Annual Processing Procedures
All areas of the Annual Processing Procedures should be accessed via the Tax Reporter through transaction PU19.
Tax Reporter Log Manager

Access the Tax Reporter Log Manager

Tax Reporter Log Manager Options for View

View Previous Forms

View Errors and Warnings, and Other Messages for W-2s
W-2 Reissue

Open PDF Forms

Print PDF Forms
W-2 Audit Report
W-3 and Form 6559
Tax Reporter Log Manager

Access the Tax Reporter Log Manager

1. Enter your agency’s Tax Company (use drop down to see all options)

2. Enter Reporting Period End Date – i.e. 12/31/CCYY (ex: 2008)
3. Enter Consider Payroll Results up to – i.e. 12/31/CCYY (ex: 2008)
4. Click the arrow in front of Annual, or Quarterly if accessing the 941, on the left side of the screen

5. Click on W-2 Wage and Tax Statement, or Form 941
6. Click on Log Manager button above the Tax Forms area.
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Tax Reporter Log Manager Options for View

Note: The W-2 form information for the Production W-2s normally has a Run Date of 01/08/CCYY to 01/12/CCYY.  The User is an ISD employee.

· Selection criteria / Output – to select the form you want to view, i.e., from PDF based forms
· Adjustments (Form Summary) – there can be different drop down adjustments listed – this is a form summary of what is listed in Adjustments (Employee details). 
· Adjustments (Employee details) – there can be different drop down adjustments listed – click on categories listed and review the information as per the description below.

· EEs with neg. wt. /5py (result ignored, no action required)

· Manual entries (T5UT1) – validate manual entries for PU19 were accurate

· Employee rejected because mandatory field missing or negative – Verify the W-2 information and master data for this employee.  A W-2C and W-3C may be required depending on the data rejected.

· Negative amounts converted to zero – No action normally required.  Negative amounts are normally due to refunds of Insurance and Retirement deductions in the current year (originally paid in the prior year).  Verify the W-2 information or if no W-2 for year, validate this is accurate.
Note:  These messages will vary, due to master data changes.
· Configuration Remarks – these are remarks generated by internal configuration for SOW.  This area can be ignored
· Errors and Warnings – There can be different drop down Errors and Warnings messages listed - 

· Employees with worksite assigned from Infotype 209 – no action required

· General errors and warnings – there are different warning messages depending on the situation.  Verify these warning messages.  
a. Example:  Retroactive Taxco change.  EE# 009999 Taxco: 9999 – this message means the employee had a retroactive tax company change during the reporting year, validate W-2 created is in balance. 

b. Example:  Taxco mis-match (Manual Entry vs IT 1). EE# 009999 Taxco: 9999 – this message is due to the employee’s manual PU19 adjustment possibly being input under an incorrect tax company.

c. The employees reflecting with a General error message should be reviewed for W-2 accuracy.
Top of Section
Top of Document
View Previous Forms
Please check the Tax Reporter Log Manager to see if a form has been run (by you or someone else in your agency) within the last seven days. Use existing forms/reports rather than running the same processes multiple times. 

To view previous forms, once you have entered the Tax Reporter Log Manager:

1. Open the specific Run Date you need to review

2. Double click on the Selection criteria / Output
3. Double click on the PDF based forms
4. Click on the Spool number associated with the form to review.
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5. Double click on the Date and the PDF form will appear.
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Top of Section
Top of Document
View Errors and Warnings, and Other Messages for W-2s

1. Click the arrow in front of the Production category. (When running in test mode the same can be done by clicking the arrow in front of the Test category.)  Samples from the Production W-2 process Tax Reporter Log Manager.
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2. Click the arrow in front of the Run Date you would like to view to see messages, errors, and warnings
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3. To access any message area of the Tax Reporter Log Manager, double click on the category title, and double click on the specific message. 
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Examples:  The following screen shots are examples of the different category reports accessible to locate potential problems.  Please remember the message categories are Tax Company specific for each run; if there is no error or adjustment for the run, the category will not be available. 
4. Adjustments (Employee details) (4a – 4d Adjustment examples)
Review the messages generated in this section (Click on link for description of messages Tax Reporter Log Manager Options for View)
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4a. Double click on the message to view the impacted Employees (This report will show the Tax co and the Employee’s Pernr with negative /5PY values). No agency required for this message.
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4b. Double click on the message to view the impacted Employees (This report will show the Tax co and the Employee’s Pernr with Manual entries).  Agency action is to validate manual entries for PU19 were accurate.
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4c. Double click on the message to view the impacted Employees (This report will show the Tax co and the Employee’s Pernr that are rejected because mandatory field missing or negative).  Agency action is to verify the W-2 information and master data for this employee.  A W-2C and W-3C may be required depending on the data rejected.
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4d. Double click on the message to view the impacted Employees (This report will show the Tax co and the Employee’s Pernr with Negative amounts converted to zero).  No action normally required.  Negative amounts are normally due to refunds of Insurance and Retirement deductions in the current year (originally paid in the prior year).  Verify the W-2 information or if no W-2 for year, validate this is accurate.
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5. Configuration remarks (This area has messages that are system related that ISD monitors.  No agency action required for these messages). 
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6. Errors and Warnings (6a – 6b Errors and Warnings examples)

Review the messages generated in this section (Click on link for description of messages Tax Reporter Log Manager Options for View)
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6a. Double click on the message to view the impacted Employees (This report will show the Tax co and the Employee’s Pernr for Employees with worksite assigned from infotype 209).  No Agency Action required for this message.
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6b. . Double click on the message to view the impacted Employees (This report will show the Tax co and the within the message text the employees pernr and message reason).  Agency should validate the messages. 

[image: image15.png]|dHICEQ CHE HDO0 IHEI @®

Tax Reporter

Tax Reporter Log Manager

Type of Reporting: W-2 - Wage and Tax Statement
TaxCompany: 1110

1]

Log Tree

= (3 Production

T &

B Selection citeia / Output
@ Adustments (Form Summary)
@ Adjustments (Employee details)
[ Configuration remarks

Ertors and Warmings

b G
b (] Print Copy.
b (JTest

[2) Employees with worksite assigned from Infotype 208

EndDate |AsofDate |RunDate |Run

12/31/2008 1213112008 0111412009 13:05:1

123112008 1213172008 0110812008 18:11.1

SR EREEREREREEREREIGIE]

General errors and warnings

Type |lessage Text

Retroactive Taxco. change. EE# Taxco: 3006

1@ [Tarco mismatch (Wanual Entryvs IT1) EE# ~~~~~ Taxco: 0550
1@ [Taxco. mismatch (Wanual Entryvs T 1) EE# Taico 1550
1@ [Taxco. mismatch (Wanual Entryvs T 1) EE# Taico 1400
1@ |Taxco. mismatch (Wanual Entryvs T 1) EE% Taico 3113

U [RPO (1) 700) P2l SSVDBHRPECC | INS

® 2 evelPayrol ke

T 54P Logon 710

T ruts - w2 Amusro

T Doament1 [Conpat

7





Top of Section
Tax Reporter Log Manager Options for View
Top of Document
W-2 Reissue 

1. Enter the appropriate Tax Company
2. Enter date in Reporting Period End Date – 12/31/CCYY (ex: 2008)

3. Enter date in Consider Payroll Results up to – 12/31/CCYY (ex: 2008)

4. Click the arrow in front of Annual on the left side of the screen

5. Click on W-2 -Wage and Tax Statement
6. Prior to executing any form in the Tax Reporter, review the Tax Reporter Log Manager to see if the form has already been run within the past seven days
7. Select tab labeled W-2 Wage and Tax Statement (PROD run)
Production screen will default with options that need to be deselected:
1. Uncheck Generate magnetic tape and Generate authority copy
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2. Click on Employee copy – Enter Personnel Numbers to be reissued

3. In Type of copy click on Re-issue of Employee copy
4. Uncheck Generate Audit Report
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5. Click on the Magnetic media box, located below the Employee Copy selection area
6. Uncheck Generate form 6559
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7. Click on the Authority copy box, located below the Magnetic media selection area
8. Uncheck Generate Form W3
9. Uncheck Generate summary copy
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10.  Click on Print copies to the right of the selection area
Next an auto pop up will appear, select a. or b. depending on amount of W-2’s to reissue.

a. If reissuing one or two W-2s select‘Online’
b. If reissuing multiple W-2s select ‘Background’
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Step b.(continued)- Once you have chosen ‘Background the following screen will appear for submitting the job in the Background:
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11. Click on Immediate and the Save Button to submit the job.

Note:  At the bottom of the screen the message “Job has started” will be displayed
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Top of Section
Top of Document
Open PDF Forms
To open Tax Reporter forms please use the following steps:

1. Click on the plus ([image: image23.png]


) in front of Forms to open the forms file,

2. Double click on the title of the form you want to open,

3. In the Part List of PDF Spool files double click on the date (3/11/2009) or anywhere within the Part No. line and the PDF file that corresponds with the spool will open.
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Example of “Reissued Statement”
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Top of Section
Top of Document
Print PDF Forms
To print the PDF form do not click on the printer icon.  Most printers do not have the PDF formatting software built in so the printer cannot format the document for printing. By opening the document and then sending to the printer you have already formatted the document so the printer is only printing the copy.

To print Tax Reporter forms please use the following steps:

1. Click on the plus ([image: image27.png]


) in front of Forms to open the forms file,

2. Double click on the title of the form you want to open,

3. In the Part List of PDF Spool files double click on the date (3/11/2009) or anywhere within the Part No. line and the PDF file the corresponds with that spool will open,

4. With the PDF file open click on the printer icon in the upper left hand corner,

5. When the printer menu appears validate the printer and click on OK ([image: image28.png]


).
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The “REISSUED STATEMENT” will auto print on the W-2 as shown here:
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Notice to Employee

Refund. Evenif you do not have to file a tax retur, you should file to get a refund if box 2 shows
Federal income tax withheld, orif you can take the eamed income credit.

Earned income credit (EIC). You must file atax return if any amount is shown in box 9. You may
be able to take the EIC for 2008 f:(a) you do not have a qualifying child and you earned less than
$12,880 (515,880 if married filing jointly), (b) you have one qualifying child and you earned less
than $33,995 ($36,995 if married filing jointly), or (c) you have more than one qualifying child and
you eared less than $38,646 (341,646 if married filing jointly). You and any qualifying children
must have valid social security numbers (SSNs). You cannot take the EIC if your investment income
is more than $2,950. Any EIC that is more than your tax liability is refunded to you, but only if
youfile a tax return. If you have at least one qualifying child, you may get as much as $1,750 of
the EIC in advance by completing Form W-5, Eamed Income Credit Advance Payment Certificate,
and giving it to your employer.

Clergy and religious workers. If you are not subject to social security and Medicare taxes, see
Pub.517, Social Security and Other Information for Members of the Clergy and Religious Workers.
Corrections. If your name, SSN, or address s incorrect, correct Copies B, C, and 2 and ask your
employer to correct your employment record. Be sure to ask the employer to file Form W-2¢,
Cortected Wage and Tax Statement, with the Social Security Administration (SSA) to correct any.
name, SSN, or money amount error reported to the SSA on Form W-2. If your name and SSN are
correct but are not the same as shown on your social security card, you should ask for a new card
atany SSA office or call 1-800-772-1213.

Credit for excess taxes. If you had more than one employer in 2008 and more than $6,324.00 in
social security and/or Tier 1 railroad retirement (RRTA) taxes were withheld, you may be able to
claim a credit for the excess against your federal income tax. If you had more than one railroad
employer and more than $2.960.10 in Tier | RRTA tax was withheld, you also may be able to claim
acredit. See your Form 1040 or 1040A instructions and Pub. 505, Tax Withholding and Estimated
Tax.

Instructions. This section starts the IRS instructions regarding W-2 boxes.

Box 1. Enter this amount on the wages line of your tax return.

Box 2. Enter this amount on the Federal income tax withheld line of your tax return.

Box 9. Enter this amount on the advance earned income credit payments line of your Form 1040
or 1040A.

Box 10. This amount is the total you had deducted for section 129/125 dependent care benefits.
This amount is not included in Box 1,3, and 5 unless the amount is over $5,000, then the overage
is also included in box 1. You must complete Schedule 2 (Form 1040A) or Form 2441, Child and
Dependent Care Expenses, to compute any taxable and nontaxable amounts.

Box 12. The following list explains the codes shown in box 12. Youmay need this information to
complete your tax return. Elective deferrals in box 12 (codes D, E and G) under all plans are
generally limited to §15,500 (§ 18,500 for section 403(b), if you qualify for the 15-year rule
explained in Pub. 571). Deferrals under code H are limited to §7.000. However, if

youwere at least age 50 in 2008, your employer may have allowed an additional deferral of up to
$5,000. This additional deferral amount is not subject to the overall limit on elective deferrals.

For code G, the limit on elective deferrals may be higher for the last 3 years before you reach
retirement age. Contact your plan administrator for more information. Amounts in excess of the
overall elective deferral imit must be included in income. See "Wages, Salaries, Tips, etc.” line
instructions for form 1040.

D—Elective defertals to a section 401(K) cash or deferted arrangement

E~Elective deferrals under a section 403(b) salary reduction agreement

G~Elective and nonelective deferrals to a section 457(b) deferred compensation plan

H —Elective deferrals to a section 501(c)(18)(d) tax organization plan. See “Adjusted gross
income” in the form 1040 instructions for howto deduct.

P-Excludable moving expense reimbursements paid directly to employee (not included in box 1,
3,05)

Box 13.If the "Retirement plan” box is checked, special limits may apply to the amount of
traditional IRA contributions you may deduct.

Box 1. DEF RET - The amount shown is the total deducted for your deferred retirement plan, if
any. Itis for your information only. This amount was already subtracted from the amount shown
inbox 1 and is not reportable in any other box. PRETAX INS - The amount shown i the total
deducted for your medical insurance premiums and medical Flexible Spending Account that
was pretaxed (deducted before Federal Income tax, Social Security, and Medicare taxes were
calculated), if any. Itis for your information only. This amount was already subtracted from the
amount shown in box 1,3, and 5. This s not reportable in any other box. FRINGE BEN - This
amount s the taxable fringe benefit amount included in box 1, 3 and 5. Examples of the types of
taxable fringe benefits that could be included are: Employer provided vehicle personal
commute value, Non-Qualified Section 152 insurance benefits, Travel Expenses, Employer
provided educational assistance, Meal Reimbursements, etc. You may be able to deduct
expenses related to fringe benefits; see the Form 1040 instructions.

Box 18. Local Wages, Tips, etc - The amount shown is the wages that were subject to the
Washington State Supplemental Workmen's Compensation Fund.

Box 19. Local Income Tax - The amount shown is the amount deducted for the Washington
State Supplemental Workmen's Compensation Fund. This amount can be included in Schetiule A
of Form 1040.
Box 20. Locality Name (WA S. Psion) - This field reflects the title associated with Box 19.
Note: Keep Copy C of Form W-2for atleast 3 years after the due date for filing your income tax return.
However, to help protectyour social security benefits, keep Copy C untilyou begin receiving social
security benefit,just in case there s a question about your work record and/or earningsin a
particularyear. Review the information shown on your annual (for workers over 25) Social Security
Statement.

This publication is available in an alterate format upon request by calling (360) 664-6400.





Top of Section
Top of Document
W-2 Audit Report

1. Enter the appropriate Tax Company
2. Enter date in Reporting Period End Date – 12/31/CCYY (ex: 2008)

3. Enter date in Consider Payroll Results up to – 12/31/CCYY (ex: 2008)

4. Click the arrow in front of Annual on the left side of the screen

5. Click on W-2 Wage and Tax Statement
6. Select tab labeled W-2 Wage and Tax Statement (PROD run)
Production Screen will default with options that need to be deselected:
1. Uncheck Generate employee copy, Generate magnetic tape, and Generate authority copy.
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2. Click on Employee copy and be sure the Generate Audit Report is checked.
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3. Click the Sort Order button and define how you would like your report to display - default is by Personnel number
4. After sort order has been completed, click the green check mark at the bottom of the Sorting Order window.
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5. Click on Print copies, and click the Online button.

[image: image37.png]D (J Quarterly Correction
~ €3 Annual

[ W-2PR-Wage and Tax Stat Puerto Rico
[) 1099R - Distribufions From Pensions

B Form 940

[B) Form 940 Refurm - FUTA Puerto Rico

[B) NY Combined Wages Report (04)

[ Terarkana Income Tax

Annual Correction

110 State of WA Depart. &

Reporting Period End Date
Consider Payroll Results up to.

12/31/2068 0110112008

- 12312008

Type of copy.

® Regular

ORe-issue of Employee copy.

(O Correct Employees with retroactive changes.

OForce Correction-including the personnel numbers above.
(O PostFiling Run

[[= Choose onine or background print

Print copies for generation date 12/31/2008 with
As of date’ 12/31/2008.

B onine | avgroung % Gancel ]

[Fs sotonsr | [B eet]

Generate Audit Report

T —

[] Generate magnetic tape.
[ Generate authority copy




6. Click on Forms to open selection box
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7. Double click in report selection to open the parts list
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8. Click on Part No. or anywhere on the line to open the W-2 Audit Report.
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Top of Section
Top of Document
W-3 and Form 6559

1. Enter the appropriate Tax Company
2. Enter date in Reporting Period End Date – 12/31/CCYY (ex: 2008)

3. Enter date in Consider Payroll Results up to – 12/31/CCYY (ex: 2008)

4. Click the arrow in front of Annual on the left side of the screen

5. Click on W-2 Wage and Tax Statement
6. Select tab labeled W-2 Wage and Tax Statement (PROD run)

Production Screen will default with options that need to be deselected:
1. Uncheck Generate employee copy, Generate magnetic tape, and Generate authority copy.
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2. Click on Employee copy

3. Uncheck the Generate Audit Report
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Click on the Magnetic media and be sure the Generate form 6559 is selected 

4. Click on the Authority copy and be sure the Generate Form W3 is selected
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5. Click on Print Copies  to the right of the selection area
Next an auto pop up will appear, select a. or b. depending on amount of W-2’s to reissue.

a. Select‘Online’ if small to average Tax company
b. Select ‘Background’ if large Tax company
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6. Click on Forms to open selection box
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7. Double click in report selection to open the parts list
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8. Click on Part No. or anywhere on the line to open the W-2 Audit Report.
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Top of Section
Top of Document
Step 1: Uncheck these two boxes!





Uncheck this box!





Uncheck this box!





Uncheck these boxes!








Click Print Copies





Step b: (This is an auto pop up)


For reissue of more than two select Background








Step a:


Click Online





Step 2





Step 1





Step 3





Step 2





Step 1





Step 3





Step 4





Step 5





Use PROD


Do Not Use TEST





Uncheck these boxes!





This box should be checked





Use PROD


Do Not Use TEST





Uncheck these boxes!





Uncheck this box!





This box should be checked





Step b: For processing request in the background





Step a: Click Online





Click Print Copies
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