Title: Manual Adjustments

Manual Adjustments Transaction Code:

Purpose

Trigger

Prerequisites

PU19

Use this procedure when you need to make manual adjustments for
employees who have had an underpayment or overpayment for a prior year
and the tax values and amounts need to be adjusted to make the employee’s
W2 and the employer’'s Form 941 quarterly reports correct.

An employee had an underpayment or overpayment

None.

End User In order to perform the following transaction, you must be assigned the
Roles following role: Tax Reporter Role.

Change Change Description

History

11/22/2011 Created

Menu Path Human Resources — Americas —» USA —» Subsequent activities

Period-Independent —» Payroll supplement —» PU19 Tax Reporter

Transaction Code PU19

Year-to date (YTD) Updates — This is a spreadsheet that agencies can use to report and track

manual year-to-date adjustments for state and federal reporting. It includes a list of the 34 tax
groups that agencies may need to update in HRMS, PU19/Manual Entry.
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http://hr.wa.gov/payroll/HRMS/HRMSSupport/Pages/HRMSResources.aspx

Title: Manual Adjustments

The system may display three types of messages at various points in the process. The

messages you see may differ from those shown on screen shots in this procedure. The types of
messages and responses are shown below:

Message Type

Description

E . . .
rorf Example: & Make an entry in all required fields.
@ &
Action: Fix the problem(s) and then click % (Enter) to validate and proceed.
Warning Example: ‘& Record valid from xx/xx/xcx to 12/31/9999 delimited at end.

®

Action: If an action is required, perform the action. Otherwise, click

@ (Enter) to validate and proceed.

Confirmation

0

Example: @ Save your entries.

Action: Perform the required action to proceed.
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Scenario:

Title: Manual Adjustments

An employee received taxable money outside of HRMS. The agency is updating the employees
year-to-date taxable earnings within the Tax Reporter.

Personnel Check Taxable
PERNR Area Date Tax Group (TxGr) Wages | Tax
40000419 3570 11/10/2011 | 0001 (Withholding Tax) $10.00
40000419 3570 11/10/2011 | 0003 (Employee social security taxable and tax ) $10.00 | $0.62
40000419 3570 11/10/2011 | 0004 (Employer social security taxable and tax) $10.00 | $0.42
40000419 3570 11/10/2011 | 0005 (Employee medicare taxable and tax) $10.00 $0.15
40000419 3570 11/10/2011 | 0006 (Employer medicare taxable and tax) $10.00 $0.15
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1. Start the transaction using the above menu path or transaction code PU19.

|II=’

Tax Reporter  Edit Goto Tools  Ltilities  Systern Help

| & 3 JHI @G0 CHE DOD BE @R

Tax Reporter

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

Tax Forms

I [ Quarterly

b (3 Quarterky Correction
b (3 Annual

I [ Annual Correction

2. Complete the following fields:

Tax Company g
Reporting Period End Date [E4
Consider Payroll Results up to ™

efinition

’_m (TEST un) |, Generation/Filing Dates | Form Field D

R=Required Entry O=Optional Entry C=Conditional Entry

Field Name

R/O/C

Description

Tax Company

R

Select your agency’s Tax Company ID.

Main Tax Company Included sub-areas

Agencies that have more than one tax
identification number (agencies with sub-
areas) have the option to roll them all into
one report. To view a specific agency, just
enter that agency’s tax company
information.
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Title: Manual Adjustments

2450 (Military 2450 through
Department) 2453

30RU (Department of 3000 through
Social Health and 3031
Services)

305R (Department of 3050 through
Veterans Affairs) 3053

31RU (Department of 3101 through

Corrections) 3123
40RU (Department of 4050 through
Transportation) 4051
4610 (Department of 4610 through
Ecology) 4612
5401 (Employment 5401 through

Security Department) 5416

Example: 3570 (Dept. of Early Learning)

Reporting Period End
Date

The Reporting Period End Date.

Example: 12/31/2011

Consider Payroll
Results up to

The Consider Payroll Results up to.

@ Enter the Quarter End Date. (Using
the same format above.)

Example: 12/31/2011
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=
Tax Reporter Edit Goto Tools  Lhilities  Systern Help

& A B €O DEE 28088 FER @ o

Tax Reporter

|@| Al mag. media files ||E. Log Manager |

Tax Farms | Tax Comparny Bﬁ?ﬂ Department of Early &

b (3 Quarterly : :
b (I Quarterly Correctian Reporting Period End Date 1273102011 (1203152011 - 1243172011
I (3 annual Consider Payroll Results up to 1273172011

I (J annual Correction
’_m (TEST run) i Generation/Filing Dates i Form Field Definition

- lickthe | to the left of CJ Anrual

© Select EL YT T YNGR Sl Las ElnIiEl L

- Click _ YtItiES 51 the Menu Bar and select Manual Entries

Systern  Help

[l Display form fields
1 Delete Prod PCLA
— Delete Test PCL4
lan  Check configuration

Manual Entries

@ NOTE: Tax Reporter is not security specific. Be sure to verify that your tax company is
displayed in the field.
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|':Usttem Help
| & 2108 ee CHE Doon AR
Manual Entry Adjustment

Tax Campary
Reporting Period

3570 Department of Early &)
B1/01/2011] To  [12/31/2811

cable and Tax Deposits, Interests, Penalties

6. Complete the following fields:

Personnel Mo, To

Tax Form Group To B

O New I Bo, Retrieve |
Info |F‘ernr ITaxau |Wksit ITxGr |Tax farm group text |F‘ay date ITaxahIe or value ITax || |
(o) 1243142011 (<]

| oo 1273172011 []

T ow 12312011 -

| oo 1243142011

| oo 1243142011

| oo 1243142011

T ow 12312011

| oo 1243142011

B 1243142011 A
[o's) 124312011 =
[0 [ |l

R=Required Entry O=Optional Entry C=Conditional Entry

Field Name R/O/C | Description

Reporting Period R Enter the Pay date that is to be adjusted. Both field
should be the have the same date.
Example: 11/10/2011

Personnel Number R An employee’s unique identifying number.
Example: 40000419
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Tax Company

3570 Department of Earl. 2|

|Reporting Period

11/10/2011]  To  [11/10/2011)

Title: Manual Adjustments

[ Personnel o, 40080418][%) To |
Tax Form Group Ta
O New | Boy, Retrieve |
Infa FPernr Taxau |Whksit |TxGr |Tax form group text Pay date Taxable or value Tax |_|
[o%s) 1273172011 [+]
=
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Bo Retrieve

7. Click
=4

System  Help

(] JHeas DHE DO BERIeE

Manual Entry Adjustment

Tax Cormparny 3570 Departrment of Earl a|
Reporting Period 11/10/2011] To  [11/10/2011]

m Deposits, Interests, Penalties

If entries have been made
for the employee the system

Personnel No. 40000419 [=) To | = will list them in the Tax
Tax Form Group Ta area.
O Mew By Retrieve |
Fernr ITaxau |Wksit ITXGr ITa}f forrm group text IF'ay date Taxable or value Tax IGeneratl
- [+]
ﬁ
— [+]
&3]
K1) [ D]

If no entries have been
made for the employee you
will receive the below

message in your status bar.

@ Mo entries found for specified selection/parameter

@ There are two ways to complete manual adjustments.

Option 1 — Viewing all Tax Groups, using scroll bar to enter appropriate entries.
Follow Steps 8-13

Option 2- Using the Multiple selection to view only needed Tax groups.
Follow Steps 14-23
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15T option of completing a manual adjustment: Viewing all Tax Groups (TxGr)

8. Click the O

|II7

| @

P

System  Help

s dB @@ CHE BDO8 FHE | @ m

Manual Entry Adjustment

/&

Tax Company
Reporting Period

ble and Tax

3570 Department of Early B
11/108/2011] To  [11/10/2011

Deposits, Interests, Penalties

Personinel No. 48080418|  To B
Tax Form Group To
O e oy Retrieve |
Infa |F‘ernr |Taxau |Wksit |T>cGr |Tax form group text |F'ay date Taxahle or value Tax || |
OO 40000418 0001 Withholding tax 1171072011 [+]
CMO 40000418 0002 Earned incaome credit 1171072011 -]
OO 40000418 0003 Employee social sec. 11/10/2011
OO 40000418 00d4 Employer social sec. 1171072011
QO 40000418 0005 Employee medicare t. 1171072011
OO 40000418 0006 Employer medicare t. 11/10/2011
OO 40000418 0007 State unemployment . 1171072011
CNO 40000418 0009 Employer Special Fa. 1171072011
OO 40000418 0010 Employer unemployme.. 111072011 =
QO 40000418 0013 Er Emplimt Security . 1171072011 [+]
[0 ]| [ L]
R EIEE
9. Complete the following fields:
R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description
Taxable or value R Enter the amount of wages, tips other compensation
Example: 10
Tax R Enter the appropriate values per TxGr.

Example: .62
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Fe
System  Help

3 = N S - i s M s e R )
VManual Entry Adjustment
|3

ax Compary 3570 Department of Earl B
eporting Period 1141072011 To 1171072011

le and Tax Deposits, Interests, Penalties

Personnel No. 40000418| To

Tax Form Group To

| O = | Bay, Retrieve |
Info |F'ernr |Taxau |Wksit ITxGr |Tax form group text |F'ay date |Taxah|e or value |Tax || |
CC@ 40000418 FED 0001 Withholding tax 11/10/2011 10. 00 I [+]
CyD 40000418 0002 Earned income credit 11/10/2011 [+]
CC@ 40000418 FED 0003 Employee social sec. 11/10/2011 10. 00 0.42

|| ccm |4n0mm415 FED 0004 Employer social sec. 11/10/2011 10. 00 0.42

] CC@ 40000418 FED 0005 Employee medicare . [11/10/2011 10. 008 0.15

N CO@ 40000419 FED 0006 Employer medicare . [11/10/2011 10. 008 0.15
QA0 40000418 0007 State unemployment . 1171072011

| cro 400004189 0009 Employer Special Pa. 11/10/2011

: O 40000418 0010 Employer unemployme. 1171072011 =
o0 40000419 0013 Er Emplimt Security . 11/10/2011 [+]
[l [ L[]

@

10. Click (Enter) to verify entries

@If all entries are permissible you will receive a green light next to the Pernr in the Info
column.

11. Click L5 Retrieve to save your entries.
12. Click Yes on the Save Data dialog box
III?Save data
]

Data was changed.
@  save changes first?

Yes Mo || * Cancel
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13. Click <& (Back) to return to the Tax Reporter Screen.
=

Edit Goto Tools Utilities Systern  Help

Tax Reporter

&

=)

9 @Ee  DHE D000 EE @

Tax Reporter

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

21 W-2 - wwage and Tax Statement
B W-2 PR - ¥age and Tax Stat. Puerto R
B 1099R - Distributions Fram Pensions

T;"QFU’"‘S Tax Comparty B570 Department of Early B

Quarterly

b 1 Quarterly Correction Reporting Period End Date 12/31/20M0|01/01/2010 - 12/31/2010
= & Annual Cansider Payrall Results up to 0373172011

atement (FROD. run) W-2 - Wage and Tax Statement (TEST run) - Gen... ||, DE

[2) Form 240
[2) Form 940 Return - FUTA Puerto Rico
(B MY Combiner! Wages Repart (Q4) |E Employee copy Generate employee copy
[ Texarkana Income Tax
B W-2 SOW - Wage and Tax Statement
b [ Annual Correction Magnetic media [¥] Generate magnetic tape
L] Authority copy Generate authority copy

& Online

B¢ Background

1  Print copies

14. 2" option of completing a manual adjustment: Specifying the Tax Group (TxGr)

needed

=

| System  Help

|& 2B @@ CHE Do BE QR

Manual Entry Adjustment

i

Tax Comparn

y

Reporting Period

3570 Department of Early &
11/108/2011] Teo  [11/10/2011

Deposits, Interests, Penalties

Personinel No. 48080418|  To B

Tax Form Group To

0O ey | Sy, Retrieve |
Infa |F‘ernr |Taxau |Wksit |T>cGr |Tax form group text |F'ay date Taxahle or value || |
QMO 40000418 0001 Withholding tax 11,107 2011 [+]

|| oo 4p0BO419 0002 Earned incaome credit 1171072011 [+

] OO 40000418 0003 Employee social sec. 11/10/2011

] OO 40000418 00d4 Employer social sec. 1171072011

] QO 40000418 0005 Employee medicare t. 1171072011

] OO 40000418 0006 Employer medicare t. 1171072011

] OO 40000418 0007 State unemployment . 1171072011

|| oao 4B0EO419 0009 Employer Special Fa. 1171072011

: CD 40000418 0010 Employer unemployme.. 11/10/2011 =
OO 40000418 0013 Er Emplmt Security . 1171072011 [+]
[l ] [ |[«dlr]

EiENEEIE
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=
15. Click (Multi selection) to the left of 12 FOIM Group

I@Multiple Selection for Tax form group

Select Single Walues

O |Sin...

[0 ] e | 5

[ [« ][]

O]l 3 o] o e ] e

16. Input the needed Tax Authority (Taxau) groups.

[= Multiple Selection far Tax farm graup

Select Ranges

O |Lo... |Up..
0001 [noos|
[0

@ You can exclude values/ranges by selecting the Exclude Single Values and/or
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Exclude Ranges.

Title: Manual Adjustments

17. Click (Copy) on the Multiple Selection for Tax form group to return to the
Manaul Entry Adjustment Infotype.

18. Click O New to display the selected tax groups.
(=
1 System  Help
| & 2 0BIE0 CHE BDoD PR B
Manual Entry Adjustment
[

| Tax Company
Reporting Period

Taxable and Tax

B570 Department of Early &
111072011 To 1151042011

Deposits, Interests, Penalties

E
'l Persannel No. 40080418 To
r
|| TaxFarm Group Bo01 To [0oos
O ey 8oy, Retrieve |
Infa |F‘ernr |Taxau |Wksit |T)<Gr ITax form group tesxt IF‘ay date Taxable or value Tax || |
OO 40000413 0001 Withholding tax 11410/2011 [+]
D 40000419 0003 Employee social sec. 1171072011 [+]
Oy 40000419 0004 Employer social sec. 11/10/2011
I CND 40000419 Q0a5 Employee medicare t. 11/10/2011
i O 40000419 Q008 Employer medicare t. 11/10/2011
- (4]
(-]
Koy [ KN
B EEE

19. Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description
Taxable or value R Enter the amount of wages, tips other
compensation
Example: 10
Tax R Enter the appropriate values per TxGr.
Example: .15
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=
System  Help
@ | naBIean SHE DDL0 BEE @B
Manual Entry Adjustment
Tax Company 3570 Department of Earl...a|
Reporting Period 11/10/2011] To  [11/10/2011|

Deposits, Interests, Penalties

20. Click E (Enter) to validate entries.

21. Click g Fetrieve

to save your entries.

22. Click Yes from the Save data pop-up screen
III?’ Save data

? ..............................

] @ Save changes first?

Yes Mo || * Cancel

23. & (Back) to return to the Tax Reporter Screen.

Personnel No. 40000419 To |
Tax Farm Group o1 | To [ooos|
O M ew | Boy, Retrieve |
Infa |F'ernr |Taxau |Wksit |TxGr |Tax farm group text |F'ay date Taxable or value Tax [ ]
CC@ 40000419 FED 0001 Withholding tax 1141042011 10.00 [«]
CC@ 40000419 FED 0003 Employee social sec. 11/10/2011 10.00 062!
CO@ 40000418 FED 0004 Employer social sec. 11/10/2011 10.00 0. 43
CC@ 40000419 FED 0005 Employee medicare t.11/10/2011 10.00 0.15
CC@ 40000419 FED 0006 Employer medicare t.11/10/2011 10.00 0.15
[4]
[+
LDl [ ILd0]
GllfeibwERETE

Results

You have successfully created a manual adjustment for the employees.
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