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Class mtroductlons

* Name

* Agency

« Job at your agency
» Goal(s) for the class




Course Objectives

Upon completion of this course, you will be able to:

« Describe the Tax Reporter

* Describe how to use Tax Reporter to help with Tax
Reconciliation

 Understand the difference between test runs and
production runs using the Tax Reporter -—

« Extended Scenarios
« List and run reports available




The following training materials and tools are used:

« HRMS Training Guide: Designed to introduce you to basic
HRMS navigation terms and concepts and to provide the
necessary information to complete the activities and exercises

throughout the course.

« HRMS Activity Guide: Designed to provide you with
activities and exercises that help solidify your understanding
of concepts learned in the course and also provide you with
an opportunity to use HRMS.

— Activities include Demonstrations, Walkthroughs and
Exercises.
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On-line Quick Reference

OLQR is an
acronym for the o sovmic | [ Jrcrman | e vy o reoosncn
On-line Quick e

Reference tool.
HRMS-Related Training ,7 S o e, Management Systs HRMS/BI Portal (All

It contains a glossary, osomolbat Asvonation | 11 organized by onctionslareas and les ob s, Related Links
job aids, system and ossay
user procedures that s

describe how to s S 360.66-6400 o
perform HRMS tasks -
step-by-step.

Related Documents

HRMS Upgrade Impacts

Search OLQR v pe

website address:
http://www.hr.wa.gov/payroll/HRMS/OnLineQuickReference

®


http://www.dop.wa.gov/payroll/HRMS/OnLineQuickReference
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Section 1.
Tax Reporter Overview



®

« Upon completion of this section you will be able to:

— List key terms related to this course ”‘,&' B
— Define the Role related to this course A B
— Describe the Tax Reporter: / .

« When to run the Tax Reporter = \ )

* Why agencies should run the Tax Reporter

« How to set up defaults and the Test Run Tab
settings

* Define the different folders/forms accessible within
the Tax Reporter
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Key Terms

Tax Compa ny Agency four-character designation used for reporting
purposes. Each such designation is assigned a distinct
Employer Identification Number (EIN) and is mapped to a
tax company for tax calculation purposes.

Tax Reporter Transaction code which is used to access quarterly and
annual tax reporting forms
(PU19)

11



®

Human Resource Management System (HRMS) has role-based
security

— A‘role” is defined as a major grouping of activities that reflect a
specific aspect of a person’s job

* While a role may have several activities assigned to it, an activity

can only be assigned with one role. A person may be assigned one
or more roles, and roles can be assigned to one or more persons.

* Your assighed HRMS role dictates the information that you can

create, change and display

— Your agency assigned your role based on what tasks you
perform

 There are centralized roles and decentralized (agency-level) roles

12
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* Tax Reporter Processor

— Centralized role

* Only users with this role will be able to access and
run the Tax Reporter (PU19)

« Responsible for running the agencies quarterly
and yearly reports to file federal taxes.

13



Setting up your Tax Reporter

Access the Tax

‘l:

Menu Edit Favorites Extras  System  Help

Reporter by entering |__ 10 eae

SAP Easy Access

the transaction code
PU19 (Tax Reporter)

into the command
field

Click @ (Enter) to
access the Tax
Reporter

L3 (=] S| |[sl| B |2] ||~

[+ [J Fawvorites
= O SAP menu

[>

T TF T F

(J Office

(] Cross-Application Components
(] Logistics

(J Accounting

[(J Human Resources

(] Information Systems

(] Toaols

14



Setting up the Tax Reporter- Displaying
Tax Company humbers

Tax Reporter Edit Goto Tools  Utilities Systerm  Help

& | dH€EQ SHE 0o FEE|

Tax Reporter Lo
ew Yisual Design...

|@1 All mag. media files ||,§, Log Manager | Set Color to Syster...
'It;a}{ Fortns " Tax Company | Cliphaard |

(3 Quarterhy _ Reporting Period End Date IIL/—| Generate Graphic
(O Quarterly Caorrection

. Create Shortcut. ..

b 3 Annual Consider Payroll Results up to ™ et Ui
I (3 Annual Correction ctivate Ll

script Recording and Playback...
_ MR, TESTw) ( GenerationfFiling Dates ¢ Fe 0 s

e To turn the Tax Company numbers on select the B (Customize Local
Layout)

* Select Options



Tax

Select the Interaction
Design folder

Select Visualization 1
Check the boxes next to:

— Show Keys within
dropdown lists

— Sort by keys within
dropdown lists for
more efficient
keyboard in put

Select to apply
changes

Select to return to
selection criteria screen

Click '@(Back) to Easy
Access screen

Re-enter the PU19

_transaction code
@

Setting up the Tax Reporter- Dlsplaylng
mpany number nt’d.

SAP GUI Options - HRT

Theme: SAP Signature Theme

(3 visual Design
@ Interaction Design
J ] Kevhnar ettings
' Vs 0
. Motifications
. Control Settings
. Sound Settings
» [J Accessibility & Scripting
» (7 Muttiingual Settings
» [J Local Data
» [ Traces
v (7 Security
» (I Front End Print
. System Information

M Search:

| Cursor Width for Input Fields on Screens

(I Narrow cursor (®)Wide cursor

[ JUse block cursor in overwrite mode (OVR)

Controls

"I w|Show keys within dropdown lists
r
LEISort by keys within dropdown lists for most efficient keyboard input

| Batch Input

[¥|Dialog box for OK code
[ Lists
[¥|Use cursor within lists

[¥|Show lines in lists
[ IUnderline links in lists
(| Allow Microsoft ClearType to be used for text in lists

Apply Help Restore Defaults

16



Setting the Test Run tab as the

default

" To set the (TEST run) tab

as the default:

— Fields to complete:
* Tax Company
e Reporting Period

e Consider Payroll
Results up to

— Select Tools
— Select Preferences

— Select Tab for test
Runs
— Click |# Save

=

Tax Reporter  Edit Gotof Tools §uUtilities  System  Help

@

T Print copies

Tax Reporter

Log Manager

|@4 All rnag. media files ||E,

All mag. media files

Overwrite results

Ctrl+F7
Shift+F9

Da8EE @

3

Tax Forms

Preferences

Shift+F5

b 3 I:wElII?User Preferences - Tax reporter

(7 Qud
Ty
(3 Anr

—

0130 Joint Transpartation E

[ 5tart Tax reporter showing last screen accesse
Show this form upon Tax reporter startup
[ Start Tax reporter showing all available forms expanfied

[1Use this sort arder when downloading mag. media

il

Expand details at startup

[ Show details for Employee Copy
[ Show details for Magnetic Tape

[ Show details for Employer Copy
[ Show details for Summary Copy

Active tab at startup

@ Tab for productive runs

() Tab far test Runs

(O Tab for Prep/Gen Statistics
O Tab for form Definition

[Dizsable ALY

o Save 'R Cancel

15
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Setting the Test Run tab as the
default

=
| Tax Reporter Edit Goto Tools  Wilities  Systern Help
|l@ 1 0H Qe CHE sDaa BR e
Tax Reporter

|E« All rag. media files ||,E, Log Manager |

Ea}{[ijmS " Tax Company 0130 Joint Transportation =

Quarterly : :

B e e — Reporting Period End Date 03/31/72009 03/31/2009 - 03431/2009
P (3 Annual

Consider Payroll Results up to 03/31/72008
P (J Annual Correction

(FROD. (TEST run) Generation/Filing Dates  Form Field Definition

m The (TEST run) tab is set to display each time you access
the Tax Reporter

P
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Tax Reporter Edit Goto Tools  Utilities Systerm  Help

|& | 20 @@ SHB Hnon RE @

Tax Reporter

|@. All mag. media files ||E, Log Manager |

Tax Forms I
= [ Quarterly
[E] Form 941
Forrm 841 Return Puerto Rico
SUlwWage Reporting
Multiple Worksite Reports - State Lewvel
hultiple Worksite Report - Combined
Locality Wage Listing - County Level
Locality Wage Listing - City Level
=] Locality Wade Listing - Sch. Dist. Level
~ & Quarterly Correction
] Form 941 - Correction
= SUIWWage Reporting - Correction

Tax Comparny
Feporting Period End Date
Consider Payroll Fesults up to

0130 Joint Transportatio.. &
03/31/72008|01/01/2009 - 03731/2009
03s31/2008

Farm 941 (FROD. Form 941 (TEST run) Generation/Filing Dates . Formn Field Definition

hultiple Wiorksite Reports - Correction

Test selection
Personnel Numbers

[oas Test anline

to El (4 Test hackground

m Form 941- Form that is used by the
Internal Revenue Service (IRS) to ensure
that deposits of employment and
withholdings taxes have been made timely

®

m Form 941X— Form used to make
corrections made on Form 941

19
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| Tax Reporter Edit Goto Tools  Utilities Systemn  Help

| & 3l H e SHE Bnan AR @6
Tax Reporter

|@| All may. media files ||E. Log Manager |

Tax Forrns I Tax Company 0130 Jaint Transportatio . 2
e Reporting Period End Date 03/31 72008 01/01/2009 - 05/31/2009
AN Caonsider Payroll Results up to 03/31/2009

L] 410 | o = IN=1 11 [=1l
@ Wy-2 PR - WWage and Tax Stat, Puerto R

S 10650 - Distributions From Pensions Form 941 (PROD. Form 241 (TEST run) zeneration/Filing Dates . Form Field Definition

=] Form 940

Form 240 Return - FUTA Puerto Rico Test selection [ra Test anline
NY Cornbined Wages Report (Q4) Persannel Numbers to ¢ Test background
[E] Texarkana Income Tax

= & Annual Correction
1099-R - Correction
2] W-2C - Statement of Carrected Inc. &

E] W-2C Processing Puerto Rico

m  W-2- Form used to list employee’s total m W-2C- Form used to make corrections to an

wages/compensation and taxes withheld employee’s W-2 Form.

within the calendar year m 1099-R*- Correction- Form used to file a corrected
1099-R Form

m 1099-R*- Form used to report distributions
from annuities, profit sharing plans, retirement
plans etc.. during the given year.

Note:

@ * Only used by the Board of Volunteer Firefighters 20
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HRMS Activity

Setting defaults on the Tax Reporter
Walkthrough- 1
Page 4



Review Questions

1. TRUE or FALSE?
The Tax Company often matches the Personnel area of
the department.

2. Why should agencies set the tabs of the Tax Reporter to
default to the Test run.



P

Section 2.
Quarterly forms



®

« At the end of this section, you should be able to:
— Define terms related to the gquarterly forms
— Describe Form 941 in test mode

— Describe the Log Manager and when it should be
used

— Define when to execute the Form 941 in production
mode

— Describe how to print copies of the Form 941

— Create the generation date of the Form 941

— Delete a production run

— Define the Form 941X and when it should be created

24



Form 941 Use Form 941 to report the following amounts:

* Wages you have paid.

* Tips your employees have received.
Federal income tax you withheld.
Both the employer’s and the employee’s share of social
security and Medicare taxes.
Current quarter’s adjustments to social security and
Medicare taxes for fractions of cents, sick pay, tips, and
group-term life insurance.

941- Schedule B On Schedule B (Form 941), list your tax liability for each day.

Form 941x Use Form 941X to correct errors on Form 941 that you
previously filed.

25



Process flow of Form 941

*Day 5 of 1%t Pay
Period of the
month run in TEST

Verify Form 941 is
in balance

*Day 5 of 2"d Pay
Period of the
month run in TEST

* Repeat for each month of the
quarter.

Verify Form 941 is
in balance

End of Quarter run
in TEST

Verify Form 941 is
in balance

Run Form 941 in
Production and
enter Generation
date

Send Form 941 to
IRS

26



To access the Tax
Reporter enter the
transaction code
PU19 (Tax
Reporter)

Click| @ (Enter) to
access the Tax
Reporter

[=
tlenu Edit FEaworites Extras Systern Help

& [Pud | 3l dE I SEae S

SAP Easy Access

=3 AR ) | B R |

(7 Favorites
= 23 5AP Menu
(J Office
(1 Ccross-Application Camponents
[T Logistics
(7 Accounting
=1 Human Resources

2 PPMOT - Manager's Deskiop
[ (1 Personnel Management
[ (O Time Management
= 3 Payrall

[ [JEurope

= 121 AMEriCas
[T Argentina
LT Brazil
[J Canada
[T mexico
3 USA
I (3 Payroll
> [(J Off-cycle
= 23 Subsequent activities

B [ Per payroll period

~ 3 Period-independent

=~ 23 Ewaluation
* (3 Posting to accounting
[ Third-party remittance
2 PU1S - Tax Reporter

] = = =

] = ==




Accessing the Form 941 contd.

* Fields to complete:

— Tax Company
— Reporting Period
End Date*

— Consider Payroll
Results up to

Note:

If you do not enter the
last day of the quarter,
the Form 941 will revert
back to the prior quarter

P

@

=

Tax Reporter  Edit Goto Tools  Utilities  System  Help

2 A E GO ERRE D048 HE @M

Tax Reporter

@, Al mag. media files || 2 Log Manager

EaKDmeS || Tax Company | =
Quarterly - .
4
b CJ Quarterly Carrection Reparting Period End Date ’D—‘
b (3 Annual Consider Payrall Results up to o

b (3 Annual Correction

Tip:

(PROD. run) 4

Generation/Filing Dates  Form Field Definition

Agencies should run the 941-quarterly after each payroll to verify
their deposits and liabilities are in balance. Running the 941 in test
mode will allow agencies to view their 941s without creating a final

document.

28



Accessing the Form 941 contd.

=4
Tax Reporter Edit Goto Tools  Utilities Systern Help

& A H e SHE Shoan AR @m

Tax Reporter

|@« All mag. media files ||,§, Log Manager |

Tax Faorms “Ta:{ Company 4650 State of Wash Par.. 2|
>
= “irnt'frrrr-"’gm Reparting Period End Date 03/31/2011|01/01/2011 - 03/31/2011
SUlWage Reporting
hultiple Yvorksite Reports - State Lewvel g ey p— : - : o
Multiple Worksite Report - Cambined Farm 247 (PROD. run] S TiR=E RIS Ni)] Generation/Filing Dates . Forrn Field Definition

Locality Wage Listing - County Level

Locality VWage Listing - City Lewvel Test selection e Test anline
Locality Wage Listing - Sch. Dist. Level || | Personnel Mumbers 1 to 59999995 Test background
4
I (3 Quarterly Correction

» Click the Quarterly folder to display options

— Select the Form 941
« Enter Personnel Number(s)

— If running for entire agency enter 1 to 99999999
« Select Test online

Note:
If a large agency, select Test background to generate results, and access via

@ the Log Manager.
29




To view the 941

form:

— Click on the
folder next to
Forms- PDF
Forms
generated

Double click the
form text to view

— 941 Schedule B

— 941 for a Tax
Company

|I:I?

|@

T4

=

List Edit GEoto Extras Systemn Help

List Edit Goto Esxtras Systern Help

V] 31 H @@ BRE 003 BE

1%

[E Tax Reporter

1]

Fo

| Explanations || Choose || Expand all H Collapse all H =et section || Froperies |

Form 841 Tax Reporter output

—El Forms FOF Forms generated
—03 | 4650 541 Schedule B FED
—03 | 4650 941 for a tax company FED
Forms SAFScript Forms generated
— G Magnetic Media Magnetic Media files
Reports Reports generated

—& Tax Reporter Log Messages for the run

*Note: If you selected Test
Background on the previous
screen you would access the

Log Manager to view the forms.




Accessing the Form 941 contd.

° Form now Display Document 1 of 1 of Spool Reguest 42748
generated M 4 #-10 44-100 44-1000 44-10000 PP +10000 Me+1000 PP +100 Mr+i0 b M O

automatica”y =i Gl {E:lv $(1]is @ ® [wee| o [ -

by HRMS

« Used tofile
quarterly with
the IRS

* Rolls up the

-4 for 2013 Enp-m-y-r: ouutTEm.r Fedoral Tax Raturn RIS

P s 't e e e e

AGEMCY DETAIL REMOVED ] =0, sme

P L

Rmn Fa i e Irrructicns oo pou corphets For . Ty o prim i e xam
mu-ll—mu.nulrlr-ql-llr

ML O MRS W Tl SR WA TS, 5 DI OGN 407 Tk faly A
g . i 1, e S 5, o 13 fmr sy r fn pnm D8]

e | SOEB04.DE

B e R R ST g, BRL, BN S COMPATAMSE | . . . . . . a
& T e, A BR o ST B LBt 1 B0C ki RNy o MCRe I [ ctmckan go s imas.
total W-2 = ol
£ Tacs sl sy wigen E37R24.1B]* 134 gaT0Z.80
o Tansbie sccle smcurtiy S5 p.0p]= 13
amounts for e — st o ——man
el o o ebcateg b.p0]= 28]
e Ackd Cokumn 2 o Beea Bu S Beand B . . .. ..l L oo s[ EzamamD]
a” & Secion Yiligt Motics and Demand —Tax dus o= Unnsponied thd (se4 Farsaom; .
& Toisimass bafors aclimivanis ddbaa L Ssund® . . .. ... ....... &  187G650.04|
T Curn guaners acjummant o buctionnsfeast . L L L. L. L. L 1 T.0a
employees eI ;
For tip it
40 Tstslmass aRer sy, Coreins Iras § msagh O #[ 19766008 |
for the 44 Tatal depsaitn far thia Quarter, inclding cverpayTent wpled Bam o price gatr “
i covarpaeyrast wghad froam Porm - r Parm Ak flad bn £ cuent quarter . 15406645
423 COMAA premium Lasininscs papTants (e el . o . . . .. ... .. &
b o {3t NuTEer ! nd AU provices CORAM FraTicr BANELNGS I:
spec|f|ed ....... N —
14 Dalance s,  ires °0 i Fors toan e 13, 472 the cflsrwnce ane bs bwncices 3454 83
§ Overpeprans ¢ ins 13 b rs ras s 7 undumI:hu |:|......__ [
quarter ¥ YauBILAT compleis bof pagen of Form i and S8 k& =
For Py it andiPupsrerrt Saduction it Horics, ues Bu ack of fu Puyment Vouchas. G s b Bl 1ty

Note: Per Enterprise Service Communication of 4/1/2014 the IRS has
eliminated lines 12a and 12b on the 2013 Form 941.

P
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Accessing the Form 941 contd.

* I_:OUT:I 941 SCthUle B tOtaI Display Document 1 of 1 of Spool Request 42,747
Ilablllty must matCh the tOtaI M 4 -0 100 -1000  -10000 WP +I0000 MR +1000  Me+l00 M+dn b MO
taxes on Line 10 of the 941.

H H *B'] LIl B8 & 28% ) m EI:|

Schedule B (Form 941):

* Run the Remittance Detall
Report (PCO0_M99 URMR)
to verify your agency
deposits.

AGENCY DETAIL REMOYED [] - smma sy,

P iy s o 1

 Enter/n PCO0_M99 URMR
into the command field and
press enter to access the
report.

Tip:
You can also use OFM'’s reconciliation
document (PCO0_M99 URMR to
AFRS¥) to verify.

@ *OFM tax deposit reconciliation document: http://www.ofm.wa.gov/resources/payroll/reconciliation.asp =



http://www.ofm.wa.gov/resources/payroll/reconciliation.asp

Refer to the OLOQR
User Procedure:
3rd Party
Reconciliation

Click & (Get
Variant) to access
the Statewide
Variants Created.

Select the _
appropriate variant

Enter your
business area and
the due date

Click @l (Execute)

|I§

&

Frograrm Edit Goto Systermn Help

A H @ D EE ST aa | EE

Reconciliation of Remittance Posting Items

HR payee itermn selection
campany Code
|Business Area
“endor
“endor subg

WA

1110 [=A =

2181700 =

HRE payees by

(= ABAP: “ariant Directory of Program RPURMROO
R nawves ny,

(& Find Yar |E,|‘§'|[H]| | |g|
wariant€ 1 variant catalog for program RPURMROD
[]

Ervironme] Wariant name | Short description

|..|..|changed

Created b S IRS1STQTRT |[EFTPS deposits IRS 1st gir 07 A
Changedj S\ IRS1STQTRE EFTPS deposits IRS 1st gtr 08 |A
=2 W IRS1STQTRY EFTPS deposits RS 15t gir 09 A
Criginal 1A} sy |IRS2NDQTRT EFTPS deposits IRS 2nd gr 07 A
1|Swa IRS2NDQTRE EFTPS deposits IRS 2nd gr 08 A
S IRS2NDQTRY EFTPS deposits IRS 2nd gtr 09 A
Sy IRSIRDATRE EFTPS deposits IRS 3rd gir 06 A

Sul conel |G/ IRS3RDATRT EFTPS deposits IRS 3rd gfr 07 A

ol |

kIMH

O ALY tree II”IH |

KDY

AL I_ay'Dl:

] G head

1

MI on double click

[*IHR pay iterm surmmary

[+ Employee details
[*]HR payee item status
[“*]HR payee item details
[«*] Fayroll data

[v] Additional information

[0 [«][]

33



[=
Feconciliation Edit Goto

@

Systern Help

JH @@ DEE S0LH0 | EHE @

Remittance Detail - Overview

EHIRERBRERER BRI R EFR ER I

HR payee items

Co... |BusA |vendor THR PType |* HR payee| EvalRun|...[s Amount|Crey  |Payday ‘|Due TranDate |Pay. da

WE 1110 2181700 2 1 41 7.012.88 UsD 07/09/2010 07/09/2010 ozM 12011
&h 1 T.012.88 USD

1110 2 2 41 3,297.35 UsD 07/09/2010 ozM 12011
&h 2 3.297.35 UsD

1110 2 E 41 3,297 .35 UsD 07/09/2010 o2M11/2011
&h S 3.297.35 UsSD

1110 2 4 41 T2 UsD 07092010 02142011
h 4 T71.12 UsSD

1110 2 5] 41 T2 UsD 07092010 02142011
h & T71.12 UsSD

] 15,149.82 UsSD 07/09/2010 &y

1110 2 1 42 6,863 60 UsD 07262010 07/26/2010 azm 12011
& 1 6,863.60 USD

1110 2 2 42 3.,24847 UsD 07/2e/2010 ozM1s201
&h 2 3.248.47 UsSD

1110 2 i 42 3.,24847 UsD 07/2e/2010 ozM1s201
&h g 3.248.47 UsSD

1110 2 il 42 729.80 USD D7/2e/2010 ozM 12011
&h 4 759.80 USD

1110 2 = 42 72980 USD 07/26/2010 ozM 12011
&h =) 759.80 USD

= 14,880.14 UsSD 07/26/2010 &4

* Note:

|[«1[»]

For 2012 and 2011 the Employee and Employer Social Security Amounts will be different. The Social Security rates are
scheduled to revert back to 6.2% in 2013. This is currently under review. Refer to the Year End Website

@ (http://hr.wa.gov/payrol/HRMS/YearEnd/Pages/default.aspx ) for any updates regarding the Social Security rates.


http://hr.wa.gov/payroll/HRMS/YearEnd/Pages/default.aspx

P

HRMS Activity

Create a Form 941 in Test Mode
Exercise
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Form 941
Log manager



Form 941 Log Manager

=

| Tax Reporter Edit Goto Tools  Wilities  System Help

| @ 100 @@ CHE o0 AR QE
Tax Reporter

|@. All mag. media ﬁlesi|§ Log Manager i
—

Laxforms | Tax Company 'u‘

7
= ulz_lr;irrl]ygm Reporting Period End Date £
1£] Form 9471 Feturn Puerto Rico Cansider F'ayrDII Fesults Lp to [
SUl'Wage Reporting

Multiple Waorksite Reports - State Lewvel - : o : o
Multiple Warksite Repart - Combined (PROD. run) Generation/Filing Dates . Form Field Definition

Locality wage Listing - County Level
Locality Wage Listing - City Lewel
Locality Wage Listing - Sch. Dist. Level

P (O Quarterly Correction

I (3 Annual

P (3 Annual Correction

« Access the Tax Reporter Log Manager by using the
transaction code PU19
* Fields to complete:
— Tax Company
— Reporting Period End Date
— Consider Payroll Results up to
« Select Form to view
 Select [&Lumanaer to display

37



Form 941 Log Manager cont’d.

=
| oystem  Help

00 Qe CHE foLs B @

Records and displays [
. - Tax Reporter

production, print

copy and test runs.

Clickl» to the left of || Tax Reporter Log Manager

the fOIder to Open Type of Reporting: Form 941

Tax Company:

HEIEIEE EE IE I

Log Tree |End Date |As of Date Fun Date Fun Time ILJ |
I (J Production

B O3 Print Copy

P (3 Test




. System  Help
e TO View: | & 240 CAQ CHE anos | FE
— Select the folder to Tax Reporter

view
« Selectthelr nextto
the <« (display)

Tax Reporter Log Manager

Type of Reporting: Form 941

— Selection criteria Tax Company:
— AdeStmentS (fOrm =2 6] EEE E] ]

SU mmary) Log Tree |End Diate Az of Date Run Date IRun T... |

) = [J Test

— Adjustments v & .. D3/31/2010 033172010 02/24/2010 13570

(Employee) e e ——

. ! _
— Errors and SOF based forms.
: Temse fil
Warnlngs Adjusetr:neitsl l?Iil:urrn Summ
Adjustments (Employee d

Note: (8 Errors and Warnings

Only the folders (Production,
Print Copy, Test) with agency

@ Log Manager activity display.
39




Form 941 Log Manager- Selection
criteria

|II7

System  Help E‘@
| & pjadieae CHE 000 R @
Tax Reporter

|| &|F || E =] Zm|| 5 B il 2= ]
Tax Reporter Log Manager [ | |_ L] : I : s —LE
Selection criteria
Type of Repartlng: Form 941 Selection Form/ Tax Authority |Description
T EIILEE EE Selection 00000001 59359955 |
Forms HR. I 941 05 :
== S =S Magnetic Media HR_F 941 3ADJ . 941 Line 9 adjustments temse
_I_Illlg_llilll Selected Tax Auth... |FED .
Log Tree |End Date |As of Date Run Date Run Time |U|
I (3 Production [4]
b (3 Print Copy [~]
=~ [ Test
I & 0373172009 03/31/2009 03/26/2010 134444 Hf
= dye 1273172009 12/31/2009 01/22/2010  11:29:01  0OC

= [E& Selection criteria / O

PDF based forms
TemsSe files

« Information displayed under this section displays forms that were
executed during the run.
Note:

Forms vary on the selection criteria entered during the run. This screen shot is for

@ a test run

40



Form 941 Log Manager- Control
Information

|E?Sy_stem Help
|l@ I 0HCee CHE Sooa DR o
Tax Reporter

Tax Reporter Log Manager

Type of Reporting: Form 941
Tax Company:

slal (@] [E[ER] [E] ][]

Log Tree IEnd Date

As oof Date

Fun Date

Run Timel

[ [J Production
I (O Print Copry
= (O Test
P g
= Gy
= |2y Selection criteria / OutpL

033172008
12431/2009

033142008
12£31/2009

03/26/2010
012252010

13:44:44
11:259:01

Tem3e files

run.

P

1D

R E R R AR EE = R EE E
Control information

hMessage Text
Form number used: 928449
Form number used: 928449
Tax company,
Tax company,

Control number used: 96366
Contral number used: 96366
Form # gen. 928449 Control # gen. 96366
Form # gen. 928449 Control # gen. 96366

Control information displays the form number that was used for the
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Form 941 Log Manager —PDF based
forms

|@stth Help QW
@ I 0HeGe DHE anoa DR O
Tax Reporter

[ Kl 0 8 s e (=Y = [ =T
Tax Reporter Log Manager ] Ll
PDF based forms

Type of Reporting: Form 941

Tax Company: : Form name Alth Spool number
|||| The system is trying to create the file
Log Tree [EndDate  |AscfDate  |RunDate  |R|l C:\lsers\KelyW\AppData'\Local\Temp\ 02fc8_58285PO0L000004357300010001
I (3 Production _ _
I (J Print Copy in the: directony
7 OTest C-\Users\KellyW'\App Data'Local\ Temp',

Z Gp 12/31/2009 123172008 04/01/2010 15

< [B Selection criteria / O

Do you want to grant the pemission to modify the parent directory and all its subdirectories?
Selection criteria
Contral informatic

OB s

[ Bemember My Decision

PDF based forms

I Allcw ‘I Deny E

Help

« To view form double click the spool number to view the

~actual Form 941
Ci
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Form 941 Log Manager PDF Forms
cont’d.

Display Document 1 of 1 of Spool Request 42,747

m Forms

M 4 #-10 44-100 4-1000 44-10000 MP+10000 M +1000  Me+100 Me+10 B M O

display for 5RO R

7 days.

Schedule B (Form 9441):

AGEMNCY DETAIL REMOYED

m Click the ©

(back) —_— e
button ——

twice to —

return to =

the Log ==

Manager =




= =
Systerm  Help

| & 200H eaQ CHE a0 AR @m
Tax Reporter

=] [al=]lEFe] [E=0] [S]e a]a ]| (@]9
Cross-quarter retrocalculation (Rollover)

Tax Reporter Log Manager

Type of Reporting: Form 941

: Tas co... |Form field [Taxaut..| Amnount

U TOOZ Tatal income tax FED 1315.80-

T035 Total Tax before adj FED 1728.53-

= T052 2. Month liability FED 296.87-

T054 Total liability gtr FED 1728 .54-

Log Tree End Date AsofDate  [R.. | TO51 1. Month liability FED 1138 28-

b CJ Production TOS3 3. Month liakility FED 293 39-

z g?ggttcc'm’ TOD1  Total wages FED 2571 19-

D &y 03/31/2010 03/31/2010 0272 332 EDC'SEC'?@QES EES 222;2?’

b &y 03/31/2010 03/31/2010 02A1: e M?g;ijéﬁ;{ges e oty
“ G 12/31/2009  12/31/2009  01/2: . :

T012  Medicare tax FED 78.23-

[E Selection criteria ¢ Output
= B Adjustments (Form Summary)

22 Adjustments (Employee details)
[ Errors and Warnings

« Adjustment (Form Summary)

— Double click the report detail
« Common report tree detail includes:
— Employees with negative Wage Type /5PY (results ignored, no action required)
— Cross-quarter retrocalculation (Rollover)
— Manual entries (T5UT1)

®



To export the manual

System _Help adjustment, click on the
| & 2 0H e SHE snh0 AR @m
export Icon

Tax Reporter

|l:=’

ElERE T/ g ][22
Tax Reporter Log Manager EIREICTELH] HEIL@—I Hils)
Manual entries for deposn (TOSUTZ2)

Type of Repa!’tmg: Sk TaxCoFor period |Form field | T2 auth | Amount|
SN 12/28/2009 |T021  Tatal deposits FED 5122
12/28/2008 | T021 Total deposits FED 41716
=T = 12/28/2008 | TO21  Total deposits FED 155.94
12/31/2008 | TO21  Total deposits FED 811.49
Log Tree |End ... | 12/28/2009 T021 Total deposits FED 24302
~ (J Production 12/30/2009 TO21 Total deposits FED 4186
¥ & B 12731721 12/30/2009 | TO21  Total deposits FED 213 60
iE}Eg;:”ﬁgnct!t(el:n;r;moSuJEnLI{;awj 12/28/2009 T021 Total deposits FED 30.92
Y e g 12/28/2008 TO21 Total deposits FED 160.80
R e o) SERon (TEUTE) 12/28/2009 | T021  Total deposits FED 339.97
Cross-guarter retrocalculation (Rollover) 12/31/2009 | T021  Total deposits FED | 202,73
Manual entries (TSUT) 12/28/2008 TO21  Total deposits FED 416.45

Retro ignaored. Retro goes to prior wyear, ar form does not rall aver
Configuration remarks
[ Errors and Warmings

Manual entries

« Double click Manual entries and the list will appear to the right

< Summary total of all manual deposits that were done outside the system
and entered through the Tax Reporter Manual Adjustment Deposit screen

f Tip: If the list is one page or less, you can highlight it, copy (Ctrl+C) and paste
(Ctrl+V) into an Excel spreadsheet or Word Document.




System Help

| & 21 0H QA IEHE nnan AR @B

|l:=' =] &

Tax Reporter

&1 i E E @3 8 ] N
Tax Reporter Log Manager 3 . 1 51 b1 | SR BT |_QI EEL
Cross-quarter retrocalculation (Rollover)
Type of Repar‘tmg: Form 941 TaxCdEm... |[For period [In period  [Form field [Tax auth] Amount
R 000... 04/24/2009 11/10/2009 TOO1  Total wages FED  2496.99-
000... 04/24/2009 11/10/2008 TOO2 Total income tax | FED 231.73-
=[=] EEER 000... 04/24/2009 11/10/2008 | TOD4  Soc. sec. wages  |FED 2644 00-
zl= =l| S 000... D4/24/2009 11/10/2009 | TOOG Soc.sec.ta}{g FED 327 .86
Log Tree [End ... | 000, |04/24/2008 | 11/10/2008|T010  Medicare wages  |[FED | 2644.00-
~ UJ Production 000...|04/24/2009 | 11/10/2008|TO12  Medicare tax FED 76.68-
Y & I 12/31/2) 000... 04/24/2009 11/10/2009 TO35 Tatal Tax hefore ad) FED 636 26-
iZJEgﬁgnct!t?;;;mosujfnﬁam 000... 04/24/2009 11/10/2009|T052 2. Month liahility  |FED B36.23-
S EoniE e ErEE s 000... 04/24/2009 11/10/2008 TOS4 Total liability gtr | FED B36.235-
e 000...|05/11/2008 |11/10/2008 | TOO1  Total wages FED 249699
: 000... 05/11/2009 11/10/2008 TOD2 Total incometax  FED 231,735
B Manual entries (T5UT1) 000... 05/11/2009 11/10/2008 | TOD4  So0c. sec. wages  |FED | 2644 00-
Retro ignored. Retro goes to prior year, or form does not roll aver 000... 05/11/2008 11/10/2009 TOD6  S0c. SEC. tax FED 327 8e-
Stz railsn renats 000... 05/11/2009 11/10/2008 | TO10  Medicare wages  FED 2644 00-
[ Errors and Warnings 000...|05/11/2009 |11/10/2008|T012 Medicare tax FED 76.66-

Cross-quarter retro calculation (Rollover)
m Summary by Form Field of cross quarter retro amounts that could be
considered.



=
Systern Help

|& |

4

JH € CHE SDo0 BE| @

=]

Tax Reporter

Tax Reporter Log Manager

Type of Reporting: Form 941
Tax Company:

sla][H][2z[E] ][]

Log Tree

[End .. ]

= [ Production
~ Gy
2% Selection criteria ¢ Output
%2 Adjustments (Form Summary)
< B adjustments (Employee details)

Manual entries for deposit (TEUT2)
Cross-quarter retrocalculation (Rollaver)
Manual entries (TaUT1)
Retro ignored. Retro goes to prior year, or form does not roll over

Configuration remarks

(& Errors and YWarnings

Manual entries (T5UT1)

1243121

EEREIE

[F]i[=]

Manual entries (TSUT 1)

R EREREIEIE

TaxCoEm.... [For period |In period

|Form field

[Tax auth] Amount

oos. .
ao3..
ao3..
ao3..
ao3..
ao3..
aoy..
aoy..
aoy..
ooy,
oov..
oov..
oov..
oov..
oov..

12/28/2009
12/268/2009
12/268/2009
12/268/2009
12/268/2009
12/268/2009
10/05/2009
10/09/2009
10/09/2009
10/05/2009
10/05/2009
10/05/2009
10/05/2009
10/08/2008
10/08/2008

12/28/2009 TOOS
12/28/2009 TO10
12/28/2009 TO12
12/28/2009 TO35
12/28/2009 TO33
12/268/2009 TO24
10/059/2009 TOO1
10/05/2009 TOOZ
10/05/2009 TOO4
10/02/2009 TOOB
10/05/2009 TO10
10/05/2009 TO12
10/05/2009 TO3S
10/05/2008 TOS1
10/08/2009 TOS4

Soc. sec. tax
Medicare wages
Medicare tax

Total Tax before ad)

3. Month liability
Total liability gtr
Total wages
Total income tax
S0C. SEC. WELES
S0C. sec. tax
hedicare wages
Wedicare tax

Total Tax before adj

1. Maonth liakility
Total liability gtr

FED
FED
FED
FED
FED
FED
FED
FED
FED
FED
FED
FED
FED
FED
FED

39.78
320.64
9.30
81.22
91.22
91.22
5280.86-
1110.95-
5280.86-
654 .33-
5280 .86-
153.14-
1818.92-
1818.91-
1818.91-

* Provides the employee personnel number and amount of manual

adjustments

« Can export manual adjustments from this screen into excel for a hard

copy

®



®

=
Systern Help

| & 23 H @@ CHE D000 AR @B

DW

Tax Reporter

Tax Reporter Log Manager

Type of Reporting: Form 941
Tax Company:

sla)[@][SelERE])[a] ]

Log Tree IEnd |

=~ & Production
7 Gy 12031721
(2 Selection criteria / Output
% Adjustments (Form Summary)
= @ Adjustments (Emplayee details)
Manual entries for deposit (TAUTZ2)
Cross-guarter retrocalculation (Rollover)
Manual entries (TUT1)
Fetro ignored. Retro goes to prior year, or form does not roll over
Configuration remarks
(& Errors and Warnings

(&) [&]=FIE]E]wE]|

“[r] [Bler@EE] @] (@]

Retro ignored. Retro goes to prior year, or form does not roll over

TaxCo |E... |Forperiod  [in period [Farm field | T2 auth | Amount]
00... 08/25/2008 12/10/2009 TOO1  Totalwages FED 2106.28
00... 08/25/2008 12/10/2009 TOO4 Soc. Sec. wages FED 2228.50
00...|068/25/2008 12/10/2008 TOO6 Soc. sec. tax FED 276.33
00...|08/25/2008 12/10/2008 TO10  Medicare wages FED 2223.50
00... 08/25/2008 12/10/2009 TO1Z  Medicare tax FED B4.63
00... 08/25/2008 12/10/2009 TO3S Total Tax before adj |FED 340.96
00...|08/25/2008 12/10/2008 7083 3. Month liability FED 340.94
00... 08/25/2008 12/10/2009 TO24  Total liakility gtr FED 340.94
00... 08/10/2008 12/10/2009 TOO1  Totalwages FED 2106.28
00...|08/10/2008 12/10/2008 TOO4 Soc. Sec. wages FED 2228.50
00.../08/10/2008 12/10/2008 TOOG SoC. SEC. tax FED 276.33
00... 08/10/2008 12/10/2009 TO10  Medicare wages FED 2228.50
00... 08/10/2008 12/10/2009 TO1Z  Medicare tax FED 64 .63
00...|08/10/2008 12/10/2008 T03%2 Total Tax before adj |FED 340.96
e 0o... 08/10/2008 12/10/2009 TO23 3. Month liability FED 340.98

Retro ignored. Retro goes to prior year or form does not roll

over

m Review master data entries associated to the error for accuracy. These
are considered non reportable in HRMS in the current reporting period.
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[= L E
System  Help

| & 2 0H@ee CHE a00n BAF @M
Tax Reporter

= T LR EE EE = = EE E L]
Employees with manual entry ignored

Tax co... |[Employee nu.. | Tax form group | Tax aut. [Worksite  |Pay date

Tax Reporter Log Manager

Type of Reporting: Form 941

L 0016 0001 FED 07/24/2009
0016 0001 FED 08/10/2009

=T = 0016 0001 FED 08/25/2009

00383 o001 FED 08/25/2009
Log Tree End Date &g oof Date |Run C... | 0038 0ooi FED 05941 0/2009
~ (3 Production 0038 0001 FED 08/25/2009
5 ol e B —
0052 o001 FED 09/25/2009

(B Selection criteria / Output
Adjustrments (Form Summary)
Adjustments (Employee details)
Configuration remarks

=~ [ Errors and Warnings

b ey 0s/30/2009  06/30/2009  08/28/2C
b & 037312009  03/31/2009 0501420
b & 12/31/2008  12/31/2008  0212/20
I (3 Print Copy
I [J Test
AN Errors and warnings- Always check
|

— Cause for this screen shot example:
Manual Adjustment has been keyed into system after a production run



=
Systern  Help

& Bl dHISGCE O EE 3T EE G D
Tax Reporter

= 1= = 1 1 A [ S =) =] [ =
Employees out of balance

Tax co... [Employee nu.. | Difference|
200 851.27-

Tax Reporter Log Manager

Type of Reporting: Form 941
Tax Company:

=12 m] [CEE E]

Log Tree IEnd Date IAS of Diate IRun D...
= [ Production
b & 1243172009 1243172002 02701520
= Sy 02/30/2009  05/30/2002 O172552C
|}y Selection criteria £ Output
Adjustments (Form Summary)
Adjustments (Employee details)
Configuration remarks
= [ Errors and wWarnings
Employees with manual entry ignored

S DE/30/2009 06/30/2008  08/28/2C
e D3/31/2009 03/31/2008  05/01/20
S 12/31/2008 12/31/2008 02412720
Pr

« Employees out of balance:
— An incorrect adjustment amount was completed in Tax Reporter

— Retro calculation or non-cash entry completed on employee that is in
withdrawn status or on LWOP.

— The Employer share of tax was paid but not the Employee share.
— An DNTK (deduction not taken) exists.

®



Accessing the Log Manager- beyond
[/ days

P

=
| System  Help

| @ | ) 0Heae CHE 0o NE e

Tax Reporter

Tax Reporter Log Manager EHIRE R R ERERER = ER B EEIE
Selection criteria

Type of Reporting: Form 941

) Selection “|FormiT ax Authority | Description |
eI e L EE Selectian 00000001 99999999
Forms HR_F_941_05 .
A RIEEE ERIE Magretic Media  HR_F_941_9ADJ . 941 Line 9 adjustments temse
- - - - selected Tax Auth... FED .
Log Tree |End Date |A5 of Date Run Date Run Tirme |U |

I (O Production

I (3 Print Copy

= [ Test

=Gy 03731/2009  03/31/2009 060172009 13:04:06 KELL
= [Z: Selection criteria ¢ O

| Selection criterid
=] Control inforrmatic
SAPscript forms

PDF based forms
Temse files

Selection criteria/output provides the search criteria that was
used when creating the Test form

51



Accessing the Log Manager- beyond

/ days cont’d.

=

| systern  Help

| 00 CAQICHE fhan IR @
Tax Reporter

Tax Reporter Log Manager

Type of Reporting: Form 941
Tax Company:

=[] 6] [CEED E] &

Log Tree

|En|:| Date
I (J Production

As of Date

I [J Print Copy
~ [ Test
oy

= B Adjustments (Form Summary)

035£31/2009 03/31/2008 0872172
= & 1203172008 12/31/2008 047272

|Run... |

2] Manual entries (TSUT1
JUSIMEnts (Employee details

(2] Errars and Wwarnings

P &y

03£31/2007  03/31/2007 0472372

R E R R EEEE EE = EEEE E G
Manual entries (T5UT1)

Tax co_ |Form field [Tax aut. |

|D1SD TOO1  Total wages FED

Amaount]|
000 00

s Adjustment (Form Summary) provides the total amount of

P

manual entries that were keyed into the system.
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Accessing the Log Manager- beyond

/ days cont’d.

g DEE

| Systern  Help E
|& | 190 Oe CHB Sooaa A QR

Tax Reporter

Tax Reporter Log Manager

Type of Reporting: Form 941
Tax Company:

4] ) (SEEE Bl (]

EIREE!

Log Tree |End Date As of Date |Run |
[ (1 Production
I (3 Print Copy
= [ Test
[ & 03/31/2008 03/31/2008 05/21/2
= & 12/31/2008  12/31/2008 0472772
[Er selection criteria / Output
% Adjustments (Farm Summary)
Adjustments (Employee details)
Manual entries (TEUT1)
Errors and Warnings
b e 0343172007 03/31/2007 0472342

E EE EE = =R EE E G
Manual entries (T5UT1)
Taxco |Employee |Forperiod  [in period |[Form field [Tax auth Arnourt
0130 123142008 12/31/2008 TOO1 Total wages |[FED 4000.00

m Adjustment (Employee detalls) provides the employee level
detail of the manual adjustment
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Accessing the Log Manager- beyond
/ days cont’d.

&

| Systern  Help

|@ | 2 0B COQICHE fnon DRI
Tax Reporter

Tax Reporter Log Manager

EHIBRE R EER EEEE R EE EFEE NI
General errors and warnings
Type of Reporting: Form 941
Tax Company: b

@  Taxco. mismatch (Manual Entry ws 1T 1) EE# 00202634 Taxco: 0130
=la]([@] [EEEE](s]

Log Tree

IEnd Date As of Date
I (3 Production
(] Print Copy
= [ Test
[ & 03/31/2009 03/31/2009 0592172
= Gy 12/31/2008  12/31/2008 0472772
[Z Selection criteria / Cutput
& Adjustments (Form Summary)
% Adjustrnents (Employee details)
2 Errars and Warnings

SENEral BITOrS and warnings

b Gy 03/31/2007 03/31/2007 04/23/2
&

ALWAYS check the Errors and Warnings!

This message identifies that a manual entry was made to and
@ employees YTD.

IRun... |
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HRMS Activity

Access and view the Log Manager
Exercise



Review Questions

1. TRUE or FALSE?
The log manager shows all manual adjustments made by the
agency and out of balance employees.

2. TRUE or FALSE?

After 7 calendar days of executing the 941 you will be able to
view the form 941 that you generated.

3. Where would you look to find if a previously executed 941
iIncluded one employee or many?



P

Generate Form 941 in
Production Mode



When to run Form 941

Quarter includes | Quarter When the Production Run of Form 941 is Due
Ends Form 941
should be ran
1. January, March 31 April 21-April 30 April 30
February, March
2. April, May, June 30 July 21-30 July 31
June
3. July, August, September October 21-30 October 31
September 30
4. October, December January 21-30 January 31
November, 31
December

C.



Accessing the Form 941-Production

Mode

 To access the Tax
Reporter enter the
transaction code PU19
(Tax Reporter)

« Click|€ (Enter) to access
the Tax Reporter

‘II:'

Ienu  Edit  Favorites Extrazs  System  Help

@ 18 1¢68
SAP Easy Access

E=MEREEERME

[ (J Favorites
= O SAP menu

P

T T T RF

(3 Office

(J Cross-Application Components
(3 Logistics

(3 Accounting

(] Human Resources

(3 Information Systems

(J Tools
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Accessing the Form 941- Production

Tax Reporter Edit Goto  Tools  LUtilities  Systern Help

| & 2100 [e@e CHE foon DA o

Tax Reporter

|@. All mag. media files ||,§ Log Manager |

|| Tax Company 0130 Joint Transportatio.. &
-------------------------------------- | Reparting Period End Date 03/31/2008 | 01/01/2009 - 03/31/2009
e Puert Rico Consider Payroll Results up to 03/31/,2009

SUlwage Feporting
hultiple WWorksite Reports - State Lewel
MuUltiple Worksite Repart - Combined

Form 941 (PROD. run) Form 341 (TEST run) | Generation/Filing Dates . Form Field Definition

Locality Wage Listing - County Level

Locality Wage Listing - City Level @ Cnline
I (O Quarterky Correction 0 Print copies
I CJ Annual .
I [J Annual Correction

 Fields to complete:
— Tax Company
— Reporting Period End Date
— Consider Payroll Results up to

— Select Quarterly folder
« Select Form 941

-+ Select the (FROD. un), tab
Ci
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Accessing the Form 941- Production
Mode

[=
| Tax Heporter Edit Goto Tools  Ubilities  Systern Help

| & 2 0H AR DHE B0o0 PR QB
Tax Reporter

|@| All mag. media files ||,E, Log kanager |

{[Tax Forms | T Company 0130 Joint Transportatio . @
TEQUAMENY e | Reporting Period End Date 03/31/2089|01/01/2009 - 03/31/2009
Farm 941 Return Puerto Rico Consider Payroll Results up to 0373172009

SUl'vWage Repaorting

Multiple Worksite Reports - State Level
hultiple Worksite Report - Combined
Locality Wage Listing - County Level

Form 341 (PROD. run) Forn 341 (TEST run) | Generation/Filing Dates .~ Form Field Definition

Locality WWage Listing - City Lewel &b Online
Lacality Wage.Listing - Sch. Dist. Lewvel ¥  Background
E ggﬁsfjrly Correction B0 olen

I 3 Annual Correction

m Select @ ome |to Start the transaction
Note: Depending on your agency size this may take a few
moments.

Note:

If a large agency, select Background to
generate results, and access via the Log
Manager.




Accessing the Form 941- Production

Mode cont’d.

« To view the 941
form:

— Click on the folder
next to Forms-
PDF Forms
generated

 Double click the text
to view
— 941 Schedule B

— 941 for a Tax
Company

P

|II3'

List Edit Goto Ewxtras System  Help

@ 10H e@e CHE DDon B @B

Tax Reporter

| Explanations || Choose || Expand all || Collapse all || et section || Froperties |

Form 341 Tax Reporter output

+—[E= Forms FOF Forms generated
—0 0130 941 Schedule B FED
—0 0130 941 for a tax company FED
— &= Forms SAPScript Forms generated
— [ Magnetic Media Magnetic Media files
Reports Reports generated

—&y* Tax Reporter Log Messages for the run

62



« HRMS automatically
completes the form
with:

— Agency Employer
Identification Number

— Agency Name

— Agency Financial
data

* Click & to return to
the Tax Reporter
screen

rom 9441 for 2011 : Employer's QUARTERLY Federal Tax Return

(Few. January 2011)

Agency Detail Removed

Read the separate instructions before you complete Form 841, Type or print within the boxes.

P

950111
Department of the Treasury - Intemal Revenue Service

OMS Mo. 15450022

Report for this Quarter of 2011
(Check one.

@ 1: January. February. March

l:l 2 April, May, June

l:l 3: July. August, September

l:l 4: October. Nowember, Decamber

Pricr-year forms are available at
wwwirs. gowTormSd 1.

m.ﬂnswer these questions for this quarter.

Number of employees who received wages, tips, or other compensation for the pay period

including: Mar. 12 (Quarter 1), June 12 (Quarter 2), Sept. 12 (Guarter 3), Dec. 12 (Guarter 4) 1 | 323 |
2 Wages, tips, and other compensation . . . . . . . . . . . . ... ... ... 2 2058857.38 |

Income tax withheld from wages, tips, and other compensation . . . . . . . . - -3 | 238495.02 |
4 If no wages, tips, and other compensation are subject to social security or Medicare tax . . |:| Check and go to line Ge.

Golurnn 1 Colurmn 2
5a Taxable social security wages 2232295 68|* ° 04 = 232158.75 for
Sb Taxable social security tips [ 0.00] = 1044 |
Sc Taxable Medicare wages &tips | 2932995.68] = 64736.57 |
5d Add Column 2 line 5a, Column 2 line 5b, and Column 2line5c . . . . . . . . o5 296895.32 |
Se Section 3121(q) Notice and Demand — Tax due on unreported fips (see instructions) . . . 5e | |
Ea
&b
Do Mot Complete Lines 6a-6d

6o
&d
Ge Total taxes before adjustments (add lines 3, Sdand52) . . . . . . . . . . . . . ge | 535390.34 |
T  Current quarter's adjustment for fractions ofcents . . . . . . - - T | - 0.16 |
8 Current quarter's adjustment forsickpay . . . . . . . . . . . - - 8 | |
9 Current quarter's adjustments for tips and group-term life insurance . . . . . | . . 9 | |
10 Total taxes after adjustments. Combine lines Be through® . . . . . . . . A 1] 535390.18
11 Total deposits, including prior quarter overpayments . . . . . . . . . . . . . _ . . 11 5214%1.04
12a COBRA premium assistance payments (see instructions) . . . . . . . . . . . - 12a | |
12b Number of individuals provided COBRA premium assistance . . . . |j|
13 Addlinesiland12a . . . . . . . . . . . Y 521491.04
14 Balance due. [f line 10 is more than line 13, enter the difference and see instructions . . . . 1-1| 13899.14
15 Cwerpayment. Ifline 13 is maore than line 10, enter difference l:l Check one: D-’mm‘bc 1”‘,“",.‘1:'5““““
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How to print the 941



From the TaX |Ejl=i5t Edit Goto Ewxtras  Systern Help
R | & 100 060 SHE DD BR QB
eporter Tax Reporter

. - 1 I L o H :
Screen Explanation = print  Edt Goto S

ystern  Help
— Click the print | ¢ (U @e BHE DDaD BE Q@B
I Output controller: Print spool request 43305
icon Jof the e —

desired form

— Print Parameters

= Tt
E— Output Device I_ZP[:»ll _| Front End Printer for Tax Reported ..

E nter n u m ber Frontend Printer Y\encmsoly100543074_02_C -

Foi

of copies | i, —_— (55 :
Click &

Cover Page

Recipient

Department

Title 5400 941 Schedule B FED

Spoal Request

Mame LIST75 |TRYEF 12
Mumber 43,305
Format G_RAW SAP Graphics: Raw data for SAPIpd/SAPWIN
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Printing Forms- option 2

. =
Double C“Ck the form to | List Edit Goto Extras System Help

| & 100 @0 CHER nnon BE

print
Tax Reporter

Right Click once the

| Explanations || Choose || Expand all || Collapse all || et section || Properties |

form displays
Select P”nt Form 341 Tax Reporter output

Forms FOF Forms generated

—0L3 | 0130 941 Schedule B
—03 | 0130 941 for a tax company

[ Reguest System Help

FED
FED

V] - JH Q@R SHE T8 RE @
Display Document 1 of 1 of Spool Request 43,701
4 4 410 M-100 44-1000 10000 M+ +10000 M +1000 M +100 M+l b M O
v Select Tool
Hand Tool
Schedule === 1):
Rotate Clockwise Shift+Ctrl+Plus
Report of Tax ][z air | yeekly Schedule Depositors
Find Ctrl+F
(Rev. June 2011) T =nt of the Treasury - Internal Revenue Service
Show Navigation Pane Buttens | - L - - {
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How to Enter the Filing date



Generate the filing date

. =
To access the Tax Menu Edit Favorites Extras Systern Help
Reporter enter the @ g o0
transaction code PU19
(Tax Reporter) SAP Easy Access

B Bl EE ] [~ ]-

« Click | € (Enter) to access b (] Favarites

the Tax Reporter ¥ £ SAP menu

[ (3 Office

(I Cross-Application Components
(] Logistics

(3 Accounting

(J Human Resources

(3 Information Systems

(J Tools

R T R T



[=
| Tax Reporter Edit Goto Tools  Utilities  Systern  Help

| & 210 @@ CHE S0o0 BE @
Tax Reporter

|@| All mag. media files ||§ Log kanager |

Tax Farms | Tax Cormpany 07130 Jaoint Transportatio . @
¥ & Quarterly Reporting Period End Date 03/31/2009]01/01/2009 - 03/31/2009
Farm 941 ROrng
Farm 941 Return Puerto Rico Consider Payroll Results up to 0343172009
SUl'vWage Reporting
m:gg:: miiz:i ESEEES_'CS&E“:E’;E' TS Forn 841 (TEST run) | GensrationsFiling Dates | | Form Field Definition

Locality Wage Listing - County Level e

Locality WWage Listing - City Lewel @ Online

Locality Wage Listing - Sch. Dist. Lewel b  Background
' [(J Quarterly Correction Ni  Erint copiss
' (J Annual E

I (3 Annual Correction

« Create a filing date for your form to ensure any future
adjustments to the period will populate the 941X correction
document

« To create the filing date select [Gensrtionfilng bates | tg)n



Generate the filing date cont’d.

1=

| Tax Heporter Edit Gota Taools  Wilities  System  Help

|& 2 A ICe CHE Sooa R @
Tax Reporter

|E« All mmag. media files ||E, Loy Manager |

{|Tax Forms [ Tax Company |0130 Joint Transportation = |
=
S “f_lg'f;”-"w Reporting Period End Date 03/31/2009) 01/01/2003 - 03/31/2009

S wWage Reporting
Multiple Worksite Reports - State Lewel

Multile Warksite Repart - Combined Form 841 (PROD. run) '| Felg RN IENI T Generation/Filing Dates Form Field Definition

Locality Wage Listing - County Lewel
Laocality Wage Listing - City Lewvel Tax Form  Form 341
Locality Wage Listing - Sch. Dist. Level [= Calendar
5 .
; giﬁrﬁw Carrectian 10772009 = iate Ch_
I (3 Annual Correction Sl w0 ] TULWEL THIFR T Sa | SU <] [+]
[ 113 10 11 12 13 14 15 [5 [~]
S[12]16 17 18 19 20 21 22 =
13 23 24 25 26 27 28 29
i 30 03 1 2 3 4 5 .
m Click [#](Change) to sl 7 s & oo Note:
-1 = 13 14 15 16 17 18 13 i
enter filing date 17|20 21 22 23 24 25 26 | If there are no entries
18 |27 28 29 30 1 2 3 listed on the Tax Form
m Select the date you o 4 5 & 18 8 10 Set Filing Date, this
i S 21|18 19 20 21 22 23 24 means no production
actually mailed the tax Apglg 1220 2l 22 2 2 T
2511 2 3 4 &8 B 7 :
form Z[2al 8 9 10 11 12 13 14 [
S 25|15 16 17 18 19 20 21 [4
26 | 22 23 24 25 26 27 28 [g
L il 20 1 L | L] A =
: o | 3
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Deleting a production
run



How to delete a Production run of
the 941

m To access the Tax
Reporter enter the
transaction code
PU19 (Tax
Reporter)

m Click|€ (Enter) to
access the Tax
Reporter

=

Menu Edit Fawvorites Extras  System  Help

@ I8 Ced |
SAP Easy Access

L&

= & (@2 |v]|a

[ [J Favorites
= O SAP menu

[

TR T RFF

(3 Office

[J Cross-Application Components
(] Logistics

(] Accounting

(] Human Resources

(] Information Systems

(J Tools

72



How to delete a Production run of
the 941 cont’d.

=4

* Fields to complete:
Tax Reporter  Edit Goto Tools  Utilities  Systern Help

— Tax Company G 100 CEQ CHER 0000 B0 O/

— Reporting Period  TaxReporter

— ConS|der Paer” |@4 All mag. media files

Results u pto %DS”S — I o company 1110 State of WA Depar_E |
s Reporting Period End Date 12/31/2018] 10012010 - 12/31/2010
— Select Qu al‘terly BT orm oaT | Consider Payroll Results up to 12/31/2010
f Id SUlWage
O er M“mp'e Wi Form 841 (FROD. run) Farmn 941 (TEST run Genetation/Filing Dates Faorm Field Definition
Multiple W - ) (TEST T, 7 g i
— Select Log Locaity W :
Locality W, @ Online
Man ag er Localty W Me  Background
\ b (7 Quarterly Car e
I/ ! E Tip: b (3 Annual
P: b (J Annual Carrex

Before you delete a
Production run ALWAYS
check to see if a Generation
date exists. If there is one
Do not delete. Contact
OFM for assistance.




How to delete a Production run of

the 941 cont’d.

Select the
Production folder

— Double click the
Selection
criteria/output

— Double click on
Control
Information to
display further
Information

oystem  Help

le 3 A0 €00 CHE naa (b
Tax Reporter

|II3'

Tax Reporter Log Manager

Type of Reporting: Form 941
Tax Company: 1110

2] (/] [2r[ER][E]]sr]

|End Date As of Date Fun Date

1243172010 12/31/2010 051 2/2011

TemSe files
Configuration remarks
[ & 09/30/2010 09302010 0541120171

[ (J Test
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How to delete a Production run of
the 941 cont’d.

(=g
mysterm  Help

g

N0Heee CHE fhhs BE @B

Tax Reporter

Tax Reporter Log

Manager

Type of Form

Reporting: 941 d
K EX [ ETIEE EEEER ER
|L|:|g Trea |End ... |
< 23 Production

= ey 1243120

=~ By Selection criteria / Output

Selection criteria
Contral information

IR E R E AR EE B = =R R EE ]
Control information

hMessage Text

Control number used; 00008

Form number used: 000032  Control number used: 00008

Form number used: 000032  Control number used: 00008
summary info. succesfully commited. 000032 00025

summary info. succesfully commited. 000032 00029

Tax compary: 1110 Form # gen. 000032 Control & gen. 00028
Tax company: 1111 Form # gen. 000032 Control # gen. 00029

*  Write down the Form Number on the right side of screen
— Leading O (zeros) are needed
« Click € (Back) button to return to Tax Reporter main screen

P
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How to delete a Production run of
the 941 cont’d.

[=
Tax Heporter Edit Goto TgnlaSistem Help

& = < [ Display form fields Bhas FEE @
Tax Repﬂrter

Delete Test PCL4
td, Al mag. media files =, Log Mar  Check configuration

Panual Entries
Tax Company e State of WA Depar.. B

Tax Forms

7 ﬁguir;:”’gm | Reporting Period End Date 12/31/2010]10/01/2010 - 12/31/2010
3 Form 941 || Consider Payrall Results up to 1243142010
SUIWWage
SR Form 241 (FPROD. run) Form 341 (TEST run)  Generation/Filing Dates . Fo

BALIIElE W)

=8 1 Aealibte

To delete the form:
 Select Utilities on the Menu Bar
« Select Delete Prod



How to delete a Production run of
the 941 cont’d.

[=

® Enter Form Report Frogram Edit Goto System Help
& 3 dHISE@ B EE D5,

« Enter Tax Compan
pany Delete Production PCL4 Data
 Double check all

Info
° CIle (Execute) Delete =election
Tax Reporter Form Mumber poooa2
 Click Yes to delete Tax company B C o
— J= Data will be lost!

Note: Data will be lost.

You must enter your Tax

Company ID @ Productive results will be deleted

Do you want to proceed?

If this field is left blank, it will
delete the Production run of | . T R
Form 941 for the entire state. :




How to delete a Production run of

the 941 cont’d.

P

[=

List Edit Goto System  Help

&

&l

15 @Ee | S RE 810 4a8 |

Delete Production PCL4 Data

Delete Froduction FCL4 Dats

Mo

af FCL4 entries deleted for Tax Co. 1110 24
Mo, of Bookkeeping table (ThUXX) entries deleted:
Mo, of Bookkeeping table (ThUXY) entries deleted: T

The Validation screen displays
Click '@ (Back) twice to return to the Tax Reporter
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HRMS Activity

Generate Form 941 in Production mode
and enter the Generation Date
Exercise



®

941X
rm
Fo



Form 941 X-Correction

To access the Tax
Reporter enter the
transaction code PU19
(Tax Reporter)

Click| € (Enter) to access
the Tax Reporter

‘II?

Menu Edit Fawvorites Extras  System  Help

@ 18 1C6@
SAP Easy Access

L&

=i NE =N

[ (] Favaorites
= 2 SAP menu

[

= T TR

(] Office

(] Cross-Application Components
(J Logistics

(3 Accounting

(] Human Resources

(] Infarmation Systems

(] Tools

81



Form 941X- Correction

 Fields to
complete.

— Tax Company
— Reporting Period
End Date

— Consider

Results up to
* Click the Quarterly

Correction

(=
Tax Reporter  Edit Goto Taools  Utilities  System  Help

& A CEq CHE DL FER @

Tax Reporter

G All mag. media files

= Log Manager

Tax Forms Tax Campany

11130 Joint Transportation 2

b (3 Quarterly
b Quarterly Caorrection

IREpDr‘[ing Period End Date 03/31/2008 ) 03/31/2009
[3/31/2003

Consider Payroll Results up to

Payroll

I (3 Annual Correction

- /3172009

(PROD. run) Generation/Filing Dates  Form Field Definttion

folder

to display options

P
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Form 941 X-Correction cont’d.

=
Tax Reporter Edit Goto Taools  Utilities System  Help

& | A EH e SHE DL B @ m
Tax Reporter
|@4 All rmag. media files H,E, Log Manager |

Ea}{[“_‘lmeS " Tax Company 0130 Joint Transportatio.. B |
Cluarterly . .
<~ &) Quarterly Carrection Feporting Period End Date Q373172008 01/01/2009 - 03/31/2009
2 Form 941 - Correctic| Consider Payroll Results up to 03/31/2009
SUl'Wage Reporting
Multiple VWarksite Re| Farm 941 - Correction (PROD. Farm 241 - Carrection (TEST run) Generation/Filing Dates I anE

I J Annual
* (J Annual Correction

Test selection faad Test online

Persannel Numbers I to I ¢ Test background
| |

 Selectthe Form 941 Correction

 Enter Personnel Numbers

— Must execute this form for all employees at the agency.
— Enter 1 to 99999999
Note:

* Select Test online Check the log manager for errors and

@ validate the adjustments 63



Form 941X- Correction cont’d.

|E1ist Edit Goto Extras System Help
« Click the Forms folder |@ | 1iHcee SRR anaa
Tax Reporter
_ PDF Forms generated | Explanations || Choose || Expand all || Collapse all || et section || Froperties |

° DOUble CIle 941% for a tax company
t0 access

‘ Form 341 - Correction Tax Reporter output

Forms FOF Forms generated
Forms sAPScript Forms generated
List Edit Goto Extras Systefn Help

@ 140 ee@ SHE nnon BE
Tax Reporter

|II=’

| Explanations H Choose H Expann ml||CnHapse ml||Setsecﬂnn H Properties

Form 341 - Correction Tax|Reporter output

-——ET Forms FOF Forms generated
0O 0130 941% for a tax company FED
Forms sAPScript Forms generated
Magnetic Media Magnetic Media files
Reports Reports generated

(//’Z —&y* Tax Reporter Log Messages for the run
Z .



« To print: =

— Click
(Print PDF
file or pages
from it

Eiﬂ ﬁ, D1+ B ® 2 A

+

|:~d -

o 941-X: Adjusted Employer's QUARTERLY Federal Tax Return or Claim for Refund

(Rev. June 2008 ) Department of the Treasury — Internal Revenue Service

OMB No. 1545-0029

(EIN) -
Employer identification number )

Name (not your trade name)

Trade name (if any)

Return You Are Correcting ..

Check the type of return you are correcting:

@ 941
[ ] oarss

Address !

Humber Street Suite or room number
Olympia WA 98504-0937
City State ZIP code

Use this form ta correct errors you made on Form 941 or 941-SS for one quarter only.
Type or print within the boxes. You MUST complete all three pages. Read the
instructions before campleting this form. Do not attach this form to Form 941 or 941-55.

Part 1: Select ONLY one process.

D 1. Adjusted employment tax return. Check this box if you underreported amounts. Also
check this box if you overreported amounts and you would like to use the adjustment

Check the ONE quarter you are correcting:
D 1: January, February, March

D 2: April, May, June

D 3: July, August, September

E 4 October, November, December

Enter the calendar year of the quarter
you are correcting:

)




Review Questions
1. TRUE or FALSE?

If a production run of the Form 941has been generated in error, you
are unable to delete the form.

2. TRUE or FALSE?

If the Form 941 has been executed in production, filed with the IRS,
and the generation date has been keyed into HRMS, yet you find an
error on the form, you should just delete the form.

3. When do you need to create a 941X and why would 941X not be
created?



P

Section 3:
Annual forms



®

* Upon completion of this section you will be
able to:
— Access Annual W-2 Forms
— Access the W-3 and Form 6559
— ldentify employees who may need a W-2C

— Access the Log Manager to view previous
forms

— Reissue a W-2



Accessing Annual Forms

To access the Tax
Reporter enter the
transaction code PU19
(Tax Reporter)

Click| € (Enter) to access
the Tax Reporter

|II:-'

Menu Edit Favortes Extras System  Help

@ 18 1Ca8 |
SAP Easy Access

(&

=SNG EMAIE

[ [J Favorites
= 2 SAP menu

[»

T T T FF

(] Office

[ Cross-Application Components
(] Logistics

(J Accounting

(] Hurman Resources

(3 Inforrmation Systems

(J Tools

89



Accessing Annual Forms cont’d.

 Fields to complete:
— Tax Company
— Reporting Period
End Date

— Consider Payroll
Results up to

« Click the Annual folder
to display options

Note:

1099R- Distributions from
pensions- only used by
the Board of Volunteer
Firefighters, Tax Co.
(2201)

P

4

Tax Reporter Edt Goto Tools Utiities System  Help
L 2 1B/0@0 CHR B0as BF OF
Tax Reporter

G All mag. media fles | & Log Manager

Tax Forms

........................................................................

b [ Quarterly Correction
© Annual |
2 W-2- Wate and Tax Statement |
=] Y- PR - Wage and Tax Stat. Puerto R
Iz 1099R - Distributions From Pensions
5] Form 940
Form 940 Return - FUTA Puerto Rico
NY Combined Wages Report (Q4)
Texarkana Income Tax
b (7 Annual Correction

| Tax Campany \EHSD Juint Transpurtatiu...a\

5 Reporting Period End Date 1213112010

Consider Payroll Results up to 1273172018

m (TE5Tmun) - Generation/Filing Dates  Forn Figld Definition

90



Accessing Annual Forms cont’d.

. =g
) FIeIdS tO Complete: Tax Reporter Edit Goto Taools  Utilities Systern  Help .
VI 3l A0 Q@ CHE fhoaa AR @«
— Personnel Tax Reporter
N umbers |% All may. media files ||E, Loy Manager |

[Tax Formms | T2 Comparny 4650 State of Wash ParksE

b (O Quarterly , )

b (I Quarterly Correction Reporting Period End Date 1273172010 01/01/2010 - 12/31/2010
PY CI ICk E Emph:l'_l,l'EE copy = &3 Annual Consider Payroll Results up to 1273172010

AN LT

WW-2 PR
— Uncheck Employee ' nooR 5 o
* Form 9 jim| Employee co [[1Generate employee co Background
copy . ployes copy | ployes copy 3 y
. ;\D(rgug Details - Employee Copy Print copies
— CI'Ck on the ey Persannel Numbers To
. b CJAnnual Go Type of copy I Sorting Order
applicable Type of ©Regulr

(Re-issue of Employee copy

O Force Correction-including the personnel Personal Subarea

— Click sort Order next OPost Fiing Run
to Audit Report to
add report fields = —

e Click %&__Employee capy [= Authority copy
to collapse
Tip:

Co Possible criteria Output ordered by
py ) Correct Employees with retroactive chan _ E Tax Company

[=14]
[ ]

Tax Authority
Worksite

Social Security Number

Ta Sort Order

ZIP code
Organizational unit
Employee group

Ermployee sub group
Organizational key

(D]
|

Always select the TEST run tab for Bl soecon 4/
W-2's.

@ * DES generates Production W-2s.
91



Accessing Annual Forms cont’d.

W2 - Wage and Tax Statement (PROD. W2 - Gen.. || e
¢ C“Ck |t| Magnetic media |T:g Sort Crder | ||% EE List | [v] Generate Audit Repart I %
- U nCheCk Gen erate |‘E hWlagnetic media I [ Generate magnetic tape
m ag n et| C tap e Tax Authonty
- - Check |Ta}{ auth... |Descriptinn |
o Click™ __Msagnetic media fo O AK Alaska
” 1 AL Alabama
CO apse [ AR Arkansas m
: . 0 AS American Samoa
e Click | T1  Authority copy = s
verify the following are W oh o el =
O co Colorado [=]
checked: [0l 0]
_ Generate aUthOFIty |'Eg Sort arder I I Senerate form 6559
Copy = Authority copy I | [ Generate authority copy
Details - Authority copy |
- Generate FOI'm W3 [v] Qutput local tax authorities I [v] Generate Faorm Y3
. . Local tax autharities t & ||
d C“CH [ Autharity copy to [v] Qutput state tax authorities | | i | | |_ E
collapse
e Click k= Test online to
generate

P



Accessing Annual Forms cont’d.

=
PY Double C“Ck the fOrm List Edit Gaoto Extras System  Help
& T dH e SHE hon BE @
fOIder Tax Reporter
PY Double C“Ck the | Explanations || Choose H Expand all H Collapse all || Set section || Properties |
Form to VIeW W-2 - Wage and Tax Statement Tax Reporter output
—[=] Forms FOF Forms generated
——0L 4650 W-3 FED
——L 4650 6559 Magnetic media summary FED
—— [ 4650 W-2 Audit report
— & Forms SAPScript Forms generated
Magnetic Media Magnetic Media files
Reports Reports generated

— %y Tax Reporter Log Messages for the run



Accessing Annual Forms- W-2
Employee Copy

I T Wages, Uips, ofher compensanon 510251 2 Federal Income tax withheld 93045 [TWWages, bps, ofer compensanon 510251 I Fegeral Income tax wihneld 930,45
3 SO0l SECUMty Wages 5405.70 T Socal secaiy tax withheld 335 15 Social security wapes 5405 70 4 Social secarity @ax withheld 135.15
5 Medicare wages and tips 5405.70 & Medicare tax withheld 78.38 B Medicare wages and fips £405.70 & Medicare tax withheld 7818
a Employee’s S5A number Employer use only 3 Employes s oo number EMployer Use only
500-10-1313 500-10-1315
b Employers FED |0 number d Control number Emplca[el‘s FED TD nusmiber d Control number
916001109 400003565 16001109 40000365

c Employer's name, address, and ZIF code

State of Wash Parks & Recreation Comm
PO Box 42659
Qlympia WA 98504-2659

¢ Employer's name, address, and ZIP code

State of Wash Parks & Recreation Comm
PO Box 42659
Olympia WA 98504-2659

T Socal securty ips 3 Allocated Gps

T Social securty Bps 3 Allocated tips

9 Advance EIC payment 10 Diependent care benefis

B Advance EIC payment 10 Dependent care benefis

11 Nongqualified plans 123 See inslruTtinns for box 12

11 Nengualfied plans 123 Ses insn'uclmns for box 12

CHIMACUM WA 98325

f Employee’s address and ZIP code

TTERERR:  REree DGy 120 == Ef_it‘remem Y =
X I I
TZT 14 Oh
DEF RET 303.19 | E'I:ZlEF RET 303.19 120 |
PRETAX INS 157.50[722 | PRETAX INS 157.50 33
e Employee's first name and initial Last name Suff e Employee’s first name and initial Last name | Suif.
ISHIN MORISHITA ISHIN MORISHITA
3459 MY DRIVE 3459 MY DRIVE

CHIMACUM WA 98325

f Employee's address and ZIP code

15 State Employer's state 1D 18 Local wages, tips, el

15 State | Employer's staie T 18 Local wages, tips. eic

13 State wages, fips, etc. 19 Local mcome tax

16 State wages, tips, ete. 19 Local income tax

TV State income &ax 2 Locality name

17 Siate mcome tax 20 Locality name

- Mo 15350 eT}{ E‘Iﬂie Ireasu Tntemal Fevenue
e AL S TY ation is bemg furnished to

Wage and Tax
W-2  statement 2010 *MQ'DE"H@%“‘E%’.TE:H%&ZQ?YE

Form (\.:"I\:'H. Ho. ]MO—&UU-?
age and Tax
W'2 Statement 201 0

Copy B To Be Filed With Employee’s FEDERAL Tax Retum

Dep‘t iof the Treasury - Intemal Revenue

Motice to Employea

Refund. Even if you do not have to file a tax retum, you should file to get a refund if box 2 shows
Faderal income tax withheld, or if you can take the eamed income credit.

Earned Income credit (EIC). You must file a tax retumn if any amount is shown in box 9. You may
be able to take the EI for 2010 if: (a) you do not have a qualifying child and you earned less than
513,460 (518,470 if married filing jointly), (b) you have one qualifying child and you eamed less

Box 12. The following list explains the codes shown in box 12, You may need this information to
complete your tax return. Elective defarrals (codes D, Eand G) under all plans are genarally
limited ta 516,500 (519,500 for section 403(b) plans, if you qualify for the 15-year rule explainad
in Pub. 571). Deferrals under code H are limited to $7,000.

94



Accessing Annual Forms W-3

m Use the W-3to

display your
agency
Transmittal of
wages and
taxes for the
year

Click[€ (back)
twice to return
to the Tax
Reporter
Output

DO NOT STAPLE OR FOLD

a Control number

33333

For Official Use Only
OME No. 15450008

041 Military

044
::fi"d O HI;ILI. Medgm Thirdparty
e P T S B

1 Wages, tips, other compensation
490303.94

2 Federal income tax withhald
93063.86

3 Social security wages
] 522758.48

4 Sodal security tawithheld

32411.01

¢ Total number of Forms W-2

d Establishment number

5 Medicare wages and tips

6 Medicare tax withheld

Olympia WA 98504-2659

g Employer's address and ZIP code

24 222758 .48 757997
e Employer identification mumber T Social security tips 8 Allocated tips
916001109
f Employer's name 9 Advance EIC payments 10 Dependent care bensfits
State of Wash Parks & Recreation Comm
11 Mongualified plans TZa Defered compensation
|_ PO Box 42659 2508.00

13 For third-party sick pay use only

12b HIRE exempt wages and tips

h Other EIM used this year

15 State Employer's state | number

Contact person

16 State wages, tips, efc.

T4 Tncome tax withheld By payer of third-party sick pay

.

A7 State income tax

19 Local income tax

Telephane number

Email address

( )
Fax number
(

For Official Use Only

Under penalties of perjury, | declare that | have
and belief, they are true, correct, and complete.

Signature

Titla B

examined this retum and accompanying documents, and, to the best of my knowledge

-~ W-3 Transmittal of Wage and Tax Statements 2010
Send this entire page with the entire Copy A page of Form(s) W-2 to the Social Security Administration.
Do not send any payment (cash, checks, money orders, etc.) with Forms W-2 and W-3.

Reminder

Senarate instructions. See the 2010 Instructions for Forms W-2

IIIIIIIIIIIIIII

® Upload a file for employers who use payrolitax software to print

Formis) W-2, if vendor software creates a file that can be uploaded to



Accessing Annual Forms - Form
6559

This form is
used to identify
the transmitter
of a magnetic
media file.

Click '€ (back)
to return back
to the Tax
Reporter

* Some sections of the
Form have been removed.

p

Form 6559

{Rev. January 2003)

Internal Revenue Service

Department of the Treasury

Transmitter Report and

Summary of
Media

Magnetic

OME No. 1545-0441

(Check ane)
United

Tax year{19 ___or20. 00 |

Stat
D Othzsr

Page__ 1 of __ 1

(SSA date of filing stamp)

1. Name and address of transmitter (include street, city, state and ZIF code)

910940493

2. Employer identification number (EIN) of transmitter

3. Number of reporiing media this file

Magnetic tape(s)

Diskette(s)

— Cartridge(s)

state and ZIP code)

4. Name and address of person to contact about this magnetic media file (Include street, city,

5. Telephone number (lnclude area code}

Total Amount of Form W-2 Fields

Total Amount of Form W-2 Fields

Number of Forms W-2

Number of Forms W-2

Social security wages $ 5,858,658.61 Social security wages s
Social security fips 5 Social security tips $
Wages, tips, other compensation ] 6,137,320.36 | | Wages, tips, other compensation s
Federal income tax withheld 3 1,010,008.09 | | Federal income tax withheld $
Social security tax withheld 3 363,236.86 | |Social security tax withheld s
Medicare wages and tips $ 6,573,458.11 Medicare wages and tips $
Medicare tax withheld 3 05,315.23 | |[Medicare tax withheld $
Advance Eamed Income Credit 3 0.89 | |Advance Eamed Income Credit 5

Cat. No. 434440

Form 6559-A




« When you only
want to view data
utilize the W-2
Audit Report

» Clickie (back) to
return back to the
Tax Reporter

W-2 AUDIT REPORT

Tax Company: 0130
Employee Number Taxes Earnings --——-
Employee Mame  Jurisdiction Wage Base Tax Amount Box Description
FIT 4.000.00 0.00 7 Soc. Security Tips
Social Security 0.00 0.00 8 Allocated Tips
Medicare 0.00 0.00 9 Advance EIC
10 Dependent Care
1 Mon-Qualified Plans
Employee Number Taxes Earnings -----
Employee Name  Jurisdiction Wage Base Tax Amount Box Description
FIT 58,309.00 11,793.82 7 Soc. Security Tips
Social Security 62,509.00 3,875.56 8 Allocated Tips
Medicare 62,500.00 00/.38 9 Advance EIC
WA 5.pnsion 62,509.00 35.98 10 Dependent Care
11 Non-Qualified Plans
12 G Deferals to 4578
Employee Number Taxes Earnings ---—-
Employee Name  Jurisdiction Wage Base Tax Amount Box Description
FIT 46,007.47 5,466.65 7 Soc. Security Tips
Social Security 51,202.03 3,174.53 8 Allocated Tips
Medicare 51,202.03 742.43 Il Advance EIC

May 12, 2009

Armount

0.00
0.00
0.00
0.00

0.00

Amount
0.00
0.00
0.00
0.00

0.00

4,200.00

Amount
0.00
0.00

0.00



P

HRMS Activity

Generate Annual Forms
Exercise



P

ldentify Employees who
need a W-2C



ldentify Employees

who need a W-2c

[l . ED
i Fle|dS tO Complete . Tax Reporter Edit Goto Tools Uilties System  Help
_ Tax company ]  :ocoecisoconmnee
— Reporting Period End | TaReporter
date @A\Imag. media fles E,LugManager
— Consider Payr0|| results ITaXFU””S | ax Company 1110 State of WA Depar. 8
« Click Annual Corrections Eggﬂggggcmm” eotngPaiodEndDde  2/31/2008 U003 - 1230008
F O| der b (7 Annual onsidter Payral Results up to 10/23/2009
— W-2C- Statement of W-2C - Statementof Camected nc. & Tax (PROD. rf O LU L LA E LU=
Corrected
. Carrection ®  Online
¢ C“Ck @ (Enter) [v]Automatiz employee selection ‘4I]I]I]I]225‘ to ‘B ‘ [ Backyround
i : Manualemployee seection o | 19 o
° CII Ck (b Online
L  Background
— Online for 2 or less
_ Background for more | Generate magnetic tzpe

|@ 0001 employees were selected.

P
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Select the
folder to the left
of Forms

Print or view
To print:

— Select the print
icon

To view:

— Select the
text

4
List Edit Goto Extras System Help

@ 100 a8 SRR 0000 BN QR
Tax Reporter

Explanations || Choase || Expand all || Collapse all || et section || Properties

=
- List Edit Goto Extras System  Help

& T dH @@ BHEE f0o8
| Tax Reporter

-| Explanations H Choose ” Expand aH|| Collapse aH|| et section ” Prnpeﬂiea|

W-2C - Statement of Corrected Inc. & Tax Tax Reporter output
— = Farms FOF Forms generated
0 1110 W-2C perflemployee

- IRCE

——0 1110 W-2C per employer

Forms SAFScript Faorms generated
Magnetic Media Magnetic Media files
Feports Reports generated

— &y Tax Reporter Log Messages for the run
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ldentify Employees who need a W-2c

cont’d.

m The W-2c displays:

- Copy B- To be filed with
the Employee’s
Federal Tax
Return

- Copy C- For Employee’s
Record

- Copy 2- To be filed with
the Employee’s
State, City or
Local Income
Tax Return

m Verify data and Print

/

14444 For Official Uza Only
M Mo 15450006

Safe, accurate,
FAST! Uss

Vigt the IRS Web Site
3t wwwIrs gov.

3 Emplayers name, s3dress, ard OF code

PO Box 47500
Olympia
WA 98504-7500

State of WA Department of Personnel

T TaxyeariFom comecied

2009 s w2

d Empioyee’s comed 530
500-10-1193

0 ¥ incarmect on farm praviousty fied )

& Comected 55N andfor name [Check this box and compéete baxes Fand/or

O

Complete boxes f andior g only If Incomect on form previously Nled  »

f Employss’s prawloushy reported 55N

b Emplayers Federl BN

910940493

g Employees previcusly reparted rame

I Emplayee's frst name and initial

CHRISTOPHER

Last rame: Suff.
FEACOCK

Note: Only complete money fields that are being comected
(exception: for corrections involving MQGE, see the Instructions
for Forms W-2c and W-3c, boxes 5 and &).

T000243
CHRISTOPHERPEACOCK
3111 WHITETAIL LN
OLYMPIA WA 58505

Employee's address and 2IF code

Freviously reported

Correct information

Previously reported

Correct information

-]

Wages, fps, other compensation

1 ‘Wages, 5ps, other compensaton

2 Federd Income tax withheld

2 Federal Income tax withheid

110231.00 110331.00 18881.71 18966.71
T Goad secury Wagss T Gooa secunly wagss  Social sy G withneid & Social segurty 12 Witheld
5 Wedicars wages and i 5 WedicaE wages and IS §  Wedicar X winheid § Medcars tx winhaid
7 Soca sacurfy ips 7 Soca sscurlly Ups B AJocated ops B Alocated ips
S Advance EIC payment S Advance EIC payment 0 Depencent cars benets 10 Dependent care benets

11 Nonquaifed pians

1 Nonguaiined pians

123 See nstructions for box 12

i |
i

123 See Instructions for bax 12

State Correctio

:
:
P T me TR i = i
O O O O H | : |
14 Other {s22 InsTUCions) 14 Ofher (522 Instructions ) 12c 12¢
i i
1
i

Previously reported

Correct information

Previously reported

Correct information

15 Stasz

15 State

15 5tae

15 Siate

Empioyers state 1D numbar

& Siie wages, e, 2ic.

17 State Incoms tax

Empioyers sate ID number

TE SiiE wages, Tpe, #ie.

Empioyers stz 1D number

16 SEe wages, 195, &,

Empioyers siEte ID number

6 Si=ie wages, ops, 6.

17 Stale Income tax

17 Stas Income tax

17 Saabs Income 13

Locality Correct

on Information

78 Local wages, os, eic.

19 Local Income 12

8 Localwages, tpe, 8.

T8 Local wages, fs, .

T8 Loca wages, s, =i,

18 Local Income 13x

19 Local income &ax

18 Local Incoma ax

Fu Toealy name

70 Locaiiy name

20 Locaity name

20 Localty name

Form W-2C (Rev_2-2000

Copy B- To Be Filled with Employee’s FEDERAL Tax Return
Cormrected Wage and Tax Statement

Department of the Treasury

It al Bausras Saniea
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W-2 Log Manager

To access the Tax
Reporter enter the
transaction code PU19
(Tax Reporter)

Click| @ (Enter) to access
the Tax Reporter

‘II:-'

Menu Edit Favarites Extrazs  System  Help

@ 1BCa8 |
SAP Easy Access

L&

LiN=ENEEIENAE

[ [J Favarites
= oY SAP menu

>

T T T F

(] Office

(1 Cross-Application Components
(7 Logistics

(7 Accounting

(] Human Resources

(] Information Systems

(] Tools
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W-2 Log Manager cont’d.

Tax Reporter  Edit

Goto Tools  Liilities

|II?
1@ |

Systern  Help

100 @0 DHE chon BE @B

Tax Reporter

|@| Al mag. media files B2 Log Manager

Tax Forms

| Tax Company

3 Quarterly

I (3 Quarterly Correction

= & Annual

|0130 Joint Transportatio... = |

Reporting Period End Date

1243172008 01/01/2008 - 12/31/2008

Consider Payroll Results up to

12/31/20089

WD - WYage

W-2 PR - Wage and Tax Stat. Puerto R
1095R - Distributions From Pensions

Form 340

and Tax statement

Wy-2 - WWage and Tax Statement (FROD.

M-2 - Wage and Tax Statement (TEST run) Gen... ||| Em

Form 840 Feturn - FUTA Puerto Rico Test selection
MY Combined WWages Report (Q4)
Texarkana Income Tax

' (CJ annual Correcti

an

Personnel Numbers

[ ]

to

[ Test online

E¥  Test background

B Employee copy
| Magnetic media
| Authority copy

* Fields to complete:

— Tax Company
— Reporting Period End Date

— Consider Payroll Results up to

« Select Form to view to display

@ * Click

5, Log Manager

[v] Generate employes copy
Generate magnetic tape
[¥] Generate authority copy
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W-2 Log Manager cont’d.

=
| System  Help
. Tovi the L |l& 210 e@e CHE Dnan AR QB
O VIEW € Og Tax Reporter
Manager:
- S_eleCt the folder to | 14 Reporter Log Manager
view Type of Reporting: W-2 - Wage and Tax Statement
Tax Company: 1110
« Selectthel=inextto
the ¢ (display) 2] m [SEE(E][e]
T ] . ] Log Tree |End Date |ﬂxs af Date Run Date Run Time |
— Selection criteria  |! & Proshucten -]
(3 Print Copy [~]
kL
— Control > ;jﬂ 12/31/2008 12/31/2009 11/02/2009  10:00:49
. = [& Selection criteria ¢ O
|nf0rmatlon Selection criteria
Control informatic
.
— PDF based forms W)
TemsSe files
(2] Errors and YWarnings
[+ & 12431/2008  12/31/2008  10/21/2008  15:25:31



W-2 Log Manager cont’d.

Tax Reporter

Tax Reporter Log Manager

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

=2 @] 2 [ER][E]]s]

Log Tree |[EndDate  [AsofDate |RunD..]
[ Production
== [ Print Copy
Gy | 12/31/2008 12/31/2008 01M16/20
= |2y Selection criteria / Qutput
Selection criteria
S Conrol marmanon
B O basegfomms.
[ Gy 12/31/2008 12/31/2008 01113720
[ Gy 12/31/2008 12/31/2008 01113720
[ Gy 121312007  12/31/2007  01/05/20
[ Gy 121312007 12i31/2007 111720
[ Gy 120312007  12i31/2007  11/04/20
[ (] Test

IR E R EEEEE EE = ER EFE E ]

PDF based forms

Form name [autn | spool number
G559 Magnetic media summary (HR_F_B559 ) FED 22832
W-2 State/Local Summary (HR_F_W2_SUMMARY ) 22830
W-3 (HR_F_W3_08 ) FED 22941

* Provides the Selection criteria / output for the W-2

P
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p

=
| System

| &

Help

3 dE e EERE S0L:(EHE @M

Tax Reporter

Tax Company:

1110

Tax Reporter Log Manager

Type of Reporting: VW-2 - Wage and Tax Statement

Loy Tree

|End Date

|AsdDme

Run Date

Run Timel

' (3 Production
' (3 Print Copy
~ [ Test

= Gy

| P

12/31/2008

= By Selection criteria / O
Selection criteria

13 NNS

12/31/2009

131 NNS

Control information:
m Provides the form number that was used by HRMS

11/02/2009

11 anng

10:00:49

L Cont Ol O ate
SAPscrigt farms

FDF based forms
TemSe files

(] Errars and YWarnings

1R25 T

|[«1[]

BE

EE |

) (=Y ) [ ) (T =)

Control information

Messane Text

Form number used:
Form number used:
Form numhber used:
Form number used:
Form number used:
Form number used:
Form number used:
Form number used:
Form number used:
Tax company: 1110 Form # gen. 925133
Form # gen. 925133

Tax company: 1111

925133
925133
925133
929134
929134
929134
929133
929133
929133

Control number used:
Control number used:
Contral number used:
contral number used:
contral number used:
Contral number used:
Contral number used:
Contral number used:
Contral number used:

93163
93163
93163
93163
93163
93163
93163
93163
93163

Control # gen. 93163
Contral # gen. 93163
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=g L]
Systern  Help

| @ N IH QI EHE fnan FE @B
Tax Reporter

(&) [&]=FIEIE[®E] [E]5] [S] @ =[G =] =] (H]

Il Tax Reporter Log Manager

PDF based forms
Type of Reporting: W-2 - Wage and Tax Statement E O MBIz |Auth | Spool number]
R e Y £559 Magnetic media summary (HR_F 6559 ) FED 13516
..... W2 Audit report (HR_F_ W2 AUDIT 13517
A= Yy-2 AUthority Copy (HR_F_w2 07 ) 13516
zla] EEEE Yy-2 Employee custom copy 2008 (ZHR_F W2 MULT_O8 ] 13513
Log Tree |EndDate  [AsofDate [RunDate  [RunTime| |3 statesacal summary (HR_F_W2_SUMMARY ) 13519
b OJ Production (]} w3 (HR_F_wW3_ 08 ) FED 13515
I (3 Print Copy Ad
= [J Test ]
< G 12/31/2008  12/31/2008  11/02/2009  10:00:49

= [2x Selection criteria £ O
Selection criteria
Cantral informatic
SAPsCript forms

TemsSe files
(& Errors and Warnings

PDF based forms

m Provides the spool number of the form that was created.
Viewable for 7 days after being processed.

m Double click on the Spool Number to be taken into the spool

to view




W-2 Log Manager cont’d.

|II=' IZIE

System  Help

| @ 100 eQGICHE fDas DD @
Tax Reporter

=Y I T T [ e e =Y = [ = D =)
EEs with neg. wt. /5PY (result ignored, k action required)

Tax Reporter Log Manager

Type of Reporting: W-2 - Wage and Tax Statement Tax cnmpany{Pay.seq ”U-l 5P wall
R = 00422 614.20
00422 f14.204 For this screen shot the change
= =1 [ layout icon was used to remove the

Elélll BlajsE || ggj;g 21333 PRMR column
Log Tree |End Date As of Date Run Date |R| 00424 614:20
= [J Production 00424 614.20-
= &y 12/31/2008  12/31/2008 03/16/2010 10 00425 614 20-
(2 Selection criteria £ Cutput 00425 614 20-

2 Adjustments (Form Summary)

=~ B Adjustments (Employee details) ggjgg gljgg:
EEs with neq. wt. /5P (result ig :
Manual entries (TSUT1) 00427 614.20-
Employee rejected because ma 00427 614.20-
Megative amounts converted to 00428 £14.20-
Canfiguration remarks 00428 614.20-
(& Errars and Warnings nos0v 3181.53-

Adjustments (Employee Detalils)
m This report will display the Tax Co and the Employee’s PRNR with the
negative Wage Type /5PY



=g
| Systern  Help

| & |

4

A E e SEHE aT48 HE @

=] &

Tax Reporter

Tax Reporter Log Manager

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

EHIBERELREE

Manual entries (TSUT 1)

BiREREREIEIRE

[Tax auth| Amount

TaxCoEm...|For period [In period  [Form field

[ Errors and YWarnings

Manual Entries (T5UT1)
m Displays the Tax Co and PRNR with the manual entries.

p

Tax Company: 454 00. 07/10/2008 07/10/2008 T0O01
00, 07/410/2008 07/10/2008 TOO3
BRINEEER 4 00, 07/10/2008 07/10/2008 T004
00, 07/10/2008 07/10/2008 T005
Log Tree |En|:| Date As of Date Run Date R 00 |07/10/2008 07/10/2008 | TOOG
= U Production 00... |07A0/2005|07/10/2008 | TO1
v Sy 12/31/2008 12/31/2008  03A&2010 10 o0 0e/iam008 (057052008 [ To0T
is!‘“?”” Ct“tEF”a / C,’S“tp“t 00... 05/09/2008 05/09/2008 T0O03
© B ajustments (Form Samman) 00... 05/09/2008 05/09/2008 T004
£l nts (Employ ) 00... 05/09/2008 0%/09/2008 T005
EEs with neg. wt. /5P (result ig 00, 05/09/2008 05/05/2008 TOOG

Manual entries (TEUT1)
Employee rejected because ms 00, 05/09/2008 0505/2008 TOB1
Negative amounts converted to 20, 12/31/2008 12/31/2008 TOOT
Configuration remarks 20, 12/31/2008 12/31/2008 TOO3
e |00 12/31/2008 12/31/2008 TO04

Wages, fips

Social security wage
Social security tax
Medicare wages
Medicare tax
Amount for Box 14
Wages, tips

Social security wage
Social security tax
Medicare wages
Medicare tax
Amount for Box 14
Wages, tips

Social security wage
Social security tax

497 .09-
437 .09-
30.82-
437 .09-
7.21-
25.85-
248.55-
248.55-
15.41-
248.55-
3.60-
10.31-
519.00
519.00
32.18
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=y L]
System  Help

| & 1 0HI@@e SHE anon HE @B
Tax Reporter

Tax Reporter Log Manager gl [al=]m]elwa) (B[Sl o) ale) o))
Employee rejected because mandatory field missing or negative
Type of Repor‘tmg: W-2-Wage and Tax Statement TaxCo Em..|For period]in periodfForm fisld ITax auth]  Amount|
TSI IR 3115 01, - - TOOT ‘Wages, tips 32792.89
3118 01, - - TOOZ Federal income tax 345917
= = 3115 o1 - - TOD3  Social security wage 34622.00
vlal B 3115 o1, - - TOD4  Social security tax 2146 56
Log Tree End Date |[/5115 (o1 |- - TOD5 Medicare wages 34622 .00
~ (O Production 3118 [01... - - TODG  Medicare tax 502.02
v & B 12/31/2008| (5115 g1 |- - TO10 Dependent care bentt 125.00-
fﬁ}ﬁEﬁﬁgnigtfﬁ'frinosuﬁnﬁam 3115 01... - - TO61  Amount far Bax 14 182911
oL s ey Sl 3115 01, - - TO63  Amount for Box 14 902.00
: ; ; " ; 3115 |01... |- - T207 X1D Deferred compen 1829.11
EEs with neg. wt. /5P (result ignored, no action required) -
Manual ertrics (T5UT1) 3115 o1, - - T209 X1 Retirement Plan 1829.11
Empluyee rejected because mandatur‘yfield missing ar negative ELNE - VDDQ_ﬁl? Lucal!ty [ANES WA 35399.00
e S Caveen i 2 3115 o1 - - WO03_42 Locality tax WA, 4326

Employee rejected because mandatory field missing or

negative

m Will display the Tax co. and PRNR for the employee with the
missing or negative field. Agency is responsible for updating the
W-2 information and master data for the identified employees.



= [
System  Help

| & 2 9E @8 CHE nhas R @B
Tax Reporter

Tax Reporter Log Manager =] [a]=F]@IETF][Ex]=E) [ E]é o] a] =) (| 2]
Negative amounts converted to zero
Prpecaf Repar‘tmg: ?;gd VWage and Tax Statement TaxCo|Em. [For period|In period|Form field [ T2 auth| Amount|
ax Lompany: 3101 100, - § TO63 Amount for Box 14 110.00-
3102 |20, |- - TOR3  Amount for Box 14 12.00-
=12 [H][EzE][E] 3103 |00, |- - TOG3 Amount for Box 14 24 53
- - - 3103 20, - - TOE3  Amount for Box 14 85.80-
Lag Tiee EndDate |l[5755 (20 |- - TOR3  Amount for Box 14 12.00-
~ (3 Production 3107 |20 |- - TO63  Amount for Box 14 24.00-
~
& B 12/31/2008) 3113 |01 |- - TO63  Amount for Box 14 48.00-
ig}sgmQnigt(eg';"m‘?;&fnﬂam 3113 |20 - - TO63  Amount for Box 14 43 50-
- § ihare oot e 3 L —
EEs with neg. wt. /5P (result ignored, no action required) :
Manual entries (T5UT1) 3121 |00, |- - TOG3 Amount for Box 14 170.00-
Employee rejected because mandatory field missing or negative 3121 |20.. |- - T063 Amount for Box 14 50.00-
Negative amounts converted to zero 3121 200 - - TOR1  Amount for Box 14 B4 .78-
Configuration remarks 3121 |20, |- - TOG3  Amount for Box 14 13.00-
[ Errors and Warnings 3121 200 |- = T207 #1D Deferred compen g4d.78-

Negative amounts converted to zero

m Displays the Tax co and the employee’s PRNR with the negative amounts
converted to zero. Negative amounts are usually due to refunds of
Insurance and retirement deductions in the current year (originally paid in

@ the prior year) 13



= ]
Systern  Help

| & 190 e@Q CHB DnoD BE QB
Tax Reporter

Tax Reporter Log Manager A 1 231 b 0 [ B | B P T
Employees with worksite assigned from Infotype 209
Type of Reporting: W-2 - Wage and Tax Statement TEeo |Em |Ta}c e |W|:|rl<site |
Tax Company: JMRU 2101 000 WA 57
3101 000... WA 27
gl.ﬁ' le@g| 31 000... WA 34
3101 007... WA 40
LDg Tree End Date Agof D 3101 001w 34
~ O Production 3101 001 wa 34
= Gy 12/31/2008 124317200 /5171 001 wa 2
By Selection criteria / Output 2101 TERTA 7]
22 Adjustments (Form Summany)
; : 31 002, WA 34
2 Adjustments (Employee details)
- ) 3101 002 WA 34
Configuration remarks 101 009 WA 73
= [ Errars and Y¥Warnings
Employees with worksite assigned from Infotype 208 el D0E... [Ve L
Employees with manual entry ignored 3101 |002... /WA 34
General errors and warnings 3101 003... WA 27

Employees with worksite assigned from Infotype 209
* Displays the Tax co and PRNR for employees with worksite assigned
from Infotype 209. No Agency action is needed.



W-2 Log Manager cont’d.

=
System  Help

G

Do dieee CHE S000 BF @

Tax Reporter

Tax Reporter Log Manager

Type of Reportinge .2 - Wage and Tax Statement
Tax Company: 0

8] [S=[EE] (o] (s

EHIRE N EEEEEEE I ER EE EIEIE
General errors and warnings

Type [Message Text

1 Tax 0

@  Taxco. mismatch (Manual Entry vs [T 1). EE# O

Log Tree |

P

[Z Selection criteria / Output

B Adjustments (form summary)

7 Adjustments (employee details)
= [ Errors and warnings

General errors and warnings
— ldentifies warnings and errors

Manual adjustment was made to this employee who does not

belong to the listed tax company

115



P

-2
W
ISsue

Re



Reissuing W-2

To access the Tax
Reporter enter the
transaction code PU19
(Tax Reporter)

Clickje (Enter) to access
the Tax Reporter

‘II:'

Menu Edit Favorites Extras  System Help

) emm— ) Y-0)

SAP Easy Access

(B[] & & @2 v~

[ (] Fawvorites
= &) SAP menu

[

FORF SR ORF ORFORF

(3 Office

(] Cross-Application Components
(7 Logistics

(7 Accounting

(1 Human Resources

(] Information Systems

(3 Tools
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Reissuing W-2 cont’d.

=
| Tax Reporter Edit Goto Tools  Utilities  System  Help

| & 2100 ©@e CHE DDon BE @M
Tax Reporter

|@. All mag. media files ||E, Log Manager |

i Eaxéarms | Tax Company 10130 Joint Transportation &
cluarterhy ) .
5 I CwErEr s OnTEE Reporting Period End Date 1273172008 | 01/01/2008 - 12/31/2008
< & Annual Consider Payroll Results up to 12431/ 2063

W2 - Wage and Tax Staternent
W2 PR - Wage and Tax Stat. Puertt
10949F - Distributions Frorm Pensions

WW-2 - YWage and Tax Statement (PROD. run) V-2 - WWage and Tax Statement (TEST run) - Gen... []) OE

Form 940
Form 240 REeturn - FUTA Puerto Ric (Ep Online
MY Combined Wages Report (Ci4) |E Employes copy Generate employes copy G#  Background
Texarkana Income Tax ] Print copies
I [ Annual Correction 2
B Magnetic media []Generate magnetic tape
B Authority copy []1Generate autharity copy

‘m Fields to complete:
— Tax Company

Note:
— Reporting Period End Date Agencies will only access
the W-2 Production tab to

— Consider Payroll Results up to .
reissue an employees

m Uncheck: W-2.
— Generate magnetic tape

@ — Generate authority copy 18




Reissuing a W-2 cont’d.

Y SeIeCt the EmplDYEE EDFI.-III. |E?Iax Reporter  Edit Goto Tools  Utilities  System  Help

& A EHIeEGR  CHEOADL8 (EEI® M

o Enter the Tax Reporter

|@. All mag. media files ||E, Log Manager |

P e rSO n n e I J T;xéogr;sane”y | Tax Company 0130 Jaint Transportatio.. |

b (3 Quarterty Correction Reporting Period End Date 12/31/72008|01/01/2008 - 12/31/2008

> & Annual Consider Payroll Results up to 12/31/2008
Number e

] W-2 PR - Wage and Ta ey " E
I TEER Distr?butiuns = and T: ement (FROD. run) W2 - WWage and Tax Staternent (TEST run) i Gen... ||| e

° UnCheCk the B Form 940

Form 240 Return - FUT

&> Online
WY Combined Wages R||§ ¥ Employee copy [v] Generate employee copy (¢  Background
Texarkana Income Tax " - -
e n e r at e b (3 Annual Correction Details - Employee Copy T} Print copies
Feersornel humbers |annonzog|[E) | Ta
Audit R
u It epo rt O Regular

® Re-issue of Employee copy I

O Correct Employees with retroactive changes

O Force Correctior-including the personnel numbers abA
(O Paost Filing Run

° CIICk the Magnetic media

[F= Sart Order | B EeLst |

[1Generate Audit Report

b5 Magnetic media []Generate magnetic tape
b5 Authority copy []Generate authority copy
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eissuing W-2 cont’d.

=
UnCheCk | Tax Reporter Edit Goto Tools  Utilities  Systerm  Help

|& 2100 @@ SHE o000 HE @M

the Tax Reporter

|@. All mag. media files ||E, Log Manager |

G e n e r a.t e [ Tax Forms [l T2 Company 0130 Joint Transportation @

b
O Quarterty Reparting Period End Date 12/31/2008| 01/01/2008 - 12/31/2008

I (J Quarterly Correction
O r m 65 5 9 = & Annual Consider Payroll Results up to 12/31/2008

W-2 - Wage and Tax Statement
W2 PR - Wage and Tax Stat. Puerte
1099F - Distributions From Pensions

W2 - Wage and Tax Statement (TEST run) { Gen... ||| e

Texarkana Income Tax

Post Filing R
I (7 Annual Correction L

Form 940
Form 240 Return - FUTA Puerto Rics O Correct Employees with retroactive changes el
WY Combined Wages Repart (Q4) O Force Correction-including the personnel numbers above =

|E Sort Order | @ EE List | []Generate Audit Report
Nl Magnetic media | []Generate magnetic tape
Tax Authaority
Check |Tax auth... |Description |
O AK Alaska
O AL Alabama
0O AR Arkansas Uncheck this
O As American Sarmoa box
O Az Arizona
0 cA California =
0 co Colorado [=]
(DI
|E Sort order | IjGenerate form B559
|E| Authority copy | []Generate autharity copy

[1ET
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Reissuing a W-2 cont’d.

m Select the

Authority copy

=4
Tax Reporter Edit Goto Tools  Ltilities  System  Help

] JHIec@ I DHBIED L0 EE @MW

— Uncheck
Generate Form
W3

— Uncheck
Generate
summary copy

Tax Reporter

|@. All mag. media files ||EI Log Manager |

Tax Forms

Tax Comparny 0130 Joint Transportatio ..E||
DN Reparting Period End Date 12431/2008|01/01/2008 - 12/31/2008
I (3 Quarterly Correction porting
= & Annual Consider Payroll Results up to 12/31/2008

B W-2 - Wage and Tax Statement
W-2 PR - Wage and Tax Stat. PUerts
1089R - Distributions From Pensions

W2 - Wage and Tax Statsment (TEST run) | Gen... || TE

Form 940

Uncheck this

Form 840 Return - FUTA Puerto Ricy O AK Alaska
NY Combined Wages Report (Q4) 0 AL ‘Alabama
e SRURNN
O aAs American Samoa
O &z Arizona
0 caA California
0 co Calarado
KN}

box

Autharity copy

|

Details - Authority copy
[v] Qutput local tax authorities
Local tax authorities

State tax authorities

Qutput state tax authorities

‘T:g Sart order |

ID'Generate sUFnImary copy I

KD
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=
| Tax Reporter Edit Goto Tools  Utilities  Systerm Help

| @ 1 0HIe@e CHE D000 HE @
Tax Reporter

|@| All mag. media files ||.§ Log Manager |

[ '[I;axélnrms | ax Comparny 0130 Joint Transportation &
Cluarterly . .
b (3 Quarterly Correction Reporting Period End Date 1243172008 01/01/2008 - 12/31/2008
< &3 Annual Consider Payroll Results up to 1243172008
W2 - Wage and Tax Statement
W-2 PR - YWage and Tax Stat. Puert dlI?Chl:u:use online or background print 5=
1099R - Distributions From Pensions —
Form 240
Form 940 Return - FUTA Puerto Rics @ Print copies for generation date 12/31/2008 with
NY Combined Wages Report (Q4) || [e= . .
Texarkana Income Tax As of date’ 12/31/2008
I (J Annual Correction
-
b= 0 Online E| Background || ® Cancel
1

« Click Print copies
 Select online*

Or
. Note:
« Select background For one or two W-2 select ‘Online’

For multiple W-2 select ‘Background’




Reissuing W-2 cont’d.
(online selected)

« To view the PDF Eg

List Edit Goto Extras System  Help
based forms & 90 eEe DHE nhon
— Double click Tax Reporter
PDF based

Explanations

Choose

Expand all || Collapse all || Set section || Properties

forms

W-2 - Wage and Tax statement Tax Reporter output

—[=N Farms
L] BAGE W-2 Employee custom copy 2010

Farms
Magnetic Media
Reports
—43® Tax Reporter Log Messages for the run

FOF Forms generated

sAFPscript Forms generated
Magnetic Media files
Feports generated
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Reissuing W-2 cont’d.

WESLEY RUTKOWERSKI
367 PAUL WAYNE HAGGERTY ROAD

LACEY WA 98503

f Employee’s address and FIF code

WESLEY RUTKOWERSKI
367 PAUL WAYNE HAGGERTY ROAD
LACEY WA 98503

f Employes's address and ZIP code

[T Wages, Ups, Oher compensanon 2 Federal Income tax withheld T Wages, fips, olher compensanon I Federal Income tax winheld
651812.48 6776.88 651812.48 6776.88
[T =ocal secanty wages 7039200 4 Social security t@x withheld 4364 30 3 Social security wages 7039200 { Social security ax withheld 436430
5 Medicare wages and tips 70392.00 0 Medicare tax withheld 1020.68 5 Medicare wages and tips 70392 00 T Medicare tax withheld 1020.68
a Employee’s S5A number Employer use only 3 Employee s So/k number Employer use only
500101176 500-10-1176
b Employer's FED ID number d Control number b Employer's FED TD number d Control number
916001099 40000225 916001099 40000225
c Employer's name, address, and ZIF code ¢ Employer's name, address, and ZIP code
State of WA Employment Security Dept State of WA Employment Security Dept
PO Box 49046 sl
Olympia WA 98504-0046 Olympia WA 98504-9046
T Socal securty tips g Allocated tps T Social secunty bps 3 Allocated tips
9 Advance EIC payment 10 Dependent care benefts B Advance EIZ payment 10 Diependent care benefits
11 Nonqualified plans 12a Se& insn'uTtions for box 12 500472 11 Nonqualfied plans 12a SGEE inszims LT RE 5004.72
13 m&i‘?& EIEFIME"[ Wﬁgfty 176 | 13 Smtm ﬁe;‘ren'lem pggrty 12k |
TZE 14 Oth
DEF RET 357480 | E[[IEF RET 357480 12 |
PRETAX INS 1104.00[77g | PRETAX INS 1104.00 155
e Employes’s first name and initial Last name Suff. e Employee’s first name and initial Last name | Suft.

15 State Employer's state ID

18 Local wages, tips, etc

15 State Employer's state 1D

18 Local wages, tips, et

10 State wages, fips, efc.

19 Local income tax

16 State wages, tps, etc.

19 Local income tax

17 State income tax

20 Localty name

OMEB. Ne. 15450008

Form
Wage and Tax
W-Z Statement

Copy C for Employee’s records

Dept. of E TeasUry - INtermal Revenis
ept rratm is hemg fumrshed to|

201 0 E] m&lgegé%naliﬁr I-Eﬁer sam.lnn mimm

s income is taxable and

17 State income fax

20 Locality name

DOWE. Mo, TeEo-000E
Wage and Tax
Statement

W-2

Dept. of the Treasury - Intemal Revenue

Service

2010

Copy B To Be Filed With Employee’s FEDERAL Tax Retum
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Reissuing W-2’s cont’d.

To print from
the form:

— Click Print,
and
verify printer

— Click ok

Part Display

1 for PDF Spool Request

24,591

Printer

M arme: “do ppsa | Iy no2NDoOP2-01

V| [ Popees ]

Statuz:  Offline; 0 documents waiting
Type: HF Lazerlet 4250 PCL E

Comments and Farms:

| Docurent and kMarkups h'd

Frint B ange Prewview: Compozite
® Al 5 8.5 A
) Current view =
| ==
Subzet: e e e [ e — e e
[] Reverse pages
Fage Handling
Copies: 1 - 11
Fage Scaling: | Shrink. ta Printable Area R
Auto-Rotate and Center
[[] Chooze Paper Source by PDF page size
o L
L] Print to file Unitz: [nches Zoom: 95%
14 1]
Frinting Tips ] l Advanced [ (1] ] [ Cancel
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Reissuing W-2 cont’d.
(background selected)

To reissue more
than one W-2,
select background:

— Click on
Immediate

— Click '& (Save)
To view the W-2s

access the W-2 Log
Manager.
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P

HRMS Activity

Reissue an employee’s W-2
Exercise:



Review Questions

1. Listthe steps that are needed to quickly identify
employee’s who may need a W-2C.

2. TRUE or FALSE?

Tax Reporter processors have the ability to reissue W-2s for
employees.

3. When would you use the & e=ons  In Annual Reporting to
print?



P

SECTION 4;
MANUAL ADJUSTMENTS



®

* Upon completion of this section you will be
able to:

— Identify the Agency Year to Date Spreadsheet
used for manual adjustments

— Process Manual Adjustments
— Process Manual Deposits




®

* Are required when an employee has an under
payment or over payment for a prior year and the
tax values and tax amounts need to be adjusted
to make the employee’s
W-2 correct and the employer’s 941 quarterly
reports correct.

« Referto Agency Year-To-Date (YTD) Updates

spreadsheet to track manual year-to-date
adjustments for state and federal reporting.

To access the YTD Updates go to:
(http://www.hr.wa.gov/payrol/HRMS/HRMSSupport/Pages/HRMSResources.aspx)



http://www.dop.wa.gov/payroll/HRMS/HRMSSupport/Pages/HRMSResources.aspx
http://www.dop.wa.gov/payroll/HRMS/HRMSSupport/Pages/HRMSResources.aspx
http://www.dop.wa.gov/payroll/HRMS/HRMSSupport/Pages/HRMSResources.aspx
http://www.dop.wa.gov/payroll/HRMS/HRMSSupport/Pages/HRMSResources.aspx
http://www.dop.wa.gov/payroll/HRMS/HRMSSupport/Pages/HRMSResources.aspx
http://www.dop.wa.gov/payroll/HRMS/HRMSSupport/Pages/HRMSResources.aspx

Manual Adjustments

e Scenario:

An agency collected an overpayment of $9.43 from an employee.
This example is a prior year adjustment

Personnel
Area

Tax
Authority
(FED, WA

Check Date

Tax Group (TxGr)

Taxable
or Value

200000
200000
200000
200000
200000
200000

C.

3107
3107
3107
3107
3107
3107

etc)
FED
FED
FED
FED
FED
FED

9/10/2007
9/10/2007
9/10/2007
9/10/2007
9/10/2007
9/10/2007

0001
0003
0004
0005
0006

W-24A
(Retirement S)

0.00
(9.43) (0.58)
(9.43) (0.58)
(9.43) (0.14)
(9.43) (0.14)
(0.66) 0.00
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Manual Adjustment

m [0 access the Tax
Reporter enter the
transaction code
PU19 (Tax Reporter)

m Click ¥ (Enter) to
access the Tax
Reporter

[
Menu Edit Favortes Extras  System  Help

¢ 1gicea:
SAP Easy Access

RIEENEEARE

I (3 Favorites
¥ & SAP men
b (3 Office
b (3 Cross-Application Components
b (3 Logistics
b (3 Accounting
I (3 Human Resources

b (3 Infarmation Systems
b (3 Tools
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Manual Adjustment cont’d.

|II7

Tax Reporter

|@. All mag. media files ||§ Lag Ma

Tax Forms " Manual Entries

(O Quarterly

(2] W-2 - Wane and Tax Sta

=] W-2 PR - Wage and Tax =
1092K - Distributions Fraon
Form 240
Form 940 Return - FUTAF
MY Combined Wages Rep
Texarkana Income Tax

I [J Annual Correction

Tax Reporter Edit Goto Tgulssttem Help
|@ | al

Display form fields

LL00 DD @m

Delete Prod PCL4
Delete Test PCL4

Check configuration

| 1110 State of WA Depar.. @ |

Reporting Period End Date

12/3142008|01/01/2008 - 12/31/2008

Consider Payroll Results up to

2 - Wage and Tax Statement (PROD. run)

12/31/2005

W2 - Wage and Tax Statement (TEST run) i Gern... ||| EE

|E Emplayee copy
b= Magnetic media
B Autharity copy

* Enter your Tax Company

* Enter reporting period end date and consider payroll results up to

(b Online
Generate employee copy (¥  Background
1 Print copies

Senerate magnetic tape
Generate autharity copy

e C(Click on the arrow next to Annual, select W-2 Wage and Tax
e Utilitiesmm)Manual Entries
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Manual Adjustment cont’d.

 Fields to

=g

| Systern  Help

|@ | aB @@ LHE ONLD PR 2m

com plete: Manual Entry Adjustment
:
Reporting
Tax Company 1110 State of YA Departr @

Pe riod Reporting Perind 01/01/2008) To |12/31/2008

— Personnel No.
 (Click

Taxahle and Tax

Deposits, Interests, Penalties

Boy Retrigve Personnel No.

ITD

I
Tax Forrm Group |

Tao

If there are - _
. | Mew 8oy Retrieve
entr|es for the Info  [Pemr [Taxau |Wksit |T><Gr |Ta}{ form group text [Pay date  [Taxabls or value Tax |
| oo 12/31/3008 [«
employee they | oo 12/31/2008 =
. . | oo 12/31/2008 —
will dlsplay | 12/31/2008
| oo 12431 /2008
| oo 12431 /2008
| oo 12431 /2008
| oo 12431 /2008
| oo 12431 /2008 B
foll'o) 12/31/2008 o
[0]] (]
Note:
If no entries have been keyed, you will receive:
“ No entries for specified selection/parameter” on your status bar
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Manual Adjustment- using Multiple
Selection

* Fields to complete: =

Systemn  Help
= =
— Personnel No. € _a|q-|e@a|gmwﬂ|3mﬁ@|@|@l
Manual Entry Adjustment
— Tax Form group
. Tax Company 3017 Dept of Soc & Hith S
¢ CIICk = Fepaorting Period 1242572008 To |12/25/72008
(Multiple
. Taxable and Tax Deposits, Interests, Penalties
SeIeCtlon) II:D'MuItipIe Selection for Tax form group
— Click Select Ferss
Tax F Select Single Yalues | ¥ Select Ranges Exclude Single values . Exclude Ranges
Ranges tab
0 O Jta. Jup_ | -
* Enter Tax | o —
¥
authority groups | | |o|— =
. . | = B
for adjusting o[
G| [l
— Click/@l|(Copy, or ol
press F8) el 5 L
. ol [~]
* ClickD New | @ ai0




Manual Adjustment- using Multiple
Selection

. ‘I:DS stem  Help
* Only the filtered \| 2 @ece CHE snon BE @B
TaX GrOUpS W|” Manual Entry Adjustment

d ISplay Tax Company 3017 Dept of Soc & Hith .|
Reporting Period 12/26/2008| To [12/25/2808

* Enter amounts to

Taxable and Tax

Depasits, Interests, Penalties

adjust
Personnel No. 40000074|  To | =
H Tax Form Grou W2 44 T =g
 Click'@(enter) to p T
. . | O M Bey, Retrieve |
Va | Id ate e ntrl es Info |F'ernr ITaxau |Wksit |T><Gr ITax farm group text |F'a),r date Taxable or value ITax || |
|| ONO 40000874 OE01 Withholding tax 12/25/2008 %
o Cl. k (S ) || Qo 4000007 4 0002 Earned income credit 12/35/2008 =
IC ave to || COB 40000074 FED 0O03 Employee social sec. 12/25/2008 9.43- 0.58-| -
H OC@ 40000074 FED 0o04 Employer social sec.. 12/25/2008 9.43- 0.58-
Save entrles : CO@ 40000074 FED 0005 Employee medicare t. [12/25/2008 9.43- o.14-
|| COB 40000074 FED 0006 Employer medicare t.12/25/2005 9.43 0.14.
|| ©O@ 40000074 FED Wz4A |DEF RET 12/25/2008 0.66-
| s
i[~]
LD [ LD
E ER P B [E




P

HRMS Activity

Create a Manual Adjustment
Exercise



P

Manual Adjustments
Year to Date (YTD) Manual
Adjustments



e Scenario:

— An employee lives out of state and pays a state
Income tax. A manual adjustment is needed for
the state income tax withheld from the employee
to be included on the employees W2 for the year.

» Refer to the user procedure on the OLOR
YTD Manual Adjustment W2 for assistance.

Note:
To view the current list of wage types created for each state with a state income tax
currently accessible within HRMS, go to HRMS Resources/Wage Type Index

_(http://www.hr.wa.gov/SiteCoIIection Documents/Payrol/HRMSSupport/Resources/SOW_WageTypeCatalog-11-27-2012.xls)


http://www.dop.wa.gov/SiteCollectionDocuments/Payroll/HRMSSupport/Resources/SOW_WageTypeCatalog-11-27-2012.xls

Year to Date Manual Adjustments

To access the Tax
Reporter enter the
transaction code PU19
(Tax Reporter)

Click | @ (Enter) to
access the Tax
Reporter

[&
Menu  Edit Favortes Extras  System  Help

Gl =liH ©8@

SAP Easy Access

BE & & B2 ||

I (3 Favorites
¥ & SAP menu
b (3 Office
I (J Cross-Application Components
I (3 Logistics
I (3 Accounting
I (3 Human Resources
I (3 Information Systems
b (3 Tools
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Year to Date Manual Adjustments

=

Tax Repoter  Edit Goto Tools  Utilties  System  Help

@

3 AHICEQ SEHEIDTH0EHE @

Tax Reporter

G Al mag. mediafiles || S Log Manager

E'KDF”"”]S | Tay Company 3570 Department of Earl.. @
Quar‘tErw e B T LITTEES r T PR R :
b 03 Quarirly Carrecton Reporting Period End Date; A3/31/2011| 010172011 - 12/31/2011
> & Annual Consider Payroll Results up to A3/31/2011
W-2 - Wage and Tax Statement

W-2 PR - Wage and Tax Stat. Pu
1099F - Distributions From Pens

UPERVETERTINE R NSO, V-2 - Wage and Tax Statement (TEST un) - Gen... |,

* Fields to complete:

— Tax Company

— Reporting Period End Date

— Consider Payroll Results up to
e Select O Annual
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Year to Date Manual Adjustments
cont’d.

Litilities =
o System  Hulp
SE'ECt from the @ 1108 Cee DHE dhoan BE @&
menu bar Manual Entry Adjustment
l=]f>)
1 Tax Com [3570 Department of Earty 2
* SeleCt Manual Entrles nenamngir:mu iﬂﬂﬂif?:?:n?‘e:q jgxauzﬂnj
* Fields to complete: Pesometio. | To [ | [8
Tax Form Group { To | | E
— Personnel No. 0w R ]
mfo  [Pemr  [Tamau [Wisit [TuGr [Tax form group text |Pay date  [Tanable or valus [rax i1
— Tax Form Group e ZrD :
e Click Retrieve i 21t i
| oo 12032011
| oo 1243 £2011
| oo 1203142011
| oo 124312014
| o0 1243172011 [l
[ei's} 12/31/2011 ]
(] (] Y [ 4] ]
| [ E )
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Click b New
Fields to complete:

— Taxau
— Taxable or value

— Tax

Click '@ (enter) to
verify entries

Bo, Retrieve |

Click
to save entries.

Access the Tax
Reporter

=

System  Help
@ " 1B @@ CHE 80s0 OF OB
Manual EI"ItI"y" Adjustment
Tax Comparny 3570 Department of Earty T
Repating Period _I]i."ﬂ"l.l'ﬂﬂ"ll] Te [M2/3152040

Taxable and Tax Deposits, Interests, Penalties

&

System Help

& nfdBIe@a DHE DNOo8 BEE @
Manual Entry Adjustment

e

Ta Company
Reporting Period

Sl Deparment of Earl_ 0
oro/2m1 Too (1273172041

Personnel No. 4000413)  To |
E

Tax Form Group

Ta

i

Taxwau |Whst |TeGr |Tax form group text

|Pay date  |Taxable or value

[Tax

375. 00

I

(CC@ f40000418 OR 0001 Withholding tax

1273172011 25,000. 00
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Year to Date Manual Adjustments
cont’d.

Y " Tax Reporter  Edit Goto Tools  Utilities  System  Help
Fields to G WAH Qe DHE 000 BE Q6

COmplete: Tax Reporter

‘@1 All mag. media files H,E, Log Manager ‘

— Tax Compan
p y |EE”‘ Forms | Tax Compay 3570 Department of Earl. 3 |
— Reporting ; ggﬁ:ggg I Reparting Period End Date B3/31/2011 D101/2011 - 1243172011
. ¥ (3 Annual Consider Payroll Results up to 03312811
Pe“Od End W2 - Wage and Tax Statement
- B ' W2 - Wage and Tax Statement (FROD. run) -2 - Wape and Tax Statement fun Bn...

D £ e it SOETTITNCININ V:2- Wag nd T Sitenen (ESTw) , Gon. ||
— Consider

Payroll

Results up to
« Select 3 annual
o Select

P
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Year to Date Manual Adjustments
contd,

P

. 1‘“ Ill-ﬂ ) 1|"| ||I' eem ay Y - O ML Tax Reporter Edit Goto  Tools  Utilities  Swstern  Help

Tax Reporter

F i e I d S to @, All mag. media filss || £, Log Manager |

Tax Forms |

. Tax Company 3570 Department of Earl...a|
com p I ete . = A Reporting Period End Date 12/31/2010 01/01/2010 - 12/31/2010
I:E_' 0373172011
List Edit Goto Extraz System Help
— Personnel sro, un R
b a | - | {] | e @ a | E H ﬁ | ROD. run) .
N m r [ Test anline
u e S Tax R‘Ep“rter to 99999999'5‘ bde  Test background
U n C h eC k | Explanations || Choose || Exzpand all || Collapse all || Set section |:| 4] Generate employee capy
[ ]Generate Audit Report -_ T o [ [
W-2 . Wage and Tax Statement Tax Reporter output
[J Generate magnetic tape Forms PDF Forms generated
) /e changes
[] Generate autharity copy e
——— [0 3570 W-2 Employee copy | numbers b
n ST H = |
|E Sort Order | @ EE List | [ Generate Audit Report
CI I Ck | E TESt Unline [} Magnetic media []Generate magnetic tape
b= Autharity copy []Generate authority copy

CI|Ck EFDT‘FHS PDF Forms generated
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Year to Date Manual Adjustments

cont’d.

Note:

If the Employer’s
state ID does not
display, contact
the Service
Center.

'r——uwmm—w—mw:
W-2 e e 2012 EETReEs

State of WA Department of Revenue
PO Box 47462
Olympia WA 98504-7462

[TWages, tps, Oiwr compensaton | £ PO Income Gx wilheid [TWages. tes. otr compensation 2 Feceral INcome tax wanhed
[T Socal securty wages | Securty [TSocol securty wages |4 Sooo secuniy B waeeld
wages [TWedcare wages and ips |0 Medcare x wihee
|3 Employee s SoA number se only |3 Employee s SoA number [Empioyer use only
500-10-1337 500-10-1337
& Ol TRt
916001118 40000387 91-6001118 40000387
T T hae, g S A,
State of WA Department of Revenue State of WA Department of Revenue
PO Box 47462 PO Box 47462
Olympia WA 98504-7462 Olympia WA 98504-7462
[T Socal secur sy ton TRRIIR Y [TSo0 sacurty ton TRARIEWE
'7: TR O EE v L L SR L
“’W‘ o m > A e 2 “».-W., m |ES=WEE T2
m E E pay Y <> ¥ mz: Em EE'M"V ()
| A T w | o 0 I
r | 14 Other 3 |
) x|
¢ Employes’s frst name and naal Last rame St © Empioyes’s frst name and mtal Last name St
REIA DOI REIA DOI
2848 FERRY ST 2848 FERRY ST
LACEY WA 98503 LACEY WA 98503
u 'S addeess and TP code
Bl el o N
OR 0419300-9
Wages. (T localmcome o
= 25000.00
b, [T7 Stk noome Bx 20 Cocatty name
375.00 375.00 -

Dept of e Treanury - Mtemal Revens

W-2 Wa?0 and Tax 9gq2 >

m"l’eﬁoﬂn*ﬁgm TATE Incoms Tax Return
[TWages. ips. oiber compensation |2 Feoeral income tax whesd
[T Soca securty wages |4 Soom seowty a wihes
ITWedcrewages matps |0 Wedcae baweheld
|3 Empioyee s Sok rumber Emgloyer use only
500-10-1337
[Tl ot
91-6001118 40000387
g S name.
State of WA Department of Revenue
PO Box 47462

Olympia WA 98504-7462
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P

Manual Adjustments-
Correcting & Deleting



Manual Adjustments- Correcting &

Deleting

m [0 access the Tax
Reporter enter the
transaction code
PU19 (Tax Reporter)

m Click |€ (Enter) to
access the Tax
Reporter

P

[
Meny Edit Fawontes Extras  System  Help

o[> —io coa

SAP Easy Access

EEiEhEEIANM e

I (3 Favorites
¥ & SAP menu
b (3 Office
P (3 Cross-Application Components
I (3 Logistics
I (3 Accounting
I (3 Human Resources
(3 Information Systems
b (J Tools
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Manual Adjustments- Correcting &
Deleting cont’d.

|II?~r

Tax Reporter

|E« All mag. media files ||E. Log ha

Tax Forms

b (3 Quarterky
B[ CQyarte arrecting

{2 wW-2 - Wage and Tax Sta

= W-2 PR -Wage and Tax =
1099F - Distributions Fron
Faorm 840

Form 940 Return - FUTAF
My Combined Ywages Rep
Texarkana Incorme Tax

' [J Annual Correction

Display form fields
Delete Prod PCL4
Delete Test PCL4
Check configuration

1 [ianual Enies |

Tax Reporter Edit Goto TgnIsSistem Help

Bl

SN lafie]

1110 State of Wa Depar.. |

Reporting Period End Date

12/31/2008|01/01/2008

Consider Payroll Results up to

12/31/ 2005

W-2 - Wage and Tax Statement (PROD. run)

- 12/31/2008

V-2 - Wage and Tax Staterment (TEST run) - Gen... ||, RDE

‘E Employee copy
b= Magnetic media
B5 Autharity copy

Enter your Tax Company
Enter reporting period end date and consider payroll results up

to

Generate employee copy

[¥] Generate magnetic tape
[v] Generate authority copy

£y Online
&  Background
Frint copies

Click on the arrow next to Annual, select W-2 Wage and Tax

Utilities m®) Manual Entries
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Manual Adjustments- Correcting &
Deletin nt’d.

=

| Systermn  Help

| & | B e CHE aTnan BE @ m
Manual Entry Adjustigs

Tax Campany 3107 WaSH St Dept of El|
Reporting Period BQI1BI288?| To 09/10/ 200 J

Deposits, Interests , Penalties

Personne I Mo | To | %l
Tax Form Group | To
(= Confirm

3 M ews IlEﬂj, Retrieve I
| [Permr Taxau [wksit [TxGr [Tax form group te Diata will he written to tables
] FED O0B3 Employee soci '
|| FED OE04 Employer soci 9 Do '3,-'|:||_,| want to ICIrEICEEIj?
- FED Ooos Employese medi
- FED oo Employer medi

FED 244 DEF RET ..
m g es E Mo |

[

[« | <L)

« Enter the correct amount in the Taxable or value field(s)
« Click @ (Enter) to validate entries
« Click @ (Save) to save entries



Manual Adjustments- Correcting &

« To delete an

=
System  Help

3

Deleting cont’d.

N9Beee DHE Do BE @B

adjustment that Manual Entry Adjustment

has not been
processed:
— Highlight the
entry
» Click @ (Delete
entries)

« Status bar will
display how
many entries
were deleted

F@ Mumber of deleted entries: 1

P

B2

Tax Company

13107 WASH St Deptof .. 2|

Reporting Period

0a/10/2007 ) To

na/10/2007

Taxable and Tax

Personnel Mo,

Deposits, Interests, Penalties

| To | I

Tax Farm Group

W24A To =

|D M Retrieve |

Pernr |Ta}{au |Wksit |T}{Gr |Tax farm group text |F'a§,r date |Ta}{ah|e ar value |Tax |Ger1
FED 0003 Employee social sec. 0871072007 9.43- 0.58- 08/~
FED 0004 Employer social sec. 08/10/2007 9.43- 0.5 EIEhrE
FED 0O05 Employee medicare t. B9/10/2007 9.43- 0.14.08/
FED 0O0E Employer medicare t. 09/10/2007 9.43- 0.14.08/
FED W244 DEF RET 09/10/2007 9.B6- 0.00 08/

152



P

HRMS Activity

Correct a Manual Adjustment
Exercise



P

Manual Adjustments-
Offsetting entries



 Enter transaction
code PU19

* Fields to complete
— Tax Company
— Reporting Period
« Select Utilities/
Manual Entries

— Personnel
Number

| Tax Company

=
| System  Help

@

18 Caa SHE DL HAE @

Manual Entry Adjustment

3106 WASH St Dept of SEE)

Reporting Period 01/01/2007 To (1273172007

Taxahle and Tax Deposits, Interests, Penalties

ITD E

I FPErsannel Ma.

Tax Farm Group To
|D Mew |E=1 Retrieve |
Taxau |Wksit IT}{Gr |Ta}{ farm group texd IF‘ay date Taxable or value Tax IGenerat| |
FED o001 Withholding tax 12/26/2007 1,196. 68 293 17 12/27¢[<]
FED 0003 Employee social sec. 12/26/2007 1,248,560 7741 12;’2?’;’@
FED O0o4 Employer social sec. 12/26/2007 1,245 50 F7o41 127271
FED 000s Employee medicare t. 12/26/2007 1,248, 50 18.10 12727/
FED 0006 Employer medicare t. 12/26/2007 1,245 50 18.10 1227/
bl FED W24A DEF RET 12/26/2007 §1.82 0.00 12427/
[4]
[+]
LDl [ LD
155




Manual Adjustment- Offsetting
entries

=4 :
| System  Help
e To offset the |& 100 e CHE 00D PR @B
. . Manual Entry Adjustment
entries you will
need to enter Tax Cumpany b
. . Reporting Period 1212712007 To  A212T712007
negative entries
: D R Deposits, EMamsts. Penalties |
on the prior SolLUACY Deporte.
paer”' Personnel No. 1 To 999399359 E
of e Tax Formerm o TE’ T T us ts et0 n0 ans an Gee Gee Ges Ss Es Es Ee GRS Gee Ges Sr SRE SRS SRS RS 08 E08 E0 SRR SAE SRR SRR SEE E0% RS0 RN RSN EER SR NEE REE RES RES Res Ges Ges ts ks REe sEe mn
||'_'| New ]IEH; Retrieve ]
Pemr Taxau IWksiI |TxGr iTax form group text [F'ay date iTaxable or value |Tax |Ganerall
FED DEE:M Employer social sec. 12/31/2007 1.258.64- 78.04-01/30/
FED 0006 Employer medicare t. 12/31/2007 1,258 64- 18.25.- 81 /304l
FED ﬂﬂﬂzd Employer social sec. 12/31/2007 6,903 .63 01/30f
FED BEQE Employer medicare t. 12/31/2007 6,903.63 017307
FED DEEjS Employee social sec. 12/31/2007 168.14-01/307
FED BEE’:M Employer social sec. 12/31/2007 2,769.00- 01430/
FED 000S Employee medicare t. 12/31/2007 39.33- 01/30/
FED EIBE?E Employer medicare t. 12/31/2007 2,769.00. 01/304
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Manual Deposits



Manual Deposits

m Enter the transaction
code PU19 (Tax
Reporter) into the
command field

m Click |& (Enter) to
access the Tax
Reporter

[E
Menu Edit Fawontes Extras  System  Help

Gfos _____zjeH CQ@@

SAP Easy Access

EIENENEEIENMIE

I (J Favorites
¥ 3 SAP menu
b (3 Office
I (3 Cross-Application Components
b (J Logistics
b (3 Accourting
b (J Human Resources
b (3 Information Systems
b (3 Tools
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Manual Deposits cont’d.

=
| Tax Reporter Edit Goto Tgn:uls System  Help
|@ | | 4 Display form fields BOos BE @

Delete Prod PCLA4
Tax Reporter e

Delete Test PCL4
|E« All mag. media files ||E. Log Mar  Check configuration

[T:”{ PO [ REETEISIT 1110 State of WA Depar .|
: “arw N— Reporting Period End Date 12/31/2008| 01/01/2008 - 12/31/2008

Consider Payroll Results up to 12/31/2005

{2 wW-2 - Wage and Tax Sta

= W-2 PR -Wage and Tax =

1089R - Distributions Fron Wi-2 - Wiage and Tax Staternent (PROD. run) W-2 - Wage and Tax Statement (TEST run) f Zean. .. ||| |I||I|

Forrm 940
Form 940 Return - FUTAF £y Cnline
Ny Combined YWages Rep ‘E Employee copy [v] Generate employee copy ¢  Background
Texarkana Income Tax . .
[ Print
b (3 Annual Correction it Eopies
B lagnetic media [¥] Generate magnetic tape
5 Autharity copy [v] Generate authority copy

* Enter your Tax Company

* Enter reporting period end date and consider payroll results up to
e C(Click on the arrow next to Annual, select W-2 Wage and Tax

e Utilitiesm=)Manual Entries
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Manual Deposits cont’d.

e Select the =T
tab

e Click &= Retiee Qo
view any manual
deposits

* Deposits will
display, or you will
receive:

‘ =y

c

System  Help

HiBeee UM Do DR QB

Manual Entry Adjustment

Tax Company

|0130 Joint Transportation |

Reporting Period

01/01/2008

Taxable and Tax |

To

Deposits, Interests, Penalties

12/31/2008

F@ Mo entries found for specified selection/parameter

Tax Form Group ] 1 [ | El

| O I ey FE% Retrieve |
Infi |Ta}{au |T}{Gr Tax form group text Pay date |Deposits Interests Penalties |
0 12/31/2008 [+]

oo 12131 /2008 [+]

oo 12/31/2008 -

low 12/31/2008

oo 12/31 /2008

oo 12131 /2008

oo 12/31/2008

" ow 12/31/2008

| oo 12131 /2008 B
foe) 12/31/2008 =
1| [ (][]
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Manual Deposits cont’d.

=4
. | Systern Help
* Enterthe deposit g~ D IHe@e LUl nnpn OE 0B
date Manual Entry Adjustment
— This should be
the effective Tax Company 11130 Joint Transportation &
date Of the IRS Feporting Period 12/26/2008, To |12/26/2008
Payment & Multiple Selection for Tax form group
* Se|ECt the Tax Select Single Walues SESST=lTa HEE xS Exclude Single Yalues | Exclude Ranges
From Group ; I@Multiple Selection far Tax form group
. O |Lower limit _|Inper
(multlple i 0001 0006 _
. select Single Yalues - Select Ranges & ingle %alues Exclude Ranges ..
selection) —
| Q. {Sin...
* Enter the Tax B j]@h N
authority groups |- B
to adjust | —
. K] |
* Click @(execute) -~ a
o ok

@ =
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Manual Deposits cont’d.

|II3'

Systemn Help

. Click |@| DA @ SHE DDoan FE @
R Manual Entry Adjustment

* Enter deposits
into the Tax Company E e B

Systern  Help

1 Feporting Period S QIDHEBE ODLH AR @
deposits porting e SIB66 i)
Manual Entry Adjustment

COIumn Taxable and Tax

Tax Company 0130 Joint Transportation B|

° . & Reporting Period 01/01/2008) To [12/31/2008]
Click| & (enter)

Taxahble and

Deposits, Interests, Penalties

Tax Faorm Group
Tax Form Group FeTele] To  |B006 (=]
O Mew ||En1 Retrieve |
Infa ITaxau ITxGr ITax form group text IF'ay date 5eposits terests Penalties |
|| OO 0001 Withholding tax 12/31/2008 [=]
|_| cm | | OO 0003 Employee social secu. 12/31/2003 []
| | OO 0004 Employer social secu. [12/31/2008
| | OO 0005 Employee medicare ta. [12/31/2008
| | ©40 0006 Employer medicare ta. 12/31/2008
Deposits are made at the tax — 5
group level not the employee o | s
level
eve EEEEEE
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Manual Deposits cont’d.

P

Verify the info
column:

Green light:

— Entries are
permissible

Red light:

— You have a
deposit for
the same
date

C||Ck |E=1 Retrieve £O

Save

=
| System  Help

|@ 10 Beas CHE anan DR @

Manual Entry Adjustment

Tax Company
Reporting Period

(0130 Joint Transportation 2 |
01/81/2008| To [12/31/2008

Taxable and Deposits, Interests, Penalties

Note:

Tax Form Group 0oo4 To  |0ODB E
| O P ey || 8oy, Retrigve |
Info Taxau |T}{Gr |Tax form group text |F'a},r date |Deposits Interests Penalties | |
| J CCO FED 0001 Withholding tax 12/31/2005 48.23 4]
| jcca FED  DO03 Employee social secu. [12/31/2008 9.30 E‘
| | cca FED  DO04 Employer social secu. [12/31/2008 9.30
|| cco FED 0005 Employee medicare ta. 12/31/2008 218
CC@ FED  [DROS Employer medicare ta. 12/31/2008 2.18
[ P—
L =]
[+]
LD [ I[«][r]
After clicking Retrieve and yes, the green light will no longer display .
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HRMS Activity

Create a Manual Deposit
Exercise



®

Section 5:
Common scenarios



®

Employee was not paid through HRMS. Issued a petty cash check.

 Adjustment are needed to :
— Increase the employee’s W-2
— Increase the employers 941

* Note: If the adjustment is made:

— Before the W-2 created and before the Form 941 has been sent; a
W-2C or 941X is not required.

— After the W-2 created but before the agency files the 4t 941; A W-
2C is required but not a 941X

— After the W-2 created and after the agency files their 41" Qtr 941; A
W-2C and 941X is required.

« Solution: Two manual YTD adjustment entry will be required to reduce
the agency liability and deposit in the current year and record the
deposit and liability to the previous year.
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®

On Jan 15, 2010, the 4™ Quarter Form 941 was run in production with
an end date of 12/31/2010. The Form 941 has not been filed with the
IRS and there is no generation date entered.

Jan 20, Payroll is notified of a manual adjustment that has been
excluded from the 4 Quarter 941 run-

— AW-2c is needed as DES processed W-2s for the
employee/employer shares.

Solution:
— Delete the Production run of Jan 15%.
— Create the YTD adjustment for the employee
— Rerun the 941 production run using the following dates:
« Dates of form generation:
— Same date as original run
« Consider Payroll Results up to:

— Enter a date that is after the original run (1/1/2011), but before

the next payroll (1/11/2011)
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SECTION 6:
REPORTS



Payroll Results (PC_PAYRESULT)
Remittance Detall (PC0O0_M99 URMR)
Wage Type Reporter (PCO0_M99 CWTR)

Wages not subject to OASI Medicare
(ZHR_RPTPY632)

Payroll Posting (ZHR RPTPY126)
Payroll Journal Voucher (ZHR_RPTPY376)

Negative Tax per Federal EIN
(ZHR_RPTPY600)

Tax Exempt Status (ZHR_RPTPY661)
Payroll Journal (ZHR_RPTPYNS33)



Used to view the
stored payroll
results for a
specific payroll run.

Refer to the OLQR
User Procedure:
Payroll Results

Access the Payroll
Results Table by
using the
transaction code
PC PAYRESULT

=

Personnel number  Edit Goto  Tables Systern Help

B AHICERIEHEEDTOa(EE | @ m

&

Personnel number  Edit

Selection v | 0‘

Display payrgll results

Goto  Tables Systern Help

2 dE GO EEEISDO8EE @

Persannel numb Display payroll results

all results from

Personnel numbel

Res.l PErs.Mo.
O 40000225

Selection
FPersonnel number

all results from

[

B El [ L R

Personnel numbers selected

(] [E[F]H]

| B =1 B (=1 I =

RUTKOWERSKI WESLEY / Seq.nr. 00063 (03/16/2008 - 03/31/2

Res|  Pers.Mo[Wame Marne [Name
O 40000225 BUTKOWERSKIWE WPER Work Center/Basic Pay

RT Results Tahle
RT_ Results Table (Collapsed Display)
CRT Cumulative Results Table
BT Payment Information
1] Cost Distribution
[0 Cost Assignment from Different Infotypes
W0 YWariahle Assignment
AB Absences
ABC Cumulation of Absence Classes
YERSION Information on Creation
PCLZ Update infarmation PCL2
YERSC Pavyroll Status Information
TAK Employee tax details
TAXR Residence and unemployment tax details
TAXPR Tax proration table
TCRT Cumulated tax results
ANE MWame of Employee
ADR Address
PERM Personal Characteristics
MWODIF Modifiers
COSTS HR-PAY-US: table type for COSTS
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m Is used to report 3

Party Payments
made to vendors.

m Refer to the OLOQR

User Procedure:
3rd Party
Reconciliation

m Access the

Remittance Detall
Report using the
transaction code
PC00 M99 URMR

Tip: Utilize the State Wide Variants!!
Click || (get variant) to access statewide
variants

=
Program Edit Goto  Systern Help

| & 29 H @@ DEHE fTas | BE @
Reconciliation of Remittance Posting Items
HR payee iterm selaction

Comparry Code Ao
|Business Area 1110 [
“Werndor 21581700
“Yendor subgroup

HR payee type

HR payee nurmber

Evaluation run no
Due date o1 /1072008
Posting run number =
Acknowledgement run

HR document ref. na.

Remittance Status

Stopped payments

[ols] el o] s]e] 2] sl s[o]o]s]g]

Control data

Additional data
@ Maone
O Include employee data
O Include symbolic account data

S control
@ ALY grid control
O ALY tree control
Al Layout
[ G header

1_SUBTOTALS

Lewvel of detail on double click
[¥IHR pay itermn surmmary
[+] Employee details
[*IHR payee itarm status
[*IHR payee iterm details
[« Payroll data
[+] Additional information
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Wage Type Reporter

=
| Program  Edit Goto  Systern  Help

« Use Wage Type & 1B @G BHE Bnas OE OB

Reporter to run analysis =~ poebe e

on wage types used in P st Save ks © onaw |

Selection

the payroll process. =

Personne | subarea

« Refer to the OLQR User e
Procedure: Wage Type
R e p O rt e r pa;;r:lulglewa‘ Q6/16/2007 To 08/16/2007

. Payroll type to
 To access this report, |

Payrall Period
Period determina tion

use the transaction code: | g
PCOO_M 99_CWTR Ctther selections

Wage Type F7ad to El
[JArchived Payroll Results

[[]Display recs with null values

T| p \ Object selection
Click[®| (get variant) to o

@ ALY Grid Control Layout Variant /MEDAIDGROSS

access statewide variants oo v
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Wages Not Subject to OASI/Medicare

. [©
DISplayS emplOyeeS Who Program  Edit Goto Systern Help

have wages not subjectto @ 1 (Q008 DHRB008 PR QR
OASI and Medicare. Wages Not Subject to OASI/ Medicare

— Employees exempt from OASI.

— Employees over OASI maximum

— Sick leave buyout not subject
due to death or disability

— Dependant care
— Pretax insurance Payralype

Refer to the OLQR User
Procedure: Wages Not Saeclrs

Personnel number

Subject to OASI/Medicare
Access the report using the | Pesome suse:
transaction code Emyloyee group

7HR RPTPY632 Employee subgraup

Further selections v Or. stucture

Period

(ol o]l ol o] o
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The Payroll Posting Report
displays all postable wage
tcgpes and the associated

eneral Ledgers and Cost
Distribution.

This report displays
postable payroll entries
and can be viewed after
Day 1 — Day 4 processing.

Refer to the OLQR User
Procedure: Payroll Posting
Report

Access this report using
the transaction code:
ZHR_RPTPY126

|E7

Program  Edit Goto System  Help
|@ 290 QAQIBHE 9000 AR O

Payroll Posting Report

Payroll Period

Payroll Area
Pay Period

i [s)

72008

to

Select by Persan
Personnel Numper
Organizational Unit

[=]w]

Select by Data

Business Area

¥ ]

Remitting Business Area
Wage Type

WWarrant f EFT #

[Display all Data for EE
[Display all Bus. Areas for EE

2525

2538

| O Y

Document
Run 1D

Sequence
Sequential Mumber

ALV Wariant
ALY Layout variant

Read only fields in layout

{MOR
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Payroll Journal Voucher

« |dentifies transfers of
cash between
agencies and funds via
Journal Vouchers,
Electronic Funds
Transfers,

« Refer to the OLOR
User Procedure:
Payroll Journal
Voucher

« Access this report
using the transaction
code: ZHR_RPTPY376

P

|II=«’

Program Edit Goto  Systerm Help

& 2/ 40 CEQISHE HDo8 I REI@m

Payroll Journal Voucher Report

Feriod
Payroll Area 11|
Payroll Period 1232008
Sequence Mo. [ Testing )
Feriod
Pay Date 12710/2008
Selection
Business Area 1110
Report ID 1 |ﬁ‘
fade
[1 Show Employes Level Detail
AL
ALY Report Layout AMO0ATG W
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=
| Frogram Edit Goto  Systern Help

The Tax Exempt Status | g 100 ee@ BHE anos AR @m
report will identify Tax Exempt Status Report
employee’s who exempt  [®|&|E]|j=][o orssiueture |[o Search Hels |
status is set to expire {TPered
Reporting Period D Today g

Run thlS report at Year Selection Critetia

Personnel Murmber

End Employment Status

Personnel area
Persannel subarea

Refer to the Tax L A
Exempt Status user POYRE SR
procedure on the OLQR |[Pragam selections

Start Date to
Tax exermnption indicator i to Ei

le]le]le]lel el gl

Access the report using
the transaction code SUpt fomat
ZH R_R PTPY661 @ SAP List Wiewer
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Output Controller (SP01)

Logged Changes in Infotype Data (S_AHR _61016380)
Flexible Employee Data (ZHR_RPTPANO02)

Federal Employer Identification Numbers (ZHR_RPTPY061)
Negative Tax per Federal EIN Report (ZHR_RPTPY600)
Employee Year to Date Totals (ZHR_RPTPY646)

Movement turnover report (ZHR_RPTPYUZ26)
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®

« Throughout the course, you have learned how to:

— How to set defaults to your Tax Reporter
— Define the Role of the Tax Reporter Processer
— How to use Tax Reporter to help with Tax Reconciliation

— The difference between test runs and
production runs within the Tax Reporter

— ldentified how to use the Log Manager

— List the reports available within HRMS to help with Tax
Reporting
— Completed extended scenarios
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Questions and Answers?




 The following resources are available for your use:

— Department of Enterprise Services' Service Center
(360) 664-6400
ServiceCenter@DES.wa.gov

— The Office of Financial Management
http://www.ofm.wa.qov/resources/payroll.asp

— The On-Line Quick Reference (OLQR)
http://www.DES.wa.gov/payroll/HRMS/OnLineQuickReference/Pages/
default.aspx

— The State Administrative & Accounting Manual
(SAAM)
http://www.ofm.wa.gov/policy/default.asp

— HRMS Resources

http://www.DES .wa.qgov/payroll/HRMS/HRMSSupport/Pages/HRMSResources.aspx



mailto:helpdesk@dop.wa.gov
http://www.ofm.wa.gov/resources/payroll.asp
http://www.des.wa.gov/payroll/HRMS/OnLineQuickReference/Pages/default.aspx
http://www.des.wa.gov/payroll/HRMS/OnLineQuickReference/Pages/default.aspx
http://www.ofm.wa.gov/policy/default.asp
http://www.dop.wa.gov/payroll/HRMS/HRMSSupport/Pages/HRMSResources.aspx
http://www.dop.wa.gov/payroll/HRMS/HRMSSupport/Pages/HRMSResources.aspx

