USPS Calendar Year-end
Review

Calendar Year 2019
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FILING DEADLINE

« ACCESS USPS Due Date = January 10t
« ACCESS USAS Due Date = January 16t
**Reason = Processing time.

* The Protecting Americans from Tax Hikes
(PATH) Act requires that employers file
their copies of Form W-2, W-3, to the
Social Security Administration, by Jan. 31.



W2MAINT
TIN Verification (Optional)

https://wiki.ssdt-ohio.org/display/usps/W2MAINT +-+W2+Maintenance
The SSAEVS option in W2MAINT needs to be processed
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HW2MAINT - W2 Maintenance Options Menu
1. SSAEVS - SSA Employee ¥Verfication Generation
2. EVSRTH - Employee Verification Return Report
3. EXIT - Exit program

SSAEVS - SSA Employee Verification Service

Report File Specifications:
Electronic or paper submission? (E,P): E

Selection Criteria:
To select ALL employees on file, leave the following options blank.
Termination date: VA

Hire date: s
Last paid date:

An EVSREQ2K.SEQ file is created and this file needs to be uploaded to
the SSA for SSN verification.




W2MAINT- TIN Verification

The SSA will return a file to the user with any errors.
This file needs to be renamed EVSVER2K.SEQ
Then FTP to the user’s directory

The EVSRTN option in W2MAINT needs to be processed to create a
printable report listing any errors.
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W2MAINT - W2 Maintenance 0Options Menu
1. SSAEVS - SSA Employee Verfication Generation
2. EVSRTHN - Employee Verification Return Report
3. EXIT - Exit program

Menu: W2MAINT Option>

KP - AcceptT F7 Help F& Exit F10 NexT




Pre-W2PROC %‘%

« OSDI abbreviations **IMPORTANT -
REQUIRED** for proper reporting on W2.
— Include OSDI code number and district name In

the W2 Abbrev field in USPSDAT on the
DEDNAM record

Find: 800 Add Type:
Code: 800 Type: OSDI Name: CLIFFORD SCHOOL DIST. IN/ TAX
Required: 1 Abbrev: CLIFFORD W2 Abbrev: 1991CLIF
PAY T 0 INFORMATTION
Vendor: 1271 Name: SCHOOL DISTRICT INCOME TAX Phone: ( )
FAX i ( )
Address: _66 SCHOOL HOUSE ROCK RD Payment cycle : M
Electronic Pmt: N
WHOVILLE ,» OH 66890- Suppress SSN/ID: _
OSDI Code: 1991 5




Pre-W2PROC

* Verify ‘Entity code’ in USPSDAT/DEDNAM is
completed for any magnetic reporting to any city
EAST, CANF

Find: _ Add Type:
Code: 023 Type: CITY Hame: ROSSFORD CITY
Required: _ Job Level: _ Abbrev: ROSSFORD HWZ Abbrev: ROSSFORD
PaY TDO INFORMATIOMHN
Vendor: Name: R.I.T.A Phone: (800 )860-7482
FAX () -
Addre PO _BOX 94736 Payment cycle :
Electronic Pmt: N
CLEVELAND ., OH 44101-4736 Suppress S8SN/ID: 38
Honor Annuities
Tax Entity code: ROSS RITA: 203 ¥ 4A01a: N 401k: H
Tax Med/FICA pickup: N ROSSFORD 403b: H 408k: N
Tax Hon-Cash Earn : N CCA : _  _ 457 : H S01c: H
Tax Board Amounts H 125 nonuages: Y
125 as uwages: N

Other: H



Pre-W2PROC

CCA/RITA Reporting
— Verify values in USPSDAT/DEDNAM are set

— RITA/CCA codes are required for tax data to be included on a
submission file

« See information from RITA/CCA web sites on codes as

defined
Find: _ Add Type:
Code: 023 Type: CITY Mame: ROSSFORD CITY
Required: _ Job Level: _  #Abbrev: ROSSFORD KW Abbrev: ROSSFORD
PaYyY TO INFORMATION
Vendor: Hame: R.I.T.A Phone: (800 )860-7482
FAX (_)__ -
Address: PO _BOX 94736 Payment cycle : 0
Electronic Pmt: N
CLEVELAND , OH 44101-4736 Suppress SSN/ID: S
Honor Annuities
Tax Entity code: ROSS RITA: 703 ¥ _ q01a: H 401k:

Tax Med/FICA pickup: H ROSSFORD 403b: H 408k:
Tax Hon-Cash Earn : N CCA : _ 457 . M 501c:
Tax Board Amounts N 125 nonuages:
125 as uages:
Other: H

=< = = =



Pre-W2PROC

— Verify Employee’s DEDSCN. “Employ/Residence” value must be on all city
deductions that report to CCA or RITA

* Is this city tax record required because of the employees place of:
C = Employment R = Residence
See the following web sites for complete details regarding C-Employment and

R- Residence reporting for RITA and CCA:
— https://www.ritaohio.com/Businesses
— http://ccatax.ci.cleveland.oh.us/?p=rulesreqs#Section301

Deduction type - Municipality Tax Name: VILLAGE OF HOLLYWOOD
Tax percentage 1.000 start: 00/00/0000 Employ/Residence: _
Addt'l withhold : Stop : 00/00/0000
Error adjustment: User Defined Fields:
Percent of gross: Amount 1: Amount 2:
Err adj paycode : - Code 1: __  Gode 2: __ Date: 00/00/0000
Text:




Pre-W2PROC

» Health Savings Account (HSA)

— DEDNAM “Annuity Type” must be set to “I” even 1f

there are no employee amounts withheld

Print Board Auts:  Amnuaty type: T ACK Transfer Type/Id:
Crtified Oy Include as ewployer-sponsored health cu'ferage

Code: 510 Type: ANN Name: HEALTH SAVINGS ACCOUNT
Required: 1 A

AR AR R AR E R R R R EEEEEEEEREREERESREERSEEESEEEESESEEEES]

Vendor: * For Section 125 annuities, please contact * ne:( )
* legal or tax advisors for information on * | )
* processing. * ‘ment cycle :

EE R o Ctponic Pmt:

Print Board| B - 401 (a), SERS and STRS
Certified 0| C - 403 (b)
Classified D - Section 125, treated as nonwages
Other Objec| E - 457
F - 408 (k) (6)
G - 501 (c)y (18) (d)
PFkey F6 H Section 125, treated as wages
I - Section 125, Health Savings A(:t:T[HSAJ_
NG| <CR> - Other ]



Pre-W2PROC

« Employee Expense Reimbursements

— If district desires amounts paid through warrant
to appear on the W2 form as wages

— Look at ‘Reimbursements of Employee
Expenses’ options
 Special processing may be needed
« Manual changes may be needed
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Pre-W2PROC

Excludable moving expenses **Active Military Only**

Reimbursements, including payments made directly to a third party, for ACTIVE
MILITARY employees only, be entered in the Moving Expense field. The amount in
this field is treated as an excludable fringe benefit

ZWANI.com)

- Contact legal advisor with questions
- Manually enter excludable amounts into the federal tax field.

Deduction type - Federal Tax Hame: MID AM
Calculate option: E # exemptions: __ Fringe benefits:
Tax percent : Pension plan: A Life Ins. cost :
Addt' | withhold : Hth Reimb: fidopt. assist.
Error adjustment: Emplr Hth: Dependent care :
Marital status : 2 Move Exp : 1600.00 Third party pay:
Tax. Ben : Vehicle lease :

Accum OTD Totals TD Totals YTD Totals
Deduct total
Gross pay : G2.00 028.00 990.00
Taxable gross : 0. 80 021.480 083.80

fidd withhold
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Pre-W2PROC

* Fringe benefit amounts

- Contact legal advisor with questions
*Enter taxable amount in fringe benefit field

on the federal tax record

« All tuition reimbursement above $5250.00 are considered Fringe benefits
and would be subject to regular taxation. So this figure would go in the
fringe Benefit field on the 001 record.

Deduction type - Federal Tax
Calculate option: E
Tax percent :
Addt' | withhold :

Hame:

# exemptions: __
Pension plan: A

Hth Reimb:
Error adjustment: Emplr Hth:
Marital status : 2 Move Exp :
Tax. Ben :
Accum OTD Totals
Deduct total : 295.82 1757.07
Gross pay : 3202. 70 19291.20
Taxahle gross : 2825.40 1/7405.13

Add withhold

MID AM
Fringe benefits: _ 150.00 <
Life Ins. cost :
Adopt. assist. :
Dependent care :
Third party pay:
Vehicle lease :

FYTD Totals ¥TD Totals

2118.39 2118.39
22493 . 90
20309.97

12



Pre-W2PROC
NC1 Payments

« Life insurance purchased for withheld annuities-Notice received from
annuity company-Entered in payroll before last pay.

* IRS Publication 15-B Section 2 pages 12-14

(http://www.irs.gov/publ/irs-pdf/p15b.pdf) contains the calculation table to
figure the cost.

« USPSCN/UPDCAL_CUR or USPSCN/UPDCAL_FUT program, the amount
should be entered using a pay type of NC1. This pay type represents one kind
of non-cash earnings for the employee. Do not enter amount in Life Ins field
on 001 deduction record. This gets updated when CHKUPD is ran.

This pay type will be treated differently for taxation purposes. Using this non-
cash earnings amount, the tax amounts for Medicare and Social Security will
be calculated during the CALCPAY and UPDCAL_CUR programs. No
Federal, Ohio, or OSDI tax amounts will be calculated. All of these will be
treated according to the federal rules. The software provides the ability to
withhold city tax on non-cash earnings. This can be activated by setting the
"Tax non-cash earnings" flag to Y (yes) on the city tax record in the
USPSDAT/DEDNAM program.
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Life Insurance (Manual Correction) &8

-- Life insurance was not entered before the last pay:

If the NC1 pay not was not used prior to the last pay of the calendar
year, the following manual procedure must be used in order for the
NC1 pay to show correctly on the W2 form and to insure that the
QRTRPT balances. Follow these procedures prior to generating W2
forms.

Increase the QTD and YTD gross and the QTD and YTD taxable
gross figures on the federal tax record by the amount of the taxable
premium.

Increase the YTD gross and YTD taxable gross figures on the state tax
deduction record to reflect the taxable premium.

Increase the YTD gross and the YTD taxable gross figures on the
municipality tax deduction record IF required by the municipality. It
may be necessary to contact the city tax department to determine if the
premiums on life insurance over $50,000 are considered taxable or nots



Life Insurance (Manual Correction)

Increase the YTD gross and YTD taxable gross figures on the FICA
and/or Medicare deduction records to reflect the taxable premium.

Obtain payment from the employee for the FICA (6.2% of the taxable
premium) and/or Medicare (1.45% of the taxable premium)
withholding amounts. Include this amount on the YTD Deduct Total
field of the FICA/Medicare Deduction record(s). The board of
education must match these same amounts calculated in this step
(process as a USAS transaction).

Enter the taxable premium of life insurance on the federal tax
deduction record in DEDSCN on the "Life Insurance Cost" line.

Enter the taxable premium of life insurance on the QTD, YTD and
FYTD amount fields for Non-cash earnings on JOBSCN (3 of 3). This
will insure that the QRTRPT non-cash earnings will balance.

15



Life Insurance (continued)

Deduction type - Federal Tax Hame: MID AM
Calculate option: E # exemptions: __ Fringe benefits:
Tax percent : Pension plan: A Life Ins. cost
Addt' | withhold : Hth Reimb: fAdopt. assist.
Error adjustment: Emplr Hth: Dependent care :
Marital status : 2 Move Exp : Third party pay:
Tax. Ben : Vehicle lease :
Aiccum UTD Totals FYTD Totals ¥TD Totals
Deduct total 295. 82 1757.07 2118.39 2118.39
Gross pay 3202.70 19291 .20 22493. 90
Taxahle gross : 2825. 40 17405.13 20309.97

Add withhold

A ,
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Pre-W2PROC

Dependent Care
- If not using the DPCARE deduction type

*Manually enter dependent care amounts into the federal tax field for
dependent care. (Max-$5000.00 or $2500.00 married filling separate)

Deduction type - Federal Tax Hame: MID AM
Calculate option: E # exemptions: __ Fringe benefits:
Tax percent : Pension plan: A Life Ins. cost :
Addt'l withhold : Hth Reimb: fAdopt. assist.
Error adjustment: Emplr Hth: Dependent care : <t::::]
Marital status : 2 Move Exp : Third party pay:
Tax. Ben : Vehicle lease :
ficcum OTD Totals FYTD Totals ¥TD Totals
Deduct total : 295. 82 1757.07 2118.39 2118.39
Gross pay : 3202.70 19291.20 22493. 90
Taxahle gross : 2825. 40 17405.13 20309.97

Add withhold
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Pre-W2PROC

« Use of Company Vehicle ‘
- Calculate leased vehicle value £os

- Manually enter leased vehicle value amount into the
federal tax field.

Deduction type - Federal Tax Hame: MID AM
Calculate option: E # exemptions: _ Fringe benefits:
Tax percent : Pension plan: A Life Ins. cost :
Addt' |l withhold : Hth Reimb: fAdopt. assist.
Error adjustment: EmpIr Hth: Dependent care :
Marital status : 2 Move Exp : Third party pay:
Tax. Ben : Vehicle lease : <:

ficcum UTD Totals FYTD Totals ¥TD Totals
Deduct total : 295.82 1757.07 2118.39 2118.39
Gross pay : 3202.70 19291 .20 22493.90
Taxahle gross : 2825. 40 17405.13 20309.97

Add withhold
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Employer Sponsored Health Care
Cost in W2

The Affordable Care Act requires employers to report the cost of coverage
under an employer-sponsored group health plan. Reporting the cost of
health care coverage on the Form W-2 does not mean that the coverage is
taxable. This is informational purposes only.

* If any employee is paying for their insurance out of pocket, this will need to be
manually added to the ‘Emplr Hth’ field on the employee’s 001 Deduction record. This
total includes both employee and employer contributions.

« If the employee is paid half a year out of pocket and the other half through payroll,
these two amounts will need to be added together and reported on field ‘Emplr Hth’ .

* If the district only tracks the employee portion of health care costs in the USPS system,
the district will need to create a spreadsheet with the employee YTD costs for health
insurance and the Board YTD costs for Employee Health Insurance and then total these
two amounts. Then using USPLOAD, this figure will need to be loaded into the ‘Emplr
Hth’ field on the 001 Federal deduction record.

19



Employer Sponsored Health
Care Cost on W2

o |If district only tracks Employee portion in USPS

- Spreadsheet needs to be created containing total of the
employee and employer contributions for Employer
Sponsored Health Care

 USPLOAD/DEDSCN can be used to load data into the
employer sponsored health coverage field on the federal
DEDSCN record

— EMPLR_HEALTH_COV
e Must be numeric

MER
CHRISTMAS



Employer Sponsored Health Care
Cost on W2 e

Must report the cost of employer-sponsored Health Coverage in
Box 12 using Code DD if the district filed 250 or more W2’s for the
preceding calendar year

Life, Dental and Vision are not required to be included in the total if

they are separate plans and not included as part of the medical plan
http://www.irs.gov/uac/Form-W-2-Reporting-of-Employer-
Sponsored-Health-Coverage

The contribution amount by Employee and Employer for Health

Saving Account (HSA) is NOT to be included as employer-sponsored
health coverage. This is reported in Box 12 using (Code W).

Leave the line blank or “N”” on the HSA DEDNAM Screen

Print Boerd Auts: _ Amnudty type: T AR Trensfer Type/0: v Include ewployee nd eaployer amounts i Box 12, Code 0
Crtified 00+ nclude a enployer-sponsored Peclth coverege?s  p space - 0o NOT clade enployee and enploger aounts 0 Box 12, Cote 0
21




Employer Sponsored Health
Care Cost on W2 %%%

* The flag “Include as employer-sponsored health coverage?:”on the
REG and ANN deduction screens in DEDNAM is used for calculating
the Employer Sponsored Health Care Cost:

« [fanswered “Y” the YTD deduction totals will be included in the total
moved to the employees W2

Code: 551 Type: ANN Name: 'EMP
Required: 1 rEG Abbrev: EMP MED W2 Abbrev: MEDICAL INS
/ AY INFORMATION
Vendor: _ 1091 Name: STARK COUNTY COG Phone:(330)492-8136
FAX i ] -
Address: 6057 STRIP AVENUE N Payment cycle : M
Electronic Pmt: N
CANTON , OH 44720- Suppress SSNfID: N
Print Board Amts: Y  Annulty type: D ACH Transfer Type/Id:
Certified Obj : 241  Include as employer-sponsored health coverage?lY
Classified Obj: 251

Other Object

e
| =]
[ ]
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Employer Sponsored Health Care
Cost on W2

The “Emplr Hth:” field on the 001 Federal Deduction record will
allow a specific value to be reported in Box 12 Code DD.

This will override any automatic totaling done by W2PROC based on
the DEDNAM records

Deduction type - Federal Tax Name: MID AM

Calculate option: F # exemptions: __ Fringe benefits:
Tax percent : Pension plan: A Life Ins. cost :
Addt' | withhold : Hth Reimb: Adopt. assist. :
Error adjustment: Emplr Hth: Dependent care :
Marital status : 2 Move Exp : Third party pay:
Tax. Ben : Vehicle lease :

Accum QTD Totals FYTD Totals YTD Totals

Deduct total : 209. 82 1797.07 2118.39 2118.39

Gross pay : 3202.70 19291.20 22493. 90

Taxable gross : 2825.40 17405.13 20309. 97

Add withhold

Mezrzy Chrastmas
uly

P00 @®
— R
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Employer Sponsored Health
Care Cost on W2

When processed, W2PROC will total the
employee and board contribution amounts from all
deductions flagged as applicable in DEDNAM

If there Is a value in the Emplr Hth field on the
federal DEDSCN field, this value will be used
Instead

The total will be copied to Box 12 Code DD

The submission files created by W2PROC will
also contain the total in the appropriate fields.

24




NEW-HEALTH REIMBURSEMENT
ARRANGEMENT - for Small Business Employer

The IRS has added a new Code FF for Box 12. It will report the total amount of
permitted benefits under a qualified small employer health reimbursement arrangement.
This will allow eligible employers to pay or reimburse medical care expenses of eligible
employees after the employees provide proof of coverage. Use this code to report the
total amount of permitted benefits under a QSEHRA. The maximum reimbursement for
an eligible employee under a QSEHRA for 2019 is $5,150 ($10,450 if it also provides
reimbursements for family members), before indexing for inflation.

Eligible employers are those small employers with less than 50 Full-Time Equivalent
employees (those who work 130 hours a month or 30 or more hours a week for 120
consecutive days). Another eligibility is that the employer does NOT offer a group
health plan to any of their employees.

If a user enters a value in USPSCN/DEDSCN for Hth Reimburse on the Federal record,
then this value will appear on the W2Tape file and W2FORM.DAT as a code FF with
the amount in Box 12. The Health Reimbursement amount will also appear on the
W2CITY.DAT file. The Health Reimbursement amount (HLTH REIMBURSE) will
appear on the W2REPT.TXT under the employee's Federal heading, if there is an
amount to report. The HLTH REIMBURSE amount will also total and appear in the
Grand Totals and Report Totals, if there are any.

25



Health Reimbursemen
Arrangement on W?2

P
&

e

Deduction type - Federal Tax
Calculate option: F
Tax percent ;
Addt' | withhold :

Hame: MID AM
# exemptions: __
Pension plan: A

Fringe benefits:
Life Ins. cost :

Hth Reimb: Adopt. assist. :
Error adjustment: Emp Ir Hth: Dependent care :
Marital status : 2 Move Exp : Third party pay:
Tax. Ben : Vehicle lease
Accum OTD Totals TD Totals YTD Totals
Deduct total 2oa. 8¢ 1757.07 2118.39 2118.39
bross pay 3202. 70 19291.20 22493. 90
Taxable gross : 2829. 40 17405.13 20309.97

Add withhold

26



Pre-W2PROC

* Run W2PROC before last pay of 2019 has
been completed

— Balance to-date data
— Review and correct warnings and errors

27



W2PROC

Program used to generate
— Balancing reports
— W2 print forms
— W2 .DAT files for laser printing
— W2CITY.DAT file used for special city submissions
— W2 tape submission file
« W2TAPE.SEQ
» Federal
» States
 Cities (RITA/CCA)

28



W2PROC

« User must enter district data — can accept defaults
— Name
— Address
— ldentification numbers
 Federal
« Ohio
 Verify values on W2REPT.TXT
« User must decide
— Sorting
« Any sort is acceptable for electronic filing
« Paper filing must be sorted by name

29



Sort Options:

- Sort
- Sort
- Sort
- Sort
- Sort
- Sort
- Sort
- Sort

N = o O m =0

W2PROC

SSH

Employee HName

Building/Department and Employee HName
Building/Department, Pay Group, and Employee Name
Pay Group

Zip Code and SSH

Zip Code and Employee HName

Check Distribution and Employee Name

Enter Sort Option <S>

30



W2PROC- Third Party Sick Pay

IT your employees have had Third Party Sick Pay (Disability Payments)
paid to them and the Third Party withheld Federal Tax from these
payments, the total amount of all Federal Tax withheld for all employees
must be entered in this program to be included on the W2 tape file.

IT you believe your employees may have received these types of ‘*!ﬁssg
payments and you have not been notified, you should not create g

the magnetic tape for submissions yet. These amounts are
required for submission on the magnetic tape.

Your district would have been notified by the Third Party

in writing, if these payments have been made. Included in this
notification would have bheen an explanation of any tax amounts
withheld and paid.

Enter Federal Tax amounts withheld by a Third Party Payer;
(Zero 1T none)

31



Your districts will need to specify what type of employer they are:

Kind of Employer

» The Kind of Employer can be one of the following:

YV V V V VY

F = Federal Government

S = State and Local Governmental Employer (non 501c)
T = Tax Exempt Employer

Y = State and Local Tax Exempt Employer (501c)

N = None Apply

e
.>Fr><

>
e
Ry

-

If the school district is part of a local government and has NOT applied for 501C status, they
will check the box for State/local non 501c (S) .

If the school has applied for 501C status and was granted that non profit status they would
check State/local 501c. (Y)

32



Contact Information & Deduction Codes

« The Contact Name information will be used on the W2 and is a
***REQUIRED*** field.

« The following contact information will be used on the W2 tape file.
« Enter contact name:
— Additional deduction codes

 Allows districts to print additional information in box 14,
“Other”

e SiX can be entered
— Leased vehicle value is always included
— Other user values are secondary
— Prints the first 3 for each employee in the order entered

— Alignment forms-Would you like to print a dummy W2 for form
alignment? = Answer “N”

33



W2PROC

Additional deduction inTormation can be provided to wyour
emplovees using the box labeled 'Other' on the W2 Torms.
Entering deduction code{(s) lkWill cause the wyear-to-date amount
to print on the Torms. You may enter up to 6 deduction codes,
but only the TfTirst 3 deductions it encounters Tor the employee
Will print in the box.

Enter a deduction code <999>:
Enter 999 to exit. 590

Enter a deduction code <999>:
Enter 999 to exit. 501

Enter a deduction code <999>:.
Enter 999 to exit. efele] |

Output files are generated after all prompts are answered.
Without tape With tape creation
W2REPT.txt W2TAPE.SEQ
W2FORM.dat W2RITA.SEQ

W2CITY.dat W2CCA.SEQ

W2FORM.txt W2PA.SEQ***

34



W2 Balancing

 Information on W2REPT.TXT should
balance to:
— 941 totals as reported

— ERNREG/ERNSUM figures
» Represents amounts as withheld from employees

— QRTRPT figures
 Represents amounts as current in the YTD figures

— Balance Federal, Ohio, and City taxes and gross
amounts

35



W2 Balancing

0000273 ** REPORT TOTALS COUNT
001 FED TAX 269 503,200.36
MEDICARE PICKUP H,636.24
403(B) 114,558, 61
SECTION 125 20,034.23
002 QHIO TAX 269 140,338.97
003 BRYAN 1 h81.97
004 DELTA 15 h,328.06
006 PERRYSBURG 1 h86.27
007 SYLVANIA 4 995.13
008 TOLEDOD 12 6,715.98
009 SWANTON 10 1,163.66
I 010 WAUSEON 15 4,270,986
011 MAPQOLEGHN 1 75,90
013 METAMORA 27 6,990,99
014 WATERVILLE 4 2.473.63
017 WHITEHOUSE ,,2////i;223jf§69.80
3 Amounts in this column on ,263.78

W2REPT.TXT should be used for
balancing 36




—

/¢ W2 Balancing <
559 J S\
@ Balance 941 data

941 data to W2REPT.txt

Federal tax uw/h
1st qtr
2nd qtr
Jrd gtr
4th qtr
YTD

W2ZREPT Total 22

These 2 totals
should equal except

for special payments

—_

37



O

A W2 Balancing

GROSS DOCK NET  !DED.CODE DED.AMT BD.AMT
....................................
TOTALS 2315223.17 9805.26- 1616371.931 001 248885.928
002 74045 46
| 301 3657 .31
| 302 5454.74
| 303 3029 . 41
| 304 1308. 89
Balance I 3086 229.42
| 307 920.93
W2REPT.txt to | 308 1112.95
ERNREG 30 4859 .91

310 3528.05

Amounts in this column on
ERNREG should be used
for balancing

38




Balance

W2 Balancing

W2REPT.txt to

QRTRPT
DEDUCTION NAME DED
FED TAX 001
OHID TAX 002
BRYAN 003
DELTA 004
PERRYSBG 006
SYLVANIA 007
TOLEDO 008
SHANTON 009
HAUSEQN 010
NAPOLEON 011
METAMORA 013
WATERVIL 014
BG CITY 015
WHITEHOU 017
MICHIGAN

390

QTD TOTAL YTD TOTAL
60,758.46 503,200.36
18,010.59 140,338.97
115,869 581.97
687.16 5,328.06
6.47 586.27
53.53 995.13
928.05 6,715.98
140,73 1,163.66
574.58 4,270.96
45,54 75,90
883.60 6,990.99
206,64 2,473.63

0.00 0.00
178.26 Afeg.sn
1.574.46 0.263.78

Amounts in this column on
QRTRPT should be using

for balancing 39




w";P W2 Balancing

« [tems that affect balancing between W2PROC and
QRTRPT (See Specific Affects documentation)
— Dependent care benefits over limit
— Fringe Benefits
— Medicare pickup amounts
— Taxable third party sick pay
— Use of company vehicle

— Employee expense reimbursements paid through
warrant

40



W2 Balancing

« Dependent care benefits

— Amounts over limit ($5,000.00) added to total and taxable gross
amounts on Federal, Ohio and City total and taxable gross fields on

the W2REPT

— Ex-If $6000.00 is added to Dependent Care field on 001 record
$1000.00 will be added to total and taxable gross fields.

- Find: ALLODOD10 1

Y Add: 000 Mask:

SSN/1ID Code Last name First name Conceal
ID: ALLO00010 Code: 001 HName: TIMOTHY ALLEN
Deduction type - Federal Tax Name: MID AM
Calculate option: F # exemptions: __ Fringe benefits:
Tax percent : Pension plan: A Life Ins. cost :
Addt' | withhold : Hth Reimb: Adopt. assist. :
Error adjustment: Empir Hth: Dependent care : BI][II].I]I]-
Marital status :@ 2 Move Exp : Third party pay:
Tax. Ben : Vehicle lease
Accum QTD Totals FYTD Totals YTD Totals
Deduct total 209.82 1797.07 2118.39 2118.39
Gross pay : 3202.70 19291 .20 22493. 90
Taxable gross : 2825. 40 17405.13 20309. 97

Add withhold

Changes made as requested
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W2 Balancing

Fringe Benefits

— Adds all fringe benefit amounts to total and taxable
gross amounts on Federal and Ohio records

— Will cause gross amounts on W2REPT to be higher

Find: ALLOODODDID 1 Y  Add: 000 Mask:
8SN/ID Code Last name First name Conceal
ID: ALLO0O0010 Code: 001 HName: TIMOTHY ALLEN
Deduction type - Federal Tax Name: MID AM
Calculate option: F # exemptions: __ Fringe benefits: -
Tax percent : Pension plan: A Life Ins. cost :
Addt' 1 withhold : Hth Reimb: Adopt. assist. :
Error adjustment: Emplr Hth: Dependent care : __6000.00
Marital status : 2 Move Exp : Third party pay:
Tax. Ben : Vehicle lease :
Accum OTD Totals FYTD Totals YTD Totals
Deduct total 295.82 1757.07 2118.39 2118.39
Gross pay : 3202.70 19291. 20 22493.90
Taxable gross : 2825. 40 17405.13 20309. 97

Add withhold

Changes made as requested
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W2 Balancing

» Medicare Pickup

— Amount added to total and taxable gross
amounts on Federal, Ohio and OSDI records

— Will cause gross amounts on W2REPT to be
higher.
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W2 Balancing

o If ‘Tax Board Amounts’ option is not used on the city tax record in
DEDNAM -(Flag set to “N” on DEDNAM record.)

e Tax Med/FICA Pickup should be “Y” if the city
~ taxes the Medicare pickup

« The Medicare pickup is added to the city total and
taxable gross amounts on the W2REPT.
— Employee pays tax after the fact

Find: _ Add Type:
Code: 003 Type: CITY HName: VILIAGE OF SWANTOHN
Required: 2 Job Level: _ fibbrev: SHAN VLG HZ2 Abbrev: SHANTO
Vendor: Name: VILLAGE OF SHANTON Phone: (419)826-9515
R.I.T.A. FAX () -
Address: PO_BOX 477900 Payment cycle : H

Electronic Pmt: N
BROADVIEW HTS. ., DH 44147-7900 Suppress SSN/ID: S
Honor Annuities

Tax Entity code: RO784 RITA: 784 ¥ 4d01a: N 401k: N
-Tax Med/FICA pickup: ¥ SWANTON 403b: H 408k: N
Tax Mon-Cash Earn : N CCA : ___  _ 457 : H 501c: H

Tax Board Amounts : H 125 nonuages: Y

125 as wages: N

Other: N




Jay W2 Balancing

VIO o)
Ul

If the ‘“Tax Board Amount’ is used on the city tax record-(Flag set to
“Y” on the DEDNAM record.)

— The tax is withheld during the payroll

— Just anote: The ‘Tax Med/FICA pickup’ flag field is not used and
1s replaced by the ‘Tax Board Amount’ field if this field 1s
populated with Board Pickup deduction codes.

Code: 004 Type: CITY Name: CITY OF STARS INC TAX
Required: 1 Job Level: Y Abbrev: STARS W2 Abbrev: STARS
PAY TO INFORMATION

Vendor: Name : Phone: ( )
FAX i ) -
Address: INCOME TAX DIVISION Payment cycle : Q@

Electronic Pmt: N

STARS , OH 33333- Suppress SSN/ID: _
Honor Annuities
Tax Entity code: STARS RITA: 133 401a: N 401k: N
Tax Med/FICA pickup: N STARS 403b: N 408k: N
Tax Non-Cash Earn : N CCA : __ 457 : N 501c: N
- Tax Board Amounts : Y 125 nonwages: Y
691 694 125 as wWages: N

Other: N
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W2 Balancing

» Taxable Third Party Sick Pay

— Users need to add the Third Party Sick pay
amount to the total and taxable gross fields on
the federal, Ohio and OSDI records as needed

— Will cause gross amount on W2REPT to be
higher
 See Third Party Sick Pay Instructions
 See Third Party Sick Payment Notification example
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Third Party Sick Pay

If non-taxable

- Enter the amowrtt o fnon-taxable in the third party sick pay field on
the federalrecord. Thiswill cause the amoumtto printinbox 12

with code “T".

If taxable

- Increase the total andtaxable gross amommts on the following
deductions by the taxable amowntofthe benefitreceived by the emplovee
- Federal
- Ohio
-05DI
-Medicare

- On the medicare record, increase the totalmedicare tax
by any amownats the company withheld from the benefit
- Ifthe district wants the comrespondng board amourt
forthis pavment to show onthe BEDDIS for the month
- Enter a board emror adjustiment equal to the employvee
share withheld by the third party in the medicare record
- Ifthe district doesnot want the comresponding board amowmt
forthis payvment to showonthe BEDDIS
- The amomtcanbe included as a payvment due on
the 941 forthattax vear

- Contact any city mvolved forthe emplovee, askifthe amountis city
taxahble
-Ifyes

- Increase the total andtaxable gross amownts on
the comesponding city records

- If desired, calculate the tax amowat due onthe payment
and enterthat figure as an emror adjustiment fora

i1l roll; otherwise the emplovee

will haveto paythe taxlater

Mote: Thereis a special field on the 941 for adjustments needed due to Thurd Party sick
pavments andhowthey relate to medicare withholdings. The district should reference the 941
imstmictions as well asthe mformatonin IS Publication 13-A onthese payviments asneeded

Mote: Ifthe notice from the companymdicates FICA tax was wathheld, the district wall need to
contactthe agency asitis ourunderstandngmost school district employees should not have
FICA tax withheld from this pavmernt. The agency will need to correct this andissue a new

statementasthe employee cannot recover the incorrect withholding on a tax refium, tax returms
are for federalmcome tax, not federal FICA ormedicare.

Eevized: 21-Oct-2013
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EXAMPLE : Third Party Sick Payment Notification

IMPORTANT TAX INFORMATION
YEAR-TO-DATE THIRD PARTY SICK PAY DISABILITY REFORT PREPARED QUARTERLY
PREPARED BY AMERICAN FIDELITY ASSURANCE COMPANY

AMERICAN FIDELITY EDUCATION SERVICES

(a] (o) (E] =1} (H]) ()
BEMEFIT PAID
DURING 15T MOS
EMPLOYEE PLAN GROSS FIT OF DISABILITY OR FICA MEDICARE
55N DISABILITY WITHHELD WITHHELD WITHHELD
MAME & ADDRESS EEMEFIT PAID FICA/MEDICARE
WAGES [BASED UPDOMN
REFER TO THE BACK OF THIS FOEM FOR A DETAILED EXPLANATION OF EACH COLUMMN. EMPLOYER I]'EI:
B 3, 000 04 [N ] 3, 00:0.00 0.0 D00
BiD 1, 400,00 84,040 1 400.00 0,1 20.30
- > (@ > (@ e

F TABABLE, INCFEASE
SROSE B TAXAELE SROSS
DN FED, OH & OS5I
RECORDS BY THIS AMOUNT

AMOUNT SHOULD BE ENTERED
W WIFROLC AS TAX
'WITHHELD BY 3RD FAETY

F TAXAELE, INCREASE
SROSE & TANAELE GROSS
O MIEDICARE & FICA
RECORDS BY THIS AMOUNT

IF THERE IS5 AM AMOUNT HERE
AND IT SHOULD EE THERE,
INCREASE THE FICA WITHHELD
FOR EMPLOVEE EY THIS
AMOUNT. THES IS UNUSUAL

D (€@ oD

INCREASE MEDICERE
"WTTHHELD FiOR EBAFLOYEE
EY THIS ARSOUNT. TOU WILL
ALSOFNEED TO ADPUET YiOUR
UARTERLY 541 REPORT.

PLEASE REVIEW THIS REPORT IMMEDIATELY!!

|IN ERROR MUST BE RECEIVED BEFORE THE W-2 DEADLINE. QUESTIONSY CALL WICK] WiITT & 1-B00-662-1113 EXT. 5420

A REFUND MAY BE DUE TO YOUR EMPLOYEES WHO FAID THEIR DNSABILITY FREMIUMS WITH AFTER TAX DOLLARS. ALL REQUESTS FOR REFUNID OF FICA, MEDICARE AND/OR FIT TAXES WITHHELD

** NOTE: THESE NOTIFICATIONS MAY VARY BY COMPANY BUT THE CONTENT WILL BE THE SAME REGARDLESS OF APPEARANCE **




Non-Taxable Third Party Sick Pay
* Non-taxable third party sick pay A

— Does not affect balancing Vs
— Does not affect taxes Mo Le)
U sl oo

— Entered on federal record by the user
» District is notified how much to enter
— This amount will print in Box 12 with a code ‘J’

Find: ALLOODODO1D 1 Y Add: 000 Mask:
SSN/ID Code Last name First name Conceal
ID: BOEHMO001 Code: 001 HName: ANDREA BOEHM
Deduction type - Federal Tax Hame: MID AM
Calculate option: E # exemptions: __ Fringe benefits:
Tax percent : Pension plan: A Life Ins. cost :
Addt' | uwithhold : Hth Reimb: fAidopt. assist. :
Error adjustment: Emplr Hth: Dependent care :
Marital status : 1 Move Exp : Third party pay: -
Tax. Ben : Vehicle lease :
Accum QTD Totals FYTD Totals YTD Totals
Deduct total 283. 76 283. 76 283.76 283.76
Gross pay : 2115.39 2115.39 2115.39
Taxable gross : 1928.85 1928.85 1928.85

Add withhold : 49




W2 Balancing

« Use of Company Vehicle Field

— Adds the Vehicle Lease amount from the 001
record to the total and taxable gross fields on the
Federal, and Ohio total and taxable gross fields on the
W2 report.

— Will cause the gross amounts on W2REPT to be higher

Find: ALLOOOODIOD 1 ¥ Add: 000 Mask: _
88N/ 1D Code Last name First name Conceal
ID: BOEHMOOD1 Code: 001 Hame: ANDREA BOEHM
Deduction type - Federal Tax Hame: MID AM
Calculate option: E # exemptions: __ Fringe benefits:
Tax percent : Pension plan: A Life Ins. cost :
Addt' | withhold : Hth Reimb: fidopt. assist. :
Error adjustment: Emp Ir Hth: Dependent care :
Marital status : 1 Move Exp : Third party pay:
Tax. Ben : Vehicle lease :
Accum OTD Totals FYTD Totals ¥YTD Totals
Deduct total : 283. 76 283. 76 283.76 283.76
Gross pay : 2115.39 2115.39 2115.39
Taxable gross : ___1928.85  ___1928.85 _1928.85

Add withhold :

Record not modified
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Employee Expense
Reimbursements

* [f district wants employee reimbursements
originally paid through warrant to appear on the
W2 as wages and manual changes are made, this
will create a balancing difference between
QRTRPT and W2PROC

« May cause W2PROC to show higher gross
amounts than actually paid through USPS

* See ‘Expense Reimburse’ for more details

o1



. i
Balancing Problems -t

P

 Voided checks from prior calendar year
— CHKSTS report

« Refund of annuity withheld in prior calendar year
— AUDRPT

« Manual Updates

— AUDRPT

 Search for YTD changes

 When VIEWING the AUDRPT.TXT, select ‘F’ and enter in °

‘YTD’. Then from here, you can click on ‘N’ for Next to go to
next line with ‘YTD’ in it.
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nta
senla gy,

\\

CONTROL
NUHBER  SSN

FEDERAL ID NURBER: 34-44444b{

EHPLOYEE NAHE

0000121 %« REPORT TOTALS

Special amounts
for W2s

Descriptions for
W2 boxes from
DEDNAM

001 FED

DEPENDENT CARE

403(B)

HEDICARE PICKUP

4ot

oECTION 125

002 OHIO
003 STRYKER

800 86075TRYKER

2004HICKSVIL
806 2003DEFIANCE
807 3501HOLGATE

HEDICARE
FICA

9ORTED BY SOCIAL SECURLTY NUHBER
STATE ID NUMBER: 51-311111

TRY
HITHHELD
COUNT

118 167,319.46
120.00
2,188. 75
16,662. 00
1,700.00
26,071.29
118 o4, 441.96
i 25,624.45
09 9,669. 76
1 176.10
4 2410
1 14.15

9 13,908.
From b4

DEDSCN

TAZABLE
BROSS

1,004,211.48

1,004,211.48
1,708,282.41
640,992, 01
23,239.63
48,61 .81

1,621.48
959,114.64

2

3 - W2PROC Report

€.

TOTAL
BROSS

1,142,911.42

1,i42,911.42
1,708,282.41
124,523.21
26,128.17
o4,301.95
1,918. 02

91 ,450.01
120.00

ANNULTIES

186, 765.34

188, 765.94
0.00
83,531.26
2,888.54
2,636.14
296.54

Calculated gross
minus taxable gross




Common W2PROC Messages

e Please refer to the handout for all Common
W2Proc Messages.

« FATAL.: This employee’s medicare wages are

less than their social security wages

— The medicare gross wages amount is incorrect or the FICA (Social
Security) gross wages amount is incorrect. Please update the gross
amount in DEDSCN that has the incorrect amount. This error
should be corrected before creating a tape. The Social Security

Administration will contact the district if this error 1s not fixed.

* This will stop the tape from being created.
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W?2 Instructions Reviewed

 \W2 Boxes Defined — See Handout

» Specific details on W2 form reporting
requirements

— Found at
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http://www.irs.gov/pub/irs-pdf/iw2w3.pdf

ENSEPY

L&l&\‘

« Enter changes in tax withholding rates effective January 1, 2020
— City rates

— OSDI rates

-CCA City Rates-
 http://ccatax.ci.cleveland.oh.us/?p=taxrates
-RITA City Rates-
 https://www.ritaohio.com/TaxRatesTable

09!5’“ R
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https://www.columbus.gov/IncomeTaxDivision/TaxMunicipalities/
https://www.tax.ohio.gov/school_district_income.aspx

Preparing for 2020 (continued)

— Unsure if employee should be taxed

o https://thefinder.tax.ohio.gov/StreamlineSalesTaxWeb/default sch
ooldistrict.aspx

Lookup Tax Rate
« Address
« Zip Code 5 digit or 9 digit

 Latitude/Longitude 4

i |

{ ,'m
Peace

S7



Use CHGDED for updates to deduction screens

This program will change the deduction
or board amount, or the stop and start dates
on all specified deduction records.

Do you wish to continue? (Y/N) <Y>: _

Change options:

C - Employee or board amounts

D - Stop and start dates based on old values

R - Set start dates on all records for deduction

P - Set stop dates on all records for deduction

G - Mass change the maximum amount of deduction
M - Mass change the cycle

A - Mass change employee amount error adjustment
B - Mass change board amount error adjustment

E - End program

Enter choice <C>: _
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Updates for 2019

H Pennsy vania

w1comes Y()U

STATE OF INDEPENDENCE

-800-VISIT-PA | visitPA.com
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Pennsylvania Tax

The state of Pennsylvania requires a W2 output file if a district has ten
or more W2’s for PA.

On the district USPSDAT/DEDNAM record for Pennsylvania &
employee BIOSCN, there are 4 areas that need to be setup correctly:

1. Type must be “ST”
2. The State in the address field must be PA

3. The “State ID” must be correct on the DEDNAM record. Your
district should have this number already. If not, they will have
register with PA on the PA-100 form.

4. The BIOSCN must have the state field = PA

When running W2PROC, if it encounters PA employees, it will create
an output file called W2PA.SEQ.

If the district does not have any PA employees, then the W2PA.SEQ
file will NOT Dbe generated.
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Pennsylvania State Tax
DEDNAM

Find: Add Type:
Code: 050 Type: ST Mane: Pennsylvania State Tau
Required: _ Abbrew : U2 Abbrew:
Lendor : Hane: Phone:[ ] -
FAan [ ] -
Address: Paynent cycle ; _
Electronic Prt: _
. PR - Suppress SSHAID: _
Honor Annuities
State ID: A1a: _ 4k
403k _ 403k
457 ¢ Slic:

125 nonHages:
125 as Hages:
Other: _

- Deduction Hade Haintenance Prograd

BIOSCN

Dist Exten :'_
(ity -+ SHARON State: PA Iip: 16146- O code:
Foreign Adrs: N Ctry: _ Prov; Post.




Federal Tax calculations changing for
Jan. 1, 2020
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W4

IRS is releasing an updated version of the W4

The new W4 does NOT have to be submitted by employees who
already have a W4 on file

All NEW employees as of 01/01/2020 will need to have the updated
w4

CALCPAY will now use the new tax tables starting in 01/01/2020
New fields have been added to the 001 Federal record

Deduction type - Federal Tau Hae: HENRY COUNTY BANK
Calculate option: E # exenptions: 1 Fringe benefits:
Tau percent Pension plan: A Life Ins. cost :
fddt" | withhold : Hth Reinb: Adopt. assist. :
Error adjusthent: Evplr Hth: Dependent care :

fove Exp . Third party pay:
Harital/filing stat: 2 _ Tau. Ben : Uehicle lease
Use new H4 : N  ===eeececcccee.. ficcun==0T0 Totals-F¥TD Totals==¥TD Totals
2 like jobs: _  Deduct 3952.28 1429. 16 3899.81
Depend: bross pay: 9682.92 61235.15
Incoxe: Tay gross: 4415.30 48034.78
Deduct: Add whold:

JEDSCH - Deduction record data naintenance progran 63



Normal status of Filing 1s ‘N’

e The ‘Use new W4’ field will be initialized to ‘N’ for all

employees. If the employee is using a new W4 as of
01/01/2020, then this MUST be changed to ‘Y’

farital/filing stat: 2 _ T
Use new HE o B =mmmeeeees




Employees NOT using W4 as of 01/01/2020

Employees who are NOT using the new W4 form as of 01/01/2020, the Marital
Status and Number of Exemptions will be used to calculate the employee Federal
withholding amount. They must also have “N” for the value of the USE NEW W4

Oeduction type - Federal Taw Mare: HEHRY COUNTY BRE

Calculate option: B # ewetptions: 1 Fringe benefits:

Taw percent ! Pension plan: A Life Ins. cost .

Addt"| withhold Hth Reidb: fidopt. assist. .

Error adjusthent: Evplr Hth: Dependent care .

fove Exp : Third party pay:

Harital/filing stat: 2 _  Taw. Ben Uehicle lease

Use new H4 : B ==seecmceceeeee. fccun==QT0 Totals=FYTO Totals-=YT0 Totals
2 like jobs: _  Deduct aod.0f _ 14P9.06 _ 3899.%1
Oepend: __ [Gross pay: abf2. 92 B1235.15
Incone: Taw qross: 4415.310 48034, 78
Deduct: fidd whold:

JEDSCH - Deduction record data Haintenance prograd
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Using New W4 as of 01/01/2020

* Employees using the new W4, must have the field ‘Use new W4’
marked as ‘Y’

Oeduction type - Federal Tau Mare: HEMRY COUMTY BAME

Calculate option: F # ewedptions: | Fringe benefits:

Tau percent : Pension plan: A Life Ins. cost ;

Addt" | withhold Hth Reinb: Adopt. assist. :

Error adjusthent; Etplr Hth: lependent care ;

fove Exp Third party pay;

Marital/filing stat: 2 _  Tam. Ben : lehicle |ease

Use new H4 ;%  seeeeecceceeee.. Accun==0T0 Totals=FYTO Totals==YT0 Totals
2 like jobs: _ Deduct dad. 2 1429. 1k 2099, 81
Oepend: Gross pav: obad. 92 E1235. 15
Incone Tad qross: 4415.30 4al34. /0
Deduct: fdd whold:

Did this enployes fill out a new U4 as of 1/1/720209 If so, answer Y. If not,
ansHer H.




Filing Status

Filing Status is required only if the employee has a new W4 form as

of 01/01/2020

— 1 - Single/Married Filing Separately
— 2 - Married Filing Jointly/Qualified Widow

— 3 - Head of Household

I
{a) First name and middle initial

B) Slneid security number

Last name
Step 1:
Enter
Address * Does your name match the
Personal I'IEI'I'IIE; on youwr social security
Information card? if not, o ensure you get

City or town, state] and ZIF code

onedit for your eamings, contact
S84 at 353-??2-121%
W, SSE. QO

or go to

fe) | Single or Married filing separataly

J Married filing joimtly (or Ceslifying widowiar))
:l Head of household {Check only i you're unmarried and pay more than half the costa of keeping up & home for yourself and a gualifying individual.)

Calculate option: F # exerptions: 1 Fringe benefits:
Tau percent Pension plan: f Life Ins. cost :
fiddt"l withhold : Hth Reinb: fidopt. assist.
Error adjustrent: Enplr Hth: Dependent care

Hove Exp : Third party pay:
farital/filing stat: 2 Tau. Ben : Vehicle lease :
Use new Hd @ ¥ ==mmmmmmmmeeeees ficcun--QT0 Totals-F¥TD Totals--¥TD Totals
2 like jobs: _  Deduct 352.28 1429. 16 3899.81
Depend: Gross pay: 5692.92 _B1235.15
Incone: Tau gross: 4415310 43034.78
Deduct: fidd whold:

Required if using new U4 forn as of 1/1720. This is the Federal filing status
1=Single/farried filing Sep 2-Harried Joint/Qualified Hidow 3-Head of Househol

Deduction type - Federal Tau

Hatie: HEMRY COUHTY BAHK
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‘Depend’ field

* Depend - this should only contain an amount (W4 line 3
value) if the employee has a new W4 as of 01/01/2020

— This is an annual Dependent amount when claiming dependents

Harital/filing stat: 2 _

llse nep Hd @ Y meeeeaaad

¢ like jobs: _ Deduct

lepend: bross pay

Incote Ta4 qrosg

Deduct: Add uholg
Step 3: If your income will be $200,000 or less ($400,000 or less if married filing jointly):
g?;:ndents Multiply the number of qualifying children under age 17 by 52,000 » $

Multiply the number of other dependentsby $500 . . . .+ §

Add the amounts above and enterthetotal here © . . . . . . . . . . . . 3 |%
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‘Income’ field

Income — should only contain an amount (W4 line 4a
value) If the employee has a new W4 as of 01/01/2020

— This is an annual Other Income Amount when adding in any other
iIncome the employee wants to include

Harital/filing stat: 2 _ 7
lse nen Hd ¢ Y =eeemeeees
¢ |ike jobs: _ [Deduct
Oepend: _ [Gross pay.
Incoe Ta4 qross:
Oeduct: Add whold:

Step 4 (a) Other income. If you want tax withheld for other income you expect this year that won't

{optional): have withholding, enter the amount of other income here. This may include interest,

Other dividends, and retirement income. You should not include income fromany jobs . . |4(a) [$

Adjustments
(b) Deductions. If you expect to claim deductions other than the standard deduction

and want to reduce your withholding, use the Deductions Worksheet on page 3 and
entertheresult here . . . . . . . . . . . . . . . . . . .. 4(b) |5

(c) Extra withholding. Enter any additional tax you want withheld each pay period . 4(c) |5
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‘Deduct’ field

Deduct — should only contain an amount (W4 line 4b value) if the
employee has a new W4 as of 01/01/2020

— This is the annual deductions amount an employee wants to reduce their Federal

withholding amount farital/Filing stat: 2 T
Use new H4 @ Y wememeeeess
g like jobs: _ Deduct
Oepend:  hross pay:
Incote Ta4 qross:
Deduct fdd who ld:
Step 4 (a) Other income. If you want tax withheld for other income you expect thiz year that won't
(aptional): have withholding, enter the amount of other income here. This may include interest,
Other dividends, and retirement income. You should not include income fromany jobs . . [4{a) |$
Adjustments

(b) Deductions. If you expect to claim deductions other than the standard deduction
and want to reduce your withholding, use the Deductions Worksheet on page 3 and
entertheresult here . . . . . . . L . L L . . ... ... Ab) |5

(c) Extra withholding. Enter any additional tax you want withheld each pay period . [4(c)|%




‘2 like jobs’ field

This field should be a ‘Y’ or ‘N’ if the new W4 for 2020 is being used
This is based on whether the (W4 Step 2c) has a check mark

Step 2:
Multiple Jobs

or Spouse
Works

Complete this step if you (1) hold more than one job-at a time, or (2) are married filing jointly and your spouse
also works. The comrect amount of withholding depends on income earned from all of these jobs.

Do only one of the following.
(a) Use the estimator at www.irs.gov/W4App for most accurate withholding; or

(b) Use the Multiple Jobs Workshest on page 3 and enter the result in Step 4(c) below for roughly accurate withholding; or
{c) If there arg only two jobs total, you may check this box. Do the same on Form W-4 for the other job. This option
is accurate for jobs with similar pay; otherwise, more tax than necessary may be withheld . . . . . > []

CAUTION: If you have privacy concemns, choose (a) or (b). If you and/or your spouse have income from self-
employment, including as an independent contractor, choose (a).

If it has a check mark, then answer it with ‘Y".
If 1t does NOT have a check mark, then answer it with ‘N’.

Deduction type - Federal Tau Marie: HENRY COUNTY BANK
Calculate option: F # exetptions: | Fringe benefits:
Tau percent : Pension plan: A Life Ins. cost
fAddt’| withhold : Hth Reitb: fdopt. assist. :
Error adjusttent: Evplr Hth: Dependent care

flove Eup : Third party pay:
Harital/filing stat: & _ Taw. Ben : Uehicle lease
Use nen 4 : Y weemcemeecmceas ficcur==0T0 Totals-FYTD Totals--YTD Totals
2 like jobs: _  Deduct 350.08 _ 1499.16 _ 30899.81
Depend: _ Gross pay: 5662.92 £1235.15
Incone: _ Taw qross: 4415.30 48034.78
Deduct: fidd whald:
Y = If new W4 as of 1/1/2020 AHD Step 2c has a check Hark
H = If not a new H4 OR Step 2c on new Hd is HOT checked
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‘Addt’] withhold’ field

» Addt’l withhold — no changes
— Is for the older and newer W4 (Step 4C)

— Should contain an amount if the employee wants any additional

Federal money withheld from their paycheck

Oeduction type - Federal Tau Marie: HEMRY COUMTY BAME

Caleulate option: F # evedptions; 1 Fringe benefits:

Tau percent Pension plan: A Life Ins. cost

Addt " withhold Hth Reith: Adopt. assist.

Error adjustient; Evplr Hth: Oependent care

fove Exp Third party pay:

Harital/filing stat: & Tau. Ben : lehicle lease

Use new H4 o ¥ =mememmemmeeees Accud-=0T0 Totals-FYTD Totals--Y¥TD Totals

2 like jobs: _ Deduct Jod.dd _ 1429.16 _ 3899.%

Depend: Gross pau: nba2. 32 k1235, 15

Inc Step 4 (a) Other income. If you want tax withheld for other income you expect this year that won't
™ (optional): haye withholding, enter the amount of other income he(e. This may include interest,

— Other dividends, and retirement income. You should not include income fromany jobs . . |[4(a)|$
Adjustments

(b) Deductions. If you expect to claim deductions other than the standard deduction
and want to reduce your withholding, use the Deductions Worksheet on page 3 and
entertheresulthere . . . . . . . . . . . . . . . . . ...

(c) Extra withholding. Enter any additional tax you want withheld each pay period .

4(b)

4(c)
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Federal Taxes updates

Updates were made to the IRS Federal Tax tables for 01/01/2020.
These new tables will be used for all payroll pay dates starting on
01/01/2020 and later.

There are two different tables for 01/01/2020:

— Standard Withholding Rate Table — this table is for the W4 form
before 01/01/2020 or if the W4 is from 01/01/2020 or later and the
box in Step 2 of the W4 is NOT checked

Step 2: Complete this step if you (1) hold mere than one job at a time, or (2) are married filing jointly and your spouse
Multiple Jobs also works. The comrect amount of withhelding depends on income earned from all of these jobs.

or Spouse Do only one of the following.

Works (a) Use the estimator at www.irs.gov/W4App for most accurate withholding; or

{b) Use the Multiple Jobs Warksheet on page 3 and enter the result in Step 4(c) below for roughly accurate withholding: or

{c) If there are only twa jobs total, you may check this box. Do the same on Farm W-4 for the other job. This option
is accurate for jobs with similar pay; otherwise, more tax than necessary may be withheld . . . . . >

CAUTION: If you have privacy concerns, choose (a) or (b). If you and/or your spouse have income from self-
employment, including as an independent contractor, choose (a).

Complete Steps 3 through 4(b) on Form W-4 for only one of these jobs. Leave those steps blank for the other jobs. [Your withholding
will be most accurate if you complete Steps 3 through 4(b) on the Form W-4 for the highest paying job.)
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Federal Tax updates

Non-standard Withholding Rate Table — is for the W4 from
01/01/2020 or later AND the box in Step 2 of the W4 IS checked
Step 2: Complete this step if you (1) hold more than one job.at a time, or (2) are married filing jointly and your spouse
Multiple Jobs also works. The correct amount of withholding depends on income earned from all of these jobs.

or Spouse Do only one of the following.
Works (a) Use the estimator at www.irs.gov/W4App for most accurate withholding; or

(b) Use the Multiple Jobs Warksheet on page 3 and enter the result in Step 4(c) below for roughly accurate withholding; or
{c) If there are only twa jobs total, you may check this box. Do the same on Form W-4 for the ather job. This option
ig accurate for jobs with similar pay; otherwise, more tax than necessary may be withheld . . . . . >

CAUTION: If you have privacy concemns, choose (a) or (b). If you and/or your spouse have income from self-
employment, including as an independent contractor, choose (a).

Complete Steps 3 through 4(b) on Form W-4 for only one of these jobs. Leave those steps blank for the other jobs. (Your withholding
will be most accurate if you complete Steps 3 through 4(b) on the Form W-4 for the highest paying job.)

Both tables have 3 types of filing status groups:
— Married Filing jointly or Qualifying Widow(er)
— Single or Married Filing Separately
— Head of Household
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Tax Tables Update
TAXMNT/TAXSCN

* The ID 1s “FED” and the following 1s the TYPE for each

filing status.

— The Standard table for Married Filing Jointly is YM.

— The Standard table for Single is YS.

— The Standard table for Head of Household is YH.

— The Non-Standard table for Married Filing Jointly is ZM.
— The Non-Standard table for Single is ZS.

— The Non-Standard table for Head of Household is ZH.



W-4 Draft for 2020

Link below is a draft of the new W-4 for 2020

Link for Publication 15-T — Federal Income Tax Withholding Methods

FAQs on the draft 2020 Form W-4

Tax Change for 2020

Due to updated OHIO tax table for 2020, the OHIO taxes
will be less in 2020
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https://www.irs.gov/pub/irs-dft/fw4--dft.pdf
https://www.irs.gov/pub/irs-dft/p15t--dft.pdf
https://www.irs.gov/newsroom/faqs-on-the-draft-2020-form-w-4




