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HUMAN CAPITAL MANAGEMENT SYSTEM
BUSINESS PROCESS

Process ) Module: Payroll
Preparing Tax Data and W-2 Forms Business Process No. BP-PA-1.4
Date Created: 10/30/08
Date Revised:
Purpose Outline the process to prepare tax data and create W-2 Forms
Navigation Multiple Steps- See navigation in the comments block as processes is completed.
Prerequisites | Appropriate Tax updates must be applied to data base. See Overview Chart 1
Helpful Hints | Check current year tax update manual for changes to the process. Chart 11 has some helpful
reconciliation tips.
PROCESS STEPS
STEP DESCRIPTION COMMENTS
1. | Navigation: Payroll For North America>US Annual TAX900-Title: Annual Reporting Error Listing

Processing>Audit and Error Report>Error Listing
Run TAX900 Report

Purpose: Identify error conditions in the data base
system

Frequency Run: Recommend to be run biweekly so
error can be corrected on a timely basis. This report
can be run as often as necessary and all errors
need to be corrected before proceeding.
BP-PA-1.064 Error Listing of TAX900

Processing>Audit and Error Reports>Year End Data

2. | Review output and correct errors Rerun step 1 until all errors are corrected.
BP-PA-1.310 Adjust EE and ER Balances outline
record correction processes

3. | Navigation: Payroll for North America>US Annual TAX910LD-Title: Year End (YE) Data Record Load
Processing>Create W2 Data>Load Year End Data Purpose: Load pay information into year end records.
Run TAX910LD Frequency Run: Run at calendar year end after all

TAX900 errors have been corrected. The load can be
run multiple times as corrections are completed.

4. | Navigation: Payroll for North America>US Annual Title: Review/Update Year End Forms
Processing>Create W2 Data>Review/Update Year End | Purpose: Allows user to view employee W2 Data and
Forms correct name and address on line.

This will allow you to view on line year end records Frequency Run: As necessary to review individual
records See Chart 2 (Note Screen Shot is generic and
is not a FAMU employee)

5. | Navigation: Payroll for North America>US Annual TAX910ER-Title: Year End Record Error Report
Processing>Audit and Error Reports>Year End Record Purpose: Report reviews records loaded and identifies
Error record errors needed to be corrected.

Run TAX 910ER Frequency Run: Run after each TAX910LD is
completed. Chart 3

6. | Navigation: Payroll for North America>US Annual TAX910AU-Title: Year End Data Audit

Purpose: Creates a listing of the amounts loaded into

Audit TAX910AU
Review output and correct errors

the PS_YE_AMOUNTS table
Freguency: Run after TAX910ER is completed Chart 4
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STEP DESCRIPTION COMMENTS
7. | Navigation: Payroll for North America>US Annual TAX915-Title: W3/W-3SS Transmittal Report
Processing>W2 Reporting> W-3/W-3SS Transmittal Purpose: Totals from this report must be reconciled to
Report TAX915 the taxable wage and tax amounts from TAX910AU-
Year End Data Audit report and with the totals from
quarterly 941 reports for the year. This report must
also be reconciled to the TAX960US_xxx.out file See
Step 9.
Frequency: Run after corrections until all files are
reconciled Chart 5
8. | Navigation: Payroll for North America>US Annual Title: Tax Reporting Parameters
Processing>Define Annual Tax Reporting>Tax Purpose: Identifies the form and print parameters
Reporting Parameters based on the form used by FAMU
Frequency: Parameters are set annually
Ensure Form ID is LSRO2A, Alignment Pages = 1, and
Employee/Page = 1.
(Note: Technical needs to specify the select definition in
PRTFORML.SQC to match the W-2 Form ID selected)
Chart 6
9. | Navigation: Payroll for North America>US Annual Populate Transmitter ID, Organization Type, Type of
Processing>Define Annual Tax Reporting>-Electronic Employment, and Recording Code in the Electronic file.
Parameters Chart 7
10.| Navigation: Payroll for North America, US Annual TAX960US-Title: Print Year End Forms
Processing>W-2 Reporting>Print Year End Forms Purpose: File must be reconciled to TAX915 — W3/W-
Run TAX960US 3SS Transmittal Totals
Run this process with output destinations set to Web Frequency: Run until reconciled
and print the TAX960US _XXX.out file. Chart 8
11.| Navigation: Payroll for North America>US Annual TAX910LD-Title: Year End (YE) Data Record Load
Processing>Create W2 Data>Load Year End Data Purpose: Load pay information into year end records.
Run TAX910LD Frequency Run: Run at calendar year end after all
TAX900 errors have been corrected. The load can be
run multiple times as corrections are completed.
(Note: This would be final load after all report are
reconciled and errors corrected)
12.| Navigation: Payroll for North America>US Annual Review all report run above to insure corrective actions
Processing>Audit and Error Reports>Year End Record have occurred
Error
Review output and correct errors
13.| Navigation: Payroll for North America, US Annual TAX960US-Title: Print Year End Forms
Processing>W-2 Reporting>Print Year End Forms Purpose: File must be reconciled to TAX915 — W3/W-
Run TAX960US 3SS Transmittal Totals
Frequency: Run until reconciled. (Note this would be
Prepare W-2 file for reporting data to the Social Security | final report load after all corrections and errors have
Administration. been resolved)
14.| Create Federal W-2 File TAX960FD-Title: Create Federal W-2 File
Navigation: Payroll for North America>US Annual Purpose: Prepares final W-2 file for electronic file to
Processing>W-2 Reporting>Create Federal W-2 File submit to the Social Security Administration
TAX960FD Chart 9
15.| Navigation: Payroll for North America>US Annual TAX962FD-Title: Federal W-2 File Audit

Processing>Audit and Error Reports>Federal W-2 File
Audit
TAX962FD

Purpose: Audits and shows errors in the TAX960FD
file.
Frequency: Run until all errors are corrected on the
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STEP DESCRIPTION COMMENTS
submission file.
Chart 10
16.| Test the Federal W-2 File created by TAX960FD using Note this process is defined in on the Social Security
the AccuWage software from the Social Security Web site The TAX960FD file created would need to be
Administration. The AccuWage software allows you to processed through this software. A separate business
check the file for errors before submitting it to the Social | process will be created to outline this process.
Security Administration. Information on downloading
the AccuWage software may be found on the Social
Security website at
http://www.ssa.gov/employer/accuwage//#what
17.| Create final file and transmit electronically Send file to Social Security Administration
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Chart 1

Overview

The chart below summarizes the processes used. The processes are outlined in the Step by Step processes outlined
above:

Run TAX900
Error Report

‘ K» Review output and

Run correct errors
TAX910LD
Loads Tax Data to YE
Files
1 L \\’ Review output and
View year-end Year-end records e rectern oy
records online loaded

Run TAX910ER
Reports Errors in Load
File

Run TA&(QIOAU
Creates record totals
for reconciliation

purpfses

Run and reconcile:
TAX915
W3 Transmittal Totals
TAX960US
W2 file totals must
equal W3

Correct name
and address —>»
online

Final year-end
records loaded

Run final year-end T AXF;L:BIE)U s TAX960FD
reports | b Electronic file for Transmission
Final W2 file TAX962FD
L Audit of Electronic file
Final reports for =
record retention and Print W-2 Forms _— T
transmittal preparation Create and transmit
electronic file
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Chart 2
Access year end form page:
Find | e All Fir=t 4] 1af 1 [ Last
Compamy: TQZ Calendar Year: 2002 EmpllD: TQ9PAM1 Tax Form ID: 1-2 ‘Process Flag:l Complete :I"
Fin | view & First [ 1 of 1 "] Last
First Hame: |ANNA Middle Hame: |MAR|E
Last Harne; |E'R|EN Suffiz: li Control Number:
*Address 1: |709 Chancellar Dr. Sequence: ]
Address 2: | Social Security #: 007-22-0651
“City: Philidelphia
State: lﬁ *Postal Code: |13107-3458 *Countny: W

Employee Status
™ Statutory Employes " Retirement Plan [ Third-party sick pay ™ Medicare Only

01 Wages tips,other compensation 9303.68
02  Fedferrincome tax withheld 1565.32
03  Social Security wages 10343.68
04 Social Security tax withheld B41.31
05  Medicarewages and tips 10343.68
06  Medicare tax withheld 149.93
1200 401k 280.00
12M Uncoll S5 tax, retiree GTL 2880.00
1 2% Health Savings Account 2000.00
14F PA employee unemployment PA 936
16 State wages, tips, etc. PA 10183.68
17 State income tax Pa 3264
18  Localwages, tips, ete. FA 114006521 BEMMER TP (M + 500 10183.68
19  Localincome tax FA 114006551 BEMMER TP (M + 500 50.92

Year End Forms page
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Chart 2 (continued)

W-2 Status

UNIVERSITY

The system builds a record of an employee’s W-2 form data (for tax years 2001 and forward) on this page.

Process Flag

W-2 Details

Indicates the status of the employee’s year-end data
record relative to the YE Data Record Load process.

Complete: The default when the system loads year-end
data records.

Void: Prevents an employee’s W-2 set from printing or
being included in electronic or magnetic media reports.

You can set this value manually on this page or direct the
TAX910ER process to set this value for year-end reports
that contain errors.

Note. TAX910ER automatically voids forms for non-
employees and forms with negative amounts.

W-2c Issued: Indicates that one or more W-2c forms have
been issued to replace the W-2 record being viewed.

You can make name and address corrections to W-2 records online by typing the information directly into the name and
address fields on this page. You can also update the employee status check boxes related to Box 13 on the W-2 form
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Chart 3

(= Year End Record Error - Windows Internet Explorer ‘;”EH

G?ﬁ;‘)‘ - \E http://adevas-web. famu. edu: 701 1/psp/ADEVSS EMPLOYEE/HRMS /c/MANAGE__ANNUAL_TAX_RPTG_US.RUN_TAXS 10ER USA?FolderPath=PORTAL_ROOT_OBJECT.HC_NORTH_ V||‘_r||§\ |Gc-c-g|e ||4iJ -

File Edit View Favorites Tools Help

W H | @rearEndrecorgmer = f - - [c)Page - (f Tods -

Home

Sign out

 Audit and Error Reports | & New Window | Help | Customize Page | &,
— Error Listing
— Year End Record Error
— Year End Data Audit
— Federal W-2 File Audit
2File Audit Run Control ID:  RICK Report Manager Process Monitor
Local W-2 File Audit
B W‘M [update Status to VOID if Error
_ mo Rico W-2FR (Forms for non-employees or with negative amounts will automatically be voided.)
File Audit Balances for Year: 2003
— W-2¢ Audit
USTerritories
— W-2¢cPR Audit Puerto
Rico

{ Year End Record Error Report |

Run

Processing Options
— W-2¢ Data Audit Prior @ Al Employees O selected Employees

2001
_ Federal W-2c File Audit Employees Selected for Printing mize | Find | View Al | First 1] 1 of 1
us
— Tax Form Definitions
— Tax Form Print
Parameters
[» W-2 Reporting
[ W-2 Adjustments = =
[ W-2¢ Reporting Processing Options
> 1099-R Reporting ® AI'W-2 Reporting Companies O Select W-2 Reporting Companies
[» 1042 Reporting
— Open/Close Pay 2 ing Companies Selected for Printing
Calendar —
— FUTA Waage Company Description
Reconciliation Rpt l:lQ =
[» Year-End Processing CAN
[> Global Payroll & Absence
Mgmt B save | 4L Return to Search | 4] Previous in List | +E Next in List | [=] wotify | S Add Update/Display
[> Payroll Interface
I Workforce Development
[» Organizational Development
[ Enterprise Learning
[» Workforce Monitoring
[» Pension
[» Campus Community
I» Student Recruiting
I Student Admissions
[> Recards and Enroliment
I Curriculum Management
[> Financial Aid
[> Student Financials
[» Academic Advising
[> Contributor Relations
[ Set Up HRMS
[> Set Up SACR

I Entarnrice Camnnnente

dio Online -Th...
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Chart 4
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Year End Data Audit - Windows Internet Explorer

ey http:/fadevB9-web. famu, edu:7011/psp/ADEVES EMPLOYEE/HRMSfc/MANAGE_ANNUAL_TAX_RPTG_US.RUN_TAXS 10AL.USA?FolderPath =PORTAL_ROOT_OBJECT.HC_NORTH_£ | |44 3¢ | [cooge P
)

File Edit View Favorites Tools Help

95 @t | @ vear endData Audt
iRattler

]_\ @ - @ - @Paga - i:@Toolsv

Home

= Audit and Error Reports | |

New Window | Help | Customize Page | B,

— Error Listing
— Year End Record Error {—\
EE————— Year End Data Audit Report

— Federal i

Run Control ID:  RICK Report Manager Process Monitor i
- Philadelphia W-2 File Balances for Year: 2008
Audit
Audit . § N
- Puerto Rico W-2PR Sort Report By: e v
File Audit ) . 3
ime hud Wiithin Sort, Order By: | ]
ueTeniones Empioyees ]
— W-2cPR Audit Puerto Elmf -
Rico Processing Options
— W-2¢ Data Audit Prior ® All Employees O Selected Employees
2001
— Federal W-2c File Audit| Employees Selected for Printing
us
— Tax Form Definitions
— Tax Form Print
Parameters
[» W-2 Reporting
[ W-2 Adjustments
[» W-2c Reporting [rr—— i
[» 1089-R Reporting O : n 5 :
I 1042 Reporting (3 All W-2 Reporting Companies O Select W-2 Reporting Companies
— LD ¥ - - " .
gaﬁln;g;?se = \W-2 Reporting Companies Selected for Printing
— EUTA Wage Company Description
Reconciliation Rpt l:lq =

[> Year-End Processing CAN

[> Global Payroll & Absence
Mgmt B save | L\ Return to Search | 4[] Previous in List | +[] Nextin List | [Z] Notify [ Add

[ Payroll Interface

I Workforce Development

[» Organizational Development

[» Enterprise Learning

[» Workforce Monitoring

[» Pension

[» Campus Community

I» Student Recruiting

[» Student Admissions

[> Recards and Enroliment

I Curriculum Management

[> Financial Aid

[> Student Financials

[ Academic Advising

I> Contributor Relations

[ Set Up HRMS

[ Set Up SACR

I Entarnrice Camnnnente

Update/Display

| @ internet # 100% -

14 Start Inbox - Microsoft Out... | /7 XM Radio Online -Th... 77 Year End Data Audit ... | § BP-PA-140 Create'W... | Dj BP-PA-1.40 CreateW... | § Control Panel &= o8 T susam
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(= W-3/W-355 Transmittal Report - Windows Internet Explorer ‘Z”E”

28

G@ @ ‘E http: //adevsa-web. famu,edu: 7011,psp/ADEVSS/EMPLOYEEMHRMS fc/MANAGE_ANMUAL_TAX_RPTG_US.RUN_TAXS15.USA?FolderPath=PORTAL_ROOT_OBIECT.HC_MORTH_AME ¥ | |“r| | X ‘ |G:

File Edit View Favorites Tools Help

]_\ @ - @ - @Paga - @Tools -

W o [gw—w—sss Transmittal Report

Home Vorklist Add to Favi : Sign out

7 W-2 Reporting ] New Window | Help | Customize Page | B,
— Print Year End Forms
— Print Forms Prior 2001
— Create Federal W-2

File
— Create State W-2 File
— Create Local W-2 File

{ W3\ 388 Transmittal Report

Run Control ID: ~ RICK Report Manager Process Monitor I

PR Transmittal
Totals Rpt

b Adjustments
[ W-2c Reporting
[ 1099-R Reporting
[» 1042 Reporting
— Open/Close Pay
Calendar
— FUTA Wage
Reconciliation Rpt
B g‘\;:;r PE:;(:{(;C:;:;T:]QCEAN B save A Return to Search | 4[] Previous in List | +[E] Nextin List | [E] Notify B Add Update.
Mgmt
[ Payroll Interface
[» Workforce Development
[» Organizational Development
[» Enterprise Learning
[> Waorkforce Monitoring
I» Pension
[» Campus Community
[» Student Recruiting
I» Student Admissions
[» Records and Enroliment
[» Curriculum Management
I Financial Aid
[> Student Financials
[» Academic Advising
I» Contributor Relations
[> Set Up HRMS
[ Set Up SACR
[» Enterprise Components
[> Worklist
[» Application Diagnostics
[» Tree Manager

I Rannrinn Tanle

javascript:Select{"HC_W2_ADJUSTMENTS", "http:/fadeva9-web. famu.edu: 70 11/psc/ADEVES/EMPLOYEE /MHRMS fs/WEBLIE_PT_MNAV.ISCRIPT 1.FieldF | | | | | | o Internet # 100%  +

|

dio Online -Th...
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Chart 6

(= Tax Reporting Parameters - Windows Internet Explorer ‘;”E”

28

G@ @ ‘ﬂ http: //adevsa-web. famu.edu: 7011,psp/ADEVSS/EMPLOYEEMHRMS fc/MANAGE_ANMUAL_TAX_RPTG_US. TAX_RPT_PARAMS_ANMN.USA?FolderPath=PORTAL_ROOT_OBJECT.HC_M ¥ | |“r| | X ‘ |G:

File Edit View Favorites Tools Help

ﬁ—&[gﬁx Reporting Parameters ]_1 B - @~ [} Page ~ {3 Took +

Home Add to Favi : Sign out

= Define Annual Tax A New Window | Help | Customize Page | B,
Reporting

— Tax Form Definitions
— TaxForm Pri

{ Annual Tax Reporting Parms 1 {_Annual Tax Reporiing Pamms 2

Balance ID: CcY

*Balances for Year: Q

— W-2 Company Data

— Electronic Parameters Flectronic Mag Media Rpt Parms

[> Create W-2 Data . . -

> Audit and Error Reports Transmitter ID: Q Florida A&M University
(e *Organization Type: other ]

b W-2 Adjustments ‘Organization Type: Other b

[» W-2c Reporting *Type of Employment: ‘ Regular (All Others) v |

[» 1099-R Reporing

[» 1042 Reporting *Recording Code: ASCI ~

— Dpen/Close Pay

Calendar
— FUTA Wage Year End Form Parameters

Reconciliation Rpt i .
[» Year-End Processing CAM Alignment Pages:
> Global Payroll & Absence W2 Form ID:
Magmt
[» Payroll Interface EmployeesiPage:

[» Workforce Development
[ Organizational Development

[> Enterprise Learnin

B Won:l%rce Monitorir?g B save | Update/ J Include History | [ Correct History
[> Pension

> Campus Community Annual Tax Reporting Parms 1 | Annual Tax Reporting Parms 2

[> Student Recruiting

[> Student Admissions

> Records and Enroliment
[ Gurriculum Management
[> Financial Aid

I» Student Financials

[> Academic Advising

[> Contributor Relations

[ Set Up HRMS

[> SetUp SACR

[ Enterprise Components
[> Warklist

[ Application Diagnostics
[» Tree Manager

I» Reporting Tools

[» PeopleTools

[ Packaging

— PSUnit

— Conversion

— Careers

— Chanage Wy Password

— My Parennalizatinne L

| @ internet * 100% -

1y Start Inbax - Microsoft Out... /" XM Radio Online - Th... /~* Tax Reporting Param... 0§ BP-PA-1.40 Create W... § BP-PA-1.40 Create W... B Control Panel
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Chart 7

{= Electronic Parameters - Windows Internet Explorer ‘;”ET] ”

28

G@ @ ‘ﬂ http: //adevsa-web. famu, edu: 7011psp/ADEVSS/EMPLOYEEMHRMS fc/MANAGE_ANMNUAL_TAX_RPTG_US.MMREF_PARAM.USA?FolderPath=PORTAL_ROOT_OBJECT HC_MORTH_A ¥ | |“r| | X ‘ |G:

File Edit View Favorites Tools Help

ﬁ_&[gﬂmmcl’a!amews ]_1 B - @ - [} Page ~ £ Tools -

Home

Sign out

= Define Annual Tax |
Reporting
— Tax Form Definitions -
— Tax Form Pri { Electronic Parameters
Parameters
— TaxReporting
Parameters
— W-2 Company Data )
— Electronic Parameters [ Resubmit Indicator VWFID: l:l
[> Create W-2 Data
[> Audit and Error Reports

New Window | Help | Customize Page | B,

» W-2 Reporting
b W-2 Adjustments

> W-2c Reporting “UserID: [ ]

[» 1099-R Reporing

> 1042 Reporting *Contact Hame: [MARK NEEL |

— Dpen/Close Pay

Calendar “Telephone Number: 850 412 5623 Extension: | |

— FEUTAWage
Reconciliation Rpt FAX Numbe 3505998599
[» Year-End Processing CAM umber:
b ﬁg:ﬁ' RN SR Email: [ marknezl@famu.edu |

> Workores Bevel “Notiicat :
Notification Method: E Mail -
[» Workforce Developrnent

[ Organizational Development

[ Enterprise Learning

> Workfarce Monitoring & save | [=] Notify Upda
[> Pension

[» Campus Community

[> Student Recruiting

[> Student Admissions

> Records and Enroliment
[ Gurriculum Management
[> Financial Aid

I» Student Financials

[> Academic Advising

[> Contributor Relations

[ Set Up HRMS

[> SetUp SACR

[ Enterprise Components
[> Warklist

[ Application Diagnostics
[» Tree Manager

I» Reporting Tools

[» PeopleTools

[ Packaging

— PSUnit

— Conversion

— Careers

— Chanage Wy Password

— My Parennalizatinne L

ay | J Include History | [ Correct History

| @ internet * 100% -

dio Online - Th... & - - 954 AM

Note: User ID is assigned by SSA and will be completed upon receipt from Mark Neel.
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hart 8

= Print vs Internet Exp

G@ - ‘ﬂ http: //adev83-web. famu. edu: 7011/psp/ADEVSS/EMPLOYEEMHRMS fc/MANAGE_ANNUAL_TAX_RPTG_US.W2_PRINT.USA?FolderPath=PORTAL_ROOT_OBJECT.HC_NORTH_AMER! ¥ | |"1‘| | X ‘ |C—:

25

File Edit View Favorites Tools Help

W o [ﬁPmtvear End Forms
iRattler

]_\ @ - @ - @Paga - @Tools -

Home

< W-2 Reporting |
— Print Year End Forms
— Print Forms Prior 2001
— Create Federal W-2

File

— Create State W-2 File
— Create | ocal W-2 File
— Create Philadelphia

W-2File Balances for Year:
— Create Puerto Rico W-
2PR File *Sort Report By: [None v

New Window | Help | Customize Page | B,

{ Userritory Print \_ USMenitory Print2 j” Puerio Rico Print |

Run Control ID:  RICK Report Manager  Process Monitor [

Transmittal Report Within Sort, Order By: | V|

— W-3PR Transmittal R o
Totals Rpt Reprint Description: [ v]

— Stat Tax Totals N
Repor [IRreprint
— Local W-2 Tax Taotals
Report — —
b W-2 Adjustments LIDCES a0 Op
[ W-2c Reporting @ all Employees O selected Employees
[ 1099-R Reporting
1> 1042 Reporting Employees Selected for Pi
— Open/Close Pay Em) (1] Hame
Calendar
- FUTAWace L E
Reconciliation Rpt
[ Year-End Processing CAM
[> Global Payroll & Absence
Mgmit
b Payroll Interface UsiTerritory Print | US/Territory Print2 | Puerto Rico Print
[ Workforce Development
[» Organizational Development
[» Enterprise Learning
[» Workforce Monitoring
I» Pension
> Campus Community
[» Student Recruiting
I» Student Admissions
[> Records and Enroliment
[» Curriculum Management
[ Financial Aid
[> Student Financials
[» Academic Advising
[» Contributor Relations
[> Set Up HRMS
[ Set Up SACR
[» Enterprise Components
[> Worklist
[» Application Diagnostics
[» Tree Manager

I Rannrinn Tanle

E save | LLReturn to Searchl 1[] Previous in List |+ Nextin List | [=] Notify [Es Add

Updai

Done & mternet H 100% v
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- ate Federal W-2 File - Windows Internet Explorer E”EHZ\

|28

G@ - ‘m http: //adev83-web. famu.edu: 7011/psp/ADEVSS/EMPLOYEEMHRMS fc/MANAGE_ANNUAL_TAX_RPTG_US.RUN_TAXS60FD. USA?FolderPath=PORTAL_ROOT_OBJECT.HC_MNORTH_Z * | |"1‘| | X ‘ |C—:

File Edit View Favorites Tools Help

W o [ @ Create Federal W-2 File
iRattler

]_\ @ - @ - @Paga - @Tools -

Home

= W-2 Reporting ~ Mew Window | Help | Customize Pag Saved
— Print Year End Forms
i Create Federal W-2 File
— Create State Run Control ID:  RICK Report Manager Process Monitor [

— Create | ocal W-2 File

— Create Philadelphia
W-2 File

- Create Puerto Rico W-
2FR File

Third Party Taxes

Transmittal Report
— W-3PR Transmittal Company:
Totals Rpt
_ Sfat Tax Totals Third Party Tax Amount:
Report
— Local W-2 Tax Taotals
Report
[» W-2 Adjustments
[ W-2c Reporting
[ 1099-R Reporting
[» 1042 Reporting
— Open/Close Pay
Calendar
— FUTA Wage
Reconciliation Rpt
[> Year-End Processing CAN B Savel 4L Return to Search | 4] Previous in List | +[E Next in Ligt | [=] wotify | [Er Add
[> Global Payroll & Absence
Mgmit
[ Payroll Interface
[ Workforce Development
[» Organizational Development
[» Enterprise Learning
[» Workforce Monitoring
I» Pension
> Campus Community
[» Student Recruiting
I» Student Admissions
[> Records and Enroliment
[» Curriculum Management
[ Financial Aid
[> Student Financials
[» Academic Advising
[» Contributor Relations
[> Set Up HRMS
[ Set Up SACR
[» Enterprise Components
[> Worklist
[» Application Diagnostics
[» Tree Manager

I Rannrinn Tanle L

Done & mternet H 100% v

yel

Florida A&M University

Updai
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Chart 10

= Federal W-2 File Audit - Windows Internet Explorer E”EHZ\

|28

G@ - \ﬂ http: //adevB9-web. famu. edu: 701 1/psp/ADEVSSEMPLOYEE/HRMS /c/MANAGE _ANNUAL_TAX_RPT(_US.RUN_TAX962FD. USA?FolderPath=PORTAL_ROOT_OBIECT.HC_NORTH_£ % | e |:-:

File Edit View Favorites Tools Help

W o [gFederal W-2 File Audit ]_1 - deh - |52k Page v (£ Tooks ~
iRattler

Home

~ Audit and Error Reports | 4| New Window | Help | Customize Page | B,
- Error Listing

— Year End Record Error
— ¥ear End Data Audit

— Federal W-2 File it

File Audit Run Control ID:  RICK Report Manager  Process Monitor [

| Federal W-2 File Audit Report

Report Request Parameter(s)

— Puerto Rico W-2PR
File Audit [“] Totals Only
— W-Zc Audit
USiTeritories
— W-2cPR Audit Puerto
Rico
— W-2c Data Audit Prior
2001
— Federal W-Zc File Audif]
us
— Tax Form Definitions
— Tax Form Print
Parameters
[» W-2 Reporting
[ W-2 Adjustments
[» W-2c Reporting
[» 1089-R Reporting
I 1042 Reporting

Open/Close Pai B save | [S\Returnto Search | +E] Previous in List | +[E nextin List | [ Motify s Add Up
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Chart 11 — Reconciliation Tips:
Before submitting your year-end tax reports, you need to compare your W-3 totals with the quarterly 941s you have run
during the year.
In reconciling or balancing your year-end reports, be aware of two crucial factors the IRS looks for:
e The amounts on Form W-3 must equal the totals of the amounts reported on Forms W-2.

e The annual totals on Form W-3 must equal the sum of the four quarterly totals reported on Forms 941 for the
items listed in the following table:

Earnings I Form W-3 I Form 941
(sum of four quarters)
Wages, tips, other compensation Box 1 Line 2
Federal income tax withheld * Box 2 Line 3
Taxable social security wages Box 3 Line 5a
Taxable social security tips Box 7 Line 5b
Taxable Medicare wages and tips | Box 5 Line 5¢
Advanced EIC payments Box 9 Line 9

* Note that W-3 and Form 941 amounts for income tax withheld may not match in some cases—for example, when
income tax withheld has been reported on Form 1099-R or Form W-2G. Also, any amount reported in Box 14 of Form W-
3 should be subtracted from the W-3 Box 2 amount to agree with Line 3 of Form 941.
It is not possible for the system to perform this balancing or reconciling function, because the Form 941 totals for the first
three quarters of the year are on pieces of paper that the employer has already sent to the IRS. Right or wrong, the
returns for those three quarters are history. However, the easiest way to ensure that the amounts will be balanced for the
year is to perform a draft of Form W-3 before you prepare Form 941 for the fourth quarter.
After you verify that all year-to-date numbers are correct—so that you know your Form W-3 annual totals are final and
accurate—fourth quarter totals can be verified as the 'remaining’ quarterly amounts to be reported for the fourth quarter of
the year.
Using this approach, the calculation of each item listed above would be:
Annual total to be reported on Form W-3(s) as per TAX915 report(s)
- Amount reported on first quarter Form 941
- Amount reported on second quarter Form 941
- Amount reported on third quarter Form 941
Amount to report on fourth gquarter Form 941

Note. Be sure to verify each fourth quarter amount calculated in this way against the quarter-to-date (QTD) total for each
wage or tax item, and resolve any differences before finalizing your fourth quarter 941 return. This process should ensure
that the sum of the four quarterly totals reported on Forms 941 will equal the total reported on the annual Form W-3 for
each item.
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Follow these steps to reconcile year-end totals for the U.S.:
1. Run and reconcile W-3/W-3SS transmittal totals.

a.

Run TAX915 - W-3/W-3SS Transmittal Totals.

Reconcile the total taxable wage and tax amounts from TAX915 W-3/W-3SS Transmittal Totals with total taxable
wage and tax amounts from TAX910AU - Year End Data Audit Report.

Reconcile TAX915 - W-3/W-3SS transmittal totals with totals from quarterly 941/941SS reports for the year.

If reconciliation reveals error conditions that require changes to employee tax, earnings, or deductions balance
records, follow process in BP-PA-1.310 Adjust EE and ER Balances outline record correction processes to make
record corrections and repeat process

2. Run and reconcile Federal W-2 total amounts.

a.

Update the Annual Tax Reporting Parameters page with the maximum number of employees per page and
select the W-2 Form ID.

Specify the Select Define in PRTFORML.SQC to match the W-2 Form ID selected on the Annual Tax Reporting
Parameters page. Follow the instructions provided in the SQC.

Run TAX960US with Output Destination set to Web and print the TAX960US_ xxx.out file.

Reconcile total amounts from the TAX960US_ xxx.out file with total amounts from TAX915 - W-3/W-3SS
Transmittal Totals.

Note. The total number of forms reported on the TAX960US xxx.out file is for forms inventory control purposes and
includes alignment forms; this total should not be used to complete W-3 box ¢ Total Number of Forms W-2. Instead, use
the total number of forms reported on TAX915 to complete W-3 box ¢ Total Number of Forms W-2.

e. If reconciliation reveals error conditions that require changes to employee tax, earnings, or deductions balance
records, follow process in BP-PA-1.310 Adjust EE and ER Balances outline record correction processes to make
record corrections and repeat processes.
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