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- Additional Client Documents

Additional Client Documents

Use the following procedure to find additional client documentation:

1. Inyour browser address field, enter https://viproom.adp.com. The VIP Room login
page displays.

2. Click Login, enter your login credentials, and then click OK. The VIP Room Home
page displays.

3. Toview alist of client documentation, do the following:
* Toview alist of links to product job aids, click Client Tool Box.

* Toview alist of linksto release notes, feature guides, and technical reference guides,
click Forms & Product Documents, and then click the link to the product for which
you want documentation.

About This Guide
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What's in This Guide? _

What's in This Guide?

This guide contains the following chapters:

Chapter 1, “Taxation, Deposits, and Returns,” provides information about taxation,
deposits, and filings. Also introduces ADP's Compliance and Payroll Solutions (CAPS).

Chapter 2, “Understanding Form W-2,” describes Form W-2 and how data entered in
ProBusiness Payroll application prints on Form W-2.

Chapter 3, “Understanding Forms 1099-M|SC and 1099-R,” describes Forms 1099-
MISC and 1099-R and how to release the forms. It also explains how earning codes
can be mapped to boxes on Form 1099-MISC.

Chapter 4, “Understanding Audit Reports,” provides a description of the audit reports
and provides a sample of each report. The audit reports are designed to help you generate
timely and accurate Forms W-2 and 1099.

Appendix A, “ Supplementary Reference Material,” provides arange of reference
material such as information about codes and abbreviations.

About This Guide
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What's New

The following changes have been made to this guide since the last publication:

In Chapter 2, “Understanding Form W-2,” UPS tracking information has been added to
Federal Express tracking information. See “ Tracking Form W-2 Federal Express and
UPS Packages’ on page 2-20.

In the VIP Room Self Service area, the link to track your Form W-2 packages has been
changed from Fed Ex Tracking to Shipment Tracking. See Figure 3 on page 2-20.

Throughout the document, references to “Fed Ex tracking” have been updated to show
“Shipment tracking.”

The IRS changed the description for the code Z in Box 12 of Form W2. See
Table 2-7 on page 2-24.

A new distribution code (Code K) was added. See Table 3-5 on page 3-9.

A note was added to the Calc Group Code description in the Taxation Analysis Reports.
See Table 4-20 on page 4-42.

About This Guide
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_ About Quarterly and Year-End Processing

About Quarterly and Year-End Processing

During the tax year, employees are paid wages. They might have their pay reduced by
deductions (voluntary, involuntary, or both). Most employee-paid taxes are withheld
from employees’ paychecks on a“pay-as-you-go” basis.

This document focuses on employee-paid taxes, deposits for those taxes, and the corre-
sponding forms. Information contained in this chapter focuses primarily on federal tax
principles.

By law, employers are responsible for depositing withheld taxes with the appropriate tax
agencies. On schedules determined by agency rules, ADP deposits withheld taxes, and files
the corresponding tax forms and returns with agencies, as follows:

* Quarterly: At the end of each quarter, for each Federal Employer Identification Number
(FEIN), the amount deposited is balanced with the collective total of wages paid to and
taxes withheld from all employees during the quarter.

* Annually: At the end of each tax year, fourth quarter totals are added to the totals previ-
ously deposited for quarters one, two, and three. The collective wage and tax totals of the
four quarterly returns must equal the year-to-date totals on the annual tax returns.

Tax Collection and Deposit

Payroll taxes are calculated and withheld from employees’ pay each payroll. ADP deposits
taxes in the appropriate quarter and files the corresponding forms.

Taxes are deposited with agencies as follows:

* Each payroll: For most taxes, ADP deposits the taxes with the agency for each payroll.

* Quarterly Deposits: Liability for the taxes listed in Table 1-1 are collected and deposited
only at the end of each quarter.

Because the taxes listed in Table 1-1 are calculated and withheld from employees’ checks

each payroll, ADP can determine the quarterly deposit amounts from the existing payroll
data. No adjustment run is necessary.

Table 1-1.  Taxes Collected and Deposited on a Quarterly Basis

State Jurisdiction
CA Voluntary Disability Insurance
NM Workers' Compensation: Employee-paid

Workers' Compensation: Employer-paid
VT Vermont Health Care Contribution (VT HCC)

wy Workers' Compensation

Chapter 1: Taxation, Deposits, and Returns
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About Quarterly and Year-End Processing _

Tax Filings

Tax liability isincurred in the quarter during which pay is available to employees, not when
the pay period ends.

Example: Y our pay period ends September 30, but the employees will be paid on
October 2 (the check date). In this case, wages would be reported in the fourth
quarter, and your tax liability would be incurred in the fourth quarter.

Timing and Deadlines

Table 1-2 lists the time interval, filing date, and alist of the forms filed for each of the five
filing periods. For more information about forms, see “Federal Forms,” on page 1-4.

Table 1-2. Filing Periods, Time Intervals, Filing Dates, and Forms Filed

Period Time interval Filing date | Forms filed
Quarter 1 January 1 - April 30 * Federal employer Form 941
March 31
* Quarterly state and local forms
Quarter2  April 1- July 31 * Federal employer Form 941
June 30
* Quarterly state and local forms
Quarter3  July 1- October 31 ¢ Federa employer Form 941
September 30
* Quarterly state and local forms
Quarter 4 | October 1 - January 31 * Federa employer Form 941
December 31
* Quarterly state and local forms
Tax Year January 1 - January 31 * Federal employer Forms 940, 943,
December 31 and 945

* Federa employee Forms W-2,
1099-MISC, and 1099R

e Annua state and local forms

Chapter 1: Taxation, Deposits, and Returns
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_ About Quarterly and Year-End Processing

Client Materials

Each quarter, ADP will provide you with the following items:

Item When Received
Quarter-end packages Available on the PTF website 2-4 weeks after the end of
each quarter.

Calendar of processing dates  The first day of the last month of each quarter.

for the next quarter You will receive the calendar for the fourth quarter by

December 1.

Annual packages Available on the PTF website Mid-April (6-8 weeks after the
end of the fourth quarter.)

Federal Forms

On the schedul e determined by agency rules, ADP deposits withheld taxes, and files the
following two groups of tax forms:

¢ Employee Forms

* Employer Forms

Employee Forms

After totals are balanced at year-end, taxable wages and tax liahilities are totaled and printed
on employees Forms W-2, 1099-MISC, and 1099R. When necessary, employee tax forms
are corrected.

Form W-2 has a distinct corrected form, Form W-2c. Forms 1099-MISC and 1099R have no
corresponding distinct form for corrections; instead, a second form 1099 is created and
identified as a revised, corrected form.

Table 1-3 describes the annual federal employee forms that ADP commonly generates.

Table 1-3. Employee Forms

Form Description
1099-MISC | Miscellaneous Income.

The annual statement provided to workers that lists compensation other
than wages from the previous year. Form 1099-MISC is typically issued
to non-employees such as independent contractors, but it can be issued
to employees also.

1099-R Distributions From Pensions, Annuities, Retirement or Profit-Sharing Plans,
Individual Retirement Accounts (IRAS), Insurance Contracts, etc.

A statement of disbursements and applicable taxes from any employee or
non-employee retirement plan, such as an IRA account.

Chapter 1: Taxation, Deposits, and Returns
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About Quarterly and Year-End Processing _

Table 1-3. Employee Forms
Form Description
W-2 Wage and Tax Satement.
The annual statement provided to employees that lists earnings, deductions,
and tips from the previous year. Thisform also reflects state and federal
taxes, social security, medicare wages, and tips withheld. Form W-2 is
filed with federal, state, and local agencies.
W-2¢ Corrected Wage and Tax Satement.

The form used to report corrections to amounts previously reported on an
employee’'s Form W-2.

Employer Forms

With the exception of the quarterly Form 941, the federal forms described in Table 1-4 are
generated annually.

Table 1-4.

Employer Forms

Form
Form 940

Form 941

Form 943

Description
Employer’s Annual Federal Unemployment (FUTA) Tax Return.

Form 940 reconciles the employer’s payment of FUTA taxes during the year.
The return shows calculation of the full unemployment tax liability for the
year and credit for unemployment taxes paid to individua states.

Employer’s Quarterly Federal Tax Return.

Form 941 lists taxable wages and taxes that were incurred during the quarter,
including Federal Income Tax (FIT), social security, and medicare liahilities.
Form 941 provides information the Internal Revenue Service (IRS) usesto
determine if your employment taxes were deposited on time.

Employee payroll information is summed and printed on Form 941 as a
collective total for the following: wages paid, reported tips your employees
have reported to you, and advance Earned Income Credit (EIC) payments.

Employer’s Annual Tax Return for Agricultural Employees.

Form 943 lists monthly liabilities, and taxable wages and taxes. The Form
943A detail listing is attached to Form 943 if a client had $3,000 or more
liability in any month.

Form 945

Annual Return of Withheld Federal Income Tax.

The form used to report non-payroll information such as pensions, annuities,
IRAS, and backup withholding.

Chapter 1: Taxation, Deposits, and Returns
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— About Data Verification

About Data Verification

This section describes agency requirements for data formatting and submission. It includes
the following sections:

e TaxIDs
* Employee Data
* Transmission Methods and Agency Requirements

¢ Summary of Data Submission

Tax IDs

A tax ID isanumber assigned to an individual employer by atax agency to identify the
company. If an employer does business in multiple jurisdictions, the employer might have
multiple tax 1Ds. However, when asingle jurisdiction is responsible for collecting multiple
taxes, acompany usually reports all taxes under asingle tax ID.

If an employer begins doing businessin astate or local jurisdiction, the employer isrequired
to register with the taxing agency and obtain atax ID. Y ou may obtain atax ID from many
agencies by telephone or directly from their website.

When you request to add a new tax jurisdiction, you must submit a valid tax ID to ADP.

Applied For Tax IDs

Any tax IDsin Applied For status must be finalized and all invalid tax ID must be corrected
before quarter-end. If you do not obtain avalid number, ADP will be unable to file with that
jurisdiction for that quarter.

ADP will not file with jurisdictions for which a tax ID is in Applied For status; therefore, it is

your responsibility to arrange for those filings. All filings and deposits using an Applied For
tax ID must be processed using paper, and paid by check.

Chapter 1: Taxation, Deposits, and Returns
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About Data Verification &}

Reviewing Tax ID Activity

Use the Tax Jurisdiction and Rate Report to review activity for jurisdictions. Table 1-5
includes examples of information you can verify using the report. For information
about the report, see “ About the Tax Jurisdictions and Rates Report” on page 4-49.

Table 1-5. Reviewing Tax ID Activity

Data to

Review Description

Inactive Every quarter ADP sends inquiries to agencies to In the report, if NO

tax IDs validate tax I1Ds. If atax ID isinactive, theagency  appearsfor YTD
notifies ADP. Lack of activity isthe most common  History and Activity
reason for agencies to inactivate atax ID. During Year, your

i T . 3 company did not
NIL Filings | Many jurisdictions require returns to be filed for all process payroll for

active tax |Ds, regardless of the level of tax activity. jurisdiction
In these cases, anil return will be filed for agencies

; during the year.
that require them.

If a tax ID had no activity for the year, and if you will not use that tax ID in the future, contact

your Client Service Consultant to obtain a form to authorize deleting the tax ID. After you
submit the form, the tax ID will be deactivated and tax returns will no longer be filed with
the agency.

Employee Data

This section describes the following three groups of data:

* Employee Names
¢ Socia Security Numbers

* Negative Wages

Employee Names

Several agencies require employee names to adhere to strict formatting requirements.
Therefore, some characters, particularly punctuation marks, that are entered in the
payroll application are omitted from the payroll datafiles that are sent to the tax
processing system. As aresult, the omitted characters will not appear on returns
(such as Forms W-2, 1099, and 941).

Examples of characters that might result in an agency rejecting a file include spaces, dashes,
punctuation, and symbols.

Whenever possible, use only alphabetical characters and apostrophes. If an employee's
name includes a numeric character, enter the number using roman numerals. For information
about improperly formatted names, see “ About the W2 Preview Report,” on page 4-11.

For information about entering employee namesin the payroll application, see Appendix A,
“About Entering an Employee’'s Name” on page A-2.
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— About Data Verification

Social Security Numbers

ADP will not file data with an e-filing agency if the dataincludes an invalid social security
number. For information about invalid social security number, see “ About the W-2/1099
Error Report,” on page 4-40.

Negative Wages

Negative wages indicate that a problem, such as under-deposited taxes for a quarter, exists
with your payroll data. If a Form W-2 wasfiled with a negative number, the Social Security
Administration or a state agency might reject the entire filing. Therefore, ADP will not
provide or file aForm W-2 that includes a negative amount.

Similarly, if an amendment is necessary for any quarter, and negative values exist, you must
resolve the negatives before an amendment can be processed.

Listed below are three common causes of negative numbers.

* Correctionsfor the prior year cross into the current year

* Corrections for prior quarters that cross into the current quarter

* Incorrect adjustments to employee data

Negative Numbers for State Unemployment Insurance

Table 1-6 provides an explanation of negative numbers for SUI wages and taxes.

Table 1-6. Explanation of Negative Numbers for SUI Wages and Taxes

Item Explanation

Wages State Unemployment Insurance (SUI) gross wages and SUI taxable wages are
reported on the quarterly wage listings. If negative SUI gross wages or nega-
tive SUI taxable wages exist, they will be omitted from the quarterly SUI fil-
ing forms, SUI magnetic filing, and the SUI quarterly wage detail (paper and
magnetic filings).

The omitted negative wages result in the under-reporting of your tax
liabilities; additional funding will be required.

Taxes Negative SUI taxes are usually caused by arate change entered in the wrong
quarter. If SUI is negative, you must determine the cause and process the
adjustment in the correct quarter.

Correcting Negative Wages

Y ou can use the Negative Wages Report, to research existing negative wages and make
appropriate adjustments. For information about the report, see “ About the Negative Wages
Report” on page 4-63.

For help correcting negative wages or negative taxes, contact your Client Service Consul-
tant. Y our Client Service Consultant will help you audit your data to identify information
that must be corrected before you authorize ADP to release your Form W-2.
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Transmission Methods and Agency Requirements

Tax agencies determine the formatting requirements that the data must meet. The formatting
requirements might vary by transmission method and taxing jurisdiction.

Example: If atax agency uses electronic filing (e-filing), data can be validated
beforeit isloaded into the agency’ s database. If an invalid tax ID or employee
socia security number isincluded in the filing, the entire filing might be rejected.

If an agency does not accept magnetic or electronic filing for a particular form, ADP will file
the form on paper. For information about the transmission options that are available for a
particular agency (federal, state, or local), contact the agency.

Tax agencies determine the methods that ADP can use to transmit data, which includes
paper and paperless transmissions. The paperless methods ADP uses to transmit filings
include the following:

Magnetic Electronic
¢ Cartridge tape ¢ Electronic Data Interchange (EDI): Computer-to-computer
. D data exchange

* [nternet transfer
* Floppy diskette

. e Telecommunication
* Magnetic tape

Summary of Data Submission

Table 1-7 provides information about what you can do to ensure that the data submitted to
agenciesis accurate and will be accepted by each agency.

Table 1-7. Data to Verify Before Quarter and Year-End Processing

Information
to Verify Description
Tax IDs e Keep your Client Service Consultant informed about the status of
Applied For tax IDs.
¢ Submit Delete Jurisdiction forms for jurisdictions with which you no
longer file.
Employee * Verify the accuracy of all socia security numbers.
Identifiers
* Format employee names properly.
Negative * You cannot report negative wages or taxes on Form W-2.
Wages

¢ |f an amendment is necessary for any quarter, and negatives exist, you
must resolve the negatives before the amendment can be processed.

* Total company-level taxes and wages must be positive for all
Quarter-to-Date (QTD) and Year-to-Date (Y TD) values.
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About Taxes, Payroll, and Amendment

Processing

Payroll and tax data is generated by the payroll application that resides at Pleasanton, Cali-
fornia. Payroll tax liabilities are further processed by two services located in San Dimas,
California: Compliance and Payment Solutions (CAPS) and Amendment Tracking System

(ATS),

as outlined in Figure 1-1.

ProBusiness Payroll
Pleasanton

Yes

quarterly file
required?

Sends the following payroll files to CAP:
= Daily tax liability files

= Quarterly tax liability files

* Amended quarterly files

Sends the following files to clients:

= Payroll invoices

= AODs

= Amendment notification letters

Tax Filing Service (CAPS)
San Dimas

Does the following:

= Loads daily files

= Loads quarterly files

= Indexes and images tracer notices
Sends the following files to clients:

= Tax invoices

= SODs (quarter-end packages)

= Tracer resolution letters

= Completed amendment packages
Sends filings to agencies

Figure

Output sent to clients

AM assists client. If

required, TSC assists

—

Y

A

Amendment Tracking Service (ATS)
San Dimas

is rejected, the AM is notified

[If an amended quarterly file} ¢ | -

11.

Does the following:

= Loads amended quarterly files

Audits amended quarter files

= For completed amendments, files

amended returns

= For completed amendments,
processes associated credits and
debits with the agencies

Payroll Processing and Tax Liability Processing

Table 1-8 provides definitions of terms related to CAPS. For additional terms and
definitions, see the “Glossary.”

Table 1-8.

Term

Advice of Debit

(AOD)

Branch
Company

Code

Definition

Tax Filing Service Terminology

Pleasanton for each paygroup in your company ID.

(BCC)

Example: ABC

Notification of your payroll and tax liabilities. One AOD is generated by

A three-character identifier that is combined with the branch code to
determine the branch company code. The company code is not the same
as the company ID.
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Term (cont.)

About Taxes, Payroll, and Amendment Processing _

Tax Filing Service Terminology (cont.)

Definition

Company ID For your payroll processing, the identifier that ADP has assigned to you.
The company ID isused for all payroll activity and communication. A
company ID can have amaximum of eight characters.

Example: MOTM
Courtesy For Automated Clearing House (ACH) clients, notification of the funds
Funding required for your tax liabilities. A separate notice is generated by CAPS
Notice for each BCC.
Funding There are three methods to fund tax liability.
Methods o )
¢ ACH: CAPSinitiates the transfer of funds from the client account.
¢ Direct wire: Theclient initiates afederal wire transfer from the
client’s account to the CAPS account.

¢ Reverse wire: CAPS initiates the transfer of funds from the client’s
account to the CAPS account. The transfers occurs on the day it is
initiated.

Impound The bank account you designate to fund your tax liability.

Account

Invoice Notification of the funds required for your tax liabilities. For each BCC,

Statement of
Account
(SOA)

Statement of
Deposit
(SOD)

amounts are totals for al runsthat processed on a particular date.

The SOA, which is distributed to wire clients, includes al activity re-
lated to tax liabilities that were shown on all invoices you received for
the time interval covered by the SOA. The SOA includes information
such as payments that were made, and to what agency each payment
was applied.

Quarterly and annual document that summarizes filings and deposits
made to authorized agencies by ADP on your behalf.

Tax Service
Coordinator
(TSC)

For Client Service Consultants, the initial point of contact about
tax-related matters.
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Company IDs and Branch Company Codes

For your payroll processing, ADP assigns you a company ID. The company ID is used for
all payroll activity and communication.

For tax processing, BCC and its associated FEIN are used for all communication. A BCC
can include both alpha and numeric characters. Examples include WY/ABC, WY/A12,
WY/MX1, and WY/111.

The first segment of all of your BCCs is WY (the branch code). The second segment is the
company code.

Typicaly, acompany ID is associated with only one BCC, but it is possible to have more
than one BCC associated with acompany 1D, as shown in Figure 1-2

o

BCCs——» [ a12 || 999

Figure 1-2. Relationship of BCCs to a Comp ID

Payroll Tax Liability

After each payroll transmission, CAPS sends you the following:

* Notification itemizing your tax liability. Additional information about notificationis
provided in the following section, “Notification of Payroll Tax Liability.”

* An Advice of Debit (AOD). A separate AOD is generated for each paygroup that
processes for acompany |D on aparticular date.

The liability on your notification usually equals the amounts on your AOD. However,
because of quarter and year-end adjustments, tracers, and amendments, the amounts
might not match exactly.
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Notification of Payroll Tax Liability

The type of notification you receive depends on whether you are awire or ACH client, as
shown in Table 1-9.

Table 1-9. Notification of Tax Liabilities

Funding
Method Type of Notification Notification Recipient
ACH A courtesy funding notice. Each BCC.

To receive anotice for your tax liability funding,

you must provide afax number or email address.
Reverse Invoice Determined by setup and
an_d Direct | If you do not provide afax number or email invoicing method.
Wire address, CAPS will send the invoice by U.S. Mail.

Reason Codes

Each tax liability invoice includes one or more reason codes. Reason codes provide
information about each invoice item.

Example: Reason code 21 identifies a payroll item. The text of reason code 21 is:

Payroll Impound. Your account is being charged for amounts due for the payroll
(or payroll adjustments) associated with the above “ payroll check date.”

For alist of the most common reason codes that appear on invoices, see Appendix A, “Tax
Liability Invoice Reason Codes,” on page A-9.
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Adjustments and Amendments

This section describes the following:
¢ Adjustments
*  Amendments

* Rejected Amendments

Adjustments

An adjustment is a correction to an employee's pay, hours, deductions, earnings, taxes, or
pay history. Corrections are made by processing an adjustment run in the payroll
application.

The following pertain to quarter and year-end adjustments:

* Adjustments processed before the quarter-end cutoff date are included in quarter-
end filings.

* Adjustments processed after the quarter-end cutoff date require amendments. If an
adjustment is processed after the quarter-end cutoff date, an amended quarterly file
will be generated. If an amended quarter file requires an amended return, Amendment
Tracking Service (ATS) files all necessary amended files.

* Attheend of each quarter, ATS processes all necessary credits or debits with agencies.

Approximately one week after each quarter close, there is a black-out period during which
you cannot process any adjustments for the quarter.

Amendments

An adjustment payroll isrun to correct an employee’s payroll amounts. The resulting
adjustment initiates an amendment if any of the following conditions exist:

* The adjustment affected taxable wages (QTD or YTD).
* The adjustment occurred after the close of the quarter to which the adjustment pertains.

* Anamendment is necessary because the quarterly returns were already filed and the tax
liability deposited.

* The adjustment was for a prior year. Out-of-year adjustments always initiates an amend-
ment because returns have already been filed for both the quarter and the year.

An amendment cannot be processed for any year for which you have negative wages.
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The datafrom quarter and year-end adjustments is automatically gathered based on the
sweep schedule for which you are currently set up. If an adjustment necessitates an
amendment, amendments are generated. After an amendment is processed, the
following occur:

* ADP sends you notification of your tax liabilities, and collects funds. If you are entitled
to arefund, the refund process will beinitiated.

*  Amendment fees will appear on your notification. Fees are collected in aprocessthat is
independent of tax liability funding.

* Depending on when the adjustments and amendments were processed, the resulting tax
liabilities are posted.

Rejected Amendments

The validation criteriais more extensive in the ATS system than in the CAPS system. For
example, aquarter file might successfully process in the CAPS system with a particular
condition, but the same condition would cause an amended quarter file to be rejected by
the ATS system.

If an amended quarter fileisrejected, your Client Service Consultant will be notified. Client
Service Consultants will obtain your approval before correcting the conditions that caused
the rgjection. The most common reasons why an amended quarter file isregjected is that file
includes one or more of the following:

* Previously unfunded or unauthorized amendment regquests
* Negative wages such as QTD negative wages for an employee or for the company
* QTD wagesthat are greater than Y TD wages for an employee

If a negative amount is not corrected, amended quarter files will continue to be rejected.
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About Form W-2

Important Tax Document is printed on the front and back of the pressure-sealed forms
released by ADP. The form typeisidentified below the return address as shown in
Figure 2-1.

002 - 000002 - MOTM - US-W2

Gen COMPID
Sequence Form

Print Type
Sequence

Figure 2-1. Return Address on Pressure-Sealed Forms

ADP prints and files Form W-2 for employees identified as one of three employee types
in the Employee Type field in the Employee Master window. Table 2-1 lists the three
employee types, provides a brief description of each, and lists the tax forms filed by

the employer.

Table 2-1. Employee Types that Receive Form W-2

Employee
Type Brief Definition Forms Filed by the Employer
A Agricultural employee ¢ Form W-2 for federal, state, and local taxes
* Forms 940 and 943
* Appropriate state and local returns
E Regular employee e Form W-2 for federal, state, and local taxes
X Expatriate * Forms 940 and 941

* Appropriate state and local returns

Employees of type A, E, or X who live or work in the U.S. receive Form W-2, and those who

live or work in U.S. territories receive the territory-specific form. For example, employees of
type A, E, or X who live or work in Puerto Rico receive Form W-2PR.

Tax Filing Information for U.S. Territories

This section provides information about tax filing for U.S. territories.
The U.S. territories are American Samoa, Guam, the Northern Mariana Islands, Puerto Rico,
and the Virgin Islands.

ADP produces and files corrected Form W-2csfor al U.S. territories. ADP will begin
producing the forms during the month of February. If you expect to produce Form
W-2cs, contact your Client Service Consultant for details.

ADP does not process Territory Form W-2cs for periods prior to 2004.
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Completing Form W-2

This section describes how payroll data prints on the Form W-2. This section includes the
following sections:

¢ Printing Company Name and Address on Form W-2

* Printing an Employee’'s Name

¢ Correcting Employee Addresses

¢ Understanding the Earnings and Deductions Summary Section
¢ Understanding the Box 13 Check Boxes

¢ Understanding Box 14

¢ Printing Earnings and Deductions on Form W-2

Printing Company Name and Address on Form W-2

This section describes how the company’ s legal name and address information in the
Company Master is printed on Form W-2.

The company’s name will print on Form W-2 asit appearsin the Company Master window.
The Company Master window provides two fields for the company name. If the company’s
legal name does not fit in the Legal field, your Client Service Consultant will continue
entering the name in the Name field.

The Company Master providestwo fields for the company address. If you need two linesfor
the company address, you can use both Address fields.

Related Crps | BCC List | options |
Legal Meeting of the Minds Company GContact!  [Bob Black
(Name )Title Fayroll Manager
Phone (925) 555-1212 ¥ [101
@dress |1234 BEroadway Ave )Class
City [anytawn Contact2 [41i Green
State ca Zip  |#5555- Title Fayroll Frocessor
Phone (925) 555-5555 Ext Phone (925) 555-1212 ¥ [102
FAX SR - Class
Start Dt [07701/72001 Transid 993 Contactd [5am Brown
Chk Dist Yersion |7E@ Title Admin
Hub Loc Stand Alone |_ Phone (925) 555-1212 ¥ |103
Consldt  [L2r11s2003 Class
Freyious || Page 1 of 3| INesxt | Help | Ok | Cancel |

Figure 2-2. Company Master: Two Company Name and Two Address Fields for
Form W-2 Printing
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Specifying that Your Company Files Under a Common Pay Agent

If your company files under acommon pay agent, use the Name fields on page 3 of the
Company Master window to provide the name that will print on Forms W-2. If the Name
fields on page 3 are blank, the name entered on page 1 of the Company Master window

will appear on Forms W-2.

s Company Master

Related Cmps | BCc List | options

Directions to Client

To identify your common pay

agent, enter Y in the

Commaon Pay Agent |T

Common Pay Agent
field. To enter the name of your

Mame |Name of Common Pay Agent

common pay agent, contact your
Client Service Consultant.

Previous || Page 3 of 3| [t |

|"As Agent For" Meeting of the Minds

Help | Ok | Cancel |

Figure 2-3.

Company Master: Name of the Common Pay Agent for a Company

for Form W-2 Printing

If the second field is populated, the first 10 characters will be appended to the information in
the Name field and will print on Forms W-2.

Table 2-2 shows how information in the Company Master window prints on Form W-2,

How the Company Name and Address are Printed Using Data on the

Printed on Form W-2

Table 2-2.

Company Master
Number Number
of Name of Address
Fields Used Fields Used
2 1
2 2

* Two linesfor the company’s legal name
* Onelinefor the company address

* Onelinefor the city, state, and zip code

* Thetwo company name lines are joined and printed on
the first line

¢ Two linesfor the address

* Onelinefor the city, state, and zip code
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Printing an Employee’s Name

Each employee’ s name prints on Form W-2 asit appearsin theFirst, Last, Middle and Suffix
fields on page 1 of the HR/Payroll Master window. Enter each employee’s nameinto the
payroll application as shown on the employee' s social security card.

The information you enter in the First and Last fields of either the Employee Master or the
HR/Payroll Master window automatically appears in the other window.

The Middle and Suffix fields appear only in the HR/Payroll Master window. If you enter an
employee’s middle name or middle initial in the First field, do not enter it again in the Middle
field because it will print twice on Form W-2. Also, if you enter an employee’s suffix in the last
field, do not enter it again in the Suffix field because it will print twice on the form W-2. For a
detailed example, see “About Entering an Employee’s Name,” on page A-2.

Correcting Employee Addresses

If you create a Form W-2 with an incorrect address for an employee, you are not required to
fileaW-2c for the employee.

* |f the addressis corrected after Form W-2s were released, you can either leave the Form
W-2 asit is, or you can reissue the original Form W-2 in an envel ope showing the
correct address.

The Social Security Administration does not require a Form W-2c to be filed if only an
address change is made.

Understanding the Earnings and Deductions
Summary Section

The summary section of Form W-2 lists the earnings and deductions ADP used to process
the employee’ s check, and provides the corresponding dollar amount. In some cases, an
earning or deduction, and the corresponding amount, also appear in boxes on Form W-2,
Examples of earnings and deductions that appear in the summary section aswell asin
one of the boxes on the sample Form W-2 on page 2-27 include the following:

* Theamount of the Award earning appearsin box 14

* Theamount of the Dependent Care Spending Account deduction appearsin box 10

Understanding Box 12

The box 12 section of Form W-2 lists the dollar amount of an item and the Internal Revenue
Service (IRS) code for the item. IRS provides the codes you can use for box 12 of Form
W-2. The IRS code s printed to the left of the vertical dividing line for each box 12 item
that is used.
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The following examples refer to the sample Form W-2 on page 2-27.
Example of an Earning that Prints in Box 12

J 128.00 appearsin box 12b of the sample form. It indicates $128.00 of IRS code J
(Non-taxable sick pay).

Example of a Deduction that Prints in Box 12

D 82.56 appearsin box 12a of the sample form. It indicates $82.56 of IRS code D (elective
deferralsto a section 401(k) cash or deferred arrangement).

Understanding the Box 13 Check Boxes

Box 13 includes the Statutory employee, Retirement plan, and Third-party sick pay check
boxes as shown below. The Statutory and Retirement boxes under W-2/W-4 ADDITIONAL
INFORMATION on page 3 of the HR/Payroll Master window populate the box 13 check
boxes on Form W-2.

13 Statutory Relirement Third-party
employee plan sick pay

L ix] [ ]

Statutory Employee Box

This check box indicates an employee who has some attributes of an independent contractor,
but has been determined by law to be an employee. For statutory employees, you typically
withhold taxes for Social Security and Medicare, but not FIT. An example of a statutory
employeeisalifeinsurance salesperson.

Retirement Plan Box
This check box indicates whether an employee participates in a retirement plan.

This box will be automatically marked if an employee has Y TD amounts in a deduction
code that is mapped to box 12 using a IRS code benefits code.

If an employee has YTD amounts in a deduction code that is mapped to box 12 using IRS

codes AA, BB, D, E, F, H, or S, the Retirement plan check box on Form W-2 is automatically
marked, but the Retirement field in the Employee Master will not be automatically marked.

For adefinition of aretirement plan, refer to Instructions for Forms W-2 and W-3. For
information about | RS regul ations regarding retirement, see | RS publication 590,
Individual Retirement Arrangements.
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Third-Party Sick Pay Box

How sick pay payments are reported depends on whether the payments were made by the
employer or by athird party, such as an insurance company. This box will be automatically
marked if an employee received third-party sick pay earnings during the calendar year.

Third-party sick pay earnings are set up with a T - Third Party Sick Pay in the Amount Type
field on page 1 of the Company Earning Detail window.

If you are reporting sick pay paid by athird party, or you are athird-party payer issuing sick
pay Forms W-2, the Third-party sick pay check box in box 13 of Form W-2 must be marked.
Auditing Box 13

Use the following procedure to verify that the Statutory employee and Retirement plan
check boxes on Form W-2 will be marked according to the information that is set up in

the payroll application.

1. IntheCompany Menuwindow, click File ~Employee M aster ~double-click employee
name ~Options ~HR/Payroll M aster.

The HR/Payroll Master window displays.

2. Click Next until you are on page 3.

L aEmployee Master JERRY ALWAYS x
Taxlnfo | Rates | Options |
[JERRY ALWAYS EXEMPT FROM:
FEDERAL TAXES FIT W Fica W FMED W FuTA W
Status  [M Addit! WH a.00 sm W osu Wosoi [
Bumpts [ 5 $or% [§ Freq [f W24 ADDITIONAL INFORMATION
Rira Ex I_B Advance EIC |_ S1atiiony — Dec.eased —
STATE TAMES Legal Rep (Renrement L)
Res Wik Defd Comp |T 942
State A [Ch Tax Rue [R wi-2 Printed [ Total Dist [
Status [ [W Dist Code [ | Wz Web Output [
Exmpts 5 5 Addt \WiH 0,00 TPSP Recap |_ W-4 WWeb Output |_
xraBe [ o [ 0@ §or% [§ Freg[F viga HOuse 1D Numbar
LOCAL TAX CODES - [@ Med. Avail, [ Tyoe | B[ 7 7
Loc1 Loc3 Eail Address
LocZ | Loc# | [
Previous || Page 3 of 3| et | Help | Ok | Cancel |

Figure 2-4. Employee Master: Statutory and Retirement Check Boxes

3. Under W-2/W-4 ADDITIONAL INFORMATION, if the employee has been identified
by law as being a statutory employee, select Statutory.

4. IntheRetirement field, do one of the following:

* |f the employee was an active participant in aretirement plan during any part of the
year, enter .

* |If the employee made contributions to a non-qualified or Section 457 plan but was
not an active participant in aretirement plan, enter N.

5. Transmit the masterfile changes.
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6. Verify that the W-2 Preview Report accurately reflectstheinformation you entered in the
ProBusiness Payroll application.

If necessary, obtain an updated W-2 Preview Report from your Client Service
Consultant

- MOTM T :
The Retirement box in the [Page T Dais | W2 Preview Report

payroll application was marked Yes Ts

Pt
for Jerry, but the Statutory was S a E 1 - Box 11

<! |+ w =]

left blank. Both pieces of informatiou ALWAYS X, JERRY L 569-99-9999 CA
i Div: 4 ept: 4491 Res: CA Paygp: 1
are reflected on the preview report. FIT Wages: S P ST 2T
FICA Wages: 2348.00 FICA WH: 145.58
FMED Wages: 2348.00 FMED W/H: 34.05

Understanding Box 14

Except for reporting the following items, box 14 is strictly an informational box:

e | easevaueof avehicle.

* Employee State Disability Insurance (SDI), Voluntary Disability Insurance (VDI) and
SUI amounts.

* Aurora, Denver, and Greenwood Occupational Privilege taxesin Colorado. The ADP tax
codes are CO-AUR, CO-DNV, and CO-GRW.

* Boone County School District and Boone County Senior Citizens and Mental Health
taxes in Kentucky. The Pleasanton tax codes are KY-BNCS and KY-BNCM.

* Hawaii Temporary Disability Insurance. The Pleasanton tax codeis HI-TDI.

* [n 2004, New Jersey established the Medical Malpractice Liability Insurance Premium
Assistance Fund. For three years, an annual surcharge for each employee who is subject
to the New Jersey unemployment compensation law will be collected and allocated to the
fund. The surcharge can be paid by the employer or by the employee. If paid by the
employee, the amount of the surcharge should appear in box 14.

* Beginning in 2004, the NJUHW code will report the following New Jersey taxesin
box 14:

— Unemployment Disability Insurance Tax

Workforce Development Partnership Tax

Supplemental Workforce Fund Tax
— Health Care Subsidy Tax

* New York Same Sex Marriage Medical Benefits. The State of New York recognizes
same-sex marriage and treats health benefits provided to the spouse as non-taxable
income.

For additional information about box 14, see “Printing Codes in Box 14" on page 2-13.
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Printing Earnings and Deductions on Form W-2

This section describes which codes are printed in the summary section, box 12, and box 14
of Form W-2, and how you can determine whether a code will print.

Printing Codes in the Summary Section

By default, all non-accrual earnings and employee-paid deductions are set up to print in the
summary section of Form W-2.

You can ask your Client Service Consultant to include a code that does not typically print or
to exclude a code from printing.

Y ou can determine whether a code will print by using the payroll application or by looking
at your Taxation Analysis reports. For a sample of the earnings report, see “ Sample of the
Earnings Taxation Analysis Report” on page 4-47. For a sample of the deduction report, see
“Sample of the Deduction Taxation Analysis Report” on page 4-48.

Determining Whether an Earning or Deduction Will Print

Whether an earning or deduction prints in the summary section is determined by two fields
in the payroll application, as outlined in the following tables.

Table 2-3. Fields in the Company Earnings Detail Window that Determine Whether an
Earning will Print

Accrual Value W-2 Mast I/E Value  Earning Prints?
No Blank Yes

D - Default

I - Include

E - Exclude No
Yes I - Include Yes

Blank No

D - Default

E - Exclude

Table 2-4. Fields in the Company Deduction Window that Determine Whether a
Deduction will Print

EE/ER/Accrual Value I/E Value Deduction Prints?
E (employee-paid) Blank Yes

D - Default

I - Include

E - Exclude No
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Table 2-4. Fields in the Company Deduction Window that Determine Whether a

Deduction will Print

EE/ER/Accrual Value I/E Value Deduction Prints?

R (employer-paid) I-Include  Yes
A (accrua-only) Blank No
D - Default
E - Exclude

Use this procedure to determine whether a code will print in the summary section.

1.

In the Company Menu window, do one of the following:

To determine whether an earning prints, click File ~ Company Master ~
Options ~ Earnings.

To determine whether a deduction prints, click File ~ Company Master ~
Options ~ Deductions.

Double-click acode. Page 1 of the window opens.

The Accrual field appearsin the Company Earnings Detail window, and the
EE/ER/Accrual field appears in the Company Deduction Detail window.

s Company Earnings Detail E

Motes | Tan |

Earning Code (100 Mame [SAL&RY Desc|Salary

CALCULATION FLAGS LIMITS TAX FLAGS

Code Type |E Calc Limit o.08 CalcGroup lﬁ

Amount Type F Rate T El:ompany Deduction Detail B3
Default Amt o.c Motes | Ta
OT Factor 0.o0aa

OT Premium [ @ 6oge | Deduction Code [686  Name [LTD Desc [Long Term Disability

Auto Type W Linl FPreTaxMet W Withhald On |? Garnishment W

Calc Amount ,_ CALCULATION FLAGS CALCULATION BASE TAX FLAGS

Cale Code lm Code Type |E Code l_ CalcGroup lﬁ

Freguency 'P_ Exception l_

CALCULATION BASE  OF | pefault Amt [ ©.08888  LIMITS Fed WiH [N
code [ C Amount Type [ Unused calc Amount | B.88  FICA [N

carry Forward [N AlPart [o Default Amount 008 FUTA W

‘m AUt Type W Type [+ State WiH [N
= | calc Amount 000000 Period [v SUTA W
calc Code Limit codes |+ 4 SOl W
Link To l_ ‘Year Type |E Local wiH W
Roll To ] End Month [bEC
Frevious ||Page 1 of 2| INext | Help | Ok | Cancel |

Figure 2-5. Company Earnings and Deduction Detail: Accruals and Printing a Code

on Form W-2
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4. Click Next. Page 2 of the window displays.

& a Company Deduction Detail

Completing Form W-2 m

[ x]
Motes | Tan |

| Deduction Code [686  Mame [LTD

@ Company Earnings Detail

Desc |Long Term Disability

Earning Code [lOO
MISCELLANEOUS FLAGS

Mame [SALARY Desc [Salary

CHECK PRIMTING 'W2/1099

[X]IMENT
9.00
W Minitage lﬁ
oo

Active [ worksheet Tag [ Print [v CURRENT PRE-2001 || Ty CHECK GENERATION
Frequency l_ Drop at Limit W Roll-up |T Tax Cat l_ W Payee Code l_
Make Check [¥  Save To Check [¥  Print Rate [¥  wzeat [ [ nuals [~ Allow Neg [
HR Screen ﬁ Load Payentry F Frint Hours |T W2 Desc l—— CURRENT  PRE-2001
Accumulate W Track History |_ Frint Memao W W2 Mast IVE B ,—
OT Loadtype [N Load Amount [N Prnt YTD  [¥ w2 Rollup Gode o —
oid PR Code [ DD Group [ ¥TD Format[s 1099 Dist code [ s I
Reguiar Pay [V DATA ENTRY OVER-RIDES wl &1
WORKERS' COMPENSATION Level [0 Limit | 000
Exempt W OT Categary W Excl Emp l_ Excl Parps I# J OK | Cancel
Previous || Page 2 of 2| et | Help | Ok | Cancel |

Figure 2-6.
Code in W-2 Summary

Company Earnings and Deduction Detail: Include/Exclude Printing a

5. Inthew-2 MAST I/E field of the Company Earnings Detail window and in the I/E field of
the Company Deduction Detail window, one of the following appears:

* Blank
e D - Default

¢ | -Include
e E-Exclude

6. Do one of the following:

* Use Table 2-3 on page 2-9 to determine whether an earning code will print.

* Use Table 2-4 on page 2-9 to determine whether a deduction code will print.

Printing Codes in Box 12

Y our Client Service Consultant can set up earning and deduction codes to print in box 12.
The box 12 section of Form W-2 lists the dollar amount of an item and the IRS code for the
item. The IRS code is printed to the left of the vertical dividing line for each box 12 that is
used. For alist of the IRS codes, see “|RS Codes for Box 12 of Form W-2" on page 2-24.

If there are more than four itemsin box 12 for an employee, ADP generates an overflow
Form W-2 for that employee. For more information about overflow Forms W-2, see
“Overflow Form W-2s and Rolling Up Codes to Print in the Summary Section”

on page 2-15.
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m Completing Form W-2

Determining Whether a Code Prints in Box 12

1. Inthe Company Menu window, do one of the following to determine whether a code
printsin box 12:

* To determine whether an earning code will print, click File ~ Company Master ~
Options ~ Earnings.

* To determine whether a deduction code will print, click File ~ Company Master ~
Options ~ Deductions.

You can also refer to your taxation analysis reports. See “About the Taxation Analysis
Reports” on page 4-42.

2. Double-click acode. Click Next.

@ Company Earnings Detail E

Earning Code [35T Marne |3SPNONTX Desc|Th'i rd Party Sick Pay MNon-tax

MISCELLANEOUS FLAGS CHECK PRINTING 21 088
Active [f  worksheet Tag [ Print [v CURRENT PRE-2001
Freguency 'P_ Drop at Limit W Roll-up W Tax Cat [
Make Check [¥  Save To Check [¥  Print Rate  [¥ (w2 cat [120 [
KR Sereen 6 Loa e |
Accumulate W Trat Nates | Ta
OT Loadiype W Loa
oid PR Code [ DD Deduction Code [3K MName [$01K Desc [481 (k) Savings Flan
Regular Pay [N MISCELLANEOUS FLAGS GARMNISHMENT
Active |T Whks Tag W Amaount o.oa
WORKERS' COMPEMSATIC Accurmulate [aa HR Screen [6 Limit [N Minage [NO
Exempt [N OT Category Load Amount [N COBRA W Fee 0.00
Save To Check [V Kt Whas Crp [N THIRD PARTY CHECK GENERATION
Previous || Page 2 of 2| old PR Code [ Drop at Limit [N Gen chk [N Payse Cods [
Gen 2nd Check |_ Track Histary |_ Proc Manuals |_ Allow MNeg |_
CHECK PRINTING DATA ENTRY OVER-RIDES W2 INFO CURRENT PRE-2001
Print ¥ Limi [ o880  Taxcat [
Print Memo [N Level [@ (w2 cat  [rzo 13D
Print YO N ExlEmp [ W2 Desc
YTD Format  [S Bl Pop [ 7 7 w2Rowp[  WE [
Previous ||Page 2 of 2| et | Help | Ok | Cancel

Figure 2-7. Company Earnings and Deduction Detail: Printing in Box 12 of
Form W-2

3. Oneof thefollowing displays:

* |nthe Company Earnings Detail window, under W-2/1099, if 12 appearsin W-2 Cat
field, the code will print in box 12. The IRS code will appear to the right of the 12. In
the sample, 12J appears.

* |nthe Company Deduction Detail window, under W-2 INFO, if 12 appearsin W-2
Cat field, the code will printin box 12. The IRS code will appear to theright of 12. In
the sample, 12D appears.
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Printing Codes in Box 14

Completing Form W-2 m

In addition to the codes listed on page 2-8 that is automatically printed in box 14, your Cli-
ent Service Consultant can set up other codes to print in the box. Examples of codes that
might be set up to print in box 14 include union dues, uniform payments, and educational

assistance payments.

If there are morethan six itemsin box 14 for an employee, ADP generates an overflow Form
W-2 for that employee. For more information about overflow Form W-2, and how to roll up
codes, see “Overflow Form W-2s and Rolling Up Codes to Print in the Summary Section”

on page 2-15.

Determining Whether a Code Prints in Box 14

1. Inthe Company Menu window, do one of the following to determine whether a code
printsin box 14.
* To determine whether an earning code will print, click File ~ Company Master ~
Options ~ Earnings.
* To determine whether a deduction code will print, click File ~ Company Master ~
Options ~ Deductions.
2. Double-click acode.
3. Click Next. Page 2 of the window displays.
@ Company Earnings Detail E
Earing Code ’m Mame [MOVEALLY Desc [Relocation - Moving Allowance
MISCELLAMEOUS FLAGS CHECK PRINTING V211888
Active [F worksheet Tag [ Print [ CURRENT PRE-2001
Frequency l_ Drop at Limit W Roll-up W (wiz cat IF l_ )
— _ | el _ _ | el S | L
I Corvpory Decuctionvetol K
HR Screen |E Loac
Motes | Tan |
Accumulate 'ﬁ Tracl
OT Loadtype [N Loac | Deduction Code [686  Name [LTD Desc [Lang Term Disability
Old PR Code 0D MISCELLANEOUS FLAGS GARMISHMENT
Regular Pay [N Active [¥ Whs Tag W Amount o060
WORKERS' COMPENSATIO Accumulate E HR Screen E Limit W Miniage 'ﬁ
B W oT Categary Load Amount H COBRA H Fee o.oa
Save To Check [Y Xmpt Whts Grp [N THIRD PARTY CHECK GENERATION
Previous || Page 2 of 2 Ol PR Code oree at.Limit W Gen Chk W 2eyze Gat ,—
= Gen 2nd Check [~ Track Histary [ Prac Manuals [ Allow Neg [
CHECK PRINTING DATA ENTRY OVER-RIDES W2 INFO CURRENT  PRE-2001
Print [f  Limit 000 Tax Cat
Print Mema W Level [@ (w2 cat [12 D)
Print ¥TD W Bl Emp [ W2 Desc
¥TD Format [ Excl Porp I w2 Rollup [ VE [
Previous | Page 2 of 2 et | Help | Ok | Cancel

Figure 2-8. Company Earnings Detail

Box 14 of Form W-2

and Deduction Detail: Printing a Code in
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4. One of thefollowing displays:

* Inthe Company Earnings Detail window, under W-2/1099, if 14 appearsin W-2 Cat
field, the code will print in box 14.

* |nthe Company Deduction Detail window, under W-2 INFO, if 14 appearsin W-2
Cat field, the code will print in box 14.

5. Thedescription that appearsinthe w-2 Desc field will print adjacent to the dollar amount
for the code.

Customizing The Codes That Print on Form W-2

By default, non-accrual earnings and employee paid deductions are automatically printed in
the summary section of Form W-2. Contact your Client Service Consultant if you want to do
any of the following:

* Print accrual earnings or deductions in the summary section of the W-2.

* Roll up codesto print under one description in the summary section of the W-2. For
information about rolling up codes, see “Overflow Form W-2s and Rolling Up Codes to
Print in the Summary Section” on page 2-15.

* Print earnings or deductionsin box 12 of Form W-2. For additional information, see
“Printing Codesin Box 12" on page 2-11.

* Print earnings or deductionsin box 14 of Form W-2. For additional information, see
“Printing Codesin Box 14" on page 2-13.
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Overflow Form W-2s and Rolling Up Codes to
Print in the Summary Section

An additional, or “overflow,” Form W-2 is generated when the number of linesin an area
of the Form W-2 exceeds the alotted space. For example, the W-2 Summary section allows
20 lines for earnings and 20 lines for deductions. If an employee has more than 20 earnings
or deductions set up to print in the summary section, an overflow W-2 is created. Similarly,
box 12 alows up to four lines and box 14 alows six lines. Each overflow form is generated
and sent separately.

Table 2-5 indicates the maximum number of lines for specific areas on the Form W-2.

Table 2-5. Maximum Number of Lines For Areas on the Form W-2

Area Maximum Number of Lines

Summary 20 earnings and 20 deductions

Box 12 4

Box 14 6

Box 15 A Form W-2 is generated for each state in which an employee earns wages

Box 20 A Form W-2 is generated for each loca jurisdiction in which an employee
earns wages

ADP can combine, or “roll up,” earning and deduction codes. When a group of codesis
rolled up, the summed amount of the codes print under one description in the summary
section of the W-2, thereby decreasing the number of codes that will print in the
summary section.

Four child support garnishments can be combined into one roll-up deduction, such asacode
with adescription of Child Support Garnishments, and the sum of the four garnishmentswill
print on the W-2 adjacent to the roll-up code. Similarly, multiple pre-tax health care deduc-
tions can be combined into the PRE deduction roll-up code.

To set up your company to roll up earnings or deductions, contact your Client
Service Consultant.

Determining Your Roll-Up Codes

Use the Taxation Analysis reports to determineif acode isaroll-up code. Roll-up codes are
listed under the Roll Code heading. For a sample of the reports, see the “ Sample of the
Earnings Taxation Analysis Report” on page 4-47 and “ Sample of the Deduction Taxation
Analysis Report” on page 4-48.

If you roll codes into another code, the roll-up must be set up to print in the summary
section.
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Determining Whether a Roll-Up Code Will Print in the Summary
Section

1.

In the Company Menu window, do one of the following:
¢ Click File ~ Company Master ~ Options ~ Earnings.

Click File ~ Company Master ~ Options ~ Deductions.

2. Double-click acode. Click Next.
@ Company Earnings Detail E
Earning Code [0WT Mame [OVERTIME  Desc|Overtime
MISCELLAMECUS FLAGS CHECK PRINTING 4W2r1099
Active [F worksheet Tag [ Print [ CURRENT PRE-2001
Freguency 'P_ Drop at Limit W Roll-up W W2 Cat
Make Check [¥  Save To Check [f  Print Rate  [¥ w2 Desc
HR Screen |E Load Payentry F Frint Hours |T
Accumulate lﬁ Track History |_ Frint Memao W W2 Mast IE |T
OT Loadiype [N Load Aot W oaivrn 0 o oo coa [o
E Company Deduction Detail [ %]
Old PR Code DD Gro | |
Regular Pay W Motes Tax
i FRE PRETAX Fre-tax Medical Deducti
WORKERS' COMPENSATIon | DEduction Code Mame | Desc [Pre-tax Medical Deductions
MISCELLAMECUS FLAGS GARMISHMENT
Exempt [N OT Category |¥
P |_ aor |_ Active |T Wiks Tag W Amount o.o0
. Accumulate lﬁ HR Screen |E Lirmit W MinWage ,ﬁ
Previous || Page 2 of 2|
— | Load Amount [N COBRA W Fee 0.00
Save To Check [V Xmpt Whts Grp [N THIRD PARTY CHECK GENERATION
Old PR Code Drop at Limit W Gen Chk W Payee Code
Gen 2nd Check [~ Track History [~ Prac Manuals [N Allow Neg [N
CHECK PRINTING DATA ENTRY OVER-RIDES w2 INFO CURRENT PRE-2081
Print W Limit [ o800 Taxcat [
Print Mema W Level [o w2 cat [
Frint ¥TD W Excl Emp W2 Desc
YTD Forrmat E Excl Parp | i i W2 Rollup |PRE e |I
Previous ||Page 2 0f2| et | Help | Ok | Cancel |
Figure 2-9. Company Earnings and Deduction Detail: Printing a Roll-Up Code in
W-2 Summary Section
3. Oneof thefollowing displays:

up to print in the summary section, | appearsin the I/E field.

In the Company Earnings Detail window, under W-2/1099, if the earning is set up to
print in the summary section, | appearsin the w-2 Mast I/E field.

In the Company Deduction Detail window, under W-2 INFO, if the deduction is set

A roll-up codeis adesignated code used to sum amounts of like earnings or deduc-

tions so that only one lineitem is printed in the W2 Summary sections of Form W-2.

The designated code will appear in the W-2 Rollup Code field.
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Determining if a Code is Rolled into Another Code

To determineif acodeisrolled into another code, use the following procedure or review
your Taxation Analysis reports. For a sample of the reports, see “ About the Taxation
Analysis Reports” on page 4-42.

To verify theroll-up code for an earning:
1. Inthe Company Menu window, do one of the following:
* Click File ~ Company Master ~ Options ~ Earnings.
* Click File ~ Company Master ~ Options ~ Deductions.

2. Double-click acode. Click Next.
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Previous | Page 2 of 2 et | Help | Ok | Cancel

Figure 2-10. Company Earnings and Deduction Detail: Determining if a Code Rolls
into Another Code

3. Oneof thefollowing displays:

* |nthe Company Earnings Detail window, under W-2/1099, if the earning is rolled
into another code, the code appears in the w-2 Rollup Code field.

* |n the Company Deduction Detail window, under W-2 INFO, if the deduction is
rolled into another code, the code appears in the W-2 Rollup field.
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Sorting, Releasing, Reprinting, and Distributing
Form W-2s

This section describes sorting, releasing, reprinting, and distributing employee Form W-2s.

Sorting Form W-2s

ADP can use the standard al phabetical sorting method or a custom sorting method to
process your Form W-2s. Table 2-6 describes both sorting methods. To use a custom
sorting method, or to review your current sorting method, contact your Client Service
Consultant.

Table 2-6.  Form W-2 Sorting Options

Sort Method Description

Standard Sorted alphabetically by employee last name. Thisis the default.
Custom In addition to the standard sort by last name, the following sort options
are available:

* Employee zip code
* Alphabetically by department

* Alphabetically by employment status (active, inactivated, on leave,
or terminated)

You can combine sort options. For example, you can have a custom sort
that first sorts by status, then by last name, and then by department.

Releasing Form W-2s

Y ou must provide a signed release form or an email authorization to your Client Service
Consultant before ADP will print your Form W-2s,

Your Client Service Consultant will ask you for the names of three to five employees for

whom ADP will generate sample Form W-2. Please review and approve the samples before
you authorize ADP to print Form W-2s for your entire company.

For a description of specific requirements regarding data submission, see “ About Data
Verification,” on page 1-6.
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Delivering Form W-2s

This section describes how ADP delivers Form W-2s to employers and employees.

Delivering Employer Forms W-2

ADP produces copies of employer Form W-2 on CD-ROM. The CD-ROM includes
historical data as far back as 1996. Instructions for installing and viewing the information
are on the face of the CD-ROM.

If you processed adjustments after your Form W-2swere printed, ADP will automatically do
one of the following:

¢ |f your company is set up to receive a consolidated CD-ROM for multiple company 1Ds
or you have had activity after the first full W-2 release, ADP will create a second
CD-ROM.

* |f your company is set up to receive a CD-ROM for each company 1D and you had
activity, ADP will create a CD-ROM for each specified company ID.

If you have multiple company 1Ds, and you want the second CD-ROM to be consolidated,
inform your Client Service Consultant during your year-end meeting.

Sending Employee Form W-2s
Y ou can request that ADP use one of the following methods to deliver your Form W-2s:

* Send the Form W-2s to the master distribution location for each company.

To view the master distribution location, in the Company Menu window, click File ~ Mail
and Couriers. The Mail and Couriers window opens. If Y (Yes) appears in the Master
Dist field, the location is the master distribution location.

* Split wrap W-2sto different locations based on the W-2 split value in the Employee
Master. If you want to use this delivery method, ask your Client Service Consultant
to set up your company for split wrapping your W-2s.

* Mail the Form W-2 directly to each employee’s address.
* [nternet only - For PRWC clients, the paper W2 can be suppressed.

* Send the employer Form W-2 CD-ROM to one specified location and the employee Form
W-2 copies to another specified location.

Y ou may select only onelocation for delivery of employee Form W-2s.
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Using International Addresses

ADP can print addresses on Forms W-2 and 1099 in compliance with the U.S. Postal
Service guidelines for international addressing. If the Country field on page 1 of the
Employee Master displays any information other than US, USA, or United States, the
employee’ s address on Form W-2s will be automatically formatted as follows:

The following format is available only for Form W-2s, not for paychecks.

First Name Middle Name Last Name Suffix
Address 1

Address 2

City, State, Zip Code

Country

If you are sending employee W-2s by U.S. mail and have international employees, contact
your Client Service Consultant.

Tracking Form W-2 Packages and Verifying Delivery

This section describes how to track Form W-2s, and how to verify their delivery.

Tracking Form W-2 Federal Express and UPS Packages

You can track your Form W-2 Federal Express or UPS packages using the ADP web site.

This section applies only to tracking those that are shipped using the FedEx or UPS shipping
service. To follow up on other methods of delivery, contact your Client Service Consultant.

To track your Form W-2 Federal Express or UPS packages:

1. Inyour browser addressfield, enter https://viproom.adp.com. The VIP Room login
page is displayed.

2. Click Login, enter your credentials, and then click OK. The VIP Room Home page
is displayed.

3. Inthe Self Serviceareg, click Shipment Tracking. The Shipment Tracking page displays
alist of your shipments.

4. Tofind aspecific package, click Search. The Shipping Tracking page displays the
Compid, Dist Code, and Tracking Number fields.

5. Inthe Compid field, type acompany ID.

Type the company ID exactly as it appears in your reports and other ADP documents.
6. IntheDist Code field, type your Form W-2 distribution code.
7. Inthe Tracking Number field, type the tracking number that was provided to you.

8. Click Go. The FedEx or UPS Shipping Tracking page displays information about the
package you requested.
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Verifying Form W-2 Delivery

A W-2/1099 Delivery Verification form will be included with your output. ADP recom-
mends that you review your data and complete the verification form as soon as possible
after receiving your Form W-2s so that if you identify any significant issues, ADP hastime
to make the necessary adjustments. A signed verification form must be submitted for each
company ID.
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Viewing Your Form W-2s

After installing your Form W-2s from the CD-ROM, you can view and print the W-2s using
the payroll application. Use this procedure to view the Form W-2s.

1.

2.

10.

Open the company ID you want to work with.
From the File menu, select Employee Master. The Employee Master window opens.

Double-click the employee whose Form W-2 you want to view. The Employee Master
detail window displays.

Click Options. The Select Option window displays.

Double-click vView W-2s. The Select W-2 Tax Year window appears.

If an error message indicates that you do not have access to this feature, check with
your system administrator to ensure that the security levels are set correctly.

Select the appropriate year and click OK. The Select <Year> Employee Form To View
window displays.

In the Form column, double-click the form you want to view. For example, double-click
W-2. The <Year> W-2 window opens, displaying the Form W-2 for the employee
you selected.

To check wage information, click Wage Detail. The Employee Wage Detail
window displays.

To print areplacement Form W-2, return to the <Year> W-2 window and click Print.
The Print W-2 window displays, asking if you want to mark the Form W-2 as reissued.

In the Print W-2 window, click Yes or No.
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Reports Generated for Form W-2

ADP provides the following five reports for Form W-2:

* W-2 Preview Report: The W-2 Preview Report lists all persons who were set up to receive
Form W-2 on the date the report was generated. For more information, see “ About the
W2 Preview Report” on page 4-11.

* W-2 Summary Report: The W-2 Summary Report provides totals of all Form W-2s that
ADP will generate for your company. For more information, see “ About the W2
Summary Report” on page 4-16.

* 3PSP W-2 Preview Report: The 3PSP W-2 Preview Report provides a preview of the
Form W-2s generated for third-party sick pay recap employees for the tax year. For
more information, see “ About the 3PSP Recap W2 Preview Report” on page 4-20.

* 3PSP W-2 Summary Report: The 3PSP W-2 Summary Report provides totals of the Form
W-2s generated for third-party sick pay recap employees. For more information, see
“About the 3PSP Recap W2 Summary Report” on page 4-23.

* W-2/1099 Error Report: The W-2/1099 Error Report lists all persons who have specific
data errors. For more information, see “ About the W-2/1099 Error Report” on page 4-40.

Chapter 2: Understanding Form W-2
Year-Round Guide for ProBusiness Payroll Version 7.4



m IRS Codes for Box 12 of Form W-2

IRS Codes for Box 12 of Form W-2

IRS provides the codes you can use for box 12 of Form W-2. The tables use the descriptions
provided by IRS. For additional information, see IRS publication Instructions for Forms
W-2 and W-3, which you can obtain from the Forms and Publications page of the IRS

website.

For additional information about box 12, see “ Understanding Box 12" on page 2-5 and
“Printing Codesin Box 12" on page 2-11.

The IRS codes are listed in the w-2 Cat list in Company Earnings Detail and Company
Deduction Detail windows.

@ Company Earnings Detail E
Earning Code [35T Mame [3SPNONTX  Desc|Third Party Sick Pay Mon-tax
MISCELLAMEOUS FLAGS CHECK PRINTING 21089
Active [f  worksheet Tag [ Print [v CURRENT PRE-2001
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Regular Pay [N MISCELLAMEOUS FLAGS GARMISHMENT
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WORKERS' COMPENSATION Accumulate W HR Screen |E Limit W Miniage 'ﬁ
Exempt [N OT Category [N Load Amount [N COBRA W Fee .00
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Gen 2nd Check |_ Track Histary |_ Proc Manuals |_ Allow MNeg |_
CHECK PRINTING DATA ENTRY OVER-RIDES W2 INFO CURRENT PRE-2001
Print ¥ Limi 0.00  Tax Cat |
Print Memo [N Level [@ (wz cat  [rzo 13D
Print YD [N Excl Emp W2 Desc
Y¥TD Farmat |? Excl Pgrp L W2 Rallup INE |_
Previous || Page 2 of 2| et | Help | Ok | Cancel
Figure 2-11. Company Earnings Detail and Company Deduction Detail Windows

Table 2-7 provides a brief description of the IRS codes for box 12 of Form W-2.

Table 2-7. Description of the IRS Codes for Box 12 of Form W-2
IRS
Codes for For For
Box 12 Description Provided by IRS Earnings | Deductions
AA Designated Roth contributions to a section Yes
401(k) plan.
BB Designated Roth contributions to a section Yes
403(b) plan.
DD Cost of employer-sponsored health coverage Yes Yes
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IRS Codes for Box 12 of Form W-2 m

Table 2-7. Description of the IRS Codes for Box 12 of Form W-2 (cont.)

IRS

Codes for For For

Box 12 Description Provided by IRS Earnings | Deductions

EE Designated Roth contributions under a Yes
governmental section 457(b) plan.

A Uncollected social security or RRTA tax on tips. Yes
Uncollected Medicare tax on tips. Yes

C Taxable cost of group-term life insuranceover | Yes
$50, 000.

D Elective deferrals under a section 401(k) cash or Yes
deferred arrangement (including a SIMPLE
401(k) arrangement).

E Elective deferrals under a section 403(b) salary Yes
reduction arrangement.

F Elective deferrals under a section 408(k)(6) Yes
salary reduction SEP.

G Elective deferrals and employer contributions Yes
(including non-elective deferrals) under a
section 457(b) deferred compensation plan
(state and local government and tax-exempt
employers).

H Elective deferrals under section 501(c)(18)(D) Yes
tax-exempt organization plan.

J Nontaxable sick pay. Yes

K 20% excise tax on excess golden parachute Yes Yes
payments.

L Substantiated employee business expense Yes
reimbursements (federal rate).

M Uncollected socia security or RRTA tax on Yes
taxable cost of group-term life insurance over
$50,000 (for former employees).

N Uncollected Medicare tax on taxable cost of Yes
group-term life insurance over $50,000 (for
former employees).

P Excludable moving expense reimbursements Yes
paid directly to employee.

Q Nontaxable combat pay. Yes

R Employer contributionsto an Archer MSA. Yes

Chapter 2: Understanding Form W-2
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m IRS Codes for Box 12 of Form W-2

Table 2-7. Description of the IRS Codes for Box 12 of Form W-2 (cont.)
IRS
Codes for For For
Box 12 Description Provided by IRS Earnings | Deductions
S Employee salary reduction contributions under Yes
a section 408(p) SIMPLE.
T Adoption benefits. Yes Yes
V Income from exercise of non-statutory stock Yes
option(s).
w Employer contributions (including employee  Yes Yes
contributions through a cafetaria plan) to an
employee’s Health Savings Account (HSA).
Y Deferrals under a section 409A nonqualified Yes Yes
deferred compensation plan.
Z Income under anonqualified deferred Yes

compensation plan that fails to satisfy section
409A.
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Sample Form W-2

Figure 2-12.
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About Form 1099-MISC

Important Tax Document is printed on the front and back of the pressure-sealed forms
released by ADP. The form typeisidentified below the return address as shown in
Figure 3-1.

004 - 000002 - MOTM - US1099M

Gen COMPID
Sequence Form

Print Type
Sequence

Figure 3-1. Return Address on Pressure-Sealed Forms

ADP prints Form 1099-M1SC for non-employees, such as consultants, who live or work in
the United States, and for beneficiaries of deceased employees.

ADP files the forms with the Social Security Administration. Table 3-1 provides a brief
description of the two employee types for which Form 1099-MISC is generated, and
shows the tax forms filed by the employer.

Unless you notify your Client Service Consultant otherwise, ADP will print and file Forms
1099-MISC, 1099-R, and 945.

Table 3-1. Employee Types for 1099-M

Employee Brief Forms the
Type Description Employer Files
C Independent Contractor | For employeetypes C and K, the employer filesthe

following forms:
* 1099-MISC federa and state filings
¢ Form 945

K Backup withholding

* Appropriate state returns

Earnings reported on Form 1099-MISC include the following:
¢ Contractor payments

* Payments made to deceased employees

* Prizes and awards

* Withholding from persons from whom FIT is withheld under the backup
withholding rules

Chapter 3: Understanding Forms 1099-MISC and 1099-R
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Backup Withholding and Form 945

If aworker has not provided avalid taxpayer identification number, employers are required
to withhold 28% of payments, to ensure that taxes will be paid. The employer deposits the
withheld taxes to IRS using Form 945.

Completing Form 1099-MISC

This section describes how data entered in the ADP ProBusiness Payroll prints on Form
1099-MISC.

Understanding the Boxes on Form 1099-MISC

Table 3-2 describes the mappings to boxes 3, 4, 7, 15a, and 15b on Form 1099-M| SC.

Table 3-2. Description of the Mappings to Boxes, 3, 4, 7, 15a, and 15b of Form

1099-MISC
Box Item Description
3 Earnings Other income: Income that exceeds the amount determined by IRS

that is required to be entered on Form 1099-MISC, but is not
reportable in other boxes in the form. Examples of box 3 earnings
include payments received by a beneficiary of a deceased
employee, profits, prizes and awards that are not for services
rendered, and other taxable income.

Payments made to the estate of a deceased employee must be
mapped to box 3 (Other Compensation) on Form 1099-MISC.

The payroll system defaults to box 3 if the earning code does not
specify a box.

4 Taxes Federal income tax withheld: The amount of backup withholding.

If aworker has not provided avalid taxpayer identification
number, employers are required to withhold 28% of payments, to
ensure that taxes will be paid.

7 Earnings Non-employee compensation: Examples of box 7 earningsinclude
fees, commissions, golden parachute payments, prizes and awards
for services performed as a non-employee, and professional fees
such as those paid to an accountant or attorney.

Map non-employee earnings that do not satisfy the criteriafor box
3tobox 7.

Chapter 3: Understanding Forms 1099-MISC and 1099-R
Year-Round Guide for ProBusiness Payroll Version 7.4



IER] -vout Form t0s0-misc

Table 3-2. Description of the Mappings to Boxes, 3, 4, 7, 15a, and 15b of Form
1099-MISC (cont.)

Box Item
15a Earnings
Deductions

15b Earnings

Description

Section 409A deferrals: For totals of $600 or more, the amount of
total yearly deferrals from all NQDC plans subject to the
provisions of section 409A. Includes earnings on current and
prior-year deferrals.

Section 409A income: Income that does not satisfy the
requirements of section 409A. Does not include amounts
previously reported as income.

The amount included in box 15b is aso included in box 7.

Determining if the Amount of an Earning will Print on Form

1099-MISC

Use the following procedure to determine if the dollar amount of an earning will appear on
Form 1099-MISC. If you need to map additional earning codes, contact your Client Service

Consultant.

1. Inthe Company Menu window, click File ~ Company Master ~ Options ~ Earnings.

2. Double-click the code you want to view. The Company Earnings window is displayed.

3. Click Next. Page 2 isdisplayed.
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4. Under CURRENT, if M3 or M7 appearsin W-2 Cat field, the dollar amount of the earning
will appear in Box 3 or 7 on the 1099-MISC respectively.

If the field is blank, the amount of the earning will be mapped to box 3 when paid to an
employee of type C or K.

@ Company Earnings Detail E

Earning Code [332 Mame [LB98MISC  Desc [1899 Miscellaneous Pay
MISCELLAMEOUS FLAGS CHECK PRINTING 21089

Active [f  worksheet Tag [N Print [v CURRENT PRE-2001
Freguency 'P_ Drop at Limit W Roll-up Tax Cat [

W
Make Check [Y  Save To Check [v  Print Rate [¥  |w2 cat w3 | [

¥

o

HR Screen E Load Payentry W Frint Hours W2 Desc l—
Accumulate m Track History W Frint Memao W2 Mast VE |_

OT Loadtype [N Load Amount [N Print ¥TD [N w2 Rolup Code [
oid PR Code [ DD Group [ ¥TD Format[f 1099 Dist code [

Regular Pay |_
DATA ENTRY OWVER-RIDES
WORKERS' COMPENSATION Level [8  Limi 000
EBempt [Y OT Category [N Excl Ernp Excl Parps G
Previous || Page 2 of 2| et | Help | Ok | Cancel |

Figure 3-2. Company Earnings Detail: Determining if a Code Prints on Form
1099-MISC

The Earnings Taxation Analysis report can be used to review the mapping of all earnings
codes. A description and example of this report can be found on page 4-47.

Verifying Form 1099-MISC Delivery

A Form W-2/1099-MISC Delivery Verification will be included with your output. ADP
recommends that you review your data and compl ete the verification form as soon as
possible after receiving your Forms W-2 and 1099-MISC. If you identify any issues,
ADP has time to make the necessary adjustments.

Each company must submit a signed Form W-2/1099 Verification form.

Reports Generated for Form 1099-MISC

ADP provides the following reports for Form 1099-MISC:

* 1099M Preview Report: The 1099M Preview Report lists all workers who were set up to
receive Form 1099-M1SC on the date the report was generated. For a sample of the
preview report, see “ Sample of the 1099M Preview Report” on page 4-27.

* 1099M Summary Report: The 1099M Summary Report provides totals of al Forms
1099-MISC that ADP will generate for your company. For a sample of the report, see
“Sample of the 1099M Summary Report” on page 4-30.

* W-2/1099 Error Report: The W-2/1099 Error Report lists all persons who have specific
data errors. For more information, see “ About the W-2/1099 Error Report” on page 4-40.
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About Form 1099-MISC

Sample Form 1099-MISC

[ voip

[] CORRECTED

PAYER'S name, street address, city, state, ZIP code, and telephone no,

PAYER'S federal identification
number

RECIPIENT'S identification
number

O\

$

1 Rents OMB No. 1545-0115

$ Miscellaneous

2 Royalties Income

3 Form 1099-MISC

3 Other income 4 Fedaral income tax withheld

$ 3 Copy 1

5 Fishing boat procesds 8 Medical and heakh care payments For State Tax
Department

RECIPIENT'S name

6‘3

A ¥ SNonemployes compansation

8 Substitute payments in lieu of
dividends or interest

payments

Street address (including apt. no.) 9 Payer made direct sales of |10 Crop insurance proceeds
§5.000 or more of consumar,
products 1o a buysr
{recipient) for resale = [ | $

City, state, and ZIP code 11 | 112

Account number (ses instruchions) 13 Excess golden parachute |14 Gross proceeds paid 1o

an attomey

$

15a Section 409A deferrals 15b Section 4094 income 16 State tax withheld 17 State/Payer’s state no. 18 State income

Form 1099-MISC

Figure 3-3.

Sample Form 1099-MISC

Department of the Treasury -

Internal Revenue Service
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About Form 1099-R

Important Tax Document is printed on the front and back of the pressure-sealed forms
released by ADP. The form typeisidentified below the return address as shown in
Figure 3-4.

004 - 000002 - MOTM - US1099R

Gen COMPID
Sequence Form
Print Type
Sequence

Figure 3-4. Return Address on Pressure-Sealed Forms
Form 1099-R is generated for two employee types: R (Retiree) and P (Pensioner).

Table 3-3 provides a description of the two employee types for which Form 1099-R is
generated, and lists the tax forms filed by the employer.

Table 3-3. Employee Types for 1099-R

Employee Forms the
Type Description Employer Files
P A person who receives pension For employee typesP and R, the

distributions through the company  employer files the following forms:
payroll that require issuing

Form 1099-R. * Form 1099-R federal and statefilings

R A person who receives retirement Form 945

distributions through the company | e Appropriate state returns
payroll that require issuing
Form 1099-R.

Death benefits from qualified and non-qualified deferred compensation plans are reported to
the estate or beneficiary on Form 1099-R for all employee types.

Earnings reported on Form 1099-R include the following:

* Pension distributions

* Annuities

* Profit-sharing and retirement plans (including 457, state, and local plans)
* IRAs

* Insurance contracts

Payments that are totally exempt from tax are not reported on Form 1099-R. However, if
part of adistribution is taxable and part is not taxable, the entire distribution is reported.

If you have an Employment Retirement Income Security Act (ERISA) plan, contact your
Client Service Consultant.

Chapter 3: Understanding Forms 1099-MISC and 1099-R
Year-Round Guide for ProBusiness Payroll Version 7.4



IERY -out Form 10597

Completing Form 1099-R

This section describes Form 1099-R and how data entered in the payroll application prints
on the form.

Table 3-4 lists the boxes on Form 1099-R for which ADP provides values, and includes a
description of what is entered in each box.

Table 3-4.

Box
1

2a

10

12 - 17

Description of the Boxes on Form 1099-R

Item

Gross distribution: The gross amount of distributions before income tax or other
deductions are withheld for items such as the following:

* Pension distributions

* Annuities

* Profit-sharing and retirement plans (including 457, state, and local plans)
* IRAs

* Insurance contracts

Taxable amount: The taxable portion of the gross amount listed in box 1.

Box 2a will have taxable wages populated only if the Exempt from FIT field for an

employee is marked with a Y or an N. If the distribution code selected is G, Direct
Rollover to a Qualified Plan, box 2a will reflect a zero amount.

Federal income tax withheld: The amount of FIT withheld.

Distribution code(s): Distribution codes determine whether 1099-R recipients
have reported distributions properly. If avalid distribution code is not included,
the IRS will reject Form 1099-R filing. For a complete list of distribution codes,
see " Distribution Codes for Box 7 of Form 1099-R,” on page 3-9.

Amount allocableto IRR within 5 years: The amount of distribution to an
in-plan Roth rollover (IRR) made within the 5 year period beginning with the first
day of the year in which the rollover was made.

Boxes 12 through 17 are optional. Distributions for up to two states or localities
can be reported in these boxes. Information for each state or locality is separated
with abroken line.

Boxes 12 and 15: If state or local income tax was withheld for a distribution, the
amount withheld islisted in boxes 12 or 15.

Box 13: The abbreviated name of the state and the state identification number.
Box 16: Name of the locality.
Boxes 14 and 17: Amount of distributionsto the state or locality.
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Distribution Codes for Box 7 of Form 1099-R

Use the Box 7 section of Form 1099-R to specify the distribution code to which dollar
amounts are reported.

Table 3-5 provides a brief description of the IRS codes for box 7. For the full description,
see Instructions for Forms 1099-R and 5498. Y ou can obtain the publication from the Forms
and Publications page of the IRS website.

For information about determining whether a 1099-R distribution code has been assigned to
an earning, see “ Determining Whether a 1099-R Distribution Code is Assigned to an
Earning” on page 3-11. For information about an employee-specific 1099-R distribution,
see " Specifying a Person’s Total Distributions for Form 1099-R” on page 3-12.

Table 3-5. Description of the IRS codes for Box 7 of Form 1099-R
Used with
Distribution Brief Code
Code Description (if applicable)
1 Early distribution, no known exception 8,B,D,L,orP
2 Early distribution, exception applies (under 59 1/2) 8,B,D,orP
3 Disability None
4 Death 8,A,B,D,GH,
L,orP
5 Prohibited (improper) use of the account; accountisno | None
longer an IRA
6 Tax-free exchange of life insurance, annuity, or None
endowment contracts under section 1035
7 Normal distribution A,B,orD
8 Excess contributions plus earnings/excess deferrals 1,2,4,B,0rJ
(and/or earnings) taxable in 2010
Cost of current life insurance protection None
A May be eligible for 10-year tax option dor7
Designated Roth account distribution that is not a 1,2,4,8,D,G
qualified distribution. L,orP
Use code E for a section 415 excess
D Annuity payments from nonqualified annuities and 1,23 4,07

distributions from life insurance contracts that may be
subject to tax under section 1411.

Use Code D for adistribution from any plan or
arrangement not described in sections 401(a), 403(a),
403(b), 408, 408A, or 457(b).
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Table 3-5. Description of the IRS codes for Box 7 of Form 1099-R (cont.)

Used with
Distribution | Brief Code
Code Description (if applicable)
E Distributions under Employee Plans Compliance None
Resolution System (EPCRS)
F Charitable gift annuity None
G * Direct rollover from aqualified plan (including a 4orB
governmental section 457(b) plan) or section 403(b)
plan to an eligible retirement plan (another qualified
plan, a section 403(b) plan, or an IRA).
¢ For certain distributions from conduit IRASto an
employer plan and IRA rollover contributionsto an
accepting employer plan.
H Direct rollover of adesignated Roth account distribution 4
to aRoth IRA
J Early distribution from a Roth IRA when code Q or code 8 or P
T do not apply.
Use code 2 for an IRS levy and code 5 for a prohibited
transaction.
K Distribution of IRA assets not having areadily available 1,2,4,7,0or G
FMV.
L Loans treated as distributions 1,4,0orB
Do not use code L to report a loan offset
N Recharacterized IRA contribution made for 2010 and None
recharacterized in 2010
P Excess contributions plus earnings/excess deferrals 1,2,4,B,0rJ
taxablein 2009
Q Qualified distribution from aRoth IRA (59 1/2 or over,  None
disabled or deceased).
R Recharacterized IRA contribution made for 2009 and None
recharacterized in 2010
S Early distribution from a SIMPLE IRA in thefirst 2 None
years, no known exception (under 59 1/2).
T Roth IRA distribution, exception applies (59 1/2 or over, None
disabled or deceased).
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Table 3-5. Description of the IRS codes for Box 7 of Form 1099-R (cont.)

Used with

Distribution Brief Code
Code Description (if applicable)
u Distribution of dividends from an Employee Stock B

Ownership Plan (ESOP) under section 404(k). These are

not eigible rollover distributions. Do not report

dividends paid by the corporation directly to plan

participants or their beneficiaries. Continue to report

those dividends on Form 1099-DIV.
w Purchase of qualified long term care insurance 6

Determining Whether a 1099-R Distribution Code is
Assigned to an Earning

If adistribution code is provided, when the earning code is used during the year, the distri-
bution code will be applied to those earnings and it will automatically populate box 7 of
Form 1099-R for employee types R and P.

Use the following procedure to determine whether a 1099-R distribution code has been
assigned to an earning:

1. Inthe Company Menu window, click File ~ Company Master ~ Options ~ Earnings.

2. Inthe Company Earnings window, double-click the name of the earning code to which
you want to assign a 1099-R distribution code. Right-click in the 1099 Dist Code field
and double-click the code.

@ Company Earnings Detail E

Eaming Code [392  Name [ID99MISC  Desc[1899 Miscellaneous Fay
MISCELLANEOUS FLAGS CHECK PRINTING 21 088

Active [f  worksheet Tag [N Print [v CURRENT PRE-2001
Freguency 'P_ Drop at Limit W Roll-up W Tax Cat l_

Make Check [¥  Save To Check [¥  Print Rate [¥ w2 cat [ [

HR Screen E Load Payentry W Frint Hours |T W2 Desc l—l—
Accumulate m Track History W Frint Memao W W2 Mast VE |_

OT Loadtype [N Load Amount [N Prnt YTD [N w2 Rollup Code

Old PR Code DD Group ¥TD Format [ | 1089 Dist Code [74

Regular FPay [ 2 1099 Distribution Codes
DATA ENTRY OWER-RI

WORKERS' COMPEMNSATION Level |E Lirnit [Code |Description
Blank, use employee master distribution
Exempt |T OT Categony W Excl Emp Excl

Early Distribution, no known exception
Early Distribution, exception applies
Disability

Death

Prohibited transaction

Section 1835 exchange

Previgus || Page 2 of 2| Mext | _ Helm

Hormal Distribution
Excess contributions tazable in 1959

FEED - B

F555 Costs -
—

Figure 3-5. Company Earnings Detail: Determining the 1099-R Distribution Code for
an Earning Code

Chapter 3: Understanding Forms 1099-MISC and 1099-R
Year-Round Guide for ProBusiness Payroll Version 7.4



IEEE) -out Form 10597

Specifying a 1099-R Distribution Code for a Person

If you specify adistribution code in the Employee Master window, it will appear on the
person’s Form 1099-R regardless of the distribution codes that were assigned in the
Company Earnings Detail window.

Use this procedure to specify a distribution code for a person.

If you update the distribution code information for a person after a 1099-R Distribution Report
has been generated, you can request an updated report from your Client Service

Consultant. For a sample of the report, see “Sample of the 1099-R Distribution Report”
on page 4-36.

1. Inthe Company Menu window, click File ~ Employee Master ~ double-click the
person’s name. Page 1 of the Employee Master window displays.

2. Click Next. Page 2 displays.

3. On page 2 in the Employee Master window, under W-2 ADDITIONAL INFORMA-
TION, right-click in the Dist Code field, and select a distribution code.

L aEmployee Master JERRY ALWAYS E
Options |

|JERR\r ALWAYS FUTURE CHAMNGES
Home Phone IT Stat |_ S/H |_Cycle |_ Reason l_
Birth Ciate B7/2771963 Date | / Rate | 8,000
Serice Date | ¢ 4 crant |
Emer. Contact l—
Emer. Fhone ( ) - W-2 ADDITIOMNAL INFORMATION
Relationship l— Statutory |_ Deceased |_
Empl. Title l— Legal Rep |_ Retirement |T
Job [02a2481 Defd comp [T 84z [
Project W-2 Printed | Total Dist |7
wicomp Cade [ WC Stat [
Default Batch | Adv EIC [ LOCATION INFORMATION
Clock Mumber l— GL Groupl_ Renion l—
Shift Codes l_l_l_ #Depends I_B Lacation l—
Depend Life | 8  GTL Fact [1.0® Building | | Floor |
GTL Amount | 8  Dsp Rate [V Mail [ wiksite [
Frevious ||Page 2 of 2| [l et | Help | Ok | Cancel |

Figure 3-6. Employee Master: Specifying a 1099-R Distribution Code
for a Person

Specifying a Person’s Total Distributions for Form 1099-R

Use the Employee Master window to specify whether the Form 1099-R payment represents
atotal distribution. A tota distribution is one or more distributionsin atax year in which the
entire balance of aretirement plan account is withdrawn.

If you enter Yes in the Total Dist field, the Total Distribution box, box 2b, on Form 1099-R will
be marked.
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To specify total distributions for Form 1099-R, follow these steps:

1. Inthe Company Menu window, click File ~ Employee Master ~ double-click the
persons’'s name. Page 1 of the Employee Master window displays.

2. Click Next. Page 2 displays.

3. On page 2 in the Employee Master window, under W-2 ADDITIONAL
INFORMATION, in the Total Dist field, enter Yes or No.

L aEmployee Master JERRY ALWAYS x
Options |

[JERRY ALWAYS FUTURE CHANGES
Home Phone IT Stat |_ S/H |_Cycle |_ Reason l_
Birth Date [07/27/1%63 Date [ + 7 Rate | 0. 0000
Serice Date | ¢ 4 crant |
Emer. Contact l—
Emer. Phone [ ) - -2 ADDITIONAL INFORMATION
Relationship l— Statutory |_ Deceased |_
Empl. Title l— Legal Rep |_ Retirement |T
Job [02a2481 Defd comp [T 8432 B
Project W-2 Printed | Total Dist 7|
wicomp code | We Stat [ Dist Code [J
Default Batch | Adv EIC [ LOCATION INFORMATION
Clock Mumber l— GL Groupl_ Renion l—
Shift Codes l_l_l_ #Depends I_B Lacation l—
Depend Life | 8  GTL Fact [1.0® Building | | Floor |
GTL Amount | 8  Dsp Rate [V Mail [ wiksite [

Previous ||Page 2 0f2| et | Help | Ok | Cancel |

Figure 3-7. Employee Master: Specifying a Person’s Total Distributions for Form
1099-R

Reports Generated for Form 1099-R

ADP provides the following reports for Form 1099-R:

* 1099R Preview Report: The 1099R Preview Report lists all persons who were set up to
receive Form 1099-R on the date the report was generated. For a sample of the preview
report, see “ Sample of the 1099R Preview Report” on page 4-33.

* 1099-R Distribution Report: The 1099R Distribution Report itemizes the 1099-R
distribution codes for each person for whom ADP will generate a Form 1099-R.
For a sample of the distribution report, see “ Sample of the 1099-R Distribution Report”
on page 4-36.

* 1099R Summary Report: The 1099R Summary Report provides totals of all Form
1099-Rsthat ADP will generate for your company. For a sample of the report, see
“Sample of the 1099R Summary Report” on page 4-39.

* W-2/1099 Error Report: The W-2/1099 Error Report lists all persons who have specific
data errors. For more information, see “About the W-2/1099 Error Report” on page 4-40.
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Sample Form 1099-R

[]VoID [ JCOBRECTED
PAYER'S name, street address, city, state, and ZIP code 1 Gross distribution OME No. 1545-0119 Distributions From
Pensions, Annuities,
2 Retirement or
Profit-Sharing
2a Taxablo amount Plans, IRAs,
Insurance
£ form 1000-R Contracts, etc.
25 Taxabls amount Total cop!r 1
not determined  [7] distribution [ For
PAYER'S faderal idantification RECIPIENT'S identification 3 Capital gain {included | 4 Federal Income tax
number numiber in g:m 2%32-1" e witnihaia Sta‘;tf'l_?gi
\G Tax Department
A0 s 13
RECIPIENT'S name A 5 Employes contrioutions | 6 Met unrealized
6‘3 /Dasignated Aot ationin
contributions or amployer's Securities
INSUFANCE promiums
5 £
Strest address (including apt. no.) T Distribution IRAY 8 Other
codols)  |shanE
Ols %
City, state, and ZIP code 0a Your percontage of total |Ob  To& empioyos contrioulons
distribution %|s
10 Amcunt alocabie 1o IRR 11 158 yoar of oesig. Roth contrio.| 12 Stale tax withheia 13 StatePayer's state nc. | 14 State distribution
within 5 years
$ $
$ $ $
Account number (see instructions) 15 Local tax withinaid 18 Mame of locality 17 Local distribution
$ $
5 ]
Fern 1099-R Deparmant of the Traasury - intemal Fevenus Senics
Figure 3-8. Sample Form 1099-R
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Completing Forms 1099-MISC and 1099-R _

Completing Forms 1099-MISC and 1099-R

This section describes how to compl ete the common sections of Forms 1099-M1SC and
1099-R. It includes the following:

¢ Printing the Company Name on Forms 1099-M1SC and 1099-R
¢ |dentifying Your Company if your Company Files Under a Common Pay Agent
* Printing a Worker’s Name on Forms 1099-MISC and 1099-R

¢ Correcting Worker Addresses

Printing the Company Name on Forms 1099-MISC
and 1099-R

The company’s name will print on Forms 1099-M|SC and 1099-R as it appearsin the Com-
pany Master window. The Company Master window provides two fields for the company
name. If the company’slegal name does not fit in the Legal field, your Client Service Con-
sultant will continue entering the name in the Name field. If you need two lines for the com-
pany address, you can use both Address fields.

% al Company Master [ ]
Related Cmps | BCC List | options |
Legal  [Meeting of the Minds Company Contact! [Bob Black
Mame | Title Payroll Manager
Phone (925) 555-1212 ¥ [181
Address [1234 Broadway Ave Class
City Any town Contact2 [41i Green
State Ca Fip  [#5555- Title Fayroll Processor
Phone [925) 555-5555 Ext Phone (925) 555-1212 ¥ [182
FAX (G - Class
Start Dt |07/01/2001 Transid  |299 Contactd |Sam Brown
Chk Dist Wersion |700 Title Admin
Hub Loc Stand Alone [ Phane  [(925) 555-1212 x[163
Consldt  [12/11/2083 Class
Previous ||Page 1 of 3| Mext | Help | Ok | Cancel |

Figure 3-9. Company Master: Two Company Name and Two Address Fields for
Forms 1099 Printing
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m Completing Forms 1099-MISC and 1099-R

Identifying Your Company if your Company Files
Under a Common Pay Agent

If your company files under a common pay agent, use the Name fields on page 3 of the
Company Master window to provide the name that will print on Forms 1099-MISC and
1099-R. If the Name fields on page 3 are blank, the name entered on page 1 of the Company
Master window will appear on the forms. When you communicate with the IRS, use the
name you provided on page 3 of the Company Master window to identify your company.

s Company Master x I
Related Cmps | BCc List | options

Directions to Client

To identify your common pay
agent, enter Y in the
Common Pay Agent

EETE Fey AT W field. To enter the name of your
common pay agent, contact
Name [Name of Comnon Pay Agent your Client Service Consultant.
|"As Agent For" Meeting of the Minds
Previous || Page 3 of 3| [t | Help | Ok | Cancel |

Figure 3-10. Company Master: Name of the Common Pay Agent for a Company
for Forms 1099 Printing

If the second field is populated, the first 10 characters will be appended to the information in
the Name field and will print on Forms 1099-MISC and 1099-R.

Table 3-6 shows how information in the Company Master window prints on Forms 1099.

Table 3-6. How the Company Name and Address are Printed Using Data on the
Company Master

Number
of Name Number
Fields of Address
Used Fields Used Printed on Form 1099-MISC and 1099-R
2 1 * Two linesfor the company’slegal name
* Oneline for the company address
* Onelinefor the city, state, and zip code
2 2 ¢ Thetwo company name lines are joined and printed on the
firstline
* Two linesfor the address
* Onelinefor the city, state, and zip code
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Completing Forms 1099-MISC and 1099-R

Printing a Worker's Name on Forms 1099-MISC and
1099-R

Each worker’s name prints on Forms 1099-M|SC and 1099-R as it appearsin the First, Last,
Middle, and Suffix fields on page 1 of the HR/Payroll Master window. Enter each worker’s
name into the payroll application as shown on the worker’ s tax identification card.

The information you enter in the First and Last fields of either the Employee Master or the
HR/Payroll Master window automatically appears in the other window. The Middle and
Suffix field appears only in the HR/Payroll Master window.

If you enter a worker’s middle name or middle initial in the First field, do not enter it again
in the Middle field because it will print twice on Forms 1099-MISC and 1099-R. Also, if you
enter an employee’s suffix in the Last field, do not enter it again in the Suffix field because
it will print twice on Form 1099-MISC. For a detailed example, see “About Entering an
Employee’s Name,” on page A-2.

Correcting Worker Addresses

If you create a Form 1099-MISC or Form 1099-R with an incorrect address for aworker,
you are not required to file a corrected form. Instead, create a second Form 1099 with the
corrected address.

Indicate on the corrected form that it is a corrected replacement form.
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m Sorting, Releasing, and Distributing Forms 1099-MISC and 1099-R

Sorting, Releasing, and Distributing Forms
1099-MISC and 1099-R

This section describes sorting, releasing, and distributing Forms 1099-MISC and 1099-R.

Sorting Forms 1099-MISC and 1099-R

ADP can use the standard alphabetical sorting method or a custom sorting method to process
your Forms 1099-MISC and 1099-R. Table 3-7 describes both sorting methods. To use a
custom sorting method, or to review your current sorting method, contact your Client
Service Consultant.

Table 3-7.  Forms 1099-MISC and 1099-R Sorting Options

Sort Method Description
Standard Sorted aphabetically by last name. Thisisthe default.

Custom In addition to the standard sort by last name, the following sort options
are available:

e Worker zip code
¢ Alphabetically by department

¢ Alphabetically by employment status (active, inactivated, on leave,
or terminated)

You can combine sort options. For example, you can have a custom sort
that first sorts by status, then by last name, and then by department.

Releasing Forms 1099-MISC and 1099-R

Y ou must provide a signed release form or an email authorization to your Client Service
Consultant before ADP will print your Forms 1099-MISC and 1099-R.

Your Client Service Consultant will ask you for the names of three to five workers for whom

ADP will generate sample forms. Please review and approve the samples before you
authorize ADP to print Forms 1099-MISC and 1099-R for your entire company.
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Sorting, Releasing, and Distributing Forms 1099-MISC and 1099-R m

Distributing Forms 1099-MISC and 1099-R

This section describes how ADP distributes Forms 1099-M1SC and 1099-R to employers
and workers.

Delivering Employer Forms 1099-MISC and 1099-R

ADP produces employer Forms 1099-M1SC and 1099-R on CD-ROM with the
W-2 Viewer application. Instructions for installing and viewing the information
are on the face of the CD-ROM.

If you processed adjustments after the first forms were printed, you can request a second
CD-ROM from your Client Service Consultant. See “ Sorting, Releasing, and Distributing
Forms 1099-M1SC and 1099-R” on page 3-18 for information about timing the rel ease of
the forms.

At your site, you can print replacement forms. For more information, see “Viewing Your
Forms 1099-MISC and 1099-R” on page 3-21.

Sending Worker Forms 1099

Y ou can request that ADP use one of the following methods to deliver your Forms
1099-MISC and 1099-R:

* Send the forms to the master distribution location for each company.

To view the master distribution location, in the Company Menu window, click File ~ Mail

and Couriers. The Mail and Couriers window opens. If Y (Yes) appears in the Master Dist
field, the location is the master distribution location.

¢ Mail the forms directly to each worker’s address.

¢ Send the employer form CD-ROM to one specified location and the workers' copiesto
another specified location.

You may select only one location for delivery of worker forms. ADP does not send
workers’ forms to multiple locations.
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m Sorting, Releasing, and Distributing Forms 1099-MISC and 1099-R

Using International Addresses

ADP can print addresses on Forms 1099-M1SC and 1099-R according to the U.S. Postal
Service guidelines for international addressing. If the Country field on page 1 of the
Employee Master displays any information other than US, USA, or United States, the
worker’s address on Form 1099-M1SC and 1099-R will be formatted automatically
asfollows:

The following format is available only for Forms 1099-MISC and 1099-R, not
for paychecks.

First Name Middle Name Last Name Suffix
Address 1

Address 2

City, State, Zip Code

Country

If you are sending employee 1099s by U.S. mail and have international employees, contact
your Client Service Consultant.
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Viewing Your Forms 1099-MISC and 1099-R _

Viewing Your Forms 1099-MISC and 1099-R

After installing your Forms 1099-MI1SC and 1099-R from the CD-ROM, you can view and
print the forms using the payroll application. Use the following procedure to view the

Forms 1099:

1. Open the company ID you want to work with.

2. From the File menu, select Employee Master. The Employee Master window displays.

3. Double-click the worker whose Form 1099 you want to view. The Employee Master
detail window displays.

4. Click Options. The Select Option window displays.

5. Double-click view W-2s. The Select W-2 Tax Year window appears.

If an error message indicates that you do not have access to this feature, check with
your system administrator to ensure the security levels are set correctly.

6. Select the appropriate year and click OK. The Select <Year> Employee Form To View
window displays.

7. Inthe Form column, double-click the form you want to view. For example, double-
click 1099. The <Year> 1099 window opens displaying the Form 1099 for the worker
you selected.

8. To print areplacement Form 1099, click Print.
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m Overview of Audit Reports

Overview of Audit Reports

At the end of each quarter and at year end, ADP provides you with a set of audit reports to
help you generate timely and accurate Forms W-2 and 1099. To identify and correct data
errors, please carefully review the reports. By correcting errors before generating Forms
W-2 and 1099, you can contribute to an efficient year-end process, and minimize the need
for reprinted and corrected forms.

In an effort to protect employee identities, social security number has been removed from all
W-2 audit reports and has been replaced with the Employee ID.

On approximately the 15th of the month following the close of each quarter, the reports are
sent to you on CD.
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About the Report Calendar Listing

Y our Client Service Consultant uses Report Automation, afunction of ADP ProBusiness
Payroll application, to produce reports that consolidate information across paygroups or
companies. Report Automation is set up to generate reports on a specific date, after al
scheduled payrolls for the day have been calcul ated.

Each report includes information about all payroll runs that are processed after the report was
last generated.

The Report Calendar Listing shows the dates when specific reports will be generated. The
identification numbers and names of the reports that are attached to a particular calendar are
listed on the calendar.

Your Client Service Consultant sends the reports to you by the middle of the 4th quarter.
The calendars are not included with your year-end audit reports.

Table 4-1 indicates the conditions for which you use each of the two types of reports and
provides a description of each report.

Table 4-1.  Summary of the Two Calendar Report Listings

Type Conditions for Use Description

Date Use adate calendar if you want a Date calendars list the dates on

Calendar report to run with the last payroll of  which payrolls are processed and
aparticular date. For example, if reports generated.

you want areport for four paygroups
that process on the same day, you
would use a date calendar. The

date calendar will run after all

runs for the specified day have

For a sample of adate calendar, see
“Sample of the Date Report Calendar
Listing” on page 4-5.

been compl eted.
Payroll Use a payroll calendar if you want a | Payroll calendars list payroll dates,
Calendar report for a particular payroll. and provide alist of the reports that

will be generated with each payroll.

For asample of a payroll calendar, see
“Sample of the Payroll Report
Calendar Listing” on page 4-6.

If your company has set up a schedule for reports and you change your transmission dates,
notify your Client Service Consultant to adjust your Report Calendar Listings accordingly.
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m About the Report Calendar Listing

Using the Report Calendar Listings

Table 4-2 describes the Report Calendar Listings.

Table 4-2. Desc

ription of the Headings on the Report Calendar Listing

Heading
Top left column

Description

The section at the top left of the listing includes the following
information:

* The name of the report calendar

* Thefrequency at which the calendar is generated and reports are run

The calendar frequency can correspond to the payroll frequency. For a
list of frequencies, see “About Frequency Codes,” on page A-5.

* Thetype of calendar

* A description of the calendar

Reports using
this calendar

Date Calendar

Payroll
Calendar

The Reports using this calendar section lists the reports that use this
calendar. The number that identifies the report and the name of the report
arelisted.

The Date Calendar section lists the following:

* Thenumber of the report. For example, areport that runs monthly will
run 12 times each year, so 1 through 12 can appear under Number.

* The month, quarter, and year that correspond to the date the report is
scheduled to run.

The Payroll Calendar section lists the following:
* The Company ID, paygroup, and pay period
* The start date, end date, and check date for the payroll
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Sample of the Report Calendar Listings

There are two versions of the Report Calendar Listing. A sample of the date version appears

on this page, and a sample of the payroll version appears on the following page.

Sample of the Date Report Calendar Listing
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Sample of the Date Report Calendar Listing

Figure 4-1.
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About the Report Calendar Listing

Sample of the Payroll Report Calendar Listing
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Figure 4-2.
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About the Annual Payroll Calendar Report

The Annual Payroll Calendar Report describes all scheduled runs remaining in the tax year
and all runs scheduled for 2010. A separate report is generated for each paygroup.

ADP sends you this report in the body of an email. Please review the report and verify the
accuracy of the information, particularly the dates. For example, verify that the holidaysin
the report are consistent with your company’ s holidays.

For asample of the report, see “ Sample of the Annual Payroll Calendar Report”
on page 4-10.

Modifying the Annual Payroll Calendar Report

If you need to modify information in the report, ADP recommends that you return the
modified report by the end of November. If you need an updated report that reflects your
modifications, contact your Client Service Consultant.

Use the following procedure to modify the report:

1. Copy the content of the report from the body of the email, and paste it into a new
Microsoft® Office Word document.

2. Activate the Track Changes feature in the Word document.

See the Microsoft documentation for more information about track changes.

3. Enter the changes to the report and save the Word document.

4. Toreturn the revised report, attach it to an email and send it to one of the following:
* Your Client Service Consultant

* Directly to the Propay email address

For General Ledger clients, to ensure that your general ledger is processed suc-

cessfully, provide your Client Service Consultant with the 2010 general ledger
accrual days, general ledger accrual percentages, or both.

To ensure correct payrolls, your client must review the frequencies, periods, check dates,
and all other information in the calendar. If any information is incorrect, the payroll may be
incorrect.

Y our client should modify the soft copy of the calendar (using track changes or by
highlighting changesin yellow), and email the modified report to either you or to Propay. Be
sureto remind your clients to be specific about pay groups, Company 1Ds, and dates when
they request changes.

After ADP makes the changes, send your client the updated calendar. The client must sign
off on the updated calendar and return it to you.

Chapter 4: Understanding Audit Reports
Year-Round Guide for ProBusiness Payroll Version 7.4



m About the Annual Payroll Calendar Report

Using the Annual Payroll Calendar Report

Table 4-3 describes the Annua Payroll Calendar Report.

Table 4-3.

Description of the Headings on the Annual Payroll Calendar Report

Heading
PayNum

Callin

Description

The number of the pay period for that pay group. For example, a bi-weekly
pay group has 26 pay periods each year, so 1 through 26 can appear
under PayNum.

For specia payrolls, aletter follows the number. For example, the first
special payroll after calendar payroll number 4 is 4A.

The transmission date, which is the date on which you send payroll data
to ADP.

Delivery
Start
End

Check

G/L
Per

Days
Accr

Accr
%

Holiday
Hrs

The date the payroll output is delivered.
The payroll period start date. This date prints on paychecks and reports.
The payroll period end date. This date prints on paychecks and reports.

The check date. This date prints on paychecks and is the effective date for
direct deposits.

The general ledger period to which the payroll will post.

The number of days for which general ledger accruals will be calculated.
Thisisbased on a seven-day week.

The percentage that will be used for calculating general ledger accruals.

Based on the setting in the Generate Holiday field in the Worksheet/Payroll
Entry Flags window, one of the following appears:

¢ |f the Generate Holiday field is set to Yes, the number of holiday hours
that will be automatically generated to the worksheet. The hours will be
applied to the code identified in the Holiday Code field in the
Worksheet/Payroll Entry Flags window.

In this case, holiday hours are generated for all employees.

¢ |f the Generate Holiday field is set to P, the number of hours that will be
automatically generated to the worksheet. The hours will be applied to
the code identified in the Holiday Code field in the Worksheet/Payroll
Entry Flags window.

In this case, holiday hours are generated for only those employees

for whom the PayByExcept field, in the Employee Master window,
is set to Yes.

e |f the Generate Holiday field is set to No, 0 (zero) will always appear.
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Table 4-3. Description of the Headings on the Annual Payroll Calendar Report (cont.)

Heading Description
Exception The codes used for special production exceptions.

Frequency  The frequency codes assigned to the payroll. Frequency codes are
Codes system-defined codes that trigger earnings, deductions, direct deposits, and
reports.

Understanding the Exception Codes in the Annual Payroll Calendar
Report

Exception codes are special instructions used to process a payroll. Only ADP personnel can
add a new exception code or modify existing exception codes.

For alist of the exception codes used in the Annual Payroll Calendar Report and a brief
description of each code, see “ About Exception Codes,” on page A-7.

Understanding the Frequency Codes in the Annual Payroll Calendar
Report

Frequency codes are system-defined codes that trigger earnings, deductions, direct deposits,
and reports.

For alist of the frequency codes used in the Annual Payroll Calendar Report and a brief
description of each code, see “About Frequency Codes,” on page A-5.
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Sample of the Annual Payroll Calendar Report
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Figure 4-3.
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About the W2 Preview Report

The W2 Preview Report is apreview of al Form W-2sthat ADP will generate for your
company. Employees who are identified as one of three employee typesin the Employee
Type field in the Employee Master window receive Form W-2, and are included on the W-2
Preview Report. Table 4-4 lists the three empl oyee types, provides a brief description of
each, and lists the tax forms filed by the employer.

The report lists taxable gross wages and the amount of withholding through the third quarter.
ADP produces one W2 Preview Report for the combined states, and a separate report for
each of the five U.S. territories.

Table 4-4. Employee Types for Form W-2s

Employee Brief Forms Filed
Type Definition by the Employer
A Agricultural employee ¢ Form W-2 for federal, state, and local taxes

* Forms 940 and 943
* Appropriate state and local returns

E Regular employee Form W-2 for federal, state, and local taxes
X Expatriate * Forms 940 and 941

* Appropriate state and local returns

The information will appear on Form W-2 exactly as it appears in this report. If the information
is incorrect, contact your Client Service Consultant immediately.

For a sample of the report, see “ Sample of the W2 Preview Report” on page 4-15. For a
sample Form W-2, see “ Sample Form W-2" on page 2-27.

Understanding the W2 Preview Report Cover

Thefirst page of the W2 Preview Report provides information that identifies your company.

MOTM

Page Title Date

Company Information

FEIN ......................: APPLIEDFO
Tax Name ...................: Name of Common Pay Agent

"As Agent of" Meeting of the Minds
Address ..................: 4125 Hopyard Road

Pleasanton. CA 94588

Figure 4-4. First Page of W2 Preview Report
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The following company-level information isincluded:

Name Description

FEIN The Federal Employer Indentification Number.

Tax Name | One of the following appears:

If your company does not use a common pay agent, the legal name entered on
page 1 of the Company Master window appears.

If the name of acommon pay agent is entered in the Name field on page 3 of
the Company Master window, the name of the common pay agent appears.

Address | The company address, as entered on page 1 of the Company Master window.

If page 3 of the Company Master window includes information in both the Legal and Name
fields, the name entered in the Name fields will print on Form W-2. For more information, see
“Specifying that Your Company Files Under a Common Pay Agent” on page 2-4.

Theinformation will print on Form W-2 exactly as it appears on the first page of the report.
If the information isincorrect, contact your Client Service Consultant.

Using the W2 Preview Report

Table 4-5 describes the W2 Preview Report.

Table 4-5. Sections of the W-2 Preview Report

Section Explanation

Ret Ret correspondsto the Retirement plan check box in box 13 on Form W-2.
This check box is marked if an employee has a non-zero amount
associated with a code that is mapped to box 12 using IRScode D, E, or G.
For alist and description of the IRS codes, see “IRS Codes for Box 12 of
Form W-2" on page 2-24. For more information about the Retirement plan
check box, see“Retirement Plan Box” on page 2-6.

If an employeeis assigned a deduction code that is mapped to box 12
using IRScodes AA, BB, D, E, F, H, or S, the Retirement plan check box
on Form W-2 is automatically marked, but the Retirement field in the
Employee Master will not be automatically marked.

TPS TPS corresponds to the Third-party sick pay check box in box 13 on Form
W-2. This check box is marked if an employeeis paid an earning that was
set up with T - Third Party Sick Pay inthe Amount Type field on page 1 of
the Company Earning Detail window. The check box is also used by
third-party sick pay administrators. For more information about the
Third-party sick pay check box, see“ Third-Party Sick Pay Box”
on page 2-7.

STA Sta corresponds to the Statutory employee check box in box 13 on Form
W-2. For more information about the Statutory employee check box, see
“ Statutory Employee Box” on page 2-6.
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Table 4-5. Sections of the W-2 Preview Report (cont.)

Section Explanation

Employee Data  Each employee’s identification number appears next to the employee’s
Box1-Box 1l name. Under each employee’s name, the following information appears:

* The employee's division, department, residence state, pay group and
employee W2 output selection (PRWC paperless W2 clients only).

* Applicable wages and withheld taxes. For example, the amount of
applicable FIT wages and withheld taxes appear.

State Totals The State Totals section lists state wages and taxes. Employees who are
subject to taxation in multiple states will have arow for each state. Each
row islabeled with the two-character state or territory code.

Local Totals The Local Totals section lists applicable local codes, and the respective
wages and taxes. Employees who are subject to taxation in multiple
localities will have arow for each locality. Each row is labeled with the
abbreviation for the locality.

Box 12 The Box 12 section lists the dollar amount of an item and the IRS code for
the item.

The IRS code does not indicate to which box 12 (a, b, ¢, or d) an item
will print.

If 76.80 D appears on the W-2 Preview Report, it represents $76.80 of IRS
code D (elective deferrals to a section 401(k) cash or deferred
arrangement). The $76.80 can be mapped to box 12a, b, c, or d.

If an employee has more than four box 12 codes, ADP will generate an
overflow Form W-2. See “Overflow Form W-2s and Rolling Up Codesto
Print in the Summary Section” on page 2-15.

Box 14 The Box 14 section lists the dollar amount and codes for applicable SDI,
VDI, and the local taxes that automatically print in box 14, aswell as
additional codes that are set up to print in box 14. If you have more than
six box 14 codes, ADP will generate an overflow Form W-2. For more
information about overflow forms, see “ Overflow Form W-2s and Rolling
Up Codesto Print in the Summary Section” on page 2-15.

For more information about box 14, see “ Printing Codes in Box 14"
on page 2-13.
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Reviewing the W2 Preview Report

If possible, please review the following information for every employee:

* Verify that residence and applicable work states are correct.
* Verify theinformation for employees who live or work in multiple states.
* Verify that the correct items are set up to print in the following boxes of Form W-2:

— Box 12: For any employee, check if there are more than four items set to print in Box
12 of the W-2. If so, the employee will receive multiple Form W-2s. For alist and
description of the IRS codes, see “ Distribution Codes for Box 7 of Form 1099-R,”
on page 3-9.

— Box 13: Check if Ret (Retirement plan), TPS (Third-party sick pay), and Sta (Statutory
employee) columns on the W-2 Preview report are marked accurately. For information
about the box 13 check boxes, see “Understanding the Box 13 Check Boxes”
on page 2-6.

— Box 14: For any employee, chec k if there are more than six items set to print in Box
14. If so, the employee will receive multiple Form W-2s. For information about
printing codesin box 14, see “Printing Codes in Box 14" on page 2-13.

If you cannot review the information for every employee, please review arepresentative
sample of employees. Minimally, ADP recommends that you review the following types
of employees:

* Highly compensated employees.

* Employees who moved from one state to another during the tax year. Verify that the
appropriate wages are showing for each state.

* Employees who had adjustments or tax changes during the tax year.

* Employees who have an unusual tax setup. For employees who have an unusual tax
setup, verify the following:

— Do the employees wages and taxes appear to be correct?
— For employees who have local taxes, do the local wages and taxes appear correct?

— Arethe employees' residence and applicable work states correct?
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Figure 4-5.
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About the W2 Summary Report

The W2 Summary Report provides totals of all Form W-2s ADP will generate for your
company. Employees identified as one of the three employee types described in Table 4-6
receive Form W-2, and are included on the W2 Summary Report.

The report lists the sum of taxable gross wages and the amount of withholding. The W2
Summary Report includes totals through the third quarter.

For asample of the report, see “ Sample of the W2 Summary Report” on page 4-19.

Table 4-6. Employee Types for Form W-2s

Employee Brief Forms Filed
Type Definition by the Employer
A Agricultural employee |» Form W-2 for federal, state, and local taxes

* Forms 940 and 943

* Appropriate state and local returns
E Regular employee e Form W-2 for federal, state, and local taxes
X Expatriate Forms 940 and 941

Appropriate state and local returns
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Using the W2 Summary Report

Table 4-7 describes the W2 Summary Report.

Table 4-7. Description of the Headings on the W2 Summary Report

Heading Description
Left column  The section at the left of the report includes two areas:

* Thetop area summarizes employee totals for wages and withheld taxes
that are reported in boxes 1 through 11 of Form W-2. For example, the
total amount of applicable FIT wages and withheld taxes appear.

* The lower area shows the number of employees for whom the box 13
check boxes on Form W-2 will be marked. The three box 13 check boxes
are Statutory employee, Retirement plan, and Third-party sick pay.

State Totals  The State Totals section lists totals for state wages and taxes. Each row is
|abelled with the two-character state or territory code, and the
corresponding total appears.

The Cnt heading shows the number of employees who are subject to taxesin
each state. Employees who are subject to taxation in multiple states will add
to the total count for each state.

The sum of state counts might not equal the total number of Form W-2s.
Reasons for the mismatch include the following:

* Some employees are not subject to state taxes (which would decrease the
total state count).

* Some employees are subject to taxes in more than one state (which
would increase the total state count).

Local Totals | TheLocal Totals section lists applicable local codes, and the respective total
wages and taxes. Each row is labeled with the abbreviation for the locality.

The Cnt heading shows the number of employees who are subject to each

local tax. As with the state counts, the sum of the local counts might not
equal the total number of Form W-2s that were generated.
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Table 4-7. Description of the Headings on the W2 Summary Report (cont.)

Heading Description

Box 12 The Box 12 section lists the total dollar amount associated with a specific
IRS box 12 code.
The IRS code does not indicate to which box 12 (a, b, c, or d) an item
will print.

If 23929.55 D appears on the W-2 Summary Report, it indicates that a total
of $23,929.55 of IRS code D (elective deferralsto a section 401(k) cash or
deferred arrangement) was mapped to boxes 12a, b, ¢, and d.

For alist and description of the IRS codes, see “Distribution Codes for Box
7 of Form 1099-R,” on page 3-9.

Box 14 The Box 14 section lists the total dollar amount for applicable SDI, VDI,
and local tax codes that automatically print in box 14, aswell as additiona
codes that are set up to print in box 14.

The payroll application code, such as 025, does not appear. Instead, the
description entered in the w-2 Desc field appears. For example, the sum of
earning code 025 appears with the description of MILES. For information
about printing codes in box 14, see “Printing Codes in Box 14"

on page 2-13.
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About the 3PSP Recap W2 Preview Report

The 3PSP Recap W2 Preview Report is apreview of all Form W-2sthat ADP will generate
for your recap employees for the tax year. For a sample of the report, see “ Sample of the
3PSP Recap W2 Preview Report” on page 4-22.

Thefirst page of the 3PSP Recap W2 Preview Report provides information that identifies
your company.

MOTM 3PSP Recap W2 Preview Report Report # 6001,01
Company Information

FEIN........ : 123456789

Tax Mame....: Meeting of the Minds

Address.....: 1234 Main Street

Pleasanton, CA 94588

Figure 4-7. 3PSP Recap W2 Preview Report

The following company-level information isincluded:

Name Description
FEIN The Federal Employer Identification Number (FEIN).
Tax Name One of the following appears:

¢ |f your company does not use a common pay agent, the legal name
entered on page 1 of the Company Master window appears.

¢ |f the name of acommon pay agent is entered in the Name field on
page 3 of the Company Master window, the name of the common pay

agent appears.

Address The company address, as entered on page 1 of the Company Master
window.

If page 3 of the Company Master window includes information in both the Legal and Name
fields, the name entered in the Name fields will print on Form W-2. For more information, see
“Specifying that Your Company Files Under a Common Pay Agent” on page 2-4.

Theinformation will print on Form W-2 exactly as it appears on the first page of the report.
If the information isincorrect, contact your Client Service Consultant.
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Using the 3PSP Recap W2 Preview Report

Table 4-8 describes the 3PSP Recap W2 Preview Report.

Table 4-8.  Sections of the 3PSP Recap W-2 Preview Report

Section
Ret

Explanation

Ret corresponds to the Retirement plan check box in box 13 on Form
W-2.

TPS

TPS corresponds to the Third-party sick pay check box in box 13 on Form
W-2. This check box is marked if an employeeis paid an earning that was
set up with T - Third Party Sick Pay inthe Amount Type field on page 1 of
the Company Earning Detail window. The check box is also used by
third-party sick pay administrators. For more information about the
Third-party sick pay check box, see “Third-Party Sick Pay Box”

on page 2-7.

Sta

Employee Data
Box 1-Box 11

State Totals

Local Totals

Box 12

Box 14

Sta corresponds to the Statutory employee check box in box 13 on
Form W-2.

Recap employees are not assigned a social security number or an
employee number. The following information also appears:

* Thedivision, department, residence state, and pay group the recap
employee was set up with, if any. None of thisinformation is required.

* Applicable wages and withheld taxes for the recap employee.
The State Totals section lists state wages and taxes.

The Local Totals section lists applicable local codes, and the respective
wages and taxes.

The Box 12 section lists the dollar amount of an item and the IRS code for
theitem.

The IRS code does not indicate to which box 12 (a, b, ¢, or d) an item
will print.

If 3227.48 J appears on the 3PSP Recap W-2 Preview Report, it represents
$3227.48 of IRS code J (nontaxable sick pay). The $3227.48 can be
mapped to box 12a, b, ¢, or d.

Box 14 should not include any dollar values. If values appear, verify the
recap employee’s setup.
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Sample of the 3PSP Recap W2 Preview Report
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Figure 4-8.
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About the 3PSP Recap W2 Summary Report

The 3PSP Recap W2 Summary Report provides collective totals of all Form W-2s ADP will
generate for your recap employees.

The report lists the sum of taxable gross wages and the amount of withholding.

For asample of the report, see “ Sample of the 3PSP Recap W2 Summary Report”
on page 4-24.

Using the 3PSP Recap W2 Summary Report

Table 4-9 describes the 3PSP Recap W2 Summary Report.

Table 4-9. Description of the Headings on the 3PSP Recap W2 Summary Report

Heading Description
Left column | The section at the left of the report includes two parts:

* Thetop part summarizes totals for wages and withheld taxes that are
reported in boxes 1 through 11 of Form W-2.

* Thelower part shows the number of recap employees for whom the box
13 check boxes on Form W-2 are marked. The three box 13 check boxes
are Statutory employee, Retirement plan, and Third-party sick pay.

Because the report includes data for recap employees only, the number

shown for 3rd-Party Sick should equal the total number of W-2s shown next
to Total # of W-2's (All States).

State Totals | The State Totals section liststotals for state wages and taxes. Each row is
label ed with the two-character state or territory code, and the corresponding
total appears.

Local Totals ' TheLocal Totals section lists applicablelocal codes, and the respective total
wages and taxes. Each row is labeled with the abbreviation for the locality.

Box 12 The Box 12 section lists the total dollar amount associated with a specific
IRS box 12 code.

The IRS code does not indicate to which box 12 (a, b, ¢, or d) an item
will print.

Example: If 17932.81 J appears, it indicates that atotal of $17932.81 of IRS
code J (nontaxable sick pay) was mapped to boxes 12a, b, ¢, and d.

Box 14 Box 14 should not include any dollar values. If values appear, verify the
recap employe€e's setup.
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Sample of the 3PSP Recap W2 Summary Report
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Figure 4-9.

Chapter 4: Understanding Audit Reports

Year-Round Guide for ProBusiness Payroll Version 7.4



About the 1099M Preview Report m

About the 1099M Preview Report

The 1099M Preview Report isa preview of all Forms 1099-MI1SC that ADP will generate
for your company for the tax year. The report lists gross fees and other non-employee
compensation. Workers who are identified as one of two employee types described in
Table 4-10 receive Form 1099-MISC, and are included on the 1099M Preview Report.

Table 4-10 lists the two employee types for which Form 1099-M1SC are generated, provides

abrief description of both, and lists the tax forms filed by the employer.

Table 4-10. Employee Types for Form 1099-MISC

Employee Brief Forms the
Type Description Employer Files
c Independent e Form 1099-MISC for federal and state taxes
Contractor
¢ Form 945
K Backup .
WltthIdlng hd Approprlate state returns

Unless otherwise instructed, ADP will print Form 1099-MISC and will file Form 945 if you
have employees identified as type C, K, or both. If you would like to request an exception,
contact your Client Service Consultant.

Information appears on Form 1099-MISC exactly as it appears in this report. If the informa-
tion is incorrect, contact your Client Service Consultant immediately. If you need to map
additional earnings to Form 1099-MISC, contact your Client Service Consultant. For a
sample Form 1099-MISC, see “Sample Form 1099-MISC” on page 3-6.

For a sample of the report, see “ Sample of the 1099M Preview Report” on page 4-27.
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Using the 1099M Preview Report

Table 4-11 describes the 1099M Preview Report.

Table 4-11. Description of the Headings on the 1099M Preview Report

Heading Description
1099 Employee | The worker’s identifying number and account number that identifies the
Data Form 1099-M1SC appear next to the worker’s name.

Under each worker’s name, the following information appears.
* Theworker’s division, department, residence state, and pay group.

* The GenSeq value identifies the most recent regeneration of payroll
changes and requirements into the W-2 Viewer.

* Sources of income, fees, and taxes. For information about printing
codes on Form 1099-MISC, see “ Completing Form 1099-M|SC”
on page 3-3.

Items correspond to boxes on Form 1099-MISC.
State Totals An itemization of state wages and taxes, listed by state.

Local Totals An itemization of local wages and taxes, listed by locale.
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About the 1099M Summary Report

The 1099M Summary Report provides totals of all workers' Forms 1099-MISC. Workers
who areidentified as one of two employeetypesin theEmployee Type field in the Employee
Master window receive Form 1099-MISC, and are included on the 1099M Summary Report.

Table 4-12 lists the two employee types for which Form 1099-M1SC are generated, provides
abrief description of both, and lists the tax formsfiled by the employer.

Table 4-12. Employee Types for Form 1099-MISC

Employee Brief Forms the
Type Description Employer Files
C Independent ¢ Form 1099-MISC for federal and state taxes
Contractor
* Form 945
K Backup

withholding ~ © APPropriate state returns

The report lists totals for gross fees and other non-employee compensation.

Example: On the sample 1099M Summary Report, 12738.48 appears next to the Other
Income heading. The $12738.48 isthe sum of the values for Other Income for the two
workers who received Form 1099-MISC. The values for the two workers are $7200.00 and
$5538.48, as shown on the sample 1099M Preview Report on page 4-27.

For a sample of the report, see “ Sample of the 1099M Summary Report” on page 4-30.
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Using the 1099M Summary Report

Table 4-13 describes the 1099M Summary Report.

Table 4-13. Description of the Headings on the 1099M Summary Report
Heading Description
Left section | The two sections on the left of the 1099M Summary report include the

State Totals

following information:

* The number of Forms 1099-MISC that were generated

The number corresponds to the number of workers listed on the 1099M
Preview Report.

* Sources of income, fees, and taxes
The items correspond to boxes on Form 1099-MISC.

The State Totals section liststotal state wages and taxes. Each row is
labeled with the two-character state or territory code, and the
corresponding total appears.

For each state, the following values are listed:
* Total wagesthat are subject to SIT
* Total wagesthat are not subject to SIT

* Total wages (the sum of the wages that are subject and not subject
to SIT)

* Thetotal amount of SIT withheld
* The number of workers who are subject to SIT
* The number of workers who are not subject to SIT

* The sum of the number of workers who are subject to SIT and who are
not subject to SIT

Workers who are subject to taxation in multiple states receive a Form

1099-MISC for each state and will add to the count total for each state.
The sum of the count totals for each state might not equal the total
number of Form 1099s. Reasons for the mismatch include the following:

* Some workers are not subject to SIT taxes (which would decrease the
total SIT count)

* Some workers are subject to SIT taxes in more than one state (which
would increase thetotal SIT count)
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About the 1099R Preview Report

The 1099R Preview Report is apreview of al Form 1099-Rs that ADP will generate for
your company for the tax year. Form 1099-R is generated for persons who are identified as
one of two employee types in the Employee Master window. Table 4-14 lists the two
employee types for which Form 1099-Rs are generated, provides a description of both, and
lists the tax forms filed by the employer.

Death benefits from qualified and non-qualified deferred compensation plans are reported to
the estate or beneficiary on Form 1099-R.

The report lists taxable gross payments, employee contributions, and the amount of
withholding that corresponds to Form 1099-R.

Table 4-14. Employee Types for 1099-R

Employee Brief Forms the
Type Description Employer Files
P A person who receives pension For employee types P and R, the

distributions through the company  employer files the following forms:

Il th AT 3
ﬁg:: 1(;989¢_§qw relsing * Form 1099-R federal and state filings
Form 945

R A person who receives retirement

distributions through the company e Appropriate state returns
payroll that require issuing
Form 1099-R.

Unless otherwise instructed, ADP will print Form 1099-R and will file Form 945 if you have
employees identified as type P, R, or both. If you would like to request an exception, contact
your Client Service Consultant.

For a sample of the report, see “ Sampl e of the 1099R Preview Report” on page 4-33.

For a sample Form 1099-R, see “ Sample Form 1099-R” on page 3-14.
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Using the 1099R Preview Report

Table 4-15 describes the 1099R Preview Report.

Table 4-15. Description of the Headings on the 1099R Preview Report

Heading Description

Notes section ' A description of each note appears at the bottom of the report. If a
particular note applies to a person, an X appears to the |eft of the person’s

name.
1099 The person’s identifying number and 1099-R distribution code appears
Employee next to the person’s name. For alist and description of the distribution
Data codes, see “ Distribution Codes for Box 7 of Form 1099-R,” on page 3-9.

Under each person’s name, the following information appears.
* The person’s division, department, residence state, and pay group

* The GenSeq value identifies the most recent regeneration of payroll
changes and requirements into the W-2 Viewer

* Sources of income, taxable amounts, employee contributions, and
taxes withheld

State Totals | An itemization of state wages and taxes, listed by state.

Local Totals  Anitemization of local wages and taxes, listed by locale.
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About the 1099-R Distribution Report

The 1099-R Distribution Report itemizes the 1099-R distribution codes for each person for
whom ADP will generate a Form 1099-R. Distribution codes are listed for persons who are
identified as one of two employee types in the Employee Master window. Table 4-16 lists
the two employee types for which Form 1099-Rs are generated, provides a description of
both, and lists the tax forms filed by the employer.

Table 4-16. Employee Types for Form 1099-R

Employee Brief Forms the
Type Description Employer Files
P A person who receives pension For employee types P and R, the

distributions through the company | employer files the following forms:

E?r/;? cht)ggt_éeqw reissing ¢ Form 1099-R federal and state filings

R A person who receives retirement * Form945

distributions through the company '« Appropriate state returns
payroll that require issuing
Form 1099-R.

All Form 1099-Rs must have a distribution code in box 7. If box 7 is blank, your filing will
be rejected by the IRS and will be returned. Penalties may apply.

Y ou can use the 1099-R Distribution Report to determine what information is till needed to
correctly set up the Employee Master window and generate Form 1099-R.

For a sample of the report, see “Using the 1099-R Distribution Report” on page 4-35.

For a sample Form 1099-R, see “ Sample Form 1099-R” on page 3-14.
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Using the 1099-R Distribution Report

Table 4-17 describes the 1099-R Distribution Report. It aso provides the source of the data.

Table 4-17. Description of the Headings on the 1099-R Distribution Report
Heading Description Source of Data
Distribution ' Displaysthe distribution code  The Dist Code field under ADDITIONAL
Code for box 7 of Form 1099-R. INFORMATION on page 2 of the
Employee Master window.
For detailed information about Form
1099-R distribution codes, see
“Distribution Codes for Box 7 of Form
1099-R,” on page 3-9.
Total Indicates whether the reported | The Total Dist field under ADDITIONAL
Distribution  gmount is atotal distribution. If

Y appears, the Total
Distribution box in box 2b of
Form 1099-R will be marked.

INFORMATION on page 2 of the
Employee Master window.
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Sample of the 1099-R Distribution Report

Report # 6004

1099-R Distribution Report

Check Date Period

Distribution Code

Total Distributions

Compid AM Name

ucz002 ANDERSON, JAMES
uc2002 ZEPPORONI, MAX
uc2002 SMITH, DAVID
uc2002 LANE, MILDRED
ucz002 SABAH, DONALD

< ==

Figure 4-13. Sample of the 1099-R Distribution Report
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About the 1099R Summary Report

The 1099R Summary Report providestotals of all Form 1099-Rs that ADP will generate for
your company. The report lists taxable gross payments, employee contributions, and the
amount of withholding that correspond to Form 1099-R.

On the sample 1099R Summary Report, 1750.77 appears next to FIT Withheld. The $1750.77
is the sum of the values listed on the five individual Form 1099-Rs shown on the 1099R
Preview Report on page 4-33.

Persons who are identified as one of two employee types in the Employee Master window
receives Form 1099-R, and their dataisincluded in the 1099R Summary Report. Table 4-18
lists the two employee types for which Form 1099-Rs are generated, provides a description
of both, and lists the tax formsfiled by the employer.

Table 4-18. Employee Types for Form 1099-R

Employee Brief Forms the

Type Description Employer Files

P A person who receives pension For employee types P and R, the
distributions through the company  employer files the following forms:
payroll that require issuing . -
Form 1099-R. Form 1099-R federal and state filings

R A person who receives retirement * Form945

distributions through the company ¢ Appropriate state returns
payroll that require issuing
Form 1099-R.

For a sample of the report, see “ Sample of the 1099R Summary Report” on page 4-39.
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Using the 1099R Summary Report

Table 4-19 describes the 1099R Summary Report.

Table 4-19. Description of the Headings on the 1099R Summary Report

Heading Description

Left section ' The two sections on the | ft of the 1099R Summary report include the
following information:

* The number of Form 1099-Rs that were generated

The number corresponds to the number of workers listed on the 1099-R
Preview Report.

* Sources of income, taxable amounts, employee contributions, and taxes
withheld

The items correspond to boxes on Form 1099-R.

State Totals | The State Totals section liststotal state wages and taxes. Each row is labeled
with the two-character state or territory code, and the corresponding total

appears.
For each state, the following values are listed:

* Total wagesthat are subject to SIT

* Total wagesthat are not subject to SIT

* Total wages (the sum of the wages that are subject and not subject to SIT)
¢ Thetotal amount of SIT withheld

* The number of persons who are subject to SIT

* The number of personswho are not subject to SIT

* The sum of the number of workerswho are subject to SIT and who are not
subjectto SIT

Persons who are subject to taxation in multiple states receive a Form 1099-R

for each state and will add to the total count for each state. The sum might
not equal the total number of Form 1099-Rs. Reasons for the mismatch
include the following:

* Some persons are subject to SIT taxesin more that one state, which would
increase the total SIT count

* Some persons are not subject to SIT taxes in any state, which would
decrease thetotal SIT count

Local Totals  The Local Totals section lists applicable local codes, and the respective total
wages and taxes. Each row islabeled with the abbreviation for the locality.

The Count heading shows the number of persons who are subject to each
local tax.
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About the W-2/1099 Error Report

The W-2/1099 Error Report lists employees who appear to have errors such as
the following:

Incorrect social security numbers and employee addresses
Negative wages
Information that is required to file the forms, but ismissing

For asample of the report, see “ Sample of the W-2/1099 Error Report” on page 4-41.

Using the W-2/1099 Error Report

The report lists employees who potentially have errors such as the following:

Addresses: An address appears to have been incorrectly entered in the Employee Master
window. For more information about incorrect employee addresses, see “ Correcting
Employee Addresses’ on page 2-5.

Social security numbers: A social security number appears to have been incorrectly
entered in the Employee Master, or has been applied for by an employee but has not yet
been received.

If you change asocial security number, you might need to amend tax returns. In addition,
an employee with an invalid social security number will appear on the error reports with
000-00-0000 and will be reported to the agencies in the same manner.

Negative wages: ADP cannot file negative year-to-date wages on a Form W-2 with
government agencies. You can schedule a special run to correct negative wages. To
schedule a specia run, contact your Client Service Consultant. For information about
negative wages, see “Negative Wages,” on page 1-8.

Missing distribution codes: All Form 1099-Rs that ADP files on your behalf must
include avalid distribution code in box 7. If distribution codes are missing, the agency
will be unable to process your filing and will reject it. For alist of valid codes, see
“Distribution Codes for Box 7 of Form 1099-R,” on page 3-9.

To ensure that earnings are accurately mapped to Form 1099-R, you can assign a default
1099 distribution code to an earning. For more information, see “ Determining Whether a
1099-R Distribution Code is Assigned to an Earning” on page 3-11.

You can override the default distribution code for an employee. For more information, see
“Specifying a 1099-R Distribution Code for a Person” on page 3-12.
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Figure 4-15.
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About the Taxation Analysis Reports

The Taxation Analysis reports include the Earnings Taxation Analysis Report and the
Deduction Taxation Analysis Report. The reports describe the following:

* Thetaxabhility of earning and deduction codes.
* The box on Form W-2 to which a code is mapped:
— You can map an earning to boxes 7, 8, 9, 10, 11, 12, or 14.
— You can map adeduction to boxes 10, 12, or 14.
*  Whether acode will print in the summary section of Form W-2.

* Anindication of the type of code. For example, the deduction report indicates if a
deduction code is employee-paid, employer-paid, or is an accumulator.

¢ Whether acodeisrolled into another code.

For a sample of the reports, see “ Sample of the Earnings Taxation Analysis Report”
on page 4-47 and “ Sample of the Deduction Taxation Analysis Report” on page 4-48.

Separate reports are generated for active and inactive codes.

Using the Taxation Analysis Reports

Table 4-20 describes the Earnings Taxation Analysis Report and the Deduction Taxation
Anaysis Report.

Table 4-20. Headings on the Earnings Taxation Analysis and Deduction Taxation
Analysis Reports

Heading Description

Type Earning or deduction.

Code Unique 3-character earning or deduction code, such as REG for
regular pay.

Name Name of the earning or deduction that prints on reports and on
the worksheet.

Description Description of the earning or deduction code that prints on
employee paychecks and in the summary section of Form W-2.

Ded Type Used only for deductions:

(only in the Deduction i

report) N  Net deduction.

P Pretax deduction.

Chapter 4: Understanding Audit Reports
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Table 4-20. Headings on the Earnings Taxation Analysis and Deduction Taxation
Analysis Reports (cont.)

Heading Description

Calc Group Code Unique 3-character code that determines the taxability of the
earning or deduction code.

An asterisk (*) following the Calc Group Code indicates a

custom tax group specific to your company 1D and not
maintained by ADP.
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Table 4-20.

Headings on the Earnings Taxation Analysis and Deduction Taxation

Analysis Reports (cont.)

Heading
Federal Wage Box 1

FICA Wages Boxes 3,5
State Wages Box 16

Local Wages Box 18

Description

These headings correspond to the boxes on Form W-2 to which
the dollar amount for a code is mapped.

Earnings

For each earning code, displays one of the following under
each heading:

ADDS  Addsto taxable wages and affects taxes.

SUPP  Addsto taxable wages and taxes supplementally.
N/A No effect on taxable wages.

TABLE Useindividua state and local tax tables.

Adds to taxable wages as appropriate.

TAX, NOT W/H Adds to taxable gross but no withholding.
Deductions

For each deduction code, displays one of the following under
each heading:

N/A No effect on taxable wages.
TABLE Useindividua state and local tax tables.
Reduces taxable wages as appropriate.

REDUCES Reduces taxable wages.
Example

Itiscommon for aparticular code to show more than one value.
In the sample report, earning code 3SP shows the following:

* Box 1: TAX, NOT W/H

For FIT, the dollar amount of the code adds to taxable gross
wages. Taxes are not withheld.

®* Boxes 3 and 5: ADDS

For Socia Security and Medicare, the dollar amount of the
code adds to taxable gross wages. Taxes are withheld.

The sum of Social Security and Medicare is commonly
referred to as FICA.

* Box 16: TABLE

For state taxes, the dollar amount of the code adds to the
gross wages and the tax tables determine the amount of tax.
Taxes are withheld.

* Box 18: TABLE

For local taxes, the dollar amount of the code adds to the
gross wages and the tax tables determine the amount of tax.
Taxes are withheld.

Chapter 4: Understanding Audit Reports
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Table 4-20. Headings on the Earnings Taxation Analysis and Deduction Taxation
Analysis Reports (cont.)

Heading Description
Other W-2 The box on Form W-2 to which the earning or deduction codeis
Box/Description mapped is determined by the w-2 Cat field in the Company

Earnings Detail and Company Deduction Detail windows.

You can map an earning to boxes 7, 8, 9, 10, 11, 12, or 14. You
can map a deduction to boxes 10, 12, or 14. If you map an
earning or deduction to box 14, you can use the W-2 Desc field
to specify a 6-character description to print on Form W-2.

Example: The RMA earning is mapped to box 14 in the w-2
Desc field of the Company Earnings Detail window. In the
sample earning report, the description for the RMA earning is
MOVALW; MOVALW was entered in the W-2 Desc field.

For information about which local taxes are mapped to box 14
and a sample of the RMA earning, see“Printing Codes in Box
14" on page 2-13.

Incl/Excl/Roll Indicates whether an earning or deduction printsin the
summary section of Form W-2,

Whether a code prints is determined by two fields in the payroll

application. Because whether a code will print is determined by
the setup for the code, the report does not show | for every
code that will print. For details about printing codes on Form
W-2, see “Printing Codes in the Summary Section”

on page 2-9.

E Excludethe code.
I Include the code.

R Roll the code up into another code. The roll-up codeislisted
under the Roll Code heading.

For information about rolling up earnings or deductions, see
“Overflow Form W-2s and Rolling Up Codes to Print in the
Summary Section” on page 2-15.

Blank  Follow the rules outlined in “Printing Codes in the
Summary Section” on page 2-9.
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Table 4-20. Headings on the Earnings Taxation Analysis and Deduction Taxation
Analysis Reports (cont.)

Heading

Memo
(Earning report)

Description

Indicates the type of earning, as defined in the Accrual field on
page 1 of the Company Earning Detail window. Valuesin the
Accrual field include:

Yes The earning isan accrual code.
No Theearningisanot an accrua code.

One of the following appears under the Memo heading for each
earning:

e |f theearningisan accrua, Y appears.

* |f the earning is not an accrual, nothing appears.

Earning accruals are also referred to as memo codes.

Pays
(Deduction report)

Roll Code

Indicates the type of deduction, asdefined in the EE/ER/Accrual
field of the Company Deduction Detail window. Valuesin the
EE/ER/Accrual field include:

E Employee Paid

R Employer Paid

A Accrua Only

One of the following appears under the Pays heading for
each deduction:

* |f the deduction is employee-paid, nothing appears.
* |f thededuction isaccrual, A appears.

* Deductions accruals may also be referred to as memos
or accumulators.

* |f the deduction is employer-paid, R appears.

If R appears under the Incl/Excl/Roll heading, the 3-character
code for the roll-up code appears. For information about roll-up
codes, see “ Overflow Form W-2s and Rolling Up Codes to
Print in the Summary Section” on page 2-15.

Instead of printing all taxable codes, you can roll up related
codes under one code. For example, instead of printing linesfor
areferral bonus, an annual bonus, an incentive bonus, and a
holiday bonus, the total for the four bonuses can be rolled into
the Bonus code.
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Sample of the Earnings Taxation Analysis Report
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Sample of the Deduction Taxation Analysis Report
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About the Tax Jurisdictions and Rates Report

The Tax Jurisdictions and Rates Report summarizes your tax I1D information. Y ou can use
the Tax Jurisdictions and Rates Report to do the following:

* Determine thetax IDsthat arein Applied For status. Because many tax jurisdictions will
not accept filings and deposits from employers with atax ID in Applied For status, you
must clear those Applied For tax IDs prior to year end.

* Identify atax ID that was set up incorrectly or is no longer needed. If NO appears for
YTD History and Activity During Year, your company did not have activity for that
jurisdiction during the year.

For a sample of the report, see “ Sample of the Tax Jurisdictions and Rates Report”

on page 4-52.

Using the Tax Jurisdictions and Rates Report

Table 4-21 describes the Tax Jurisdictions and Rates Report.

Table 4-21.

Heading
Tax Area

Tax Group

Headings on the Tax Jurisdictions and Rates Report

Description

Thejurisdiction to which the tax applies, typicaly a state.
The group under which the tax isfiled.

Examplesinclude:

FED - Federal tax

SIT - State Income Tax

SUI - State Unemployment Insurance Tax

LOC - Local tax

Tax Code

Description

Short name for the tax.

Long name for the tax.

Employee-
Employer

Active

|dentifies who pays the tax:

EE - Thetax is an employee-paid tax.

ER - Thetax is an employer-paid tax.

Indicates whether the tax codeis active:

Yes - The tax code is active and will process as needed.

No - Thetax code is not active and will not process.
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Table 4-21. Headings on the Tax Jurisdictions and Rates Report (cont.)

Heading

Description

Memo

Tax ID

Other ID

Indicates how the tax is handled:

Yes - ADP does not withhold taxes. The taxes are used only for accrual
purposes.

No - ADP withholds and remits the taxes to the agency.

Status of the tax ID that is entered in the Company Taxcode Detail
window:

* |f the employer has been issued atax ID, the ID number appears.

¢ |f the employer has applied for an ID but has not yet received it, or if
ADP has not yet been informed of the ID, APPLIED FOR appears.

To obtain atax 1D, contact the agency and forward the information to
your Client Service Consultant. For more information, see“ Tax IDs,”
on page 1-6.

Be sureto update all IDs before releasing your Form W-2s. If the IDs are
not updated, APPLIED FOR might print on the Form W-2s.

If applicable, the ID number that is entered in the Company Taxcode
Detail window for acommon pay agent, successor, or predecessor. If
one of these IDs s listed, contact your Client Service Consultant to
ensure proper filing.

Tax Rate

Supplemental
Rate

Indicates how taxes are calculated:
o |f aflat rateis used, the rate appears.

e |f awithholding tableis used instead of aflat rate, Table appears. For
example, FIT taxes are withheld using brackets rather than aflat rate,
SO Table appears next to FIT.

The rate used for aline item or payroll (for example, abonus run) that is
flagged for supplemental taxation. If 0 appears, the jurisdiction does not
have a supplemental rate for the particular tax, so regular taxation applies.
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Heading

About the Tax Jurisdictions and Rates Report m

Headings on the Tax Jurisdictions and Rates Report (cont.)

Description

Update Rate

Identifiesif the rate is automatically updated:
Yes - ADP updates the rate automatically.

No - Therateis not updated unless you provide ADP a written request to
do so.

To request arate update, submit one of the following to your Client
Service Consultant:

* An agency notice indicating the rate change

¢ A tax return form that lists the correct rate

Limit/Period The taxable wage limit amount, if any, and the time period over which the
limit accumulates.
YTD History Indicates whether the tax code has wages or withholding greater than zero

during the calendar year.

Activity During | Indicates whether the tax code had any activity during the year.

Year

If a tax ID is in error for a particular agency, the tax group with which the tax ID is associated
is listed on the last page.
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About the Tax Jurisdictions and Rates Report

Sample of the Tax Jurisdictions and Rates Report

Figure 4-18.
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About the Deduction Limit Report

The Deduction Limit Report lists employees who have one or more employee deduction
limits set up in the Employee Deduction Detail window. For information about employee
limits, see “Understanding Deduction Limits” on page 4-55.

To prevent terminated employees from appearing on the Deduction Limit Report, for each
deduction assigned to a terminated employee, enter an end date in the Expiration Date field
of the Employee Deduction Detail window. Contact your Client Service Consultant for addi-
tional information.

Review each limit that appears on the Deduction Limit Report, as well as the time period
over which the limit accumul ates.

For a sample of the report, see “ Sample of the Deduction Limit Report” on page 4-58.

Using the Deduction Limit Report

Table 4-22 describes the Deduction Limit Report.

Table 4-22. Description of the Headings on the Deduction Limit Report

Heading Description Source of Data
Status The employee’s current status. Status field on page 1 of the

The default sort method is by status. Empl oyee'M aster window. Valid
values are:

A Active

| Inactive
L OnlLeave
T Terminated

Limit The maximum amount that can be Limit field under LIMITS in the
withheld during the time period shown | Employee Deduction Detail
under Period. window.

Chapter 4: Understanding Audit Reports
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Table 4-22.

Heading

m About the Deduction Limit Report

Description of the Headings on the Deduction Limit Report (cont.)

Description

Source of Data

Period

Taken

The time period over which the
deduction accumulates toward the
limit. For alist of system-defined time
periods, see “ About Time Periods,”

on page A-4.

The dollar amount withheld for the
employee.

Verify al deductions with calendar
limitsin atax year. You may need to
delete the deductions or enter new
limits prior to the first payroll
calculation in the coming year.

When alimit is reached, you can do
one of the following:

* Manualy delete individual
deductions from the Employee
Deduction Detail window.

¢ Contact your Client Service
Consultant to set up an option to
drop deductionswhen alimit is
reached.

e Contact your Client Service
Consultant to run a utility to mass
del ete specific deduction codes.

Running this utility will delete the
specified code for al employees.

Period field under LIMITS in the
Employee Deduction Detail
window.

Wwithheld field under LIMITS in the
Employee Deduction Detail
window.
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About the Deduction Limit Report m

Understanding Deduction Limits

Viewing Company-Level Deduction Limits
Use the following procedure to view a company-level deduction limit:
1. Inthe Company Menu window, from the File menu, click Options ~ Deductions.
2. Double-click the deduction code you want to view.
The Company Deduction Detail window displays.
3. Do one of the following:
* Verify thelimit in the Limit Amount field.
* Verify theinformation in the Limit Codes field.

The limit codes in the Limit Codes field determine the maximum amounts of one or

more deduction limits. In this case, the three applied limit codes are 4KP, 4KQ, and
4KT, which impose the following limit amounts:

— The 4KP limit imposes the annual contribution limit.
— The 4KQ limit imposes the eligible gross compensation limit.

— The 4KT limit imposes the cumulative annual contribution limit for all
plansin which an employeeis enrolled. The limit includes employee and
employer contributions.

For alist of limit codes, and a description and the amount of the limit, see “ About
Limits,” on page A-3.

& a Company Deduction Detail [ ]
Deduction Code [#K  MName [491K Desc [401 (k) savings Flan
PreTawMet [P Wwithhold On [§  EE/ERfAccrual [E Gamishment [N

CALCULATION FLAGS CALCULATION BASE TAX FLAGS
Code Type |E Code 'm CalcGroup W
Freguency 'P_ Exception 'ﬁ
Default Amt [ 8.0oeaa  LIMITS Fed WiH [&
Amount Type W Unused | Cale Amount 0.08 FICA W
carry Forward [N AlPart & Default Amount 0.00  FUTA W
Auto Type W Type F State WiH |T
Calc Amount [ ©0.e@eo0 Period [v SUTA W
calc Code Limit Codes  [3KP/4KO/4KT | SO W
Link To 'ﬁ Year Type [c Local WwiH ﬁ
Roll To [ End Month [oEC

Previous | Page 1 of 2 Mext | Help | Ok | Cancel

Figure 4-19. Company Deduction Detail Window

Example: A limit can aso be applied to a deduction by typing the amount in the
Calc Amount field in the Company Deduction Detail window.
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m About the Deduction Limit Report

The mandated annual limit would be applied if the following values are set:

* The mandated annual limit was entered in the Calc Amount field for the 4K deduction
* s$intheType field

* YinthePeriod field

* No limit codes were entered in the Limit Codes field

The value in the Type field determines whether a limit is based on a dollar amount or by

another determinant (dollar and percentage are the most common values). The Period field
determines the time period over which the amount specified in the Calc Amount field
applies.

For alist and description of time periods, see “About Time Periods,” on page A-4.

Employee-Level Limits

If alimit defined for a deduction at the company level has been overridden at the employee
level, the limit is considered to be an employee limit.

Example of an Employee Deduction Limit

Larry Always appears on the report with a401(k) limit. Between January and
March, Larry worked at another company and had 401(k) deductions withheld that
totaled $1,700. To prevent Larry from exceeding the annual contribution limit set
in the tax year, you can set him up with an adjusted limit.

You must delete this employee-specific limit after the last payroll of the year so that Larry’s
401(k) deduction limit is not capped at the adjusted limit the following calendar year.

Viewing an Employee’s Deduction Limit
Use the following procedure to view an employee deduction limit for an employee:
1. Inthe Company Menu window, from the File menu, select Employee Master.

2. From the Employee Master window, select the employee’s name, and then click
Options ~ Deductions.

The Employee Deductions window opens, displaying the deductions assigned to
the employee.
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About the Deduction Limit Report

Double-click the deduction you want to view.
The Employee Deduction Detail window displays.

Under LIMITS, information about the deduction limit appears. The amount of the limit
imposed on Larry for this deduction appearsin the Limit field. If a non-zero number
appearsin the Limit field, the limit is an employee limit. In this case, 10000.00 appears.
The valuein the Type field determines that the limit is based on adollar amount. The
Period field determines that the limit accumulates over ayearly time period. Therefore,
the limit is $10,000.00 for the calendar year.

You can use the Company Deduction Detail window and the description of limits codes ,

in “About Limits,” on page A-3, to determine the amount of the limits imposed on the 4K
deduction code.

Because thisis an employee limit, the 4K deduction will appear on the Deduction Limit
Report for Larry Always.

E Employee Deduction Detail LARRY ALWAYS [ %]

Deduction Code |4K Mame [481K FLN  Desc [481(K) SAVINGS PLAN

GrossiMet [N withhold On [ EE/ERfAccrual [E w2 category

CALCULATION FLAGS LIMITS

Amount’Rate 1L 60 Type ? FPeriod |T e

E T [ (L' T 0055 00 ) The amount of the limit

St P il D0 imposed on this

Load Uncollected W Withheld 1700.00 deduction for this
Remaining §300.00 employee.

THIRD PARTY CHECK GEMERATION Uncollected 0,00

Generate Check W Separate W

Fayee Code REWVISIONEXPIRATION
Revision Date L

SPECIAL CALC FLAGS Revision Rate o, ooena

Code Amount o,0a Expiration Date L)
Flag |_ String

Help | Ok | Cancel |

Figure 4-20. Employee Deduction Detail Window: Example of an Employee
Deduction Limit

The source of data for the Period, Limit, and Taken values that appear in the Deduction
Limit Report correspond to values in the Employee Deduction Detail window.
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About the Supplemental Pay Limit Report

The Supplemental Pay Limit Report lists all of the employees who have one or more
supplemental earning limits set up in the Supplemental Pay Detail window.

For a sample report, see “ Sample of the Supplemental Pay Limit Report” on page 4-62.

Using the Supplemental Pay Limit Report

Table 4-23 describes the Supplemental Pay Limit Report.

Table 4-23.

Heading

Headings on the Supplemental Pay Limit Report

Description

Source of Data

Status

The employee’s current status.
The default sort method is by status.

Status field on page 1 of the
Employee Master window. Valid
values are:

A - Active

| - Inactive

L - On Leave
T - Terminated

Limit

The maximum amount that can be paid
using aparticular earning code over the
specified time period.

Limit field under SUPPLEMENTAL
LIMITS in the Supplemental Pay
Detail window.
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Table 4-23. Headings on the Supplemental Pay Limit Report (cont.)

Heading Description Source of Data

Period The time period over which this Period field under SUPPLEMENTAL
supplemental earning accumulates LIMITS in the Supplemental Pay
toward the limit. For alist of Detail window.

system-defined time periods, see
“About Time Periods,” on page A-4.

Earned The amount of supplemental pay. Earned field under
SUPPLEMENTAL LIMITS in the

Verify all supplemental earning codes Supplemental Pay Detail window.

with calendar limits during the tax year.
You may need to delete a supplemental
earning code or enter new limits before
thefirst payroll calculatesin 2010 to
avoid overpaying an employee.

When alimit is reached, you can do one
of the following:

* Manually delete supplemental pay
records containing limits.

¢ Contact your Client Service
Consultant to set up an option to
drop supplementa pay when alimit
is reached. With this option, you no
longer need to delete individual
records from the Employee
Supplemental Pay Detail window.

e Contact your Client Service
Consultant to run a utility to mass
delete specific earning codes.

Running this utility will delete the
specified code for al employees.

Viewing a Supplemental Pay Limit

To view alimit in the Supplemental Pay Detail window, follow these steps:

1. Inthe Company Menu window, from the File menu, select Employee Master. The
Employee Master window displays.

2. From the Employee Master window, select the employee’s name, and then click
Options ~ Supplemental Pay.

The Employee Supplemental Pay window opens, displaying the supplemental pay codes
assigned to the employee.
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Double-click the supplemental pay code you want to view. The Supplemental Pay Detail
window displays.

Under SUPPLEMENTAL LIMITS, information about the supplemental pay limit
appears.

E—: Supplemental Pay Detail - JERRY ALWAYS

Earning Code (912 Marrne [CAR Desc [Car Allowance

CALCULATION FLAGSMMOUNT PAYROLL EMNTRY
Freguency  |ML| WSiPayEntry [P Auto Alloc  [¥ Tax [
AmountRate [ 0.ooee Mew Check [T Direct Dep [¥
Amount Type |?

Current Defaults
SUPPLEMENTAL LIMITS Gl em [ ]

Limnit 10068.08  Type [$ | Div ooz
Earned B.08  Period [f | Dept 5572

Remaining 1000, 00 Jub | [0242401
Proj. | [wanEL
REVISIOM/EXFPIRATION Rate | 0. oooo | 41,6450

Revision Date i comp | |
Rewvision Amount 0.0000 Shifts l_l_l_ l_l_l_
Expiration Date i Batch 01

Help I Ok | Cancel |

Figure 4-22. Supplemental Pay Detail Window

The Period, Limit, and Earned values that appear in the Supplemental Pay Limit Report
correspond to values in the Supplemental Pay Detail window.
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About the Negative Wages Report

The Negative Wages Report lists employees who have negative total taxable wages,
negative taxable wages, or the amount of withheld taxes was negative for the quarter.
Negative wages indicate problems with your payroll information. These items should be
researched and resolved. If negative wages exist, you might have under-deposited taxes for
that quarter.

ADP cannot file negative year-to-date wages with government agencies.

If an amendment is necessary for any quarter, and negatives exist, you must resolve the
negatives before the amendment can be processed.

For details about negative wages, see “ Negative Wages,” on page 1-8.

For asample of the report, see “ Sample of the Negative Wages Report” on page 4-64.

Using the Negative Wages Report

Table 4-24 describes the Negative Wages Report.

Table 4-24.  Sections of the Negative Wages Report

Section Description
Employee Under each employee's name, the following information appears:
data

* The employee's identification number.

* The employee's employment status, as entered in the Status field of the
Employee Master window. Possible values include:

A Active

I Inactive

L Leaveof Absence
T Terminated

e Alist of tax jurisdictions.

Quarterl For a particular quarter and tax jurisdiction, applicable negative taxable
gfoug h . gross wages, negative taxable wages, and negative taxes withheld. For
uarter

example, the amount of negative FIT wages, negative wages subject to
FIT, and negative withheld taxes appear.

YTD The sum of an employee’s negative wages and taxes for each quarter.
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About the PTO Roll Logic Report

Use the PTO Roll Logic Report to determine how PTO ending balances will roll for your
PTO plans.

For asample of the report, see “ Sample of the PTO Roll Logic Report” on page 4-70.
Table 4-25 provides explanations of PTO terms and concepts.

Table 4-25. Paid Time Off Terminology

Term Explanation
Balance The total amount of paid time off an employee has accumul ated.

balance = beginning balance + accrued - taken

For example, an employeerolls 5 hours of paid time off from the prior
year. During the current year, the employee accrues 80 hours and takes
40 hours. In this case, the balanceis45 hours; 45 = 5 + 80 - 40.

Each time a transaction occurs, the balance is recomputed based on the
formula shown above.

Period-To-Date  In PTO, period-to-date refersto the plan period, not the pay period. The
plan period isthe time interval since aplan last rolled.

Because employees in agiven plan do not necessarily roll on the same
date, the Period-to-Date (PTD) roll is employee-specific.

Period-to-Date | Period-to-Date (PTD) roll rules determine when a PTD roll occurs. For
Roll example, vacation plans commonly roll on the anniversary of an
employee's adjusted hire date. In this case, for each employee enrolled
in the plan, when the plan rolls, the PTD accrued and taken amounts are
set to zero and the prior balance is carried forward to become the new
beginning balance.

Roll A roll isatype of processing that carries forward paid time off, usually
between years. At the time of aroll, accrued and taken amounts are set
to zero, and the prior balance becomes the new beginning balance.

Taken The amount of paid time off an employee uses. Depending on the plan
setup, Taken can be measured in hours or dollars.
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Understanding Roll Options

There are five options for rolling PTD data:

Anniversary Date: The plan rolls on the anniversary of the employee's adjusted hire date.

When a plan rolls on the anniversary date, rolls occur at different times for different
employees. For example, if Joe Smith has an adjusted hire date of May 13, his PTD data
rolls on the payroll that contains May 13. Similarly, if Martha Chang has an adjusted hire
date of July 27, her PTD datawill roll on the payroll that contains July 27.

Specific Date: The plan rolls on the date you specify.

Sick plansthat give grants commonly roll on January 1 of each year. In this case, the PTD
datafor all employees enrolledin aplan rolls on January 1 regardless of employee
anniversaries or tier changes.

Never: The plan never ralls.

Tier Anniversary: The plan rolls each time an employee changes tiers and on the
anniversary of the last tier change.

Tier Change Only: The plan rolls only when an employee changestiers.

Viewing the Setup for PTO Rolls

The labels on the PTO Roll Logic report correspond to fields in the Plan Detail window.

Use the following procedure to view the Plan detail window:

1.

2.

3.

From the Company Master window, click Options. The Select Option window displays.
Double-click Paid Time Off. The Company Paid Time Off Plans window displays.

Select aplan. In the example under Step 4, Vacation was selected. The Plan Detail
window displays.
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4. Click Next. Page 2 of the Plan Detail window displays.

¥ plan Detail

Qptions |

Plan [¥4C Mame [¥&CATION Group (YA€ Desc [vacation Flan

Rolls Lirmits
Roll When [ Limit Carry Over W
Rall On [ Limit Balance [v
Rall Date l_ Lirit PTD Accrued [n
Roll Accrued Only W Limit Beghal+Accrued W
Zero Qut Megatives W Limit To I_
Rull To ]

Include These Plans When

Computing Limits: I_ I_ l_

YTD Raolls
¥TD Roll Date  [81/81 VWaorksheet Calculations
Rall ¥TD Based On |? Move Excess WKE hours to I_
Roll ¥TD Order [T validate When Elig amt = [ 080

Previous | Page 2 of 2 [ it | Help | Ok | Cancel |

Figure 4-25. PTO Plan Detail Window

Using the PTO Roll Logic Report

Table 4-26 describes the contents of the PTO Roll Logic Report.

Table 4-26. Labels on the PTO Roll Logic Report

Label Description
Roll When Roll When shows when the PTD roll occurs. One of the following
appears.

® Anniversary

® Specific Date

* Never

® Tier Anniversary

® Tier Change Only

The most common entries are Anniversary and Specific Date.

For more information about rolls, see “ Understanding Roll Options”
on page 4-66.

Roll On Roll On shows one of the following:
* For plansthat roll on a specific date, Specific Date appears.

* For plansthat roll using any other Roll When option, nothing
appears.
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About the PTO Roll Logic Report

Table 4-26. Labels on the PTO Roll Logic Report (cont.)

Label (cont.)

Description

Roll Date

Roll To

Zero Negatives

Limit
Carryover

Roll Limit To

Roll YTD
Based on

Roll Date shows the month and day the PTD roll will occur. One of the
following appears:

* |f Roll When is Specific Date, Roll Date shows the date the
PTD roll occurs.
The date displays in mm/dd format.

* |f Roll When is not Specific Date, Roll Date displays n/a.

When the PTD roll occurs, some plans roll the balance to another plan.
In Roll To, one of the following appears:

* |f the plan rolls balances to another plan, the 3-character code of the
other plan appears.

* |f the plan does not roll balances to another plan, n/a appearsin
Roll To.

Zero Negatives indicates whether negative balances are set to zero
when the PTD roll occurs. One of the following appears:

Yes Negative balances are set to zero when PTD datarolls, so the
beginning balance for the next plan year is never negative.

No Negative balances are carried forward into the next plan year, so
the beginning balance for the next plan year can be negative.

Limit Carryover indicates whether alimit is applied to the amount of
paid time off employees can carry over into the next plan year when the
PTD roll occurs. One of the following appears:

Yes A maximum has been set on the amount of paid time off that can be
carried forward during the roll. To verify the limit amounts, check the
plan'stiers.

No No limit has been set.

If the plan transfers paid time off to another plan when alimit is
reached, the code of the limit-to plan appears. The limit-to plan isthe
plan to which the amount is transferred.

Consider acompany that has a VAC plan that limits vacation bal ances
to 120 hours, but the company wants to give back “lost” time under
certain circumstances. The company has set up another plan, the BNK
plan, to which additional accruals are transferred. In this case, on the
PTO Roll Logic Report, BNK appears next to the Roll Limit To label.

Roll YTD Based On indicates the basis of the YTD roll. One of the
following appears:

Period End Date The YTD roll occurs during the payroll that includes
01/01.

Check Date The YTD roll occurs during the first payroll that has a
check date on or after 01/01.
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About the PTO Roll Logic Report m

Table 4-26. Labels on the PTO Roll Logic Report (cont.)

Label (cont.) Description

Roll YTD Order | Roll YTD Order shows the order in which Taken amounts are processed
during YTD rolls. One of the following appears:

Process Taken First Process taken amounts beforethe YTD rolls.
Process Rolls First Process YTD rolls before taken amounts.

Regardless of whether Taken is processed before or after theroll occurs,
the ending balance will be the same.

YTD Roll Date The date that the Year-to-Date (Y TD) roll occurs. For each employee
enrolled in the plan, when the plan rolls, the Y TD accrued and taken
amounts are set to zero and the prior balance is carried forward to
become the new beginning balance.
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Sample of the PTO Roll Logic Report
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Sample of the PTO Roll Logic Report

Figure 4-26.
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m About Entering an Employee’s Name

About Entering an Employee’s Name

The information you enter in the First and Last fields of either the Employee Master or the
HR/Payroll Master window, automatically, appearsin the other window. The Middle and
Suffix fields appear only in the HR/Payroll Master window. If you enter an employee’s
middle name, middle initial, or suffix in the First field, do not enter it again in the Middle

field or Suffix fields.

Example of Entering an Employee’s Middle Name

You hire anew employee. At the time of hire, he provided the following information:

Name on social security card | John James Smith Jr

Names

First name: John
Middle name:James
Last name: Smith
Suffix: Jr

Preferred Name

John James

Thefollowing three sets of screen shots show how you can enter his namesin the Employee
Master and HR/Payroll Master windows, and the name that will print on Form W-2.

Employee Master

HR/Payroll Master

|n] 013371 Employee Type E

First  [JOHN
Last [SMITH

& Employee Master JOHN JAMES SMITH

First JOHN

Last  [SMITH

Middle |JAMES Init Suffix

a Employee Master JOHN JAMES SMITH

|n] 013371 Employee Type E

First  [JOHN
Last [SMITH

& Employee Master JOHN JAMES SMITH

First JOHM JAMES

Last  [SMITH

Middle Init sufie [

E Employee Master JOHN JAMES SMITH

|n] 013371 Employee Type E

First  [JOHN
Last [SMITH

First JOHM JAMES

Last  [SMITH

Middle |JAMES Init I Suffi |Jr

This Prints on
Form W-2

John James Smith

John James Smith Jr

John James James
Smith Jr
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About Limits

Table A-1 provides adescription of the limit codesincluded in the ADP ProBusiness
Payroll application.

Table A-1.

Code
43B

Limits

Description
403(b) Plan Limit

Qualifying
Employees

Public school system and tax-exempt
organizations

45G 457 Plan Limit State and local governments, and tax-
exempt organizations
4KP | Pre-Tax 401(k) Limit Not applicable
4PT  Pre-Tax Puerto Rico 401(k) Limit Not applicable
4KQ  Eligible YTD Gross Compensation Not applicable
4KT | Combined limit for all contributions Not applicable
(employee pre-tax, employee post-tax,
and employer matches) to al 401(k)
plans
CUl  401(k), 403(b), and 457 Catchup Limit | Individualsaged 50 or above by the year
(401k) end
CuU2  401(k), 403(b), and 457 Catchup Limit | Individualsaged 50 or above by the year
(403b) end
4PC Puerto Rico 401(k) Catchup Limit Individuals age 50 or above by end of

year
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m About Time Periods

About Time Periods

A time period isatimeinterval that is used to accumulate and store a history of employee
earnings and deductions, and to apply limits. Time periods are described in Table A-2.

Table A-2.  Time Periods

Code Description for Earning Limits

A Absolute limit.
The maximum amount that can be
earned for a particular earning code.
Earned amounts carry over from
year to year, and accumulate until
the limit is reached. When an
employee reaches an absol ute limit,
the employee will no longer be paid
under that earning code.

M Monthly limit.
The maximum monthly amount that
can be paid for a particular earning
code.

Description for Deduction Limits
Absolute limit.

The maximum amount that can be withheld
for a particular deduction code. Withheld
amounts carry over from year to year and
accumulate until the limit is reached. When
an employee reaches an absolute limit,
withholding will stop for that deduction. A
loan repayment is an example of a
deduction with an absolute limit.

Monthly limit.
The maximum monthly amount that can be
withheld for a particular deduction code.

P Pay period limit.
The maximum amount that can be
paid each pay period, for aparticular
earning code.

Q Quarter-to-date limit.
For a particular earning code, the
maximum amount that can be paid
each quarter.

Y Year-to-date limit.
For aparticular earning code, the
maximum amount that can be paid
each year.

Pay period limit.

The maximum amount that can be withheld
during a pay period, for a particular
deduction code.

Quarter-to-date limit.

For a particular deduction code, the
maximum amount that can be withheld
during a quarter.

Year-to-date limit.

For a particular deduction code, the
maximum amount that can be withheld each
year. Dependent care and 401(k) deductions
are examples of deductions with annual
limits.
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About Frequency Codes

About Frequency Codes _

Frequency codes trigger earnings, deductions, direct deposits, ACH, PTO, third-party
checks, and some reports. Only ADP personnel can add new or modify existing frequency
codes. Table A-3 lists the frequency codes and provides a brief description of each code.

Table A-3.

Code
P

Al

Frequency Codes

Description
Every payroll

Alternating, odd payrolls

Determined By
Not applicable

Check date, starting with the
first check date of the year

A2 Alternating, even payrolls Check date, starting with the
second check date of the year

M1 First payroll in the month Check date

M2 Second payroll in the month Check date

M3 Third payroll in the month Check date

M4 Fourth payroll in the month Check date

MB First pay period beginning in the month Period start date
ME Last pay period ending in the month Period end date
MF First check date of the month Check date

ML Last payroll in the month Check date

C1 First and second payrollsin the month Check date

Cc2 First and third payrolls in the month Check date

C3 Second and fourth payrollsin the month Check date

c4 First, second, third, and fourth payrollsinthe  Check date

month

QB First pay period beginning in the quarter Period start date
QE Last pay period ending in the quarter Period end date
QF First payroll in the quarter Check date

QL Last payroll in the quarter Check date
X1-9 | User-defined pay periods Check date
Y1-9 | User-defined yearly periods such as every two  Check date

years

YB First pay period beginning in the year Period start date
YE Last pay period ending in the year Period end date
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m About Frequency Codes

Table A-3.  Frequency Codes (cont.)

Code Description Determined By
YF First payroll of the year Check date
YL Last payroll of the year Check date
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About Exception Codes

About Exception Codes

Exception codes are specia instructions used to process a payroll. Only ADP personnel can
add new or modify existing exception codes. Table A-4 lists the available exception codes
and provides a brief example of each code.

Table A-4.  Exception Codes

Code Description

CCX Counter to Counter

DDS Direct Deposit Exceptions

DWL Timed Download

FXE Federal Express East

FXW Federal Express West

INE Check Inserts: Pre-Folded

INO Check Inserts: Pro-Folded

REM EOM (End of Month) Bank Reconciliation Transmission
RPR EPR (Every Payroll) Bank Reconciliation Transmission
RPS Positive Pay Bank Reconciliation Transmission

RSP SPC Calendar Bank Reconciliation

SDR Same Day Bank Reconciliation

UsM U.S. Mail
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m State Codes and Abbreviations

State Codes and Abbreviations

The following table lists each state, and the code and abbreviation for each state.

Puerto Rico and Washington, D.C. are included.

01 | Alabama AL 19  Louisana LA 37  Oklahoma OK
02 | Alaska AK 20 Maine ME 38 | Oregon OR
03 | Arizona AZ 21 Maryland MD 39  Pennsylvania PA
04 | Arkansas AR 22 Massachusetts MA 40 | Rhodelsland Rl
05 |Cdlifornia ' CA 23 | Michigan Ml 41 South Carolina SC
06 | Colorado CcoO 24 Minnesota MN 42 | South Dakota ' SD
07 | Connecticut CT 25 | Mississippi MS 43 | Tennessee TN
08 | Delaware DE 26 Missouri MO 44 Texas TX
09 D.C DC 27 | Montana MT 45 | Utah uT
10 | FHorida FL 28  Nebraska NE 46 | Vermont VT
11 Georgia GA 29 | Nevada NV 47 | Virginia VA
12 Hawaii HI 30  New Hampshire NH 48  Washington WA
13 | ldaho ID 31 New Jersey NJ 49 West Virginia WV
14 lllinois IL 32 New Mexico NM 50 | Wisconsin wi
15 | Indiana IN 33  New York NY 51 | Wyoming wy
16 | lowa 1A 34 North Carolina NC 52 Puerto Rico PR
17 Kansas KS 35 | NorthDakota ND

18  Kentucky KY 36 | Ohio OH
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Tax Liability Invoice Reason Codes _

Tax Liability Invoice Reason Codes

Following are examples of the most common reason codes that appear on invoices:

Reason
Code Description Comments

01 No File to File

ADP was recently authorized to file on your behalf to the
above-referenced jurisdiction, retroactive to the beginning of
the quarter. Asthis tax was not impounded at the time your
payrolls were processed, your account is being charged at this
time. Please reference your payroll reports for details.

02 File to No File

ADPisno longer authorized to file on your behalf to the
above-referenced jurisdiction. You may be responsible for
deposits of existing tax liability. Please contact your client
service representative to determine responsibility.

03 SUI Rate Change

ADP has been notified of a change in your contribution rate
for state unemployment insurance for the above-referenced
state(s). An adjustment to your account is necessary as the
changein contribution rateis retroactive to the beginning of
the quarter associated with the above “payroll check date.”

07 City Adjustments

Funds are being collected for tax liability. These funds are not
impounded at the time your payrolls are processed asthey are
calculated per employee at the time each remittance is due.
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m Tax Liability Invoice Reason Codes

Reason
Code

10

15

Description Comments
Term Refund

Asyou have requested, your tax service with ADP has been
terminated and underdeposited monies are refunded herein.
The timely depositing of those funds and the filing of
associated returnsis your responsibility.

Your Statement of Deposit will be mailed to you under
separate cover in approximately three weeks after the end
of the tax quarter. If you have received a debit invoice, this
is an adjustment to a previous entry and we apologize for
any inconvenience this may have caused you. Thisisto offset
the credit you have already received. If we may be of
assistance to you in the future, please contact your client
service representative.

Co. Made Deposit

We have adjusted our records to include taxes previously
deposited by your company. You are either being refunded
for any overpaid taxes from outstanding underdeposited
liabilities, or the credit has reduced the referenced net
payroll impound.

21

26

34

37

Payroll Impound

Your account is being charged for amounts due for the payroll
(or payroll adjustments) associated with the above “payroll
check date.”

Deleted Payroll

Your recent invalid payroll has been deleted from our files.
This adjustment is to refund the amounts collected or to
charge back the refund you received for a credit payroll.
Please reference your payroll reports for details.

W-2 Adjustment Typicaly related

Your year-to-date state or local income tax liability (including 0 year-end
SDI and unemployment tax or the state of California) differs | Palancing.
from thetotal tax deposited during the year. Thisindicates that

adjustments were made that changed your year-to-date tax

liability. The difference between the total tax deposited by

ADP and the total year-to-date state or local liability is being

charged or refunded to you at thistime. Please reference your

tax reports and any adjustment forms you may have submitted

for details.

Tax Due to Amend

Your amendment request has been processed, and the
resulting taxes due are referenced above by tax type. Please
review your tax records or details. Copies of amendments
prepared on your behalf will be forwarded to you shortly.
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Reason
Code

39

Description
OOB Tax Due

Payroll tax liabilities exceed taxes impounded during the
quarter. In order to file the associated tax reportsin
accordance with agency requirements, your account is

being charged at thistime for the additional taxes due. Please
contact your client service representative for clarification

as necessary.

Comments
Typicaly
associated with
year-end
adjustments.

40

44

OOB Refund Due

Tax monies impounded during the referenced quarter
exceeded payroll tax liabilities. This excess of taxes
impounded is being refunded to you at thistime. Please
contact your client service representative for clarification
as necessary.

OB Sys Bal to PR

Payroll tax liabilities exceed taxes impounded during the
quarter. In order to file the associated tax reportsin
accordance with agency requirements, your account is being
charged at thistime for the additional taxes due. Please
contact your client service representative for clarification

as necessary.

Typicaly
associated with
year-end
adjustments.

Typicaly
associated with
guarter-end
adjustments.

46

74

SUI Rate Tracer

Additional tax contributions are due to the above referenced
state unemployment agency, as one or more State
Unemployment Insurance (SUI) reports was filed at an
incorrect SUI rate. ADP will pay these fundsto the agency on
your behalf, and copies of correspondence concerning this
matter will be forward to you shortly.

Agency to Refund

Your account is currently being charged or credited for taxes
that were overpaid asaresult of an adjustment or rerun payroll
for which you were previously credited. The adjustment or
rerun payroll was not processed in time to prevent taxes from
earlier payrolls from being deposited with the appropriate tax
agency. Consequently, the tax agency will issue arefund to
you for the amount of the taxes overpaid. A credit listed above
indicates that taxes have been overpaid at the ID number
level. Other company codes which share the ID number in
question are overpaid. The credits and debits are separated for
your record keeping. Please refer to your statistical summaries
for details.
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m Tax Liability Invoice Reason Codes

Reason
Code Description Comments

79 P& Add’l SUI

State Unemployment Insurance (SUI) taxes were underpaid
for the quarter referenced above. The state unemployment
agency has assessed penalties and/or interest on the late
deposit of additional contributions due. Our recordsindicate
that ADP was not notified of the changein your
unemployment contribution rate in time to correct your return,
therefore, your account will be debited for the penalty and/or
interest due. In future, please notify your client services
representative of any changes to your payroll tax filing
requirements as soon as you become aware of them in order to
avoid future penalty and/or interest assessments.

83 SUI Rate Recalc

Because of a State Unemployment Insurance (SUI) rate
change during the quarter, additional SUI tax is due for
payrolls not calculated at the correct rate.

D1 CA. VPDI

This charge is your employer-paid Caifornia Voluntary
Disability plan assessment, the assessment amount is
calculated at the end of each quarter, by multiplying the
current assessment rate by California Disability (DI) taxable
wages. Please refer to your payroll reports for verification.
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401(k) Plan

403(b) Plan

457 Plan

Agency

Amendment

Applied For

Archived Check

Backup Withholding

Branch Code
(BCC)

Glossary

An employer-sponsored qualified plan that allows employees to
contribute tax-deferred income to a savings, profit-sharing, or
stock-bonus plan. Employee contributions may be partialy
matched by the employer. Distribution of the funds taken
before the specified age will trigger a penalty tax.

A qualified plan offered by non-profit organizations such as uni-
versities and some charitable organizations. Contributions and
earnings are tax-deferred until withdrawal. Upon withdrawal,
the distributions are taxed as ordinary income. Also known as
tax-sheltered annuities or tax-deferred annuities.

A non-qualified deferred compensation program made available
to federal, state, and employees of political subdivisions. Contri-
butions and earnings are tax-deferred until withdrawal. Upon
withdrawal, the distributions are taxed as ordinary income

See Jurisdiction.

A corrected version of aprevioudly filed quarterly or annual
tax return.

A tax ID that has been requested from an agency but has not yet
been received.

A check created at aclient site and transmitted to ADP, but not
yet processed. Examples of checks that might be archived
include checks that are entered or voided out-of -quarter or
out-of -year.

Usually, Federal Income Tax (FIT) withheld from workers for
whom no Tax Identification Number has been filed. Employers
are required to deposit and report this withholding with their
federa payroll taxes on Form 945.

Uniqueidentifier based on the Branch Code and Company Code
that Tax Filing Service assignsto each client company. The BCC
replaces the Company 1D for tax purposes only.
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Cafeteria Plan

Common Pay Agent
(CPA)

CPA
CSR

Customer Service
Representative (CSR)

Direct Wire

Disposable Earnings

A plan that employers offer to employees that includes a choice
of benefits. The following benefits can beincluded in acafeteria
plan: medical, dental, vision, accident and life insurance, depen-
dent care assistance, adoption assistance, and a 401(k) plan.
Employer contributions are not taxable, and employees can
purchase benefits on a pre-tax basis.

Also known as aflexible benefits plan.

An entity that has been approved to make one combined
payment and file one combined tax return for multiple entities.

The following can be consolidated under one FEIN:

* \Wage payments

* Withholding and depositing of federal, state, and local taxes
* FUTA deposits

* Filing federal, state, and local returns

Using a CPA does not affect the legal integrity of each FEIN,
and is not applicable for state unemployment tax.

Also known as a Reporting Agent.
See Common Pay Agent.
See Customer Service Representative.

A client’s direct contact with ADP. If you are instructed to
contact your CSR, you should contact your ADP Client
Service Consultant.

Funding method by which the client initiates awire transfer
from the client’s account to the Tax Filing Service account on
the agreed-upon funding date.

The amount remaining after legally required deductions are
taken from the gross pay. Examples of such deductionsinclude
the following:

¢ Federd, state, and local taxes

* The employee's share of State Unemployment |nsurance
and Social Security

* Withholding for employee retirement systems

Deductions not required by law are usually not subtracted from
gross earnings when calculating disposable earnings. Examples
include voluntary wage assignments, union dues, health and life
insurance, contributions to charitable causes, and retirement
plan contributions (except those required by law).
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Distribution

Earned Income Credit

EFT

Money ataxpayer withdraws from aretirement plan. All
distributions must be reported on Form 1099-R. Whether the
withdrawn funds are taxable depends on the type of retirement
account from which the funds are withdrawn.

A federal tax credit for taxpayers who earn less than a specified
amount.

See Electronic Funds Transfer.

Electronic Funds Transfer Any transfer of funds that is initiated through an electronic

(EFT)

Federal Employer
Identification Number
(FEIN)

FEIN

Federal Income Tax (FIT)

Federal Unemployment

Tax Act (FUTA)

FICA

FIT

Form 940

terminal, telecommunications instrument, computer, or
magnetic tape, to order, instruct, or authorize a financia
institution to debit or credit an account.

Federal Employer Identification Number. The identification
number assigned to employers by the Internal Revenue Service.
The FEIN is a 9-digit number formatted as 12-3456789. Some
states use the FEIN as the EIN.

See Federal Employer |dentification Number.

FIT isawithholding tax levied against employee wages. The
amount of withholding varies with the amount of earnings,
frequency of pay, number of exemptions claimed, and marital
status.

FUTA is an unemployment tax levied against employers at atax
rate of 6.2%. Thetax is assessed on the first $7,000 of
non-exempt wages paid to each employee. Employers are
alowed atentative credit for unemployment contributions paid
to state agencies of up to 5.4%, thereby reducing the FUTA rate
to0 0.8%.

Mandated by the Federal Insurance Contributions Act, FICA
consists of payments to the Social Security retirement
supplement system and the Medicare hospital insurance
program. FICA includes employee-paid and an employer-paid
portions.

See Federal Income Tax.

Employer’s Annual Federal Unemployment (FUTA) Tax Return.
Form 940 reconciles the employer’s payment of FUTA taxes
during the year. The return shows calculation of the full
unemployment tax liability for the year and credit for
unemployment taxes paid to individual states.

Form 940 isfiled annually.
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Form 941

Form 941PR

Form 943

Form 945

Form 945A

Form 1099-MISC

Form 499R2/W-2PR

Employer’s Quarterly Federal Tax Return. Form 941 lists
taxable wages and taxes, and al FIT, Social Security, and
Medicare liabilities that are incurred during the quarter. When
an employer has atax liability of $100,000 or more in any eight
month period, Schedule B is attached to Form 941 (aswell as
Forms 941E and 943). Schedule B shows a breakdown for daily
tax liabilities.

Form 941 isfiled quarterly.

Employer’s Quarterly Tax Return. Form 941PR lists taxable
wages and taxes, and all FIT, Socia Security, and Medicare
liabilities that are incurred during the quarter. It isfiled by
employers whose principal place of businessisin Puerto Rico.

Form 941PR isfiled quarterly.

Employer’s Annual Tax Return for Agricultural Employees.
Form 943 lists monthly liabilities, and taxable wages and taxes.
The Form 943A detail listing is attached to Form 943 whenever
aclient had $3,000 or more liability in any one month.

Form 943 isfiled annualy.

Annual Return of Withheld Federal Income Tax. The form used
to report non-payroll information such as pensions, annuities,
IRAS, and backup withholdings.

Form 945 isfiled annually.

Annual Record of Federal Tax Liability. A worksheet produced
inquarters 1, 2, and 3 for reference purposes. Year-to-date totals
will be displayed on the 945 worksheet to help clients reconcile
deposits each quarter. Both afile and areference copy will be
produced and will beincluded in the client’sfiling and reference
Sets.

Form 945A isfiled annually.

Miscellaneous Income. The annual statement provided to
workers that lists compensation other than wages from the
previous year. Form 1099-MISC is typically issued to
non-employees such as independent contractors, but it can be
issued to employees.

Form 1099-MISC isfiled annually.
Withholding Satement, Commonwealth of Puerto Rico. This

withholding statement is the Puerto Rico equivaent of the U.S.
Forms W-2.
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Form 1099-R

Form W-2

Form W-2c

Form W-3

Form W-4

Form W-5

Forward Accrual

Distributions From Pensions, Annuities, Retirement or
Profit-Sharing Plans, |RAs, Insurance Contracts, etc. A
statement of disbursements and applicable taxes from any
employee or non-employee retirement plan, such as an IRA
account.

Form 1099-R isfiled annually.

Wage and Tax Satement. The annual statement provided to
employees that lists earnings, deductions, and tips from the
previous year. This form also reflects state and federal taxes,
social security, Medicare wages, and tips withheld. Form W-2 is
filed with federal, state, and local agencies.

Form W-2 isfiled annually.

Corrected Wage and Tax Satement. The form used to report
corrections to amounts previously reported on an employee’s
Form W-2.

Transmittal of Income and Tax Satements. The “cover letter” for
Forms W-2 summarizes total wages and taxes withheld for the
year.

Form W-3 isfiled annually.

Employee's Withholding Allowance Certificate. Filed by
employees so the employer can withhold the correct amount of
federal income tax. Employees can file a new Form W-4 at any
time.

Earned Income Credit Advance Payment Certificate. The form
employees submit to initiate advance payment of the earned
income tax credit (EIC). The form expires on December 31.

An estimate of a cost that isincurred in the current general
ledger period for which the company will not have accurate
numbers until the next pay period.

Example: A company has monthly general ledger periods but
bi-weekly pay cycles. A particular pay period isfrom January 24
through February 6 but the general ledger periods are January 1
through 31 and February 1 through 28. Therefore, the pay period
is split across two general ledger periods. In this case, estimated
payroll costs for the period January 24 to 31 are posted to the
general ledger, as forward accruals, during the January general
ledger period. Costs incurred between February 1 and 6 are
posted to the general ledger in the February period.
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Fringe Benefit

FUTA

Garnishment

General Ledger Accrual
Days

General Ledger Accrual
Period

General Ledger Accrual
Percent

Employee compensation other than wages, tips, and salaries.
Fringe benefits can be cash and non-cash, taxable, and
non-taxable. The value of taxable fringe benefits must be
reported on Form W-2, and the taxes must be withheld.
Examples include health insurance, life insurance, and pension
plans.

See Federal Unemployment Tax Act.

An amount withheld from an employee's pay and remitted to
another party, such as a creditor. Typical garnishmentsinclude
the following:

* Court orders such as child support
* |RSor statetax collection levies

* Federal agency administrative garnishments for non-tax
debts owed to the federal government

Garnished amounts are considered to be taxable income.

When thereis a general ledger forward accrual, the accrual days

isthe number of daysinthe split pay cyclethat correspond to the

earlier general ledger period.

Typically, general ledger accrual days are business days, not
calendar days.

When the end of ageneral ledger period fallsin the middle of a
pay cycle, the portion of the pay cycle in the earlier general
ledger period isthe accrual period. Estimated costs for the
accrual period are posted to the general ledger before the end of
the pay cycle.

For an example of an accrual period, see the definition of
Forward Accrual.

When there is ageneral ledger forward accrual, the general
ledger accrual percent isthe percent of the split pay cycle that
corresponds to the earlier general ledger period.

The general ledger accrual percent is used for calculations.
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Individual Retirement A retirement account to which individuals may contribute

Account (IRA) money based on the amount of earnings (such as wages) up to
IRS-established limits. Contribution and withdrawal rules are
based on the type of IRA. Two common types of IRAs are:

* Traditional IRA: A traditional IRA allows employeesto
contribute money annually based on the amount of earnings
or up to IRS-established limits, some of which are
age-related. Contributions may be tax-deductible, partially
deductible, or non-deductible, depending on the employee's
income and whether the employeeis covered by a
retirement plan at work. Taxes are deferred on traditional
IRA earnings.

* Roth IRA: A Roth IRA isan aternative to atraditiona IRA.
For persons who are at least age 59 1/2 at the time of
withdrawal, withdrawals are tax-freeif the account has been
open for at least five years. Contributions to a Roth are not

tax deductible.
IRA See Individual Retirement Account.
Jurisdiction Any governmental taxing institution.
Magnetic Filing Use of filing forms using a computerized or electronic filing

method with government agencies, such as magnetic tape,
diskette, cartridge, or electronic filing from one computer to

another.

Medicare The Medicare program funds the federal health program for
people over 65. Employee-paid and employer-paid payroll taxes
pay for the program.

Memo Code Earnings or deductions that do not affect the gross or net on the

employee's check. Memo codes are typically used for reporting
or general ledger tracking purposes.

Example: A client has three deduction codes that are used for
three different employee stock option purchase plans. Each
deduction has a year-to-date limit of $10,000. The client wants
to apply aYTD limit of $25,000 to the summed total of the three
deductions. A memo code is used to enforce the combined limit.

Negative Wages Prior quarter or year adjustments entered in the current quarter
that result in negative quarter-to-date or year-to-date wages,
or both.

Nil Activity Refersto returns that are filed with no reported liability. Nil

returns may be required by agencies to keep the employer's tax
identification number active on the agency records.
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Other Income

Additional earnings other than wages that must be reflected on
an individual’s annua tax document. Some Other Income for
employees can be included on Form W-2, but is often reported
on Forms 1099-M and 1099-R.

Qualified Retirement Plan A retirement plan approved by the IRS that allows for

Reclose

Reporting Agent

Reversal

Reverse Wire

Roth IRA

SDI

SIT

Social Security Number

Social Security Tax

tax-deferred accumulation of investment income.

When the payroll region forwards new close tapes to adjust
liabilities for acompany after the quarter close is processed in
Tax & Financial Services.

See Common Pay Agent.

Any ACH entry or file that is sent within the required deadlines
to correct or reverse erroneous entries or files.

Funding method by which ADP initiates a request to debit the
client’s bank and transfer the funds to the Tax Filing Service's
account.

SeeIRA.

See Sate Disability Insurance.

See Sate Income Tax.

An D that is used to identify people who are entitled to work or
who are entitled to receive benefits. The social security number
is used to accumulate and disburse taxes and benefits.

The portion of FICA taxesthat are allocated to the federal

retirement fund. Employers and empl oyees each pay 6.2% of the
taxable wages, up to the annual limit.

State Disability Insurance A compensation plan established by statesto provide payment to

(SDI)

State Income Tax (SIT)

employees who are unable to work duetoillness or injury. Some
states require both employee and employer contributions to the
fund.

A withholding tax deducted from an employee's wages as
required by the state. The amount of withholding varies with the
amount of earnings, frequency of pay, number of claimed
exemptions, and marital status.
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State Unemployment
Insurance (SUI)

Statement of Deposit
(SOD)

Statutory Employee

Sul

Tax Deferred

Taxable Wages

Third-Party Sick Pay
(3PSP)

Total Distribution

Tracer

Traditional IRA
VDI

Voluntary Disability
Insurance (VDI)

A tax that is paid to the state unemployment agency on a
quarterly basis. The amount of tax due is determined by an
experience rate that is assigned to the employer and by ataxable
wage limit that is established by the agency. Depending on the
state’s rules, SUI can be paid by the employee, the employer, or
both.

Quarterly and annual documents that summarize filings and
deposits made by ADP on aclient's behalf to authorized
jurisdictions. Generated by Tax Filing Service.

A worker who istreated as an employee for Social Security
and Medicare tax purposes and as self-employed for income
tax purposes.

See Sate Unemployment I nsurance.

The postponement of taxes onincome or other earningsto alater
year, usualy by recognizing the income or gain at alater time.
For example, some retirement plan earnings may be taxed when
the owner takes distributions. Tax deferment only delays tax
liability; it does not eliminate it.

The amount of wages and compensation that is subject to a
tax type.

A disability insurance benefit that may provide employees
with partial or full wage benefit payment while on long-term
medical leave.

One or more distributions in atax year in which the entire
balance of aretirement plan account is withdrawn.

An agency or client inquiry set up for research and response
from the Tracer department.

See|RA.

See Voluntary Disability Insurance.

A state option allowing employers and individuals to purchase
private disability insurance instead of a State Disability

Insurance (SDI) plan. The employer or an insurance carrier
administers VDI.
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Voluntary SUI
Contributions

Wage Detail

Wages

Wire Transfer

Withholding

Additional monies paid into an employer experience rated SUI
account, other than quarterly payments. A voluntary
contribution can alow the employer to obtain a more favorable
tax rate. In most states the contribution will increase the reserve
balance of the account while other states credit the contribution
to erase previous charges. Nearly half of the states allow
employers to make a voluntary contribution payment to their
experience rated account. From year to year, additional states
may also allow avoluntary contribution.

Typicaly refers to the Employee Quarterly Wage Detail Report
that employersfile with SUI returns.

Employee earnings. In addition to typical wages, an employee
may receive other compensation, such as tips and fringe
benefits, that are subject to employee paid or employer paid
taxes. An employee may choose to have a portion of his or her
wages deducted for retirement or investment plans. That portion
may be exempt from some taxes.

A banking arrangement with which an ADP client can transfer
moniesfor tax liabilities directly to ADP'stax impound account.
For areverse wire transfer, ADP initiates the request to the
client's bank to debit the client's account. For adirect wire
transfer, the client initiates the request.

The method by which taxes are taken out of employee wages or
other income as the money is earned but before an employee
receives the paycheck. The withheld taxes are deposited in an
IRS account and the employee is credited for the amount when
he or shefiles taxes.
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Numerics

1099M Preview Report
contents of, 4-25
sample of, 4-27
using, 4-26

1099M Summary Report
contents of, 4-28
sample of, 4-30
using, 4-29

1099-R Distribution Report
contents of, 4-34
sample of, 4-36
using, 4-35

1099R Preview Report
contents of, 4-31
sample of, 4-33
using, 4-32

1099R Summary Report
contents of, 4-37
sample of, 4-39
using, 4-38

3PSP Recap W2 Preview Report
illustration of 4-20

A

abbreviations for states A-8
adjustments
black-out period for, 1-14
quarter and year-end, described, 1-14
amendments
Amendment Tracking Service, described 1-10
rejected, 1-15
tax liability described, 1-14
Annual Payroll Calendar Report
contents of, 4-7
exception codes and frequency codes on, 4-9
general ledger clients, instructions for, 4-7
modifying, 4-7
sample of, 4-10
using, 4-8

AODs
reconciling with payroll invoices, 1-12
ATS, Amendment Tracking Service 1-10

backup withholding
employeetype K, 3-2
Form 1099-MISC, 3-3
Form 945, 3-3
benefits, limitsfor, A-3
black-out period
adjustments, 1-14
box 12, Form W-2
understanding, 2-5
W2 Preview Report, 4-13, 4-21
W2 Summary Report, 4-18, 4-23
box 13, Form W-2
auditing, 2-7
marking the three boxes, 2-6
W-2 Preview Report, 4-12, 4-21
box 14, Form W-2
determining whether a code printsin, 2-13
printing codesin, 2-13
understanding, 2-8
W2 Preview Report, 4-13
W2 Summary Report, 4-18

C

CAPS
described 1-10
CD-ROM
Form W-2
distributing, 2-19
Forms 1099-M1SC and 1099-R
distributing, 3-19
viewing, 3-21
Client Tool Box
inVIP Room 1-x
codes
invoicereason A-9
state A-8
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Codesfor Box 7 3-9
common pay agent
entering in the payroll application, 2-4, 3-16
FormW-2, 2-4
Forms 1099-MISC and 1099-R, 3-16
company name
Form W-2
common pay agent, using, 2-4
printing on, 2-3
Forms 1099-M1SC and 1099-R
common pay agent, using, 3-16
printing on, 3-15
company-level deduction limits
viewing, 4-55
Compid field 2-20
Compliance and Payment Solutions
described 1-10
corrected forms
Form W-2c, 1-4
U.S. territories, 2-2
correcting addresses
Form W-2, 2-5
Forms 1099-MISC and 1099-R, 3-17
custom sort
FormW-2, 2-18
Forms 1099, 3-18

D

deactivating inactive tax IDs, 1-7
Deduction Limit Report
contents of, 4-53
employee limits, viewing, 4-56
removing terminated employees from, 4-53
sample of, 4-58
using, 4-53
Deduction Taxation Analysis Report
contents of, 4-42
sample of, 4-48
using, 4-42
deductions
company-level deduction limits
viewing, 4-55
Deduction Taxation Analysis Report, 4-44
determining if acodeisrolled into another code, 2-17
employee limits
described, 4-56
viewing, 4-57
employee-paid, employer-paid, accrual on taxation
analysis reports, 4-46
Form 1099-MISC, printing on, 3-4

deductions (cont.)
Form W-2
appearing in summary section, 2-5
box 12 example, 2-6
customizing the codes that print on, 2-14
determining if a deduction will print in the sum-
mary section, 2-9
mapping to summary section, 2-10
printing in box 14, 2-13
printing in summary section of, 2-9
Form W-2, box 14
determining whether a code printsin, 2-13
limits
viewing an employee’s, 4-56
viewing company-level, 4-55
limitson, list of, A-4
MIF deduction, 2-8
New Jersey, 2-8
rolling up, 2-15
taxation analysis of, 4-42
time periodsfor, list of, A-4
delivery
Form W-2s
employer, 2-19
tracking 2-20
Forms 1099-M1SC and 1099-R
employer, 3-19
Dist Codefield 2-20
Distribution Codes for Box 7 3-9
distribution codes, 1099-R
1099-R Distribution Report, 4-35
Form 1099-R, 3-12
report about missing codes, 4-40
specifying for a person in payroll application, 3-12

earnings
accrua codes on the Earnings Taxation Analysis
Report, 4-46
determining if acodeisrolled into another code, 2-17
Earnings Taxation Analysis Report, 4-44
Form 1099-MISC, printing on, 3-4
Form W-2
appearing in summary section, 2-5
box 12 example, 2-6
box 14, determining whether a code prints
in, 2-13
customizing the codes that print on, 2-14
determining if an earning will print in the summa-
ry section, 2-9
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earnings (cont.)
Form W-2 (cont.)
mapping to summary section, 2-10
printing in box 14, 2-13
printing in summary section of, 2-9
limitson, list of, A-4
rolling up, 2-15
taxation analysis of, 4-42
third-party sick pay, Form W-2 reporting, 2-7
time periodsfor, list of, A-4
Earnings Taxation Analysis Report
contents of, 4-42
sample of, 4-47
using, 4-42
employee deduction limits
described, 4-56
viewing, 4-57
employee types
Form 1099-MISC, 3-2
Form 1099-R, 3-7
Form W-2, 2-2
employee-paid
deductions
Deduction Taxation Analysis Report, 4-46
Form W-2 summary section, determining wheth-
er printin, 2-9
taxes
Tax Jurisdictions and Rates Report, 4-49
employees, correcting addresses of, 2-5
employer-paid
deductions
Deduction Taxation Analysis Report, 4-46
Form W-2 summary section, determining wheth-
er printin, 2-10
taxes
Tax Jurisdictions and Rates Report, 4-49
ERISA plans and Form 1099-R, 3-7
exception codes
Annual Payroll Calendar Report, 4-9
described, A-7
Exclude, earnings and deductions from Form
W-2, 4-45

F

Federal Express, tracking Form W-2s 2-20
filings

and negative wages, 1-8

andtax IDs, 1-6

nil, 1-7

Form 1099-M1SC

backup withholding on, 3-3
boxes3and 7, 3-4
common pay agent, printing name on, 3-16
company name, printing on, 3-15
completing, 3-3
contents of, 3-2
correcting addresses on, 3-17
delivery

employer forms, 3-19

verification of, 3-5
employee types, valid for, 3-2
errors, report about, 4-40
international addresses, 3-20
mapping earningsto, 3-4
negative wages on, 4-40
preview report for, 4-25
releasing, 3-18
reports generated for, 3-5
sending worker forms, 3-19
sorting, 3-18
understanding, 3-3
viewing, 3-21

Form 1099-R

common pay agent, printing name on, 3-16
company name, printing on, 3-15
contents of, 3-7
correcting addresses on, 3-17
delivery of employer forms, 3-19
distribution codes

determining whether assigned to an

earning, 3-11

report about, 3-12

specifying for aperson, 3-12
employee types, valid for, 3-7
ERISA plans, 3-7
errors, report about, 4-40
international addresses, 3-20
releasing, 3-18
reports generated for, 3-13
sending worker forms, 3-19
sorting, 3-18
specifying total distributions, 3-12
viewing, 3-21

Form 945, depositing backup withholding, 3-3
Form W-2

box 12
understanding, 2-5
box 13, auditing, 2-7
box 14, determining whether a code printsin, 2-13
box 14, understanding, 2-8
common pay agent, printing name on, 2-4
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Form W-2 (cont.)
company name, printing on, 2-3
corrected, 1-4
correcting addresses, 2-5
customizing the codes that print on, 2-14
delivery of, verifying, 2-21
distributing, 2-19
employee types, valid for, 2-2
incorrect addresses on, report about, 4-40
international addresses, 2-20
invalid social security numberson, 4-40
leased vehicles, local taxes, SDI, VDI, and SUI, 2-8
mapping earnings and deductionsto, 2-10
MIF deduction, reporting on, 2-8
negative wages on, 4-40
New Jersey codes, 2-8
overflow forms, 2-15
payroll data entering, 2-3
preview report for, 4-11
reports generated for, 2-23
sorting, 2-18
split-wrapping 2-19
summary section, understanding, 2-5
taxation analysis reports, 4-42
tracking Federal Express packages 2-20
Form W-2 summary section
earnings and deductions
determining whether print in, 2-9
printingin, 2-9
rolling up to print in, 2-15
roll-up codes
determining whether print in, 2-16
understanding, 2-5
Form W-2/1099-MISC Verification form
FormW-2, 2-21
Forms 1099, 3-5
Form W-2c
described, 1-4
frequency codes
Annual Payroll Calendar Report, 4-9
described, A-5

inactivetax IDs, 1-7
Include, earnings and deductionson Form W-2, 4-45
incorrect addresses
correcting on Form W-2, 2-5
correcting on Forms 1099-MISC and 1099-R, 3-17
Forms W-2 and 1099, report about, 4-40

Index textl
index text2 2-24, 3-9
international addresses
Form W-2, 2-20
Forms 1099-MISC and 1099-R, 3-20
invoices
reason codes A-9
IRIS Codes for Box 12 2-24

L

|eased vehicles, box 14 of Form W-2, 2-8
liability
and amendments 1-14
limits
codes defined, A-3
company-level deduction
viewing, 4-55
deductions, report about, 4-53
earnings, report about, 4-59
employee deduction
described, 4-56
viewing, 4-57
time periods and, A-4
local taxes
Form W-2, box 14, 2-8
local totals
1099R Preview Report, 4-32
1099R Summary Report, 4-38
W2 Preview Report, 4-13, 4-21
W2 Summary Report, 4-17, 4-23

M

mapping codes
Form 1099-MISC, earnings, 3-4
Form W-2, earnings and deductions, 2-10
taxation analysis reports, using, 4-42
Medical Malpractice Liability Insurance Premium
Assistance Fund
New Jersey deduction, 2-8
memo earnings, and taxation analysis reports, 4-46
MIF deduction code, Form W-2, box 14, 2-8

N

negative wages
described, 1-8
SUI, understanding negative wages, 1-8
W2/1099 Error Report, 4-40
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Negative Wages Report
contents of, 4-63
sample of, 4-64
using, 4-63
New Jersey
MIF deduction code for, 2-8
NJUHW tax code, 2-8
new jurisdictions, tax ID required, 1-6
nil filings, 1-7
numbers
negative wages, described, 1-8

(o)

overflow W-2s
described, 2-15
minimizing creation of with roll-up codes, 2-15

P

payroll liability
reconciling invoices with AODs, 1-12

period start dates, and frequency codes, A-5
PTO definitions, 4-65
PTO Roll Logic Report 4-65

contents of, 4-65

sample of, 4-70

using, 4-67

Q

quarter-end
and Submit Delete Jurisdiction form, 1-9
and tax IDs, 1-9
tax IDsand, 1-6

R

reason codes, and invoices, A-9
releasing
Form W-2, 2-18
Forms 1099-MI1SC and 1099-R, 3-18
reports
1099M Preview Report, 4-25-4-27
1099M Summary, 4-28-4-30
1099-R Distribution Report, 4-34-4-36
1099R Preview Report, 4-31-4-33
1099R Summary Report, 4-37—4-39
Annual Payroll Caendar Report, 4-7—4-10
CD-ROM, 4-2
Date Report Calendar Listing, 4-3-4-6

reports (cont.)

Deduction Limit Report, 4-53-4-58
Deduction Taxation Analysis Report, described, 4-42
Deduction Taxation Analysis Report, sampleof, 4-48
Earnings Taxation Analysis Report, described, 4-42
Earnings Taxation Analysis Report, sample of, 4-47
generated for Form 1099-MISC, 3-5
generated for Form 1099-R, 3-13
generated for Form W-2, 2-23
Negative Wages Report, 4-63—4-64
Payroll Report Calendar Listing, 4-3-4-6
PTO Roll Logic Report
PTO terminology, 4-65
Supplemental Pay Limit Report, 4-59-4-62
Tax Jurisdiction and Rates Report, 4-49-4-52
taxation analysisreports, 4-42-4-48
W2 Preview Report, 4-11-4-15
W2 Summary Report, 4-16-4-19
W2/1099 Error Report, 4-40-4-41
Request to Add a New Jurisdiction and tax I1Ds, 1-6
retired employees
Form 1099-R, 3-7
Form W-2, box 13, 2-6
retirement plans
Form W-2, marking box 13, 2-6
W-2 Preview Report, 4-12, 4-21
rolls, PTO
defined, 4-65
understanding, 4-66
roll-up codes
determining if acodeisrolled into another code, 2-17
determining if aroll-up code will print in the Form
W-2 summary section, 2-16
taxation analysisreports, 4-46

S

Same Sex Marriage Medical Benefits
inNY 2-8
SDI, Form W-2, box 14, 2-8
Shipping Tracking Search page
illustration of 2-20
ShippingTracking Search page
accessing 2-20
sick pay
Form W-2
box 13, 2-7
social security numbers
incorrect on Forms W-2 and 1099, 4-40
W2/1099 Error Report, 4-40
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sorting

Form W-2s, 2-18

Forms 1099-MISC and 1099-R, 3-18
split-wrapping

Form W2 2-19
standard sort

FormW-2, 2-18

Forms 1099-MISC and 1099-R, 3-18
state totals

1099M Preview Report, 4-26

1099M Summary Report, 4-29

1099R Preview Report, 4-32

1099R Summary Report, 4-38

W2 Preview Report, 4-13, 4-21

W2 Summary Report, 4-17, 4-23
states codes and abbreviations A-8
statutory employees

Form W-2, marking box 13, 2-6

W2 Preview Report, 4-12, 4-21
Submit Delete Jurisdiction form, for

quarter-end, 1-9
SUI, Form W-2, box 14, 2-8
summary section of Form W-2

printing earnings and deductionsin, 2-9

rolling up earnings and deductions, 2-15
Supplemental Pay Limit Report

contents of, 4-59

sample of, 4-62

using, 4-59

T

tax IDs
adding anew jurisdiction 1-6
described, 1-6
inactive, 1-7
Tax Jurisdictions and Rates Report, 4-50
understanding, 1-6
Tax Jurisdiction and Rates Report
contents of, 4-49
sample of, 4-52
using, 4-49
territories. See U.S. territories
time periods and limits, A-4
total distributions
report about, 4-35
specifying on Form 1099-R, 3-12
tracking Form W-2 delivery 2-20
Tracking Number field 2-20

U

U.S. mail
distributing Form W-2s, 2-19
international addresses
Form W-2s, 2-20
Forms 1099-MISC and 1099-R, 3-20
U.S. territories, corrected forms for, 2-2
UPS packages
tracking Form W-2 delivery 2-20
UPS packages, tracking Form W2s 2-20

'}

VDI, Form W-2, box 14, 2-8

VIP Room
URL 1-x,2-20

VIP Room Home page
accessing 2-20
illustration of 2-20

W

W2 Preview Report
contents of, 4-11
cover for, 4-11
reviewing employee information on, 4-14
sample of, 4-15
using, 4-12
W2 Summary Report
contents of, 4-16
sample of, 4-19
using, 4-16
W-2. See Form W-2
W2/1099 Error Report
contents of, 4-40
missing information on, 4-40
sample of, 4-41
using, 4-40
withholding
backup withholding and Form 945, 3-3
workers
correcting addresses on Forms 1099-M1SC and
1099-R, 3-17
employee typesto receive 1099-MISC, 3-2

Y

YTD History on Tax Jurisdictions and Rates
Report, 4-49
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