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W?2 for Tax Year 2017

Overview
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W?2 Processing Release Overview

 The W2 software updated annually.

e Software for 2017 is designated as TX17.
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Changes for 2017 W2 Tax Year Reporting
General Overview

W2 Changes for 2016 — Tax Year 2017 Electronic submission is due January
31, 2018 as opposed to March 31 in past years.

* Cost of Employer-sponsored Health Coverage reporting still required for
2017 reporting. This was implemented in Tax Year 2012.

* Coverage total is reported in Box 12, Code DD on W2.

e W217RR - New Program Option for correctly segregating Retirement
Refunds into the correct pre-tax field on the W2 Edit screen.

School Solutions
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How W2 Processing Works

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

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

W2 Media file is transmitted to the Social Security
Administration (SSA).
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W2/1099 Processing Branch

r

- QSS ControlCenter 39 - Q55 DEMONSTRATION DISTRICT QS5/0ASS .. [ = |[ @ |[ 22 |

File View Year Messages Window MNews Help+Video

¥ Favorites

E Go
Print Manager / Job Menu [ Utilities
System Admin
Finance
Fixed Assets [ Stores
|E| W2 /1099
- .I;r';'* W2 /1099 Processing
Human Resources [ Payroll

Last Run: 10/19/2015 11:44:18 | Yr:2015 Dist:39 Site:1 GS:'W | 10/21/2015 |8:57 AM
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2017 W2 Processing Menu

% W2/1099 Processing 39 - Q55 DEMOMNSTRATION DISTRICT Qs5/0455 — O >

File  Options Help+VYideo  Window
' L:';

- Tax Year 2017
- 1099 Processing

- 1099-Misc Prelist (TNSB17)

¢ 1.1099-Misc Additional Data (TNFD17)
=8 W2 Processing

- W2 Option Maintenance (W2P0O17)
W2 Prelist (W25B17)

... W2 Data Edit (W2ED17)

- Tax Year 2016
- Tax Year 2015
- Tax Year 2014
- Tax Year 2013
- Tax Year 2012
H
3
=

- Tax Year 2011
- Tax Year 2010
- Miscellaneous Options
. Maintain Health Care Control Records
.. Maintain Health Care Adjustments
. Maintain W2 "No-Print"™ Authorizations

Yr: 2008 Dist: 39 Site: 00 GS: W | 11/22/2017 | 10:12:36 AM
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2017 W2 Task List (Part 1)

TASK WHAT WHEN HOW
1-T | Install TX17 Release and configure access to Dec. - Jan.
programs.
2-PR | Setup or review program options and state 1D Dec. - Jan. W2PO17 program or
number mask Y17W2PROGOPT operator
command and W2HCVD
program
3-T | Create or copy control files, including federal EIN Dec. - Jan. Editor program
file

4-T | Zero out Y-T-D totals for payroll after running last Dec. - Jan. PAY 790 program
Y1 payroll and prior to running first Y2 payroll

5-PR | Get PIN/Password from Social Security January 1-800-772-6270 or

Administration www.socialsecurity.gov/
bso/bsowelcome. htm

6-PR | Print preliminary prelist; check for accuracy January W2RP17 program

7-PR | Print report of W2 records from Pay History for January PAY 830 program
comparison purposes

8-PR | Include employees lacking pay history records January PHUPDT program
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2017 W2 Task List (Part 2)

TASK WHAT WHEN HOW
9-T | Create adjustment records for employer-paid January W2HN17 program
benefits for July and August
9-PR | Adjust amounts for reporting on W2 forms January PHUPDT program
W2HAMN program
10-T | Produce extract file from W2 records from Pay January Y1TW2EXTRACT operator
History command
11-T | Print prelist report of W2 records from Pay History January Y17TW2REPORT operator
command
PR | Compare prelists created in 6-PR and 11-T with January
pay history report from 7-PR
PR | Compare prelists created in 6-PR and 11-T with January
pay history report from 7-PR
T and | Repeat extract and reports until accurate (Tasks 6- | January
PR | PR through 11-T)
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2017 W2 Task List (Part 3)

TASK WHAT WHEN HOW
12-T | OPTIONAL—Include travel claims if processed January Y1 IW2TCEXT and
through Accounts Payable Y1IW2TCRPT operator
commands
13-AP | Adjust Travel Claims (optional) January VEUPDT and TCPYMT
programs
14-T | Merge pay history records and travel claims January Y1IW2ENLMRG operator
command
15-T | Print prelist report of W2 records including Pay January Y17TW2ZREPORT operator
History and travel claims command
PR | Check report for accuracy January
16-PR | Edit W2 records with Edit program January WZ2ED17 program
17-T | Print prelist report of W2 records including Pay January Y17IW2REPORT operator
History and travel claims command
PR | Check report for accuracy January
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2017 W2 Task List (Part 4)

TASK WHAT WHEN HOW

18-T | Print and distribute W2 laser forms By 1/31 Y17W2LASER operator
command

19-T | Make W2 electronic transmittal file By 1/31 Y17W2FILE operator
command

20-T | Create transmittal totals report By 1/31 Y1IW2TFTOTALS operator
command

21-T | Save history files (Version H only) By 1/31 Y 1IW2S5AVE operator
command
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W2 Task Flowchart

 For another way of looking at the process, the same
tasks are presented in the following flowchart.

— Tasks to be performed by technical staff are indicated by the letter ‘T’.
— Tasks to be performed by payroll staff are indicated by the letters ‘PR’.

— Tasks to be performed by Account Payable staff are indicated by the
letter “AP”.

e More suitable visual tool for technical staff.
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W?2 Processing Task Flowchart

T denotes Technical Staff, PR denotes Payroll Staff,
AP denotes Accounts Payable Staff

5PR 5=t program | W2 Flowchart for
edl state 10 Tax Year 201?
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Sources of W2 Calculations

PH = Pay History W2ED17 = Entered Amts via W2 Program W2TC17 = Travel Claims entered

Field

Source

PH Gross

PH exempt gross
+ PH regular gross
+ PH CETA gross
+ PH federal gross

Tax Gross

PH gross
+ Car (PH car + W2TC17 amount)

+ W2ED15" "Fringe/Other” and non-qualified plans

+ GLI (group life insurance)

- NTX gross (PHNTX gross + PHPERS TS + PH STR3 T3)
- Tax shelter (PH tax shelter and/or W2ED17 1}

- Section 125 contribution

- Any other non-taxable amount

NTX Gross

PH NTX gross
+ PH PERS TS (tax shelter)
+ PH STRS TS (tax shelter)

+ Tax shelter (PH tax shelter and/or W2eD17 1)
+ Section 125 contribution

Deferred Comp

PH tax shelter and/or W2ED15"
+ Employer-paid W2EX15 and/or W2ED17 1

Box 11

2 ALLULE
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Sources of W2 Calculations
PH = Pay History W2ED17 = Entered Amts via W2 Program W2TC17 = Travel Claims entered

Box 12 Can have up to four amounts in this box. Each amount will have a code (letter) next to it:
C - Group term life cost of coverage over $50,000
J - Sick pay that cannot be included as income
D - Section 401(k) contributions
E - Section 403(b) contributions
F - Section 408(k)(6) contributions
5 - Section 457(b) contributions
H - Section 501(c){18)(D) contributions
M - Uncollected OASDI due on GLI
N - Uncollected Medicare due on GLI
P - Excludable moving expenses
R - Employer's contributions to employee’s Archer MSA (medical savings account)
S - Section 408(p) SIMPLE contributions
W - Employer’s contribution to employee’s health savings account
AA - Employee’s contribution to a Roth 401k
BB - Employee’s contribution to a Roth 403b
DD - Roth 457(b) and employer health coverage
Box 13 Boxes for statutory employee, retirement plan, and third-party sick leave
Box 14 Miscellaneous breakout for employee amounts for car, sheltered retirement, and fringe/other

Pension Plan Indicator Y if ret-system = 1 or 2 (at the time W2 data is extracted) or as set in W2ED17 ' program
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16 W2 Processing
|dentification Numbers

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

e State ID hand input when prompted or read from DISTRICT record.
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Opting Out of a Printed W2

e  Maintain W2 “No-Print” Authorizations W2NPMN.

* Program keeps track of employees who opt out of receiving a printed W2.
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W2NPMN — No Print Authorization

]

W2/10%9 Processing 39 - 55 DEMOMNSTRATION DISTRICT

File  Options Help+Video  Window

-
' : Lg

QS5/045815  — O *

Ii_|i_|i_|i_|i_|i_|i_|
(L1 gy g G g 3y G g B

m

- Tax Year 2017

- 1099 Processing

i i 1099-Mizc Prelist (TNSB17)

. - 1099-Misc Additional Data (TNFD17)
- W2 Processing

- W2 Option Maintenance (W2PO17)
W2 Prelist (W25B17)

‘.. W2 Data Edit (W2ED17)

- Tax Year 2016
- Tax Year 2015
- Tax Year 2014
- Tax Year 2013
- Tax Year 2012
- Tax Year 2011
- Tax Year 2010
- Miscellaneous Options

- Maintain Health Care Control Records
i Maintain Health Care Adjustments
Maintain W2 "No-Print" Authorizations

Yr: 2008 Dist: 39 Site: 00 GS: W | 11/22/2017 | 1:41:12 PM
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W2NPMN Usersec

e Security parameters allow for “U” update and “1” Inspect

* District Access by “0” Login District, “1” Any District, “2” Change District
(Usersec CHGDIS)
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Maintain W2 “No-Print” Authorization — W2NPMN

) Maintain W2 "Mo-Print" Authorizations 3% - 055 DEMOMNSTRATION DISTRICT Q55/0ASI: — O >
File  Options
PRl PR
H® X | 2P 8
|PERSHII|‘.IIT, REALLTE 001006 3000-300-30000 Change [

Chstrict : | 39 “w | The Train USD

Employes IDISSN: |DD1DDE | Show S5M
Date Eff. Year Comment
Rescind: | |v | | | |
Consent Consent Rescind Rescind )
Diate Tax Year -onsent Comment Date Tax Year iescind Comment

1172272017 PallN Employee Consent

|Usersec U2 Yr: 2008 Dist: 39 Site: 00 GS: W | 11/22/2017 | 2:20:50 PM
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W2 Processing
2017 IRS Mileage Payments

e 2017 rate is S0.535 per mile

* Mileage payments in excess of Federal Government allowance must be
reported.
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22 W2 Processing
Imputed Paylines

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

* Imputed paylines needed to be processed on a payroll dated 12/31/2017
or earlier.
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Which Employees Get Printed

 Employees must have a pay history record to print on the W2 report.

* They will not print even if there is Travel Claim extracted.
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W2 Processing
Voluntary Deduction 8999

* Group Life Insurance (GLI) is defaulted to Voluntary Deduction code of
8999 in QSS/OASIS payroll software.
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W2 Processing
Cell Phones

* Fringe benefits such as cell phones provided by employer are subject to
FIT, SIT, OASDI and Medicare taxes.
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W2 Processing
Default Deferred Compensation

* Determine default for Deferred Compensation plans

* Determine additional plan codes for alternate deferred compensation.

f\), HARRIS e o e e AL A Bt o e e s o e e . Financial Solutions

‘\\.J School Solutions



27

ALLGUE

200 ] O lh R b

Sort Options for Printing
#1 District, Name (default)

Dastrict, name (just as in transomttal file}

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

Zip code (suggested 1f vou mail W2s)

Dastrict, pay location 1, pay code, name

Distnict, pay location 2, pay cede, name

Dastrict, pay code, pay lecation 1, name

Dhstnict, pay code, pay location 2, name

. Name, district number

. Name, district number, pay location 1
. Name, district number, pay location
. Name, district number, pay code

. Z1p code (same as 3.)

. Name, district number, pay lecation 1

. Name, district number, pay location 2, pay code
. Name, district number, pay code, pav location 1
. Name, district number, pay code, pay location 2

I
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W2 Processing

Submitting to IRS

* Send Copy A of W2 forms (Wage and Tax Statement) to the SSA (Social
Security Administration) by

January 315, 2018.
 NOTE: This is a change from prior years — started for Tax Year 2016!

)
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W2 Processing
Considerations and Cautions

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

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

Other Considerations and Cautions

e State ID entered in District Master file.
* How to handle Employees with no SSN.
e Security USERSEC setups for W2 processing.

« W2PR17 Export File changes for 2017

fr\,} HARRIS Copyrigt School Solutions. All Rights Reserved. Do not copy or distribute without written permission from Harris Schoel Solutions . Financial Solutions

School Solutions

\N



31
W2 Usersec Security

(MTUS Manual)

Table 2-240: User security records for the TAX module

USER SECURITY  ALLOWS YOU TO DEFINE OPTIONS FOR PAGE
TNFDOS 1099-Misc Additional Data (TNFD09) command 2-305
TNFDyy 1099-Misc Additional Data (TNFDyy) command? 2-305
TNSByy 1099-Misc Prelist (TNSByy) option 2-306
TNVIEW View 1099 Image option 2-307
WaC Lookups/Upleads command 2-307
WZ2EDvyy W2 Data Edit (W2EDyy) option on the tree view 2-308
WZ2EDMASK SSN mask to use for W2 Data Edit (W2EDyy) option 2-308
W2HCVD Maintain Health Care Control Records command 2-309
W2NPMN Maintain W2 “No-Print” Authorizations command 2-309
W2POyy W2 Option Maintenance (W2PQOvyy) option 2-305
W25SByy W2 Prelist (W2SByy) option 2-310
W25RCH Search for Employees form options 2-311

W2VIEW View W2 Image option 2-311

a. The notation vy refers to the tax year, such as 11 for tax year 2011.
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W2 2017 Security

About O55/045]5 Q55 ControlCenter - Software Version: 000.0 11/22/2017 2:25:11 AM

Opticns
% ASSF0ASIS Q5SS ControlCenter . .
/ & uintessential gchuulsystems Svstem Info ok
Copyright[c] 1993 - 2015
Refresh
) i : i Userzec
Search for Uzersec or parameters: |171 Lizt User Security for this program |
Program 1234567890123456789012345678901234567890123456789012345678901234567890 |Origin Hame/User/District Y
WEHAMN LT T T STISER DEA11
W2HCVD B T SCLOBAL
WZNP}m UZAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAA $USER DEAll
H2m14 ImnnAJ\AAAAAAJ\AAAnnnnnnnnnnnnAnnAnnnnAAAJ\nAnnnnnnnnnnAnnnnnnnnnnnnnnnn $.|;IDBHL
WZmlE Im.l\.l\AAAAA.AAA.I\An.AAAA.AAAAAAAAAA.l\.l\AAAAA.AAA.l\.l\AAAAA.AA(\AAAAAAAAAAAAAAAAAAAA $'G-LOB.EL
Hzmlﬁ NNYAAAJ\AAJ\AAAJ\AnJ\.AAAAAAJ\AnAJ\AAJ\AnAJ\AAAAAJ\AnAJ\AJ\AAnAJ\AAAAAJ\AA\AJ\AAAJ\AJ\AA $GIDBHL
W2SB14 YA AR AAAAAAARAAD DDA DA AR ADARAAN AN R DA RARDNADDR AR A ANAD RN RN AN ADD DR ARAD SCLOBAL
W2SBl1& R T T T T SCLORAL

L
=TT OTILT BT B T Y ETADRT
Program Info | Package Info 1. USERSEC |
Ol for pse v 055 or offents af 55 Print Screen

Portions copyrighted by : Microzoft Corporation
Save screen to file

Copyright © Quintezzential School Systems 1933-2015. All Rights
Reszerved. This program iz protected by copyright law and
international treaties. nauthorized reproduction or distibution of this
progranm or aty part or it, may result in gevere criminal and civil
penalties, and will be prozecuted to the maximum extent pozsible.

Copy version,

package and

uzerzec info ko
clipboard and file

Grid Qutput

Capture Screen I
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W2 Processing
District Record containing State ID

/i View Districts 07 - Q55 DEMONSTRATION DISTRICT QSS/0ASS | = | @ |[eE3a)
Options
HX O X dagoa g
Inspect
Diistrict Codes ;| |[IEggekgs

Drigtrict Mumber ;

Marne : |DSS UWIFIED SCHOOL DISTRICT
Address |2'I 21 5 EL CAMIMO REAL, D200

City : |S4N MATED State: |Ca  «|  Zip 944030000

SUND e |E|4I]24I]3EI FICA 1D : |EE|-EIE|338E!5

YWorkers Comp Rate : |1.7526 SIT 1D |BEIEIE|EB45

Ret-spstern 1/3 Option : |Pickup Percent : |0.0000
Fiet-systern 244 Option © | Bath - Percent : |4.2000

FICA Option: [~

Audit Information

1D Daa? Date: 0540542005 Tirne: 03:43:05 P

¥r:1997 Dist07 Sitesl G W | 1172772010 11:51 AW
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Task 1-T (Tech)
Install Version H W2/1099 Release

Task 1-T for Version H: Installation of TX16 Release
Step 1—Obtain User Manuals from the Q5SS Web Site
Step 2—Distribute Materials
Step 3—Download the TX16 Installation File from QSS Web Site
Step 4—Transfer and Restore Installation File to Your HP 3000
Step 5—Build New Release and Archive Groups
Step 6—Restore Files
Step 7—Archive Current Versions of Released Files
Step 8—Integrate Release Files into Standard Groups
Step 9—Move Updated Files into Production
Step 10—Copy Process Control and Printer Environment Files
Step 11—Move W2 Transmittal File Program into Production
Step 12—Copy Last Year's Control Files
Step 13—Modify UDCMENU
Step 14—Integrate W2 and 1099 UDCs for 2016
Step 16—Store Archive Files to Tape
Step 17—Set Up Menu Options and User Security

3-4
3-6
3-9

3-10
3-10
3-10
3-11
3-11
3-12
3-14
3-17
3-18
3-19

. Financial Solutions
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Task 1-T (Tech)
Install Version L W2/1099 Release

Task 1 - T for Version L: Installation of TX16 Release
Step 1—Install Current GS Releases
Step 2—O0Obtain the TX16 Release
Step 3—Unzip the TX16 Release Files

Step 4—Install the TX16 Release (Control Files and Command
Files)

Step 5—Install Form Files for W2 Forms
Step 6—Install Form Files for 1099-MISC Forms
Step 7—>Set Up User Security

3-23
3-23
3-23
3-23
3-26

3-28
3-32
3-34

. Financial Solutions
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W?2 for Tax Year 2017

W2 Program Options
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Task 2-PR

Maintain W2 Program Options (W2P0O17)

&

File  Qpticns

=
4 ' Lg

W2/1099 Processing 39 - 455 DEMOMNSTRATION DISTRICT Q55/04515  — O >

Help+Video

(P g O O O OO IO O
(LN g il o B o il ol ol B

m

- Tax Year 2017

EI- 1099 Processing
© - 1099-Misc Prelist (TNSB17)
i i.1099-Misc Additional Data (TNFD17)
- W2 Processing
W2 Option Maintenance (W2P0O17)
-~ W2 Prelist (W2SB17)
‘. W2 Data Edit (W2ED17)

- Tax Year 2016
- Tax Year 2015
- Tax Year 2014
- Tax Year 2013
- Tax Year 2012
- Tax Year 2011
- Tax Year 2010
- h_isnellm Options

- Maintain Health Care Control Records
- Maintain Health Care Adjustments
i Maintain W2 "No-Print™ Authorizations

Yr: 2008 Dist: 39 Site: 00 GS: W | 11/22/2017 | 2:48:53 PM
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W?2 Option Maintenance (W2P0O17)

W2 Program Option Maintenance

4 2017 W2 Option Maintenance (W2P017) 38 - OS5 DEMONSTRATION DISTRICT Qss/04..  — O x

File  Options

X |08 B

W2P017:

Inspect

Program Option Name Source Year 17

WZEX1T - Basic/Default settlngs used to control how W2 data is accumulated
W217DC - Employee /employer vol-ded detail, vol-deds for alt. defemed comp. plans
W217CC - Vol-deds for dependent care
DEFMED - Defemed Medicare
W2STID - Edit mask for State EIM
W217DX - Additional vol-ded ranges when W2170DC space is exceeded
W217FA - Vol-deds used during the yearto reduce 51T wages but not FIT
W217CX - Bdtension vol-deds for W217CC
W217DR - Vol-ded ranges for Roth
W2175A - Vol-deds used during the year to reduce FIT wages but not SIT
WZ17HS - Vol-deds for Employer HSA
W217HC - Employer-Sponsored Health Plan Reporting
W217HX - Bdension codes for W217HC
W217RS - Retirement System ovemide values
W217RX - Bdension values for W217RS
WZ17RR - Vol-deds for retirement refunds that affect NTX wages

WETILA

W217DR
W217SA
W21THS
W217HC
W217HX
W217RS
W2TTRX

W2P017 Controls whig

Bl REEAAEERERR

W217RR

|Usersec NNy [ ¥r: 2008 Dist: 39 Site: 00 GS: W | 11/22/2017 | 2:51:05 PM
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W?2 Option Maintenance (W2P0O17)
Control Window Access

#2017 W2 Option Maintenance (W2P0O17) 35 - Q55 DEMONSTRATION DISTRICT QSs5/0A.. — O >

Eile  Options

Xt Bw

W2P017: Inspect
Program Opticn Name | W2P017 ~ Source Year 17
W2P017 Controls which program-option records can be maintained
W2EX17
W2170C
W217CC
DEFMED
W2STID
W2170x
W21T7FA
W217Cx,
W217DR
W21754
W217HS
W217HC
W21THX
W217RS
W217RX
W217RR
|usersec: iy | Yr: 2008 Dist: 39 Site: 00 GS: W | 11/22/2017 | 2:53:07 PM
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ALLULE
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School Solutions

W?2 Option Maintenance(W2STID)
State EIN Edit Mask

4 2017 W2 Option Maintenance (W2PO17) 39 - Q55 DEMOMSTRATION DISTRICT 0585/ 0A.. — | >
File  Dptions
) ¢ L] = NS
W2STID: J000-X000(-X Inspect
Program Option Name | W2STID -~ Source Year 17

The edit mask can contain up to 17 characters. The following table descnbes
how the mask interprets each character in your EIN.

Character  Interpretation
X For each "X, print one character of the State EIM

[f the EIM iz iz greater than the number of Xz, the mask will print
only the number of characters equal to the number of Xs.

For example, if the number of characters in the EIN iz & but there
are anly 6 s, then only the first 6 characters of the EIN will print.

A°-"will cause a hyphen to be inserted in the State EIN.

L
=
=T}
[z}
n
[T}

Each blank space in the mask inserts 3 blank space in the printed State EIN.

|usersec: NNY [ ¥r: 2008 Dist: 39 Site: 00 GS: W | 11/22/2017 | 2:54:38 PM
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W?2 Option Maintenance (W2EX17)
Configure W2 Extract Program

4 2017 W2 Option Maintenance (W2PO17) 39 - Q55 DEMONSTRATION DISTRICT ~ QS5/... - O x

File  Options

H® X - Q7 Fw

W2EX17: NYSNYNYNOINYFX4321NYNYD1379991111012345678930 M
Program Option Name | W2EX17 ~ Source Year 17
W2EX17 Basic/Default settings used to control how W2 data is accumulated -
1. Pay History Category 115 treated as GLI7 H| (Y=Yes/N=No)
2. Pay History Category 215 treated as Dependent Care? ? [Y=Yes/N=No)
3. Pay History Category to use for 3rd Party 5L (0=none)? ? (0.3-5)
4 Should imputed gross amounts be treated as GLI7 ? [Y=Yes/N=No)
5. Back 'CAR’ amounts out of W2 Gross? T [Y=Yes/N=No)
6. Print STRS/PERS pickup amounts in Box 147 ! T [Y=Yes/N=No)
7. Print Alternate Retirement amounts in Box 147 ? [Y=Yes/N=No)
8. Client-defined field for SSHM flag (01 to 30)7 EJ.: (00 = None )
9. Set Retirement flag for ret-system 5 and vol-ded B84ux? ? (YINIX)
10. Do you have a New York Fringe Benefit warrant number? ? [Y=Tea/N=No)
11. Default code for reporting TSA amounts in Box 127 ? (VEFIGIHIS )
12. BExtract only districts defined in CTWZTP17 control file? T YINIX )
13 Alternate GLI VD-NO: Back GLI amis out of W2 Gross? | N| (Y=Yes/N=No)
14. Set pension flag for TSA = D? For any Ret-CTD = 07 ? [Y=Yes/N=No)
15. Report employee gross in multiple states? T [Y=Yes/N=No)
16. Default state code (when #15=Y and code in history=00)7 EJ.:
17. Pay History Category to use for Employer DC (0=none)? ? (0.3-5)
18. Additional alt-ret VD range? :aﬂ— 1111
i159. Set Ret. flag for ret-system 5 when pay-code w-\W2prt: F\JDoDn;j
[usersec: nny [ ¥r: 2008 Dist: 39 Site: 00 GS: W | 11/22/2017 | 2:56:42 PM
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W2 Option Maintenance (W217DC)

Deferred Compensation Voluntary Deductions

~\)
f‘\é Is-clhéllgaﬁ.log

W 2017 W2 Option Maintenance (W2PCO17) 39 - Q55 DEMONSTRATION DISTRICT - Q55/... — O *
Eile  QOptions
W217DC: NYNYNDSOOOES0D1F9002G9003H9004D9005590060821358214 Change
Frogram Option Mame | W217DC ~ Source Year 17

W217DC Whether to extract employee and./or employer vol-ded detail, and vol-deds to use for alt. deferred comp. plans when e
detail

Report employee contributions for deferred compensation? [Y=Yes/N=No

Repart employer-paid amounts for deferred compensation? [¥=Yes/N=No/l<tended)

Report vol-ded 8599 amounts as GLI7 [Y=Yes/N=No
Report section-125 amounts separately? [Y=Yes/N=No
Report 8400 with subjectivity (1-3) as Ret-2T57? [Y=Yes/N=No
Altemate Defered Compensation Flans:
Plan Code ‘ol-Ded Code Flan Code Vol-Ded Code

B

8001

3002

o
[
[
Lad

2003

[a][=][w]

(5]
(]
=
%

[=][e][=][=][=]

MNote:

This option record is used if you intend to accumulate deferred compensation
amounts from warrant history.

It is also used when your organization has multiple plans to which employees
contnbuted durning the year.

It glso is used when you want to separately identify section-125 amounts
and/or treat alt-ret (84:0x) as ret-3.

Usersec: HNY [ ¥r- 2008 Disk: 39 Site: 00 GS: W | 11/22/2017 | 3:07:50 PM
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W2 Option Maintenance (W217DX) Deferred
Compensation Voluntary Deduction Ranges

) 2017 W2 Option Maintenance (W2P017) 39 - Q55 DEMOMNSTRATION DISTRICT G55/

— O *
File  Options
H®X|) Q»Ew
W217DX: D90019002 Change
Program Cption Name | W2170¥ - Source Year 17

W217DX Additional vol-ded ranges when W217DC space is exceeded

Alternate Deferred Compensation Flans Extension (Reguires W2170C)

- |9002

[ ]
I
[ ]
L]

LI

Mate:
This option record is used to extend the W217DC record if you have
more vol-ded codes than can be setup on the W217DC screen.

This option record allows for up to 5 ranges of vol-ded
codes to be associated with an alternate plan code.

|U5ersec: NINY

[ ¥r: 2008 Dist: 39 site: 00 G5: W | 11/22/2017 | 3:09:23 PM
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W2 Program Option Maintenance (W217DR)
403b/401k/457b Roth Contributions (Box 12)

@ 2017 W2 Option Maintenance (W2P0O17) 39 - OS5 DEMONSTRATION DISTRICT  O55/.. — O *
Eile  Options
P
H® X ) Qv iw
W217DR: 160006002 Change
Program Option Name |W2170R ~ Source Year 17

W2170R Vol-ded Ranges for Roth (post4ax) contrib. to 407k/403b/457b plans

Roth (after-tax) Compensation Plans

Plan Code  Vol-Ded Code Range

e
L

! 6000 | - (6002

|
[
|

L]

Note:

This option record is used to define which vol-ded ranges are used
for Roth (after-tax) contributions to 403b/401k/457h plans.

These vol-ded ranges should NOT be in the Shooe range since they are after-tax.

Theze amounts will be reported on the W2 in box 12 using codes
Ap for Roth 401k, BE for Foth 403b, and EE for Roth 457b.

Flan code 'T" equates to AL,
Plan code '2' equates to BB
Plan code '3’ equates to EE

|Usersec: NNY [ ¥r: 2008 Dist: 39 Site: 00 GS: W [11/22/2017 | 3:18:00 PM
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> W2 Option Maintenance (W217CC) Dependent Care
Sec125 Voluntary Deductions

#2017 W2 Qption Maintenance (W2P017)39 - Q55 DEMOMNSTRATION DISTRL.. — O >
File  Options
HOX|) QPP
W217CC: YNODD1 Change
Brogram Option Name |W217CC Source Year 17

W217CC Defines which vol-deds are used for dependent care

Report employes contributions for dependent care? [r=res/N=No)
Report employer-paid amounts for dependent care? [r=Yes/N=No)
Dependent Care Vol-Ded Codes

Vol-Ded Code Vol-Ded Code
0001

LLLE
11NN

Mote:
This option record is used if you intend to accumulate
deferred dependent care amounts from warrant history.

|Usersec: NNY [ ¥r: 2008 Dist: 39 Site: 00 GS: W | 11/22/2017 | 3:49:23 PM
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4 W2 Option Maintenance (W217CX) Dependent Care

ALLGUE

=

Sec125 Voluntary Deductions

& 2017 W2 Option Maintenance (W2P017)39 - Q55 DEMOMNSTRATION DISTRL.. — O *
Eile  Options
H® X |/ QP iEw
W2170: 0002 Change
Program Option Name |W217C¥ ~ Source Year 17

W217CK Bxtension vol-deds for W217CC
Dependent Care Vol-Ded Codes

Vol-Ded Code Vol-Ded Code
0002

LLLE
11N

Mote:
Thi= option record 1= used if you intend to accumulate
deferred dependent care amounts from warrant history.

|Usersec: NNY [ ¥r: 2008 Dist: 39 Site: 00 GS: W | 11/22/2017 | 4:03:29 PM
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~\)
f‘\é Is-clhéllgaﬁ.log

W2 Option Maintenance (W217FA)

Voluntary Deduction Ranges Add Back FIT

W 2017 W2 Option Maintenance (W2P017) 39 - G55 DEMONSTRATION DISTRICT O55/0A.. — O *
File  Options
H® X |/ QPaw
W217FA: 00010002 Change
Program Option Name | W217FA Source Year 17

W217FA Defines which vol-deds were used during the year to reduce SIT wages that should NOT have reduced FIT wages

FIT Subjectivity Add Back Definition

Wol-Ded Code Range
0001 | - (D002

L
I

Mote:
This option record 1s used to define vol-ded ranges for vol-deds
that are intended to reduce SIT wages, but not to reduce FIT wages.

QASS/0ASIS payroll does MOT differentiate FIT/SIT subjectivity
for deductions to support pre-tax SIT but not to support pre-tax FIT.

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

|usersec: NNY [ ¥r: 2008 Dist: 39 Site: 00 GS: W | 11/27/2017 | 8:02:16 AM
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W2 Option Maintenance (W217SA)
Voluntary Deduction Ranges Add Back SIT

@ 2017 W2 Option Maintenance (W2PO17) 39 - Q55 DEMONSTRATION DISTRICT Q55/04.. — O >
File  Options
H® x|/ Qv Hdw
W2175A: 00010002 Change
Program Option Name | W217548 -~ Source Year 17

W2175A Similar to W217FA, but for vol-deds that reduced FIT but NOT SIT
SIT Subjectivity Add Back Definition

Wol-Ded Code Range

Mote:
Thi= option record is used to define vol-ded ranges for vol-deds
that are intended to reduce FIT wages, but NOT SIT wages.

QSSI0ASIS payroll does NOT differentiate FIT/SIT subjectivity
for deductions to suppaort pre-tax FIT but NOT pre-taoc SIT.

Therefore SIT wages must be adjusted by adding back the amounts
for correct W2 reporting.

|usersec: NNy [ ¥r: 2008 Dist: 39 Site: 00 G5: W | 11/27/2017 | 9:03:37 AM
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W?2 Option Maintenance (W217HS)

Add Employer HSA Voluntary Deduction Codes

& 2017 W2 Option Maintenance (W2P0O17) 39 - G55 DEMOMNSTRATION DISTRICT O55/0A.. — O >
Eile  Options
HO® X/ QP Pw

W217HS: 00020003 Change

Program Option Name | W217HS Source Year 17

W217HS Defines which vol-deds are used for Employer HSA

Employer Contributions to HSA Definition

=

'ol-Ded Code Range

Mote:
This option record is used fo define vol-ded ranges for vol-deds that are used
to provide an employer contnibution to an employee's Health Savings Account.

Lmounts accumulated here are reported on the W2 in box-12 wath a code "W

|usersec: NNy [ ¥r: 2008 Dist: 39 Site: 00 GS: W | 11/27/2017 | 9:05:59 AM
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W2 Program Option (W217HC)
Employer-Sponsored Health Plan Reporting

) 2017 W2 Option Maintenance (W2P0O17) 39 - G55 DEMONSTRATION DISTRICT 055/0A.. — O 4
File  QOptions
H® X |, QP Ew
W217HC: OBCO0040005 Change
Program Option Name |W217HC ~ Source Year 17

W217HC Defines rules/codes used for Employer-Sponsored Health Plan Reporting
Cost of Employer-Sponsored Health Coverage (Box 12, code=0D)

lUse by-District 'H' vol-ded settings flag (N/OQ/DVM):
0 = Only use by-DI settings; ignore global niles w

Global Rules

How to treat EE/ER:
B - both employees + employers

£

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

aoo4 Q005 | V= vol-ded number

T
LG

Usersec: NNY Yr: 2008 Dist: 39 Site: 00 GS: W | 11/27/2017 | 9:08:39 AM
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> W2 Program Option (W217HX) Extension
Employer-Sponsored Health Plan Reporting

9 2017 W2 Option Maintenance (W2PO17) 3% - Q55 DEMOMNSTRATION DISTRICT Q85/0A.. — Od >
Eile  Options
H® X |, 6 Jo B ERNG
W217HX: VOOO70008 Change
Program Option Mame | W217HX ~ Source Year 17

W217HX Bdension codes for W217HC

Cost of Employer-Sponsored Health Coverage (Box 12, code=00) Extension
(Reguires W217HC)

Global Rules

Option Vol-Ded Code Range Option values
C = vol-ded class
. Q0007 -

000 W = vol-ded number
L]
L]
L]
L]

DDDDI
BNRRH

Usersec: NNY Yr: 2008 Dist: 39 Site: 00 GS: W | 11/27/2017 | 9:09:58 AM
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ALLGUE

W2 Program Option (W217RS)
Retirement System override values

2017 W2 Option Maintenance (W2PO17) 39 - Q55 DEMOMNSTRATION DISTRICT Q85/0A.. — O >
Eile  Options
HOX P Q8w
W217RS: no record found. Create new record for year 17 Change
Program Option Name |W217RS ~ Source Year 17

W217RS Retirement System overide values

L DJEH) O e DR LR
L DJEH) O e DR LR

Mote:

This option record is used to define retirement system values which overrides
the existing hardcoded values in W2EX17. The pension flag 1s set by default
for RS values 01/02 and the logic for alt-ret assumes 0515725, If your
retirement setup uses different values then fill out this opion record.
‘whatewver you enter here will override the built-in values so you MUST include
all retirement system values you want to evaluate. The format of input is:

RS = Retirement system value (01-93)
f ="F - Employess with this RS should have the W2 retirement plan flag set

‘% - Employees with this RS are possible members of alternate-retirement
# =Which pre-tax bucket (1 or 2) to be used in cases where we have to use
the RS value to determine this value

Usersec: NNY

Yr: 2008 Dist: 39 Site: 00 GS: W | 11/27/2017 | 9:18:02 AM
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W2 Program Option (W217RX) Extension
Retirement System override values

& 2017 W2 Option Maintenance (W2P017) 39 - Q55 DEMONSTRATION DISTRICT Q55/0A.. — O >
Eile  Options
W217RX: 01P Change
Program Option Name | W217R¥ -~ Source Year 17

W217R¥ Edension values for W217RS5

(NN I
N A O I O

Maote:

This option record is used to define retirement system values which overrides
the existing hardcoded values in W2EX17. The pension flag is set by default
for RS values 01/02 and the logic for alt-ret assumes 0515725 I your
retirement setup uses different values then fill out this opiion record.
Wwhatever you enter here will override the built-in values so you MUST include
all retirement system values you want to evaluate. The format of input is:

RS = Retirement system value (01-93)
f='P - Employees with this RS should have the W2 retirement plan flag set

" - Employess with this RS are possible members of alternate-retirement
# =Which pre-tax bucket (1 or 2) to be used in cases where we have to use
the RS value to determine this value

| Usersec: NNY

[ ¥r: 2008 Dist: 39 Site: 00 GS: W | 11/27/2017 | 9:21:07 AM
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W2 Program Option (W217RR)

Vol-deds used for retirement refunds (New in TX17)

ALLGUE

‘\\.J School Solutions

#2017 W2 Option Maintenance (W2P017) 39 - 055 DEMONSTRATION DISTRICT Qss/04..  — O 4
File  Options
H® X ° Q»Pw

Change

W217RR: 1100022100169993799925000
Source Year 17

Program Option Name | W217RR ~
W217RR Vol-deds used for retirement refunds that affect NTX wages

Retirement Refund Vol-ded Numbers
Ret # Wol-Ded Code  Ret# Wol-Ded Code Ret# Wol-Ded Code

63395

5000

1000

[ | 3 |

BHE
[ L]

JLIE
LT

Mote:
This option record is used if you used a vol-ded number in the 1-7999 range for the purpose of

refunding previously withheld amounts for retirement that affect taxable wages and want to
make sure the pre-tax breakouts are correct for these refunds.

Usersec: NNY Yr: 2008 Disk: 39 Site: 00 GS: W | 11/27/2017 | 9:22:14 AM
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Set up Control Files
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Task 3-T
Set Up Control Files

e CTW2TP17 - contains Federal EIN for each district
e CTSUFFIX = Custom list of suffix names.
e CTWZ2RA17 — Submitter Address for W2 transmittal file

« CTWZ2RP17 — Defines custom report layouts for W2 Prelist (W2RP17).

7\\,) HARRI S Copyrig! School Solutions, All Rights Reserved. Do not capy or distribute without written permission from Harris School Solutions . Financial Solutions
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Zero out YTD Totals
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Task 4-T (Tech)
Zero Out YTD Pay Stub Totals for Payroll
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PAY790
Version H and L Commands

Version H (HP e3000)

The command you should type at the command prompt 1s shown below in underlined text.
The rest of the information is what will be displayed onscreen as a result of your command.

HELLO MGR.QSSUSER
RUN PAY790.!PPSCH.!PACT

Version L (Linux)

The command you should type at the command prompt is shown below in bold text. The rest
of the information 1s what will be displayed onscreen as a result of your command.

Log on the your linux server as gssopr, then execute the following underlined
commands.

S $0SS ROOT/$QSS BINSCH/pay790
PAY790 L.00.00 built 12/13/13 13.41 Zero CTD/QTD/MTD Totals

7\\,} HARRIS S T R e e T B o A e e e e e RS S . Financial Solutions
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W?2 for Tax Year 2017

Obtain User ID and
Password from SSA
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Task 5-T (Tech)

Obtain User ID and Password for File Submission

All submitters must obtain a User Identification (User ID) and Password. You do not
need a new User ID every year. as long as vou change vour Password at least once
every 365 days.

To obtain your User ID/Password:
o Access the Intemet at www.socialsecurity.gov/emplover.

O TInder "Flectronic Filing." select Flectronically File Your W-Jx
(This will take you to http://www.ssa.gov/bso/bsowelcome htm )

0 Click on the Register button. Then follow the instructions.
You will creale your own Password as parl of (he regisiralion process.

or

If you already have a User ID/Password. click Login to access, verify. or update
your account information.

O Tf, for any reason, youn are nnable to register online. call 1-800-772-5270
Monday throngh Friday. 7 a.m. to 7 p.m.. Eastern Time to complete the
registration.

Include the User ID in the submitter record you send to the SSA. Use the Password
with the User ID 1o access the Online Wage Reporting Service.

ﬁ\k HARR.IS Sehool Solutions. AllRights Reserved. D y or distribute without written pe from Harris School Soluti . Financial Solutions
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W2 Prelist Options
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Task 6-PR
Preliminary W2 Prelist Run Options

&9 2017 W2 Prelist (W25B17) 39 - 55 DEMOMNSTRATION DISTRICT 055/QASI5 — O >
Eile  Options
H £ )4 Q ’? [} Current Year
Report Selections  Select Field Ranges
District: |33  ~ | The Train USD
Report Format: o
Run Option: F - Prelist
un Uption: g Reasonability check (OASDI/Medicare)
5 - Selected field value range
Print W2ED17 changes made since: [Fun option = 2 only)
SSN Mask (# digits setto'0)? | | (0=none, 1-8=mask, UR=ExtRef
Client field for ssn flag: Use 01 - 30, or 00 for none
Set pension flag if At-Fetire: B vol-deds only (YN
Report layout: I:I Leave blank for default layout,
use 01-99 for customer defined custom layouts.
|Usersec YY Yr: 2008 Dist: 39 Site: 00 GS: W | 11/27/2017 | 9:26:33 AM
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W?2 Prelist
Run Option 1 (Temp File)
Run Option 2 (Extract File)

9 2017 W2 Prelist (W25B17) 39 - Q55 DEMONSTRATION DISTRICT Q55/04515 — O x

File  Options

H 24 x Q ? @ Current Year

Report Selections  Select Field Ranges

District: |33  ~ | The Train USD

Report Format: | P - Prelist w

Run Option: e

1 - Bdract and then print
Print W2ED17 changes made since: |2 - Use existing extract/ W2 edi file

SSM Mask (# digits setto 0707 D (O=none, 1-S=mask, L'R=ExtRef)
Client field for ssn flag: Use 01 - 30, or 00 for none
Set pension flag if Alt-Fetire: B vol-deds only (YN

Report layout: I:I Leave blank for default layout,
use 01-55 for customer defined custom layouts.

|l.lsersec: YY

[ ¥r: 2008 Dist: 39 Site: 00 GS: W | 11/27/2017 | 9:27-:40 AM
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A

W?2 Prelist
Print W2ED17 Changes only

9 2017 W2 Prelist (W25B17) 39 - 55 DEMOMNSTRATION DISTRICT 55/ 0ASIS
File  Options

H o4 X -Z—; ? @ Current Year

Report Selections  Select Field Ranges

Distnict: |39~ | The Train USD
Report Format: | P - Prelist i

Run Option: | 2 - Use existing extract/ W2 edit file  ~

Print W2ED17 changes made since: 0171572018 |~ | (Run option = 2 only)

SSN Mask (# digits setto'0)? [ | (D=none, 1-8=mask, LR=ExtRef)
Client field for ssn flag: Use 01 - 20, or 00 for none
Set pension flag if Alt-Fetire: B vol-deds anly (YN

Report layout: I:I Leave blank for default layout,
use 01-59 for customer defined custom layouts.

|I.Isersec: YY

| ¥r- 2008 Dist: 39 Site: 00 GS: W | 11/27/2017 | 9:29:51 AM
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% W2 Prelist

Main Window Additional Report Settings

9 2017 W2 Prelist (W25B17) 39 - 55 DEMOMSTRATION DISTRICT Q55/0ASIS

File  Options

H o4 x Q ’? @ Current Year

Report Selections  Select Field Ranges

Dhstnict: |38 s« | The Train USD
Report Format: | P - Prelist et

Fun Option: | 2 - Use existing extract/ W2 edit file

Frint W2ED1Y changes made since: I:Iv (Run option = 2 only) f

SSN Mask (# digits setto 0)? | | (D=none, 1-8=mask, LIR=ExtRef)
Client field for ssn flag: Ise 01 - 30, or 00 for none
Set pension flag if Alt-Retire: & vol-deds only (YINX)

Report layout: I:I Leave blank for default layout,
use 01-59 for customer defined custom layouts.

|U5ersec:w

| ¥i- 2008 Dist: 39 Site: 00 GS: W | 11/27/2017 | 9:32:06 AM
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W?2 Prelist
“S” Report Option Select Field Ranges Window

" 2017 W2 Prelist (W25B17) 39 - OS5 DEMOMNSTRATION DISTRICT Q55/0ASIS - O >
File  Options
H A x Q ? [} Current Year
Report Selections | Select Feld Hanges
Selected field value range (available when the Report Format is "5")
Field Definitions Operations
Field oF Low Wal High %zl
* o rEe an e Field Definition OF  Defintion
L] Y - e - | ERE—
|:| | | | | | AND All Figlds NE |Not equal
I:I | | | | _ | AND  [AA | Roth 401k B Inclusive between
I:I | | | | B | AND AB Adapt. Ben MI Mot Inclusive between
LT Less than
R BB Roth 4030
I:I | | | | - | AND H o GT  |Greaterthan
I:I | | | | | AND S LE |Lessthan orequal
. CR__|CAR Alow GE |Greaterthan or equal
|:| e - | AND1pC | Def. Comp
[ ] ] |- | | DE |DE-DC/40%
Low/High value can be @ number or ane of the field IDs. EE | Roth 4570
The 2 char field 1D is precesded by $' and entered left justified. Bl JEC
Ex: SFG is Federal Gross. ER |ER-DC/403b
EX | Sub. EE B
'OF =EQ, NE, IB, MI, LT, GT, LE. GE -~ e o
|Usersec YY | ¥r= 2008 Dist: 39 Site: 00 GS: W | 11/27/2017 | 9:34:25 AM
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W2 Prelist

Report Totals

The following sample shows the default employee detail lines and the totals that print
at the end of each sort group.

35 Q55 DEMOMSTRATION DISTRICT W-2 PRE-LIST JI426 WZBEP15S E.15.01 12/06/15 PAGE 1
REGULAR GROTE SELECTION DATE: ALL DATA
FED GROSS OASDI-GR OASDI FIT SIT SDI CAR EE-DC ER-DC EE/403B EE/457 BOTE-40LK
FED TX-GR MEDI-GR MHEDICARE GLI FEKGE/OTH DEP-CARE NTX-GR SICK-PAY HOVE-EIP ER/403B ER/457 BOTE-403B
STA GROSS FIT-AB OTE-NTX RET-1/T5 RET-2/T5 RET-3I/I5 125 EMPLYR-HC UN-DASDI UTH-HMEDI 457-HOQF ROTE-457B
STA TX-GR SIT-AB CITY1-GRS CITY1-TAX CITY2-GRS CITY2-TAX SEBER EHPLYR-HA EMPLE HSA EMPLR MSAR OTHER-KQF RDOPT BEN
J00-00-0000 PERSNIKITY BREALLY BP:Y S5SL:N SF:N SE:NH US5:N XP:N BC:05 BR5:02 L1:0004 LZ:0000 SC:05
95535.00 94353.74 3962.85 119582 .35 2875.39% .00 .00 3800.00 LoD IE00.00 .o LoD
B3627.559 94353.74 1368.12 .00 .00 .00 12507.41 .00 LoD LoD 0o LoD
95935.00 oo oo oo 6326.15 .00 53581.26 .00 LoD LoD .o LoD
B3627.59 oo oo .00 .00 .00 .00 2000.00 .00 LoD .00 .00
300-00-0000 PERSON EEAL RP:¥ SL:H SF:N SE:NH U5:N XP:N PC:05 RS:02 L1:0004 LZ:0000 SC-05
95535.00 94353.74 3962.85 119582 .35 2875.39% .00 .00 3800.00 LoD IE00.00 .o LoD
B3627.55 94353.74 1368.12 oo .00 .00 12507 .41 .00 LoD LoD .o LoD
95935.00 oo oo oo 6326.15 .00 53581.26 1000. 00 LoD LoD .o LoD

REGULAR TOTALS FEDERAL GROSS OASDI GROSS OASDI FIT SIT EDI EE-DC
3 235805.00 2B306L.22 11888.55 35577.05 B626.17 Z0.00 11400.00 o.0o
EIC FED TX-GROSS HEDI-GROSS HEDICARE GLI FB/OTH NTX-GROSS EE /4038 EE/457
5.00 251512.77 2B3061.22 4104 .36 220.00 210.00 37522 .23 11400.00 o.00
FIT-AB STATE GROSS OTHER-HTX RET-1/15 RET-2/T5 RET-3/1I5 SECTION-1235 ER /4038 ER/457
o.0D 235805.00 o.00 0.00 20778 .45 0.00 L6743.78 o.0D o.0D
SIT-AB STATE TX-GROSS DEP-CARE SICK CAR HOVE-EXP ROTH/40LK ROTH /40386 ROTH/45TB
o.0D 251512.77 10.00 60.00 200.00 70.00 150.00 L&0.0D 170,00
ADOPTION EEN CITY1-GROSS CITY1-TAX CITY2-GROSS CITY2-TAX UH-0ASDI UH-MEDI EMNPLOYER/HSAR EMPLOYER/MSR
o.oo . 0.00 o.00 80.00 S0.00 100.00 110,00
45T-ROP EMPLOYER HC EMPLOYER Ha
s0.00 . 1120.00 1130.00

(‘ ,) HARRIS o T o g e e s b Financial Solutions
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09 Task 7-PR

Print Pay History Report (PAY830)
QCC Job Menu

= Job Menu 38-055 DEMOMNSTRATION DISTRICT

File View Options Help+Video Description (F1) Example (Ctri+F1)

BB > Fe0=¥H

Search found 2 lines.

Wi Show
" Tree ¢ Gnd {* "

Qss/0ASs [ |-G [l

Job Title
Payroll History ReportfLogon DI (PAYE30)
Payroll History Report/Select DI (PAYE30)

JCL Hame
PAYSE30LD.PAYS30LD
PAYE305D.PAYE305D

-

¥r:2015 Dist:39 Site:l | 11/22/2015 [12:59 PH

)

ALLLLE
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Pay History Report (PAY830) Main Window

o5 Request Pay History Report - Logon District { PAYS30 )

= e =)
File  Options
HPPEFJcF

Report Selections | Select Employees

Faor District:

39 - The Train USD |
Report Title

Select by Date Paid: « Andlor Select by Effective year:

=l

Quarter:

Compute Totals Rule; |
Include Terminated |Yas
ﬁl Pay Code ﬁl Pay Location

Select by Last Name Range

m

SSN Mask: [ No Masking |
Record Type: ’m Cancelled \Warr: |0|:uen and Cancelled j
Summary Level: | Detail - Each Employee on New Page: -
Pay-Line Detail: |N.:.ne ﬂ Position Summary: I—LI
Deduction Detail: [one | Account Detil: [None |

-

Y= 2015 Dist: 39 Site: 1 65: W | 11/22/2015 | 1:09:30 PM

ALLLLE
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Pay History (PAY830) DI/SSN Select Window

o5 Request Pay History Report - Logon District { PAYS30 ) E'@

File Optiu:uns

H2oZ P
oot Enplres

District'SSN

Employee Selection by SSN or EXTREF

QASS/0ASI5 HR/Payroll has support for selecting employees by SSN (3 digit social secunty number) or EXTREF (6 digit external
reference number) values. Screens with only S5N selection field(s) optionally support the selection by EXTREF using a three (3)
digit prefix followed by the six (&) digit EXTREF entered into the 55N selection field.

m

The opticnal EXTREF selection is enabled by setting the PAYEIS security parameter with the three (3) digit prefix which signals
the entered nine [9) digit value is to be treated as an EXTREF value when selecting the employee. The Q5SS/0ASIS program

which executes and selects employees must also be upgraded to support PAYEIS.
You do NOT have PAYEIS defined. Contact yvour QSS/0A5IS system administrator to setup PAYEIS support.

P&YE30 versions H.00.21 and later support PAYEIS. However, you do NOT have PAYEIS defined so you CANNOT select by EXTREF
an this screen. Contact your Q55/0ASIS system adminstrator to setup PAYEIS suppart.

-

| ¥r: 2015 Dist: 39 Site: 1 GS: W | 11/22/2015 | 1:12:01 PM

F\,) HARRIS Sehool Saktians, Al ights Reserued, Do ot copy o distribute without written permission from Harris Schoal Solutons . Financial Solutions
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W?2 for Tax Year 2017

Payroll History Adjustments
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73 Task 8-PR
Include Employees Without a Pay History Record
(PHUPDT)

£4* Payroll History 29 - The Train USD QSS/OASIS = R
File  Options  Window
CBE Add E% Add From |EL| Refresh H Save HSa\re and Close Delete |'=$Close g ,E; _
BUMSTEAD, DAGWOOD 001030 XXX-XX-BBEB AddMode
Payroll History | Inspect (PHUPDT) | Inspect Detail (PHINSP) | Warrant Distribution | CTD Totals

@ Reverse Amounts

Date pd 12/31/2015 Per. end 12/31/2015 Eff-Y 16 Gt 03 + Ploc 0001 APD 22 - Tax calc type R -

\wiarrant 99959901 FPay code 01 Ret-sys D_1| SC 00 CC 0D Status A Tax AMM. Factor 12 -

Exempt 000 +  QRegular 000 |+ Federal 000 + Ceta 000 Note: MEDI+ values
bset of
- Gross 000 - NTX 000 - TSA 000 + Fed/IG 000 Medoore values.
- STRS-TS: 0oo - PERS-TS 0.00 - RET-3 0.00 = FedTax Gross 0.00
+ StatellG 0.00 = State Tax Gross 0.00
0ASD| Gross 0.00 MEDI Gross 0.00 MEDI+ Gross 0.00 5Dl Gross 0.00 STRS Gross 0.00 PERS Gross
- Federal Tax 0.00 & Advance EIC 0.00 - DASDI 000 - Survive Ben 0.00 Add Vol Deds ?
- State Tax 0.00 - County Tax 0.00 - City Tax 0.00 - Local Tax 0.00
- STRS 0.00 - FPERS 0.00 - RET-3 0.00 -  Misc Deducts 0.00
- Medicare 0.00 MEDI+ 0.00 - SDI 000 = Met Pay 0.00 Eﬂlc Met Pay 0.00
Woluntary Deductions
CAR allowance 000  Emplr pd STRS 0.00
Deferred Comp 0.00  Emplrpd PERS 0.00 ‘

‘\\.J School Solutions
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o2

Task 9-PR Entering Adjustments

Pay History

ALLULE

g School Solutions

Delete. (=3 close | (] B

QSS/OASIS

Dooo AFD DO
o Status A
Ceta
FedIG

Fed Tax Gross

= State Tax Gross

0.00 STRS Gross

Survive Ben

Local Tax
Misc Deducts
Net Pay

0.00
0.00
0.00
0.00

0.00
0.00
0.00
0.00

s 3

&

Tax cale type -
Tax ANN. Factor 0D -

Note: MEDI+ values
are a subset of
Medicare values.

0.00 PERS Gross

Vol Dee B

Calc Met Pay 0.00

- Payroll History 39 - The Train USD
File Options  Window
S Add s AddFrom | g] Refresh H Save ||y Save and Close
BUMSTEAD, DAGWOOD 001030 XXX-XX-8888 Warrant: 99999901 12/31/2015
Payrol History |/ Inspect (PHUPDT) ! Inspect Detail (PHINSP) | Warrant Distribution | CTD Totals
4ty Reverse Amounts
Date pd Per. end EffY Qt 00 v Ploc
\Warrant 00000000 Pay code 00 Ret-sys 00 SC 00 cc
Exempt 000 Regular 000 - Federal 0.00 -
- Gross 000 - NTX 000 - TsA 0.00 -
- STRS-TS 000 - PERSTS 000 - RET-3 ) =
+ StatellG 0.00
0ASDI Gress 0.00 MEDI Gross 0.00 MEDI+ Gross 0.00 SDIGress
- Federal Tax 000 + AdvancsEIC 000 - 0ASDI 000 -
- State Tax 000 - County Tax 000 - City Tax 000 -
- STRS 000 - PERS 000 - RET-3 0.00 -
- Medicare 0.00 MEDI+ 000 - sol 000 =
Voluntary Deductions
CAR allowance 000  Emplrpd STRS 0.00
Deferred Comp 0.00  Emplrpd FERS 0.00
Catl 000 EmpirRET-3 0.00
Cat2 0.00  Emolr pd MEDI 0.00
Cat-3 000 Emplrpd FICA 0.00
Catd 0.00 RFU-1 0.00
Cat-5 0.00 RFU-2 0.00
RFU-3 0.00

s Reserved. Do

Benefit Adjustments

) Maintain Health Care Adjustments 39 - QS5 DEMONSTRATION DISTRICT QSS/OASIS == ===
File  Options
» p =
HO X | TE @ 8
[7 Change [
District : | 39 The Train USD
Tax year: 15
Employee ID/SSN: 1030 Hide SSH
Amourt  Date Warrant Code Type Comment
*
Total: 0.00
Usersec: U1 Vr: 2015 Dist: 39 Site: 1 GS: W | 11/24/2015 | 7:58:12 AM

on from Harris School Solutions Financial Solutions
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Pay History Adjustments

&= Payroll Histery 39 - The Train USD QSS/0ASIS ===
File  Options  Window
CEE Add E% Add From @ Refresh H Save HSa\re and Close Delete |':$C|05e C::';g Q Il&"‘ _
BUMSTEAD, DAGWOOD 001030 XXX-XX-8888 Warrant: 99999901 12/31/2015 AddMode
Payroll History || {| Inspect Detail (PHINSP) | Warrart Distribution | CTD Totals |
@ Reverse Amounts
Date pd Per. end Eff-Y Qt 00 ~ Ploc 0000 APD 0D - Tax calc type -
\warrant 00000000 Pay code 0D Ret-sys 00 SC DD CC 00 Status A Tax ANN. Factor 00 -
Exempt 000 + Regular 000 + Federal 000 « Ceta 0.00 Note: MEDI+ values
- Gross 000 - NTX 000 - TSA 000 Fed!IG oo pegsubsetol
- STRS-TS 000 - PERS-TS 000 - RET-3 000 = FedTaxGross 0.00
+ State/IG 0.00 = State Tax Gross 0.00
O0ASDI Gross 0.00 MEDI Gross 0.00 MEDI+ Gross 0.00 SDI Gross 0.00 STRS Gross 0.00 PERS Gross
- Federal Tax 0.00 + AdvanceEIC 000 - 0AsDI 0.00 - Survive Ben 0.00 Add Vol Deds @]
- State Tax 000 -  County Tax 000 - City Tax 000 - Local Tax 0.00
- STRS 000 - PERS 0.00 - RET-3 000 -  Misc Deducts 0.00
- Medicare 0.00 MEDI+ 000 - =] 000 = Net Pay 000 Calc Net Pay 0.00
Wolurtary Deductions
CAR allowance 0.00  Emplr pd STRS 0.00
Deferred Comp 0.00  Emplr pd PERS 0.00
Cat-1 0.00 Emplr RET-2 0.00
Cat-2 D00 Emplr pd MEDI 0.00
Cat3 D00 Emplr pd FICA 0.00
Cat-4 0.00 RFU-1 0.00
Cat-b 0.00 RFL-2 0.00
RFU-3 0.00

g School Solutions
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Voluntary Deduction Adjustments Pay History Form

& Add Vol Deds

0]
]
4

File  Options

OXPaE

Empe Amt Empr Amt Subij

0000 - WO DEDUCTICN ASSIGNED ’ Add ] | | L+

0001 - CHILD/FAM SUPPORT & &

0002 - Central Valley Trust | | S]

0004 — MORE-SPECIAL-DEDS e | | [:]

0005 - ONE-MORE-SPECIAL-DED

000: - MISC-VOL-DED-VENDOR | | [:]

0008 - BlueCross-TJER-B

000% - BlueCross-TJEA-C | | [:]

0010 - MISC-VOL-DED-VENDOR | | E]

0011 - MISC-VOL-DED-VENDOR

0012 - MORE-SPECIAL-DEDS | | L]

0013 - MISC-VOL-DED-VENDOR | | L~

0014 - BlueCross-TJBA-D 10th | | E]

0015 - Blue Cross — TJEFAR Ten

0012 - MISC-VOL-DED-VENDOR | | [~

0017 - BlueCross-TJBA-A 10th | | S]

0018 - SPECIAL-NOTSO-VOL-DED

0019 - MORE-SPECIAL-DEDS | | L~

0020 — AMADOR COUNTY FAMILY | | E]

0021 - Kai - CVT

00;2 - KZEZE - Dist 02 Only | | S]

0023 - Prior Year H & W Corr | | S]

0025 - MISC-VOL-DED-VENDOR

"Jﬂ;: — Eaiser - CVT 10&£11 | | [:]

0030 - Blue Shield | | L =]

0081 - Blue C -CUT-B

003z - Blﬁz C;E::—C’J‘I—C - | | [+
| | [~
| | [~
| | [
| | [~
| | [+
[ | (I

TSNS EEEoNEEEa00N| 11/24/2015 | 8:01 AM

ﬁ\k HARRIS School Solutions. All Rights Reserved. D y or distribute without written pe . Financial Solutions
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" Health Care Adjustments

4 Maintain Health Care Adjustments 39 - Q55 DEMONSTRATION DISTRICT QSS/0ASIS =B ]

File  Options

@ L] -y | &3

H Y/ X “ E . 4 L;

|" Change [
District: |39 | The Train USD
Tax year: 15
Employee ID/SSN: | Show SN
Amourt  Date Warmant Code Type Comment
Total: 0.00

Usersec: U1 Y: 2015 Dist: 39 Site: 1 GS: W | 11/24/2015 | 8:04:22 AM
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W?2 for Tax Year 2017

W2 Operator Commands

2}, HARRIS
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Task 10-T (Tech)
Extract W2 Data Y17/W2EXTRACT

e Execute Y17/W2EXTRACT.

e Payroll history, deduction history and payroll adjustments records are
extracted for each 2017 payroll check.

f\), HARRIS e o e e AL A Bt o e e s o e e . Financial Solutions
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? Task 11-T (Tech)

Report of W2 Records from Pay History

e Execute Y1/W2REPORT.

e Travel Claims are not included in W2 Prelist at this point.

f\), HARRIS e o e e AL A Bt o e e s o e e . Financial Solutions
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Task 12-T (Tech): Optional
Including Car Travel Claims

* Execute Y1I/W2TCEXT and Y1/W2CKTCRPT

* Include Car Travel Claims before running Final Merge.

f\), HARRIS e o e e AL A Bt o e e s o e e . Financial Solutions
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Task 13-AP
Adjusting Travel Claims A/P Branch (TCPYMT)

= Accounts Payable - Accounts Payable 07 - QS5 DEMONSTRATION DISTRICT QSS/0ASIS == =]
File  Options View Help+Video

) ) i "= | 55
i P= | PEw
= .. Search (F3)

- PO Payments (PO)

- Pay Vouchers (PV)

- Travel Claims {TC)

- Credit Memos (CM)

-- Revolving Cash (RC)

-- Set Up Payables {EP)

- Payables Payments (CL)

- Liabilities (LB)

- Transaction Maintenance

- Mowe / Hold Payments

- 1099 Maintenance (AA)

- Approve Due Date Payments
-I- EDD 542 Search Results (Double-Click a cell or Cortrol-Enter (while in the arid) or Ctr+0 to view details)
District Maintenance

independent Contractor Maintenance

- Import Pay Vouchers (PV)

[ ¥r: 1997 Dist: 07 Site: 1 GS: W | 12/1/2013 | 1:46:04 PM

(‘ ,) HARRIS o T o g e e s b . Financial Solutions
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Car Travel Claims (TCPYMT)

Mileage Flag “M”

L% Travel Claim EI@

File  Options

&= Q@ @ &

Add
TC# “AUTO*  Invoice: 06/30/1397
Description: IMiIeage Pymit for W-2: [7 I
Batch number: ﬁl «  Payment Due: | / . ‘warrant Mo:
endor Mo /Address No. | <39 ! -
Vendor name/address Remit name/address
X Delete Selected Row
Fd Bdr Sch Resc ¥ Goal Func Objt Type Payment lse Tax Flag Use Tax 1055 Fag Met Payment Budget Balance

7‘\\,} HARRI S Ll R LA e el lr S T L P e [ T o Sl . Financial Solutions
\\. School Solutions




5 Vendor Maintenance (VEUPDT)
Changing Vendor Tax ID

3 Vendor Lookup 07 - QS5 DEMONSTRATION DISTRICT Qss/0ASS | = |[ = |[weasl
Eile Options Help

Hh+E Padam X §E
Yendor Record Updated - TaxlD 1z the S5H of BUMSTEAD, DAGWOOD . Inspect

Contact |nfarmation l Optional Infolmation] Add'| Addlesses] Eommndities] Comments

District: (07 -

! Mumber:! j

Marne: |TESTING EMPLOYEE YEMDOR Remit Mame: |
Address: | Remit Address: |
| |
| |
City: | State: | Zipe | City: | State: Zip
Phone: [ | 1 | Fax [ | ] |
Contact: |

1093 [N-No ~|  Name: [Bumstead, Dagwood Preset [Y | TaxID: [111111111 SSN: 111111111

Use Tax Preset: |1 - One - Uee Tax 1: |DE_65I]D z

Acct Nurber: | R ating: Mzg Flag: |1 - We are Ho. 11 We are No_ 1!
Category: | | | | | | | | | |

Type: Fevolving Cazh Object: Terms: - |06.65 Shipping %:

9512 | Uze Tax 2 |DB.25[ID 4

oo |

7% HARRIS At e o @ s
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Task 14-T (Tech)
Merge All Sources of W2 Information

e Execute Y17/W2FNLMRG to create combined file even if there are no Car
travel claims to process.

e Use caution when re-running Y17/W2FNLMRG.

f\), HARRIS e o e e AL A Bt o e e s o e e . Financial Solutions
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Task 15-T (Tech)

Print W2 Prelist with Combined Information

e Execute Y17/W2REPORT.
e W2 Prelist will contain combined W2 information.

 Pass the Point of No Return Considerations.

f\), HARRIS e o e e AL A Bt o e e s o e e . Financial Solutions
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W?2 for Tax Year 2017

W2 Edits
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Task 16-PR

Edit W2 Information (W2ED17)

e Adjust W2 amounts using W2ED17

%“\’; HARRIS

\w_‘ School Solutions
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ALLGUE

‘\\.J School Solutions

W2 Edit Program (W2ED17)

¥ W2 Data Edit (W2ED1T) 39 - OS5 DEMOMSTRATION DISTRICT Q55/0ASIS — O x
Eile  Options
X < e
| PERSNIKITY, REALLIE 001006 ooc-xoc-3000¢ Employee has no W2 data Inspect
Master City Taxes Foreign Address W2X517 55N Ovemide
CQuick Find: Enter 3 Last Name, SSN, or BxtRef, and press Enter. F3 opens advanced search.
|1DDB1 District: 39 The Train USD
Include Terminated Show S5N
Fed Gross Subtractions Additions FIT/Mot SIT 1. Fed Tax GR 2. Fed Tax
| | - | |+ | |+ | |- 1 | | |
State Gross Subtractions Additions SIT/Mot FIT 16. State Tax GR 17 State Tax
| | - | |+ | |+ | = | |
Subtractions
Ret TS #1 Ret TS #2 Ret TS #3 Section 125 Other NTX/F Other NTX/S Employee DC
Additions
14, CAR Allowance  Fringe/Other 12 GLI

| | | | | |
ossoiGge [ ] oaspipa: [ ]
EIC: I:I Dep Care: I:I
a7naR: [ | oternar[ ]
Muncoa [ ] NUnemD: [ ] wERksa[ ] RERMSA[ ]
12. Code  Employee Employer Code  Employee Employer DD-"EF{'HC:I:I
(| | oL | | | DDER-ADE |
(D | oL | | | useeer[ |
TidoBe:| ]
ANRothalk: [ ] BBRotham3t: [ | EERoth4sTe |
RPL[ | ssWFae| | a3psy | Stat:| | Use Suffic | | xPrt| | Source:| | Chamged:| ]
Name: | | [ L] | ec[ ] re[ | e[ Jz[ ] scf ]
r"«rddr:l | Cit'_.':l | State:|:| Zip:l:l

Usersec: YYYY Y= 2008 Dist: 39 Site: 00 GS: W | 11/27/2017 | 10:24:26 AM

. Financial Solutions




% W2ED17

F3 — Open Advanced Search Employee Search Window

4 W2 Data Edit (W2ED17) 39 - 55 DEMOMSTRATION DISTRICT Q55/0ASIS - O x 4 Search for Employees 39 - Q55 DEMONSTRATION DISTRICT 055/0ASIS - O x
File  Options File  Options  Help
X»Q98 st | @B By I |5 @
[' Inspect
Master City Taxes Foreign Address  W2XS17  SSN Override Search Panel
Quick Find: Enter a Last Name, S5SN, or ExtRef, and press Enter. F3 opens advanced search BySSN By B Ref By Name District : 39 Include Terminated
District: | 28 The Train USD Selected Employee./List
| PERSNIKITY. REALLIE
Include Terminated Show SSN :
Fed Gross Subtractions Additions FIT/Net SIT 1.FedTaxGR 2 Fed Tax Ext Refi - 001008 SSN : s0t-30-3000k
| - | | | - | | | | _ D
State Gross Subtractions Additions SITiMat FIT 16. State Tax GR 17, State Tax Search Results [Double-Click or Press F4 to sclect the highlighted employec]
| | - | | + | \ + | \: | | | | Name S5N G Ty Ste BU RC LG Teminated y
O FERSNKITY.REALLE  OMGO0000 W A o0 06 @2 AV
Ret TS #1 Ret TS #2 Ret TS #3 Section 125 Other NTX/F Other NTX/S Employee DC
Additions
14. CAR Allowance  Fringe/Other 12.GL

| | | | | |
oasDIGe [ ] oaspipe [ | MEDIGr[ | MEDiPe | |
Bc ] DepCare: | | stesol| | smesur| |
as7hR [ ] oternar [ ysiekPsy[ ] PEME ]
MuncOA [ ] WuneMp [ wERHSA[ ] RERMSA] |
12. Cede  Employee Employer Code  Employes Employer DD-"ER'HC3|:|
(L] i | | /| | ooerapk| |
(D] [ | | ussesr [ |
R . >
MRothdt [ ] BBRoth4odn: [ | EERoth4s7e:[ |
RPL[ | sSNFleg[ | 3psi | Stat:[ | Use Suffoc[_| Xpt[ | Sowce| | Changed[ |
Name: | [ [T | e[ ] ms[ | ue[ | [ ] sc[]
Addr‘ ‘ Clty:| | State:|:| le:l:l

Usersec: YYYY ¥r: 2008 Dist: 39 Site: 00 GS: W | 11/27/2017 | 10:28:30 AM

5\,) HARRIS Schoo! Saktions, Al ights Reserveel, Dot copy a istibufs without written permizsion from Herris Schio . Financial Solutions
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W2ED17 Options

» State Gross versus Federal Gross Amounts, same or different

* District List Drop Down Box

e Show SSN button

* Reasonable Maximum Amount feature for data entry in amount fields

* Clear screen option sets amounts in all boxes to zero to prevent an
employee from receiving a W2.

* All amount fields must be positive.

School Solutions
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W?2 Edit (W2ED17)
New Items added 2012

 Box12-DD/ER-HC: cost of
employer provided health care

* Box12-DD/ER-AJ: Adjustments to
employer provided health care

2 ALLULE

g School Solutions

a2 W2 Data Edit (W2ED13) 07 - Q55 DEMONSTRATION DISTRICT QSS/OASIS =R EcR (=T
File  Options
|G LE;]
| BUMSTEAD, DAGWOQOD  00147800()0(-1111  Term: 12/31/2000 Employee has no W2 data Inspect
Cuick Find: Enter a Last Name, SSN, or ExRef, and press Enter. F3 opens advanced search.
11111111 District: |07 QSS UNIFIED SCHOOL DISTRICT
¥ Include Terminated IMI
Fed Gross Subtractions Additions FIT/Mot SIT 1 Fed Tax GR 2 Fed Tax
- - + =
State Gross Subtractions Additions SITiNot FIT 16. State Tax GR 7. State Tax
- + + =
Subtractions
Ret TS #1 Ret TS #2 Ret TS #3 Section 125 Other NTX Employee DC
Addtions
14. CAR Allowance  Fringe/Other 12.GLU
OASDIGr: OASDI Pd: MEDI Gr: MEDI Pd:
EIC: Dep Care: State SDI State SUI:
457 NQP: COther NQP: JiSick Pay: FIEME:
MilUnc OA: Nillnc MD: WIER HSA R/ER MSA:
12. Code  Employee Employer Code  Employee Employer DD/ER-HC:
( ) ( ) DD/ER-ADJ:
( ) ( ) L/SEBER:
TiAdoBc:
AdReth 407k: EE/Roth 403b: EE/Rcth 457b:
R-PI: SSN Flag: 2P-5L. Stat: Use Suffix: XPrt Source: Changed:
Name: PC RS: L1 L2 8C:
Addr: City: State: Zip,
[usersec: vvy [¥r: 2013 Dist: 07 Site: 1 GS: W [12/1/2013 [ 2:24:58 PM

Financial Solutions




> W?2 Edit (W2ED17)

W2 Data Source

Src Either an X is displayed for the source, or the field is blank. Source: | Changed:

CODE EXPLANATION

X The source of the data is the Extract file. All the
data on the screen is just as it was extracted
from the Final Merge program.

(blank) The record has been edited differently than the
information extracted from the Final Merge pro-
gram.

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

(‘ ,) HARRIS o T o g e e s b . Financial Solutions
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W2ED17 and Xprt Box

XPrt FOR SITES USING EMPLOYEE SELF SERVICE (ESS) XPrt: Source: | Changed:
AND THE PDTI INTERFACE ONLY. Type a Y to suppress
creating a printed W2 form for an employee.

(‘ ,) HARRIS Stchool Solutions Allights Reserved, Do nat copy o distribute without writtan pmission from Hars Sehol Sola . Financial Solutions
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W2 Final Prelist
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% Task 17-T (Tech)

Final W2 Prelist Report

% 2017 W2 Prelist (W25B17) 3% - 055 DEMONSTRATION DISTRICT QS5/0ASIS - [m] X

e Payroll Staff final review, use E—
. : X = Eo Current Year
W2ED17 for any last minute
corrections and rerun report.

Report Selections  Select Field Ranges

District: {39 | The Train USD

Report Format: | P - Prelist il

Run Option: | 2 - Use existing extract/W2 edit file

* Report of W2 Edit Changes i A R—E R

SSN Mask [ digits setto 097 [ |  (D=none, 1-3=mask, LR=ExiRef)
(W2RP17) Client field for ssn flag: (00| Use 01 - 30, or 0Dfor none
Set pension flag if Alt-Retire: . B vol-deds only [YIN

Report layout: L IJI I(f default layout,
l:l ustomer defined custom layouts.

Usersec: YY ¥r: 2008 Dist: 39 Site: 00 GS: W | 11/27/2017 [ 11:14:13 AM

;\,) HARRIS Stchool Solutions Allights Reserved, Do nat copy o distribute without writtan pmission from Hars Sehol Sola . Financial Solutions
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W?2 for Tax Year 2017

Printing W2’s
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% Task 18-T (Tech)

Ready to Print W2 Forms

e Payroll approves the Final W2
Prelist.

 Main method of printing W2
forms: laser printing.

[
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Task-18T W2s Converted to PDF

Printing Nelco SSUNIV Forms Using Print Manager (LSPOOL) o _
These instructions tell how to use the universal print driver (W213UNPF) to print M OO re Wa I Ia Ce 1 2 8 6 a n d 1 2 88

Nelco form SSUNIV with Print Manager (LSPOOL). With this method, the W2

forms do not print immediately. Instead, a file of W2 forms is sent to a P-file (print a re a | SO S u p p O rte d N th IS
file) in Print Manager (LSPOOL) that you can manage just like any other report in
QSS/OASIS. process.

NOTE: QSS has optional software that allows you to convert the generated P-file to PDF.
For more information, contact your QSS account manager.

Obtaining the Driver Files
Obtain the following files from the Software Downloads page in the Secure Support

Area of WWW.(Ss.Cconl.

¢ W213UNPE.TXI13JCL
+ W213UPFB.TX13JCL
+ W213UPFE.TX13JCL

‘\\- School Solutions
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2017 W2 Sample

rere ot

cal securily wages

[ e sy v

& Mecioars wages and

& Modicar tax wihhed

tosvnry—iremrus) Forsmcuse Sorvion |
1 Wages, tis, cther comgenswion | 2 Fadorl income tax wilihes !

(T Wagea, 15, ot ooepe

e of (e Treosp—irteml Rreeos Suvie
2 Feder) Income tex withheld

3 Sociel seaunty weges 4 Soclal securty tax withhald

5 Mactcare wages and tha

& Modicarg tax wihheld

© Errpkryers name, address, ard 1P 0008

© Emplayers rame, adcress, and 2P code

7 Scclal securty tipa £ Aliccate: 9 Varlicaion code 7 Sacial ancuy lips # Acaied tios
2 = L= =
10 Daoandent cara bonatta | 11 Mangualind plans 128 10 Cepandert cars Cenelts | 11 Norqualfed plans 12 =
i | | n
-~ @©
25 12d 125 J2c 124 o

b Empioyer iden

‘securlty number

B Emplcyar (deMACAIoN NUMbar {EN)

Empkise's 50cH wsaurily ket

135m

13 Buetory  Fabrvene Tty | 14 Othr
e % iny

© Enployec’s nama, address, and 2P oode

of
Form |15 Stale_Engioyars st 10 number : Form 15 Stwe Employers sie 1D number 16 Stals wages, tps, or.
| |
W £ e W -
17 Gtata income tax 18 Lo wages, ¥ps, O 18 Locsl wages, §ps. #ic
Wage and Tax i Wage and Tax 3
SHbImMaNt ' S e S e T L S S S s S T T LT N g ey R RS} S g IR LR g e ey Lt e S
19 Loca ncome tax 20 Localty name |19 Locat incoms tax | Locaity nams
| |
_________________________________ » e ey .
Copy 2 - To By Fwe With Esployee’s Copy 2 - To Bo Filed With Employee's | 1 |
State, City, o Local Incoma Tax Return. State, City, or Local noome Tax Aeturm.
Dupparimn of tw Troasiey_brimal fleversse Servios occe il fieverns
1 Wages, tips, 2 Federal in x withhakl - "1 Wi, §p5, 0INGY COMpenaaton ax wihhaki
3 Sociad securty wages 4 S00H wo x withhekd wathhek:
S Madcara wages and tps 6 Modrare tax wihiy T x witnhed

c000

oty ip ® Mocaled tips

il securtty

11 Nonqualifed pans

20z Yor bow 12

120

yar IGantACHON rumber [EIN)

10 Dapendant ca

o terafiis | 11 Nanqualitied plans,

o5 Pt
wrgiome  pln

Tagany |14 O

13 Sbmey Rernret
oTehipds  pa

yee's name, address, and 2P cods

& Empioynd's name

Wage and Tax
Statement

2017

Copy B - To Ba Filed With
Employes's FEDERAL Tax Return

Wage and Tax
Stddement | (|ssscmswossas]

e0L? [~

— i Copy C-For EMPLOYEE'S RECORDS |
| (Seo n

oo o Empioyec on the back of Copy B)
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101 2017 W2 Sample

o Empiye

ERE

s, ad ZIF code

@)

o Erpopess

 Aliccated ps

T Socalae

% Benatis INED

10 Dependent care

fary emgicyen | 14 COwer
[¥Ze T

2 Cods

20 Localty name

For EMPLOYEE'
£ = an th me Tax Retu

B Empoper 10 namioe [EIN]

& Erpor

T Sl a

1 Nengualfied plans 123 Code

Trird Pty S Fa T2d e
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2017 W2 Sample

1 = 1 |
b Employar identlizaton rumbar (EIN) [ Emginen’s scc: it B Emghoyer SRnIECAION numbe (BN TEw
|
i 1 Tt
I 74 Othee 13 Bawcey | Tedwen T 13 OO
erevree b b vt

© Employos's nana, 0d0ress and 2P 0306

© Ewplayor’s name, addwas and 2P co0e

E D 1‘ ?i‘; -m-| Empioyers st 10 He.

0

§ W=D Megnand Vo 37, Shacimenis
2 VW= statemant

Copy C-For

EMPLOYEE'S RECORDS| 38 Lomimoormme

(S 2o 0 e
on tha back of Copy B.}

20 Lecans nare

tips. cther compensason

2 Fadaral NCHM Bz withen

3 socuety wages

5 Modicar wags

0d §pa

2017 |

&

stn wages, o ox

1 Wige end Tex | 17 Siaw bacame tas
EW-2 caitnen

Copy B-To Be Filed

18 Local weges: 5 o5

With Employee’s 19 Look meoem les
FEDERAL Tax Return

20 Locasy mame

2 Foderal o

)

2 Social securily S wINERM

e

o ax wieeid

€ EWQIyers nivew, wdimes wod 2P oode

7 Soddal secuity 1ps 0 Allocalsd 3ps

10 Déparers cam bevebls |11 Nonguatied pons

» Employer's ool secusty mumsar

4 Cthar

201777

iockal secuniy 1pe [EAnGd T

¥ Varliaion oo

10 Dapandat care benelis | 11 Nonguadiad plans

128

TS

FW=2 Yoo and Tax |77
Statumees

Copy 2-To Ba Filed With

Employee's State, City, or

Local Incosse Tax Retum

1% EDL? 6 Bws Em N 6 >
B T on. o Wage wnd Tax | 17 g .
EW-2 sulloin
Copy 2-To Be Filed Witn
5 Cod warn 20 Lo = Employes's Btate, City, or [ =
Looal Income Tax Return. [
!

Tax Document En

First-Class Mail
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W2 Submission to SSA
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Interval Between W2 Distribution and

Creation of W2 File for SSA
Shortened for 2017 (first done for 2016)
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Task 19-T (Tech)
Create Electronic Transmittal File for SSA

e Execute Y17/WZ2FILE.

* Transfer W2 Transmittal file to your PC using Reflections and/or Minisoft
(Version H) or DBVIS (Version L) - see 2017 W2 Processing Manual

f\), HARRIS e o e e AL A Bt o e e s o e e . Financial Solutions
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Task 20-T (Tech)
Create Transmittal Totals Report

* Execute YI7TW2TFTOTAL. =

ALLGUE

‘\\.J School Solutions

BA [SURMITTER RECORD) EIN: BUSSSSERE

EFWZ CONTACT MAME/ADDRESS

QUTNTESSERTTAL SCNCOL OYSTENS
2131 8. EL CAMING REAL

SUTTE D209

AN MATEC CA S4403

CONTACT HRME
AT

OLIVER TWIST
OLIVAQED. M

75, 319

43,1892 .00

W2 TRANSMITTAL TOTALS REPURT FOR 2014 a5z w2l

USER ID: LE34SETH Pmaubmit Flag: of Softwars Coda:

Fraparer Cods: L/SELF-FREFARED

SUBMITTER: KAME /ADDRESS

QUINTEASERTTAL SCNOOL STATEMS
2121 8. EL CRMING REAL

SUITE D200

X MATED Ch 54403

FECHE: (£50}372-0200 EXT: ED0  FAX: £503TINI0E
CONTACT METHOD: 1-BT IMATL/ INTERNET

12,00 12711718 FAGE 1

P9 /0Es - Tha-ghal s

RE [EMFLOYER: HECORD] ETH: SPSSUSSEE TR: TO08 TYFE: R IO TOURTOMS SONOOL DISTRICT LT E 2
1002 MAIN STREET
TORTONN R SSEHE-1234

BT (RN TOTAL RECORD] BT TOTAL COUNT: 730 RN RECORDS READ:  TI0 nd: 723

Financial Solutions
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W2 Save Files
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Task 21-T Saving History Files

* Execute Y17w2save (Version H
only)

File Name Description
. W2T16.HISTORY.QSSUSER The raw W2 transmittal file (do not sent this to SSA)
* Th ereis no W2/1099 save W2FILE16.HISTORY.QSSUSER The W2 transmittal file that is sent to SSA
1 1 W2D16.HISTORY.QSSUSER Created by Y16W2FNLMRG and edited by the W2ED16
command in Version L. The reated by and edited by the program
. . W2EXPT16.HISTORY.QSSUSER | Used to export data to third-party printing solutions
p rOd u Ct ion fl | €S are a I rea dy W2ZIPC16.HISTORY.QSSUSER Contains W2 counts by zip code
1 1 W2PIXD16.HISTORY.QSSUSER Cross-references employee W2 to internal document number for
ISO I ated by yea r I n th e one-off laser form printing
SQSS_DATA/WZ 1099 d irecto ry W2PIFD16.HISTORY.QSSUSER | PIF data file for printing laser W2 forms

7\\2 HARRI S Copyrig tis Schaal Solutions. All Rights Reserved. Do not copy or distribute without written permission from Harris Schoal Solutions . Financial Solutions
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W?2 for Tax Year 2017

Special notes and
Webinar wrap up
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Special Notes for W2 Processing

If you have employees with no SSN to report, you have selected a field to flag
them with an "X" on the Client-Defined (PPO2CL) screen in the Personnel
System for W2 processing. (Such employees should be reported with an SSN of
000-00-0000.)

7% HARRIS e e e ® cosonion
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More Items to be Noted

* |f an employee SSN changes in the database during the year and the W2
file is already extracted, the employee will retain the bad SSN.

f“\k HARRIS e A e o e . Financial Solutions
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Another Version H and Version L Comparison in the

Manual

Control File

¢ For Version H, the control file for Generate Adjustments for Non-Paid Benefits
(W2HN13) resides in the user logon account, which 1s QSSUSER at a typical site.
QSS suggests saving the file in the DATA group. Use Editor, Qedit, or your favor-
ite text editor to create the file. The control file 1s an 80-byte unnumbered fixed
ASCII file.

¢ For Version L, the suggested path is SQSS DATA/data/[file-name]. Use vi or your
favorite editor to create a text file.
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Give Feedback

) Workshop Title & Presenter / ||@5$3UG Member or QS5UG Non- Status
:::F?;Eiﬁg:? T e Flyer %Ir];: sfc:’{:::}:;lfsmp Q/A for HSS-sponsored Member ({See Legend
Links ' Webinars |[|[Reg. Cost Reg. Cost Below)
Tuesday W2 for Tax Year 2017 ||HSS Wehinar Don 50.00 MIA Cpen
December 12, ||Download flyer Hemwal
2017 Give Feedback Mike Smith
10am-12 Moon
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