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Introduction 

Welcome 

Objectives 

Upon completing this seminar, you will be prepared to: 

 Identify the source documents needed for quarter-end and year-end closing 
 Identify key dates and deadlines 
 Identify documents that require a response to ADP 
 Describe how ADP processes adjustments 
 Describe selected special compensation options 
 Reconcile quarter-end and year-end reports 
 Identify the Web sites to access payroll and tax information 
 Summarize changes for this year and identify what’s new for next year 

Agenda 

 Introduction 
 Year-End Calendars and Checklists 
 Adjustment Processing 
 Reconciling Quarter-End and Year-End Tax Reports 
 Special Compensation Options 
 Online References 
 Review of This Year and What’s New for Next Year 
 Seminar Closing 
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Year-End Calendars and Checklists 

Introduction 

You need to complete many tasks during year-end. To help you with organizing these 
tasks, ADP provides you with calendars and checklists to ensure a smooth year-end. 

 

The calendars and checklists on the following pages will help you to prioritize the tasks 
that you need to complete during November, December, and January. 
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November Calendar  

 

Important note: If your company is set up with Direct Deposit, Full Service Direct 
Deposit (FSDD), ADPCheck, or TotalPay Services, it is important that you know the 
holidays that your bank is closed and when ADP is closed. On these occasions, you must 
process your payroll at least three days prior to your pay date, not including the payday. 
This will ensure timely deposits and guarantee that funds will be available for your 
employees. 
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November Checklist  

The following table lists the items to complete in November. Access the ADP Support 
Center by clicking the Support Center link on the Portal Home page or at 
https://support.adp.com. You also contact your ADP Service Center if you need to make 
any changes. 
 

Item Action  

1 Assemble a year-end committee.  

2 Verify the 2014 Payroll Schedule details including pay, period-ending, and 
quarter-closing dates. 

 

3 Verify management report schedules and consider bonus and adjustment 
payrolls. 

 

4 Verify that the month-end dates are accurate on the in-line monthly summary 
schedule. 

 

5 Verify the General Ledger Interface Schedule form and consider any bonus and 
adjustment payrolls. 

 

6 Verify special accumulators and clearings on the Master Control and set up any 
new accumulators for the year 2014. 

 

7 Review the Error Notification System to verify the accuracy of your payroll 
records. 

 

8 Review and note the information in the Year-End Client Booklet.  

9 Verify the accuracy of details in the Quarterly Tax Verification letter (QVL).  

10 Request a preview Wage and Tax Register and review employee data prior to 
the end of the fourth quarter. Review the report for credit employees. 

 

11 Enter and verify special compensation options, such as group term life, third-
party sick pay, long-term disability, taxable fringe benefits, and qualified 
pension. 

 

12 Schedule bonus and adjustment payrolls. Refer to the “Bonus and Adjustment 
Payroll Reminders” checklist and “Special Taxing Options for Bonus Payrolls” 
section. 

 

13 Order payroll supplies.  

14 Use check stub messages for employee reminders.  
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Payroll Schedule 

The Payroll Schedule displays payrolls, deductions, reports, and special effects that have 
been scheduled for the entire calendar year. Review the cover sheet, schedule detail, and 
special effects prior to the first payroll processing of the new year. 

Review and verify: 

 Specific deductions and associated frequency codes 
 Pay dates 
 Period-ending dates 
 The last pay date of each quarter 
 Management reports or General Ledger Reports that are scheduled to run 

These dates determine when ADP will run the quarterly reports and which payrolls it will 
include in a particular quarter. If the quarter closes with an error, the quarter must be  
reopened, the correction has to be made, the quarterly reports must be rerun, and the 
Form 941 and other quarterly reports may have to be amended. 
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Verify Special Accumulators and Clearings 

A special accumulator is a storage feature used to accumulate amounts for payroll 
elements such as hours, earnings, and deductions. You can find a list of your special 
accumulators on your Master Control report. 

The most common accumulator clearing frequency is at the end of each calendar year. 
However, other clearing frequencies are available. The clearing frequency is the date on 
which the accumulated amount will clear out and start over. It is your responsibility to let 
ADP know when to clear out the accumulated amounts. 

Here is an example of standard accumulator clearing options: 
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Special Clearings 

You may need to clear accumulated amounts on a frequency other than what is offered in 
the standard clearings section such as monthly or during a specific week in the year. 

If your company requires this option, ADP can set up a clearing frequency using a special 
effects code. 

Accumulators that require a special clearing frequency are assigned to a group number 
and scheduled to clear using special effects. The clearing schedules for accumulator 
groups are controlled by the following coded entries on your payroll special effects 
schedule. Accumulators are cleared before the payroll is processed. 

 

Important note: Special accumulators scheduled to clear with special effects display in 
the Special Effects portion of the Payroll Schedule. Be certain to review and verify the 
Special Effects portion of the Payroll Schedule each year for proper processing. 
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Master Control Company Options 

 

All special accumulator codes and clearing frequencies display on the Company Options 
page of the Master Control report that you will receive with every payroll. The Clearing 
column displays the standard or special clearing or group number assigned to the 
accumulator. 

It is your responsibility to review your existing special accumulators, clearing 
frequencies, and special effects and set up new special accumulators for 2014 if 
necessary. 

You can add, change, or delete special accumulators by submitting the Accumulator 
Add/Change/Delete Request form, which you can access on the ADP Support Center. 





 YEAR-END SEMINAR 
V10141327223YRND HANDOUT MANUAL 12 

Copyright  2012-2013 ADP, Inc. 

Error Notification System  

The Error Notification System describes any discrepancies that may exist on your 
payroll. 

The Error Notification System analyzes your employee masterfile and identifies any 
discrepancies that may exist, such as negative wages, applied-for or invalid Social 
Security numbers, invalid name formats, and invalid addresses. It also notes when an 
employee has been mistakenly coded as both “Qual Pension” and “No Qual Pension.” If 
the system finds errors, they are reported to you in an email notification. You will receive 
an email message containing a link to the Error Notification System. You can access the 
Error Notification System and review all employee files containing discrepancies. 

Additional information about the Error Notification System is available in Books 1 and 2 
of the Year-End Client Booklet. 

Note: If your company has the Payroll and Quarterly Tax Reports feature and you have 
opted to suppress paper-based communications, you will not receive a paper copy of the 
Year-End Client Booklet. 

An example of an Error Notification System email message displays on the following 
page. 

To learn more about how to interpret and correct errors, you can access the ADP Support 
Center and select Payroll > Reports > Error Notification System. 
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Review the Year-End Client Booklet 

The Year-End Client Booklet is comprised of four communications used to close out the 
current year and prepare for the next. ADP bases each communication on the activities 
you need to begin or to complete during the month it arrives. 

The first two books of the Year-End Client Booklet are customized to reflect your payroll 
setup. You will receive Book 1 in October and Book 2 in November. 

Year-End Client Booklet Delivery Schedule 
 

Book 
Number 

Approximate 
Delivery 

Contents 

Book 1 Mid-October Contains information regarding items that require your 
response, including: 

 Bonus/other payroll options 
 Error Notification System communications 
 Employee calendar cards 
 Payroll schedule 
 Qualified pension employee coding 

Book 2 Mid-November Contains information regarding items that require your 
response, including: 

 Adjustment deadlines 
 Available ADP features and options 
 Error Notification system communication 
 Quarter/annual reporting changes for the new year 
 Quarterly Tax Verification letter (QVL) 

Book 3 Available on the 
ADP Support Center 
in mid-December 

Contains year-end reminders, checklists, and information, 
including: 

 Taxability of special features 
 Year-end information package 

Book 4 Available on the 
ADP Support Center 
in early January 

Contains beginning-of-the-new-year reminders, including: 

 Filing deadlines 
 New year tax updates 
 Special purge considerations 

Note: You can obtain Book 3 and Book 4 of the Year-End Client Booklet by selecting 
Payroll > Process > Quarter End > Client Booklet on the ADP Support Center. 



 YEAR-END SEMINAR 
V10141327223YRND HANDOUT MANUAL 15 

Copyright  2012-2013 ADP, Inc. 

Review the Quarterly Tax Verification Letter 

 

A Quarterly Tax Verification letter (QVL) is sent during the middle of each quarter 
(February, May, August, and November). This letter prompts you to verify your quarter- 
and year-to-date information. 

ADP will close your quarter as soon as your last scheduled payroll for the current quarter 
is processed. 

You must sign and return this form if corrections are needed in the sections of the form 
described on the following pages or if you do not agree with the information in this letter. 
Submit all additions and corrections to ADP before or with your last scheduled payroll of 
the quarter. Submit adjustments early to verify balances and make corrections. 

Contact your ADP representative immediately if you require changes. Making necessary 
changes now will avoid delays and allow sufficient time for verification. You can make 
most changes on the ADP Support Center. 
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Quarterly Tax Verification Letter (Top) 

 

Fields to verify include the following: 

 Federal identification number 
 Employer type 
 Legal name and address 
 Period-ending date* 
 Pay date* 
 Week number of the last payroll of the quarter* 

*Consider holiday weeks, adjustment processing, and office closings. 

If the payroll indicated is not the last payroll due to additional payrolls, canceled payrolls, 
or adjustments, contact your ADP representative immediately. 
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Quarterly Tax Verification Letter (Middle) 

 

Verify that the conditions and options that will apply in processing your company’s 
Quarterly Tax Report are correct. 
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Quarterly Tax Verification Letter (Bottom) 

 

Verify state identification numbers: 

 State income tax (SIT-EIN) 
 State unemployment insurance (SUI-EIN) 
 Miscellaneous (MISC-EIN) 
 Voluntary plan disability insurance (EVPDI-EIN) 
 Unemployment experience rates 

If you use ADP’s Tax Filing Service, verify the list of responsibilities for deposits and 
filing status. 
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Request a Preview Wage and Tax Register 

To avoid potential problems at quarter close or year-end, ADP suggests that you request a 
preview Wage and Tax Register. 

ADP offers you the opportunity to preview your quarter-end and year-end reports on  
CD-ROM. ADP produces preview reports in early December and after the last payroll 
processing for the quarter. The preview will include all data processed at the time of the 
preview request. 

To request a preview of your company’s quarter-end and year-end reports, you can access 
the ADP Support Center. Select Payroll > Tools/Forms > CD-ROM > Preview CD-ROM 
(Year End) Reports. 

Enter Special Compensation Options 

Enter or verify all special compensation options or options that have special tax or payroll 
routines during November. November is the time to verify, make necessary changes to, or 
set up new special compensation options for your company for the coming new year. 
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Schedule Bonus and Adjustment Payrolls 

Bonus and Adjustment Payroll Reminders 

Refer to each item on this checklist when planning and scheduling a bonus or an 
adjustment payroll. 
 

Item Items to Verify  

1 Schedule Payroll in Advance 
When scheduling an additional payroll, be aware that if you use ADP’s Tax Filing Service, 
there is a 14-day limit between the time ADP processes the payroll and the pay date. 

 

2 Automatic Pay 
Determine whether automatic pay should be canceled on the additional payroll. 

 

3 Standard Deductions 
Permanent standard deductions will not be deducted unless otherwise indicated. You 
must indicate to your ADP representative which deduction codes should be active on the 
payroll. 

 

4 Special Calculations 
If your company has unique calculations set up, you need to indicate whether or not these 
calculations should be active. Examples of special calculations include deductions based 
on a percentage of earnings, benefit accruals, or union dues. 

 

5 Direct Deposit 
If your company uses direct deposit, you must indicate whether you would like live checks 
or vouchers produced. If you choose to activate direct deposit, your pay date must be 48 
hours from the date your payroll is delivered to guarantee timely deposits. 

 

6 Payroll Liability 
Verify the bonus or adjustment payroll liability to ensure it does not exceed $400,000. 

 

7 Custom Management Reports/In-Line Monthly Summary 
Indicate whether the bonus or adjustment payroll should be included in your management 
reports or your in-line monthly summary or both. 

 

8 Automated Group Term Life 
ADP can calculate employee group term life insurance coverage and premium amounts. If 
your company uses this feature, you must notify your ADP representative if you do not 
want this feature active on a particular payroll. 

 

9 Check Stub Message 
A message of up to 100 characters can print on the Earnings Statement. 
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Special Taxing Options for Bonus Payrolls 

The following table describes the various special taxing options available for bonus 
payrolls: 
 

Taxing Option Description 

Normal taxes Taxes are based on the employee's normal tax frequency. Tax blocks, flat 
specified or percentage amounts, and extra taxes will apply. 

Taxation of 
earnings 

Earnings may be spread over a number of weeks to a maximum of nine. Post 
the indicated number of weeks in the Tax Frequency Code field. Tax blocks, 
specified flat dollar or percentage amounts, and extra taxes will apply. 

Flat 25 percent 
federal tax 

A flat 25 percent federal income tax will be deducted as well as the applicable 
bonus taxation rate for each individual state. Social Security and Medicare 
taxes will also be withheld. 
 
Note: Employees require a specific entry if they are coded for flat dollar or 
percentage amounts for federal and state taxes or for extra federal and state 
taxes.  

Important: All bonus amounts in excess of $1 million will be taxed at 
35 percent. 

Social Security and 
Medicare only 

If this option is requested, the system will only deduct Social Security (6.20 
percent) and Medicare (1.45 percent) taxes. Federal income tax, state 
income tax, and voluntary deductions will not be withheld. However, if any of 
your employees are subject to Ohio School District tax or SUI/SDI tax, these 
taxes will be withheld in addition to Social Security and Medicare taxes. 

Important: Local taxes may apply. 

Special Social 
Security and 
Medicare 
only/gross-up 

This routine will pay a desired net pay and collect the Social Security and 
Medicare taxes only. For example, a posted amount of $100 will be adjusted 
to a gross pay of $108.28. $8.28 will be deducted for Social Security and 
Medicare and the net pay will be $100. If any employees on your payroll are 
subject to SUI/SDI tax, these taxes will be withheld in addition to the Social 
Security and Medicare taxes. 

Note: If you choose to use this routine, the Social Security and Medicare 
amounts will be coded with earnings code F. If your company uses code F for 
another earnings amount, this description will print next to the Social Security 
and Medicare amounts on the employee's paycheck stubs. To avoid 
confusion, notify your ADP representative to change or delete the description 
for this payroll only. 

Important: Local taxes may apply. 
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Payroll Liability 

Payroll Funding Reminders Letter (Top) 
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Payroll Funding Reminders Letter (Bottom) 
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HR & Benefits 

Preparing for Open Enrollment 

The following table lists the items to complete when preparing for open enrollment: 
 

Item Action  

1 Identify changes that affect your plan setup.  

2 Determine if you will need to create ACA base plans for this enrollment period.  

3 Notify ADP of any new carrier connections.  

4 Provide your carrier’s account manager and account structure documentation 
for plan changes. 

 

5 Review your Employee Self Service content and workflow rights (and update if 
applicable). 

 

6 Provide ADP with deduction code information for newly added benefit plans.  

7 Contact your ADP Service Center regarding changes affecting your payroll.  

8 Attend Open Enrollment training.  

9 Review the Open Enrollment section of the ADP Support Center.  

Completing Open Enrollment 

The following table lists the reports and statements to validate when completing open 
enrollment: 
 

Item Action  

1 Activity report  

2 Comparison report  

3 Confirmation statements  

4 Benefit statements  
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Order Payroll Supplies 

Order the payroll supplies needed to complete the current year and begin the new year on 
the ADP Support Center. 

Consider ordering the following: 

 Binders 
 Blank checks 
 Check envelopes 
 Employee calendar cards 
 Payroll forms 
 FormW-2 envelopes 

Supply Order Request Form 
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December Calendar 
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December Checklist 

The following table lists the items to complete in December. Access the ADP Support 
Center or contact your ADP Service Center if you need to make any changes. 
 

Item Action  

1 Return items requiring a response to ADP.  

2 Obtain 2014 Forms W-4 for employees.  

3 Complete prior quarter adjustments or amendments.  

4 Request a Tax Report Hold to delay quarter or annual report printing.  

5 Process year-end bonus and adjustment payrolls and verify their accuracy.  

6 Notify ADP if you need new management reports.  

7 Access the ADP Support Center or notify ADP if you need new special 
accumulators. 

 

8 Verify that all manual and voided checks and special compensation moneys 
have been accurately submitted to ADP. 

 

9 Review the final payroll for 2013.  

10 Enter backup withholding.  

11 Submit new SUI and worker’s compensation rate changes on the ADP Support 
Center. 

 

Note: It is important that you provide ADP with your current SUI rates and SUI rate 
notices. Invalid SUI rates can result in incorrect taxes paid to the agency and may result 
in penalty and interest if your tax is underpaid. 

You can prevent agency notices from being generated by providing ADP with: 

 Valid ID numbers and access codes 

 Correct SUI rates and appropriate local income tax codes and ID numbers, if 
applicable upon setup 



 YEAR-END SEMINAR 
V10141327223YRND HANDOUT MANUAL 28 

Copyright  2012-2013 ADP, Inc. 

Items Requiring a Response 

During the month of December, you must let ADP know if changes or corrections are 
required on the following items: 

 Payroll Schedule 
 Special Effects Schedule 
 Management Report Schedule 
 Quarterly Tax Verification letter (QVL) 

It is critical that you return these items to ADP promptly. 

Note: You can submit payroll schedule changes to ADP using the Payroll Schedule 
Change Request form located in the Tools/Forms section of the ADP Support Center. To 
access this form, select Payroll > Tools/Forms. 
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January Calendar 
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January Checklist 

The following table lists the items to complete in January: 
 

Item Action  

1 Verify receipt of all reports.  

2 Review Forms W-2 and distribute by January 31.  

3 Verify 2014 schedules.  

4 Verify new company setups.  

5 Employees claiming tax exempt status must complete new Form W-4s.  

Note: The name that displays on the employee’s Form W-2 should match the name that 
displays on the employee’s Social Security card. Review the Forms W-2 carefully and 
request corrections in a timely manner. Remember, it is your responsibility to distribute 
Forms W-2 to employees no later than January 31. 
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Important Dates to Remember 

________________________________________ 

________________________________________ 

________________________________________ 

________________________________________ 

________________________________________ 

________________________________________ 

________________________________________ 

________________________________________ 

________________________________________ 

________________________________________ 

________________________________________ 

________________________________________ 

________________________________________ 

________________________________________ 
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Adjustment Processing 

Verifying Employee Information 

It is important that you verify existing employee information to ensure the accuracy of 
the Form W-2. Remember to verify your employees’: 

 Addresses 
 Names 
 Social Security numbers 

Important note: It is critical that your employees’ names and Social Security numbers 
display on their Form W-2 just as it displays on their Social Security card. 

Reminder: If your company has opted to conceal employees’ Social Security numbers, 
employees cannot view this information. Be certain to remind your employees to verify 
their Social Security number on Form W-2. 

Important Items to Include 

The following table lists the items you must include in your processing prior to your last 
payroll of the quarter or year: 
 

Item Include  

1 Employee bonuses  

2 Manual and voided checks  

3 Special compensation options, such as: 

 Cafeteria 125 
 Deferred compensation 
 Dependent care benefits 
 Employee business expenses 
 Group term life 
 Long-term disability 
 Qualified pension 
 Taxable fringe benefits 
 Third-party sick pay 

 

4 Exercised stock options  
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Tax Report Hold  

A Tax Report Hold is a request to: 

 Allow for adjustments to be made by using an out-of-sequence (OOS) payroll 
before reports are produced 

 Delay the printing of the quarter or annual reports 

Note: A Tax Report Hold must be released by using a Tax Report Release after the out-
of-sequence payroll is complete.  

Identifying Adjustment Situations 

Many situations warrant payroll adjustments. The most common situations that cause the 
need for adjustments are voiding a check: 

 That was previously issued 

 For the wrong employee 

 With no positive wages in the same quarter on a company level to offset the void. 
Your company cannot have quarter-to-date negative taxable wages. 

If you discover an error that requires adjusting, you can identify its impact by asking 
yourself the following questions: 

 Does the adjustment impact only one payroll? 
 Is the adjustment for the current quarter or the previous quarter? 
 Is the adjustment for this year or for last year? 
 How many employees are affected? 
 What information needs to be corrected? 
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Out-of-Sequence Payrolls 

An out-of-sequence payroll is: 

 A payroll in the current quarter or year processed out of the normal sequence or 
not originally scheduled 

 Run after the last regularly scheduled payroll but before the quarter or the year 
cutoff date 

 Scheduled on the ADP Support Center 

 Authorized by you 

 A payroll that generates updated payroll and tax reports, including Forms W-2, if 
applicable 

 A payroll that may have processing fees, with penalty and interest costs 

To process an out-of-sequence payroll, you may need to provide ADP with payroll 
information including: 

 Quarter number 
 Pay date 
 Period-ending date 
 Active deduction codes 
 Ascertain date (the date the adjustment was discovered) 
 Reason (the reason for the adjustment) 

You can enter an out-of-sequence payroll by using an Out of Sequence Adjustment 
Request, available on the ADP Support Center. This self-service feature allows you to 
make out-of-sequence payroll requests online. 

The out-of-sequence payroll deadline for this year is _____________________. 
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Adjustment Considerations 

When processing additional payrolls or adjustments, consider the following: 

 Is the delivery date of the payroll 48 hours prior to the pay date? 
 Have other payrolls or adjustments occurred within the same deposit period? 
 Is this a credit or an adjustment payroll? 

Allowing the 48-hour period prior to the pay date permits enough time to review the 
payroll or adjustment for accuracy as well as make deposits for payroll liabilities. 

Note: Tax deposit liabilities that are more than $100,000 are due the day after the pay 
date. If you process more than one payroll or adjustment during a deposit period, the 
combined liability may change your liability deposit date. 
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Amendments – ADP’s Tax Filing Service 

 Adjustments processed after a specified date in the following quarter or year 
 Corrections to a tax return that you authorize ADP to file on your behalf 
 Considered for amendment fees and penalty and interest costs 

Generally, an amendment: 

 Is processed by ADP if you use ADP’s Tax Filing Service 

 Results in updated Wage and Tax Registers, quarterly reports, and Forms W-2  

 Is the result of an adjustment payroll that may include processing fees with 
penalty and interest costs 
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Avoiding Agency Assessments (Penalties and Interest) 

The following payroll best practices can assist you in avoiding agency assessments or 
penalties and interest: 

 Monitor deposit frequency for changes or updates. 
 Notify ADP of experience rate changes or updates. 
 Notify ADP of federal/state/local identification number changes or updates. 
 Review employee errors that may display in the Error Notification System. 
 View agency notices using ADP’s Agency Notice Manager. 
 Update the federal/state/local agency. 
 Verify new payroll entries to ensure accuracy. 

Important note: If you identify errors or discrepancies, access the ADP Support Center 
or contact your ADP Service Center immediately to explore options to correct errors 
prior to the close of the quarter or year. In some cases, failure to close may result in 
incorrect quarterly or annual filings.  
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Reconciling Quarter-End and 
Year-End Tax Reports 

Quarter-End Tax Reports 

Master Control 

The Master Control report: 

 Accompanies each payroll 

 Contains up-to-date masterfile information, which should be periodically verified 
for accuracy 

 Contains current quarter-to-date and year-to-date totals, which should be 
periodically verified for accuracy 

 Feeds into the quarter system to create quarterly reports 
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Wage and Tax Register 

The Wage and Tax Register focuses on the quarter-to-date and year-to-date information 
for employees as well as the company. Instructional materials are included with every 
Wage and Tax Register to assist you with reading and understanding the information 
displayed.  

The Wage and Tax Register is sorted by employee and contains quarter-to-date and year-
to-date wages, taxes, taxables, and other tax-related figures. It is used for internal 
purposes.  

The Wage and Tax Register consists of: 

 Instructional materials 
 Detail pages 
 Totals pages 
 Recap reports, as applicable 
 Credit pages, if applicable 

The Wage and Tax Register is delivered approximately within the first two weeks after 
quarter close. 
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Special Indicators 

Special indicators displaying on the Wage and Tax Register indicate errors that need 
correcting. All special indicators must be corrected to ensure that your tax filings are 
correct. 

The most common errors are: 

 Address (city, state, or zip code missing) 

 Social Security number missing or invalid 

 Credit employee excluded from the quarterly Form 941 

 Credit employee excluded from the Quarterly Wage report 

 Credit employee excluded from the State and City Income Tax Reconciliation 
Worksheet 

 Credit employee excluded from all annual reports (Form W-2, Form 940, and so 
on) 

The common causes of special indicator errors for quarter credits (codes W and 9) are: 

 Voiding a check in the incorrect quarter 
 Entering other compensation as a positive amount in payroll 

The common causes of special indicator errors for Social Security numbers are numbers 
that display as: 

 000-00-0000 
 111-11-1111 
 123-45-6789 
 ###-##-#### 

Important note: If the information is included on the Wage and Tax Register, it will 
display on Form W-2.  
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Wage and Tax Register Credit Employees 

A credit employee has either a negative quarter-to-date amount or a quarter-to-date 
amount greater than the corresponding year-to-date amount for the following:  

 Gross 
 Tips 
 Tip credits 
 Weekly employer-paid FICA 
 Employer SUI exempt 
 Employer Social Security and Medicare exempt 
 Employer FUTA taxable exempt 
 Employer SUI wage base 
 Employer Social Security and Medicare wage base 

An employee will display as a credit employee if any of the following quarter-to-date 
field amounts are negative or greater than the year-to-date amount:  

 Deferred compensation 
 Employer CIT wage base 
 Employer FUTA exempt 
 Employer FUTA wage base 
 Employer Social Security and Medicare exempt 
 Employer Social Security and Medicare wage base 
 Employer SUI exempt 
 Employer SUI wage base 
 Federal tax 
 Gross 
 Group term life 
 Third-party sick pay 
 Tip credits 
 Tips 
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Quarterly Statement of Deposits and Filings 

If you use ADP’s Tax Filing Service, ADP produces Statements of Deposits and Filings 
(SODs) for your company. SODs contain details of all tax activities and deposits 
conducted by ADP on your behalf for quarterly and annual periods. 

The SODs contain a federal page with Form 941 or Form 943 information and state and 
locality pages, if applicable. 

ADP produces SODs for federal Form 940 (FUTA), federal Form 941, and state and local 
Forms W-2. The SODs reflect the liability (if required by the agency) and deposit 
information filed by ADP throughout the year.  

To access your company’s SODs, you must log on the Tax-Banking Portal through the 
ADP Support Center. Then, access Tax Reporting Online and generate the reports. 

Note: If you receive a tax agency notice related to a deposit or filing that ADP remitted 
on your behalf, fax the notice to the direct fax number at 888-535-6935. Faxing the notice 
to this number ensures prompt handling of notices.  
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Form 941 

If you do not use ADP’s Tax Filing Service or if you use Deposit Only, you receive 
copies of Form 941 that you can copy or scan. 

You must enter the data that is not available in the payroll system but is needed on Form 
941. 

Form 941 Filing Dates 

Form 941 and its variations, Form 943 (employers of agricultural workers) and  
Form 945 (backup withholdings), must be filed quarterly with the IRS. 

Note: Unless your company has a separate control set up specifically for backup 
withholding, you must file your own Form 945. ADP does not file Form 945 without the 
945 control setup.  
 

Quarter Months in Quarter Quarter Ends Form 941 Due Date 

First Jan, Feb, Mar Mar 31 April 30 

Second Apr, May, Jun June 30 July 31 

Third Jul, Aug, Sep Sep 30 Oct 31 

Fourth Oct, Nov, Dec Dec 31 Jan 31 

Every three months, the Internal Revenue Service (IRS) mails each employer a preprinted 
Form 941 with the:  

 Corporate name and address 
 Assigned employer identification number 
 Quarter-ending dates 
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Quarterly Wage Report 

Every state requires a state filing. 

If you use ADP’s Tax Filing Service, you will receive a reference copy for the states that 
ADP files on your behalf. Remember to: 

 Check your Quarterly Tax Verification letter to verify the states for which you 
are responsible to file or for which ADP is responsible 

 Only file the states for which you are responsible 

If you do not use ADP’s Tax Filing Service, you must file your quarterly wage payroll 
tax information on the forms you receive from each state. 

Whether or not you use ADP’s Tax Filing Service, you will receive a Quarterly Wage 
report. Remember to check for employees with credit conditions who may be excluded 
from the state wage information. 



************************************************** 

**                         **

QUARTERLY WAGE REPORT 

REFERENCE COPY 

FILE NO. NAME OF EMPLOYEE 

TOTALS FOR THIS PAGE 
NUMBER OF EMPLOYEES 
AND WAGE TOTALS 

Number of 
employees 

EMPLOYEE'S 
SOCIAL SECURITY 

ACCOUNT NUMBER 

Employer's Name and Address 

Batch Number 

Date Quarter Ended Page Number 

Employer's State Identification Number 

Worksheet for 

Name of State 

Federal Identification Number 

*****************************

*****************************

                STATE REQUIRES NO DETAIL                             
                                                     

  TOTAL WAGES THIS QUARTER                            879000

   
  LESS EXCESS SUI TAXABLE WAGES                       653000

  SUI TAXABLE WAGES   8,500 LIMIT                     226000

  NUMBER OF EMPLOYEES                                   2

  TOTAL SDI WAGES THIS QUARTER                        879000

QTR END TEST 2               AQN 
1 ADP BOULEVARD 
ROSELAND NJ 07068-1728 

DO NOT FILE THIS FORM

**                         ** 
***************************** 

***************************** 
DO NOT FILE THIS FORM 

*  ADP IS RESPONSIBLE FOR FILING THIS REPORT.    * 
************************************************** 

20XX/3/00002

* SUI CODE 48 TOTALS * 

NUCS4073 

09/30/20XX 3 NEVADA 

61-91027 5 13-5677684 
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Year-End Tax Reports 

Form W-2 and Earnings Summary 

The Earnings Summary reflects the employee’s final pay stub totals plus any adjustments 
and displays the: 

 Details of how reported wages were calculated 
 Details outlining the taxability of each routine 
 Employee’s Form W-4 profile information 
 Employee’s Social Security number 

The Earnings Summary contains three sections. The following table describes each 
section: 
 

Section Description 

Section 1 Reflects the employee’s final pay stub totals of the year plus any adjustments 

Section 2 Provides details of adjustments to gross for reported wages in boxes 1, 3, 5, 
16, or 18 of Form W-2 and provides notation of fringe benefit amounts 

Section 3 Displays the employee Form W-4 profile including marital status, exemptions, 
and tax overrides for blocked or additional taxes 



b

e/f Employee’s name, address, and ZIP code

2. Your Gross Pay was adjusted as follows to produce your W-2 Statement.

c Employer’s name, address, and ZIP code

Employer use onlyCorp.Control numberd Dept.

1. The following information reflects your final pay stub plus any adjustments submitted by your employer.

The reverse side includes general information that you may also find helpful.
This blue Earnings Summary section is included with your W-2 to help describe portions in more detail.

Y2013 W-2 and EARNINGS SUMMAR

Dependent care benefits10

7Allocated tips8Social security tipsAllocated tips8Social security tips Allocated tips87 Social security tips7

Employer’s FED ID number Employee’s SSA numberaEmployer’s FED ID numberbab Employee’s SSA numberaEmployer’s FED ID numberbEmployee’s SSA number

Employer’s name, address, and ZIP codec Employer’s name, address, and ZIP code Employer’s name, address, and ZIP codec c

Employer use onlyCorp.Dept.Employer use onlyCorp.Dept. Control numberdControl numberd Employer use onlyCorp.Dept.Control numberd

65Medicare wages and tips Medicare wages and tipsMedicare tax withheldMedicare wages and tipsMedicare tax withheld 6565 Medicare tax withheld

Social security wagesSocial security tax withheldSocial security tax withheld 4343 43 Social security tax withheldSocial security wagesSocial security wages

2121 2 Federal income tax withheldWages, tips, other comp.Wages, tips, other comp. 1 Wages, tips, other comp.Federal income tax withheldFederal income tax withheld

2009 ADP, INC.20 Locality nameLocal income tax19

17 18 Local wages, tips, etc.State income tax

1615 State State wages, tips, etc.Employer’s state ID no.

3rd party sick pay13 Ret. planStat emp.
12d
12cOther14 12b

Social Security Number:
Nonqualified plans11 12a See instructions for box 12

To change your Employee W-4 Profile Information, file a new W-4 with your payroll dept.Dependent care benefits 3. Employee W-4 Profile.109

Allocated tips8Social security tips7

6 Medicare tax withheldMedicare wages and tips5

Social security wages Social security tax withheld43

Federal income tax withheld1 2Wages, tips, other comp.

Employee’s SSA numberaEmployer’s FED ID number

20Local income tax Locality name19 Locality name19 201920 Locality nameLocal income tax Local income tax

Local wages, tips, etc.State income tax17 18 17 Local wages, tips, etc.Local wages, tips, etc.State income tax State income tax 181817

1516 16 State wages, tips, etc.Employer’s state ID no.StateState wages, tips, etc.Employer’s state ID no.State Employer’s state ID no.StateState wages, tips, etc. 161515

Employee’s name, address and ZIP codee/fEmployee’s name, address and ZIP codee/f Employee’s name, address and ZIP codee/f

Stat emp. Ret. planRet. planStat emp. 3rd party sick pay3rd party sick pay3rd party sick pay Ret. plan1313 Stat emp.13

12d12d12d

12c12c12c

Other1414 14OtherOther 12b12b12b

1112a 12 12aNonqualified plans12aNonqualified plans11See instructions for box 12Nonqualified plans11

9 9Dependent care benefits109Dependent care benefits10

W-2 Wage and Tax 2013

W-2 Wage and Tax 2013 W-2 Wage and Tax

Employee Reference Copy

FL.State Reference Copy FL.State Filing Copy

Statement
OMB No. 1545-0008

Statement
Return.

Statement

Copy C for employee’s records.

2013
Copy 2 to be filed with

OMB No. 1545-0008
2013W-2 Wage and Tax

OMB No. 1545-0008
.nruteRhtiwdelifebot2ypoCxaTemocnIetatSs’eeyolpme

Federal Filing Copy

employee’s State Income Tax
Statement OMB No. 1545-0008

Copy B to be filed with Federal Income Tax Return.

9476.88

621.61

9476.88

employee’s

621.61

10026.00

145.38

10026.00 621.61

9476.88

145.38

10026.00

A EIC

10026.00 145.38

10026.00

A EIC

001130 77/AQN 000600 3 001130 77/AQN 000600

10026.00

3

QTR END TEST 2

XXX-XX-0015

A

001130 77/AQN 000600

Batch #00001

1 ADP BOULEVARD

X

EIC

QTR END TEST 2

XXX-XX-0015

ROSELAND NJ 07068-1728

3

1 ADP BOULEVARD

X

EIC

13-5677684

D 549.12

QTR END TEST 2

ROSELAND NJ 07068-1728

3

SAMUEL BARBATO

1 ADP BOULEVARD

13-5677684

D 549.12

170 OAK LA

ROSELAND NJ 07068-1728

SAMUEL BARBATO

621.61

FORT MYERS FL 33901

13-5677684 XXX-XX-0015

170 OAK LA

145.38

FL

D 549.12

FORT MYERS FL 33901

A

X X

FL

9476.88

XXX-XX-0015

SAMUEL BARBATO

XXX-XX-0015

10026.00

D 549.12

170 OAK LA

MARRIED

10026.00

FORT MYERS FL 33901

001130 77/AQN 000600

FL

Taxable Marital Status:

QTR END TEST 2

SAMUEL BARBATO
Exemptions/Allowances:

1 ADP BOULEVARD

170 OAK LA
____________________

ROSELAND NJ 07068-1728

FORT MYERS FL 33901
FEDERAL:

FL. State Wages,

13-5677684

2

Tips, Etc.

SAMUEL BARBATO

Exemptions/Allowances:

170 OAK LA

____________________

FORT MYERS FL 33901

STATE:

Box 16 of W-2

FL

No State Income Tax
FEDERAL: 2

FL. State Income Tax

Medicare

STATE: No State Income Tax

2013

Box 17 of W-2
ytiruceSlaicoSyaPssorG

SUI/SDI
Tax Withheld

Box 14 of W-2
Box 4 of W-2

Social Security
Wages

xaTeracideMemocnI.deF

621.61

Box 5 of W-2

dlehhtiWdlehhtiWxaT
145.38

2-Wfo6xoB2-Wfo2xoB

Wages

10296.00

Box 3 of W-2

Wages, Tips, other
Compensation
Box 1 of W-2

10,296.00Gross Pay 10,296.00 10,296.00
Less401(k) (D-Box 12) N/A A/N21.945
LessOther Cafe 125 270.00 00.07200.072

00.620,01segaW2-WdetropeR 00.620,0188.674,9
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Form W-2  

Form W-2 displays calendar-year totals for taxable wages; federal, state, and city taxes 
withheld; and other information necessary for tax filing. Both the Internal Revenue 
Service (IRS) and the Social Security Administration (SSA) use the information 
contained on Form W-2. 

The following table indicates the box number and type of taxable wages: 
 

Box Type of Taxable Wages 

1 Federal  

3 Social Security  

5 Medicare  

16 State  

18 Local  

The following table indicates the box number and type of taxes withheld: 
 

Box Type of Taxes Withheld 

2 Federal  

4 Social Security  

6 Medicare  

17 State  

19 Local  
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The following table describes other important boxes on Form W-2: 
 

Box Contents 

8 Displays allocated tips 

10 Displays dependent care benefits 

11 Displays nonqualified plans 

12 a, b, c, d, w, dd See instructions for box 12; codes for:  

 401(k) 
 Cost of employer-sponsored health coverage  
 Employer contributions to a Health Savings Account (HSA) 
 Group term life (GTL) 
 Moving expenses 
 Uncollected Social Security or railroad retirement tax on tips 

13 Displays statutory employee, retirement plan, third-party sick pay 

14 Displays other information (California SDI, personal use of company 
car, client-defined literals) 

Employers must file Form W-2 with the SSA by February 28, 2014; if filing 
electronically, employers have until March 31, 2014. Employees must receive Form W-2 
by January 31, 2014.  
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Employer Forms W-2  

Employer Forms W-2 include: 

 Copy A: Social Security Administration 
 Copy D: Employer copy, which you should retain for at least four years 

Form W-3  

Form W-3 displays the grand totals of wages and federal taxes that the employer reported 
on the Form W-2 to which it is attached. 

If your company uses ADP’s Tax Filing Service, ADP will file the Forms W-3 
electronically. If you do not use ADP’s Tax Filing Service, the Social Security 
Administration requires that you file electronically if you are filing 250 or more Forms 
W-2. If you upload Form W-2 electronically using Business Services Online (BSO), you 
can access the Web site at www.socialsecurity.gov/bso/bsowelcome.htm. 

Direct Reporting 

Direct Reporting is a service that ADP provides if you do not subscribe to ADP’s Tax 
Filing Service or you are responsible for your own annual filings.  

If you use Direct Reporting, ADP files Forms W-2 and Forms W-3 on your behalf. ADP 
submits all information for Forms W-2, Forms W-3, Forms 1099-R, and Forms 1099-
Misc, if applicable, directly to the SSA and the IRS.  

ADP then sends you letters that:  

 Inform you if ADP is providing this service to you (November) 

 Confirm the information or ask you to verify the information for the SSA and 
IRS (February) 

 Inform you when the actual data is sent to the SSA and IRS (December)  
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Form 1099-Misc 

The Form 1099-Misc is used to report:  

 Fees 
 Commissions 
 Payments for services rendered by individuals who are not employees 

Examples of individuals who are nonemployees are: 

 Contractors 
 Consultants 
 Freelance workers 
 Independent agents 
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Form 1099-R 

Form 1099-R is used to report distributions from: 

 Pensions 
 Annuities 
 Retirement or profit-sharing plans 
 IRAs 
 Insurance contracts 
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Annual Statement of Deposits and Filings 

If you use ADP’s Tax Filing Service, you do not receive Form 940. Instead, you generate 
an Annual Statement of Deposits and Filings (SOD) through the Tax-Banking Portal, 
prepared by ADP’s Compliance and Payment Solutions. 

The SOD includes a section titled “Annual FUTA Information” and a computation of 
tentative credit for each state listed on your payroll.  



THIS STATEMENT SHOULD BE RETAINED AS PART OF YOUR TAX RECORDS.

ANNUAL STATEMENT OF DEPOSITS & FILINGS

 * * TAX YEAR  20  * *
STATEMENT DATE    12/31/
BR/COMPANY             ST/XYZ
AGENT                          005
COMBO                        NO
SHORT NAME             XX
FEDERAL ID:          12-3456789

.7000% 1-4
                   0123456-00                   1

2.7000% 1-4
                   25-12365                     7   

                                    

                                   

We have filed the Annual 940 information.

    SUI WAGES EXPERIENCE CONTRIBUTIONS CONTRIBUTIONS ADDITIONAL CONTRIBUTIONS
STATE SUI ID RATE/QTR AT 5.4000% AT EXPER. RATE CREDIT ACTUALLY PAID

ANNUAL FUTA INFORMATION
TOTAL PAYMENTS PLUS EXEMPT 7,757,732.00 FUTA TAX FUTA TAX

LIABILITY                                         DEPOSITEDEXEMPT PAYMENTS:
QTR 1  EXEMPT WAGES 
QTR 2

  EXCESS WAGES 5,753,983.06 QTR 3
  TOTAL EXEMPT PAYMENTS 5,764,556.58

1,993,175.42
QTR 4

FUTA TAXABLE WAGES 
GROSS FUTA TAX  (AT  6.2000) 123,576.88 TOTAL
MAXIMUM CREDIT  (AT 5.400)
LESSER OF MAXIMUM CREDIT EXEMPT WAGES DETAIL:
  OR TENTATIVE CREDIT QUALIFIED MOVING EE/ER .00
CREDIT REDUCTION .00 DEPENDENT CARE .00
CREDIT ALLOWABLE MEALS .00
TOTAL FUTA TAX QUALIFIED TRANSPORTATION .00
ANNUAL FILING RESPONSIBILITY:  ADP CAF 125 MSA/GROUP TERM LIFE

COMPUTATION OF TENTATIVE CREDIT QBU BATCH NBR  98/4/255

CONTACT NAME 
123 MAIN STREET
ANYTOWN                     USA 99999

TAX FILING SERVICE

*SEE DETAIL RIGHT SIDE
. . . . . . . . . . .

. . . . . . . . . . .

. . . . . . .

. . . . . .
. . . . . . . . .
. . . . . . . . .

. . . . . . . . . . .

10,573.52

107,631.47

107,631.47

107,631.47
15,945.41

11,975.90 11,975.90
2,487.40 2,487.40
1,044.77 1,044.77

437.77 437.77

15,945.41 15,945.41

10,573.52

MD 2,026,603.60 109,436.59 14,186.23 14,186.2395,250.36

WV 328,193.90 17,722.47 8,861.24 8,861.23 8,861.24

TOTALS                           104,111.59            23,047.47  

TOTAL TENTATIVE CREDIT                        127,159.06

YOUR COMPANY NAME
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Reconciling Payroll Information 

The following table describes how to balance and reconcile the key areas of payroll: 
 

IF you are reconciling: THEN: 

Current payroll Verify and balance quarter-to-date and year-to-date 
information after each payroll process 

Tax deposits Verify and balance quarter-to-date and year-to-date 
deposits 

Quarterly federal tax deposits Compare tax deposit information with the quarterly 
Statement of Deposits and Filings or Form 941 to verify 
and balance figures 

Unemployment tax deposits Compare the total wages reported with the state and the 
total wages reported on the Annual Statement of Deposits 
and Filings or Form 940 to verify and balance figures 

Annual Forms W-2  Compare wages and taxes reported on Form W-2 with the 
four quarterly federal Statements of Deposits and Filings or 
Form 941 for the year to verify and balance figures 

During your payroll reconciliation, you want to verify the following: 

 Master Control: Final year-to-date employee figures should match the amounts 
on the Wage and Tax Register and Form W-2. 

 Statistical Summary: Quarter-to-date and year-to-date tax deposits should match 
the Payroll Summary. 

 Wage and Tax Register: Year-to-date figures should match Form W-2. The 
fourth quarter Company Totals page should match the Annual Statement of 
Deposits and Filings or Form W-3. 

 Quarterly federal tax deposits: The sum of all four quarters should match the 
amounts on the Annual Statement of Deposits and Filings. 

Other documents to review while reconciling your payroll include the: 

 Error Prevention report 
 Preview Wage and Tax Register (billable item) 
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How to Compute Federal Wages, Tips, and Other Compensation 

Gross earnings (including taxable fringe benefits and tips) 

– federal tax exempt wages 

– deferred compensation 

– meals 

– cafeteria 125 benefits (may vary) 

+  group term life 

+  third-party sick pay (taxable portion) 

+  other compensation 

= Wages, tips, and other compensation 

ADP will generate Forms W-2 based on your input and will provide you with all of the 
documentation necessary to reconcile each quarter.  

It is your responsibility to make time in your schedule to reconcile each payroll. If the 
payroll and quarters are not correct, your Forms W-2 will not be correct. 
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b Employer’s FED ID number

e/f Employee’s name, address, and ZIP code

2. Your Gross Pay was adjusted as follows to produce your W-2 Statement.

c Employer’s name, address, and ZIP code

Corp. Employer use onlyd Control number Dept.

1. The following information reflects your final pay stub plus any adjustments submitted by your employer.

The reverse side includes general information that you may also find helpful.
This blue Earnings Summary section is included with your W-2 to help describe portions in more detail.

Y2013 W-2 and EARNINGS SUMMAR

13 13 Stat emp.13

12d 12d 12d

12c 12c 12c

14 14 OtherOther 14Other 12b 12b 12b

1112a 12 a21snalpdeifilauqnoNa21snalpdeifilauqnoN1121xobrofsnoitcurtsnieeSsnalpdeifilauqnoN11

9 10 Dependent care benefits 9 Advance EIC payment 10 Dependent care benefits 9 Advance EIC payment 10 Dependent care benefits

7spitdetacollA8spitytiruceslaicoSspitdetacollA8spitytiruceslaicoS7 8 Allocated tips7 Social security tips

Employer’s FED ID number rebmunASSs’eeyolpmEarebmunDIDEFs’reyolpmEbab Employee’s SSA number b Employer’s FED ID number a Employee’s SSA number

Employer’s name, address, and ZIP codec Employer’s name, address, and ZIP codec Employer’s name, address, and ZIP codec

ylnoesureyolpmE.proC.tpeDylnoesureyolpmE.proC.tpeD rebmunlortnoCdrebmunlortnoCd Dept. Corp. Employer use onlyd Control number

65Medicare wages and tips Medicare tax withheld Medicare wages and tips Medicare tax withheld Medicare wages and tips6565 Medicare tax withheld

segawytiruceslaicoSdlehhtiwxatytiruceslaicoSdlehhtiwxatytiruceslaicoS 4343 43segawytiruceslaicoSsegawytiruceslaicoS Social security tax withheld

121 22.pmocrehto,spit,segaW.pmocrehto,spit,segaW Federal income tax withheld1 .pmocrehto,spit,segaWdlehhtiwxatemocnilaredeFdlehhtiwxatemocnilaredeF

2010 ADP, INC.20 Locality nameLocal income tax19

17 18State income tax Local wages, tips, etc.

6151 State Employer’s state ID no. State wages, tips, etc.

3rd party sick pay13 Stat emp. Ret. plan
12d
12c14 Other 12b

Social Security Number:
Nonqualified plans11 12a See instructions for box 12

To change your Employee W-4 Profile Information, file a new W-4 with your payroll dept.Dependent care benefits 3. Employee W-4 Profile.9 Advance EIC payment 10

7 Social security tips 8 Allocated tips

6Medicare wages and tips Medicare tax withheld5

Social security wages Social security tax withheld43

Federal income tax withheld1 2Wages, tips, other comp.

a Employee’s SSA number

20Local income tax Locality name19 Locality name19 029102Local income tax Locality name Local income tax

State income tax Local wages, tips, etc.17 18 17 .cte,spit,segawlacoL.cte,spit,segawlacoLxatemocnietatS State income tax8171 18

5161 16State Employer’s state ID no. State wages, tips, etc. State Employer’s state ID no. State wages, tips, etc.State wages, tips, etc. State Employer’s state ID no.15 6151

edocPIZdnasserdda,emans’eeyolpmEf/eedocPIZdnasserdda,emans’eeyolpmEf/e e/f Employee’s name, address and ZIP code

Stat emp.Stat emp. Ret. plan Ret. plan3rd party sick pay 3rd party sick pay 3rd party sick payRet. plan

W-2 Wage and Tax 2013

W-2 Wage and Tax 2013 W-2 Wage and Tax

Employee Reference Copy

CT.State Reference Copy CT.State Filing Copy

Statement
OMB No. 1545-0008

Statement
Return.

Statement

Copy C for employee’s records.

2013
Copy 2 to be filed with

OMB No. 1545-0008
2013W-2 Wage and Tax

OMB No. 1545-0008
.nruteRhtiwdelifebot2ypoCxaTemocnIetatSs’eeyolpme

Federal Filing Copy

employee’s State Income Tax
Statement OMB No. 1545-0008

Copy B to be filed with Federal Income Tax Return.

36163.26

38186.46

38186.46

5847.95

2367.56

553.70

36163.26

38186.46

38186.46

5847.95

2367.56

553.70

36163.26

36163.26

38186.46

38186.46

5847.95

2367.56

553.70

employee’s

001110 77/AQN 000500 A1A

A 1

QTR END TEST 2

XXX-XX-5113                  

36163.26

38186.46

38186.46

5847.95

2367.56

553.70

XXX-XX-5113            

001110 77/AQN 000500

Batch #00008

1 ADP BOULEVARD

X

001110 77/AQN 000500 1

QTR END TEST 2

XXX-XX-5113

ROSELAND NJ 07068-1728

QTR END TEST 2

1 ADP BOULEVARD

X

1

13-5677684

C

1 ADP BOULEVARD

ROSELAND NJ 07068-1728

D

ROSELAND NJ 07068-1728

13-5677684

C

1935.00 AUTO

D

ANTHONY D ALBRIGHT

C

1935.00  AUTO

36163.26

67 MAIN AVE

D

ANTHONY D ALBRIGHT

MILFORD / CT 06461

1935.00 AUTO

X

67 MAIN AVE

CT 1998576-123

ANTHONY D ALBRIGHT

MILFORD / CT 06461

67 MAIN AVE

CT 1998576-123

A

X

MILFORD / CT 06461

1548.86

XXX-XX-5113

CT 1998576-123

XXX-XX-5113

C

MARRIED

D

Co Car Personal Use-Full Value $1,935.00

CT. State Income Tax

36163.26

Note - Fringe benefits include :

Taxable Marital Status:

001110 77/AQN 000500

ANTHONY D ALBRIGHT
Exemptions/Allowances:

QTR END TEST 2

67 MAIN AVE
____________________

1 ADP BOULEVARD

MILFORD / CT 06461
FEDERAL:

1548.86

ROSELAND NJ 07068-1728

3

CT. State Wages,

13-5677684

10 % Additional Tax

1935.00 AUTO

Exemptions/Allowances:

ANTHONY D ALBRIGHT

STATE:

Tips, Etc.

67 MAIN AVE

3

Box 16 of W-2

MILFORD / CT 06461

____________________

CT 1998576-123

Medicare

1548.86

36163.26

1548.86

36163.26

1548.86

Wages

FEDERAL: 3 10 % Additional Tax

Box 5 of W-2

STATE: 3

2013

Box 17 of W-2
ytiruceSlaicoSyaPssorG

SUI/SDI
Tax Withheld

Box 14 of W-2
Box 4 of W-2

Social Security

xaTeracideMemocnI.deF

2367.56

dlehhtiWdlehhtiWxaT
553.70

2-Wfo6xoB2-Wfo2xoB

Wages

37,935.00
251.46

2,023.20
36,163.26

37935.00

Box 3 of W-2

5847.95

37,935.00
251.46

N/A
38,186.46

Wages, Tips, other
Compensation
Box 1 of W-2

Gross Pay 37,935.00 37,935.00
251.46

N/A
 38,186.46

Plus GTL (C-Box 12) 251.46
2,023.20
36,163.26

Less401(k) (D-Box 12)
segaW2-WdetropeR
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Review 

Refer to the payroll and tax documents on the previous pages. Find Anthony Albright’s data 
and reconcile the amounts on the Master Control, Wage and Tax Register, and Form W-2. 

Refer to the Master Control to verify year-to-date information. 

1. What is Anthony Albright’s year-to-date gross pay? 

_________________________ 

2. What is Anthony Albright’s year-to-date group term life amount? 

_________________________ 

Refer to the Wage and Tax Register to verify the totals balance. 

3. What is Anthony Albright’s year-to-date gross pay? 

_________________________ 

4. What is Anthony Albright’s year-to-date 401(k) total contribution amount? 

_________________________ 

Refer to Form W-2. 

5. What amount displays on Anthony Albright’s Form W-2 as gross pay? 

_________________________ 

6. Other than the 401(k) total contribution amount, what amount impacts the 
reported wage amount? How is the reported wage amount impacted?  

_________________________ 

7. Considering all of the amounts that display on the Master Control and the Wage 
and Tax Register, what amount should display in box 1? 

_________________________ 

8. Does box 1 of Form W-2 match the amount computed? 

_________________________ 
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Special Compensation Options 

Some common special compensation options encountered on payroll include: 

 Deferred compensation 
 Group term life 
 Health Savings Account (HSA) 
 Long-term disability (LTD) 
 Taxable fringe benefits 
 Third-party sick pay 
 Vehicle benefits, expenses, and allowance 
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Deferred Compensation 

Description 

Deferred compensation is an employer-provided benefit plan in which an employee 
requests a voluntary reduction of gross pay. The employer deposits the pay reduction in 
an investment account set up as a retirement fund. The amount of the deferred 
compensation reduction is exempt from some taxes. ADP handles several types of 
deferred compensation plans: 

 401(k): Cash or deferred arrangement for nongovernment and nonexempt 
organizations with over 25 employees 

 403(b): Salary reduction annuity for public schools or other tax-exempt 
organizations 

 408(k): Salary reduction for a simplified employee pension like a 401(k) but for 
25 or fewer employees 

 408(p) SIMPLE Plan: Applicable to employers with 100 or fewer employees 
who received at least $5,000 in compensation in the previous year. Another type 
of employer-sponsored retirement plan is not allowed. 

 457: Similar to 401(k); used by state and local governments or exempt 
organizations 

 501(c): Tax-exempt organization plans, such as churches and subsidized 
hospitals 

Taxability 
 

Employee Employer 

FIT SS/MED SIT SUI/SDI CITY SS/MED SUI/SDI FUTA 

no yes varies varies varies yes varies yes 
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Master Control 

Many deferred compensation deductions are handled using an ADP special calculation 
that automatically calculates the deduction amount based on a percentage of earnings. 
Since most plans allow employees to contribute various percentages, a calculation 
percent is set up for each employee participating in the plan. Contact your ADP 
representative before making any payroll entries. 

 

Deferred compensation amounts display in the Accumulations to Date section with 
literals representing the type of deferred compensation plan. In this example, the amounts 
display with the literals Y 401K and Q 401K.  
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Wage and Tax Register 
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Earnings Summary and Form W-2  

 

Deferred compensation amounts display on Form W-2 in box 12 as follows. Box 13 of 
Form W-2 also displays an “X.” 

Note: Check your Master Control to verify that the pension indicator is not marked for 
terminated employees with no earnings. If it is, blank Forms W-2 will be generated for 
terminated employees.  
 

Code Plan 

D 401(k) and 408(p) Modified 401(k) 

E 403(b) 

F 408(k) 

G 457 

H 501(c) 

S 408(p) IRA 



 YEAR-END SEMINAR 
V10141327223YRND HANDOUT MANUAL 80 

Copyright  2012-2013 ADP, Inc. 

Group Term Life 

Description 

Group term life (GTL) is life insurance that accrues no cash value and is paid for fully or 
in part by the employer. The employer-paid portion of the premium for insurance 
coverage over $50,000 is considered taxable income to the employee. 

Taxability 
 

Employee Employer 

FIT SS/MED SIT SUI/SDI CITY SS/MED SUI/SDI FUTA 

yes yes varies varies varies yes varies no 
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Payroll Application 

Taxable group term life must be reported through the payroll so the Social Security and 
Medicare tax (employer and employee) can be deducted and reported. Employee entry 
options are as follows: 

 Memo code 
 Automated 

 

Method Screen/Form/Tab Field/Tab/Column Entry 

ADP Workforce Now 
Payroll 

Process > Payroll > 
Paydata 

Taxable Group Term 
Life 

Code and amount 

ADP PC/Payroll  Paydata folder Memos tab Code and amount 

Worksheet Worksheet Special Entries, 
section A 

19 code and amount 

Note: Before you enter employee group term life information, contact your ADP 
representative to find out how your company is set up and which type of coding is best 
for you. 
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Master Control 

 

Group term life displays in the Accumulations to Date section with the literals Y GTL 
and Q GTL.  

Note: GTL must be processed on a live check to collect the Social Security and Medicare 
and SUI/SDI associated with the GTL amount. The GTL amount can also be entered on a 
manual check if it was missed on a live check.  

Important: When you terminate an employee, post the GTL premium amount to your 
payroll at that time unless it has already been posted each payroll period to date. 
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Wage and Tax Register 

 

GTL premium amounts over $50,000 display in a flexible field on the Wage and Tax 
Register. 



 YEAR-END SEMINAR 
V10141327223YRND HANDOUT MANUAL 84 

Copyright  2012-2013 ADP, Inc. 

Earnings Summary and Form W-2  
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Health Savings Account (HSA) 

Description 

A Health Savings Account (HSA) allows individuals covered under a high-deductible 
health plan to save money toward payment of current or future health expenses through 
employee or employer contributions. This plan helps employees defray the costs of high 
health-insurance deductibles.  

Health Savings Accounts are used by individuals who are:  

 Covered by high-deductible health plans 
 Not claimed as a dependent on someone else’s tax return 
 Not covered by other health insurance 
 Not enrolled in Medicare 

Note: Employees who are participating in a full healthcare Flexible Spending Account 
(FSA) are not eligible to participate in a Health Savings Account.  

Contributions 

Three types of HSA contributions are available:  

 Employee contributions not under a cafeteria 125 plan  
 Employee contributions under a cafeteria 125 plan (salary reduction) 
 Employer contributions 

Note: By law, employee salary reduction contributions through a cafeteria 125 plan are 
treated as employer contributions and cannot be used by the employee as medical 
expense amounts or as itemized deductions on his or her income tax return. 
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Limits 

Health Savings Accounts have minimum annual deductibles and out-of-pocket limits. 
These limits are based on the type of coverage. 
 

Type of Coverage Minimal Annual 
Deductible 

Annual Out-of-
Pocket Expense 

Maximum 
Contribution 

Individual $1,250 $6,250 $3,250 

Family  $2,500 $12,500 $6,450 

The maximum catch-up contribution for employees 55 years or older is $1,000. 

Payroll Application 

The payroll application for Health Savings Accounts varies based on the type of plan 
offered to employees. There are three ways to enter Health Savings Accounts. They are 
as follows: 
 

Type of Health 
Savings Account 

Payroll Entry Method Form W-2 Impacts 

Employee 
contributions not 
under a cafeteria 125 
plan 

Code employees with the appropriate permanent 
deduction code and a goal limit to stop the 
deduction when the contribution limit is satisfied. 

None. This type of HSA is 
not included in box 12 of 
Form W-2. 

Employee 
contributions under a 
cafeteria 125 plan 
(salary reduction) 

Code employees with the appropriate pretax 
cafeteria 125 plan permanent deduction code and a 
goal limit to stop the deduction when the contribution 
limit is satisfied. 

Note: A memo code and amount may be set up to 
track employer contributions; however, the memo 
amount will not affect the employee’s paycheck. 

This type of HSA is 
included with code W in 
box 12 of Form W-2.  

For more information, go to 
the IRS Web site, available 
at http://www.irs.gov/. 

Employer 
contributions 

Code employees with the appropriate memo code 
and contact ADP for assistance with setting up a 
goal on the specified memo code. The goal limit will 
alert you when the contribution limit is satisfied. 

This type of HSA is 
included with code W in 
box 12 of Form W-2. 
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Master Control 

Health Savings Account information displays on the Master Control as accumulators with 
the literals of ACC nn xxxxxx for both the QTD and the YTD accumulators, where nn 
represents the accumulator number and xxxxxx represents the literal description.  

 

Employee-paid HSA also displays as scheduled amounts. 

Wage and Tax Register 

Health Savings Accounts display in the quantitative section of the Wage and Tax 
Register as: 

 Employer Paid HSA 
 Employee Paid HSA 
 Cafe 125 HSA 
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Form W-2  

The following boxes on Form W-2 include employee-contributed Health Savings 
Account amounts:  

 Wages, tips, other comp (box 1) 
 Social Security wages (box 3) 
 Medicare wages and tips (box 5) 
 State wages, tips, etc. (box 16) 
 Local wages, tips, etc. (box 18) 

Cafeteria 125 plan employee and employer Health Savings Account contributions display 
in box 12 as code W and are excluded from the following boxes: 

 Wages, tips, other comp (box 1) 
 Social Security wages (box 3) 
 Medicare wages and tips (box 5) 

 

Important note: Employees with HSA deductions must complete Form 8889 in addition 
to Form 1040 when filing their income tax returns. 
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Long-Term Disability 

Description 

Long-term disability is an insurance policy that an employer purchases. This policy 
allows employers to continue salary payments to employees who are on sick leave or 
disability for more than six months. 

The first six-month period is considered short-term disability and is covered under third-
party sick pay insurance or a standard sick pay policy. 

Taxability 

Long-term disability payments may be subject to federal income tax and vary by 
jurisdiction for state and local taxes. They are not subject to Social Security, Medicare, 
and FUTA taxes and vary per state jurisdiction for SUI/SDI.  

Payroll Application 

Consult your ADP account representative before entering long-term disability on your 
payroll. Your ADP account representative needs to set this up and block certain taxes and 
taxables as specified by you using a tax grid. You will need to select an earnings code to 
identify long-term disability on your payroll. 
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Master Control 

Long-term disability displays on the Master Control with the following literals and 
descriptions: 

 
 

Literal Description 

XSS, XMED, XFUTA, XSTATE 1, XSUI/DI, 
and ACC## (if applicable) 

Long-term disability set up with a tax grid for 
tax-exempt money 

Y or Q 3PSP FIT Federal tax deducted and deposited by the 
third party and entered as third-party sick 
payments (if the employee filed Form W-4S) 

Y or Q State 1 (if applicable) Long-term disability undeposited state tax 
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Wage and Tax Register 

Long-term disability displays on the Wage and Tax Register in the quantitative section 
labeled as Exempt. 

 

Earnings Summary and Form W-2  

 

Note: Long-term disability will not display separately on Form W-2 unless you request 
that these amounts display in box 14 of Form W-2. 
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Taxable Fringe Benefits 

Overview 

The Tax Reform Act of 1984 mandated that under certain circumstances the value of 
certain noncash fringe benefits is considered income to employees. As a result, these 
benefits must be reported on the Form 941 and the employees’ Forms W-2. 

Description 

Taxable fringe benefits are employer-provided, noncash payments, other than wages, that 
the IRS considers taxable. Taxable fringe benefits are not directly related to running the 
business but are provided for the employee’s personal benefit. Common examples 
include: 

 Awards 
 Automobiles 
 Below-market interest rate on loans 
 Flights on company planes 
 Free or discounted flights on commercial airlines 
 Vacations 
 Memberships in health, country, or social clubs 
 Over-the-limit tuition reimbursement 
 Tickets to entertainment events 

Taxable fringe benefits are included as wages and are subject to federal income tax 
withholding, employee and employer Social Security and Medicare, and FUTA. State and 
local taxes vary. IRS regulations define what constitutes a taxable fringe benefit and how 
to arrive at its value. Consult with an accountant or the IRS for assistance in determining 
what is taxable. 
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Example 

An employee receives a gift card from an employer. The gift card is worth $50; therefore, 
the taxable fringe benefit is $50. The $50 is subject to federal tax, Social Security and 
Medicare, FUTA, and any applicable state or SUI taxes.  

Taxability 
 

Employee Employer 

FIT SS/MED SIT SUI/SDI CITY SS/MED SUI/SDI FUTA 

yes yes varies varies varies yes varies yes 

Taxable fringe benefits must be part of normal pay. They are first added to earnings and 
then deducted from net pay. The system determines the amount of taxes due by 
calculating the ratio of the fringe benefit to the total wages. 

Payroll Application 

Note: Posted earnings with a corresponding deduction is the most common method of 
input. Contact your ADP representative before entering taxable fringe benefit amounts on 
the payroll. 
 

Input Method Field or Screen 

ADP Workforce Now 
Payroll  

Process > Payroll > Paydata, in the Earnings column and the 
Deductions column 

ADP PC/Payroll Paydata folder in the Earnings tab and the Deductions tab 

Worksheet Earnings field 3, 4, or 5 and Special Entries, section A 

Miscellaneous 

Special calculations can be used to calculate earnings and deductions; these may be dollar 
amounts or percentages. Prior to setting up a new special calculation, verify that you do 
not have it in place already.  
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Master Control 

 

Taxable fringe benefits display in the Accumulations to Date section with the literals  
Y Fringe Ben and Q Fringe Ben. 
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Wage and Tax Register 

 

Earnings Summary and Form W-2  
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Third-Party Sick Pay 

Description 

Third-party sick pay is a benefit in which an employee receives compensation for short-
term disability from an insurance company, a union plan, or a state temporary disability 
plan due to a non-job-related accident or an illness. After a six-month period, payments 
are no longer considered third-party sick pay; they are considered long-term disability. 

Taxability 
 

Employee Employer 

FIT SS/MED SIT SUI/SDI CITY SS/MED SUI/SDI FUTA 

yes yes varies varies varies yes varies yes 

Some nontaxable third-party sick pays are due to employee contributions and will display 
in box 12.  

Note: ADP is not responsible for calculating the tax data for third-party sick pay. The 
employer, based on information provided by the insurance carrier, determines what is 
considered taxable and nontaxable. 

Payroll Application 
 

Entry Method Screen/Form/Tab 

ADP Workforce Now 
Payroll 

Process > Payroll > Third Party Sick Pay 

ADP PC/Payroll Third Party Payments window  

Worksheet SP Form (Third Party Sick Pay form) 

Note: Based on the provider information, you enter the taxable and nontaxable portions, 
as well as the appropriate taxes and net pay. If you use ADP’s Tax Filing Service, you 
must submit all third-party sick payments through the ADP payroll system. It is 
recommended to hold your quarter open for third-party-sick pay adjustments by 
requesting an adjustment payroll or a Tax Report Hold. 
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Master Control 

The Accumulations to Date section displays year-to-date and quarter-to-date third-party 
sick pay amounts with the following literals preceded by Y or Q: 

 
 

Literal Description 

3PSPTXBL Taxable portion of third-party sick pay 

3PSPNTXB Nontaxable portion of third-party sick pay 

3PSP SS Social Security tax on third-party sick pay 

3PSP MED Medicare tax on third-party sick pay 

3PSP FIT Federal tax on third-party sick pay 
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Wage and Tax Register 

 

Earnings Summary and Form W-2  

 

Taxable third-party sick pay displays in boxes 1, 3, and 5 of Form W-2. Nontaxable third-
party sick pay displays in box 12 as code J. State and local wage boxes display, 
depending on the state. Third-party sick pay information also displays in section 2 of the 
Earnings Summary. 
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Vehicle Benefits, Expenses, and Allowance 

A car allowance is an amount that an employer pays an employee for the business use of 
the employee’s car. It is considered an employer business expense.  

Standard Mileage Rate 

The standard mileage rate is used to figure the deductible costs of operating a car for 
business purposes. Many employers reimburse employees at a flat rate. The current 
standard mileage rate for this year is _______ cents per mile. For any mileage 
reimbursement in excess of the standard mileage rate, the amount would be taxable to the 
employee and would need to be reported on Form W-2.  

Company Car 

A company car is a vehicle provided to an employee for business use. Personal use of a 
company-provided vehicle is taxable. The value of the personal use is reported on Form 
W-2. Contact your ADP representative if you need to display this value on an employee’s 
Form W-2.  

Mileage Reimbursement 

You do not report reimbursements paid under an accountable plan on the payroll or 
include the amount in box 1 of Form W-2. You do report reimbursements paid under 
non-accountable plans on the payroll. 

Master Control 

 



 YEAR-END SEMINAR 
V10141327223YRND HANDOUT MANUAL 100 

Copyright  2012-2013 ADP, Inc. 

Wage and Tax Register 

 

Earnings Summary and Form W-2  
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Online References 

ADP Tax-Banking Portal 

The ADP Tax-Banking Portal is available to everyone who uses ADP’s Tax Filing 
Service (TFS) and TotalPay. It is a one-stop location to manage tax, compliance, and 
payment products and services.  

The Tax-Banking Portal provides you with detailed and general tax and banking 
information, available on the Home page. It also provides you with three Web-based, 
self-service tools that allow you to access your tax and banking information in real time: 

 Agency Notice Manager (ANM) 
 Tax Reporting Online (TRO) 
 TotalPay iNet (TPiNet) 

Agency Notice Manager 

The Agency Notice Manager gives you access to important tax-related information and 
offers several options to help you manage your current and resolved agency notices.  
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The following table describes the options that are available on the Agency Notice 
Manager: 
 

Option Description 

Active Notices Displays agency notices that have been received but not yet resolved 

Resolved Notices Displays notices that have been resolved and notices that have 
received a response within the past 30 days 

Search Allows you to search for an individual notice (active or resolved) using 
the assigned agency notice number 

Reports Allows you to access two types of agency reports: 

 Agency Notice 
 Agency Notice Package 

Tax Reporting Online 

Tax Reporting Online allows you to access reports that include important tax-related 
information. The online reports are designed with specific filters that contain your 
company’s current or historical ADP tax-filing details. These reports can assist you with 
auditing and managing your tax-related information. All online reports can be viewed, 
exported to your local computer drive, and printed as needed.  
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Tax Reporting Online allows you to view, export, and print some of the following tax 
reports:  

 Company Profile 
 Form 940 
 Form 941 
 Quarterly and Annual Statement of Deposits (SODs) 
 State Unemployment Rate 
 Tax Filing Profile Changes 

TotalPay iNet 

TotalPay iNet is an easy and convenient way to manage your ADPChecks and direct 
deposits.  
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The following table describes the options that are available on TotalPay iNet: 
 

Option Description 

Stop Payments Allows you to retrieve an employee payment either through 
ADPCheck or direct deposit  

Check Inquiry Allows you to view the status of a single ADPCheck or a range of 
checks  

Check Copy Request Allows you to request copies of paid ADPChecks 

View Request(s) 
Reports 

Allows you to view the status of stop payments of check copy 
requests 

Uncashed Refund 
Report 

Allows you to request the following reports: 

 Uncashed Items  
 Refunded Items  

Important: Before you use these self-service tools, you must complete a brief one-time 
user registration. To register, access the ADP Support Center, and then click the  
Tax-Banking Portal banner on the Home page. You can also access the self-service tools 
on the Payroll menu. 

 

To learn more about the new banking and tax tools, refer to the following training 
resources, available on Learn@ADP (https://learn.adp.com): 

 Tax Reporting Online recorded webcast 
 TotalPay iNet recorded webcast 
 Agency Notice Manager 
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Automatic Data Processing (ADP) 

ADP’s company Web site provides information about ADP, including its divisions, 
products, and services. 

You can access ADP’s company Web site at http://www.adp.com/. 
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Tools & Resources 

Tools & Resources is the self-service section of ADP’s company Web site. This section 
provides the following: 

 Legislative updates 
 Resource information 
 Product documentation 
 Technical support 
 Training 
 Quarter-end and year-end calendars 
 Dates 
 Forms 
 Self-service tools 
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Compliance Connection 

The Compliance Connection is a Web page on ADP’s company Web site that provides 
regulatory updates, withholding changes, filing date changes to Form W-2, and other 
payroll and tax forms and job aids. 

You can access the Compliance Connection through the Tools & Resources tab or at 
http://www.adp.com/tools-and-resources/compliance-connection.aspx. 
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The Bridge 

The Bridge is an online community for payroll and HR professionals where you can ask 
questions, share knowledge, make connections, and learn from industry experts and peers 
about a broad range of human capital management topics.  

You can join conversations and share your feedback to make this community work for 
you. 

You can access The Bridge at https://thebridge.adp.com. 
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ADP Mobile Solutions 

ADP Mobile Solutions gives your employees quick, easy, and secure access to their 
benefits and payroll information anytime and anywhere. 

Now your employees can manage their time tracking remotely, view pay statements, 
401(k) balances, and stay connected with important company news, events, and company 
contacts.  

To learn more about ADP Mobile Solutions, go to 
www.adp.com/mobilesolutions/mobileshowcase.aspx.  
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ADP Support Center 

You can access the ADP Support Center at https://support.adp.com. If your company 
uses the ADP Portal, you can also access self-service content from the Support window 
on the ADP Portal Home page.  

To access the year-end resources on the ADP Support Center, select Payroll > Process > 
Year End. 

On the Quarter/Year End Central page, you can access the following and additional 
topics:  

 Quarter-end and year-end calendars 
 Important processing dates to remember 
 Self-service tools and forms 
 Additional resources to provide you with statutory updates and information 

Year-End Survival Guide 

To simplify your year-end experience, ADP has created the Year-End Survival Guide. 
This guide is available on the ADP Support Center from the Home page and the Payroll 
page. 

The Year-End Survival Guide includes the following topics:  

 Quarter-end and year-end calendars 
 Important processing dates to remember 
 Frequently asked questions (FAQs) 
 Healthcare information 
 Self-service tools and forms 
 YE Central  
 Additional resources to provide you with statutory updates and information 

Hot Topics and Top FAQs 

When you select the Payroll menu on the ADP Support Center, you will notice two new 
sections on the page: Hot Topics and Top FAQs. The Hot Topics section provides the 
most relevant and timely topics for the month. The Top FAQs section lists the most 
frequently asked questions in the Knowledge Base during the past 15 months.  
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Social Security Administration (SSA) 

The Social Security Administration provides information about the rules and regulations 
for Social Security and Medicare benefits. 

You can access the SSA Web site at http://www.ssa.gov/. The following page in your 
handout manual lists publications, forms, and other information that you can access on 
the Web site. 
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Social Security Number and Card Publication 

Your Social Security Number and Card, Publication 05-10002 – This publication 
describes the types of Social Security cards, how to protect numbers and records, and 
how employees can apply for new or replacement cards.  

General Wage Reporting Publications  

 SSA/IRS Reporter – This employer newsletter contains information on Social 
Security changes and tips for filing for the current tax year. The newsletter is free 
and is published quarterly. You can also get a copy of this publication by calling 
the IRS's toll-free number, 1-800-829-FORM. 

 Critical Links – This guide presents information about providing the correct 
name and Social Security number on Form W-2. 

Wage Reporting Forms  

 SS-5-FS, Application for a Social Security Card 
 SSA-7004, Request for a Social Security Statement 
 SSA-131, Employer Report of Special Wage Payments 

Social Security Number Verification Tab 

The SSA offers employers convenient methods for verifying employees’ Social Security 
numbers. Go to http://www.ssa.gov/employer/ and click the Verify SSNs tab. 
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Internal Revenue Service (IRS) 

The Internal Revenue Service provides information, forms, and publications about federal 
taxes and legislation. 

You can access the IRS Web site at http://www.irs.gov/. The following page in your 
handout manual lists publications and forms that you can access on the Web site. 
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Publications 

 15, Circular E, Employer's Tax Guide  
 15-A, Employer's Supplemental Tax Guide  
 15-B, Employer’s Tax Guide to Fringe Benefits 
 334, Tax Guide for Small Business 
 463, Travel, Entertainment, Gift, and Car Expenses 
 501, Exemptions, Standard Deduction, and Filing Information 
 502, Medical and Dental Expenses (Including the Health Coverage Tax Credit) 
 503, Child and Dependent Care Expenses 
 509, Tax Calendars 
 510, Excise Taxes 
 521, Moving Expenses 
 525, Taxable and Nontaxable Income 
 531, Reporting Tip Income 
 535, Business Expenses  
 541, Partnerships 
 542, Corporations 
 560, Retirement Plans for Small Business 
 575, Pension and Annuity Income 
 939, General Rule for Pensions and Annuities 
 957, Reporting Back Pay and Special Wage Payments to the Social Security 

Administration 
 969, Health Savings Accounts and Other Tax-Favored Health Plans 

Forms 

 W-2, Wage and Tax Statement  
 W-2c, Corrected Wage and Tax Statement  
 W-3, Transmittal of Wage and Tax Statements  
 W-3c, Transmittal of Corrected Wage and Tax Statements  
 940, Employer’s Annual Federal Unemployment (FUTA) Tax Return 
 941, Employer's Quarterly Federal Tax Return 
 1099-Misc, Miscellaneous Income 
 SS-4, Application for Employer Identification Number  
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Office of Child Support Enforcement (OCSE) 

The Office of Child Support Enforcement provides information about new-hire reporting 
and child-support issues.  

You can access the OCSE Web site at http://www.acf.hhs.gov/programs/css. 
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U.S. Citizenship and Immigration Services (USCIS) 

The U.S. Citizenship and Immigration Services Web site provides information about 
immigration and naturalization laws and regulations. Forms and publications are also 
available on the Web site.  

You can access the USCIS Web site at http://www.uscis.gov/portal/site/uscis. 
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Additional Resources 

The following Web sites can provide you with additional assistance as you complete your 
year-end tasks: 

 Electronic Federal Tax Payment System (EFTPS): 
http://www.fms.treas.gov/eftps 

 U.S. Department of Labor (DOL): http://www.dol.gov 

 U.S. Small Business Administration (SBA): http://www.sba.gov 

 Small Business and Self-Employed Tax Center (IRS): 
http://www.irs.gov/businesses/small 

 American Payroll Association (APA): http://www.americanpayroll.org 
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 Seminar Closing 

Objectives 

Now that you have completed this seminar, you are prepared to:  

 Identify the source documents needed for quarter-end and year-end closing 
 Identify key dates and deadlines 
 Identify documents that require a response to ADP 
 Describe how ADP processes adjustments 
 Describe selected special compensation options 
 Reconcile quarter-end and year-end reports 
 Identify the Web sites to access payroll and tax information 
 Summarize changes for this year and identify what’s new for next year 

Continuing Education Credits 

Introduction 

ADP is an approved provider of recertification credit hours (RCHs) by the American 
Payroll Association (APA) and continuing professional education (CPE) credits by the 
National Association of State Boards of Accountancy (NASBA), and is an authorized 
provider by the International Association for Continuing Education and Training 
(IACET), 1760 Old Meadow Road, Suite 500, McLean, VA 22102. Most ADP courses 
are eligible for RCHs, CPE credits, and continuing education units (CEUs). 

RCHs, CPE credits, and CEUs provide recognition for updating or broadening 
professional competencies and may be used to maintain certifications such as the 
Certified Payroll Professional (CPP) and Certified Public Accountant (CPA). 
Professional organizations establish their own certification procedures, which are subject 
to change. 

Professional organizations often require documentation of class objectives, agenda, and 
duration, along with a certificate of completion. This information is provided on the 
following pages. At your request, your instructor will provide you with a certificate of 
completion at the end of this class. 

Please note that professional organizations establish their own certification procedures 
that are subject to change. 
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Year-End Seminar 

Program Content 

This interactive seminar prepares participants to use source documents needed for a 
successful quarter-end and year-end closing, including how to reconcile quarter-end and 
year-end reports and process adjustments. Topics include calendars and checklists, 
adjustment processing, reconciling reports, special compensation options, and the latest 
impacts of the Affordable Care Act (ACA). 

Objectives 

Upon completing this seminar, participants will be prepared to: 

 Identify the source documents needed for quarter-end and year-end closing 
 Identify key dates and deadlines 
 Identify documents that require a response to ADP 
 Describe how ADP processes adjustments  
 Describe selected special compensation options  
 Reconcile quarter-end and year-end reports 
 Identify the Web sites to access payroll and tax information 
 Summarize changes for this year and identify what’s new for next year 

Participant Materials 

For a seminar at an ADP site, the Year-End Seminar handout manual and additional 
learning materials will be distributed in class. For a virtual seminar, participants will need 
to print the Year-End Seminar handout manual and any additional learning materials prior 
to attending class. 

Method of Presentation 

Instructor-led and virtual class training 
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Continuing Education Credits for This Class 

Based on the course’s content and duration, RCH credits may be available. You can 
verify the RCH credits with your instructor. 

 

 

 
In accordance with the American Payroll Association (APA), 
RCHs apply to Certified Payroll Professional (CPP) and 
Fundamental Payroll Certification (FPC) credentials. Web 
site: www.americanpayroll.org.  
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