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JD Edwards EnterpriseOne Preface

This preface discusses:

» JD Edwards EnterpriseOne products.
» JD Edwards EnterpriseOne application fundamentals.
e Common elements used in this guide.

JD Edwards EnterpriseOne Products
This guide refers to these JD Edwards products:
e JD Edwards EnterpriseOne Address Book.
» JD Edwards EnterpriseOne Human Capital Management Foundation.
» JD Edwards EnterpriseOne Payroll.
» JD Edwards EnterpriseOne Time and Labor.

JD Edwards EnterpriseOne Application Fundamentals

Additional, essential information describing the setup and design of the system appears in several companion
volumes of documentation called:

» JD Edwards EnterpriseOne Human Capital Management Application Fundamentals 9.0 |mplementation
Guide.

* JD Edwards EnterpriseOne Payroll 9.0 Implementation Guide.
» JD Edwards EnterpriseOne United States Payroll 9.0 Implementation Guide.

Customers must conform to the supported platforms for the release as detailed in the JD Edwards
EnterpriseOne minimum technical requirements. In addition, JD Edwards EnterpriseOne may integrate,
interface, or work in conjunction with other Oracle products. Refer to the cross-reference material in the
Program Documentation at http://oracle.com/contracts/index.html for Program prerequisites and version
cross-reference documents to assure compatibility of various Oracle products.

Common Elements Used in This Guide

1099 A term that describes a year-end form that is produced by the JD Edwards
EnterpriseOne Payroll system. In this documentation, the use of the term 1099
refers specifically to forms 1099-R or 1099-MISC, as these are the only types
of 1099 forms that you can create using the EnterpriseOne Payroll system.

Copyright © 2009, Oracle and/or its affiliates. All rights reserved. vii
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viii

Tax Area

Tax ID Summarization

Tax Method

Tax Type

Year-End ID

All other types of 1099 forms must be generated using the JD Edwards
EnterpriseOne Financial Management Solutions product suite.

See JD Edwards EnterpriseOne 1099 Processing Guide for 2009

A code that identifies a geographical location and the tax authorities for an
employee work site, including employee and employer statutory requirements.
In the Vertex payroll tax software, the tax area code is synonymous with
GeoCode. To determine the valid codes for the location, refer to the
documentation for the tax calculation software that you are using.

A code that specifies whether companies with the same corporatetax ID areto
be summarized into one reporting record.

To specify aparent, enter a parent company number in the detail area of the
Corporate Tax ID form. Access the Corporate Tax ID form from the Taxes
and Insurance menu, GO7BPTI4

If you do not specify a parent company, the W-2 Workfile Build uses the
lowest company number as the parent.

Note. When summarizing by tax 1D, it is recommended that you enter the
parent company numbers in the detail area of the Corporate Tax ID form. The
parent company number for the parent company is its own company number.

Enter a code that specifies the tax method that the Vertex payroll-tax system
uses to calculate certain taxes. The codes are defined in UDC 07/TM.

This code can also determine the form that employees receive for year-end
tax reporting. For example, when you enter C, a contract employee receives
IRS Form 1099-M rather than IRS Form W-2. If aform is not specified in
Description 2, the system generates IRS Form W-2.

For employees who are paid multiple times within one pay period, the system
should review previous payments within the same pay period and then adjust
tax amounts. To specify this function, enter S.

If atax method exists for an employee in addition to the normal tax method
that is set up in the FOB60116, the system can use the alternative tax method to
interactively processinterim payments. To specify this function, enter Z.

Some values, such as S and Z, might require additional setup inthe UDC table.

A code that specifies the type of payroll tax that is being processed. Thisis
a user defined code (07/TX). To set up state minimum wage amounts, you
must enter MW in this field. To do so, you must first add MW to UDC
07/TX. However, you should not change the codes and definitions that are
provided with the software.

A value you assign to each year-end workfile build. The ID must be unique
within each calendar year or information can be overwritten and lost. The
year-end ID identifies a group of records to be processed for year-end payroll
tax purposes. The year-end ID can also be used to identify records for a
particular company if the workfile build for that ID includes employees
from only one company.

Copyright © 2009, Oracle and/or its affiliates. All rights reserved.



CHAPTER 1

Getting Started with JD Edwards EnterpriseOne
U.S. Payroll Year-End Processing

This chapter provides an overview of JD Edwards EnterpriseOne U.S. Payroll Year-End Processing and discusses
how to implement it.

JD Edwards EnterpriseOne U.S. Payroll Year-
End Processing Overview

Employers that have paid wages to and withheld taxes from its employees during a calendar year are required
to report these amounts to its employees and to the Social Security Administration (SSA). Employees use
W-2 forms to compl ete their personal income tax returns and pay any amounts owed to the Internal Revenue
Service (IRS).

The SSA uses W-2 information to properly credit employee's earnings and benefit accounts. The SSA shares
earnings and tax information with the IRS. To ensure that employment tax returns, such as form 941, that are
sent to the IRS agree with W-2 form and W-3 form totals, the IRS and the SSA compare these amounts:

» Federa income tax withheld

» Sacial Security wages and tips
* Medicare wages and tips

» Advance earned income credit

This guide describes how to perform payroll-related year-end tasks, including year-end rollovers, year-end
form processing, and year-end information reporting. For detailed instructions about preparing employment
tax returns and year-end forms, please contact the IRS or the SSA.

JD Edwards EnterpriseOne U.S. Payroll Year-End
Processing Implementation

In the planning phase of the implementation, take advantage of all sources of information, including the
installation guides and troubleshooting information. A complete list of these resources appears in the preface
in the About This Documentation with information about where to find the most current version of each.

When determining which e ectronic software updates (ESUs) to install for JD Edwards EnterpriseOne year-end
processing, use the EnterpriseOne and World Change Assistant. EnterpriseOne and World Change Assistant, a
Java-based tool, reduces the time that is required to search for and download ESUs by 75 percent or more and
enables you to install multiple ESUs at one time.

Copyright © 2009, Oracle and/or its affiliates. All rights reserved. 2



Getting Started with JD Edwards EnterpriseOne U.S. Payroll Year-End Processing Chapter 1

See JD Edwards EnterpriseOne Tools 8.98 Software Update Guide.

Implementation Steps for U.S. Year-End Payroll Processing

This table lists the implementation steps for processing year-end payroll information for the U.S:

Step Reference
1. Install theyear-end update. See https:.//support.us.oracle.com/oip/faces/index.j spx
2. Verify payroll history. See « \erifying Tax History Integrity in the JD Edwards

EnterpriseOne U.S Payroll 9.0 Implementation Guide

See « Working With Payroll History Integrity inthe JD
Edwards EnterpriseOne Payroll 9.0 Implementation
Guide

3. Processrollovers. See JD Edwards EnterpriseOne U.S. Payroall 9.0
Implementation Guide, Processing Rollovers

4. Verify employee namesand addresses. See JD Edwards EnterpriseOne U.S. Payrall 9.0
Implementation Guide, Setting Up Year-End Processing

5. Setupinformationfor Box 13. See JD Edwards EnterpriseOne U.S. Payroall 9.0
Implementation Guide, Setting Up Year-End Processing,
Setting Up Information for Box 13

6. Set up employeeswho work in multiple states. See JD Edwards EnterpriseOne U.S. Payrall 9.0
Implementation Guide, Setting Up Year-End Processing,
Setting Up Employees Who Work in Multiple States

7. Set up employeeswho work in Puerto Rico. See JD Edwards EnterpriseOne U.S. Payroall 9.0
Implementation Guide, Setting Up Year-End Processing,
Setting Up Empl oyees Who Work in Puerto Rico, Forms
Used to Set Up Employees Who Work in Puerto Rico

8. Set up contract and pension employees. See JD Edwards EnterpriseOne U.S. Payroall 9.0
Implementation Guide, Setting Up Year-End Processing,
Setting Up Contract and Pension Employees

9. Updateyear-end information for a parent company. See JD Edwards EnterpriseOne U.S. Payroall 9.0
Implementation Guide, Setting Up Year-End Processing

10. Verify tax areainformation. See JD Edwards EnterpriseOne U.S. Payrall 9.0
Implementation Guide, Setting Up Year-End Processing,
\erifying Tax Area Information

11. Set up next numbersfor W-2s. See JD Edwards EnterpriseOne U.S. Payroall 9.0
Implementation Guide, Setting Up Setting Up DBAsfor
Year-End Processing

12. Set up deductions, benefits, and accruals (DBAS) for See JD Edwards EnterpriseOne U.S. Payrall 9.0
year-end processing. Implementation Guide, Setting Up Year-End Processing,
Setting Up DBAsfor Year-End Processing

13. Set up pay typesfor 1099 processing. See JD Edwards EnterpriseOne U.S. Payroall 9.0
Implementation Guide, Setting Up Year-End Processing,
Setting Up Pay Types for 1099 Processing
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Step Reference

14. Enter third-party sick pay information. See JD Edwards EnterpriseOne U.S. Payroll 9.0
I mplementation Guide, Setting Up Year-End Processing,
Setting Up Information for Box 13

15. Review W-2 IRS-defined codes. See JD Edwards EnterpriseOne U.S. Payroll 9.0
I mplementation Guide, Setting Up Year-End Processing,
Reviewing W-2 IRS-Defined Codes
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CHAPTER 2

Understanding Payroll Year-End Processing

This chapter discusses:

* Year-end processing features.

* Preparation for year-end reporting.

* Year-end processing cycle and process flow.

Year-End Processing Features
Payroll year-end processing includes these features:

»  Error checking

Users specify the parameters that the system uses to audit data for errors. To minimize errors, user
responsibilities are intentionally limited.

. Flexibility

Users determine reporting rules and decide how to handle information at the company and tax
identification level.

» Control over reporting
Users can review data online, or using summary reports, to verify that the system derives data correctly.

The system enables you to produce these year-end forms:

*  W-2sfor employees who work in the U.S.

*  499R-2s for employees who work in Puerto Rico.

* 1099-MISCs and 1099-Rs for contract, retired, or pension employees.

These year-end forms serve as important tax documents for the employees, the Socia Security Administration
(SSA), and the Internal Revenue Service (IRS).

These forms provide an employee's total earnings and tax information for the calendar year. You must submit
copies of these formsto the SSA to update each employee’s earnings information for retirement, disability, and
Medicare. These forms are also sent to the IRS for reporting purposes, and to verify employees’ earnings and
taxes. This table describes each form:
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Form

Description

Formally called the Wage and Tax Statement, thisform
reportsemployees’ earnings. Itisthe IRSformthat isused
by employersto report wage and tax datafor employees.

499R-2

The Withholding Statement - Commonwealth of Puerto
Ricoistheform used to report wages for employees
who worked in Puerto Rico during thetax year. This
Commonwealth of Puerto Rico form isaccepted by the
IRS.

1099-R

Thistax formisused to report taxableincome for
distributionsfrom profit-sharing plans, | ndividual
Retirement Accounts (IRAS), pensions, annuities, and
soon. Itisformally called 1099-R Distributions From
Pensions, Annuities, Retirement or Profit-Sharing Plans,
IRAS, Insurance Contracts, and so on.

1099-MI1SC

Formally called Miscellaneous Income, thisIRSform
reportstaxable earnings for contract employees or any
other non-employeeswho worked for abusiness.

Important! The IRS requires electronic filing reporting if you have a specific number of returns. The
Accounts Payable system can a so produce 1099 returns. Therefore, you should consider the number of returns
that will be generated by both the Accounts Payable and the Payroll systems when deciding whether you

are required to use electronic filing reporting. Contact an IRS office for more information about reporting

requirements for filing electronically.

Release Levels

Payroll Year-End Processing software for 2009 is available for these release levels:

ERP Xe

ERP 8.0

EnterpriseOne 8.10
EnterpriseOne 8.11
EnterpriseOne 8.11 SP 1
EnterpriseOne 8.12
EnterpriseOne 9.0

Changes for Year-End Processing in 2009

The software supports these changes:

The 2009 wage base for social security is 106,800 USD.

The 2009 withholding limit for 401(k) is 16,500 USD. In addition, employees age 50 and over are alowed
to make an additional 401(k) catch-up contribution of 5,500 USD.
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Note. In 2007, the SSA changed the name of the W-2 electronic filing specifications from MMREF-1 to
EFW2. Additionally, the name of the W-2c electronic filing specifications has changed from MMREF-2 to
EFW2C. Some objects in the software, such as forms, tables and programs, have been changed to reflect the
new name, but some objects still reflect the old name.

See Also
Government publication 2009 Instructions for Forms W-2 and W-3

Government publication 2009 Instructions for Forms 499R-2, 1099, 1098, 5498, and W-2G

Preparation for Year-End Reporting
This section discusses:

» Deadline extensions and waivers of reporting requirements.
»  Government regulations.

»  Transmitter forms for W-2/499R-2 and 1099-R/1099-Misc.
*  Paper forms.

» Deadline information.

* RS and SSA resource list.

Deadline Extensions and Waivers of Reporting Requirements

The IRS is responsible for granting deadline extensions to individual companies. If the company needs an
extension, you must file Form 8809 (Application for Extension of Time to File Information Returns).

The IRS Commissioner might waive the electronic filing reporting requirement for an employer if the
employer submits awaiver request that documents hardship. The employer must file Form 8508 (Request for
Waiver from Filing Information Returns Electronically) with the IRS at least 45 days before the due date of the
returns for which the employer is requesting a waiver.

The address to submit Form 8508 is:
Internal Revenue Service

Enterprise Computing Center - Martinsburg
Information Reporting Program

240 Murall Drive

Kearneysville, WV 25430

Note. The address for filing extensions with the IRS was current at the time of publication. However, we
recommend that you contact the IRS directly to verify that the mailing address is correct before you mail any
important documents, including extension applications.
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Government Regulations

Government procedures dictate the processes and procedures for year-end payroll tax reporting. To avoid
extrafees and penalties, it isimportant that you are familiar with current government tax reporting regulations
before you set up and process year-end information.

Important! The IRS information that is contained in this publication is believed to be accurate as of the date
of its publication, but it should not be relied upon as the sole source of information when filing reports or
returns with the IRS and SSA. You should refer to the appropriate government publication or regulation for
more complete information and for guidance about filing requirements.

These IRS filing requirements apply to the year-end processes that are described in this guide:

Requirement Description

Electronic filing requirements The RS requires employerswho file morethan acertain
number of Copy A formsfor W-2s, 499R-2s, or 1099sto
submit an electronic fileinstead of sending Copy A forms.
Some states al so require employersto file state copies

on electronic filing. Contact the IRSfor electronicfiling
requirements.

Note. Any files submitted in 2010 for the 2009 tax year
must be submitted electronically.

Employer ID numbers The RS regards each employer identification number
(EIN) asaseparate entity for information reported

on W-2s, 499R-2s, and 1099-Rs. In the software, all
companiesthat have the same federal tax identification
number can be reported under the sameidentification
(ID) number. You can summarizeto thislevel, or you can
process each company independently.

See Also

JD Edwards EnterpriseOne U.S. Payroll 9.0 Implementation Guide, Understanding Payroll Year-End
Processing, Preparation for Year-End Reporting, IRS and SSA Resource List

Paper Forms

The IRS requires employers who file more than a certain number of Copy A forms for W-2s, 499R-2s, or
1099-Rstto file electronic filing instead of sending in Copy A forms. Some states also require employersto file
state copies on electronic filing. Contact the IRS office to research electronic filing requirements.

For employers who submit paper copies of year-end forms, send all paper Copy A forms and all W-3, 499R-3,
and 1096 forms to the appropriate SSA Data Operations Center asit appears on the year-end form.

Deadline Information

This table describes deadline information for the various forms;
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Deliverable

Description

W-2 copies

Thedeadlinefor issuing W-2 copiesto employeesis
typically January 31 of the year following thetax year
being reported. However, when January 31 fallsona
Saturday or Sunday, the deadline for submitting W-2 copies
istypically the next business day following January 31. For
the 2009 tax year, W-2 copies must be issued to employees
by February 1, 2010.

W-2¢ and W-3c copies

You should create W-2cs and W-3csonly after you have
submitted electronicfiles. You should also provideform
W-2c to employees as soon as possible.

According to the EFW?2 document for the year 2009, the
deadlinefor electronic filingisMarch 31, 2010.

499R-2 copies

Thedeadlinefor issuing 499R-2 copiesto employeesis
typically January 31 of the year following the tax year
being reported. However, when January 31 fallsona
Saturday or Sunday, the deadline for submitting 499R-2
copiesistypically the next business day following January
31. For the 2009 tax year, 499R-2 copies must beissued to
employees by February 1, 2010.

1099-R and 1099-M I SC copies

Thedeadlinefor issuing 1099-MISC or 1099-R copiesto
employeesistypically January 31 of theyear following the
tax year being reported. However, when January 31 falls
on a Saturday or Sunday, the deadline for submitting 1099
copiesistypically the next business day following January
31. For the 2009 tax year, 1099 copies must beissued to
employees by February 1, 2010. However, if substitute
paymentsare being reported in box 8 or gross proceeds
paid to an attorney are being reported in box 14, the due
date for issuing 1099 copiesto employeesis February 15,
2010.

Electronic filing

Thedeadlinefor electronicaly filing FormsW-2 to the
SSA, and Forms 1099 to the IRSisMarch 31, 2010. The
deadlinefor paper filing of theseformsisMarch 1, 2010.
These dates are the dates by which the employer must have
itsinformation to the SSA and IRS. The employer must
give the employee a copy of each form by February 1, 2010
unless 1099 MISC has substitute payment informationin
box 8 or gross proceeds paid to an attorney, in which case,
the due dateis February 15, 2010.

IRS and SSA Resource List

To obtain forms and publications, you can:

e Order by phone from FTI, Inc, by caling 1-800-FORM 123, or order online at www.ftiforms.com.

* Visit alocal IRS office.
» Download the forms from www.irs.gov.

Note. Forms printed from the internet are for reference only. Do not reproduce these forms for filing.

To contact the IRS, call any of these telephone numbers:

Copyright © 2009, Oracle and/or its affiliates. All rights reserved.
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Reporting hotline: 1-304-263-8700 or toll-free 1-866-455-7438
Telecommunications device for the deaf: 1-304-267-3367

Ways to contact the SSA include:

Access www.Sssa.gov.
For general information, call 1-800-772-6270.
For electronic filing information, call 1-800-772-6270 or contact the Employer Service Liaison Officer.

The Year-End Processing Cycle and Process Flow

This section discusses:

11

The payroll year-end processing cycle.
The year-end processing checklist.

The Payroll Year-End Processing Cycle

The payroll year-end processing cycle consists of these tasks:

1.

Install the update.

You must install the update to run year-end programs. The update contains changes that comply with the
most current government legislation.

Perform these steps:
* Install the year-end payroll software for the current year.
» Complete the post-installation instructions for the update.
This guide does not discuss software installation and the necessary post-installation instructions.

See the installation documentation that accompanied the year-end software update, or contact technical
Upgrade Object Management (UOM) support for technical support and instructions about installing
the current-year update.

Verify payroll history.

Review both the Taxation History Integrity report (RO77011) and the PDBA History Integrity report
(RO77021) for accuracy. Correct any inaccurate history records to ensure that accurate information is
reported to the government.

Run year-end rollover programs.

Run either or both of the Year-End Payroll Month Rollover and the Year-End Calendar Month Rollover
programs (P07390), as necessary, to carry forward employee pay type, deduction, benefit, and accrual
(PDBA) balances to the new year.

Verify setup.

Verify that employee, company, PDBA, and tax type information is accurate. Also, verify that all
employee address information was entered into the system using the correct format. You can also set
up next numbers at this time.
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Important! State and Federal reporting agencies have strict formatting guidelines for employee and
company names and addresses. Verify that all name and address information that is included in the
year-end reporting files and formsis formatted correctly. Failure to submit information using the correct
format might result in penalties from the reporting agencies.

You can create and assign W-2/IRS defined codes. You can set up wage adjustments, pay types for 1099
processing, and descriptions for amounts that are reported in Boxes 12 and 14.

5. Enter third-party sick pay.
Enter third-party sick pay for year-end reporting.
6. Build the year-end workfile.

Create the year-end workfile ID, add specia handling instructions to the workfile, and review workfile
build information online

7. Print audit reports.
Print audit reports and run payroll balancing reports to verify year-to-date history and information.
8. Print forms.
Print all year-end forms.
9. Create year-end workfiles for electronic filing.
Create federal and state workfiles if you are filing year-end information electronically.
10. Print W-2cs.
If needed, correct errors and print W-2cs to report accurate information.
11. Back up and store all year-end information.

These diagrams illustrate the process workflow of year-end information:
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Step 1
Verify Set Up of Year-
End Information

Step 2
Verify Payroll History

Step 3
Run Year-End
Rollover Programs

Step 4
Third-Party
Sick Pay

Verify Employee

\ 4

Run Taxation History

Integrity reports

Process year-end

Enter third-party
sick pay records.

4

Verify Pay Type
Setup for DBA
Rollovers.

A 4

Information. : rollover programs.
in proof mode.
4 4 A 4
: 3 Review year-end
Verify Company R::/rlg;,; %ngiggred payroII)lmonth
Information. ry.

rollover report and
correct errors.

Run Taxation History
Integrity and PDBA
History Integrity reports
in update mode.

4

A 4

A 4

Review year-end
calendar month
rollover report and
correct errors.

Enter Rollover

for DBASs.

Information —

Review and correct
errors in history.

Y

Run Taxation History
Integrity and PDBA
History Integrity reports—
in proof mode to verify
that no errors exist.

Go to
Step —>»

Year-end process information workflow (1 of 2)
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From
Step 4

Step 5
Build Year-End Workfile

Define year-end
workfile data criteria.

Step 6
Set Up Year-End
Reporting

Print forms.

Step 7
Made Corrections to
Reported Amounts

Assign special
handling information.

Correct erroneous
information.

Create electronic
workfiles.

Create year-end
workfile.

Create W-2c
workfile.

\ 4

Back up year-end
information.

Review year-end
reports and workfile
information.

Print W-2cs.

Submit year-end
information to
government agencies.

Process year-end
workfile changes.

Back up new year-end
workfile information.

A 4

Submit updated year-
end information to
government agencies.

Year-end process information workflow (2 of 2)

The Year-End Processing Checklist

Refer to this checklist as you process year-end information:

Task

Corresponding Documentation and Information

Install the update.

This guide does not discuss software installation and
the necessary application-specific post-installation
instructions. Review theinformation in the Installation
Workbook for additional instructions.

Copyright © 2009, Oracle and/or its affiliates. All rights reserved.

14




Understanding Payroll Year-End Processing

15

Chapter 2

Task

Corresponding Documentation and Information

Verify payroll history.

Verify theintegrity of payroll history and correct any
inaccurate history records by running thesereports:

» Taxation History Integrity Report.
» PDBA History Integrity Report.

The Tax Summary (Additional) table (FO6136A)

stores history information for al school and district tax
records. The Tax Integrity program (R077011A) runsthis
information and reports any errors.

Review thisinformation in the JD Edwards EnterpriseOne
9.0 U.S. Payroll Implementation Guide instructions:

» Working with Tax History Integrity.
» Working with PDBA History Integrity.

Processthe year-end rollover programs.

When you process year-end rollover programs, the system
carries PDBA balancesforward to the new year. To ensure
that beginning PDBA balances are correct for the new

tax year, processthese versions of the Year-End Rollover
program (P07390):

 Year-End Payroll Month Rollover.
» Year-End Calendar Month Rollover.

See JD Edwards EnterpriseOne U.S. Payroll 9.0
I mplementation Guide, Processing Rollovers.

Verify employee setup.

Verify theformat of employee names and addressesin the
Address Book system to ensure that the information you
report to the government and to the employeesis accurate.

Important! If employee names are not formatted correctly,
government reporting agencies might not accept the
year-end information that the organi zation submits. You
might have to process a conversion program to ensure that
all employee names are formatted correctly.

* Verify that employee records are set up so that the system
correctly marks Box 13 with statutory and retirement plan
information.

« Verify that tax information is set up correctly to generate
499R-2 formsfor employeesin Puerto Rico.

* Verify that the information for employeeswhowork in
multiple states prints on the correct year-end form.

« Enter any outstanding third-party sick-pay information.

See JD Edwards EnterpriseOne U.S. Payroll
9.0 Implementation Guide, Setting Up Year-End
Processing.
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Task Corresponding Documentation and Information
Verify company and constants information setup. See JD Edwards EnterpriseOne U.S. Payroll
_ 9.0 Implementation Guide, Setting Up Year-End
Toverify that the setup of company and constants Processing, Verifying Company |nformation.

information iscorrect, you can:

* Verify that the format of the company name and address
iscorrect inthe Address Book system.

* Verify that parent company information is set up correctly
if you summarize and report multiple companies under one
parent company.

* Verify the statutory codefor Box 15 (State) and thelocal
tax area description linefor Box 20 (Locality).

Numeric State Codes are not valid.

» Review Federal A Corporate Tax | Dsto verify that the
federal Employer Identification Number (EIN) containsno
punctuation or spaces.

Verify the setup of PDBAS. See JD Edwards EnterpriseOne U.S. Payrall

. . L 9.0 Implementation Guide, Setting Up Year-End
Toverify that PDBA information isreported correctly: Processing, Setting Up DBAs for Year-End
* Verify the PDBA descriptionsfor boxes 12 and 14. Processing.

For itemsthat areincluded in Box 12, assign the
appropriate codeto the W-2 IRS Defined Codefield on
the Year-End Parametersform. For Box 14, add up to
three charactersto the Special Handling Description of the
PDBA onthe Year-End Parametersform. This description
printsin Box 14.

« If youareadding PDBA amountsfor an employee who
worksin multiple states, you might need to add the PDBA
to specific states. If so, set up state wage adjustments.

Build theyear-end workfile. See JD Edwards EnterpriseOne U.S. Payroll 9.0
Implementation Guide, Setting Up Workfiles.

To build the year-end workfile, you must compl ete these
tasks:

* Createayear-end |D and complete the workfile build.

» Usethe additional parametersto add selection criteria,
if necessary.

 Add specia handling information to the workfile build.

* Runtheworkfilebuild program.

Review information online. See JD Edwards EnterpriseOne U.S. Payroll 9.0
. . . . . . Implementation Guide, Reviewing Year-End Workfile
Review thisinformation onlineto verify that it is correct I nformation.

beforeyou print year-end forms;

e TheW-2 Version Review formsto directly review all
workfile build information.

* W-2,499R-2, and 1099 Inquiriesto review specific forms
and to print individual forms.

Print audit reports. See JD Edwards EnterpriseOne U.S. Payrall
. i . , 9.0 Implementation Guide, Producing Year-End
Print audit reportsto verify year-to-date history. Ddiverables.
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Task

Corresponding Documentation and Information

Print forms.

Print the year-end forms and balance audit reportsto
year-end forms.

SeeJD Edwards EnterpriseOne U.S. Payroll
9.0 Implementation Guide, Producing Year-End
Deliverables, Working with Year-End Forms.

Create workfilesfor electronic filing.

Createfedera and state workfiles and submit them
electronically.

See JD Edwards EnterpriseOne U.S. Payroll 9.0
Implementation Guide, Generating Workfiles for
Year-End Electronic Filing.

Print W-2cs.

Correct errorsand print W-2csto report accurate
information.

See JD Edwards EnterpriseOne U.S. Payroll
9.0 Implementation Guide,Producing Year-End
Deliverables, Working with W-2cs.

Back up year-end information.

After completing the reporting processfor year-end
information, compl ete these tasks to back up year-end
information:

» Back up al year-end tables.
» Keep acopy of thefederal workfilethat you

electronically send to the Social Security Administration.

Contact the system administrator for assistancewith
backing up year-end information.
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Processing Rollovers

This chapter provides an overview of rollovers and discusses how to run the year-end rollover program.

Understanding Rollovers

Use rollover programsto carry forward balances for deductions, benefits, and accruals (DBAS) at the end of
the year and to create the beginning balances for the next year. You need to carry forward these balances to
correctly process payroll cyclesin the new year.

For DBAs with ending balances that do not need to be cal culated, the system rolls over the accumulated total
to the new year. No special DBA setup is necessary. For benefits and accruals with balances that must first
be calculated, you must set up rollover information for the DBA. (For example, you might need to subtract
vacation that has been taken from accrued vacation time before the balance can be rolled over.)

The Payroll system provides two types of rollover programs for year-end processing:

e Cdendar month rollover

Use the calendar month version of the Year-End Rollover program (P07390) to process DBAs that roll
over balances at the end of the standard year, according to work dates. This program uses the previous
year’'s DBA balances to create beginning balances for the new year. Run this program after you process
the last payroll with work dates in the current year. The system maintains historical balances for the
calendar-month year in the FO6145 table.

e Payroll month rollover

Use the payroll month version of the Year-End Rollover program to process DBASs that roll over balances
at the end of the standard year, based on payment dates. This program uses the previous year's DBA
balances to create beginning balances for the new year. You should run this program after you process
the last payroll with a payment date in the current year. The system maintains historical balances for

the standard year in F06146.

The system maintains balances in different tables because of the differences between calendar months and
payroll months. For example, when a pay cycle crosses calendar months, monthly DBA totals are different
for the payroll month and calendar month, but year-to-date (Y TD) totals remain the same (unless the cycle
also crosses calendar years).

The system rolls over DBA balances in these situations:

* A remaining balance exists.

* Remaining periods exist.

* Aninception-to-date limit exists.
e Anannua carryover limit exists.
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* Deduction amounts are due.
e Amounts arein arrears.

Note. You are not required to roll over wage attachment DBAS that are administered using the Wage
Attachment module. The system automatically continues to calculate wage attachments for the new year
without calculating rollover balances.

You can process year-end rolloversin proof or update mode. Processing rolloversin proof mode enables you
to review information and make necessary corrections before updating the history tables. Processing rollovers
in update mode enables you to update history tables with beginning rollover balances.

Running the Year-End Rollover Program

19

This section provides an overview of rollover processing, lists prerequisites, and discusses how to:
* Process year-end rollovers.

*  Set processing options for the year-end rollover program (P07390).

* Review year-end rollover reports.

Understanding Rollover Processing

You must run the Year-End Rollover program (P07390) using these processing versions before you run the
first payrolls of the new year:

e Payroll Month Rollover
e Calendar Month Rollover

Use the Payroll Month Rollover version to process payroll-month rollovers after the last payment date of the
current year and before the first payment date of the new year. You do not need to consider work dates within a
payroll cyclewhen you run thisversion of the Year-End Rollover program, asit is based solely on payment date.

Use the Calendar Month Rollover version to process calendar-month rollovers after the last payroll with work
dates in the current year. You do not need to consider payment dates of a payroll cycle when you run this
version of the Year-End Rollover program because it is based solely on work dates.

This table displays examples of when you should run the rollover programs:

Pay Period Ending Run Calendar Month Run Payroll Month

Date Payment Date Rollover Rollover

12/31/09 12/31/08 After thispayroll After thispayroll

12/31/09 01/04/10 After thispayroll Before this payroll

01/04/10 withwork datesin | 01/04/10 After thispayroll Beforethispayroll

2009 and 2010

01/11/10 with no work dates | 01/11/10 Beforethis payrall Beforethispayroll

in 2009

This table shows how the Payroll system maintains balances for the standard year for all PDBAS:
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Version Table Based on
Cdendar Month Rollover F06145 Work dates
Payroll Month Rollover F06146 Payment dates

The system updates F06145 by work date and F06146 by payment date. You use different versions of the
same program to process both types of rollovers.

You should first run the rollover program in proof mode, without updating the history tables. The system
identifies possible errors without changing any information in the history tables. To locate any errors, review
the reports that are generated by the rollover programs. After you correct any errors, rerun the rollover
programs in update mode.

Note. If an employee worked in more than one company during the tax year, you can use the Summarize
Rollover Balances option to specify whether the system combines like PDBASs from the individual companies
and carries over the total to the employee’s current home company, or maintains separate balances for each
company in which the employee worked during the year.

If an employee has sick or vacation pay history in multiple companies, and you choose to summarize rollover
bal ances, the system combines al hours for each pay type before subtracting the total hours from the combined
history for the related accrual.

Prerequisites
Before you complete the tasks in this section:

»  Set up rollover information for DBAS.

See JD Edwards EnterpriseOne Human Capital Management Application Fundamentals 9.0
I mplementation Guide.

»  Create backups of the F06146 and F06145 tables.
The system does not automatically create backups when you run the year-end rollover programs.

Form Used to Run the Year-End Rollover Program

Form Name FormID Navigation Usage
Work with Year-End PDBA | W07390B Year End Processing Processyear-end rollovers.
Rollover (GO?BTAX), Year-End
Rollover

Processing Year-End Rollovers
Access the Work with Year-End PDBA Rollover form.

After completing the applicable fields on this form and selecting the DBASs that you want to roll over, select
Submit Rollover from the Form menu to process the information.

Print Report Without Use this option to specify whether the program prints the report only or prints
Update the report and updates the history table. Values are:
Off: Print the report and update history table.

On: Print the report only.
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Year to Roll Over

Roll Over Terminated
Employees

Print and Update Vac and
Sick Dollar s(print and
update vacation and sick
dollars)

Roll Over Only the
Accrued Balance

Payroll Month

Calendar Month

Roll Over All PDBASs

Roll Over Vac and Sick
Only(roll over vacation and
sick only)

Summarize Rollover
Balances

Chapter 3

The applicable 4-digit year, including the century.

Use this option to indicate whether the system includes information for
terminated employees in the year-end rollover. Values are:

Off: No, do not include information for terminated employees.
On: Yes, include information for terminated employees.

When you run the payroll month year-end processing program, use this option
to indicate whether the system should roll over the dollar amounts for sick and
vacation type PDBAs. Values are:

Blank: Do not roll over dollar amounts.
Checked: Do roll over dollar amounts.

Use this option to indicate that only the accrued balance will be rolled over for
related PDBAs. Any balance in the Available DBA will be lost. Values are:

Off: Roll over both accrued and available balances.
On: Roll over only the accrued balance.

Use this option to specify whether to roll over payroll month history or
calendar month history when you process the year-end rollover program.

Use this option to specify whether to roll over payroll month history or
calendar month history when you process the year-end rollover program.

Use this option to select all PDBASsto roll over with the year-end rollover
program. Values are:

Off: Do not roll over all PDBAS.
On: Roll over all PDBASs.

Use this option to specify whether the system rolls over only sick and vacation
type PDBASs during the year-end rollover. Values are:

Off: Do not roll over sick and vacation PDBASs only.
On: Roall over sick and vacation PDBASs only.

Select this option to summarize history from multiple companies and roll over
all balances into the employee’s current home company. If you do not select
this option, the system maintains separate history and rollover balances for
each company in which an employee worked during the year.

Setting Processing Options for the Year-End Rollover

Program (P07390)

Processing options enable you to specify the default processing for programs and reports.

Process

1. Payroll Month Rollover
(RO7390A) Version

Use this processing option to select the version of program (R07390) that
you want to run. If you leave this field blank, the system runs the default
version, XJDEOOO1.
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2. Calendar Month
Rollover (R07390B)
Version

3. Lost Vacation DBA Code

4, Lost Sick DBA Code

Processing Rollovers

Use this processing option to select the version of the program (R07390)
you want to run. If you leave this field blank, the system runs the default
version, XJDEOOOL.

Use this processing option to specify the PDBA Code that the system uses
to store lost vacation time. Lost vacation time occurs when the amount of
vacation time available to roll over exceeds the rollover limit. For the Payrall
Month Rollover program, lost vacation hours are stored in F06146. For

the Calendar Month Rollover program, lost vacation hours are stored in
F06145. If you do not enter avalid PDBA code in this option, lost vacation
time is not stored.

Use this processing option to specify the PDBA Code that the system uses
to store lost sick time. Lost sick time occurs when the amount of sick time
available to roll over exceeds the rollover limit. For the Payroll Month
Rollover program, lost sick hours are stored in FO6146. For the Calendar
Month Rollover program, lost sick hours are stored in FO6145. If you do not
enter avalid PDBA code in this option, lost sick time is not stored.

Reviewing Year-End Rollover Reports

After you process the year-end rollovers without updating history tables, you should review the rollover
reports to verify that the appropriate balances will roll over. If necessary, make changes to the PDBA history
and process the rollovers without updating the history tables again.

When the rollover reports display the correct balances, process year-end rolloversin update mode. Review the
rollover report to verify that the correct rollover information was updated to the history tables.

When beginning balance hours or monetary amounts are negative, the rollover creates the Year-End Rollover
report with the message that the rollover amount is negative.

Copyright © 2009, Oracle and/or its affiliates. All rights reserved. 22



Processing Rollovers

23

Chapter 3

Copyright © 2009, Oracle and/or its affiliates. All rights reserved.



CHAPTER 4

Setting Up Year-End Processing

This chapter provides an overview of employee setup for year-end processing and discusses how to:

 Set up information for Box 13.

» Set up employees who work in multiple states.

 Set up employees who work in Puerto Rico.

* Set up contract and pension employees.

» Update year-end information to a parent company.

 Verify tax area information.

 Set up next numbers for W-2s.

 Set up deductions, benefits, and accruals (DBAS) for year-end processing.
* Setting up pay types for 1099 processing.

* Review W-2 IRS-defined codes.

Understanding Employee Setup for Year-End Processing

Before you print year-end government forms, you need to verify that information in the system is set up
correctly, and that it is assigned to the correct employees and companies. If the necessary year-end information
has not been assigned, you can set up the information and assign it to the appropriate employee or company.
Employee Information

You must verify employee information to ensure accuracy when you process year-end information, which
includes employee names, addresses, and other reportable year-end data.

Before you build the year-end workfile, you need to verify that employee names and addresses in the
Address Book system are set up properly for W-2s, 1099s, 499R-2s, and electronic filing. If name and
address information is not formatted correctly, government agencies might return electronic filing filesto the
organization, asking that the information be formatted correctly and then resubmitted.

You must also set up miscellaneous employee information. The system prints thisinformation in Box 13 of
the W-2 form. Miscellaneous information includes:

»  Whether the employee is a statutory employee.
*  Whether the employee is an active participant in a retirement savings plan.
*  Whether the employee received third-party sick pay during the tax year.
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When you set up employee information, you might also need to set up the system to report year-end
information for employees who work in multiple states, and for contract or pension employees.

Employee Names and Addresses

When you build the year-end workfile, the system uses employee names and addresses from the Address Book
system. Therefore, before you build the year-end workfile, you should verify that employee names and
addresses are set up properly for W-2s, 1099s, 499R-2s, and electronic filing.

Note. The system uses the setting in the Address Book program (P0101) to determine how to retrieve an
employee's address. |If the system is set to track address information by effective date, the system prints the
most current address record on the year-end forms. If the system is not set up to track address information by
effective date, the system uses the first record in the table to determine the employee's address.

See JD Edwards EnterpriseOne Address Book 9.0 Implementation Guide.

Although the system does not provide areport that is specifically designed to verify employee information for
year-end reporting, you can run the Employee Roster to print employee names and addresses.

The federal government requires that names be formatted as followsin al electronic filing files for year-end
reporting:

EMPLOYEE LAST NAME [COMMA AND SPACE] FIRST NAME [SPACE] MIDDLE NAME
For example: McDougle, Kathy Anne

The employee name that appears on the electronic filing, 1099, W-2, or 499R-2 form is either the Alpha Name
or the Mailing Name, depending on which field you specify in the workfile build program.

If you use the Alpha Name option when building year-end workfiles, the system retrieves the employee name
from the ALPH field in the Address Book - Who's Who table (FO111). Thisfield is afree-form text field that
might include the employee'sfirst, middle, and last name, along with any suffix the employee might use. To
conform to government-required formatting, you must verify that the namesin thisfield follow the Last Name,
First Name Middle Name (or initial) format. Do not enter suffix information in thisfield. Instead, use the
Employee Information program (POBOLEMP) to enter suffix information.

If you use the Mailing Name option, the system retrieves each part of the employee’s name from separate
fields in the Address Book - Who's Who table. The first name is retrieved from the GNNM (given name)
field, the middle name (or initial) is retrieved from the MDNM (middle name) field, and the last name is

retrieved from the SRNM (surname) field. The system automatically formats the information from these

fields to meet reporting requirements.

If you select the Mailing Name option, be aware that these fields are not updated when an employee'snameis
added or changed in FO60116. Therefore, you should verify that the namesin these fields reflect the current
names of the employees before you create the electronic filing files.

Suffix information for both the Alpha and Mailing Name formats is retrieved from the Suffix field in the
FO060117 table.

For the employee address, the system prints the last two non-blank address lines plus the city, state, and postal
code fields. The system can print a maximum of four lines per employee with a maximum of 30 characters per
line. The information printed on these lines is as follows:

* Name.
e Address (two lines only).
» City, state, and postal code.
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Note. The employee address that appears on printed year-end forms includes the last three non-blank
lines of the employee’s address. The address that appears on electronic filing includes only the last two
non-blank lines of an employee’'s address. To ensure that address information is complete on both printed
and electronic filing year-end information, we recommend that you enter all of the necessary address
information using only two lines. If you are not processing electronic filing, you can use up to three lines
to enter an employee’s address. However, if you process electronic filing in the future, you might need to
edit the address book records to avoid reporting incomplete information on electronic filing.

Additionally, to enter 9-digit postal codes, you must enter them in the correct format in order for them to
appear correctly in the electronic filing. You must use a dash, with no spaces, to separate the postal code
from the four-digit extension. For example, you should enter 12345-6789 in the postal code field. Do
not use the minus sign key from the number pad of your keyboard. Use the dash, which appears above
the P key on most standard keyboards.

See Also
JD Edwards EnterpriseOne Address Book 9.0 Implementation Guide

Setting Up Information for Box 13
This section provides an overview of Box 13 information and discusses how to:
*  Set up a statutory employee.
e Set up an employee as an active participant in a retirement plan.
» Enter third-party sick pay records.
» Copy third-party sick pay records.

Understanding Box 13 Information

On the W-2 form, Box 13 contains information about miscellaneous categories that are defined by the
government. To enter information in Box 13, you must set up values in various parts of the Payroll system.

Box 13 contains these categories:
e Statutory employee.

* Retirement plan.

e Third-party sick pay.

Miscellaneous information that is required by the government on the W-2 form includes whether the employee
is a statutory employee. A statutory employee is not subject to federal income tax withholding, but is subject
to Social Security and Medicare tax.

Note. Employees who earn statutory wages and regular wages during the year will receive multiple W-2
forms. Be aware that the Statutory employee option (which specifies that the wages are statutory wages) is
marked on all of the employee’s forms. You must manually clear the Statutory employee option on the
forms that are not associated with statutory wages before you print or file the forms. You clear this option
using the W-2 Review form.
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See JD Edwards EnterpriseOne U.S. Payroll 9.0 Implementation Guide, Reviewing Year-End Workfile
Information, Reviewing Employee Form Information, Under standing Employee Form Information.

You also use Box 13 to specify whether an employee is an active member in a retirement savings plan, or
whether the employee received third-party sick pay during the tax-reporting year.

Third-Party Sick Pay

You enter third-party sick pay when an employee has received pay from an outside source that requires a
separate W-2. For example, suppose that an employee’s medical condition requires a short-term disability
leave of two months. The disability insurance enables the employee to receive a partial salary for the leave
period. The amount that the employee receives from the insurance company is reported as third-party sick pay.

You must also enter third-party sick pay to meet the requirements of the Social Security Administration (SSA)
and the Internal Revenue Service (IRS). Both agencies require employers to report any federal income tax
that is withheld by a third-party payer.

If an employee received third-party sick pay benefits during the tax year, the third-party sick pay option in Box
13 of the W-2 form must be selected. You must enter third-party sick pay records for affected employees so
that the system selects this option on the employee’s form. When you enter third-party sick pay records for an
employee, the system updates the History Type field in the FO6136 table with a 1 for each third-party sick
pay record. The system uses the History Type field during W-2 workfile processing to determine whether an
employee received third-party sick pay during the tax year.

The JD Edwards EnterpriseOne system provides two methods for processing third-party sick pay information:

» Processthird-party sick pay records with your regular workfile build.

The system automatically creates separate W-2 forms for third-party sick pay, and updates the third-party
sick pay option for each employee who has records with history type 1 in the FO6136 table.

»  Process a separate workfile build for third-party sick pay, and include only those employees who have
received third-party sick pay during the tax year.

When you process a W-2 build specifically for third-party sick pay, you must first set the processing option
in the Year-End Workbench program (PO7810) to specify that all employees that are included in the build
have received third-party sick pay. The system updates Box 13 for all employees that are included in the
workfile. If all employeesin the workfile are not third-party sick, do not use this option.

To create third-party sick pay records, you enter the amounts by employee, tax type, and tax area on the Third
Party Sick Revisions form. The SSA requires employers to report federal income tax that is withheld by a
third-party payer. Federal A tax amounts that you enter using the Third Party Sick program are automatically
reported in electronic filing.

Important! The Third Party Sick program (P07989) does not create journal entries. It updates history directly.
You must enter any required journal entries through the General Accounting system.

Copies of Records

You must enter a separate third-party sick pay record for any tax type and tax area combination for which
taxes associated with third-party sick pay were withheld. You can use the Copy function to copy standard
information from one record into any additional records that you enter on the Third Party Sick Revisionsform.

Many, if not all, of an employee's third-party sick pay records include the same tax and wage information.
Using the Copy function minimizes data entry time as well as the possibility of data entry errors.

When you copy athird-party sick pay record, these fields are automatically populated in the new record:
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* Tax History Type
e Gross Pay

* Excludable Gross
» Excess Wage

e Tax

Setting Up Year-End Processing

Note. Before you can copy third-party sick pay records, you must enter at least one third-party sick pay

record for the employee.

See Also

JD Edwards EnterpriseOne U.S. Payroll 9.0 Implementation Guide, Setting Up Workfiles, Creating the
Year-End Workfile, Setting Processing Options for U.S. Year-End Workbench (P07810).

Forms Used to Set Up Information for Box 13

Form Name FormID Navigation Usage
USA - Employee Tax W060120B Employee Management Set up astatutory employee.
Overrides Menu (GO5BE1), Employee
Tax Overrides- USA
Work With Employee WO0801A Employee Management Select an employee.
Information Menu (GOSBEL), Employee
Information
Eligibility, NDT, and WO8B01EL IA From the Work With Set up an employeeasan
Participation EmployeeInformation form, | active participantina
select an employee and then | retirement plan.
select Eligibility/NDT from
the Row menu.
Work With Third Party Sick | W07989C Advanced and Technical Accessformsto enter
Operations Menu third-party sick pay, or
(GO7BUSP3), Third Party review existing third-party
Sick sick pay records.
Third Party Sick Revisions | W07989A On Work With Third Party Enter third-party sick pay

Sick, click Add.

records.

Setting Up a Statutory Employee

Access the USA - Employee Tax Overrides form.
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Employee Tax Overrides - USA - Employee Tax Overrides i |
Ok Find Delete Cancel Row  Tools

B @ 01 X B &

Emplovee Identification * |5uu1 Allen, Ray
Employee Tax D [Taasz5841

Marital Status ,5— Single

Tax Area Mark) ,067

Tax Area (Res) ,067

Records 1-2

C
Tax Area Tax Description Fe Tx Additional Federal
Overridden Type Ex Cr Withholding

FECERAL Federal Income Tax 0.00

USA - Employee Tax Overrides form

Tax Area Overridden Enter FEDERAL in this field.

Note. A record for Federal tax type A might already exist. If it does, you
do not need to create a new record. You use the existing Federal A record
to specify that this employee is a statutory employee by completing the
Additional Federal Withholding and FT fields that are associated with the
existing Federal A record.

Tax Type Enter Ain thisfield.

Note. A record for Federal tax type A might already exist. If it does, you
do not need to create a new record. You use the existing Federal A record
to specify that this employee is a statutory employee by completing the
Additional Federal Withholding and FT fields that are associated with the
existing Federal A record.

Additional Federal Enter 0 in thisfield for the Federal A tax record.
Withholding (Federa

Exemptions)

FT Enter F in thisfield for the Federal A tax record.

Setting Up an Employee As an Active Participant
in a Retirement Plan

Access the Eligibility, NDT, and Participation form.
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Employee Information - Eligibility, NDT, and Participation

i@,

oK Cancel Form  Tools

X 8 B
Employee No. 5332 Ato, Connie -
Eligibility

Eligihility Code 001
Eligihility Code 003
Eligihility Code 005
Eligihility Code 007

Eligihility Code 009

Eligihility Code 002
Eligihility Code 004
Eligihility Code 006
Eligihility Code 008

Eligihility Code 010

Hon Discrimination Testing

OwnerfOfficer
Lookhack Year-Highly Paid

Determination Year-Tap 100

Lookback Year-Top 20%
Determination Year-Top 20%

Determination Year-Top 10

Determin. Year-Highly Paid Minimum Hours Eligibility

Participation

Fension v Oregan Insurance

Eligibility, NDT, and Participation form

Pension
a retirement savings plan.

Entering Third-Party Sick Pay Records

Access the Third-Party Sick Revisions form.

Enter Y in this field to specify that the employee is an active participant in

Third Party Sick - Third Party Sick Revisions

Third Party Sick Revisions

[HRNC]

oK Cancel Form  Previous Mext Tools

B X B & [ B’

Address Mumber G044 Abrams, Brooke

Company - Home 0000 FinanciabDistribution Compary  Date-YR 05

Tax Area dork) FEDERAL Federal Income Tax

Tax Histary Type 1

Tax Type A Tax D 40782700

Manth Gross Pay Excludable In Excess Tax Amoaount

January I1,000.00} 110.00

February
March
April

hday

June

July
August
September
October
MNovember

December

Third Party Sick Revisions form

Tax Area (Work)

Enter the tax area associated with the third-party sick pay record. You must

enter a third-party sick pay record for each tax area and tax type combination
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for which taxes associated with third-party sick pay earnings were withheld
during the tax reporting year.

Tax Type Enter the tax area that is associated with the third-party sick pay record.
You must enter athird-party sick pay record for each tax area and tax type
combination for which taxes associated with third-party sick pay earnings
were withheld during the tax reporting year.

Gross Pay Enter the gross amount of any third-party sick pay that the employee received
during the tax reporting year.

Tax Amount Enter the amount of taxes that was withheld from the third-party sick pay that
the employee received during the tax reporting year.
Copying Third-Party Sick Pay Records

Access the Work With Third-Party Sick form.

Third Party Sick - Work With Third Party Sick [H]
Select  Find Add  Copy Delete Close Tools

v @ + B @ X B

Employee Identification |i Q,
Company - Hame +
Tax History Type 1

Records 1-2 Customize Grid ]

Address Employee Alternate Work Tax T
Humber Tax ID Employee Ho Area T
o 6044 Ahrams, Brooke BO04460446 oooo1 5 FEDERAL A
e 6044 Abrams, Brooke GO04460446 oooo1 5 06 F

4| | »

Work With Third Party Sick form

On Work With Third Party Sick, complete the Employee Identification field and click Find.

2. Select the record from which you want to copy information and click Copy.
3. Complete the steps for entering a third-party sick pay record.
4. Repeat steps 1 through 3 for each tax area and tax type for which you need to enter third-party sick

pay information.

Setting Up Employees Who Work in Multiple States

This section provides an overview of setup requirements for employees who work in multiple states, lists a
prerequisite, and discusses how to:

»  Set up the resident state as the base state.
*  Set up astate other than the resident state as the base state.
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Understanding the Setup Requirements for Employees
Who Work in Multiple States

Many employers have employees who work in more than one state during the tax year. When you build
year-end workfiles, you can specify whether the system prints one or two states on each W-2 form. When you
select one state per form, the employee receives a W-2 for each state. If you print federal information on only
one of the W-2s, you must specify the W-2 on which you want this information to print. The system uses the
employee's base state to determine the W-2 on which to print federal information.

When you create the year-end workfile, the system determines whether to use the employee’s resident state or
another state as the base state.

Resident State as Base State

You set up the resident state as the base state to print federal tax information on the W-2 that includes tax
information for the state in which the employee currently resides. The system uses the resident tax area code
in the FO60116 as the employee’s resident state.

When you build the W-2/1099 workfile, select the Resident State Equals Base State option on the Year-End
Revisions form.

Note. If no wages or taxes exist for the employee’s resident tax area, the system uses the tax area that is
associated with the record with the highest-numbered GeoCode in which the employee had state wages during
the tax year. Thisrecord isthe last record in the W-2 workfile for the employee.

Other State as Base State

You need to set up a state other than the employee’s resident state as the base state when tax laws require you
to print federal information on ayear-end form for a state other than the employee’s resident state.

For example, suppose that an employee works for company 707 in Ohio and New Jersey in 2008, but movesto
New York in January of 2009 and continues to work for company 707. The system updates the employee’s
master record to display New York as the resident state.

When you process year-end information, you must override the employee's current resident state information
because all work for 2008 was done in states other than the resident state.

In this example, you must enter the GeoCode for Ohio or New Jersey, whichever you choose to be the base
state, in the Home State field on the Employee Payroll Revisions form. When you process the W-2 workfile
build, do not select the Resident State Equals Base State option.

Note. Because you must enter the numeric GeoCode in the Home State field, you might have more than one
entry per state in user-defined code (UDC) table 06/SC. You do not need to complete the second description of
UDC 06/SC for any codes that you used to set up a state other than the resident state as the base state.

Prerequisite

When you set up a state other than the resident state as the base state, you must add the tax areasto UDC
table 06/SC. The tax area code must be the two-digit GeoCode. For example, to specify the tax area for New
Jersey, add 31 to UDC 06/SC.
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Forms Used to Set Up Employees Who Work in Multiple States

Form Name FormID Navigation Usage
Work With Employee WO0801A Employee Management Select an employeerecord.
Information Menu (GO5BE1), Employee
Information
National and Fiscal Data WO0801USA From the Work With Specify theemployee's
-USA EmployeeInformationform, | resident tax area.

select an employee and then
select Nat' |/Fiscal Datafrom
the Row menu.

Employee Payroll Revisions | W0801PRLA From the Work With Specify theemployee's
EmployeeInformation home state.

form, select an employee
and then select Payroll from
the Row menu.

Setting Up the Resident State as the Base State
Access the National and Fiscal Data - USA form.

Tax Area (Residence) Enter the code that identifies both the geographical location and the tax
authorities for the employee’s residence. Authorities include employee and
employer statutory requirements. This code is synonymous with the GeoCode.
Refer to the Vertex Master GeoCode file for valid codes for the locations.

When you build the W-2 workfile, select the Resident State Equals Base State option on the Year-End
Revisions form.

Setting Up a State Other Than the Resident State
as the Base State

Access the Employee Payroll Revisions form.

Home State Enter the employee's home state for tax reporting purposes. This code
designates the state that the system uses as the employee's bases state for tax
reporting purposes if you specify that you do not want to use the employee’s
resident state as the base state when processing year-end information.

For W-2 reporting, use the numeric value that is equivaent of the designated
state (for example, 06 for Colorado, 05 for California, and so on). Otherwise,
the system produces undesirable report results. If you leave this field blank,
the system uses the value in the Tax Area (Resident) field on Pay and Tax
Information as the employee's resident (base) state.

When you build the W-2 workfile, do not select the Resident State Equals Base State option on the Year-End
Revisions form.
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Setting Up Employees Who Work in Puerto Rico

This section provides an overview of year-end setup for Puerto Rico and discusses how to set up employees
who work in Puerto Rico.

Understanding Year-End Setup for Puerto Rico

If the organization has employees who worked in Puerto Rico during the year, you must create 499R-2 forms
for tax reporting purposes when you process year-end information. To set up employees who work in Puerto
Rico correctly, you must set them up as statutory employees.

See JD Edwards EnterpriseOne U.S. Payroll 9.0 Implementation Guide, Setting Up Year-End Processing,
Setting Up Information for Box 13.

Additionally, you must assign them the proper tax area and tax method. By assigning the correct tax method,
the history records that are created as a result of the payroll process are assigned the appropriate tax history
type. The payroll system generates 499R-2 forms for employees who work in Puerto Rico based on the

tax history type.

Forms Used to Set Up Employees Who Work in Puerto Rico

Form Name FormID Navigation Usage

Work With Employee WO0801A Employee Management Select an employeerecord.
Information Menu (GO5BEL), Employee
Information

National and Fiscal Data WO0801USA From the Work With Set up employeeswho work
-USA Employee Information form, | in Puerto Rico.

select an employee and then
select Nat'l/Fiscal Datafrom
the Row menu.

Setting Up Employees Who Work in Puerto Rico
Access the National and Fiscal Data - USA form.
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National and Fiscal Data - USA [H] |
oK Cancel Form  Tools

X B B

Employee Ma. G044 Abrams, Brooke

First Mame Initial B Tax Area (Work) 720010010

Middle Mame Initial K Work Tax Area Source

Tax Area (Residence) 720010010 Renion

School District Code Standard Occ Class

Residency Status

Marital Status (Federal) H Marital Status {Local) H EIC Status

harital Status (State) H Source of SUKSDI Reporting Tax hethod =]
Marital Status (Resident) H

Worker's Comp as10 Administrative Disabhility M

19 Status M Weteran M

Disabled Yeteran

National and Fiscal Data - USA form

Tax Area (Residence) Enter the GeoCode for Puerto Rico that corresponds to the employee’s
residence. The main GeoCode for Puerto Rico is 72. All county GeoCodes for
Puerto Rico begin with 72.

Tax Area (Work) Enter the GeoCode for Puerto Rico that corresponds to the employee's work
tax area. The main GeoCode for Puerto Rico is 72. All county GeoCodes for
Puerto Rico begin with 72.

Tax Method Enter Rin this field to specify that the employee works in Puerto Rico. The
system produces a 499R-2 only for employees whose tax method is R and
whose tax areais either 72 or begins with 72.

Note. The system creates tax records using this tax method when you process
the employee through a payroll. The system creates 499R-2 forms only for
employees who have tax records that include tax method R and a Puerto Rico
GeoCode for the tax year you are processing.

Setting Up Contract and Pension Employees

This section provides an overview of contract and pension employee setup and discusses how to set up
contract and pension employees.

Understanding Contract and Pension Employee Setup

To generate the appropriate 1099 forms at year end, you must set up tax method information for pension and
contract employees before you process pay information during the year. By assigning the correct tax method to
an employee, history records that are created as aresult of the payroll process are assigned the appropriate tax
history type. The Payroll system generates 1099-R forms for pension employees and 1099-M1SC forms for
contract employees, based on the tax history type.
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Forms Used to Set Up Contract and Pension Employees

Form Name FormID Navigation Usage

Work With Employee WO0801A Employee Management Select an employeerecord.
Information Menu (GO5BEL), Employee
Information

National and Fiscal Data WO0801USA From the Work With Set up contract and pension
-USA EmployeeInformationform, | employees.

select an employee and then
select Nat'l/Fiscal Datafrom
the Row menu.

Setting Up Contract and Pension Employees
Access the National and Fiscal Data - USA form.

National and Fiscal Data - USA [H] |
oK Cancel Form  Tools

X B B

Ernployee Mo. BOTE Allcan, Gwen -
First Mame Initial Tax Area (Wark) 06

Middle Mame Initial Work Tax Area Source

Tax Area (Residence) 06 Region

School District Code Standard Occ Class

Residency Status

Marital Status (Federal) I Marital Status {Local) I EIC Status

Marital Status (State) I Source of SUNSDI Reporting Tax Method F
Marital Status (Resident) I

Worker's Camp No Workers' Comp Code Disahility M

19 Status M Weteran M

Disabled Yeteran

National and Fiscal Data - USA form

Tax Method Enter a P for pension employees or a C for contract employees.

Note. After you specify the tax method, you process the employee through a
payroll cycle to create tax records. The system produces 1099 forms only
for employees who have tax records for the tax year being processed that
include tax methods P or C.

Verifying Company Information

This section provides overviews of company address information and parent companies, and discusses how
to specify a parent company.

Understanding Company Address Information

You verify company information to ensure accuracy when you process company names, addresses, and tax
information for governmental reporting purposes.
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The system uses company names and addresses from the Address Book record to build the year-end workfile.
Before you build the workfile, verify that the company names and addresses are set up properly for year-end

reporting.

Note. The system uses the setting in the Address Book program (P0101) to determine how to retrieve the
company address. If the constants are set to track address information by effective date, the system prints the
most current address record on the year-end forms. If the constants are not set up to track address information
by effective date, the system uses the first record in the table to determine the company address.

See JD Edwards EnterpriseOne Address Book 9.0 Implementation Guide.

The system prints the company name, the last two non-blank address lines, and the city, state, and postal code
fields. The system can print a maximum of four lines per company with a maximum of 30 characters per
line. These lines print:

e Name.

* Address (one line only).

» City, state, and postal code.
» Country

Note. Any country other than U.S. will print on the form.

Note. For example, the company address that appears on printed year-end forms includes the last three
non-blank lines of the company’s address. The address that appears on electronic filing includes only the last
two non-blank lines of a company’s address. To ensure that address information is complete on both printed
and electronic filing year-end information, we recommend that you enter all necessary address information
using the format that is described in this section. If you are not processing electronic filing, you can use up to
three lines to enter a street address. However, if you process electronic filing in the future, you might need to
change the address to avoid reporting incomplete information on electronic filing.

Understanding Parent Companies

If the organization contains several companies that are structured under one parent company, and all of the
child companies have the same corporate tax 1D, you can update W-2 information and report it under the parent
company. When you update multiple companies under a parent company, an employee who worked in more
than one child company receives only one W-2.

You must summarize the parent company by itself. For example, suppose that the parent company is 00001 and
the child company is 00050. Year-end information for both companies is summarized under company 00001.
The W-2s for employees who work for either company display the name and tax |ID of company 00001.

For W-2 reporting purposes, the Federal A corporate tax ID number cannot contain punctuation or spaces. If
dashes exist in the Federal A corporate tax ID, remove them. Then, to correct employee history records that
have the erroneous Corporate Tax ID information, follow the steps to update payroll history integrity.

See Verifying Payroll History Integrity in the JD Edwards EnterpriseOne Payroll 9.0 Implementation Guide.
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Forms Used to Specify a Parent Company

Setting Up Year-End Processing

Form Name FormID Navigation Usage
Work With Corporate WO059081AA Taxesand Insurance Menu Select acompany record.
Tax IDs (GO7BPTI14), Corporate
Tax IDs
Corporate Tax ID Revisions | W059081AB From Corporate Tax I Ds, Specify aparent company.
select acompany record
and click Select.

Specifying a Parent Company

Access the Corporate Tax ID Revisions form.

Corporate Tax IDs - Corporate Tax ID Revisions

YWilnrk With Corporate Tax |D's | Corporate Tax ID Revisions

OK  Find

Delete  Cancel

B @ 01 X B [ B &’

Form Previous MNext  Tools

Company 0oos0 Froject Management Cormpany
Tax Area (Aork) *

=R

Customize Grid

Records 1-
’Tf Tax Area/Type ’7 PM Tax ID Parent
T Description GR Co

F 0 State Withhalding (SI1T) 88521146

H 0 State Unemployvment (S0 i 9595944R32

z CoWeeks Waorked I 595044632

k. Denver Occupational Head Tax i a62780

2 Federal Income Tax A 01 240782700

I‘ | L |

Corporate Tax ID Revisions form

Parent Co (parent company)
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Enter the address book number of the parent company using the Federal A
tax record. The system uses this number to associate a particular address
with a parent company or location. Any value that you enter in this field
updates FO150 for the blank structure type. This address number must exist
in FO101 for validation purposes.

To report multiple companies with the same tax ID under one parent company
for payroll year-end reporting, enter the address number for the parent
(reporting) company in the Federal A tax record for all child companies

as well as for the parent company.
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Verifying Tax Area Information

This section provides an overview of tax areainformation and discusses how to verify tax information.

Understanding Tax Area Information

You verify that tax areainformation is set up for any tax that the company or employees have paid over the
year. If tax areainformation is not accurate, information might not be reported correctly on year-end forms.
Before you build the workfile, verify that the statutory codes and descriptions for the state and local tax areas
are accurate. The system prints this information in two boxes on the W-2:

* Box 15
This box displays the statutory code that is assigned to the state tax area. These codes arein UDC 06/SC.
* Box 20

This box displays the local tax area description. Eight characters appear for standard and two-part laser
forms. Fifteen characters appear for four-part laser forms.

Note. For Indiana employees who work in a taxable county but live in a nontaxable county, Box 20
displays the first four characters of the local tax area description on form W-2. Refer to the Indiana
Department of Revenue for a complete county code listing. When you run the workfile build program,
the system derives the work tax area from the information that is entered in the Employee Master
Information table (FO60116).

See Also

Setting Up Tax Area Information in the JD Edwards EnterpriseOne Human Capital Management Foundation
9.0 Implementation Guide

Forms Used to Verify Tax Area Information

Form Name FormID Navigation Usage
Work With Tax Area W069012C Taxesand Insurance Menu Enter atax area.
Information (GO7BPTI14), Tax Area
Information
Tax AreaRevisions W069012B OnWork With Tax Area Verify tax areainformation.
Information, select atax area
and click Select.

Verifying Tax Area Information

Access the Tax Area Revisions form.
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Tax Area Information - Tax Area Revisions H
r Trostrrossns |
oK Cancel Form  Previous Mext Tools
B X B ®
Tax Area 06 Description 1 |co FUTA
Tax Type ] Description 2
Required
Statutory Code o
Co/Empl Paid I
Methad of Printing M
Opti
AP Youcher Y N) M

FroviderTrustee
Qe TaxWiH Freg
Arrearage Rules
Taxes Priarity

Tax Adjustment Limitation 0.00

Tax Area Revisions form

Tax Area Review this value to determine the geographical location and the tax
authorities for an employee work site, including employee and employer
statutory requirements. In the Vertex payroll tax software, the tax areacodeis
synonymous with GeoCode. To determine the valid codes for the location,
refer to the documentation for the tax calculation software that you are using.

Tax Type Review this value to determine the type of payroll tax that is being processed.
ThisisaUDC from 07/TX. To set up state minimum wage amounts, you
must enter MW in thisfield. To do so, you must first add MW to UDC
07/TX. However, you should not change the codes and definitions that are
provided with the software.

Statutory Code Review this value to determine the two-character state or three-character
province code that prints on statutory reports such as W-2s and T4s.

For example, on W-2s and T4s, the system prints the two-character state
code for Colorado (CO).

Enter an alpha code from UDC table 07/SC.

Setting Up Next Numbers for W-2s
This section discusses how to set up next numbers for W-2s.

Setting up next numbers for W-2s instructs the system to assign individual control numbers to each W-2. This
setup creates an audit trail for the W-2s. Before you begin year-end processing, verify that next numbers exist
for system 07 for these fields:

e W-2 Control
e W-2 Transaction Count
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Important! If you do not set up next numbers for W-2 processing, the system will not generate W-2 forms

when you submit the workfile build for processing.

Forms Used to Set Up Next Numbers for W-2s

Form Name FormID Navigation Usage
Work With Next Numbers | W0002A Enter PO002 inthefast path. | Accessnext numbers.
Set Up Next Number by W0002C OnWork With Next Set up next numbersfor
System Numbers, select system 07 W-2s.
and click Select.
Setting Up Next Numbers for W-2s
Access the Set Up Next Numbers by System form.
Set Up Next Numbers by System i |

oK Cancel Form  Tools

B X B &

| System 07 Payrall

Mext Number Check Digit Used
39710

W-2 Trans. Ct B2736

DBA Trans Mbr 1

78586
78

a7

CIRCIR OISR CIRCIR IR

Caution: Changing the data on this screen may make it impossihle to retrieve
previously added addresses and may result in attempts to assign duplicate numbers.

Set Up Next Numbers by System form

Warning! Changing the data on this form can make it impossible to retrieve previously added addresses or
documents, and might result in attempts to assign duplicate numbers. You should set up next numbers for
W-2s only the first time that you process year-end data with the JD Edwards EnterpriseOne system. Once you
set up next numbers, you should not change this data without first contacting technical support.

Use Description

Next Number

Enter a description that explains how the next number is used.

Review thisfield to determine the next number that the system will assign. The

system can use next numbers for voucher numbers, invoice numbers, journa
entry numbers, employee numbers, address numbers, contract numbers,

and sequential W-2s. You must use the next number types that are already
established unless you provide custom programming.

Chk Dgt (check digit)

Specify whether the system adds a number to the end of each assigned next

number. For example, if you are using check digits and the next number is 2,
the system will add a check digit such as 7, making the last two numbers 27.
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The check digits option provides a method for randomly increasing numbers to
prevent the assignment of transposed numbers. In this example, the system
would never assign next number 72 while the check digits option is activated.

Select this option to add a check digit.

Setting Up DBAs for Year-End Processing

This section provides an overview of DBA setup for year-end processing, lists a prerequisite, and discusses
how to:

* Enter W-2 IRS-defined codes for amounts reported in Box 12.

» Enter descriptions for amounts reported in Box 14.

»  Set up state wage adjustments for specific states.

* Run the Repost DBAs to Tax Area Summary program (R07148).

»  Set processing options for the Repost DBASs to Tax Area Summary program (R07148).

Understanding DBA Setup for Year-End Processing

For year-end processing, you must ensure the accuracy of DBA-related earnings and descriptions that are
reported on year-end forms.

Box 12

The IRS uses all aphabetic codes to classify different types of employee earnings. When you set up DBAS
that process employee earnings and benefits, you enter these codes to specify the types of earnings the DBA
represents. When you attach the appropriate IRS code to DBAS, the system prints the amounts that are
associated with the DBAsin Box 12 on the W-2 form.

Important! Do not enter the codes A, B, M, or N for a DBA; they apply to FICA and Medicare taxesin
arrears. The system tracks these amounts in the FO6136 table, and it prints these amountsin Box 12 for those
employees who have FICA or Medicare taxesin arrears.

Also, the W-2 IRS Defined Code field is a two-character field. Occasionally, the IRS requires information
that is more than two-characters to be reported in Box 12 of the W-2 form. For example, you must report the
IRS code plus the year when reporting contributions made to a 457(b) plan for makeup amounts under The
Uniformed Services Employment and Reemployment Rights Act for a previous year. Therefore, to correctly
report a 2250.00 USD contribution to such a plan in tax year 2009, Box 12 of the W-2 form should read D
06 2250.00. To accommodate the need for additional characters, you can enter the additional information in
the Special Handling Code Description field on the DBA. In this example, you would enter this on the DBA
used to calculate makeup contributions:

W-2 IRS Defined Code field: Blank
Special Handling Code Description field: D 02

The system uses this information, along with the amounts in payroll history, to report the information correctly
on the year-end form.
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Box 14

You use Box 14 to report miscellaneous amounts on the W-2 form. To report an amount that is associated with
aDBA in Box 14, you must enter a code in the Special Handling Description field on the DBA.

Note. Theinformation that you report in Box 14 is not mandatory; it is miscellaneous information that the
IRS alows you to report. The system prints the first three characters that appear in the Special Handling
Description field in Box 14 of the W-2 form.

State Wage Adjustments

You might have set up some DBASs as exempt from state taxes. The system records exempt amounts in tax
history tables as excludable wages. When calculating the taxable wage, the system subtracts the excludable
wage, and any wage in excess of limits, from the total gross wage.

For W-2 reporting, you might need to add exempt DBA amounts back into the taxable wage for specific states.

Note. For regular payroll processing, you can use tax type F to exempt a DBA from state taxes. You must
use tax type F if you want to add amounts back to an employee's W-2.

Example: Adjusting State Wages for a Specific State

Suppose that an employee who lived and worked in Colorado has moved to Georgia. The new employer has
reimbursed both deductible and nondeductible moving expenses. They are set up as:

» Benefit 2020 - Nondeductible (taxable) moving expenses.
» Benefit 2021 - Deductible (nontaxable) moving expenses.

On the US Legidative/Regulatory form, enter P in the W-2 IRS Defined Code field for benefit 2021. Report
excludable expenses in Box 12.

FICA and Medicare taxes were withheld from the taxable benefit (2020), but no federal or state taxes were
withheld.

The benefit was processed with tax exemption values of A (federal) and F (state), as entered on the Tax
Exemptions form.

For federal reporting, you need to add the nondeductible amount (DBA 2020) to reportable wages. The
system uses specia handling from the workfile build.

For this example, you must also add the nondeductible amount to Georgia wages but not to Colorado wages.
You specify this amount on the State/Local W-2 Additions Detail form.

These tax areas and their corresponding amounts are processed by the year-end workfile build as follows:

» |If the Track DBA by Tax Area option is selected, the workfile build program reads F06148 for tax
area-specific history.

If amounts exist, they are added to state wages based on the work tax areathat is entered in the State/L ocal
W-2 Additions Detail form.

» |If the Track DBA by Tax Area option is not selected, the workfile build program uses the amount from
F06146 and adds it to all state wages for the employee.

Important! To add two DBASs that have the same W-2 IRS defined code, both DBASs must have the same
designation in the Track DBA by Tax Area option.
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Prerequisite

Before you repost DBASs to the Tax Area Transaction Summary History table, in the processing options for
Repost DBAs to Tax Area Summary, enter the four-digit year for which you want to repost information.

Forms Used to Set Up DBAs for Year-End Processing

Form Name FormID Navigation Usage

Work With PDBASs WO059116A Pay/Deductions/Benefits Select PDBAs.
Setup Menu (GO5BD4),
PDBA Setup

USLegidative/Regulatory | W059116UB From Work With PDBA Set up DBA information for
Setup, select arecord and Boxes 12 and 14.

then select US Leg/Reg from
the Row menu.

State/L ocal W-2 Additions | WO7TTEWA From Work With PDBA Set up statewage
Detail Setup, select arecord and adjustments.
then click Select. On Basic
DBA Information, select Tax
Exemptionsfrom the Form
menu. On Tax Exemptions,
select State/L ocal W-2 from
the Form menu.

Entering W-2 IRS-Defined Codes for Amounts Reported in Box 12
Access the US Legislative/Regulatory form.

W-2 IRS Defined Code Enter a code that specifies the IRS designation for the type of earnings of
benefit that is associated with the DBA. You can group similar DBAs in Box
12 of the W-2 by entering the same code in this field for all similar DBASs. For
example, to group all 401(k) deductionson aW-2, enter D for all 401(k) DBASs.

You must also enter all DBASs for which you specify an IRS-defined code
into the Special Handling tables you set up for Box 12. When you create
W-2s, all DBAsthat have D for this code are totaled and appear as one item
in Box 12, with D to the left of the item, and the Deferred Compensation
check box is selected.

All codes are IRS-defined and are supplied by the system in UDCs (06/S2).

Note. If the value that you want to enter in this field is larger than two
characters, enter the value in the W2 Special Handling Description field.

Entering Descriptions for Amounts Reported in Box 14
Access the US Legislative/Regulatory form.

W2 Special Handling Enter acodein thisfield for one of these purposes in the W-2 system:

Description
P » The system prints the first three characters of this field as the amount

description for Special Handling amounts entered in Box 14.
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* Thefirst position of the W-2 Special Handling Description field represents
the IRS Distribution Code that printsin Box 7 of the 1099-R form. Enter
code EPP in thisfield to print excess golden parachute amounts on
form 1099-Misc.

The payroll-tax calculation system made by Vertex calculates all school
district taxes. You do not need to create specia deductions to withhold
these taxes.

» If the value that you want to enter in the W-2 IRS Defined Code field is
larger than two characters, you can enter the value in this field.

Setting Up State Wage Adjustments for Specific States
Access the State/Local W-2 Additions Detail form.

Track DBA by Tax Area Specify whether the DBA isto be tracked historically by the work state tax
area. If you select Y (Yes), the system creates a record in F06148 during final
update for each tax area that the employee worksin a calendar year. If you
select Y (Yes) during the middle of a calendar year, F06148 will contain only
partial year information. To create afull year of history in F06148, you must
run the Repost DBAs to Tax Area Summary program (R07148).

Select Y (Yes) to add this DBA back to state reportable wages for specific
states only. Select Y for taxable benefits from which you did not withhold tax.

Running the Repost DBAs to Tax Area Summary
Program (R07148)

From the Advanced and Technical Operations menu (GO7BUSP3), select Repost DBASsto Tax Area Summary.

After you set up DBASs to track state wage adjustments for specific states, you must run the Repost DBASto
Tax Area Summary program (R07148). This program creates taxation records in F06148 by state for each
DBA that you have set up to be tracked by tax area. You must have recordsin thistable to report state-specific
wage adjustments on year-end tax forms.

Important! You should back up the FO6148 table before you run the Repost DBA's to Tax Area Summary
program.

Setting Processing Options for the Repost DBAs to Tax
Area Summary Program (R07148)

From the Advanced and Technical Operations menu (GO7BUSP3), select Repost DBASs to Tax Area Summary.

Select
Access the Select tab.

1. Year To Repost Enter the four-digit year that you want to repost. If you leave this option blank,
the system reposts history for all years.
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Setting Up Pay Types for 1099 Processing

This section provides an overview of pay type setup for year-end processing, lists a prerequisite, and discusses
how to:

*  Set up pay types for contract and pension employees.
*  Set up atax exempt pay type.

Understanding Pay Type Setup for Year-End Processing

You set up pay types for 1099 processing to accurately allocate earnings, other than wages, for contract
or pension employees.

You must set up these pay types before you can enter the employee’s pay in time entry and process it through
a payroll cycle.

For processing 1099s, you must enter all of the pay typesin special handling for gross distributions. This entry
isrequired for 1099-Rs to generate aform. It isaso required for 1099-MISCs for el ectronic filing.

Contract Employee Pay Types

You set up pay types for 1099 processing to accurately allocate earnings, other than wages, for contract
employees. You use special handling tables to attach pay types to the year-end workfile build.

The Payroll system supports these IRS-approved pay types for 1099-M1SC forms:

* Rents

* Royalty payments.

e Prizes and awards.

*  Other income.

* Medical and health care services.

* Non-employee compensation.

*  Substitute payments.

» EXcess golden parachute payments.

Contract employee information generally falls under the category of non-employee compensation. To
transfer contract employee information to the workfile build process, the system requires this information
for the pay type:

» Pay type code
» Pay stub text
e Tax exempt status

After you set up this pay type, enter the employee’s pay in time entry and process it through the payroll cycle.
The system prints checks and loads the pay amounts to history. To correctly process 1099 forms, it is strongly
recommend that you use this process to load history amounts.

Run integrity reports to verify that dollar amounts and tax calculations are correct. If necessary, make
corrections to the history tables before running the workfile build.
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Pension Employee Pay Types

You set up pay types for 1099 processing to accurately allocate earnings, other than wages, for pension
employees.

The Payroll system supports these IRS-approved types of pay for 1099-R forms. The IRS-defined specia
handling code for each type of pay appears in parentheses. These distribution types are reported in Box 7
of the 1099-R form. On the U.S. Legidative/Regulatory form, enter the appropriate code type in the W-2
Special Handling Description field.

» Early distribution, no known exception (1).

o Early distribution, exception applies (2).

+ Disability (3).

* Death (4).

»  Prohibited transactions (5).

»  Section 1035 exchange (6).

* Normal distribution (7).

»  Excess contributions taxable in 2009 (8).

» Cost of current life insurance protection (9).

» 10-year tax option eligibility (A).

» Designated Roth Account Distribution (B).

» Excess deferrals taxable in 2007 (D).

» Employee Plans Compliance Resolution System EPCRS (E).
*  Charitable gift annuity (F).

» Direct rollover and rollover contribution to IRA (G).

» Direct Rollover of Roth IRA (H).

» Early distribution from a Roth IRA (J).

» Loanstreated as distributions under section 72 (p) (L).
* Recharacterized IRA contribution made in 2009 (N).

»  Excess contributions plus earnings taxable in 2008 (P).
* Quadlified distribution from a Roth IRA (Q).

* Recharacterized IRA contribution made for 2008 (R).

» Early distribution from a SIMPLE IRA in first 2 years, no known exception (S).
* Roth IRA distribution, exception applies (T).

» Employee contributions (Blank).

» Dividends distributed from ESOP under Sec 404K (U).

To transfer pension employee information to the workfile build program, the system requires this information
for each pay type that you use to pay pension employees.

* Pay type code.
»  Specia handling description.
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* Tax exempt status.

Setting Up Year-End Processing

After you set up pay types for pension employees, you enter the employee's pay in time entry and process it
through the payroll cycle. The system prints checks and |oads the pay amounts to history. To correctly process
1099 forms, we recommend that you use this process to load history amounts.

Run integrity reports to verify that dollar amounts are correct and that tax calculations, if necessary, exist.
Before running the workfile build, make the necessary corrections to the history tables.

Note. On 1099-R forms, any amount that represents federal wage in the Federal A record of the Tax History
table (FO6136) is reported in Box 2a as long as the gross distribution istaxable. If no federal wage exists, the
amount of the gross distribution, as set up in special handling for Box 1, is reported in Box 2a if the gross
distributionisan IRA. The system also derives the federal tax withheld amount from the Tax History table.

Prerequisite

Complete the steps for entering a pay type.

See Entering Pay Types in the JD Edwards EnterpriseOne Human Capital Management Fundamentals 9.0

Implementation Guide.

Forms Used to Set Up Pay Types for 1099 Processing

Form Name FormID Navigation Usage

Work With PDBASs WO059116A Pay/Deductions/Benefits Select the Pay Type option
Setup Menu (GO5BD4), and enter the PDBA code.
PDBA Setup

Pay Type Revisions W059116B From Work With PDBAS, Enter or review pay type
select the Pay Type option information.
and then click Add, or select
an existing pay type.

Tax Exemptions WO5TAXA On Pay Type Revisions, Set up atax exempt pay type.
select Tax Exemptionsfrom
the Row menu.

U.S. Legidlative/Regulatory | W059116UB On Work With PDBAsS, Enter the W-2 specia
select apay typeand then handling description.
select U.S. Leg/Reg from
the Row menu.

Setting Up Pay Types for Contract and Pension Employees

Access the U.S. Legidative/Regulatory form.

W2 Special Handling
Description

Enter the IRS Distribution code that you want to print in Box 7 of the 1099
form. The first position of the W-2 Special Handling Description field
represents the IRS Distribution Code that printsin Box 7 of the 1099-R
form. Enter code EPP in this field to print excess golden parachute amounts

on form 1099-Misc.
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Note. On the 1099-R form, any amount that represents federal wages in the Federal A record of FO6136 is
reported in Box 2a, aslong as the gross distribution is taxable. If no amount represents federal wages, then the
amount of the gross distribution, as set up in special handling for Box 1, is reported in Box 2aif the gross
distribution isan IRA. The system also derives the federal tax withheld amount from F06136.

Setting Up Tax Exempt Pay Types
Access the Tax Exemptions form.

To mark the pay type as tax exempt, enter * in the Tax Type 01 field. Typically, pay types that are used to
pay contract and pension employees are tax exempt.

Reviewing W-2 IRS-Defined Codes

This section provides an overview of IRS-defined codes and discusses how to review W-2 IRS-defined codes.

Understanding IRS-Defined Codes

The IRS uses alphabetic codes to classify different types of earnings. You use these codes when you set up
PDBAs to specify the IRS category under which each type of employee earnings belongs. Before you begin
year-end processing, verify that the IRS-defined codes that you attach to the PDBAS that you use to pay
employees are correct. 06/S2

Use the Year-End Special Handling Codes table (06/S2) to maintain W-2 IRS-defined codes.

Use cades AA, BB, A—Z (excluding codes I, O, and U), in Box 12 of the W-2 form. The IRS defines these
codes, and you should not change them.

Form Used to Review W-2 IRS-Defined Codes

Form Name FormID Navigation Usage
Work With User Defined WO07989A Enter UDC inthefast path, Review W-2 IRS-defined
Codes and click Go. codes.

Reviewing W-2 IRS-Defined Codes
Access the Work With User Defined Codes form.

1. On Work With User Defined Codes, enter 06 in the Product Code field.
2. Enter 2 in the User Defined Codes field, and then click Find.
3. Review these fields:

e Codes

» Description 01
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Setting Up Workfiles

This chapter provides an overview of the year-end workfile and discusses how to:

 Set up year-end workfile parameters.

* Create the year-end workfile.

Understanding the Year-End Workfile

After you have verified that employee, company, tax, and pay type, deduction, benefit and accrual (PDBA)
information is accurate, you can begin the process of creating the year-end workfiles. Workfiles store al of the
information that is needed to create year-end deliverables, such asforms, reports, and electronic filing flat files.

Before you can create a workfile, you must:

1.
2.
3.
4,

Create a year-end ID.

Define workfile data criteria.

Assign specia handling code information.

Enter additional selection criteria using the additional information function.

The system uses this information to retrieve the appropriate data for the appropriate employees. The system
stores the data in the workfile, and then uses that workfile to print year-end reports and forms and to create
eectronic filing flat files.

Setting Up Year-End Workfile Parameters

This section provides an overview of year-end workfile definition and discusses how to:

Create a year-end ID.

Define workfile data criteria.

Assign specia handling information.

Copy specia handling information.

Assign additional information to the workfile build.
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Understanding Year-End Workfile Definition

Before you can generate forms, reports, or files that you use to create electronic filing, you must define the
information that you want to process; the methods that the system uses to process, print, and display data; and
the employees to include in the process. You define the year-end workfile to compile the information that
you want to print on year-end forms and reports.

Thefirst step in creating a year-end workfile isto create ayear-end ID. The year-end ID identifies the records
that are associated with a particular workfile build process. The ID should be unique for each processing year.
For example, if you process separate workfiles for companies 100, 200, and 300 during a tax year, then you
might choose to create year-end IDs 100, 200, and 300. You would not use the same ID to process information
for different workfile builds.

After you create the ID, you define data criteria. When you define data criteria for the workfile, you determine
the data that you want to include, and the types of forms that you want to generate from the workfile build.
You can generate only one type of form in aworkfile build process. For example, you cannot include W-2s
and 499R-2s in the same workfile build process. You use the same process to create a W-2 workfile build, a
1099 workfile build, or a 499R-2 workfile build.

Create the Year-End ID

Before you can define the criteria of the year-end workfile, you must create a year-end I1D. When you create a
year-end 1D, you must assign a program version to the ID. You can create a program version either before or
at the same time that you create the year-end ID. The system uses the data selection that is associated with
the version to determine which employees to include in the year-end workfile. The year-end ID identifies
the records that are associated with a particular workfile build process. You use this ID when you run all
subsequent steps in the year-end processing cycle.

Year-end IDs are alphanumeric and can be up to 10 charactersin length. You can set up multiple IDsto process
different groups of employees. Year-end | Ds should be unique within each calendar year.

When you process the workfile build, records are stored in year-end tables according to their year-end 1D

and the year being processed. Each time that you run the workfile build, all records with year-end ID and
year matching those of the current workfile build are deleted from the year-end tables. The tables are then
repopulated with updated information from the workfile build.

To avoid deleting important year-end information, do not use the same year-end I1D to process different groups
of people at different times within the same calendar year. For example, do not use year-end 1D 2000 to
process employees from company 001 and then use it to process employees from company 002 in the same
calendar year. This action causes the loss of all year-end information for employees in company 001.

Note. After you have defined the type of form that a workfile build process creates, you cannot change this
information. To process a different type of year-end form, you must create another year-end ID.

Define Workfile Data Criteria

After you create the year-end ID, you define workfile data criteria to include the appropriate year-end
information in the workfile. You also define data criteria to format this information properly on year-end
forms.

For example, if an employee works in more than one state or locality, you can decide whether the employee
receives multiple W-2 forms and what information to include on each of those forms. This option is applicable
only for W-2 processing.

When you define workfile data criteria, you:

»  Specify whether the system summarizes employee tax records under one parent company.
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»  Specify whether the system uses the employee’s resident state or home state as the base state for taxation
purposes.

»  Specify whether the system prints state wage information for multiple states on one form.
» Specify whether federal wage information is included on al forms.

e Specify Socia Security wage limits.

e Specify the format for employee names.

e |dentify third-party administrators.

Assign Special Handling Information

You assign specia handling information to a year-end ID to specify amounts to add to existing taxable wages
and to specify amounts to report separately in the W-2 detail boxes 10 through 14. You also assign special
handling information to include PDBA information in the el ectronic filing flat file in the proper format.

To include on year-end forms any amounts that are associated with PDBAS, you must enter a special handling
description on the PDBA, and then attach the PDBASs to the special handling code tables. These tables
correspond to the types of earnings defined by the Internal Revenue Service (IRS). The system determines
where on the year-end form to print the deduction, benefit and accrual amounts based on the special handling
code table to which the PDBA is attached.

Attach each PDBA to the code that is associated with the box in which you want the amount of that PDBA
to be printed. For example, if you want the amount of a PDBA to print in Box 14, assign that PDBA to a
type of earnings that the system printsin Box 14.

You can assign multiple PDBAs to each special handling code. You can also assign a PDBA to multiple specia
handling codes. When a special handling code has one or more PDBASs assigned to it, it is marked with a
check mark on the Special Handling Code Revisions form.

Note. On the 1099-R form, any amount that represents a federal wage in the Federal A record of FO6136 is
reported in Box 2a. If no federal wage exists, the amount of gross distribution that is set up in specia handling
for Box 1isreported in Box 2a. The system also derives the amount of federal tax withheld from the Tax
History table if only one pay typeisincluded in specia handling information for Box 2a. If more than one pay
typeisincluded in specia handling information for Box 2a, Box 2b is marked taxable amount not deter mined.

For processing 1099s, you must enter all of the pay typesin special handling for gross distributions. This entry
isrequired for 1099-Rsto generate aform and is also required for 1099-MISCs for electronic filing.

Note. Do not add pay types back to Boxes 1, 3, 5, 16, or 18 on the W2 form. The system automatically adds
wages to these boxes by using information from the Tax History table. Adding pay types back to these boxes
results in double reporting of wages.

Contact the local IRS office for more information about which amounts to add to year-end forms and
eectronic filing.

This table describes each special handling code:

Dependent care Include in the special handling table for this code all PDBAS that are used to
calculate the total amount of dependent care to report on the Federal SSA
(Socia Security Administration) electronic filing.

Deferred comp (deferred Include in the special handling table for this code all PDBAS that are used to
compensation) calculate the total amount of deferred compensation to report on the Federal
SSA electronic filing.
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Employee contributions
1099 excess golden
parachute

Fringe benefit

Gross distributions

Group term life

Wages, tips & other comp
(box 1) (wages, tips & other
compensation (box 1))
Medical & healthcare
Non-Employee
compensation
Nonqualified plan income

Nonqualified 457

Pension amount

1099 rent amounts

1099 royalties

Substitute payments

3rd party income tax
Amountsreported in box 19
Other (formerly Prizes &

Awar ds)

School dist. wage additions
(school district wage
additions)

Chapter 5

Include in the special handling table for this code all PDBASs that are used to
calculate the various W-2 and 1099 employee contribution amounts.

Include in the special handling table for this code all PDBASs that are used to
calculate 1099 excess golden parachute amounts.

Include in the special handling table for this code all PDBASs that are used to
calculate the total amount of fringe benefits that were accrued for reporting
on the Federal SSA workfile for eectronic filing.

Include in the special handling table for this code all PDBAS that are used to
calculate the W-2 and 1099 gross distribution amounts.

Include in the special handling table for this code all PDBASs that are used to
calculate the total amount of group term life insurance to report on the Federal
SSA workfile for electronic filing.

Include in the specia handling table for this code all DBASs that are used to
calculate wages, tips, and other compensation (Box 1). Do not enter pay types
in this special handling code table.

Include in the special handling table for this code all PDBAS that are used to
calculate the various W-2 and 1099 medical and health care amounts.

Include in the special handling table for this code all PDBAS that are used to
calculate the various 1099 amounts for non-employee compensation.

Include in the specia handling table for this code all PDBASs that are used to
calculate the nonqualified plan income on W-2 electronic filing.

Include in the special handling table for this code all PDBASs that are used
to calculate the total amount of nonqualified 457 amounts to report on the
Federal SSA electronic filing.

Include in the special handling table for this code all PDBASs that are used to
calculate the pension amounts on 1099-R forms.

Include in the special handling table for this code all PDBAS that are used
to calculate the various 1099 amounts for rent.

Include in the special handling table for this code all PDBAS that are used to
calculate the various 1099 amounts for royalties.

Include in the special handling table for this code all PDBASs that are used to
calculate substitute payments on the 1099-MI1SC form.

Include in the special handling table for this code all PDBASs that are used to
calculate various W-2 amounts for third-party income tax.

Include in the special handling table for this code all PDBASs that are added to
Local income tax (Box 19).

Include in the special handling table for this code all PDBAS that are used to
calculate various W-2 and 1099 amounts for prizes and awards.

Include in the special handling table for this code all PDBAS that are used to
calculate various W-2 amounts that are added to Box 18.
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Social Security additions Include in the special handling table for this code all PDBAS that are added
to Social Security wages (Box 3).

M edicar e additions Include in the special handling table for this code all PDBASs that are added to
Medicare wages and tips (Box 5).

Amounts added to box 10 Include in the specia handling table for this code all PDBAS that are used to
report Dependent care benefits (Box 10).

Amounts added to box 11 Include in the special handling table for this code all PDBAS that are used to
report nonqualified plans (Box 11).

Amounts added to Box 12 Include in the special handling table for this code all PDBAS that are used to
report amounts in Box 12 (see instructions for Form W-2).

Amounts added to box 14 Include in the special handling table for this code all PDBAS that are used to
report amounts in Other (Box 14).

State wage amounts Include in the special handling table for this code all PDBASs that are added to
(box 16) State wages, tips, and so forth. (Box 16).

L ocal city amounts (box 18) Includein the specia handling table for this code all PDBASs that are added to
Local wages, tips, and so forth. (Box 18).

L ocal county (box 18) Include in the special handling table for this code all PDBAS that are added
to Local county wages, tips, and so on (Box 18).

Copy Special Handling Information

You might need to create several year-end 1Ds and workfiles to process different groups of employees. In
many instances, the special handling information for one year-end ID is the same or similar to that of another
ID. To copy specia handling information from one year-end ID to another, use the Copy function. Using the
Copy function minimizes data entry time as well as the possibility of data entry errors.

Assign Additional Information to the Workfile Build

To further define which employees the system processes when you run the workfile build program, you can
assign additiona information for building the workfile. For example, if you need to run the workfile build
for a select group of employees without changing the data selection in the program version, you can assign
additional information.

You might want to test the setup of the workfile build by running the process with a small number of
employees. To shorten processing time during the test, use additional information to select this smaller
group of employees. Additionally, you can use this feature to process employee information that has been
changed since the original workfile build process.

You use additional information to:

* Request processing by company.

» Request processing by tax ID.

* Request processing by tax area.

* Request processing by address number (used for Changes Only processing only).
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Note. You cannot enter additional information for companies, tax IDs, tax areas, or employees who do not
meet the data criteria of the data selection for the program version. You use additional information to
reduce the number of employees that you process. To include additional employeesin the workfile build
process, you must change the data selection of the program version.

Forms Used to Set Up Year-End Workfile Parameters

Form Name FormID Navigation Usage
Work With Year End WO07810A U.S. Year-End Workbench Accessformsto enter
Workbench menu (GO7BTAXUS), U.S. | anew year-end ID, select
Year-End Workbench anexistingyear-end ID,
or copy special handling
information.
Year End Revisions W07810B OnWork With Year End Createayear-end 1D, define

Workbench, click Add, or workfile datacriteria, or
select an existing year-end revisean existing ID.

ID.
Work With Special Handling| W07815A OnWork With Year End Assign special handling
Codes Workbench, select an codestoayear-end ID.

existing year-end 1D, and
then select Special Handling
from the Form menu.

Additional Parameters

W07810I OnWork With Year End Enter additional parameters.
Workbench, select an
existing year-end 1D, and
then select Additional
Parameters from the Form
menu.

Creating a Year-End ID

Access the Year-End Revisions form.

After you complete the fields on this form, click OK to save the year-end ID. After you create the ID, you
can define the data criteria that the system uses to process information.

Year

Year-End ID

Enter the two-digit year that you are processing.

Enter a unique 10-digit alphanumeric code to identify this workfile build. The
ID must be unique within each calendar year or information can be overwritten
and lost. The year-end ID identifies a group of records to be processed for
year-end purposes. The year-end ID can also be used to identify records for

a particular company if the workfile build for that particular 1D included
employees from only one company.

Select this option to specify that you are creating W-2 forms with this
workfile build.

Note. After you select this option and save, you cannot change this option. To
select a different form type, you must create a new year-end ID.
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499R

Version

Contact Person Address
Number
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Select this option to specify that you are creating 1099 forms with this
workfile build.

Note. After you select this option and save, you cannot change this option. To
select a different form type, you must create a new year-end ID.

Select this option to specify that you are creating 499R-2 forms with this
workfile build.

Note. After you select this option and save, you cannot change this option. To
select a different form type, you must create a new year-end ID.

Specify the version of the R0O78301 that you want to use to process year-end
data.

Enter the address book number of the person within the organization whom
taxing officials should contact if issues occur with year-end data.

Defining Workfile Data Criteria

Access the Year-End Revisions form.

Tax |D Summarization

Allocate Federal Wages

Res. State Equals Base
State (resident state equals
base state)

Select this option to specify that companies with the same corporate tax 1D
are to be summarized into one reporting record.

To specify a parent, enter a parent company number in the detail area of the
Corporate Tax 1D form. Access the Corporate Tax ID form from the Taxes
and I nsurance menu, GO7BPTI4.

If you do not specify a parent company, the W-2 Workfile Build uses the
lowest company number as the parent.

Note. When summarizing by tax ID, you should enter the parent company
numbersin the detail area of the Corporate Tax |ID form. The parent company
number for the parent company isits own company number.

Select this option to specify that federal wages, tips, and other compensation
amounts should be allocated to each state where the employee had earnings.
Thisfield applies if you have multiple W-2s for employees.

If you do not select this option, all federal information will print on the W-2
that contains the base state information, unless you also select the Print Federal
Information on all forms option. In this case, you will receive the same federal
information on al W-2s for the employee.

If you select this option, the system cal cul ates the percentage of the employee’s
total earnings that were earned in each state. An equal percentage of federal
wages will be allocated to the different states.

Select this option if you want the value in the Tax Area (residence) field to be
used as the base state when printing year-end forms. If you do not use the
valuein Tax Area (residence) as the base state, the value in the Home State
field on the Payroll Revisions form will be used as the base state. If you do
not use the value in Tax Area (residence) as the base state, and the Home
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Print 2 States per W-2

Print 2 Localities per W-2
Soc. Sec. Wage Limit

(Socia Security wage limit)

Third Party Administrator
Alpha

Mail

Print Benefit Statements

Chapter 5

State field is blank, the system uses the value in Tax Area (residence) as a
default for the base state.

Select this option to specify that the system prints one or two states on each
IRS Form W-2 that is issued to an employee.

Warning! Do not select this option if you use four-part laser forms. This
form includes only one box for state information and cannot accommodate
information for more than one state. Also, if you select this option, you cannot
sort IRS Form W2 forms by state. All other IRS Form W2 forms (standard and
laser) include two boxes for local information and print correctly when you
select this option.

Select this option to specify that the system will print two localities per W-2
form. Employees with taxation history records for two or more localities will
receive multiple W-2 forms if you do not print two localities per W-2.

Specify the maximum amount of taxable wages to be reported for FICA. The
system uses the current year’s default value for thisfield if you define the
default amount in data dictionary item SSDL.

Enter the address book number that identifies the third-party administrator.

Select this option if you want the system to use the employees’ alpha names
on the W-2 and electronic filing.

Note. The federal government requires data entry for an employee namein
this sequence format: first, middle initial, last. If the alphaname in the FO111
table does naot display employee namesin this format, do not select this option.

Select this option if you want the system to use the employees’ mailing names
on the W-2 and dectronic filing. The mailing nameis formatted as first name,
middle name, and last name (GNNM, MDNM, and SRNM) in the FO111 table.

Select this option to produce benefit statements with this workfile build. 1f
you print benefit statements during the year-end workfile build process, the
system produces the W-2 Benefit Statements report (R07869) at the end of the
year-end workfile build process.

Assigning Special Handling Information
Access the Work With Special Handling Codes form.

Copyright © 2009, Oracle and/or its affiliates. All rights reserved.



Chapter 5 Setting Up Workfiles

U.S. Year-End Workbench - Work With Special Handling Codes

Select Find  Close Row  Tools

v @ X B &’

Year-End ID * IDaYRO21

Special Handling Code Type - W2

Records 1- 11 Customize Grid |

Change Request
Description

o

Tier | Additions 1=
Tier Il Additions

Allocated Tips

Fension Amount

3rd Party Income Tax

VWages, Tips & Other Comp (Box 013

Sacial Security Additions {Box 03

Medicare Additions (Box 05

Amounts Added to {Box10)

Amounts Added to {Box 11 ) -

0 000D 0O 00

)

Work With Special Handling Codes form

1. On Work With Special Handling Codes, select a category to which you want to attach a PDBA, and
click Select.

You can select from these special handling code categories:
* Allocated Tips (Box 8)

» Dependent Care (Electronic Filing Only)
 Deferred Comp (Electronic Filing Only)

» Employee Contributions (1099-R)

» 1099 Excess Golden Parachute (1099-R)

« Fringe Benefit (Electronic Filing Only)

 Gross Distributions (1099s)

» Group Term Life (Electronic Filing Only)

» Wages, Tips, & Other Comp (Box 1)

» Medica and Healthcare (1099-MISC)

» Non-Employee Compensation (1099-M|SC)

» Nonqualified Plan Income (Electronic Filing Only)
» Nonqualified 457 (Electronic Filing Only)

» Pension Amount (1099-R)
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« 1099 Rent Amount (1099-MI1SC)

* 1099 Royalties (1099-M1SC)

* Prizes and Awards (1099-MISC)

 Substitute Payments (1099-M1SC)

 Third Party Income Tax (Electronic Filing and W-3)
» School Dist. Wage Additions (Box 18)

» Social Security Additions (Box 3)

* Medicare Additions (Box 5)

* Amounts Added to (Box 10)

* Amounts Added to (Box 11)

* Amounts Added to (Box 12)

* Amounts Added to (Box 14)

* State Wages Amounts (Box 16)

e Loca City Amounts (Box 18)

» Local County

* CODA Amounts (499R-2 Reporting)

» Commission Amounts (499R-2 Reporting)

» Concession Amounts (499R-2 Reporting)

» Reimbursed Expense Amounts (499R-2 Reporting)
* Retirement Fund Amounts (499R-2 Reporting)
Wage Amounts (499R-2 Reporting)

Note. The Work With Special Handling Codes form displays only the special handling codes that are
associated with the type of forms that you are processing in the year-end workfile build.

On Special Handling Code Revisions, complete the PDBA Code field, and then click OK.
On Work With Special Handling Codes, review all of the special handling code categories.
All categories that contain one or more PDBAS are sel ected.
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U.5S. Year-End Workbench - Special Handling Code Revisions

Ok

Find Delete Cancel Eow  Tools

BE & m X #H &

Year-End I (GMOR1 Year 07

Bux Murnber 14R Tier | Additions

Records 1-1 Customize Grid o]

Description

Special Handling Code Revisions form

Copying Special Handling Information
Access the Work With Year End Workbench form.

A WD

Select the year-end ID from which you want to copy special handling information, and then click Copy.
On Year-End Revisions, complete the steps for creating a year-end ID and defining workfile data criteria.
Click OK a second time.

On Duplicate Year-End ID, select the Copy Specia Handling option, and then click OK.

U.S. Year-End Workbench - Duplicate Year-End ID (i

Ok Cancel Toolz

B X &

V¥ Copy Special Handling

¥ Copy Reports Model

Duplicate Year-End ID form

Assigning Additional Information to the Workfile Build

Access the Year-End Revisions form.

1

On Year-End Revisions, select Additional Parameters from the Form menu, and then select one of these
fields:

¢ Home Company

» Tax ldentification

* Tax Area

* Address Number

On Additional Parameters, enter the appropriate data criteria, and click OK.
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3. Repeat steps 3 and 4 of the Copying Special Handling Information task for additional parameters, as
necessary.

U.S. Year-End Workbench - Additional Parameters
[8]4 Find Delete Cancel Tools

B & O X &

Year-End ID GMOR Year 07

Company

Records 1-2 Customize Grid B E [

Company
Co De=scription

FinancialiDistribution Company

Additional Parameters form

Important! You use additional parameters to limit the number of employeesthat you originally included in the
workfile build when you ran it. You cannot add employees to the workfile build using additional parameters

if those employees where not already included in the workfile. For example, if the data selection is set up

to process only employees in company 100, you cannot use additional parameters to add employees from
company 200 to the workfile build. However, you can use additional parameters to narrow the selection to
employees who work in company 100 and are associated with a certain tax area.

Creating the Year-End Workfile

61

This section provides an overview of year-end workfile creation, lists a prerequisite, and discusses how to:
e Create the year-end workfile.
»  Set processing options for U.S. Year-End Workbench (P07810).

Understanding Year-End Workfile Creation

After you have defined the criteria for the workfile, you create the year-end workfile, which gathers together
the information that you need in order to print government forms and year-end reports and to create the
workfile for eectronic filing processing.

When you run the workfile build process, the system creates records in the year-end control tables. These
records contain the year-end ID and the year that is being processed, along with additional tax information.
Each time that a workfile build is processed, the system edits these control tables and deletes any records that
contain the same year-end | D and year as the workfile build that is being processed. The control tables are then
repopulated with the records that are created by the workfile build process.

The system creates these employee-level records when you submit the workfile build for processing:

» Employee Federal Control Table (FO7830) is asingle federal control record that contains any taxes
that are withheld.
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» Employee State/Local Control Table (FO7831) is a single state (territory) control record that contains
any taxes that are withheld.

» Employee Special Handling Control Table (FO7832) is a single record for each PDBA that contains
special handling codes for the employee.

Important! To avoid loss of data, back up all year-end control files after you have printed the year-end
forms. Additionally, you should use unique year-end 1Ds within each calendar year to process separate
groups of employees.

After you process the workfile build, review the work online and correct any errors before you begin printing
audit reports and year-end forms.

Note. When you create the year-end workfile, the system prints a report of negative amounts that are included
in the workfiles. This report specifies the employee number, company number, PDBA code, tax area, tax type,
and amount. You must correct these negative amounts, reset the year-end 1D, and rerun the workfile build. If
an employee has a negative amount, the workfile build does not create a W-2 for that employee. The IRS and
SSA do not allow you to report negative amounts.

The system generates the Negative Amount Error report (RO7811), which displays any negative wage and tax
errors. If no negative wages or taxes exist, the system prints only a report cover page.

Data Selection and Sequencing for Building Year-End Workfiles

If you do not select specific companies, employees, tax areas, or tax IDs in additional parameters, the workfile
build process uses the data selections from the program version for the workfile and selects the appropriate
records. The data selection is based on information in FO60116.

The records in the year-end workfile are sequenced by address book number. Do not change the data
sequencing on any of the year-end workfile build program versions.

Review of the Negative Amount Error Report

The system generates the Negative Amount Error Report (RO7811) after you run the year-end workfile build
program if negative amounts are included in the workfile build. The system finds the first instance of negative
amountsin FO6136 or F06146. To verify any other possible negative amounts, you must review all of the
other history records for the employee.

See Also
JD Edwards EnterpriseOne U.S. Payroll 9.0 Implementation Guide, Reviewing Year-End Workfile Information.

JD Edwards EnterpriseOne U.S. Payroll 9.0 Implementation Guide, Control Tables and Sample Forms,
Control Tables.

Prerequisite

Before completing the tasks in this section, create a year-end ID and complete the steps for defining the
workfile.

See JD Edwards EnterpriseOne U.S. Payroll 9.0 Implementation Guide, Setting Up Workfiles, Setting Up
Year-End Workfile Parameters.
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Forms Used to Create the Year-End Workfile

Form Name FormID Navigation Usage
Work With Year End WO07810A U.S. Year-End Workbench Locate and select the
Workbench menu (GO7BTAXUS), U.S. | year-end ID that you want to
Year-End Workbench process.
Year End Revisions W07810B OnWork With Year End Create the year-end workfile.
Workbench, select ayear-end
ID.

Creating the Year-End Workfile

Access the Year-End Revisions form.

Process Type Enter a user-defined code (07Y/WP) that designates the type of processing for
the year-end workfile build. Values are:

e 1. Full Processing

You must process aworkfile build using full processing before you can
process any other type of workfile build for the year-end ID.

e 2. Changes Only Processing
e 3. Summary Builds
» 5 Update Specia Handling Text
Submit Year-End Select this option to create or update the year-end workfile, and then click OK.

Setting Processing Options for U.S. Year-End
Workbench (P07810)

Processing options enable you to specify the default processing for programs and reports.

Process

The Process tab enables you to specify the number for the disability insurance private plan for New Jersey
and the company number of the reporting agent. The agent must be set up in Company Constants and
in Corporate Tax IDs.

1. NEW JERSEY STATE Use this processing option to specify the disability insurance provider plan
ONLY Disability Insurance number.
Provider Plan Number.

2. NEW JERSEY STATE Use this processing option to specify the family leave insurance private plan

ONLY Family Leave number for the New Jersey State.

Insurance Private Plan

Number.

3. Company Number of Use this processing option to specify the company number of the reporting

Reporting Agent. agent. The agent needs to be set up in Company Constants and in Corporate
Tax IDs.

Copyright © 2009, Oracle and/or its affiliates. All rights reserved.




Chapter 5 Setting Up Workfiles

4. Third Party Sick Pay Use this processing option to specify whether employees have third-party
indicator sick pay. Values are:

Blank: The employees do not have third-party sick pay records.
1: Employees have third-party sick pay records.

Print

Access the print tab.

1. Print Text. Use this processing option to specify whether text on year-end formsis printed
in lower- or uppercase type. Values are:
Blank: Lower-case
1: Upper-case only (default)

Versions

The Versions tab enables you to specify which reports setup model to use. A reports setup model is a
user-defined group of reports that contains all of the available year-end reports. The default valueis MODEL.

1. Name of Reports Setup Use this processing option to specify the default reports model that the system
Model. uses if you do not attach a different reports model to the year-end ID. If you
leave this option blank, the system uses report model MODEL.
Display
The Display tab enables you to specify which employee number appears on the form.
1. Employee Number. Use this processing option to specify which employee number prints on the
year-end forms. Values are:
1. Address book number (default)
2: Social Security number
3: Third employee number
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CHAPTER 6

Reviewing Year-End Workfile Information

After you create year-end workfiles, you review the information in the workfiles for accuracy. If necessary, you can
revise the information and recreate year-end workfiles to ensure that the correct information prints on the year-end

forms.

This chapter discusses how to:

» Review year-end version information.

» Review employee form information.

* Print asingle year-end form.

* Review employee 1099 and 499R-2 information.

* Review history reports.

* Process year-end workfile changes.

Reviewing Year-End Version Information

This section provides an overview of version review and discusses how to:

Review the status of IDs being processed.
Reset a step in the year-end cycle.

Reset the year-end version.

Review the W-2 count.

Review wage adjustment summaries.

Review wage adjustment details.

Review employee wage information.
Reviewing employee form count information.
Review employee form detail information.

Understanding Version Review

You review year-end version information to:

Review all of the workfile builds being processed for W-2s, 499R-2s, and 1099s.
Review the amounts that the workfile build process generates for an employee or company.
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Reviewing year-end version information enables you to locate errors or inaccurate information and to make
corrections before printing year-end forms.

You can review status information about each step in the workfile build at any time during the workfile build
process. Use this information to determine whether you can proceed to the next step in the process. Status
information can also help you determine whether any errors occurred during the processing that require
you to rerun a step.

W-2 Form Count

Review the W-2 count to review dollars at the company level or to evaluate employee information such as
form counts and detail dollar amounts.

When you use tax D numbers to summarize a child company’s tax information to a parent company’s
information, you cannot review the child company’s W-2, 499R-2, or 1099 count information separately. The
form and dollar totals for the child company are added to the totals for the parent company. Use the company
number of the parent company to review totals that include the child and the parent companies.

Reviewing Wages and Wage Adjustments

You review wage adjustment summaries to view the taxable wage, adjusted wage, and tax summary
information by company and tax area. You can review wage adjustment summaries for:

* Federal wages
« State wages
* Loca wages

You review employee wage information to review each employee who earned wages in the respective taxing
authority and the amounts that make up those reported wages.

Employee wage information is divided into three areas for the review:

» Taxable wages
* Adjustments
* Adjusted wages

Employee Form Review

Review employee form count information to see the number of forms to print for each employee who
isincluded in the selected company.

When the workfile build generates more than one year-end form for an employee, the number of forms appears
on the Employee Form Count Review form. For example, the workfile build can generate multiple W-2
forms for an employee when:

* The employee is working in multiple states.
* You have entered third-party sick pay for the employee by using the Third Party Sick Entry program.
*  The W-2form contains an overflow of information from Boxes 12 or 14.

You review employee form detail information to view detailed information for each form that is selected, such
as federdl, state, and local taxable wages.
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Resetting Year-End Steps and Versions

Occasionally it might be necessary to reset a step in the year-end process or to reset and reprocess the entire
workfile build. For example, if the printer is not aligned correctly when you print year-end forms, you can
reset the print forms step, and reprint the forms. Alternatively, you might discover that there are data errors
that require you to reset and reprocess the entire workfile build. Such errors might include an incorrect tax
ID number, incorrect company address, or any other information that affects all or many of the employees
that are included in the workfile build.

Forms Used to Review Year-End Version Information

Form Name FormID Navigation Usage
Work With Year-End WO07810A U.S. Year-End Workbench Select ayear-end ID.
Workbench menu (GO7BTAXUS), U.S.
Year-End Workbench
Version Reset Control W07810C From the Work With Reset astep intheyear-end
Revisions Year-End Workbenchform, | cycle.
select the ID that you want to
reset and then select Version
Reset from the Row menu.
Reset Year-End W07810B From the Work With Year Reset the year-end version.

End Workbench form, select
the ID that you want to reset,

and then select Year End

Process, Reset Year End 1D

from the Row menu.
Work With Company Form | W07821A From the Work With Year Review summarized form
Count Inquiry End Workbench form, count information.

select the ID that you want
to review and then select

Company Summary from
the Row menu.

W3 Summary Information | W078222B From the Work With Review the W-2 count
Company Form Count information.

Inquiry form, select a
row and then select W-3
Summary from the Row
menu.

Work With Wage WO07822A From the Work With Review wage adjustments.
Adjustment Summary Company Form Count
Inquiry form, select arow
and then select Wage Adj
Summ from the Row menu.

Wage Adjustment Detail WO078221A From the Work With Wage Review wage adjustment
Adjustment Summary, detail information.

select arow and then select
Wage Adj Detail fromthe
Row menu.
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Form Name FormID Navigation Usage

Work With Employee WO078305A From the Work With Wage Review employeewage
Wage Review Adjustment Summary form, | information.

select arecord and then

select EE Wage Review from

the Row menu.
Work With Employee Form | W07830A From the Work With Review employeeform
Count Inquiry Company Form Count count information.

Inquiry form, select EE Form

Count from the Row menu.
Work With Employee WO078301A From the Work With Review employeeform
Form Detail Employee Form Count detail information.

Inquiry form, select arecord

and then select EE Form

Detail from the Row menu.

Reviewing the Status of IDs Being Processed

Access the Work With Year-End Workbench form.

U.S. Year-End Workbench - Work With Year-End Workbench

[HRRE

Select  Find Add  Copy Delete Cloze Form Bow  Tools

v @ + B @O X B B B
Year-End ID H User D MT5961687
& allversions 402 Versions 1089 Yersions ' 499R-2 Versions

Records 1-3

Customize Grid

Version
Type

Workfile | Audit Magnetic

Media Print | Print

Tax I
Summarization

Work With Year-End Workbench form

69

Review the information in the detail area of the form to determine the status of each step in the process. The

system enters a 1 when a step has completed successfully. If the step is still active, the system displays A
for the step.

Resetting a Step in the Year-End Cycle

Access the Version Reset Control Revisions form.
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U.S. Year-End Workbench - Version Reset Control Revisions

Ok Cancel Tools

B X ¥
Year-End ID |TESTING
Year o7

Status Codes
Wiarkfile Build | Q, VearEnd Step Execlied
Audit Repart Yeagr-Eho Step Execlited
Farm Print Yeagr-Eho Step Execlited
Magnetic Media YearEnd Step Executed
Wiorkfile Clear l_ Year-Ehel Step Exgcited
W= 20 Winrkfile Build l_ Year-Ehel Step Exgcited

Version Reset Control Revisions form

You might encounter errors during year-end processing that make rerunning a process necessary. Resetting a
step in the year-end cycle enables you to restore the data to the way it was before you ran the process.

Resetting the Year-End Version
Access the Reset Year-End form.

U.S. Year-End Workbench - Work With Year-End Workbench

[HRRE

Select  Find Add  Copy Close  Form  Row  Tools

v & + B X H H B

ear-End ID =

User|D MTSO616E7

& allversions ‘fou are about to reset your entire Year-End [~ 10949 Versions
FProcess. Would you like to continue?

€ 499R-2 Versions

Peconls -3

Cuztormize G

‘feur-End Warsiun
jls} | PEETEET i Tyuz
¢ 003D0C fear End Full Build MTS961 68T W2
& DOCTEST fear End Full Build MTS961 68T W2
& TEST ‘rear End Fulll Build WSS 6 ST Wij-2

Wiz | Sl Furin flugneiis | w2 Y2
Buildl Mzoori [ Pring fulzdia Frint | Print

Reset Year-End form

Reviewing the W-2 Count

Access the Work With Company Form Count Inquiry form.
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U.S. Year-End Workbench - Werk With Company Form Count Inquiry [l

Select  Find  Close Row  Tools

v @ X H B

Date - ¥R o7 Type of Form l*_
Year-End 1D TEST Summarize on Tax (D |*
Skip to Company *

Records 1-2 Customize Grid

Tax Humber of Humber
Company Description Identification Employees of Forms
+ 00001 FinancialiDistribution Company 840782700 B oy-2 4]
000450 Froject Management Company 840782700 Q-2 q
4 | 3

Work With Company Form Count Inquiry form

Co Review this field to determine the company with which the forms are
associated.
Tax ldentification Review this field to determine the tax identification number of the company

with which the forms are associated.

Number of Employees Review thisfield to determine the total number of employees who are to
receive copies of the selected form.

If more than one company is reported under a parent company’stax 1D, this
number includes all of those companies. It will not contain the number of
W2-C employees processed.

Number of Forms Review thisfield to determine the total number of W-2 formsto be printed. If
more than one company is reported under a parent company’stax ID, this
number includes all employees for those companies.

Number of Forms Printed Review thisfield to determine the number of W-2, 1099 or 499R-2 forms that
have been printed.

The system does not display the number of W2-C forms that have printed.

Difference Review this field to determine the total number of W-2 formsto be printed. If
more than one company is reported under a parent company’stax ID, this
number includes all employees for those companies.

See Also

JD Edwards EnterpriseOne U.S Payroll 9.0 Implementation Guide, Setting Up Year-End Processing, Verifying
Company Information, Specifying a Parent Company.

Reviewing Wage Adjustment Summaries
Access the Work With Wage Adjustment Summary form.
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U.5. Year-End Workbench - Work With Wage Adjustment Summary [i

Select  Find  Close Eo

w  Tools

v & X H &

Year-End 1D GMORT fear 07

Company o001 Q) FlnanclzFDistribution Co.. Farm Type 0 W2

Skip To Tax Area Histary Type Standard Tax Histone
| * Federal " State " Local |

Records 1-3

Customize Grid ]

o FEDERAL
e FEDERAL
e FEDERAL

Description Taxable Wages Adjusted Wages

Withholding tax type 10,000.00 10,000.00
Withholding tax type 10,000.00 10,000.00
Withholding tax type 10,000.00 10,000.00

| »

Work With Wage Adjustment Summary form

Reviewing Wage Adjustments Detalil
Access the Wage Adjustment Detail form.

For each selected tax authority, you can review this information:

Taxable wages

Adjustments

Adjusted wages

W-2 Spec Amount

Review the amount of wages that are considered taxable. The system derives
this number from the Tax History table (FO06136) as gross - (excludable +
excess). To verify thisamount, select the Taxation History Window option.
The system displays the taxation history records for al of the employees who
are included in the workfile build.

Review the adjusted amount of wages for tax purposes, which is the special
handling deductions or benefits that are added to the taxable wages. If the DBA
istax area-specific, the system also displays those areas and the corresponding
amount. To verify thisamount, select the Transaction History Window option
for the DBA number, and then press Enter. The system displays a window that
contains information from either the Employee Transaction History Summary
table (FO6146) or the Tax Area Transaction History table (F06148).

Review the reportable wages for the taxing authority. They consist of taxable
wages and the total of the adjustments.

If earned income credits were given to the employees, only the amount of tax
appears on the screen. Taxable and adjusted wages are blank for tax type B,
and no option line for additional information is provided.

If adjustments that are added to Social Security wages exceed the maximum
wage base, the system creates a Social Security adjustment that reverses the
adjustment amount.

Review the amount for W-2 Special Handling. Per Federal requirement,
amounts are printed without commas.
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FIT Taxable Wages Review the amount of wages subject to Federal Income Tax.
Reviewing Employee Wage Information
Access the Work With Employee Wage Review form.

U.S. Year-End Workbench - Work with Employee Wage Review

Select  Find  Close  Tools

v @ X B

Year 07 Type of Form 1] W2
Year-End 1D W History Type l— Standard Tax Histony
Comparny ooot
Tax ArealType Im IP\_
Skip to Employes i Q,

Records 1-4

.

Customize Grid

Address Employee Adjusted

Humber Hame Adjustments Wages
g 86000376 YEAREMDE, OREGON F 5,000.00 5,000.00
8 86000377 YEAREMDE, OREGON G 5,000.00 5,000.00
-
Oz Total: 10,000.00 10,000.00

Work With Employee Wage Review form

Taxable Wages Review the amount of Taxable Wages

Adjustments

Adjusted Wages

Review the amount of any adjustments made to the wages.

Review the amount of ADJUSTED taxable wages for the state or local tax
authority. The amount is determined by adding the Special Handling amounts
from the Specia Handling Workfile (FO06732) to the appropriate State
UNADJUSTED (STWG) Wages.

Reviewing Employee Form Count Information

Access the Work With Employee Form Count Inquiry form.
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U.S. Year-End Workbench - Work with Employee Form Count Inquiry

Select  Find  Close

v @ X H &

Rowe  Tools

Year-End ID
Campany

Type of Farm

GMOR Skip to Address Number *

00001 FinanciaFtlistibution Comaany Year oy
’D— [FTR Tax 1D 240782700000

Records 1-2

5 [

Custarmize Grid

Address Social Security Humber of
Humber Employee Hame Humber W-2
¥ 26000376 YEAREMDE, OREGOM F BE0003TES 1
[ BEOO0D3TT YEAREMDE, OREGOM ¢ BEOOO3TTE 1

Work With Employee Form Count Inquiry

Reviewing Employee Form Detail Information
Access the Work With Employee Form Detail form.

U.S. Year-End Workbench - Work With Employee Form Detail

Select  Find

Close  Row  Tools

v & X H &

Year-End 1D

Campany
Tax 1D

Address Mumber

Sacial Security Mo

GMORT ear a7
noond FinanhciakDistribution Cormg... Type of Form 0 W2

|84DT82TDDDDD History Type

SE0003TE YEARENDE, OREGON F

|5E000376E

Stanciard Tax Histons

Records 1-1

Custamize Grid

Control Federal
Humber Wages
i 40934 5,000.00 5,000.00
Work With Employee Form Detail form
Reviewing Employee Form Information

This section contains an overview of employee form information, and discusses how to:

* Review employee W-2 information.
* Review employee wage adjustments.
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* Review employee wage alocations.
* Review employee specia handling information.

Understanding Employee Form Information

You review employee form information online to see how the information appears on the actual form before
you print it.

Employee W-2 Information

You review employee W-2 information to see how the information appears on the actual form before you
print it.

If the employee worked in more than one state and all federal wages are to be printed on one form, the
system displays this message Federal wages printed on another W-2 for all state and local forms on which
federal wages are not included.

If you requested that Box 1 wages and taxes be alocated to the states, the system displays only part of the
wages and tax with a message that indicates that allocation has occurred.

You review employee wage adjustments to view adjustments to specific types of wages, such as Social
Security or Medicare wages.

Employee Wage Allocations

Review employee wage allocations to view the taxable (reported) wages for the taxing authority. These wages
include the taxable wages and the total of the adjustments.

If you allocated federal wages to each state, you can view the exact detail of that allocation.

The system also displays each state in which the employee worked, along with the respective allocation
percentage. From these percentages, the federal wages are allocated to the state level. In addition, the system
displays state wages and taxes.

Note. To review employee wage allocations, you must allocate federal wages when you build the year-end
workfile.

Special Handling

You review W-2 special handling information to verify that the system uses the correct DBASs to calculate
the amountsin Boxes 10, 11, 12, and 14. Each DBA islisted with itstax area (if applicable), description,
and amount.

Statutory Employees

If you process employees who worked as statutory employees for a portion of the year, and aso as regular
employees, the system marks the Statutory option in Box 13 on al of the employee’s year-end forms. You
must use the Edit Box 13 option on the W-2 Review form to make the Statutory field editable, and then clear
the option on al forms on which statutory wages are not included.
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Forms Used to Review Employee Form Information

Form Name FormID Navigation Usage
Work With Year-End WO07810A U.S. Year-End Workbench Selectayear-end ID.
Workbench menu (GO7BTAXUS), U.S.
Year-End Workbench
Work With W-2 Inquiry WO078302A From the Work With Review selected formsand
Year-End Workbench select therecord you want to
form, select ayear-end ID review.
and then select EE Form )
Inquiries, W-2 Inquiry from | Note. TheW-2Inquiry
the Row men. optionisdisabled if no W-2
formswere created for the
workfile build.
W-2 Review W078302B From the Work With W-2 Review employee

Inquiry form, select arecord | information.

andthen select W-2 Review | o Statutory option

from the Row menu. .
in Box 13 for employees
who worked as statutory
employeesfor aportion of
theyear.
Employee Wage Adjustment | W078303A Fromthe W-2 Review form, | Review wageinformation.
Review select an option and then
select Wage Adj. Review
from the Form menu.
Work With W-2 Wage WO078304A Fromthe W-2 Review form, | Review wage allocation
Allocation Review select an option and then information.
select Wage Allocation from ) o
the Form menu. Note. Thisoptionis
availableonly if you choseto
allocate wageswhenyou
built the year-end workfile.
W-2 Specia Handling WO07832A Fromthe W-2 Review form, | Review W-2 special
Review select an option and then handling information.
select Special Handling from ) )
the Form menu. Note. The Special Handling

optionisdisabled if no pay
type, deduction, benefit and
accrual (PDBA) codesare
assigned to the box that you
arereviewing.

Reviewing Employee W-2 Information

Access the W-2 Review form.
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U.S. Year-End Workbench - W-2 Review
Cancel Fortm  Tools
X 8 B
‘fear-End IO GMOR1 Year o7 Hist Type
W2 Cantrol Mumber 40934 Social Security Mo GEODO2TES Compary anoot
Address Mumber BEOODATE YEARENDIG, OREGON F TaxID 840782700000
Resident State aa Qregon Edit Box 13 STE RET TPS
Fouoral [ iaeiLoval [ 49972
" ‘\Wages, tips, other compensation[Bax 1] 5,000.00 Federal income tax withheld[Box 2] 017 58
" Zocial Security wages[Box 3] 5,000.00 Social Security tax withheld [Box 4] 310,00
" Medicare wages and tips [Biox 6] 5,000.00 hedicare tax withheld [Box £] T2 A0
Social Security tips [Box 7] Allocated tips [Box 8]
Advance EIC payment [Box 9] . Dependent care henefits [Box 10]
" Mongualified plans [Box 11] " Box1z
© Box14

W-2 Review form

Edit Box 13 Click this button to make the Statutory option editable. Use this option
to clear the Statutory option for employees who have worked as statutory
employees for a portion of the year and also as regular employees. When
the system processes these employees, the Statutory option is selected on all
of the employee’'s W-2 forms. You must click the Edit Box 13 button and
manually clear the Statutoryoption on the forms that are not associated with
the employee’s statutory wages.

Reviewing Employee Wage Adjustments

Access the Employee Wage Adjustment Review form.
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U.S. Year-End Workbench - Employee Wage Adjustment Review

Select  Find  Close Taxation History Form Tools

v @ X @# B B

Year IF W2 Control Mumber W
Address Number W YEARENDG, OREGON F Histary Type |— Standard Tax Histone
Horme Company W FinanciabDistibution Company  Tax D 240782700000
Tax ArealType |FEDERAL A Fediaral incorme Tax
Adjustments to Wages, Tips Other
Tax Withheld |g1 750 Taxahle Wages |5,EIEIEI.EIEI

Records 1-2 Customize Grid m]

PDBA Type Tax Area PDBA Description Amount
i+ Total Adjustments
[ Adjusted \Wages 5,000.00

Employee Wage Adjustment Review form
Reviewing Employee Wage Allocations
Access Work With W-2 Wage Allocation Review form.

Alloc. Percent (alocation Review the percentage to be allocated to the various payroll elements.

percent)

SIT Adjusted Wages Review the amount of adjusted taxable wages for the state or local tax
authority. The amount is determined by adding the Special Handling
amounts from the Special Handling Workfile (FO6732) to the appropriate
state-unadjusted (STWG) wages.

State Income Tax Review the amount of state or local income tax withheld for the employee.

Reviewing Employee Special Handling Information
Access the W-2 Special Handling Review form.

Printing a Single Year-End Form

This section provides an overview of the single form printing process and discusses how to print single
year-end forms.
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Note. Verify that you are using Acrobat 7.0 before you print year-end forms. If you do not use Acrobat 7.0,
you might encounter significant issues with forms not aligning correctly during printing. However, because
each printer is dlightly different, if you are using Acrobat 7.0, minor adjustments might be required to align

forms properly for printing. You can use the JD Edwards EnterpriseOne Report Design Aid (RDA) to adjust
the fields. Contact your system administrator for assistance with RDA.

Understanding the Single Form Printing Process

You can print asingle W-2, 1099-R, 1099-MISC, or 499R-2 form for an individual employee. You might print
asingle year-end form to determine whether the information prints correctly, instead of running the mass print
program to print formsfor al of the employees who are included in the workfile build. You might also need to
reprint aform if an employee loses or does not receive the original form.

When you print individual W-2 forms, you have the option of choosing the print program during the print
process. When printing 1099-R or 1099-M1SC forms individually, you must enter the print program that you
want to use in the processing options before you print the forms.

Note. If you have entered a print date for a W-2 form and need to reprint the form, you must either reset the
print date or print a W-2C form.

When you print an employee’s form as atest, you should remove the date from the Print Date field so that
when you run the mass print program, the system disregards the test print scenario and allows a reprint
of the employee’'s W-2.

Forms Used to Print Single Year-End Forms

Form Name FormID Navigation Usage
Work With Year-End WO07810A U.S. Year-End Workbench Select ayear-end ID.

Year-End Workbench

Work With W-2 Inquiry W078302A From the Work With Review selected formsand
Year-End Workbenchform, | select therecord you want
select ayear-end ID and then | to print.

select EE Form Inquiries
from the Row menu.

W-2 Review W078302B From the Work With W-2 AccessaW-2formto print.
Inquiry form, select arecord
and select W-2 Review from
the Row menu.

Form Print Control WO7WP2A From any of thesingleform | Enter the print date and print
review forms, select Print singleyear-end forms.
<formtype>fromthe
Form menu.

Work With 1099-Misc WO078309A From the Work With Year Select aformto print.
End Workbench form,
select theyear-end ID you
want to print, select EE
Form Inquiriesfrom the
Row menu, and then select
1099-Misc Inquiry.
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Form Name FormID Navigation Usage
Review 1099-Misc W078309B From the Work With Print theform.
1099-Misc form, select the
record that you want to

review, select Review
1099-Misc from the Row
menu, and then select Print
1099-M from the Form
menu.

Work With 1099-R Inquiry | W078310A From the Work With Year Selectaformto print.
End Workbench form,
select theyear-end ID you
want to print, select EE
Form Inquiriesfrom the
Row menu, and then select
1099-R Inquiry.

1099-R Review WO078310B From the Work With 1099-R | Print theform.
Inquiry form, select the
record that you want to print,
select Review 1099-R
Review from the Row menu,
and then select Print 1099-R
from the Form menu.

Work With 499R-2 Inquiry | WO78321A From the Work With Year Select aform to print
End Workbench form,
select theyear-end ID you
want to print, select EE
Form Inquiriesfrom the
Row menu, and then select
499R-2 Inquiry.

499R-2 Review WO078321B From the Work With 499R-2 | Print theform.
Inquiry form, select the
record that you want to print,
select 499R-2 Review from
the Row menu, and then
select Print 499R-2 from

the Form menu.

Printing Single Year-End Forms

From any of these forms, access the Form Print Control form:
*  W-2 Review

* Review 1099-MISC

e 1099-R Review

*  499R-2 Review
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U.5. Year-End Workbench - Form Print Control

Cancel Submit Form  Tools

X $ 8 B
Year-End ID GMOR Date- YR 07
Cantrol Mumber 40074

Date Last Printed

Type of Farm 1] W-2
Print Date
Farm Size {M2) 1 1-Wddff)
Program D RO7a83
Yersion

Form Print Control form

To print the form, click the Submit button.

Print Date Enter the date that you are printing the form if thisis the last time you expect
to print the form, and you will be giving the form to the employee. After you
enter a print date and print the form, you must either reset the print date to
print a new form, or you must print a W-2c form. If you are printing the form
only to test whether it prints correctly, do not enter a print date.

Reviewing Employee 1099 and 499R-2 Information

Before you print 1099 and 499R-2 forms, review the employee information that appears on these forms and
verify that it is correct. This section lists the forms used to:

* review employee 1099-R information.
» review employee 1099-Misc information.
* review employee 499R-2 information.
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Forms Used to Review Employee 1099 and 499R-2 Information

Form Name

FormID

Navigation

Usage

Work With Year-End
Workbench

WO07810A

U.S. Year-End Workbench
menu (GO7BTAXUS), U.S.
Year-End Workbench

Selectayear-end ID.

Work With 1099 Misc
Inquiry

WO78309A

From the Work With
Year-End Workbench form,
select theyear-end ID you
want to review, select EE
Form Inquiriesfrom the Row
menu, and then select 1099
Misc Inquiry.

Review selected forms and
select therecord you want to
review.

Review 1099 Misc

WQ078309B

From the Work With 1099
Misc Inquiry form, select
therecord that you want to
review and then select
Review 1099 Misc from
the Row menu.

Review theform detail .

Work With 1099-R Inquiry

WO078310B

From the Work With
Year-End Workbench form,
select theyear-end ID you
want to review, select EE
Form Inquiriesfrom the Row
menu and then select 1099-R
Inquiry.

Review selected forms and
select therecord you want to
review.

1099-R Review

WO078310A

From the Work With 1099
R Inquiry form, select the
record that you want to
review and then select
Review 1099 R from the
Row menu.

Review the form detail
and change employee
information.

Work With 499R-2 Inquiry

WO078321A

From the Work With
Year-End Workbench form,
select theyear-end ID you
want to review, select EE
Form Inquiriesfrom the Row
menu and then select 499R-2
Inquiry.

Review selected forms and
select the record you want to
review.

499R-2 Review

W078321B

From the Work With 499R-2
Inquiry form, select the
record that you want to
review and then select
Review 499R-2 from the
Row menu.

Review the form detail
and change employee
information.

Reviewing History Reports

This section provides an overview of history reports and discusses how to:
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* Run the Federal Tax History report (R07347).

»  Set processing options for the Federal Tax History report (R0O7347).

* Run the State/Local Taxation report (R0O7348).

»  Set processing options for the State/L ocal Taxation report (R07348).

* Run the Employee Pay & Tax Register report (R073231).

»  Set processing options for the Employee Pay & Tax Register report (R073231).

* Run the Tax History Integrity FO6136A/FO6166A report (RO77011A).

»  Set processing options for the Tax History Integrity FO6136A/FO6166A report (RO77011A).

Understanding History Reports

We recommend that you run history reports and compare them to the audit reports. The data on these reports
should match the data on the corresponding audit reports. If discrepancies are found between the reports, you
may need to make changes to the information in the year-end workfiles.

Federal Tax History Report

The Federal Tax History Report (R07347) lists all of the federal taxable wages and federal tax amounts by
employee. Thisreport retrieves information from the Tax History table (F06136). This report also includes
summary information.

State/Local Taxation Report

The State/L ocal Taxation Report (R07348) listsall of the state and local taxes paid by the employee. Thisreport
retrieves information from the Tax History table (F06136). Thisreport also includes summary information.

Review of the Employee Pay and Tax Register

The Employee Pay & Tax Register (R073231) displays all of the taxable wages and taxes paid by the
employee. Thisreport retrieves information from the Tax History table (F06136). This report lists information
by tax area, tax type, and month when the wages were paid. This report can be set up to include month-to-date,
quarter-to-date, or year-to-date totals.

Tax History Integrity Report

The Tax History Integrity FO6136A/F06166A report (RO77011A) displays the tax integrity issuesin the Tax
Summary (Additional) table (FO6136A) and the Tax Ledger (Additional) table (FO6166A). The FO6136A and
FO6166A store multiple school district tax records for each employee.

Running the Federal Tax History Report (R07347)
Access U.S. History Reports menu (GO7BUSP15), Federal Tax History Report.

Setting Processing Options for the Federal Tax
History Report (R07347)

Use processing options to set up default information about how a program processes data.

Report
Access the Report tab.
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1. Typeof Employee Use this processing option to specify which employee number to print on the
Number to print report. Values are:

1: Address Book Number (default)
2: Socia Security Number
3: Third Employee Number

Running the State/Local Taxation Report (R07348)
Access U.S. History Reports menu (GO7BUSP15), State/L ocal Taxation Report.

Setting Processing Options for the State/Local
Taxation Report (R07348)

Use processing options to set up default information about how a program processes data.

Period
Access the Period tab.

1. Enter Fiscal Year Use this processing option to specify the two-digit year to process.
2. Thru Period Number Use this processing option to specify the period through which you want

to include date for the fiscal year.

Hours
Access the Hours tab.
1. Enter a’1’ to show hours Use this processing option to specify whether to print hours on the report.

on thereport. If you leave this option blank, the system does not print hours. Enter 1
to print hours.

2. Enter the character Use this processing option to specify the character that the system prints
that will indicate that before rows that include hours. Enter a character in this field only if you enter
the row being printed 1 in the previous option.

indicates hours.

Running the Employee Pay & Tax Register Report(R073231)
Access U.S. History Reports menu (GO7BUSP15), Employee Pay & Tax Register.

Setting Processing Options for the Employee Pay &
Tax Register Report (R073231)

Use processing options to define default information about how the system processes data.

Defaults
Access the Defaults tab.

1. Employee Number Use this processing option to specify which employee number to print on the
report. Values are:
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Blank: Address Number
1: Tax ID
2: Alternate Address Number

2. Period Ending Date Use this processing option to indicate the period end date. You must enter a
date in this processing option.

3. History Type Use this processing option to indicate the type of history information that
appears on the report. Vaues are:

Blank: Month-to-date

1: Quarter-to-date with monthly balances
2: Quarter-to-date totals only

3: Year-to-date with monthly balances

4: Year-to-date with quarterly balances
5: Year-to-date totas only

4. Detailed Transactions Use this processing option to indicate whether the report displays the detailed
transactions associated with each balance. Vaues are:

Blank: No, do not display detailed transactions.
1: Yes, display detailed transactions.

Running the Tax History Integrity FO6136A/FO6166A
report (RO77011A)

Access Advanced and Technical Operations (GO7BUSP3), Tax History Integrity FO6136A/FO6166A.

Setting Processing Options for the Tax History Integrity
FO6136A/FO6166A report (RO77011A)

Use processing options to define default information about how the system processes data.

Taxation
Access the Taxation tab.

1. Processing Mode Specify the mode in which the report runs. If you select proof mode, then
the system prints a report without updating the history tables. If you select
update mode, then the system prints a report and updates the summary history
table with the corrected information. Values are:

0: Proof mode
1:Update mode

2. Tax History Records Specify whether to delete the records in the Tax History table for which the
company, tax area, and tax type have no corresponding records in the Corporate
Tax ID table. In some situations, these records are valid and should not be
deleted. For example, if you are waiting to receive a corporate tax |1D from the
government, you might have entered applied for in the Corporate Tax ID table.
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3. Annual Wage Limit for
Social Security

4, Tax Rate for Social
Security

5. Tax Ratefor Medicare

6. Error Codesto Omit

Reviewing Year-End Workfile Information

In this case, you would not want to delete the tax history records, even though
they do not correspond to the records in the Corporate Tax ID table. Values are:

0:Do not delete
1:Delete

Warning! Deleting tax history records can cause significant loss of information
that you might need for year-end processing. Before you set this processing
option to 1, contact JD Edwards Technical Support for customer support.

Specify a numeric value that represents the amount of wages on which
employees must pay Social Security tax.

Specify a numeric value that represents the percentage of wages that
employees must pay in Social Security tax for the current year. For example, if
the Social Security tax rate is 6.2 percent, enter 6.2 for this processing option.

Specify a numeric value that represents the percentage of wages that
employees must pay in Medicare tax for the current year. For example, if the
Medicare tax rate is 6.2 percent, enter 6.2 for this processing option.

Specify the four-digit error codes that you do not want to print on the report. If
you leave this processing option blank, all error codes will print on the report.

Processing Year-End Workfile Changes

This section provides an overview of year-end workfile changes, lists a prerequisite, and discusses how
to process year-end workfile changes.

Understanding Year-End Workfile Changes
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After you complete a full workfile build process (type 1) and identify changes that need to be made, make
the necessary corrections to the applicable records. You must then process the changes through the workfile
build process.

When you rerun the workfile build to incorporate the changes, you can reduce processing time by selecting
changes-only processing (type 2). Changes-only processing reduces the computer processing time by
rerunning only the records that you have corrected. For example, to process changes that you have made
by employee, you can limit the data selection by choosing the Additional Parameters - Address Number
function and entering the address numbers for only those employees who had changes. You can also use the
corresponding functions to limit the data selection for the tax ID, tax area, and company.

You can request changes-only processing by employee, company, tax area, or tax ID. Thislist displays the
valid combinations for changes-only processing:

* By company.

« Bytax ID.

+ By tax area

* By employee.

* By company and tax area.
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By company and employee.
By tax ID and tax area.

By tax ID and employee.
By tax area and employee.

Note. You cannot process changes by both company and tax ID. You cannot enter data that otherwise
would not be included in the additional parameters of the workfile build. Additional parameters are used to
narrow the data selection criteria of the workfile build version. Additional parameters cannot be used to
include additional employees in the workfile build process. To include additional employees, change the
data selection of the workfile build version, and reset and rerun the workfile build process.

Prerequisite

Before you compl ete the tasks in this section, process the workfile build successfully and make any necessary
corrections to employee and company information.

Form Used to Process Year-End Workfile Changes

Form Name FormID Navigation Usage
Work With Year-End WO07810A U.S. Year-End Workbench Select theyear-end | D you
Workbench menu (GO7BTAXUS), U.S. | want to change.
Year-End Workbench

Processing Year-End Workfile Changes
Access the Work With Year-End Workbench form.

1.
2.

N o g s~ w

On Work With Year-End Workbench, select the year-end ID that you want to change.

To process changes for only the records that you changed, select ADDL Parameters from the Row menu,
and then select one of these fields:

¢ Home Company

» Tax ldentification

» Tax Area

» Address Number

On Additional Parameters, enter the appropriate information and click OK.

On Work With Year-End Workbench, select the year-end 1D that you want to change.
From the Row menu, select Year-End Process and then select Revise Year-End.

On Year-End Revisions, verify that a 2 is entered in the Process Type field.

Select the Submit Year-End option, and then click OK.

The system displays the W-2 Additional Parameters form when you process changes by company, tax ID,
tax area, and address number. The system displays a different data item value for each function that you
might select to process, such as HMCO for company, TAXX for tax 1D, TARA for tax area, or AN8 for
address number.
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If you did not specify a date printed for W-2 forms, the system reprocesses W-2 information. If you entered a
date printed when you printed W-2 forms and did not reset the print function, the system creates W-2C
information.
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Producing Year-End Deliverables

This chapter provides an overview of the year-end reporting process and discusses how to:

* Print audit reports.

» Work with year-end forms.

» Generate workfiles for year-end electronic filing.
» Work with W-2cs.

Understanding the Year-End Reporting Process

After you review information online and make any necessary corrections, print the audit reports and review
them for accuracy. We recommend that you run the audit reports and compare them to the taxation history
reports. You should review audit reports for accuracy before you print the year-end forms.

You print year-end forms to create an audit trail for reporting to the government and to send to employees for
their tax reporting purposes.

You can report year-end information to the federal government using paper or electronic filing.

Important! The Internal Revenue Service (IRS) requires electronic filing reporting if you have a specific
number of returns. The Accounts Payable system can aso produce 1099 returns. Therefore, consider the
number of returns that will be generated by both the Accounts Payable and the Payroll systems when deciding
whether you are required to use electronic filing reporting. Contact the IRS office for more information about
eectronic filing reporting requirements.

After you create the workfile but before you print year-end forms, carefully verify the amounts on the audit
reports. You can run the audit reports as many times as necessary without affecting the workfiles that are
created in the year-end workfile build process. Additionally, you can review the amounts online by using the
Form Review selections from the U.S. Year-End Workbench.

Before you can run audit reports, you must update the year-end ID to specify which reports are available for
processing. To do this process, you set up areport model that includes all reports that you might want to run
for aparticular year-end ID. Versions for printing year-end forms are also included in the report model.

For W-2 purposes only, you can enter more than one version number for aform ID. This lets you submit
different versions of the same report to process simultaneously. For example, you can run version 001 and
002 of the W-2 Federal Detail report.
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You include versions for printing year-end formsin the report model. After you review the audit reports for
accuracy, you can print year-end forms by using the special form versions that you included in the report
model. You can omit specific versions from processing, such as special form versions, without deleting
them from the report model.

Printing Audit Reports

91

This section provides an overview of audit reports, lists a prerequisite, and discusses how to:

e Print audit reports.
»  Copy the reports model.

Understanding Audit Reports

Print audit reports to compare them with the corresponding history reports. Many audit reports have summary
and detail versions. You must select the appropriate reports from the reports model.

You must use the U.S. Year-End Workbench to print audit reports. You can run the demo version of each report
that you select, or you can create your own versions of these reports.

Note. To populate the Year-End Report table (FO7823), you must submit the Year-End Report (R07823S)
Update from the Batch Versions application.

Printing audit reportsis similar to using the Reports Only menu selection in the Payroll cycle, with one notable
exception: when you create the report model for the year-end ID, you select all of the reports and special forms
that you might want to process for that ID. You do not have to run each of these reports every time that you
process audit reports. The year-end audit report program enables you to process specific reports from the
reports model without having to delete them from the model each time that you process audit reports.

To print reports locally, you must first map R07823 to run locally. Contact your system administrator for
assistance.

Note. You might want to include a version of the Print W-2c program in the reports model. Though you do not
need to process this version initially, you might need to print W-2cs at alater time during the year-end process.
Include any report or specia form version that you might need in order to complete year-end processing.

Year-End Reports

After you have created the report model and generated audit reports, you must review them to ensure that the
year-end data is accurate. We strongly recommend that you generate and review all year-end audit reports
before you print year-end forms.

Each audit report contains unique information. The audit report displaystotals at company levels, as well as
grand totals for al of the information that isincluded in the year-end workfile.

This table describes each report:
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Audit Report

Description

W-2 Federal Control Report - Summary (RO7860)

Thisreport printsall of theinformation for each employee's
W-2. You should consider producing thisreport asa
mandatory step in the year-end process becauseit isthe
hard copy of theinformation that printson the W-2 forms
that are distributed to employees. Thisreportistheonly
onethat includesall of an employee’sdataasit appearson
theW-2form.

W-2 Federal Control Report Detail (R07861)

If you request detailed information when you run this
report, thisinformation islisted by employee:

« All federal taxablewages
* Specia adjustments
 Reportablewages

» Taxespaid

State/Local Control Report (R07862)

The State/Local Control Report printsthisinformation for
each employee who isincluded in the year-end workfile
build:

o Statewages

» Statetax amounts

* State unemployment amounts
* Statedisability amounts

State/ Local Detail Report (R07863)

The State/L ocal Detail report (R07863) printsthis
information:

» Stateand local taxablewages.
* Specia handling adjustments.
 Reportable wages.

» Tax by employee, tax area, and tax history type, as
reported onthe W-2 forms.

If summary information isrequested, thereport liststhe
summary information on company, tax area, and tax type.

Special Handling Report (R07864)

Thisreport listsDBA amounts on the W-2s by box number,
DBA, and employee name. Thisreport can berun only for
one special handling box at atime. Thisreport displays
summary information totals by box number, DBA, and
company.

W-2 Count Report (RO7870)

Thisreport listsfederal, state, and local reportablewages
by employee name, and provides an employee count by
company name and tax |D, asreported onthe W-2s. If
summary information isrequested, only the company and
tax I D totals appear in thisreport.

W-2 Summary Report (R07867)

Thisreport listsall of theinformation that appears on W-2
formsfor employees. Generating thisreport is mandatory
if you are creating W-2 forms during the payroll year-end
process because thisisthe only report that lists all of the
data on each employee’sW-2 form.
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Audit Report

Description

Federal Adjustment Wage Report (RO7865)

Thisreport liststaxable wages and any special handling
adjustmentsto FIT, FICA, and Medicare. Thisreport
groupstheinformation by employeeif detailed information
isreguested or by company if summary informationis
requested. Thisreport also lists error messagesif the
adjusted wagesin thereport do not match the adjusted
wages onthe W-2.

Federal Allocation Report (RO7868)

Thisreport provides adetailed listing of the federal taxable
wagesthat are allocated to the various states where the
employee hasworked during the tax year.

W-2 Benefit Statements (R0O7869)

Thisreport providesasummary of the benefitsthat are
included on an employee’'sW-2 form in the statesin which
he or sheworked during thetax year.

W-2 State/L ocal Adjusted Wage Report (RO7866)

Thisreport prints empl oyee taxable wages, fringe benefits,
and reportablewages, asreported on the W-2 forms. Using
processing options, you can specify up to three states or
localitiesfor which you want to print information. This
report also prints error messagesif adjusted wages on the
report do not match adjusted wages on the W-2.

W-2 Box 13 Flags (R07873)

Thisreport listsall of the employeeswho haveinformation
in Box 13 of the W-2 form. Thereport also listswhich
itemsin Box 13 have datafor each employee. Thereportis
sequenced by the employee's Socia Security number or the
address number, depending on the version that you sel ect.

W-2 Workfile Integrity (RO7874)

Thisreport identifies errorsthat occurred when the system
created the year-end workfiles. It also identifiesany
changesthat were made to the empl oyee history since

the year-end workfile was created. You should run this
report before you print year-end formsto ensure that the
information in the year-end workfileis correct.

1099-Misc Summary (R07871)

Thisreport listsall of the information that appearson
1099-MISC formsfor contract employees. Thisreportis
mandatory if you are creating 1099-M1SC forms during the
payroll year-end process because thisisthe only report that
listsall of the data on each employee’s 1099-M1SC form.

499R-2 Summary Report (R07875)

Thisreport listsall of theinformation that appearson
499R-2 formsfor employeeswho work in Puerto Rico. You
should consider thisreport mandatory if you are creating
499R-2 forms during the payroll year-end process because
thisisthe only report that listsall of the dataon each
employee’s499R-2 form.

1099-R Summary Report (R07872)

Thisreport listsall of the information that appearson
1099-R formsfor pension employees. Thisreportis
mandatory if you are creating 1099-R forms during the
payroll year-end process because thisisthe only report that
listsall of the data on each employee’s 1099-R form.

This table describes the specifications of each audit report:
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Changeable Data

Audit Report Shows Totals? Shows Grand Totals? Sequence?
W-2 Federal Control Report | YES YES NO
- Summary (R07860)
W-2 Federal Control Report | YES YES NO
Detail (R0O7861)
State/ Local Control Report | YES YES NO
(RO7862)
State/ Local Detail Report YES YES NO
(RO7863)
Special Handling Report YES YES NO
(RO7864)
W-2 Count Report (RO7870) | YES YES NO
W-2 Summary Report YES YES NO
(RO7867)
Federal Adjustment Wage | YES YES NO
Report (RO7865)
Federal Allocation Report YES NO NO
(RO7868)
W-2 Benefit Statements YES NO NO
(RO7869)
W-2 State/Local Adjusted | YES YES NO
Wage Report (RO7866)
W-2 Box 13 Flags (R07873) | NO NO NO
W-2 Workfile Integrity YES YES NO
(RO7874)
1099-Misc Summary YES YES NO
(RO7871)
499R-2 Summary Report YES YES NO
(RO7875)
1099-R Summary Report YES YES NO
(RO7872)

Prerequisite

Before you complete the tasks in this section, process a year-end workfile build.

See JD Edwards EnterpriseOne U.S. Payroll 9.0 Implementation Guide, Setting Up Workfiles.

See Also

JD Edwards EnterpriseOne U.S. Payroll 9.0 Implementation Guide, Setting Up Workfiles, Setting Up Year-End
Workfile Parameters, Assigning Special Handling Information.

Copyright © 2009, Oracle and/or its affiliates. All rights reserved. 94



Producing Year-End Deliverables Chapter 7

95

Forms Used to Print Audit Reports

Form Name FormID Navigation Usage
Work With Year-End WO07810A U.S. Year-End Workbench Select ayear-end ID.

Year-End Workbench

Reports Setup W07823B From the Work With Accessthe reportsmodel.
Year-End Workbench form,
select ayear-end ID and then
select Reports Setup from
the Row menu.

Reports Model W07823C From the Reports Setup Attach reportsto the
form, select ReportsModel | year-end ID.
from the Form menu.

Work With Reports/Special | WO0004Al From the Work With Select reportsfor processing.
Forms Year-End Workbench form,

select ayear-end 1D and

then select Reportsfrom

the Row menu.
Year-End Revisions W07810B From the Work With Create aduplicate year-end

Year-End Workbench form, ID.
select theyear-end ID you

want to copy and then
click Copy.
Duplicate Year-End ID WO07810H From the Year-End Revisions | Copy the reports model.
form, click OK.
Printing Audit Reports
Access the Report Setup form.
U.S. Year-End Workbench - Repert Setup il
Ok Find Delete Cancel Form  Tools
@ m X B B
Year-End 1D |ANEG
fear 06
| = All ReportsiFarms * audit Reports " gpecial Farms ‘

Records 1-2 Customize Grid & B @

Report * Report * Form
Seq [1] Version Description Type

RO7EE1 HJDEDDDT W-2 Federal Control Report- D

Report Setup form

1. Select ablank linein the detail area and then select Reports Model from the Form menu.
2.  On Reports Model, select areport version that you want to attach to the year-end ID and click Select.
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The report is automatically added to the Report Setup form.

3. Repeat steps 1 and 2 until you have selected all of the reports and special form versions that you want
to attach to the year-end ID.

4. On Report Setup, you can reorder the reports by completing the Seq field for each report.
Reports appear from the lowest sequence number to the highest.
When you have added all versions and sequenced them appropriately, click OK.
On Work With Year-End Workbench, select Reports from the Row menu.

On Work With Reports/Special Forms, to select the versions that you want to submit for processing, clickt
the Audit Reports option, and then select the Selection option.

Alternatively, you can select specific reports by double-clicking specific records in the detail area.

Only reportsthat are selected are submitted for processing. To cancel the selection of areport, double-click
the check mark or clear the Selection option.

Be sure to process and review audit reports before you process special form versions.
8. From the Form menu, select Submit Forms/Report.

U.S. Year-End Workbench - Work With Reports/Special Forms [i |

Find Close Row Form  Tools

@ X B B &

Vear-End D ANEG ™ Selection |
fear 06
‘ " All Repors/Forms % audit Reports " Special Forms ‘

Records 1-1 Customize Grid (]

Report Report
. Seq 1} Version Description

| 4 RO7361 HIDEOODD \"W-2 Federal Control Report- D

Work With Reports/Special Forms form

Copying the Reports Model

You might need to create and process more than one year-end I1D. Also, you might want to create the same
reports for each ID that you process. You can use the Copy function to copy the report model that you create
for one year-end ID into any additional year-end IDs that you create.

Using the Copy function minimizes data entry time as well as the possibility of data entry errors.

Access the Duplicate Year-End ID form.
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U.5. Year-End Workbench - Duplicate Year-End ID i

oK Cancel Tools

B X &

¥ Copy Special Handling

V¥ Copy Reports Model

Duplicate Year-End ID form

The year-end ID that you create by using the copy function contains a copy of the report model from the
original year-end ID. If necessary, you can use the Report Setup option to modify the report model.

Working with Year-End Forms

97

This section provides an overview of year-end forms, lists prerequisites, and discusses how to:

» Enter aprint date for year-end forms.
e Print year-end forms.
* Reset year-end forms.

Understanding Year-End Forms

After printing the audit reports and making any necessary corrections, you can print year-end forms. You can
also reset year-end forms when you need to reprint formsto correct inaccurate information.

You can print 1099-MISC, 1099-R, 499R-2, W-2, and W-2c forms, as well as 1096 summary information.

The W-3 form, which summarizes the amounts that were reported for all of the W-2 forms, can be printed for
each type of W-2. The W-3 form should be used only by employers who file paper copies of the Copy A

of Form W-2 to the Social Security Administration (SSA). Electronic filing filers transmit this information
differently.

Printing Dates

After you review audit reports for accuracy, you can print year-end forms. Before submitting the forms for
printing, you can enter a print date so that each employee record for which aform is printed is updated with
the print date. If an employee record contains a print date and you need to make changes to the employee’s
year-end information, you must reset the print date to generate another W-2 form. If you do not reset the print
date, you must generate a W-2c form for the employee.

Note. The Employer 4-part W-2 print program (R07885A) does not use a print date. Therefore, it is not
necessary to clear the print date in order to rerun this print program.

Note. To generate W-2c forms, you must first print year-end forms with a print date. If this printing is not the
last time that you will print the year-end forms, do not enter a print date.
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Printing Forms

You print year-end forms to report wage and tax information to government agencies and employees. If you
arefiling eectronically, you print year-end forms to create an audit trail for reporting to the government
and to employees.

Click an option in the reports model to view all of the reports and forms, special forms only, or audit reports
only. Any audit report or special form version that is marked with a check mark is submitted for processing,
regardless of whether you can see them in the current view. To avoid submitting unwanted audit reports or
specia forms, click the All Reports/Forms option and clear any versions that you do not want to process at
the current time.

Note. Verify that you are using Acrobat 7.0 before you print year-end forms. If you do not use Acrobat 7.0,
the forms may not align correctly during printing.

However, because all printers are slightly different, even if you are using Acrobat 7.0, the fields for any of

the print form programs that you use to print year-end forms might need to be modified so that information
aigns properly on the form. You can use the JD Edwards EnterpriseOne RDA to adjust the fields. Contact
your system administrator for assistance with RDA.

Use these programs to print year-end forms:

e R07880: Print 1099-MISC

e RO07881: Print 1099-R

e R07882: Print 1096 Summary

* RO07883: Print Standard W-2s

e R07884: Print Laser W-2s (2-part)

» RO07885: Print Laser W-2s (4-part)

» RO7885A: Employers Print Laser W-2s (4-part)
» RO07886: Print W-2 Pressure Seal Forms

* RO07887: Print W-2Cs

* RO07888: Print Standard W-3

e R07889: Print W-3C

* RO07891: Print 499R

* RO07893: Print 1099-M1SC Pressure Seal Forms
* RO7881A: Print 1099 R 4-Corner

Resetting Forms

You reset year-end forms to correct inaccurate form information when you have not yet reported year-end data
to the government and to employees. For example, suppose that an employee’s address change does not appear
on the W-2 form that you just printed because the new address is not yet entered into the Payroll system. If you
have not yet distributed W-2 forms to the employees or reported the year-end information to the government,
then you can enter the address change, reset the year-end forms, and reprint them.

You might also need to reset year-end forms when information does not align and print properly on the forms.
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You can reset and reprint year-end forms for an entire version or for a selected group of employees, based
on the version data selections. Resetting year-end forms removes the print date that was specified in the
employee's record when the forms were printed. The print date must be removed to prevent the system
from producing a W-2c form.

Use the reset year-end forms procedure only to reprint forms that had a print date when they were last printed
and only if you have not yet reported year-end information to the government or distributed year-end forms to
employees. You do not need to use this procedure before rerunning formsthat were printed without a print date.

If you need to make corrections to a form and you have aready distributed year-end forms to employees or
reported year-end information to the government, you must generate W-2c forms.

Prerequisites
Before you complete the tasks in this section:

e Produce and review audit reports to verify that the data you will print on year-end formsis correct.
o Test-print year-end forms without a print date on plain paper to verify that the datais correct.
Make corrections, if necessary, and then load and realign the preprinted forms.

» If necessary, create anew version of the print program with version overrides that align the forms correctly
for printing purposes.

See JD Edwards EnterpriseOne Tools 8.98 Foundation Guide.

Forms Used to Work With Year-End Forms

Form Name FormID Navigation Usage
Work With Year-End WO07810A U.S. Year-End Workbench Select ayear-end ID.
Workbench menu (GO7BTAXUS), U.S.

Year-End Workbench

Report Setup W07823B From the Work With Attach versions of the
Year-End Workbench form, | special form programsto
select Reports Setup from theyear-end ID.

the Row menu.

Work With Reports/Special | W07823A From the Work With Print year-end forms.
Forms Year-End Workbench form,
select ayear-end 1D and
then select Reportsfrom
the Row menu.

Date Reset Revisions W07823C From the Work With Reset year-end forms.
Year-End Workbench form,
select theyear-end ID you
want to reset and then sel ect
Reset Date Printed from

the Row menu.

Entering a Print Date for Year-End Forms
Access the Report Setup form.
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U.S. Year-End Werkbench - Report Setup H .
Ok Find Delete Cance| Form Tools

B & 0 X B &

Year-End ID |GMOR1
Year o7
‘ % All Repors/Forms " Audit Reports " gpecial Forms |

Re-::urds 1-2

| |Ro7a83 IDEDDDY Print 2 - 1 Wiide

Report Setup form

Date Printed Enter adate in this field if you are printing year-end forms that you will
distribute to employees. If you are testing the print process to verify that the
data aligns correctly on the forms, do not enter a print date. 1f you enter a
print date and submit the program for processing, you must either reset the
print date to reprint forms or you must produce W-2cs to update or correct
information on year-end forms.

Do not enter a print date when processing W-2c forms.

Printing Year-End Forms
Access the Work With Reports/Special Forms form.

U.S. Year-End Workbench - Work With ReportsiSpecial Forms [H]

Find Cloze Row Form  Tools

& X H B &

icagEndii) [o03poC ™ Selection |
fear 05
% pll ReportsiForms  pudit Reports " Special Forms |

Records 1-7 Custormize Grid ]

Report Description Date 4 Forms Forms
Version Printed Required Printed

m 1 ROYE60 RJDEOODT -2 Federal Contral Report- S

m 2 RO7861 RJDEOODT -2 Federal Control Report- D

- 3 ROTH63 #JODEOODOT State/ Local Detail Report- D

m 4 RO7364 RJDEOODT Special Handling Report

v 5 ROTE83 #JDEOOOT Printwy2 - 1 Wide 2501706 el el 86

- 6 ROTETO ®JODEOODM W-2 Count Report

m T ROTEET HJDEOODT W2 Summary Report

Work With Reports/Special Forms form

1. On Work With Reports/Special Forms, select the Special Forms option to display the programs that the
system uses to print year-end forms.

Copyright © 2009, Oracle and/or its affiliates. All rights reserved. 100




Producing Year-End Deliverables Chapter 7

2. Select the program that you want to process by double-clicking the row or by selecting the Selection option.

3. Verify that all programs that you want to submit are selected, and then select Submit Forms/Report
from the Form menu.

Resetting Year-End Forms

Access the Date Reset Revisions form.

U.S. Year-End Workbench - Date Reset Revisions [

Ok Cancel Form  Toolz

X 0B 2
| ™ Submit Print Date Reset
Year 07
Year-End ID GMOR
Wersioh FIDEQODY

Date Reset Revisions form

Version Enter the version of the Reset Print Date program (R077292) that you want to
use to reset the print date. You must enter avalue in thisfield.

Submit Print Date Reset Select this option to reset the print date for al forms associated with this
year-end ID, and then click OK.

See Also

JD Edwards EnterpriseOne U.S. Payroll 9.0 Implementation Guide, Producing Year-End Deliverables,
Working with W-2cs.

Generating Workfiles for Year-End Electronic Filing

101

This section provides an overview of electronic filing workfiles and discusses how to:
* Generate the EFW2 workfile.

* Generate the Federal W-2 EFW2 electronic filing workfile.

* Generate the state W-2 EFW?2 and 499R-2 electronic filing workfiles.

»  Generate the 1099 electronic filing workfile.

Note. The W-2 eectronic filing specifications are now called EFW2 and EFW?2C rather than MMREF-1 and
MMREF-2, respectively. However, not all programs and forms were updated with the new naming convention.
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Understanding Electronic Filing Workfiles
You can use electronic filing to report year-end information to the federal government.

When you process an electronic filing program, the system creates aflat file that contains year-end information.
You use thisflat file to submit year-end data to government taxing authorities. Thistable displays the names of
the electronic filing programs and the flat files that the electronic filing programs create:

Electronic Filing Program Flat File
R8907865 - W2 EFW2 Electronic Filing Build FO7865

R8907869 - Create State Flat Filefrom FO78691 (if the F078691
state does not have a specific format)

R897869X X - Create State Flat File from FO78691X X FO78691XX
(state-specific format, where the XX representsthe 2-digit
state code)

R8907863 and R8907864 - 1099 Electronic Filing Build F078603
and 1099 Electronic Filing Flat File

R89078652 - W-2C EFW2C Electronic Filing Build F0786521
Workfile

See JD Edwards EnterpriseOne U.S. Payroll 9.0 Implementation Guide, Producing Year-End Deliverables,
Working with W-2cs.

Note. For 2005, the W2 EFW2 Electronic Filing Build program (R8907865) was updated to write recordsin
the FO78651 table for each year-end ID.

Before this change, the system deleted all of the data in the FO78651 table each time the R8907865 was
submitted. Therefore, you could process only one year-end ID at atime. Now, if you resubmit the R8907865
program for ayear-end ID that you have already processed, the system deletes and then recreates only those
records that are associated with that year and year-end ID.

When generating electronic filing workfiles, remember that:

» Before you can generate the state W-2 EFW2 workfiles, you must generate the federal W-2 electronic
filing workfile using the EFW2 format.

* You must be familiar with the records that each state to which you report requires for year-end reporting.
See JD Edwards EnterpriseOne U.S Payroll 9.0 Implementation Guide, Understanding Payroll Year-End
Processing, Preparation for Year-End Reporting, IRS and SSA Resource List.

Technical Considerations

You must create afolder called export under the folder in which the JD Edwards EnterpriseOne system was
installed. For example, \B7\package name\directory. The name of the subdirectory is determined during
installation and might not correspond to the name of the package that was installed. The system saves the
flat files in the export folder.

To create the export folder, perform these steps:

On the client workstation, right-click the Start button and select Explore.

Find the folder where JD Edwards EnterpriseOneisinstalled on the hard drive (for example, D:\B7).
Expand the folder and click the package name (for example, DV 7333) to highlight the name.

From the File menu, select New and then select Folder. Add afolder named export.

A WD
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You now have a path on the hard drive named D:\B7\DV 7333\export or something similar.

Warning! If you need to rerun electronic filing, you must delete, move, or rename the files that were placed
in the export folder. If you do not do this, the data from the second electronic filing run may append to the
existing electronic filing files, creating duplicate records. To ensure that the files are popul ated with the most
current information, exit the system before you copy files from the export folder.

Federal W-2 EFW2 Electronic Filing

After you print the year-end forms, you build the federal W-2 EFW?2 electronic filing workfile so that you can
submit the data electronically to the federal government in the proper format.

To create the federal W-2 dectronic filing, you first build the federal W-2 EFW2 electronic filing workfile.
Contact the system administrator for information about electronic filing data with the government agency.
After the workfile is built, the system automatically prints the W-2 EFW2 Electronic Filing report (RO7877).
This report includes al of the information that is contained in the electronic filing workfile.

Note. When reviewing the report, you might notice RO and RU records. These records appear in the workfile
only when any amount field for a record type is not zero.

State EFW2 and 499R-2 Workfiles

You can use electronic filing to report year-end information to state governments, including Puerto Rico. Some
states require that year-end information be reported on electronic filing if the total number of forms for a
company exceeds a specified number for the year.

Many states accept year-end information in the same format as the federal government. For these states, you
can submit a copy of the federal W-2 electronic filing to the state.

Contact the state IRS office for more information about state electronic filing requirements.

To create state W-2 or 499R-2 electronic filing workfiles (FO7865xx, where xx is the state code), you first
build federal W-2 electronic filing workfiles using the EFW2 format. After you have generated the federal
workfile, you can process state-specific programs to create files for each state to which you must report. To
create aworkfile for 499R-2s, you process program R897869PR after creating the federal workfile.

After you create federal and state workfiles, you can copy them to an accepted type of media, if appropriate for
that state, and send them to the appropriate taxing authority. Alternatively, you can electronically submit the
workfile to the state taxing authority. Contact the system administrator for information about transmitting
electronic filing workfiles.

Note. The postal codes, or Federal Information Processing Standard (FIPS) codes, are noted in the second
description of user-defined code (UDC) table 06/SC.

Additionally, Puerto Rico now requires that the Social Security Number of an employee’s spouse be printed
on the 499R-2 form. For the system to print this information correctly, the employee’s spouse must be set
up in the Dependent/Beneficiary Entry program (P08901). Additionally, you must verify that UDC table
08/RL contains codes H (husband) and W (wife).

Also, if you want the State EFW?2 to run locally, verify that the electronic filing program for that state and
B0701420 are mapped locally. Contact your system administrator for assistance.
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1099 Electronic Filing

You can submit 1099s to the IRS electronically. The two types of payroll 1099s can be processed together or
separately. The IRS allows multiple types of 1099s to be submitted together as long as they are separated by
the correct record type.

After you print year-end forms, build the 1099 electronic filing workfile. Contact the system administrator for
information about submitting the files electronically.

Note. The Accounts Payable system can also produce 1099 returns. The number of returns that will be
generated by both the Accounts Payable system and the Payroll system determines whether you are required to
use electronic filing reporting.

Prerequisites
Before you complete the tasks in this section:

» If you are processing 499R-2s for employees who work in Puerto Rico, verify that codes H (husband) and
W (wife) are included in UDC 08/RL.

* Verify that the spouses of employeesin Puerto Rico are set up in the Dependent/Beneficiary Entry program.

See Creating Dependent and Beneficiary Records in the JD Edwards EnterpriseOne 9.0 Human Resources
- Benefits Implementation Guide.

» Before you generate electronic filing workfiles, you must first set the data criteria for the year-end
workfile, and then you can process the workfile build.

See JD Edwards EnterpriseOne U.S. Payroll 9.0 Implementation Guide, Setting Up Workfiles.

See Also
JD Edwards EnterpriseOne Tools 8.98 Foundation Guide

Forms Used to Generate Workfiles for Electronic Filing

Form Name FormID Navigation Usage
Work With Year-End WO07810A U.S. Year-End Workbench Selectayear-end ID.
Workbench menu (GO7BTAXUS), U.S.
Year-End Workbench
EFW2/ EFW2 State W07810D From Work With Year-End | Generate workfilesfor
Electronic Filing Workbench, select ayear-end | electronic filing or magnetic
ID and then select Mag media, if appropriate.

Setup/Build Revisi
HpBLidievisons Media Setup, followed by

one of these optionsfrom
the row menu:

* W-2Federd
W-2 State

» 1099

o EFW2
 EFW2C

» EFW2for State
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Generating the EFW2 Workfile

Access the EFW2/ EFW?2 State Electronic Filing Setup/Build Revisions form by selecting Mag Media Setupl
from the Row menu.

U.S. Year-End Workbench - EFW2/ EFW?2 State Electronic Filing Setup/Build Revisions i

oK Cancel Form  Tools

8, x O B
s

Year-End ID 103
fear 0s

EPA2 Format | EFYW2 State | EFW2C || Electronic Filing

Transmitter Caompany Address

Return Address Mumber

Wersion

™ Submit EFw2 Build

EFW2/ EFW?2 State Electronic Filing Setup/Build Revisions form: EFW2 Format tab

Note. You must generate this workfile before you generate any state W-2 electronic filing or magnetic
media workfiles.

Transmitter Company Enter a code that identifies the address book number of the company,

Address organization, fund, or other reporting entity. The company code must
already exist in the Company Constants table (FO010) and must identify a
reporting entity that has a complete balance sheet. At thislevel, you can
have intercompany transactions.

Note. You can use company 00000 for default values such as dates and
automatic accounting instructions. However, you cannot use company 00000
for transaction entries.

Return Address Number Enter the Address Book Number of the person or company to which the
electronic filing should be returned if problems should occur.

Note. Contact the system administrator for information about copying the workfile to an accepted type of
media or submitting the file electronicaly.

Generating the Federal W-2 EFW2 Electronic Filing Workfile

Access the EFW2/ EFW2 State Electronic Filing Setup/Build Revisions form by selecting EFW2 from the
Row menu.

Contact the system administrator for information about copying the workfile to the appropriate form of
media, or transmitting the file electronically.
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Generating State W-2 EFW2 and 499R-2 Electronic

Filing Workfiles

Access the EFW2/ EFW?2 State Electronic Filing Setup/Build Revisions form by selecting MMREF for

State from the Row menu.

Contact the system administrator for information about copying the workfile to diskette.

Statutory Code

Do you want to extract RA
records?

Do you want to extract RE
records?

Do you want to extract RW
recor ds?

Do you want to extract RS
records?

Do you want RT records
recalculated?

Do you want RF records
recalculated?

Enter an apha code from UDC table 07/SC. This code specifies the
two-character or three-character state or province code that prints on statutory
reports such as W-2s.

For example, instead of 06, which might be the taxing authority for the state of
Colorado, the system prints the statutory code CO.

Specify whether you want to extract RA records when building the state EFW?2
electronic filing file. Values are:

Y: Yes
N: No

Specify whether you want to extract RE records when building the state EFW2
electronic filing file. Vaues are:

Y: Yes
N: No

Specify whether you want to extract RW records when building the state
EFW?2 eectronic filing file. Values are:

Y: Yes
N: No

Specify whether you want to extract RS records when building the state EFW?2
electronic filing file. Values are:

Y: Yes
N: No

Specify whether you want to recalculate RT records when building the state
EFW2 electronic filing file. Values are:

Y: Yes
N: No

Specify whether you want to recalculate RF records when building the state
EFW?2 dectronic filing file. Values are:

Y: Yes
N: No

Generating the 1099 Electronic Filing Workfile
Access the EFW2/ EFW2 State Electronic Filing Setup/Build Revisions form by selecting 1099 from the

Row menu.
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Contact the system administrator for information about filing electronically

Payer Name Control Enter a four-character control code obtained from the mailing label on the
1099 materials that the IRS sends to most payers each December. Thiscodeis
usually the first four significant characters of the business name. If the code
is fewer than four characters, left-justify the characters and then fill the
unused positions with blanks. If you do not know the payer name control
code, leave this field blank.

Foreign Corp Indicator Enter a code that identifies whether a payer is a Foreign Corporation and
income is paid by the corporation to a U.S. resident from sources outside of
the U.S. Values are:

Blank: The payer is not aforeign corporation.
1: The payer is aforeign corporation.

Transmitter Control Code  Enter the five-character a phanumeric code that is assigned by the IRS. This
code is required to submit 1099 returns using an electronic file.

Correction Form Enter a code that indicates whether the year-end form has been corrected and
that no changes should occur to this record.

For 1099 processing, values are:

Blank: Thisisthe origina file submission or the original file submission that
was returned from the IRS for replacement.

T: Thisisatest file submission.
C: Thisisacorrection file submission.

If the electronic file was returned from the IRS, the files contained format
errors that were encountered during processing, and you must send a
replacement to the IRS. A correction submission is submitted to correct
records that were successfully processed by the IRS, but that contained
erroneous information.

Transmitter Address Enter the Address Book Number of the person, company, or service that
Number created and sent the electronic file to the respective governmental agency.
Tape Return Address Enter the Address Book Number of the person or company to which the
Number electronic file should be returned if problems should occur.

Transfer Agent Enter the Address Book number of the transfer agent, if used.

Tape Density

Note. The SSA no longer accepts magnetic media or tape submission.

Working with W-2cs

This section provides an overview of W-2cs, lists a prerequisite, and discusses how to:

» Create W-2c records.
e Print W-2c and W-3c forms.
*  Generate the Federal W-2¢c EFW2C electronic filing workfile.
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Understanding W-2cs

After you print the W-2 forms, you might need to make corrections to reported amounts. To make these
corrections, you must issue a correction form (W-2c) that replaces or supplements the original W-2.
Corrections can include:

* Incorrectly reported amounts
» Changein Saocial Security Number

» Change in employee name or address

You can rerun the W-2c workfile if you encounter errors on the W-2c forms. You can reprint W-2cs for an
entire version or for a selected group of employees, based on the data selections for the version.

When making corrections, you must send form W-3c to the Social Security Administration (SSA). The
W-3c isthe IRS-approved form for printing the corrected summarized amounts that are reported on the
individual W-2cs.

Note. You can submit W-2c corrections to the federal government using the EFW2C electronic filing format.

Before you generate the Federal W-2¢c EFW2C workfile, you must first create W-2c records.

Create and Review W-2cs

You create W-2c records when W-2 forms contain errors. The process that you use to create a W-2c workfileis
similar to the process that you use to create the original W-2 workfile.

To generate W-2c forms, you must first print the W-2 forms with a print date.

Note. Without a print date, the workfile build deletes and rebuilds the original W-2 records instead of
creating W-2c¢ records.

You then review employee W-2c information to see how the information appears on the actual form before
you print it.

Print W-2c and W-3c Forms

After you create W-2c workfile records, you can print the W-2c forms. You do not need to enter a print date
when printing W-2c¢ forms.

You must include the Print W-2c version in the report model to print W-2¢ forms. If the Print W-2c version
does not appear, you must add the version to the report model.

Note. If you click an option in the reports model, you can view all reports and forms, special forms only, or
audit reports only. Any audit report or special form versions that are marked with a check mark are submitted
for processing, regardless of whether you can see them in the current view. To avoid submitting unwanted
audit reports or special forms, select the All Reports/Forms option, and then deselect any versions that you do
not want to process at the current time.

The W-3c is the IRS-approved form for printing the corrected summarized amounts that are reported on the
individual W-2cs. If you submit W-2cs, you must also send form W-3c to the Social Security Administration
(SSA).

Rerun the W-2c Workfile Build

If you encounter errors on the W-2c forms, you can rerun the W-2c workfile build after you correct the errors.
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W-2c Electronic Filing

Chapter 7

After you print the W-2 forms, you might need to make corrections to the reported amounts. |f you reported
W-2 information to the federal government using the EFW?2 electronic filing format, you can report corrections
using the EFW2C electronic filing format.

You build the federal W-2c EFW2C el ectronic filing workfile so that you can copy the year-end corrections to
diskette and transmit to the federal government in the proper format.

To create the federal W-2c deliverable, you first build the federal W-2c EFW2C €electronic filing workfile.
Contact the system administrator for information about copying the electronic filing workfile to an accepted

type of media.

Prerequisite

Before you complete the tasks in this section, print the original W-2s with a print date.

See JD Edwards EnterpriseOne U.S. Payroll 9.0 Implementation Guide, Producing Year-End Deliverables,
Working with Year-End Forms.

Forms Used to Work with W-2cs

Form Name

FormID

Navigation

Usage

Work With Year-End
Workbench

WO07810A

U.S. Year-End Workbench
menu (GO7BTAXUS), U.S.
Year-End Workbench

Select ayear-end ID.

Additional Parameters

Ww07810I

From the Work With
Year-End Workbench form,
select ayear-end ID and then
select ADDL Parameters
from the Form menu.

Select employees or groups
for whom you want to
process W-2c forms.

Year-End Revisions

W07810B

From the Work With
Year-End Workbench form,
select ayear-end ID and then
click Select.

Generate W-2cs.

Work With W-2C Inquiry

WO078302A

From the Work With
Year-End Workbench form,
select ayear-end ID and then
select EE Form Inquiries,
W-2C Inquiry fromthe

Row menu.

Review W-2c forms.

Work With Reports/Special
Forms

WOO0O04AlI

From the Work With
Year-End Workbench form,
select ayear-end 1D and
then select Reportsfrom
the Row menu.

Print W-2cs and W-3cs.

EFW?2/ EFW2 State
Electronic Filing
Setup/Build Revisions

WQ07810D

From the Work With
Year-End Workbench form,
select ayear-end ID and then
select Mag Media Setup,
EFW?2 from the Row menu.

Generate workfilesfor W-2c
electronic filing.
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Creating W-2c Records
Access the Year-End Revisions form.
Process Type Enter 2 in thisfield to specify that you are making changes to an existing

workfile build. If you already printed W-2 forms using a print date, the system
generates W-2c datain the workfile.

Printing W-2c and W-3c Forms
Access the Work With Reports/Special Forms form.

Work With ReportsiSpecial Forms i
Find Close Row Form  Tools
@ x B O B
ViEEHEGE 2 103 [ Selection
Year 0s
@ all ReportsiForms  audit Reports " Special Forms
Records 1-7 Customize Grid O
r & Report Report Date Forms Forms
Seq 11} Version Description Printed EE's Required Printed
O« RO7887 XJDEODODZ Print 2002 W-2Cs
O« RO7E88 XJDEOOOT Frint Summary ¥-3s 2 2
¥ & RO7889 XJDEOOOT PrintW-3cs
| 1 RO7EE1 HIDEDOO Wi-2 Federal Control Repaort- D
| 1 RO7863 XJDEOOOT State/ Local Detail Report- D
| 1 RO7EE4 HIDEDOO Special Handling Report
| 2 RO7E83 XJDEOOOT Frint¥v2 - 1 Wide 30 30 1

Work With Reports/Special Forms form
After you select the programs that you want to process, select Submit Forms/Report from the Form menu.
See JD Edwards EnterpriseOne U.S. Payroll 9.0 Implementation Guide, Working with Year-End Forms.

Generating the Federal W-2c EFW2C Electronic Filing Workfile
Access the EFW?2/ EFW?2 State Electronic Filing Setup/Build Revisions form.
Contact the system administrator for information about copying the workfile to diskette.

Note. The SSA no longer accepts magnetic media on tape.
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APPENDIX A

Control Tables and Sample Forms

This appendix contains an overview of the permanent control tables that are used in processing W-2s, 1099s, and

499R-2s, and also discusses:
 Control Tables
 Frequently Asked Questions
» Sample Forms

Control Tables

Each of these permanent control tablesis used in at least two of the W-2 processing steps that are discussed in
this guide. They are described in the subsequent topics.

FO7810 - Year-End Control Table

F07821 - Company Form Count Table

FO7822 - Company Federal Control Table

FO7823 - Year-End Report Table

FO7824 - Company State/Local Control Table
FO7825 - Company Special Handling Control Table
FO7815 - Special Handling Codes Setup

FO7830 - Employee Federal Control Table

FO7831 - Employee State/Local Control Table
FO7832 - Employee Specia Handling Control Table
FO078603 - 1099 Mag Media Table

FO78651 - W2 EFW?2 Electronic Filing Build Table
FO78652 - W-2C EFW2C Electronic Filing Build Table

FO7810 - Year-End Control Table

Thistable contains all of the parameters that the system uses to build the year-end workfiles. It also contains
asingle record for each year-end ID that you run.
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F07821 - Company Form Count Table

This table contains a single record for each form type within the version and parent company being processed.
Each record contains the number of forms that are included in the version. The information that is tracked
includes:

»  Forms expected
e Forms printed
»  Employees processed

This table tracks both the number of forms that have been printed and the number of forms that have not been
printed. This sequencing control lets you issue all of the year-end forms before you generate electronic filing.

If you are processing multiple companies and summarizing to the tax 1D level, asingle record contains data for
all of the companies with the sametax ID (EIN - Employer Identification Number).

FO07822 - Company Federal Control Table

This table contains a single record for each version and parent company that the system processes. Each
record contains wage and tax information for all employees who had federal earnings in the company. For
example, if three employees had box 10 wages of 10,000.00 USD each for company 001, the single record
would contain box 10 wages of 30,000.00 USD.

If you have requested tax ID summarization, the system creates a primary record for the parent and
non-primary company records within the parent (tax I1D). In addition, if an employee had earnings for various
types of history, such as third-party sick pay, the system creates separate records to generate a separate
year-end form (W-3).

The types of information tracked in this table are:

e W-2 Information (Form Type 0)

* Federal/A - Federal Income Wage and Tax
* Federal/B - Earned Income Tax Credit

* Federal/D - OASDI (FICA) Wage and Tax
* Federal/P - Medicare Wage and Tax

o 1099 Fields (Form Type 5)

* Federal/A - Federal Income Tax Withheld
e Amount Reported

» State/F - State Income Tax Withheld

e Local/X - Loca Income Tax Withheld

* W-2 Magnetic Media Information

* Federal/A - Federal Income Wage and Tax
* Federa/D - OASDI (FICA) Wage and Tax
* Federal/P - Medicare Wage and Tax

*  NQP - Non-Qualified Plan Amounts

»  Fringe Benefit Amounts

» Deferred Compensation
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* Non-Qualified Non-457
* Dependent Care
* Group Term Life Amounts

Thistableis used to print the W-3 and 1096 forms and to verify that the totals for individual employee records
equal the amountsin thistable. Thistableis also used to verify that the electronic filing amounts being
reported match those amounts in the W-3 and 1096.

FO07823 - Year-End Report Table

This table contains arecord for each of the reports or special forms that can be included in the reports model.
After you have selected the various reports for a year-end ID, this table retains the program IDs for those
reports and enables the system to automatically display and reprocess them.

FO07824 - Company State/Local Control Table

This table contains a single record for each state or locality within the version and parent company that the
system processes. Each record contains wage and tax information for all employees who had state or local
earnings in the company. For example, if three employees had box 25 or box 28 wages of 10,000.00 USD each
for company 001, the summary record would contain box 25 or 28 wages of 30,000.00 USD.

If you have requested tax I|D summarization, the system creates a primary record for the parent and
non-primary company records within the parent (tax ID). In addition, if an employee had earnings for various
types of history, such as third-party sick pay, the system creates separate records to generate a separate
year-end form (W-3).

The types of W-2 information tracked in this table are:

e State/F - State Income Wage and Tax

e State Taxable Wages and Adjusted Wages

* State/G - State Unemployment (Tax Only)

* State/G1 - State Unemployment Tax Family Leave Insurance
e State/l - State Disability Insurance (Tax Only)

* Loca Taxable Wages and Adjusted Wages

Thistable is used to verify that the totals for individual employee records equal the amountsin thistable. It
can also be used to verify that the state-level electronic filing amounts being reported match those amounts
in the table.

FO7825 - Company Special Handling Control Table

This table contains a single record for each specia handling deduction or benefit within the version and parent
company that the system processes. Multiple records for a deduction or benefit might exist if you have
requested DBA tracking at the tax-area level. Therefore, some DBAS have a single record while others

have multiple records. Each record contains the amount for all employees who worked in the company.

For example, if three employees had DBA 1000 for the amount of 10.00 USD each for company 001, the
summary record would contain an amount of 30.00 USD.
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If you have requested tax ID summarization, the system creates a primary record for the parent and
non-primary company records within the parent (tax I1D). In addition, if an employee had earnings for various
types of history, such as third-party sick pay, the system creates separate records to generate a separate
year-end form (W-3).

The information tracked in this table is the DBA amount.

Thistable is used to print the W-3 forms and to verify that the total of the individua (employee) records
equalsthetotal inthistable. Thistableisalso used to verify that the electronic filing amounts being reported
match those of the W-3.

FO07815 - Special Handling Codes Setup

This table contains a single record for each PDBA code that is associated with a particular special handling
code within a particular year-end ID.

FO7830 - Employee Federal Control Table

This table contains a single record for each tax history type for each employee who worked in the company or
parent company that the system processes. Each record contains federal wage and tax information and 1099
box information pertaining to the employee and the company where the employee worked.

If you have requested tax ID summarization, the system creates a primary record for the parent and the
non-primary company records within the parent (tax ID). In addition, if the employee had earnings for various
types of history, such as third-party sick pay, the system creates a separate record to generate a separate
year-end form (W-3). For tax ID summarization, the system creates the same primary record along with the
corresponding non-primary record for each company.

This table includes all 1099 fields, as well as;

* W-2 Information

* Federal/A - Federal Income Wage and Tax
* Federa/B - Earned Income Tax Credit

» Federal/D - OASDI (FICA) Wage and Tax
» Federa/P - Medicare Wage and Tax

» Magnetic Media Information

» Federal/A - Federal Income Wage and Tax
» Federal/D - OASDI (FICA) Wage and Tax
» Federa/P - Medicare Wage and Tax

» Fringe Benefit Amounts

» Deferred Compensation

* Non-Qualified Non-457

* Dependent Care

e Group Term Life Amounts

Thistable is used to print the individual W-2, W-2c¢, 1099-MISC, and 1099-R forms for the employee, to
create the Company Form Count Table (FO7821), and to produce electronic filing workfiles.
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FO7831 - Employee State/Local Control Table

This table contains one record for each state or locality in which an employee worked for each company or
parent company that the system processes. Each record contains state or local wage and tax information for
the employee and the company worked.

If you have requested tax 1D summarization, the system creates a primary record for the parent and the
non-primary company records within the parent (tax ID). In addition, if an employee had earnings for various
types of history, such as third-party sick pay, the system creates separate records to generate a separate
year-end form (W-3). For tax ID summarization, the system creates the same primary record along with the
corresponding non-primary record for each company.

The types of information tracked in this table are:

* W-2Information

» State/F - State Income Wage and Tax

e State Taxable Wages and Adjusted Wages
* State/G - State Unemployment (Tax Only)
o State/l - State Disability Insurance (Tax Only)
* Loca Taxable Wages and Adjusted Wages
» Allocated Federal Wages and Tax

» Allocation Percentage

* 1099 Information

» State/F - State Income Wage and Tax

e State Taxable Wages and Adjusted Wages
* Loca Taxable Wages and Adjusted Wages

Thistableis used to print the individual W-2, W-2c¢, 1099-MISC, and 1099-R forms for the employee and to
create the Company State/Local Control Table (FO7824).

FO7832 - Employee Special Handling Control Table

This table contains a single record for each employee for each special handling deduction or benefit that the
employee had during the year. The system creates a separate record by company for each special handling
DBA. Multiple records might exist for aDBA if you request DBA tracking at the tax-area level. Each record
contains the amount of the DBA for the employee-in some cases, by state or locality.

If you have requested tax ID summarization, the system creates a primary record for the parent and the
non-primary company records within the parent (tax ID). In addition, if the employee had earnings for various
types of history, such as third-party sick pay, the system creates separate records to generate a separate
year-end form (W-3). For tax ID summarization, the system creates the same primary record with the
corresponding non-primary record for each company.

The information tracked in this table is the DBA amount.

Thistableis used to print the individual W-2 and W-2c forms for the employee and to create the Company
Special Handling Control Table (FO7825).
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FO078603 - 1099 Mag Media Table

This table contains all of the 1099 information that you need to report to the government if you are filing
with electronic filing.

FO78651 - W2 EFW2 Electronic Filing Build Table

This table contains all of the W-2 information that you need to report to the government if you are filing
using the EFW?2 electronic filing format. You also use this table to create generic state EFW2 tables. The
system stores information by year and year-end 1D. When you rerun the electronic filing program, the system
deletes and recreates records with the same year and year-end ID that are associated with the electronic
filing you are rebuilding.

FO078652 - W-2C EFW2C Electronic Filing Build Table

This table contains all of the W-2c information that you need to report to the government if you are filing
using the EFW?2 electronic filing format.

R897869xx - Create State Flat File from FO78691XX

These programs build the state EFW?2 build tables. R897869xx, wherexxis equal to the state code, creates
state-specific tables that contain al of the information that is used to create state-specific electronic filing
using the EFW2 format.

Frequently Asked Questions

These sections present frequently asked questions and their answers.

Data Integrity

My Tax History Integrity report displays Error 9999. What | The program found an error that isnot in the user defined
iscausing thiserror? codelist 06/1X. Verify that list 06/I X exists. If thelist
exists, verify theinstallation instructionsfor the year-end
updateto verify whether you have completed the ASIsto
enter thisyear’sadditionsin that table.

See Verifying Tax History Integrity in the JD Edwards
EnterpriseOne U.S. Payroll 9.0 Implementation

Guide.
My Tax History Integrity report displays Error 0254. Isthis | When employeeswork in multiple states, the system
avaliderror? generatesthiserror because there isadifference between

state wages (which are split between multiple states) and
federal wages (which aretypically the combined total of all
state wages). In most cases, thereisno need to correct data
that isassociated with thiserror. Additionally, you can set a
processing option on theintegrity report so that the system
does not display thiserror code on thereport.
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Printing Information in Box 12

Control Tables and Sample Forms

Can alonger description on 401(k) for box 12 be printed?

No. ThelRSrequiresthat only that A through T codesbe
printed. The back of the W-2 describes what these codes
mean for the employee.

Special Handling

Why isthe special handling information not appearing on
my forms?

Verify that you do not have dashesin the Federal A
Corporate Tax ID, the Tax History table (F06136), or the
Employee Transaction History Summary table (F06146). If
you do, remove all punctuation and rerun both the taxation
history and transaction history integrity reports.

Why does my system not add special handling amountsto
statewages?

If the DBA hasFinits Tax Exemptionswindow and no
states are listed in the State/Local W-2 Additions Detail
form, the DBA does not add to state wages.

| have non-taxing states for which F records have been
created. How can | prevent these from printing on the
W-2s?

Delete those records from the Tax History tableand runa
full workfile build.

Third-Party Sick Pay

| have employees whose records were not converted into
the JD Edwards EnterpriseOne system thisyear because
they were on long-term disability. | now haveto enter their
third-party sick pay for W-2 reporting. How do | do these
entries?

Add the empl oyee records to the Employee Master
Information table (FO60116), and then enter the appropriate
dataon the Third Party Sick Revisionsform.

User Defined Codes

Why can't | change the Description 2 field on the 06/SC
list?

Thevauesinthisfield are IRS defined codes that do
not match the GeoCodesthat are used by the payroll tax
calculation system made by Vertex.

Voiding a Check

How can | void a 2009 check before processing W-2sfor
2009if itisalready 2010?

Toreflect the correct information on the W-2, use 22009
pay period ending date and check date to processthe check.

Workfile Build

My organization consists of two companies. | do not want
to process both companiesin the sasme workfilebuild. Dol
need to run them separately?

Yes. Createtwo year-end | Ds and process each company
separately. You can use the Copy function to simplify the
tasks of duplicating special handling information and the
reports model from thefirst year-end ID.

Isthe control number on the W-2 assighed automatically?
Doesthe system assign anew control number each time
that | rebuild the workfile?

Yes. Itisretrieved from the Next Numbersfor system 07.

Theamountsthat printin Box 1 of my W-2formsare
doublewhat my employees' federal wages should be. What
am | doing wrong?

Taxable wages automatically print in wage boxes on the
W-2, so you should not include any taxable wagesin
special handling for box 1.
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Can| print my W-2sin state order?

Yes. When you build the workfile, request one state per
W-2.

There are no reports availablein my reports model. How do
| run my year-end reports?

You will need to change the sequencing of print formsfor
the state order.

Year-End Rollover

| am having problems getting the available vacation
beginning balancesto roll over into the new year record.
What am | doing wrong?

Therollover table might not be attached to thisDBA.

| ran theyear-end rollover and now | need toissue an
adjustment check for 2009. After | processthe check,
should | runtherollover again?

Perhaps. If you are making adjustmentsto DBAS, you
might need to run therollover again (selecting just that
employee) or you can manually adjust history.

If an employee hastwo history recordsfor the same DBA
(just the company isdifferent), will both recordsroll over
into 2009 with aprior year balance?

Yes, aslong as the summarized balance box is checked on
therollover form.

If | run theyear-end rollover after apayroll for 2009, will
the amounts be cleared out?

No. Therollover just replacesthetotalsfor the prior year
and beginning balance, the number of periods, and the
remaining balance.

DoesaPDBA haveto be an accrual toroll over?

No. It can be apay type, deduction, benefit, or accrual. You
can specify which PDBASstoroll over inthe dataselection
of therollover version.

If | want to run year-end rollovers on the server or locally,
what objectsdo | need to map?

You must map all of thefollowing either locally or to a
server to process year-end rollovers:

* RO7390A
» RO7390B
» RO7390C
» RO7390D
» B0701640
» B0701750
» B0700720
» B0700710
» B0700711

See JD Edwards EnterpriseOne U.S. Payroll 9.0 Implementation Guide, Processing Rollovers.

Sample Forms

These forms are provided for informational purposes only. Do not reproduce these forms for filing.
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1099-MISC Miscellaneous Income

Thisis an example of the 1099-MISC form:
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9595 [Jvop [ ] CORRECTED
PAYER'S name, street address, city, state, ZIP code, and telephone no. 1 Rents OMB No. 1545-0115
$ 09 Miscellaneous
2 Royalties s Inc ome
% Form 1029-MISC
3 Otherlncol@?? 4 Federal income tax withheld c opy A
$ $ For
PAYER'S federal identification RECIPIENT'S identification 5 Fishing boat procesds 6 Medical and heafth care payments | Internal Revenue
number number Service Center
$ $ File with Form 1096,
RECIPIENT'S name 7 Monemployee compensation | 8 Substitute payments in lieu of
dividends or interest For Privacy Act
and Paperwork
$ $ Reduction Act
Straet address (including apt. no.) 9 Payer made direct sales of |10 Crop insurance proceads NOTICE, see the
5,000 or maore of consumer 2009 General
products to a buyer .
(recipient) for resale » D % Instructions for
City, state, and ZIP cods 1 12 Forms 1099,
1098, 3921,
Account numiber (ses instructions) 2nd TIN not. | 13 Excess golden parachute |14 Gross proceeds paid to 3922! 5498! and
paymants an attomay W-2G.
Ll |3 $
15a Section 4094 deferrals 15b Section 4094 income 16 State tax withheld 17 State/Payer's state no. 18 State income
TSN NSRRI & S
$ $ $ $
Form 1099-MISC Cat. Mo. 144254 Department of the Treasury - Intemal Revenue Sarvice
Do Not Cut or Separate Forms on This Page — Do Not Cut or Separate Forms on This Page

1099-MISC example

1099-R Distributions from Pensions, Annuities,
Retirement, and so on

Thisis an example of the 2009 1099-R form:
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9898

_[Jvoib

[ ] CORRECTED

PAYER'S name, street address, t.ly, state, and ZIP code

1 Gross distribution

$

2a Taxable amount

©

OME Mo. 1545-0119
)09
I

Form 1099-R

f {/

)]

Distributions From

Pensions, Annuities,

Retirement or
Profit-Sharing
Plans, IRAs,
Insurance
Contracts, etc.

2b Taxable amount
not determined [ |

Total
distribution [_]

Copy A
For

PAYER'S federal identification
nurmber

RECIPIENT'S identification
number

3 Capital gain (included
in box 2a)

4 Federal income tax
withheld

Internal Revenue
Service Center

File with Form 1096.

RECIFIENT'S name

5 Employee contributions
/Designated Roth
contributions or

6 Net unrealized
appreciation in

employer's securities

For Privacy Act
and Paperwork

insurance premiums Reduction Act
$ $ Notice, see the
Street address (including apt. no.) 7 Distribution IRA | 8 Other 2009 General
code(s) SEP/ Instructions for
SIMPLE
0l s % Forms 1099,
1098, 3921, 3922,
City, state, and ZIP code 9a Your percentage of total (9b Total employes contiibutions | 5408, and W-2G.
distribution % | %

1st year of desig. Roth contrib. 10 State tax withheld 11 State/Payer's state no. | 12 State distribution
S ] S

$ $
Account number (see instructions) 13 Local tax withheld 14 MName of locality 15 Local distribution
S S

$ $

Form 1099-R

Do Not Cut or Separate Forms on This Page

Cat No. 14436Q

Department of the Treasury - Internal Revenue Sarvice

— Do Not Cut or Separate Forms on This Page

1099-R example form

W-2 Wage and Tax Statement

Thisis an example of the W-2 form:
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cécee veid []

a Employes's social security numibsr

For Official Use Only
OMB No. 1545-0008

b

Employer identification number (EIN)

1 Wages, tips, other compansation

2 Federal income ta withheld

WTh
Employer's name, ahress, and ZIP code

(=]

Social securnty wages

4  Social security tax withheld

5 Medicare wages and tips

6 Medicare tax withheld

T Social security tips

8 Allocated tips

Confrol numker

9 Acvance EIC payment

10  Dependent care benefits

Employeea's first name and initial

Last name

.| 11 Monqualified plans

223 See instructions for box 12

FRetremert

3 Statvtory Thirparty
13 Srpioy  pan dukpa |12k
.

14 Other c1=2<:
P
H
12d
_—
d
:

f Employea's address and ZIP code
15 State Employer's state ID numibsr

_______ Lo
Wage and Tax

|
Form W'z Statement E D D q

Copy A For Social Security Administration — Send this entire page with
Farm W-3 to the Social Security Administration; photocopies are not acceptable.

16 State wagas, tips, ete. 17 State income tax 18 Local wages, tips, ate. 20 Locality rame

Department of the Treasury—Internal Revenus Service

For Privacy Act and Paperwork Reduction
Act Motice, see back of Copy D.

Cat. No. 10134D

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

W-2 example form

W-2c Corrected Wage and Tax Statement

Thisis an example of the W-2c¢ form:
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D0 NOT CUT, FOLD, OR STAPLE THIS FORM

State Correction Information

For Criflalal Usa Only &=
HHHLY TME Mi 15450008
a Employers name, address, ond ZF code o Taw. yeanFom comectad d Employes’s oomecl Z3H
W2
@ Comeded S5H andior rams Check hils b and oom plele Bootes Tandfor
gIlncomed on Torm previosly ad O
Complels Bowes T ared'or g only IT Incomed: on lomn presvousty fied  »
T Employesa’s praviously rapoed 5N
b Emplkeyer's Fedard EM g Employes's praviousty rapetad name q'a:":l’ll
h Emplcyea’s Irst name and inlal Lasl nama Eull
Mobe: Gnly complets monsy fields that are belng comected
Pl Tor comections Irvolwng MGGE, S22 the Instructons
Tor FOre W-20 and W-3c, Doxss 5 and & | Employes's address and JF oode
Frevlously reported Correct Information Fraviously reportad Correct Information
1 Wagea, lipe, olher componzallon 1 Wges, lpe, olher compensalon 2 Federal Incomea T wibha 2 Fraderd nooma b withield
3 EBochl secunly wages 3 Eochl secudlywages 4 Soclal ssourty b wihheld 4 Eoolal seounty b withheld
B Wedoars wagss and 1ps B Madoarswages and Ips B Hadicane . withield 8 Madoars bo withheld
T Eochl secuily Hips T Eochl securdly lips 8 Hicogled ips 8 Alncabed tips
@ Advance EIC paymenl @ Advance EIC paymenl 10 Cwopendsint care Borells 10 Diepandent e benelts
11 Honqualled plans 11 HNonqualled plans 12a Se& Inctructions ko box 12 120 596 etuclione for box 12
ﬁ Shmicay Plasdirs reil %ﬂ:’b ﬂ Sy Pl :Iﬂld-l.lb ;3 | -igh |
14 Olrer (e Inctniclions) 14 Olrwr {366 Ingtnichions) ia-: ‘iic
iz-: ‘iid

Praviously reportad Camect information Freviously reported Comect information
15 Sake 15 Shila 15 take 15 Staba
" Emphyers dals D number Empoyrs dae D ramber Employer = shike |0 mmbsr ' Empioyers stals D nomber
18 Shale wages, Ips, slo 16 Elabe wages, 1ps, @l 18 Shle wages, Hps, wic. 18 Elalewages, Hps, el
17 Shals ncome b 17 Slate ncome b 17 Shle Inooms T 17 Shals nooms b

Locality Comection Infermation

Prviously reportad Camect information Previously reported Comrect information
18 Local wages, lps, slc, 18 Local wages, Hps, sic, 18 Local wagas, Ips, slo 18 Localwages, Hps, ko,
18 Local oome b 10 Local inoome b 10 Locad ncome b 10 Local Incoms e
20 Localy rame 20 Localy rame 0 Locally nama W Locally name
Faor Privacy Act and Paperaork Aeduction Act Hotice, see separate iretnictiors. Copy &—For Social Sscurity Admiristration
Form W-2C (Rov. 2-2000) Comected Wage and Tax Statement ol Mo BuaTD  paearnent of Ihe Ty

W-2c example form
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W-3c Transmittal of Corrected Wage and Tax Statements

Thisis an example of the W-3c form:

Control Tables and Sample Forms

DO NOT CUT, FOLD, OR STAPLE

E5555

a  Tax yearForm comacted

IW-

For Offlclal Use Only &
OME Mo, 15450008

b Empioyer's name, address, and IF code

[~ [ E-h -]

O

Kind
aof
Payer ':]’T:;

Fllkary -2 k] [ RU-CER—t)

o O |

Hshd. Medikcare  Third-party
amp. gowk emp. slok pay

0 Ol U

d  Murmber of Formes W-2c

% Employer's Fedenl EIN

T Eslablshment rumbss

g Employer's stabe 1D rumbser

Complote bowas Fy |, or | orly H
Iz et on last Tom flked

h Employer's Incamect Federal EM

I Ireorract eeshabilshment nurmiber

| Employers Incomact stafe IO number

Total of amounts previously reported
s mhvraT on enckosed Forme W-2o.

Total of cormcted amounts as
shown on erclosed Forms W2

Todal of amounts prevousty eported
as shown on enclosed Forms Waae

Total of corrscted amounts as
shown on enclosed Fomns W-2ao.

1 'Wages, lips, other compenszation

1 'Wages, lips, other compenzation

2 Fedenl ncome e withheld

2 Fedenl Income tas wihheld

3 Boclal cearky woges

3 Boclal ceorky wages

4 2ochl sscurity tad wihbeid

4 Sochl sscurty tod withhedd

E Medicare wages and tps

E Medkare wages and Tps

& Medcars o withheld

& Medoors b withheld

T Bocial searky Tps

T Bocial searky Tps

B Alocded ips

B Alocaed ps

@ Advanca EIC payments

0 Advancs EIC payrnents

10 Dependent core bonalb:

10 Dopendert core benelbs

11 Honquallled plans

11 Honqualiked plans

TZad fCoded M)

1Za-d (Coded Bems)

14 e, LWWH by 3 party sk pay payer

14 e lWWH by 3 party skok pay payer

16 Stats wages, Hps, b,

16 Slale wages, tps, oo,

17 Stabs ncoma b

17 Stabe Incomes: ta

18 Local wages, Hpe, el

18 Liocal wages, Hpe, el

19 Local Imcomis b

19 Lowcal Fcomae b

Explain decreassa hars:

Has an adjustment been made on an smployment tax mturn filed with the Intemal Reverue Senice? [ Yes [ Mo

If "Yag,” give date the etum was filsd »

Unider penalties of perury, | declars that | have @aminsd this relum, including sccomparying documents, and, to the beat of my knowiedge and bellel, | s ine,

comact, ard comp ke,

Signaturs = Tiks Cata b

Contact person Tadophsore rumbser Fior Offlchal Uss Dnilk
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