Title: YTD Adjustments to show withholdings on W2

YTD Adjustments to show withholdings on W2 Transaction Code:

Purpose

Trigger

Prerequisites

PU19

Use this procedure when you need to make manual adjustments for
employees with other state income tax to include the value on the employees
W2 for the central W2 processing.

An employee is required to pay state income tax.

An employee has a state tax withholding deduction entered on Recurring
Payments/Deductions (0014) or Additional Payments (0015). This must be
completed before the deadline for manual year-to-date adjustments.

When agencies identify employees who are subject to another state’s income
taxes, and the agency has not previously submitted the Employer’s State ID
number to DES, the agency will need to complete the Employer’s State ID
Number form

(Refer to communication Reporting other State taxes on W-2s sent 4/18/2012)
and submit to the DES Service Center.

End User Tax Processor Role.

Roles

Change Change Description

History

11/8/2011 Created

07/19/2012 Prerequisites updated. Screen shot of W-2 Updated to included Employee
State ID # Populated.

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

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

Transaction Code PU19
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http://www.dop.wa.gov/payroll/HRMS/YearEnd/Pages/YearEndTroubleshoot.aspx
http://www.dop.wa.gov/payroll/HRMS/YearEnd/Pages/YearEndTroubleshoot.aspx
mailto:ServiceCenter@dop.wa.gov

Title: YTD Adjustments to show withholdings on W2

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

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

Message Type

Description

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

®

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

@ (Enter) to validate and proceed.

Confirmation

0

Example: @ Save your entries.
Action: Perform the required action to proceed.
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Title: YTD Adjustments to show withholdings on W2

Scenario:

An employee lives in Oregon and works in Washington State. This employee has to pay
Oregon state income tax.

In December you determine that the employee has $375 deducted on wages totaling $25,000.
A test W2 has been generated and the state income tax field is blank.

@Note: The wages may or may not match the wages documented in line 1 of the
employees’ W2. Check with the Tax Guide of the state with the income tax.

30Es, Tips, other compensabon T Federal Income tax withhel [T Wapges, ips, oter compensation | 2 Feders Income tax wimheld |
42480.87 6182.75 42480.87 6182.75
[ 3 Social security wages ¥ Social securty tax winhaid [3 Socal securitywages |4 Sooidl securdy mx wanheld |
44990.00 1889.58 44990.00 1880.58
icare wages and ps Care tax withhel [T WMedicare wages and tos | 0 Medicare tax wisheld |
44990.00 652.36 44990.00 652.36
|3 Employee's S3A number Employer use only [3 Employee’s S5A number Employer use only
500-10-1368 500-10-1368
T Employers FED 10 nGmber T ConTol nOmBer B Employer § FED 10 number T Control number
75-3214740 40000418 75-3214740 40000418
[c Emgloyers name, aodress. and ZIF cooe [c Employer's name, agaress, and ZIF code

Depariment of Early Leaming

Depariment of Early Leaming
1009 College Street SE

1009 College Street SE

Lacey WA 98504-5480 Lacey WA 98504-5480
T Social security tps B Allocated Tes 7 Social securty ips B ARGCIEd TIPS
U Agvance ETC payment 0D Tent care Denehis U Agvance EIC payment T Depencent care Denetis,
ongqualmed plans TZa See insuctions for box 12 TTTenqualtied prans TZa See instuctions forbox 12 |
TR SRS T e
4 0ther  pEF RET 2509.13 ("¢ | 140ther  DEF RET 2509.13' |
PRETAX INS 1050.00 [jzg | PRETAX INS 1050.00 [7Z3 |
& Employee’s first name and initial Last name Suff. & Employes’s first name and initial Last name Suff.
SHIORI MISAKA SHIORI MISAKA
468 GREEN HILL RD 468 GREEN HILL RD
LONGVIEW WA 98632 LONGVIEW WA 98632
f Employee's address and ZIP code f Employee's address and ZIP code
: ~tate Emo oyers state [0 T2 Local wages, Tps, &t 1 : :tahe Err ployers state 10 TE Local wages, Ups, e
15 State wapes, fips, efic 18 Cocal income tax tate wages, fips, el T8 Local income tax
1/ State income tax 20 Localty name tate Income tEx 20 Locality name
orm - Na. Dept of the Treasury - Inemal Revenue L] S Dept. of the Treasury - Intemal Revenue
wW-2 Wa?e and Tax 9941 BN e mmaten s pspg vmshede | |\W-2  Wage and Tax 2011 ==
Statement ﬁr"e“"”ce2ﬁeﬁwr?%ﬂniﬁ'ﬁre‘ii”tiggfe“ifc"e Statement
Copy C for Employee’s records \ro,w"gﬁ 1o report it. Copy 2 To Be Filed With Employes’s STATE Income Tax Return
1 WWages, tips, other compensaton eI T e— | ages, Ups, oner compensation T Federal Income tax wimheld
6182.75 | 42480.87 6182.75
= 0 Social securty wages 4 Social securiy t=x winheld
1889.58 44590.00 1889.58
T Medicare tax withheld T Medicars wages and tps T Medicare tax witiheld
652.36 44590.00 652.36
Employer use only 3 Employes 5 SoA number Employer use only
500-10-1368
. T Coniol number & Employer s FED 10 number T Conrol numoer
75-3214740 40000418 75-3214740 40000418
©Employers name, a00ress, ang © Employers name, agaress, and ZIF code

Depariment of Early Leaming Depariment of Early Leaming
1009 College Street SE 1009 College Street SE
Lacey WA 98504-5480 Lacey WA 98504-5480

A wage type 2682 (Oregon St W/H Tax) has been created and deducted throughout the year on
the employees Recurring Payments/Deductions infotype (0014), Create a Manual Adjustment

for the amount that has been deducted from the employee, to populate field 17 State income
tax on the employees’ W2.

@Currently state income tax is not implemented within the Tax Reporter.
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Title: YTD Adjustments to show withholdings on W2

1. Start the transaction using the above menu path or transaction code PU19.
=4
| Tax Reporter Edit Goto Tools  Ltilities Systern Help

| @ 2)dH @eQ  DHE 8008 HF @8

Tax Reporter

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

Tax Forms I

S Tax Compary o
Quarterly . . =

Gy CorEsian Feparting Period End Date e

b Annual Consider Payroll Results up to =4

P (3 Annual Correction

’_m (TEST run) . Generation/Filing Dates . Form Field Definition

R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description
Tax Company R Select your agency’s Tax Company ID.

2. Complete the following fields:

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

Example:1110 (Department of Personnel)

Main Tax Company Included sub-
areas

2450 (Military 2450 through

Department) 2453

(Department of 3101, 3102,

Corrections) 3103, 3105,
3111, 3117, 3118
& 3119

31RU (Department of 3106, 3110, 3112

Corrections) & 3115

31RU (Department of 3107, 3109, 3122

Corrections) & 3123

31RU (Department of 3113, 3114 &

Corrections) 3120
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Title: YTD Adjustments to show withholdings on W2

31RU (Department of 3108, 3116 &
Corrections) 3121

30RU (Department of 3000, 3001,

Social Health Services) 3002, 3003,
3004, 3006,
3007, 3008,
3009, 3010,
3011, 3012,
3013, 3014,
3015, 3016,
3017, 3018,
3019, 3021,
3022, 3023,
3024, 3025,
3026, 3027,
3028, 3029,3031

405RU 4050, 4051

4610 (Department of 4610 through
Ecology) 4612

5401 (Employment 5401 through
Security Department) 5416

Example: 3570 (Dept. of Early Learning)

Reporting Period End
Date

The Reporting Period End Date.

Example: 12/31/2011

Consider Payroll
Results up to

The Consider Payroll Results up to.

@ Enter the Quarter End Date. (Using

the same format above.)

Example: 12/31/2011

5of 15



Title: YTD Adjustments to show withholdings on W2

=
| Tax Reporter Edit Goto Taools  Utilities  System  Help

| & 2 0H @@e LHE aDoD BERIQE

Tax Reporter

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

T;'}{[:Flmms | Tax Company 3570 Department of Earl .2
Quarterky . .
b 03 Quarterly Correction | ~ororing Period End Date 03/31/2011] 03312011 - 03/31/2011
b 7 Annual iConsider Payroll Results up to! 0373172011
(3 Annual Caorrection
(PROD. run) ' Generation/Filing Dates i Farm Field Definition

- Clickthe | to the left of CJ Annual

* Select &L ¥MT= T VSR S Les aEln el

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

Systern  Help

Display form fields
Delete Prod PCL4
Delete Test PCL4

Check configuration

| ==

)

Manual Entries
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Title: YTD Adjustments to show withholdings on W2

=g
Systern  Help
| € 1 IBeee CHE DDLn BR QN
Manual Entry Adjustment
)@
Tax Company 3570 Department of Early &
Feporting Period 0150142011 Tao 1243172011

Taxable and Tax Deposits, Interests, Penalties

Personnel Mo, To

Tax Form Group To B

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

| oo 1273172011 []

T ow 12312011 -

| oo 1243142011

| oo 1243142011

| oo 1243142011

T ow 12312011

| oo 1243142011

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

t | (EE

6.Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description
Personnel Number R An employee’s unique identifying number.

Example: 40000419
Tax Form Group 0 The Tax Group
Example: 0001 Withholding Tax
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Title: YTD Adjustments to show withholdings on W2

=
Systern  Help

JE (e | 8B EE 7O EE E

Manual Entry Adjustment

-

Tax Cormpany 3570 Department of Earl...ia|
Reparting Period 01/01/2011| To  [12/31/2011)

le and Tax

Persannel No. 40000419|  To

Tax Form Group BBB'llIa To

| O Mlewy Boy Retrieve |
Infio Pernr Taxau |Whsit |TxGr |Tax farm group text Pay date Taxable or value Tax
(a's'9] 1243172011
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Title: YTD Adjustments to show withholdings on W2

a .
7. Click |8%2 Retrigve
=4
Systern  Help
& 4B e LHE DDLD IFE @
Manual Entry Adjustment
(]
Tax Comparry 3570 Department of Earl...a|
Reparting Period 01/01/2011| To  [12431/2011]

If entries have been
made for the employee
the system will list them

Persanmel No. 40080413 [ Ta | in the Tax area.
Tax Form Group | Ta | B
| 0O ey | By, Retrieve |
Pernr Taxau |[VWhksit |TxGr |Tax form group text FPay date Taxable or value Tax Generat| |

[ T (4[]

s [E1 ]
EEliEirEEE

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

below message in your
status bar.

p
||@ Mo entries found for specified selection/parameter |

8. Click the & New
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Title: YTD Adjustments to show withholdings on W2

9. Complete the following fields:

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

Field Name R/O/C | Description

Taxau R The state of income tax.

Example: OR

compensation.
Example: 25,000

Taxable or value R Enter the amount of wages, tips, other

Example: 375

Tax R Enter the amount withheld form the employee.

=
Systern  Help
& A0 e@e BAE athon BHE @
Manual Entry Adjustment
Tax Company 3570 Department of Earl.. B
Reporting Period 0140152011 To 1253152011

Taxahle and Tax

Deposits, Interests, Penalties

Persannel No. 40000418|  To

Tax Form Group To

O Mew | Boy, Retrieve |
Info IF‘ernr Taxau [Whsit |T}fGr ITax form group text IF'ay date Taxable or value Tax
N0 40000413 0801 Withholding tax 1243172011
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Title: YTD Adjustments to show withholdings on W2

10. Click @ (Enter) to verify entries
=

Systern Help

@ B dEC@e  CEE DDOLN BAE @0
Manual Entry Adjustment

Tax Company 3570 Department of Earl...a|

Reporting Period 01/01/2011] To  [12/31/2011]

Taxahle and Tax Deposits, Interests, Penalties

1
Qlf all entries are permissible you will receive a green light next to the Pernr in
the Info column.

11. Click L5 Retrieve to save your entries.
12. Click Yes on the Save Data pop-up
III?' Save data
| Data was changed |

] 0 Save changes first?

Yes Mo || * Cancel

13. Click & (Back) to return to the Tax Reporter Screen.

W2 - Wiage and Tax

14. Click the CICUEISUEEIRITORN, 10 valiate the manual entry is

on the W2.

15. Under L TESt S8IBCHON - o hier personnel numbers 1 to 99999999

Personnel No. 40000419 To |

Tax Form Group | To |

| O I ey Bay Retrieve |
Infa [Pemr |Taxau |Wksit |T)<Gr |Tax form group text |F'ay date Taxable or value Tax ||
ICC@ j40000419 OR QEa1 Withholding tax 1243172011 25,000, oo 375 .00
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16. Click the |5 Employee copy

Title: YTD Adjustments to show withholdings on W2

selected.
| @ Reqular

17. Complete the following fields:

and verify the Regular radio button is

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

Field Name R/O/C

Description

Personnel Number R

Example: 40000419

An employee’s unique identifying number.

18. Uncheck the following:
[ Generate Audit Report

[ Generate magnetic tape

[ Generate authority copy

19 Click Autharity copy

II:l Generate Form W3 I

to
to

[1Generate summary copy

20. Click [ Test anline

21. Click @FDT""S

and uncheck the following:

FOF Forms generated
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22. Double click on the text
=
List Edit Goto Extras Systemn Help

& 3 dH eEe SHE
Tax Reporter

| Explanations || Choose || Expand all || Collapse all || Set section ‘

W-2 - Wage and Tax Statement Tax Reporter output

Forms POF Forms generated

—0 ISEFEI k-2 Employee cupyl
™ T

2 =y )

23. Double click the line text to view the W2
=
Systerm Help

|@ | 1 0H[Sae CHE SDoa PR @
Part List of PDF Spool Request 29,345

EHIBRE R BER R ER S EE EFR ELE]

Part Mo |Date _|Time | Panes| From Page| To Page

| 1_11/00/2011 | 08: 25 96 1 1 1
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T g, Spm, Olfee Cotpar R 2 Fisdaral ncorm b wibimkd T Wiges, Hpm, e COmparmator 2 Fuderal |nooime b sl
43204 55 12164.51 43204 53 12164 51
T Socill BerUTly wWeges A Socim weu ity e wiilme 3 Soonl eecurity supes & Eocml ety lac sifrhed
44876 35 1E54.81 44575.35 1384 81
T Meicain wogpes are e [ TETL LT T Maschoaie sagees ared Ly 8 Machoaip s wiishuldl
44876 35 - 50,71 I 44575.35 - 650.71
e e = i [ e Ca oy
S00-10-1368 e 500-10-1368 e
[E Ericys & FEL 10 fmias W CaATia T [EEmeiom & FEL I o [T T =
91-6001068 0000413 91-6001068 SO000412
T Erplop s niiTe, Sk i, and 215 cooe £ ETIOUpe s A, SOceas, aird 211 code
Department of Early Learning Department of Early Learning
1009 College Street SE 1009 College Street SE
Lacey, Wb 95:3504-5450 Lacey, WA 95504-5480
T S ety B BHoE = T ol el L H Ao T
[ T T ') T lepeoed oo e et |
17 horgueli el Das iFT] b-Dﬁ-.lwra-Iu b T2 §370.00 11 Nocuaied pars RF EEI:ﬂ. o for b 12 6270.00
TEEEW“‘ g:ﬂ-ﬂ-’!f TE "’.E’mw—-ﬂ. &I:T.I-gﬂr F
O B O | O B O |
W O OEF FET 1671.46 |1 | 14 Othi e per JET1.45 3 |
PRETAX INE 420,00 [y | PRETAX IN3 420,00 [ro |
o Empoyes’s firsl rame e nifel [T B u Ermplopse’s Pral namss ar? i nifia sl narre Su
SHICR] WIS AK A SHIOR] MISAK A
465 GREEM HILL RD 465 GREEM HILL RD
ILONGVIEIN, W,ﬂ.,n 95632 | LOMGVIEW, \Wo, 35632

R o n o a  (EEF5TY Sy ers shie [Eomrw T |
OR 12965259

W Lol Rcoime b 19 Lool inooire b

a7
i T O Cooaly e [ ooty e
3300.00
Dt of the Trassiry - inisimal Revenus

E of T T . — F_—
-2 WageandTax 2011 S miras o -2 WageandTax 911 ==
Cegy 2 To Ba Fled With Emgioyea's STATE Incoia Tix Relum

gt oo e Ireume

Conpey & bt Ervgsboyms w fp o Fou T b e
T Ve, Tim, Ch COraa P atural Tceres B v T o e oy P e
43204 50 12164.51 4320430 12164.51
T BELLI T WELES T SELLITTr T — T S ow weat Ty wegms 3 Sosm weourly s Wi
44876.35 1684.81 44875.35 1868481
T Msdosin o A Boa AT eI T T ha o e ey are o BT R
24875.35 B50.71 S4375.35 E50.71
Py ——— e e T py— [ W iy s Do o E ity oaa vy
500-10- 1368 500-10- 1363
STt TED T TS T [EerEmer FED T o G
91-5001068 0000415 91-6001068 0000415
T ETUpET s (e, SEETen, SR A1 o T Erpicym s neite, @O, aod L5 e
Department of Early Learning Department of Early Learning
1003 College Strest SE 1009 College Street SE
Lacey, WwWa 93304-54350 Lacey WA 95504-5430
T Sochm ety ity A B =7 T Soom weosrly Gow T Hcaie]
I TR En e e
T rorgeates e ] b-DI':':-"“]n“-I“ =g} 6370.00 11 herapuel Pl Da iF] bE[I:-.II.I.i!H- o b 12 6370.00
TEEL W T[T R e L L
- s | O 0O |
e nEF RET 167148 [ 15 | WURS DEF RET 167146 [ l
PRETAX MZ 420.00 vz | PRETAX ME 420,00 vz |
@ Empiyses frsl rame ared el Laral rrrm Sl @ Erupess fesl taeee and rilel Liil reaeem Bt
SHIOR] MISAK A SHISR! WIS AKA
465 GREEN HILL RD 465 GREEN HILL RD
LOMGVIEW WA 956352 LOMGYIEW WA 95632
exraa'n i midd ZIP o i Effe ki wid ZIP oo
Sy s slan 10 FlooH wage, Ipw, 6 1 Erioyers st 10 B T L S —
23-0 12365255
W Lol inood o B Ao WTooa o W
43204 55 23204.55
T pap T T popr=— e
T T £300.00 ™ R F TR T TSASIR0E 2300.00
F - |.1. ol ot Timiairy - lednl Faverue £ T U ey w——
W-2 WapendT=x 2011 W-2 fapandtx 2011 ==

Caxgy B To Ba Filead With Efmgioyaa’s FEDERAL Tien: Rt Cizpey' 2 Tr B Filead 'Wilth Emsplesia’s SITY of LOCAL Ineasse Tax Rstuir
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@Note: Verify that the correct state and Employer’s State ID number is displayed on the
employee’s W-2.

: Note: As these are state adjustments, these will not show on your agencies Form 941 or
Form 941X.

Results

You have successfully created a manual adjustment for the employees state income tax to
appear on their W2.
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