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Payroll Calendar Year End Processing

Summary of Procedures Before You Begin

Please review the entire instructions before starting your Calendar Year End process.

1. Before you run the last payroll of the calendar year, be sure you have accounted for
all taxable vehicle usage (fringe benefits) and dependent care.

Be sure you have entered all manual payroll checks.
Be sure you have accounted for all voided payroll checks.

Be sure you have entered all third-party sick pay.

a b WD

Be sure to review the Deduction Flag Comparison Report. It will show any
employees that do not match the Deduction Control. Review for accuracy. You can
access this report from the main payroll menu. Reports>History>Other>Ded Flag
Comparison. If there is anything showing on this report, please call LGC to help with
possible corrections.

6. Balance and prepare your quarterly tax return for the fourth quarter.

7. Balance your calendar year-to-date totals with the sum of the four quarterly reports.
(See page 27 for an example of these reports and instructions on how to balance.)
Use the summary history report. You can access these reports from the main payroll
menu. Reports >History >Summary >Summary.

8. If you have differences between the sum of the quarterly reports and the history
reports, you should first check your voided checks and manual checks.

9. Be sure you have the correct spelling for each employee’s name and their correct
social security number entered in the payroll system.

10.Be sure you have the correct mailing address for each employee entered in the
payroll system.

11.1f you have employees who have left throughout the calendar year, be sure you have
the correct mailing address for these people.

12.1f the ‘Visa SSN'’ flag is set to ‘YES’ on the Employee Master screen, the edit check
during the W-2 process will not exclude the employee. The employee will show up
with a 'WARNING' on the W-2 Error/Warning Report. If you have employees that
have a Visa number as their Social Security Number, you will need to change this
flagto'YES'before startingthe W-2 process. Employee>Employee Master.

13.Be sure you have set up the deduction control for the Employer-Sponsored Health
Care deductions. Other> Control>Control A-L>Deduction Code. See page 9.

14.Verify the setting on the Payroll Parameters for ‘Secure SSN W-2s With *’ to ensure it
is set for how you wish the employee’s SSN to display. See page 5.

15.Be sure to load the FG Calendar Year End Update. It contains all the changes
necessary for W-2 reporting and the new tax tables.

16.Run the AccuWage Error/Warning Reports under Period End>Year End>Reports and
correct any errors. See page 7.

17.Register for Business Services Online if you have not already done so. See page 23.
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After you have balanced your calendar year-to-date totals back to the totals of the four quarterly

reports and you have completed the steps outlined above, you are ready to begin the process of
preparing W-2 forms for your employees.

For complete instructions on filing W-2 and W-3 information, see http://www.irs.gov/pub/irs-pdf/
iw2w3.pdf

*Make a Daily Backup and label it “Pre-Calendar Year End” before starting
the W-2 Process. The backup process for LGCOne Backup customers can be found here.

**After the W-2 Process make a “Post-Calendar Year End” backup. The backup process for
LGCOne Backup customers can be found here.
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W2 Submissions

As of 2023 LGC no longer files W-2 files or any W-2Cs on your behalf. However, you may
use LGC to still print your W-2 forms. It is your responsibility to register with Business Services
Online (BS0) and submit your W-2 file to the IRS. LGC is not responsible for fines or fees
associated with missed or incorrect filings.

https://www.ssa.gov/bso/bsowelcome.htm

New Electronic filing requirements for Forms W-2

Under a new IRS rule as of tax year 2023 (for forms filed in 2024), the threshold was lowered to
10 for which employers must file certain information returns electronically. For more details see
the following IRS website:

https://www.irs.gov/forms-pubs/new-electronic-filing-requirements-for-forms-w-2

Reminders

Secure SSN W-2s With * - If this field is marked with 01 Yes, when employees’ W-2 forms are
printed, the employee’s SSN will be masked where only the last 4 are printed. If this field is
marked with 02 No, then the employee’s SSN will not be truncated or masked. Before starting

your W-2 process, verify how this setting is set on your payroll parameters.

TCRS Ditect Deposts

Use TCRS. o &5 Using Lass Pepan [0 &
Empioyer Code: [.r«a:— Laser Maier: [ o
Last Date Floct [ee 2t Chraook Stock [z N
Max Service Ciedt. [ Pinl ACH Acton ChkState — [32 [T

Emplopee ID Number Othes r_

- . =
Numbeing Method 02 [T 0YR) Veevdor Inveizing Speten @ |
249 le/2q/au
Nest Emplopee 10 No: [2e Year End Feset Date 06
Chacks Pagicl Accourt Ext: [l— | I
Pagel Crcoly E Vea — Muligke Payol: I.[L__'f [ ]
Update Trustee: [z [Wi Company TX Code |
Check Aeconciation DT ES T K lmport Fie Name: [T
Using Laser Check Stock. [01_ [E5 ] Secue SSN wih ™ o i
Laser Mader: fi_‘ [ Secute SSNW-2s With * [1— I
Verd Checks  [02 [ Simtta I Fis Nams
NewGen Accounls Payable  [0Z [0 Gea\Wot 4UIKFOIPelc |
Local Income Tax Ded Coce: [_[_— Great West 457 FOI Frefx
HSA Employer 1D:

Trerctes Foider. [ —

Exk[Ese | Update F1) | ety ] |

Local income tax ded Code - This option located on payroll parameter maintenance to generate
local income tax collected through a deduction and report related information in Box 18, 19 & 20

on the W-2 forms.
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PYFOO1 - Payroll Parameter Maint, (Rek CYE 2021)

TCRS Ditect Daposts
Use TCRS, o &5 Using Lasst Papst, [0 e
e R Loves M % o
LsiDooFhe [ [30 Chook Stock: 2 et
MacServen Ciedt. 733 Pinl ACH Acton Ctk St [32 [T
Erplape ID Number Other
Nunbating Method 02 [RTCASSTENTE Vendavcisi Spten [ [T
NestEmplopeelDNa: | 203 Yea EndReset Date. gl
Pogicl Accaunt Ext [0z o™
ParolCrouly Evear. |20 Muizhs Payol [z [
Updete Trustee | ) Company TX Coder l
R : s TKioponFletlane: |
Using Laser Check Stocke.  [01 765 Secuie SSN wih ™ [0 =
s [T [ Secue SSNWZsweht |1 [0
Vendox Checks: [0z [NE Sieta Inocat Fle ams: |
NesdlGen Accounls Papable [H ND Geal West 401K FOI Prefic I
Local Income Tax Ded Cace: [—|- Grea West 57 FOI i |
HSA Empioye 1D: [

Trereter Feider. [ ——

Ext[Ese) | Update F4) | Logliz 72|
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AccuWage Error/Warning Reports

Before beginning the W-2 process, there is a menu option for AccuWage Error/Warning Reports
locatedin Payroll>PeriodEnd>YearEnd>Reports. Before starting your W-2 process, you will want to run

this option and correct any errors or warnings indicated. This option will create two reports.

The first one will check ALL employees in payroll, all status for: First and Last name Fields.
This is checking the Employee Master. If there are any errors, please correct them in the
Employee Master.

Sample Report from FG Software

"';':‘E'E 2022/11/14 10:0€:22 TOWN OF SRMPLEVILLE FlexCend (7.1U) Page

Last Name First Nane Erzror Message

The examples below are taken directly fromthe IRS AccuWage Reportand not our LGC reports.

ERROR Employee Last Name REED, This is a required field and must only contain letters (A-Z), numbers (0-9), spaces,
[Position 42-61] hyphens, periods and apostrophes.
ERROR Employee First Name FARROW, This is a required field and must only contain letters (A-Z), numbers (0-9), spaces,
[Position 12-26) hyphens, periods and apostrophes.

After the first report is run, it will then print(display) the second report, which checks the W-2
Parameter for: Contact Name field, User Id field cannot be blank and Contact Phone Number
format. The Contact Name field must only contain letters A-Z, numbers 0-9, spaces, hyphens,
periods, and apostrophes. The User Id field cannot be blank. The Contact Phone Number
should contain onlynumeric values. The W-2Parameter is located in Payroll>Other>Control>

Parameters>W-2.

Sample Report from FG Software

YQESTEA 2022/11/14 10:07:15 TOWN OF SAMPLEVILLE FlexGCend (7.10 Page:  §
Accuwage Error/Warning

Contact NHase vhone Nusber Uses ID Error Hessage
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Taken from AccuWageReport
Contact Name field:

ERROR Contact Name s DOlINS, This is a required field and must only contain letters (A-Z), numbers (0-9),

@ [Position 396-422] FINANCIAL OF spaces, hyphens, periods and apostrophes.

User ID field cannot be blank:

ERROR User This is a required field and must contain the eight position alphanumeric BSO User ID of the submitter.
Identification
(User ID)
[Position 12-19]

Contact Phone Number Format:

ERROR Contact Phone 731- This is a required field and must only contain numeric values. Do not use any special characters.

Number 536- Example: 1232345678. Social Security Administration needs a valid Contact Phone Number to notify
[Position 423- 4745 you if there is a problem with the wage report submission.
437]
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Employer Sponsored Healthcare

The Affordable Care Act requires employers to report the cost of coverage under an employer-
sponsored group health plan for the W-2 on box 12, code DD. For more information about what

deductions are required to be reported, see https://www.irs.gov/affordable-care-act/form-w-2-

reporting-of-employer-sponsored-health-coverage

To set up a deduction for employer-sponsored healthcare, go to the main payroll menu, Other,
Control, Control A-L, Deduction Code. You will select the deductions that are required and go to
the option Form W-2 Box 12 and select 34 DD ER Health Coverage from the F2 lookup. Then go
to the option Emplyr Sponsored Health Ins and select 01 Yes, from the F2 lookup. You will save

your changes by selecting F4 Update.

4 12/12/12 - Control Maintenance - PYM020

Parameters Control AL Control N-Z  Help

Deduction Code:  [018 Descripion:  [HEALTH CARE ACT
SctDesc: [HEALTH CARE ACT « | »»> |  Classifcaton  [07 [REGULAR VOL DED
Fet [Z1220 Obk [~ CC[ SOb [~ Amount Type: [01 [FUAT AMOUNT
Insurance Reported As: 0018 Defauk FlatAmt:  [T150.00
Shehered From Paoed:a:ed On [
el : %
ar. [0 STGRE e A
SocSec |01 [YES Ret[02[NG™ Ech Cas
. 1 |
Medicare: ITJ— YES Totsl Pr [——
W2 Cofetesia Plan o1 [vEs FeedAmt  [~200
Pension Plant [02[ND Fived Pet. |
Fomw2 Box12 |34 0D <N Ereix Matching [G2 [NO
Dependent Care: WINO Athm I
Section 457. [02 [ND Pet Limk | x
Nonsection 457 f—INO Ratio: I l
Quafied |02 [ND Frd Funct cC SOb
Emebn Sponcored Heath ns: 07 [VES. <N Empls Accourt: [ | |zso X
Ext(Esc) | Update (F4) | Delete (F6) | o(F2l]

It is required that you set up all deduction(s) that qualify for “Employer-Sponsored Health
Ins” (according to IRS guidelines) within the deduction code control. Once you have completed
this process you will go to the main payroll menu, Period End, Year-End, Misc/HIth Cv,

Employer-Sponsored Hlth Care.

Employer-Sponsored Healthcare Menu Options

The following options are only required if you have not had the deduction code control set up for
employer contribution for the entire calendar year for the Employer-Sponsored health insurance

and/or need to make changes to the deduction amount.
Rev 12/16/24 9
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Build Health Coverage File - Build by Calendar Year and selected deduction codes.
Deduction(s) must have “Employer Sponsored Health Insurance” flag set to “Yes” on the
deduction(s) control. Create New file — Yes, overwrites previously built file. No, will append to

previous file (for adding additional deductions). This option can be run multiple times, if needed.

Health Coverage Rpt By Name- The reportwill show you the employees by name for the
required employer health coverage deductions. The employee, employer and total health

coverage amounts are listed. This report is built by calendar year.

Health Coverage Rpt By Payroll - The report will show you the employees by payroll for the required
employer health coverage deductions. The employee, employer and total health coverage

amounts are listed. This report is built by calendar year, beginning and ending payroll number.

Health Coverage Rpt By EIN- The report will show you the employees by EIN number for the
required employer health coverage deductions. The employee, employer and total health

coverage amounts are listed. This report is built by calendar year.

Health Coverage Maint.- Allows you to maintenance the PYED file created for employer health
coverage deductions. You can maintain the total health coverage amount or zero it out per
employee. This report is built by calendar year. The scroll order options are by Name, Payroll, or
Deduction. Keepinmind, if for anyreasonyoumustrebuild the healthcoveragefile,the “YES” feature

“overwrites the file”, which will clear the adjustments made within this option.

Export Health Cover File-PYED - Allows you to export the file, a path of your choice using the
browse option in Tab-delimited format. The file name is HEALTH.TXT.

Import Health Cover File-Text - Allows you to import a file (Comma or Tab delimited) with
corrected amounts. This could be the file exported or one created. File path and name are

required. The column letter needs to correspond with the fields available.

Corrected Health Coverage Rpt-Thisreportonly shows corrections madetothe employee(s)’
amounts per deduction. This is the final report. It will show the before and after amounts. The

amounts from this process are updated to the W-2s.
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Year End Menu

To begin the W-2 process, you will access the payroll main menu and use the year-end menu,
which is found under the period end section of the payroll menu.

@B 14/12/11 - Payroll - PYMOT0 T —"
Employee Inquiry CurrentPay Reports Other [Period End| ACA Help
Month-End |
Quarter-End
Year-End

The year-end menu options are shown below.

@B 14/12/11 - Year End - PYMIO0 T
(MBZAWREY) W-2Process OtherAudt_Help
Miscellaneous Add-On’'s k—
Misc Code Add-On Maint.
Misc Code Add-On Report
Employer-Sponsored Hith Care
Build Health Coverage File
Health Coverage Rpt By Name
Health Coverage Rpt By Payroll
Health Coverage Rpt By EIN
Health Coverage Maint.
Export Health Cover File-PYED
Import Health Cover File-Text
Corrected Health Coverage Rpt

@ 24/10/14 - Year End - PYM100

Misc/Hith Cv | W-2 Process  Other Audit Reports Help
Number of W-2's Needed i
Reporting Process
W-2 Copy Report
Backup W-2 Files
Select W-2 File To Copy
Create State W-2 File

W-2c Reporting Process
MBC W-2 Process

COVID-19 Process

{8 14/12/11 - Veor End = PYAITO0
Misc/Hith Cv  W-2 Process [ Other| Audit Help
Roll Leave

Reset Process
Select Circular E Year

Misc/HIth Cv
Each of the options on the Misc/HIth Cv menu will be briefly explained below.

Misc Code Add-On Maint - This option gives the opportunity to attach W-2 miscellaneous
codes and non-qualified plan distributions to employees as shown below on page 12.

Rev 12/16/24 11



Misc Code Add-On Report - This program will list the employees on the Miscellaneous Code
Add-On File.

Miscellaneous Code Add-On Maintenance

4B PYF554 - Misc Code Add-On |
Payroll: M [ Emp Id: ﬁ
Name: ,
Miscellaneous Code Letter Amount
[ | |
[ ] | [
I l l
Exit (Esc) | pdate (F4) | clete F6) | LookUp (F2)|
J | gt _Pepeup | [Pasevom]

This allows you to enter any miscellaneous code from the F2 lookup for deductions that are
reported in Box 12. If a deduction code exists for this plan in your payroll, you will need to make
sure the correct code is marked on the deduction screen, Other, Control, Control A-L, Deduction
Code.

Examples of Misc Code Add on: Roth plans 401 and 403 and Health Savings (HSA), and Non-
taxable Third Party sick pay.

[ GoPv1392 - Misc Code Other B3 1164 GoPv.392 - Misc Code Other B3|
Code  Letter Deazcription Code  Letter Description
m A JONCOLSOC SECON TIP o7 |G [SECTION #5718)
[0z [B JUNCOL MEDI ON TIPS [ [ [SeCTsoicoieno)
| CEI [ [GROUP-TERM LIFE INS [ [ [NONTAXABLE SICK PAY
[ca B [SECTION #01(%) [0 [K  [20%TAXGOLDEN PAR
[5 [E [SECTiON ] (7 [T [SUSTANT EMPBUS B
[ [F [SECTION do8®) [(2 [M  [ONCOLSOCSECGRPIN
[o77 [G6 [SECTION 4578) E N [UNCOL MEDI GRP INS
Ext[Esc) | Update(Fd)| PageUp | PageDown | ExtEsc) | Update(F4)| PageUp | PageDown | '
04 GOPYL392 - Misc Code - Other 63 [ o GoPvi392 - Misc Code Other B3|
Dezcription Description
[UNCOL MEDI GRP INS [INCOME NONSTAT STK
[REIM MOVING EXP [EMRCNTRE TO EMP HSA

[NONTAX COMBAT PAY
|EMR CONTR MED SAV
[EMP SAL RED 408p)

[DEFER SEC 4094 NQDC

INCOME SEC NQDC

[DESIGNATED ROTH 401k

EREEELL
A7 &

_EEEEEEN:
BEERRERY

T [EDOPTION BENEFITS [ROTH 40%b) SAL REDU

s [V [INCOME NONSTAT STK [FITW7H 38D PAYER
l Ext(€sc) | Updato(F4)| PageUp | PageDown | Ext(Esc) | Update(Fa)| PagelUp | PageDown |
104 GuPvL392 - Misc Code Other 3]

Code Letter Dezcription

[3 [ [ATWH3R0 PAYER

[37 [ [NONGQSEC457DIST

[ [ [NONaQwNOT 4570181

[33 [GC [FIRE EXEMPT WAGES/TP

[3¢° [06° [ERHEALTH COVERAGE

[Bf [EE [ROTH CONTRIB 4571b)

m o]

Ext(Esc) | Updote(F4)| PageUp | PageDown |
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Miscellaneous Code Add-On Report

lenort Oroer Ootons
PO SANAE SVE-E ANPRIMAGA BS

The Miscellaneous Code Add-on report can be sorted by Name or by Employee

ID.

Rev 12/16/24
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W-2 Process Menu Options

Each of the options on the W-2 Process menu will be briefly explained below.

Number of W-2s Needed This will give an estimated total of the W-2s you will need to order.

Reporting Process This option provides a step-by-step process for the W-2 process. Follow

the steps in order to complete your W-2 forms.

W-2 Copy Report This will give a complete copy of the information printed on W-2s that can be

printed on plain paper. It prints 2 employees per 8 1/2 x 11 page.
Backup W-2 Files This will make a copy of your W-2 files to the W-2FILES directory.

Select W-2File To Copy This option allows a dated W-2 file to be copied to a diskette, flash
drive, or folder depending on your setup. SSAnolongeraccepts 3 1/2" diskettes.

Create State W-2 File If your system is set up for State Income Tax and it has been reported with
your check history then this option will create the State reporting file for you based on the
"state" referenced within your control file. The file will be placed under the files directory and is
named GBTEXT.FLE.

W-2C Reporting Process This menu allows access to building the W-2C file and the printing of
the W-2C forms.

Rev 12/16/24
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Circular E

Note: You must load the December update you receive from LGC before you change the
Circular E year.
Select the Circular E year. Use the 'Lookup' option to select the correct year. If you have run
your last payroll for 2024, choose 2025. You may have to page down to see 2025. Do not run
this until you have completed all payrolls for 2024. If you have loaded the update but do not see
2025 try going to System Opt, Run Freestanding SCL and run the SCL that is on the

instructions that print after the Calendar year end update is loaded.

W-2 Reporting Process

The W-2 Process menu is shown below. A brief description of each option is included.
(B PYFss1 - W-2 Process ==l

Steps Status

1. W-2 Pacameters

2 Buld Working Fie

3 Ewor/ \Warreng Repost
4. Totals Report

5 W2 Repont

6 Pt W-2'

7. W3 Foom

B Buld Repoetng Filo

O ptoe I

Ext (Exc) | Reset F5) |

1. W-2 Parameters

See screen fields below for more information.

Note: If filing electronically, you must have a User ID number. If you had a User ID last year, it
is good indefinitely until you deactivate it online. Your password expires every 90 days. To

change your password, go to www.ssa.gov/bso/bsowelcome.htm. You can update your

password by entering your expired password then selecting a new password. If you do not
have internet access, you can call Registration and Access to Services Assistance at 1-800-
772-6270 Monday through Friday, 7:00 AM to 7:00 PM Eastern Time.

Be sure the W-2 Tax Year is set to 2024. If not, change it on this screen before proceeding.

Assigned FileName W2REPORT. This must be correct in order for LGC to print your W2s.

Inventory Number 1
UserID Your unique User ID obtained from Business Services Online (BSO).

Email Address A valid Email Address is required.

Rev 12/16/24 15
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W2 Type 01 W20RIGINAL
WEFID Blank Blank

W2 Laser Ptr If you are using a laser printer for your forms, it should be 01 YES.
Otherwise, it should be No. If LGC is printing your W2’s this must be YES.

W/4 W’2s If you are using a laser printer you will select 01 for 2 employees per page; 03
for 1 employee on 4 squares; 04 for the 4 square mailers. It should be 02 NO
if you are not using a laser printer. If LGC is printing your W-2s this must be
04 W-2 Laser 4-P Mailer.

Note: The Submitter Name and Address on the W-2 Parameter Maintenance Screen is not
the address that prints on the W-2s. The address that prints on the W-2s comes from the

Payroll Number Control under Other, Control, Control N-Z, Payroll Number.

The W-2 Parameter Maintenance has been updated to meet the requirements for the W-2 E-

File. When the update is loaded, it will copy the Employer contact information to the Submitter's
contact information. The Submitter's contact and Employer's contact information are usually the
same unless you have a designated employee as the Employer's IRS contact. For example, the

office administrator versus the payroll clerk.

»
& t =
W-2 Tax Year - EIN: [99.9939939 Electronic Media Reporting:  [07 [VES

Kind of Employer: [5_ St

Submitter's Information

Name: [SUBMITTER INFO

Addr  [117 WEST MAIN STREET

City: [CoCUMBIA St [TN Zip Code:  [38a01
Submitter's Contact Information

Name: [CONTACT NAME

Phone: [3333933339 Ext | Fax | 9999999939
Emait  [CONTACT @ANYWHERE.COM

Employer's Contact Information

Name: [CONTACT'S NAME
Addi  [T17WEST MAIN STREET

Ciy:  [COLUMBIA St [TN  ZpCode: [38401

Phone: [995.999-9999 Ext Fax: [933.939-99339

Email. | CONTACT@ANYWHERE.COM

Assigned File Name:  [\W2REPORT W-2 Type: |0_1| v2 DRIGINAL

Inventory Number: 1 WFID:

User ID: 99339399 W-2Laser Pt EEVES w/4AW-2s: [p4 [W
Exit Esc) | Update (F4) | | LookUp (F2) |
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The field for “Kind of Employer” on the W-2 Parameter Maint. is required by the IRS and will
be included on the W2REPORT file. The type “S” State and Local Government Emp will be
defaulted.

Select the appropriate type based on IRS classification. Lookup is available.

)

W2 Tax Year

[2:3 EIN.  [93.53335% Electionic Media Repotting. [07 [

Submites’s Infoemation

Kind of Emploper. [§7 [SULC Gov 1

Name: [SUBMITTER'S NAME _

Add 11143 GBPYLOSS - Kind of Employer
gy [o

| Twpe Descnption ScrDesc
Submites's ﬁ [ |
Name: [T W - |
Phonec [54 2 —

= | BT ISvLe Gav Er
™ e [TaxEvempit
Employer's F  [Saeandt [SAcTxEm¢E
Name: [T
Addr [T
Gy ['_ Et(Ezc) | Update (74) | PageUp | Pags Down |
Phore: [539.993.9599 Bt | Fax [069.993.9599

Emait | contact@anywhese com

Assgned File Nawe: [WZREFORT

Inventory Number.  [7

User ID:

| 99933533

Ex (Esc) | Update (F4) |

W2 Type [01 [WZ ORIGINAL

WFID
W2Llse P [G7 [7E w2y [?JT [Wzierm

| LockUp F2)

2. Build Working File

This option creates the work file for preparing the W-2 forms. You will be prompted for the year

you are running and a beginning and ending date. If you only want one employee you can enter

that on the 'Select One SSN:' line. Leave this field blank to select all employees. See the screen

below for more information. It is recommended that you have everyone out of the payroll system

while you run Step 2.

p

@ =

Tax Year

Beginning D ate:

Ending Date:
Select One Emp ld: | [
Exit (Esc)

0o

NOTE: If you make changes to an employee after you have run this option, you will have
to run the option again to see those changes on the W-2 form.

Rev 12/16/24
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3. Error/Warning Report

This report shows all employees who may possibly have errors. It is important you review this

report carefully before you proceed. If you need assistance with this, please contact LGC

Support. A sample of this report is shown below.

IF YOU HAVE ERRORS THEY MUST BE CORRECTED BEFORE CONTINUING.

'I'T\;'i‘rd TORT/780/718 09 22: TOWN OF sAPLR FlexCand (7.00) Tage
Vel RErrvor/Varning

Ervor List = Corvect Rrvors Defore Printing ¥i's ~ Esployes will NOT receive W2

E34 Iap 14 Nane Payrolil Buaber L34 BN Bessage
MIi-22-5858 4112245458 3COTT, RICRARL FP-9999999 R 7IT taxadle Qguross cannt be merowm
')'TQV"Q 0LT/750/748 09:22: 4} TONN OF 3AMILX TiexCand (7.00) Tage

W+l Ervoxr/Varning

Narning List ~ Should Check Pefore Printing ¥i's ~ Inployee will receive W2

b 32 Inp 14 Nane Payrolil Buaber L 84 ) E/¥ Nessage
P9-46-0003 999440003 PIOWN, RMICKAIL A 0003 110-30 ¥ Esployes decensed = chack vages
P99-54-0002 995540002 JONES, PRIAN L 0008 110-88 V Exployea's 35N 30 Visan
MIl=22+-8558 411225558 2C0TT, RICKRAIL F9-9999999 VW 33 tax ir not An Line wvith vages

* End of Deport: Local Covernment Data Deneo *

NOTE: Errors show first, warnings come last. Employees with a "Warning' will still get a
W-2 form. But a form will not be printed if the employee shows with an 'Error' unless the

error is corrected. If you correct errors, you must run Step 2 again. The E/W column reflects if

the employee has an error or a warning.

4. Totals Report

This report shows summary totals for your W-2 processing. See sample report below. The totals

should be checked against the History Summary Report totals.

Prosss  3e1i/ii/in oaieeias Tow OF TLENGEN 7 Tiewtend 7.00)  Page

EIN: 39-99999% Esployer: SAPLE OFFICE

* End of Report: Llocal Covermment

Rev 12/16/24

Total W-2'» 2
FIT Wages i,011,631.581 104,507. 62 55 Wage 1,086,725 00 55 Tax 43,.%a.%2
Medi ¥age 1,046,735, 68 15,177.64 AXIC Dep Carze
Rea~Q
s 40,3%. 07 35,.0844.75
Total W-2'» ’
FIT Wages 1,011,631.82 i 104,.507. 62 SS Wage 1,046,725 .62 S8 Tax 43,%62 .82
Hedi ¥age 31,046 $.60 Medi Tax 15,177, ¢4 ARIC Dep Carze
Nen-Q Beneaficy
Cas 4 M. OONTS 35,844.75
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5. W-2 Report

When you select this option, the following screen will be displayed. If you want ALL employees,
press <enter> at the name fields. To select the range of employees for the report, press the
‘Lookup’ option key by each name field. When finished with the range selection, press <enter>.
When prompted by “Is This Screen correct?” select ‘Yes’ and then select Continue 'OK’ to print the
report.

({3 PYS570 - W-2 Report Start [t om|

Beginning Range

Name:
"_ SSN: }—' EIN: [— MQGE: [_

Ending Range

Name:
5 SSN: {— BN [ MQGE: [

Esxit (Esc) | Clear (F5) | LookUp (F2) |

This report shows all of the information as it will be printed on the W-2 forms. This shows totals for
each employee. It isimportant that you review this reportcarefully. If there are any errors, they
need to be corrected before you proceed to the next step. (Call LGC Help Desk support or submit
an on-line support request for assistance in making the corrections.). A portion of a sample report
is shown below.

’l;'.‘? J033/733/30 30:39:13Y TONM OF FLEXGEW 7 TienGent (7 o0 Vage

EIN: 993939399 Eeployer: SAMPLE OFFICK
SEN: 999-54~0001 DEMNIS I EMPLOYEE-00000%
FIT Wages 3,730 44 rIe S14.69 25 Wage 3,730.44 88 Tax 166,65
Medi Wage 3,730.6¢¢ Medi Tam 54,09 Axic Dep Care
Kon-Q
SEN: 999-44-0003 CARLO EMPLOYEE-000003 Retirement: X
FIT Wages 7.687.¢0 rit 253.%4¢ S5 Wage 9,091.31 S8 Tex 33%.03
Medi Wage $,091.31 Medi Tax 317.32 ARIC Dep Care

Non-Q

FIT Wages 800.00 rIT 82 Wage

FIT Mages 000.00 231 55 Wage s 3
Medi Wage Medi Tax AxIc Dep Care

Once you have reviewed this report and feel satisfied that it is correct, you should proceed with the next
step.

NOTE: IF you have an ERROR(S) on the report in Step 3, this MUST be corrected before you send

anything to LGC for printing. If you need assistance with the error(s), contact LGC support.

If LGC is printing your W-2 forms
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Steps if LGC is going to transfer over your files for W-2 printing

On the Payroll YEAR END menu, under W-2 Process, Select Backup W-2Files. This

option will run quickly and bring you back to the menu.

If LGC is printing your W-2 forms, the deadline to accept data to print is January
17, 2025. If we do not have your data by January 17, 2025, we cannot
guarantee we can have them printed and shipped to you by the deadline of
January 31, 2025.

Review and initial the W-2 totals Report (Step 4). This report will need to be faxed
with your initials on it to LGC at the same time as we pull the files for printing
your forms. The fax numberis (931)375-7025. Attention: W-2 Printing. BE SURE
YOUR OFFICE NAME IS READABLE on the report.

You may now call LGC andrequest Software Deployment, informingthe

receptionist you are ready to have your files pulled for printing.

If an employee can take your call at the time, you will be asked to allow us a
remote connection (BOMGAR, TeamViewer, etc.) to transfer the files. You may be
asked to leave your name for an employee to call you back shortly.

Await further instructions from LGC, which will be sent to you with your W-2 forms. You may

process payroll checks and proceed with business as normal if you have set your Circular E to

2025 (see page 15 for instructions).

LGC will no longer be submitting W-2 files to the IRS. However, you may use LGC to still

print your W-2 forms. It is your responsibility to register with Business Services Online (BS0)
if you have not already done so and submit your W-2s online.

Rev 12/16/24
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6. Print W-2s

This is the option that will print the W-2 forms. You should be sure that anyone who uses the
printer you are going to use for W2s knows that you are using that printer and not to print

anything until you give notice that you are finished.

The printer settings should be set to 10 CPI (characters per inch) and 6 LPI (lines per inch).
Refer to your owner’s manual for your printer for assistance in making these changes. Call

LGC Hardware Support Dept. if you need assistance.
Note:For Tally printers only, you will also need to set the page length to 75.

For line printers, (example OKI 395 & Tally), you will have the option to run the alignment
routine at the beginning of printing. If you choose to do this, you will print one form with XXX's
and 99999's to help you get the numbers and boxes aligned properly. After you choose to end
the alignment routine, the system will finish the form it is on with XXX's and 999's. Then it will

start printing the first real W-2 Form!

If you are printing with a laser printer, be sure an LGC representative has set this up for you
well in advance and has tested that it will print correctly. The laser printers do not have the
alignment option. Contact LGC Support if you need assistance. LGC suggests making copies of

the W-2 forms and doing a test print prior to printing on the actual W-2s.

See Forms and Reports on page 32 for a sample W-2. This shows where each field will print on
the W-2 forms.

If you are paper filing the IRS Mailing Addresses can be found at the following link:

http://www.socialsecurity.gov/employer/paperForminstr.htm

Note: The IRS has updated the threshold for paper filing.

https://www.irs.gov/forms-pubs/new-electronic-filing-requirements-for-forms-w-2

7. W-3 Form

This option prints the W-3 form that you will include with your W-2 copies when you report to the
IRS. This report is printed only if you are paper filing. If you are reporting electronically, this

option will have N/A out beside it.

8. Build Reporting File
This option builds the W2REPORT.TXT file you will send to the IRS. It gives a browse option to

allow you to copy your file to a diskette, flash drive, or folder depending on your setup. You will
Rev 12/16/24 21
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use this file to submit your returns to the IRS electronically. The IRS has set a deadline for
filing the electronic W-2 file to them of January 31, 2025. If LGC is printing your forms, do
not submit this file to the IRS until you receive your printed W-2s back and confirm they

are correct.

LGC will no longer be submitting W-2 files to the IRS. However, you may use LGC to still
print your W-2 forms. It is your responsibility to register with Business Services Online (BSO) if
you have not already done so and submit your W-2s online. LGC is not responsible for fines or
fees associated with missed or incorrect filings.

https://www.ssa.gov/bso/bsowelcome.htm

Do not send the diskette to the SSA.

Social Security no longer accepts magnetic tapes, cartridges, or 3 1/2" diskettes. All wages
must be filed either electronically or on paper. You can transfer your file from the diskette to the
SSA/IRS website. See below.

Following is a suggested site for the transmitting of the W2REPORT file that can be sent
electronically to the SSA/IRS.

http://www.socialsecurity.gov/employer/bsotut.htm

Submitting your W-2 File

Once you have printed your forms and verified them for accuracy you may submit your
W2REPORT.TXT to the IRS. The deadline is January 31, 2025 to file W-2s using Business

Services Online.

If LGC is printing your forms, you will want to wait until you receive your forms and confirm they
are correct before submitting your W2REPORT.TXT to the IRS.

Once you have reviewed your W-2 forms for accuracy and created the W2 REPORT.TXT file, you
will log into Business Services Online https://www.ssa.gov/bso/bsowelcome.htm and go to the
Electronic Wage Report (EWR).

First, you will need to run your file through AccuWage Online to confirm there are no issues with
the file. From the AccuWage Online tab click on the link AccuWage Online. Under Select
Submission Type choose the option W-2 Regulars. Then click on Start Testing. Browse for your
W-2 file W2REPORT.TXT that was created from FlexGen. Then a Test Results screen will be
displayed. There are no totals to confirm. It is mainly to check for any issues. You can then filter

records by levels: critical, error, alert, or info.
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Types of Records on AccuWage report:

Critical — those MUST be corrected within the software and the file rebuilt in order to submit the
file.

Error — those SHOULD be corrected within the software and the file rebuilt before submission,
BUT you can submit the file with errors. This could cause the IRS to reject the file though.

Alert — those are things that should be corrected or at least looked at to confirm they are indeed
correct before next year, but you do not have to rebuild the file to submit it.

Info — again things to be aware of but the file does not have to be rebuilt.

If you correct any errors in FlexGen and rebuild your W2REPORT.txt file, then it should be run

through AccuWage again to be sure the error(s) no longer exist.

You will want ample time to run your file through AccuWage before the deadline for submission in
case there are issues that need to be corrected. January 31, 2025 is the deadline to file W-2s

using Business Services Online.

Once you have ran your file through AccuWage and have no critical errors to be corrected, you
can then choose the link Submit a Formatted Wage File to submit your file. Once your file is

submitted, any issues will have to be resolved with W-2Cs.

Registering for Business Services Online

As of March 25, 2023, the Social Security Administration changed the process for accessing
Business Services Online (BSO). Therefore, LGC will no longer file W-2s and/or W-2Cs on
your behalf. You will need to register with BSO to access the W-2/W-2C online process. Per their
guidelines “BSO users will need a Social Security online account. You can use your personal
mySocialSecurity account that was created before September 18, 2021 or an existing Login.gov
or ID.me credential.” The updated registration process may be found

at https://www.ssa.gov/bso/bsowelcome.htm#reqistration. If you have specific questions about

the registration process, please contact BSO directly at 1-800-772-6270.
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Other Year End Procedures

Roll Leave

For the selected payroll(s), this option will add the number of days or hours from the first leave

type “total accumulated” field to the second leave type “total accumulated” field. The amount to

add is determined by three options, (1) Total Accumulated, (2) Excess over a prompted amount,

and (3) Up to a prompted amount. Only one option may be selected.

**Press the F1 help key to get more information about what each field represents.

- ™~

** Warning *™*

1. For the selected payroll(s). this option will add the selected
number from the ‘total accumulated' field of the first leave type
to the “total accumulated' field of the second leave type.

Place &n X' By One
|'_ Total Accumulated

[_ Excess Over |
[_ UpTo |

Exit (Esc) | LookUp (F2) I

B PYFS21 - Roll Leave Type
Selected Payrolls: [|—| 0
Locations: [0
Roll Leave Type: [ | To Leave Type: [ [

Rev 12/16/24
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Reset Process
This option will reset deductions, leave, times paid, W-2 miscellaneous file and increment teacher’s

experience by one year. These items should be reset at least once per year. See screen below.

Note: If you reset your deductions and leave on a fiscal year basis, you will not execute this option until the
fiscal year end. Also review your deductions that are setup as a ‘one time’ deduction or
‘amount limit’ deduction as you would not want to reset those. An example would be a

garnishment.

**Pressthe F1helpkeytogetmoreinformationaboutwhateachfield represents.

**Warning **

1. For the selected payroll(s). this option will reset selected
deductions and leave types, and if "Yes', the ‘Times Paid’,
W2 Misc File, and add 1 year to the teacher's experience.

—

r@ PYF520 - Year End Reset Process @ '

Selected Payrolls: |0
Locations: | | O

Reset Selected Deductions: f—l 0

Lanves il JiD
Reset Paid Times: l_l

Clear W-2 Misc File: | |
Add 1Y To Tchr Exp: I——l

Exit (Esc) l LookUp [F2) |

Select Circular E Year

Use this option to copy the new calendar year’s Circular E data file into use. Circular E data will
update the Social Security amounts, federal amounts, federal and state tax tables, and the TCRS

base rates.

Note: If you are running a January payroll, you have to log in with a January date.
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Forms and Reports

NOTE: The dates on each of the images have been changed. The year is represented as 20XX

in each image with the XX indicating the current year. The following is an example of balancing

one quarter. Each quarter will have to be balanced in the same way.

941 Example

941 Report - Quarter 1

Name: SAMPLE OFFICE

Adr: 714 ARMSTRONG LANE
City: COLUMBIA

State: TN

Zip: 38401

10

11

14

Number of employees . < ¢« o ¢ s s o o o o o «'s o 5 ¢ o s

Wages, tips, and other compensation . . . . « « &« « « « o &

Total income tax withheld from wages, tips. . . . . . . . .

Taxable soc sec wages and medicare wages and tips:

Sa Taxable soc sec wages . . . . 995,140.49 x 0.1040
Actual 80C S@C LAXES. . ¢ « « s « s o s s s » a.s s s
Difference. . & Ui B Ykl @ dNN @ Eds @ siElNe W e

5c Taxable Medicare wages & tipa 995,140.49 x 0.02%0
Actual Medicare taxes . . . . « 2 o« 2 = 2 « s = o« s o =
DAELRZONCE. v = wiis @ eElse e EE N erleie e aicesis  wEowe

S5d Total FICA taxes (lines 5a + 5S¢ = line 5d) . . . . . . .

Total taxes before adjustments (lines 3 + Sd = line 6). . .

Tax adjustments:

7h Total AdJUStHONLS. '« o o s o s e o s:e -0 s s & s.0®

Total taxes after adjustments . . . & « ¢ + « « o o s o+ o

Advanced earned income credit paymenta made . . . . . . . .

Total taxes after adjustment for advance EIC (lines 8 - 9 =

Total deposits for this qUAXTEr . . . . ¢ &« « « & =« o o &

Balance dus . .is ‘s sieils @ e a sieE e aive e @ wile s e

First Month Liability: 79,045.00
Second Month Liability: 75,695.7¢6
Third Month Liability: 76,182.28
Total Liability For Quarter: 230,923.04

* End of Report: Local Government Data Demo *
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Date Quarter Ended:

Employexr ID $#:

= 103,494.
. 103,494.

0.

28,859.
28,859.
0.

61
69|
04-

07
24
17~

03/31/20xX

99-9999999%9

211
956,855.20

98,569.36

132,353.68

230,923.04

230,923.04
0.00

230,923.04
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History Summary - Quarter 1

FPYQ512 2011/11/18 11:23:48

Salaectad Data:

Fay=clla:

TOWN OF FLEXCEN 7 FlaxCZand (7.07) Fage:

Higtosy Summasy

01701/720XX te 03/731720XX

0001 101-01 LOCRL GOVERNMENT CORP
0002 101-02 SHERIFF'S DEPT

0003 101-03 VOL FIREMEN

0004 116-01 S/W PICXUP FUND

0005 118-01 SMITH CO. AMBULANCE
000€ 207-01 S/W ENTERPRISE FIND
0007 112 COURTHOUSE & JAIL

0008 101 - SLACX SUPPLEMENT ERY

Gzoaa Salasy: 1,02%,612.00
FIT Taxable G=o8a: 356,855.20
Social Sacusity Waga: 55%,140.43 1,029.612.00 Gross Salary
Medicaze Waga: 33%,140.43
Medicace Wags: (38,285.20) TCRS Employee
g:;‘m“ Grasa: 7::':::-:: (34,471.51) Deductions Sheltered from FIT
Szeial Sacusity: 41,735.53 (NDNTB Employee)
Madicaza: 14,425.62 : &
317! ' Frlnge Benefits
TCRS Employea: 38,285.25
Employas: 55,207.38
Advanced Easned Income Cedit: 956,855.20 FIT Taxable Gross
Cther Daductiona Employea: 4%,186.34 3
Employes: 26,667.73
s Znpioper. 1,029,612.00 Gross Sal
Employes: & r
Cafatesis Flan: 34,471.51 ’ g O3 aary
Deducticns 'Sheltesed Fzom' FIT: 34,471.51 (34,471.51) Cafeteria Plan
S22 Sac: 34,471.51 - .
Madicaza: 28.471.51 Frlnge Benefits
SIT: 34,471.51
Ratizement: —_— 4
‘Exampt From' Sec Sac: 995,140.49 SS/Medi Wage
Madicasa:
¥at Fay: 787,380.27
Employment Sacusity Wage: 511,302.34
Emploeymant Secusity: 10,€60€6.84
Daductiona Employes Employas Adjustmants H=a/Days Amount
0002 AFLAC - N3 3.3¢ | 0001 OVERTIME 3,205.5%0 55, 056.83
0004 RAFLAC - § £40.16 I » Claga 01 OVERTIME 3,205.%0 55, 056.23
0008 CONSECO- X3 185.70 | 0002 HOLIDAY 2,882.%0 3%,524.0%
0012 AFLRC-D & L-NS £1.00 | 000% SICK 1,212.2% 14,577.12
0016 INVESTORS-3 3z.88 | 0007 VACATION 435,30 €,228.80
0018 AMER. HER-3 €0.00 I 0008 BEREAVEMEN 2.0 132.64
0022 GRENISEMI/LEVY 5,843.70 | 0005 JUD.COM. £.00 1,585.00
0023 BREBAID LEGAL 20s.88 | 0011 JUV. BRAGER £.00 1€5.00
0024 WOODMEX LIF-NS 151.32 | 0012 SUFE TCRS 3.00 3,000.00
0026 CONSECO ACC- NS 253.34 | 0013 comP 372.00 4,744.37
0028 DENTAL (S) 122.16 | 0015 OTHER 12.00 §57.74
0023 AMER. GEN. -N3 £2.34 | 0017 STRAIC TIM 5.00 £7.30
0031 USASLE CAX S 1,486.52 | * Class 02 OTHER BAY 5,008.28 £6,886.63
0034 TSABLE ACC S 1,712.11 | 0028 LONGEVITY 13.00 7,325.86
0036 USABLE TERM N3 243.36 | * Clagas 05 LONGEVITY PAY 13.00 7,525,286
0037 USA CRIT-ILL NS 3.72 |
0038 TSABLE VGIL N3 2,452.30 |
0101 MEDICAL INS 26,222.0% 26,667.73 |
0133 MED LRTE FEE 1,275.00 |
* Class 01 REGULAR VOL DED 45,126.34 26,667.73 |
* — Clagss Tetala
* — Claas Tetala
Total Numbas of Employaes: 211
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History Summary — Entire Year

PYQ512 2011/11/18 12:30:14 TCWN OF PLEXGEN 7 FlexGend (7.0U) Page: 1

History Summary

Selected Date: 01/01/2011 to 12/31/2011
Payrolls: 0001 101-01 LOCAL GOVERNMENT CORP

0002 101-02 SHERIFF'S DEPT
0003 101-03 VOL FIREMEN
0004 116-01 8/W PICKUP FUND
0005 118-01 SMITH CO. AMBULANCE
0006 207-01 S/W ENTERPRISE FUND
0007 112 COURTHOUSE & JAIL
0008 101 - SLACK SUPPLEMENT PAY

Gross Salary: 1,087,770.43
Wages Bxempt Prom PICA: 5,200.00
FIT Taxable Gross: 1,011,631.51
Social Security Wage: 1,046,725.68
Medicare Wage: 1,046,725.68
SIT Taxable Gross:
Retirement Gross: 805,879.95
FIT: 104,507.62
Social Security: 43,962.52
Medicare: 15,177.64
SIT:
TCRS Employee: 40,294.17
Employer: 58,104.24
Advanced Earned Income Credit:
Other Deductions Employee: 50,251.12
Employer: 27,657.79
NDNTE Employee:
Employex:
Cafeteria Plan: 35,844.75
Deductions 'Sheltered From' FIT: 35,844.75
8oc Sec: 35,844.75
Medicare: 35,844.75
SIT: 35,844.75
Retirement: 15.00
TExempt From' Soc Sec:
Medicare:
Net Pay: 833,577.36
Employment Security Wage: 939,423.00
Employment Security: 10,869.61
Deductions Employee Employer Adjustments Hra/Days Amount
0002 AFLAC - NS 9.36 | 0001 OVERTIME 3,201.50 54,895.39
0004 AFLAC - S 686.51 | * Class 01 OVERTIME 3,201.50 54,895.39
0008 CONSECO- NS 216.65 | 0002 HOLIDAY 2,876.50 35,362.65
0012 APLAC-D & L-N8 51.00 | 0005 SICK 1,212.25 14,577.13
0016 INVESTORS-3 108.36 | 0007 VACATION 495.50 6,228.80
0018 AMER. HER-3 60.00 | 0008 BEREAVEMEN 8.00 132.64
0022 GARNISHMT/LEVY 9,843.70 | 0009 JUD.COM. 6.00 1,989.00
0023 PREPAID LEGAL 209.88 | 0011 JUV. PAGER 6.00 165.00
0024 WOODMEN LIF-NS 151.32 | 0012 3UPP TCRS3 3.00 3,000.00
0026 CONSECO ACC- N3 329.73 ] 0013 comp 37z.00 4,744.97
00Z8 DENTAL (8) 122.16 | 0015 OTHER 1z.00 457.74
0029 AMBR. GEN. -N8 73.43 | 0017 STRAIG TIM 5.00 67.30
0031 USABLE CAN 3 1,607.37 | ¢ Class 02 OTHER PAY 4,996.25 66,725.23
0034 USABLE ACC 8 1,784.29 | 0028 LONGEVITY 13.00 7,925.86
0036 USABLE TERM N3 243.96 | * Class 05 LONGEVITY PAY 13.00 7,925.86
0037 USA CRIT-ILL NS 11.34 |
0038 USABLE VGTL N3 2,640.80 ]
0039 USABLE STD N3 575.20 |
0101 MEDICAL INS 28,568.06 27,657.79 |
0301 DENTAL INS 2,893.00 |
1007 JULIE'3 TEST 15.00 |
1008 JULIE TEST DED 50.00 |
* Class 01 REGULAR VOL DED 50,251.12 27,657.79 |

¢ Class Totals

* = Class Totals
Total Number of Employees: 218
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Understanding the History Summary Report

Fringe Benefits can affect your FIT Taxable Gross, SS, and Medicare wage. Fringe benefits will
be listed in the Adjustments section at the bottom of the report. If you mark an employee as
Deceased on the Employee Master screen, No FIT or FIT Taxable will be reflected for the next
check paid.

The difference between Social Security and Medicare Wages could be an employee who is
exempt from Social Security or has met the Social Security Maximum Limit. An employee that
is retired or marked to be exempt from FICA could affect your wage amounts. This will be

shown as “Wages Exempt from FICA” under the Gross Salary amount.

*DDNTB stands for Deductible Non-Taxable Benefits. *NDNTB stands for Non-Deductible
Non-Taxable Benefits.

FIT Taxable Amount = Take Gross Salary minus TCRS (employee), minus Deductions sheltered

from FIT, plus Fringe Benefits.

Social Security Wage = Take Gross Salary minus Deductions ‘Sheltered from Soc Sec.’ plus

Fringe Benefits.

Medicare Wage = Take Gross Salary minus Deductions ‘Sheltered from Medicare’ plus Fringe

Benefits.

RS Employee = Take the Retirement Gross and multiply by the % that the employees pay in.

TCRS Employer = Take the Retirement Gross and multiply by the % that the employer pays in.

If you had a rate change in July, you must take that into consideration.

Other Deductions Employee = Take the Total of all deductions listed at bottom of this report.
(Will have to add Class totals to obtain Total Deduction Amount).

Cafeteria Plan = Total of only those deductions with the Cafeteria Plan field set to 01 (Yes) on

the Deduction control. It doesn’t matter how they were marked for being sheltered or not.

Deductions ‘Sheltered From’ FIT: = Reads check history for all deductions marked as being
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sheltered from FIT.

Deductions ‘Sheltered From’ Soc. Sec: = Reads check history for all deductions marked as

being sheltered from Social Security.

Deductions ‘Sheltered From’ Medicare: = Reads check history for all deductions marked as

being sheltered from Medicare.

Wages Exempt From Soc. Sec.: = Amount from employees that are marked to be exempt from

Social Security

Wages Exempt from Medicare: = Amount from employees that are marked to be exempt from

Medicare.

Employment Security Wage = Reads check history for all wages being marked as subject to
Emp. Sec

Note: If the "Cafeteria Plan:" field is different than the "Deductions 'Sheltered from' FIT", the
difference should be your TSA amounts. If there are still differences, you should run the "Ded
Flag Comparison" report from history to show you which deductions were marked differently
than the control file. Torun this report, you should access the Payroll Main Menu: History>Other,
Ded Flag Comparison. Use the date range 0f 01/01/20XX through 12/31/20XX. Select all
deductions that might be affected by the cafeteria plan flag. If you are unsure, you can select all

deductions.

W-2Totals

This should match the totals from a history summary report for the whole calendar year.

Y0872 2011/11/18 09:58:04 TOWN OF FLEXGEN 7 FlexGend (7.0U) Page:

W-2 Totals

EIN: 95-5953555%% Zxployex: SAMPLE OFFICE

FIT Wages 0 &3 FIT: 04,807.6 S8 Wage 046 §.68 88 Tax: 3,9¢
Medi Wage 46,7 € Medi Tax 77.864 AZIC Dep Cazxe
Non-Q Senefits
TCRS 40,295.1 DDNTB 35,84
Tota 's 218
FIT Wages: 1,011,631.51 FIT: 104,507 . €62 58 Wage: 1,046,728 €2 S8 Tax: 43,962 82
MNedi Wage £ 5.6 Medi Tax 3 AEIC Dep Care
K Benefics
ICRS: 40,2 84.17 DDNTB 4
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W-2 Re

port

PYQS570 2011/11/18 13:05:54 TOWN OF FLEXGEN 7
%-2 Report

EIN: 95-558588S Bmployer: SAMPLE OFFICE
83N: S55-44-0002 CARLO EMPLOYEE-000002 Retirement: X
eds Rage: Goein  Meds Tax: e A
?;:;?: 433.51 g;;;:?tsz 579.00

Box 1 |FIT Wages

Box 2 |FIT

Box 3 |SS Wage

Box 4 |SS Tax

Box 5 |Medi Wage

Box 6 |[Medi Tax

Box 9 |AEIC

Box 10 |Dep Care

Box 12 |[EmpR Spon Health

Box 14 |[TCRS, DDNTB, NDNTB

Rev 12/16/24

FlexGen4 (7.07)

83 Tax:
Dep Care:

335.83

Page:
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W-2 Form

22222 | voo []

a Employes's sociel security numbsr

For Official Use Only
OME Mo. 1545-0008

b Employer identificetion number (EIM)

1 Wages, tips, other compensation

2 Federal income tex withheld

¢ Employer's name, address, and ZIP code

3 Social security wages

4 Social security tax withheld

5 Medicare wages and tips

6 Medicare tax withheld

T Social security tips

8 Allocatsd tips

d Control number

e Employee’s first name and initial

f Employee's address and ZIP code

a 10 Dependent care benefits
Last mame Suff. | 11 Monguakfied plans !23 See instructions for boe 12
i
...... = — —

il ciills sl [
d

14 Cther 12c
i
12d
cC
i |

15 Stzte  Employer's state 1D numbsr

16 State wages, tips, sto.

17 State incoms tax

Form w-z Wage and Tax Statement

Copy A—For Social Security Administration. Send this entire page with
Form W-3 1o the Social Sacurity Administration; photocopies are not accaptable.

Do Not Cut, Fold, or Staple Forms on This Page

Rev 12/16/24
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Act Notice, see the separate instructions.
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Contacting LGC Support

You may contact LGC Support by phone or by submitting a support request
on our website:

800-737-1826
7:00 a.m. - 5:00 p.m.
Central Standard Time

Online request from our LGC website for assistance:

https://www.lgc-th.com

Login to our website and under the LGC Dashboard on the left side of the screen, select the “Support
Request”.

L Gc LGC Dashboard

overnment Corparation

Tax forms are now available for order,
please click the link below for
instructions.

> Support

Requess Order Tax Form

The LGC website contains additional information about our products, training, and support
services. You may also submit online support requests from our website.
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