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District Responsibilities 

 

W2 Verification and Payroll Detail Process 

¶ December 10 ï SCOE IT LOAD W2 for Closed Pay Dates 

¶ December 10-18 ï Verification of Payroll Data & Pay31 Corrections in Dec Regular 

¶ December 19 ï Regular Payroll Due by 12:00 pm 

¶ December 20 ï SCOE IT LOAD W2 Information 

¶ December 20 ï Verify Payroll W2 Detail and Reports (After 10:00 am) 

¶ January 7 ï W2 Manual Payroll (Reissues ONLY) due to SCOE by 12:00 noon 

¶ January 7 ï W2 Correction Payroll (Dated: 12/25/18) due to SCOE by 12:00 noon 

¶ January 9 ï FINAL Verification of Payroll W2 Detail 

¶ January 9 ï W2 Verification Reports due to SCOE by 4:30 p.m.  

(Submit Signed Verification Reports to Janelle Sarsfield and Erin 

Graves at jsarsfield@scoe.org and egraves@scoe.org) 

ü VERIFICATION REPORTS 

- Pay01 Payroll Summary  

- Pay05 Monthly Tax Summary 

- Pay26a Employer W2 Copy (Last Page Only)   

- Pay27 W2 Summary 

- Pay31 W2 Errors (MUST be error free)  

¶ January 28 ï W2ôs available to the Districtôs for Pick Up after 11:00 am 

¶ January 31 ï W2ôs Due to employees 

¶ January 31 ï W2 Forms due to Employees (Mail or Delivery) 

 

  

  

 

 

 

 

 

 

 

 

 
 

 

Important  
Never release W2 information to anyone other than the 

employee.   For more information, follow the links below to IRS 
published videos regarding W2 Scams  

¶ www.youtube.com/irsvideos 
¶ www.youtube.com/irsvideosmultilingua 
¶ www.youtube.com/irsvideosASL 

 

mailto:jsarsfield@scoe.org
mailto:egraves@scoe.org
http://links.govdelivery.com/track?type=click&enid=ZWFzPTEmbWFpbGluZ2lkPTIwMTgxMTMwLjk4NDAzODIxJm1lc3NhZ2VpZD1NREItUFJELUJVTC0yMDE4MTEzMC45ODQwMzgyMSZkYXRhYmFzZWlkPTEwMDEmc2VyaWFsPTE3MjE4NDIxJmVtYWlsaWQ9ZWdyYXZlc0BzY29lLm9yZyZ1c2VyaWQ9ZWdyYXZlc0BzY29lLm9yZyZmbD0mZXh0cmE9TXVsdGl2YXJpYXRlSWQ9JiYm&&&130&&&http://www.youtube.com/irsvideos
http://links.govdelivery.com/track?type=click&enid=ZWFzPTEmbWFpbGluZ2lkPTIwMTgxMTMwLjk4NDAzODIxJm1lc3NhZ2VpZD1NREItUFJELUJVTC0yMDE4MTEzMC45ODQwMzgyMSZkYXRhYmFzZWlkPTEwMDEmc2VyaWFsPTE3MjE4NDIxJmVtYWlsaWQ9ZWdyYXZlc0BzY29lLm9yZyZ1c2VyaWQ9ZWdyYXZlc0BzY29lLm9yZyZmbD0mZXh0cmE9TXVsdGl2YXJpYXRlSWQ9JiYm&&&131&&&http://www.youtube.com/irsvideosmultilingua
http://links.govdelivery.com/track?type=click&enid=ZWFzPTEmbWFpbGluZ2lkPTIwMTgxMTMwLjk4NDAzODIxJm1lc3NhZ2VpZD1NREItUFJELUJVTC0yMDE4MTEzMC45ODQwMzgyMSZkYXRhYmFzZWlkPTEwMDEmc2VyaWFsPTE3MjE4NDIxJmVtYWlsaWQ9ZWdyYXZlc0BzY29lLm9yZyZ1c2VyaWQ9ZWdyYXZlc0BzY29lLm9yZyZmbD0mZXh0cmE9TXVsdGl2YXJpYXRlSWQ9JiYm&&&132&&&http://www.youtube.com/irsvideosASL
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W2 Set-Up Checklist ï 2018  
 
Organization RecordééééééééééééééééééééééééééPage 5 

 Review Section 6 HR/Payroll Setup and Section 9 ï W2 Overrides נ

 Verify that the W2 Address and Contact Information are correct נ

 Verify the W2 Print Sort Option selection נ

  Verify Suppressing the Generation of W2ôs נ

¶ If you suppressed the generating of W2ôs for employees that only have data in Box 12, 
Code DD (Example:  retirees with benefits, but no payroll for the 2018 calendar year) 

 If changes are needed in the Organization Record, please submit requests to נ
helpdesk@scoe.org.  

 
Employee Address Verificationéééééééééé.éééééééééééPage 6 

 Paycheck/ACH Advice Record נ
 
 Social Security Number Verification ééééééééééééééé..éééPage 6 

 Review and verify the Employee Names and Social Security Numbers are correct נ

¶ The IRS will impose penalties for each Form W2 with an incorrect Social Security number 
or employee name 

Addons éééééééééééééééééééééééééééééé.......Page 7 

 .Confirm Addons are setup correctly for W2 box and W2 category setup נ

¶ A typical example of addon pay requiring special treatment is life insurance for more than 
$50K per year. (Box 12, Category C) 

 

Deductions/Contributions ééééééééééééééééééééééé..Page 8 

 Verify the W2 box, W2 categories and W2 pension set-up נ
Pre-tax is a R{Reduction}; Post-tax is D{Deduction} 
 

Review Payroll Tax Limits ééééééééééééééééééééééé..Page 9 

 Payroll Rates for 2018 Calendar Year נ

http://www.scoe.org/files/Payroll_Rates_20180701_Revised.pdf 

 

W2 Reports ééééééééééééééé..ééééééééééééé..Pages 10-19 

 :Review and Verify the following reports to ensure accurate W2 reporting occurs נ

Å Pay01 - Payroll Summary 
Å Pay05 - Monthly Tax Summary 
Å Pay 12 - Employee Deduction 
Å Pay 24 - Earnings History 
Å Pay26 - W2 Employer Copy 
Å Pay27 - W2 Summary 
Å Pay31 - W2 Errors   
Å Pay34 - Payroll Deduction and Contribution Detail 

 
 
 

mailto:helpdesk@scoe.org
http://www.scoe.org/files/Payroll_Rates_20180701_Revised.pdf
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 W2 Adjustments ééééééééééééééééééééééééééé.Pages 20-33 
 

 Overpayment adjustments for January on December Payrollééééé... Page 20-23 נ

 Verify that Deceased Employees are properly coded and reportedééé..Page 24-25 נ

 Verify that other special tax items have been updated and loadedééééPage 26 נ
Health Insurance, Retirees 

 Health Savings Plans (HSAs) ééééééééééé.éééééééé.Page 26 נ

 Dependent Careééééééééééééééééé.éééééééé.Page 26 נ

 TSA 403(b) and 457 Plan Adjustmentséééééééé.ééé..ééééPage 27 נ

 Domestic Partner Adjustmentséééééééééééé.éééééééPage 27 נ

 EDD Military Spouse Adjustmentsééééééééééééééééé...Page 27 נ

 Life Insurances Adjustmentsééééééééééééé.éééééééPage 28 נ

 Worker Comp Checks ééééééééééééééééé.ééééé..Page 29 נ

 Fringe Benefits or Miscellaneous Income ééééééé.ééééééé.Page 29 נ

 Third Party Sick Pay ééééééééééééééééééééééé..Page 30 נ

 Staledated Checks ééééééééééééééééééé.ééé.é..Page 30 נ

 Retirement Incentive Pay ééééééééééééééééééé.é.éPage 31-33 נ
 

Review Loaded W2 Data in Escapeéééééééééééééééééé.é.Page 34 

 Review and verify the list of employees from the Employee W2 Activity נ
Å Review Problem column for possible system identified errors 

 

 If Regular Payroll has already closed, and there are any non-cash related נ
changes/updates or corrections you may need to create them on the W2 Correction 
Payroll on 12/25/2018   Example: Third Party Sick Pay 

 

 .Remember to reload W2 data anytime you make a change/update or correction נ
 
W2 Submission ééééééééééééééééééééééééééé..Page 35-36 

 Review and verify the list of employees from the Employee W2 Activity נ
 

 Verify that the Pay01-Payroll Summary and the Pay27-W2 Summary balance נ
 

 Submit Signed Verification Reports to both Janelle Sarsfield and Erin Graves, SCOE נ
Business Services by 4:30 p.m. on or before January 9, 2019 
Send email to jsarsfield@scoe.org and egraves@scoe.org  
Å Verification Reports include: 
Å Pay01 - Payroll Summary 
Å Pay05 - Monthly Tax Summary 
Å Pay26 - W2 Employer Copy (Last Page Only) 
Å Pay27 - W2 Summary 
Å Pay31 - W2 Errors (MUST be error free) 

 

 Pick up W2 Forms and December Regular from SCOE Business Services on January נ
28, 2019, after 11:00 a.m. 
 

 Distribute W2 Forms to Employees on January 31, 2019 נ

mailto:jsarsfield@scoe.org
mailto:egraves@scoe.org
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Review W2 Setup in Escape 
 
 

Review Organization Record 

Go to System ï Setup ï Organization  

¶ This is ñread onlyò, but you will want to review the setup for your District 

¶ Changes needed require an email to helpdesk@scoe.org 

¶ Review Section 6 ï HR/Payroll Setup to verify the Federal and State Tax Ids 

 
¶ Review Section 9 ï W2 Overrides to verify employer information, contact,  

print sort, etc.é 

    
o Issue W2s for employees with only Box 12 Code DD ï Set this flag to No to 

suppress the generating of W2s for employees that only have data in Box 12,  
Code DD (e.g., Retirees with benefits). If this is left blank, the software defaults  
to No.  
 

o According to IRS regulations as of 2013, an employer is not required to issue  
a Form W-2 solely to report the value of the health care coverage for retirees  
or other employees or former employees to whom the employer would not  
otherwise provide a Form W-2. 

 

 
 

mailto:helpdesk@scoe.org
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Incorrect Social Security Number (SSN) 
If an incorrect SSN is discovered you will need to work with SCOE IT to get this corrected.   
Please send an email to helpdesk@scoe.org with the employees name and the number series 
that should be corrected.   
DO NOT SEND Copy of SSN through email, but do verify and keep the information at your 
District with the correct SSN. 
 

EXAMPLE Helpdesk Email:  Jane Doe has incorrect SSN XX-XX-1234, the correct SSN 

should be XXX-XX-2345.  This has been verified that this is correct. 
 
REVIEW:  SSN Verification File documentation in Escape: 
SCOE Resources -> Forms -> IT Checklists and Cheat Sheets  
to verify correct SSN with the IRS for employees. 

OR go to 
http://www.scoe.org/files/SSN_Verification_File.pdf 
 

To Register: https://www.ssa.gov/employer/ssnv.htm 

 
 

Employee Address Verification 
 
Include a message on the 12/28/18 Paycheck/ACH Advice requesting employeeôs to verify 
correct address is reflected on their paycheck stub. 

 

Go to HR/Payroll ï Payroll ï Payroll Status 

 

¶ Enter Pay Date 

¶ Click Go 

¶ Open 12/28/18 Pay Date and Update the Check/Advice Message field 

¶ Save/Close 
 

 
 
 

 

mailto:helpdesk@scoe.org
http://www.scoe.org/files/SSN_Verification_File.pdf
https://www.ssa.gov/employer/ssnv.htm
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Addons 
 
Go to HR/Payroll - Setup ï Payroll ï Addons 
 

Review Section 3 ï W2 and Account Numbers 

Verify that the W2 Box and W2 Category are correct.  

These fields are editable or send an email to helpdesk@scoe.org for assistance. 

 

  

 

 
           **Example of an addon pay requiring special treatment is  
               Life Insurance for more than $50K per year. 
 
Note:  If you enter box 12 or 14, you must also enter the  
           appropriate category in the W2 Category Field  
           or the amount will not print. 

 

   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

mailto:helpdesk@scoe.org
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Deductions and Contributions 
 
Go to HR/Payroll - Setup ï Payroll ï Deduction Management or Contribution 
Management 
 
Review that the correct Box and Category will populate on the W2 Form 

 
Note:  These records should be reviewed to verify the accuracy of the W2 fields, especially if 
any records were added or copied during the course of the year. 
 

 
 

 
Note:  If you enter box 12 or 14, you should also enter the appropriate  
            category in the W2 Category Field. 

 
**Example deductions that need special treatment are TSAôs, 125ôs, and some retirement. 

 
 
 
 
 
 
 

 

PreTax Deduction should have Calc 
Type of R{Reduction} or 1{Sect. 125} 

 
PostTax Deduction should be 

D{Deduction} 
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W2 REPORTS 

 

The following list of reports can help with processing and verifying W2 information 

 

Pay31 - W2 Errors 
  

 During generation, the W2 process detects many kinds of errors. 
These include address problems in addition to other kinds of setup 
and mismatched problems. These errors, as well as other errors are included in this 
report. 

 

 Go To HR/Payroll ï Reports ï Payroll ï Pay31 
¶ Tax Year: 2018 

¶ Click Go to generate report 

 
 

 
 
 

Create Report 

Favorites for 

2018   

Run Pay34 for 

pay detail  

See next page  
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Pay34 - Payroll Deduction and Contribution Detail 

 

Use this report is to determine detail of W2 Errors (Pay31). Report based upon pay 
detail, identifies deductions, contributions and amounts from pay detail for a group of 
individuals during a specified timeframe.  

 
Go To HR/Payroll ï Reports ï Payroll ï Pay34 
¶ Starting Date: 1/1/18 

¶ Ending Date: 12/31/18 

¶ Employee ID 
 

¶ W2 Box: 12 {Box 12 Reporting Elements} 

¶ W2 Category: E {Deferred Comp 403} or select from menu 

¶ Click Go to generate 
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Payroll Adjustment for OUT OF RANGE Error Box #12 contains negatives 
 
Before making an adjustment, verify the negative amount is not due to a prior year refund that 
could affect prior year taxes and possibly a W2c correction for prior year. 
 

Go To HR/Payroll ïPayroll ï Adjust Payroll 
 

¶ Employee ID: 

¶ Pay Date: 12/28/18 

¶ Click Go and open record 
 

 
 

¶ Open the Deduction Tab 

¶ Click New 

¶ Use same deduction code with positive amount to clear negative 

¶ Update Vendor to District Vendor, so that Vendor Check no affected 

¶ Save/Close 

¶ Click New then select the TSA W2 Adjustment Addon with a negtive amount 

¶ Save/Close 

¶ Big Save/Close 

¶ Rerun the Pay34 to verify amount is 0.00 
 

 
 
 

 
 
 

Must have a W2 Adjustment 

Deduction Code with No 

Box Codes  populated  

Send email to 

helpdesk@scoe.org  if 

assistance  is needed.  

***For assistance with errors send email to 
helpdesk@scoe.org*** 

 

mailto:helpdesk@scoe.org
mailto:helpdesk@scoe.org
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Pay12 ï Employee Deductions 
 
Report provides five columns of deduction groups. It provides dynamic employeeôs 
check groups, five columns of deductions, one column of ñotherò (all other deductions) 
and the net pay. You can specify which deductions are in the five columns and the 
group/sort for the employee check groups. 

 

Go To HR/Payroll ï Reports ï Payroll ï Pay12 
¶ Starting Date: 1/1/18 

¶ Ending Date: 12/31/18 

¶ Employee Id 

¶ Column Definitions: Choose 5 Deduction Codes from menu 
 

 
 
 
 

 
 

***This report can be used to identify deductions over the Tax Year Limits*** 
 
 
 

Col#1            Col#2                 Col#3               Col#4              Col#5 
TSA                H&W 125          PERS               STRS                UnDocExp 
 

Create Favorite - W2 Research 

with mnemonics to use each year  

Can choose 5 Deduction Codes 
IŜŀŘŜǊ ŘƻŜǎƴΩǘ ǇƻǇǳƭŀǘŜ ƻƴ 
Report 
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Pay24 - Earnings History 
 

This report shows earnings history for each employee, including check history by 
employee, in chronological order. Columns include gross earnings, retirement, 125 
plans, other reductions, advanced EIC, Fed tax withheld, State tax withheld, OASDI 
(Social Security) withheld, Medicare withheld, SDI withheld, misc. deductions, summer 

pay deduction and net pay.  
 

Go To HR/Payroll ï Reports ï Payroll ï Pay24 
¶ Starting Date: 1/1/18 

¶ Ending Date: 11/30/18 (For YTD) 

¶ Employee ID or leave blank for all employees 

¶ Click Go to generate 
 

 
 
 
 

 
 

 
 

Verify YTD Totals 
1/1/18-11/30/18 
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Pay26 - W2 Employer Copy 
  
Provides a summary of each W2 printed or a preliminary simulation if the tax tables for 
the requested year have not been loaded. 
 

Go To HR/Payroll ï Reports ï Payroll ï Pay26 
¶ SSN: Mask SSN 

¶ Tax Year: 2018 

¶ Employee Id or leave blank for all employees 

¶ Click Go to generate report 
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Pay26a Employer W-2 Copy (11 Month ï January thru November) 

 
 

December 10, 2018 after 10:00am - The Pay 26a Employer W-2 Copy reports are 
available in Production. These reports include all closed payrolls. 

 
Districts should begin running this report starting December 10, 2018 

These reports can be run many times to verify that the needed corrections 
have been made. Each district should review the report for errors to insure 
the accuracy of employees' W-2 information.  The most typical errors 
include: 

 

¶ OASDI: The wages subject to the OASDI portion of FICA, multiplied 
by the rate (6.2%), do not equal the OASDI contributions. Usually this 
is the result of an erroneous pay history adjustment. 

 

¶ MEDI:  The wages subject to Medicare, multiplied by the rate 
(1.45%), do not equal the Medicare contributions.  This usually is 
the result of an erroneous pay history adjustment. 

 

¶ NEG: One of the numbers is negative.  This can occur as a result of 
an erroneous pay history adjustment, or by the timing of a canceled 
warrant. 

 

¶ TSA:  The employee's TSA contributions exceed the maximum dollar 
amount of $18,500 for 2018.  Because there can be valid reasons 
why an employee may exceed the stated limits, this information 
should be given to the employee with the suggestion to verify the 
amount with an accountant or tax preparer. 

 

For employees with OASDI, MEDI, or NEG errors, please review the employee's 
pay history and try to identify the error by date. Contact Erin Graves, SCOE 
External Payroll to discuss the best method for correcting errors.  

 
 

Pay26a Employer W-2 Copy (12 Month ï January thru December) 
 

Run after the December Regular Payroll (12/20/2018) 

 

¶ This report contains 12 month of employee payroll information 

(January 2018 through December 2018) 

 

¶ Review this report carefully since this is the basis for the W-2 Form 
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Pay27 - W2 Summary 
 

 Provides a high-level summary of the W2s printed or a preliminary simulation if the tax 
tables for the requested year have not been loaded. 

 

Go To HR/Payroll ï Reports ï Payroll ï Pay27 
¶ Tax Year: 2018 

¶ Click Go to get all closed payroll records 
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Pay01 - W2 Summary 
 

The report shows payroll totals, reductions, taxes, deductions (employee) and contributions 
(employer). It also includes vendor check liability information. The purpose of this report is to 
provide summary totals including gross bases for required Federal, State and Local 
government reports. 
 
Go To HR/Payroll ï Reports ï Payroll ï Pay01 
¶ Starting Pay Date: 1/1/18 

¶ Ending Pay Date: 12/10/18 for YTD; 12/31/18 when Payroll Closed 

¶ Click Go to get all closed payroll records 

 
 

 


