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timeline

District Responsibilities

W2 Verification and Pavroll Detail Process
1 December 107 SCOE IT LOAD W2 for Closed Pay Dates

1 December 10-18 1 Verification of Payroll Data & Pay31 Corrections in Dec Regular

December 197 Regular Payroll Due by 12:00 pm
December 207 SCOE IT LOAD W2 Information
December 20 i Verify Payroll W2 Detail and Reports (After 10:00 am)

January 917 FINAL Verification of Payroll W2 Detail

= = =2 4 =4 A -4

January 91 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.orq)
i 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)
1 January 2817 W2 Oasailabletothe Di s t fon Peck Up sifter 11:00 am
T January 3117 W2 6Daie to employees

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

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

January 7 7 W2 Manual Payroll (Reissues ONLY) due to SCOE by 12:00 noon
January 71 W2 Correction Payroll (Dated: 12/25/18) due to SCOE by 12:00 noon
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W2 Set-Up Checklist i 2018

Organization Recordé ¢ ¢ é é é e e eeeéeéeéééééceeeeéeééPage b5
] Review Section 6 HR/Payroll Setup and Section 9 1 W2 Overrides

] Verify that the W2 Address and Contact Information are correct

] Verify the W2 Print Sort Option selection

] Verify Suppressing the Generation of W2,

T I'f you suppressed the generating of W2086s f ol
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
helpdesk@scoe.orq.

,,,,,,,,,,,,,,,,,,,,,

,,,,,,,,,,,,,,,

Social Security Number Verification é ¢ é é ¢ é é € ¢ é e e é éé .. é éPagte
] Review and verify the Employee Names and Social Security Numbers are correct

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

,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,

Addonsée ééeéeéeéecéeéeéeéeéeéeéeéeéeéee. .. ... .Page
] Confirm Addons are setup correctly for W2 box and W2 category setup.

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

,,,,,,,,,,,,,,,,,,,,,

Deductions/Contributions é é é é e e ¢ éééééeeéeééééeeeéeéeé. . Page 8

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

Review Payroll Tax Limits é é é é é éeééeééeéééecééeeéée. . PAge
] Payroll Rates for 2018 Calendar Year

http://www.scoe.org/files/Payroll Rates 20180701 Revised.pdf

////////////////////////////

] Review and Verify the following reports to ensure accurate W2 reporting occurs:
Pay01 - Payroll Summary

Pay05 - Monthly Tax Summary

Pay 12 - Employee Deduction

Pay 24 - Earnings History

Pay26 - W2 Employer Copy

Pay27 - W2 Summary

Pay31 - W2 Errors

Pay34 - Payroll Deduction and Contribution Detail

Too Joo Joo Joo oo o o o
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W2 Adjustmentsé é eééeééeeééeééeééeeceééeeééeée. Page3d33 20

v v

Y WYY YWY DD Y

Overpayment adjustments for JanuaryonDe c e mber Payr o Pdge2d-23% é
Verify that Deceased Employees are properly coded and reportedé é é . . P 24325

Verify that other special tax items have been updatedand|l oadedééééBage 2
Health Insurance, Retirees

Heal th Savings Pl ans ( HS AEsé)é ecéceéeéée. éPéacgdee €2
Dependent Careééeeeeeécéécécééécecedééeé. Page 2
TSA 403(b) and 457 Pl an Acdcjéest ertePadgee ¢ é
Domestic Partner Adjustmendse&&&cRae@® e é
EDD Military Spouse Adjustmentsééeeeéeééécéece
Life Insurances AdjustmentésééedcdcdcRrag® ez é
Wor ker Comp Checks ééééééeeceeee&ccedaye 2
Fringe Benefits or Miscel |lLéaénéeéoéuése .| MacgPeme2 é é
ThirdParty Si ck Pay ééééécéécéécéeéécéeéééceprPage 30
Staledat ed Checks ¢éééeéééeééeéeeceééééeée. Page 30
Retirement I ncentive Pay éééeéééadéPageéedxrecee

,,,,,,,,,,,,,,,,

Review Loaded W2 Datain Escapeé ¢ é é é e e e éééééeéeeéeééé. Page 34

]

]

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

If Regular Payroll has already closed, and there are any non-cash related
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.

W2 Submissioné é éééééeeeééééeeceéeééééeeeceeééé. . Pag3s 35

]

Review and verify the list of employees from the Employee W2 Activity
Verify that the Pay01-Payroll Summary and the Pay27-W2 Summary balance

Submit Signed Verification Reports to both Janelle Sarsfield and Erin Graves, SCOE
Business Services by 4:30 p.m. on or before January 9, 2019

Send email to jsarsfield@scoe.org and egraves @scoe.org

Verification Reports include:

Pay01 - Payroll Summary

Pay05 - Monthly Tax Summary

Pay26 - W2 Employer Copy (Last Page Only)

Pay27 - W2 Summary

Pay31 - W2 Errors (MUST be error free)

Too Too oo oo o o

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

Distribute W2 Forms to Employees on January 31, 2019
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Review W2 Setup in Escape

Review Organization Record

Go to System i Setup 1 Organization
T This is Aread onlyodo, but you
1 Changes needed require an email to helpdesk@scoe.org
1 Review Section 6 1T HR/Payroll Setup to verify the Federal and State Tax Ids

wi || want

©E) - 097 - SCOEI System - Somp - Orgenizations L ———

Lt Fom
_"_;:hse

Sonoma County Office of Education (97)

Genersl 50up  Ledger Selup  Locaions Divisions  Acacdemic Deparments Campuses  JE Appeovals

B 1-Setup Information B 5- AP 1099 Sclup

Orgarization Name Sorwma County Office of Education 26 - HR/Payroll Sehup |

LEA Type County Federal Tax Id BE002635
€05 Code 10236 State Tax 004135
CalPADS CDS Code Ceher Federal Tax id

sctavty Trow Name SCOE kntemnal State Tax K (U 24205002
EQN Nama id SCOE Inteenal State Taxx id (DN

1 Review Section 91 W2 Overrides to verify employer information, contact,
print sort, etc.é

Sonoma County Office of Education
5340 SKYLANE BLVD

ploye
Employer Street, Ln 1

Employer Street, Ln 2
Employer City
Employer State
Employer Zip Code

SANTA ROSA
CA
55403-1033

Contact Name

Contact Phone #

Contact Phone # Ext

Contact Email

Contact Fax #

W2 Print Sort Option Site
W2 Copy Message Reprint
lssue W2s for employees with only Box 12 Code DD

—

O Issue W2s for employees with only Box 12 Code DD i 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.
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Employee Address Verification

Include a message on the 12/28/18Paycheck/ ACH Advice request:]
correct address is reflected on their paycheck stub.

Go to HR/Payroll i Payroll 7 Payroll Status

Enter Pay Date

Click Go

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

= = —a —a

{ ee - RSB HR / Payroll - Payroll - Payroll Status

Search List  Fom
lg - @.Ne:t *5 Save/Close Q Cancel [#] Tasks -

Re

Pay Date Status  History

E 1 - Payroll Details

Checlk/Advice Message Do we have your comect address? if not, please contact HR.
Tatal Gross Pay &8 16,787 61

Total Met Pay & 12,484 26

Total Employees a 13

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. Finance
OR go to HR / Payroll

http://www.scoe.org/files/SSN Verification File.pdf

Online Resources

[ 'SCOE Resources
To Register: https://www.ssa.gov/employer/ssnv.htm T T —

Calendar
DBUG
‘workshops

Forms
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Addons

Go to HR/Payroll - Setup 7 Payroll i Addons

Review Section 317 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.

B 3-W2 and Account Numbers

W2 Box 12 {Box 12 Reporting Hements}
W2 Categary C {Taxable life ins over $50.000}
Object 1 &

Object 2 &

Account Mum./Mask &

Account Required & Yes

**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.

W2 Box
Code = Description
W2 Category E
10 Box 10 Dependent Care
11 Box 11 Non-Cualfied Plans
Code =  Descripfion

14 Box 14 Reporting Elements AA Roth under 401k

5 Box 5 AEIC BB Roth under 403b

LT Local Income Tax C Taxable life ins over $50,000
] Deferred Comp 401
oD Health Insurance
E Deferred Comp 403
EE Roth under 4570
F Deferred Comp 408
G Deferred Comp 457
H Deferred Comp 501
J Sick Pay
K Golden Parachute
L Employee Expense
M QASDI on life ins = B0k
N Medi on Ife ins = 50k
P Maoving Expense
a Military Pay
R MSA contributions
T Adoption Exp
W HSA Contributions
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Deductions and Contributions

Go to HR/Payroll - Setup i Payroll T 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.

28 - Ryl HR / Payroll - Setup - Payroll - Deductions Management

Search Lst  Fom
W Delete [ Prev [gh Net  # Close I Cancel

Pay Deduction COrg Deductions

@ Open iNew ‘ Copp %Export @ W Delete DF’rev D-Ner:t _‘_;-Close . Cancel

B 1 -0rg Deduction

Deduction Id & TSA
ooenpten S Ay PreTax Deduction should have Calc
Sequence & 30 Type of R{Reduction} or 1{Sect. 125}
Date From a 7/1/2009
Date Thru
Date Used & E {Period End Dat 0
e [he {Period End Date] PostTax Deduction should be
Vendor Id 8 D{Deduction}
Wendor Address Id ag
Wendor Locked & No
Benefit Provider a
Calc Type gl R {Reduction}
= 2- ject Grosses Affected
FlT&‘]] g Yes a  Code Description
Medi & No VORI
. an
OASDI & No D Deduction
S0l & Mo R Reduction
SIT 8 Yes S5 Summer Pay Ded.
Sul &8 Mo
WComp & No
El 3 - Retirement 7 W2
PERS CC an
STRSCC an
W2 Box & 12 {Box 12 Reporting Blements}
W2 Category & E {Defered Comp 403}
W2 Pension Mo

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

*Examplededucti ons that need special treat ment
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@9 HR / Payroll - Reports - Payroll Create Report
Lst  Reguest/Repor Favorites for
W2 R E PO RTS 5y Go @ Go/Bxport = @ Prev @ Neat f_; Clos ﬂf Favorites 2018

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 i Reports i Payroll i Pay31
i Tax Year: 2018
1 Click Go to generate report

éé ~ ECEANI N HR / Payroll - Reports - Payroll

List Request/Report

() Go @) Go/Ewport + K Clear [ap Prev  [ugh Next i Favorites
Request Report
= 1 - Report
Report Number & Payi
Description & W2 Emors
Repaort Sample &% Paydl
Report Favorite 1D =]
E 2 - User Optiens
2018
Emors? ‘Yes - show address emors
Employee Idis)
Pay3ia W2 Errors

Calendar Year 2018

Last Name First Name Middle Name (Id) SSN4 Errors
Brandt Elizabeth M (006404) 2199 EMPLOYEE PROBLEMS:
- Social Security # is invalid,
CalderonGarcia Ryan E {010608) 3942 OUT OF RANGE ERRORS:
- Box #12 Code DD cuntwmw_
Howatt Maryann M (003580) 6522 OUT OF RANGE ERRORS:
- Box #12 Code E contains a negative amount.
Tones Drane T (000484) 8718 CALCULATION ERRORS:
- OASDI gross is greater than Medicare gross.
Run Pay34 for OUT OF RANGE ERRORS
) - Medicare gross is negative.
pay detail - Medicare deduction is negative.
- FIT gross is negative.
See neXt page - SIT gross is negﬁti\r&.
KellyPhilbrick Rach (010514) 9364 EMPLOYEE PROBLEMS:

- Social Security # is invalid.

10| Page



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 i Reports 1 Payroll i Pay34
Starting Date: 1/1/18

Ending Date: 12/31/18

Employee ID

= =4 =4

W2 Box: 12 {Box 12 Reporting Elements}
W2 Category: E {Deferred Comp 403} or select from menu
Click Go to generate

= =4 =4

|éjé'| ~ [UEAIZN HR / Payroll - Reports - Payroll

List Reguest/Report

1 Go @ Go/Export + Q Clear @- Prev l_ﬁ' Meat mj Favorites
Request Report
Request
B 1- Report
Repart Number & Pay3dd
Description & Payroll Deduction and Contribution Detail
Report Sample &% Pay}
Repart Favarite 1D =}
B 2 - User Options
Fizcal Year
Starting Pay Date 1/1/2018
Ending Pay Date 12/31/2018
Pay Schedule Typels)
Pay Cyclels)
Pay Period(s)
003580 {Howatt. Maryann M}
Person Type(s)
Bargaining Unit(s)
B 3 -W2 Fltering
W2 Box(s) 12 {Box 12 Reporting Hements}
W2 Box Category(s) E {Deferred Comp 403}
Pay34a Payroll Deduction and Contribution Detail
Pay Date 01/01/2018 through 12/31/2018
Contribution/ Contribution/ Contribution/ Contribution/ Contribution/  Contribution/
Pay Cycle/ Deducti Deducti Deduction Deduction Deduction Deduction
Employee (ID) SSN Period Pay Date ID Description Group Code Group Description Gross Amt Amount
Howatt, Maryann M (003580) 6522 CE1A/6 01/31/2018 TSA TSA A 0.00 400.00
CE1A/8 03/30/2018 TSA JEM #0690040001 A 0.00 1,600.00-
CE1A/9 04/30/2018 TSA JEM #0896110001 A 0.00 400.00-

Employee Count for 086 - Valley Jr High >>> 1
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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 i Payroll T Adjust Payroll

Must have a W2 Adjustment
Deduction Code with No
Box Codes populated
Send email to

1 Employee ID:
1 Pay Date: 12/28/18
1 Click Go and open record

<) = 086 - VJH R/ Payrg Payra A 2V G .
helpdesk@scoe.org if
Search List  Fom assistance is needed.
lg - @ Prewv @. Met f_; Close Tasks =~
Howatt, Maryann M (!
PPR , Hours: 0.00, Ret: STRS-Pre 20
Addons  Assignments Deductions:2  Cortibutions Details  Payroll Emors: 7 Motes

23 Open ,_] Mew Pﬂ Copy % Export

Deduct Id Description Amount Effective | “endor Id Yendor Name ACH Reference Number
(1.600.00) 12/31/2018|= 99SCOE |SCOESystemlUse| |
TSA TSA 1600.00 12/31/2018® 93SCOE | SCOE System Use

1 Open the Deduction Tab

1 Click New

1 Use same deduction code with pogitive amount to clear negative

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

1 Save/Close

91 Click New then select the TSA W2 Adjustment Addon with a negtive amount
1 Save/Close

1 Big Save/Close

1 Rerun the Pay34 to verify amount is 0.00

Pay34a

Payroll Deduction and Contribution Detail

Pay Date 01/01/2018 through 12/31/2018

Contribution/
Deducti

Contribution/
Deducti

Contribution/
Deduction

Contribution/

Contribution/
ducti Deduction

Contribution/
Deducti

Pay Cycle/
Employee (ID) SSN Parlog Pay Date ID Description Group Code Group Description Gross Amt Amount
Howatt, Maryann M (003580) 6522 CE1A/B 01/31/2018 TsA TSA A 0.00 400.00
CE1A/8 03/30/2018 TSA JEM #0630040001 A 0.00 1,600.00-
CE1A/9 04/30/2018 TSA JEM #0696110001 A 0.00 400.00-
CE1A/5 12/28/2018 TSA TSA A .00 1,600.00

Employee Count for 086 - Valley Jr High >>> 1

0.00

***Eor assistance with errors send email to
helpdesk@scoe.org***
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Pay12 i Employee Deductions

Report provides five columns of deducti on
check groups, five columns of 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 i Reports i Payroll i Payl12
1 Starting Date: 1/1/18
1 Ending Date: 12/31/18
1 Employee Id
1 Column Definitions: Choose 5 Deduction Codes from menu

{ Ge + LGRSl HR / Payroll - Reports - Payroll
List Reguest/Report

7 Go @ Go/Export  + Q Clear B Prev @. Met 'ﬂf Favortes -

Request Report

B 1 - Report
Report Number & Payl2
Description & Employee Deductions
Report Sample &% Payl?
Report Favorite 1D a .
B 2 - User Options Create Favorite - W2 Research
Starting Pay Date 1/1/2018 {BCC} ; H
Enving Pay Dete 1273172018 {ECC) with mnemonics to use each year
Employee Id(z)
Pay Schedule Type(s)
Pay Cycle(z)

Pay Period(s)
Person Type(s)
Bargaining Unit{s)

Deduct Id(z)
- e ALTSAL Can choose 5 Deduction Code
olumn A v A - A 7
Column 2 H {Health & Welfare) I SFRSNJ R2SayQu
Column 3 P {PERS} R r
Column 4 S {STRS} epo t
U {Undocumented Expense}
Pay12a Employee Deductions
Pay Date 01/01/2018 through 12/31/2018 Col#l Col#2 Col#3 Col#4 Col#5
TSA H&W 125 PERS STRS UnDocExp
Employee (ID) SSN Gross Other Net
Howatt, Maryann M (003580) 6522 62,141.46 1,600.00- 141.54 6,344.34 4,938.18 52,317.40
Totals for 086 - Valley Jr High 62,141.46 1,600.00- 141.54 00 6,344.34 .00 4,938.18 52,317.40
Employee Count 1

***This report can be used to identify deductions over the Tax Year Limits***
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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 i Reports 1 Payroll i Pay24
i Starting Date: 1/1/18
1 Ending Date: 11/30/18 (For YTD)
1 Employee ID or leave blank for all employees
1 Click Go to generate

29 -~ RSN HR / Payroll - Reports - Payroll

List Request/Repart

3 Go @) Go/Expot ¥ @Prev @Nert f_‘;CIuse ﬁ Favaortes -

Request Report

Pay Schedule Typels)

Employes Idis) 003580 {Howatt, Maryann M}

Bl 1 - Report
Report Mumber & Pay24 .
Description & Eamings History Verlfy YTD Totals
Repart Sample &% Pay24 1/1/18-11/30/18
Report Fauwnrts 1T =

B 2 - User Options
Starting Pay Date 1/1/2018 {BCC}
Ending Pay Date 113072018

Open Payrolls? MO - Da not include open and future payrolls
Page Break on Employee? Mo - Do not page break on Employee
Pay24a Earnings History
Pay Date 01/01/2018 through 11/30/2018
Pay Pay Reducti FIT Summer
Date Cycle Gross Retirement 125 Plan Other AEIC SIT OASDI Medicare SDI Misc Ded Pay Net Pay
Primary == Ratirement == Pay Leave Bals (D)
Employes Name Job Class (D) SSN4 FTE Pay Location Cycle  Status  Plan Rate Code Sick fac
Howatt, Maryann M Elementary School Principal ~ (003580) 6522 1.00000 Extention Purch - Ed Sves CE1A EM 10,105.82 2 13.0000
SINGLE: STRSO (Member{Y]) is primary, no secondary
01/3118 CE1A#6 10,255.82 1.047.03 2359 400.00 531.41 33946 148.37 103.20 629.17 7,033.59
02/28M18 CE1A#7 10,255.82 1.047.03 23.59 579.41 37466 148.37 193.20 B47.80 T.241.78
03/3018 CE1A#8 10,255.82 1,047.03 23.59 1,600.00- 771.41 523.84 148.37 193.20 751.16 8,397.22
04/30/18 CE1A#9 10.255.82 1.047.03 23.59 400.00- 627.41 409.86 148.37 193.20 673.681 7.532.55
4,188.12 1,600.00- 1,647.82 593.48 682.80 30,205.12
41,023.28 94.36 2,509.64 .00 .00 2,701.94
Total for Employee Howatt, Maryann M .00
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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 i Reports i Payroll i Pay26
SSN: Mask SSN

Tax Year: 2018

Employee Id or leave blank for all employees
Click Go to generate report

= =4 -8 -4

{ @a ~ LRSIl HR / Payroll - Reports - Payroll

List Request/Repart

L3 Go @) Go/Expot  ~ [4F Prev [ Net £y Close i Favortes ~
Request Report
Request
B 1 - Report
Report Mumber & Paylt
Description & W2 Employer Copy
Feport Sample &% Paylt
Report Favorte 1D &
B 2 - User Options
SSN Masked S5N
Tax Year 2018
W2 Prirt Sort Option?
Emors Only? Mo
Employee Idis) 003530 {Howatt, Maryann M}
Zer amourts ¥ Yes - Include persons with all zero amounts
Pay26a Employer W2 Copy
Calendar Year 2018 Preliminary
* Maryann M Howatt FIT Grass OASDI Gross Medicare Gross SIT Gross Local Gross Dependent Care Box 12a) Box 12b)
148 Wingfoot Drive 38,340.80 40,928.92 38,340.80 E 1,600.00-
FIT Withheld OASDI Withhald Medicare Withheld SIT Withheld Local Withheld AEIC Payment Box 12c) Box 12d}
Roseville, CA 95661 2,500.64 593.48 1,647.82
SSHHHHELES22 QR (Q) Box 14 Problem © Location (Id) SSN&
Stat ) Ret(X) 3PS Q) NOT PRINTED CCLA (003580) 6522
Report Totals FIT Gross OASDI Gross Medicara Gross SIT Gross Local Gross Dependent Care
Employes Count 38,340.80 .00 40,928.92 38,340.80 .00 .00 **Error Count
! FIT Withheld OASDI Withheld Medicare Withheld SIT Withheld Local Withheld AEIC Payment !
2,500.64 .00 593.48 1,647.82 .00 .00
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Pay26a Employer W-2 Copy (11 Month 1 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:

1 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.

1 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.

1 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.

1 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 i 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)

TReview 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 i Reports i Payroll i Pay27
1 Tax Year: 2018
1 Click Go to get all closed payroll records

: 96 ~ LEEAR B HR / Payroll - Reports - Payroll
List Request/Report

5 Go @ Go/Espott - E\-:F Clear @ Prev @- Mext i’:‘j‘ Favortes

Request Report

E 1 - Report
Report Mumber & PayZ7
Description & W2 Summany
Report Sample a& PayZy
Report Favaorte D &

B 2 - User Options

RERCT I 2018

Employee Idis)
Fero amourts 7 Yes - Include persons with all zero amounts
Pay27a W2 Summary
Gross Withheld Total Employees 4,295 Box 12 Code - Description Withheld
FIT 35,770,605.70 3,393,385.79 C - Life Ins Qver 50k
Advanced EIC D - Deferred Compensation 401
OASDI 8,717,832.08 540,505.21 E - Deferred Compensation 403 692,190.94
Medicare 39,274,275.77 569.476.49 F - Deferred Compensation 408
Dependent Care 45,304.40 G - Deferred Compensation 457 59,383.05
SIT 35,852 465.62 1,383,333.57 H - Deferred Compensation 501
LIT J - Sick Pay
Nongualifiad (457} K - Golden Parachute
Nongualified {not 457) L - Expense Reimbursement
M - Life Ins Qver 50k, QASDI
N - Life Ins Over 50k, Medicare
P - Moving Expense
Q - Military Pay
R - MSA
S - Simple IRA
T - Adoption Expense
- Stock Income

W - HSA Contribution 81,859.92
AA - Roth IRA 401K
BB - Roth IRA 403b
DD - Employer Health Insurance 3,606,510.52
EE - Designated Roth IRA 457b

Box 14 63,225.95
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Pay0l - 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 i Reports i Payroll i Pay0l1
i Starting Pay Date: 1/1/18

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

1 Click Go to get all closed payroll records

2 S - LEEEAAIE HR / Payroll - Reports - Payroll

List Request/Report

3 Go  |@) Go/Expot - Q Clear @ Prev @- Next @ Clos= 50 Favortes

Request Report

B 1 - Report
Report Mumber & Payl
Description & Payroll Summary
Report Sample &t Payll
Report Favorite D =]
H 2 - User Options
Fiscal Year
Starting Pay Date 1/1/2018 {BCC}

Ending Pay Date 12/10/2018

Pay Schedule Type(s)
Pay Cycle(s)
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