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Introduction
Payroll Year-end Checklist

Follow the instructions to close the current payroll year. During this process, you'll verify the payroll
information, print W-2s, and update the Payroll application for the next year. You need to wait until
the last payroll period for the month of December is closed.

But you don't have to wait until the last payroll period is closed to start verifying and balancing
payroll, see the help topic titled How do | pre-balance Payroll Year-end Reports?

Current revision: The links to the 2021 Payroll Year-end Webinar will be replaced with the 2022 Payroll Year-end
Steps Webinar when the 2022 Payroll Year-end Steps Webinar is published.

Payroll Year-end Webinar
Watch the 2022 Payroll Year-end Webinar (1h40m05s) [MP4].

Step 0-1, Get started (00h01m23s) [MP4]

Step 2, Verify pay codes (00h20m14s) [MP4]
» Step 2A-D, Verify and review pay codes (00h20m45s)
» Step 2E, Run checkout (00h33m08s)

Step 3, Verify YTD information (00h44m33s) [MP4]
» Step 3A, Verify GL updates (00h44m05s)


https://vimeo.com/782686613
https://vimeo.com/782686460#t=8
https://vimeo.com/782686278
https://vimeo.com/782686149
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Step 3B, Print payroll history for calendar year (00h46m05s)
Step 3C, Print annual 941 report (00h49m35s)

Step 3D, Print employee tax summary (00h52m06s)

Step 3E, Verify reports (00h52m51s)

Step 3F, Print additional annual reports (00h57m41s)

Step 4, Verify employee information (01h01m22s) [MP4]

Step 4A, Review employee settings (01h01m27s)
Step 4B, Run employee checkout again (01h03m41s)

Step 5, Verify leave time information (01h04m32s) [MP4]

Step 6, Print W-2s (01h10m45s) [MP4]

Step 6A, Back up the current year (01h11m24s)

Step 6B, Convert year-end tax information (01h12m40s)

Step 6C, Check the conversion report (01h17m42s)

Step 6D, Verify the organization’s W-2 information (01h20m05s)
Step 6E, Run checkout W-2 employees (01h22m28s)

Step 6F, Print sample W-2s (01h23m47s)

Step 6G, 6H, and 6l, Print W-2s now or wait? (01h28m54s)
Step 61, Create electronic W-2 file (01h30m56s)

Step 7, Finishing up (01h31m59s) [MP4]

Step 7A, Close the payroll year (01h31m59s)
Step 7B, Update federal and state tax rates (01h33m20s)

Questions and Answers, (01h38m08s) [MP4]

What to do while you're waiting...

A few of you may be anxious to start working on the Payroll Year-end Checklist. While you wait to
finish the checklist for the last payroll of the year, you can start balancing the reports that you'll use
to complete the Payroll Year-end Checklist. The balancing process will help you verify and fix errors
in the Social Security and Medicare amounts for the employee portion and employer portion. More

Introduction

Quick Start

Step 1. Before you get started


https://vimeo.com/782686109
https://vimeo.com/782686058
https://vimeo.com/782685878
https://vimeo.com/782719358
https://vimeo.com/782718512

Step 2. Verify the pay code information
Step 3. Verify year-to-date information
Step 4. Verify employee information
Step 5. Verify leave time information
Step 6. Print W-2s

Step 7. Finishing up

Troubleshooting

202111, 2022Nov08
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What's new?

Payroll Year-end Checklist

These items have changed in the Payroll Year-end Checklist 2022.

Quick Start. You'll find the condensed version of the Payroll Year-end Checklist. For the
Payroll expert users, these are the steps to review the payroll information and print W-2s. If
you run into trouble, click the link (you'll find one in each section) to open the detailed
instructions.

Step 2B. Checkout has been moved to the end of step 2. It's now Step 2E.

Step 2C, Verify Pay Codes and Step 2D, Verify W-2 Box 10, 11, 12, and 14 Settings will use
the new Pay Codes List to look at the pay code information. Using the new report will take
less time than looking up the pay code information in the pay codes table.

Step 7B, Update Federal and State Tax Rates. Combines Step 7B, 7B(1), and 7B(2).

Error report. This is the Checkout error report.



Quick Start

Payroll Year-end Steps Checklist

This section is for those of you who have completed the year-end steps checklist before or for
those of you who want a really short summary of the steps that your about to complete. If you open
the PDF on your computer, you'll find a short paragraph or two to explain each step. If you need
additional instructions, there's a link in each section that will take you to more detailed instructions.

What if this is my first time closing the payroll year?

Follow the instructions in the Payroll Year-end Checklist and watch the Payroll Year-end Webinar.
The easiest way to follow the instructions is to use a second monitor to display the Payroll help
project and use a primary monitor to run Connect Payroll.

What if | need additional assistance? Contact customer support at (800) 228-9851 to request one on one
assistance.

Step 1. Before You Get Started

Before you begin the Payroll Year-end Checklist, you will need to close the last payroll of the year,
install the latest Connect release, install the latest Payroll Year-end Checklist XML, and print
quarterly reports for the fourth quarter.

[More]

1a. Close the last payroll of the year. [More]

1b. Install the latest version of Connect. [System Management > Installation > Install Program
Updates | More]

1c. Print quarterly reports for the 4th quarter. [Payroll Reports menu, see also your Each Pay
Period checklist | More]

1d. Install the Payroll Year-end Checklist XML. [XML | More]

Step 2. Verify the Pay Code Information

Carefully review the information stored in the Pay Codes table. Run Checkout to search the Payroll
database for errors and make corrections. Verify the ID numbers on federal and state pay codes.
Review the subject to pay codes. Last, verify the W-2 box 10, 11, 12, and 14 settings.

[More]

2a. Verify pay code rates and limits. [Connect Payroll > Organization > Pay Codes | More]

2b. Verify ID numbers for federal and state pay codes. [Payroll Organization > Pay Codes | More]


http://www.caselle.com/xml/pr5_prye_2022.xml
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2c. Review the subject to pay codes. [Payroll Reports > Pay Code List | More]

2d. Verify W-2 Box 10, 11, 12, and 14 settings. [Payroll Reports > Pay Code List | More]

2e. Run checkout. [Connect Payroll > Employees > Checkout | More]

Step 3. Verify Year-to-Date Information

Review payroll transactions for the calendar year. Print and review the following reports for the
calendar year: Payroll History Report, Annual 941 Report, and Employee Tax Summary Report.
Verify the totals and then print any annual reports that need to be printed for your organization.

[More]

3a. Verify the general ledger updates for the calendar year. [Connect General Ledger > Journal
Inquiry | More]

3b. Print payroll history for the calendar year. [Connect Payroll > Reports > Payroll History Report |
More]

3c. Print the annual 941 report for the calendar year. [Connect Payroll > Reports > 941 Report |
More]

3d Print employee tax summary for the calendar year. [Connect Payroll > Reports > Employee Tax
Summary | More]

3e. Verify reports. [Steps 3b, 3c, and 3d | More]

3f. Print additional annual reports for the calendar year. (Optional) [More]

Step 4. Verify Employee Information

Review the following options for each employee record: Social Security number; employee pay
codes, and employee options for the W-2 Form. When you finish reviewing employee records, run
Employee Checkout to search for errors and make corrections.

[More]

4a. Review the employee settings. [Connect Payroll > Employees > Modify Existing Employees |
More]

4b. Run employee checkout again. [Connect Payroll > Employees > Checkout | More]

Step 5. Verify Leave Time Information

You need to verify leave time information if your organization uses carryover limits that limit the
number of leave hours an employee can carry into next year. Start by printing the Leave Report to
verify the carryover limit by leave rate. If everything looks good, adjust carryover hours and then
print the Leave Report again to verify new leave balances.

[More]
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5a. Print the leave report. [Connect Payroll > Reports > Leave Report | More]

5b. Verify carryover limit in the leave rates. [Leave Report from 5a | More]

5c. Run adjust carryover hours. [Connect Payroll > Employees > Adjust Leave Carryover Hours |
More]

5d. Verify new leave balances. [Connect Payroll > Reports > Leave Report | More]

Step 6. Print W-2s

Back up the changes that you have made to the Payroll database and then convert the Payroll
information so to include it in the Government Reporting application. Verify the converted
information in the Government Reporting application is correct. If you find any errors, you will need
to correct them in the Payroll application and Government Reporting application. When the
converted information is ready, print the W-2s and then create the electronic W-2 file.

[More]

6a. Back up the current year's payroll data. Connect System Management > System Tools > Send
Databases | More

6b. Convert year-end tax information. Connect Payroll > Government Reporting > Convert Year
End Tax Information | More

6¢. Check the conversion printout. More

6d. Verify the organization's W-2 information. Connect Government Reporting > Organization |
More

6e. Run checkout W-2. Connect Government Reporting > Checkout W-2 Employees | More
6f. Print sample W-2s to scratch paper. Connect Government Reporting > W-2s/W-3s | More
6g. Enter corrections in the payroll system. More

6h. Print actual W-2s. Connect Government Reporting > W-2s/W-3s | More

6i. Create the electronic W-2 file. Connect Government Reporting > Create Electronic W-2 | More

Step 7. Finishing Up
Do not begin step 7 until you have printed all payroll reports for the tax year and you have updated

all transactions for the tax year to the General Ledger application. Step 7 updates the new federal
and state state rates so the Payroll application is ready for the new year.

[More]

7a. Close the payroll year. Connect Payroll > Organization > Close Year-end | More

7b. Update new federal and state tax rates. Connect Payroll > Organization > Pay Codes | More




Other Resources
Box 12 Codes List

IRS Tax Forms Reference Sheet

Troubleshooting
Payroll Year-end FAQs

More

202211, 2022Sep
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While You're Waiting to Close the Last Pay Period...
Step 1 Step 2 Step 3 Step4 Step 5 Step6 Step7

A few of you may be anxious to start working on the Payroll Year-end Checklist. While you wait to
finish the checklist for the last payroll of the year, you can start balancing the reports that you'll use
to complete the Payroll Year-end Checklist. The balancing process will help you verify and fix errors
in the Social Security and Medicare amounts for the employee portion and employer portion.

First, print 941 Report, Employee Tax Summary, and Pay Code Transaction
Report

When you set up the report, change the report date range to select Quarterly. You want to print the
report for the calendar year (01/01/YYYY to 12/31/YYYY).

More

Second, verify the Social Security and Medicare amounts on the Pay Code
Transaction Report

This step will check if the Social Security and Medicare amounts paid by the employee and
employer are correct. The Pay Code Transaction Report will tell you the amount that is recorded as

the Social Security or Medicare amount. You can use this report to find out how much should be
recorded as the employee or employer contribution to Social Security or Medicare.

If the Social Security or Medicare amounts do not match, it means an incorrect amount is recorded
and it needs to be corrected before the reports will balance. Start by checking the Social Security
amounts and then check the Medicare amounts.

More

Third, verify the Federal Social Security and Medicare amounts match

Check if the Social Security and Medicare amounts for the employee and employer on the 941
Report (1/1/YYYY to 12/31/YYYY) match the Social Security and Medicare amounts on the Pay
Code Transaction Report (1/1/YYYY to 12/31/YYYY).

More
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How do | pre-balance Payroll Year-end Reports?

You can take these preliminary steps to balance the Payroll Year-end Reports: 941 Report,
Employee Tax Summary, and Pay Code Transaction Report. Balancing the Payroll Year-end
Reports is not required but it will make it easier for you to complete the Payroll Year-end Checklist.
It will also help with taxes, printing W-2s, and closing year end. And when you do complete the
Payroll Year-end Checklist, pre-balancing these reports will limit the search range to the last pay
period.

Important! The 941 Report calculates taxes differently from the Employee Tax Summary and Pay Code Transaction
Report. The report totals will differ by a couple of pennies. When you balance these reports, it's acceptable for the
report totals to be a couple of pennies off.
|

When should | pre-balance Payroll Year-end Reports?

Complete this step before you run the last payroll in the calendar year. This step is not mandatory.
However, it will make it easier to finishing the Payroll Year-end Checklist.

How much time will | need?

That depends. If the Payroll Each Pay Period checklist has been completed for each pay period,
then balancing these reports should be straightforward. If the Payroll Each Pay Period checklist
has not been completed each pay period, you may need to allow additional time for
troubleshooting.

First, print 941 Report, Employee Tax Summary, and Pay Code Transaction Report

When you set up the report, change the report date range to select Quarterly. You want to print the
report for the calendar year (01/01/YYYY to 12/31/YYYY).

Print the Annual 941 Report
Print the Employee Tax Summary

Print the Pay Code Transaction Report

Second, verify the Social Security and Medicare amounts on the Pay Code Transaction
Report

This step will check if the Social Security and Medicare amounts paid by the employee and
employer are correct.

The Pay Code Transaction Report will tell you the amount that is recorded as the Social Security or
Medicare amount. You can use this report to find out how much should be recorded as the
employee or employer contribution to Social Security or Medicare.

If the Social Security or Medicare amounts do not match, it means an incorrect amount is recorded
and it needs to be corrected before the reports will balance. Start by checking the Social Security
amounts and then check the Medicare amounts.

Check the Social Security amounts

Check the Medicare amounts

12
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Check the Social Security amounts

The grand totals for the Social Security Employee and Employer amounts print at the end of the
report. Make sure both columns show the same total.

Anyeity Ceorparation Pay Code Transaction Repart - IRS Tax Year End Paga: 1
Check issue dates. 1,/1,/vYYY - 12/317YY MM DD, Y HHMM
T4-00 7400 75-00 7500 T8.00
Employes Sae Sec Sec Sec  Medicare  Medware FAT
Humbar Name EmpAmt Emprami EmpAmi EmprAmt EmpAmt
30 Austin. Gearge 453,48 453,48 108.05 10605 400.28
B0 Black, Lane 454 80 454 68 108.34 108.34 185.35
TE Brown, Shavwn A 488.08 484,08 113.88 113.08 @15.52
110 Carter, Dasrin 23232 2232 522 522 B0
8% Curlis, Amber 246.74 2874 58,17 58.17 T3.60
BD Digkens. Amy 328.87 12697 T8.48 TE.48 530.67
85 Eliiscn, Ray 434.00 434,00 101.50 104.50 28.25
118 Gardner, Edward D 2232 232 522 522 a0
50 Gisen, Marvin 283.82 283.82 B8.37 B837 102.41
55 Gorden, Natake C er.22 aaT.22 B5.89 B5.ER T81.41
BE Granger, Benjamin R 505.28 505,28 118.18 118.18 2078
130 Harrison. Jason 2232 22,32 522 522 B
45 Hobsan, Maurice 47168 471.80 110.35 110,35 146,32
25 Johnson, Douglas 587.58 E&T .58 13272 132.72 ara.4
125 Johnson, Kelly H 22 52 232 522 522 0
B0 MeoMed, Annbs 111.5% 111.50 2000 20.06 2758
15 Marris. Sharan 33084 330,84 7.4 7714 581,81
105 Price, Gerdan 434.00 434,00 101.50 104,50 14430
T0 Raybumn, Susio 178,506 178,58 41,78 41.78 00
40 Recbens, Dale B 47344 47344 110.74 110.74 448.78
10 Reskfard, Julie M 54280 E42.60 12881 128.81 T21.41
3% Slade. Randy L 550.83 E50.83 126.80 12860 230,08
§ Smith. Jacob 5 891.51 801,41 181,74 18174 549,33
20 Spencer Annette 3028 pn.2a B3.38 B3.38 B58.67
100 ‘Watson, Lament #3.00 #3.00 21.75 21.75 o0
120 WWhlson, Samuel T4 40 440 17.40 1740 00
Grand Tataly

2% BA9T.R0  B55TE0 200380 200380 BTIHE0

Social Security totals on the Pay Code Transaction Report - IRS Tax Year

Does the Social Security Employee total match the Social Security Employer
total?

* Yes, the Social Security amounts match. That's great news, you're ready for the next step.

* No, the Social Security amounts DO NOT match. You need to review the employee
settings to find the incorrect Social Security entry. Start your search by finding the employee
with the incorrect Social Security amount and then find the date when the incorrect Social
Security amount was recorded. Then, correct the entry, recalculate the employee's benefits,
and then rerun the Pay Code Transaction Report, Employee Tax Summary Report, and 941
Report for the calendar year.

Check the Medicare amounts

Check the Medicare totals at the end of the Pay Code Transaction Report. Make sure both columns
show the same total.

13
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Anyeity Cerparation Pay Code Transaction Repart - IRS Tax Year End Paga: 1
Check issue dates: 1/1,YYY - 1231,y MBR DD, YYYY HHM
T4-00 74-00 7500 7500 T8.00
Emplayes S0t Sec  SocSec  Medicare  Medicare FNT

Humbsar Name EmpAmt Emprami EmpAmi  EmprAmt EmpAmt
30 Austing Gearge 45348 453,48 108.05 106.05 400.48
B0 Black, Lane 454 80 454 68 106,34 108.34 185.35
TE Brown. Shavwm A 488.08 485.08 113.88 113.88 #15.53
10 Cartae, Dasrin 2252 232 522 522 00
8% Curlis, Amber 246.74 248.74 5817 58.17 Ta.eo
B0 Dickens. Amy 3/.07 3807 78,48 TH.48 £30.57
BE Elisen, Ray 434.00 434,00 101.50 104.50 28.28
1% Gardner, Edward D 2252 22,32 522 522 00
&0 Gilsen, Marvin 2533.82 283.82 88.37 8837 102.41
58 Gorden. Natabe C 3a7.22 aa7.22 85.89 85.86 781,41
BE Granger, Benjamin R 505.28 505,25 118.18 118.18 L20.7E
130 Harrison. Jason 22.32 22,32 522 522 0
45 Hobsan, Maurniee 47168 471.88 110.25 110,35 146832
25 Johnson, Douglas 5A7.58 EAT .58 13272 132.72 ara.4
125 Johnsan, Kelly H 2232 2232 522 522 0
&0 Mehed, Annba 111.5% 111.58 2800 2806 N5
15 Marris. Sharan 33084 170,84 7.4 TT.14 581.81
105 Price, Gerdzn 434.00 434,00 101.50 101,50 4430
70 Raybum. Susie 178.58 178.58 41,78 41.78 60
40 Rebens, Dale B 47344 473.44 110.74 110.74 44878
10 Reckford, Julie M 542,50 542,60 12891 12881 T21.41
3% Slade, Randy L 550.83 E50.83 128.80 12680 38,08
5§ Smith. Jacob 5 881.51 2p1.51 181,74 181.74 49,33
20 Spencer. Annette I02E ae0.28 83.38 2338 558.87
100 \Watsom, Lament B3.00 #3.00 21.76 21.78 o0
120 \Milsen, Samuel T4.40 T4.40 17.40 1740 00

Grand Tetals:

23 B4SATH0 85570 200380 200380 BTIGE0

Medicare totals on the Pay Code Transaction Report - IRS Tax Year

Does the Medicare Employee total match the Medicare Employer total?
* Yes, the Medicare amounts match. That's great news, you're ready for the next step.

* No, the Medicare amounts DO NOT match. You need to review the employee settings to
find the incorrect Medicare entry. Start your search by finding the employee with the incorrect
Medicare amount and then find the date when the incorrect Medicare amount was recorded.
Then, correct the entry, recalculate the employee's benefits, and then rerun the Pay Code
Transaction Report, Employee Tax Summary Report, and 941 Report for the calendar year.

Third, verify the Federal Social Security and Medicare amounts match

Check if the Social Security and Medicare amounts for the employee and employer on the 941
Report (1/1/YYYY to 12/31/YYYY) match the Social Security and Medicare amounts on the Pay
Code Transaction Report (1/1/YYYY to 12/31/YYYY).

The Employee Tax Summary Report will show you what the Social Security and Medicare totals
should be.

» Compare Social Security wages

» Compare Medicare wages

Compare the Social Security wages on the 941 Report and Employee Tax Summary
Report

Write down or make a note of the total from Line 5a Taxable Social Security Wages on the 941
Report. (There's a worksheet at the end of each section to help you track and compare amounts.)

14
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Anycity Corporation 941 Report Fage: 1
Check |ssue Dates: 01/01/2022 to 12/31/2022 Dec 01, 2022 05:02FM
Federal |d: 87-0302950 Form 941

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

including: Mar. 12 (Quarter 1), June 12 (Quarter), Sept. 12 (Quarter 3), or Dec. 12 (Quarter 4) 1]
2 Wages, tips, and other compensation 643,352 98
3 Federal income tax withheld from wages, tips, and other compensation 23,366.27
4 Ifno wages, tips, and other compensation are subject to social security or Medicare tax D Check and go to line 6.

Column 1 Column 2

5a Taxable social security wages 649 B03.67 B0 575 66 ‘_
S5ai Qualified sick leave wages .00 .00
Sali Qualified family leave wages .00 00
5b  Taxable social securty tips .0a 00
5c  Taxable Medicare wages & tips G649 803 67 18,844 .31
5d Taxable wages & tips subject to .00 .00

Additional Medicare Tax withholding

He Total social security and Medicare taxes. Add Column 2 from lines 5a, 5ali), 5a(ii}, 5b, 5¢ and 5d 99 419.97
5f  Section 3121(qg) Notice and Demand - Tax due on unreported tips (see instructions) 1]
6  Total taxes before adjustments (add lines 3, 5e, and 50 152,786 24
7 Current quarter's adjustments for fractions of cents a3
8  Current quarter's adjustments for sick pay 00
9 Current quarter's adjustments for tips and group-term life insurance .00
10 Total taxes after adjustments. Combine lines & through 9 152 787 17
11a Qualified small business payroll tax credit for increasing research activities. Altach Form 8974 0o
l 1 h_l :.Iznﬂrg:undable portion of credit for qualified sick and family leave wages for leave taken before .00
pril 1,

11c Reserved for fufure use

941 Report, Taxable Social Security wages

Next, use the Pay Code Transaction Report to total the Social Security Amount paid by the
employees and employer.

Social Security Employee Amount + Social Security Employer Amount = Taxable Social

Security Wages

15
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Anyeity Cerparation Pay Code Transaction Repart - IRS Tax Year End Paga: 1
Check issue dates: 1/1,/YYYY - 12/31, Y M DD, Y HHobWAM
T4-00 7400 75-00 7500 T8.00
Employes Soc Sec Sec Sec  Medicare  Medicare FAT
Humbar Name EmpAmt Emprami EmpAmi  EmprAmt EmpAmt
30 Austing Gearge 45348 453,48 108.05 106.05 400.28
B0 Black, Lane 454 80 454 68 106,34 108.34 185.35
TE Brown, Shawn A 488.08 484.08 113.88 113.88 #1553
110 Cartae, Dasrin 2252 2232 522 522 00
8% Curlis, Amber 248.74 248.74 5817 58.17 T3.60
B0 Digkens. Amy 3887 12697 78,48 TE.48 530.67
BE Elisen, Ray 434.00 434,00 101.50 104.50 28.28
115 Gardner, Edward D 2252 232 522 522 a0
&0 Gilsen, Marvin 2533.82 283.82 88.37 8837 102.41
55 Gaorden, Natake C LT aar.22 B5.29 B5.EG T81.41
BE Granger, Benjamin R 505.28 505,25 118.18 118.18 L20.7E
130 Harrison. Jason 22.32 22,32 a2 522 e
45 Hobsan, Maurniee 47168 471.88 110.25 110,35 14832
25 Johnson, Douglas 5A7.58 EAT .58 13272 132.72 ara.4
125 Johnson, Kelly H 2252 232 522 522 00
B0 Mehed, Annba 111.5% 111.58 2800 2806 2758
15 Marris. Sharan 33084 330,84 7.4 T7.14 581,81
105 Price, Gerdzn 434.00 434,00 101.50 101,50 4430
70 Raybum. Susie 178.58 178.58 41,78 41.78 (]
40 Rebens, Dale B 47344 473.44 110.74 110.74 443.78
10 Reckfard, Julie M 542,50 E42.60 12881 128.81 T21.41
3% Slade, Randy L 550.83 E50.83 128.80 12680 38,08
5§ Smith. Jacob 5 89151 2p1.51 181,74 181.72 49,23
20 Spencer. Annette I02E apn.2a 83.38 2338 B58.87
100 ‘Watson, Lament B3.00 #3.00 21.76 21.78 o0
120 \Wilsan. Samuel T4.40 T4.40 17.40 17.40 A0
Grand Tataly

28 BSAT.eD A58TE0 200380 200380 B.TIGE0

Social Security Employee Amount and Social Security Employer Amount on the Pay Code Transaction Report

Federal Social Security Amounts

Pay Code Transaction Report 941 Report

Social Security Amount

Remember, the Pay
Code Transaction Report
and 941 Report calculate |SS Emp Amt + SS Empr Amt = Line 5a: Taxable Social Security
this amount differently.  |Taxable SS Wages Wages

The total may be off by a
couple of pennies.

Compare the Federal Medicare wages on the 941 Report and Employee Tax Summary
Report

Write down or make a note of the total from Line 5c Taxable Medicare Wages & Tips on the 941
Report.

16
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Next, use the Pay Code Transaction Report to total the Medicare Amount paid by the employees

Connect Payroll Year-end Checklist - 2022
While You're Waiting to Get Started

Number of employees who received wages, tips, or other compensation for the pay peniod
including: Mar. 12 (Quarter 1), June 12 (Quarter), Sept. 12 (Quarter 3), or Dec. 12 (Quarter 4)

Wages, tips, and other compensafion
Federal income tax withheld from wages, tips, and olher compensalion

If no wages, tips, and other compensation are subject to social security or Medicare tax

Column 1 Column 2
Tax_al:ll_e social security wages 138,192.08 17,135.82
e social security tips .00 00
Tavable Medicare wages & tips 138,192.08 4,007 57
Taxable wages & tips subject to .00 oo

Additional Medicare Tax withholding

Add Column 2 from lines 5a, 5b, 5¢ and 5d 21,143.39
Section 3121(g)Molice and Demand - Tax due on unreported lips (see instructions) i}
Total taxes before adjustments (add lines 3, 5e_ and &) 29 87989
Current guarters adjustments for fractions of cents o
Currant quarter's adjustments for sick pay i)
Current quarter's adjustments for tips and group-term life insurance .00
Total taxes after adjustments. Combine lines & through 9 29 879890
Cualified small business payroll tax credit for increasing research activities, Attach Form 8974 .00
Tolal taxes after adjustments and credits. Subfract line 11 from line 10 29 879490
Total deposits for this quarter, including overpayment applied from a prior quarter and
ovarpayments applied from Form 941-X, 941-X (FR), 944-X, 944-X (PR), or 944-X (SP) filed
in the current quarter oo
Balance due. If line 12 is more than line 13, enter the difference and see instruclions 2887990
Overpaymenl. If line 13 is more than line 12, enter the difference 00 Check nna:D Apply o nex: r-:-.m.l:[ Send a refund,

Taxable Medicare Wages & Tips on the 941 Report

and employer.

26
136.515.28
8,736.50

|:[ Check and go to line 6.

Medicare Employee Amount + Medicare Employer Amount = Taxable Medicare Wages

17
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Anyeity Cerparation Pay Code Transaction Repart - IRS Tax Year End Paga: 1
Check issue dates: 1,71,y - 1231,y MM DD, Y HHoWM
T4-00 7400 75-00 7500 T8.00
Employes Soc Sec Sec Sec  Medicare  Medicare FAT
Humbsar Name EmpAmt Emprami EmpAmi  EmprAmt EmpAmt
30 Austing Gearge 45348 453,48 108.05 106.05 400.48
B0 Black, Lane 454 80 454 68 106,34 108.34 185.35
TE Brown, Shawn A 488.08 484.08 113.88 113.88 #1553
110 Cartae, Dasrin 2252 2232 522 522 00
8% Curlis, Amber 248.74 248.74 5817 58.17 T3.60
B0 Digkens. Amy 3887 12697 78,48 TE.48 530.67
BE Elisen, Ray 434.00 434,00 101.50 104.50 28.28
115 Gardner, Edward D 2252 232 522 522 a0
&0 Gilsen, Marvin 2533.82 283.82 88.37 8837 102.41
55 Gaorden, Natabe C LT aar.22 B5.29 B5.EG T81.41
BE Granger, Benjamin R 505.28 505,25 118.18 118.18 L20.7E
130 Harrison. Jason 22.32 22,32 5.2 522 e
45 Hobsan, Maurniee 47168 471.88 110.25 110,35 146832
25 Johnson, Douglas 5A7.58 EAT .58 13272 132.72 ara.4
125 Johnson, Kelly H 2252 232 522 522 00
B0 Mehed, Annba 111.5% 111.58 2800 2806 2758
15 Marris. Sharan 33084 330,84 7.4 T7.14 581,81
105 Price, Gerdzn 434.00 434,00 101.50 101,50 4430
70 Raybum. Susie 178.58 178.58 41,78 41.78 (]
40 Rebens, Dale B 47344 473.44 110.74 110.74 443.78
10 Reckfard, Julie M 542,50 E42.60 12881 128.81 T21.41
3% Slade, Randy L 550.83 E50.83 128.80 12680 38,08
5§ Smith. Jacob 5 89151 2p1.51 181,74 181.72 49,33
20 Spencer. Annette I02E apn.2a 83.38 2338 B58.87
100 ‘Watson, Lament B3.00 #3.00 21.76 21.78 o0
120 \Wilsan. Samuel T4.40 T4.40 17.40 17.40 A0
Grand Tataly

28 BS8T.RD 858TE0 200280 2003B0 2 B.TIGE0

Medicare Employee Amount and Medicare Employer Amount on the Pay Code Transaction Report

Federal Medicare Amounts

Pay Code Transaction Report 941 Report
Medicare Amount
Remember, the Pay
Code Transaction Report
and 941 Report calculate |Medicare Emp Amt + Medicare Line 5c: Taxable Medicare Wages &
this amount differently. Empr Amt = Taxable Medicare TIpS
The total may be off by a |Wages
couple of pennies.
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Connect Payroll Year-end Checklist - 2022
While You're Waiting to Get Started

What about employees who have exceeded or will exceed the maximum
contribution limit?

If 401k, 457, HSA, or Flex Spending Accounts have limits, you may want to print a Pay Code
Transaction Report for employees who are approaching the contribution limit. You'll want to use it
to verify contribution amounts. That way, you can redistribute the excess contribution before the

last payroll check is printed. Redistributing a contribution is much easier to do than printing a
supplemental check later.

201708, 13Dec2017
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Connect Payroll Year-end Checklist - 2022
While You're Waiting to Get Started

What if the 941 Report does not match the Pay Code Transaction Report?

The employee contribution should match the employer contribution for Social Security and
Medicare. If the employee contribution does not match the employer contribution, check to see if
the employee was terminated. The 941 Report requires that the termination date is recorded as the
last day the employee received a payroll check.

Example: If an employee was terminated on October 10" but the employee didn't receive their final
payroll check until October 20™, the employee's terminate date that is recorded in Payroll should be

October 20" It's important to use the final payroll check date as the termination date because the

Pay Code Transaction Report uses the transactions that are tied to the employee's final payroll
check while the 941 Report uses the employee's termination date to calculate amounts.

If the termination date occurs before the employee's last payroll check, the 941 Report will not
include the employee's last payroll check and any other transactions that occurred after the
termination date.

That's why the termination date needs to match the date on the employee's last payroll check.

201708, 13Dec2017
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Connect Payroll Year-end Checklist - 2022
While You're Waiting to Get Started

What if the employee is exempt from Federal and State withholdings and their
pay code is inactive?

If the 941 Federal Tax Amount does not match the Pay Code Transaction Amount or the Employee
Tax Summary Amount, check to see if there's a pay code at the employee level (Payroll >
Employees > Modify Existing Employees) that is set to do not calculate. When an employee pay
code is set to do not calculate, the 941 Report will exclude it from the report. You need to change
the ARP type to calculate a zero amount so the employee pay code will be included in the 941
Report.

Do this...
1. Open Payroll > Employees > Modify Existing Employees.

2. Click to select the Pay Codes tab and then double-click on the pay code that is showing on
the 941 Report.
This screenshot shows the FWT pay code as an example. To edit a SWT pay code, substitute

the SWT pay code for the FWT pay code. Double-clicking any pay code will open the pay code
screen in edit mode so you can view the ARP type.

[ Casele Comnect® | Mody Existng Emplovees (3| =)
Bupiopes: | | Employee vl | 4t | efm oM
Emplayes: 5« Smith, Jacob 5 Social Security Puber: 555633375 Wisge Dferenaes Sxst
Emgioyee  Posiions  Job  PayCodes DirectDeposit Contacts  Attachments  Motes
xSV
| e o || e e | gyr || iy | ety (oneri
100 Reg Pay =) 100.0000 %A 053892 A A A 0000 L0000
300 Vacabion GRL 0000 A J0000 A A A 0000 L0000 0
4400 Sick Leave & 0000 34 0000 A A A 0000 L0000 01
7-00 Hoiday (<] 0000 $4 L0000 A A A 0000 L0000 01
800 Misc Pay oM 0000 54 L0000 A A A 0000 <0000
2101 Comp Eam [ral 0000 A L0000 A A A 0000 0000
2102 Comp Used &R 0000 $4 0000 A A A 0000 L0000 a01
40-00 4014 Ded 1] -5.0000 %A -M25323 A A A 30000 %A 1216154 A A A
60-03 Health Fam 0 B -150.0000 A -150.0000 A A 1200.0000 $4  1200.0000 A
5103 Dental Fam D -12.5000 $A  -12.5000 A A 50.0000 $A 500000 A
6200 Life I D 200000 $A  -ZLOOO0 A A 30000 4 30000 A A
7000 Misc Ded o B 0000 $A 000 A A A 0000 L0000
74400 Soc Sec 55 6.2000 %A -25L3385 AAAAA G200 %A  25L3335 A A A A A
I_m.lun s LSO S S Z008 e LSO oA SR TR AR A A
pwl | oooojca | .000o) ) I
e oLl |l L
8500 Met Pay 0000 $4 0000 A A A A A 0000 L0000
86-00 Dir Dep J0000 SA 0000 AAAAA 0000 L0000
9200 LTD Ins 0000 0000 6000 %A 243231 A A A A A
26-00 SUTA U 0000 0000 3700 %A 145M2Z AAAAA
9500 Wk Comp we 0000 Q000 J0000 %hA 0000 AAAAA

Modify Existing Employees > Pay codes tab: Double-clicking a pay code

3. On the Employee tab, check the ARP Type.
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| ((Casele Cormect® | Modfy Existng Exployees (3]

Connect Payroll Year-end Checklist - 2022
While You're Waiting to Get Started

(=]

Employes:

xS T

| Employes

[ e |

Emgioyee:  § - Smith, Jacoh §
Employes Posiions  Job TMMumneputmmum

100 Rig Pay
300 Wacaton
400 Sick Leave
7-00 Holday
800 Mz Pay
2101 Comp Eam
2102 Comp Used
40-00 401K Ded
60-03 Health Fam
5103 Dental Fam
6200 Life Insur
T0-00 Mise Deed
M-00 Soc Sec
7500 Medicare

TI00 SWT
85-00 et Pay
8500 Dv Dep
92-00 LD Ins
8-00 SUTA
9900 Wirk Comp

[2)=]

Cli

Sooial Seourity rusmbser:

SE5-55-38TR

Employes  Employee Lmits  Employer Employer Umits  Leave Rates  Generdl

Donotcaadste |

Alocation method:

Standard hours:
[ Exchude hours

1 2 3
A A A

=
[ ]

(0222220

L

[~]

Feceral Vi Payable

A

(T

Do not alocate

~ M 41 of 49

i

o =

Tax
Exempiions:
Additonal exemplions:
Deperdents:

Gither deperdents:
Orther Income:
Dedhactions:
Additianal withhokding:

F_]

F M
‘Wape Differences Exist

ARP Type is set to Do Not Calculate on an employee pay code

If the employee pay code is set to do not calculate, you'll need to change the ARP Type to
amount and enter 0 (zero) as the Amount.

Why switch the ARP type to Amount? Switching the ARP Type to Amount and
calculating a zero amount will not cause any errors... if the employee's pay
code has been set to do not calculate for the entire calendar year. Switching the ARP
Type to Amount and calculating a zero amount WILL allow the amount to show on the 941

Report.

| ((Casele Cormect® | Modty Existing Exployees 3]

Employes:

xS T

Emgpioyee: 5 - Smith, Jacoh 5
Employes Positons b PayCodts DrectDeposit Contacts Attachments Motes

[ e |

100 Reg Pay
300 Wacaton
400 Sick Lesve
7-00 Holday
800 Mz Pay
2101 Comp Esm
2102 Comp Used
40-00 S01K Ded
60-03 Health Fam
5103 Dental Fam
6200 Life Insur
T0-00 Misc Ded
7400 Soc Bec
7500 Medicare

TI-00 SWT
85-00 MetPay
8500 D Dep
92-00 LD Ins
3800 SUTA
9900 Wik Comp

[#]=]

Cli

Social Securthy rusmbser:

Employes Employee Limits  Emgloyer  Employer Limits  Leave Rates

o | —

ARP type:

Alocation method:

Standard hours:
[ Exchude hours

1 2 3
A A A

[ ]
[0 |

‘_

\D2-22220

=]

Feceral Vi Payable

(T

Do not alocate

b

iarraed - Federal Withhokdng -

o)

S55-58-30T70

Generd

~ M A1 of 49

e -
P -

Tax nfoematon

Exempiions:
Additonal exempions:
Deperdents:

Other dependents:
Other income:
Dadhactions:
Additianal withholding:

]
]

F H
‘Wage Differences Exist

ARP Type is set to Amount on an employee's pay code
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Connect Payroll Year-end Checklist - 2022
While You're Waiting to Get Started

4. Click Save B (CTRL+S).
When you run the 941 Report, it will include the employee pay code.

202111, 2021Sep07
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Connect Payroll Year-end Checklist - 2022
While You're Waiting to Get Started

Which report shows terminated employees?

To review the employee termination dates, you can print the Employee List for terminated
employees. You can use the terminated employees report to verify that all of the employees who
were employed by the organization for the entire calendar year are also included on the Employee
Tax Summary Report and Pay Code Transaction Report.

Employee List for terminated employees (recommended)
1. Open Connect Payroll > Employees > Employee List.

2. Click to select the Include Terminated Employees checkbox.

.ftml:'tumct& | Employee Ust 3| E]'
Defriter: | Employee List - Detad by Employes Hame [Casele Master] | Fiter: | ~ BH 41 of4 b M
Report Opbions  Columrs  Print Settings

£ [Inchsde rerminated employess| 4——— Sabaction triberia:

[ inhude inactive positions o5 FT s _

Employes Employes number {prompt for value) Enbire ficld

[ & E R
EOEO

Employee List - Include terminated employees checkbox

3. Set up the Selection Criteria to include Employee. Terminate date {is not null}.

Add the Employee.Termination date variable to the selection criteria and then set the value to {Is
not null}. The report will only inlcude employees who have a termination date recorded in the
employee record.
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|[Casebe Comnext® | Gmployee Ust 3| Moy Existng Erployees

]

Connect Payroll Year-end Checklist - 2022

While You're Waiting to Get Started
ol

Definition: | Employee List - Terminated ~ | Fiter:  al v M 42 of5 b B
Report Opbons  Colsmns  Print Settings
] Irvchude tormated ampioyess Selection riteria:
[ tncude inactive positions R R .
[ tndude inactive pay codes [' Column ] Vaue l Compare ] 'l
Emokes Enplne cubey o (Ocoms S )
Fopart order:
& & T L | Sectionc | Main -
L

Selection criteria

4. Click Print [B] (CTRL+P).

Save the report for later. You may need it to verify the terminated employees who are included on
the Employee Tax Summary Report and the Pay Code Transaction Report.

202111, 2021Sep17

25






Step 1. Before you get started
Step 0 Step 2 Step 3 Step4 Step 5 Step 6 Step7

Complete this step to set up the Payroll application so you're ready to start working the Payroll
Year-end Checkilist.

Complete these steps in order
You must complete the Payroll Year-end Checklist in order to close the current payroll year.

Install the latest version of Connect

Do install the latest version of Connect. It has changes to the W-2 Form, changes to the tax
tables, and the Pay Code list.

Print the quarterly reports for the 4th quarter

Print the quarterly reports required for your site for the fourth quarter; include federal and state
quarterly reports.

Print W-2s as soon as possible

When you'’ve finished the Payroll Year-end Checklist, print the W-2s as soon as possible. Ideally,
you should print W-2s as soon you finish the last payroll of the year and before you begin the first
payroll of the new year. Click here to watch a video clip on why it's important to print the W-2s as
soon as possible (0m45s).

Wait to load new tax rates

DO NOT load the new tax rate information until AFTER the Payroll Year-end Checklist is
finished.

Watch a video
Step 0-1 in the 2022 Payroll Year-end Checklist Webinar. [MP4]


https://vimeo.com/326445166
https://vimeo.com/782686460

Connect Payroll Year-end Checklist - 2022
Step 1: Before you get started

A. Close the last payroll of the year

Follow the Each Pay Period steps checklist in the Payroll application to close the last payroll of the
year. You should finish the checklist for the last pay period of the year before you start working on
the Payroll Year-end Checklist.

What can | do while I'm waiting for the last payroll of the year to close? While you're waiting for the last payroll to
close, you can get a head start by pre-balancing the year-end reports. To learn more, see How do | pre-balance
Payroll Year-end Reports?

B. Install the latest version of Connect

The latest version of Connect will include changes to the government forms, federal reports, state
reports, and updates to help you complete the Payroll Year-end Checklist. If you’re not sure if
you’re running the latest release, follow the instructions in How do | check the Connect version
number? to view the application version number.

How do | install Connect updates?

C. Print quarterly reports for the 4th quarter

Print the quarterly reports required for your site for the fourth quarter; include the federal and state
quarterly reports.

How do | print quarterly reports for the 4" quarter?
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https://www.caselle.com/help/cx_help_files/aa0/Installation/Install_Program_Updates/Where_are_my_program_updates_.htm

Connect Payroll Year-end Checklist - 2022
Step 1: Before you get started

D. Install the Payroll Year-end Checklist XML

There are a few changes to the Payroll Year-end Checklist for 2022. You should download and
install the updated XML. Right-click on the link and then select Save Link As or Save Target As to
save the XML to your comupter.

Payroll Year-end Checklist XML - 2022

Related tasks

» To add the new electronic checklist, see the help topic titled How do | import an electronic
checklist?

* To print the Payroll Year-end Checklist XML PDF, click here. This is what you see in the fly-
out menu when you use the electronic checklist in the Connect console.

 To print the Payroll Year-end Checklist Instructions PDF, click here. This is a printer-friendly
version.

202111, 2021Sep07
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http://www.caselle.com/xml/pr5_prye_2022.xml
https://www.caselle.com/help/cx_help_files/aa0/index.htm#t=Organization/Checklists/Can_I_import_a_checklist_.htm
http://www.caselle.com/xml/pr5_prye_2022.pdf
http://www.caselle.com/pdf/pr5_prye2022.pdf




Step 2. Verify the pay code information
Step 0 Step 1 m Step 3 Step4 Step 5 Step6 Step 7

Carefully review the information stored in the Pay Codes table. The application uses the pay codes
stored in the Pay Code table to calculate employee and employer amounts on quarterly reports,
annual reports, W-2s, and so on.

Watch a video
Step 2 in the 2022 Payroll Year-end Checklist Webinar. [MP4]

Getting started with verifying pay code rates and limits
2a. Verify pay code rates and limits

2b. Verify ID numbers for federal and state pay codes

2c. Review the subject to pay codes

2d. Verify W-2 Box 10, 11, 12, and 14 settings

2e. Run Checkout


https://vimeo.com/782686278

Connect Payroll Year-end Checklist - 2022
Step 2. Verify the pay code information

2a. Verify pay code rates and limits

Start by reviewing the rates and limits for the employee and employer portions on the Social
Security and Medicare pay codes that the Payroll application will use to calculate amounts to close
the payroll year. And then, review the rates and limits for the employee and employer portions on
pay codes that use a rate or limit to calculate an amount.

You'll need to...
» Check the Social Security Rates/Limits
* Check the Medicare Rates/Limits
» Check other limits that may apply

2022 Federal Withholding Tax... Click this link to view the 2022 Federal Withholding Tax [Publication 15-T(2022)]
[IRS provides tax inflation adjustments for tax year 2022]

First, check the Social Security Rates/Limits on the Employee and Employer
tabs

Look up the Social Security pay code to review the rates and limits are correct for the employee
and employer. You can use the pay code list or the pay codes table in the Payroll application.

Use the pay code list to verify social security rates/limits

Use the pay codes table to verify social security rates limits

On the report...
1. Open Connect Payroll > Reports > Pay Code List.

What if | can't click Pay Code List in the Reports menu? You will need user rights to open the Pay Code List. Go to
Setup/Modify User Rights to give user rights to the Pay Code List.

2. Use the Definition menu to select Pay Code List - Detail for Tax Pay Codes [Caselle Master].
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https://www.irs.gov/publications/p15t
https://www.irs.gov/newsroom/irs-provides-tax-inflation-adjustments-for-tax-year-2022

| [(Casele comectss | Pay Code st (|

Connect Payroll Year-end Checklist - 2022
Step 2. Verify the pay code information

=

Defirition:

Pay Code List - Detal for Tax Pay Coces [Casele Master]

v H M O42 of3 b B

Pay Code List, Definition menu

3. Click Print &3 or Print Preview [,

You will be using this report to verify the pay codes for social security, medicare, as well as pay

codes that are subject to tax. It may be helpful to print the report or save the report to your

computer.

4. Use the report to verify the social security maximum wage limit and percentage.

33



Connect Payroll Year-end Checklist - 2022
Step 2. Verify the pay code information

nycity Corporation ay CodeList- ail for Tax Pay Codes :
Anycity G i Pay CodeList - Detail for Tax Pay Cod Page: 1
MMM DD, ¥YYY HH:MM
Report Criteria:
Includes pay codes with employee opions
Includes pay codes with emplayer oplions
Pay Code Type.Category ="Tax"
Pay Code: 74-00 Type: Social Security Add On Mew Employes:  Yes
Title: Social Security Tax Abbreviated Title: SOC Sec Allow Employee Options:  Yes
State: Check the percentage on the pay code forthe Allow Employer Options:  Yes
Calculation Order 27 employee and employer portion. Allow Payout Payments: Mo
Employee \/ Employer
ARP Type: Percent of amount ARP Type: Percent of amount
ARP: 6.20- ARP: 6.20
GL Account: 02-22210 GL Debit Account: FF-DD-130
GL Activity: 0 GL Credit Account: 02-22210
Allocation Method: Do not allocate Allocation Method: Use transactions
Maximum Limit: .00 Mazximum Limit: 00
Annual Limit: .00 Annual Limit: 00
Minimum Wage Limit: .00 Minimum “Wage Limit: 00
Maximum Wage Limit: 128,700.00 Maximum Wage Limit: 128,700.00
Used In Information _/\
- Emplol Check the maximum wage limit on the pay code Employer
ay .
Code Tit far the employee and employer portion. Title Percent
80-01 Creditor Garnishment 100.00
Used For Information
Employes Employer
Pay Pay
Code Title Percent Code Title Percent
1-00 Regular Pay 100.00 1-00 Regular Pay 100.00
3-00 Vacation Pay 100.00 3-00 Vacation Pay 100.00
4-00 Sick Leave 100.00 4-00 Sick Leave 100.00
7-00 Holiday Pay 100.00 7-00 Holiday Pay 100.00
8-00 Miscellaneous Pay 100.00 8-00 Miscellaneous Pay 100.00
20-00 Owertime Pay 100.00 20-00 Overtime Pay 100.00
21-01 Comp TimeEarned 100.00 21-01 Comp TimeEarned 100.00
21-02 Comp Time Used 100.00 21-02 Comp TimeUsed 100.00
80-01 Health Insurance- Single 100.00 50-01 Health Insurance- Single 100.00
50-02 Health Insurance- Dependent 100.00 50-02 Health Insurance - Dependent 100.00
&0-03 Health Insurance- Family 100.00 50-03 Health Insurance- Family 100.00
&1-01 Dental-Single 100.00 &1-01 Dental- Single 100.00
81-02 Dental -Dependent 100.00 81-02 Dental -Dependent 100.00
&1-03 Dental - Family 100.00 &1-03 Dental - Family 100.00
W2 and 1088
W2 Other Include ‘W2 Local Dependant  MonQualified
W2 Code Description Amounts Tax Code Care {Box 10) Plan {Box 11}
Ma Mo Mo

Pay Code List - Detail for tax pay codes, Social Security Tax pay code

In the application...
1. Open Connect Payroll > Organization > Pay Codes.

2. Use the Pay Code box to enter the Social Security Pay Code, and then press Enter.
Example: 74-00 Social Security
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Connect Payroll Year-end Checklist - 2022
Step 2. Verify the pay code information

Caselle Connect® = > Payroll = > Organization = > Pay Codes

Casele Comect® | Pay Codes [

7
Pay code: 7400 i
Pay Code  Employee

Pay code: ]

Lookup bar
3. Check the rates and limits on the employee portion of the Social Security pay code.

Click the Employee tab > Employee subtab.

Caselle Connect® = > Payroll = > Organization = > Pay Codes

[Casele Comnect® || Pay Codes 3

Pay code: [
Faycode: 7400 Sodal Security Tax

Pay Code [Employee | Employer LesveRates W-2/1099 Notes
Employee  Lisedin Calouaons  Usad for Caloul

Amgunt/Rate Fercent type: | Percent of amount

Pecanage: o
Maximum bmit: J00

Employee tab > Employee subtab

Verify the amount in the Maximum Wage Limit box is correct for the payroll year being closed.

Caselle Connect® = > Payroll = > Organizstion = > Pay Codes

[ Casele Connect® | Pay Codes ]

Pay code: [7400 (S0l Security Tax) | [Pay code
Paycode: 7400  Sodal Security Tax

Pay Code Employee Employer LeaveRates W-2/1099 MNotes

[Empioyee | Used in Caloula Used for Calelation

Amount/Rate/Percent type: |Percent of amount | Allow caloulations with these check types
— T 2 s
Masomuen lenit: 4 payout
Minimaum woge lit: [0 ] [ suppiemental
Maximam wage mit: i 00 ‘— (A Termination
- [ Third party

v 4w | efm boH

pay

Employee alocaton method: | Do not alocate |

O Round amounts to nesrest dolar
[ exdude hours
[ Excude hours for avertime caloulation

Monthly period numbers
1 2 3 4 5

A oA a4 oa ald]

Employee tab > Maximum Wage Limit field

Verify the percentage in the Percentage box is correct for the payroll year being closed.



Connect Payroll Year-end Checklist - 2022
Step 2. Verify the pay code information

Caselle Connect® = > Payrell ~ > Organization - > Pay Codes

[ Casele comect® || PayCodes [

&

Pay code: [7200 (social Security Tax)

| pay coste v W 4[| efm o

Paycode: 7400  Sodal Seaurity Tax
Pay Code Employee Employer LeaveRates W-2/1099 Motes

[Employee | Used in Caloulations  Used for Calculation

Amount/Rate/Percent type: | Percentof amount

e i
Mandmum wage limit: i R 00
Standard pay hours:

6L account: [p2-22210 IE'Fu Payable
Caloulation name

Employee slocaton method: | Do not alocate |
Position.

Position number:

[ round amounts to nearest dollar

[ Exdude hours

[ Exdude hours for avertime calouation
Monthly period rumbers

1 2 3 4 5

A [

A A A A

Allow caloulations with these check types
3 Manual
[ Payout
A suppiemental
EA Termination
[ Third party

Employee tab > Percentage field

4. Check the rates and limits on the employer portion of the Social Security pay code.

Click the Employer tab > Employer subtab.

Caselle Connect® = > Payroll = > Organuation = > Pay Codes

Casele Connect® | Pay Codes [

Pay code: | 7400 (Social Security Tax)

Faycode:  M-00 Sodal Security Tax
PayCode Employee EMDIOYSr Leave Rates W-2/1095 Notes
Employer | Lsed in Caloulations  Used for Calaulation  Debit Override Account

Amount/RatePercent type: | Percent of amount v

Pescentage: 6.2000 %

Employer tab > Employer subtab

Verify the amount in the Maximum Wage Limit box is correct for the payroll year being closed.
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Caselle Connect® - > Payroll ~ > Organization - > Pay Codes

[Casele Comect® || Pay Codes [

Connect Payroll Year-end Checklist - 2022
Step 2. Verify the pay code information

Pay code: 7400 (Sodal Security Tax)

Paycode: 7400  Sooal Seoumty Tax
Pay Code Employee EMplover LeaveRates W-2/1009 Motes
Empioyer  Used in Calculations  Used for Caloulation  Debit Override Account

Amount/Rate Percent type: | Percent of amount

1 2 3 a4 s
A A A A al.]

Allow calaudations with these chedk types
£ Manual
E Payout
£ supplemental
[ Termination
[ Third party

Employer tab > Maximum Wage Limit field

Percentage: [-zamms | %
-
Minimium wage benit: J00
Immmu wage bmit: 45,558 00 I ‘._
Emplayer alocation method: | Lise transactions |
Debit sccount: [FFoD-130 [+ ]partal account
Credit account: [o2-22210 [ ] Fica Payabie
Caloulation name: o
[ Aow caloudations on unpaid employee
Monthly period numbers

-Pa-pmde

VMA@ ]efm b o

Verify the number in the Percentage box is correct for the payroll year being closed.

Caselle Connect® - > Payroll ~ > Organization - > Pay Codes

[Casele Comect® || Pay Codes [

Pay code: 7400 (Sodal Security Tax)

Paycode: 7400  Sooal Seoumty Tax
Pay Code Employee EMplover LeaveRates W-2/1009 Motes
Empioyer  Used in Calculations  Used for Caloulation  Debit Override Account

Amount/Rate Percent type: | Percant of amount |

Ipemnuge: [-z8mmr J% I 4—

Mawimum limit: J00
—
A—
Employer alocation method: | Lise transactions |
Debit sccount: [FFoD-130 [+ ]partal account
Credit account: [o2-22210 [ ] Fica Payabie
Caloulation name: o
[ Aow caloudations on unpaid employee
Monthly period numbers

1 2 3 a4 s
A A A A& al.]

Allow caloudations with these chedk types
£ Manual
E Payout
£ supplemental
[ Termination
[ Third party

Employer tab > Percentage field

-Pa-pmde

IMPORTANT! Place the tax rate information for the coming year in a safe place. DO NOT load the new tax
rate information into the Payroll application until Step 7: Finishing up.
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Connect Payroll Year-end Checklist - 2022
Step 2. Verify the pay code information
You have verified rates and limits on the employee and employer portion of the Social Security pay
code.

202011, 20200ct07

Second, check the Medicare Rates/Limits on the Employee and Employer tabs

Verify the rates and limits on the employee and employer portion of the Medicare pay code. You
can use the pay code list or the pay codes table in the Payroll application.

Use the pay code list to verify medicare rates/limits

Use the pay codes table to verify medicare rates limits

On the report...
1. Use the Pay Code List - Detail for Tax Pay Codes [Caselle Master] to look up the medicare
rates and limits for the employee and employer portion.

This is the same report that you printed to check the social security rates and limits.

2. Use the report to verify the medicare maximum wage limit and percentage.
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Step 2. Verify the pay code information

Anycity Corporation Pay CodeList - Detail for Tax Pay Codes Page: 2
MMM DD, YYYY HH:MM:

Pay Code: T5-00 Type: Medicare AddOn NewEmployee:  Yes

Title: Medicare Tax Abbreviated Title: Medicare Allow Employee Options:  Yes

State: Allow Employer Options:  Yes

Check the percentage on the pay code for the

Calculation Order. 28 -
employee and employer portion.

Allow Payout Payments:  No

Employee

ARP Type: Percent of amount S ARP Type: Percent of amount
ARP: 1.45- ARP: 1.45

GL Account: 02-22210 GL Debit Account: FF-DD-130

GL Activity: o GL Credit Account: 02-22210
Allocation Method: Do not allocate Allocation Method: Use transactions
Maximum Limit: .00 Maximum Limit: .00

Annual Limit: .00 Annual Limit: .00

Minimum Wage Limit: .00 Minimum Wage Limit: .00

Maximum Wage Limit: 9,999,999.99 Maximum Wage Limit: 9,999,999.99
Used In Information _/\
Check the maximum wage limit on the pay code for
Pay Employes the employee and employer portion. Employer
Code Title Title Percent
80-01 Creditor Garnishment 100.00
Used For Information
Employes Emplaoyer
Pay Pay
Code Title Percent Code Title Percent
1-00 Regular Pay 100.00 1-00 Regular Pay 100.00
3-00 Vacation Pay 100.00 3-00 Vacation Pay 100.00
4-00 Sick Leave 100.00 4-00 Sick Leave 100.00
7-00 Holiday Pay 100.00 7-00 Holiday Pay 100.00
g-00 Miscellaneous Pay 100.00 8-00 Miscellaneous Pay 100.00
20-00 Owertime Pay 100.00 20-00 Ovwertime Pay 100.00
21-01 Comp Time Earned 100.00 21-01 Comp TimeEarned 100.00
21-02 Comp Time Used 100.00 21-02 Comp TimeUsed 100.00
#0-01 HealthInsurance- Single 100.00 80-01 Health Insurance- Single 100.00
50-02 Health Insurance- Dependent 100.00 50-02 Health Insurance-Dependent 100.00
80-03 Health Insurance- Family 100.00 B0-03 Health Insurance- Family 100.00
&1-01 Dental - Single 100.00 51-01 Dental - Single 100.00
§1-02 Dental -Dependent 100.00 §1-02 Dental -Dependent 100.00
§1-03 Dental - Family 100.00 §1-03 Dental - Family 100.00
W2 and 1089
W2 Other Include W2 Local Dependant Mon Qualified
W2 Code Description Amounts Tax Code Care (Box 10) Plan {Box 11)
Mo Mo Mo

Pay Code List - Detail for tax pay codes, Medicare Tax pay code

In the application...
1. Open Connect Payroll > Organization > Pay Codes.

2. Use the Pay Code box to enter the Medicare pay code for your site, and then press Enter.
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Step 2. Verify the pay code information

Caselle Connect® - > Payroll - > Organization - > Pay Codes
[ Casele Comnect® || Pay Codes 3|

Pay code: |?‘SDUM=THNI i_ ]

Pay code: 7500  Medicare Tax
[Pay Code | Employes Employer LeaveRates W-2/1099 Notes

Pay code: [s]

| Sub code: foo |

Lookup bar

3. Verify the rates and limits on the employee portion of the Medicare pay code.

Click the Employee tab > Employee subtab.

Caselle Connect® ~ » Payroll = » Ovganization = > Pay Codes
[ Casele Conect® || Pay Codes [

Pay code: 7500 (Medkcare Tax)

Pay code: 7500 Medcare Tax

Pay Code [EMPIOVEE | Employer LeaveRates W-2/1099 Motes
Employee  Used in Caloulations  Used for Caloulation

Amount/RatePercent type: | Percent of amount
Percentage: %

Employee subtab

Verify the amount in the Maximum Wage Limit box is correct for the payroll year being closed.

Caselle Connect® = > Payroll = > Organization ~ > Pay Codes

[ Casele Comect® || Pay Codes (3 [
Pay code: [7500 redicare Tax) | [pay code M E
Paycode: 7500 Medicare Tax

Pay Code [EMDIOVEE | Employer Leave Rates W-2/1099 Hotes

Employee  Used in Caloulaions  Used for Calculation

Amount/Rate/Percent type: | Parcent of amount Allow calculations with these check types
percentape: " 2 Morca
e @ pom
Minimum wage limit: .00 [ supplemental
Masmum wage lit: B HE 55 £E ‘— A Terminaton
pay Nours: [ Third party
6L account: [02-22210 |[ =] Fca payatie
Caloulation name: vl
Emgloyes alocaton method: | Da natalocate |
oo e
Position number: 1 &
[ Round amounts to nearest dolar
O Excude hours
[ Exdude hours for overtime calouation
Monthly period rumbers
1 2 3 4 5
A oA A A AL

Employee maximum wage limit on Medicare pay code

Verify the value in the Percentage box is correct for the payroll year being closed.
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Step 2. Verify the pay code information

Caselle Connect® - > Payroll - > Organization ~ > Pay Codes
[ Casele Connect® || Pay Codes (|

=

Pay code: [7500 predicare Tax)

| |Pay code v 4B | ofm b oM

Paycode: 7500 Medcare Tax
Pay Code [EMPISYEE | Employer LeaveRates W-2/1099 Notes
Employee  Used in Caloulaions  Used for Calculation

AmountRatePercent type: | Percent of amount

I:::.n | 44—

O Excude hours
[ Exclude hours for overtime caloulation

Monthly period numbers
1 2 3 4 5

Y

A A A A

Allgw calouations with these chedk types
EA Marual
[ Payout
[ supplemental
[ Termination
[ Third party

Employee percentage on Medicare pay code

4. Verify the rates and limits on the employer portion of the Medicare pay code.

Click the Employer tab > Employer subtab.

Caselle Connect® - > Payroll = = Organization - > Pay Codes
[ casele connect® | Pay Codes (3
Pay code: [7500 (edicare Tax)
Pay code: 7500  Medicare Tax
PayCode Employes [EMPRVEr | Leave Rates W-2/1099 Notes
EMplYEr  Used in Caloulations  Used for Caladation  Debit Override Account

Amount/RatePercent type: |Parcentof amount
Percentage: I "%

Employer subtab

Verify the amount in the Maximum Wage Limit box is correct for the payroll year being closed.
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Step 2. Verify the pay code information

Caselle Connect® « > Payroll - > Organization = » Pay Codes

[ Casele Connect® | Pay Codes (3] [
Pay code: [7500 (edicare Tax) | |Pay code v 4B | ofm b ou
Paycode: 7500 Medhcare Tax

Pay Code Employee [EMPROVEr| Leave Rates W-2/1099 Notes

Employer  Used in Calculations  Used for Calculation  Debit Override Account

Amount/RatePercent type: | Percent of amount
— "
-
it [eo 1
Madmum wage limit: ZmEmamE an ‘_
Employes alocaton method: | Use ransacbons v
Debit account: [FF-00-130 |E|p.-u Account
Credt account: [p2-22210 |[ = ] Fica Payable
Caloulation name: [ vJ
[ Allow caloulations on unpaid employee
MontHly period rumbers
1 2 3 4 5

Alow calaulations with these check types
B Manual

B payout

£ supplemental

EA Termination [

e I

Employer maximum wage limit on Medicare pay code

Verify the value in the Percentage box is correct for the payroll year being closed.

Caselle Connect® ~» > Payroll = > Organization = > Pay Codes

[ Casele Connect® | Pay Codes (3 [
Pay code: 7500 predicare Tax) | [Pay code v 4B | orm b ou
Payeode: 7500 Medicare Tax

Pay Code Employee [EMDROVES | Leave Rates W-2/1099 Notes

Employer  Used in Calculations  Used for Calculation  Debit Override Account

Amoun H b

— = %] €—
Maamem beit: fo

DR

Masdimm wage limit: i s s g

Employer alocation method: |Use transactions ~|
Debit sccounts [FF-op-130 |[ = Jpartial Account
Credt account: [p2-22210 |[ = ] Fica Payable
Caloulation name: | |
[ Allow caboulations on unpaid employee

Monthly period numbers

1 2 3 4 5

A oA oA A ala]
Alow cakculations with these check types

B Manual

£ payout

£ suplemental

B4 Termination [

[ o

Employer percentage on Medicare pay code

You have verified rates and limits on the employee and employer portion of the Medicare pay code.

202011, 20200ct08

Third, check any other limits that may apply

Review the rates and limits on the employee and employer portion for the following pay codes. You
can use the pay code list or the pay codes table in the Payroll application.

+ Disability
» Deferred Compensation

* Any pay code that calculates using a rate and limit
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Step 2. Verify the pay code information

Use the pay code list to verify social security rates/limits

Use the pay codes table to verify social security rates limits

On the report...
1. Use the Pay Code List - Detail for Tax Pay Codes [Caselle Master] to look up the medicare
rates and limits for the employee and employer portion.

This is the same report that you printed to check the social security and medicare rates and
limits.

2. Use the report to verify the maximum wage limit and percentage on pay codes for disability,
deferred compensation, and any pay code that calculates using a rate and limit.

In the application...
1. Open Connect Payroll > Organization > Pay Codes.

2. Use the Pay Code box to enter the pay code for disability, and then press Enter.

3. Verify the rate and limit on the employee portion of the pay code.

Repeat the process that you used to verify the rate and limit for the Social Security and Medicare
pay codes. You need to check the maximum wage limit and the amount, rate, or percent that's
assigned to the employee portion of the pay code.

4. Verify the rate and limit on the employer portion of the pay code.

Do the same check to verify the maximum wage limit and the amount, rate, or percent that's
assigned to the employer portion of the pay code.

When you're done verifying the rates and limits on the disability pay code, repeat these steps to
verify the rates and limits on the deferred compensation pay code and the other pay codes that use
a rate and limit to calculate an amount.

202211, 2022Dec02
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Connect Payroll Year-end Checklist - 2022
Step 2. Verify the pay code information

2b. Verify ID numbers for federal and state pay codes

Before you prepare the W-2 forms for your employees, you should verify that the correct
identification numbers for the federal employer ID number and state tax ID number have been
defined in the system. The Government Reporting application will use the federal and state ID
numbers for the W-2s.

First, verify the federal tax ID number

Second, verify the state tax ID number

First, verify the federal tax ID number

Verify the federal tax ID number is correct. In most organizations, you’ll want to check the pay code
for Federal Withholding Tax (FWT) (76-00). You can use the pay code list or the pay codes table in
the Payroll application.

Use the pay code list to verify the federal tax ID number

Use the pay codes table to verify the federal tax ID number

On the report...

1. Use the Pay Code List - Detail for Tax Pay Codes [Caselle Master] to look up the federal
withholding tax pay code (76-00).

2. Verify the pay code displays the correct federal tax ID number.

Anycity Corporation Pay CodeList - Detail by Pay Code Page: 23
Dec 02, 2022 11:584M

Pay Code: T6-00 Type: Federal Withholding AddOn MewEmployee:  Yes

Title: Federal Withholding Tax Abbreviated Title: FWT Allow Employee Options:  Yes

State: Identification Mumber.  87-0302950 Allow Employer Options:  No

Calculation Order. 29 Allow Payout Payments:  No

Employee Employer

ARP Type: Calculation ARP Type: Do not calculate

ARP: 00 ARP: .00

GL Account: 02-22220 GL Debit Account:

GL Activity: ] GL Credit Account:

Allocation Method: Do not allocate Allocation Method: Use transactions

Maximum Limit: .00 Maximum Limit: .00

Annual Limit: 00 Annual Limit: .00

Minimum Wage Limit: 00 Minimum Wage Limit: .00

Maximum Wage Limit: .00 Maximum Wage Limit: .00

Used In Information

Employee Employer
Pay Fay
Code Title Percent Code Title Percent
80-01 Creditor Garnishment 100.00
Used For Infarmation
NN .,\.._\___L-‘...__--.-\_' . \_-..,__ _\__‘——‘\\\ “1-—-"\..__‘_"'\ e = —-.\\-\. “'"\.\“_

Pay Code List - Detail by pay code, Federal withholding tax (76-00) pay code

44


file:/C:/Users/SAW/AppData/Local/Temp/RHTMP/Printed%20Documentation-pryekviPis/2b.htm

Connect Payroll Year-end Checklist - 2022
Step 2. Verify the pay code information

Is the federal tax ID correct?

* Yes, the federal tax ID is correct. That's good news. Continue to the next step in this
section to verify the state tax ID number.

* No, the federal tax ID is not correct. You need to enter the correct federal tax ID before you
continue. Open Connect Payroll > Organization and click Pay Codes. Next, look up the
federal tax pay code (76-00). Click on the Identification Number box and then enter the
correct federal tax ID. Now, you're ready to verify the state tax ID number.

In the application...
1. Open Connect Payroll > Organization > Pay Codes.

2. Display the Federal Withholding Pay Code.
Example: 76-00 Federal Withholding Tax

Caselle Connect® - > Payroll - > Organization ~ > Pay Codes

[ Caselle Connect® ][ Pay Codes @1

Pay code: |

Pay code:  75-00 Federal Withholding Tax "—
&Y L00E  Employes Employer Leave Rates  W-2/1099  Motes

Pay code: E

Sub code:

Title: |Federal Withholding Tax |
Abbreviated title:

Type: |Federal Withholding v
State:

Identification number: | =mm L mmm—s |

Calculation order: 25 Modify caloulation order
[+ add on new emplayes

[ allow employee options
[1 allow employer options

|:| Use as summarization pay code

Federal Withholding Tax pay code

3. Verify the Federal ID number.

The Identification Number box stores the Federal ID number. This is the Federal ID number that
Connect will use to print on reports and forms.
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Connect Payroll Year-end Checklist - 2022
Step 2. Verify the pay code information

Caselle Connect® - = Payroll - > Organization - > Pay Codes

[ Caselle Connect® ][ Pay Codes @ﬂ

Pay code: |

Faycode:  76-00  Federal Withholding Tax
Pay Code Employee Employer Leave Rates W-2/1099 Notes

Pay code: EI

Sub code:

Title: |Federal Withholding Tax |
Abbreviated title:

Type: |Federa| Withholding w |
State: [ ]

Identification number: | HH - SHHRE | "'—_
Calculation order: 25  Modify calculation order

Add on new employee
Allow employee options
[J allow employer options

|:| Use as summarization pay code

Federal Withholding Tax pay code > Identification Number field

Does the correct federal tax ID display in the Identification Number box?

* Yes, the correct federal tax ID is displayed. That's good news. Continue to the next step in
this section to verify the state tax ID number.

* No, the federal tax ID is not correct. Click on the Identification Number box and then enter
the correct Federal ID. Now, you’re ready to verify the state tax ID number.

202211, 2022Dec02

Second, verify the state tax ID number

Verify the state tax ID number is correct. In most organizations, you'll want to look up pay code
77-00 SWT. You can use the pay code list or the pay codes table in the Payroll application.

Use the pay code list to verify the state tax ID number

Use the pay codes table to verify the state tax ID number

On the report...

1. Use the Pay Code List - Detail for Tax Pay Codes [Caselle Master] to look up the state
withholding tax pay code (77-00).

2. Verify the pay code displays the correct state tax ID number.
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Connect Payroll Year-end Checklist - 2022
Step 2. Verify the pay code information

Anycity Corparation Pay Code List - Detail by Pay Code Page: 24
Dec 02, 2022 11:53AM,

Pay Code: T7-00 Type: State Withholding Add On MewEmployee:  Yes

Title: State Withholding Tax Abbreviated Title: SWT Allow Employee Options:  Yes

State: uT Identification Number.  05-785694 Allow Employer Options:  No

Calculation Order. 30 Allow Payout Payments:  No

Employee Employer

ARP Type: Calculation ARP Type: Do not calculate

ARP: 00 ARP: 00

GL Account: 02-22230 GL Debit Account:

GL Activity: 0 GL Credit Account:

Allocation Method: Do not allocate Allocation Method: Use transactions

Maximum Limit: 00 Maximum Limit: 00

Annual Limit: .00 Annual Limit: .00

Minimum Wage Limit: 00 Minimum Wage Limit: 00

Maximum Wage Limit: 00 Maximum Wage Limit: 00

Used In Information

Employes Employer
Pay Pay
Code Title Percent Code Title Percent

80-01 Creditor Garpishment 100 _ .
L . T Y . oA TR s T T k-.,__ 1—— \\\“1-—-.'\-\...‘_"‘ 1._.\___\__—-.\.“ \_\_‘

Pay Code List - Detail by pay code, State withholding tax (77-00) pay code

Is the state tax ID correct?

* Yes, the state tax ID is correct. That's good news. Continue to 2c. Review the subject to
pay codes.

* No, the state tax ID is not correct. You need to enter the correct federal tax ID before you
continue. Open Connect Payroll > Organization and click Pay Codes. Next, look up the
federal tax pay code (76-00). Click on the Identification Number box and then enter the
correct federal tax ID. Now, you're ready to review the subject to pay codes.

In the application...
1. Open Connect Payroll > Organization > Pay Codes.

2. Display the State Withholding Pay Code.
Example: 77-00 State Withholding Tax
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Caselle Connect® - = Payroll -~ > Organization - > Pay Codes

[ Caselle Connect® ][ Pay Codes [Eﬂ

Pay code: |

Pay code:  77-00  State Withholding Tax ‘———

Pay Code Employee Employer Leave Rates W-2/1099 MNotes
Pay code:
Sub code:

Title: |S13te Withholding Tax |
Abbreviated title:
Type: ‘State Withholding v

State:

Identification number: | == m————— |

Calculation order: 26 Modify caloulation order

] add on new emplayee
[+ allow employee options
[] allow employer options

|:| Use as summarization pay code

State Withholding pay code

3. Verify the state ID number.

Caselle Connect® - > Payroll = = Organization - = Pay Codes

[ Caselle Connect® ][ Pay Codes @ﬂ

Connect Payroll Year-end Checklist - 2022
Step 2. Verify the pay code information

Pay code; ||

Pay code: 7700  State Withholding Tax
Pay Code Employee Employer Leave Rates W-2/1099 Notes

Pay code:
Sub code:

Title: |513te Withholding Tax |
Abbreviated title:

Type: ‘State Withholding v|
State:

Identification number: | #4 - | "'_-
Calculation order: 26 Modity calculation arder

Add on new employee
Allow employee options
[] Allow employer options

|:| IUse as summarization pay code

State Withholding pay code > Identification Number field

Does the correct state tax ID number display in the Identification Number box?

* Yes, the correct state tax ID is displayed. That's good news. Continue to the next step in

this section.

* No, the state tax ID is not correct. Click on the Identification Number box and then enter the

correct state tax ID. Now, you're ready to verify the Subject To pay codes.
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Step 2. Verify the pay code information

202211, 2022Dec02
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Connect Payroll Year-end Checklist - 2022
Step 2. Verify the pay code information

2c. Review the subject to pay codes

If you have pay codes that are subject to or exempt from tax, follow these steps to verify that the
pay codes that are subject to Social Security, Medicare, Federal Withholding Tax, and State
Withholding Tax have the tax pay codes included in the used in calculations list. You can review
these items using the Pay Code List, a new report in the 2022.08 release, or the Pay Codes table
in Organization.

What's the difference between "used in calculations" and "used for
calculation"?

What if | don’t know what goes in the W-2 boxes?

If you're not sure what to enter in the boxes on the W-2 Form, contact your auditor or visit the
irs.gov to find out what information goes in each box.

Reminder! Deduction codes will reduce the amount of wages listed in boxes 1, 3, 5 and 16 on the Form W-2.

Choose an option:
Using the pay code list to review subject to pay codes

Using the pay codes table to review subject to pay codes

Option 1: Using the Pay Code List to review pay code information

This option is recommended. Using the Pay Code List - Tax Summary will make it easier to
complete steps 2c and 2d.

The Pay Code List is a new report in the 2022.08 release.

First, print the Pay Code List
1. Open Connect Payroll > Reports > Pay Code List.

What if | can't click Pay Code List in the Reports menu? You will need user rights to open the Pay Code List. Go to
Setup/Modify User Rights to give user rights to the Pay Code List.

2. Use the Definition menu to select Pay Code List - Tax Summary [Caselle Master].

50


https://www.irs.gov/

Connect Payroll Year-end Checklist - 2022
Step 2. Verify the pay code information

Caselle Connect® - » Payroll = » Reports - » Pay Code List

| Casele Connect | Sebpiodify User Rights || Pay Code List (53]

Definitbon:  (Pay Code List - Tax Summary [Casslls Master] | Fiter: |l

Fay Code List - Detad by Pay Code [Casele Master]
Py Cocks List - Ditad for Tax Pay Codes [Casele Muster

B Incude piiy B Emeiares op ; !

[ tnclude pay codes with employer optians Mg #F Tl

[ tnchude summarization pay codes [ o
Pay Code.Pay code al
Fay Code.5ub code: Al

Pay Code List, Definition menu

3. Use the report to verify the pay codes that are subject to social security, medicare, FWT, and
SWT.

Make sure every pay code thatis
subjectto Medicare has a Y in the

Med column. Make sure every pay code thatis
subjectto federal withholding tax has a
Make sure every pay code thatis Y inthe FWT column.
subjectto social security has a Y listed
inthe S5 column. ]‘ /
N A | yd

ity Gorparation Pay Codg Make sure every pay code thatis Page: 1
subject to state withholding tax has a 'Y Mow 01, 2022 4:30PM
T inthe SWT column.

Incl des with emplo’ plions
with employe: //’

\

Pay W2  Dep MNon-Qual W2 Other Include W2Local
Code Title Type SS Med PWT SWT SUTA FUTA Ret WI/C GCode Care Plan Description Amounts Tax Code
1-00 Reg Pay GR i L L i
3-00 Vacation GR i 7 i i
4-00 Sick Leave GR i W Y i
7-00 Holiday GR W W Y W
§-00 Misc Pay GM i 7 i i
20-00 Overtime GO i Y " i
21-01 Comp Earn GO i L L i
21-02 Comp Used GR o Y i o
26-00 Misc Reimb GR - -
28-00 Trvl Reimb - -
40-00 401-K Ded - - i i1 o]
B0-01 RetReg - - " i
50-02 RetPS - - Y W
#0-01 Health Sgl i1 T i i1
80-02 Health Dep i Y " i
80-03 Health Fam W W Y W
#1-01 Dental Sgl i1 T i i1
&1-02 Dental Dep X L i X
§1-03 Dental Fam A N A A

62-00 Life Insur
8B-00 Vision Ins
T0-00 Misc Ded
74-00 Soc Sec
78-00 Medicare
78-00 FWT
T7-00 SWT
80-01 Credit Gar
80-02 Child Supp
85-00 MetPay
86-00 Dir Dep
92-00 LTD Ins
83-00 SUTA
9000 Wrk Comp

w-o=zoo ZTwOooOOUODODODD@Dom
gc =z 2259

Check the pay codes subject to Social Security (SS)

Scan the pay code list to make sure every pay code that is subject to social security has a Y listed
in the SS column.

Check the pay codes subject to Medicare (Med)

Scan the pay code list to make sure every pay code that is subject to medicare has a Y listed in the
Med column.
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Step 2. Verify the pay code information

Check the pay codes subject to Federal Withholding Tax (FWT)

Scan the pay code list to make sure every pay code that is subject to federal withholding tax has a
Y listed in the FWT column.

Check the pay codes subject to State Withholding Tax (SWT)

Scan the pay code list to make sure every pay code that is subject to state withholding tax has a 'Y
listed in the SWT column.

Now, you're ready to move on to Step 2e: Verify W-2 Box 10, 11, 12, and 14 settings. Do not throw
away the Pay Code List - Tax Summary, you can use it to complete Step 2e.

Step 2e: Verify W-2 Box 10, 11, 12, and 14 settings

202211, 2022Nov01

Option 2: Using the pay code table to review pay code information

If you're used to using the Pay Code table in Organization to review pay code information and you
don't want to use the Pay Code List (Option 1), follow these instructions. Option 2 is how the pay
code information was reviewed in the 2021 Payroll Year End Checklist.

If you used the Pay Code List to review the pay code information, you can skip this section.

Check the pay codes subject to Social Security

Return to the Social Security pay code (74-00) to make sure every pay code that is subject to
Social Security is listed in the used for calculation list.

Do this...

1. Open Connect Payroll > Organization > Pay Codes.
2. Use the Pay Code box to enter the Social Security pay code (74-00) for your site.

3. Click the Employee tab > Used for Calculations subtab.

[Casele Conmect® || Pay Codes [

Pay code: [

Paycode: 7400  Social Security Tax

Pay Code Employee Emplover LeaveRates W-2/1099 MNotes

Employes  Used in Caloulatiors  Used for Caloulaton

100 Fegildsr Pay 100,00
300 Vacation Pay 106,120
400 Sck Leave 106,130
T Bl P 107 A

Employee portion, used for calculation

4. Verify the list includes all taxed pay codes.
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Connect Payroll Year-end Checklist - 2022
Step 2. Verify the pay code information

The list should include pre-tax deductions, all earnings subject to tax, and the deductions that are
taken out before taxes are calculated. You will need to add any taxed pay codes that are not

included in the list but should be included on the list.

Paycode: 7400  Sodal Sequrity Tax
PayCode Empioves Employer LeaveRates W-2f1099 MHotes
Employes  LUsed in Calodaions  Wsed for Calodaton
Pay Code Peroent

3040 Vacaton Pay
400 Sk Leave

7-00 Holeday Pay

B-00 Mscslaneous Pay

20-00 Crvertime Pay

21-01 Comp Time Earroed

2102 Comp Tine Used
50-01 Health Insurance - Single
60-02 Health Insurance - Dependent
6003 Health Insurance - Famiy
61-01 Dental - Snghe

6102 Dental Dependent

5103 Dental - Famdy

HHHHEH

Employee, Used for calculation pay codes

5. Click the Employer tab > Used for Calculations subtab.

Paycode: 7400 Socsl Security Tax
PayCode Employes Employer Lsave Rates w-zﬂr“

Emgloyer  Used in Caloulations [ Uned for Caloulabion | Detst Cverride Account
Pay Code Percent

Employer, used for calculation

6. Verify the list includes all taxed pay codes.

Usually, the pay codes that are subject to Social Security for the employee and employer will be
the same pay codes. The most common exception is the pay code for Third Party Pay on the

employer portion.

Paycode: 7400  Social Security Tax
Pay Code Empioyee Emplaver LeaweRates W-2/1099 Notes
Employer  Uisedin Cabqulations  Used for Caloulation  Debet Override Account

1-00 Rusgrilar Pay

3-00 Vacation Pay 100.00
00 Sick Leave 100,00
7-00 Holday Pay 10000
B-00 Miscallanesyus Pay 100.00
20-00 Qrvertme Pay 100.00
2101 Comp Tiene Earmed 106,00
21-02 Comp Time Lised 100,00
&0-01 Heaith Insurance - Single 100.00
60-02 Health Insurance - Dependent 100,00
6003 Haaith Insurancs - Famiy 100,00
£1-01 Dental - Sngle 100.00
6102 Dental Dependent 100.00
6103 Dental - Family 100,00

Employer, Used for calculations pay codes

The pay codes that are subject to Social Security have been verified on the Social Security pay

code.
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Check the pay codes subject to Medicare

Do the same check on the Medicare pay code (75-00) to make sure every pay code that is subject
to Medicare is listed in the used for calculation list for the Medicare pay code.

Do this...

1. Open Connect Payroll > Organization > Pay Codes.
2. Use the Pay Code box to enter the Medicare pay code (75-00) for your site.
3. Click the Employee tab > Used for Calculation subtab.

Caselle Connect® = > Payroll - = Organization = > Pay Codes

[ Casele Connect® | Pay Codes (|
Pay code: |
Pay code: 7500 Medcare Tax
Pay Code Employes Employer Leave Rates W-2/1099 Mobes
Employes Used in Cakculabons  Used for Calaustion ‘__
Pay Code Percent )

1-00 Regular Pay | 100.00
T Ve m s Do AN M

Used for Cz

Employee, Used for Calculation subtab

4. Verify the list includes all taxed pay codes.

The list should include pre-tax deductions, all earnings subject to tax, and the deductions that are
taken out before taxes are calculated. You will need to add any taxed pay codes that are not
included in the list but should be included on the list.

[ Casele Connect® | Pay Codes (3|

Pay code: | | [pay code vl M o4z ]
Pay code:  75-00 Medicars Tax
PayCode Emplovee Employer LeaveRates W-2/1099 Notes ‘/
Emgloyee _Used in Calaations Used for Calcutation
Pay Code Percent =
Used for Caloulation
3-00 Vacation Pay 100,00
4=00 Sick Leave 100,00 Pay code: 1400 Regular Pay
7-00 Holiday Pay 100.00
8-00 Miscedanaous Pay wooo | T X
20-00 Orertime Pay 100,00
2101 Comg Time Earned 100,00
EI-UICw'qJﬁ'IEI.hd 100,00
60-01 Health Insurance - Single 100.00
60-02 Health Insurance - Dependent 100.00
E0-03 Health Ingurance - Family 100,00
61-01 Dental - Single 100,00
61-02 Dental -Dependent 100,00
61-03 Dental - Family IM.ML\‘

Employee Used for Calculation pay codes

5. Click the Employer tab > Used for Calculation subtab.
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Cazelle Connect® = > Payroll = > Organization = > Pay Codes

[ Casele Connect® | Pay Codes ]

Pary code: |

Pay code:  75-00 Medicare Tax

PayCade Employee Employer Leave Rates W-2/ Notes

Employer Used in Caloulations  Used for Calculation | Debit Override Account

' Pay Code Percent |

3-00 Vacation Fay 100,00

Employer Used For Calculations subtab

6. Verify the list includes all taxed pay codes.

Usually, the pay codes that are subject to Medicare for the employee portion are the same as the
pay codes that are subject to the Medicare for the employee portion. The most common
exception is the pay code for Third Party Pay on the employer portion.

Caselle Connect® = > Payroll = > Organization - » Pay Codes
[ Casele Comnect® || Pay Codes 3|

Pay code: [ | |Pay code v M 4= of 38
Pay code:  75-00 Medicare Tax
PayCode Employes Emolover LeaveRates W-2/1099 Notss K
400 Sack Leave 100,00 Pay code:  1-00 Regular Pay
7-00 Hobday Pay 100.00 .
8-00 Miscelansous Pay wogo | TTE %
20-00 Overtime Pay 100.00
2101 Comp Time Earned 100,00
2102 Comp Time Used 100.00
60-01 Health Insurance - Single 100.00
60-02 Health Insurance - Depandent 100.00
6003 Health Insurance - Family 100,00
6101 Dental - Single 100.00
£1-02 Dental -Dependent 100,00
6103 Dental - Famly 100.00

Employer Used for Calculation pay codes

The pay codes that are subject to Medicare have been verified on the Medicare pay code.

202011, 20200ct08

Check the pay codes subject to Federal Withholding Tax

Do the same check on the pay code for Federal Withholding Tax (FWT) (76-00) to make sure all
pay codes that are subject to FWT are included on the used in calculation list on the FWT pay
code.

Do this...

1. Open Connect Payroll > Organization > Pay Codes.
2. Use the Pay Code box to enter the FWT pay code (76-00) for your site.

3. Click the Employee tab > Used for Calculation subtab.
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Caselle Connect® = > Payroll = > Organization = > Pay Codes
[ casebe Comect® || Pay Codes )|
Pay code: |

Pay code: 7600  Federal Withholding Tax
Pay Code EMployEe Employer Leave Rates W-2/

Employee Usad in Caloulations Lised for Caloulation
[ Pay Code Percent '

3-00 Wacation Pay 100.00 thdfﬂlcﬂ

Employee Used for Calculation subtab

4. Verify the used for calculation list on the employee portion includes all taxed pay codes.

Example: The list should include the 401k Deduction pay code because 401k is usually exempt
from Federal tax.

The list should include pre-tax deductions, all earnings subject to tax, and the deductions that are
taken out before taxes are calculated. You will need to add any taxed pay codes that are not
included in the list but should be included on the list.

[ Casele Comnect® || Pay Codes |
paycoce: a oy coe v
Paycode: 7600 Federal Withholdng Tax
Pay Code Employee Employer LesveRates W-2/1099 MNotes {
_Enployee _Used in Caloations [Used for Caladation |
' Pay Code Percent F
Lised for Calouaton
300 Vacation Pay 100.00
400 Sk Leave 100.00 Pay code: 100 Regular Pay
7-00 Hobday Pay 100,00 )
§-00 Miscelaneous Pay wooo | P “
20-00 Overtime Pay 100.00
21401 Comp Time Earmed 100,00
21-02 Comp Time Uised 100.00
40-D0 401K Deductian 100.00
5001 State Retrement - Regular 100.00
£0-02 State Retrement - Public Safe 100.00
8001 Haalth Insurance - Single 100.00
6002 Health Insurance - Dependant 100.00
60-03 Haalth Insurance - Family 100.00
6101 Dental - Single 100.00
6102 Dental -Dependent 100.00
6103 Dental - Famiy 100,00

Employee Used for Calculation pay codes

The pay codes that are subject to Federal Withholding Tax have been verified on the Federal
Withholding Tax pay code. You do not need to worry about checking the pay codes that are used
for calculation on the employer portion because the employer does not pay federal withholding tax.

202011, 20200ct08

Check the pay codes subject to State Withholding Tax

Do the same check on the pay code for State Withholding Tax (SWT) (77-00) to make sure all pay
codes that are subject to state withholding tax are listed in the used for calculation list on the SWT
pay code.

Do this...

1. Open Connect Payroll > Organization > Pay Codes.
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Connect Payroll Year-end Checklist - 2022

Step 2. Verify the pay code information

2. Use the Pay Code box to enter the SWT pay code (77-00) for your site.

3. Click the Employee tab > Used for Calculation subtab.

[ Casele Connect® | Pay Codes |

Pay code; |

Paycode: 7700 State Withholding Tax
Pay Code Employee Employer Leave Rates w-‘ HNotes

Employee Used in Caloulations | Used for Calaulabon |

| )

100 Regular Pay
3-00 Vacaton Pay

100.00

Lised for Calculation

Employee Used for Calculation subtab

4. Verify the list includes all taxed pay codes.

The used for calculation list should include the (1) 401k Deduction pay code because 401Kk is
usually exempt from state tax and (2) pre-tax deductions, all earnings subject to tax, and other

deductions that are taken out before taxes are calculated.

You will need to add any pay codes that are not included in the list but should be included on the

list.
[ Casele Cornect® || Pay Codes (3]
Pay code: | Pay code ~
Pay code: 7700 State Withholding Tax
PayCode Employee Employer LeaveRates W-2/1099 Motes /
Enployes _Used n Calaations |Used for Caloulation |
Used for Calculation
3-00 Yacation Pay 100.00
4000 Sick Leave 100.00 Fay code: 100 Regular Pay
7-00 Holiday Pay 100.00
Pergent: | 100.00 Yo
8-00 Miscelaneous Pay 100.00 -
20-00 Orrertime Pay 100.00
21-01 Comp Time Earned 100.00
2102 Comp Time Used 100.00
40-00 40 1K Deduction 100.00
50-01 State Retrement - Regulsr 100.00
50-02 State Retrement - Public Safe 100.00
6001 Health Insurance - Single 100.00
60-02 Health Insurance - Dependant 100.00
60-03 Health Insurance - Famly 100.00
61-01 Dental - Sngle 100.00
61-02 Dental -Dependent 100.00
£1-03 Dental - Family 100,00

Employee Used for Calculation pay codes

The pay codes that are subject to state withholding tax have been verified on used in calculation
list for the employee portion. You do not need to check the used for calculation list on the employer

potion because the employer does not pay state withholding tax.

202011, 20200ct08
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2d. Verify W-2 Box 10, 11, 12, and 14 settings

The IRS requires organizations to report specific information in Boxes 10, 11, 12, and 14. If you're
not sure what to enter in each box, contact your accountant, auditor, or the IRS to determine if you
are reporting the amounts that should be reported in each box.

What if | need help with Box 10, 11, 12, and 14? If you have any questions about the information that's
required on your W-2 forms, you should consult your accountant, auditor, or the IRS for the specific
information required for your site. Caselle support staff are not payroll tax experts. We can help you put your
payroll tax information into the appropriate boxes, but we CANNOT help you determine the amounts to report
in each box.

In this section...

Verifying special pay code flags

Updating W-2 box code on a pay code
Reviewing W-2 Other description (Box 14)
Review dependent care pay codes

Reviewing non-qualified deferred compensation pay codes

Verifying the special pay code flags
For amounts that need to be reported in Boxes 10, 11, 12, or 14, you will need to verify the special

pay code flags and then check the appropriate boxes in Organization > Pay Codes to place the
information for each pay code into the correct box on the W-2.

Important! Your accountant or auditor should advise you on the appropriate code to select for each pay code as
well as any other information that may be required for each pay code.

Reviewing W-2 Box 12 codes

Use the Pay Code List (that you printed in step 2d) to review the Box 12 code for each pay code.
This is the code that will print in Box 12 on the Form W-2.

The IRS requires organizations to report specific information in Box 12. Contact your accountant,
auditor, or the IRS to determine if you have amounts that should be report in Box 12.

Example: 401k reports “D” in Box 12, Health Insurance reports “DD” in Box 12.
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What about Box 12 codes for health insurance pay codes? Make sure you assign DD to Box 12 on every health
insurance pay code.

Anycity Corporation Pay Code List - Tax Summary Page: 1
Mowv 01, 2022 4:30PM

Review the W-2 Box 12 code for each pay code.

Report Criteria:

Includes pay codes with employee oplions
Includes pay codes with employer oplions
N

Pay W2 Dep MNon-Qual W2 Other Include W2 Llocal
Code Title Type 5SS Med PWT SWT SUTA FUTA Ret W/IC Code Care Plan Description Amounts Tax Code
1-00 Reqg Pay GR N N N N - - - - - - -
3-00 Wacation GR N N A A - - - - - - -
4-00 Sick Leave GR N N A A - - - - - - -
7-00 Holiday GR W W W Ny - - - - - - -
8-00 Misc Pay GM N Ny N Ny - - - - - - -
20-00 Overtime GO N Ny N Ny - - - - - - -
21-01 Comp Earn GO N N N N - - - - - - -
21-02 CompUsed GR N N N N - - - - - - -

25-00 Misc Reimb
28-00 Trvl Reimb
40-00 401-K Ded
50-01 RetReg
5002 RetP3
80-01 Health Sgl
50-02 Health Dep
§0-03 Health Fam
51-01 Dental Sgl
51-02 Dental Dep
81-03 Dental Fam
82-00 Life Insur
85-00 Vision Ins
T0-00 Misc Ded
7400 Soc Sec
7500 Medicare
T8-00 FWT
T7-00 SWT

80-01 Credit Gar
80-02 Child Supp
85-00 Met Pay
86-00 Dir Dep O - - - - - - - - - - -
9200 LTDIns | - - - - - - - - - - ~
98-00 SUTA =i} - - - - - - - - - - -
95-00 Wrk Comp WG - - - - - - - - - - .

A
'
'
'
'
i
'
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i
'
'
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]
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Pay Code List, W-2 Code column

202208, 2022Nov02

Updating W-2 Box 12 code on a pay code

If the Pay Code List shows the wrong code in Box 12, you may need to update the pay code's W-2
Box 12 code.

Do this...

1. Open Connect Payroll > Organization > Pay Codes.
2. Look up the pay code to report in Box 12.

3. Click to select the W-2/1099 tab.
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Step 2. Verify the pay code information

Caselle Connect® = > Payroll = > Organization = > Pay Codes

[ Casele Conect® | Pay Codes 3|

Pay code: | Vs
Paycode: 100 Regular Pay k
PayCode Employee Employer LesveRates W-2/1099 Notes
W-2 code (Box 12): w

W-2/1099 tab

4. Select the appropriate code that describes the pay code amount from the W-2 Code (Box 12)
list.

To view the Box 12 Codes list and descriptions, click here.

Caselle Connect® = > Payroll = > Organization = > Pay Codes
[ Casele Comect® | Pay Codes |
Pay code: ;
Fay code: 1400 Regular Pay
Pay Code Employee Employer Leave Rates W-2/1099  potes
W-2 code (Box 12): +—
W-2 other description (Box 14): n
[ inchade amounts g
W-2 local tax code: D L
£ ! ]
[ 1ndude amounts for F the W-2 (Box 10)
[ dude ssmounts for non ﬁ on the W-2 (Bax 11)
1
¥
L
L]
L
&
3
5
u
v
W
ki
z
A
EB
cC
oo
EE
FF
GG
HH
W-2 code (Box 12) list

5. Repeat step 4 for each pay code in use at your site with Box 12 requirements.

What do the Box 12 codes mean? Each of these codes and their descriptions, as shown here, can be found by
clicking the What's This? Help button (CTRL+W) and then moving the mouse over the W-2 Code (Box 12) field. You
can also use the Box 12 Codes List or visit the irs.gov website for more information.

The W-2 Box 12 code is saved on the selected pay code.

202011, 20200ct08
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Step 2. Verify the pay code information

Reviewing the W-2 Other Description field (Box 14)

Other tax information is reported in Box 14. Box 14 descriptions may include the following items:
Contributions to Employee Pension Plans, Union Dues, Life or Health Insurance Premium Payroll
deductions, Moving Expenses, etc.

What if | don't know what to enter in Box 14? If you have any questions about the information required on your W-2
Forms, consult your accountant or auditor for the specific information required for your site.

Anycity Corporation Pay Code List - Tax Summary Page: 1

Mow 02, 2022 1:43PM

Report Criteria:
Includes pay codes with employee opions
Includes pay codes with employer opions

Pay W2  Dep Non-Qual
Code Title Type Med PWT SWT SUTA FUTA Ret W/C Code Care Plan

W2 Other Include
Descripion Amounts

W2 Local
Tax Code

%]
5]

61-01
61-02
61-03

Pay Code List, W-2 Other Description column

Does the pay code require a description and amount for Box 147

Reg Pay
Vacation
Sick Leave
Holiday
Misc Pay
Qvertime
Comp Earn
Comp Used
Misc Reimb
Trvl Reimb
401-K Ded
Ret Reg
Ret PS
Health Sgl
Health Dep
Health Fam
Dental Sgl
Dental Dep
Dental Fam
Life Insur
Vision Ins
Misc Ded
Soc Sec
Medicare
FWT

SWT
Credit Gar
Child Supp
Met Pay
Dir Dep
LTD Ins
SUTA

Wrk Comp

GR

GR

= = ==

A ]

< A << L << <

Voo =

T A 4

A T T ]

= = = =

[ A T A A ]

- Box 14 Desc

Review the text thatwill printin
Box 14 in the W-2 Other

Look for a ¥ in the Include Amounts
column to print an amount for Box 14.

* Yes, the pay code requires a description for Box 14. Use the Pay Code List - Tax

Summary [Caselle Master] to verify the Box 14 description is correct. To update the Box 14
description, use the W-2/1099 tab in Organization > Pay Codes.
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Step 2. Verify the pay code information
* Yes, the pay code requires a description and amount for Box 14. Use the Pay Code List -
Tax Summary [Caselle Master] to verify there's a Y in the Include Amounts column. To include
amounts, use the W-2/1099 tab in Organization > Pay Codes to select the Include Amounts
checkbox.

* No, the pay code does not require a description for Box 14. After you have checked each
pay code, continue to the next question.

Reviewing dependent care pay codes

Review the pay codes for dependent care benefits that need to be reported on the Form W-2. For
example, a cafeteria plan payroll deduction.

Anyeity Corporation Pay Code List - Tax Summary Page: 1
Now 02, 2022 2:31PM

Repart Criteria:
Includes pay codes with employee opions
Includes pay codes with employer opiions

Pay w2 Dep MNon-Qual W2 Other Include W2 Llocal
Code Title Type S5 Med PWT SWT SUTA FUTA Ret W/C Code Care Plan Description Amounts Tax Code
1-000 Reg Pay GR N N N N - - - - = - -
3-00 Vacation GR N N N N - - - - = - -
4-00 Sick Leave GR N N N N - - - - = - -
7-00 Holiday GR N N N N - - - - = - -
8-00 Misc Pay GM N N N N - - - - = - -
20-00 Overtime GO N N N N - - - - = - -
21-01 Comp Earn =0 N N N N - - - - = - -
21-02 Comp Used GR N N N N - - - - = - -

2500 Misc Reimb
25800 Trvl Reimb
4000 401-K Ded
50-01 RetReg
50-02 RetPS
80-01 Health Sagl
80-02 Health Dep
80-03 Health Fam
§1-01 Dental Sgl
§1-02 Dental Dep
&1-03 Dental Fam
62-00 Life Insur
6500 Vision Ins
T0-00 Misc Ded
74-00 SocSec
7500 Medicare
78-00 FWT
T7-00 SWT
80-01 Credit Gar
80-02 Child Supp
85-00 MNet Pay
§6-00 Dir Dep
92-00 LTD Ins
98-00 SUTA
8500 Wrk Comp

A
'
'
'
'
'
i
'
‘
'
'
'

- - - - DD - - -
DD - - -
- - - - DD - - -

= = = == =
= = = == =
'
i
'
1

Box 14 Desc N
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1 ] 1 1

Look fora Y inthe Dep Care column.

Pay Code List, Dep Care column

s the pay code for dependent care?

* Yes, the pay code is for dependent care. Use the Pay Code List - Tax Summary [Caselle
Master] to verify there's a Y in Include Amounts column. To update the pay code, use the
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Connect Payroll Year-end Checklist - 2022
Step 2. Verify the pay code information
W-2/1099 tab in Organization > Pay Codes. Select the Include Amounts for Dependent Care
(Box 10) checkbox.

* No, the pay code is not for dependent care. After you have checked each pay code,
continue to the next question.

Reviewing non-qualified deferred compensation pay codes

Review the pay codes for non-qualified deferred compensation pay codes with amounts to include
on the W-2 Form. This is the amount for Box 11 on Form W-2.

Anyeity Corporation Pay Code List - Tax Summary Page: 1
Now 02, 2022 2:31PM

Repart Criteria:
Includes pay codes with employee opions
Includes pay codes with employer opiions

Pay w2 Dep MNon-Qual W2 Other Include W2 Llocal
Code Title Type S5 Med PWT SWT SUTA FUTA Ret W/C Code Care Plan Description Amounts Tax Code
1-000 Reg Pay GR N N N N

3-00 Vacation GR N N N N

4-00 Sick Leave GR N N N N

7-00 Holiday GR N N N N

8-00 Misc Pay GM N N N N

20-00 Overtime GO N N N N

21-01 Comp Earn =0 N N N N

21-02 Comp Used GR N N N N

2500 Misc Reimb
26-00 Trvl Reimb

40-00 401-K Ded - - N N D
B50-01 RetReg - - W W

50-02 RetPS - - W W

80-01 Health gl W W W W oo
60-02 Health Dep N N N N oo
60-03 Health Fam N N N N Do
81-01 Dental Sgl W W W W

§1-02 Dental Dep N N N N

&1-03 Dental Fam N N N N

62-00 Life Insur Box 14 Desc N
6500 Vision Ins
T0-00 Misc Ded
74-00 SocSec
7500 Medicare
76-00 FWT
T7-00 SWT
80-01 Credit Gar
80-02 Child Supp
85-00 MNet Pay
§6-00 Dir Dep
82-00 LTD Ins
93-00 SUTA
8500 Wrk Comp

- = N m
g UU%E%LHUUUUUUUUUIIU %

=

Look fora Y in the Non-Qual Plan column.

Pay Code List, Non-Qual Plan column

Are you required to print the total amount of distributions to an employee for a
non-qualified deferred compensation plan?
* Yes, | need to print this information. Use the Pay Code List - Tax Summary [Caselle
Master] to verify there's a Y in the Non-Qual Plan column. To update the pay code, use the

W-2/1099 tab in Organization > Pay Codes. Select the Include Amounts for Non-Qualified
Plan (Box 11) checkbox.
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Step 2. Verify the pay code information

* No, I do not need this information. After you have checked each pay code, continue to the
next question.

202208, 2022Nov02

Choosing to include amounts for dependent care (Box 10)
Enter the total reported in box 10 on Forms W-2.

Choosing to include amounts for non-qualified plans (Box 11)

Enter the total reported in box 11 on Forms W-2.
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Step 2. Verify the pay code information

2e. Run Checkout

After you have completed the previous steps, run Checkout to verify that there are no Checkout
errors in the Payroll database. You should fix any errors that appear on the error report before you
continue to the next step. If you need help fixing an error, you can contact customer support at
(800) 228-9851.

Important! If there are any errors on the Checkout report, contact customer support for assistance at (800)
243-8275 or email us at support@caselle.com. Do NOT continue until the Checkout report is free of errors.
-

How do | run Checkout?
1. Open Connect Payroll > Organization > Checkout.

2. Run Checkout for ALL employees.

The default setting should select all employees. If the value is set to a specific employee number,
then change the value to choose ALL employees.

[ Caselle Comnect®s | Chedout £ =]
Erpityet  Cither
Selecton giteria:
Celumn Value
Employee.Employes number all
<
[ Checkout prier years Setthe value to ALL.
[ Employee Information
]tk allccartion percentages [ Check for positioe FICA, PWT, and SWT tokals
=] e For sirghe mctive et pay code (] Check for FWT and SWT amounts differing
(5] Crack f s Social Seasity masber from the prior pay period by more than 20,00
[ Check for different YTD employee and employer
A Verify monthiy pay periods amounts for Sodal Security and Medicare
[ validate Warkers Compensation pay code [ verify Sosl Seasity caladation
] Chasck for metive primary podsben [ wewify Mateare caloulsbon
[7] Check: for ta pay codes set to do not calaulate [ veify Medicare Premim
[1Find terminated employees that can be deleted Begreing date: | gumiryyy | 2]
[]Find termnted enployees with ssues Endrgdate: 1201wy [

7] Chedk: fior transactions after pay code end dates

Checkout, Selection Criteria

3. Verify the Beginning Date and Ending Date.

These dates should default to the payroll year (01/01-YYYY to 12/31/YYYY) being closed. The
routine will scan and check data for the selected year.
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Connect Payroll Year-end Checklist - 2022

Step 2. Verify the pay code information
|

Important! If these dates are incorrect, DO NOT change them because the dates in Caselle are not correct, contact
customer support for assistance at (800) 243-8275 or email us at support@caselle.com.
. _____________________________________________________________________|

[ Casele Comnect® | Chedout £ [=]

Empicyee  Other

Selechion aiteria:

Celumn Valus
EmployeeEmployes number &ll

£ »

[CJichedut prier years

[ Employee Information

br] it allocation percentages [ Check for posithoe FICA, PWT, and SWT totals

] ek fior sinughe mciove net pay code [tk for FWT ard SWT amounts differing

(5] Chack fox g Social Secusty rsver fram the prior pay period by more than 20,00
[ Cheeck fir different YTD employes and employer

] Werify monthiy pay periods amounts for Social Security and Medicare

[] valiclate Workers Compensation pay code [ vexify Socil Security cakadation

£ ek fioe metm primary posstion [ verify Madicars calnulation

(=] ek Foe ta pavy codes set to do nat cakoulate [ vesify Medicare Premium

[ Find terminated employees that can be deleted Begiring date: | gumirvrry | o)

[1Find terminsted employees with ssues Endeg dote: | 12317vvY [

£ Chedk for transactions after pay code end dates:

L

Selectthe entire payroll year.

Checkout, Beginning Date and Ending Date

4. Select the following options.

There are new checkboxes on the Checkout view. You will need to select these options. If the
Checkout view doesn't include the new checkboxes, stop and install the latest version of
Connect.

Casele Comecth | Checout | =
Evpiovee  Cither
Selection aiteria:
Celumn | Valus
EmployeeEmployes number &ll
< ¥
[CJichedust prior years
[ Employee Informaton
7] Check alocation percentages [ Choeck for positive FICA, PWT, and SWT totals
[ e For siraghe active et pay code [ Check for FWT and SWT amounts differing
[ Chueck for missing Sodal Security number from the prior pay period by more than 20,00
[ Chieck for different YTD employes and employer
EAverify monthiy pay periods amounts for Social Security and Medicare
[ v aldnte viarkers Compencation pay code [ ity Somsl Seaunty caladabion
] Chasck for mctive prmary position [ ey Madicare caloulsbon
Mﬁrmmmﬁuulhhmmu | [ vesify Medicare Premium
Eind terminated employees that can be deleted Begrring date: | uotrvyyy| T
[ Find terminated enployees vith ssues Endrgdate: 1201wy [

| uﬂﬂrum-umummdeuuml

Mew options have a red box around them.
Make sure all of the highlighted options
are selected.
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Step 2. Verify the pay code information
Checkout, Checkboxes

* Employee information checkbox

» Check allocation percentages checkbox

» Check for single active ent pay code checkbox

* Check for missing Social Security number checkbox

* Verify monthly pay periods checkbox

» Check for active primary position checkbox

» Check for tax pay codes set to do not calculate checkbox (New)
» Check for transactions after pay code end dates checkbox (New)
» Check for positive FICA, FWT, and SWT totals checkbox

» Check for different YTD employee and employer amounts for Social Security and Medicare
checkbox (New)

* Verify Social Security calculation checkbox
+ Verify Medicare calculation checkbox

+ Verify Medicare premium checkbox

5. click GO [@] (CTRL+G).

Connect searches the Payroll database for errors and then prints the Checkout Report.

Did the Checkout report list any errors?

* Yes, there are errors on the Checkout report. You should correct the Checkout errors
before you continue. If you need help, contact customer support for assistance at (800)
243-8275 or email us at support@caselle.com. Do not continue until the Checkout report is
error free.

* No, the Checkout report is error-free. Great news! The pay codes are ready to go. You'’re
ready for the next step.

Here’s a list of common Checkout errors.

* Employee is missing a Social Security number. Look up the employee record and update
the Social Security number. To learn more, see Adding a Social Security number.

« Maximum wage limit changed and amounts need to be recalculated. Contact customer
support for assistance at (800) 243-8275 or email us at support@caselle.com.

* Deduction amount does not match the calculated amount. Contact customer support for
assistance at (800) 243-8275 or email us at support@caselle.com.

STOP!
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Connect Payroll Year-end Checklist - 2022
Step 2. Verify the pay code information
If there are any errors on the Checkout report, contact customer support for assistance at (801)
243-8275. Do NOT continue until the Checkout report is free of errors.

202208, 2022Nov03
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Step 3. Verify year-to-date information
Step 0 Step 1 Step 2 Step4 Step 5 Step6 Step7

You need to verify payroll transactions for the calendar year. If you have updated payroll
transactions to the General Ledger application every pay period, you should have an easier time
finishing this step.

Watch a video
Step 3 in the 2022 Payroll Year-end Checklist Webinar. [MP4]

Getting started with verifying year-to-date information

Step 3a. Verify the General Ledger updates for the calendar year
Step 3b. Print Payroll History for the calendar year

Step 3c. Print the Annual 941 Report for the calendar year

Step 3d. Print Employee Tax Summary for the calendar year
Step 3e. Verify reports

Step 3f. Print additional annual reports for the calendar year


https://vimeo.com/782686149

Connect Payroll Year-end Checklist - 2022

Step 3. Verify year-to-date information

3a. Verify the general ledger updates for the calendar year

Make sure the transactions for each pay period have been updated to the general ledger. You can
check with the general ledger clerk or you can use Journal Inquiry or the Journals Report in the
General Ledger application to verify the payroll transactions have been updated.

Do you have a general ledger clerk?

* Yes, we have a general ledger clerk. If your organization has a person who manages the
general ledger, check with that person to make sure (1) the payroll updates for the calendar
year have posted to the general ledger, and (2) there are no duplicate entries recorded in the
journals for payroll checks, transmittal checks, payroll benefits, and payroll compensation.

* No, we don't have a general ledger clerk. If you don't have a general ledger clerk, you need
to check the payroll updates and look for duplicate entries in the journals for payroll checks,
transmittal checks, payroll benefits, and payroll compensation.

You have two options to review journal entries...

* Using Journal Inquiry to view journal entries, or

* Printing journal entries to paper.

How do | use Journal Inquiry to view journal entries?

If you want to review journal entries without printing a report, use Journal Inquiry to search for
duplicate entries. Remember, you can use Journal Inquiry to view journal entries on the screen and
you can print the journal entries that you're viewing in Journal Inquiry to paper.

What if a payroll transaction was updated more than once or deleted? The Checkout Report
that you ran in Step 2b will not find this type of error. To find duplicate or missing transactions, you
need to check the General Ledger application.

Do this...

1. Open Connect General Ledger > Journal Inquiry.

2. Use the Journal box to enter a journal code.
In other words, PC, PB, CDP, CDPT, or the corresponding journal codes used by your site.

CDP, Payroll Checks
CDPT, Transmittal Checks*
PB, Payroll Benefits
PC, Payroll Compensation

*Only review the CDPT journal if you use transmittals. If you don’t use transmittals, you can skip
reviewing the CDPT journal.

3. Click the Detail tab.
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;Cnd!ttmnut'& = » General Ledger = > Joumal Inquiry
| [ Casele Comear® ]'Ju.malwv )

|
ﬂ PCFH'.I:IJu.md

&1 TP A ATMERFYEEE WA 4 A0 Calarims B Ufamae AV | T AKE EMD e

Detail tab

4. Verify that no duplicate entries exist in the journal for any pay periods for the entire year
being closed.

This should be straightforward. In most circumstances, any duplicates will be identified and fixed
during bank reconciliation.

Caselle Connect® - > General Ledger = > Joumal Inquiry .
Casele Connect® | Journal Inqury 3 =)
| | 3ournal v 4|0 of 47 b
ﬁ B Puyn:l Journal Acthve: fes
d -
Reference Date | AccountMumber Account Title Amount ~ Comment

53.000 Salaries & Wag BAYROLL TRANS FOR 3)4) 21,407 72

77.0001 03/18/2018 10-44-110 Salaries 8 Wages PAYROLL TRANS FOR 3/18/2017PAY PE..  21,395.65 H
850001 0318/2018 10-54-110 Salaries & Wages PAYROLL TRANS FOR 3/18/2017PAYPE..  15,621.39

62.0001 03/04/2018 10-54-110 Salaries & Wages PAYROLL TRANS FOR 3/4/2017PAY PE.. 1552139

£5.0001 03042018 10-57-110 Salaries 8 Wages PAYROLL TRANS FOR 3/4/2017 PAY PE.., 5,833.54

£4.0001 03/04/2018 10-50-110 Salaries & Wages PATROLL TRANS FOR 3/4/2017 PAY PE... 5,807.35

£3.0001 D3/18/2018 10-50-110 Salaries B Wages PAYROW TRANS FOR 3/18/2017PAY PE..  5,792.87

67.0001 03/04/2018 10-70-110 Salaries & Wages PAYROLL TRANS FOR 3/4/2017 PAY PE... 5,677.99

§1.0001 03/18/2018 10-70-110 Salaries & Wages PAYROLL TRANS FOR 3/18/2017PAYPE_.  5,588.29

95.0001 03/18/2018 10-42-110 Salaries & Wages PAYROLL TRANS FOR 3/18/2017PAYPE..  4,563.54

73.0001 03/04/2018 10-42-110 Salaries & Wages PAYROLL TRANS FOR 3/4/2017 PAY PE.. 4,663.54

72.0001 03/04/2018 10-41-110 Salaries & Wages PAYROLL TRANS FOR 3/4/2017 PAY PE... 4,4926.29

43.0001 03/18/2018 10-54-110 Salaries & \Wages PAYROLL TRANS FOR 3/18/2017PAYPE.  4,355.38

17.0001 03/04/2018 10-54-110 Salaries & Wages PAYROLL TRANS FOR 3/4/2017 PAY PE .. 4,115.38

£3.0001 03/18/2018 10-57-110 Salaries B Wages PAYROLL TRANS FOR 3/18/2017PAYPE..  3,672.00

42,0001 03/18/2018 S51-81-110 Salaries & Wages PAYROLL TRANS FOR 3/18/2017PAYPE..  2,800.00

70.0001 03/04/2018 S1-81-110 Salaries & Wages PAYROLL TRANS FOR 3/4/2017 PAY PE... 267164

94.0001 03/18/2018 51-81-110 Salaries & Wages PAYROLL TRANS FOR 3/18/2017 PAY PE... 2,627.53 =
==

| [ 0.00
[ Indude pending amounts

Amount column on the Journal Inquiry > Detail tab

5. Verify that the entries exist for each pay period.
6. Update missing entries and correct duplicate journal entries as needed.
7. Repeat steps 2 to 6 for each of the payroll journals that your site uses.

When there are no duplicate journal entries and all of the pay periods show the correct entries,
you're ready to print the Payroll History report. Go to Step 3b. Print Payroll History.

202011, 20200ct08
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How do | print journals to paper?

If you prefer to review the journals on paper rather than on the screen, follow these steps to print
the Journals report.

Do this...
1. Open Connect General Ledger > Reports > Journals.

2. Change the report dates to select the entire calendar year.

Report Opions  Additonal Options.  Columns  Print Settings

Report dabes

From: | OLOIAYYY v_'_{_b:"”}

T [ramweey EE e ]
Agvanged ootions, .

Report dates

3. Select the following journals.
+ CDP (Cash Disbursements - Payroll)
* CDPT (Cash Disbursements - Payroll Transmittals)
» PB (Payroll Benefits)
» PC (Payroll Journal)

Jourral endes:
(=1} Journal Cade Active | |
[ BUDS (Budget - Modidied fAdnsted) -~

[[] BUDS (Pudget - Final)

[[] CA (Cash Abocaton Entries)

[[] D (Cash Disbursements)

[[] co2 (Cash Disb - Sevvings Transfer)

[[] oA (Cash Disbursements - AF)

L Lo [Canh Dishersemenss. Check CoDemnd
(0P (Cash Dishursaments -

COPT (Cash Disbursements - Payroll Transmittals) B

[} ceM (Camatary Managament)
[[] M (Court Management)
[ €A (Cash Receipts)
[[] ORE (Cash Receipts - Adjst Entries)
[ DEV {Community Development)
[C] EN Encumbrance]
[] EQ (Eoupment)
[] D (Improvement District) -
[ INT (Inberest Alocations)
[[] m (Imeentory)
[ 2 (oisrasl Entries)
[] DBACT (Opering Balances Jri - Actusl)
[ ceEn (pening Balances Jri - Encumb)
[[] CeRPT (Opening Balances Journal - Repert Only)
[ o (overhead - Payrel)
Onll - Irventory)
PE (Payrol Benefits)
PC (Payrol Journal)

-
[[] RC (Recuring Joumnal Entries)
[} RE {Reversing Entries Jourmal)

Journal codes

4. Click Preview L= (Ctrl+Q) to preview the report, or Print L=l (Ctrl+P) to print the report.

5. Verify that entries exist for each pay period.
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6. Check the report for duplicate journal entries for any pay periods for the entire year being
closed.

This should be straightforward. Any duplicates should already have been caught during General
Ledger Bank Reconciliation.

7. Update missing entries and correct duplicate journal entries as needed.

When there are no duplicate journal entries and all of the pay periods show the correct entries,
you’re ready to print the Payroll History report. Go to Step 3b. Print Payroll History.

05Sep2018
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Step 3. Verify year-to-date information

3b. Print payroll history for the calendar year

In steps 3b-d, you're going to print the reports you will need to verify the year-to-date information.
You're going to use these reports to verify the information in the Payroll database is correct
because this is the information that's going to print on the W-2s.

The Payroll History report lists the entire year’s activity, including check numbers and year-to-date
totals for each employee. You will use this report to

* balance the Annual 941 report in step 3c,

+ verify the same information displays on the Payroll History Report to the Annual 941 report,
and

+ verify the same information displays on the Payroll Conversion Report to make sure the
converted employee information is correct.

Tip! The Payroll History report for the entire year can be quite lengthy. You may wish to start the print job just before
you leave the office for the evening or at some other time when printer traffic is low.
I ———§

Do not throw the Payroll History report away. State and Federal laws require that you keep
payroll data for several years. After you have finished using the Payroll History, you should store
this report in your archives.

How do | print the Payroll History report?

Print the Payroll History report for the entire calendar year. You're going to use the report to list the
entire year's activity, including check numbers and year-to-date totals for each employee.

Do this...
1. Open Connect Payroll > Reports > Payroll History.
2. Select Payroll History - By Calendar Year [Caselle Master] from the Title drop-down list

3. Verify that the report dates select the entire calendar year.

How do | change the date range for annual reports? Use the options in Report Dates to
select the calendar year (01/01/YYYY to 12/31/YYYY). To learn more, see the help topic titled
How do | change the date range for annual reports?

4. Next, click Print B8] (Ctri+P).

5. When the Print Setup form displays, click OK.
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6. Set the printed report aside. You'll use it later to reconcile the Annual 941 Report.

The Payroll History report prints for each employee. At the end of each employee, the report prints
the employee’s year-to-date totals. The last page of the report shows you the grand total for all
employees. Set the printed report aside. You'll need it in a few more steps.

28Nov2018
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Step 3. Verify year-to-date information

3c. Print the annual 941 report for the calendar year

The Annual 941 Report is one more way to verify that your annual payroll data is accurate. You're
going to use the Annual 941 Report in step 3e to

» compare the Annual 941 Report total with the total of all the Quarterly 941 reports for the

year, and

» compare the year-to-date totals from the 941 Report with the totals found on the Payroll

History Report.

How do | print the Annual 941 Report?
Print the 941 Report for the entire calendar year (01/01/YYYY to 12/31/ YYYY). Use this report to

reconcile Payroll History and match the W-3s. Do not mail this report.

Why do I need the Annual 941 Report? Use the Annual 941 Report to report wages/tips for this quarter, including
those paid to qualified new employees on line 5a-5¢ of Form W-2.

Do this...

1. Open Connect Payroll > Reports > 941 Report.

2. Change the report date range to select the check issue dates for the entire calendar year

being closed.

How do | change the date range for annual reports? Use the options in Report Dates to
select the calendar year (01/01/YYYY to 12/31/YYYY). To learn more, see the help topic titled
How do | change the date range for annual reports?

3. Click to remove the checkmark from the Print Detail Report checkbox.

4. Click to select the Print Form checkbox.

5. Click Preview

d

(Ctrl+Q) to preview the report or click Print

=

(Ctrl+P) to print the report.

6. Use the Print Setup window to set up the printer options, and then click OK.

The 941 report prints.

7. Set the report aside.
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Anycity Corporation 941 Report

Check |ssue Dates; MM/DDAYYYY to MM/DDAYYYY

Federal Id; 87-0302950 Form 941

FPage: 1
MMM DD, ¥¥YY HH:MM

Number of employees who recelved wages, tips, or other compensation for the pay period
including: Mar. 12 (Quarter 1), June 12 (Quarter), Sept. 12 (Quarter 3), or Dec. 12 {Quarter 4}

2 Wages, tips, and other compensation

3  Federal income tax withheld from wages, tips, and other compensation

4 If no wages, tips, and other compensation are subject to social security or Medicare tax

Column 1 Caolumn 2

Ha Taxable social security wages 649 803.67 80,575.66

hai Qualified sick leave wages .00 00

Sall Qualified family leave wages 00 00

5b  Taxable social secunty tips .00 00

¢ Taxable Medicare wages & tips 649 80367 18,844.31

hd  Taxable wages & tips subject to a0 .00
Additional Medicare Tax withholding

He Total social security and Medicare taxes. Add Column 2 from lines 5a, 5ali), 5aiii), 5b, 5¢ and 5d

Af  Section 3121(g) Notice and Demand - Tax due on unreported tips (see instructions)

6 Tofal taxes before adjustments (add lines 3, 5e, and &f)

T Current quarter's adjustments for fractions of cents

8 Current guarter's adjustments for sick pay

9 Current quarter's adjustments for tips and group-term life insurance

10 Total taxes after adjustments. Combine lines 6 through 9

11a Qualified small business payroll tax credit for increasing research activities. Altach Form 8974

11b  Nonrefundable portion of credit for qualified sick and family leave wages for leave taken before

Apnl 1, 2021

11c Reserved for future use

0

643,352 98
53,366.27

[:I Check and go to line 6.

99.419.97

.00
152,786.24
93
00
00
15278717
0o

.00

941 Form, Page 1 of 3

Later, you’ll use the first page of the report to compare

* Line 2: Wages, Tips, and Other Compensation

* Line 3: Federal Income Tax Withheld from Wages, Tips, and Other Compensation

* Line 5a, Column 1: Taxable Social Security Wages

* Line 5¢, Column 1: Taxable Medicare Wages & Tips

202211, 2022Dec02

Step 3. Verify year-to-date information
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3d. Print employee tax summary for the calendar year

Print the employee tax summary for the current year for all of the employees who will receive a
W-2. You can use this report to reconcile to your 941 in step 3e. It will show you the employee’s
gross wages; all wages; federal wages and taxes withheld for federal wages; state wages and
taxes withheld for state wages; Social Security and pre-tax deductions for Social Security; and
Medicare and taxes withheld for Medicare. The last page shows you the grand totals.

How do | print the Employee Tax Summary for the calendar year?
1. Open Connect Payroll > Reports > Employee Tax Summary.

2. Change the Report Dates to select the tax year (01/01/YYYY to 12/31/YYYY).

How do | change the date range for annual reports? Use the options in Report Dates to
select the calendar year (01/01/YYYY to 12/31/YYYY). To learn more, see the help topic titled
How do | change the date range for annual reports?

3. Click to select the checkbox titled Include Terminated Employees.

Caselle Connect® = > Payroll = > Reports ~ > Employee Tax Summary
rmm ]Er!dnw:tTmcSl.m'r E1|
Title: |Employee Tax Summary [Caselle Master]

Report Optons  Columns  Sections  Print Settings

Report dates

From: O1/01/¥¥YY v|.|_|'_|
To: | 12/31/¥¥¥Y v"-][ ]-|
E] tncude terminated employees

N

Include Terminated Employees checkbox

4. Click Print Bl (CTRL+P).

The Employee Tax Summary prints. Set the report aside for later. You have finished printing the
reports you will need to verify reports.

202011, 20200ct13
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3e. Verify reports

Now that you have printed the reports, you're ready to compare the reports to make sure the
transactions are in agreement.

You'll need to...
* Compare the Annual 941 Report total with the total of all Quarterly 941 reports for the year.

» Compare the Year-to-Date totals from the 941 Report with the totals found on the Payroll
History Report.

Compare the Annual 941 Report totals to the Quarterly 941 Report totals

Take the Annual 941 Report and compare the totals on the Annual 941 Report against the totals on
the Quarterly 941 Reports. You want to add the Line 2s on Quarter 1, 2, 3, and 4 to see if the total
matches the total on the Annual 941. You will also need to compare the totals on line 3, 5a-5
column 1 and 2.

Quarter Quarterly 941 Report Annual 941 Report
1
Line 2:
Wages, Tips, and Other Compensation
2
Line 2:
Wages, Tips, and Other Compensation
3
Line 2:
Wages, Tips, and Other Compensation
4
Line 2:
Wages, Tips, and Other Compensation
Total
ALL Line 2 Annual 941 Line 2
Wyagas, Tips, and Other Compansation Wagas, Tips, and Other Compensation

Do the totals match?
* Yes, the totals match. You're in good shape. Keep going!

* No, the totals do not match. You'll need to find the incorrect transaction and correct it before
you continue. You can troubleshoot this issue by reprinting the 941 report for Quarter 1,
Quarter 2, Quarter 3, and Quarter 4 and then compare it to the original 941 report that you
mailed. Doing this will help you track the problem to a specific quarter.
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Why don’t the totals match? This usually means there’s something wrong with the pay codes on an employee. For
example, the pay codes on an employee could be marked as Do Not Calculate or another setting may be changed. A
good way to troubleshoot this problem is to reprint the 941 Report for each quarter. And then compare it to the original
941 Report that you mailed to the IRS. This will help you find error.

202208, 2022Nov07

Compare the Annual 941 Report to the Payroll History Report

Take the Annual 941 Report and compare the totals on the Annual 941 Report against the totals on
the Payroll History Report.

Payroll History Report Annual 941 Report

Total Gross Wage

Annual Tetal Gross Wages Lina 2
Wagsas, Tips, and Other Compansation

Social Security

Annual Total Social Security Ling %a, Col 1:
Taxable Social Security Wages

Medicare

Annual Total Medicare Line 5¢, Col 1
Taxable Madicare Wages & Tips

What if | can’t find the 941 amount on the Payroll History report? You may need to add taxable pay codes and
subtract pretax deductions to calculate the 941 amount and reconcile the Annual 941 Report.

Do the Total Gross Wages match?

* Yes, the totals match. You're done.

* No, the totals do not match. Look for any pretax deductions for example, fringe benefits and
401k. You may need to add the taxable fringe benefit + 401k - Total Gross Wages on the
Payroll History Report = Total Gross Wages on Annual 941 Report.

Do the Taxable Social Security Wages match?

* Yes, the totals match. You'’re done.
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* No, the totals do not match. Remember, Gross + Taxable Fringe Benefit - Wages for
Employees Exempt from Social Security Tax = Social Security Wage. Use the Employee Tax
Summary report to verify taxable Social Security for each employee. Look for employees who
are exempt from Social Security.

Why don’t the Social Security totals match? Try looking for employees who are exempt from Social Security and
employees who are missing the Social Security pay code.

Do the Taxable Medicare Wages match?
* Yes, the totals match. You're done.

* No, the totals do not match. Remember, Gross + Taxable Fringe Benefits = Medicare
Wage. Use the Employee Tax Summary report to verify taxable Social Security for each
employee. Look for employees who are exempt from Social Security.

Why don’t the Medicare totals match? Try looking for employees who are exempt from Medicare and employees
who are missing the Medicare pay code. Remember, to adjust the total for taxable fringe benefits.

When you’re done with this section, the year-to-date information for total gross wages, Social
Security, and Medicare are correct.

28Nov2018
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3f. Print additional annual reports for the calendar year

Next, print any annual payroll reports for the current year that are required for your site. This step is
optional. The additional annual reports may come in handy when you verify totals, such as for
health insurance.

For example, the additional reports might include
* 12-month Pay Code Transaction Report for all pay codes
* 12-month Pay Code Transaction Report for health insurance pay codes

* Employee Master List

Tip! You can set up the Pay Code Transaction Report to print annual reports for a 12-month pay code transaction
report for all pay codes, and 12-month pay code transaction report for health insurance pay codes.

201911

How do [ print pay code transaction reports?

Print the Pay Code Transaction Report for the entire calendar year.

Do this...

1. Open Connect Payroll > Reports > Pay Code Transaction Reports.

2. Change the report Date Range to select the check issue dates for the entire calendar year
being closed.

How do | change the date range for annual reports? Use the options in Report Dates to
select the calendar year (01/01/YYYY to 12/31/YYYY). To learn more, see the help topic titled
How do | change the date range for annual reports?

When should | select the checkbox to Include Terminated Employees on reports that allow it? You'll want to
include all employees who worked for you during the calendar year. If an employee was terminated during the year,
using the checkbox Include Terminated Employees will print the report for the employees that were terminated during
the year.

3. Use the options on the Pay Codes tab to add the pay codes for
» Social Security Employee Amount,

» Social Security Employer Amount,
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* Medicare Employee Amount,
* Medicare Employer Amount, and

* FWT Employee Amount.

[ Caselle Connect® -H. Pay Code Transaction Report @1 B
Title: a'--' Code Transaction Report - SWT ~ | [] Default report M4 r M

Report Options  Pay Codes  Columns  Sections  Frint Settings

Field Sign Tatals Cnlky
74-00 Soc Sec Emploves amount
74-00 Sac Sec Employer amaounk Ackual Mo
75-00 Medicare Emploves amount Reverse Mo
75-00 Medicare Employer amounk Actual Mo
T6-00 F\WT Emplowves amount Reverse Mo

[ Add & new pay code field
[ Add & new total field
><. Remove the selected field

Pay Code Transaction Report > Pay Codes tab

4. Click Preview 2] (Ctrl+Q) to preview and save the report or click Print E (Ctrl+P) to print
the report.
Can | save a report as an Excel, PDF, RTF, or TXT file?

How do | print my report preview?

The Pay Code Transaction Report prints.
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Anyoity Conparation Pay Code Traraction Repernt Page: 1
Chieck issue daves: 0007 be 1273170000
T4-00 Ta00 7500 Ta-00 ™00
Empioyes Soo Sec SocSec Medsare  Medicars FWNT
P misser Hamw EmpaAmi EmgrAmi EmpAmi EmgrAm: EmpAmi
¥ Smah. Jaesh 5 2297 22971 3TAaT 53TAT R4S
10 Rookiard, Julie M aTeE2 BT4B2 204 57 20457 71028
15 Mearis. Sharon £04.19 504,10 1M7e2 1n7e2 £94.20
2 Spenoer, Annetie 21T 270 2.8 18218 1,370.72
5 Johasen, Douglas 13807 131807 30780 0780 124808
3 Austing, George B55.02 85502 15318 152.18 208
38 Slade. Randy L 1.772.19 17210 A14,48 L1448 213388
40 Roberts, Cale B 1.003.88 1,003.88 23481 23401 g4-4 87
45 Hobson, Mawtice #8310 [LERE 22283 22193 BE3.04
50 Harvey, Marin To3.08 TCA.08 184 43 184,43 203 21
&5 Giordos, Natale C .Uk 8830 150,74 18078 110223
B0 McMeil Annie 0.m [ 1LE nx 2320 03
B8 Curtis, Ambser EAFRL] LIFRLY Tam T3.00 12.54
70 Rayburn, Susie 108778 1.087.7TH 254 43 254,43 Lxn L
78 Browe, Shawn A LA Lo 10,38 1834 ]
B Duckerd. Ay 21380 [IER i} 14355 14155 S00.22
E5 Elson, Ray w8430 934,30 230.20 23020 17773
B0 Black. Lane 147384 147104 J4eT0 34470 1.1
85 Granges, Bergamin R 187004 14870.04 300,80 w080 210348
100 Watscn, Lamont 13381 131828 naer naer 1892147
108 Price. Giordon 122278 1322274 28863 28593 BET 84
110 Carter, Carmin 23405 105 TS S4.TE ]
115 Gardnes, Edward O 34000 340,00 078 TRTS 8.7
120 Wilion, Samusd 15025 150.28 AL LR ]
128 Johasan, Kelly H 728 in2s 83,48 83,48 0
130 Harisen, Jasss 220.80 22080 53.05 53.05 o
135 Mason, Jessica TTeIT TT2T TE.08 18108 1,278,800
140 Parsen Stewen U, 170038 170138 0788 WWTED 4J40TH
1485 Philips, dva 157041 1.570.41 umrm TN 3.583.70
180 Melendaz. Cadas S50.&3 580.03 i28.82 12882 B40 .47
155 Nawnm, Cwen 45784 457.58 10T wr.o 8,00
180 Fosler. Sdvia 1.230.21 1230 261.73 287.7T3 245340
188 C'Sulivan, Patrick 1.025.12 1,023.12 230,31 233 1E4I0
170 Maatinez. Bisnca 457.54 157.58 1T.m 070 e 00
175 Soott, Cory B51.07 55107 1ZH 88 12888 B48.60
180 Cawtesr, Themas Ti10.44 TI.AR 181,53 10758 108742
185 Dawkins, Fussel 5. 188,83 18550 4338 43138 AT
180 Higgims, Kara a3 394,32 w2 w2 £18.80
158 Cwlgada, Dankela 115280 118256 280 84 20584 230400
200 Moah. lssas M, T899 TaLN0 183,33 18333 LIeTS3
208 Tok Hasran BE52T BS527 200.07 20007 143877
270 Browe, Bobby 192079 192078 2.4 024 228058
2116 Harison, Jelery . |- rderd #e2.02 18181 18183 1,118 78
230 Kelly, Wail [EER L] 03384 218.43 21843 1883
225 Wiliams, Boyd B16.08 d15e8 (LT} 144,08 w282
230 Gardnas, May 8802 88502 153,98 15398 104804
235 Swrickland, Rense TELRS TELRS 17584 17688 1.2¥5.70
240 Menege, labels Tre.a8 77888 182.07 18207 128754
245 Jones. Ronald J. B55.02 855,02 15318 15318 1,048,014
Grand Totals:
49 4028811 4028811 TAZZI R4 M 5308427

Pay Code Transaction Report for the calendar year

5. Review the information and amounts on the printed report.

What if | need to print other annual reports? If you need to print other annual reports that are specific to your site,

you should print them now.

202011, 20200ct15
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Step 4. Verify employee information
Step 0 Step 1 Step 2 Step 3 Step 5 Step 6 Step7

You'll need to make sure each employee’s record is set up with the correct Social Security number,
subject to pay codes, and employee options for the W-2 Form. When you’re done reviewing the
employee setup for each employee, you'll run the Employee Checkout to look for additional errors
in the employee information.

Watch a video
Step 4 in the 2022 Payroll Year-end Checklist Webinar. [MP4]

Getting started with verifying employee information

Step 4a. Review the employee settings

Step 4b. Run Employee Checkout again


https://vimeo.com/782686109

Connect Payroll Year-end Checklist - 2022

Step 4. Verify employee information

4a. Review the employee settings

The next step is to review the employee’s Social Security number, subject to pay codes, and
employee options for the W-2 Form. There are two options for you to choose from but the goal is a
careful review of the employee’s information, so choose the method that best suits your needs.

You have two options:

» Option 1: Verify the settings for each employee. If you choose this option, you will open
an employee record and then verify the employee's Social Security number, Subject To
settings, and W-2 Form options. When you're done verifying that employee's settings, you'll
display the next employee record and start again.

Start with the first
employee

First, verify the
employee's 85N

second, verify the
employee's
Subject To options

Third, verify the
employee's W-2
Form options

Mext, switch to the
next employee

* Option 2: Verify a setting for all employees. If you choose this option, you will verify the
Social Security number for every employee. Then, you will verify the Subject To settings for
every employee. And finally, you'll verify the W-2 Form options for every employee.
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Step 4. Verify employee information

First, verify the 55N
for every employee

Second, verify the
Subject To settings
for every employes

Third, verfiy the
W-2 Form options
for every employee

First, verify the employee’s Social Security number
Verify the employee’s Social Security number is correct.

* If you're using Option 1, complete this step and then move on to Second, verify the
employee's Subject To settings.

* If you're using Option 2, click [»] or press F6 to display the next employee record so you
can verify the Social Security number on the next employee record.

Do this...
1. Open Connect Payroll > Employees > Modify Existing Employees.

2. Use the Lookup bar to display the first employee record.

87



Connect Payroll Year-end Checklist - 2022

Step 4. Verify employee information

[ Casele Comnect® | Modify Existrng Emplovees (£ [~]
Employee: [ Enter emptovee name or number. | Empiayee v i 4 NI W
Employes: 10 - Rodkford, Jule M Soou Security rumber:  555-33-7173 A
Empicyee Posiions Job  FayCodes DwectDeposit Contacts  Attachments  Motes
gl e - o »wlxl e
Address e 1: [603 N Commerce Ave | Genvar: Femge
Addressine 2: [ | Maiden name: [ |
Gty |Beyeity | [ s check
State Provece: ot |
ZofPustal code: [sssss | Debverypont:| |
Country Regen: [ |
Telephane 1: (385) 555-43806
o —
i i =
Socal Searity nurber:
Cormect Onine seltrgs
User: [ M Rocdford (ter) |[48)] st s uoer i St Mansoeement
Lser emad:
Hichie rumber:
Receive emal nobfications
Receive text notfications
Modify Existing Employees
3. Click the Employee tab.
4. Verify the employee’s Social Security number (SSN).
[ Casele Comect® | Modfy Existrg Emclovees (] =
Employes: | | Emgloyes “ W o4z |ers bk
Emplayes: 10 - Roddiond, Jube M Sooal Sequrity rumber:  555-38-7273
Emplcyee Posiions Job  PoyCodes DiectDeposit Contacts  Attachments  Motes
e [0 arn o o
ame: [Rackford, 2 M =] Detver bosrse rusber: | ]
Address bne 1: 603 M Commence Ave | Gender: Femge v
Akress ne 2: [ | Maiden name: [ |
City: [Aeryaty | [ s chsek
State Provece: fur |
Zopossicode:  [Bass8 | Debverypont:| |
CountryFegon: [ |
Telephone 1: (38%) S55-3006
A .
o —
o [ &
Socal Security number: D
Cormect Onine sattrgs
Usar: [ M Roccford (uben) |[ 48] st s s 1 St Mgt
User emad:
Pelobile rumber:
Recerve emal nobficators
Receive text notfications

Social Security number box

Is the employee’s Social Security number correct?

* Yes, the employee’s Social Security number is correct. That's good news. If you're using
Option 1, go to the to Second, Verify the Employee's Subject To Settings. If you're using
Option 2, go to the next employee record to verify the Social Security number on the
remaining employee records.
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Step 4. Verify employee information

* No, the employee’s Social Security number is NOT correct. Click on the Social Security
Number box to correct it. (

What if the Social Security number begins with a zero? Enter the Social Security
number exactly as it appears. Do not key the dashes. When you're done, Connect will add
a zero as the first digit of the Social Security number. To learn more, see How do | add a
Social Security number that starts with zero?

202111, 2021Nov30

Second, verify the employee’s Subject To settings

Review the pay codes the employee is subject to. For example, the pay codes for retirement,
Social Security, Medicare, federal, state, SUTA, workers compensation, and so on.

* If you're using Option 1, complete this step and then move on to Third, verify the
employee's W-2 Form options.

* If you're using Option 2, click [»] or press F6 to display the next employee record so you
can verify the Subject To settings on the next employee record.

Do this...
1. Open Connect Payroll > Employees > Modify Existing Employees.

2. Click to select the Positions tab > Wage tab.

3. Use the grid at the bottom of the Wage tab to review the pay codes the employee is subject to.

[ Caselle Connect® ][ Modify Existing Employees @] E]

Employes: || | |Er|1:ioyee V| 4 4 |2 | of 49 [
Employes: 10 - Rockford, Julie M Sodial Security number:  555-38-7273

Employee = Positions  Job Pay Codes Direct Deposit Contacts  Attachments Notes

Position Department Start Date Primary Position End Date
City Clerk & Recorder Administration

|2t &

Position  Wage  Allocations  Pay History  Workers Compensation

Pay period frequency: Biweekly w - - .
This section displays the pay codes the
Emplayee type: 941 ™ employee is subjectto.
Estimated annual hours: |2,080.00 Pay schedule: |Amual City Wage Schedule ~ |
Hourly rate: 18,9904 Pay grade: |Pay Grade 4{4) i | . S
Annual wage: 39,500.00 Pay step: | Intermediate (3) v
T 2 Extra :
Pay Code Description Type Begin Date | End Date Amount | 18X Information
0-0 0.00
7400 Soc Sec Social Security 0.00
75-00 Medicare Medicare 0,00
76-00 FWT Federal withholding 0.00 Exemptions: 2
F700 SWT State Withholding 0.00 Exemptions: 2
95-00 SUTA State Unemployment 0.00
99-00 Wrk Comp Workers Compensation 0.00

Modify Existing Employees > The employee's Subject To pay codes

89



Connect Payroll Year-end Checklist - 2022

Step 4. Verify employee information

What if there’s an end date on a pay code? Normally, you do not want the subject to pay codes to have an end
date. If an end date is recorded, make sure the end date is correct. The end date is important because Connect uses
it to will convert the employee information to the W-2 database. Some pay codes do not need a begin date or an end

date.

4. Verify the information on each W-2 Form.

Use the section at the bottom of the Positions > Wages tab to verify the pay codes the employee
is subject to. You should check the pay code and description; begin and end date; extra amount;

and tax information.

Are the employee’s subject to pay codes correct?

* Yes, the employee’s subject to pay codes are correct. That's good news. If you're using

Option 1, go to Third, Verify the Employee's W-2 Form Options. If you're using Option 2,

press F6 to display the next employee record so you can verify the Subject To settings on the

next employee record.

* No, the employee’s subject to pay codes are NOT correct. Fix the employee’s subject to

pay codes before you continue. That may mean adding a missing pay code, removing a pay

code, or updating or removing the end date listed on a pay code.

202211, 2022Dec02

Third, verify the employee’s W-2 Form options

Review the options that will print on the employee’s W-2 Form.

* If you're using Option 1, complete this step and then return to First, verify the employee's
Social Security number so you can verify the settings on the next employee record.

* If you're using Option 2, click

]

or press F6 to display the next employee record so you

can verify the W-2 Form options on the next employee record.

Do this...

1. Open Connect Payroll > Employees > Modify Existing Employees.

2. Click to select the Job tab.

3. Find the section titled Include on W-2 Form.
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Step 4. Verify employee information

Cazelle Connect® - > Payroll -~ > Employees - = Modify Existing Employees

[ Caselle Connect® ][ Modify Existing Employees [ﬁﬂ E]
Employee: | | |Employee v| 4 4 of 28 BB
Employes: 5 - Smith, Jacob 5 Social Security number:  555-88-3878

Employee  Positions Jﬂb Pay Codes = DirectDeposit Contacts  Attachments  Motes

Job State Unemployment Retirement

Work state: Utah Indude on W-2 Form
Hire date; [ statutary
Additional vears of service: D Years of service: 13 [] Retirement plan
Start date; ] (] Third party sick pay
Anniversary date:

Termination date: I:I /

Payroll type: |Salar\; o |

Job class: |Admin ~ |

Status: |Fu||-'|'|me ~ |

Include on W-2 Form options

Why isn’t the Retirement Plan checkbox selected? The employee may have started a retirement plan this year,
which means the checkbox for Retirement Plan on the employee’s W-2 Form needs to be marked.

4. Select the W-2 Form options for the employee.
Use the options in Include on W-2 Form to set up the W-2 options to show a retirement plan,

third party sick pay, or both.

Is the employee enrolled in a retirement plan?
* Yes, the employee is enrolled in a retirement plan. Click to select the checkbox titled
Retirement Plan.
* No, the employee is not enrolled in a retirement plan. Do not select the checkbox titled

Retirement Plan.

Did the employee receive third party sick pay during the tax year?
* Yes, the employee received third party sick pay during the tax year. Click to select the
checkbox titled Third Party Sick Pay.

* No, the employee did not receive third party sick pay during the tax year. Do not select
the checkbox titled Third Party Sick Pay.

5. Are the employee’s W-2 Form options correct?

* Yes, the employee’s W-2 Form are correct. That's good news. If you're using Option 1, use
the record control or press F6 to display the next employee record and then return to First,
verify the employee's Social Security number. If you're using Option 2, you're done.

* No, the employee’s subject to pay codes are NOT correct. Fix the employee’s subject to
pay codes before you continue. That may mean adding a missing pay code, removing a pay
code, or updating or removing the end date listed on a pay code.
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Step 4. Verify employee information

STOP!

Have you verified the Social Security number, subject to pay codes, and W-2
Form options for each employee?

* Yes, | have verified this information for every employee. You're ready for the next step in
this section, Step 4b. Run Employee Checkout Again.

* No, | have not verified this information for every employee. Do not continue until you

have reviewed the Social Security number, Subject To pay codes, and W-2 Form options
every employee.

202011, 20200ct14

92



Connect Payroll Year-end Checklist - 2022

Step 4. Verify employee information

4b. Run employee checkout again

Now that you've verified the rates/limits for the year you're closing, the next step is to run Employee
Checkout again. This will help you find any new errors that have been introduced in the information
that was updated in steps 2c to 4a. If the Checkout Report find any errors, you should correct them
before you continue.

Do | need to run Employee Checkout again?
* I made changes to the employee’s pay codes. Yes, you should run Employee Checkout
again.

* | didn’t make any changes to the employee’s pay codes. You can skip running the
Employee Checkout again and continue to Step 5: Verify Leave Time Information.

How do | run Employee Checkout?

Use Checkout to discover any errors that need to be corrected. Use the same options that you set
up in step 2b.

In the 2022.08 release, Checkout includes three new checkboxes. When you run Checkout, select the checkbox
for Check for Tax Pay Codes Set to Do Not Calculate, Check for Transactions After Pay Code End Dates, and Check
for Different YTD Employee and Employer Amounts for Social Security and Medicare.

. _________________________________________________________________________________________________________________________|]

Do this...

1. Open Connect Payroll > Organization > Checkout.

2. Run Checkout for ALL employees.

Use the same settings that you used to run Checkout in Step 2b. Set up the selection criteria to
select all employees, set up the date range to choose the entire payroll year, and select the
same checkboxes that you selected in Step 2b.

3. Click GO [ @ (Ctrl+G).

4. Review the Checkout Report.

Connect searches the Payroll database for errors and then prints the Checkout Report.

Did the Checkout report list any errors?

* Yes, there are errors on the Checkout report. You should correct the Checkout errors
before you continue. If you need help, contact customer support for assistance at (800)
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Step 4. Verify employee information

243-8275 or email us at support@caselle.com. Do not continue until the Checkout report is
error-free.

* No, the Checkout report is error-free. You're ready for Step 5: Verify Leave Time
Information.

202208, 2022Nov03
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Step 5. Verify leave time information
Step 0 Step 1 Step 2 Step 3 Step4 Step 6 Step 7

Let's find out if you need to verify leave time information.

Do | need to verify leave time?

* We use carryover limits that limit the number of leave hours an employee can carry
into the next year. You'll need to complete this section to verify leave time.

* We do not use carryover limits. You do not need to verify leave time. Go to Step 6, Print
W-2s.

* We use carryover limits that limit the number of leave hours for vacation, sick, comp
time, or holiday based on the employee hire date or employee anniversary date. You do
not need to verify leave time. Go to Step 6, Print W-2s.

Watch a video
Step 5 in the 2022 Payroll Year-end Checklist Webinar. [MP4]

Getting started with verifying leave time information
Step 5a. Print the Leave report


https://vimeo.com/782686058

Connect Payroll Year-end Checklist - 2022
Step 5. Verify leave time information

Step 5b. Verify carryover limit in Leave Rates

Step 5c¢. Run Adjust Carryover Hours

Copyright © 2017 Caselle, Incorporated. All rights reserved.
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Step 5. Verify leave time information

5a. Print the leave report

Use the Leave Report to verify the leave time balances for all employees after you have adjusted
the leave time balances.

How do | print the Leave Report?
1. Open Connect Payroll > Reports > Leave Report.

Do not change the report dates. The report date range will default to the current pay period.

Why don’t | change the report dates to the calendar year? The Leave Report lists year-to-date totals for the
current pay period, so there’s no need to change the report dates to the calendar year.

2. Click Print E (Ctrl+P) to print the report.
You can also Preview (CTRL+Q) the report and save the report as a PDF. You will need to refer
to this report later.

Can | save a report as an Excel, PDF, RTF, or TXT file?

How do | print my report preview?
3. Set the Leave Report aside.

This is the report that shows leave time balances BEFORE leave time is adjusted. Later, you'll use
this report to verify leave time balances after leave time is adjusted.

202011, 20200ct14
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Step 5. Verify leave time information

5b. Verify carryover limit in leave rates

Each leave rate in the Leave Rate table may have a carryover limit. a carryover limit specOifies the
number of hours that may be carried over from the previous year into the next year at year end. If
the last pay period of the year does not include the last day of the month (for example, when a
biweekly pay period ends on December 26), you will need to wait to run Adjust Carryover Limits
until you run payroll for the first pay period of the following year.

Follow the instructions in this step to verify the carryover limit for each leave rate that is in use at
your organization.

Does the last pay period of the year include the last day of the month?

* Yes, the last pay period of the year includes the last day of the month. You can adjust
carryover limits now. To learn how, see the help topic titled How Do | Verify Carryover Limits
in the Payroll Application?

* No, the last pay period of the year does NOT include the last day of the month. For
example, if City ABC has a biweekly pay period that ends on December 26, which would
mean the next pay period will include the last day of the month. You should wait to run Adjust
Carryover Limits until you have run payroll for the first pay period of the following year.

How do | verify carryover limits in the Payroll application?

The carryover limit adjustment specifies the number of hours that may be carried over from the
previous year to the next year at year-end. These instructions will show you how to review the
carryover limit on pay codes that use a carryover limit. If the carryover limit needs to be adjusted,
you can also do that at this time.

Do this...

1. Open Connect Payroll > Organization > Leave Rates.

2. For each leave rate, verify the following information on the Leave Rate tab.

You should check every leave rate and pay special attention to the leave rates that will adjust the
employee leave balance to the carryover limit.

Adjust to Carryover At

Is the adjust to carryover at correct? If the leave rate adjusts the leave rate balance at year end,
select Calendar Year-end. When you run Adjust to Carryover At, Connect will compare the
employee hours to the hours allowed by the leave pay code. If the employee’s hours are greater
than the carryover limit, the routine will replace the employee’s leave hours with the hours
allowed by the carryover limit.
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Step 5. Verify leave time information

[=]

Leave rate:

MECEERE | ofs (Y|

| |Leave rate

Leave Rate: 701 Holiday - 10 days
Leave Rate  Levels Notes

Rate number:
Description: |Hc|it:|ay-I - 10 days

Hal

Calendar yearend

|:| Receive carryover notification

Abbreviated description:

Type:

|

Adjust to carryover at:

Is this the right setting for this

N

Initial level date based on: | None ~ leave rate?
Modifier: %G
Annual accrual method:
[ can exceed accumulation limit
Percentage

Max hours for calculation:  |.0000

Pay code hours to indude

in calculation:

Select.

Fixed

Accrual frequency: | Pay periods ~

Monthly period numbers
1 2 3 4

F

5

=]

Adjust to carryover at box

Can Exceed Accumulation Limit

Is an employee who is assigned to the leave rate allowed to exceed the accumulation limit? If the
employee leave rate balance can be greater than the carryover limit on the leave level, this
checkbox should be selected. If the employee leave rate balance will be adjusted to the leave
carryover limit at year end, this checkbox should not be selected.

][ Leave Rates @]

[ Caselle Connect®

Leave rate:

MR NE | ofe bl

| |Leave rate

Leave Rate: 701 Holiday - 10 days
Leave Rate Levels MNotes

Rate number:
Description: |H0Iiday-I - 10 days
Abbreviated description: Hal

Type:

a
i

o
<

Calendar yearend -

|:| Receive carryover notification

Adjust to carryover at:

I

Initial level date based on: | Mone

Modifier: 100,00 | % exceed the leave rate accumulation limit

Check this box if an employee with this leave rate can

W

Annual accrual method: Chedk issue date ~

P

I [ can exceed accumulation limit

Percentage

Max hours for calculation:  |.0000

Pay code hours to indude
in calculation:
Select.
Fixed

Accrual frequency: | Pay periods ~

Monthly period numbers
1 2 3

F

Can exceed accumulation limit checkbox
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Step 5. Verify leave time information
4. For each level on a leave rate, verify the following information on the Levels tab.

A leave rate may have different levels with different accumulation and carryover limits.

Accumulation limit

This is the maximum leave balance allowed to accumulate on the leave level. Is the
accumulation limit correct? If the accumulation limit is not correct, you should correct it now.

Caselle Connect® Leave Rates @]

Leave rate: | | |Leaue rate V| 4 4 |5 | of 6 [
Leave Rate: 701 Holiday - 10 days
Leave Rate

Level Diescription D o
1| Haliday - 10 days

Level

Level number: Hours Worked

Description: |Holida\-I - 10 days | Hours Rate/Amount Type
Based on:
o
Rate/Amount: ,W‘
Accumulation limit: |
Annual accrual imit:  |.0000

Carryover limit:

Is the accumulation correct for the level?
Check each level that's assigned to the
leave rate.

Accumulation limit box

Carryover limit

This is the maximum leave balance the employee is allowed to carry over to the next year. Is the
carryover limit correct? If the carryover limit is not correct, you should correct it now.
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Step 5. Verify leave time information

Caselle Connect® Leave Rates @] B

Leave rate: |

||Leaverahe V| 4 4 |5 | of & [

Leave Rate: 701 Holiday - 10 days

Leave Rate
Level Description ._; *
1| Holiday - 10 days Level
Level number: Hours Worked
P - | N
Description: |Ho||day - 10 days | Hours Rate/Amount Type

Based on:
-
Rate/Amount:
Accumulation limit:
Annual accrual limit: ,W‘

Carryover limit: 0000 |

X~

Is this the maximum leave balance
the employee can carry over to the
nextyear?

Carryover limit box

5. Repeat these steps to verify each leave rate with a carryover limit.

The carryover limits for each leave rate and level have been verified. You're ready to adjust
carryover hours.

202211, 2022Dec02
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Step 5. Verify leave time information

5¢. Run adjust carryover hours

You can adjust employee leave hours at year end to match the carryover limit on the leave rate.
Running this routine will reduce the carryover hours based on the leave rate limits. This is a three-
step process. First, back up the Payroll database just in case the employee's original leave balance
needs to be restored. Second, verify the leave hours that will be carried over and the adjusted
leave balance for each employee. Last, create the transactions that will adjust leave hours.

IMPORTANT

- Perform these steps only if the Adjust to Carryover At option on the leave rate is set to
Calendar Year-end.

- Run this routine in the pay period that contains the pay period that includes 12/31/YYYY
in the calendar year.

20211. 20210119

First, back up the Payroll database

Back up the files created during the current year. Follow these instructions to make a temporary
copy of the Payroll database. You may need the backup file if you need to restore transactions that
will be deleted from the database. See the help topic titled How do | back up the Payroll database?

Do | need to back up the database now? A good backup strategy can restore data that is lost due to unforeseeable
circumstances. You may need to contact your IT/IS department to make a permanent backup. Your IT/IS department
can also help you set up a backup schedule that suits the needs of your site.

2019Nov25

Second, review adjusted leave hours report

Run Adjust Leave Carryover Hours in report only mode. Printing the report is a quick way to review
and verify the employee’s leave hours that exceed the carryover limit and review the employee’s
new leave balance that will be calculated using the current employee settings and leave pay codes.

Do this...

1. Open Connect Payroll > Employees > Adjust Leave Carryover Hours.

Warning: This routine will adjust employee leave time carryover based on the settings for the selected leave time
rates, as described in the warning message on the screen. You may change the selected pay codes and/or leave
rates that will be included in the routine, as necessary for your site.
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2. Select the pay codes and leave rates to adjust.

Caselle Connect® = > Payroll - > Employees - > Adjust Leave Carryover Hours
[ Casele Comect® | AdjustLeave Carryover Hous [

li Make sure you have a current backup before proceeding.

This routine wall adjust employes leave hours for the selected leave rates that are sat to be adjusted.
Employee leave hours will be asdjusted if any of these dates ootur in the current pay period:

* Anniversary date

+ Calendar year-end date

= Fiscal year-end date

Brint: |Reportonly Current pay period:  MADODAYYY - MADOOYYYY
Selection criteria:

Employes.HName
Employes. Employes number
Department. Depar tment

EEE
g
i

Pay codes: .
(] Pay Code ]

3-00 (Vacation Pay) ‘__
400 (Sick Leave)

7400 (Hobday Pay)

Leave rates:

=] Leave Rate |
301 (vacation - Fixed Hours)

302 (vacation - Percentage)

401 (Sick Leave - Fixed Hours)

402 (Sick Leave - Percentape)

701 (Hobday - 10 days)

Leave Rates selected in Adjust Leave Carryover Hours

3. Use the Print box to select Report Only.

Frint: R_gpnrl:nrl"- R
sﬁm:""E ""f"" |
Employes.Name

Print menu

Why am | using Report Only? Remember, the task is to review the adjusted leave hours transactions. When you
have verified the adjusted leave hours are correct for each employee, the next step is to create the transactions that
will adjust the employee's leave hours.

4. Click GO [@) (ctri+G)

The Leave Carryover Hours Report prints.

5. Use the report to review the leave adjustments for each employee.
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Why didn’t the routine adjust leave time? Runnign the routine in report only mode will print a report without creating
transactions to adjust leave time. You can use the report to review the leave time transactions that will be created. If
the transactions on the report aren't correct, check if the correct leave pay codes and leave rates have been selected.

STOP!

Are the leave adjustments correct for each employee?
* Yes, the leave adjustments are correct. You're ready to adjust leave hours. Continue
to Third, Adjust Leave Hours.

* No, the leave adjustments are not correct. If the error is on an employee, use Modify
Existing Employees to review the leave pay codes assigned to the employee. If the
error is on a leave pay code, use Organization > Pay Codes to review the pay code
settings. Then, run the Adjust Carryover Leave Hours routine again with the Print
Report Only selected from the Print menu (Second, Review Adjusted Leave Hours
Report).

Third, create transactions to adjust leave hours

After you verify the leave adjustments and balances, the last step is to create the transactions that
will adjust the employee leave time to match the carryover limits. You should use the same settings
that you used to print the report. If you haven't closed the Adjust Leave Carryover Hours routine,
the routine will show the same settings that you used to print the report.

IMPORTANT! Be sure you have a backup of your Payroll files before you continue. See the help topic titled How
do | back up the Payroll database?

Do this...

1. Open Connect Payroll > Employees > Adjust Leave Carryover Hours.

2. Use the Print box to select No Report or Report.

Print menu

3. Click GO [@] (ctri+G)
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The leave balances on leave rates with a carryover limit have been adjusted. Go to Step 5d. Verify
New Leave Balances.

2022011, 20200ct14
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5d. Verify new leave balances

Compare the employee’s adjusted leave balance against the employee’s leave balance before the
adjustment.

Remember! The Leave Report shows the leave hours as a negative number in the column titled Hours Accrued.

How do | verify new leave balances?

Print the Leave report to view the employee's leave balances before and after running Adjust
Carryover Hours. You should complete this step for each employee in your organization.

Do this...
1. Open Connect Payroll > Reports > Leave Report.

2. Compare the employee’s original leave balance (use the Leave Report from Step 5a. Print the
Leave Report) to the employee’s adjusted leave balances shown on the Adjust Carryover
Hours Report from step 5¢. Run Adjust Carryover Hours.

Are the employee’s adjusted leave balances correct?

* Yes, the employee’s adjusted leave balances are correct. That's good news. Move on to
the next employee to check the employee’s adjusted leave balance.

* No, the employee’s adjusted leave balances are not correct. You need to find out why the
employee’s leave balance did not calculate correctly. Try using the Leave report from STep
5a. Print the Leave Report to check if the correct leave pay codes are assigned to the
employee.

3. Keep the printed Adjust Carryover Hours report and Leave report in your files for future
reference.

You’re done with this section. Go to Step 6: Print W-2s.

202208, 2022Nov07
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Step0 Step 1 Step2 Step3 Step4 Step5 Step7

It's time to print W-2 Forms form your employees, your organization, and the government agencies.
Start by converting the payroll information from the the Payroll application. Converting will load the
employee information into the Government Reporting application. (The Government Reporting
application will print the W-2s.) And then, verifying the converted year-end tax information to make
sure the converted information is the information that you want to include on the W-2s. When that's
done, you'll print the W-2 Forms and create the electronic W-2 file.

IMPORTANT! If the actual W-2s will not be printed at this time. The actual W-2s should be printed as soon as possible
after you've finished the Payroll year-end checklist.

Tip! You may wish to schedule the print job for a time when printer traffic is low.

Watch a video
Step 6 in the 2022 Payroll Year-end Checklist Webinar. [MP4]

Getting started printing W-2s

Step 6a. Back up the current year payroll


https://vimeo.com/782685878

Step 6b. Convert year-end tax information

Step 6¢. Check the Conversion printout

Step 6d. Verify the organization's W-2 information
Step 6e. Run Checkout W-2 Employees

Step 6f. Print sample W-2s to scratch paper

Step 6g. Enter corrections in the Payroll system
Step 6h. Print actual W-2s

Step 6i. Create the Electronic W-2 File

Connect Payroll Year-end Checklist - 2022
Step 6. Print W-2s
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6a. Back up the current year's payroll data

Back up the files created during the current year in Payroll. You will need the backup copy if you
need to restore transactions that may be deleted from the Payroll database.

Backing up the Payroll database

1. Open Connect System Management > System Tools > Send Databases.
2. Set up the sending data options to save the payroll (PR0) database as a backup file.

3. For more instructions, see How do | back up a database?

202208. 2022Nov04
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6b. Convert year-end tax information

Run Convert Year End Tax Information to import the tax information for each employee from the
Payroll application into the Government Reporting application. The Government Reporting
application is the application that will print the W-2s and create the electronic W-2 file.

How do | convert year-end tax information?
1. Open Connect Payroll > Government Reporting > Convert Year End Tax Information.

2. Verify the tax year is correct.

Casele Comect® | Convert Yearend Ta... (| [=]
Corvert payrol information for the tax year: I ‘_ reportonier BRI
I — !

Manarmuen wage lmits

Socal Security: 223200

Medcare: ##22 222 1)

Convert year-end tax information box

3. Verify the Social Security limit is correct for the tax year.

Casele Comnect® | Convert Yearend Tax... | [=]

Cormvert payrol information for the tax: year: Reportorder: | Employes name =]
Ermpho et

AL

-

.‘_

Social Security box

4. Verify the Medicare limit is correct for the tax year.
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Casele Comnect® | Convert Year-end Tax... |

=

Report order: Employes name v.

Corvert payrol nformation for the tax year:

Emplayess: A ‘

Volues.., |

e wage bnits
Sodal Seauity:
Medcare: ga22222 100 ‘—

Medicare box

5. Click (@] GO (Ctrl+G).

The routine processes the employee information and prints a conversion report. Set the

conversion report aside because you will use the conversion report later to verify amounts in the

Annual 941 report and Payroll History report.

Convert Year-end Tax Infarmation
Pay Codes for tax year: YYYY

Anycity Corparation

Page: 2

Inchude
Amounts

Fay W2 Dep HNen-Qual W2 Other
Code Title Type S5 MED FWT SWT 5UTA FUTA Ret WIC Code Care Plan Cescriplion
100 Regular GR il Y Y Y il i i

2-00 Overtime GO ki A A Y ki ¥ ¥

3.00 Wacation GR ki A A A ki Al Al

4-00 Sick Leave GR ¥ Y Y ¥ ¥ ¥ ¥

T-00 Holiday GR b b b Al b A A

8-00 Misc Pay GM ki ¥ ¥ ¥ ki A A

#-00 CompTime GR b A A A b A A
20-00 Misec Reimb E - - - -

21-00 Trvl Reimb E

40-00 401-K Ded R - - A Y - - - - D
85-00 Crdt Union ]

T0-00 Mise Ded o

T4-00 Soc Sec 55

75-00 Medicare MD

T8.00 FWT Fw

T7-00 BWT W

48-00 Met Pay N

83-00 Dir Dep DN

90-00 Retirement |

G1-00 Health 1

G2:00 LTD Ins |

98-00 SUTA sUu

98-00 Wk Comp Wi

Convert Year-end Tax Report

The W-2 information is copied to the Government Reporting application.

202011, 20200ct15
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6¢. Check the conversion printout

Compare the conversion report to the employee amounts on the Annual 941 Report and Payroll

History Report. Reconciling the grand totals is a quick way to find out if there are any issues with

the converted W-2 information. If the grand totals reconcile, then you're good to go. But if the grand

totals do not reconcile, you’ll need to track down the problem and fix it before you continue.

How do | reconcile the grand totals on the conversion report?
1. Go to the last page of the conversion report to verify your grand totals.

You can use this worksheet to write in the amounts from the Annual 941 Report (from Step 3c:
Print the Annual 941 Report for the Calendar Year) and the Conversion Report (or Conversion

Printout from Step 6b: Convert Year-end Tax Information).

Annual 941 Report

Conversion Report

Total Gross Wage

Lina 2:
Wagas, Tips, and Othar Compensation

Grand Total (on the last page)

Wages/Tips Totals

Lina 3:
Social Security Wageas

WagasTips Total

Social Security Wages

Line 5a, Col 1:
Taxable Social Security Wages

Social Security Wages

Medicare Wages

Ling 5c, Gol 1:
Taxable Madicare Wagas & Tips

Madicars Wageas

Why does the Annual 941 Report show more taxes than the conversion report? The Annual 941 Report shows
more taxes than the conversion report because the Annual 941 Report shows taxes for the employer and employee

while the conversion report only shows the employee's contribution.

Reconcile Annual 941 totals to Conversion Report

2. Compare Line 2 on the Annual 941 to the Wages/Tips Total on the Conversion Report.

3. Compare Line 3 on the Annual 941 to the Federal Income Tax total on the Conversion Report.

4. Compare Line 5a, Column 1 (Taxable Social Security Wages) on the Annual 941 to the Social

Security Wages (Soc Sec Wages) on the Conversion Report.
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5. Compare Line 5d, Column 1 (Taxable Medicare Wages and Tips) on the Annual 941 to the
Medicare Wages (Med Wages) on the Conversion Report.

Reconcile Payroll History Report totals to Conversion Report
6. Go to the second to the last page of the Payroll History Report.

Use the Payroll History Report that you printed in Step 3b. Print Payroll History for the Calendar
Year to fill in the amounts in the table.

Payroll History Report Conversion Report

State Withholding

State Withholding Grand Total State Incoma Tax

7. Compare the State Withholding grand total on the Payroll History Report to the State Income
Tax on the Conversion report.

The totals listed above should reconcile exactly. If the totals do not reconcile, there’s a problem with
the employee’s amounts or the pay code settings.

Do the grand totals on the conversion report match the Annual 941 Report and
Payroll History Report?

* Yes, the amounts match. That's good news. Continue to 6d. Verify the organization's W-2
information.

* No, the amounts do not match. You'll need to track down the problem. You can print the
Employee Tax Summary Report and use it to compare employee’s tax amounts on the
Conversion Report. You need to find and fix the errors before you can continue.

What do | do if totals do not match?

Use the Conversion Report to review each employee. Compare the employee’s information on
the Conversion Report to the Employee Tax Summary Report (see Step 3d: Print Employee Tax
Summary for the Calendar Year). Next, verify the amounts for each employee are correct.

Tip! When you print the Employee Tax Summary, change the print order to print by employee number so the printed
report matches the Conversion report.

202011, 20200ct15

What do | do if totals do not match? Use the Conversion Report to review each employee.
Compare the employee’s information on the Conversion Report to the Employee Tax Summary
Report (see ). Next, verify the amounts for each employee are correct.
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6d. Verify the organization's W-2 information

Verifying the organization's W-2 information will help you make sure the converted W-2 information
is correct in the Government Reporting Organization table. Connect uses the information in the
Government Reporting application to print W-2s and create the electronic W-2 file.

Getting started with verifying the organization's W-2 information
First, verify the organization’s information
Second, verify the pay codes subject to tax

Third, verify the converted W-2 information for each employee

First, verify the organization’s information

The first page of the conversion report includes the organization’s name, address, and telephone;
Federal ID; State ID; and Local Tax ID (when there’s a local tax). If the organization is filing W-2s
online, you’ll also want to check the electronic filing properties.

Remember! You must complete this step if the organization is filing W-2s online. To find out if you need to file W-2s
online, click here.

Checking the organization's information

Every organization needs to complete this step. Use the conversion report that printed when you
converted year-end tax information in step 6b. You also have the option of using the Organization
table in the Government Reporting application to verify the organization's information.
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1. Go to the first page of the conversion report.

Step 6. Print W-2s

Anycity Corporation Convert Year-end Tax Information FPage: 1

Employer Information for tax year: ¥ MMM DD, YYYY HHMM

Report Critena:
Employees selected: All

Primary Mame Address 1 City Federal ID

Secondary Mame Address 2 State  Zip Code Telaphane

Anyeity Corparation 10 N Commerce Ave Anycity B7-0302050
PO Box 123 UT Ba2ERE (385) 535-1122
States
State IC Mumber
ut 03-Ta3882
Lacal Taxes
Mame Tax Type Code 1D Mumber

Conversion Report, page 1

Alternative option: You can also use the Organization table in Government Reporting to verify
this information. To do this, open Connect Payroll > Government Reporting and select
Organization. See the help topics titled How do | verify the organization's contact information?
(Government Reporting) and How do | verify electronic filing information? (Government
Reporting)

[ (Casehe comecrs | organizaton (3] =]

[Generdl| Federsl States Localites Passwords Trading UserDefred Motes

Prmary name: | Amyoty Corporaion |
Secondary name: | }
|

Addressine 1:  [10N Commerce Ave
Bddressine 2 (PO Box 123

Oity: [amyety |
e a—

Zp Postal code: Oebveryport: [ |
Country/Region: | |
Tetore 2

Fan ]

Emad: |@

Government Reporting > Organziation
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2. Verify the organization’s information.

s the organization's contact information correct?
* Yes, the organization’s information is correct. Continue to next question.

* No, the organization’s information is not correct. Use Payroll > Organization >
Organization to update the organization’s information. You'll need to reconvert the year-end
tax information, go to Step 6b. Convert Year-end Tax Information.

s the Federal ID number correct?
* Yes, the Federal ID number is correct. Continue to next question.

* No, the Federal ID number is not correct. Use Payroll > Organization > Pay Codes to look
up and correct the Federal ID number on the Federal Withholding Tax (76-00) pay code.

You'll need to reconvert the year-end tax information, go to Step 6b. Convert Year-end Tax
Information.

s the State ID number correct?
* Yes, the State ID number is correct. Continue to next question.

* No, the State ID number is not correct. Use Payroll > Organization > Pay Codes to look up
and correct the State ID number on the State Withholding Tax (77-00) pay code. You'll need
to reconvert the year-end tax information, go to Step 6b. Convert Year-end Tax Information.

s the Local Tax ID number correct (if applicable)?
* Yes, the Local Tax ID number is correct. Continue to next step.

* No, the Local Tax ID number is not correct. Use Payroll > Organization > Pay Codes to
look up and correct the Local Tax ID number on the Local Tax pay code. You'll need to
reconvert the year-end tax information, go to Step 6b. Convert Year-end Tax Information.

Checking the organization's electronic filing information

Only organizations that will be filing W-2s online need to complete this section.

1. Use the Federal tab > Electronic Filing tab in Connect Payroll > Government Reporting
> Organization.

To learn more, see How do | verify electronic filing information? (Government Reporting)
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=

General Federdl Siates Localties Pamswords Trackng User-Defned Mobes
Federal |Bectronc Fiing | aca
1099 Contsct imformation
Masne: |Sivia Foater

Phone: |(335) 5551122

Emal: | Anyoty Bolanyaty.ut.us

-

W2 Contact information
Mame:  |Sivia Foster
e

Emad: | Aoty Bolanydty.tus

Fax:  |(335) 555-1222

=]
oo ||
]

I[-]
aimaall
I

SSARTH: |
Preferedmethod of problemnotifcation: | w
— T |
Agentindkcator code: ' V|
Empioyer [Agent employer idenbiication number (EIN):
Agent for EIN:
Emplnyment code: R (Feguiar (all others]) vl
Tax purmscoton oodes | |
Kind of employer: 'S (State and Local Governmental Employer) |
edsery
[l Terminating business indicatar
[l Third party sick pay indicater

Government Reporting > Organization, Electronic Filing tab

2. Verify the organization’s federal electronic filing information.

» W-2 contact information, address, telephone, and email

» Preferred method of problem notification

* Preparer code (if you’re preparing W-2s for your organization, then select Self Prepared)

» Employment code (usually R (Regular (all others))

* Kind of employer (usually S (State and Local Governmental Employer))

* Employer/Agent employer identification number (EIN)

» Agent for EIN (this can be the same number as the Employer/Agent employer identification

number (EIN))

» Third party pay (if you have third party pay, enter the amount paid by the third party, and
select the checkbox titled Third Party Sick Pay Indicator)

Does my state use state-specific electronic filing information? If you're state needs state-specific information to

file W-2s online, use the Electronic Filing tab in Government Reporting Organization to add the state-specific
information. See the help topic titled How do | add state-specific information for filing W-2s online? (Government

Reporting)

s the organization's federal electronic filing information correct?

* Yes, the organization's federal electronic filing information is correct. You're good to

continue to Second, Verify the Pay Codes Subject to Tax..
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* No, the organization's federal electronic filing information is not correct. Update the
federal electronic filing information on the Electronic Filing tab in Government Reporting >
Organization.

The converted information in the Government Reporting Organization table is ready to go.

202111, 2021Sep08

Second, verify the pay codes subject to tax

The second page of the conversion report lists the pay codes for the organization. There’s a
column for each tax type. If the pay code is a deduction type pay code, a “Y” means the pay code
is exempt from tax. The column titled W2 Code lists the code to enter in Box 12 on the Form W-2.

Anycity Carporation Convert Year-end Tax Information Fage: 2
Fay Codes for fax year: YYYY MM DD, YYYY HHMM
Pay W2 Dep Non-Qual W2 Other Include
Code Title Type 35 MED FWT SWT SUTA FUTA Ret W/C Code Came Flan Description Amounts
100 Reg Pay GR Y Y ¥ A
3-00 Vaeation GR Y Y ¥ Y
4-00 Sick Leave  GR ¥ ¥ i A
7-00 Holiday GR ¥ ¥ ¥ ¥
2-00 Misc Pay G Y Y A A
20-00 Owertime Go Y Y A ¥

21-00 Comp Time  GR
21-01 Comp Eamn G2
21-02 Comp Used GR
25-00 Mise Remb  GR
28-00 Trvl Reimb
40-00 401-K Ded
50-00 Retirement
50-01 RetReg
50-02 RetPS
$0-00 Health Ins
&0-01 Heakh Sgl
&0-02 Heakh Dep
§0-03 Health Fam
&1-00 Dental Ins
101 Dental Sgl
§1-02 Dental Dep
#1-03 Dental Fam
42-00 Lifw Insur
65-00 Vision Ins
T0-00 Misc Ded
T4-00 Soc Sec
75-00 Medicare
TE-00 FWT

7700 SWT

B0-00 Garn/CEupp
E0-01 Credit Gar
80-02 Child Supp
B3-00 Met Pay
EE-00 DCir Dep
92-00 LTD Ins
B3-00 SUTA
0E-00 Wk Comp WeC

- =<

T
< <
< <

ggggUUUUUUUUUUUW:UMUm
-
-
<
<

ozZooo
=

w =
1=

Conversion report, page 2

STOP!

Is each pay code subject to the correct taxes?

* Yes, each pay code is subject to the correct tax. That's good news. Continue to the next
step.

* No, each pay code is not subject to the correct tax. Use Connect Payroll > Organization >
Pay Codes to look up the pay code and then, check the settings on the Used in Calculation
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tab to review the taxes on the pay code. You'll need to reconvert the year-end tax information,

go to Convert Year-end Tax Information in the Payroll Year-end Checklist.

Why do | need to repeat steps I've already finished? You'll want to complete all of the steps in the checklist to

make sure the changes are updated correctly BEFORE you print the W-2s.

202111, 2021Sep08

Third, verify the converted W-2 information for each employee

Check that the employee's W-2 information that was converted from the Payroll application is

correct. The employee’s W-2 information begins after the pay codes, it usually starts near page 3 of

the conversion report.

1. Go to employee’s W-2 information ( usually starts around page 3) of the conversion

report.

Anycity Carporation

Convert Year-end Tax Information
Employes Wages for tax year: 1Y

FPage: 3
MM DD, YYYY HHMM

WagesiTips Sos Sec Tips Code & Code G Code N Code W Code CC Other 1
Fed Inzome Tax  Allocated Tips Code B Code H Code P Code W Code DD Other 2
Soc SecWages  Advanced EIC Code C CodeJ Code @ Code ¥ Code EE Other 3
Narme Soc Sec Tax  Dependent Care Code O Code ¥ Code R Code Z Code FF Other 4
Employes First Middle Last Suffic Med Wages NonQual Flan Code E Code L Code 5 Code Ak Code GG Qther &
Mumber SZocial Security Number State Med Tax Code F Code M Code T Code BB Gode HH Other &
30 Austn, George uT 071480 .00 .00 i} .o 0o oo
George Austin 258.47 00 .00 li] Rili] 00 i}
5566-68-2888 E0.714.80 00 el .00 oo 0o
1.904.28 .00 .00 i} Roli] 00 v}
30.714.80 00 00 i) ili} fiols} i)
445,34 00 .0 el og og
State  State Wages/Tips  State Income Tax Lazality Mame Lozal Tax Type Local Wages/Tips  Lacal Incame Tax
uT 30,714.80 a26.01
00 Black, Lane uT 66,895.90 00 .00 .o .00 .00 0o
Lane Black 32vzaz 00 00 o0 .00 0g 0g
556-74-30368 &0.055.88 .00 i} .o 0o oo
4.281.85 00 2.1680.08 li] Rili] 00 i}
G8.055.98 00 00 els] .00 0o 0o
1.001.35 00 Kele] .00 0a -0g
Stale  State Wages/Tips  State Inzeme Tax Lezality Narme Lazal Tax Typs Local Wages/Tips  Local Incoma Tax
uT G8,805.80 2.886.35
210 Brown, Bobby uT 52.185.74 00 00 i) ili} fiols} i)
Bobby Brown 8.608.50 L0 00 .00 .00 ol 00
555-48-7013 5219574 .00 i} Roli] 00 v}
323812 00 00 el .00 oo 0o
6219574 .00 .00 i} .o 0o oo
758.82 .00 i} Roli] 00 v}
State State Wages/Tips  State Income Tax Lozality Mame Local Tax Type Local Wages/Tips  Local Income Tax

uT

52.195.74

2,800.78

Conversion report, page 3

Alternative option: You can also use the W-2 Employees table in Government Reporting to

verify converted employee W-2 information (see the help topic titled How do | review converted
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W-2 employees? (Government Reporting); however, it may be faster to use the printed
conversion report.

Connect Payroll Year-end Checklist - 2022

2. Check the converted W-2 information for each employee.

Use the conversion report or W-2 Employees to review the W-2 information for each employee in
the organization. This information will be printed on the Form W-2 and included in the electronic

W-2 file.

Wages/Tips

Social Security Tax
Medicare Wages

Medicare Tax

Federal Income Tax

Social Security Wages

‘WagesTips Soc Sec Tips Code A Code G Code N Code V Code CC Other 1
Fed Income Tax  Allocated Tips Code B Code H Code P Code W Code DD Other 2
Soc Sec Wages  Advanced EIC Coge C Code J Code Q Code Y Code EE other 3
Name Soc Sec Tax  Dependent Care Code D Code K Code R Code £ Code FF Otner 4
Employee First Middie Last Suffix Med Wages MNonGual Plan Code E Code L Code 5 Code AA Code GG Olher 5
Number Social Security Number Slate Med Tax Code F Code M Code T Code BB Code HH Qther &
30 Austin, George ur 30,714.90 00 00 00 oo (Vi 00
George Austin 256.47 .00 .00 00 oo o0 00
555-68-8888 30,714.90 .00 00 00 oo o0
1.904.28 00 00 0o oo o0 00
30,714.90 00 00 00 00 00 00
445.34 .00 0o 0o oo 00
Slate  State Wages/Tips State Income Tax Locality Name Local Tax Type Local Wages/Tips  Local Income Tax
ur 30,714.90 B26.01
Conversion report, converted employee information - federal
* Box 12 Codes and Amounts
WagesTips Soc Sec Tips Code A Code G Code N Code V Code CC Other 1
Fed Income Tax  Allocated Tips Code B Code H Code P Code W Code DD Other 2
Soc Sec Wages  Advanced EIC Cade C Code J Code Q Code Y Code EE Ofther 3
Name SocSec Tax  Dependent Care Code D Code K Code R Code Z Code FF Other 4
Employee First Middie Last Suflix Med Wages NonCiual Plan Code E Code L Code S Code AA Code GG other 5
Number Social Security Number State Med Tax Code F Code M Code T Code BB Code HH Other 6
30 Austin, George uT 30,714,580 00 00 00 0o 00 00
George Auslin 256.47 .00 .00 00 0o o0 00
555-68-8888 30,714.90 .00 00 00 00 00
1,904 28 .00 .00 00 00 ] 00
30,714 90 00 .00 00 00 00 0D
445.34 .00 00 0o oo 00
Slate Slale WagesTips Stale Income Tax Locality Name Local Tax Type Local Wages/Tips  Local Income Tax

ur 30,714.90

826.01

Conversion report, converted employee information - Box 12 codes and amounts

» Other Amounts

Step 6. Print W-2s
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WagesTips Soc Sec Tips Code A Code G Code N Code V Code CC Other 1

Fed Income Tax  Allocated Tips Code B Code H Code P Code W Code DD Other 2

Soc Sec Wages  Advanced EIC Code G Code J Code Q Code Y Code EE Ofther 3

Name Soc Sec Tax  Dependent Care Code D Code K Code R Code £ Code FF Otner 4

Employee First Middbe Last Suffix Med Wages NonQual Plan Code E Code L Code S Code AA Code GG Other 5

Number Social Security Number Slate Med Tax Code F Code M Code T Code BB Code HH Other 6
30 Austin, George ur 30,714.90 ] 00 00 ] 00 00
George Auslin 256.47 .00 .00 00 00 o0 ]
555-68-0886 30.714.90 00 0o ] ] 00
1.,904.28 .00 .00 0o 0o oo o0
30,714.30 o0 00 0o o0 oo o0
44534 .00 .00 0o .00 00

Slale Stale Wages/Tips Stale Income Tax Locality Name Local Tax Type Local Wages/Tips  Local Income Tax

ur

Conversion report, converted employee information - Other amounts

30.714.90

§26.01

When you're finished checking the amounts for the employee, move to the next employee. You
should do this for each employee in the organization.

STOP!

Did you make any changes to any employee records or pay codes?

* Yes, | made changes to employee records or pay codes. Reconvert the employee
information. Go to Step 6b. Convert year-end tax information in the Payroll Year-end

Checklist to update the changes that you've made in the Payroll application.

* No, | did not make any changes to any employee records or pay codes. You're ready to
run Step 6e. Run Checkout W-2 Employees

202011, 20200ct15

121



6e. Run checkout W-2 employees

Search for errors in the converted W-2 data.

How do | run Checkout W-2 Employees?

Connect Payroll Year-end Checklist - 2022
Step 6. Print W-2s

1. Open Connect Payroll > Government Reporting > Checkout W-2 Employees.

2. Use the Tax Year box to select the tax year that you are reviewing.

Cassle Connect® | Chedkout W-2Employess £

Tax year:  [YYOFY «

Emplgyee numbers:
Celumn

<

[ epart rvabd social secunity rumbers
[ report imvald states

EAReport invald fp codes
] Report employees with negative amounts

This should be the payroll year being closed.

-l Report employees without amounits
A print totals
[ incude W-2 comections

Checkout W-2 Employees, Tax year box

3. Select all of the checkboxes.
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Casele Comect® | Chedkout W-2Emgloyees £ | (=]

Tax year:  [YOFY

Employes numbers:
Colurms | Vailise | Taat

£ >

Check all ofthe checkboxes.
[ epart invabd social secunity numbers

EAReport mvald states
A Report invalld #p codes
] Report employees with negative smounts

-] Rieport emplayess without smounts
1 Print totals
[ incude W-2 comectons

Checkout W-2 Employees, Checkboxes

4. Click GO [@] (Ctri+G).

5. Click Preview 3] (Ctrl+Q) to preview the report or click Print [ (Ctri+P).
The Checkout report prints the W-3 information and an error report.

How do | know when there are no errors on the W-2s? When you run Checkout W-2
Employees, the system checks for errors in the W-2 Employee information. If the system finds no
errors, the message “No W-2 errors found” prints in the lower left-hand corner of the report.
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Anyeity Carparation W-2 Emplayee Checkout Repart Page: 1
MiAM DD, YYYY HHMM

Report Criteria:
Tax year: yyyy

W-2 Totals

Wages. tips and other compensation 1.800.214.00
Federal income tax withheld 161.784.21
Saocial Security wages 1.818.780.50
Social Security tax withheld 118.8868.01
Medicare wages and tips 1,818.780.58
Medicare tax withheld 27.B22.80
Social Securily tips Rl
Allzcated tips .oa
Cependant care benefits ]
Mon-Qualified plans Rl
Mon-Qualified plan Section 457 distributions .oa
Mon-Qualified plan nat Section 457 distributions Reli]

Box 12 Amounts

o Elective deferrals under section 401(k] cash or deferred arrangement (plan) 17,700.50
State Amounts

State Employse Count Wages Income Tax
uT 48 1800214.00 BB302.34

Mo wrrors found ‘—

W-2 Employee Checkout Report, No Errors Found message

s the Checkout report free from errors?
* Yes, the Checkout report is free from errors. Great job!

* No, the Checkout report is NOT free from errors. First, you'll use Payroll > Employees >
Modify Existing Employees to look up the employee record and enter the correct W-2
information. After you fix employee records in the Payroll application, return to Step 6b.
Convert year-end tax information.

Tip! If there are employees at your site with more than one employee number, and who are receiving multiple W-2s,
you may wish to provide them with a single W-2. See the help topic titled How do | combine multiple W-2s?
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STOP!

Did you make any changes to any employee records or pay codes?

* Yes, | made changes to employee records or pay codes. You'll need to reconvert the

year-end tax information (see the help topic titled Convert Year-end Tax Information) and go
back to Step 6b. Convert year-end tax information.

* No, | did not make any changes to any employee records or pay codes. You're ready to
print sample W-2s to scratch paper. First, you'll need to back up the Payroll database and
then continue to Step 6g. Print sample W-2s to scratch paper.

202208, 2022Nov04
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6f. Print sample W-2s to scratch paper

Use the W-2/W-3s Report to print the W-2 information to plain paper. Printing the W-2s to plain
paper gives you a chance to check if the W-2 information is printing in the right place on the form
and the correct W-2 information is printing for each employee. This is the last chance to find and
correct errors before you print the actual W-2s to paper or create the W-2 electronic file.

How do | print sample W-2s to scratch paper?
1. Open Connect Payroll > Government Reporting > W-2/W-3s.

2. Use the Title box to select the report title that matches the tax form that you're using to print
W-2s.

=

[ Defaut report 10fi4 | W4 >

o W2 -38
-2 -3 - Double Wice Mader by Name [Cassls Master]
,.“,lw-zm-m Dol Widke Mader by Humber [Cassls Master]
V-2 0-3 - Laser T-U by Mamme [Casalis Master] e et ]
Kind {W-2/W-15 - Laser 3-Up by Mumber [Casele Master] |
W-2/\W-35 - Laser 3-Up Form with Instructions [Caselle Master]
Kirid { W-2/W-35 - Laser $-Up by Mame [Casele Master]
W2 W-35 - Lager 4-Lp by Number [Casele Masher]
W2 W38 - Laser 4-Lip Form with Instructions: [Caselle Masier]
W2 W38 - Sngle Wide by Mame [Casels Magher]
V-2 /0-38 - Sirghe Whde by Busrber [Casele Masber]
V-2 W38 - Sirche Wide Mader by Mame [Casele Master]
W 3s \iide Mader Master]
Repart onder:
Cplumn _ Sort | Title | Total |Page |  Test
Erplayeabame Azeending w O O [0 Entirefield

W-2/W-3s report, Title box

Where can | find a list of W-2 Forms? If you don’t know which report title to select, use the IRS
Tax Forms Reference Sheet to find the tax form that you are using. Then, select the tax form
name that corresponds to the report title.

3. Load scratch paper in the printer.

4. Now, click Print B (Ctri+P).

The following pages show the information that prints on the W-2 Form using the W-2 Form layout
that you have selected.
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ETH302050

ANYEITY CORPORATICN

10 H COMMERCE AVE

POBOX 123

AMYCITY UT Basss

]

GECRGE AUSTIM

GEORGE AUSTIN 48 HILLTOP DR

248 HLLTOP 0B AMYCITY UT BBS8S
ANCITY UT BBsss

30T 14.90

oL EER AT AR

BE055 G 4100 85 70302080 EFEFR

agCes g3 1001.35 ANYCITY CORPORATION A701 85

= w o 13 H COMMERCE AVE —_—
PO BOX 123
TY CORPORATION o] A ™ uT
COMMERCE SVE MYCITY UT BaAsd
&% 123 o0
oY UT 8asad

=) LANE
LAME BLACK 305 PALSADES DR

05 PALISADES DR ANYCITY UT BaBas
ANYOTY UT BEEEA

uT 05-TES0G4

2858 35

W-2 Form

The last page shows the W-3 form.
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W-2/W-3s form alignment page

5. Check if the W-2 information will print in the correct fields on the W-2 Form.

Connect Payroll Year-end Checklist - 2022

Step 6. Print W-2s

Take a page from the sample W-2 that's printed on scratch paper and an actual W-2 Form. Place
the two pages together and hold them up to a light source such as a window or lamp. Now, you
can see where Connect will print the W-2 information on the actual W-2 Form.
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Stacking the W-2 Form with the W-2 printed to plain paper to check alignment

Does the information that's printed on the sample W-2 display in the correct
boxes on the actual W-2 Form?

* Yes, the information on the sample W-2 will print correctly in the boxes on the actual
W-2 Form. That's good news. You'’re ready to verify the employee information that printed on
the sample W-2s. Go to Step 6g. Enter corrections in the Payroll system.

* No, the information on the sample W-2 prints above or below the box or prints too far
to the right or left of the box on the actual W-2 Form. You may need to adjust the printer
settings and then repeat these steps to test the alignment on the sample W-2s. To learn
more, see the help topic titled What if my sample W-2s don't align with the actual W-2s?

_____________________________________________________________________________________________________________________________________________|]
What if | need help with W-2 Form alignment? Contact customer support for assistance at (800) 243-8275 or email

us at support@caselle.com.
_____________________________________________________________________________________________________________________________________________|]

202208, 2022Nov04
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69. Enter corrections in the payroll system

Carefully check the printed sample W-2s to make sure the W-2 information that prints on each
Form W-2 is correct for each employee.

What's the difference between fixing something in Government Reporting vs.
Payroll?

Fixing something in Government Reporting allows you to shorten the number of steps required to
create the actual W-2s. BUT, you will need to manually update the information that you fixed in the
Payroll application, too. Fixing something in Payroll means that you'll need to repeat some year-
end steps. BUT you won’t have to manually update the employee records in Payroll.

How do | find errors on sample W-2s?

Carefully review the sample W-2s one by one.

Did the correct W-2 information for each employee print on the sample W-2?

* Yes, the correct W-2 information for each employee was printed on the sample W-2.
Great! You're ready to print actual W-2s.

* No, the wrong W-2 information for an employee was printed on a sample W-2. You'll
need to correct the error before you continue. Use the section titled How do | enter
corrections? to correct errors in the sample W-2 information.

How do | enter corrections?

You have two options to correct errors on a sample W-2. You can correct the error in the
Government Reporting application or you can correct the error in the Payroll application.

Entering W-2 corrections in Government Reporting means there are fewer steps to repeat in the
Payroll year-end checklist, but you will have to enter the corrections twice: once in Government
Reporting and then again in Payroll. Remember, there is no routine to copy information from
Government Reporting to the employee record in the Payroll application.

Entering W-2 corrections in Payroll means you'll need to repeat more steps in the Payroll year-end
checklist, but you only have to enter the corrections once. Because you will repeat the step to
convert the year-end tax information, the changes that you have made to the employee's record in
Payroll will be updated to the Government Reporting application.
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Entering W-2 corrections Entering W-2 corrections

in Government Reporting in Payroll
. v

{1} Use W-2 Employees to enter the correction. 1L LB SO S D

enter the correction.
L ¥
(2] Return to Step 6e. Run Checkout {2} Return to Step 4. Verify Employee
for -2 Employees. informaotion.
) L4
{3} Complete all steps in the Payroll Year-end {2) Complete all steps in the Payroll Year-end
Checklist up to this point. Checklist up to this point.
[Repeat Step be, 6f, and 6g.) (Repeat Step 4, 5, and 6.)

»

(&) After you print actual W-25, use Payroll >
Modify Existing Employees to enter the
corrections that you entered in W-2
Employees.

Entering W-2 corrections in Government Reporting
1. Use W-2 Employees in Government Reporting to correct the error on the sample W-2.

How do | do this? Open Connect Government Reporting > W-2 Employees. Use the information
on the sample W-2 to look up the employee's W-2 information and enter the correction. Keep the
corrections that you have made to each employee record that you can use later to update the
employee record in the Payroll application.

2. Return to Step 6e. Run Checkout for W-2 Employees on the Payroll Year-end Checklist.
Complete Steps 6e, 6f, and 6g.

3. Now, you're ready to start Step 6h. Print actual W-2s.

4. When you're done printing actual W-2s and creating the electronic W-2 file, use Connect
Payroll > Modify Existing Employees to enter the corrections that you made to the employee's
W-2 record in Government Reporting.

Entering W-2 corrections in Payroll
1. Use Modify Existing Employees in Payroll to correct the error on the sample W-2.

How do | do this? Open Connect Payroll > Employees > Modify Existing Employees. Use the
information on the sample W-2 to look up the employee record and enter the correction.

2. Return to Step 4. Verify Employee Information on the Payroll Year-end Checklist.
Complete Steps 4, 5, and 6 through 6g.

3. Now, you're ready to start Step 6h. Print actual W-2s.

202011, 20200ct15
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oh. Print actual W-2s

You are ready to print the actual W-2 Forms when the sample W-2s have the correct information
AND the information on the sample W-2s prints in the correct boxes on the W-2 Form. Even though
you can wait until later to print the W-2 Forms, it’s best to print the W-2 Forms as soon as possible
after you complete Step 6g. Enter Corrections.

STOP!

Do you want to print the W-2 Forms now?

* Yes, | want to print the W-2 Forms now. Complete this section to print the W-2 information
to the actual W-2 Forms.

* No, | want to wait to print the W-2 Forms. If the actual W-2 Forms will not be printed at this
time, go to Step 7: Finishing Up.

When should | print the actual W-2s? If the actual W-2s will not be printed at this time, they
should be printed as soon as possible after performing the year-end steps.

How do | print actual W-2s?
1. Load the W-2 Forms into the printer.

Tip! You may wish to wait for a time when the print job will NOT be interrupted.

2. Open Connect Payroll > Government Reporting > W-2/W-3s.
If W-2/W-3s is still open from printing sample W-2s in step 6f, you can skip this step.

3. Set up the options on the W-2/W-3s exactly the way you set up the options that you used
when you printed the sample W-2s.

If you have waited until later to print W-2s, you may wish to repeat Step 6f. Print Sample W-2s
to Scratch Paper to check if there have been any changes to the printer form alignment. The
alignment check will allow you to see if the W-2 information prints in the right boxes on Form
W-2.

4. Click Print (28] (CtrI+P).

The employee’s W-2 information prints on the actual W-2 Forms.
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6i. Create the electronic W-2 file

Let's find out if your organization needs to create an electronic W-2 file.

Do you use AccuWage (irs.gov) to report W-2 information?
* Yes, we use AccuWage. You need to complete this step to create an electronic W-2 file.

* No, we do NOT use AccuWage. You do not need to complete this step unless you wish to
file W-2s online.

Do you have more than 250 W-2s at your site?

* Yes, there are more than 250 W-2s at my site. You may be required by the IRS to submit
your W-2 information online. Complete this section to create an Electronic W-2 File.

* No, there are less than 250 W-2s at my site. You can submit your W-2 information
according to the instructions that have been provided to you by the IRS, or you can file W-2s
online.

STOP!

Did you answer “yes” to one or both questions?

* Yes, | answered “yes” to one or both questions. Your organization is required to file W-2s
online by the IRS. You'll need to complete this section. See the help topic titled How do |
create an electronic W-2 file?

* No, but | want to file W-2s online. Complete this section. See the help topic titled How do |
create an electronic W-2 file?

* No, | answered “no” to both questions and | do not want to file W-2s electronically. You
do not need to complete this step. Go to Step 7: Finishing Up.

How do | create an electronic W-2 file?

Use Connect Payroll >Government Reporting > Create Electronic W-2 File to create the electronic
W-2 file that you will submit to the IRS. To learn how, see How do | create an electronic W-2 file?.

Important!
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* Review the YYYY in the file name matches the year being filed. If you changed the tax year to
2022, you may also need to change the YYYY to the tax year being filed. You can change the
file name when you set up the electronic file or you can change the file name of the electronic
file after it has been created on your computer. We recommend changing the file name before
you submit the electronic file to the IRS.

* Follow the naming guidelines outlined by the state entity that will receive the electronic W-2
file for submitting an electronic W-2 file.

How do | use AccuWage to test my electronic W-2 file?

After your electronic W-2 file is created, use the AccuWage application to test it for correctness.
AccuWage is a free internet application from the Social Security Association. You can use it to
check EFW2 (W-2 Wage and Tax Statements) and EFW2C (W-2C Corrected Wage and Tax
Statement) formatted wage files to make sure the file is formatted correctly.

To learn how, see Using AccuWage to Check W-2 Forms for Correctness.

202011, 2022ec30
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Step 7. Finishing up
Step 0 Step 1 Step 2 Step 3 Step4 Step 5 Step6

If you have printed all payroll reports for the tax year AND you have updated all transactions for the
tax year to the General Ledger, there are three steps to complete. First, you'll close the current
payroll year. Closing the payroll year means the transactions in the closed year will be locked.
Next, you'll update the new federal tax rates and last, you'll update the state tax rates. When you’re
done, the Payroll application will be ready to go for the new payroll year.

Watch a video
Step 7 in the 2022 Payroll Year-end Checklist Webinar. [MP4]

STOP!

Have you printed all payroll reports for the tax year?
* Yes, | have printed all payroll reports for the tax year. Continue to the next question.

* No, | have NOT printed all payroll reports for the tax year. Do not continue until you have
printed all payroll reports for the tax year. When you close the year-end in the Payroll
application you will not be able to make any changes to the transactions in the closed year.

Have you updated all transactions for the tax year to the General Ledger?


https://vimeo.com/782719358

Connect Payroll Year-end Checklist - 2022
Step 7. Finishing up
* Yes, | have updated all transactions for the tax year to the General Ledger. You're ready
to begin this section.

* No, | have NOT updated all transactions for the tax year to the General Ledger. Do not
continue until you finish updating all of the transactions for the tax year to the General Ledger
application. Again, when you close the year-end, you will not be able to update transactions
from the closed year.

Getting started with finishing up
Step 7a. Close year end

Step 7b. Update new federal and state tax rates
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7a. Close the payroll year

Once you have completed the previous steps, closing the payroll year is simple. Closing the payroll
year will lock the transactions in the closed year and set the system date in the Payroll application
to the new payroll year.

How do | close the payroll year?
1. Open Connect Payroll > Organization > Close Year-end.

2. Verify the new payroll year replaces "YYYY" as the current year.

File Zoom  Help
ﬂuse|ﬁ| T w7

Caselle Connect® + > Payroll = > Organization = > Close Year-end

%

[ Casebe Connect® | Close Year-end (|
\y Lise this routine (o update the cument yearts T

Close Year-end, current year

What if the date does not display the correct year? If your system does not display 2023 as
the current year, contact customer support for assistance at (800) 228-9851 or log into Caselle
Incident Management System (www.caselle.com/client-login). Do not attempt to close the payroll
year unless the correct year is displayed.

STOP!

Does the current year show 20237
* Yes, the current year is 2023. That’'s good news. Continue to the next step.

* No, the current year is not 2023. There’s a problem with the Payroll settings. Please contact
customer support for assistance at (800) 228-9851 or log into Caselle Incident Management
System (www.caselle.com/client-login) to create a help ticket. Do not continue to the next
step.

3. Click GO (@] (CTRL+G).

The summary records for the payroll year are created.
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Cazelle Connect® = > Payroll = > Organization = » Clote Year-end

[(Cosele Comect® | Close Year-end | (=]

% Creating Summary reconds
LN

Crealing summany records

Progress bar

4. When the Finished dialog box displays, click Yes.

Finished
Process completed on MM/DDYYY at

o HHMM.

Okay to dose Update Year-end?

[ 10

Finished dialog box

The payroll year is closed.

202208, 2022Nov04

Final steps

Running the Year-end Closing is the last official step in the Year-end Closing Checklist. If you
haven’t already printed the W-2 Forms, you should print them as soon as possible after closing the
year end.

The next steps will help you get the Payroll application ready for the new payroll year.

202011, 20200ct15
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7b. Update new federal and state tax rates

_______________________________________________________________________________________________________|
IMPORTANT

- DO NOT load the new tax rate information until AFTER the payroll year is
closed.

» You will receive an email when the new 2023 federal and state tax rates are
available to download.

- The new Federal and State tax rates may be released on different dates.

What are the new federal and state tax rates?

Payroll uses the federal and state tax tables to calculate the payroll checks for your employees.
The IRS and state taxing agency may release new federal and state tax rates for the new payroll
year. The last step of the Payroll Year-end Checklist is to load the new federal and state tax tables
so Payroll will use the new tax tables to calculate the correct amount on your payroll checks.

When will the new federal and state tax rates be ready?

The IRS is responsible for releasing the federal tax rate schedules for the new tax year. The IRS
usually releases a news release towards the end of the year. You can find more information at
irs.gov.

The state taxing agency is responsible for releasing the new state tax rates. Caselle waits for the
state taxing agency to release the new state tax rates and then we update the tax tables. Some
states will release the new tax tables toward the end of the current year or during the beginning the
new year. Other states use the fiscal year end instead of the calendar year end to close the payroll
year. In some cases, there may not be any changes to the state tax rates.

You'll receive an email from Caselle when the new state tax tables are ready to download.

When can | update the new federal and state tax rates?

You should wait to load the new federal and state withholding tax rates until after you complete the
last pay period of the payroll year being closed. That way the last payroll of the year will use the tax
brackets for the payroll year being closed instead of using the tax brackets for the new payroll

year.

First, update the Social Security tax pay code

There may be changes to the Social Security tax percentage and maximum wage limit. The new
federal Social Security wage limit is available online at irs.gov and Publication 15 (Circular E)
Employer's Tax Publication 15 (Circular E) Employer's Tax Guide. If the Social Security tax
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percentage and wage limit have changed, you will need to update the Social Security tax pay code
with the new Social Security wage limit on the employee and employer portion of the pay code.

Do this...

1. Open Connect Payroll > Organization > Pay Codes.

2. Look up the Social Security tax (74-00) pay code.

If Caselle converted your data, then the Social Security tax pay code is 74-00. Your organization
may use a different pay code number for Social Security tax.

3. Click Employee tab > Employee subtab.

Update the employee portion of the Social Security tax pay code with the percentage and
maximum wage limit for the new payroll year.

[ Caselle Connect® ][ Pay Codes @] IZ‘
Pay code: | | |Paycode V| 4 4 |2?' | of 33 [
Pay code: 7400  Sodal Security Tax
Pay Code Employee Employer Leave Rates W-2/1099 Mo

Enter-6.20% as the Social Security percentage

=€ ; |Jsed in Calculations  Used for Calculation for the employee portion.

Amount/Rate/Percent type: |Percent of amount  ~~ | /-‘/' Allow calculations with these check types ————————
| Percentage: 6.2000- %l Manual
Maximun limit: .00 Payout
Annual limit; Supplemental
Minimum wage limit: IU(J—| Termination
| Maximum wage limit: | [ Third party
Standard pay hours: .00 ~
GL account: |02—22210 EI Fica Payable
GL activity: N
Calculation name:
Employee allocation method: |Do not allocats ~ |Enter 160.200.00 as the maximum wage
Position: All positions » limit for the employee portion.
Position number: 1 =

[ round amounts to nearest dallar
[ Exclude haurs
[ Exdude hours for overtime caloulation

Monthly period numbers
1 2 3 4 5

Social Security tax pay code, Employee portion

Change the employee portion of the Social Security tax pay code.
* Employee percentage. Enter -6.20%

* Employee maximum wage limit. Enter 160,200.000

4. Click the Employer tab > Employer tab.

Update the employer portion of the Social Security tax pay code with the percentage and
maximum wage limit for the new payroll year.
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(=]

Pay code: | | |Pay code

vl 4z

| ofzs PoM

Enter 6.20 as the Social Security percentage

Pay code:  74-00  Sodal Security Tax !
for the employer portion.

Pay Code Employee | Oyer : leave Rates W-2/1099 Notes
Employer | Used in Calculations  Used for Calculation  Dehit Override Account

Amount/RatefPercent type: |Percent of amount

Allow calculations with these check types

| Percentage: % | Manual
Maximum limit: .00 Payout
Annual limit: Supplemental
Minimum wage limit: ’00—| Termination
| Maximum wage limit; | Third party
Employer allocation method: |Use transactions - ¥ |
Debit account: |FF—DD—130 N\ EI Partial Account
Credit account: |02—22210 \ Fica Payable

Calculation name:
[ Allow calculations on unpaid employee

Monthly period numbers
1 2 3 4 5

Enter 160.200.00 as the maximum wage
limit for the employer portion.

Social Security tax pay code, Employer portion

Change the employer portion of the Social Security tax pay code.

* Employer percentage. Enter 6.20%
* Employer maximum wage limit. Enter 160,200.000

5. Click Save B (CTRL+S).

The Social Security tax pay code has been updated with the employee and employer percentage

and maximim wage limit for the new payroll year.

202211, 2022Dec02

Second, load the new federal and state tax rates

The federal and state withholding tax rates are updated each year by the IRS and state taxing
agency. Follow these steps to load the new federal and state withholding tax rates for the new

payroll year.

What if my state withholding tax rates are not available? If the state withholding tax rates for your state are not
available, you can use the Update Calculations view in Payroll to load the state tax rates later. You should load the
new state withholding tax rates before the first payroll of the new year is calculated. You will receive an email from

Caselle when your state withholding rates are ready to download.

Loading the new federal and state tax rates
1. Back up the Payroll database.
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Use Send Databases in Connect System Management > System Tools to create a backup file.
[More]

2. Open Connect Payroll > Organization > Update Calculations.

3. Update the federal withholding tax rates.

You will receive an email from Caselle when the federal withholding tax rates are available for the
new payroll year.

Casele Comect® | Uipdate Caladstions | (=]

I Make sure you have a current backup before proceeding.
;;_3 Lise this routine to update your caloulations, formulas, and rabes to the masters published by federal and state governments, /

Print | Report |
Federal
[[] acd required fedaral caladatons:
4] Update federal caladation formulas
B Update selected federal caloiation tables

Fedaral - Singhe: Fderal - Sngle.

state: [T~/ vaah
Dﬂdr:md:ml:cdu.hm

E Update state calodation formulas

B Update selected state cakoulation tables

(] Organization Calcuiation Table | Master Calculabon Table l
0

] UT Single

Update Calculations, Federal

Set up the following options.

* Uncheck the Add required federal calculations checkbox.

Check the Update federal calculation formulas.

Check the Update selected federal calculation tables checkbox.

Check the Federal - Married calculation table checkbox.

Check the Federal - Single calculation table checkbox.

4. Update the state withholding tax rates.

Skip this portion if you are waiting for the email from Caselle to let you know the state withholding
tax rates are available to download.
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Casele Comect® | Lipdate Caladations | ]

Make sure you have a current backup before proceeding.
Lise this roubine to update your caloulabions, Tormulas, and rabes 1o the masters published by federal and state governments

hnt'amnq |
Federal
[] add required federal calniaters
bl Upcate federal calaulation formulas
E1 Update selected federal calouiation tables

State

state: [T | Leah

[ seddi required state calculations

B Update state caloulation formulas

B4 update sslscted state calnulstion tables
= Organizabon Caloulation Table Master Caloulabion Table
LT Single

Update Calculations, State

Set up the following options.

* Use the State menu to select the 2-character state code.

Uncheck the Add required state calculations checkbox.

Check the Update state calculation formulas.

Check the Update selected sate calculation tables checkbox.

Check all of the [State] - [State tax table description] calculation table checkboxes.

5. Click GO @ (CTRL+G).
The federal and state withholding rates for the new payroll year have been installed.

202208, 2022Nov03

Verifying the new calculations, calculation formulas, and calculation values

Use Publication 15 or Publication 15-T to verify the new calculations, calculation formulas, and
calculation values. You should verify the new federal information. When the new state information
is updated, you should use the state taxing agency website to verify it.

Calculations

* Open Connect Payroll > Organization > Calculations.

Calculation formulas

» Open Connect Payroll > Organization > Calculation Formulas.
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Calculation tables

* Open Connect Payroll > Organization > Calculation Tables.

202208, 2022Nov03

You're done!

Congratulations! You're done with the Payroll Year-end Checklist. You're ready to run the first
payroll of the new payroll year.
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You may need a few additional resources to finish the checklist.

Box 12 Codes List

IRS Tax Forms Reference Sheet



IRS Tax Forms Reference Sheet

Click here to download the IRS Tax Forms Reference Sheet.

Connect Payroll Year-end Checklist - 2022

Other Resources

Fed

o Form Form
W-2/1099 Descriptions NELCO Caselle Format
Numbers Numbers
W-2 Twin Set Employer [X-13 FORM 7600-3 |TSCW2053 W-2 Single Wide
W-2 Twin Set Employee |X-13A FORM 7640-3|TSCW2053 W-2 Single Wide
W-2 3PT 2-Wide
Continuous Feed (Sm X3 FORM 8801 |2CW2052 (4PT) |W-2 Double Wide
LH, Lg RH)
W-2 Wide Mailer (Sm LH, W-2 Double Wide
XC5060 FORM 7302 :
Lg RH) Mailer
W-2 1 Wide Mailer - Mag W-2 Single Wide
_ XM53 FORM 7505 |MMQMW2D053 ,
Media Mailer
Laser W-2 Copy A . :
LW2A FORM 5201 |BW2FEDO05 W-2 Single Wide
Employers Federal
Laser W-2 Copy B . :
LW2B FORM 5202 |BW2EEBO05 W-2 Single Wide
Employees Federal
Laser W-2 Copy C . :
LW2C FORM 5203 |BW2EECO05 W-2 Single Wide
Employees Record
Laser W-2 Copy 2 . :
LW22 FORM 5203 |BW2EE205 W-2 Single Wide
Employees State-Local
Laser W-2 Copy 1/D . :
LW21D FORM 5204 |BW2ERDO5 W-2 Single Wide
Employers
Laser W-2 3-Up
L3UP FORM 5210 |BW23UPO05 W-2 Laser 3-Up
Employee Copy
Laser W-2 4-Up Box
L4UP FORM 5205 |BW24UP05 W-2 Laser 4-Up Box
Employee Copy
Laser W-2 Pressure Seal W-2 Pressure Seal 4-
FORM 1287 |FORM 5224 |(80481.00
4-Up Box Employee Copy Up Box
1099 Misc 4PT Mailer PTMM4 FORM 2134 |PAMIS054 1099 Miscellaneous
1099 Misc 4PT :
TCM4 FORM 7154 |CMIS054 1099 Miscellaneous
Carbonless
1099 Int 4PT Carbonless |TC-14 FORM 7150 |CINT054 1099 Interest
1099 Div 4PT Carbonless |TC-D4 FORM 7152 |CDIV054 1099 Dividend
1099 R 4PT Carbonless |TC-R4 FORM 7159 |CR054 1099 Retirement
Laser 1099 Misc Copy A ,
LMA FORM 5110 |BMISFEDO5 1099 Miscellaneous
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Laser 1099 Misc Copy B

Recipient Copy B,C,2,2

o LMB FORM 5111 |BMISRECO05 1099 Miscellaneous
Recipient
Laser 1099 Misc Copy C .
LMC FORM 5112 |BMISPAY05 1099 Miscellaneous
Payer/State
Laser 1099 Misc Copy 2 ,
o LM2 FORM 5112 |BMIS205 1099 Miscellaneous
Recipients State
Laser 1099 Pressure .
) 1099 Miscellaneous
Seal Misc Copy 2/ Copy |FORM 353 FORM 5113 |80487.00
B Pressure Seal
Laser 1099 Div Fed Copy .
R LDA FORM 5130 |BDIVFEDOS 1099 Dividend
Laser 1099 Div Recipient o
LDB FORM 5131 |BDIVRECO05 1099 Dividend
Copy B
Laser 1099 Div Payer/ .
LDC FORM 5132 |BDIVPAY 1099 Dividend
State
Laser 1099 Int Fed Copy
R LIA FORM 5120 |BINTFEDO5 1099 Interest
Laser 1099 Int Recipient
LIB FORM 5121 |BINTRECO05 1099 Interest
Copy B
Laser 1099 Int Payer/
LIC FORM 5122 |BINTPAY05 1099 Interest
State
Laser 1099 R Fed Copy A|LRA FORM 5140 |BRFEDO05 1099 Retirement
Laser 1099 R 4-Up Box 1099 Retirement 4-Up
LR4 FORM 5175 |BR4UPO05

Box

201808, 28Nov2018

149



Connect Payroll Year-end Checklist - 2022

Other Resources

Box 12 Codes List

This is a list of the codes and code descriptions for filling in Box 12 on the W-2 Form. For additional
information, go to irs.gov to download the General Instructions for Forms W-2 and W-3.

< 4 o v O v Z

=

DD
EE
FF
GG
HH

Uncollected social security or RRTA tax on tips.
Uncollected Medicare tax on tips.
Taxable cost of group-item life insurance over $50,000.

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

Elective deferrals under a section 403(b) salary reduction agreement.
Elective deferrals under a section 408(k)(6) salary reduction SEP.

Elective deferrals and employer contributions (including nonelective deferrals) to a section
457(b) deferred compensation plan.

Elective deferrals under section 501(c)(18)(D) tax-exempt organization plan.
Nontaxable sick pay.

20% excise tax on excess golden parachute payments.

Substantiated employee business expense reimbursements.

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

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

Excludable moving expense reimbursements paid directly to employee.
Nontaxable combat pay.

Employer contributions to an Archer MSA.

Employee salary reduction contributions under a section 408(p) SIMPLE plan.
Adoption benefits.

Income from exercise of nonstatutory stock option(s).

Employer contributions (including employee contributions through a cafeteria plan) to an
employee’s health savings account (HSA).

Deferrals under a section 409A nonqualified deferred compensation plan.

Income under a non qualified deferred compensation plan that fails to satisfy section 409A.
Designated Roth contributions under a section 401(k) plan.

Designated Roth contributions under a section 403(b) plan.

Cost of employer-sponsored health coverage

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

Permitted benefits under a qualified small employer health reimbursement arrangement.
Income from qualified equity grants under section 83(i).

Aggregate deferrals under section 83(i) elections as of the close of the calendar year.
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Troubleshooting

Troubleshooting and how-tos for year-end tasks.

Payroll Year-end FAQs

How do | add a Social Security number? (Employees)

How do | change the date range for annual reports?

How do | change the date range for quarterly reports?

How do | combine multiple W-2s?

How do | download and print the Payroll Year-end Checklist?
How do | print quarterly reports for the 4th quarter?

How do | review leave pay codes? (Employees)

How do | review leave pay codes? (Pay Codes)

How do | run Checkout for Payroll Year-end?

What if my sample W-2s don't align with the actual W-2 Form?

What's the difference between fixing something in Government Reporting vs. Payroll?

Other Resources
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Payroll Year-end FAQs

Should | install program updates prior to beginning my Payroll year-end process?

Yes, you'll need to load all program updates before you start the Payroll Year-End Checklist.
Usually, the information you’ll need from the IRS and year-end reporting is available by December.

Where do | find the new tax information for the new year?

When the IRS updates the federal tax tables, we will update the federal tax tables in Connect
Payroll and send an email to you install the update. We'll follow the same pattern for changes to the
state tax tables.

Should | update the final pay period of the year to the General Ledger before starting the
Payroll Year-End Checklist?

We recommend completing all payroll processes for the final pay period of the year and printing

and balancing 4" Quarter reports BEFORE you begin processing the year-end W-2s.

Should | update the final pay period of the year before starting the Payroll Year-End
Checklist?

Yes, you can update the final pay period of the year before you start the Payroll Year-End
Checklist, but you can also wait until you complete the Payroll Year-End Checklist to close the final
pay period of the year. You may need to wait to update the final pay period of the year if you need
to make changes or enter corrections as you complete the Payroll Year-End Checklist.

Should I close the payroll year-end before | enter the new tax information?

We recommend that you complete Step 6F: Print Sample W-2s to Scratch Paper BEFORE you
enter the tax information for the new year. You can print the actual W-2s later.

| can’t start my W-2 process until after the first pay period of the new year. What should |
do?

You can start the first payroll of the new year before you start the Payroll Year-End Checklist. Be
aware the first payroll will use the prior year tax information to calculate payroll checks.

Can | use Doculivery to print and mail W-2s?

Yes, but there's a fee involved. Contact Doculivery for more information.

Why is the Modify W-2 Employee option grayed out on my screen?

You'll need to update your User Rights to include W-2 & 1099 Reporting. You may need to ask your
system administrator for assistance. The system administrator will use System Management >
Setup/Modify User Rights to add rights to use W-2 & 1099 Reporting.
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What if the payroll amounts on the W-2 Conversion report and the Payroll History report do
not match?

You may have two reports for two different report date ranges. Start troubleshooting by printing the
Payroll History report [Caselle Master] using the calendar year date. Then, check the payroll
amounts on the Payroll History report against the payroll amounts on the W-2 Conversion report.

What if an employee has a 0 (zero) in the Box 2 Wage field on the W-2?

When the Federal or State tax pay code uses “Do Not Calculate” because the employee status is
tax exempt, a 0 (zero) prints in the Box 2 Wage field on the W-2. In this situation, the employee’s
checks will compute as usual, but the wrong amount will appear on tax reports and year-end W-2
information. To set up the employee record the right way, change the Employee ARP Type to 0
amount (Modify Existing Employees > Pay Codes tab). Now, the tax reports and year-end W-2
information will show the correct amounts. If you have already converted the W-2 information, you
will need re-convert the W-2 information to import the correct information into Box 2.

Can | edit an amount on a W-2?

Yes, you can edit an amount on a W-2. Open Clarity Payroll > W-2 & 1099 Reporting > W-2
Employees. Look up the employee’s record, and then locate the W-2 field that needs to be
corrected. Now, you can update the amount.

Note: If you reconvert the W-2 information, you will lose the changes you have made to the W-2
amounts.

When can | enter the codes in Box 12 for W-2s?

You can enter the W-2 codes at any time during the year. You can even enter the Box 12 codes
when you are in the middle of converting W-2s. If you need to add a Box 12 code to a pay code
after you have converted the W-2 information, you must reconvert the W-2 information to ensure
you’re working with the latest W-2 information.

Will the Affordable Care Act (ACA) requirements for health insurance paid by the employee
and employer show on the W-2?

Yes, the W-2 code for health insurance is “DD”. The DD code is required and will be reported on
the W-2.

What if the wrong amounts appear in Box 12 or 14?

Start by checking the employee record for the employee with the wrong amounts. The employee
record may have a begin date or end date that affects the amounts that appear on the Payroll
History report and W-2 Conversion report. The begin date should be the date when the pay code
was applied to the employee record or the end date should be the date when the pay code was
removed from the employee record. The employee’s start date and end date can also affect the
figures that calculate on the report.

How do | combine W-2s for employees with more than one W-2?

Follow these steps to combine multiple W-2s into a single W-2.
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Important! If you reconvert W-2s, you will need to recombine the W-2s for the employee. To make the process run
more smoothly, it's a good idea to finish balancing before you combine W-2s for an employee.

Do this...

1. Use the W-2 Conversion report to find all employee numbers that belong to the employee.

This is the report that you created when you ran the Convert Year-End Tax Information routine.

2. Manually combine the totals for each W-2 field for this employee and print the new totals on
the W-2 Conversion report.

3. Open Clarity Payroll > W-2 & 1099 Reporting.

4. Look up the employee number that you want to keep. Press Enter.

Remember, you want to display the employee record that you want to keep for this employee.
5. Click the Wage Information tab > General subtab.

6. Type the new totals into each of the W-2 fields.
The W-2 fields display the W-2 information for both of the employee’s records.

7. Now display the employee record that you wish to discard.

8. Click Delete (CTRL+D).

The W-2 record is deleted. The W-2 forms are merged into a single W-2 form.

Will the forms print correctly if | use Caselle to print W-2s?

Yes, the forms will print correctly if you use Caselle to print W-2s. Caselle uses the same IRS forms
that employers use to print W-2s. You can also use W-2 & 1099 Reporting to print employee copies
of 3 or 4 Up forms to perforated paper.

Note: The W-3 form totals that print on Copy A of the W-2 will print at the end of the

W-2 print job. You'll need the W-3 form totals to fill out the W-3 form. The W-2 & 1099 Reporting
module will not print the actual W-3 form. The W-3 form must be completed by hand.

202111, 2021Sep09
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How do | download and print the Payroll Year-end Checklist?

You'll need to download both the PDF and XML. The instructions to complete the Payroll Year-end
Checklist are included on the PDF. You can view the PDF or print it out. The XML file is the file that
you'll import into the Connect Electronic Checklist, it's the checklist that flies out from the right-side
of the application.

Payroll Year-end Checklist PDF

Click here to download the Payroll Year-end Checklist PDF (Steps checklist from the XML). Use
this link to download the Adobe Acrobat Reader.

Payroll Year-end Checklist XML

Download and import the Payroll Year-end Checklist XML into the Connect steps checkout fly-out
menu.

202111, 2021Sep09
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How do | update my Social Security pay code and employee pay
codes for Social Security?

2020 Executive Order Payroll

If you made changes to the Payroll application to defer Social Security in 2020, follow these
instructions to start collecting Social Security in 2021.

Who needs to complete this step? You do not need to complete these steps if none of your employees deferred

Social Security during 2020.
. _______________________________________________________________________________________________________________________________________|]

Step 1. Updating the Social Security pay code

If most of your employees deferred Social Security in 2020, you will need to update the Social
Security pay code so it will calculate a percentage.

If most of your employees choose to not defer Social Security, you most likely did not make any
changes to the Social Security pay code. You should complete this step anyway to verify the Social
Security pay code is set up correctly to calculate Social Security in 2021.

Do this...

1. Open Connect Payroll > Organization > Pay Codes.

2. Use the Pay Code box to look up your organization's Social Security pay code.

The Social Security pay code is usually 74-00. However, your organization may use a different pay
code.

Caselle Connect® - > Payroll = > Organization = > Pay Codes
[ casele Comnect® | Pay Codes 3

Pay code: e = GO NR —
Paycode: 100 msod-dsea.nt'rnx{?-ﬂ-m}
Pay Code | Employes
o [
Subs code: loo |
Pay Code box

3. Click to select the Employee tab

[ Casele Connect® | Pay Codes (3]
Pay Wl |
Pay 7400 Socisl Security Tax

Pay Code [Evploves | Employer LeaveRates W-2/1099 Mates
Employee  Used in Caloulations  Used for Caloulation

AmountjRate/Percent type: | Cakuation v

s

e
Employee tab

4. Use the Amount/Rate/Percent Type box to select Percent of Amount.
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Paycode: 74400 Socal Searity Tax
Pay Code Employes Employer LeaveRates W-2/1099 Motes
Employee  |sed in Calouations  Used for Caloulation

pE——————— '
Percentage: ;ﬂbﬁb 55.

Maximum it )

Anrwsal it I

Amount/Rate/Percent Type box

5. Use the Percentage box to enter 6.2

Do not key the minus (-) sign. When you enter 6.2, Connect will add the minus (-) sign for you.

Paycode: 7400 Socal Security Tax
Pay Code Employes Employer LeaveRates W-2/1099 Hotes

Employee  Lsed in Calaulations  Used for Caladation

Percentage 6, 2000~ %
Maoomum bmit: l!!!
Annual lmit |00

Percentage box

6. Click Save (Bl (CTRL+S).

7. When the Employee Pay Code Update window displays, click OK.

Clicking OK will override the settings on the employee pay code for Social Security with the
changes that you have made to the primary Social Security pay code.

Employee Pay Code Update X

You have made changes hwrmﬁﬁm that are used &5 default vahues for employee pay code informaton, To spply
the changes, sslact the dweddbox. The updated changes will only affect emplo yees who have this pay code and the current
walue in the employes’s pay code matdwes the Current Vakee here,

Do you want to apply the changes to the employee's pay code?

Pay code:

[ E:tﬂueimu;ﬂﬂdb?!ﬂlﬂtthde Caloulation Percent of amount

Heb | ook || cance

Employee Pay Code Update window

The Social Security pay code will calculate the Social Security tax. It will not defer Social Security
tax. The changes that you have made to the Social Security pay code have been copied to the
employee pay code for Social Security in each employee record. The changes will not be copied to
Social Security pay code in the Pay Codes table (Organization).

202008, 2020Sep01
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Step 2. Verifying Social Security pay code for all employees

Check the Social Security pay code is set up correctly on each employee record. To do this, use
the Report Writer to set up a new report. The new 2020 Social Security Tax Deferral Employee Pay
Codes report will show the setting in the Amount/Rate/Percent box and the Percentage box for
each employee. Use the report to find employee records that do not show Percent of Amount as
the Amount/Rate/Percent and 6.200%- as the Percentage.

A. Setting up 2020 Social Security Deferral Employee Pay Codes Report

Set up a new report to review the employee pay code for Social Security.

Do this...
1. Open Connect Payroll > Reports > Report Writer.

2. Click New [8] (CTRL+N).

3. Click Open Report Wizard L&

Caselle Connect® - > Payroll » > Reports - > Report Writer

[ Casele Connect® || Report writer 3|

b Table

Open Report Wizard button

4. Add the following report columns to add them to the report.

You're setting up the report to include the employee number; the employee name; the value in the
Amount/Rate/Percent Code box on the employee pay code; and last, the amount, rate, or percent
on the employee pay code.

Use the Column box to enter Employee number

-~ Report Wizard X

;_ Column: |employee rumb Il =L i) 1 @
U 1 3 |Enoyee number Enioyee) /\ |
| = o ol

Enter a report column name.

Report Wizard window

Or click Search to use a Search window to look up a report column.
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|| &8 search x I
Enter & search phrase or select from the list.
|empioee | | [ print
]
(]
First name
Gender
Hire date
Job dass
Leest name:
Manden name
Midcle name
| |8 () trable Tite] Lice Seempioyees Or [Caption] Like Shempioyees (7]
| Heb o | Cancel
Search window
Press Enter to add the report column to the report.
: " Report Wizard *
t Colurn: | |

i

LI

| Ermployes, Employee number

| he | x| [ cmca

Employee.Employee number report column is added to the report

Repeat these steps to add the following report columns.
* Employee.Employee number
* Employee.Name
* Employee Pay Code.Employee amount/rate/percent code
* Employee Pay Code.Employee amount/rate/percent

» Pay Code.Title

F e g ]
|| % Report Wizard *

Report Wizard

Other Resources
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To make the report easier to use, change the display order to

Employee.Employee number

Employee.Name

Pay Code.Title

Employee Pay Code.Employee amount/rate/percent code

Employee Pay Code.Employee amount/rate/percent

Click OK.

The Report Writer will add the Employee (Primary) table, Employee Pay Code table, and Pay Code
table to the list.

[Repert Opbiors | Columns  Print Setangs

Tales: Sefection mmiteria;

Ll HWeHr
[ Tabile [ Cokumn
Employes (Primary] Pay Code. Tite
Employe Pay Code

Bay Code

Tables box

5. Set up the Selection Criteria to select the Social Security pay code.

This step will filter the report by Social Security pay code so the report will only show the amount/
rate/percent value and amount/rate/percent type for the Social Security employee pay code.

Click Select the Criteria Fields .

N
¢ LI
Column [ Ve

| Sebect the criteria fields |

Selection Criteria

Move Pay Code.Title to the Selected Criteria Fields list, and then click OK.

The Available Criteria Fields list shows report columns in alphabetical order by table. The Pay
Code.Title report column is listed near the bottom of the list.
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o BN | m—

-
Il 88 selection
| E Plaass select the aporopriate oitena felds, .,

Avaiable criteria Selds: \ .
Pay Code.GL aocount ' Move Lip
Pay Code.GL credit account

Pay Code. GL debit sooount: Mowe Down

Pay Code, W2 local tay code
Pay Code. W2 other desaiption

< >

i 1

Selection window

Change the Pay Code.Title value from ALL to Social Security Tax.

If your organization uses a different pay code name for the Social Security pay code, you'll
substitute that pay code name for Social Security Tax.

Selection aiteria:
WeFH Tl

[ Coharri ik oy Compae |
Pay Cade.Title “Social Sacurity Tax” | frre fieid

Changing Pay Code.Title value to Social Security Tax

6. Set up the Report Order to order the report by employee number.

Change the report order to sort the report by employee number (0-9). The report will print
employee pay codes for Social Security by employee number.

Click Add an Order To This Section .

t Ofichar s
m«:ﬁnn: |Man V..
Column

[ son [Ttk [Tol[ine [Page | v [ |

| Add an grder to thas section i

Risrn ' firtinee:

Add an Order To This Section button

Move Employee.Employee number to the Selected Report Order list, and then click OK.

Other Resources
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& selection

Avalables report order:

Employee Pay Code.Standard pay hours
Employes. Additional yaars of serace

E Please select the appropriate report order, .,

Select -»

| selsctal-> |

Selection window

The Employee.Employee number report column is added to the Report Order.

Report order:

@ | 1 1 | Section: Man

Report Order

7. Click Save IB| (CTRL+S).

8. Click Save As New Report and then enter 2020 Social Security Tax Deferral Employee Pay
Codes as the report name.

4 Save Report Defintion

Full report name:

Save aurent report

Rename:

Report Writer - 2020 Sadial Seaity Tax Deferral Employes Pay Codes

K

(®) Save as new report:

|2020 Social Security Tax Deferral Employee Pay Codes

Save Report Definition window

9. Click OK.

[ Casede Comnect® | Report Writs: (3|

Report Opbons  Columns  Print Settings

Tables:

Definition box in Report Writer

Definition: :WW-EEMMMWWH,'M
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You have set up and saved the 2020 Social Security Tax Deferral Employee Pay Codes report. Do
not exit the Report Writer.

202008, 2020Sep01

B. Printing 2020 Social Security Deferral Employee Pay Codes Report

After you save the new report, you're ready to print it.

Do this...
1. Open Connect Payroll > Reports > Report Writer.

If you just finished working on (A) Setting up 2020 Social Security Deferral Employee Pay Codes
Report, skip to step 3.

2. Use the Definition box to select 2020 Social Security Tax Deferral Employee Pay Codes.

Caselle Connect® - > Payroll = > Reports - > Report Wiiter
Casele Connect® | Report Writer 3
Definition: Writer - 2020 Sodal Tax Deferral Pay Codes [k

Report Opbions  Columns  Print Settings K L
Tables: Selection oiteria:

Definition box

3. Click Print /2] (cTRL+P).

The report shows the settings on the employee pay code for Social Security for each employee.

2020 Social Security Tax Deferral Employee Pay Codes Report

202008, 2020Sep01

Arycity Carporation Feportiiriter- 2020 Social Security Tax Deferal Employes Pay Codes Fage: 1
Sep 01, 2020 6:14PM
Report Critena:
FayCode. Title ="Sodal Securby Ta

Employee Humber Emploves AmountRatePerent Hame Employes Amount/RatePenent Code Title
5 G.20- Smith, Jacob S Percent of amount Social Seouity Tax
10 620 Roddord, Julie b Percent of amount Social Seouity Tax
16 G.20- Marris, Shamon Fercent of amourt Social Securby Tac
20 6.20- Spencer, Annette Fercent of amourt Social Seaurty Tae
25 G6.20- lohnzon, Douglas Fercent of amourt Social Securty Tas
20 6.20 Austin, Geonge Fercent of amourt Social Securty Tas
36 G5.20 Slade, Randy L Fercent of amourt Sovial Securty Tax
40 G.20- Robers, Dale B Percent of amount Sovial Securty Tax
g5 G.20- Hobson, Maurice Percent of amount Social Seouity Tax
a0 G.20- Harwey, Mamwin Percent of amount Social Seouity Tax
54 G.20- &ardon, Hatalie C Fercent of amourt Social Securby Tac
G0 G6.20 hcHeil, Annie Fercent of amourt Social Seaurty Tae
65 G.20- Curtis, Amber Fercent of amourt Social Securty Tas
E 520 Rayburn, Suse Fercent of amourt Social Securby Ta:
Th 620 Brown, Shawn A& Percent of amount Sovial Securty Tax
a0 G.20 Dickens, Amy Percent of amount Social Seouity Tax
24 G20 Ellisan. Rar Fercent of amourt Social Securbe Ta:

C. Reviewing 2020 Social Security Deferral Employee Pay Codes Report

Use the report to answer the following questions for each employee.

(1) Does the Employee Amount/Rate/Percent show 6.20-?

(2) Does the Employee Amount/Rate/Percent Code show Percent of Amount?

(3) Does the Title show the Social Security Tax pay code title?
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2020 Social Security Tax Deferral Employee Pay Codes Report

Does the Employee Amount/Rate/Percent on the report show 6.20-?

Other Resources
Arnycity Corporation Feportifriter- 2020 Social Security Tax Deferal Employes Pay Codes Fane: 1
Sep 01, 2020 G:149PM
Report Criteda:
FPay Code. Title ="Social Secuity Ta!'

Employes Humber | Employee AmountRateP ercent Hame Employee Amount'RatePensnt Code Title
5 G.20- |5 mith, Jacoh S Fercent of amourt Social Securty Tas
10 6. 20 R ockford, Julie b4 Fercent of amourt Social Securty Tas
15 .20 Moz, Sharon Percent of amount Social Secuity Tax
20 G20 |Spencer, Annate Percent of amount Social Secuity Tax
25 1 G20 Johnzon, Douglas Percent of amount 2 Social Secuity Tax 3
20 G20 |Austin, Geome Percent of amount Social Secuity Tax
34 G205 lade, Randy L Fercent of amount Social Securty Ta«
40 G.20|Rabers, Dale B Fercent of amourt Social Securty T«
45 G.20-Habson, Maunice Fercent of amourt Social Seaurty Tae
50 G.20-[Harvey, Manin Fercent of amourt Social Securty Tas
55 G.20- |3 ardon, Hatalie C Fercent of amourt Social Securty Tas
=11 G20 M cHeil, Annie Percent of amount Social Secuity Tax
=34 G20 |Curis, Amber Percent of amount Social Secuity Tax
Fiil .20 R ayburn, Susie Fercent of amourt Sovial Securty Tax
Th G.20-|Brown, Shawn & Percent of amount Sovial Securty Tax
20 G.20-|Didkens, Amy Fercent of amourt Social Securby Tac
a5 Sl E [lizin. Raw TrLTr =TT e im=aiee

The employee pay code for Social Security should show 6.20- in the Percentage box on the

Employee tab. To fix this error, use Modify Existing Employees to update the employee pay code

for Social Security with 6.2 (remember, Connect will add the minus (-) sign) in the Percentage box

on the employee portion. .

[ Casele Connect® | Report Writer
Employee: [
Employes: 5 - Smith, Jasoh S

Employes  Positions  Job

| Modfy Existng Employees £

J Employes

Social Seaunty rumber:  555-88-3878

Pay Codes Direct Deposit Contscts  Attachments  Notes

o (% 7T
| By Code Employee Employes Limits Employer Employer Limits  Leave Rates  General
ARP type: Percent of amount - Bagin date:
100 Reg Pay = .
300 Vacation Pargentage: [ﬁ.l‘ﬂ:ﬂ— |$a End date:
400 Sick Leave Extra Amount: [.m |
700 Hobday 6L Aerount: 0222210 |[+]
B-00 Misc Pay
Fica Payable

2101 Comp Earm S
2102 Carmp Used PR meTes Do not alocele
4000 401+ Ded Calculation: 2020 Executive Order Social Seourity Ta
£0-03 Health Fam Standard hours:
6103 Denvtal Fam [ Exdude hours
6200 Life Irsr Monthly period numbers
T0-00 Mesc Ded i ) T 4 5
7400 Soc Sec f oA A A A
7500 Madicane
765-00 PWT
T00 SWT

Employee pay code, Percentage

box

Does the Employee Amount/Rate/Percent Code on the report show Percent of Amount?

The employee pay code for Social Security should show Percent of Amount in the ARP Type box
on the Employee tab. To fix this error, use Modify Existing Employees to select Percent of Amount

as the ARP Type on the employee portion of the employee pay code for Social Security.
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[Casele Comect® | Repoctwriter || Modfy Existing Employees (|

Emplayes:

5 - Smith, Jacob 5

Socal Seouity rumber:  555-88-3878

Employes Positions Job  Pay Codes DiectDeposit Contacts  Attachments  Notes

¥ xSV

Pay Code

100 Reg Pay
3400 Yacation
400 Sick Leave
7400 Holiday
B-00 Misc Pay
2101 Comp Earm
2102 Coenp Used
40-00 4014 Ded
5003 Health Fam
5103 Dwrvtal Fam
5200 Life Irsur
7000 Misc Ded
EEEII
7500 Medicare
75-00 PWT

7700 SWT

Employee pay code, ARP Type box

Employes  Employes Limits  Employer Employer Limits  Leave Rates Ganeral

et | €= ewow [

ARP Type:
Pascentage: 5.2000- | T eddate: [ |
Extra ameunt:
GL Account: 02-22210 |E|
Fica Payable
Mocstonmethod: | Do not aliocate v
Calculation: 2020 Exeetive Order Social Seeurity T8 -
Standard hours:
[ Exciude hours
Manthly period numbers
1 2 3 5
A A A A ._ .....

Does the Title on the report show the Social Security Tax pay code title?

The employee pay code for Social Security should show the pay code title for the Social Security
Tax pay code. Your organization may use a different name for the Social Security pay code and you
should see that name listed here. If the pay code title doesn't show the Social Security Tax pay
code title, use Modify Existing Employees to link the employee pay code for Social Security to the
Social Security pay code that your organization is using.

[ Casele Connect® | Repartiiriter | Modify Existing Employees ]|

Enployee: | | Employee
Emplayes: 5 - Smith, Jacoh S Socsl Sesumly rumber: 555-88-3878
Employes Posiions Job  PayCodes DirectDeposit Contacts Attachments Notes
o xSV
e Employes Employes Limits Employer Employer Limits  Leave Rates  General
S wope  paceotaman seontse: [ |
300 Vacation Percentage: 52000-  |% eaae: [ [
400 Sk Leave Extra amount: II:IIIIII
700 Holday GL Account: [02-22210 |E|
800 Misc Pay Fica Payable
2101 Comp Eam . :
2102 Cevrp Lisad Alocaton methad |Do ot slocae > _
4000 401+ Ded Caloulation: | 2020 Executive Order Social Security Ta
6003 Health Eam Standard hours
6103 Dental Fam [ ] Exdude hours
Monthly period rumbers

Employee pay code, Pay Code list

202008, 2020Sep02
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How do | check the Connect version number?

Before you begin, make sure you're running the correct version. The latest version will include
updates to routines and reports that you will need to finish the year-end checklist.

Checking the Connect version number
1. Open Caselle Connect.

The software version number displays in the title bar on the Connect Main Menu. Like this...

@ Caszelle Connect® yyyy.mmgs# | Licensed to Caselle, Inc. (In-house use only) ) = O >

File  Zoom  Help T [%
[search... |

Cazelle Connect® -

J Caselle Connect® @] E]

CASELLE Connect’

Active Applications

a4 m [ \Y %

Accounts Cash Check on Court Crocurment General Human
Payable Receipting Demand Management Management Ledger Resources

[ saqLosed J4 ][ syse) s ][ JS!HJGLI:I.@&]

— ) - ‘
¥ o B
Maintenance Project - : System
Orders e Accounting Timekeeping Management
Anycity Corporation | | Thu, Nov 30, 2017 43 AM | :

Software version number on the Connect Main Menu

2. To close the payroll year, the Connect software version numbers should all begin with
2022.11.100 or later.

Is the version number correct?

* Yes, the version number is correct. The correct software version is installed. You're ready
to go.

* No, the version number is not correct. You'll need to download and update the application
before you can continue. Go to Connect System Management > Installation and select Install
Program Updates. Contact the application administrator if you need assistance.

202211, 2022Dec02
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How do | add a Social Security number? (Employees)

Add a Social Security number to an employee's record.

Adding a Social Security number
1. Open Connect Payroll > Employees > Modify Existing Employees.

2. Look up an employee.

3. On the Employee tab, use the Social Security Number box to enter the employee's Social
Security number.

Employee Posibons Job  Pay Codes DwectDeposit Contacts  Attachments  Motes

Employes number: [5—| Birth clabe: m] Bge: a6
ame: [Smith, 3acob s =] Driver loense number: ]
Address lne 1: [47 185 | Gender: Mde
Address e % | | Hisden name: | |
] M ehecke

User: |33cob 5 Sevth (3acobs) | 48] skt this user i System Management

Ukseer email:

Mobde rumber:

Resie emal nobifications

Social Security number box

What if the employee's Social Security number begins with a zero? See the help topic titled How do | add a
Social Security number that starts with zero?

4. Click Save B (CTRL+S).
The Social Security number is saved in the employee's record.

202011, 20200ct16
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What's the difference between fixing something in Government
Reporting vs. Payroll?

When you're completing the Payroll Year-end Checklist, steps 1 to 5 involve making changes to the
employee information in the Payroll database. Once you convert the employee tax information to
the Government Reporting application, the tax information is copied to the W-2 Employees table.
The changes that you make to the W-2 Employees table will not be copied into the employee
record in the Payroll application. If you're working in step 6 and you find an error, you can choose
one of two ways to fix it but the error will ultimately need to be corrected in both applications.

| need to repeat steps in the Payroll I need to copy fixes that | made in
Year-end Checklist Government Reporting to Payroll
| updated the W-2 Employees table
[Government Reporting) \/
| updated the W-2 Employees table
[Government Reporting) \/

After you convert year-end tax information, the W-2 information moves from Payroll to the
Government Reporting application. Which means...

* Fixing something in the Government Reporting application allows you to shorten the number
of steps required to create the actual W-2s. You will need to keep track of each fix so you can
manually update the same information that you fixed the Government Reporting application in
the Payroll application, too.

* Fixing something in the Payroll application means that you’ll need to repeat some year-end
steps. You won'’t have to manually update the same information in both applications.

202011, 20200ct15
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What if my sample W-2s don't align with the actual W-2 Form?

The W-2 information does not print in the right place on the form when you place a W-2 Form on
top of a W-2 printed to plain paper. Follow these troubleshooting steps to fix the problem.

Are you using the right W-2 Form for the W-2 report?

When you print the W-2/W-3s report, you should select the report title that matches the W-2 Form
that you will use to print the W-2s. For example, if your using the W-2 Form form layout for a
double-wide mailer, then you would also want to select the report definition W-2 Double Wide when
you set up the W-2/W-3s report. If the W-2 Form doesn't match the report definition, the W-2
information may print in the wrong place.

s the W-2 information printing above or below the box?

This is a printer issue where the printer pulls the paper too early or too late. The printed information
is centered from left to right in the box.

e r s L m— = 5 = Ak
ANYCITY CORPORATION 3071480

19 N CCMMERCE AVE AT R
PO BOX 123
AMYCITY CORPORATION | — - s e T T A0 884- 20
ﬁri COMMERCE AVE = T ]
a BOx 123 5
& - pp—
; ) GECRGE usTi ]
Y T ——. y e—— .
SECRGE AUSTIN i q 248 HILLTOP DR

48 HILLTCP DR ANYCITY UT BRESS
bevooTy UT Bssss —_

T e e e . -

ur L os.7a8004 0TI @D |

T paTassse 3071490 82001
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[y —

- T i, W T

Wog o= o] 1 F=] R —
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._,-_"'t-‘-,-,_—' o Do Mot Ciut, Pobd, o Brapie Forma ga This P

S a— | fe——— B ‘ ' 5
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10 N CCMMERCE AVE
PO BOX 123
FANT ST T -aneae

AMYOITY CORPORATION
;OH COMMERCE AVE
D BOK 123 1 .
AWV T AT FEEAE 1 O -
|
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W-2 information prints below the box
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+ To fix text that prints below the box, use the Connect Print Settings tab or Windows Printers &
Scanners to decrease the Top margin.

+ To fix text that prints above the box, use the Connect Print Settings tab or Windows Printers &
Scanners to increase the Top margin.

s the W-2 information printing too far to the right or left of the
box?

In this example, the W-2 information prints to the right of where it should print on the W-2 Form.
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W-2 information prints to the right of the box

+ To fix text that prints to the right of the box, use the Connect Print Settings tab or Windows
Printers & Scanners to decrease the Left margin.

+ To fix text that prints to the left of the box, use the Connect Print Settings tab or Windows
Printers & Scanners to increase the Left margin.
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If you need assistance, contact customer support for assistance at (800) 228-9851 or email us at
support@caselle.com.

202111, 2021Sep08
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How do | run Checkout for Payroll Year-end?

After you have performed the previous steps, run the Checkout to verify that there are no errors.
Videos

* Running Checkout and troubleshooting common errors (2m37s).

Important! If there are any errors on the Checkout report, contact customer support for assistance. Do NOT
continue until the Checkout report is free of errors.

Running Checkout for Payroll Year-end

1. Open Connect Payroll > Organization > Checkout.

2. Run Checkout for ALL employees.

Casele Connect® | Checiout (3 [=]

Emplovet  Other

Sedection oriteria:

Columa | Value
EmployesEmployas aumbsr All

: o\ :

[ checkout prior years
[Hemployee nformaton
] Chex: allocation percentages
b Chedk: for single active net pay code

[ Chedk for positive FICA, FWT, and SWT totals

[CJCheck for FWT and SWT amcunts differing
from Ehe prior pay period by mone than 0,00

br] Chesck: fior missing Social Security mumber

£ verify monthiy pay periods

[ valdate Workers Compensation pay code

f] Chedk: for actve primary position

] Cheeck fior tax: pay codes set bo do not caladate
[IFnd termansted emplovess that can be deleted

[Clichedk for different YTD employes and employer
amcunts for Social Seourity and Medicare

] verify Sodal Security calodation
] verify Medicare calaulation
[ virify: Madhoare Presam

Beginning date: | oLy | 5]

[l Fine termminated empioyess with s Endngdate: | 121wy |5

Selection Criteria - Selecting all employees

3. Verify the Beginning Date and Ending Date.

These dates should default to the payroll year being closed. The routine will scan and check data
from the selected year.

Important! If these dates are incorrect, DO NOT change them because the dates in the Connect Payroll application
are not correct. Call customer support at (800) 243-8275 for assistance immediately.
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Casede Connect® | Checkent | =]
Emplcyee  Other

Sedection ariteria:

Column | Valse

EmployasEmployes number Al

£ ¥

DMWM

[ Employes Information

[ Check alocation percentages [ Check for positive FICA, FIWT, and SWT totals

E- Chedk for sngle active net pay code [CJCheck for FWT and SWT amcunts differing

) from the prior pay pencd by more than .00 ¢
] Chsek: for missing Sosl Seaurity mumber
[CJiched: for different YTD empicyes and smpioyer

] werify mantiy pay periods aeunts for Social Security and Madcars

[ vascdate Workers Compensation pay code [ verifiy Social Security caloudation

[ Chexk: for active primary position [ verifiy Medicare calaulation

[ sk for i vy codies set bo do ot cakoulate A verify Medicare Fremium

] Find terminated ampioyees that can be deleted Begining dute: | 01,01 vvve |5

C]Find terminated amployees with ssues Endngdate: | 12317 | 5]

Beginning Date and Ending Date in Checkout

4. Click Go [@ (cTRL+G)

The error report prints.

Here’s a list of common Checkout errors:

- Employee is missing a Social Security number. Use Modify Existing Employees to add
the employee's Social Security number.

- Maximum wage limit changed and amounts need to be recalculated. Contact customer
support for assistance at (800) 243-8275 or email us at support@caselle.com.

- Deduction amount does not match the calculated amount. Contact customer support for
assistance at (800) 243-8275 or email us at support@caselle.com.

Did the Checkout report list any errors?

* Yes, there are errors on the Checkout report. Fix the errors. If you need help, call
customer support for assistance at (800) 243-8275. Do not continue until the Checkout report
is error-free.

* No, the Checkout report is error-free. Great news! The pay codes are ready to go. You'’re
ready for the next step.
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IMPORTANT! If there are any errors on the Checkout report, contact Customer support for assistance at
(801) 243-8275. Do NOT continue until the Checkout report is free of errors.

Updated 28Nov2018
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How do | print quarterly reports for the 4th quarter?

Print the Quarterly reports required for your site for the fourth quarter; include Federal and State
quarterly reports.

Tip! You should have received the official Form 941 and Schedule B forms from the IRS. You may use the
corresponding Caselle reports, see the previous list, to copy information to the federal forms. If you would like to print
the information directly onto the official forms, contact customer service for instructions.
._______________________________________________________________________________________________________________________________________________________________________________________|]

This is a list of the Quarterly reports:
* FUTA Report
» State Combined Report
* Workers Compensation List
* Workers Compensation Report
* 941 Report
» SUTA Report
* SUTA Wage List
* SUTA Worksite Report

Printing quarterly reports

1. Open Connect Payroll > Reports > [Insert Report Name].

See the list of Quarterly reports, shown above.

2. Verify the quarterly Date Range for the selected report.

How do | change the date range for quarterly reports?

3. Click Print IS (Ctrl+P) to print the report.

4. Repeat these steps to print the next Quarterly reports.
The Quarterly reports print. Set the quarterly reports aside. You'll need them later.

30Nov2017
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How do | combine multiple W-2s?

Use these instructions to merge W-2s when the application creates more than one W-2 for the
same employee. This is not a step in the Payroll Year-end Checklist. The instructions are here just
in case you need them.

Combining multiple W-2s into a single W-2
1. Use the W-2 conversion report to find all employee numbers that belong to this employee.

2. Manually combine the totals for each W-2 field for this employee and make a note of the new
totals on the W-2 conversion report.

25 Johnson, Douglas uT 1046152 1255150 .00 uT .00
Douglas Johnson 773.04 Mo change .00 H4e52  1=5e1 50 .00
555-74-0721 1046152  1=5EI ST .00 45006 <521z .00

SdEad FAF 04 .00 .00
1046152 1255152 .00 .00 .00
18la3 192 0% .00

30 Johnson,Douglas  UT m\ .00 uT 00
Douglas Johnson .00 .00 3200, 00— .00
555-74-8721 3200.00 80— 9.15 .00

198.40 .00 .00
3200.00— .00 .00
— 46.40 .00

Using the W-2 Conversion Report to combine totals

3. Open Connect Payroll > Government Reporting > W-2 Employees.

4. Use the Employee box to enter the employee number for the employee that you want to keep.

Caselle Connect® = = Payrell = > Government Reporting = > W-2 Employees
[Casele Comect®s | W-2Employees 3|

Employee: Fltrmﬂ:m:l:rm::rnmh:r.

Employee: § Smith, lacob 5

Employet  \aoe Informabon  Becton: g Nakes

Employee box

5. On the Wage Information > General subtab, enter the new totals for the combined amounts
into each of the W-2 boxes.
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Employee Woge Information  Electronsc Fing  Mobes

[General| Coded Amounts  Other Descriptions States  LocaliSies
Wages, tips, ather compensaton: | 10,461.52
Federslcome tax witheld:  [T73.04 |
Third party federal b withheld:
S sty vags
Sodal Security tax withheld:
e e o
-
S sy o
—_
i et [0
ot CR—

Original federal wage information

Here is the updated federal wage information.

Employes Wage Informaton  Bactronic Flng  Mabes

[General] Coded Amounts  Othes Desiptions  States  Locallies
Wages, tps, other compensation: [13,661.52
Federal ncome tax witheld:  [772.04 |
PR
Sodal Security vages: 13,66 1.52
Sodal Seaurity tax withheld:
s o
VR—-
o e
e—
Seerdr et
—

Updated federal wage information

Connect Payroll Year-end Checklist - 2022

Other Resources

6. On the Wage Information tab > States subtab, enter the new totals for the combined amounts

into each of the W-2 boxes.

Employes  WagE Information  Blechonic Fling  Nabes
Gereral Coded Amounts  Other Desariptions | Sta0es  Localines

Original state wage information

Here is the updated state wage information.

| Employee [Wage Informatin | BectroncFing Notes
General Coded Amounts  Other Desariptions SSa0es  Localites
[ state Wages. Income Tas '_; S = |
State
State: UT (Litah)
woess [ |
Ircome tax: | 459,16

State Wages. Income Tax R - )
Smie
State: UT (Litah)
Wages: 10,565, 10 |
Income tax: | 28170 |
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Updated state wage information

7. Click Save =1l (CTRL+S).
The updated W-2 wage information is saved. This is the wage information that will print on the
W-2 Form.

8. Now display the employee record that you wish to discard for this employee.

9. Click Delete L& (Ctri+D).

The W-2s have been combined. When you’re done combining W-2s, you’ll need to re-verify the
employee information, see the help topic titled Step 4: Verify employee information.

202011, 20200ct15
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How do | change the date range for quarterly reports?

Change the report date range to print a quarterly report.

Changing the date range for quarterly reports
1. Click Advanced Options.

Report Opbons  Forms  Columng  Sections  Print Settngs

Report dates
From:  OL/OL/YYYY \.r_a]:.':.:"“"

Tor | O3/3LIYYYY = [E A

W

Advanced Options link in Report Dates

The Report Dates Advanced form displays.

Report Detes Advanced *

Beginning date type: .mmdﬂl
Endngdate type: | Calendlar year date

Report Dates Advanced form

2. Use the Beginning Date Type menu to select Calendar Quarter Date.

Feport Dates Advanced x
Beginning date type: Calendar year date w
R Calendar day

Calendar month date

| | Calendar year date
Check issue date
Custom date

| Help

Calendar Quarter Date as the Beginning Date Type

3. Use the Ending Date Type menu to select Calendar Quarter Date.
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Feport Dates Acvanced =

Beginning date type: |Calendar quarter date e

Ending date type: Calendar yvear date e
Calendar day
Calendar month date
Help | |

Calendar year date
Check issue date -
Custom date

Calendar Year Date as the Ending Date Type

The Beginning Date Type and Ending Date Type are set to Calendar Quarter Date.

Repart Dates Advanced x

Segnnng date fype: | Calendlar quarter date |
Endngdste type: | Colendar quarterdate |

gl =

Report Date Range is Calendar Quarter Date

4. Click OK.

The report date range will select a calendar year (01/01/YYYY to 12/31/YYYY).

6Jan2018
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How do | change the date range for annual reports?

Change the report date to print an annual report from the first day of the year to the last day (01/01/
YYYY to 12/31/YYYY).

Changing the date range for annual reports
1. Click Advanced Options.

Report Opbons  Forms  Columng  Sections  Print Settngs

Report dates
From:  OL/OL/YYYY B

o 03U uﬁn-n-éiﬂ

w

Advanced Options link in Report Dates

The Report Dates Advanced form displays.

Repart Dates Advanced x

Segnnngdate fype: | Calerdlar quarter date |
Endngdste ype: | Colender quarterdate |

- [ ] one

Report Dates Advanced form

2. Use the Beginning Date Type menu to select Calendar Year Date.

1] Peport Dates Advanced

I |

Calendar Quarter Date as Beginning Date Type

3. Use the Ending Date Type menu to select Calendar Year Date.

9 Report Dates Advanced

Baginning date type:
Encing clabe fype:

Calendar Quarter Date as Ending Date Type
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The Beginning Date Type and Ending Date Type are set to Calendar Quarter Date.

Repart Dates Advanced x

Segnring date type: | Calenclar year date v
Endrgdste pe: | Colendar yeardete |

|t || o || Coce

Report Date Range is Calendar Year Date

4. Click OK.

The report date range will select a calendar quarter date.

16Jan2018
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How do | verify electronic filing information? (Government
Reporting)

If your organization is filing electronic W-2s, check the following settings in the Government
Reporting application:

» W-2 contact information

* Preferred method of notification

* Preparer code

» Employer/Agent employer identification number (EIN)
* Employment code

* Kind of employer

* Third party pay

Verifying electronic W-2 settings
1. Open Connect Payroll > Government Reporting > Organization.

2. Click the Federal tab.

Caselle Connect® - > Payroll = > Government Reporting - > Organization
General | Federsl States Localites Passwords Trading User-Defined  Motes

[Federal | Fing ACA
ey

Federal tab in Government Reporting Organization

3. Click the Electronic Filing tab.

Caselle Connect® « > Payroll = > Government Reporting = > Organization

Casele Connect® | Organizaton ]| [=]
General [Federal| states Localtes Passwoeds Tracking User-Defined MNotes
Federsl EectronicFilng aca

1059 Contact 'nlm& SSARTH: [

Mame: [Sivia Foster "N =] referred method of problem notifcabon: v
Phone: [(385) 555-1122 Extenson: | | Freparer code: L (selffrepared) v
Emal:  [anyoty@d.anyoty.ut.us ) Agent indicabor code: <
Fax; Employer fAgent emplayer identification number (EDN):
_ Agent for ED:
w—zcmmnw Emplaymant cade: R (Reguiar (al others)) v]
Name: [Shvia Foster I[-] Ta jurisdiction code: ~
rone: (G5 s551122 | extersons [ | Knd of engloyer: 5 Gtate rd Lol Govermectal Brgleye) V|
Emal:  [Anyoty@a.anycity.ut.us =) idparty:
- B i
[ Trard party sk pay indscator
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Electronic Filing tab

4. Verify the following information.

Connect Payroll Year-end Checklist - 2022

Other Resources

Connect will use this information to print W-2s and create the electronic W-2 file.

Caselle Connect® = > Payroll = > Government Reporting = > Organization

Casele Connect® | Organizaton [ | PayCodes |

General Federsl States Localies Passwords Trading UserDefined Mobes
Federal ElectronicFing  aca

1099 Contact information
e
Email: |mydwm,anydu.ut.m

o [9ssER

W-2 Contact infarmation
phoce:
Emad:  |Anydtyid.anydity.ut.us

o [9ssim

SSARTN: [
Preferred method of problem notification:
Preparer code: L (self Preared)  ~
Agent indicater code: | v|
Employer /Agent employer identfication rumber (EIN): |
Agent for EIN:
Employment code: |R. (Regular (al athers)) -
Tax prisdiction code: | v
Kind of employer: |5 (State and Local Governmental Employer) |
ey

[ Terminating business indicator
] Third party sick pay indicator

W-2 information in Government Reporting

W-2 Contact Information

Check the W-2 contact name, phone, email, and fax.

Preferred method of problem notification

Select your preferred method of communication.

Preparer code

If you are preparing W-2s for your organization, then select L (Self-Prepared).

Employer/Agent employer identification number (EIN)

A nine-digit number, also known as the Federal Employer Identification Number or Federal Tax
Identification Number, that's assigned by the Internal Revenue Service (IRS).

Agent for EIN

You can use the same number as the Employer/Agent Employer Identification Number (EIN).

Employment code
Usually R (Regular (all others)).

Kind of employer

Usually S (State and Local Government Employer).

Third party

If your organization has third party pay, enter the amount paid by the third party in the Third Party

box and then click to select the Third Party Sick Pay Indicator checkbox.

5. Click Save (CTRL#*S).

2019.11, 2019Nov26
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How do | create an electronic W-2 file?

Create Electronic W-2s

Save W-2s to an electronic file. A W-2 Form is the form that an employer sends to the employee
and the IRS at the end of the year. The W-2 Form reports the employee's annual wages and taxes
withheld from the employee's paycheck. Use Create Electronic W-2 File to save the W-2 Forms in
an electronic file, also known as magnetic media.

This routine will create two electronic W-2 files:

» State Electronic W-2 File: [filename].[UT].txt where [UT] is the 2-letter code for the state
name.

* Federal Electronic W-2 File: [filename].txt

Depending on your state's W-2 requirements, you can submit electronic files for state, federal, or
both state and federal.

What's new?
* 2022.02. Updated the State box with U.S. states, U.S. territories, and Canadian Provinces.

* 2018.11. (1) Changes to the IRS filing requirement for W-2 and 1099 forms. If W-2 forms plus
1099 forms is greater than 250, your organization needs to file W-2s, 1099s, and ACA
electronically. (2) Added new Box 12 Code GG money field, Income from Qualified Equity
Grants Under Section 83(i), has been added to the RO (Employee Optional) Record in
positions 122-132 and RU (Total Optional) Record in positions 160 -174. (3) Added Box 12
Code HH money field, Aggregate Deferrals Under Section 83(i) Elections as of the Close of
the Calendar Year, has been added to the RO (Employee Optional) Record in positions 133 -
143 and RU (Total Optional) Record in positions 175 - 189.

Additional information

IRS Online Error Reference Material page

A BSO User ID and password is required by the SSA to send an electronic file. To register, go
to https://www.ssa.gov/bso/services.htm

* Any income tax withheld by a third party needs to be loaded in the Organization table.

The Social Security Administration has free software available to test the magnetic media W-2
file. Go to www.socialsecurity.gov/employer/accuwage

States with Electronic W-2 File Formats

These states have an electronic W-2 file format in Connect. To request an electronic W-2 file format
for your state, contact customer service at (800) 243-8275.

Alabama

« Arizona

Arkansas

Colorado
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These states do not submit W-2 information:

Georgia
Idaho
lllinois
Indiana
lowa
Kansas
Louisiana
Massachusetts
Michigan
Minnesota
Missouri
Nebraska
New Mexico

North Carolina

Ohio (updated on 31Jan2018) (2018.08 or later include an updated format)

Oklahoma
Oregon
Pennsylvania
Utah

Wisconsin

Alaska
California
Nevada
South Dakota
Tennessee
Texas
Washington
Wyoming

Updated 23Mar2018

Creating an electronic W-2 file

1. Open Connect Payroll > Government Reporting > Create Electronic W-2 File.

Connect Payroll Year-end Checklist - 2022

Other Resources

Income tax withheld by a third party... If income tax is withheld by a third party, you will need to

save the third party income tax on the Electronic Filing settings in Government Reporting

Organization. See the help topic titled How do | enter income tax withheld by a third party for
electronic W-2s? (Government Reporting)

2. Use the Tax Year menu to select the tax year to include in the electronic file.
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Caselle Connect® - = Payroll - = Government Reporting - = Create Electronic W-2 File

[ Caselle Connect® W Create Electronic W-2 File @1

I.-/"-i ' Any income tax withheld by a third party must be loaded in the W-2 and 1099 Reporting Organization table.

To test the electronic W-2 file, download the free software from the Sodial Security Administration at b

Tax year: “—

File path: |D:‘-,Electronic files | | Browse
File name: |ﬁrndyﬂmpmdimWWW23 |
850 User I0:
Resubmission WFID:
Transmission type: |Drigina| = |
Caorrection title: w
Frint: No report |

Tax Year in Create Electronic W-2 File

3. Use the File Path box to enter the drive and directory.

This is the location where the electronic file will be created and saved.

Caselle Connect® - > Payroll - » Government Reporting - > Create Electronic W-2 File

[ Caselle Connect® W Create Electronic W-2 File @ﬂ

.-'/'.-' ' Any income tax withheld by a third party must be loaded in the W-2 and 1099 Reporting Organization table.

To test the electronic W-2 file, download the free software from the Sodal Security Administration at http: [fwww.sodalsecurity. aov femployver faoouwage.

File path: |D:‘\elev:trnnic files | | Browse | ‘—
File name: | AnycityCorporation Y YYYW2s |
850 User I0:
Resubmission WFID:
Transmission type: |Original ~ |
Carrection title: W
Print: |No report = |

File Path in Create Electronic W-2 File

4. Use the File Name box to enter the file name of the electronic W-2 file.

This name will be assigned to the electronic file.

Important!

* Review the YYYY in the file name matches the year being filed. If you changed the tax year to
2022, you may also need to change the YYYY to the tax year being filed. You can change the
file name when you set up the electronic file or you can change the file name of the electronic
file after it has been created on your computer. We recommend changing the file name before
you submit the electronic file to the IRS.
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* Follow the naming guidelines outlined by the state entity that will receive the electronic W-2
file for submitting an electronic W-2 file.

Caselle Connect® - > Payroll - > Government Reporting - » Create Electronic W-2 File

[ Caselle Connect® W Create Electronic W-2 File @ﬂ

.-'/'.-' ' Any income tax withheld by a third party must be loaded in the W-2 and 1099 Reporting Organization table.

To test the electronic W-2 file, download the free software from the Sodal Security Administration at htto: [fwww.sodalsecurity. aov femployver faoouwage.

File path: |D:‘-,Electrnnic files | | Browse |
File name: |Anyci'ty€orp-nratior1\"\"\"\"\h"?s | ‘—
BSO User ID:

LI

Resubmission WFID:
Transmission type: |Origina| ~ |

Carrection title: v
Print: |No report = |

File Name in Create Electronic W-2 File

5. Click to select the field titled Authorized BSO User ID.

Employers must register with the Social Security Administration to get a BSO (Business Services
Online) User ID and password. To register, go to https://www.ssa.gov/bso/services.htm

Caselle Connect® ~ > Payroll - > Gowvernment Reporting - > Create Electronic W-2 File

[ Caselle Connect® 1( Create Electronic W-2 File @]

I_./"-- , Any income tax withheld by a third party must be loaded in the W-2 and 1099 Reporting Organization table.

To test the electronic W-2 file, download the free software from the Sodal Security Administration at http: [fwww.sodalsecurity.gov/emplover fBeouwage.,

File path: |D:‘-,Electrnnic files | | Browse
File mame: | AnycityCorporationY'YY YW 2s |
BSO User ID: 4+
L1Re !
Resubmission WFID:
Transmission type: |Driginal ~ |
Correction title e
Print: |No report W |

BSO User ID in Create Electronic W-2 File

Note: The SSA will not deactivate BSO User ID after 365 days of non-use. Passwords will expire
after 90 days.

190


https://www.ssa.gov/bso/services.htm

Connect Payroll Year-end Checklist - 2022
Other Resources
6. Do not select the Resubmission checkbox.

7. Use the Transmission Type menu to select Original.

This flags the electronic file as the initial electronic file.

Caselle Connect® =~ > Payroll = > Government Reporting = > Create Electronic W-2 File

[ Caselle Connect® W Create Electronic W-2 File @ﬂ

I_./"_' , Any income tax withheld by a third party must be loaded in the W-2 and 1099 Reporting Organization table.

To test the electronic W-2 file, download the free software from the Sodal Security Administration at htto: [fwww.sodalsecurity. aov femployver faocuwage.

File path: |D:‘-,Electrnnic files | | Browse
File name: [AnycityComoration YYYYW2s |

BSC User ID:

|original v| 4+—

Print: |No report = |

o
[=]
m
[n]
(=]
o

Transmission Type is Original

8. Use the Include menu to select No Report or Report.

Using No Report to create the electronic file. While using Report will create the electronic file AND
print a report of the contents of the electronic file.

Caselle Connect® - » Payroll - > Government Reporting - > Create Electronic W-2 File

[ Caselle Connect® W Create Electronic W-2 File @1

.-'/..-' ' Any income tax withheld by a third party must be loaded in the W-2 and 1099 Reporting Organization table.

To test the electronic W-2 file, download the free software from the Sodial Security Administration at htto: /fwww. sodalsecurity.gov/emplover faoccuwage,

File path: |D:‘-,Electrnnic files | | Browse
File name: AnycityCorporation YYYYW2s |
BSC User ID:

(I E:

Resubmission ¥

Transmission type: |Origina| ~ |

Correction fe
Lorrecaon ade:

Print: |Nnrepnrt ~ | ‘—

Print is No Report

9. Click GO (CTRL*G).
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Connect saves the original electronic W-2 file to the selected destination.

2019Nov27

Using AccuWage to check W-2 Forms for correctness

You can use the AccuWage application to test the electronic W-2 file. AccuWage is a free
application from ssa.gov that you can use to check W-2s before you upload them.

Do this...

1. Download the AccuWage application from the ssa.goviemployer/accuwageint website.

2. Follow the instructions on the AccuWage application to test your electronic W-2 file.
Did AccuWage load your electronic W-2 file?

* Yes, my electronic W-2 file loaded. Wonderful! You're electronic W-2 file is ready to submit
to the IRS.

* No, my electronic W-2 file did not load. Contact customer support at 801.246.8275 or log
into Caselle Incident Management System (www.caselle.com/client-login).

Creating the electronic W-2 file detail report
1. Open Connect Payroll > Government Reporting > Create Electronic W-2 File.

2. Click to select the field titled Tax Year, and then enter the tax year to include in the electronic
file.

3. Click to select the field titled File Name.
4. Enter the file name of the electronic W-2 file.
5. Click to select the field titled Authorized Employee's PIN.

6. Enter the personal identification number (PIN) assigned to the employee by the Social
Security Association (SSA).

7. Use the Include menu to select Detail Report.

8. Click to select the checkbox to include the federal wage/tax information, other federal
information (W-2 codes), state information, and U.S. territories.

* Include federal wage/tax information: Use this option to include the federal wage/tax
information found in the RW record.

* Include other federal information (W-2) codes: Use this option to include the W-2 code
disbursements in the report (Codes J, K, L, and P are not reported in the electronic file).

* Include state information: Include state and local information found in the RS record.

* Include U.S. territories: Include Puerto Rico, Virgin Islands, American Samoa, Guam, and
Northern Mariana information found in the RO record.

9. Click GO (CTRL+G).
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Connect saves the electronic W-2 file with the employee information, W-2 totals, and the selected
additional information.

Creating the electronic W-2 file totals only report
1. Open Connect Payroll > Government Reporting > Create Electronic W-2 File.

2. Click to select the field titled Tax Year, and then enter the tax year to include in the electronic
file.

3. Click to select the field titled File Name.
4. Enter the file name of the electronic W-2 file.
5. Click to select the field titled Authorized Employee's PIN.

6. Enter the personal identification number (PIN) assigned to the employee by the Social
Security Association (SSA).

7. Use the Include menu to select Totals Only Report.

Connect saves the electronic W-2 file with the employee information and W-2 totals.
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How do | add state-specific information for filing W-2s online?
(Government Reporting)

If you're filing electronic W-2s for a state that requires additional information, you'll need to add the
state-specific information to the Government Reporting application.

States that need state-specific information for filing electronic W-2s:
* Idaho (ID)

Indiana (IN)

lowa (IA)

Kansas (KS)

Louisiana (LA)

Adding state-specific information for filing electronic W-2s
1. Open Connect Payroll > Government Reporting > Organization.

2. Click the States tab.

Caselle Connect® = > Payroll = > Government Reporting = > Onganization
[ casele Comect® | Organizaton (3|
General Federsl [SBIES| ocalities Passwoeds Tracking UserDefined  Notes

State Abbreviation Identificationbumber | | o [
State  Electronic Fiing

State: U (Litah)
10 rmamber: |55mssms

States tab in Government Reporting Organization

3. Click the Electronic Filing tab.

f:sﬂhtmnmﬁ = > Payrell = > Government Reporting = > Organization
[ Casele Comect® | Organizaton [ y.
Genersl Federal | Sttes |ocalties Passwords Trading User-Defined

State Abbreviation Identification Mumber |.x
State | Electronic Fiing

Idsht Indiana lowa Kansas Lousiana

Fiing cyde M (Manthiy) v

0a

00

0a

0a
Interest on balance .00
Fed/State combined 1099 partidpant m
Penalt ate flling: .00

Electronic Filing tab
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4. Click Add a New State.

Caselle Connect® = > Payroll = > Government Reporting = > Organization
[[Casele Comect® | Organizaton 3| \

(443 new stoe oo Kansas Lousions |
e Mounti)

ota oicling payTe ade 00
Spht mo = = .00
Cale AT ORI yole B ordy}: |00
=1 on balance due .00
on balance d 00 '
Fed/State combned ar tiopa 0 (Mo) L

Add a New State button

5. Use the State dialog box to select a state for filing electronic W-2s and then click OK.

State i
State: | AK w
| o Lok || concel
[~
State dialog box

The state is added to the Electronic Filing list.

Caselle Connect® = > Payroll - > Government Reporting = > Organization
[C&deﬂuned{ll Il&gﬂzaﬁnﬂ ﬂ]

[ State Abbreviation |  Identification Mumber | | o (%

uT 55-7458 126 state  Blectronic Filing
- | Idaho Indisna lowa Kansas Lousiana
F M (Monthly) v
Tota clding payments ma J00
Spl f - J00
Colend 4= € 00
ena alance due 00
terest on balance due: J00
Fed/State combined 1099 particpa 0 {Ma) R
N & f S0

Electronic Filing list

Other Resources

6. If you added Idaho (ID), Indiana (IN), lowa (IA), Kansas (KS), or Louisiana (LA), click on the

tab with the state name and fill in the requested information.

These states need additional state-specific information to file electronic W-2s.

195



Connect Payroll Year-end Checklist - 2022

Caselle Connect® - > Payroll » > Government Reporting ~ > Organization
[ Casele Connect® | Organization (3|

General Federal 5tates |ocalities Passwords Trackng User-Defined Notes
[ State Abbreviation |  Identification humber | | o (%
H-7458126 State  Blectronic Fiing

T
AKX

Filing cyde:

To'tal withholding payments made:
Split monthly fler (cyde B only):
Calendar year payments (cyde B only):
Penalty on balance due;
Interest on balance due:

Fed/State combined 1039 particpant:
Penalty for late filng:

I ' [ [ i | o

M (Monthy)

Ei

.00

v]

States that need additional information for electronic filing

7. Click Save (CTRL#*S).

The state-specific fields are set up to file electronic W-2s.

2019.11, 2019Nov26

Other Resources
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How do | review leave pay codes? (Employees)

If the Adjust Carryover Hours Report shows the wrong leave balance for an employee, follow these
steps to troubleshoot the issue.

You need to find out if
* the correct leave pay codes are assigned to the employee, and

 the leave pay code is set up correctly.

Reviewing leave pay codes on an employee
1. Open Connect Payroll > Employees > Modify Existing Employees.

2. Look up the employee name or number and then press Enter.
3. Click to select the Pay Codes tab.

4. Look up the leave pay codes on the employee record and verify the (1) correct leave pay code
is assigned to the employee and...

Caselle Connect® - > Payroll - > Employees - > Modify Existing Employees
[ Casele Comect® | Modify Existing Employees (]|
Employee: 5 -Smith, Jacob 5 Social Security number: 555-88-3878
Empioyee Posiions  Job PayCodes DrectDeposit Contacts Attachments Notes
#XST
[ Employee Employer
Pay Code Erlp“::rr?ﬂ Pay Period Horﬂh‘r:i;r Efuilﬁ::rer Pay Period Hﬂlﬁi‘r:a;
AmtjRate | Periods 1- AmtjRate | Periods 1-
1-00 Reg Pay GR 100.0000 %A 4053.5462 A A A 0000 0000
400 Sick Leave GR 0000 $A L0000 A A A 0000 L0000 401
7-00 Holday GR L0000 A L0000 A A A 0000 L0000 01
5400 Misc Pay GM 0000 LA L0000 A A A L0000 L0000
21401 Comp Eam 2] 0000 SA .0000 A A A L0000 L0000
21402 Comnp Used GR J0000 SA L0000 A A A 0000 <0000 01
40-00 901 Ded [+ 0000 %A -02.6923 AAA 20000 RA 1216134 A A A
6003 Health Fam D B -130.0000 $A =1530.0000 A A 12000000 $A  1200.0000 A
£1-03 Dental Fam D =12.5000 $A -12.5000 A A 50,0000 $A 50,0000 A
62400 Life Insur D -21.0000 %A 210000 A A 3.0000 £a 3.0000 A A
70-00 Misc Ded o B -0000 A 0000 A A A -0000 -0000
TH0) Soc Sec 5 52000 %A -251.3385 AAAAA 5.2000 %A 51335 AAAAA
7500 Medicare MD =L4500 %A -58.7808 AAAAA L4500 %A 557808 AAAAA

Employee's leave pay codes in Modify Existing Employees

...the (2) leave pay code settings are correct. To view the employee pay code detail, click

Toggle Pay Code Detail Display %
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|Caselle Connect® = > Payroll = > Employees = > Modify Existing Employees
[(Caselle Comnect® | Modify Existing Employees [
Employee: 5 - Smith, Jacob § Sodal Security number:  555-88-3878
Employee Fosiions Job  PayCodes DirectDepost Contacts Attachments Notes

= x[EFv

[ e [Employee | Employee Limits  Employer  Employer mits  Leave Rates General

Teggle pay code detail display
2 S
o0 Regre Amont
o P =
400 Sick Leave Extra amount:
7400 Hobday 6L Account: [FF-00-110 (=]
8400 Misc Pay — I
2101 Comp Eam .
2102 Comp Used Alocatonmethod: | Use employee alocations
40-00 401+ Ded Calaulaton: | v
60-03 Health Fam Standard hours:
61-03 Dental Fam [ Exchude hours
6200 Life s Monthly period numbers
7000 Mise Ded 1 2 3 4 s
7400 Soc Sex D
75400 Medicare AoAA L]

Employee pay code detail view in Modify Existing Employees

202011, 20200ct15
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How do | review leave pay codes? (Pay Codes)

Review the pay code settings if the Carryover Leave Hours report is incorrect and the error is on a
pay code.

Reviewing leave pay codes in the Pay Codes table
1. Open Connect Payroll > Organization > Pay Codes.

2. Look up a leave pay code.

If you're not sure which pay code is causing the problem, the Carryover Leave Hours Report will
list the pay codes that your organization is using to calculate leave.

Pay cade: [ | | pay code M 4z |otm bkl

Fay code: 300  Vacabon Pay
PayCode Employes Emplover LeaveRates W-21099 Motes

Fay cogde: El
Sub code:

Tige: [vacation Pay |

—

Type: |Gross Regular ~|

Organization > Pay Codes showing 3-00 Vacation Pay
3. Review the leave pay code settings, check the
* employee settings,

* employer settings, and

* |leave rate settings.

20211, 2021Sep09
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How do | update calculations?

Run this routine to update federal and state changes to calculations, calculation formulas, and
calculation tables (rates and modifiers). This routine is part of the Payroll Year-End Checklist;
however, you can run this routine at any time to update federal and state calculations.

In Connect 2019.08 or earlier, updating the federal and state formulas and calculation tables
meant entering the new amounts and rates by hand. In Connect 2019.11 or later, you can update
the federal and state formulas and calculations tables for the new payroll year by downloading the
update and then running Update Calculations to install it.

Why is this important?

Payroll uses Calculations (Organization > Calculations) to link together the calculation formula,
calculation table, and pay code type. Like this...

Calculation = Calculation Formula + Calculation Table + Pay Code Type

To complete the Payroll Year-end Checklist, you will need to update the formulas, rates, and
modifiers for the next payroll year.

Videos

» Watch the 2019.11 release webinar to learn more about Update Calculations. Watch a video
(5m08s)

Why can't | click on the Update Calculations link?

Update Calculations is a new routine to Payroll. When you install version 2019.11, the Update
Calculations link on the Organization menu in Payroll will not be available. To use the Update
Calculations routine, an IT admin or System admin will need to grant user rights to the user who will
be running the Update Calculations routine. To learn more, see the help topic titled How do | assign
user rights?

How will | know when | need to update calculations?

You'll receive an email from Connect when there's a new calculation, calculation formula, or tax
table for your state.

Before you get started

» Before proceeding, back up the current files. Always make a backup of the database
BEFORE running routines that modify or delete transactions. See the help topic titled How do
| back up the database?

Updating federal and state calculations, calculation formulas, and tax tables

Replace or add the latest federal and state calculations, calculation formulas, and tax tables in the
Payroll application.
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Do this...
1. Open Connect Payroll > Organization > Update Calculations.

Before proceeding, back up the current files. Always make a backup of the database BEFORE
running routines that modify or delete transactions. See the help topic titled How do | back up the
Payroll database?

2. Set up the Federal section.

The options in the Federal section will update the Federal calculations, calculation formulas, and
tax tables.

Click to select the Add Required Federal Calculations checkbox.

This option will check the Married - Federal Withholding and Single - Federal Withholding
calculations. If a calculation is missing from the Calculations table (Organization > Calculations),
Connect will add the missing calculation.

Add required federal calculations checkbox

Click to select the Update Federal Calculation Formulas checkbox.

This option will download the Federal withholding calculation for the new payroll year. The Federal
withholding calculation determines how much money to withhold from an employee's payroll check
based on the employee's wages, exemptions, and modifiers.

Update federal calculation formulas checkbox

Click to select the Update Selected Federal Calculation Tables checkbox.

This option will download the Federal - Single and Federal - Married withholding tax rates for the
new payroll year. The tax tables define the tax amount and tax rate based on the employee's
taxable wages.

Federal
(A (Add required federal calodations]
B4 Update federal calculation formuas

%) Federal - Married Federal - Married
Federal - Single Federal - Single

Update selected federal calculation tables checkbox
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Next, use the table to select the checkboxes next to Federal - Married and Federal - Single.

The calculation tables that are saved in the Payroll application may be saved with a different name
than the name that's saved on the master calculation. You can use the column titled Organization
Calculation Table to see the name that's assigned to the calculation table in the Payroll application.
The column titled Master Calculation Table will show you the name of the calculation table that will
be saved when you run this routine.

Federal
|

] Update federal caloulation formudas

Organization Caloulation Table Master Caloulation Table
Federal - Married
Federal - Single Federal - Single

Y

Organization and master calculation table

Note: If the master calculation has a different name from the calculation table that's already saved
in the Payroll application, after you run this routine there will be two records for Federal - Married
and Federal - Single stored in Organization > Calculation Formulas. Make sure that you have
selected Add Required Federal Calculations to make sure the Federal calculation uses the correct
calculation formula.

5. Set up the State section.
These options will update the state calculations, calculation formulas, and tax tables.

Use the State list to select a state.

The list will only show the states that are set up in the States table in Payroll. If you're updating
more than one state, you'll need to run this routine once for each state.

State
State: Utah
B Add required state calaulations [:E
£ update state caloulation formulas
B update salected state calodaton tables
Organizabion Caloulaton Table: Master Caloulation Table:
LT Married

[] UT Single

State

Click to select the Add Required State Calculations checkbox.

This option will check the state calculations that are saved in the Payroll application. If a calculation
is missing from the Calculations table (Organization > Calculations), Connect will add the missing
calculation.

State

B4 update sslected state caladaton tables
Crganizabon Cakoulaton Table Master Caloulation Tabis
LT Married
UT Single

Add required state calculations checkbox
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Click to select the Update Sate Calculation Formulas checkbox.

This option will download the state withholding calculation for the new payroll year. The state
withholding calculation determines how much money to withhold from an employee's payroll check
based on the employee's wages, exemptions, and modifiers.

Stats
State: Utah

Add required state caloulations [}é,

Update state calculation formulas

B4 update sslected state cakndaton tables
Crganization Caloulation Table Master Caloulation Tabls
LT Married
UT Single

Update state calculation formulas checkbox

Click to select the Update Selected State Calculation Tables checkbox.

This option will download the withholding tax rates for the new payroll year. The tax tables define
the tax amount and tax rate based on the employee's taxable wages.

State
State: Litah

E7] Add required state caladations [:}

£ update state caloulation formulas

[ Update sslactad state calniation tables 4_
Crganization Caloulation Table Master Caloulation Table
LT Married
UT Single:

Update selected state calculation tables checkbox

Next, use the table to select the checkboxes next to the state's calculation table.

The calculation tables that are saved in the Payroll application may be saved with a different name
than the name that's saved on the master calculation. You can use the column titled Organization

Calculation Table to see the name that's assigned to the calculation table in the Payroll application.

The column titled Master Calculation Table will show you the name of the calculation table that will
be saved when you run this routine.

State
State: Utah
] Add required state caloulations [:3,
=] Update state calcuiation formulas A/
Update sslected state calodation tables

Organization Caloulaton Table Master Caloulation Tabls
LT Married
UT Single

Organization and master calculation table

Note: If the master calculation has a different name from the calculation table that's already saved
in the Payroll application, after you run this routine there will be separate records for the state
stored in Organization > Calculation Formulas. Make sure that you have selected Add Required
Federal Calculations to make sure the state calculation is updated so Payroll will use the correct
calculation formula.

6. Select the print output.
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You can create transactions, print a report, or create transactions and print a report.

Print menu

What do you want to do?

* | want to create transactions without printing a report. Select No Report from the Print
menu.

* | want to print a report without creating transactions. Select Report Only from the Print
menu.

* | want to create transactions AND print a report. Select Report from the Print menu.
7. Click GO (CTRL+G).

The latest federal and state calculations are updated.

2019.11, 2019Nov08

Updating federal withholding tax calculations

Follow these instructions to update the federal withholding tax calculations without updating the
state withholding tax calculations.

Do this...
1. Open Connect Payroll > Organization > Update Calculations.

Before proceeding, back up the current files. Always make a backup of the database BEFORE
running routines that modify or delete transactions. See the help topic titled How do | back up the
Payroll database?

2. Set up the Federal section.

The options in the Federal section will update the Federal calculations, calculation formulas, and
tax tables.

Click to select the Add Required Federal Calculations checkbox.

This option will check the Married - Federal Withholding and Single - Federal Withholding
calculations. If a calculation is missing from the Calculations table (Organization > Calculations),
Connect will add the missing calculation.

= Organization Caloulstion Table Master Calouation Table

Add required federal calculations checkbox
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Click to select the Update Federal Calculation Formulas checkbox.

This option will download the Federal withholding calculation for the new payroll year. The Federal
withholding calculation determines how much money to withhold from an employee's payroll check
based on the employee's wages, exemptions, and modifiers.

Federal
B [Add requrred federal calodations]
b1 Update federal caloulation formulas
] Update selected federal caloulation tables
2] organization Calouation Table
9] Federal - Married
Federal - Single

Master Caloulation Table

Federal - Single

Update federal calculation formulas checkbox

Click to select the Update Selected Federal Calculation Tables checkbox.

This option will download the Federal - Single and Federal - Married withholding tax rates for the
new payroll year. The tax tables define the tax amount and tax rate based on the employee's
taxable wages.

[ [Add required federal caloulations|

[ Update federal caloulation formulas

[ Update selected federal caloulation tables ‘_
[Z1] Organization Calaudation Table
Federal - Married
Federal - Single

Master Calouation Table

Federal - Sngle

Update selected federal calculation tables checkbox

Next, use the table to select the checkboxes next to Federal - Married and Federal - Single.

The calculation tables that are saved in the Payroll application may be saved with a different name
than the name that's saved on the master calculation. You can use the column titled Organization

Calculation Table to see the name that's assigned to the calculation table in the Payroll application.

The column titled Master Calculation Table will show you the name of the calculation table that will
be saved when you run this routine.

Federal

£A [Add requred federal calndations]
] Update federal calulation formudas

Federal - Married
Federal - Single

LS

Organization and master calculation table

Federal - Sngle

Note: If the master calculation has a different name from the calculation table that's already saved
in the Payroll application, after you run this routine there will be two records for Federal - Married
and Federal - Single stored in Organization > Calculation Formulas. Make sure that you have
selected Add Required Federal Calculations to make sure the Federal calculation uses the correct
calculation formula.

3. Select the print output.

You can create transactions, print a report, or create transactions and print a report.
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Print menu

What do you want to do?

* | want to create transactions without printing a report. Select No Report from the Print
menu.

* | want to print a report without creating transactions. Select Report Only from the Print
menu.

* | want to create transactions AND print a report. Select Report from the Print menu.
4. Click GO (CTRL+G).

The latest federal calculations are updated.

2019.11, 2019Nov08

Updating state withholding tax calculations

Follow these instructions to update the state withholding calculations. The federal withholding
calculations will not be updated. Running this routine will add the new state withholding tax
calculations to the Payroll application.

Do this...
1. Open Connect Payroll > Organization > Update Calculations.

Before proceeding, back up the current files. Always make a backup of the database BEFORE
running routines that modify or delete transactions. See the help topic titled How do | back up the
Payroll database?

2. Set up the State section.
These options will update the state calculations, calculation formulas, and tax tables.
Use the State list to select a state.

The list will only show the states that are set up in the States table in Payroll. If you're updating
more than one state, you'll need to run this routine once for each state.

State
State: Utah
E7] Add required state caladations [:}
£ update state caloulation formulas
B4 update sslected state calodabon tables
Crganization Caloulation Table Master Caloulation Table
LT Married

[] uT single

State

Click to select the Add Required State Calculations checkbox.
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This option will check the state calculations that are saved in the Payroll application. If a calculation
is missing from the Calculations table (Organization > Calculations), Connect will add the missing
calculation.

State

E] Update sslected state caloilaton tables
Organizabon Cakoulaton Table Master Caloulation Table
LT Married
UT single

Add required state calculations checkbox

Click to select the Update Sate Calculation Formulas checkbox.

This option will download the state withholding calculation for the new payroll year. The state
withholding calculation determines how much money to withhold from an employee's payroll check
based on the employee's wages, exemptions, and modifiers.

State
st [0+ v
EF Add required state calouations [;}
B update state caloulation formadas
B update sslected state caladaton tables
Crganization Caloulation Table Master Calculation Table
LT Married
uT single

Update state calculation formulas checkbox

Click to select the Update Selected State Calculation Tables checkbox.

This option will download the withholding tax rates for the new payroll year. The tax tables define
the tax amount and tax rate based on the employee's taxable wages.

Stats
State: Ltah
Add required state caloulations [:3,
Update state calculation formulas
B update sslected state calodaton tables
Crganization Caloulation Table Master Caloulation Table
LIT Married
UT Single

Update selected state calculation tables checkbox

Next, use the table to select the checkboxes next to the state's calculation table.

The calculation tables that are saved in the Payroll application may be saved with a different name
than the name that's saved on the master calculation. You can use the column titled Organization
Calculation Table to see the name that's assigned to the calculation table in the Payroll application.
The column titled Master Calculation Table will show you the name of the calculation table that will
be saved when you run this routine.
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Staks
State: UT  ~ Utah

£ Add required state caladations [:E’
£ Update state caloulation formdas ‘/
Update sslacted state cainilation tables

Organization Caloulabon Table Master Caloulaton Table
LIT Married
LT Single

Organization and master calculation table

Note: If the master calculation has a different name from the calculation table that's already saved
in the Payroll application, after you run this routine there will be separate records for the state
stored in Organization > Calculation Formulas. Make sure that you have selected Add Required
Federal Calculations to make sure the state calculation is updated so Payroll will use the correct
calculation formula.

3. Select the print output.

You can create transactions, print a report, or create transactions and print a report.

Print menu

What do you want to do?

* | want to create transactions without printing a report. Select No Report from the Print
menu.

* | want to print a report without creating transactions. Select Report Only from the Print
menu.

* | want to create transactions AND print a report. Select Report from the Print menu.
4. Click GO (CTRL+G).

The latest state calculations are updated.

2019.11, 2019Nov08
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