_— Task4-T = ie;cmg

Zero Out YTD Pay Stub Totals for Payroll




Version L and H Commands

Version H (HP e3000)

The command you should type at the command prompt is shown below in underlined text.
The rest of the information is what will be displayed onscreen as a result of your command.

HELLO MGR.QSSUSER
RUN PAY790.!FPSCH.!PACT

Version L (Linux)

The command you should type at the command prompt is shown below in bold text. The rest
of the information is what will be displayed onscreen as a result of your command.

Log on the your linux server as gssopr, then execute the following underlined
commands.

5 5085 _ROOT/SQSS BINSCH/pay790
PAYT90 L.C0.00 built 12/13/13 13.41 Zero CTD/QID/MTD Totals
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= Task 5-T (Tech)

Obtain User ID and Password for File Submission

All submitters must obtain a User Identification (User ID) and Password. You do not
need a new User ID every vear. as long as you change vour Password at least once
every 369 days.

To obtam youwr User ID/Password:

O Access the Intemet at www.soclalsecurity soviemnplover.
O TUnder "Flectromic Filing." select Flectronically File Your W-27x
{This will rake you to http:/www. ssa. gov/beo/bsowelcome litm )

0 Click on the Register button. Then follow the instructions.
You will creale your own Password as parl ol lhe registralion process.

or

If you already have a User ID/Password, click Login to access, verify. or update
vour account information.

O Tf. for any reason, you are nnable to register online, call 1-800-772-6270
Monday through Friday. 7 a.m. to 7 p.n.. Eastern Time to complzate the
registration.

Include the User ID in the submitter record you send to the 3SA. Use the Password

with the User ID to access the Online Wage Reporting Service.
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o=l 2012 W2 Prelist [W25B12) 39 - (S5 DEMOMNSTRATION DISTRICT

File  Options

H @ x g (? @ Current Year

Task 6-PR
Preliminary W2 Prelist Run Options

0S5/0ASIS = Eel

Report Selections | Szlect Field Ranges

District: The Train USD

Report Format:

Run Option: "5 Be - conabilty check (OASDIMedicare)
5 - Selected field value range

Print W2=012 changes made since:  _"__/ | [Fun ophon = 2 enly])
SEM Mask (# digits act te 077 o [O=ronc, 1 S=masalk, L'R=ExtRcf)

Set pension flag if &lt-Retire: Bdaz vol-deds only (YN
Report layout: Leave blank for default layout,

Client field for san flag: 00 Usze 01 - 30. or 00 for none
N

use 01-99 for customer defined custom layouts,

Usersec: YYYY

¥r: 2008 Dist: 39 Site: 1 GS: W | 12/3/2012 | 4:42:17 PM
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W2 Prelist Calendar Year Options

Current Year

e 2013 W2 Piclisl (W25B13) 7 - 55 DEMONSTRATION DISTRICT

Next Year

Qs5/0asIS

= e

Oprions
HET? b ¢ IEJ ,IZ‘L? {} Cunent vear

Fieport Selections | Select Fizld Ranges |

Distred Q55 UNT £ 501 00- BISTRICT

Report Format [ -]
Hun Uption: | 1 - Extract and then print -
Prim V2ZED |3 changzs made s e :Ia (Run optior = 2.only)

SEN Mask (1t digte set1o’0)?

(0-none, 1-8-mack LIF-ExtRef
Clientfield for ssnflag. 00 Use D1~ 30, or 00 for none
Setpsnsionfec i AltRetre N Ebocval-deds onby (YHY

Fesortlarout Leave blank ‘or cefault layoul,

use 01-99 for cstomer defined custom layouts

[wsarsec: Nvwy

[¥r: 1997 Dist 07 Site: 1 G5: W [ 12/1/2013 [ 10:18:40 AM

a7 2013 W2 Prelist (W2SB13)

Options

Report Seectiors | Select Sield Ranges

07 - Q55 DEMONSTRATION DETRICT

HE2 X BEP| G rare

Q550455

Report Farmat
Run Opdon

PrintW2EC 13 changes made since:

Client 7eld for ssn lag
Set pension flag it Ali-Retire

Rzport layout

Disict:

QSSUNIFIED SCHOOL DISTRICT

- Exract andthen prirt -
[ 1% Runottion=2or

CEN Mz [Fdigits set 12 007

[0-nere, 1-9-mask, LM-Cxdef)
Use [7- 30 or 00 fer nane
B rcl-deds cnly (YHK)

Leave blank for defaut aveat,
use 01-3€ for custorer defined custom layouts

[lsersee: Iy

Vr: 1087 Nisk= 07 Site: 1 62 W [12/1/2013 [10:18:11AM
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Run Option 1 (Temp File)
Run Option 2 (Extract File)

all 2012 W2 Prelist (W25E12) 30 - Q55 DEMONSTRATION DISTRICT QSS/0ASIS

File  Options

H @ x lg 0 @ Current Year

Report Selections | Select Field Ranges

District: The Train USD

Report Format: [ v]

Run Option: i vi

‘ ) 1 - Exdract and then print
Print W2ED12 changes made since: IR Rt o PR i

SSN Mask (# digits setto'0?  (O=none, 1-G=mask, L/R=ExtRef

Client field for ssnflag: 00 Use 01 - 20, or 00 for none
Set pension Jag if Alt-Retire: N Bl vol-deds onhy (Y/NK)

Report layout: Leave blank for defzult layout,
use 01-59 for customer defined custom layouts.

Usersec: YYYY Yr: 2008 Dist: 39 Site: 1 G5: W [ 12/3/2012 | 5:23:30 PM .:




~— W2 Prelis
Print W2ED13 Changes (only)

o' 2012 W2 Prelist (W25B12)
File  Options

39 - Q55 DEMONSTRATION DISTRICT QSS/0ASIS [ =[]

H @ x u]g 0 [} Current Year

Repott Selections | Select Field Ranges

istrict

Report Format:

Run Optien

Print W2ED12 changes made since

The Train USD

l

= (Run aption = 2 anly)

Client field for ssn flag:
et pension flag if Alt-Hetire:

Report layout:

SEN Mask (£ digits setto 07

oo

M

(D=none, 1-8=mask, LR=ExtRef)
Use 01 - 20 or 00 tor none
B4 vol-deds only (Y/NSX)

Leave blank for default layvout,
use 01-99 for customer defined custom layouts

[usersec yrry

[¥r 2008 Dist: 39 Site: 1 65: W | 12/3/2012 [ 5:25:42PM :
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ol 2012 W2 Prelist (W25812)
File  Options

_— W2 Prelis

Main Window Additional Report Settings

=8 EeR >

39 - Q55 DEMOMNSTRATION DISTRICT

HI X DE P [ curentVer

Report Selections | Select Field Ranges

istrict:
Heport Format:

Run Ophon:

Print W2ED12 changes made since:

The Train USD

)

VA = [Fun option = 2 only)

55M Mask (¥ digits setto 007
Client field for ssn flag:
Set pension flag if Alt-Retire:

Report layout:

(D=none, 1-9=mask, L'R=ExtRef)

Use 01 - 20, or 00 for nene

B wol-deds only [Y/NX)

Leave blank for default layout,
use 01-99 for customer defined custom layouts.

[usersec: YYYY

[ ¥r= 2008 Dist: 39 Site: 1 GS: W | 12/3/2012 | 5:28:10 PM -




“S” Report Option Select Field Ranges
Window

ol 2012 W2 Prelist (W25B12) 39 - Q55 DEMOMNSTRATION DISTRICT
File Optiens
H E?}’ x .g @ [} Current Year
Report Selections | Select Field Ranges |
Selected field value range (available when the Report Format is "5")
Field Definitions Operations
Field OP  LowValue High Value Field Definition OF  Definition
] (] ] |- | anp  YSEEETYR
m O | - P rar=r | e
| | ) ‘ | - CH Childcare r_:_ h.IL:t In:lusive between
_ [] CR |CAR Alow s than
\:l l:l | | - ‘ |AND GT | Greaterthan
DC | Def. Comp
\:I I:I | | - ‘ | AND LE Less than or equal
DE |DEDCA03 GE | Greaterthan or egual
D |:| | |- | AND [EE |Rath 457
) L | - N e
Lowi/High value can be a number or one of the field IDs. .
_ o EX |Sub.EEEgp
The 2 char field |D iz precesded by "% and entered left justified.
_ FA FIT/Addback
Ex: 5FG is Federal Gross. G “ed Gross
'OF =EQ, NE, IB, MI, LT, GT, LE, GE =] Fringe/Cther
Usersec: YYYY ¥r: 2008 Dist: 39 Sike: 1 GS: W | 12/3/2012 | 5:30:11 PM _
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_— W2 Prelis

Report Totals
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| Print Pay History Report (PAY830)

.

i= Job Menu

QCC Job Menu

07-055 DEMONSTRATION DISTRICT

Qss/0.. == [

File View Options Help

M F o

l"Tree: = Grid Saarch:l

L B e T

B- I:I Paproll Histore Reportz J Processes
-] Benefit History Reparty/Logon D1 (PAY328]
. Berefit HIE[D[!,.I HEpDrb’SE\EEt ol [PﬁVSEB]

@ Faproll History Report/Select DI [F'.-'-‘-.YESS]

- & Employee Deduction Analesis/Logon DI [DEDE20)
[ Emplovee Deduction Analesis/Select DI [DEDEZD)

w2 CTD Tatals Used on Payrall Stubs/Logan DI [PAYS00]
CTD Tatals Uzed on Paproll Stubz/Select DI [Payy'800]
i [E] Pap Historp / CTD RecondLogon Dl [PAYS35)

[E] PapHistary / CTD HecondSelect DI [PAYE35)

- [E] Update CTD Talals fram PH/Lagan D1 [PATE36]

@ pdate CTD Taotals from PH/Select DI [PAYE3E]

o [2] Woiker's CompWages Feport/Logon DI [FAYI29)
—[&] Woiker's Compages Repart/Select DI [PAY329)

&) Labor/Benefits History Feport [PYREPT)
[ T e e

1

| ¥r:1997 Dist:07 Site:1  11/28/2010 8:43AM
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Window

ay History Report (PAY&

' Request Pey Histary Reoort - Logon District { PAYS30 )
Filc  Optiens

@& Bk

Report Selertions | Sslact Employsse

Faor District: IDT-OES UNIFIZD SCHOOL DISTRICT _rl

Include Terminated | Yeg i

Selzctby _ast Narme Range

SSh Mask: |No Masking |
Reaond Type [AlRecods 7| Conuedlead Wan . [Open and Canceled ]
Summary Leve: lm Each Employes on ew Pace: Iﬁ
Pay-_ine Detsi: Ih Pesition Summazry: Iﬂ
Deduction Detail: lﬁ Bccour:, Detail: INHFH -~

Report Title
Saiact by Cate Paid: - '+ Ardlor Select by Eficctie yoor Quarter:
Compute Totals Rule: I ﬂ

YI: 1997 DISTOF SINe: 1 G5 W | 121/2013 | 10:32:43 &M

\V
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——Pay History (PAY830) Di/SSN
Window

35 Request Pey Histary Report - Logen District [ PAYE30) [ = ==

EEEE =

elect

TE 1997 DISE 07 STe: LGS W | 12/1/2013 | 10:36:25 AN
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Include Employees Without a Pay History Record
PHUPDT)

07 - Q55 UNIFIED SCHOOL DISTRICT

Q.F Payroll History
File  Optonc

S Add

BUMSIEA

Window

L
Refresh [| I] Save

01448 XXK-XX-1111

Save and Close

Q85/0ASIS

lermunated: 1 Warrant: 99111113 12)31 2013

=] =]

Delete ﬁ(ﬁ\ﬂ;e E‘?}i g@

[ IEE tnspectriode

Payrall Llistary | Inzpect (PHUPCT) | inspect Cetail {P1INST | Warent Distibution | CTD Tatals |

@F{mmcﬁnwunt&
Jate pd 12/317M3 Per. end 123123 1 Ot [ Ples - APD NN = Taxcale type R hd
Varran: 93111113 Pay code [} Ret-sys (73 SC 00 CC M | Stats A Tex ANM. Facor 12 =
Exempt 000 « Regular 0.00 Federal 000« Ceta 0.00 Nete MEDk values
= Gross o - N 000 TSA 00 - FodlG 000 oogiubsstol |
- STRS-TS nm - FERSTS 0o RT3 N = FedTmxGross 00
SetelG 000 — StteTaxGross 000
OASDI Gress ~ 0.00 MEDIGross 000 MEDIsGross 000 SDIGross 000 STRSGmss 000 PERSGress
- Federal Tex 000 + Advance FIC 0.00 DASCI oo - Sunive Ben 000
- State Tax 000 - County Tax 0.00 City Tax om0 - Local Tax 000
- STRS om0 - FERS 0.00 T3 000 - MissDeducls 000
- Medirare 0.0 MFT) + 0.00 s 000 = NetPay 000 JCaleNetPay D00
Wolurtary Deductiona
CAR allowance 000  Emglr pd STRS Q.00
Deferrad Comp 000 Emgplr pd PERS 000
Cat-1 non Emplr RET-2 nnn
Cat-2 000  Emplr pd MED 0.00
Cat-3 000  Emplrpd FICA 0.00
Cat-4 [1[L1] RFU-1 a.00




Task 9-PR Entering Adjustments

Benefit Adjustments

Pay History

file Opticns  Window

(b add Jb addrem (7] Refreh | save

Savzond Close o Delete [ Close

Qaoda»E=HEd Hn

E=alE=4

BUMSTEAD, DAGWOOD 001478 XXX-XX-1111 Termimaked: 12) Warrant: 99111113 12/31/2013

(A addrode

Payral Heary spact (FRUP1 ) | inesect Catail {PHINSP) | Warant Dietrbution | CTD “olalz |

[t Reverse Ameums
Jate pd Per end BT @ 0f v Flos (000 AFD O3 v Taxwltpe A v
Vizrart #1113 Faycode U2 Kebsys U2 s5C OB CCW etus A AN Factor 12 =
empt ot Regular 200 Federal 0.00 Cota 000 Note: MEDI+ values
_ Gress 000 - T TsA 00 . FedG | 000 o ubectel
- SIRSTS Nl -  FERSTS ~ non - RET-3 00| = FedTaxGress ~ N00
+  SaelG 000 = SteTaiGrss 000
DASD Gross D00 MEDI Gross 000 MEDI+ Gross 000 SCIGross 000 STRSGross 000 PERS Gross
- Federal Tax DN 4+ Advance BC 00 - oasDI D00 -  SuviweBen 00 e ol Decs
- Statelax 0N - County Imx 200 - Oty la om - Local Tax (]
- sTas T oW - P=RS T 000 - RET-3 000 - MiscCeducts 000
- Mediears D00 MEDL: | 200 - o oo - Het Pay 000 Cole Met %=y 202
Voluniary Deduchors
CAR allowanca 000 Emgl pd STRS 000
DeferedCom> 0.0 Emplr pd ERS 000
et 0ol Empl- RET-3 non
Cat2 000 Empir pdWEDI 000
ot D00 Fmplr pel FICA 000
Cal-4 D00 RFU-1 noo
Cats vy RFU-2 ww
nru-a noo

File  Optons

HO X% 0 @ ¥ @

[ BUMSTEAD, DAGWOOD 001478 XO0-XX-1111  Term: 12/31/2000 Change | .

Disrict QS5 UNIFIED SCHOOL DISTRICT
Tax vear:

Employee [D/SSN: 001478 Show SEN

Amounl  Dato Wamant Code Type Cemmoant

Total 0.00

[ uL [¥r: 1997 Dist: 07 Site: 1 GS: W [ 12/1/2013 [ 1:3347PM
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Pay History Adjustments

QS5/0ASIS

07 - Q55 UNIFIED SCHOOL DISTRICT

1" Payroll History
File  Options  Window

lﬂi add l#i Add From E:T Refresh H Save [7“ Save and Close Delete Ef@use n u L] E W | |

BUMSTEAD, DAGWOOD 001478 XXX-XX-1111 Terminated: 12/ Warrant: 99111113 12/31/2013

1 0 Addmode

Payrol Histary | Inspect (PHUPDT) | Inspect Detail (PHINSP) | Warrert Distribution | CTD Tezals |

&Heverseﬁ.mnunts
Date pd Perend BfY Gt 04 ~ FPloc D00 AFD 00 = Taxcalctype R
Varram 99171113 M=y code e Nat-sys (73 5C 00 CC D0 Gistus & Tox MMM, Fzcer 12 =
Exempt 0or + Regular 000 + Federal 000 + Ceta 0.00 Mote: MEDI= values
- Cross | 000 - N 000 - 154 [ 000 o FediG | 000 ooplubselof
- STRSTS 000 - FEFS-TS 000 - IET3 000 = FedTaxGross 000
+ St=telG | 000 = StateTaxGross | 0.00
0ASDI Gross ~ 0.00 MEDIGress 000 MEDls Gross 000 DIGross 000 $TRSGross 000 PERS Gross
- FederalTex 000 4+ AdvanceElC 000 - DASDI 000 - SunviveBen 000 avonoa =
_ State Tax 000 County Tax 000 City Tax 00 _ Local Tax 0.00
- STRS 000 - 2ERS 0o - SET-3 000 - Misc Deducts 0.00
- Medicare (.00 MEDH 000 - s 0w = NetPay 000 CakcMetPmy  0.00
Wolurtary Deductions
CAR alowance 000  Emglrpd 3TRS a.0n
Deferr=d Comp 000 Emplrpd 22R5 .00
Cat-1 non Emplr RET-2 mnn
Catz 000 EmgrpdMEDI 000
Catd 000 Emalrpd FICA 000
Catd 00D RFU-T 000




_ —Voluntary Deduction Adjustments
Pay History Form

B+ Add Vel Deds (= [=]==]

File  Cptions

% »|af &

0]

Empe Amt Empr Amt Subj

UUUD = NU LEDLUTLON ASYLENZLD « [ Add ]
0001 - CHILD/ERM SUPPORT & &
000z - Central Welley Trustc
0004 - MORE-SEECIAL-DEDS Remave
0005 - OWE-MOEE-SPECIAL-DED
0007 - MISC-VOL-DED-VENDOR
[a]alalu] DluyaCreo== TJEFR D
0003 - BlueCrocss-TJPA-CT
0010 - MISC-VOL-DED-VENDOR
0011 - MISC-VOL-DED-VENDOR

A AN

Q012 — MORE-SEECIAL-DEDS
001% - MISC-VCL-DED-VENDOR
0014 - BlueCross-TJPA-D 10th
auls -

0018 - MISC-VOL-DED-VENDOR
0017 - BlueCrcss-TJRR-2 10th
AR — AFECTAT-NOTSN-TOT-DED
0013 - MORE-SEECIAL-DEDS
0020 - AMADOR COUNTY FAMILY [ ,]
0021 - Haizer - CVUT

0022 - Ksiser — Dist 02 Only
0022 - Pricr Ye=x H & W Cozzx
0025 - MISC-WL-DED-VENDOR

[als e} Eaiser CVI 10s11
0030 - Blue Skield

0031 - Blue Cross—CVI-B

0032 - Blue Cross-CVT-C o

\
\
\
\
\
\
\
\
Blue Uross - TJFA len }
\
\
\
\
\
\
\
\
\
\

JUUOLEEWEER
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ealth Care Adjustments

[lle  Ophons

HOIX > H P BE

|mm 001478 10001111 Terme 12/31/2000 Change I.:E

District 255 UNIFIED SCHOOL DISTRICT

Tan year.

Evployes IC/SSN: 001478 Show SSH

Amount  Cate Wamrant Code Type Comment

[Usersec U1 [Yr: 1997 Distz 07 Site: 1 GS: W [12/1/2013 [1:33:47PM




. Task 10-i iiecE;

Extract W2 Data Y13W2EXTRACT

e Execute YISW2EXTRACT.

e 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

e Execute YI3SW2REPORT.

e Travel Claims are not included in W2 Prelist at this
point.




/.Task 12-i i iecE;

Including Car Travel Claims

e Execute YIZSW2TCEXT and YiI3W2CKTCRPT

® Include Car Travel Claims before running Final Merge.
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Adjusting Travel Claims A/P Branch

(TCPYMT)

? Acvunls Payable - Accounts Paydble
File Options View Help+Video

07 - Q55 DEMOMNSTRATION CISTRICT C53/0ASI5 = =R

PR RFHE X PEFEW

3 fccounes Pryobie

- P{) Payments (P()]

- Pay Vouchers (PV)

- Trawel Claims (TC)

. Ureriit Mamos (M)

.. Rewnlving (ash (H(7)

- Set Up Payables (EP)

- Payables Payments (CL)

¢ i Lizbiltiez (LB)

[ Transaction Maintcnance

- Move / Hold Payments

- 1099 Mantenance [AA)

- Approve: Duc Date Mayments
-- CDD 542

Distact Maintenance

i Independent Contractor Maintenance
£ Import

~ lmpoil Pay Youdhes (PV)

Search (F3]

Search Resuts {Doukle-Clizk a cell or Zontrol-Enter fwhile in the crid) or Cir+0 to view detalls)

¥Yr: 1997 Dist 07 Site: 1 GS: W 12/1/2013 |1;46004FM ]
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_——Car Travel Claims

Mileage Flag “M”

= Travel Claim E=n|EER <"
File  Options
&Ex 0o eER |
’W.:E
TC# -AUTD"  Invoice: 06/30/1397 =
Description:

Batch number: @

Mileage Pymt for W-2- I

+ PaymentDue: |/ / Warrant Mo:
Vendor No./Address No. I -
Vendor name/address Remit name/address
. Delete Selected Row
Fd Bdr Sch Besc Y Gosl Func Okit Tvpe Payment Use Tax Flag | Tax 10559 Flag Met Payment Budazt Balance
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~—Vendor Maintenance
Changing Vendor Tax ID

©3% Vendor ookup 07 - QSS DEMONSTRATION DISTRICT QSS/0ASIS [ = || (=) |[meiim]
File QOptions  Help

Nd Phdae/ X J>HO

|Uendur Record Updated - TaxlD iz the 55M of BUMSTEAD, DAGWOOD . Inspect

Contact Information I Optional Inlormationl Add'IAddIESS|33I Enmmndities' Caomments

Diztact: IDF’ 'I

i Mumber -

Hame: ITESTING EMPLOYEE WENDOR Femit Marme:
Address: I Remit Address:
| |
| |
City: I State: | Zp I City: I State: I Zip: I
Phore: [ I ] I Fax | I 1 I
Cantact: I .

1099 IN -No VI Mame: IBumstead__Dagwggd Preset: IY "I TawID: |‘H‘|‘”1‘H] S5H: |1]111'1111

Lse Tax Preset: [1-0ne *I Use Taw: [0B.GS00 % |9512 | Use Tax 2 [08.2500 x |00 |

At Muraher | R ating: | Mag Flag: (1 = We are Ho. 1! wWe are Ho. 1!

Catogary: | ! ! | | | | | | |
Type: I Revalving Cash Object:; I Termrs: I - |UB.BR Shipping %; I_
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T Task 14T (Tech)

Merge All Sources of W2 Information

e Execute YISW2FNLMRG to create combined file even
if there are no Car travel claims to process.

e Use caution when re-running YiI3W2FNLMRG.
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T Task 15T (Tech)

Print W2 Prelist with Combined Information

e Execute YI3SW2REPORT.
e W2 Prelist will contain combined W2 information.

e Pass the Point of No Return Considerations.
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P—————

, Task 16-PR
Edit W2 Information (W2ED13)

¢ Adjust W2 amounts using W2ED13
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W?2 Edit Program (W2ED13)

-

02 W7 Data ~dic (U0FITTE)

Fle  Options

HO R X *@»8

I (1SS TR TRA TN DS TRIC) TIRNUANS

[BUMSTEAD, DAGWOOD 001478 J00C-KCC-1111  Term: 12/31/2000 Employee has no Wz data [tnspect -
Masler | Ciy Taes
Quick Find: Ere- 3 Last Mame, 55N, cr ExtRef, and press Srter. F3 opens sdvanced s=arch,
111111 Distict[07 = GSS UNIFIED SCHCOL DISTRICT
Include Terminated [E
Fed Groas Sublroctions Ldditiona FIT/Mot SIT 1 FedToxGR 2 Fod Tax
- + + =
State Gross Sublractions Additions SIT/Mot FIT 16. State Tax G 17. State Tax
- * - -
Suhtratinns
Ret TS %7 Ret TS#2 Ret TS #3 Section 125 Other NTX, Employes DT
Addtions
14, CAR. Allewanee  Fringe/Cther 12.GU
oasa G 0ASDI Pd: MECIGr: MEDI Pd:
Ec. Jzp Care: Sees0l State SUL
457 NGF. Dile NGF JiSick Fay. FIENE.
MUncO& Hilne MD: WIER A3 RIER MSA:
12. Code Employes Employer Code Employes Employer DD/ER-HC
(" { DO/ER-ADJ
(RS P L/SEEER:
1/8date:
A4/Roth 401k: BBRothal: =E/Roth 457k
R-F SSWF=g  3PSL Skt Use Suffsc %Pt Source | Changed:
Name ] P ms L L2 osC
falch Cily. Slale Zip
[usersec:yry ¥r: 2013 Disk: 07 Site: 1 GS: W | 12/1/2015 | 1:54:0a P11 -
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W2ED13

F3 - Open Advanced Search ~ Employee Search Window

ol W2 Dota Edit (W2EDL3) 07 QSS DEMONSTRATION DISTRICT QE5/0ASIS =)= == a5l Search for Employees 07 - Q35 DEMONSTRATION DISTRICT QSS/OASIS = [
File  Oations Fie Options  Hep
£l
=
[u](—\’:' xw@g Seurch-@%ﬂmg m
| BUMSTEAD, DAGWOOD 001478 XXKJ(-1111  Term: 12/31/2000 Employee has no W2 data Inspect .
Master | Cty
Cuiick Fird Frier » | mst Nere 3N, ar FiRef and press “rter £ apens advanced sesrch Search Panel
ERTRRTERT Diswier[g7 0SS UNISIED SCHOOL DISTRICT By 55N | By Bt P | By Name e Pl kel e
— Selerted Fmployessl s
|relude Tarminatad Show: SSH o l
— -
Fed Gross Subtractions Additions FM.hot 31T 1 Fed Tax GR 2. Fed Tax
. N N S5 ExtRef#:
State Gross Subtractions Additions SMNet FIT 15. Sate Tax GR 17, Slale Tax
- * * = Seanch Results [Double Click or Press F4 to select the highlighted employez]
Subtractions
RetTS #1 Rei 1SR RetTS %5 Sectian 125 Ctber NTx Employes DC Mams 12 G Ty S BU RC LG Teminatsd
A s
4 CAR Allovence FringsOlle 12 Gl
CASDIGr DASDI Pd: WMEDI Gr: MEC! =4:
EIC: Dep Care: State SCI: State SUI:
457 NQP: Qther NQF: JiSick Pay: F/EME:
Mitne D2 \ine MD: WIER HEA: RUZR ME4:
17 Code  Fmployes Zmplayer Pode  Frloyes Frrplnger DDJEF-HC
{ H { ) DJER-MDI
[ 0 LiSE3ER:
TideBe
AA/Roth 401k EB.Roth 403b E=Fioth 457
RP: 55MTlag:  amaL Stat | Lse Suffx | WPt | Source: | Changed:
hisres ] A U > =t 1 n
N Ciyy Sme | Zip
|usersec:vvr | ¥r: 2013 Dist: 07 Site: 1 GS:W 12/1/2013 | 1:54:04 PH
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W2ED13 Options

e State Gross versus Federal Gross Amounts, same or
different

® District List Drop Down Box

e Show SSN button

e Reasonable Maximum Amount feature for data entry
in amount fields

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

e All amount fields must be positive.
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f New Items added 2012

e Boxi2-DD/ER-HC: cost I rr—

07 - QS5 DEMONSTRATION DISTRICT QSS/OASIS

B
Hle  Optiens
. =
of em IOYEI' rovided LA el LL
| BUMSTEAD, DAGWOOD 001478 D0G-)X4-1111  Term: 12,31/2000 Employee has no W2 data Inspect -
Maser | Uity | axes
h 1 h Quick Fird. Biler o Lasl Name, SSN, o1 EdlRel, and pess Bie . F3opens advanced sead .
ea Care FERERRRER] Jietrict[07 =] QSS UHIFIED SCHOCL DISTRICT
[@] Include Terminated
Fed Gross Subtractions Additions FITNot SIT 1. Fed Tax GR 2 FedTax
® bOX12- -N\J. - : : :
L]
Stotc Greaa Subtractions Additona SITiMot FIT 16. Stote TmGR 77, State Tax
- + * =
L]
Subtracthions
]us I I I ‘ I I S O ‘ I I I p O y ‘ r Het 1571 Hel 1572 Hel 1574 Section 125 Uther M1 A Emsloyes UL
° Addtinrs
pI'OVldEd health care —
QASCIGr: CASDI Pd MEDIGr: MEDI Pd:
EIC: Dep Cale State S0I: Stae S
45T NQP: Other NQPF JiSick Pay: F/EME:
Milne QA N'Lne MD WER HSA FJER WS4
"2 Code  Employes Employe Code  Employes Employer DD/ER-HC:
( bl ( i DD/ER-ADJ
( bl ( i | /SFRFR-
TiAdade
Ad/Roth 201k E8/Roth 203b: EE/Rcth 457b.
R-FI 55N Flag 3F-5L Stat: Use Suffax «Prt Source Chargad:
Hame: P RS 11 17 57
Aridir City State 7
[usersec yvy

T2 2015 DIST OV Site: 1G5 W | 1271/ 2015 | 2458 PM
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W2 Data Source

Src Either an X is displayed for the source, or the [ield is blank.

CODE EXPLANATION

X The source of the data is the Extract file. All the
data on the screen is just as it was extracted
from the Final Merge program.

(blank) The record has been edited differently than the
information extracted from the Final Merge pro-
gram.

Changed If the record has been changed, the date of change is

displayed. If this field is blank, the record has not been edited.

Source: |

Changed:

81



XPrt

W2ED13 and Xpri Box

FOR SITES USING EMPLOYEE SELF SERVICE (ESS)
AND THE PDF INTERFACE ONLY. Type a Y to suppress XPrt: Source: | Changed:
creating a printed W2 form for an employee.
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_— Task17-

Final W2 Prelist Report

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

-

e Report of W2 Edit
Changes (W2RP13)

|usarsec My ¥r: 2015 Dist: 07 Site: 1 GS: W | 12/1/2013 | #5736 PM _:



/.Task 18-i i iecE;

Ready to Print W2 Forms

e Payroll approves the
Final W2 Prelist.

e Main method of printing
W2 forms: laser printing.




Task-18T W2s Converted to PDF

Printing Nelco SSUNIV Forms Using Print Manager (LSPOOL)

These instructions tell how to use the universal print driver (W213UNPF) to print
Nelco form SSUNIV with Print Manager (LSPOOL). With this method, the W2
forms do not print immediately. Instead, a file of W2 forms is sent to a P-file (print

file) in Print Manager (LSPOOL) that you can manage just like any other report in
QSS/OASIS.

NOTE: @SS has optional softwara that allows you to convert the generated P-file to PDF.
For more information, contact your QSS account manager.

Obtaining the Driver Files

Obtain the following files from the Software Downloads page in the Secure Support
Arca of www.gss.com:

+ W2I3UNPFE.TX13ICL
+ W213UPFB.TX13JCL
+ W2I3UPFE.TXI13JCL

¢ Moore-Wallace 1286 and
1288 are also supported
in this process.



2013 W2 Sample

3apaz Void I:‘ a Employze's social security number

For Official Use Only »
OMB No. 1545-0008

b Employer identification nurnber (EIN)

1 Wagss, tips, other compensation

2 Federal income tax withheld

¢ Employer’'s name, address, and ZIP code

3 Social security wages

4 Social security tax withheld

5 Medicare wages and tips

B8 Medicare tax withheld

7 Soclal security tips

8 Allocated tips

d Control number

10 Dependent care berefits

f Employee’s address and ZIF code

JSuﬁ. 11 Nonqualified plans

L3=t]

;I_Ea See instructions for box 12

13 Staluiory Retirement Third-party 12b
employes plan sck pay [
I I I O
14 Other 12c
i
12d
i

15 State Employer's state ID number

,,,,,,,,, R

16 State wages, tips, etc.

17 State income tax 18 Local wages, tips, slc.

19 Local income tax

20 Locality name

Form

W-2 Wage and Tax Statement

Department cf the Treasury— Internal Revenue Service
For Privacy Act and Paperwork Reduction
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metween W2 Distribution and
Creation of W2 File for SSA




| ——

< Task 19-T (Tech)
Create Electronic Transmittal File for SSA

e Execute YI3W2FILE.

e Transfer W2 Transmittal file to your PC using

Reflections and Minisoft (see 2013 W2 Processing
Manual)
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T Task 20T (Tech)

Create Transmittal Totals Report

e Execute YISW2TFTOTAL.

99 0SS Test Distriect W2 TRANSMITTAL TOTALS REPCRT FOR 2013 s52 WITRI3  E.13.00 12/11/13 eacE 1
sAMPLS
RA (SUBMITIER RECORD)  EIN: 99939399) USER Ih: 13348578 Resubnit Flag: 0/ Snftwars Gode: 99/0E£-The-Shelf e
Freparer Code: L/SELE-EREFARED
SUBMITTER NAME/ALDRESS
QUINTBSSENTIAL SOHOOL SYSTEMZ
2121 5. EL GAMINU KEAL
SULTE 0200
CR 94403 SEN MATEQ A 94403
oLIVER TRIST CHONE: (550)372-0200  EXT 608  EAX: 6503723386
OLIVagsS. coM SREFERRED GONTAGT METHOD: 1 DY EMAIL/ INTDRNET
RE (FMPLOYER RESORD) : 096099000 YR 3006 TYPE: R NIMT: YOURTOWN SCRDOT. DTSTRTET e 2

RT (RM TOTAT RRSORD)

BT TOTAL comeT: 720

RT Record Value

LUOL MAIN STREET
YCURTOWN

B RECORDS RE)

Accun. EW Total

CA 99999-1234

Ditterence Comment

Pederal Gross: 16,611,411.69
Pederal Tax: 1,834 640 11

fosial Seourity Ceese:  1,432,375.06

16,611,411.63 0.00
1 834,540 11 000
4,428,375.95 0.00




Task 21-T Saving History Files

File Name Description

W2T13.HISTORY.QSSUSER The raw W2 transmittal file (do not sent this to SSA)
WZFILE13.HISTORY.USSUSER The W2 transmittal file that is sent to SSA

[ ] Exe Cute Y13W2 SAVE . WZD13 HISTORY.QSSUSER Created by Y13W2FNLMRG and edited by the W2ED13 program

WZEXPT13.HISTORY.QSSUSER | Used to export data to third-party printing solutions

W2ZIPC13.HISTORY.QSSUSER Contains W2 counts by zip code

W2PIXD13.HISTORY.QSSUSER Cross-references employee W2 to internal decument number for
one-off laser form printing

W2PIFD13.HISTORY.QSSUSER PIF data file for printing laser W2 forms
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Special Notes for W2 Processing

If you have employees with no SSN to report, you have selected a field to flag
them with an "X" on the Client-Defined (PPO2CL) screen in the Personnel
System for W2 processing. (Such employees should be reported with an SSN of
000-00-0000.)

o1
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More Items to be Noted

e 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.



| nother Version H and Version L

Comparison in the Manual

Control File

¢ For Version H, the control file for Generate Adjustments for Non-Paid Benefits
(W2HN13) resides 1n the user logon account, which 1s QSSUSER at a typical site.
QSS suggests saving the file in the DATA group. Use Editor, Qedit, or your favor-
ite text editor to create the file. The control file is an 80-byte unnumbered fixed
ASCII file.

¢ For Version L, the suggested path is $QSS_DATA/data/[file-name]. Use vi or your
favorite editor to create a text file.
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QSS Wants to Hear from You




Fill Out Our Survey

Tuesday W2 for Tax Year 2013 Webinar Lois Milstead £250.00 Happening
Diecember 3, 2013  |Downlead fiyer/registration Give Duane Percox on Dec. 3
10am - 1Z2noen Download fiyer Feedback
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Time for “Live” QA with Duane

e You will need to enable your Audio Pin
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