W2’s   and   1099’s

W2’s

Before printing W2’s you should have
1)  Obtained your PIN/Password from the Social Security Administration

2)  Received enough W2 forms for your employees

3)  Made all corrections to payroll for warrants for the calendar year you are running

4)  Entered manual payroll records for any TAXABLE SICK PAY  (a  T  entered 

       under the flag field.

5)  Entered manual payroll records for any NON TAX SICK PAY (an N under the
       flag field)

6)  Verified all Social Security Numbers and employee names

7)  New customers must have entered Payroll Balance Forward records.
8)  (VERY IMPORTANT )     Reconciled the 941 report for the calendar year with  
Quarterly 941 tax deposits.  It is necessary you check the calculations for your fica and medicare wages by the percentages required. Run the 941 for the year and check it against your quarterly 941 tax returns that you have produced for IRS.  They must balance.  

9)  Vendor Number 99999 (or vendor # you use for your school vendor) must be

  the correct school address and Federal Tax ID number   

10.) Print a listing of your payroll codes.

11.) Print deduction registers on annuities to check that information on your W-2's.

12.) If you have not received an update, check with MAS to see if there will be a W2 update.

W2 SETUP

Go to Reports    Click on W2’s

Click on SETUP  -   

      

EMPLOYER VENDOR # -  vendor # that contains your school name, address, 

                                                                       Ein Number             


PIN #    - assigned by the Social Security Admin


CONTACT NAME -  name of person to be contacted by SSA 


CONTACT PHONE/EXT -  phone # for SSA to contact you


CONTACT FAX -  fax # for SSA to contact you

Select the problem solve method -   Select the contact method you want to use.
Click NEXT

Enter the codes from the payroll code for your annuities


Enter the codes from the payroll code file for dependent child care 

Enter all codes that are required for you to process W2s correctly

Click OK 

The W-2 setup has an input field for  Health Savings Accounts.

(Don’t confuse this with the normal medical fringes paid to or by employees.            Following is an explanation of a true Health Savings Account and a website should you require further information.)

What is a Health Savings Account (“HSA”)?

A Health Savings Account is an alternative to traditional health insurance; it is a savings product that offers a different way for consumers to pay for their health care. HSAs enable you to pay for current health expenses and save for future qualified medical and retiree health expenses on a tax-free basis. 

You must be covered by a High Deductible Health Plan (HDHP) to be able to take advantage of HSAs. An HDHP generally costs less than what traditional health care coverage costs, so the money that you save on insurance can therefore be put into the Health Savings Account. 

You own and you control the money in your HSA. Decisions on how to spend the money are made by you without relying on a third party or a health insurer. You will also decide what types of investments to make with the money in the account in order to make it grow.

http://www.treas.gov/offices/public-affairs/hsa/faq_basics.shtml#hsa1

SHOULD YOU HAVE FURTHER QUESTIONS; PLEASE CONTACT YOUR MEDICAL INSURANCE PROVIDERS TO DETERMINE IF YOU TRULY HAVE A HEALTH SAVINGS ACCOUNT.

PREPARING W2’s

Read the Overview screen.

NEXT

Enter the Tax Year   (calendar year )

Kind of Employer – Choose your Kind of employer  
Fund  -  Enter the Fund or Funds you pay from

Employee No.   (Can leave blank for all employees)

NEXT

Specify a different EIN   ( for schools that have been consolidated)

Specify the WFID   (If resubmitting)

NEXT

Click     CREATE FILE  (This creates two files, a  file for SS and XML file for 
Teacher retirement.

Click Browse   -move the “Look In” to show where you want to save the W2 file…     This can be somewhere on your hard drive or on a diskette.

Enter your file name.   Hit OPEN,    then click OK



This will print a report called   “W2 FILE RESULTS”

Review you W2 file results   -   Check the totals on the W2 results with the 941 that you have already reconciled with your tax deposits.

DOWNLOAD ACCUWAGE
The IRS provides a program called Accuwage that you download.


You can run the W-2 file through this program and it detects errors in Record Type,  Address, etc.


This file is located at  www.ssa.gov/employer/accuwage
After you have checked your W2 file results and run the W2 file thru Accuwage you will be ready to print your W2s by clicking on   PRINT W2s.

IMPORTANT NOTE:  Circular E  informs you of the date W-2s are due to employees and the date the file is required to be sent to social security.  They allow you some time for your employees to analyze their W-2s before you are required to send the file to Social Security
1099’S

Before printing 1099’s you should
1) Received enough 1099 forms   

                         – (two forms per sheet)


  Item #901-6103E  (make sure it is the same form as the prior year
The company where you purchase may change their form numbers )

2) Place a  “Y” in the 1099 field on the Vendor Query screen

PREPARING 1099’s

 Go to the Tasks Menu,   click on Prepare 1099’s

Note – if you need a 1099 for an Attorney or for Medical and Health care, you will need to manually type these.  The system places all payment amounts in box 7;  however  payments made to an Attorney or for medical and health care will need to appear in a different box.

NEXT

Enter the Tax Year

NEXT
Select the option to print 1099’s for only vendors that have a Y in the 1099 field.   (If you have marked those vendors with a Y, which we recommend)   

NEXT
Calculate 1099 data

Save locally

CLICK OK

Should your 1099’s require adjustments, you have that option through “adjust 1099 data”

Should you have a file from an outside source you  need to “import 1099 data”

Should you need to recalculate, the imported data and manual adjustments will not be changed.

***you can verify the 1099 amounts by running a payment register by vendor for calendar year****

PRINT 1099
When you print the 1099s, there is an option to make the xml file for teacher retirement

