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2012 W2 Training

December 5th, 2012
Presenter: QSS Account Manager, Lois Milstead
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W2 Processing Release Overview

e The W2 software updated annually.

e Software for 2012 is designated as TX12.
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Changes for 2012 W2 Tax Year Reporting
General Overview

e Employee Social Security Tax Withholding Rate changes
from 4.2% to 6.2% eftective March 1%, 2012.

e Cost of Employer-sponsored Health Coverage required

changes in 2012 reporting. These changes will impact
2012 W2 processing.
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How W2 Processing Works

e W2 information comes from two sources: Payroll
records in PERPAY (personnel and payroll) d/b and
Travel Claims in A/P system.

e W2 information is extracted from those two sources
and combined into one consolidated file.

e \W2 Media file is transmitted to the Social Security
Administration (SSA).
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2012 W2 Processing Menu

[

e W2/1039 Processing o[ =)=

File  Options Help

=) Tax Year 2012
- 1099 Proceszsing

- 1099-Misc Prelist (THSB12)

© - 1099-Misc Additional Data {(TNFD12)
|=- W2 Processing
‘W2 Prelist (W25B12)

-Tax Year 2011
- Tax Year 2010
- Miscellaneous Options

.. Maintain Health Care Control Records
Lookups

\ﬁeur W2 Image
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2012 W2 Task List (Part 1

TASK WHAT WHEN HOW
1-T | Install current year's W2 programs; add to Lec. - Jan.
user menus
2-PR | Setup or review program options and state | Dec. - Jan. W2P0O12 menu program or
ID number mask Y12W2PRCGOPT UDC and
W2ZHCYD menu program
3-T | Create ar copy contral files, including Cec. - Jan. editor program
ledersl EIM lile
4.T | Zero out ¥-T-D totals for payroll after Cec. - Jan. RUN PAYTC0 IPPSCHIPACT
running last Y1 payrcll and prnior to running
first Y2 payroll
5-PR | Get PIN/Password rom Social Szeurity January 1-800-772-8270 or
Administration www.socialsecurity.gov/
bso/bsowelcome.htm
6-PR | Print preliminary prelist; check for accuracy | January WZRP12 menu program
7-PR | Print report of W2 records from Pay History | January PAYE30 menu program
for comparison purposes
8-PR | Include employees lacking pay history January PHUPDT msnu program
records




2012 W2 Task List (Part 2

IASK WHAI WHEN HOW
9PR | Make Pay History adjusiments using Enter | January PHUFDT menu program
Payroll Histony
PR | Repeaf reparts until sccuracy is obfained January
(Tashz 6-PR through 3-FR)
10-T | Produce Extract file from W2 records from January Y12WZEXTRACT UDGC
Pay History
11-T | Frint prelist report of W2 records from Fay January Y1ZWZREFORT UDC
History
PR | Gompare prelisis created in 6~-PR and 11-T | January
with pay hisfory report from 7-PR
Tand | Repeaf extract and reparts unéil accurate January
PR | (Tazkz 6-PR through 11-T)
12T | OPTIONAL—Include travel claims if January Y12W2TCEXT and
processed through Ascounts Payahle YIZWZTCRPT UDCs
13-AF | Adjust Travel Claims (optional) January
14-T | Merge pay history records and travel claims | January Y¥12ZW2FHLMRG UDC
15-T | Print prelist report of W2 records including January Y12W2REPORT UDC
Pay History and travel claims
PR | Check report for accuracy January
16-PR | Edit W2 records with Edit program January W2ED12 menu program
17-T | Frint prelist report of W2 records including January Y12WZREFORT UDC
Pay History and travel claims
PR | Gheck report for accuracy January
18-T | Print and distribute W2 forms By 1121 Y12W2ZPRINT UDC
T | OPTIONAL—Print and distribute W2 laser By 131 Y1XW2ZLASER UDC
form=
Allow inferval befors creating slectronic
tranzmittal fila
18T | Make W? slectronic transmittal file Ry 3131 YARNZFIF LN
20-T | Creaie transmiital totals report By 3/31 YAZWZTFTOTALS UDC
21-T | Save history files T12W2SAVE UDC




—W2 Pro cessing Task Flowchart

T denotes Technical Staff, PR denotes Payroll Staff,
AP denotes Accounts Payable Staff
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_— W2 Processing
ldentification Numbers

e Two numbers used in W2 processing: Federal EIN or State
Identification Number.

e State ID hand input when prompted or read from
DISTRICT record.
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_— W2 Processing
2012 Mileage Payments

e 2012 rate is $.555 per mile

e Mileage payments in excess of Federal Government
allowance must be reported.
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_— W2 Processing
Imputed Paylines

e Paylines for imputed gross occurs when taxes are owed on
a benefit an employee receives.

¢ Imputed paylines needed to be processed on a payroll
dated 12/31/12 or earlier.
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_— W2 Processing
Voluntary Deduction 8999

e Group Life Insurance (GLI) 1s defaulted to Voluntary
Deduction code of 8999 1n QSS/OASIS payroll software.
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_— W2 Processing
Cell Phones

¢ Fringe benefits such as cell phones provided by employer
subject to FIT, SIT, OASDI and Medicare taxes.

14
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Processing
Default Deferred Compensation

® Determine default for Deferred Compensation plans

¢ Determine additional plan codes for alternate deferred
compensation.
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Processing
W212DC and W212DX

Program Options

o5 W2/1099 Processiny
File  Optons  Help

|- Tax Year 2012
i 21099 Processing
i 1099-Misc Prelist (TNSB12)
099-Mizc Additional Data (TNFD12)
? Processing
‘. W2 Oplion Maintenance (W2P012)
- W2 Prelisl (W25B12)
- W2 Data Edit (W2ED12)
1 Tax Year 2011
i) Tax Year 2010
|- Miecellaneous Optione
‘- Maintain Health Care Control Records
i Micw W2 Image
L. vigw 1099 Image

¥r: 200R Dict: 38 Site: 1 6E5: W | 12/3/2012 | 2:4R:58 PM
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W2 Print Sort Options

Dastrict, name (just as mn transmittal file}

District, pay location 1, name (suggested if you enclose W2s with pay warrants)
Distnict, pay location 2, name (suggested if you enclose W2s with pay warrants)
Distnict, pay code, name

Z1p code (suggested 1f vou mail W2s)

District, pay location 1, pay cede, name

Dastnict, pay location 2, pay code, name

District, pay code, pay location 1, name

District, pay code, pay lecation 2, name

. Name, distnict number

. Name, district number, pay lecation
. Wame, district number, pay lecation
. Name, distnet number, pay code

. Z1p code (same as 3.)

. Wame, disinict number, pay lecation 1

. Name, district number, pay lecation 2, pay code
. Name, district number, pay code, pay location 1
. Name, distict number, pay code, pay location 2

BB -] O e b

[
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I b

e = I
L A e L

-

b ks
e B
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_— W2 Processing
Pay History Records

e W2’s will not print on employee unless Pay History
records exist even if Travel Claim records exist.
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_— W2 Processing
Submitting to IRS

e Send Copy A of W2 forms (Wage and Tax Statement) to
the SSA (Social Security Administration) by March 315,
2013.

19
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Processing
Considerations and Cautions

® Program option record control reporting of Deferred
Compensation amounts, Dependent Child Care, GLI, Roth
IRA’s, Federal/State subjectivity differences, Employer
HSA’s. Be sure Program Options are setup correctly.

® QSS supports Box 12 amounts — Substantiated Employee
Expense (Code L), Uncollected OASDI on GLI (Code M),
Uncollected Medicare on GLI (Code N) and Adoption
Benefits (Code T). Manual entries may be needed on
W2’s.

20



— W2 Processing
Other Considerations and Cautions

e State ID entered in District Master file.
¢ How to handle Employees with no SSN.

e Security USERSEC setups for W2 processing.

21



— W2 Processing

USERSEC Entries Used by QCC

File Edt Connechen Setup Macre Window  Help

QSSHP3« - Reflection for HP =13

|D=z-B @M =eelm »o MFTHE W

MEMO20 H.00.00 Program Security Matrix (User: DEADS ] 055/0A515

1 2 3 4 5 B
12345678901 2345678901 23456 78901 23456 /8901 2345678901 234567890

Program

193. Y YYYYYYYYYYYY

194. SISKTHSJECH4
195.

196. YYYCPN

187. Y3/15

198.

199. 10¥Y¥YYHNOYED YY

200.

201 . 12222222 2 1111 1m0
202, 0 0000000000000000GT
203. HYYP12324YYYYHN

204, Y

205. Yy

206. Yy

207. Yy

208.

1 2 3 q 9 6
12345678901 2345678901 2345678901 23456789301 2345678901 234567890

Start Print User Load Page Page Return
Over Screen Data Global Backuard| Foruard to Menu

=

[ 21 | | HP70092 -~ hp3k via TELNET | 02:31:50 | | Num | Caps |

22



— w2 Processing

District Record containing State |D

i~ View Districts 07 - Q55 DEMONSTRATION DISTRICT QSS/OASS [ = | & [mEsw)

Options

HX DX daaa o

District Codes :}

Inspect

Diztrict MNumber ;|07

M arne : |E!55 UMIFIED SCHOOL DISTRICT

Address |21 215 EL CamiM0 REAL, D200

City : |SAN MATED

sUlID: |EI4DE4EISEI

Workers Comp Fatz © |1 7525

Ret-zpstem 143 Option © | Pickup -
Ret-gpstam 244 Option | Both -

FICA Option;

Aydit Infomation

State - |I:.-f-. ﬂ Jip: |E|44|]3|:||:|E||:|

FICA D |EE|-DE|33885

SIT ID: |EEIDEIEE45

Fercent : (L0000
Percent : 42000

r

[D: D&O? Date: 05/05/2008 Time: 034305 Pk

¥r:1997 Dist:07 Site:l GS: W | 112772010 11:51 AM
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" Task1-T (Tech)
Install W2/1099 Release

Swp 1—00btan User Manuais from the G55 Web Ste

Step 2—Datribute Materals

Step 3I—Downioad the TX 11 Installaton Fle fom Q55 Web Se
=hep d=—Trarm'er and Hestone Installabon Fle 1o Your HP 3000
Shep f—Buld New Reledse and Archiwve Groups

S f—Rtiore Fldes

Step T—Archive Current Versbhs of Released Fies

Swp B—Imtegrate Release Flel into Sandard Groups

Step v—NMove Updated Files into Production

wp 10—Copy Process Control and Printer Erw ronmaent Files.
=wp 11=—Move W1 Transmay Fie Program nto Production
wp 12=Copy Last Year's Controld Files

Sep 1 31—Moddy UDCMENU

Step 14—integrate W2 and 109 UDCs

Swp 1550000 Archwe Filet 1o Tape

24



Task 2-PR
Maintain W2 Program Options (W2P0O12)

Ll W2/1099 Processing

(===
File  Options  Help

-
."‘ L‘;

= Tax Year 2012

] W2 Opiion Maintenance (W2P012)

=
W2 Data Edit (W2ED12)
—- Tax Year 2011

{1}

1+ 1099 Proces=ing

[+ Tax Year 2010
Mizcellaneous Options

. ' Maintain Health Care Control Records
= Lookups

View W2 Image
- View 1099 Image

Payroll staff needs capability of viewing
the settings from 2011 setup in order to

setup 2012 Program Option records.

Yr: 2008 Dist: 39 Site: 1 G5: W | 12/3/2012 | 3:47:28 PH
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W2 Option Maintenance

W2 Program Option Maintenance

u= 2012 W2 Option Maintenance (W2P012) [roe |- ]

File  Options

x Q\J. L

Inspect

Waprol1d:

Program Option Name - Source Year 12

W2P0" 2 - Cortrols which program-option records can be maintained
W2EX12 - Basic/Default settings used to control how W2 data is accumulated
W21 2L - Employee/employer vol-ded detail, vol-deds for alt. defemed comp. plans
W21 2CC - Vol-deds for dependent care

DEFMED - Detemed Medicare

W2STID - Edil mask Tor Slale EIN

WA ICK - Additional vol-ded ranges when W21273C space is excesded
W212FA - Vol-deds used during the year to reduce ST wages but nat FIT
W212CX - Bxtension vol-deds for W212CC

W212CR - Vol-ded ranges for Reth

W1 Z5A - Vol-deds used dunng the year to reducz FIT wages but not SIT
W212E5 - Vol-deds for Employer HSA

W212HC - Employer-Sponsored Health Plan Reparting

26



W2 Option Maintenance

Control Window Access

-

2. 2012 W2 Option Maintenance (W2PO12) =N = T

File Options

p 4 8w
W2P012:
Program Ophon Name Source Year 12

VIZP0 |2 - Lu:rrtn:uls which program-option records can be malmalned

V21200 - El'nplcvyeaf'ernplu:ryer vol-ded detail, vol-deds for ak. defemed comp. plans
WA ICC - Vol-deds for dependent care

CEFMED - Deferred Medicare

WI25TID - Edt mask for State EIN

WI212DX - Additional volded ranges when W212DC space is exceeded
VIZ12FA - Vol-deds used during the year to reduce 51T wages but not FIT
W212CX - Bdension vol-deds for W212CC

W212DR - Volded mnges for Roth

ViZ2125A - Voldeds used during the year to reduce =1T wages but not 51T
WVIZ12HS - Vol-deds for Employer HSA

W212HC - Employer-Sponsored Health FPlan Reporting

W/212HX - Edension codes for W212HC

27



2 Option Maintenance
State EIN Edit Mask

5. 2012 W2 Option Maintenance (W2POL12) [ -= (Sl

File  Ophtons
x '-; l_r"
W2STID: JO0K-J00K-H Inspect
Program Opticn Name | W2STID ~ Source Year 12

State EIN Edit Mask: | 330{-3000{-X

Character  Inderpretation

X For each 2, pnint one character of the State EIN.

If the EIN is is greater than the number of s, the mask will print
only the number of characters equal to the number of s,

Faor ecample, if the number of characters in the EIN 15 8. but there
arz only & 7z, then only the first 6 characters of the EIN will print.

A~ will cause a hyphen to be inseried in the State EIN.

E=ch blank space in the mask inserts a blank space in the pnnted State EIN.

(%]
=
[=1]
=]
11

Usersec YYY [¥r: 2008 Dist: 39 Site: 1 GS: W | 12/372012 [ 4:08:10 PM

2STID
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W2 Option Maintenance

Configure W2 Extract Program

a5l 2012 W2 Optien Maintenance (W2PC12)

File

Options

b

Bw

W2EX12: NNONY Y'Y YOOYNEXOD0OYYYN 07501759%9060708091030

Program Opticn Mame |W2EX1Z2 =

[FCRN

5. Back 'CAR' amounts oul of W2 Gro:

v, Piinl STRS/PERS machup arrounlz i Bux 147

@

Pay History Category 1is freated

Pay History Category to use for 3rd Party 5_ (0=none)?

Source ear

as GLI?

Pay Histary Categany 2 is treated As Nependent Care?

=

Shonld immred gross amoonts be frested as ()7

Print Alternate Retiremen: amounts in Box 147

& Clicnt dchned ficld for SEN flag (07 to 30)7

Default cods for reporting TSA amounts in Box 127

12. Extract enly districts defined in CTW2ZTP-2

13. Alternate GLI WE-40O:

14. Set pension flag for TSA -

15. Report employes gros:

s inmultiple states

contral file?

For any Ret-CTD = 07

16. Default state code (when £12=Y znd code in histony=00]

17. Pay Hiswry Category to use for Employer DC (J=none)?

18. Additiona al-retVD rance”

19. Set Ret. flag for ret-zyztem & when pay- Ce ||0 08

Cooe I8

12

[E=N SR =

Inspect

(r=es/N=Hao )
(Y=Yes/N=Hna)
(0. 3-5)
(¥="Yes/N=Hao )
(¥=Yes/N=Ho )
(V="Yezi/N=Hu )
(¥=Yes/N=Hao )
(00 = None )
(VP NIK )
(¥="Yes/N=Hao )

(Y=Yes/N=Ho )
(Y=Yes/N=No )
(Y=Yes/N=No )

\Userse«:‘r‘r‘r

fr: 2008 Diskt: 39 Site: 1 GS: W [ 12/3/2012

4:15:36 PM

2EX12
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nce (W
Deferred Compensation Individual
Voluntary Deductions

3. 2012 W2 Ootion Maintenance (W2PC12) =N o
File  Optiens
% &y
W21 20 YWY Tnspect
Program Option Mame | W2120DC - Source ™ear 12

@

Report emplovee contributions for deferred compensahion? ¥ | (¥=Yes/N=No

Report employer-paid amounts for deferred compensation? ¥ | (f=YesM=Nokiended)

Report vol-ded 8939 amounts as GLI7 ¥ (f=YesM=No
Report section-123 amounts separately? T| (r=res/MN=No

Report 84 with subjectivity (1-3) as Ret-3T5? 7| (Y=Yes/N=No

Plan Code Vol-Ded Code Plan Code Vol-Ded Code

Mate:
This option record is used if you intend to accumulate deferred compensation
amounts from warrant histary.
It is also used when your organization has multiple plans to which employees
contributed during the year

It also is used when you want to separately identify section-125 amounts
and/or treat alt-ret (Bd:o0) as ret-3

[Usersec oy [ ¥r: 2008 Disl: 39 Sile: 1 GS: W [12/3/2012 [4:17:16 PM




nce (W

Deferred Compensation Voluntary

Deduction K

a; 2012 W2 Option Maintenance (W2P012)

File  Options
b 4 By
WZ12D¥: 091009111

Program Option Name | WZ212DX v‘ Source Year 17

Alternate Deferred Compensation Plans Extension (Reguires W2120D

Flan T Vinl-Ned Code Range

5 than wan e selup on Ui W21200 suieen.

Thi= optio

codes o be

anges
=

[ ]

Inspect

Cli

is used to extend the W212DC record if you have

Usarsec YYY

Yi: 2008 Dist: 39 Site: 1 GS: W | 12/3/2012 | 4:19:02 PM
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nce (W
oth Contributions

403b/401k/457b K

Box 12

o=l 2012 W2 OpLun Manlensnce (W2P012)

File  Options
By

*K

W212DR: 200010002

Program Option Marme |W2120R =

Roth (afte-tax) Compensation Flans

Flan Code Wol-Oed Cial

Mote:
This option record is used
for Roth (after--ax) contri

Source Year 12

Inspect

= Rlauye

fter-tax.

\ Usersec: YYY

[¥r: 2008 Dist: 39 Site: 1 65: W [ 12/3/2012 | 4:21:06 PH
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- 1 | Py
option Viathtenrance (W

=

Dependent Care Sec125 Voluntary
Deductions (Individual

a 2012 W2 Option Maintenance [W2P012) E=REER
File  Options
X g
Wa1200 Yy Inspect
Program Option Name | W22CC - Source Yoar 12

Report employee contributions for dependent care? |7 | (Y=Yes/MN=No)

Report employer-paid amounts for dependent care?  |Y | [Y=YesiN=Na)

Note:
This option recerd is used if youintend fo sccumulate
deferred dependent care amounts from warrant history,

[usersec Yyy [¥r: 2008 Dist: 39 Site: 1 GS: W | 12/3/2012 | 4:22:03 PM




W2 Tele | ance (W
Dependent Care Sec125 Voluntary
Deductions (Individual

o-! 2012 W2 Option Mainterance (W2PQ12) [l = =

File  Options
X = NG
W10 Inspect
Program Option Name | W212CX ¥ | Source Year 12
Deoendent Care Vol-Ded Codes
Jol-Jed Code Vial-Ded Code
Nove:
This ard 15 used if you intend o accumulate

deferred dependent care amounts from warrant history

[vsersec wyy [ ¥r: 2008 Dist: 39 Site: 1 GS: W | 12/3/2012 | 4:30:33 PM



sl 2012 W2 Option Maintenance (W2P(012)

Add Back FIT

File  Options
x '-\g ) B
W212FA: 0100050005790803 Inspect
Program Option Name |W2 2F4 - Source Year 12

FIT Subjectivity Add Back Definition

Mote

This option record is used to defire vol-ced ranges for vol-deds
that are intended to reduce SIT wages, but not to reduce FIT wages
QAS3/0ASIS payroll does MOT differentiate FIT/ASIT sabjectivity
for deductions to support pre-tax SIT but pot to support pre-tax FIT

Therefore FIT wages must be adjLsted by adding back the amounts
for correct W2 reporting

enance (W21

Voluntary Deduction Ranges

ol e |

Usersec: YYY ¥i: 2008 Dist: 39 Site: 1 GS: W | 12/3/2012 | 4:31:37 PM
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nce (W
Voluntary Deduction Ranges

Add Back SIT

ol 2012 W2 Option Mairtenance (W2P012]

o[ e

File  Options
b By
W2125A: Inspect
Program Option Name | W2125A = Source Year 12

SIT Subjectivity Add Back Definition

Viol-Ded Code Hange
Mote:
This option record 15 used to define vol-ded ranges for v
that are intendec to n

» reduce FIT wages, but WOT SIT :.'5;5;
QSS/0ASIS payrell does NOT differentiate FIT/SIT subjectvity
ductions 1o support pre-tax FIT but MOT pre-tax SIT.

Therefore 9T wages must be adjusted by adding back the
for correct W2 reporting.

\llst:rsa::\'W

[¥r: 2008 Dist: 39 Gite: 1 65: W | 12/3/2012 | 4:34:32 PH




Codes

o= 2012 W2 Cption Maintenance (W2P012)

File  Options
A 9w
W213HS: 00010003
Frogram Option Mame [W212HS Source ear 12

Employer Conmbutiors to HSA Definition

Wol-Ded Code Range

Mote:
This option record is used to define vo

d ranges for vol-deds that are used

employee's Heslth Savings Account.

to provide an employer contribution to
Ameunts accumulated here are reported on the W2 in box-12 with 2 code /.

Add Employer HSA Voluntary Deduction

Inspect

Usarsac: YYY ¥i: 2008 Dist: 30 Site: 1 GS: W | 12/3,2012

4:36:49 PM
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W2 Program Option (W212HC
Employer-Sponsored Health Plan Reporting

a5 2012 V2 Option Maintenance (W2POL2) [ D ]
File  Options
x 23w
W212HC: MECO0020004C00060008C00100012C00140016C00180022 Inspect
Pregram Option Name | W212HC - Source Year 12
Cost of Emplayer-Sponsored Health Cowverage (Box 12, code=0D)

f

Usze by-District 'H vol-ded settings flag (NAO/DIM):

M = Use by-Cl settings if entered AMD global nules (merge]
Global Rules

Haw to treat EE/ER:

E - employees

llsPrsec: YYY ¥ 2008 Nist: 39 Site: 1 G5 W | 12/3/3012 | 4:37:56 PM
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W2 Program Option (W212HX) Extension
Employer-Sponsored Health Plan Reporting

az 2012 W2 Option Mainterance (W2POL2) =0 Ecl

File  Options
b = AN
W1 FH:- VTN 725 Tnspect

Program Option Mame | W212HK - Source Year 12

Cost of Employer-Sponsored Health Coverage (Box 12, code=D0) Extension

(Requires W212HC)
Global Rules

Option Vol-Ded Code Range Option values
C =vol-ded class

od Llgso
W - wol-ced number

[usersec vy [¥r: 2008 Disk: 39 Site: 1 GS: W | 12/3/2012 | 4:38:45 PM 39



_— TeEFT—/

Set Up Control Files

o CTW2TP12.W2109912.<your_account> — contains Federal
EIN for each district

o CTSUFFIX.W2109912.<your_account> — Custom list of
suffix names.

o CTW2RA12.W2109912.<your_account> — Submitter Address
for W2 transmittal file

e CTW2RP12.W2109912.<your_account> — Defines custom
report layouts for W2 Prelist (W2RP12).

40



/TasLM (Tech)
Zero Out YTD Pay Stub Totals for

Payroll




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 year. as long as you change your Password at least once
every 365 days.

To obtan your User ID/Password:

O Access the Intemet at www.soclalsecurity gov/emplover.

O TUnder "Flectromic Filing." select Flectronically File Your W-27x
{This will rake you to http-/www.ssa. sov/bso/bsowelcome Iitm )

0 Click on the Register button. Then follow the instructions.
You will creale your own Password as parl ol lhe registalion 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 1-800-772-527
Monday through Friday. 7 a.m. to 7 p.n.. Eastern Time to complzate the
ragistration.

Include the User ID in the submitter record yon send to the SSA. Use the Password

with the User ID to access the Online Wage Reporting Service.

42



Task 6-PR
Preliminary W2 Prelist Run Options

o=l 2012 W2 Prelist (W25B12) 39 - QS5 DEMONSTRATION DISTRICT QS5/0ASIS o |-G 3]
File  Options

H B x Q [? @ Current Year

District: The Train USD

Repaort Format: -

N [ - Prelist
Run Option: 'R~ Reaaonabilty check (OASDLMedicare)
5 - Selected field value range
Print W2ED12 changes made since: |7 [Run opticn = 2 anly]

SEM Mask (# digits set to 07 (0=none, 1-S=mask, L/IR=ExtRef)
Client field for s=n flag: 00 Use 01 - 30. or 00 for none
Set pension flag if At-Retirs; N Bz vol-deds anly (YN

Report layout: Leave hlank for default layout,
use 01-99 for customer defined custom layouts.

Usersec: YYYY Yr: 2008 Dist: 39 Site: 1 GS: W | 12/3/2012 | 4:42:17 PM




Run Option 1 (Temp File
Run Option 2 (Extract File

o2 2012 W2 Prelist (W25B12) 39 - Q55 DEMONSTRATION DISTRICT (55/0ASIS == |
File  Options

H o x Q [:-? @ Current Year

Report Selections | Select Field Ranges

District: The Train USD

Report Format: [ v]

Run Option: [ v]
1 - Bdract and then print
Print W2ED12 changes made since: R ia e e r k(P i

SEH Mask (£ digits setto 007 (O=nong, 1-S=mask, L'R=ExiRsf)

Client field for sanflag: 00 Use 01 - 30, or 00 for none
Set pension flag if Alt-Retire: N 8 vol-deds only (MK

Report layout: Leave blank for defzult layout,
use 01-58 for customer defined custom layouts.

Usersec: YYYY Yr: 2008 Dist: 39 Site: 1 65: W | 12/3/2012 | 5:23:30 PM

44



W2 Prelis
Print W2ED12 Changes (only

u=' 2012 W2 Prelist (W25B12) 39 - (955 DEMOMSTRATION DISTRICT QSS/OASIS [ |- E ]
File  (ptinns

H Y x Q [? [} Current Year
[ Report Seleclions | Select Fiek Ranges|

District The Train USD

Report Format I vl
Run Qptian I v]
Print W2ED12 changes madesince |/ (Run cption = 2 only)
55N Mask (# digits set o 0707 [O=none, 1-9=mask, L'R=CxtRef

Client field for zznflag 00 U=ze 01 - 30, or 00 for none
Set pension flag if Alt-Retire N Mo vol-deds only (YINS)

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

¥ 2008 Dist: 39 Site: 1 G5 W [ 12/3/2017 [ 5:25:42 PM

llsersec Yy




W2 Prelist

Main Window Additional Report
Settings

a= 2012 W2 Prelist (W25B12) 39 - Q55 DEMONSTRATION DISTRICT 055/ 0ASIS [ (]
File  Options

H Y x Q [? [} Current Year

Report Selections | Select Field Ranges

District: The Train USD

Heport Format: [ v]

Run Ophon: [ -r]

Print W2ED12 changes made since: |/ /S [Run option = 2 anly)

SSMN Mask (# digits setto 0707 (D=none, 1-9=mask, L'R=ExtRef)
Client field for sanflag: 0F  Use 07 - 20, or 00 for none
Set pension flag if Alt-Retire: N B4 vol-deds only [YIMNX)

Report layout: 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
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W2 Prelist

'S” Report Option Select Field Ranges

Window

o 2012 W2 Prelist (W25B12) 39 - 55 DEMONSTRATION DISTRICT QS5/0ASIS [ |- | ES]
File Optiens
H o x Q [? [} Current Year
Report Selections | Select Figld Ranges |
Field Definitions Operations
Field QP Low Value High Value Field Defintion OF  Defirition
: vo IR | EET—
= AND Adopt. Ben NE | Mot equal
_ anp |B8  |Roth 403 [ Inclusive between
.‘”D CH |Chideare NI Mot Inclusive between
- AN
CR  |CAR Alow LT |Lessthan
= AND OC  |DefC GT | Greater than
AND - -ome LE Less than or equal
, AN .
DE |DEDC/AND GE  |Greater than or equal
- AMD |EE  |Roth 4570
- El EIC
Low/High value can be a number or cne of the field IDs. ER | ER-DC/A0
: o EX |Sub.EEEgp
The 2 char field |0 iz precesded by "S and entered left justified.
FA FIT/Addback
Ex: 8FG is Federal Gress. e |Fod Gross
OF =EQ, NE, IB, MI, LT, GT, LE, GE FO Fringe/Other

Usersec: YYYY Yr: 2008 Dist: 39 Site: 1 GS: W | 12/3/2012 | 5:30:11 PM
T
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W2 Prelis
Report Totals

I TEN Tesk Dimboel i W-I FEC-LIET M3 EIEFY E_JL.SE L138711 FEOE 146
EEFTLEN OmITY EENETTION TATH 471 TLTH
Liad L = L L B
LI FERIETTE NTI-E IDCR-PAT  BOTE-EDY B4R
FIT 5N | == OTE-ETE EET-1,TE NET-ITE NET-1,/TX I TE-omEnl R - ==
EIT-EN CITPL-DEE SSST]-ILE CITEI-DEE DITEL-ZIAE EEFLY DEL EEPULO REL SENE ESINT EEN

ES:N EN N EC:N OVoF FOoED BN XD LIpOs0lD S0 BSed
HI. AN [ = . e e .aa
L1 TR - - - B -
» L1094 W . - - -
L - - B
EFHInl Exa EN N BN EVoF FSoRD B0 L3 09ED 23 L]
HLE S [-5 1 ] L = S A -8
snt NELa T = e e .2m
2 LAl o - B -
L L B
EFHInl Exaf EN N BN EVoF FooRL B W B3G90 SS 0 BSaid

[ . - - -
= .E - B B B
[ . - - -
B . B
B B3
. - B -
. B B -2
. - B -
L1 L 3] L L . B
ELF BN N EC.N BV«F FC. 0L BN 0T L dei|n
AT NE =1.aT L - A B
Wm.ar 2 EIE.A = A -8
et I 1Y L E1T3 E B B
L1 L =
EFrane EL:N EN N EC:N OVoF FOoED BN XD LIpO0l& SR BSed
EELS L L L . B B -2
am L - . - B -
=Ma Ly L =4 M . B B -2
2 - . -
ES:F EN N EC:N EVoF FOoEL BN Lo 0000 SR BSeid
L RS - EEL B B -
AEIE 3L SN 1L L - - - e -
SARZ.EL . L1 L FELIN - . S A -8

caE=) DEIE -

148MEIN. 1T LT

- I R EIN

IIETAAE A4 TAIEI. A
INT-2TE

LITaN. 41
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Print Pay History F

eport (PAY830)

QCC Job Menu

4= Job Menu 07-0Q55 DEMOMSTRATION DISTRICT

QsS/0.. [n| ). [ |

File  View Options Help

FeEF

Wiew

FTrEEz " Gnd Search:|

EI l:l Payrall History Repoarts / Processes
e - [Z] Benefit History Report/Logon DI [PAT328)
b [ Eleneflt HIEtDr_I..I Flepurt.-"Selec:l ] [F'ﬁ"r'BEE]

@ Payroll Histom Report/Select DN [PAY'E333)

& Employee Deduction Analysis/Logon DI IDEDEZ0)

@ Ermploves Deduction Analyzis/Select DI [DEDE20)

- CTD Totals Uzed on Paymoll StubsdLogon DI [PAYS00)
CTD Totalz Uzed on Paproll Stubs/Select 01 [PAYE00)
Fay Hiztom / CTD ReconLogon DI [PAYS3E]

2] Pay Histary / CTD Recon/Select DI [PAYE3E)

(] Update CTD Totals from PH/Logan D [P&83E])

[E] Update CTD Tatals from PH/Selzct DI [PAYE3E]

E] worker's Comp ‘Wages Report/Logan DI [FAY329)

& ‘Worker's Comp 'Wages Repart/Select D] [PAY329)
E’| Labar/Benefitz Hiztorp Repart [PYREPT)

M [T C alarns hlabifimalinin Domarda § Drmmnnans

¥r:1997 Dist:07 Site:l

11

117282010 | 8:43 AM

49



_—Pay History Repor
Main Window

o Request Pay History Report - Logon District [ PAYS30 )
File  Options

HRPE

TP ——"

‘ Select Employees |

[E=H o~

For District: |:7"§3'3 UNIFIED SCHOOL DISTRICT J
Report Title
Select by Date Paid: _ /_ / v - £ A + Andlor Select by Effective year: Nuartar

=

Compute Totals Rule:

Include Terminated |Yes w

ffl Pay Code _ﬁl Pay Location

Select by Last Mame Range -

SEN Mask: |Nn: Masking ﬂ

Record Type: | All Records - Cancelled Warr: |0pen and Canceled j
Summary Level: |Detal - Each Employee on New Page: -
Pay-Line Detail: |Nnn|= j Position Summary: -

Deduction Detail:

|NDHE Account Detail: | None ﬂ




_—Pay History (P

Select Window

SSN

' Request Pay History Report - Logon District ( PAYE3D )
File  Options

HE2oF ¥

Report Selections _E'SE|EBT Employees

District/S5N




Include Employees Without a Pay History
Record (PHUPDT)

o frmPH

File  Options  Window

I:Eiﬁldd Cgihdd Frurd@ Refresh H Save HSave and Close ﬁ*lﬂuse Q LIE] Q@*Switch tos -

Payroll History | Inspect (PHUPDT) | inspect Detail (PHINSP) | Wamart Distribution | CTD Totals |

@ Reverse Amounts  PHUPDT usersec must be setup for add,/change security. See MTUS manual for security parameters.
Date pd 12/31/2011 Per.end 12/31/2011 Eff-r 11 Qt 04 + Ploc 00D AFD 00 - Taxcalctype R -
Warrant: 99111111 Pay code 02 Ret-sys 02 SC 00 CC:. 0D Status A 3% annuzlization factor 00 -

Exempt 000 + I Regular 1000.00 I+ Federal 0.00 Cets 0.00
= Gross oo - WTX oo - TSA 000 + FedilG: 0.00
- STRS-TS: 000 - PERS-TS: 000 = FedTaxGross 0.00
+ State/1G: 0.00 = State Tax Gross 0.00
QASDI Gross 0.00 MEDI Gross 0.00 S0l Gross 0.00
- Federal Tax 0.00 +  Advance EIC 000 - DAsDI noo - Survive Ben 0.00 Add Vol Deds
- State Tax 0.0 - County Tax 000 - STRS: 0.00 -  Misc Deducts 0.00
PERS 0o - Medicare 000 - S0 0o = Met Pay 0.00 Calc Net Pay 0.00
Voluntany Deductions
CAR allowance 0.00 Emplrpd STRS: 0.00
Deferred Comp 0.00  Emgplr pd PERS: 0.00




P—
@< Payroll History

Setup PHUPDT USERSEC

dS

Adding 2011 Pay History

07 - Q55 UNIFIED SCHOOL DISTRICT

Q55/0A515

e

Eile  Options

Window

Egi Add \ED] Refresh H Save HSave and Close r"*[lnse Q

BUMSTEAD, DAGWOOD ##*_F*_kw®E

|_|L'j Qq‘} Switch to: -

I'lﬂ'a rramt: 11223311' 1/1f1997

Qg

Payrol History  Inspect (PHUPDT) | Inspect Detail (PHINSP) | CTD Totals | Warant Distribution |

Warrant: 00000000

Exempt
- M

Tax Gross

- Federal Tax
State Tax
FERS

CAR allgwance
Deferred Comp
Cat-1:
Cat-2:

a3

AddMode

Pay code 02

000 « IF{eguIar -12.22 I+ Federal

ooe - TSA
-12.22 0ASDI Gress
0.00 + Advance EIC
000 - County Tax
0.00 - Medicare
0.00  Emplr pd STRS:
0.00  Emplr pd PERS:
0.00  Emplrpd MEDI
000  Emplrpd FICA
nm RFI1-1-

| used ADD From Warrant Option and reversed all check amounts.
Date pd 12/3172010 Per. end |IEERRPIY

Eif-y 10 Qt 11 » Ploc 0000 LFD 00 - Taxcalctype A
Ret-zys 02 SC 05 CC:. 00 Status A [ax annualization factor 00
000 + Ceta 000 = Gross
o+ IMP 000 - STRS-TS: 0o - PERS-TS: 0.00
1222 MEDI Gress 222 SO0l Gross 0.00
000 - OAsDI oon - Survive Ben 0.00 Add Vol Deds
000 - STRS: 000 - Misc Deducis -105.00
ooo - sol 000 = Met Pay 5278 Calc Met Pay 9278
Wolurtary Deductions

0.00

0.00 Code Cescription Emme

0.00

0.00

LILL

1222
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_—— Task mﬁ/

Extract W2 Data Y12W2EXTRACT

e Execute Y12W2EXTRACT.

e Payroll history, deduction history and payroll adjustments
records are extracted for each 2012 payroll check.
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\//
" Task

11-T (Tech)
Report of W2 Records from Pay History

e Execute Y12W2REPORT.

® Travel Claims are not included in W2 Prelist at this point.
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_— Task mﬁ)//

Including Car Travel Claims

e Execute YI12W2TCEXT and Y 12W2CKTCRPT

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

djusting Travel Claims A/P Branch

__l? Accounts Payable - Accounts Payable
File  Ophtions  View  Help

. liabilities (LB)
= 'I'_lT:l’lsa::liun Maintenance

E~In|if=|:u€=rldf:rt Contrector Maintenance

b=

TCPYMT

39 - Q55 CEMCNSTRATION DISTRICT QS5/0A5

=

Search (F3)

Search Sesuks IDeubleClick a call o- Conirol-Enter fwhilz in the grd) or Cid+0 to view details)

| ¥r: 2008 Dist: 39 site: 1 Gs: W | 12/3/2012 | 5:38:29 PM
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_—Car Travel Claims
Mileage Flag “M”

L%rTravel Clairmn EI@

File  Options
(] S| LﬂJ o
Add
TC# “AUTO"  Invoice: 06/30/1937
Jescription: Milzage Pymt for W-2: [7
Batch number: | =] | «  Payment Due: | /. 5
Wendor Mo /Address Na. "~$F| / | "‘
\endor name/address Remit name/address
X Delete Selected Row
Fd Bdr Sch Resc Y Goal Func Objt Iype Payment |se Tax Flag Ise Tax 1059 Fag Met Payment Budget Balance

s - - - - - - -
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_Mendor Maintenance PDT

Changing Vendor Tax ID

File Options Help

g P X |8 EwE
Yendor Record Updated - TaxlD is the SS5H of BUMSTEAD, DAGWOODD .

Contact [nformation l Dptiu:unallnh:urmaliu:unl Add .ﬂ.ddresses] EDmdeitiES] Comments

3+ Vendor Lookup 07 - Q55 DEMOMNSTRATION DISTRICT QSS/0ASS [ o | B |[mEs)

Inspect

Distiict 07 w|
Name: [TESTING EMPLOYEE VENDOR Remit Name: |
Address: | Remit Address: |
| l
| |
City: | State: | Zip: | City: | Slate; Zip:
Phane: | | ) | Far: [ | | |
Contait: |

1099: N -NI:I - Name: |Bum3tead__Dagwnud Prezet: I - TaxID: {117111111 SSN: |1‘|1‘H'1111

sz Tam Preset: |1 - One - s Tax 1 |DE G500 =

Acct Mumber: | R ating: k=g Flag: |1 - We are Ho. 11 We are No. 11

Category: | | | | | | | | | |

Type: Fevolving Cazh Object: Termns: - |I:IE‘EE Shipping %

HE || Use Tax 2 |08.2500

oooo |




\//
— Task 14-T (Tech)

Merge All Sources of W2 Information

e Execute Y12W2FNLMRG to create combined file even if
there are no Car travel claims to process.

e Use caution when re-running Y12W2FNLMRG.
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Taskd15-T(Tech) ——

Print W2 Prelist with Combined
Information

e Execute Y12W2REPORT.
e W2 Prelist will contain combined W2 information.

e Pass the Point of No Return Considerations.
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— Task 16-PR
Edit W2 Information (W2ED12)

® Adjust W2 amounts using W2ED12
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W2 Edit Program (W2ED12

.

1= W2 Data Edit (W2ED1Z) 39 - )5S DEMONSTRATION DISTRICT QSS/0ASIS =N ="
File  Options
¥ |3 g2
[ TInspect
Master | Cty Taxes
Quick: Find: bBrera Lagl Name. 55N, or b Ret, and press bnter. 3 opens advanced search
| District: ﬁ The Train USD
¥] Include Te-minated Show SSN
Fed Gross Subtractions Additions FIT/Mot SIT 1. Fed Tax GR 2 Fed Tex
R + + -
State Gross Subtractions Additions SITiMet FIT 16, State Tax GR 17, State Tax
. + + =
Subtractione
Ret TS# Ret T3 42 Ret TS #3 Section 125 (Other NTR Emiloyee DC
Addtione
& CAR Allowanze Frings/Other 12.GLU
OASDI Gr: QASDI Pd: MEDI Gr: M=D1 2d:
EIC: Dep Care; State SO State SUI;
ART NGP Cither HQIP JiSink Pay FFMF-
Wlne O/ N/Unc MD: WIER H5/M RiZ3 M5
17 Code Fruplnyes Fmiployar Code  Fmployes Frmployer MM=3-He
( 1 ( ) L/SEBER:
[ )] [ T.LdoBc:
AdFath 407k BB/Rath 403b: EE/Rath 457h:
R-F: 55V Flag: IP-5L Stat: Uze Suffix: xPrt: Source Changed:
HName: FC: RS: L1: L2 sC
Addr: City: Statc: Zip:
lusersec: Yy [Yr: 2008 Dist: 39 Slite: 1 65: W 12/3/2012 | 5:46:36 PM
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——W?2 Edit Program

12

Advanced Search Feature

Caman. Tia.

o5 W2 Data Edit (W2ED12) 3E - (55 DEMOMNSTRATION DISTRICT QS5/0ASIS
File  Options
o g g
Master | Ciy Taxes
Cuick Find: Brter = Last Name SSM, or BExcRef, and press Enterfl F2 opens advanced search.
Disrict: | 39 | The Train USD
¥ Include Termirated Show SSN
Fed Gross Subtractions Additions FIT/Mat SIT 1. Fed Tax GR 2. Fed Tax
- + + =
State Gross Subtractions Additions SIT/Mot FIT 16. State Tax GR 17. State Tax
- + + =
Subtractiors
Ret TS #1 Ret TS #2 Ret TS #3 Section 125 Other NTX Employes OC
Additions
14 CAR Allowance  Frings/Other 12 GLI
CASDI Gr: OASDI Pd: MED! Gr: MEDI Pd:
EIC: Dep Care State SOI State SUI
4E7T NQ™ O-her NQF JISick Pay FEME-
Millns QA hiUnc MD: WIER HSA R/ER MSA:
12. Coede  Employee Emplover Code  Employee Emiployer DOVER-HC.
( 1 [ 1 L/'SEBER:
[ 1 [ 1 TiAdaBe:
AfRoth 401k: BE/Roth 403h: EE/Rath 457b
3-F: 554 Flag: 3P-5L: Stat Use Suffixc HPrt Source Changed:
Mams: FC: RS L1: L2

[=-=- =]

Inspect
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——W?2 Edit Program

Advanced Search Feature

Hle

Search -

8! Search for Employees

Help

39 - Q55 DEMONSTRATION DISTRICT

o} Mia Bl

Search Panel

Q55/0ASTS o = |[= |

By 55N | By Ext Ref | By Name District : |#] Include Terminated

4

R

= G Ty RC LG
I EUILDER, bob !
B s WE N F o W AV

Enter Search parameter, perform search and return search entry.

Selected Employee/List 1
[BUILDER bob -
Fet Redf - DIMA SEN 2004 204 1201
Saarch Reeulte [Double-Click or Preee FA to eslect the highlighted amployes]
Mame Bdemal Site BU Temninated b

12
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——W?2 Edit Program
Returned Search Entry

-

. W2 Data Ecit (W2ED12) 39 - 55 DEMOMSTRATION DISTRICT (55/0A5S = =
File  Optens
oK | g
[BUILDER, boh 001016 300061201 Employee has no W2 data Inspect
Master | Cry Tanes
Guick Find: Enter a Last Mame. S5M. or BdRef. and press Tnter. FJ opens advanced search.
\ Dictrict:[28 = The Train USD
¥| Include Terminated Show SSH
Fed Grass Subtractions Additions FIT/Net SIT 1. Fed Tax GR 2. Fed Tax
- + + =
State Gross Subtractions Additicns SIT/Met FIT 16. State Tax GR. 17, State Tax
- + + =
Subtractions
Ret TS #1 Re: TS #2 Ret TS #3 Section 125 Other NTX Employes JC
Additions
14, CAR Allowarce  Fringe/Other 12 GU
OASDI Gr: QASDI Pd: MEDI Gr: MEDI Fd:
EIC: Deo Care: State 521 Stete SUI:
457 MQF: Otther HQF: J4/Sick Pay: =IEME:
Miline DA: MN/Unc MD: WIER HSA: RIER MSA:
12. Code  Employee Emplayer Code  Emplovee Emplayer DLVER-HC
( ) ( ) L'SEBER:
[ il [ 1 TildoBe
AbiRoth 401l 2B/Roth £03b: EERoth 457b
R-Pl: S5M =lag: 3IP-5L: Stat: U=e Suffix: XPrt Source Changed
Hame: PC: RS: L1 L2: 5C
Agdr: City: State: Zip:
[usersee vy Y= 2008 Dist: 3¢ Site: 1 GS*W | 12/4/2012 | 2:29:17 PH

1

12
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dit (W2ED12)
New ltems (2009 -2012)
Supported TSA Codes

e New fields added in 2009:

R/ER MSA, (Medical Savings  ‘» et i _
A C Ct), A A /R Oth 4011( an d 1LCAR Mlowance FringelOther — 12.GU Hie EremVages  zmoloverHesth  EcRohdbh
BB/Roth 403b. e —
ORSDIGr (ASDI e NEDIGr VED Fe
EC: DepCare: Sate S0 Set:5):
® Supported Box12 codes: D Tl Dter? LGk PENE
(401k)a E (4O3b)9 F (408kb), G Wi Ok hilnc N: VIR HSE RER NS
(45 7b)a H (5 Ol(C)(lS)(d), Ll Erplye  Employwr (e Erployze  Erploge LJSEBER:
S(408p) (] (]
[ [ ] Tihaobi:
* New fields added in 2011:Hired il i =
Exem Wages, Employer Health
and EE (Roth 457b).
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2 Edi
W2 Data Source

Source (D)) Either an X 15 displayed, or the field is blank .

CODE EXPLAMATION

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. Ehﬂﬂg-ﬁ-ﬂ:

{blank) The record has been edited differently than the
information extracted from the Final Merge pro- .
o Source:

Changed (D) If the record has been changed. the date of change 15 displayed.
If this field is blank, the record has not been edited.

T/AdoBe:
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_— Task 17-

eC

Final W2 Prelist Report

e Payroll Staff final review,
use W2ED12 for any last
minute corrections and
rerun report.

e Report of W2 Edit
Changes (W2RP12)

a7 2011 W2 Frelist (\W25811) 07 - QSSDEMONSTRATION DISTRICT

File  Options

H 2 X J ? j}’ Currant Year

Fiapat Selectione | Select Field Janges

Dstrict |07 = assunﬁnsmammmcr

(55/0A315

Repart Format: |P-Pre\st

v |

Run Cpin; |2-Use auisting extract/ N/ ed fle v‘

Frint W2EC11 chenges medesincs: 4/ | (Runoston =2 anly)

5N Wask (# digits set to 07 D=none, 1-B=mash, L/R=ExtRef)
Chentficliforssnflag: 00 Use01- 30 or (0 fernore
Setpergion flag if Al-Refire: M 3o vol-deds ony (YN

Repor: [zyout: Leave Hlank for defzult layout,

use -39 for customer defined custom layouts.

[=fe e

Usersec:

¥r: 2011 Disk: 07 Site: 1G5 W | 12/4/2011 | 9:35:55 AM
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_— Task 18-T(Tec
Ready to Print W2 Forms

¢ Payroll approves the Final
W2 Prelist.

® Three methods of printing:
Pin-feed form printing,
export to 3 party print
system and laser printing.
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_— Task 18-T(Tec
W2’s converted to PDF

Printing Nelco SSUNIV Forms Using Print Manager (LSPQOQL)

These instructions tell how to use the universal print driver (W211UNPF) 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 yvou can manage just like any other report in
QSS/0OASIS.

NOTE: Q55 has optional software that allows you to convert the generated P-file to PDFE
For more information, contact your Q@585 account manager.
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2012 W2 Sample
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m Between W2 Distribution
and Creation of W2 File for SSA




W

Create Electronic Transmittal File for
SSA

e Execute Y12W2FILE.

e Transfer W2 Transmittal file to your PC using
Reflections and Minisoft (see 2012 W2 Processing
Manual)
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— Task 20-T (Tech

Create Transmittal Totals Report

e Execute YI2W2TFTOTAL.

§ 7 (9F Tamt Ddatrict

3 AMDLE

A |STENITTES ERCOED|

EPWI CONTAST KRN /AIDPCD

[TINTESSENTIAL SCEOOL FYSTEME
2

REIN. S95H93% TE. 2004 TYIFR.

BT |EW TOTAL ERCOED BT TOTAL COONT. T20

ET Emcord Valum

Fednral Oroess
Fudasyl Trta
by Brasma

Eacurt
1 S

Bxrmsd [rooms Crsd

ETE.119. 00

&1.192 00

Azib 40ika 190
Betl 401h. 4.40

M TENRSKITOML TOOALE ERPFOET POR Z01d = NITELL

EIN, P59373937 [HER ID. 1343678

L.0F 12714711 PME

Emmimit Pl

Fropares Code, L/EELP- PEEDARED

FUEMITTRE B AAmBSE
QOINTREEENTIAL SOROOL STSTENS
7131 B. B CAMING SEAL

FOITE DGO

EAN BATRO L= T2 =r]

AT2-aM0 BT, &o8 FAI. &3I733
PREFERRTD CONTACT MRTROO. 1-3T BNALL/INTERNET
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Task 21-T Saving History Files

e Execute YI2W2SAVE.

File Marme

Purpase

WZ2Ty1 HISTORY.QS5USER

The raw W2 transmittal file (do not send this to 35A4)

W2FILEy1.HISTORY.QEEUZER

The W2 transmittal file that is sent to S5A

W2Dy1. HISTORY.QSSUSER

Created by Yy 1W2FNLMRG and edited by the WZEDy1 program

W2P XDyl HISTORY. QSSUSER

Cross-references employee W2 to internal document number for
one-off laser form printing

W2EXPTy1.HISTORY.QSSUSER

Used to export data to thind-party printing solutions

Ceontains W2 counts by zip code

W2ZIPCy1 HISTORY.QSSUSER
USER

W2FIFDy1 HISTORY.Q35

PIF data file for printing laser W2 forms
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_— Special WWW/

Processing

¢ If employee SSN changes in database during the year and
the W2 file is already extracted, the W2 form for the
employee will be printed with the bad SSN number.
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