
Task 4-T (Tech)

Zero Out YTD Pay Stub Totals for Payroll 
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PAY790 

Version L and H Commands
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Task 5-T (Tech) 

Obtain User ID and Password for File Submission
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Task 6-PR
Preliminary W2 Prelist Run Options
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W2 Prelist Calendar Year Options
Current Year Next Year
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W2 Prelist 
Run Option 1 (Temp File) 

Run Option 2 (Extract File)
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W2 Prelist

Print W2ED13 Changes (only)
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W2 Prelist 

Main Window Additional Report Settings
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W2 Prelist 

“S” Report Option  Select Field Ranges 

Window 

58



W2 Prelist

Report Totals 
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Task 7-PR 
Print Pay History Report (PAY830)

QCC Job Menu
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Pay History Report (PAY830) Main 

Window 
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Pay History (PAY830) DI/SSN Select 

Window
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Task 8-PR

Include Employees Without a Pay History Record 

(PHUPDT)
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Task 9-PR Entering Adjustments
Pay History Benefit Adjustments
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Pay History Adjustments
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Voluntary Deduction Adjustments 

Pay History Form 
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Health Care Adjustments
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Task 10-T (Tech)

Extract W2 Data Y13W2EXTRACT

� Execute Y13W2EXTRACT. 

� Payroll history, deduction history and payroll 
adjustments records are extracted for each 2013 payroll 
check.  
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Task 11-T (Tech)

Report of W2 Records from Pay History

� Execute Y13W2REPORT. 

� Travel Claims are not included in W2 Prelist at this 
point. 
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Task 12-T (Tech)

Including Car Travel Claims

� Execute Y13W2TCEXT and Y13W2CKTCRPT 

� Include Car Travel Claims before running Final Merge.
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Task 13-AP

Adjusting Travel Claims A/P Branch 

(TCPYMT)  
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Car Travel Claims (TCPYMT)

Mileage Flag “M”
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Vendor Maintenance (VEUPDT)

Changing Vendor Tax ID
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Task 14-T (Tech)
Merge All Sources of W2 Information 

� Execute Y13W2FNLMRG to create combined file even 
if there are no Car travel claims to process. if there are no Car travel claims to process. 

� Use caution when re-running Y13W2FNLMRG. 
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Task 15-T (Tech)
Print W2 Prelist with Combined Information 

� Execute Y13W2REPORT. 

� W2 Prelist will contain combined W2 information. 

� Pass the Point of No Return Considerations.
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Task 16-PR 
Edit W2 Information (W2ED13)

�Adjust W2 amounts using W2ED13�Adjust W2 amounts using W2ED13
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W2 Edit Program (W2ED13)
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W2ED13
F3 – Open Advanced Search Employee Search Window
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W2ED13 Options
� State Gross versus Federal Gross Amounts, same or 

different

� District List Drop Down Box

� Show SSN button� Show SSN button

� Reasonable Maximum Amount feature for data entry 
in amount fields 

� Clear screen option sets amounts in all boxes to zero  
to prevent an employee from receiving a W2. 

� All amount fields must be positive.
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W2 Edit (W2ED13) 

New  Items added 2012

� Box12-DD/ER-HC: cost 
of employer provided 
health care 

� Box12-DD/ER-AJ: � Box12-DD/ER-AJ: 
Adjustments to employer 
provided health care
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W2 Edit (W2ED13) 

W2 Data Source 
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W2ED13 and Xpri Box
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Task 17-T (Tech)

Final W2 Prelist Report 

� Payroll Staff  final 
review, use W2ED13 for 
any last minute 
corrections  and rerun corrections  and rerun 
report.

� Report of W2 Edit 
Changes (W2RP13)  
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Task 18-T (Tech)

Ready to Print W2 Forms 

� Payroll approves  the 
Final W2 Prelist.

� Main method of printing � Main method of printing 
W2 forms: laser printing.  
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Task-18T W2s Converted to PDF
� Moore-Wallace 1286 and 

1288 are also supported 
in this process. 
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2013 W2 Sample 
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Interval Between W2 Distribution and 

Creation of W2 File for SSA 
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Task 19-T (Tech)

Create Electronic Transmittal File for SSA

� Execute Y13W2FILE. 

� Transfer W2 Transmittal file to your  PC  using  
Reflections and Minisoft (see 2013 W2 Processing 
Manual)
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Task 20-T (Tech) 
Create Transmittal Totals Report 

� Execute Y13W2TFTOTAL. 
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Task 21-T Saving History Files

� Execute Y13W2SAVE. 
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Special Notes for W2 Processing
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More Items to be Noted
� If an employee SSN changes in the database during the 

year and the W2 file is already extracted, the employee 
will retain the bad SSN. 
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Another Version H and Version L 

Comparison in the Manual
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QSS Wants to Hear from You
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Click the Give Feedback Link

Fill Out Our Survey
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Time for “Live” QA with Duane
� You will need to enable your Audio Pin 
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