have examined this retum and accompanying documents and, to the best of my knowledge and belief, they are true, correct, and

complete.

Signature » Title » Date »

rom VWW-3 Transmittal of Wage and Tax Statements 2014 Deparimentof o Trsssry
Send this entire page with the entire Copy A page of Form(s) W-2 to the Sacial Security Administration {SSA).

Ph pies are not Do not send Form W-3 if you filed electronically with the SSA.

Do nat send any payment {cash, checks, money orders, etc.) with Forms W-2 and W-3.

Reminder

Separate instructions. See the 2014 General Instructions for Forms
W-2 and W-3 for information on completing this form. Do not file Form
W-3 for Form(s) W-2 that were submitted electronically 1o the SSA.

Purpose of Form

A Form W-3 Transmittal is completed only when paper Copy A of

Form(s) W-2, Wage and Tax Statement, is being filed. Do not file Form

W-3 alone. All paper forms must comply with IRS standards and be

machine readable. Photocopies are not acceptable. Use a Form W-3

even if only one paper Form W-2 s being filed. Make sure both the Form

W-3 and Form(s) W-2 show the correct tax year and Employer

Identification Number (EiN). Make a copy of this form and keep it with

Copy D (For Employer) of Form(s) W-2 for your records. The IRS -
recommends retaining copies of these forms for four years. When To File

E-Filing Mail Form W-3 with Copy A of Form(s) W-2 by March 2, 2015.

The SSA strongly suggests employers report Form W-3 and Forms W-2 Where To File Paper Forms
Copy A electronically instead of on paper. The SSA provides two free

e-filing options on its Business Services Onfine (BSO) website: Send this entire page with the entire Copy A page of Form(s) W-2 to:

¢ W-2 Online. Use fill-in forms to create, save, print, and submit up to Social Security Administration

50 Forms W-2 at a time to the SSA. Data Operations Center

* File Upload. Upload wage files to the SSA you have created using Wilkes-Barre, PA 18769-0001

payroll or tax soﬂw;_s{e that formats the files according fo the SSA’s Note. If you use “Certified Mail” to file, change the ZIP code to

Specifications for Filing Forms W-2 Electronically (EFW2). “18769-0002.” If you use an IRS-approved private delivery service, add
W-2 Online fill-in forms or file uploads will be on time if submitted by “ATTN: W-2 Process, 1150 E. Mountain Dr.” to the address and change

March 31, 2015. For more information, go to www.socialsecurily.gov/ the ZIP code to “18702-7997.” See Publication 15 (Circular E),

employer and select “First Time Filers” or “Retuming Filers™ under Employer’s Tax Guide, for a list of IRS-approved private delivery

“BEFORE YOU FiLE.” services.

For Privacy Act and Paperwork Reduction Act Notice, see the separate instructions.
Black & White Form W-3 (Revised 3/14)
2014/4/00013/001 GF6
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Form W-3 box descriptions

v EasyPay does not use boxes “d” and “h” on the W-3.

Box

Contents

a

Control number (client code)

b

Kind of payer (941, Military, 943, CT-1, Hsld*, Medicare government employee,
3 PSP)

o

Total number of W-2s for client

o

Establishment number

Employer’s federal ID number

—h

Employer’s name

Employer’s address and zip code

Other EIN used this year

Wages, tips, and other compensation

Federal withholding tax

Social Security wages

Social Security tax

Medicare wages and tips

Medicare tax

Social Security tips

Allocated tips

Ol NP WIDN|IFL|Do|CQ

No longer used (formerly advanced earned income credit)

=
o

Dependent care benefits

=
=

Non-qualified plans

=
N

Deferred compensation

=
w

Third party sick pay

H
o

Income tax withheld by payer of third party sick pay

=
(6a]

State abbreviation and employer state ID (“X” appears if multiple states)**

=
»

State wages and tips

=
~

State income tax

=
(00]

Local wages and tips

19

Local income tax

* To set up a household client or verify that a client with household employees is set up
correctly, refer to the Household Client Setups section in chapter 4 of this guide.

** Contact information must be completed by the client.
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Wage and Tax Statement Totals report

The Wage and Tax Statement Totals report is produced for all clients when W-2s are printed.
(Clients receive this report regardless of whether their reports are printed on the mainframe or
printed locally.)

This report lists totals for all wages and taxes for each federal, state, and local jurisdiction.

Sample Wage and Tax Statement Totals report

Total wages
of each state

Federal totals for each of the following: -
Federal income tax
e Wages, tips, other compensation (box 1) e Advance EIC payment withheld (box 2),
e Social security wages (box 3) e Dependent care benefits (box 10) Social Security tax
e Medicare wages and tips (box 5) e Nongqualified plans (box 11) withheld (box 4), and
e Social security tips (box 7) ¢ Benefits included in box 1 of the W-2 Medicare tax withheld
_ | e Allocated tips (box 8) (box 6) totals
/ PR LS Cooot /
Desaription Amount / Dwsoription Amount / |
“ FEDERAL ol 4

— v

State income tax

jurisdiction
(box 16)

totals (box 17)

Total wages of each local

Local income tax totals (box | zrecae
19). The local description is the

jurisdiction (box 18); the
local description is the

—{same short description that is

printed in box 20 on the W-2,
with the exception of PA locals

same short description

5-36

“OTHER C ; will reflect PSD coding).
n: that is printed in box 20 . ( 9
on the W-2. ameas N ST
v 2500 State unemployment
HONTax and disability totals
D U e e (box 14)
Totals of the items from box 12 and all non-
unemployment and non-disability amounts
from box 14 of the W-2
Client: ABC Aun: 008 Batch: 030
EA@P i Moorestown Candy Shop Fe-Run: Page: 1
SR Wage and Tax Statement Totals arr: 4
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940 Tentative Credit Worksheet

We send Tax Filing clients who are responsible for filing annual returns a 940 Tentative Credit
Worksheet. We do not provide this worksheet to non-Tax Filing clients or FLT clients.

The 940 Worksheet provides, line-by-line, the information necessary to complete the IRS Form
940 (Employer’s Annual Federal Unemployment (FUTA) Tax Return). Ask clients to follow the
worksheet line-by-line and transfer the information onto the actual 940 that they received from
the agency.

v We do not provide the client with the actual 940 filing form. The federal agency sends it to
the client. The client must calculate the information for Line 3 of Part 2 of the 940 as the
system does not calculate this portion. If data is available, we will provide a Tentative Credit
Worksheet. The client follows the instructions in box A-1 of Form 940.

Sample 940 Tentative Credit Worksheet (page 1)

BATCHI  Docoos
940 WORKSHEET - Use this workshest to complets the Employer's Annual Federal Unemployment (FUTA) Tax Return

Part 1 - Tell us about your return. If any line does NOT apply, leave it blank.

1. If you were regquired to pay your state unemployment tax in...
la. One state only, write the state abbreviation........... la[][]
ORr
lb. More than one state (You are a multi-state employer)...Check box 1b. Fill out Schedule A

2. If you paild wages in a state that is subject to CREDIT REDUCTION...
Check box 2. Complete Schedule A (Form 940).

Part 2 - Determine your FUTA wages for 2013. If any line does NOT apply, leave it blank.

B. Total pavyment s . ... oo i et b n e s s s s e e e #840,899.91
Boo: EXAMPE D MO I 8 i wmow o e i i i im0 i B e Unable to calculate, check applicable boxes
E. Payments of more than $7,000........c.0000008¢88s88s%5= 696,999.91
B Sarbn T g e o R R T R e R TR e R 696,999.91
Too Total taxeble wmgmm s e e s i e i 143,900.00
B. FUTA tax before adjustments.....iiiiiiceioneiciconiins B63.40

Part 3 - Determine your adjustments. If any line does not apply, leave it blank.

9. All of the FUTA wages paid were excluded from SUI....Unable to calculate

10. FUTA wages excluded from SUI/SUI tax paid late....... See 940 Tentative Credit and IRS Worksheets
11. If you have a credit reduction enter the total from Schedule A (Form 940)
Schedule A Worksheet Total ... G446.00
12. Total FUTA tax after adjustments.......ooeerveevevenes 1,307.40
1S ToEal FUTA E85 GmDmm T e n s o s e w s, e st e oS gy i Incomplete Data Unable to Calculate
1G... BELABNEE HUB .. rvsirscnimm monin o pncn m i st s i e e i o i
B DB NI U T s i s i W i A T L o B W

Part 5 - Record of Quarterly Federal Unemployment Tax Liability

First Quarter Second Quarer Third Quarter Fourth Quarter Total for year
863%.40 863.40
CLIENT GF2 GAILS FI TOS? SHORT NAMES SORT EMPLOYER D # 12-3U56U56 BAT# 3 RUN# [ DATE RUN G/0L/2013

940 WORKSHEET
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Sample 940 Tentative Credit Worksheet (page 2)

BATCH#

940 TenTtaTive CREDIT WORKSHEET - Use this worksheet to complets Part 2 Line 3 of the 840 Form

_Stae State ID Number Wages From To Rate At.054 Al Rate Add’| Credit Amount Paid
AK 123656789 27,000.00 04/01 D6/30 .050000 1458.00 1350.00 108.00 1350.00
MD 123456789 21,500.00 0&4/01 D6&/30 .050000 1161.00 1075.00 86 .00 1075.00
MI 123456789 2%,800.00 04/01 D6&/30 .050000 1286.20 1190.00 95 .20 1190.00
NJ 123-4K6-456/000 188,699.91 04701 06/30 .019736 10189.80 3724.18 6465 .62 8916.07
WA 123456789 35,100.00 04/01 D6/30 .050000 1895.40 1765.00 140 .40 1766.00
Totals 296,099.91 6895 .22 14286.07
Total Tentative Credit: 7,770.60

NOTE Federal Error Message -~ When completing the 940 Worksheet we encountered incomplete Federal
unemployment liability data that should be verified. This incomplete information was most likely due to
insufficient data for quarters prior to processing on ADP EasyPay service. Refer to the Computation
of Tentative Credit Worksheet to determine those quarters that you were not on ADP EasyPay's service
Enter the correct amount of your federal unemployment deposits and calculate the balance due prior to
completing Form 940 .

NOTE State Warning Error Message ~ When completing the 940 Worksheet, we encountered incomplete state
unemployment deposit data that should be verified. This incomplete information was most likely due to
insufficient data for gquarters prior to your processing on ADP EasyPays service or because we did not
have your SUI rate on file
Before you can complete Form 940, you must enter the correct amount of your state unemployment
deposits in Part Il, Section 3.

Errors may appear here.
These need to be resolved
prior to filing Form 940.

CLIENT GF2 GAILS Fl T0OS2 SHORT NAMES SORT EMPLOYER ID # 12-3U560U56 BAT# 3 RUN# 6 DATE RUN S/04/2013

940 TENTATIVE CREDIT WORKSHEET
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1099-MISC

This form is printed for clients who have 1099, 109$, 10$9, 1$99, 109P, T099, T09$, T0$9,
T$99, 9914 and ST99 codewords. The following copies are produced:

* Copy C - Payer copy (employer)
* Copy 1 - State copy

* Copy A - IRS federal copy (This is the pre-printed scannable)

* Copy B - Recipient copy

» Copy 2 - State filing copy (recipient)

If federal or state tax is withheld from an employee with only 1099 wages, he or she will receive
Form 1099-MISC. Clients with these employees must be set up as 945 controls using the
appropriate codewords and a separate control. Refer to chapter 4 of this guide for more

information on 1099 wages and reporting.

Sample 1099-MISC

[] CORRECTED (if checked)

PAYER'S name, street address, city or town, state or province, country, ZIP
or foreign postal code, and telephone no.

1 Rents OMB Mo. 1545-0115

) Miscellaneous
B 2014
2 Royalties Income
% Form 1099-MISC
3 Other income 4 Federal income tax withheld Copy B
3 $ For Recipient

PAYER'S federal identification number| RECIPIENT'S identification number

5 Fishing boat proceeds

$

6 Medical and health care payments

$

RECIPIENT’'S name

Street address (including apt. no.)

City or town, state or province, country, and ZIP or foreign postal code

T Nonemployee compensation

$

8 Substitute payments in lieu of]
dividends or interest

$

9 Payer made direct sales of
$5,000 or more of consumer
products to a buyer
(recipient) for resale P

10 Crop insurance proceeds

Ll$

11

12

Account number (see instructions)

13 Excess golden parachute
payments

14 Gross proceeds paid to an
attorney

This is important tax
information and is
being furnished to

the Internal Revenue
Service. If you are

required to file a
return, a negligence
penalty or other
sanction may be
imposed on you if
this income is
taxable and the IRS
determines that it
has not been

3 $ reported.
15a Section 409A deferrals 15b Section 409A income 16 State tax withheld 17 State/Payer’s state no. 18 State income

8 8
$ $ $ $

Form 1099-MISC

(keep for your records)

www.irs.gov/form1099misc

Department of the Treasury - Internal Revenue Service

v' Two copies of this form are printed on each page.
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1099-MISC box descriptions

If an employee has both W-2 and 1099 information, all taxes are printed on the W-2. A
1099-MISC is printed only when a 1099-MISC year-to-date amount is found.

EasyPay uses the following boxes:

e Unnumbered boxes on the left
e Boxesl,23,4,7, 14

v’ Set up TFS clients with employees who have tax withheld from 1099 earnings with separate
client codes. In other words, set up a TFS client with two codes: one client code contains
employees with W-2s and the other client code contains employees who have tax withheld
from 1099 earnings. Refer to chapter 4 of this guide for more information on 1099 wages and
reporting.

1099 clients are required to file form 945 and must be set up to use specific codewords
(T09$, T$99).

Box Contents Codeword Earnings
Code
Unnumbered ¢ Payer’s name and address
» Payer’s federal identification number
* Recipient’s identification number
— If marital status is “V,” then format as a
federal identification number.
—  If marital status is not “V,” then format
as a Social Security number.
* Recipient’s name (first, middle, last)
* Recipient’s address (only two lines, extra
address line is not printed)
» Payroll contact’s name and telephone humber
1 Rents 109% 5A
T09% T4
2 Royalties 10$9 5B
TO$9 T5
3 Other income 1$99 5C
T$99 T6
4 Federal income tax withheld
7 Nonemployee compensation 1099 50
109P 5P
T099 TO, T1, T2
14 Gross proceeds paid to an attorney 9914 AT
5-40 Quarterly and Annual Output
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1099-R

This form is printed for clients who have 109R, TO9R, BX2B, PS58, TXPN, and W2PN
codewords.

1099-Rs are provided to clients for the distribution from pensions, annuities, retirement or
profit-sharing plans, IRAs, insurance contracts, etc. If an employee has both W-2 and 1099
information, all taxes are printed on the W-2. A 1099-R is printed only when a 1099-R
year-to-date amount is found.

Sample 1099-R

[ ] CORRECTED (if checked)
PAYER'S name, street address, city or town, state or province, 1 Gross distribution OMB No. 1545-0119 Distributions From
country, and ZIP or foreign postal code Pensions, Annuities,
Retirement or
$ 2014 Profit-Sharing
2a Taxable amount Plans, IRAs,
Insurance
S Form 1099-R Contracts, etc.
2b Taxable amount Total Copy B
not determined [ | distribution [ | Repott this
PAYER'S federal identification | RECIPIENT'S identification 3 Capital gain (included | 4 Federal income tax income on your
number number in box 2a) withheld federal tax
return. If this
$ g form shows
— federal income
RECIPIENT'S name 5 Employee contributions | & MNet unrealized tax withheld in
/Designated Roth appreciation in box 4. attach
contributions or employer’s securities g
insurance premiums this copy to
$ $ your return.
Street address (including apt. no.) 7 Distribution IRA/ | 8 Other . .
code(s) SISNI-'IESiE This information is
D : being furnished to
$ % the Internal
Gity or town, state or province, country, and ZIP or foreign postal code| 9a  Your percentage of total |9b Total employee confributions | Ravenue Service.
distribution % $
10 Amcunt allocable to IRR 11 1st year of desig. Roth contrib.| 12 State tax withheld 13 State/Payer's state no. |14 State distribution
within 5 years $ $
$ $ $
Account number (see instructions) 15 Local tax withheld 16 MName of locality 17 Local distribution
$ 3
$ 3
Form 1099-R www.irs.gov/form1089r Department of the Treasury - Internal Revenue Service
v" Two copies of this form are printed on each page.
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1099-R box descriptions
EasyPay uses the following boxes:

e Unnumbered boxes on the left
e Boxes 1, 2a, 2b, 4, and 5

v’ Set up TFS clients with employees who have tax withheld from 1099 earnings with separate
client codes. In other words, set up a TFS client with two codes: one client code contains
employees with W-2s and the other client code contains employees who have tax withheld
from 1099 earnings. Set up BITS for the 945 controls as deposit only and be sure to use 945
codewords (TO9R, TXPN, and W2PN). Refer to chapter 4 of this guide for more information
on 1099 wages and reporting.

Earning/
Box Contents Codeword Deduction
Code

Unnumbered Payer’s name and address

» Payer’s federal identification number

» Recipient’s identification number formatted as a
Social Security number

* Recipient’s name (first, middle, last)

* Recipient’s street address, city, state, and zip
code

*  Account number — includes quarterly batch
number

» Payroll contact’s name and telephone number

1 Gross distribution W2PN Earn. 69
TXPN Earn. T7
PS58

2a Taxable amount 109R Ded. 12
TO9R Ded. T8
PS58

2b Taxable amount not determined BX2B Ded. BX

If box 2a is blank, a check mark should be entered
in box 2b to show that the employer has not
provided the taxable amount.

To indicate that the taxability of an employee’s
1099R earnings is not known, set up the client with
deduction BX, keep the default codeword BX2B,
and activate the deduction for the appropriate
employees.

4 Federal income tax withheld

5 Employee contributions/Designated Roth PS58 Earn. 65
contributions or insurance premiums
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1099 filing information

EasyPay clients who receive less than 250 1099-MISC or 1099-R forms must file copy A of the
returns, along with Form 1096, with the Internal Revenue Service. Clients receive a letter with
their year-end package, which includes instructions on filing these forms. For a copy of the letter,
refer to the section Client with Less Than 250 1099 Forms, reference #033 in appendix B.

v’ ADP does not produce or file Form 1096. Clients can obtain a blank form from the IRS by
calling 1-800-TAX-FORM (1-800-829-3676) or from their Web site at
http://www.irs.gov/formspubs/index.html.

Use the following table to determine where to send copy A of Forms 1099-MISC and 1099-R.

If the client’s principal business, office, or agency, or legal Use the following Internal
residence in the case of an individual, is located in: Revenue Service center:

AL. AR. AZ. CT. DE, FL, GA, KY, LA MA, ME, MS, NC, .
NH, NJ. NM, NY, OH, PA, RI, TX, VA, VT, WV Austin, TX 73301

AK. CA, CO, DC, HI, ID, IL, IN. IA, KS, MD, MI. MN, MO, .
MT. NE. ND, NV, OK, OR, SC, SD, TN, UT, WA w1, wy | Kansas City, MO 64999
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6 Service Reports

This chapter contains information about the following reports and letters used by service centers
at year-end:

* Client Audit report produced and used by Service and Implementation associates.
* W-2 Error report produced and used by Service and Implementation associates.

» EasyPay Year End Revenue Analysis report produced and used by SBS Finance.
» Year-End Processing Statistics report produced and used by SBS Finance.

Chapter contents

Client AUIt REPOI . ... ettt ettt et e et e e st e e sneeeeneeeeneeeennees 6-2
Sample CHENt AUGIE FEPOIT ... ..ooieieeee ettt e e e e e e e nnes 6-2
Viewing the Client AUAIE FEPOIT........oo i 6-3
Printing the Client AUIt FEPOIT..........oi i e 6-3

W-2 EITOT REPOIT ...ttt ettt ettt e e e abe e e e e et e e e e e abe e e e e e 6-4
ViIeWing W-2 €r10rs ONINE .......ooiiie e et e e 6-5
Printing the W-2 Error report DY CSR.......ooiiiie et 6-8
SAMPIE W=2 EFTOF TEPOIT ...ttt ettt ettt et e et e e ee e et e e e e e e e 6-8
Additional information fOr CErtain ErrOrS..........c.oiiiiiiiiie e 6-10

EasyPay Year End Revenue Analysis REPOI ..........ooiiriiiiiiiiie e 6-11
Generating and printing the EasyPay Year End Revenue Analysis report.........c.cccccceeveeeene. 6-11

Year-End Processing StatiStics REPOIT..........oooiiiiiiiie e 6-12
SUMIMETY TEPONT . ...ttt ettt ettt ettt e e sttt e e ekt e e e e e sbb e e e e anbb e e e e ennbeeeeenbneeeeannees 6-13
D= L I 0o o SRR 6-16
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Client Audit Report

v’ Service and Implementation associates produce and use this report.

Use the Client Audit report to identify audit errors generated when a client’s master file is
updated. These errors are logged when a payroll is run or when a client’s profile is changed. Error
messages that may generate identify employee-level data discrepancies and company-level errors.

The Client Audit report lists incorrect and missing data. This alerts you to any problems and gives
you time to fix the errors as they occur, rather than all at once during quarter-end and year-end
processing.

A Run the Client Audit report daily throughout the year. Running the report daily allows you to
correct the client errors before the end of the quarter. Correcting these errors will help reduce
the number of W-2 reruns, quarter-close issues, and amendments.

You can view these error messages online or print them on the Client Audit report. This section
contains a sample report and the procedures for viewing and printing the report.

v Fora complete list of error messages and recommendations for resolving each type of error,
refer to appendix C, Client Audit and W-2 Error Messages Table.

Sample Client Audit report

v Only errors from the most recent payroll processing/profile change appear on the hard copy
of the report and the online view.

o)

ste

Errer Typo File

Cfient Doserlption of Error
tNFORMAT {ONAL M.AK310L Payrol|

AKZ 1064 Invalld Soc. Sac # 5364BE5M7

1062 Invalid Soc. Sac # D225063M8 INFORMAT 1ONAL

appears here.

1020 Invalid Sac. Sec #

Employee
number
.

1006 Invalid Scc. Sec #
1002 Invalid Sec. Sec #

AaD 9901 LN Actlve employes

A39 9902 Ul Active employee
9902 FU Attive employee
9902 FR Active employes

“Suppressed” errors indicate

for the employee. You must

Sec ¥
Sec ¥
Sec F
Sec #

0017 Invalid Sec
0016 Invalid Soc.
0015 tnvalia Snoc.
0014 lavaiid Sec.
0013 lnvalid Sec.
0012 invalid Soc.
0011 invalid Spc.
0010 Invalid Spe
8008 invalid Sec.
Q008 invafid Sec.
Q007 fAvalid Sec.
0006 tavalid Sec.
0005 avalid Soc.
0004 Invalid Soc.
0003 Irvalid Sec.

Sec #

694\ Invalid Sec. Suc # 5354853M2
Quapinval id Soc. Soc # Br2oizoM2
1025 Invalid Soc. Sec # 5369470M0
1023 Invalid Soc. Sec # 5243839M3
1022 Invalid S8ac. Sec # 3804B66MB

1013 Invalid Soc. Sec # 1124280M0
1008 Invalid Soc. Sac # §5728239M8
1007 Invalid Soc. Sec # 5443470M2

1001 invaiid Scc. Sec # S75667TM5

that the W-2 will not be printed

resolve these before year-end
processing to avoid W-2 reruns.

Sec # 7319456M2
Sec # 9511259M5
Sec # BE225BEMZ
Sac # 7411477H3
Sec # 4561238M8

Sec # £546546M4
Sec # 8523697M1
Sec # J418529HW3
Sec # 7532B28ME
Sec # 7531246M3

. 1060 Invalid Sot. Se¢ # 5318083ML NFORMAT | ONAL

If there is a 1056 Invalid Soc. Sec ¥ 5344857M1 L NFORMAT | ONAL

] O 1055 invalid Soc. Sec ¥ 5378201ME FNFORMAT | ONAL

division 1053 Invalid Soc. Sec # 4505771M3 NFORMAT HONAL
. 1041 Invalid Sec. Sec # 5350206M2 NFORMAT FGNAL The most current master

number, it INFORMAT }ONAL

INFORMAT HONAL
INFORMAT IONAL
INFORMAT JONAL
INFORMAT IONAL
INFORMAT IONAL
IMFORMAT JONAL
INFORMAT IONAL
INFORMAT IONAL
INFORMAT IONAL
INFORMAT IORAL
IMFORMAT 1ONAL

5334043M3

4833827M3
5317615M8

with "A" In mari SUPPRESSED
with "A" in mari SUPPRESSED
with "A" In marl SUPPRESSED

SUfPRESSED
IPPRESSED
UPPRESSED
SUPPRESSED
SUPPRESSED
SUPPRESSED
SUPPRESSED
SUPPRESSED
SUPPRESSED
SUPPRESSED
SUPPRESSED
SUPPRESSED

with "A" In mari
A "A" in mari
" in marl

" in mari
INFORMAT 1ONAL

WO b S INFORMAT | ONAL
3693697M1 INFORMAT | ONAL
7537533M7 INFORMAT | ONAL
4567891M3 INFORMAT I ONAL
E546546M4. INFORMAT ( ONAL
INFORMAT | ONAL
INFORMAT | ONAL
INFORMAT | DNAL
INFORMAT | ONAL
INFORMAT | ONAL
TNFORMAT |ONAL
INFORMAT 1ONAL
INFORMAT IONAL
INFORMAT | ONAL
INFORMAT | ONAL
INFORMAT | ONAL

51236408

file in which the error
occurred and the
process during which it
occurred: payroll or W-2.

M. AQD104 Payrali

M.A39202 Payrall

M BETIOA P L1

The report’s footer contains the
current date and time and page
number. If printed for a selected
Service associate, it contains the
associate’s name.

This sample report includes clients
not assigned to a Service associate.

+ GSR-UNASS IGNED

8/01/02 9:56:57 _Page- 1!

CLIENT AUDIT REPORT

Service Reports
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Viewing the Client Audit report

To view the Client Audit report:

1.

From your main menu, select option 2 (Work with an Existing Client) and press ENTER.
The Work with Client menu appears.

From the Work with Client (MNUSRV) menu, select option 17 (Display Client Audit Errors)
and press ENTER. The Client Awareness Tracking System screen appears.

Client Awareness Tracking System
cris Date B8/B1,02
Time 18:10:17
Cli Batchn Date / Time Description of event FYyohRe

. Type the client code and

press ENTER. The client
audit error(s) are displayed
for the client you selected.

Enter client number to display
Cmd-3WEnd. Cmd-11 Dsp detail. Cmd-6 Print client

If necessary, print the individual client’s report by pressing F6. If necessary, view more detail
by pressing F11.

When you are finished viewing the client audit errors, press F3. The Work with Client menu
appears.

Printing the Client Audit report

To print the Client Audit report by CSR, follow the procedure below. If you want to print the
report by client code, you must first view the client audit data online. Refer to the procedure

above for viewing the Client Audit report.

To print the Client Audit report by CSR:

1. From your main menu, select option 2 (Work with an Existing Client) and press ENTER.
The Work with Client menu appears.
2. From the Work with Client (MNUSRV) menu, select option 23 (Print Client Audit by CSR)
and press ENTER. The Client Audit report screen appears.
3. Perform one of the following:
» To print the Client Audit report for one Service associate’s clients, type the CSR number
and press ENTER. You can press F4 to view a list of valid CSR numbers.
* To print the Client Audit report for all clients (including unassigned clients) grouped in
order by CSR number, type *A and press ENTER.
* To print the Client Audit report for clients who do not have CSRs assigned to their
account, type *U and press ENTER.
4. Print the report from the spool file labeled PC0145.
5. Research and resolve each error. For tips on resolving each type of error, refer to appendix C,
Client Audit and W-2 Error Messages Table.
2014 EasyPay Year-End Reference Guide 6-3
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W-2 Error Report

6-4

v’ Service and Implementation associates produce and use this report.

Many W-2 errors appear on the Client Audit report, and you should run the Client Audit report
throughout the year. However, during year-end, you must also use the W-2 Error report to
identify problems with employees’” W-2 data.

v The W-2 Error report identifies problems with employees’ W-2s that were either not fixed
through the Client Audit system or are being detected for the first time through the W-2
process.

The following are some errors that you may identify using the W-2 Error report:

» Invalid or missing Social Security and federal identification numbers
» Federal, state, or local taxes without subject wages
* Negative wages

This section contains the following information about the W-2 Error report:

 How to view W-2 errors online
* How to print a W-2 error report
* Asample W-2 error report

» Alist of error messages, their meanings, the necessary action, and how the error affects W-2s

v" For a combined list of errors that may appear on the Client Audit report and/or the W-2 Error
report, refer to appendix C, Client Audit and W-2 Error Messages Table, in this guide. The
chart in appendix C also includes recommendations for resolving each type of error.

Service Reports
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Viewing W-2 errors online

Since most W-2 errors indicate a need to change or add information to the client’s M. file, it is

important to review the W-2 errors online daily during year-end and to resolve all of the client’s

W-2 errors. If an error is resolved by editing the QT. file (e.g., for a missing Social Security

number or an error that does not affect a tax or wages), the current M. file must also be updated.

Accessing errors

To view a W-2 error:

1.

From the Work with Client (MNUSRV) menu, select option 14 (Go to Client Srv Yr-End

Menu) and press ENTER. The Year End menu appears.

From the Year End (MNUYREND) menu, select option 17 (Y/E Error Tracking System) and

press ENTER. The Client Awareness Tracking System screen appears.

Client Awareness Tracking System (Year-end versiaon]
Cli# Date g/01/82

Batcht Time 18:14:39

Cli Batcht Date ~ Time Description of event FYoRe

Press F3 to return to the
Client Service Year-End
(MNUYREND) menu.

Enter client number or batch to display.
Cmd-3 End. Cmd-11 Dsp detail. Cmd-6 Print client

To view errors by client, type the client code and press ENTER. A screen that shows the

client view appears. Refer to the next page for an example of the screen.
-0OR -

To view errors by batch, type the batch number and press ENTER. A screen that shows a

batch view appears. Refer to the next page for an example of the screen.

Contact clients to resolve all W-2 errors. After you resolve all the W-2 errors, process the
clients’ W-2s again. The Year-End Tracking System screen will display the message “All

prior W2 errors have been resolved.”

2014 EasyPay Year-End Reference Guide
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Client view

Access by client code;
all employees with
W-2 errors appear.

The column label “F” refers to file type, which is always the QT.
file. The column labels “Y” and “Q” identify the year and quarter
of the QT. file. The column label “R#” refers to the last two
digits of the run number. Rerun numbers are not included.

l Client Awareness Tracking System [Yeaxcend wersion]
Clis ABU Date B/17/81
Batch# ime 13:33:31
Cli Batch# Date » Time Description of ewent F ¥ U R4
ABU ®©38 2OEE-18-1080-18.55 Missing Soc. Sec. # CICALELLD, pOeE 0 @ 3 12
ABU B38 2OEE-1@-108-18.55 Missing Soc. Sec. # EDWARDS, T BEBT O @8 3 12
ABU B38 2OEE-1E-108-18.55 Missing Soc. Sec. # HAMMOND, S BE58 O @ 3 12
ABU B38 2O0EE-18-10-18.55 Missing Soc. Sec. # PETERSON, 0B0B38 ne 3 12
ABU ®©38 2OEE-18-1080-18.55 Missing Soc. Sec. # SALVIA, CI W04 0 @ 3 12
ABU B38 2OEE-1@-108-18.55 Missing Soc. Sec. # SMITH, SUZ @841 0 @8 3 12
ABU B8B83 20EE-12-21-13.32 Missing Soc. Sec. # CICALELLD, gl 0@ 3 12
ABU B8B83 20BE-12-21-13.32 Missing Soc. Sec. # EOWARDS, J B@@B1 0 @ 3 12
ABU B8B83 20BE-12-21-13.33 Missing Soc. Sec. # HAMMOND, S B@58 0 @ 3 12
ABU B@3 2O0EE-12-21-13.33 Missing Soc. Sec. # PETERSON, BEB38 o & 3 12
ABU B8B83 20BE-12-21-13.33 Missing Soc. Sec. # SALVIA, CI 08048 0 @ 3 12
ABU B8B83 20BE-12-21-13.33 Missing Soc. Sec. # SMITH, SU0Z @@41 0 @ 3 12
ABU B@4 2O0BE-12-21-14.55 Missing Soc. Sec. # CICALELLD, BReE 0 @ 3 12
ABU B@4 2O0BE-12-21-14.55 Missing Soc. Sec. # EDWARDS, T BEBT O @8 3 12
ABU B84 20EE-12-21-14.56 Missing Soc. Sec. # HAMMONWND, S ©B58 0 @ 3 12
ABU BB4 20EE-12-21-14.56 Missing Soc. Sec. # PETERSON, DBOB38 oe 31 +
Enter client number or batch to display.
Cmd-3 End. Cmd-11 Dsp detail. Cmd-6 Print client

/

Press F11 to view W-2 error details
once a client or batch is displayed.

Press F6 to generate the print spool file entry
PW1381 when a client is displayed. When
viewing a batch, this command is inactive.

Batch view

Access by batch number;

clients in the batch who

hadW_Zerrorsappear_ racking System [Year-end wversion)
Cli# Date 8/17/01
Batch# B84 Time 15:58:1%9
Cli Batch# Date / Time Description of event F Y U R4
AEU BB4 ZEEE-12-21-14.55 Missing Soc. Sec. # CICALELLDO, pEee 0 ® 3 12
AEL BA4 ZEEE-12-21-14.55 Missing Soc. Sec. # EDHARDS, I @861 g8 312
AEU BO4 ZEEE-12-21-14.56 Missing Soc. Sec. # HAMMONWD, S5 @ES58B 0 B 3 12
AEL BA4 ZEBE-12-21-14.56 Missing Soc. Sec. # PETERSON, BE3a g8 312
AEU BO4 ZEEE-12-21-14.56 Missing Soc. Sec. # SALYIA, CI @@48 Q0 B 3 12
AEU BB4 ZEEE-12-21-14.56 Missing Soc. Sec. # SMITH, SUZ @841 g e 312
163 B64 2EB1-88-13-16.15 Allw. amt not Mumeric CASH,ROBER @828 0O 1 3 19
IHD BBE4 ZBE1-B8-13-16.15 Allw. amt not Mumeric PETERS, JO ®E17 0 1 2 B8
IHD BA4 2EB1-88-13-16.15 Allw. amt not Mumeric PETERS, JO BE17 0O 1 2 B8
MK BE4 ZEE1-BB-13-16.15 State tax wso Hage HOGANW,PATR @@814 0 1 2 29
4FE BO4 ZEE1-B8-13-16.15 Allw. amt not Mumeric AHL,DEBRA GBO48 g1 213
4F0E BA4 2ZEB1-88-13-16.15 Allw. amt not Mumeric HOFFERT, J @874 0O 1 2 19
4FE BBO4 ZEE1-B8-13-16.15 Allw. amt not Mumeric HORMNER, KA ®E1S5 0 1 2 19
4F0E BA4 2ZEB1-B8-13-16.15 Allw. amt not Mumeric IONNO, SUS @817 0O 1 2 19
4FE BBO4 ZEE1-B8-13-16.15 Allw. amt not Mumeric TRUMAN, AN @824 0O 1 2 19
452 BO4 ZEE1-B8-13-16.15 Allw. amt not Mumeric BELOPOLSKA BEBZ O 1 2 2 +

Enter client number or batch to display.
Cmd-3 End. Cmd-11 Dsp detail. Cmd-6 Print client
F6 is inactive

on this screen.

ADP Proprietary & Confidential — Not for External Distribution
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Accessing error details

To view more details about an error:

Function key F11 (Dsp detail) provides access to details about W-2 errors.

The details screen (see b

elow) displays all of the information from the client or batch view and

adds the following information:

Name of the program in which the error occurred. The program is listed under the heading

Occurred. SBS Payroll Support in Moorestown may require this information when
researching a W-2 error situation for you.

Indicates the type of
Suppressed

Informational

Action Required

Details screen

error:

Paper W-2s were suppressed and not printed for the employee. The
Service associate needs to correct the error and rerun year-end for the
client. It is important not to send the output package to the client when an
employee or employees have this error since the package will be
incomplete.

W-2s were not suppressed. No action is required unless the description of
the error is “Missing Soc. Sec. #.” If the Social Security number is
missing, obtain it and enter it.

Appears next to the error message “Over FI limit with 3PSP.” For
instructions on how to correct this error, refer to the Creating a Second
W-2 for Employees over the Social Security Limit with 3PSP section in
chapter 4 of this guide for the action to be taken.

Appears next to any error message “Missing mag media data — MM
suppressed.” For the procedure for updating this information, refer to the
Updating Clients’ Year-End Magnetic Media Information section in
chapter 8 of this guide for the action to be taken.

This error occurred in
the program PY0506.

The type of error is
listed under Error.

|

Client Awarewtss Tracking System [Year-end version]
Cli# A BJU Date 8/17/01
Batch# Time 16:83:35
Cli Batch# Date / Tim Description of event F Y 0 R#
ABU B38 Y zwwwfwwfys.aa Missing Soc. Sec. # CICALELLD, @868 0 B 3 12
Occurred Error
PYE5SEE INFORMATIONAL
ABU B38 2OEA-TE-18-18.55 Missing Soc. Sec. # EDWARDS, J @@BT 0 © 3 12
Occurred Error
PYEsEE INFORMATIONAL
ABU B38 ZU@P@-168-18-18.55 Missing Soc. Sec. # HAMMOND, 5 @@58 0 © 3 12
Occurred Erraor
PYESEE INFORMATIONAL
ABU ©38 ZO@P@-168-18-18.55 Missing Soc. Sec. *® PETERSON, pE3d 0D e 31z
Occurred Error
PYESEE INFORMATIONAL
+
Enter client number or batch to display.
Cmd-3End. Cmd-11 Dsp detail. Cmd-6 Print client

2014 EasyPay Year-End Reference Guide
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Printing the W-2 Error report by CSR

The W-2 Error report is created automatically during W-2 processing. The system creates a spool
file entry of the errors that suppress W-2s and magnetic media. The spool file entry is identified
as PW1381 in the Printer column on the Work with Spool File Status screen.

You can also print the W-2 Error report by CSR number on demand. The W-2 error messages for
the clients who are assigned to the CSR you specify will be printed from the spool file entry
PW1381. The CSR’s number will appear in the lower left corner of each client’s report.

To print the W-2 Error report by CSR number:
1. From the Work with Client (MNUSRYV) menu, select option 14 (Go to Client Srv Yr-End
Menu) and press ENTER. The Year End menu appears.

2. Fromthe Year End (MNUYREND) menu, select option 18 (Print Y/E Error Rpt. By CSR)
and press ENTER. The W2 Error Report screen appears.

d/81/82 W2 ERROR REPORT 1B:21:33

Enter CSR® ... ... . ... . e

Note:
CSR# #A will print ALl Clients
CSR# #U will print All Unassigned Clients

Press F4 to find a specific CSR. Next to
the CSR’s last name, type a Y in the Sel
column. Press F6 to print the reports.

printing any reports.

Press F3 to exit without I

F3=End Fd4=Find ] Enter to process

3. Perform one of the following to print the spool file:
* To print W-2 Error reports assigned to a CSR, type the CSR number and press ENTER.

* To print a set of W-2 Error reports for all clients grouped in order by CSR number, type
*A and press ENTER.

* To print W-2 Error reports for clients who do not have CSRs assigned to their accounts,
type *U and press ENTER.

4. Print the spool file PW1381.

6-8 Service Reports
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Sample W-2 Error report

The following example shows many of the errors that may appear on a W-2 Error report.

Description of
the error

The employee whose W-2 has errors is
identified by the first ten characters of the
employee’s name and the employee’s number.

N\

Client Description of Error Error Type
BLE Missing Soc. Sec. # TEST, EEEM 0008 INFORMAT IONAL
1Bl All prior W2 errors have been resolved INFORMAT IONAL
K45 Fad Tax w/a Waga OVERSO, HA 0010 SUPPRESSED
State tax w/o Wage OVERS0, HA 0010 SUPPRESSED
Negative Fed Wage QVERBQ, HA 0010 SUPPRESSED
Negative St Wage QVERS0, HA 0010 SUPPRESSED
Lcz Must set client up for a Federal Tape SUPPRESSED
Missing Mag Media Data, MM suppressed * ACTION REQUIRED
LJB invalid Fed Id # 2265432M5 SUFPRESSED
Nagative Fad Wage EE, ONE 0001 SUPPRESSED
Negatlve Fed Tax EE, ONE 0001 SUPPRESSED
Negative S§ Wage EE, ONE Q001 SUPPRESSED —]
Negative Med Wage EE, ONE Q091 SUPPRESSED
Negative St Wage EE, ONE Q001 SUPPRESSED
Negative St Tax EE, ONE Q001 SUPFRESSED
Negative NJUD EE, OKE 0Q0C1 SUPPRESSED
All Values are Neg EE, ONE Q001 SUPPRESSED
MM2 Invalid Fed |d # 4444442444 SUPPRESSED
Invalid Fed Mag Media default is paper INFORMAT IONAL
YAl Invalid Fed |d # 005633525 SUPPRESSED
When the
report is
processed with
W-2s, the W-2
processing

batch number
appears here.

Error Type:
Suppressed

Informational

Action Required

Meaning:

Paper W-2s were
suppressed. This
error must be
corrected.

Informational
message which
means that W-2s
were not suppressed.
No action is required
unless the error
message is “Missing
Soc. Sec. #.”
Appears next to the
messages “Over FI
limit w 3psp” and
“Missing mag media
data — MM
suppressed” For
instructions on how to
correct these errors,
refer to the messages
in chapters 4 and 8.

Date and time the
report was processed

\

v

| CSR-KF__TEAM B

.4

\

8/01/02 14:38:44

Page - 2

W2 ERROR REPORT ¥

If the report is produced for all clients, the CSR code and name appears here.

If the report is produced by client, the client code and name appear here. Use option 17
(Y/E Error Tracking System) on the Year End menu to produce the report by client.

If the report is produced by batch during W-2 processing, “CSR unassigned” appears here.

To review a combined list of Client Audit report and W-2 Error report messages (that may appear
on the details screen and on the W-2 Error report), see appendix C, Client Audit and W-2 Error
Messages Table, in this guide.

2014 EasyPay Year-End Reference Guide
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Additional information for certain errors

6-10

Negative wage or tax errors

When the system encounters a W-2 with negative wages or tax amounts, San Dimas considers the
negatives to be a zero and the system logs the error as: Negative Fed, State, or City Tax; or
Negative Fed, SS, or Med Wage; or All Values Are Negative. To determine the exact negative
dollar amounts, refer to the amounts for the specified employee on the End-of-Quarter
Year-to-Date report.

When voids are entered incorrectly or against the wrong quarter master file, an employee’s prior
quarter year-to-date amount may be higher than year-to-date amounts, which results in negative
wage or tax.

A\ When researching errors using the Earnings Record, Current QTD, or Prior Quarter YTD
reports, be aware that figures appearing in the 08 Other earnings column and 99 Misc
deductions column may actually be other earnings or deductions that were combined into
these columns in the client’s profile. To avoid negative values as a result of incorrect
adjustments, be sure which type of earnings or deductions these are by using the Master List
or viewing the employee’s earnings and deductions in the client’s profile.

When the San Dimas system encounters these types of errors, it also replaces negative W-2
amounts with zeros.

Tax w/o wage errors

The W-2 data for employees who have this error are included on the San Dimas quarterly tax
transmission. However, this W-2 data is dropped from the San Dimas group transmission.

Undetected tax w/o wage errors

The following situations result in tax without subject wage, but the system does not identify them
and log them as a W-2 error:

* An adjustment or one-time deduction to withhold city tax (CY, YC, or TC) or state tax for a
second state (TS) may have been mistakenly applied to the incorrect employee (e.g., an
employee not subject to the tax). During W-2 processing, the system does not identify this tax
amount as a tax without wage since the employee has not been set up with a valid tax code
(e.g., 0801, CA). Therefore, the system does not log the error and produces a W-2 for the
employee.

» If the client notifies you that an employee’s pay stub shows city or state tax withheld
erroneously, the error may have occurred as described in the situation above.

To research this type of situation, refer to the client’s Master List. The report shows the
jurisdiction with the tax amount for the employee in question, but the jurisdiction name or code
will be missing.

The error may also have been caused by a voided check. To determine if this is the cause, refer to
the client’s Quarterly Taxable Wage report. In such a situation, the message “Caution Credits”
appears at the bottom of the city or second state tax column.

/A When correcting any of the three errors described in this section, remember to forward a
reclose or amendment to San Dimas.

Service Reports
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EasyPay Year End Revenue Analysis Report

v' The SBS Finance department produces this report.

The EasyPay Year End Revenue Analysis report aids management in analyzing the revenue from
year-end processing. This report captures the total number of year-end forms (W-2s and 1099s)
billed at the item level.

Generating and printing the EasyPay Year End Revenue Analysis
report

The EasyPay Year End Revenue Analysis report shows the number of units billed and the
revenue for year-end billing. EasyPay regional executives can request this report on demand to
track year-end revenue.

To generate and print the report:
1. From your main menu, select option 2 (Work with an Existing Client) and press ENTER.
The Work with Client menu appears.

2. From the Work with Client (MNUSRV) menu, select option 14 (Go to Client Srv Yr-End
Menu) and press ENTER. The Year End menu appears.

3. From the Year End (MNUYREND) menu, select option 14 (Y/E Revenue Analysis Report)
and press ENTER. The Y/E Revenue Analysis Prompt screen appears.

The beginning date defaults to the date that your center’s system was reset for current year
processing. The ending date defaults to the current system date (today’s date).

BYBSEBFHM Y/E 2887 Revenue finalysis Prompt br/EBSET
12:4@8:29

Beginning Date Po6/20807 [HHADD /Y YY)

Ending Date E/08/2007 [HHADD Y YY)

F3=Exit Press Enter to process report

4. If necessary, change the default beginning date and ending date and press ENTER. The
system generates the spool file BY0500.

v’ For year-end 2014, the years 2014 and 2015 are valid for beginning and ending dates.

5. Print the spool file BY0500. A sample report is shown on the next page.

2014 EasyPay Year-End Reference Guide 6-11
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Sample EasyPay Year End Revenue Analysis report
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Year-End Processing Statistics Report

v' The SBS Finance department produces this report.

The EasyPay Year-End Processing Statistics report provides information about year-end items
processed and billed during a specified period. SBS Finance department uses this report to
compile annual processing statistics for all EasyPay service centers.

The Year-End Processing Statistics report can be printed in two ways: summarized or detailed.

e The summary report can be run for a specific range of dates and shows the total number of
forms, by form type, processed and billed during a specific period.

» The detail report is for the regional executive’s reference and can be run in any way he or she
chooses.

Form types are listed on the report by bill type code. The following are the codes and forms on

this report:

o W=W-2s

e T=1099-Ms
* R =1099-Rs

e G =W-2 magnetic media
e X =1099-M magnetic media

This section describes how to print summarized and detailed Year-End Processing Statistics
reports and provides a sample of each.

Summary report

The Year-End Processing Statistics summary report shows the total number of forms, by form

type, processed and billed during a specified period.

To print the Year-End Processing Statistics summary report:

1. From your main menu, select option 2 (Work with an Existing Client), and press ENTER.
The Work with Client menu appears.

2. From the Work with Client (MNUSRV) menu, select option 14 (Go to Client Srv Yr-End
Menu) and press ENTER. The Year End menu appears.

3. From the Year End (MNUYREND) menu, select option 11 (Y/E Processing Stat Reports)
and press ENTER. The selection criteria screen appears.

2014 EasyPay Year-End Reference Guide 6-13
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Selection criteria screen

E/BB/07
ENTER DATES FOR
ZBB7 YEAR-END STATISTICS REPORT
FROM S/BR/S20ET [(HMDDYYYY]
T0 /BB /2007 [(HMDDYYYY]
WHAT TYRE OF REPORT DO ¥OU WANT?
Detail or Summary
D [(D/5]
F3 - Exit Enter - to continue

Type the first (earliest) date for inclusion on the report in the From: field.

Type the last (latest) date for inclusion on the report in the To: field.

Enter a D to produce the detailed or an S to produce the summary version of this report and

press ENTER. The system generates the spool file BY0505.

Print the spool file BY0505. A sample report is shown on the next page.

ADP Proprietary & Confidential — Not for External Distribution
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Sample EasyPay Year-End Processing Statistics summary report

v' This data is sorted in descending order by form type and ascending order by processing

count. Subtotal breaks are given for each form type.

4 Service center code and name I

Total
Total
Total

Total
Total
Total

Total
Total
Total

Total
Total
Total

Total
Total
Total

Total
Tetal
Total
Total

Tetal

AW R PR X 3

LI Bk

af
af
af

af
of

of
of
af

of
of

h

of
oL
of

of

of
of

s

234

ef

Form type

asyPay Year-End 2012 Processing Statist?/is
FROM 11/24/2013 Through 1/12/2014
_ 98 MOORESTOWN - SUPPORT

Processings with Form Type W for Current Year
Processings Billed with Form Type W for Current year

Clients with Form Type W for Current Year

Processings with Form Type W for Prior Year
Processings Billed with Form Type W for Pricr Year

Clients with Form Type W for Prior Year

Processings with Form Type T for Current Year -
Processings Billed with Form Type T for Current year -

Clients with Form Type T for Current Year

Processings with Form Type T for Prior Year
Processings Billed with Form Type T for Prior Year

Clients with Form Type T for Prior Year

Processings with Form Type R for Current Year
Processings Billed with Form Type R for Current year

Clients with Form Type R for Current ¥Year

Processings with Form Type R for Prior Year
Processings Billed with Form Type R for Prior Year

Clients with Form Type R for Prior Year

{lients Processed for Current Year -

Tlients Processed for Prior Year -

\ .

Report beginning
and ending dates

END CF REPORT **

Number of Processings:
The number of times
that the form was run
for all clients.

Number of Processings
Billed: Of the processings
run for all clients, how
many were billed to clients.
In this example, 363 out of
424 processings were
billable.

Units: The total number of
forms used during all
processings. In this
example, there were 18568
forms used in 424
processings.

Total Number of Clients:
the number of clients for
whom this form was
processed. In this example,
363 clients had W-2s run.

Totals are provided for both the current and prior years. Current
year refers to clients processed for the current processing year
(e.g., 2014 W-2s printed within the date range of the report). Prior
year refers to clients processed for any previous processing year
(e.g., 2013 W-2s printed within the date range of the report).

Grand totals of all clients
processed during the current
and previous years appear at
the end of the report.
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Detail report
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v’ Once your system is reset for the new year on April 1st, the data for this report will no longer

be available. We recommend that you print the detail report in March before the reset. You
should archive the report.

The Year-End Processing Statistics report detailed version shows totals of forms processed and
billed to each client during a specified period.

To print the Year-End Processing Statistics detail report:

1.

From your main menu, select option 2 (Work with an Existing Client), and press ENTER.
The Work with Client menu appears.

From the Work with Client (MNUSRV) menu, select option 14 (Go to Client Srv Yr-End
Menu) and press ENTER. The Year End menu appears.

From the Year End (MNUYREND) menu, select option 11 (Y/E Processing Stat Reports)
and press ENTER. The selection criteria screen appears.

The “From” date defaults to the date the system began accepting year-end processing data.
Press TAB to accept this default date.

-0OR -

Type the date you want and press TAB.

The “To” date defaults to the current system date. Press TAB to accept this default date.
-0OR -

Type the date you want and press TAB.

At the prompt “What type of report do you want?” accept the default of “D” for detail by
pressing ENTER. The system generates the spool file BY0505.

Print the spool file BY0505. A sample report is shown on the next page.

Service Reports
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Sample EasyPay Year-End Processing Statistics detail report

v' The data is sorted in descending order by form type, ascending order by processing count,
and ascending order by client code. Subtotal breaks are given for processing counts and each

form type.
— Billed Y/N: A “Y” indicates that
Report beginning the client was billed for the
and ending dates processing; an “N” indicates
Service center /\ that the client was not billed
code and name / \ for the processing.

EasyPay Year-End 2012 Processing Statistics
FROM 11/24/2013 through 1/12/2014

BY0505
PAGE 1

Process Count: The 8 MOORESTOWN - SUPPORT Number of Units:
number of times that The total number
Form Client Process Current Billed Number atch C t. C t
the form was run for Type Code Count Year Y/N Of Units Number Ezzee ﬁ:ee Of forms USEd by
the client. each client
W AMM 1 Y Y 35 027 8/15/2001 9:58:45 . .
W 1 H ¥ N8 e 1% during their
‘ e 1y 1 g o g mal|Pocessing®)
Q! 16:25:25
poreach form type, i w we 32 e @ e s
o e oml © 11 r o m st o
teffcf client for whom W A9 : ¥ ¥ 1 005 8/13/2001 16:21:06
W AZX Y Y 0 8/13/2001 16:25:25
processed. e 1y x & o gaam smis | Foreachfom
. W Al ¥ ¥ 10:08:30
¢ 1y r g e i asgsds | Wype the repor
W BB b4 Y :41: 5 H
A T - Tt B bt
W . :41: i
w BJC 1 Y Y 24 005 8/13/2001 16:21:06 p_ro.ceSSIrlg and
W BJS 1 ¥ Y 31 033 8/15/2001  10:35:29 bllllng data for
W BMM 1 Y Y 31 018 8/14/2001 14:32:42
W BMB 1 Y Y 18 031 8/15/2001  10:08:30 both the current
W BM9 1 Y Y 23 048 8/17/2001 19:00:59
W BSH 1 Y Y 56 034 8/15/2001 10.41.59 . |year and the
I} BS9 1 Y Y 9 033 8/15/2001 10:35:29 :
W BIB 1 Y ¥ 44 038 8/15/2001  12:01:02 previous year.
W BTJ 1 Y Y 27 033 8/15/2001 10:35:29
W BYE 1 Y Y 29 026 8/15/2001 9:56:37
1] BYU 1 Y b4 26 009 8/14/2001 9:10:02
W BYS 1 Y Y 46 046 8/17/2001 18:35:13
W BZE 1 Y Y 12 006 8/13/2001 16:25:25
W BSN 1 Y b4 75 042 8/15/2001 13:05:30
W B7F 1 Y Y 25 046 8/17/2001 18:35:13
W B7S 1 Y Y 30 034 8/15/2001 10:41:59
W CAA 1 Y Y 42 049 8/17/2001 19:10:19
W Cab 1 ¥, b4 21 012 8/14/2001 9:53:10
W CCR 1 ¥ Y 40 032 8/15/2001 10:29:04
W CK3 1 Y Y 68 040 8/15/2001 12:53:27
W CLY 1 Y Y 66 049 8/17/2001 19:10:19
W CMT 1 Y Y 171 02z 8/14/2001 16:23:46
W CP3 1 Y Y 22 012 8/14/2001 9:53:10
W cou 1 Y 32 046 8/17/2001 18:35:13
W CcQ5 1 Y 41 013 8/14/2001 10:26:40
W csJ 1 Y b4 2 048 8/17/2001 19:00:59
W CTG 1 Y Y 3 007 8/13/2001 16:35:21
W Cl 1 A'2 A' 20 Nn29 /18 /2001 1(]:04:08
v & current Year: An indicator “Y” in this field indicates that [k32:3}
v the form was processed for the current processing year [5:9%
(e.g., @ 2014 W-2 printed in 2014). An indicator “N” in
this field indicates that the form was processed for a
prior year (e.g., a 2013 W-2 printed in 2013).
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Year-End Billing

This chapter contains helpful procedures for billing clients for year-end items. It contains the
following topics:

*  Accessing the Year End menu

» Manually billing for W-2/1099 processing

» Entering billing overrides and promotions

* Researching issues with the Year-End Billing Audit file
*  Working with additional controls

Chapter contents

Accessing the Client Service Year ENd MeNU..........cccoooiiiiiiiniiiie e 7-2
Manually Billing for W-2/1099 PrOCESSING ......ccuveruveiiieiieiiieeie et 7-3
DIDF INVOICES ...ttt ettt b et b et e b e e 7-3
Charges for additional Year-end itBMS ...........c.eiiiiie i 7-4
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Accessing the Client Service Year End Menu

To perform manual billing for W-2s and 1099s and access the Year-End Billing Audit file, you

must first navigate to the Year End menu (MNUYREND).

To access the Year End (MNUYREND) menu:

1. From your main menu, select option 2 (Work with an Existing Client) and press ENTER.
The Work with Client menu appears.

N

To manually bill

From the Work with Client (MNUSRV) menu, select option 14 (Go To Client Srv Yr-End
Menu) and press ENTER. The Year End (MNUYREND) menu appears.

Menu
clients for W-2s %
and 1099s, use
options 1 and 2. ="
See page 7-5.
To view the
Year-End Billing
Audit file, use —~
options 6 and 7.
See page 7-14.
10
T 1

: MNUYREND

Billing

W2/1099 Manual Billing
Print W2/1098 Invoices
Scheduling Projection
Update Base Dates

Estimate Year End Forms
Reprint Individual Employee W2
Y/E Audit File

Browse Audit File By Client
Browse Audit File By Batch
Print Audit File

Print Selected Clients

. Daily Re-runs and Manual Billing
. Y/E Processing Stat Reports

To print reports to research billing issues,
use options 8, 9, and 10. See page 7-16.

7-2

Year End Menu

Y/E Billing Audit File

System: AS400

14. Y/E Revenue Analysis Report

Y/E Error System
17. Y/E Error Tracking System

18. Print Y/E Error Rpt By CSR

21. Go To
22. Go To
23. Go To

85=Display

Use option 22 to go
to the Mag Media
menu. On the Mag
Media menu, use

Quarter Cut Menu,_—"] option 20 to return
Mag Media Menu

Work With Client Menu

to this menu.

90=Signoff

ADP Proprietary & Confidential - Not for External Distribution
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Manually Billing for W-2/1099 Processing

In the following situations, you must manually bill for W-2/1099 processing:

»  Current-year reruns of W-2/1099 processings
» All prior-year processings

This section describes the processing of DDF invoices, lists standard prices for year-end items,
and gives the procedure for manually billing for W-2 and 1099 processing for the current year.

DDF invoices

The DDF invoice date on the client’s invoice for W-2 charges will be the W-2 processing date.
However, the actual debit transaction will be held in San Dimas for seven days and then sent to
the bank. This delay ensures that clients will receive their W-2s before being debited for them.

During the last week of December and the first week of January, the schedule may be impacted
by the Christmas and New Year holidays. The chart below illustrates the DDF schedule for this
period.

Sample DDF schedule

oy Procesng Wz Procesing
Run weekly billing December 24, 2014 December 24, 2014
Transmit to San Dimas December 26, 2014 December 26, 2014
Released to the bank December 29, 2014 January 5, 2015
Debit the client December 31, 2014 January 7, 2015

2014 EasyPay Year-End Reference Guide
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Charges for additional year-end items
Listed below are the charges that will be incurred for additional year-end items.

2014 Base + per item charges

Year-End Item Base Charge per Item
Charge

Employee Earnings Summary/W-2s/1099s $45.00 $5.60 per form
Delivery of Earnings Summary/W-2s/1099s  $10.50
Federal W-2 magnetic media $125.00 per
(Required by federal law for employers with CD-ROM
250 or more W-2 forms)
Federal 1099-MISC magnetic media $125.00 per
(Required by federal law for employers with CD-ROM
250 or more 1099 forms)
1099-MISC and/or 1099-R forms only $45.00 $5.60 per form
Year-end reprocessing fee* $100.00 + W-2 reprints and

cost of adjustment payroll
Tax filing reclose fee A $50.00 fee may be incurred

for adjustments processed

after December 30, 2014.
For additional controls: $32.50 $5.60 per form

Employee Earnings Summary/W-s/1099s**

* Reprinting one Form W-2: If one W-2 is lost or destroyed, the client has the option to
photocopy the employer copy of the W-2, or request a reprint of the form at the per item
charge plus delivery (must be billed manually). Refer to the section Reprinting one or more
individual employee W-2s in chapter 5. To avoid a delivery charge, clients can also print the
form from Electronic Reports if applicable.

** For more information on setting up parent/child relationships for additional controls, refer to
Working with Additional Controls on page 7-20.

7-4 Year-End Billing
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Manual billing procedure for current-year reruns

v’ Establish a procedure for your center for handling manual bills. Decide if a point person will

handle manual bills or if each Service associate should handle his or her own. Be sure to

communicate the established procedure to all associates.

To manually bill for W-2/1099 processings:

v Help text for each of the fields on the following screen is available.

1. From the Year End (MNUYREND) menu, select option 1 (W2/1099 Manual Billing) and

press ENTER. A client selection screen appears.

2. Type the client code(s) you wish to manually bill and press ENTER. The W2/1099 Manual

Billing screen appears.

v’ If there is no current-year data for a client, the letter “E” appears next to the client code

with the following error message at the bottom of the screen: “No Current Year Data.”
Correct or delete the client code with the error, and press ENTER to advance to the

W?2/1099 Manual Billing screen.

8/31/685

H2/1899
Curren

Hanual Billing PYEs1E-81
t Year - 20804

Type

Bill Base Bill Delivery Current
AN Amount YAN Amount Year Y/N

m
]
-

[ e e e e e

F3=Exit

F7=Update

The Bill Type, Client, Units, and Current Year Y/N
fields are populated with each client’s current year
data. Use the TAB and SHIFT+TAB keys to move
from field to field to add, edit, or delete data.
However, data is not redisplayed after you
complete the process and update the system.

3. Inthe Bill Type column, accept the current-year bill type, or change it if necessary. Valid

entries for this field are:
“W” for W-2s
“T” for 1099-MISCs
“R” for 1099-Rs

“G” for W-2 magnetic media

4. In the Units column, accept the current-year data, or change the number of forms processed

“X” for 1099 magnetic media

for this bill. For magnetic media, type 1 in the Units column and press TAB.

2014 EasyPay Year-End Reference Guide
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7-6

10.

11.

12.

In the Amount column, do one of the following:

» Tocharge a price other than the current book price, type the total amount to be charged
and press TAB. For example, type 5000 for $50.00.

» To charge either the current book price or the client’s override price, leave the Amount
column blank and press TAB.

v of you type an override amount, the client will be billed for that amount—not that amount
times the number of units.

In the Bill Base Y/N? column, do one of the following:

* To bill the base charge for a form type, type Y.

* To omit the base charge, type N.

In the Bill Base Amount column, do one of the following:

» To charge either the current book price or the client’s override price, make sure there is a
“Y” in the Bill Base Y/N? column, leave the Bill Base Amount column blank, and press
FIELD+ or the + key.

» Tocharge a price other than the current book price, make sure there is a “Y” in the Bill
Base Y/N? column, type the amount to be charged, and press TAB.

* To omit the base charge, make sure there is an “N” in the Bill Base Y/N? column, leave
the Bill Base Amount column blank, and press TAB.

In the Bill Delivery Y/N? column, do one of the following:

» For bill types “G” or “X,” type N. It is not possible to bill for these deliveries.

* To bill for delivery of W-2s, 1099-MISCs, or 1099-Rs at the rate indicated in the client’s
billing overrides, type Y in the Bill Delivery Y/N? column, and leave the Bill Delivery
Amount column blank. Delivery will be charged at either the current book price or the
client’s override price.

* To bill for delivery of W-2s at a rate different from the rate in the client’s billing
overrides, type Y in the Bill Delivery Y/N? column, and then type the amount to be
charged in the Bill Delivery Amount column.

* Tonot bill for delivery, type N in the Bill Delivery Y/N? column.

v Although a client may require delivery of different types of forms, a client can only be
billed once for delivery.

In the Current Year Y/N? column, accept the default “Y” if the forms or CD-ROM is for the
current year. If you are billing the client for a prior year, type N.

Repeat steps 3-9 for each client.

When you have typed all data for all clients to be manually billed, press F7 (Update). Any
information entered in the Units, Amount, Base Amount, and Delivery Amount columns will
be right justified. Review the data for accuracy since you will not be able to redisplay the
data.

Press F7 to accept. The Print Invoices screen appears.

v’ If there is invalid data highlighted for correction, correct it and press F7 (Update) again.

Year-End Billing
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13. At the “Do you want to print invoices now” prompt, do one of the following:
* To print invoices now, type Y and press ENTER.

* To print invoices later, type N and press ENTER. When you want to print the invoices,
from the Year End (MNUYREND) menu, select option 2 (Print W2/1099 Invoices) and
press ENTER.

v’ You cannot print invoices while someone else is entering manual billing data. If you
attempt to print invoices while someone is entering manual billing data, the following
warning message appears on the screen: “Cannot print invoices while W-2 manual bills
are being entered or being printed.”

14. If you need to create a credit memo to correct billing records, use option 4 (Credit Memo
Data Entry) on the Branch Billing (MNUBILL) menu.

2014 EasyPay Year-End Reference Guide 7-7
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Entering Billing Overrides and Promotions

You may need to modify an item’s pricing for a client (e.g., for a special sales promotion). To do
this, enter a billing override on the EasyPay system.

This section contains the following information:

» Lists of override codes and types

» A procedure for adding an override item

A procedure for changing an override item
Information on how promotions are processed

Override codes and types

7-8

An override item code refers to a specific item or feature. For example, 68 is an override code
that allows the client an adjusted price for employee attendance records. An override type allows
you to change the rate, base, minimum, or maximum dollar amount for an individual item.
Common override item codes and valid billing types for year-end overrides are listed below.

When you enter an override, you must enter both a base and a rate amount for each item code. If
rate is normally used, enter 0.0000 for base; if base is normally used, enter 0.0000 for rate. If an
override type field is blank (i.e., no “B,” “R,” “L,” or “H”), it is considered an “R.”

Item override messages are formatted similar to this example: “Override 53R at 0.0000 Effect
10/30/2014.” The item code 53 is for W-2 statements with an override rate of $0.00 that becomes
effective on October 30, 2014.

Override item codes for year-end items

Code Item
58 W-2 base
53 W-2 statements rate
WS W-2 delivery rate
Y1 1099 base
Y2 1099 statements rate
68 EE Attendance Records base and rate
76 Mag Media base

Valid billing types

Code Billing Type
R or blank  Rate per unit (%)

B Base ($)
L Minimum charge
H Maximum charge

Year-End Billing
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Adding an override item

To add an override item code and type:

1. From your main menu, select option 2 (Work with an Existing Client) and press ENTER.

The Work with Client menu appears.

2. From the Work with Client (MNUSRYV) menu, select option 11 (Change Profile) and press
ENTER. The Client Profile System screen appears.

3. At the Client Number prompt, type the client code and press ENTER. The system displays

the current quarter and run number.

4. Press ENTER to accept the current quarter and run number. The EasyPay Browse/Update

menu appears.

5. On the EasyPay Browse/Update menu, type Y next to Billing Overrides and press ENTER.

The Client Bills screen appears.

6. On the Client Bills screen, press F10 (Add). The Add a Record window appears at the bottom

of the Client Bills screen.

Clientu 9U5 X2 CLIENT

Select Billing Override Data

Module- Client Bills UPDATE

Tax Jurisdiction DAYTON,NJ 08810 County MIDDLESEX

Price Code
Price Code

S3W Effect 0371172008
S2W Effect 0272172008

Spec Rpt N2 at 7.0000 Item Code 57 Effect 03/ The Add a Record window

Override EB at 0.0000 Effect 03/12/2008

Override EBB at 5.0000 Effect 03/712/2008

Lab Rpt N1 at 0.0000 Item Code 51 ¢ ct 0371
C3 at 0.0000 Effect <

Override

Billing Price Code:
Override Item Code:
Report Number:
Start Date:

Expiration Date:

appears at the bottom of
the Client Bills screen.

1/2008

Value($/%): B 0000

Report Price:

e 000 [tem Code: __

Reason Code:

F3=Update/EOF F4=0ptions F8=Exemption F10=Add F11=Select F20=No Update/EO0J

7. If you know the override item code, TAB to the Override Item Code field. Type the two-digit
override item code then, the one-digit override type (e.g., “R” for rate) and press ENTER.

-0OR -

If you don’t know the override item code, display a list of valid item codes and override
types; to do this, TAB to the Override Item Code field and press F4 (Options). The Valid
Override Types pop-up window appears. See the next page.

2014 EasyPay Year-End Reference Guide

7-9

ADP Proprietary & Confidential — Not for External Distribution



7-10

10.

11.

12.

13.

14.

Valid Override Types window

BR- TE
Valid Overtide Tupes
To =elect item code position cursor on line for specified feature,
Sel key owerride twpe: blank(rate), Rlratel, Liminl, Himax), Blbase)
Tupe Item Code Feature Description
_ AC AROFP CHECK
_ E1 HARD COVMER THREE RIMG BIMDERS
_ == SOFT COMER THREE RIMWG BIWDERS
_ == ELAMKE THREE RIMG IMDEX PRGES
_ =5 HONTHLY THREE RIMG IHOEX PRGES
_ cz 24 HR SERVICE o
S _ C3 FREC PROCESSING SURCHARGE S
_ C4 EILEEELY SURCHARRGE
A More. ..
B F12 - Previous " . "
ul To view additional item

State Tax Code: Local T
Report Humber: :: Report Pr COdeS’ press PAGE UP HE
Start Date: or PAGE DOWN.

CMOZ:  I-UpdatesEOF  4-Options  10-Add 11-Select 20-NHo UpdatesEOT

Then, position the cursor in the Type column on the line next to the item code. Type one of
the following and press ENTER to return to the Add a Record window.

» To set the rate as a percentage or dollar amount (e.g., 100 pays x rate = amount billed),
type R, or press the space bar.

» To set the override as a base charge (e.g., 100 units = $5.00), type B.
* To set the override as a minimum dollar amount for the item code, type L.
* To set the override as a maximum dollar amount for the item code, type H.

To add the new value, TAB to the Value ($/%) field and type the dollar amount or rate
(e.g., 2.000 for $2.00, 26.7500 for $26.75, .1000 for 10¢, .08 for 8%, or .015 for 1%2%).

To define when the new pricing begins, TAB to the Start Date field and type the date
(e.g., 09122014 for 09/12/2014). The start date cannot be earlier than the current date.

If you need to define when the new pricing ends, TAB to the Expiration Date field and type
the date.

i you enter a promotion override (i.e., code SP1) you must always enter an expiration
date. Please note that when you enter a promotion override, type the code in the Billing
Price Code field and not in the Override Item Code field.

To enter a reason code for the billing override, TAB to the Reason Code field and enter the
three-character reason code or press F4 to display a pop-up window of reason codes, position
the cursor on the desired reason code you want to select, and press ENTER..

To save your changes, press F3 (Update). The top of the Client Bills screen is updated with a
brief description of the override.

To save your changes and exit Billing Overrides, press F3 (Update). The EasyPay
Browse/Update menu appears.

On the EasyPay Browse/Update menu, type Y next to Write Work to Master and press
ENTER to save your work to the master file.

Year-End Billing
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Changing an override item

To change a billing override:

1.

From your main menu, select option 2 (Work with an Existing Client) and press ENTER.
The Work with Client menu appears.

From the Work with Client (MNUSRV) menu, select option 11 (Change Profile) and press
ENTER. The Client Profile System screen appears.

At the Client Number prompt, type the client code and press ENTER. The current quarter
and run number appears.

Press ENTER to accept the current quarter and run number. The EasyPay Browse/Update
menu appears.

On the EasyPay Browse/Update menu, type Y next to Billing Overrides and press ENTER.

In the top half of the Client Bills screen, position the cursor in the Select column next to the
appropriate override and press F11 (Select). The existing information for the override appears
on the left side of the bottom half of the Client Bills screen.

The type of override determines what information appears. In the following example, the
fields for a special report are shown.

Clientn 9U5 X2 CLIENT Module- Client Bills UPDATE

Select Billing Override Data
Tax Jurisdiction DAYTON,NJ 08810 County MIDDLESEX
Price Code S3W Effect 03/711/2008

Price Code S2W Effect 02/21/2008
Spec Rpt N2 at 7.0000 Item Code 57 Effect 03/12/2008
Override EB at 0.0000 Effect 0371272008
Override EBB at 5.0000 Effect 03/712/2008
Lab Rpt N1 at 0.0000 Item Code 51 Effect 03/11/2008
. Override C3 at 0.0000 Effect 03/711/2008
The left side of ' Mires . -
the screen shows
the existing . Updated Record The right side of
record. The Code/Type: S3u Code/Type: S3W i
information Start Date: 371172008 Start Date: _3/11/2008] the screen.ls
. . i Expiration Date: Expiration Date: ] Used to edltthe
contained in this Reason Code PR( Reason Code: ____ information
area may not be contained in the
changed. record.
date/EOF F4=0ptions F8=Exemption F10=Add F11=Select F20=No U
7. To modify the existing information, change the appropriate information located under the

heading Updated Record and press ENTER.

8. To save your changes, press F3 (Update). On the top of the Client Bills screen, the system
automatically updates the brief description with the new information.
9. To save your changes and exit Billing Overrides, press F3 (Update). The EasyPay
Browse/Update menu appears.
10. On the EasyPay Browse/Update menu, type Y next to Write work to Master and press
ENTER to save your work to the master file.
2014 EasyPay Year-End Reference Guide 7-11
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Promotions

7-12

Unlike billing overrides, which are manually added on the EasyPay system, promotion (promo)
codes are entered in EPOPS or SPOE during the entry of a new client’s sales order or additional
business order. Promo pricing is then added to the EasyPay system via the EPOPS or SPOE
upload process. After the Implementation associate creates the client profile, the promo pricing
appears on the Client Bills screen.

During an MIS activity download that is performed after the client’s first live payroll, the
feature’s actual start date is sent to EPOPS, forcing the calculation of the promo expiration date.
During the next EPOPS upload process, the promo expiration date is sent to the EasyPay system,
where it can be viewed in the Billing Overrides module of Profile.

If a promotion for a free processing or free processing for a period of time is not entered properly
in EPOPS or SPOE, a billing override will have to be entered manually in Billing Overrides on
the EasyPay system. The override must be entered as billing price code SP1. Always enter the
appropriate expiration date for SP1 in Billing Overrides.

Exceptions to entering billing price codes are feature-specific promotions. For example, a
promotion for FSDD would be a feature-specific promotion. In these feature-specific promotion
cases, if you need to manually enter a billing override on the EasyPay system, enter an override
for the feature item code following the procedure beginning on page 7-9.

Year-End Billing
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Researching Issues with
the Year-End Billing Audit File

The Year-End Billing Audit file is a valuable tool that you can use to research the following types
of information:

e The number of year-end output processings for a client

* The date and time of the form processings

e The number of year-end forms output for each processing

*  The number of manual bills created

» Theclients included in a batch

*  The most recent batch number for the most recent year-end output

Every time a service center processes year-end or creates a manual bill for a client’s year-end
output, the system updates the Year-End Billing Audit file. The system indicates the form type
and number of times the form type has been processed or billed.

This means the first time a service center processes a client’s W-2s, a “W” for form type and the
number 01 for the first processing is entered in the Year-End Billing Audit file. Each additional
time the service center processes a client’s W-2s, a “W” and the number of times processed (02
for the first additional processing) are entered in the Year-End Billing Audit file.

Only the first processing of W-2s is automatically billed by the system; you may need to bill
additional processings. If you (or another associate) manually bill for W-2s, an “M” and the
number of times manually billed (01 for the first manual bill) are entered in the Year-End Billing
Audit file.

This section includes procedures for viewing (browsing) and printing information in the
Year-End Billing Audit file. It also includes report samples.
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Browsing the Year-End Billing Audit file

You can view the Year-End Billing Audit file by client or by batch. Both procedures are given
below.

Browsing by client

To browse the Year-End Billing Audit file by client:

1. From the Year End (MNUYREND) menu, select option 6 (Browse Audit File by Client) and
press ENTER. The Browse EOY Billing Audit File screen appears.

B3:43:29 PYE311-081
gszz/01 BROMWSE EOY BILLING AUDIT FILE

Enter Client Code :

CHD 2 to End Enter for next screen

2. Type the client code and press ENTER. The Browse W2 Y-E Audit File by Client screen

appears.
B3:508:20 PyYEs11-02
grsezs01 BROWSE W2 Y-E AUDIT FILE BY CLIENT
Client Code AMH ASH & BEWNETT LTD
G178 W VIKING RD
LAS VEGAS MY B9183
Cur Otr Run RR SR #Cts Form Nbr Batch Date Time Units Bl1l Type fmount
¥ 2 a11 W B1 @z7 g8s15/081 9:58:45 35 i W
Refer to the illustration on page
7-16 for a description of the
data/codes that appear in each
column of the Y-E Audit file.
CMD3 - EOJ CMD4 - Select a new client
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Browsing by batch
To browse the Year-End Billing Audit by batch:

1. From the Year End (MNUYREND) menu, select option 7 (Browse Audit File by Batch) and
press ENTER. The Browse Y-E Billing Audit File by Batch screen appears.

B9:57:27 PYE312-21
g/22/81 BROMWSE Y¥-E BILLING AUDIT FILE BY BATCH

The batch number is a system-assigned
control number assigned to the year-end
output for a group of clients. You can find
Enter Batch Number: <«—— the batch number on the Reruns Not
Billed reports, the printout of the Year-
End Billing Audit file, and the area below
the employer’s name and address on the
W-2 and the quarterly reports.

CHD 3 to End Enter forflihext screen

2. Type the batch number and press ENTER. The Year-End Billing Audit file appears.
—-0OR -

For manual bills only, leave the Enter Batch Number field blank and press ENTER. The
Year-End Billing Audit by Batch file appears.

B3:58:81 PYES12-B2
8/22/s81 BROWSE Y-E BILLING AUDIT BY BATCH
Batch Number: BE4
Clis Name C @ Run R § # Form Date Time Unts BI11
YT R R CTS Nbr
163 EVANGELICAL FREE CHURCH Y 3 B113 W81 8/13/81 1b:15:34 168 ¥
ZEK RDVANCED PLACEMENT STRATEGI Y 2 813 @ 17T 82 B/13/81 16:15:44 EN
ZEK ADVANCED PLACEMENT STRATEGI Y 2 813 W oB2 8/13/81 16:15:34 4N
JEN WD USA LLC ¥z 815 W oB2 8/13/81 16:15:34 3z N
IHD DEWITT & KENT HISLE ET AL P Y 2 888 W oB2 8/13/81 16:15:34 I N
IM¥ DALTON GEORGIA FLOOR SOURCE Y 2 BZ23 W B2 8/13/81 1b:15:34 21 N
34N FERRING PHARMACEUTICALS INC Y 2 B15 W B2 8/13/81 1b:15:34 53 N
360 WNETKRAFT INC Y 3 B12 © 1 T B2 8/13/81 1b:15:44 3N
360 NETKRAFT INC Y 3 B12 W B2 87137081 1B:15:34 8 N
4F@ COASTAL NEUROSCIENCES P C ¥z 813 W oB2 8/13/81 16:15:34 49 +
CMD3 - EOJ CMD4 - Select a new batch
Refer to page 7-16 for an
explanation of the columns.
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Printing reports from the Year-End Billing Audit file

You may need a hard copy of the status of year-end output production to date. You can print:

» Allclients on demand (sorted by client code)
» Selected clients from the file on demand
» Daily reruns and manual billing

Print all clients in the file

This report includes all clients with year-end output processed to date and is sorted by client code.
The information displays by client code, date within client (earliest first), and then time within
date (earliest first).

To print all clients in the file:

From the Year End (MNUYREND) menu, select option 8 (Print Audit File) and press ENTER.
A message stating that the Year-End Billing Audit file is printing appears.

Top Half of Year-End Billing Audit File by Client

#CTS—The BATCH—The NBR—The number of times this
number of times batch in which form type has been processed for
the client’s quarter the year-end this client. For example, the
RUN RERN—The run or rerun was cut. This output was number 01 indicates the first
number of the payroll processing column is blank processed for processing of this form type.
used to process the form type for Form W. this client
/ BILLED—"Y” indicates
- an invoice was created—
; _ either automatically for
2Bz ear End Billing ¥ the first processing or
, manually for additional
#_The processings. “N"
Q " b ASHGE BENRETT & : indicates that an invoice
quar er numboer ﬂgﬁ RUN RERN SBRN #CTS BATCH FORM NBR BILLED TYPE DATE: TIME UNITS was not Created.
Of the master ¥-Z2 011 R 027 W 0l . ¥ .. 8/15/01 9:58;45 0035
file used to )
process the ANG . CARDIO STRESS INC _
form type CUR # RUN RERN SBRN #CTS BATCH .FORM NBR  BILLED- TYPE DATE © TIME e UNITS
¥ 2 011 018 W 01 Y ) 8/14/01  14.32:42 0017
CUR—Current RNZ PRINT FINISHING SYSTEMS INC

indicator. “Y”

indicates CUR Q4 RUN RERN SBRN #CIS EAICH FORM NBER BILLED. TYPE =~ DATE TIHE UNITS\ ngnLLSe:)-frhe
current year; ¥ 2 013 033 _ W o1 W 8/15/01 - 10:35:29 0008 forms
“N” indicates / A AN f processed
prior year. N this time
DATE and TIME—The
date and time this
FORM—The form type form was processed
processed for this client in this
batch. The following can appear
in this field: TYPE—The letter indicating the invoice
o “W”for W-2s type. The following can appear in this field:
+ “T”for 1099-MISC * “W”for W-2s
e« “R”for 1099-R « “T"for 1099-MISC
+ “G” for W-2 magnetic media + “R”for 1099-R
o “M” for manual invoices e “G” for W-2 magnetic media
« “X” for 1099 magnetic media e “X” for 1099 magnetic media
(CD-ROM) This column is blank when there is an “N”
in the Billed column.
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Bottom Half of Year-End Billing Audit File by Client

Report Totals
Total Number
Total Number
Total Number
Total Number
Total Kumber

Total Client

of Clients: . 370
of Manual Bills: .
of WZ Forms: ' - 18521

of 1099 Forms: 405
of 1099R Forms: 95

entries to Mag Media:

Totals are calculated for the
current and past years.

Current Year

18621
405
95

Prior Years

Additional
processings are
included in
these totals.

Print selected clients in the file

This report displays year-end billing audit information for a specific client. The information
displays by date (earliest first) and then time (earliest first).

To print selected clients in the file:

1. From the Year End (MNUYREND) menu, select option 9 (Print Selected Clients) and press
ENTER. The Client Selection screen appears.

Client Selection Screen
Client Client Name
CMD 3=EO0J CMD 4 = PRINT

PY0513

ENTER=Verify

2. Type the client codes of all the clients you want to print and press ENTER. The clients’
names fill in opposite their numbers for verification.

3. Verify and correct (if necessary) the information on the screen. Then, press F4 (Print) to print

the report.

Year-End Billing Audit File by Client Selection

aMM

¥ 2 01

SYS DATE: B/22/01
SYS TIME: 10.22:48

Yaar End Billing Audjt File by Client Selecticn

CUR g RUN RERN SERN #CTS BATCH FORM ¥o  BILLED  TYPE

027 w ol 4 L)

DATE TIME UNITS
8/15/01 9:53:45 0035

PY0513 PAGE

2014 EasyPay Year-End Reference Guide
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Print daily rerun and manual billing reports

You can print the four daily rerun and manual billing reports listed below from the Year-End
Billing Audit file. This section contains the procedure for printing these reports and samples.

v Regional executives should review the W-2 and 1099 Reruns Not Billed report each week to
make sure their centers are billing for W-2 and 1099 reruns when appropriate.

Daily rerun and manual billing reports

Report Name

Data Listed

Order of Information

Mag Media Reruns Not
Billed
W-2/1099 Manual Bills

1099 Reruns Not Billed

W-2 Reruns Not Billed

Magnetic media reruns
that have not been billed

Clients who have been
billed for W-2 and 1099
manual bills

1099 reruns that have not
been billed

W-2 reruns that have not
been billed

By batch number (lowest to highest,
with a page break after each batch
number) and then time (earliest first)

By client code, time (earliest first),
and then form type (alphabetically)

By batch number (from lowest to
highest, with a page break after each
number) and then time (earliest first)

By batch number (from lowest to
highest, with a page break after each
number), client code, and then time
(earliest first)

To print daily reruns and manual billing reports:

From the Year End (MNUYREND) menu, select option 10 (Daily Re-runs and Manual Billing)
and press ENTER. The sample reports appear below and on the next page.

Mag Media Reruns Not Billed

SYS DATE:
5YS TIME:

7/26/96
14:57:47

CLIENT NAME
QQQ CLIENT QQa

BATCH :

Mag Media Reruns not Billed

2356

PY0S516 PAGE
TOTAL PAGES

CUR RUN RERN SBRN #CTS FORM NBR DATE TIME UNITS
¥ 004 4 1

G

0z

7/24/96  11:50:08 0006

1
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W-2/1099 Manual Bills

5YS DATE: 9/04/36 W2/1099 Manual Bitls PY0516 PAGE
S5YS TIME: 15:27:53 TOTAL PAGES
CL | ENT NAME CUR RUN RERN SBRN #CTS FORM NBR DATE TIME UNITS BILLED TYPE
AAM 1099R CLIENT NEW CODEWORD Y 027 0 1 M 02 8/22/96 9:10:4} 0c0o1 Y W
BG4 CLIENT BG4 Y 000 4] Q M 02 8/22/96 9:10:41 0005 Y W
JB& CELEBRATIONS CONFETTI CO, INC. N 027 0 2 M 02 8/22/96 9:10:41 6003 Y W
JP4 MULTI DIV MULTI| DATE PAGE N 000 0 4] M 02 8/22/96 9:10:41 0002 Y W
QG4 CLIENT QG4 Y 014 [¢] 1 M 02 8/22/96 9:10:41 0009 Y L]
QQq CL [ENT QoR ¥ 008 Q 1 M 02 8/22/96 9:10:41 0004 Y W
BG4 CL IENT BG4 Y 000 o i) M 03 8/22/96 9:10:41 0017 ¥ G
AAM 1099R CLIENT NEW CODEWORD Y 004 [+] 1 M a3 8/22/9%6 9:10:41) 0022 Y R
IB6 CELEBRATIONS CONFETTI €O, INC. Y 000 [¢] [s] M 03 B8/22/96 9:10:41 [s1n] §3 Y T
GG4 CLIENT QG4 Y 014 0 1 M 03 8/22/96 9:10:41 0026 Y X
1099 Reruns Not Billed
SYS DATE: 7/26/96 1099 Reruns not Bilied PYD516 PAGE
SYS TIME: 14:57:47 TOTAL PAGES
BATCH - 235
CLIENT NAME CUR RUN RERN SBRN #CTS FORM NBR DATE TIME UNITS
QQQ CLIENT QQQ Y 004 4 1 T 0z 7/24/98 11:5¢:08 0go1
W-2 Reruns Not Billed
SYS DATE: 7/26)96 W2 Reruns not Billed PYD516 PAGE
S¥S$S TIME: 14:57:47 TOTAL PAGES
BATCH : 235
CLIENT NAME CUR RUN RERN SBRN #CTS FORM NBR DATE TIME UNITS
PW2 PRETTY WOMAN 2 INC 063 W 7/24/96 11:50:08 0003
Qoa CLIENT Qaa Y [o]+2 ) 4 W 02 7/24}96 11:50:08 0008

2014 EasyPay Year-End Reference Guide S
ADP Proprietary & Confidential - Not for External Distribution



Working with Additional Controls

Control is another way to say “client’s company code.” A company may have more than one
code, and therefore, represent more than one control. A new company code added for an existing
client is referred to as an additional control or “child.” The existing client is referred to as the
“parent” of the additional control.

For year-end processing, additional controls are billed a reduced base charge. Refer to page 7-4
for year-end pricing. To ensure that additional controls are billed at the correct price, a billing
parent must be associated to each new additional control on both the EasyPay system and EPOPS.

This section describes the following:

* How to link associated parent companies for additional controls (“children”) on the EasyPay
system and EPOPS

* How to use the Ask MIS report to identify additional controls that may not be associated with
a parent company

Setting up billing parents for additional controls

7-20

To enter an additional control in SPOE:

1. Onthe Client Information tab, check Additional Control and type the client code. SPOE
updates the Control Client Number in Scheduling on the EasyPay system.

2. Follow the procedure below for entering an additional control on the EasyPay system.

To enter an additional control on the EasyPay system:

v" To ensure the system charges the correct base charge for the related control, the parent client
code must be entered in the Related Parent field in the EasyPay system under the related
control. This procedure describes how to enter this client code.

1. Access Change Profile for the additional control (option 11 from the Work with Client menu)
and type Y next to the Scheduling module. The Select Scheduling Options screen appears.

2. Next to the Client Name/Address option, type Y, and press ENTER. The Client
Name/Address screen appears.

Year-End Billing
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Client Name/Address screen

772208/23/08 ;25 15 Client Mame/Address

Address Tupe = IDQ

Client 501 MATIOWAL OIL COMPANY

TSR Hame H
Address Line 1:z
Address Line 2:
Citw : SAN FRANCISCO
Countw

1100 NORTH MAIM STREET

Phote Humbet
Fax MHumber
E Mail address:

= 415-572-1295

Freq : WEK
Branch: EF

Zip: 941058 EOEOE

Attention
Executive Contact:

= GEORGE TAMMER
GEORGE TAMMER

Control Client Mo
Felated to Parent

TORZEFH
1 of 2

3. Delete the contents of
the Control Client No
field. SPOE uploaded
this field from the SPOE
Parent Client Code field.

Fi=Help Fa=Find F1

4. TAB to the Related to Parent field. Type the client code of the existing client who
added the additional control (i.e., the parent code) and press ENTER twice.

The Related to Parent field downloads to the EPOPS Parent Client Code field.

5. Press F3 to exit the Scheduling module and then write your work back to Master.

Using the Ask MIS report

The Ask MIS function allows you to query the EPOPS database and produce reports.

To help identify additional controls that may not be associated with a parent, you can use an Ask
MIS data query. The query PARENT?2 lists client codes, names, addresses, and phone numbers,
and is sorted by CSR. Each Service associate should review his or her clients to look for similar

company names and/or phone numbers.

Using this query to associate controls with their parents helps guarantee correct billing.

v’ When the parent client code appears in the Related to Parent field on the Client
Name/Address screen in Scheduling on the EasyPay system, the additional control (child) is

billed a reduced base charge.

To print and review an existing query:

1. From the EPOPS Main menu, select Inquiries. The Inquiries Main menu appears.

2. From the Inquiries Main menu, select Ask MIS. The Ask MIS Main menu appears.

3. From the Ask MIS Main menu, select Run a Query. The Ask MIS - Run a Query screen

appears.

4. Press F2 for a list of available queries. Highlight PARENT?2 and press ENTER.

—-0OR -
Type PARENT?2 and press ENTER.

5. Press F2 for a list of output options. Highlight the desired output option (File, Printer, or

Screen) and press ENTER.
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6. Press F10 to print the query and return to the Ask MIS Main menu.

Look for similar company names and/or
phone numbers and make sure parents

Ask MIS report

are related to additional controls properly.
CLIENT CODE LIST SURTED BY CER /

CSR CODE PARENT RELATED STATUS HAME ALTRESS e1TY STATR 2IF  CNT_PHONE
15 MGt NGA T ETHEL J DAVID 5102 PACIFIC AVENTE TACCMA WA SB4D8 (253} 475-BE00
15 Mor M T RANONA MORAN 5302 PACIFIC AVENUE TACOMA WA 98408 (253) 473-B60C
. 15 QT4 T HORTHWEST RESTA! 5320 PERRY TERMINAL RD ANACORTES WA SB221 (360) 293-6600
If the client has a 15 sm2 2 PONERTECH TOOL! 555 ANDOVER PARK W. TORWILA WA 58188 (206} 575-0711
parent but the 12 £RE DAY T TRILOGY GROUP IN 555 DAYTON ST BDKONDS WA SBO3C (425} 778-2807
. > 15 x54 DAY T TRILUGY GRCUF INC 555 DAYTON SUITE A EDMONDS WA 58020 (425) 778-2807
Related Column is 15 MEg T TIMOTHY J HOWARD 5580 PACIFIC EWY BAST FIFE WA 98424 (206} 922-9292
blank fol’ the 15 RC2 T TIMOTHY J HOWARD AGENCY INSUR 5580 PACIPIC EWY RAST FLFR L WR SBA24 (206) 922-9292
additional COﬂtI’O', 18 Qus T WEST CGAST PUBLISEING INC 56 PUGET DRIVE STEILACOOM WA S83BS (253} PE4-7918
. 15 mos T EBBETS FIELD FLANNELS INC 562 FIRST AVE 50 SEATTLE WA 48104 (206} 382-724%
the additional 14 Ems T PETRA INSURAKCE AGENCY IN S71 NW PACIFIC AVE CHEALTS WA $8532 (360) 74B-B8S5S
Contl’Ol information 18 ©oe T RE RAFETTY COMPANY 5710 RAINIER AVE S SEATTLR WA $8118 (206} 722-5118
15 ur2 T RAE RARETTY COMPANY 5710 RRINIER AVE SO SEATTLE WA S0118 (206} 723-511%
must be re-entered 15 sB1 T SWISSRAY HEALTH CARE THC 5775 SOUNDVIEW DR GIC HARROR WA 98335 (253) BEE-233¢
on the EasyPay 13 sa9 T SWISSRAY CORPORATION 5775 SOUNDVIEW DRIVE G1¢ HARBOR WA 58335 (253) 858-313¢0
S Stem 1§ GH3 T CASEY CONSTRUCTION 5812 144TH JT W BDMONDS WA 98026 (206) 742-14B4
y b 18 x®5 T SOOMD QFTIONS INC 5§39 WESTGATE BLVD #C TACOMA WA 98406 {253) 755-5007
1S EM5 T PURFLE SOLUTIONZ INC 6001 24TH AVE NW STE 402 SEATTLE WA 98107 {205) 705-1710
15 RJE A QUADRA CAPITAL MANAGEMENT 601 UNTOM ST SENTTLE WA 98101 (205) €12-6734
18 FWY RJB RITB A QUADRA RSSOCTATRS LLC £01 UNION ST BEANTTLE WA 98101 {(206) 613-5734
18 Yvé RJ8 RJ§ A QUADRA CAFITAL MAREETS LLC €01 UNICON ST SEATTLE Wa 98101 (208) £13-6734
15 FRs T ICH ASSET MANAGEMENT INC £01 W MAIN 600 SEORANE WA 99201 (503) 455-3500
15 EB2 T CARE WA §02 ¥ STATR 5T TACOMA WA 98403 (206) 383-34§5
15 NHe T SANYU CORF 614 MAYNARD AVE SEATTLE Wh 98104 (206} 682-6830
15 Q4 T FAYO BROADCASTING LLC 614 W MAREET ST ABERDEEN WA 28520 (360) 532-1450
18 2 T RRSOLUTION TECHNOLOGIES INC 6147 1S8TH AVE SE BELLEVUE WA B8006 (425} §41-D213
15 HIe T NEW IMAGE NEON INC 619 § ALASEA ST SEATTLE WA 90108 (206) 292-5440
L8 QR7 YRE T MICHAEL J SPIGER MD INC FS €22 14TH AVE FE FUYALLUD Wh 58372 (253} A41-2471
15 Mzl T T&kW FINANCIAL CORPORATION £416 FACIFIC HWNY K TACOMA WA 3A424 (253} 521-8509
18 NHEI MIl T BONNEY LAKR SUPERMAREKET LLC 6416 PACIFIC HWY B TACOMA Wh 98024 (2%3) 922-5184
15 Faé T WATTS GROTP INC 6608 HILLTOP LN SW TACOMA Wa 98499 (206} 582-8013
18 KND& T SWBEFING SERVICBS IRC 567 B NORTH BEND WAY HORTH BEND Wh 98D45 (206} BI1-E777
15 UL3 T DATA CONTRCLS MARKETING 6708 EVERGREEN EVERETT Wha 98203 (4235} 353-8787
18 cHEB T HART AUTOMOTIVE 5718 ROOSEVELT WAY NE SERTTLE WA 98115 (206} 523-60&0
15 BG7 L RADER PAINTING §735 21ST AVE WW SEATTLE WA 98115 (206} T84-3743
15 GUé T ROSE HEARTS INC 6925 216TH ST 59 N LYNNWOOD Wh 98036 (206) 774-7673
15 JR4 T FAHLA IMSURANCE DEEIGN 700 5TH AVE 4060 SRATTLE WA 98104 (206) 343-9055
15 PpC2 A LIPESPAN BIOSCIENCES 700 BLANCHARD STREET SEATTLE Wh 88121 (306] 464-1554
is aps T DAVID G LOVERN TG00 SCENIC DRIVE YAKTHA Wh 28908 [508) 452-2551
15 TRA @M QME T WASHINGTON TAX SBRVICES LLC 731 B DENNY SEATTLE WA 93122 [206) 282-4555

7-22

7. To determine relationships, look for similar company names and/or phone numbers. If an
additional control has already been associated with its parent, the parent code will be printed
in the Related Column.

8. If the client has a parent but the Related Column is blank for the additional control, re-enter
the additional control on the EasyPay system following the procedure on page 7-20.
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Magnetic Media

v’ This chapter contains information for regional executives and quarter cut coordinators
(Control Desk associates). Refer to the SBS Self-Service Procedures Guide for more
information on year-end processing procedures.

First, this chapter gives valuable background information on:

*  Types of magnetic media

* Magnetic media process flow
* Magnetic media indicators

* Magnetic Media menu

Then, this chapter provides the following procedures for working with magnetic media:

* Updating clients’ year-end magnetic media information
» Using queries to ensure proper output

* Using the Annual Filing Reconciliation report

* Processing the Year-End Edit Transmission report

* Handling rejected magnetic media

* Processing 1099-MISC CD-ROMs

v The SSA requires clients with more than 250 employees to file their W-2 data electronically.
Clients who request magnetic media will receive a CD-ROM.

v' TheIRS requires clients with more than 250 employees to file their 1099-MISC data
electronically. Clients who request magnetic media will receive a CD-ROM.
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Types of Magnetic Media

Magnetic media contain clients” W-2 and reconciliation data or 1099-MISC data. They are
created during year end by AutoPay mainframe operators. Clients transmit the data electronically
to the Social Security Administration (SSA) and Internal Revenue Service (IRS). The SSA and
IRS review the W-2 and 1099 data and reconcile clients’ annual tax information.

Electronically transmitting data on magnetic media eliminates the need for an employer to submit
paper forms to the SSA or IRS. Clients with fewer than 250 forms can file either on paper or by
transmitting data on magnetic media electronically. Clients with 250 or more forms must transmit
their data electronically.

During year end, you may need to create the following types of magnetic media. This chapter
contains information to assist you in creating these magnetic media:

¢ Individual federal W-2 CD-ROMs
e Individual 1099-MISC CD-ROMs

v EasyPay produces only federal W-2 magnetic media. We do not produce magnetic media for
state or local jurisdictions.

A\ We cannot produce 1099-R magnetic media for clients.

Filing W-2 magnetic media with the SSA

ADRP clients can file W-2 data with the SSA via magnetic media two ways:

» San Dimas—San Dimas files W-2 and reconciliation data for all Full Level Tax (FLT)
clients. No action is required by your center for FLT clients.

* Individual CD-ROM—Clients may request that your center prepare an individual CD-ROM
containing only their company data. To request individual CD-ROMs, clients must provide
you with their SSA PIN. Your center sends individual CD-ROMs to the clients, who are
responsible for filing the information electronically with the SSA. The fee for each individual
CD-ROM s $125.00.

v" Individual federal W-2 CD-ROMs will be produced for applicable clients by the AutoPay
mainframe.

Regardless of their method of filing W-2 data with the SSA, clients must distribute employee
W-2s and Earnings Summaries to their employees by February 2, 2015.

Filing 1099-MISC magnetic media with the IRS

Clients who generate more than 250 1099 forms must file 1099-MISC data electronically. Your
center sends individual CD-ROMs to the clients, who are responsible for filing the information
electronically with the IRS. The fee for each individual CD-ROM is $125.00.

To request a CD-ROM, clients must provide the five-digit transmitter control code (TCC) with
their requests. This number is required to produce the CD-ROM.
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Magnetic Media Process Flow

8-4

v W-2 and 1099-MISC data must be filed with the appropriate agency by the last day of
February. For year-end 2014, data must be filed no later than March 2, 2015.

The following describes the tasks involved in producing magnetic media. It includes a description
of the task, the person who performs the task, and the timeframe for performing the task.

November-December

1. Service/Control Desk associate updates clients’ magnetic media indicators in Profile and adds
year-end magnetic media information. Refer to page 8-10 for detailed information.

December

2. Control Desk associate runs queries in preparation for W-2 and 1099-M CD-ROM
processing. Refer to the section Using Queries to Ensure Proper Output on page 8-11.

3. Control Desk associate adds quarterly handling messages for CD-ROM clients and excludes
them from quarterly processing by the EGCC.

4. TDRs process last payrolls of the year. The system updates the CONTROL file and creates
QT. files.

5. Service/Control Desk associate prints quarter cut reports; ensures all clients are processed.

December-January

6. Control Desk associate coordinates with AutoPay Print Partners to schedule CD-ROM
clients for processing and arrange for special handling of their quarter and annual output.

7. Control Desk associate processes quarter end/year end for CD-ROM clients in small batches
via self service. The system creates W-2s and W-3s and updates the system files with client
and employee information. 1099-MISC and W-2 CD-ROM data will be sent to the AutoPay
mainframe via ETS.

8. AutoPay Print Partners produce the client’s individual federal magnetic media.

v San Dimas submits W-2 data to the SSA for FLT clients in February.

January
9. Service associate processes adjustments and third party sick pay.

10. Service/Control Desk associate reruns quarter end and year end for clients with adjustments
and creates reclose and amendment transmissions. If the client is set up for magnetic media,
new magnetic media and/or ETS transmissions will be generated.

v The system creates W-2s/W-3s; updates the system files with new W-2/W-3 information.

February

11. Service/Control Desk associate produces the Annual Filing Reconciliation report.
12. Service associate researches the report to determine the cause of the errors and resolves them.

13. Service/Control Desk associate reruns year end to correct errors.

Magnetic Media
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14. Service/Control Desk associate processes the San Dimas edit transmission and prints the
Year-End Edit Transmission report. The San Dimas edit transmission is used to verify that all
EasyPay clients” W-2 data has been reconciled and the appropriate party has filed the data
with the SSA.

15. Service associate reviews the Year-End Edit Transmission report, researches any errors, and
notes any changes on the report.

16. Service associate takes appropriate action.
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Magnetic Media Indicators

Federal filing output

The type of federal W-2 filing output a client receives is determined either by BITS (for TFS
clients) or by the Magnetic Media indicator in Profile (for clients who are responsible for their
annual filings).

The federal filing output to be produced is determined in the following way:

e FLT (Full Level Tax) clients—The system uses BITS records to determine who is
responsible for filing these clients’ data. San Dimas will file regardless of the indicator shown
in the State Tax IDs module.

* Non-FLT clients—The system uses BITS records to determine who is responsible for filing
these clients’ data. If BITS indicates a client is responsible for filing annuals, the output
indicated by the client’s magnetic media indicator in the State Tax 1Ds module will be
produced. If the client requests magnetic media, you can change the magnetic media indicator
from “P” to “T.”

* Non-Tax Filing clients—These clients do not have BITS. Therefore, responsibility is
indicated solely via their magnetic media indicators in the State Tax IDs module.

Magnetic Media W-2 indicators in the State Tax IDs module of Profile

Federal Indicator Meaning

P Paper. This is the default. This entry is valid for all years.

T Individual federal W-2 magnetic media. This entry is valid for all years.
Clients must specifically request a CD-ROM. See the note below.

v Ifaclient requests an individual federal W-2 CD-ROM, there is a $125.00 fee. Clients can
contact your service center to request these CD-ROMs; they must provide their SSA PIN.

v’ If W-2 data is generated during an interface processing, the AutoPay mainframe will produce
individual federal W-2 CD-ROM for applicable clients.

Viewing or changing magnetic media indicators

8-6

For non-Tax Filing clients and Tax Filing clients who are responsible for their annual filings, you
can determine or change their output type by following the procedure below.
To view or change magnetic media indicators in Profile:

1. First, make sure you check BITS for non-FLT clients. If BITS indicates a client is responsible
for filing annuals, continue with this procedure. However, if BITS indicates ADP is
responsible for filing, San Dimas will file on the client’s behalf. A change in Profile will not
affect this.

2. From your main menu, select option 2 (Work with an Existing Client) and press ENTER.

3. From the Work with Client (MNUSRV) menu, select option 11 (Change Profile) and press
ENTER.

4. Type the client code and press ENTER. The EasyPay Update/Browse menu appears.

Magnetic Media
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5. Type Y next to State Tax I.D.”s and press ENTER. The Tax Service Update screen appears.

Client® BLB BRENTS CLIENT Module- TAX SERVICE meoate | If the client wants a

1099-MISC CD-ROM,
type Y in this field and
type the five-digit TCC.

For more information

NI Client Unemployment State

Tax Notification [YAN]
Local Tax Report

Ta H-2s [(A/7PAT]

=nE =

Magnetic Media 1893 Misc tyswy € 18994 Mag/Med Transmitter ID on 1099-MISC
. Oregon Health Coverage Code [1 - 9] N New Hire Reporting CHD-R()“AS,refertO
page 8-25.
St Unemp Tax Unemp Tax Income Tax Supplem City 5t Mag
td ID Number Exper Rate ID Number SUT % S/Cd 5/Cd HMed
‘T 2 2 1 2 3 4 5 6 7 B B ......... 3 - 7 B B B . 2 2 1 2 3 4 5 6 7 / B B B .................
For W-2 filing: This field is a display-only field. You
¢ Paper (“P”) is the default. If a client wants to file cannot make entries in this field.
on paper, accept the default. g EasyPay does not produce state or
 If a client wants an individual CD-ROM, type T. .. ..... .. local magnetic media.
CHD 7 - Update EOJ CHD 28 - Mo Update EOJ Roll Up/Down

6. After you finish viewing or making changes to the Tax Service Update screen, press F7.

7. Write your work to the master file.

Output produced for clients who receive individual federal W-2
magnetic media

During W-2 processing, clients who receive individual federal W-2 magnetic media also receive
the following items:

*  Employer W-2s (paper copies, Copy D)

» State and local W-2s (if applicable)

*  Employee W-2s (paper copies)

* Anindividual federal magnetic media (W-2) letter

The client’s individual CD-ROM, which contains W-2 data and W-3 totals, is enclosed with the
items listed above. The client is responsible for filing the CD-ROM electronically with the SSA
in a timely fashion.

You may need to remind clients of the following important items:

* The IRS may impose a penalty up to $50 per form if filed late. Failure to file the required
forms may result in a maximum penalty of $250,000.00 per year ($100,000.00 for small
businesses).

e Commerce Clearing House (CCH) recommends that employers maintain their copies of W-2s
and W-3s for at least four years.

»  ADP recommends that clients keep their End-of-Quarter Year-to-Date report and Master List
from the last payroll of the year as a backup.

v’ For additional information concerning tax laws, tell clients to contact their accountants.
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Sample Individual Federal Magnetic Media (W-2) letter

The letter explains to m

the client how to file The letter is generated
their federal W-2 data automatically when the
gectronically withthe SOCIAL SECURITY ADMINISTRATION | federal CD-ROMis
created via the
enclosed CD-ROM. WML_EE AutoPay mainframe.
United States Form W-2 Puerto Rico Form 493R-2/W-2PR
Virgin Islands Form W-2 Guam Form W-2

INFORMATION ONLY — DO NOT FILE THIS PAGE

The Social Security Administration (SSA) requires employers reporting wages for 250 or more
employees fo file them electronically. Magnetic tape and cariridge filings are not accepted.

Employers are to use Electronic File Upload, a feature of Business Services Online (BSO), to
conduct business with the SSA, Electronic File Upload allows you to transmit an electronic file
containing an MMREF-1 wage report to SSA over the Intemet.

ADP generates all federal W-2 magnetic media on CD-ROM. The enclosed CD-ROM shouid be
loaded to your PC for transmission 1o the SSA via BSO and the CD-ROM retained for backup.

Connection to the BSO is done from the SSA website at www.socialsecurity.gov/employer.
Click on Electronically File Your W-2s or Business Services Online.

Additional information on the BSO:
= (Call 1-800-772-6270 Manday through Friday, 7:00 a.m. to 7:00 p.m. Eastern Time to
request a BSO Employer Handbook.
= To view the on-line handbook:
» Access the Intemet at www.socialsecurity. gov/employer
» Click on Electronically File Your W-2s or Business Services Online
» In the left column select BSO Handbook

Assistance with problems using the BSO:

s Call 1-888-772-2970 Monday through Friday, 8:30 a.m. to 4:00 p.m., Eastem Time, or
= Send an e-mail message to bso.suppori@ssa.gov.

All other federal filing rules are to be followed, without exception.

(PFTTFMERM ©20C5 Auwormiic Data Processing, (ne.
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Using the Magnetic Media Menu

The Magnetic Media menu provides the functions you need to perform the following tasks:

»  Update client information to produce an individual federal W-2 CD-ROM.

»  Enter resubmission numbers for corrected magnetic media when original magnetic media

have been rejected by the SSA.
* Produce the Annual Filing Reconciliation report.

To access the Magnetic Media menu:

1. From your main menu, select option 2 (Work with an Existing Client) and press ENTER.

The Work with Client menu appears.

2. From the Work with Client (MNUSRV) menu, select option 14 (Go To Client Service

Yr-End Menu) and press ENTER. The Year End menu appears.

3. From the Year End menu, select option 22 (Go To Mag Media Menu) and press ENTER.

The Magnetic Media menu appears.

Henu: MNUMAG Hagnetic Media Menu System: AS598

Client Updates
1. Update Year End Client Infao

Z. Enter Resubmission Number

Mag Media Reports

Option 20 on this
you back to the Year-End menu.

menu will take

5. Annual Filing Recon Report

Z8. Go To Year End HMenu
22. Go To Quarter Cut Menu

23. Go To Hork Hith Client Menu

24, Go To Hain Henu
8B =HRKSPLF 81=HRKOUTQ 84=DSPHSG 85=Display session JE=Signaff

Ready for Option Number

4. Select the option you need:

» Select option 1 to input year-end information for those clients who requested individual
federal W-2 magnetic media. This task must be completed before processing year-end

and creating a CD-ROM.

» Select option 2 to enter resubmission numbers for clients whose federal magnetic media
were rejected by the SSA. This task must be completed before rerunning year-end and
creating corrected magnetic media. Refer to the section Handling SSA Rejected Federal

Magnetic Media on page 8-22 for more information.

» Select option 5 to produce the Annual Filing Reconciliation report. This task must be
completed no later than January 22, 2015. Refer to the section Using the Annual Filing

Reconciliation Report on page 8-11 for more information.
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Updating Clients’ Year-End
Magnetic Media Information

8-10

Certain information is required by the SSA to be included on clients’ individual federal W-2
magnetic media CD-ROM. Follow the procedure below to update the client’s information. This
information is included on the CD-ROM when it is produced.

v’ Before completing the following procedure, be sure to change the Magnetic Media W-2
indicator in Profile to “T.” Refer to the page 8-6 for more information.

To update clients’ year-end magnetic media information:

1. From the Magnetic Media menu, select option 1 (Update Year End Client Information) and
press ENTER. The Year End Client Information Update screen appears.

2. Type the client code you wish to work with. The client name and the required fields appear
on the Year End Client Information Update screen as shown below.

prYEe:z Date: B/17/05
FERRAROL
Year End Client Information Update

Client Code: ECH EMILY, INC.

Cantact Mame: [
Fhone Number: BER - BOO - BEOA@ Extension #:

E-Mail Addr:
Fersonal Id:

Termed Business: L
Tax Year for Term: BEOE

F3 - Exit F5 - WNext Client Enter - fAccept Fd4 - Delete

3. Complete the required fields:

» Contact Name—This information is required. The name must be the same contact name
that the client provided to the SSA when he or she registered.

*  Phone Number—This information is required. The extension number is optional.
* E-Mail Addr—This information is required effective tax year 2012.

* Personal ID—This information is required. Type the PIN. The client must register with
the SSA to obtain a PIN. Clients may register via the Web at
http://www.socialsecurity.gov/employer or by phone at 1-800-772-6270.

» Termed Business—If the client has indicated that he or she is going out of business, type
Y. Otherwise, accept the default.

e Tax Year for Term—If the client has indicated that he or she is going out of business,
type the year in which the client is going out of business.

Magnetic Media
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Using Queries to Ensure Proper Output

The following process was developed for handling EasyPay W-2 and 1099-M CD-ROM clients.

v EasyPay produces only federal W-2 magnetic media. We do not produce magnetic media for

state or local jurisdictions.

A\ We cannot produce 1099-R magnetic media for clients.

From the EasyPay AS/400 Query menu, you can print queries that will help you prepare for W-2
and 1099-M CD-ROM processing.

To print queries in preparation for W-2 and 1099-M CD-ROM processing:

1. From the Client Reports (MNURPT) menu, selection option 22 (Go to Query Menu) and
press ENTER. The EasyPay AS/400 Query menu appears.

4/26/11 05:03:05

EasyPay AS/400 QUERY MENU

QUERY

2. Print the queries shown
here and follow the steps in
the next section in

Payroll ovd preparation for W-2 and

Cits w/Garl 1099-CD ROM processing.

Enter the option number of the query you want to ru

F3=Exit

1. ACH Clients 19. Tax Filing Clients 37. PR Submitted Not Proc
2. Alpha Client List 20. Tax Note Clients 38. Total Tax Complete

3. ARP Clients 21. Clts w/Tax Transfer 39. Total Tax Comp Serv
4. All Codewords 22. Time Card Label Clt 40. Insurance Services

5. DDF Clients 23. Total Tax Clients 41. Suppress SSN Clients
S Clic w/Divisigng 24, Backup W/H Clients 42. Invoice Lookup

7. Clts by EE Count 25. Daily PR Activity 43. TLM Report

g. rederat rreq e el - 44. White Label

9. Fed Mag Clients |27, 1099 Mag Media Clts 45. Sales Bundl

10. Missing SSN 28. FSDD Clients 46. Split Wrap

11. Missing ST ID 29. ADPCheck Clients a7

12. PC Clients 30. TotalPay Clients 48.

13. POP Clients 31. ADP401 (k) Clients 49. Bank Maski

14. Restaurant Clts 32. New Hire Rpt Clts 50. COBRA Payment History
15. Sigs/Logo Clts 33. Seasonal Clients 51. IAT Clients

16. Specials/Labors 34. Run Qtrly/Yearly R e

17. Clts w/2nd ST/CY 35. Non TFS Clients 3. W2 CD-ROM Cliente

18. ST Mag Clients 36. Sales Tax Exempt
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Service center tasks

1. In early December, associates should run three EasyPay queries:

Query Action required
W-2 CD-ROM | This query identifies:
glfinotri 53) » Clients who are correctly set up to receive the W-2 CD-ROM. For
P these clients, proceed with step 2.
* Clients with 250 or more W-2 forms not set up to receive CD-ROM.
Verify clients’ annual level of tax service (TOS) for federal taxes.
— If ADP will file annual federal returns, no further action is required.
— For all others, contact clients to obtain all required W-2 CD-ROM
information* and enter it in the system. Then proceed with step 2.
» Clients for whom ADP will file annual federal returns who have the
W-2 magnetic media indicator set up in error. Remove the W-2
CD-ROM information and any existing quarterly handling message for
CD-ROM.
1099 Mag Verify these clients have all required 1099-M CD-ROM information* in the
Media Clts system.
(option 27) — If yes, proceed with step 2.
— If not, contact clients to obtain all related W-2 CD-ROM information*
and enter it in the system. Then proceed with step 2.
Clts by EE Check for clients with over 250 1099 employees and verify that they have all
Count required 1099-M CD-ROM information™ in the system.
(option 7)

— If yes, proceed with step 2.
— If not, contact clients to obtain all required 1099 CD-ROM
information* and enter it in the system. Then proceed with step 2.

* Such as transmitter IDs and contact information.

2. Add the appropriate quarterly handling message for CD-ROM clients:

*  “W-2 CD-ROM will generate with annuals and must be included in the y/e package.”
*  "“1099 CD-ROM will generate with annuals and must be included in the y/e package.”

3. Exclude all CD-ROM clients from quarter processing by EGCC.

4. Coordinate with AutoPay Print Partners to:

a. Schedule these clients for year-end processing.

b. Arrange for special handling of their quarter and annual output.

v" All clients must be processed via self service and then sent to the mainframe for printing.

Print partner tasks

1. Print and hold quarter and annual output.

2. Create the appropriate CD-ROM.

3. Include the CD-ROM with all other year-end output when preparing the Year-End Reports
package for delivery.

8-12
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Using the Annual Filing Reconciliation Report

The Annual Filing Reconciliation report compares clients’ type of output actually produced
during year-end processing (paper, individual magnetic media, or tax) to their federal W-2 filing
indicators in the QT. files at the time the report is produced. Discrepancies are noted on the
report.

v’ This report does not include 1099-MISC output. The report reconciles only W-2 year-end
output produced with W-2 filing indicators in master files.

Producing the Annual Filing Reconciliation report

Using option 5 (Annual Filing Recon Report) on the Magnetic Media menu, you can produce the
Annual Filing Reconciliation report in two formats—all clients regardless of errors or clients with
errors only. You can also produce an online view of a selected client.

To produce the Annual Filing Reconciliation report:

1. From the Magnetic Media menu, select option 5 (Annual Filing Recon Report) and press
ENTER. The Annual Filing Recon Report screen appears.

PTYEESCL Date: g/29/81
LIZs

Annual Filing Recon Report

¢ Select option 1 to list all clients’
jurisdictions and the
reconciliation status.

Year of Repart: 2881

Select type of Report: 2

1. All Clients
2. Errors only
3. Selected Client [Display onlyl

F3 - Exit Enter - Accept

¢ Accept the default option 2 to
list only clients’ jurisdictions for
which the reconciliation shows
an error. See the note below.

¢ Select option 3 to produce an
online view of a selected client.

2. Onthe Annual Filing Recon Report screen, select the option you want.

If you select options 1 or 2, the report is created and placed in your spool file. Print the report

from the spool file.

If you select option 3, a screen appears allowing you to enter the client code. Refer to page

8-15.

Print the Annual Filing Reconciliation report Errors Only option no later than January 22,
2015—after year end is processed but before producing the Year-End Edit Transmission

report. This provides an opportunity to resolve conflicts and make changes before producing
the Year-End Edit Transmission report beginning the week of February 2, 2015.

2014 EasyPay Year-End Reference Guide
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Reading the Annual Filing Reconciliation report

8-14

An example of the report for option 2 (Errors Only) is shown below and on the next page.

Sample page 1 of the Annual Filing Reconciliation report

I CLT Cocla Jurie Output Medium Duto Cruatod

Emor Message

QT. Indicator does not meich YE processing
O, Indficatior does rigt metch YE processng
Y. trdicator doos nol metch YE processing

OT. Indicator doas not match YE processing
GT. Indicator does not mateh YE processing
T, Indicator does not match YE precessing

QT Indicador does nat metch YE procsssing
QT. Indicator does niot meteh YE processing
GT. Indicafor does not metch YE processing

CIT. Indicetor does not metch YE processing
QT. Indicator doss not maich YE processing
Q. Indicator does not mateh YE processing

OT. Indicator does not match YE processing
GT. Indicetor does not match YE processing
&T. Indicator does not metch YE

T Indieator does not metch YE processing
&G, Indieator does not metch YE processing
GT. Indicator does not match YE processing

-~ AAL FED Tax &12001
AD1 FED Tax Trearo0l
A1 Ll Tax 242001
CAY Tape 4242001
(=] FED Tax 6052001
JKY FED Paper 7N32001
JKY KY Paper THAR001
JPA - Tape S0
JT4 OK Paper B24/e001
T4 oR Papar sRa200
JT4 |17 Paper 242001
JT4 7040 Paper 84001
Jra 23 Paper 82412001
JUN Tape 62072001
R24 FED Tax BI27/2001
R3g OR Tax 2912001
R0 FED Tape ap24/2001
V23 FED Tape S0B/2001
Yzo FED Tape . 6082001
Y29 FED Tapa 82172001
Z73 NY Tax 6042001

QT. Indicatar does nod mitch YE processing
. Indicator does not match YE processing
Q. Indicator does nat madch YE proceasing

Total per Juridiction:

Procossing Centar: 00Easvnay Dvipmnt

FED 9
- 1
KY 2
oK 2
OR 2
- Annual Filing Reconciliation Report - Errors Only Report Dato:  /28/20c

Program: PTYoosCL
Page: 1

income tax, refer to page 5-29.

» The Date Created column reflects the most recent
the date would reflect the most recent processing.

magnetic media. Tax refers to filing by San Dimas.

the procedure for correcting errors.

 Clients are listed by each jurisdiction for which year-end output was produced.

processing for that

* The Output Medium column lists the type of W-2 year-end output that was
produced for that jurisdiction. Tape output refers to individual federal W-2

State jurisdictions with no income tax will not appear in this report. For example,
Texas and Florida will not appear. For a complete list of states that do not have

States that do not require W-2s do appear on this report even though no output
was actually produced. For example, California and New York will appear. For a
complete list of states that do not require W-2s, refer to page 5-29.

jurisdiction. So, if year end was processed for a client, then processed again,

The Error Message column indicates the results of the reconciliation between the
year-end output produced and the indicator in the QT. File. Refer to page 8-16 for

ADP Proprietary & Confidential - Not for External Distribution

Magnetic Media



Sample page 2 of the Annual Filing Reconciliation report

CLT Codle Juris Output Medium Date Cromtad . Error g
7 1 The total number of jurisdictions
a0 1 < for which year-end was
:‘“ ; processed is provided. This

information may be useful for
Total 2 identifying clients affected by
statutory changes.

The total number of jurisdictions
is continued on an additional
| page if necessary.

& Annual Filing Reconcliiation Report - Errors Only Roport Dater 2872001
Eﬂﬂﬁﬂ Program: PTYQOSCL
Processing Center:  00Easypay Dvipmnt ) Paga: 2 R

Viewing the reconciliation online for a selected client

Option 3 on the Annual Filing Recon Report screen provides an online view of a client’s
reconciliation status.
To view a selected client’s reconciliation status online:

1. Onthe Annual Filing Recon Report screen, select option 3 (Selected Client) and press
ENTER. A second Annual Filing Recon Report screen appears.

PTYEES Date: B8/38/01
LIZS
Annual Filing Recon Report

Year of Report: 2ee1

Client #

F3 - Exit Enter - Accept

2014 EasyPay Year-End Reference Guide 8-15
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2. Type the client code and press ENTER.

If there is no data in the year-end processing file for the selected client in the selected year,
this message appears: “Selected client not found.”

If the selected client does not exist on the EasyPay system, this message appears: “Invalid
Client.”

If data for the selected client and selected year is found, the reconciliation report for the client
appears.

PTYEES fAinnual Filing Recon Report 8/30/81 14:48:82
LIZs

CLT Juris Output Date Error Message

Code Medium Created

ADA1 FED Tax 7lz4s2mm1 0T. Indicator does not match YE processing
AD1 NI Tax 7sz4s2mm1 OT. Indicator does not match YE processing

¢ Clients are listed by each jurisdiction for which year-end output was produced.

State jurisdictions with no income tax will not appear in this report. For example,
Texas and Florida will not appear. For a complete list of states that do not have
income tax, refer to page 5-29.

States that do not require W-2s do appear on this report even though no output
was actually produced. For example, California and New York will appear. For a

complete list of states that do not require W-2s, refer to page 5-29.

"1 '« The Date Created column reflects the most recent processing for that jurisdiction.

So, if year end was processed for a client, then processed again, the date would
Fs - exit|  reflect the most recent processing.

¢ The Output Medium column lists the type of W-2 year-end output that was
produced for that jurisdiction. Tape output refers to individual federal W-2
magnetic media. Tax refers to filing by San Dimas.

¢ The Error Message column indicates the results of the reconciliation between the
year-end output produced and the indicator in the QT. file.

Correcting errors found in the reconciliation

8-16

The reconciliation program may find errors for one or more jurisdictions during the comparison.
These error messages are printed on the report or appear in the online view for a client. Any
necessary corrections should be made before producing the Year-End Edit Transmission report.

The possible reconciliation error messages are explained below.

Reconciliation error message: “QT. indicator does not match YE
processing”

When the Annual Filing Reconciliation report was produced, the indicator in the QT. file on the
system did not match the year-end output that had been produced. For example, when the report
was produced, a client’s magnetic media indicator in the QT. file was “T.” However, when

year-end was processed for the client, the indicator in the QT. file was “P.” Paper was produced.

To correct this error:

1. Research the source of the change of federal filing indicator in the QT. file. As part of your
research, look for changes in the client’s type of service (TOS).

a. Onthe TOPS CHO1 screen, review the TOS change record. If a change was made, make
a note of the date of the change.

Magnetic Media
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b. Compare the date of the TOS change to the client’s year-end processing date. Use
option 6 (Browse Audit File by Client) on the Year End (MNUYREND) menu to view
the Year-End Audit file.

2. Perform the appropriate action depending on the results of your research.

a. IfaTOS change did occur, reprocess the client’s quarterly reports and year-end output to
update the Year-End Processing file with the most current data.

b. If a TOS change did not occur, set this client aside until the San Dimas Edit Transmission
report is received.

» If the client also appears on the San Dimas Edit Transmission report, research further
the cause of the error using any information provided by San Dimas.

» If the client does not appear on the San Dimas Edit Transmission report, no action is
required.

v" Since errors resulting from TOS changes usually appear on the San Dimas Edit Transmission
report, you can have advance notice of these situations by running the Annual Filing
Reconciliation report as early as possible. This gives you valuable lead time to resolve valid
errors. When resolving these errors, consider if an amendment or exception is necessary.

Reconciliation error message: “QT. run # does not match YE processing”

When the Annual Filing Reconciliation report was produced, the run number in the QT. file on
the system was different from the run number in the QT. file used for year-end processing. For
example, when the report was produced, the run number in the QT. file was 030. However, when
year-end was processed, the run number in the QT. file was 029.

To correct this error:

1. Determine the most current run number on the system for this client for 2014. Use option 7
(Online Payroll Register) on the Work with Client (MNUSRYV) menu to determine this.
Compare the current run number with the run number used for year-end processing.
Determine why the numbers are different. For example, was an adjustment payroll processed
after year end was processed?

If an adjustment was processed, determine if the adjustment affected taxable wages, tax
withheld, or any other data needed by San Dimas. If so, consider if an amendment or
exception is necessary.

2. Reprocess quarterly reports and year-end output to update the Year-End Processing file with
the most current client data.
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Processing the Year-End Edit Transmission Report

In mid-February, the regional executive will receive a year-end edit transmission from San
Dimas. Print the Year-End Edit Transmission report as soon as it is received. (Refer to the
Processing the Year End Edit Compare Report section in the SBS Self-Service Procedures Guide
for instructions on printing the report.) Use this report to confirm that W-2 data for all EasyPay
clients is filed correctly.

A\ You must review this report as soon as possible to avoid P & | for not filing W-2 data with
the SSA.

v The year-end edit transmission is also referred to as the compare tape for federal direct
reporting.

This report compares San Dimas’ W-2 information to the W-2 filing information stored on the
EasyPay system. This information contains all client records the service center has processed
during the current year. It contains the W-2 filing indicator that was in the client’s profile at the
time year-end was processed.

The Year-End Edit Transmission report groups clients by error type. The payroll start date and
comments also are printed on the report. The report summary appears on a separate page and lists
subtotals for “No Errors Found,” “Errors Found,” and “Clients were not Filed.”

Year-End Edit Transmission report description

Body of the report

The Qtr Cut Date column lists the last quarter cut
date for each client. This can indicate the client’s
status. For example, a client with the last quarter
cut date of 06/21/93 is probably a terminated
client who was not removed from the system.

The Payroll Start Dt column lists the scheduled
payroll start date for each client. The start date
is stored in the Scheduling system.

12/04/96 Year End Edit Tape Report

Error type
heading

13:56:29

ERRORTYPE 02 Client Not Filed

PAYROLL QTR CUT COMMENTS

Client#

STARTDT  DATE The Comments
1CT  MONROE MILLS 0/00/00 0100/00 column lists any
11 LUTHERAN SOCIAL SERV 10/11/83 62198  termno3rdglr now2's comments that
101 GREEN ACRES MANOR 7/26/88 6/24/93 fost 7-93 na was pertain to particular
The Client# 1E1  TRIANGLE 3ING. 10/20/22 0/00/00 no go delete clients. It is taken
column lists 1FY 0/00/00 11/30/94 from the Quarterly
the client code 1F1 LUTHERAN SOCIAL SERVCS 403/84 6721/93 termeno 3rd qir no we's +——| Control System
for each client 16U MASCOT PLUMBING 0/00/00 0/00/00 _ (control file). For
in the service 1G1 WD MOZER ING 11/13/86 3/24/93 lost 5-93 no g2 or w2s example, client 1F1
center that has 1G6 W.PEARCE R BROTHERS, INC. 0/00/00 6/19/95 terminated, and no
an error 1HR 0/00/00 0/00/00 third quarter reports
identified. 1HX  ELBERFELD CONCRETE BLOCK CO. 0/00/00 0/00/00 or W-2s are
1H1  HAZLET MANOR NURSING 1117/92 3/23/93 lost /93 no reports, required.
mn SICKLES FARM 8/07/84 3/29/83 term no gtr3 no w2's
1JK  BARRETTWORKS STUDIOS 0/00/00 0/00/00
1t C.T.N.S.CORPORATION 1112/89 6/28/93 lost 8-93 no reparts
1J2  LANSBROOKE DAIRY QUEEN 0/00/00 Q000
14  BERT'S EXCEL EXPRESS DELIVERY 0/00/00 0/00/00
1J7  MYERS & HENLEY, INC. 0/00/00 0/00/00
1KL  TCGWN AND COUNTRY MARKET 0/00/00 0/00/00
1K1 CAPOANO FRAMING CONTRACTORS 51386 8/24/93 lost 7-21 no was
8-18 Magnetic Media
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Resolving errors

Service centers must coordinate with the regional Tax department or Tax Central to ensure that

all errors are resolved.

v Regional executives and Control Desk associates should coordinate the review process. They
can use Web Access to verify that San Dimas is filing annuals for a client. They should log
on to Web Access and filter for job name W2S720AF. Web Access will display all clients

being filed to the SSA by San Dimas.

A\ You must research and correct all errors to ensure that annual filings are correct.

Error types

Error Type Meaning Action

01: Filed by Obsolete Obsolete

Region and San

Dimas

02: Client Not The client’s master file is » Ifthis client is a first quarter new start, no action is
Filed not for the current year or required.

was not processed for the
year in question.

If the client has terminated service and requires
annual reports, run year end for the client and
forward W-2s to the client.

v/ If the client is an FLT client and San Dimas
should have filed W-2s, send the necessary
Exception package to San Dimas.

If this client did not terminate service and requires
annual reports, run year end for the client and
forward W-2s to the client.

v/ If the client is an FLT client and San Dimas
should have filed W-2s, send the necessary
Exception to San Dimas.

If this client has terminated service and does not
require annual reports, transfer the client off the
system.

03: San Dimas The client’s W-2 data is not
Did Not File, But included on the Year-End
Should Have Edit Transmission report.

Check Web Access to verify the client’s status.
View the listing for W-2 Backup.

Check TOPS CHO01 for the TOS and/or an annual
override.

Check if the client was terminated with finals. If so,
check to see when the header was updated with the
termination status. If the header was updated after
the header lockout date, an Exception is required.

If the client is active and not on the report, or if you
cannot determine why the client was not on the
report, work with the Tax department to determine
the cause. Forward paper copies of the W-2s and an
Exception Request to San Dimas. Use the Hard
Copy Close option to produce paper W-2s. In some
instances (for example, for combos), an amendment
may be required in addition to the Exception.
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Error Type

Meaning

Action

09: Client and
San Dimas Filed

The client’s W-2 data is on
the Year-End Edit
Transmission report, and
the client has received

paper W-2s or a CD-ROM.

If this client is on the San Dimas transmittal, contact
the client to determine if he or she has filed W-2s with
the Social Security Administration (SSA).

v’ Use Web Access to verify the client’s status.

» If W-2s have not been filed, tell the client that ADP
is filing on his or her behalf.

e IfW-2s have been filed, tell the client that ADP
has also filed and that he or she may receive a
notice from the agency. The client should forward
all notices to his or her service associate.

13: Research
required. There
is current
activity.

The system cannot
determine whether the
client is a new start (i.e.,
did not run year end, has
current year in control file,
has no start date in the
current year).

»  Determine if this client had activity but did not
have year end run. If necessary, run year-end for
this client. If the client is an FLT client, determine
if an Exception is needed.

» Iftheclient is terminated or is a “No Start,”
transfer the client off the system.

Report summary

The last page of the report lists the report statistics, which are described in the Client Totals of
Errors Found section below.

11/17/08

1367

222

2496

1633

399

395

839

Year End Edit Tape Report Page 84

ERRORTYPE 99 Report summary - Year End Statistics 14:33:39

NO ERRORS FOUND — the total number of clients

Clients Filed by San Dimas
Clients Filed by this Region

Clients Filed their own

No Errors Found section lists

who had W-2s filed by San
Dimas or by the client.

Errors Found section lists
the total number of clients

ERROAS FOUND ‘  who had these types of

San Dimas Did Not File, But Should Have

Clients were not Filed

Possible Termed Clients. 2 or more Yrs since Last Yr End
Possibly did not run Year End. No Activity since last Yr.

Research required. There is current activity.

errors. Refer to the Client
Totals of Errors Found

section to determine what
action needs to be taken.

Magnetic Media
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Client totals of errors found

Client Total Category =~ Meaning

Clients Filed Twice The total number of clients for whom there were two filings—one by
the client and one by San Dimas (error type 09).

San Dimas Did Not File, Total number of clients whose W-2 data is not included on the
But Should Have Year-End Edit Transmission report (error type 03).

Clients were not Filed Total number of clients who did not have W-2 data filed with the
SSA by ADP (error type 02). This total is divided into the following
subtotals:

» Possible termed clients. Two or more years since last year end.
Total number of clients whose quarterlies were last processed
two or more years ago.

» Possibly did not run year end. No activity since last year. Total
number of clients whose quarterlies were last processed last year.

» Research required. There is current activity (error type 13). Total
number of clients who may have had activity but for whom year
end was not processed.

Producing an archive copy of the Annual Filing Reconciliation report

After you have resolved all Year-End Edit Transmission report errors, produce a final copy of the
Annual Filing Reconciliation report. Refer to page 8-13 for the procedure for producing the
report. Select option 1 (All Clients) and press ENTER for this archive copy. Keep this copy as a
final record of reconciliation status.
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Handling SSA Rejected Federal Magnetic Media

The SSA rejects magnetic media if the contents exceed the acceptable error rate. The SSA rejects
magnetic media if less than 95% of the Forms W-2 or W-2C filed show names and/or Social
Security numbers that do not agree with the SSA database. Most magnetic media rejected by the
SSA have one or more of the following problems:

» Anemployee’s Social Security number is incorrect.
* Anemployee’s name does not match how it is spelled on the Social Security card.
» A Social Security number does not match the employee’s name.

If the federal W-2 data filed electronically by the client is rejected, the SSA sends a letter to the
client. The letter states that the SSA is rejecting the filing because they encountered conditions
that would not allow them to process the file. The letter also includes an error list explaining the
problems with the file and a resubmission (TLCN) number. Clients have 45 days to file corrected
data.

When clients contact ADP regarding these situations, Service associates must correct the
employees’ information in Profile and enter the magnetic media resubmission number provided
by the client. A new CD-ROM is created and sent to the client who submits the data to the SSA.

Service associate procedures for rejected magnetic media

8-22

The SSA rejects magnetic media because the data for one or more employees (employees’ names
or Social Security numbers) does not match the data on the SSA database. Clients need to provide
you with the correct employee data. You need to quickly resolve this problem so that clients can
resubmit their corrected federal W-2 data electronically to the SSA before the deadline. First,
send the client a Master List or Employee List with SSNs so he or she can note the corrections.
You must restore the fourth quarter master file in order to print these reports.

To restore the fourth quarter master file:
1. Restore the QT. file for the fourth quarter of 2014. (Use option 18 on the Self Service
Menu 1.)

2. Torename the QT. file to an M. file, from the Quarter Cut (MNUQTRCT) menu, select
option 8 (Create M. from QT.) and press ENTER. Specify the fourth quarter and 2014.

3. Write down the gquarter and run number and press ENTER.

Printing a Master List (for clients who do not suppress SSNs)

Use option 1 (From the Master file) on the Client Reports (MNURPT) menu to print a Master
List. Use the fourth quarter and the run number from step 3 above. Select Master List. Send the
report to the client.

Printing an Employee List with SSNs (for clients who suppress SSNs)

Use option 1 (From the Master File) on the Client Reports (MNURPT) menu. Use the fourth
quarter and the run number from step 3 above. Select Employee List with SSNs. Send the report
to the client.

Magnetic Media
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Correcting employees’ data
When the client has returned the applicable list with correct data, follow the procedure below.
To input the employees’ data:

If none of the information can be corrected (for example, employees are no longer available to
provide correct information), advise the client to contact the SSA and explain the situation. The
client may be permitted to resubmit the rejected federal W-2 data.

—-0OR -

If the employee information can be corrected, change each employee’s information in Profile by
editing the M. file. Use the fourth quarter and the run number you wrote down when you renamed
the QT. to an M. file.

To complete the corrections:

1. If necessary, access Profile and change the employees’ data for the client’s current M. file.

2. Perform a manual quarter cut. From the Payroll Entry (MNUPAY) menu, select option 6

(Manual Quarter Cut) and press ENTER to recut the quarter. Specify the fourth quarter and
run number you wrote down when you renamed the QT. to an M. file.

3. Using option 2 (Enter Resubmission Number) on the Magnetic Media menu, enter the
resubmission number, which will be included on the CD-ROM. See the procedure below.

Entering the magnetic media resubmission number

Service associates must enter the magnetic media resubmission number (TLCN number) using
option 2 (Enter Resubmission Number) on the Magnetic Media menu. Corrected magnetic media
cannot be produced without first entering the TLCN resubmission number.

v" This number, which is provided to the client by the SSA and to ADP by the client, must be
included on the new CD-ROM for identification purposes.

To enter the TLCN resubmission number:

1. From the Year End (MNUYREND) menu, select option 22 (Go to Mag Media Menu) and
press ENTER. The Magnetic Media menu appears.

2. From the Magnetic Media menu, select option 2 (Enter Resubmission Number) and press
ENTER. The Resubmission of Mag Media Tape screen appears.

PTYEET Date: 6/22/87
GUIME YK
Resubmission of Mag Media Tape

Client Code: I The default entry in the Tax Year
o field is the previous tax year, which
is the correct tax year for rejected
magnetic media. For example, if a
client’s 2014 federal W-2 data is
rejected in March 2015, when you
enter the resubmission number on
this screen in 2015, the correct tax
year 2014 appears.

Tax Year: 2BER

F3 - Exit Enter - Accept
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3. On the Resubmission of Mag Media Tape screen, enter the client code, accept or change the
tax year as appropriate, and press ENTER. The second Resubmission of Mag Media Tape
screen appears.

PTYBE Date: BA22/07
GUINEYEK
Resubmission of Mag Media Tape

Client Code: FE A WETMORE WOLF ASSOCIATES LPCHG
Tax Year: ZB06

TLCH Resub #: [

F3 - Exit Enter - ficcept

4. On the second Resubmission of Mag Media Tape screen, type the resubmission number in the
TLCN Resub # field and press ENTER to accept the number. A message appears notifying
you that the number has been entered and you should rerun year end.

PTYRET Date: B8/31/081
LIZS
Resubmission of Mag Media Tape

Client Code: REA WETHMORE WOLF ASSOCIATES LP-IIH
Tax Year: AN
TLCM Resub #: 123456

Client ABA WETHORE MWOLF ASSOCIATES LP-IIM has been updated with a
resubmission number, please run Year End for tax year 20881 to produce
an updated tape for this client

F3 - Exit F3 - Next Client

5. Press F3 to exit the screen.
6. Rerun year end for the client.

Billing clients for corrected magnetic media

After rerunning rerun year end, produce a manual invoice for the corrected magnetic media.
Refer to chapter 7.

Magnetic Media
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Processing 1099-MISC CD-ROMs

Clients who receive 250 or more 1099-MISC forms must file electronically with the IRS. We can
provide the client with a CD-ROM for their 1099-MISC forms. This media can be used to file
electronically and retained as a back up. Clients are responsible for filing the information
electronically with the IRS. Refer to the W-2 and 1099-M CD-ROM Procedures job aid at
http://sbslearning.es.ad.adp.com/Reference_Lib/Year End/Qref procedures/W-2_and_1099-
M_CD-ROM_procedures.pdf

Clients with fewer than 250 forms may also request a CD-ROM. The fee for this service is
$125.00 per CD-ROM. During year-end processing, when the 1099-MISC CD-ROM is created,
the system automatically bills the client. If year end is rerun, an invoice is not created. A manual
invoice must be created. For more information, refer to Manual Billing Procedure for Current
Year Reruns on page 7-5.

v EasyPay cannot create 1099-R magnetic media.

If requested by a client, your center can prepare an individual 1099-MISC CD-ROM via the
AutoPay mainframe.

v’ All 1099-MISC data is automatically transmitted to the AutoPay mainframe via ETS. The
mainframe then outputs the client’s 1099-MISC data onto the CD-ROM. The mainframe does
not produce any paper 1099-MISC forms. It is strongly recommended that clients requiring
1099-MISC CD-ROMs be processed in a separate quarterly batch. Each client’s data will
produce an individual ETS file that will be output onto an individual 1099-MISC CD-ROM
from the mainframe.

EasyPay service centers process 1099-MISC data, but produce only individual CD-ROMs. In
order for EasyPay to create the individual CD-ROM, the client must contact you and provide a
five-digit transmitter control code (TCC). To obtain a TCC, clients must file a Form 4419 with
the IRS. They can obtain a Form 4419 from the IRS web site at
http://www.irs.gov/formspubs/index.html or 1-800-TAX-FORM (1-800-829-3676).

Once you have the TCC, activate the 1099-MISC magnetic media indicator in the State Tax IDs
module of Profile and type the TCC in the 1099 Mag Media Transmitter ID field. For
instructions, refer to page 8-6.

When year end is processed, the system generates a client letter, and the 1099-MISC data will be
transmitted to the AutoPay mainframe via ETS. The AutoPay mainframe operator will process a
job that will copy the EasyPay client’s 1099-MISC data to a CD-ROM. The magnetic media is
then returned to EasyPay and must be sent to the client along with the paper output from the
EasyPay system, including the client letter. The letter states that we have enclosed the following
items:

» Paper copies of the client’s 1099-MISC forms

* A CD-ROM containing the client’s 1099-MISC Federal Copy A information

»  Due dates for distributing the paperwork to the employees and sending the CD-ROM to the
IRS

For more information, see sample letter #037 in appendix B (Client Letters) in this guide.

The CD-ROM and the letter are sent to the client with the 1099s and reports. The client is
responsible for filing with the IRS.
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Printing a list of 1099 clients

8-26

From the EasyPay AS/400 Query menu, you can print a consolidated list of clients who require
1099-MISC individual CD-ROMSs. You may use this list to confirm that the system has created a
1099-MISC magnetic media CD-ROM for all clients who requested one.

To print a list of 1099-MISC clients:
1. From the Client Reports (MNURPT) menu, select option 22 (Go to Query Menu) and press
ENTER. The EasyPay AS/400 Query menu appears.

2. From the EasyPay AS/400 Query menu, select option 27 (1099 Mag Media Clts) and press
ENTER. The message “Display or Print Query?” appears.

3. Depending on whether you want to display or print the query, type D or P and press ENTER.
The message “Master or Quarter?” appears.

4. Depending on whether you want to search the most current master files or most current
quarter information, type M or Q and press ENTER.

If you selected “D” to display the list, the query appears. Review it. Then, press F3 to return
to the menu from which you started.

If you selected “P” to print the list, the list is created as a spool entry, and you are returned to
the menu from which you started. Print the spool entry.

Magnetic Media
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Frequently-Asked
Questions

This section contains answers to frequently-asked year-end questions. The questions have been
categorized for ease of reference as follows:

Forms W-2 and 1099 QUESLIONS ........cceeiiuireeiiiieeeeiiitieeessiteeeessteeeeesnnreeeessnneeeesssneeessnsseeeessnnnns A-2

FOMM W2, ettt e e aE e s n et s e A-2

FOM 1099t A-5

BONUS Payroll QUESTIONS ........ueiiiiie ettt ettt et e e ent e et e e et e e enaeeenneeas A-6

Special Taxation QUESTIONS .........eiiiiieiiieeiiie et e et e st e e e e sneeeeeeeesneee e e A-8

Third Party SiCk Pay QUESTIONS ........cueieiiieeiiee ittt aee e aee s A-10

Tax Filing Service QUESTIONS ........oeiiieeiiie ettt et e et e e e e teeesnaeeenneeas A-11

Tax filing VAlIAtion ............ooiiiiiie e A-12
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Forms W-2 and 1099 Questions

Form W-2

Question

Answer

» Anemployee’s W-2 doesn’t
match my Master List/last check
stub —why are the figures in the
W-2 boxes different?

» Anemployee’s W-2 doesn’t
match the year-to-date earnings
on the last pay stub. Why?

There may have been adjustment payrolls processed
since receiving the last paycheck. Check to see if
additional payrolls have been processed. These
adjustments could have been made for any number of
reasons, including a void or manual check that was not
reported prior to the last payroll.

An employee’s federal wages are
different from the state wages. Why?

States do not always follow federal guidelines in what
they consider to be taxable. The state may not allow for
a deduction that the federal government considers
nontaxable. While many states do follow federal
guidelines, there are many exceptions to this rule, and
the W-2 will reflect these exceptions. Check the
Employee Earnings Summary section of the W-2 to
determine which deductions either add to or subtract
from taxable wages for specific jurisdictions.

Why don’t the wages in box 1 match
the wages on the Master List or box 3
or5?

The figures on your Master List are normally gross pay
figures, while the figures on the W-2 reflect taxable
wages. The W-2 will not include those earnings or
deductions that are nontaxable. The same goes for the
wages reflected in boxes 3 and 5. Not all deductions that
are pretax for federal taxes are allowed for Social
Security and Medicare (FICA). A prime example of this
is @ 401(k) deduction. This deduction lowers taxable
wages for federal, but does not have an impact on FICA.
The Earnings Summary of the W-2 reflects how the
wages in each box of your W-2 have been derived.

Why isn’t Med 125 showing on the
W-2?

According to the IRS code, Med 125 and other Cafeteria
plan deductions do not need to be reported in a separate
box on the W-2. The impact of these deductions is
lowered wages for certain taxes. These deductions are
not like 401(k) or SIMPLE deductions and do not need
to be reported in box 12 or in any other separate box on
the W-2.

What is the difference between
exempt and not withholding?

Exempt means that wages are not taxable. These wages
will not appear on the W-2 for all exempt jurisdictions.
Not withholding means the wages are taxable. These
wages will appear on the W-2, but no tax will be
withheld with payroll for that jurisdiction.

A-2
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Question Answer

When don’t some employees get If all jurisdictions are exempt for an employee, no W-2
W-2s? will be produced since exempt means the wages are not
taxable.

If the employee is not exempt for all jurisdictions and
does not receive a W-2, check the Y/E Error Tracking
System—option 17 on the Client Service Year End
(MNUYREND) menu. You can print this report by
selecting option 18. More information on the Client
Audit report can be found in chapter 6 and appendix C

of this guide.
Why are there no wages in box 1 on Since the employee is exempt from federal withholding,
the W-2 for my employee who is and exempt means the wages are not taxable, nothing is
exempt? printed in box 1 of the W-2. Box 1 contains only taxable
wages.

Multiple states and Form W-2

Question Answer

How do | read a W-2 when two states  The primary W-2 has the first state’s wages and tax

are set up? along with all the other W-2 federal information. The
second W-2 has only the wages and tax information for
the second jurisdiction.

Why did this employee get two W-2s  An employee with multiple state and/or local
(tax transfer employee)? jurisdictions requires a second W-2 to accommodate the
printing of the wages and tax for those jurisdictions.

Corrections to Form W-2

Question Answer

| reran the W-2s to correct employee  Most likely, the change was made to a fourth-quarter

name, SSN, address for a client. master file (M.). If the quarter was not recut, the

Why didn’t the change go through?  change will not be reflected on the W-2. The W-2s
are run from the quarterly file (QT.).

My employee lost his W-2. What are  Reprint the form using the Electronic Reports

my options? feature. Alternatively, the employee copy of Form
W-2 may be reprinted for selected employees as
needed. You do not need to reprint all W-2s for a
client. See the section Reprinting One or More
Individual Employee W-2s for a Client in chapter 5

of this guide.
Why do | have to sign a Letter of Tax deposits are due according to a payroll’s check
Absolution for P & | when it’s date. If that check date does not give ADP sufficient
ADP’s responsibility for making time to make those deposits by their due date, a P &
timely deposits? I letter will need to be signed since ADP cannot be

responsible for a late deposit in that situation.
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A4

Question

Answer

I have employees whose
SSNs/addresses are incorrect on their
W-2s. What do | need to do?

Valid SSNs must be part of submitted W-2 data for
all employees. The fourth-quarter master file would
need to be updated, the fourth quarter would need to
be recut, and year end would need to be run again. If
ADRP is responsible for annual filings, an
amendment would be needed in this situation. See
the Correcting Employees W-2s After They Have
Been Filed section in chapter 2 of this guide.

Why do I have to have all of my
manual and void checks reported
before December 30? Sometimes it
takes a while to review information
to find the corrections.

The December 30 date allows us to meet Tax Filing and
W-2 processing deadlines. See the Making Adjustments at
Year-End section in chapter 2 of this guide.

I just noticed that an employee’s
SSN has been incorrect all year. Can
I change it for this quarter, or does
this have to be changed in previous
quarters as well?

If changes (corrections) are needed for state (SIT or SUI)
and/or local returns that ADP files for the client,
corrections would have to be made to the appropriate end-
of-quarter files and amendments would be needed. For
federal reporting purposes, corrections to the fourth
quarter master file would be appropriate, fourth quarter
would need to be recut, and W-2s would be rerun as
necessary.

When is a W-2 correction (i.e.,
wrong address) needed versus an
amendment?

Autotape amendments are needed when tax liabilities are
altered. We amend for tax, not wage. A wrong address on
a W-2 would necessitate a correction for W-2 purposes
and an online amendment as no tax liability was changed.
For more information on the different types of
amendments, see the Amendments section in chapter 2 of
this guide.
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Form 1099

Question

Answer

Which copy is which for 1099s?

ADP produces two types of 1099s for our clients.
1099-MISC and 1099-R. The most common type of
1099 is the 1099-MISC. These forms are produced for
miscellaneous income an employer may pay out during
the year. 1099-Rs are for pension distributions. ADP
produces the following copies of 1099-MISC:

* Copy A, the federal copy that needs to be filed with
the IRS

» Copy B, the employee’s copy that is distributed
directly to the clients’ employees

» Copy C, the payer copy that is retained by the
employer

» Copy 1, the state copy that is filed by the employer
with the state

» Copy 2, the state filing copy for the employee that is
distributed to the employee with Copy B

Does ADP produce 1096s? Why not?

ADP does not create a 1096 form for the client. This is
because while we produce 1099s, we do not file them.
These forms are available to the client by calling
1-800-TAX-FORM (1-800-829-3676) or by visiting the
IRS Web site at www.irs.gov.

How do | distribute my 1099 forms?

1099s are distributed the same way you distribute your
W-2 forms. They normally need to be distributed by the
last day of January.

Where do | file my 1099s? (Who gets
what copies of 1099s, and where do |
send them?)

Depending on the area of the country in which the client
is located, there are two separate Internal Revenue
Service centers for filing. Each of these centers is
responsible for a number of states. The center to which a
client files is determined by the location of the client’s
principal business office.

v" For more information on all the topics in this section, please see the Annual Tax Forms

section in chapter 5 of this guide.
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Bonus Payroll Questions

Question

Answer

May | have pretax deductions on my
bonus payroll?

Yes, you may have pretax deductions taken from your
bonus payroll. Make sure the deduction is active for that
payroll.

How do | suppress/add 401(k) to
bonus checks?

To suppress a 401(k) deduction on a bonus payroll, do
one of the following:

* If the 401(k) deduction (401K) is set up in Profile
with “N” for All Chks, remove the deduction code
from the Date Page.

* If the 401(k) deduction (401K) is set up in Profile
with “Y” for All Chks, change the All Chks option
in Profile to “N” and confirm that it doesn’t appear
on the Date Page. Once the bonus payroll has been
processed, change the deduction back to “Y” for All
Chks in Profile.

What does bonus codeword SUPW
do?

Codeword SUPW is an earnings codeword for
supplemental wages that withholds federal income tax at
the current supplemental wage rate of 25% of the first
$1,000,000.00 and 39.6% of everything thereafter. If the
employee’s state does not have a supplemental wage
rate, state income tax is withheld at the normal SIT rate.
A chart showing the states that have a supplemental
wage rate can be found in chapter 3 of this guide.

v’ Bonus codeword SUPW can be used in conjunction
with pretax deductions. Federal and state taxable
wages will be appropriately reduced by the amount
of the pretax deduction. See more detailed
information regarding the SUPW codeword in
chapter 3.

/A When an employee with a matched and unmatched
pretax deferred compensation calculation (for
example; 401(k) or 403(b)) is paid SUPW earnings
and the pretax deduction is withheld, Federal
Withholding and State Income taxes are calculated
incorrectly.

To avoid this situation, when a client with a deferred
compensation plan using matched and unmatched
calculations pays an employee(s) using the SUPW
codeword, use the Gross Pay Calculator to calculate
taxes, and issue a pre calculated check. The Gross
Pay Calculator can be accessed at the following link:
http://www.adp.com/rc_calculators.asp.

Frequently-Asked Questions
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Question

Answer

How do | enter a bonus payroll so
only taxes are taken?

For this situation, all voluntary deductions need to be
stopped for that payroll. To accomplish this, do one of
the following:

*  For deductions that are set up in Profile with “N” for
All Chks, remove the deduction codes from the Date
Page.

*  For deductions that are set up in Profile with “Y” for
All Chks, change them to “N” for All Chks in
Profile and confirm that the codes do not appear on
the Date Page. Once the bonus payroll has been
processed, change those deductions back to “Y” for
All Chks in Profile.

Can I run bonus checks with my
regular payroll?

Employees can have a second check for bonus pay along
with their regular pay, although we recommend that
bonus payrolls be processed separately. This is because
bonus pay frequently requires special treatment such as
suppression of voluntary deductions and/or ACH. If
bonuses are processed as second checks with the regular
payroll, the bonus amount will be reflected in
year-to-date balances on both checks.

Do I have to use the supplemental
wage rate to tax my bonus payroll?
Does ADP do this automatically?

You do not have to use the supplemental wage rate for
bonus pay, and ADP will not do this unless you request
it. The taxing options available, which you must request,
are:

» Take regular taxes.
» Take FIT at the supplemental wage rate of 25% of
the first $1,000,000.00 and 39.6% thereafter along

with the applicable state, city, FICA, unemployment,
and disability taxes (use the SUPW codeword).

» Block federal and state income tax only (use the
BONS codeword).

»  Use precalculated gross-to-net figures.

v" For more information on all the topics in this section, please see chapter 3 of this guide.
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Special Taxation Questions

Question

Answer

How do group term life (GTL)/S-
Corporation (SCRP)/fringe benefits
earnings affect W-2s?

Automobile fringe benefits are fully taxable earnings
and do not show separately on the W-2. There are two
codewords for GTL and four for S-Corporations—
taxation differs. GTL shows in box 12 with code letter
C, and S-Corporation shows in box 14 on the W-2.

How do | set up automobile fringe
benefits AUTO, GTL, and
S-Corporation earnings?

All these earnings can be set up in Profile. Automobile
fringe benefits may be live or memo, but GTL and
S-Corporation insurance premiums are always memo
earnings.

Refer to the Customer Service Tools (MNUTOOLS)
menu or chapter 4 of this guide for information on how
these earnings are taxed. Also refer to chapter 4 for
setup procedures.

What boxes on the W-2 are reduced
for pretax medical and dental
deductions?

Pretax deductions with codeword CF01, M125, or any
of the POP codewords reduce boxes 1, 3, 5, and 16. For
the CFO1 codeword, box 16 will not be reduced for NJ
SIT.

Where do | see the 401(Kk)
contributions on the W-2?

Contributions to 401(k) are shown in box 12 with code
letter “D” on the W-2. All other deferred compensation
deductions show in either box 12 or 14 on the W-2. See
chapter 4 of this guide for the entire list of deferred
compensation deductions.

How and when does the pension box
get checked?

The Ret. Plan option in box 13 is checked if an
employee has a year-to-date figure for a deferred
compensation deduction, or if a deduction using
codeword PENS or PENZ2 is activated for the employee.

When a memo fringe benefit is
entered with a payroll, must there be a
live pay to be taxed?

It is preferred to have live pay when a memo fringe is
entered so that taxes for the fringe can be withheld. If
there are no more live earnings for the year and fringe
benefits need to be reported, so that FICA will be
recalculated.

The one exception to this is for GTL. If the client wants
to show uncollected FICA for the GTL (when there are
no more live payrolls in the calendar year), post the GTL
on a Pay screen and key one-time deductions under
codes 4R and 5R for the uncollected Social Security and
Medicare.

GTL, AUTO, SCRP - clients do not
know about different earnings.

You can explain to clients the meanings of these
earnings, but do not recommend what they need. If a
client is unsure what earning to use, have them consult
their accountant.

How do I report fringe benefits (or
any special earnings/deductions)?

The earnings that the client will report should be set up
in advance.

Frequently-Asked Questions
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Question

Answer

Have the contribution limits for
401(k)/SIMPLE changed?

The limits for 401(k), SIMPLE plans, and other deferred
compensation deductions, as well as the catch-up
deductions, can change each year. See the chart in
chapter 4 of this guide for the current limit amounts.

What does “café” mean on the W-2?

The term “Café” in the Earnings Summary section of the
W-2 is short for cafeteria plan. These are amounts for
employee contributions to their medical coverage that
have been withheld pretax. These amounts reduce
taxable wages in boxes 1, 3, 5, and 16.

Why doesn’t AUTO earning appear
separately on the W-2?

The W-2 no longer provides a separate box for AUTO
earnings. These earnings are fully taxable and are
included in boxes 1, 3, 5, and 16.

How do I get information to print in
box 14?

Any year-to-date figure that an employee has under
deduction codes BA, BB, and BC with codewords
B14A, B14B, and B14C is displayed in box 14 on the
W-2.

v" For more information on all the topics in this section, please see chapter 4 of this guide.
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Third Party Sick Pay Questions

Question

Answer

Why does my employee have two
W-2s?

The Federal government indicates that the third party
sick pay (3PSP) can either be added to an employee’s
gross earnings on the W-2 or can be on a separate W-2.
ADP made a decision to create a second W-2 for 3PSP
wages on the EasyPay system.

How do | read the information on the
3PSP W-2?

Look for information on the 3PSP W-2 as follows:

Third party sick pay wages are displayed in boxes 1,
3, and 5.

Third party sick pay taxes are displayed in boxes 2,
4, and 6.

An “X” appears in box 13 under 3PSP on all W-2s.
Any nontaxable third party sick pay wages are
printed in box 12 with letter “J.”

State third party sick pay wages are added to the
gross earnings on the W-2.

How do | enter third party sick pay?

Follow these steps:

1. Create a CATS payroll event.

2. On the Pay screen, type 3SP in the first column and

press ENTER. The 3SP Adjustment screen is
displayed.

Enter the full gross amount of the third party sick
pay that has not been previously reported in the
“Total Pay” field. Make sure the amount provided is
the full amount—not just the taxable amount. Enter
any Federal Income tax or FICA tax withheld in the
appropriate fields. The Fed taxable, state, and
unemployment tax fields are not active on the 3SP
Adjustment screen. When the payroll is processed,
the taxable third party sick pay amount is
determined based up the FICA tax entered. The
nontaxable portion of the third party sick pay will be
automatically determined (if any) and display in box
12 with codeword “J” on the W-2.

v" For more information on all the topics in this section, please see the Third Party Sick Pay
Amounts section in chapter 4 of this guide.
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Tax Filing Service Questions

Question

Answer

Why did ADP debit my account?

Clients may have overlooked the advice of debit in their
W-2 package.

If it is a tax debit (San Dimas advice of debit for an
adjustment or balance to payroll), it may be due to an
adjustment or a balance to payroll. If that is the case,
then you need to research the reason for the debit in
TOPS on the PO02 or Q410 screen.

Check TOPS P002 screen to identify the debit. If all
fields are out of balance (Gross and all taxes), the
cause may be:

R/
0.0

R/
0.0

R/
0’0

DS

An additional payroll was processed for the
quarter after the quarter had closed.

A bad payroll is included in the close
transmission (not deleted from the master file
before the quarter closed).

A payroll was flagged bad in San Dimas, but it
is still in the master file.

Duplicate payroll activity passed to San Dimas.
Reclose/Quarter rerun was processed with an
adjustment affecting all fields.

Employees and wages were moved to/from
another payroll code.

Branch or payroll transfer — transfer notification
was never forwarded to San Dimas and/or close
transmissions were received in San Dimas for
both the old and new branch/payroll codes.
There were processing problems on Daily
Activity, which resulted in dropped employees.
An employee may have an invalid marital status
of “A.”

If just one specific tax such as FICA, FUTA, SUI, or
CITY is out of balance:

R/
0.0

X3

S

DS

An employee may have been set up as exempt,
and the exempt status was removed and is now
taxable.

A new SUI rate has been sent to San Dimas.
An employee may have been recoded to a
different locality.

Other fees that may contribute are reclose fees, applied
for fees, or amendment fees.

If you still cannot resolve the out-of-balance data, you may
want to contact Tax Central or SBS Payroll Support in
Moorestown for assistance.
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Tax filing validation

Question

Answer

Is ADP filing my taxes? If so, which
taxes do you file?

To research the answer for the client, access TOPS
screen CHOL1 to verify the type of service (TOS).

I received tax forms from the IRS
and/or state. Why did | get them?
Do you file these for me?

The reason the agencies send tax forms directly to you is
because, although ADP has the Power of Attorney to file
you taxes, the agencies do not keep records of this.
Therefore, the forms are all sent directly to a company’s
legal address.

» If aclient receives any of the forms regarding rate
changes for unemployment or local percentage
changes, you should advise the client to send those
notices to the service center. This is so you can
update the profile and forward the local percent
changes to SBS Payroll Support in Moorestown so
that the rates can be researched and updated
accordingly.

» Ifaclient receives a frequency change from the IRS
or from a state agency, and the new frequency is
different than the client’s current frequency, instruct
the client to forward it to the service center so that
the profile and TOPS can be updated.

* Another reason that you may need to have the client
send in a form/notice is so we can verify the 1D
number. If the client is in the Applied For status, the
form/notice is necessary as proof to update the
profile and TOPS.

When will I get my Statement of
Deposit (SOD)?

The SOD has a few release dates depending on a client’s
type of service (TOS).

*  For clients who are deposit only (TOS 2) or
household clients, SODs are sent out a few days
after the end of the quarter. For example, for the
fourth quarter 2014, SODs for TOS 2 and SODs for
household clients start going out around 1/10/15.

* For clients whose TOS is Full Level Tax (TOS 3),
SODs are available by request about a month after
the end of the quarter. For example, for the fourth
quarter 2014, SODs for TOS 3 clients are available
around 2/2/15.

To get specific dates, you should refer to San Dimas’ Quarter

End Notes. They are posted on the Compliance and Payment

Solutions (CAPS) Portal at:

http://tfs.ca.adp.com/resource/reports/Quarter/2014 QEN.pdf

Why don’t | get copies of tax returns
you’ve filed?

The reason you do not receive the actual returns is
because ADP files these returns electronically. The SOD
replaces the actual returns. The SOD provides a detailed
accounting of tax activity and deposits conducted by
ADP on behalf of a Tax Filing client for quarterly and/or
annual periods.
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Question Answer

| didn’t get my W-3/941/940 in my The only time clients do not receive these forms in their

year-end package. Why not? year-end package is if they are Full Level Tax Filing
Clients (annual responsibility ADP). (Note: Non-Tax
Filing clients do not receive the Form 940, only non-Full
Level Tax clients receive this form.)

If a client does receive one of the returns in their
year-end packet, they are to use the returns along with
payroll records to prepare any annual jurisdictional
filings.
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Client Letters

Samples of the following client letters are included in this appendix. Refer to the page numbers

listed in the table.

Letter Name Page Reference When Client Type
Number  Produced
Tax End-of-Quarter B-2 021 Last Tax filing clients; to inform of
payroll of  miscellaneous quarter-end processing
quarter information
940 Data Verification B-3 022 Quarterly  Non-FLT filing clients who will receive a
processing 940 Worksheet to complete IRS Form 940
Tax Filing Client - B-4 023 Year-end  Tax filing clients that start mid-year for
Mid-Year Start processing whom ADP will not file annual returns
Tax Filing Client - B-5 024 Year-end  Full-Level tax filing clients for whom
Full-Year processing ADP will file annual returns
Non-Magnetic Media B-6 025 Year-end  Clients who will file a paper Federal Copy
W-2 Filer processing A of the W-2 with the SSA
Client with Less B-7 033 Year-end  Clients who will file paper 1099-MISC
Than 250 1099 Forms processing forms
Client Requested B-8 037 Year-end  Clients who requested a CD-ROM with
1099 CD-ROM processing 1099-MISC Federal Copy A information.
The client is responsible for electronically
filing with the IRS.
Tax Filing Client — B-9 038 Year-end  Tax filing clients that term mid-year for
Mid-year Term processing whom ADP will not file annual returns
Individual Federal B-10 N/A Year-end  Clients who requested an individual
Magnetic Media (W-2) processing federal W-2 CD-ROM so they can file
their data electronically with the SSA
Request for B-11 041 Year-end  Clients scheduled to receive 1099-MISC
Transmitter ID for processing Fed Copy A information on CD-ROM,

1099 CD-ROM

but are missing a federal transmitter 1D

2014 EasyPay Year-End Reference Guide

B-1

ADP Proprietary & Confidential - Not for External Distribution



B-2

Tax End-of-Quarter, Reference #021

This letter is produced with the last payroll of the quarter to let tax filing clients know how their
payroll information will impact the quarter-end processing.

XXX

Test CLI
123 ST

MOORESTOWN NJ 12345
Dear ADP® Tax Filing Client,
The following information is provided to assist you with your quarter-end processing:

* Quarter-end processing will begin 48 hours after your last payroll of the quarter.
Adjustments must be reported within this 48-hour period to avoid late close charges. Other
processing charges are still applicable.

* Any quarterly adjustments reported after the end of the quarter may subject you to Internal
Revenue Service and other agency penalties and interest. Also, if amended returns are filed
on your behalf, there will be applicable processing charges associated with them.

e Quarterly reporting is determined by the payroll check date. Payrolls dated on or before the
end of the quarter will be reported in that quarter. Payrolls dated after the end of the quarter
will be reported in the following quarter.

* In planning additional payrolls, please keep in mind we can only process one payroll on a
given day. If you need to schedule additional payrolls, contact your ADP client service
representative.

We appreciate the opportunity to serve your payroll and tax filing needs now and in the future.
Sincerely,

Your ADP Service Team

Reference #021

Client Letters
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940 Data Verification, Reference #022

This letter is produced during quarterly processing to let non-FLT clients know that they will
receive a 940 Worksheet from ADP. The worksheet assists the client in completing Form 940.

BATCH# 000586

XXX

Client Name

123 Main Street
Moorestown  NJ 12345

Dear Valued ADP® Client,

Thank you for continuing to use ADP’s Tax Filing Service. Since you were not on our Tax
Filing Service for the entire year, ADP did not deposit all four quarters of your tax liability for
federal unemployment and state unemployment insurance. As a result, ADP is unable to file
Form 940 (Employer’s Annual Federal Unemployment (FUTA) Tax Return) on your behalf
for the current year. While it is your responsibility to file Form 940, this letter contains
information that will help you prepare and file this tax information.

A 940 Worksheet is included with your ADP year-end package to help you complete Form
940. Sections of your worksheet may be blank for any quarters prior to your using our Tax
Filing Service. Use information found on the enclosed 940 Tentative Credit Worksheet along
with the information in your records to complete Form 940.

We appreciate the opportunity to service your payroll and tax filing needs now and in the
future.

Sincerely,
Your ADP Service Team
" This information is provided solely as a courtesy and not as legal or tax advice. Your tax

professional and/or legal counsel should be consulted for updates that may have an impact on
your organization and specific facts related to your business.

Reference: #022
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Tax Filing Client — Mid-Year Start, Reference #023

This letter is produced during year-end processing for clients who started using the Tax Filing
Service during the year, but did not use it for a full calendar year. These clients are not on Full
Level Tax. For these clients, ADP will not file their annual returns for this year.

YNT Batch# 000667
NAG - YE LETTER

AFD

SECOND

KULA, HI 96790
Dear Valued ADP® Client,

Since you started using our Tax Filing Service this year but did not use it for the full

calendar year, you will be responsible for filing your federal, state and local annual returns for
this year. For further explanation of your filing responsibilities for this year, please refer to your
Quarterly Statement of Deposits and Filings, which will be issued by our Tax Filing Service in
mid-January.

Enclosed you will find the paper copies of your Form W-2 and W-3:

Employee W-2s and Earning Summary
Employer federal copy (Copy A)

Employer reference copy (Copy D)
Employer state copy (Copy 1), if applicable
Employer local copy (Copy 1), if applicable
Employer federal W-3

You must distribute the employee copies of the Form W-2 by January 31 (or first business day in
February if this falls on a Saturday or Sunday). It is recommended that you keep the “Your Copy”
of Form W-3 with your Employer Reference copy (Copy D). Then submit the original Form W-3
along with the Employer federal copy (Copy A) to the address listed on the Form W-3 by the last
day in February (or first business day in March if this falls on a Saturday or Sunday).

Please review the totals on your Form W-3. If you have changes to make to the W-2 and W-3
data before you file it, or if you have any questions regarding your annual filing responsibilities,
please contact your ADP service representative immediately. If you need to correct the W-2 and
W-3 data after you have filed, contact the Internal Revenue Service for instructions for filling
corrections on paper using the Forms W-2C and W-3C.

For information on filing your specific state and local annual returns, please contact your tax
advisor.

Beginning with the new calendar year, ADP will file your annual returns for each full calendar
year you utilize our Tax Filing Services. We appreciate the opportunity to serve your payroll and
tax filing needs now and in the future.

Sincerely,

Your ADP Service Team

Reference: #023
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Tax Filing Client — Full-Year, Reference #024

This letter is produced during year-end processing for federal full-level tax filing clients. For
these clients, ADP will file their annual returns.

YNC Batch #000154
NAG-YE LETTER#24

STREET

SECOND

HANA, HI 96713

Dear Valued ADP® Client,

As one of the many benefits of ADP’s Tax Filing Service, ADP will be filing your annual returns
for you. ADP’s Tax Filing Service will file federal, state and local W-2s and W-3s for each tax
that was deposited and filed throughout the year. To verify annual tax filing responsibilities, refer
to your Quarterly Statement of Deposits and Filings that will be issued by ADP’s Tax Filing
Service in February.

Enclosed are the Employee W-2s and the Employer reference copy (Copy D) of your W-2s. You
must distribute the employee copies of the W-2s by January 31 (if this date falls on a Saturday,
Sunday or legal holiday, the deadline will be the next business day).

If you need to make changes to the enclosed totals, please contact your ADP client service
representative immediately.

We appreciate the opportunity to serve your payroll and tax filing needs now and in the future.
Sincerely,

Your ADP Service Team

Reference: #024

2014 EasyPay Year-End Reference Guide B-5

ADP Proprietary & Confidential - Not for External Distribution




B-6

Non-Mag Media W-2 Filer, Reference #025

This letter is produced during year-end processing for all non-tax clients to let them know that
paper copies of W-2s are enclosed and should be distributed to the employees. Federal filing
instructions are also included.

YND Batch# 000096
NAG - YE TEST CLIENT

STREET

ADDRESS TWO

DAYTON, NJ 08810

Dear Valued ADP® Client,

Enclosed are all the applicable copies of your W-2s. Because you have elected not to utilize
ADP’s Tax Filing Services, you are responsible for filing your federal, state/local annual returns
to the appropriate agencies. To assist you, ADP has provided the federal paper copy along with
all other copies of your W-2s:

Employee W-2s and Earning Summary
Employer federal copy (Copy A)

Employer reference copy (Copy D)
Employer state copy (Copy 1), if applicable
Employer local copy (Copy 1), if applicable
Employer federal W-3

It is recommended that you keep the “Your Copy” of Form W-3 with your Employer Reference
copy (Copy D). Then submit the original Form W-3 along with the Employer federal copy (Copy
A) to the address listed on the Form W-3 transmittal form by the last day in February (or first
business day in March if this falls on a Saturday or Sunday). Please contact your tax advisor
regarding the filing of any applicable state or local annual returns.

Please review the totals on your Form W-3. If you have changes or need to correct the W-2 and
W-3 data before you file it, please contact your ADP service representative immediately.

If you need to correct the W-2 and W-3 data after you have filed, contact the Internal Revenue
Service for instructions for filling corrections on paper using the Forms W-2C and W-3C.

We appreciate the opportunity to serve your payroll and tax filing needs now and in the future.
Sincerely,

Your ADP Service Team

Reference: #025

Client Letters
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Client with Less Than 250 1099 Forms, Reference #033

This letter is produced during year-end processing to inform the client of the requirements for
filing 1099-MISC forms. The letter below is sent to clients who will file less than 250
1099-MISC forms.

Batch# 000231

YNG

NAG - YE LETTER
STREET

SECOND

DAYTON, NJ 08810

Dear Valued ADP® Client,

Enclosed please find the paper copies of your 1099-MISC forms. Please review them for
accuracy before filing.

Distribute the copies of the form as follows:

Copy A: Internal Revenue Service (employer)
Copy C: Payer (employer)

Copy 1: State filing copy (employer)

Copy B: Recipient (employee)

Copy 2: State filing copy (employee)

If your company is filing more than 250 1099-MISC forms, you are required by the Internal
Revenue Service to file electronically. The 250 count must include both the enclosed 1099-
MISC forms as well as those produced from other systems, such as your Accounts Payable
system.

If you would like us to provide a CD-ROM for the enclosed 1099-MISC forms, please contact
your ADP service representative immediately. This media can be used to file electronically
and retained as a back up.

NOTE: If you file your 1099-MISC forms on magnetic media, do NOT submit the same returns
on paper to the IRS.

NOTE: ADP does not produce or file 1096 forms. You can obtain a blank form from the IRS
by calling 1-800-TAX-FORM (829-3676).

Should you have any questions, please contact your ADP client service representative. We
appreciate the opportunity to serve your payroll needs.

Sincerely,

Your ADP Service Team

Reference: #033
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Client Requested 1099 CD-ROM, Reference #037

This letter is produced during year-end processing to inform the client of the requirements for
distributing the 1099-MISC forms. Also, information is provided on the procedure for handling
the CD-ROM.

YNG Batch #000231
NAG - YE LETTER

STREET

SECOND

DAYTON, NJ 08810

Dear Valued ADP® Client,

Enclosed, please find the paper copies of your 1099-MISC forms. You must distribute the
employee copies of the 1099-MISC forms by January 31. Distribute the forms as follows:

Copy C: Payer (employer)

Copy 1: State filing copy (employer)
Copy B: Recipient (employee)

Copy 2: State filing copy (employee)

As you requested, we are enclosing a CD ROM containing your 1099-MISC Federal Copy A
information. This media can be used to file electronically and be retained as back up.

If you have any changes or need to correct the 1099-MISC data before filing it, please contact
your ADP client service representative immediately.

We appreciate the opportunity to serve your payroll and tax filing needs now and in the future.
Sincerely,

Your ADP Service Team

Reference: #037

Client Letters
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Tax Filing Client — Mid-Year Termination, Reference #038

This letter is produced during year-end processing for clients who did not use the Tax Filing
Service for a full calendar year because the Tax Filing Service was terminated. For those clients,
ADP will not file their annual returns for this year.

Batch: 000144

YNE

NAG - YE LETTER #38
STREET

SECOND STREET
ADIN, CA 96006

Dear Valued ADP® Client,

You did not use our Tax Filing Service for a full calendar year. Therefore, our Tax Filing
Service will not be filing your annual returns for this year.

Your Quarterly Statement of Deposits and Filings, issued by our Tax Filing Service, explains
your filing responsibilities for this year.

We appreciate the opportunity to serve your payroll and tax filing needs now and in the future.
Sincerely,

Your ADP Service Team

Reference #038
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Individual Federal Magnetic Media (W-2) Letter

This letter is produced via the AutoPay mainframe during year-end processing for clients
requesting individual federal W-2 CD-ROMSs. The client receives W-2 and W-3 information on

CD-ROM so they can file with the SSA.

AP

SOCIAL SECURITY ADMINISTRATION
MAGNETIC MEDIA FILERS

United States Form W-2 Puerto Rico Form 493R-2/W-2PR
Virgin Islands Form W-2 Guam Form W-2

INFORMATION ONLY — DO NOT FILE THIS PAGE

The Social Security Administration (SSA) requires employers reporting wages for 250 or more
employees fo file them electronically. Magnetic tape and cariridge filings are not accepted.

Employers are to use Electronic File Upload, a feature of Business Services Online (BS0), to
conduct business with the SSA, Electronic File Upload allows you to transmit an electronic file
containing an MMREF-1 wage report to SSA over the Intemet.

ADP generates all federal W-2 magnetic media on CD-ROM. The enclosed CD-ROM shouid be
loaded to your PC for transmission 1o the SSA via BSO and the CD-ROM retained for backup.

Connection to the BSO is done from the SSA website at www.socialsecurity.gov/emplayer.
Click on Electronically File Your W-2s or Business Services Online.

Additional information on the BSO:
= (Call 1-800-772-6270 Manday through Friday, 7:00 a.m. to 7:00 p.m. Eastern Time to
request a BSO Employer Handbook.
= To view the on-line handbook:
» Access the Intemet at www.socialsecurity. gov/employer
» Click on Electronically File Your W-2s or Business Services Online
» In the left column select BSO Handbook

Assistance with problems using the BSO:

s Call 1-888-772-2970 Monday through Friday, 8:30 a.m. to 4:00 p.m., Eastem Time, or
= Send an e-mail message to bso.suppori@ssa.gov.

All other federal filing rules are to be followed, without exception.

(PFTTFMERM ©20C5 Auwormiic Data Processing, (ne.

Client Letters
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Request for Transmitter ID for 1099 CD-ROM, Reference #041

This letter is produced during year-end processing for clients who must supply ADP with the
federal transmitter ID before an individual 1099-MISC CD-ROM can be created.

YNG Batch #000231
NAG - YE LETTER

STREET

SECOND

DAYTON, NJ 08810

Dear Valued ADP® Client,

Enclosed are the paper copies of your 1099-MISC forms. You must distribute the employee
copies of the 1099-MISC forms by January 31 (or first business day in February if this falls on a
Saturday or Sunday).

As you requested, ADP EasyPay>™ will supply you with your 1099-MISC Federal Copy A
information on CD ROM, which must be filed electronically with the Internal Revenue Service
by the last day in February (or first business day in March if this falls on a Saturday or Sunday).
However, before we can create the CD ROM, we need your five-character federal transmitter ID.
Please call your ADP client service representative immediately and supply this information.

In addition, if you have any changes or need to correct the 1099-MISC data before filing it, please
contact your ADP client service representative immediately.

We appreciate the opportunity to serve your payroll and tax filing needs now and in the future.
Sincerely,

Your ADP Service Team

Reference: #041
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Client Audit and W-2 Error
Messages Table

The table in this appendix lists errors you may find on the Client Audit and/or W-2 Error reports.

This table recommends actions that will lead you to a resolution. Please remember, however, that
each situation is different.

v" Since the instructions in this table may not include everything you need to do in a given
situation, you must analyze each error on a client-by-client basis. For example, depending on
when the error occurred, you may have to rerun quarterly reports or W-2s.

/A When researching errors using the Earnings Record, Current QTD, or Prior QTD reports, be
aware that figures appearing in the 08 Other earnings column and 99 Misc deductions column
may actually be other earnings or deductions that were combined into these columns in the
client’s Profile. To avoid negative values as a result of incorrect adjustments, be sure which
type of earnings or deductions these are by using the Master List or viewing the employee’s
earnings and deductions in the client’s Profile.

If any of the errors suppress W-2s, then a Service associate must contact the client to correct the
problem. For instructions on performing amendments and adjustments, see chapter 2,
Payroll Procedures, in this guide.

v’ Since employee W-2 data with errors is included on the San Dimas quarterly tax
transmission, W-2 errors for Tax Filing clients must be resolved before quarter close
deadline. A reclose can be submitted to San Dimas.

2014 EasyPay Year-End Reference Guide C-1
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Client Audit and W-2 Error Messages

Error Message

Report

Error Description and Proposed Action

1099 mag media
transmitter 1D
missing

W-2 Error report

The client’s five-digit transmitter control code (TCC) is
missing in the State Tax IDs module of Profile. An
individual 1099 CD-ROM was not created for this client.

Contact the client to obtain the TCC. Then, add the number
in the State Tax IDs module of Profile.

v' To produce the electronic media (CD-ROM), you must
enter the TCC number in the 4Q master file, cut the
quarter, and then rerun year end.

Enter this as a case in Clarify.

xx Active employee
with “A” in marital
status with YTD
taxes

v" This message also
includes
deduction year-to-
date amounts, not
just taxes.

Client Audit
report

An employee’s marital status is marked as “A” (automatic
payment) for the indicated year-to-date bucket. A marital
status of “A” is only valid for an automatic payment check.

If this is a paid employee, enter the correct marital status
for this employee; it should not be “A.” Any affected
quarters may require amendments. Enter this as a case in
Clarify.

-OR-

If this employee is actually an automatic payment check,
confirm whether there should be a year-to-date (YTD)
value; the answer must be “no.” This may require a payroll
adjustment. Any affected quarters may require
amendments. Call SBS Payroll Support in Moorestown if
you need assistance.

Enter this as a case in Clarify.

All values are
negative

W-2 Error report

Records show all negative values for wages and taxes.

Research to determine why they are all negative. Run an

adjustment payroll, if necessary, to correct them. Any

affected quarters may require amendments.

v' This error suppresses the W-2. A Service associate
must contact the client to correct the problem.

Enter this as a case in Clarify.

xx City code missing
with YTD tax

Both reports

The employee has a city tax year-to-date amount, but the
employee is not coded for a city jurisdiction.

Call the client and confirm that the employee should be set
up for the tax. If so, make sure the employee is coded for
the correct jurisdiction. Do so by running adjustment
payrolls to terminate and rehire the employee, adding the
correct city jurisdiction. Any affected quarters may require
amendments/exceptions.

If the employee should not be set up for the tax, run an
adjustment payroll to remove the city YTD. Any affected
quarters may require amendments.

Enter this as a case in Clarify.

C-2
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Error Message Report

Error Description and Proposed Action

City Tax w/o Wage*  W-2 Error report

City tax was withheld, but no subject wages. Run an
adjustment payroll.

v' This error suppresses the W-2. A Service associate
must contact the client to correct the problem.

Contact name W-2 Error report  The client contact name, which is required to create the
missing and is individual federal magnetic media, is missing. Add the
required contact name to the Year End Client Information Update
screen from the Magnetic Media Menu. See page 8-10 for
more information.
El positive amount Client Audit The earned income credit (EIC) is stored as a positive YTD
report amount, but it should be negative.

Print the Earnings Record, Payroll Register, and/or Master
List to determine where the error occurred. Work with the
client to obtain the correct EIC YTD. You may need to
rerun the payroll or run an adjustment payroll to correct it.
Any affected quarters may require amendments.

Enter this as a case in Clarify.

Fed Tax w/o Wage*  W-2 Error report

Federal tax was withheld, but no subject wages. Run an
adjustment payroll.

v' This error suppresses the W-2. A Service associate
must contact the client to correct the problem.

GR Negative wages Client Audit
YTD report

The accumulated year-to-date amount for all earnings with
a codeword of GROS is negative.

Print the Earnings Records, Payroll Register, and Master
List to determine where the error occurred. Work with the
client to obtain the correct pay information. You may need
to rerun the payroll and/or run an adjustment payroll. Any
affected quarters may require amendments.

Enter this as a case in Clarify.
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Error Message

Report

Error Description and Proposed Action

Invalid Fed ID #

Both reports

The client’s federal identification number is invalid, for
example:

» A federal number has non-numeric character(s).

» A federal number is composed of the same digit (for
example, “777777777”).

A federal number has the first two digits “00.”

» A federal number has consecutive digits - for example,
“123456789.”

Check the number and call the client to obtain a correct
one. You may need to ask the client to provide proof from
the federal government, such as a blank 940, 941, or 8109
deposit coupon. Then, enter the correct ID in the Client
Options module of Profile.

If the client has the Insurance Pay-by-Pay feature, you
cannot change the ID number. Contact SBS Insurance
Services to let them know the ID number must be changed.
Then contact SBS Payroll Support in Moorestown via a
Clarify subcase. Request that the client’s ID number be
changed in the master file and/or QT. file.

A\ If the client has already run their first payroll of the
year, the ID # number must be changed in both the first-
quarter master file (M.) and the fourth-quarter QT. file.

For Tax Filing clients, an amended return may need to be
filed. Use TOPS CHOL to research.

Enter this as a case in Clarify.

Invalid Fed Mag
Media default is

paper

W-2 Error report

The client’s master file and QT. file have “A” in the Mag
Media W-2 field. ADP no longer produces a group tape.
Paper will be produced. Change the Mag Media W-2
indicator to “P.”

Invalid name comma
in 1st position

Both reports

A comma is in the first position of the employee’s Name
field.

v" This error results in halts during quarterly processing
and must be corrected before the next quarter end.

Type the employee name in the correct format with the
next payroll or in the Employee Data module of Profile.
Edit the M. and QT. files. For instructions, refer to chapter
2 of this guide.

v' This error suppresses the W-2. A Service associate
must contact the client to correct the problem.

Enter this as a case in Clarify.

Invalid Soc. Sec. #

Both reports

The employee’s record contains an invalid Social Security
number.

Obtain the correct number from the client and enter it with
the next payroll or in the Employee Data module of Profile.
If this is a year-end error, correct the number in the fourth
quarter master file, cut the quarter, and then rerun year end.
Any affected quarters may require amendments.

Enter this as a case in Clarify.

c-4
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Error Message Report Error Description and Proposed Action

Missing Fed ID # Both reports The client’s records show a missing federal identification
number.

You may need to ask the client to provide proof from the
federal government, such as a blank 940, 941, or 8109
deposit coupon. Then enter the correct ID in the Client
Options module of Profile.

Enter this as a case in Clarify.

Missing mag media W-2 Error Magnetic media was suppressed because data that is
data - MM Report required to create the client’s individual federal media is
suppressed missing. For the procedure for updating this information,

refer to the Updating Clients’ Year-End Magnetic Media
Information section in chapter 8 of this guide.

Missing Soc. Sec. # Both reports The employee’s records show a missing Social Security
number.

Obtain the number from the client and enter it with the next
payroll or in the Employee Data module of Profile. If this
is a year-end error, correct the number in the 4Q master
file, cut the quarter, and then rerun year end. Any affected
quarters may require amendments.

Enter this as a case in Clarify.

Must set up Client for W-2 Error report  Clients with over 250 W-2 employees must file
Federal Tape electronically. Refer to chapter 8 of this guide for
procedures.

Negative 3rd Party W-2 Error report  Employee has a negative 3PSP amount.

Sick Print the earnings records to determine when this error
occurred. Call the client to discuss what the correct 3PSP
should be. Based on that determination, run an adjustment
payroll. Any affected quarters may require amendments.
After you correct this error, rerun W-2s.

v' This error suppresses the W-2. A Service associate
must contact the client to correct the problem.

Negative wage or W-2 Error report  Refers to any negative wage or tax. This error may occur
tax* when the client incorrectly reports a voided check for an
(for example, employee. This error will also appear if a box 12 value is
Negative St Tax, negative. The box 12 code is also printed. Refer to the W-2
Negative SS Wage) box descriptions chart in the Annual Tax Forms section in

chapter 5 of this guide.

Print the Earnings Record to determine when this error
occurred. Call the client to discuss what the correct wage
or tax should be. Based on that determination, run
adjustment payrolls as necessary. Any affected quarters
may require amendments.

v' This error suppresses the W-2. A Service associate
must contact the client to correct the problem.

Enter this as a case in Clarify.
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Error Message

Report

Error Description and Proposed Action

xx Negative taxes
YTD

Both reports

The amount of year-to-date taxes for the indicated tax (xx)
IS negative.

Print the Earnings Record, Payroll Register, and Master
List to determine where the error occurred. Work with the
client to obtain the correct pay information. You may need
to rerun the payroll and/or run an adjustment payroll. Any
affected quarters may require amendments.

Enter this as a case in Clarify.

No info to report on
W-2

W-2 Error report

The employee has no taxable year-to-date information so
the W-2 is suppressed.

Call the client and confirm that this is truly the case for this
employee. If so, action is not required. If not, you may
need to run adjustment payrolls. Any affected quarters may
require amendments.

v' This error suppresses the W-2. A Service associate
must contact the client to correct the problem.

xx Non-numeric
value in Tax Override
amount field

Client Audit
report

A non-numeric value in the Tax Override amount field was
detected for the indicated deduction (xx). Only numeric
values are allowed.

Correct the amount and rerun the payroll, if necessary.
Enter this as a case in Clarify.

Over FI limit with
3PSP

W-2 Error report

3PSP and regular wages exceeded the Social Security limit.

For instructions on how to correct this error, refer to the
Creating a Second W-2 for Employees over the Social
Security Limit with 3PSP section in chapter 4 of this guide.

Phone # missing and
is required

W-2 Error report

The phone number for the client contact, which is required
to create the individual federal magnetic media, is missing.
Add the client contact’s phone number.

PIN # missing and is
required

W-2 Error report

The personal identification number (PIN), which is
required to create the individual federal magnetic media, is
missing. Add the PIN.

State Tax w/o Wage* W-2 Error report ~ State tax was withheld, but no subject wages. Run an
adjustment payroll.
v' This error suppresses the W-2. A Service associate
must contact the client to correct the problem.
C-6 Client Audit and W-2 Error Messages Table
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Error Message Report Error Description and Proposed Action
MNSUI with CQ 07  Client Audit The employee is taxable for Minnesota, Oregon, Rhode
& no QTD hrs report Island, Vermont, or Washington SUI, has current quarter
ORSUI with CQGE salary earnings (earnings code 07 in MN, Rl and WA, GE
& no QTD hrs, or in OR and VT), but has no current quarter hours (codeword
RISUIwith CQ 7 & e o o e ot ol
no QTD hrs, or ployees, - ployees.
VTSUI with CQGE Call the cllent.to confirm the number of hours worked by
& 1o QTD hrs, or the employee in the current quarter. Record these hours
o under codeword STDH with the next payroll in the current
WASUI with CQ 07 quarter. If there are no more current quarter payrolls to be
& no QTD hrs processed, run an adjustment payroll to record the missing
hours and recut the quarter. Any affected quarters may
require amendments.
xx YTD taxes for tax ~ Client Audit The tax type indicated (xx) has been withheld for an
exempt employee report employee who is set up as tax exempt.
Call the client and confirm the employee’s correct tax
status. You will need to terminate and rehire the employee
with the correct status and/or taxes. You may need to rerun
the payroll. Any affected quarters may require amendments
to collect any overpayments.
Enter this as a case in Clarify.
YTD taxes with no Client Audit Taxes have been withheld for an employee who has had no
gross report gross wages recorded.

Call the client and confirm whether earnings for this
employee should have been gross or whether reported taxes
were invalid. You may need to rerun this payroll. Any
affected quarters may require amendments.

Enter this as a case in Clarify.

* Refer to the Additional Information for Certain Errors section in chapter 6 of this guide for further
information on what causes these types of errors and how to research them.
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1

1099 Reruns Not Billed report, 7-18
1099-MISC
box descriptions, 5-40
codeword taxability, 4-72
magnetic media, 8-3, 8-25
sample, 5-39
1099-R
box descriptions, 5-42
sample, 5-41
1099-R earnings, 4-54

3

3PSP
creating a second W-2, 4-49
taxability, 4-47

9

940 Data Verification letter, B-3
940 Tentative Credit Worksheet report, 5-37
941
responsibility for filing, 5-19
sample, 5-20
941A, 5-23
941B, 5-22

A

additional controls
adding, 7-20
identifying, 7-21
adjustments, 2-19, 2-22
allocated tips, 4-4
amendments, 2-30
autotape amendments, 2-32
entering ascertained date and reason code(s), 2-33
San Dimas fee structure, 2-32
special handling instructions, 2-32
types of amendments, 2-30
Annual Filing Reconciliation report, 8-13
annual output, 5-1
ascertained date, 2-33
Ask MIS report, 7-21
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B

Balance Listing errors, 2-5, 2-22
billing
additional controls, 7-20
for year-end, 7-1
overrides, 7-8
promotions, 7-12
revenue analysis, 6-11
statistics, 6-13
W-2s, 5-5, 7-3
Billing Audit file, 7-13
bonus payrolls, 3-1
calculating FICA, 3-16
client communications, 3-3
million-dollar, 3-20
million-dollar in Callin, 3-20
net-to-gross checks, 3-12
scheduling a separate payroll, 3-2
setting up, 3-4
state taxation, 3-21
stopping deductions, taxes, and direct deposit, 3-10
taking as a separate payroll, 3-7
taking with a regular payroll, 3-10
box 14 of W-2, 4-5

C

Cafeteria 125 plans
setting up, 4-13
taxability, 4-12
city taxes, 4-62
clearing the master file, 2-13
Client Audit report, 6-2, C-1
client letters, B-1
940 Data Verification, B-3
Client with Less Than 250 Forms, B-7
Individual Federal CD-ROM, B-10
Non-Mag Media Filer W-2, B-6
Request for Transmitter ID for 1099 Mag Tape
Cartridge, B-11
Tax End-of Quarter, B-2
Tax Filing Client - Full Year, B-5
Tax Filing Client - Midyear Start, B-4
Tax Filing Client - Midyear Term, B-9
Client Processing History, 2-27
Client Requested 1099 Mag Tape Cartridge letter, B-8
codes. See deduction codes, See earnings codes
codewords
B14A, B14B, and B14C, 4-5
ERMS and Illinois employers, 4-9
taxability table, 4-64, 4-72
correcting payrolls processed in the wrong quarter, 2-14
CSTOOLS, 4-59
cutting the fourth quarter, 2-8
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D

DATECD RUN# WRONG error, 2-5, 2-22
DDF invoices, 7-3
deduction codes
Cafeteria 125 plans, 4-13
dependent care benefits, 4-24
GTL, 4-32
pension plans, 4-18
deferred compensation, 4-16
dependent care benefits, 4-23

E

earnings codes
Cafeteria 125 plan, 4-13
dependent care benefits, 4-24
employer health care benefits, 4-15
expense reimbursements, 4-52
pension plans, 4-18
Earnings Record report, 5-17
earnings records, processing, 5-10
EasyPay Year End Revenue Analysis report, 6-11
EasyPayNet
interim details files, 2-34
Electronic Reports, W-2s, 5-7
employer health care on W-2, 4-14
End-of-Quarter Year-to-Date report, 5-15
error messages (W-2), 6-9
expense reimbursements, 4-52

F

federal direct reporting W-2 tape, 8-18
FICA
calculating for bonus checks, 3-16
uncollected for GTL, 4-50
first payroll of year, 2-3, 2-13
fixing payrolls processed in the wrong quarter, 2-14
Forms. See the form number
fourth quarter, 2-8
manual processing, 2-11
regular processing, 2-10
frequently-asked questions, A-1
bonus payrolls, A-6
Form 1099, A-5
Form W-2, A-2
special taxation, A-8
tax filing, A-11
third party sick pay, A-10
fringe benefits, 4-26

G

golden parachute, 4-28

Group Term Life, 4-30

GTL (Group Term Life insurance)
IRS fair market cost, 4-32
setting up, 4-32
taxability, 4-30
uncollected FICA, 4-50

H

Health Savings Accounts, 4-34
household clients, 4-37
HSA, 4-34

lllinois
codeword ERMS, 4-9
employer contributions to medical savings plans, 4-9
indicators
magnetic media, 8-6
quarter-cut, 2-9
interface tapes, 5-32
interim details files, 2-34

L

last payroll of year, 2-3, See also fourth quarter
local taxes. See city taxes
LTD (long term disability)

taxability, 4-39

M

Mag Media Reruns Not Billed report, 7-18
magnetic media, 8-1
1099-MISC, 8-3, 8-25
Annual Filing Reconciliation report, 8-13
correcting errors on the Annual Filing Reconciliation
report, 8-16
correcting W-2s after SSA submission, 2-28
description, 8-3
federal types, 8-3
indicators, 8-6
menu, 8-9
process flow, 8-4
rejected tapes, 8-22
updating clients’ magnetic media information, 8-10
using queries for proper output, 8-11
manually cutting a quarter, 2-11
menus
Client Service Year-End, 7-2
CSTOOLS, 4-59
million-dollar payrolls, 3-20
entering in Callin, 3-20
miscellaneous income
golden parachute, 4-28
stock options, 4-45
miscellaneous reporting, 4-1
moving expenses, 4-40

N

net-to-gross checks, 3-12
Non-Mag Media Filer W-2 letter, B-6

O

out-of-balances, resolving, 5-23

output differences (W-2s), 5-32

output, quarterly and annual, 5-1
override codes and types, 7-8

Index
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P

parent-child relationship, 7-20
payroll procedures, 2-1
payrolls
bonus, 3-1
million-dollar, 3-20
scheduling separate, 3-2
payrolls processed in the wrong quarter, 2-14
pension plans
setting up, 4-18
taxability, 4-17
types, 4-16
pricing
overriding standard prices, 7-8
standard, 7-4
processing adjustment payrolls, 2-19
processing fourth-quarter adjustments after first payroll of
year, 2-22
promotions, 7-12

Q

qualified pension plans, 4-16
Quarterly Control system, 5-4
Quarterly Earnings Record report, 5-17
quarterly output, 5-1
Quarterly Recap report, 5-14
Quarterly Tax Summary report, 5-16
Quarterly Taxable Wage report, 5-13
queries

Ask MIS, 7-21

R

reason code(s), 2-33
rejected magnetic media, 8-22
reports
1099 Reruns Not Billed, 7-18
940 Tentative Credit Worksheet, 5-37
Annual Filing Reconciliation report, 8-13
Ask MIS, 7-21
Client Audit, 6-2, C-1
End-of-Quarter Year-to-Date, 5-15
Mag Media Reruns Not Billed, 7-18
Quarterly Earnings Record, 5-17
Quarterly Recap, 5-14
Quarterly Tax Summary, 5-16
Quarterly Taxable Wage, 5-13
service, 6-1
Unemployment Wages Paid, 5-23
W-2 Error, 6-4, C-1
W-2 Reruns Not Billed, 7-18
W-2/1099 Manual Bill, 7-18
Wage and Tax Statement Totals report, 5-36
Year End Edit Tape, 8-18
Year End Revenue Analysis, 6-11
Year-End Billing Audit, 7-16
Year-End Processing Statistics, 6-13
reprinting entire set of W-2s, 5-6
reprinting one or more W-2s, 5-7
rerunning a payroll that should have been processed in a
future quarter, 2-14
rerunning a payroll that should have been processed in a
previous quarter, 2-16
reruns, 2-19
selective, 5-7
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researching tax information, 4-59
responsibilities

rejected tapes, 8-22
Roth pension plans, 4-16

S

San Dimas
year-end audit tape, 8-18
S-Corporations, 4-42
selected W-2s, 5-7
selective reruns, 5-7
service reports, 6-1
Siemens printers (W-2s), 5-32
Social Security limit and 3PSP, 4-49
special taxation, 4-1
1099-R earnings, 4-54
Cafeteria 125 plans, 4-12
dependent care benefits, 4-23
employer health care on W-2, 4-14
fringe benefits, 4-26
golden parachute, 4-28
Group Term Life, 4-30
Health Savings Accounts, 4-34
long term disability payments, 4-39
moving expenses, 4-40
qualified and nonqualified deferred compensation plans,
4-16
S-Corporations, 4-42
stock options, 4-45
third party sick pay, 4-47
uncollected FICA on GTL, 4-50
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