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Calendar Year End 2006

6
2011 USPS Calendar Year End Procedures

1. Month-end Closing Procedures
a. SERS Retirement

1. ___ Run the RETIRE program.  Select the SERSREG option.  Choose to NOT create the tape file. This program generates a report of earnings, deposits, and days paid for each retirement system.  If necessary, adjustments can be made using USPSCN/ATDSCN.

2. ____Verify that the total contribution amounts listed on the report equals 


the total deduction checks for the withholding (SERS/STRS)


plus any warrant checks written for pick-up on pick-up.

3. ____Verify that contributions by employees equal earnings times


the applicable retirement percentage (10%).  Allow for rounding 


(within a few cents).



4. ____Review service credit days for all employees on the report.




 You can also run the YTDRPT to help you verify information.

5. ____Once satisfied that the data is correct, run the SERSREG and say Y 

 to clear totals and create the tape


submission file (called SERS. yymm.)


b.____ Complete and submit SERS monthly reports and payments as required.


c.____ Verify that paperwork has been completed for employees listed on the report as “new”.


d. ____ Balance the payroll account (when statement is received from the bank)



1. ____Run the CHKSTA/PAYREC program to reconcile checks.

2. ____Run the USPRPT/CHKSTS program to generate an outstanding check register  Verify that you balance with the bank.

--- End of Month-end Closing Procedures ---
2.  Quarter-end Closing Procedures
a. ____Run the QRTRPT  say Y or N to individual totals


Say N to zero out totals 

     This report shows quarter, fiscal, and calendar year totals. 

     Check all totals for accuracy.

b. ____ In the “Totals” section of QRTRPT, the gross and adjusted gross should
             balance using a manual calculation:




Gross

-  Annuities

 * Adjusted gross calculated*


The *Adjusted gross calculated* should equal the adjusted gross 


amount from QRTRPT.  This should be true for all adjusted

 
gross figures in the “Totals” section.


c. ____ Deduction checks for the quarter should equal the total deductions 



showing on QRTRPT.  This should be true for every deduction code. 


Be sure to verify the electronic transfer for federal and Medicare


payments as well.

d.____ The total gross showing on the QRTRPT should equal the total


of all payroll clearance checks created during CHKUPD for the


quarter.


e.____ It is recommended that you balance the W2REPT quarterly to



     minimize problems at calendar year-end.




Information on W2REPT.txt should balance to:

· 941 totals as reported

· ERNREG figures 

· QRTRPT figures

· Federal, State, City and OSDI remittances 

1. ____Run the program W2PROC.  Check the W2ERR.txt

  Report for errors.
2. _____Balance the deduction totals (taxes and annuities) on the W2REPT.txt 

    (or your own spreadsheet) with the totals from the 
          DEDRPT.txt / /DEDSUM.txt reports from the quarter.

(Quarter-end Closing Procedures Cont….)

3. ___Balance the gross amounts on the W2REPT.txt (or your own spreadsheet) report with reports for the quarter. (PAYRPT.txt)


Note: These amounts should balance except for : Medicare pickup; Taxable Fringe benefits; Taxable 3rd Party Sick Payments; Company Vehicle and Dependent care benefits. 

4 .____If errors are discovered, check employees that had exception

            processing during the quarter such as voided checks, error
            adjustments, or manual changes in USPSCN.  

The AUDRPT program can be useful in identifying these problems.


f.____
**Run the PAYDED program verifying that there are no outstanding deduction  amounts.


g.____
The total of all board paid amounts (if tracked on the system) should equal the total of all warrant checks to the vendor or deduction company.


h.____
Complete and file any required quarter-end submission forms.  (941)

      i.____
For city withholdings,  take the total gross times the percentage to be sure the tax withheld and submitted are correct. (section 125 non-wages and mobile employees, subs can cause discrepancies)


j.____
Run the program ODJFSRPT and say N to create a submission file 

               


you will get the report only.





___
Check all totals carefully for accuracy.  If necessary,






adjustments can be made using USPSCN/ATDSCN.


k.____
When all data is correct, run the ODJFSRPT program again, this time say Y  to create a submission file for submission to ODJFS and that you want to close ODJFS for the quarter.

(Quarter-end Closing Procedures Cont….)

3. ____
Once satisfied with all totals, generate file copies of all desired




reports if you wish to have hard copies.  At a minimum it is

                        suggested that you print:

· USPRPT/EMPMST (all data)

· USPRPT/ERNREG (all data for the quarter)

· USPRPT/ERNSUM (all data for the quarter) 
(condensed version of ERNREG (170 column report)
· QRTRPT (all data – demand report)****

--- End of Quarter-end Closing Procedures ---
3.  Calendar-end Closing Procedures

a.__Run the program W2PROC.  Making sure to say N to create W2 file   



       This program generates the following files:

· W2ERR.TXT

· W2REPT.TXT

· W2FORM.TXT

· W2BREAK.TXT

· W2TAPE.SEQ

· W2CCA.seq (only CCA entities)

· W2RITA.seq (only for RITA entities)

· W2CITY.dat


b.__Print the W2ERR.TXT and W2REPT.TXT reports and verify the data. 
              If there are errors see the W2PROC-W2 Processing handout for

                a list of W2PROC Errors and Warnings.

               Contact fiscal-support@lnoca.org for additional assistance. Make changes to


the data, if necessary, and Re-run W2PROC. 


This program can be run as many times as necessary until the data is correct.

****Please Do Not request the printing of W-2's until you are fully balanced &  



comfortable that each W-2 is accurate****

***POINT OF NO RETURN ***


c.___ Once all the data is correct, you should run W2PROC saying Y to create a tape. 



The W2FORM.TXT is the form file used to print the actual W-2’s for your district.  

         LNOCA will be printing your W-2s on a laser printer.  The employee copy will be 


         sealed and ready for distribution.  The employer copy will be similar to previous years.




Also produced is a file called W2TAPE.SEQ which will be


        submitted to the federal and state taxing entities for you by LNOCA.



W2BREAK.TXT shows where the W-2 forms should be separated

for possible distribution.  The report lists each sort field and its starting control number.  This report does not apply to Name or SSN sort options.  It applies when a sort of pay group or building is used.





(Calendar-end Closing Procedures cont…)


d.____Run the program YTDRPT, if desired.  This report generates year-to-date 


      totals and a benefit statement for all employees, pay groups, or individual employees.  
    
 e. ___  Run the OAPSE_W2 and OAPSEW2CSV report for the union



Pulls Name, City YTD gross in CSVfile.   



        USPS_LCL




   
 PAYROLLDTR





OAPSEW2CSV Union CSV-pulls emp. name, city ytd gross        

 



OAPSE_W2   Union report-prints emp. name, YTD gross from city
1. Generate OAPSE_w2.TXT (verify data)

2. Generate OAPSE_W2 a second time as .PDF




f. ___From the USPS_ANN menu: run the CALENDARCD program.




    Select NOW when asked NOW or LATER 



   (This procedure generates a standard set of calendar year-end reports



     for the calendar year end CD)
    g.___  Notify LNOCA you are ready for backup and a password


  1____  Send an email to fiscal-support @lnoca.org asking for a backup  

                          and giving LNOCA permission to print your W-2s



 2. ____  FAX your Calendar Close Checklist to LNOCA


                        @ (216)520-6969

h. ___ LNOCA will notify via email to have EVERYONE LOG OFF when
             we are ready to do the backup.

i. ___ LNOCA will notify you via email that your backup is complete, and give you the         password to continue on with closing: 


Once LNOCA has emailed the QRTRPT password to you:
              a...___  Run the QRTRPT 



say Y to Individual totals


say Y to ZERO out totals



put in password given by LNOCA :  ________________________

              b.  ___  To insure the data cleared correctly, run the QRTRPT program again

        

Say N to Individual totals



Verify the QRTRPT.txt for ZEROES in QTD and YTD columns

(Calendar-end Closing Procedures cont…)
Follow-up After 2011 Closed:
Send your completed IT-3 (State) form BY:  January 20, 2011 to:



         LNOCA            

                     Attn:  Fiscal Dept  



      5700 West Canal Road



      Valley View, Ohio 44125   

It is not necessary to file the W-3 form with LNOCA or the IRS.

Loss of W2:  If an employee loses or destroys his/her W2 copies, you will need to use your EMPLOYER copy as a guide to re-create the Employee W-2 on the blank forms LNOCA has provided to you.

--- End of Calendar-end Closing Procedures ---
[image: image1.wmf]
***Prior to 1st payroll processing for the next calendar year***

Employee Sponsored Health Care Cost on W2
Starting in tax year 2012, the Affordable Care Act requires employers to report the cost of coverage under an employer-sponsored group health plan.
Visit IRS.GOV to view the Affordable Care Act and review Notice 2011-28 which includes information on how to report, what coverage to include and how to determine the cost of the coverage.  Reporting requirements:
· Optional for 2011

· Required in 2012 if you filed 250 or more W2’s in the preceding calendar year

· Includes both employee and employer share 

· Dental and vision are included unless they are “stand-alone” plans

Districts will need to verify the requirements of the Affordable Care Act with the IRS or legal counsel.

How Will State Software Support these Requirements?

USPS/DAT/DEDNAM

· Annuity and regular deduction types will include a new prompt:  “Include as employer sponsored health coverage?”
· This field will default to “N” when implemented
· If changed to a “Y”, the year to date accumulators for both employee and employer share for this deduction will be added to the total, which will be reported on the employees W2 in box 12 using Code “DD”
· An override field will be added to the federal deduction record allowing the user to override the system calculated value if necessary.

· W2Proc will include amount on Box 12 W2REPT will include subtotals and grand totals and W2TAPE will transmit the necessary records.
Districts Currently Tracking Board Share of Heath Care

· Once the software is loaded, you will need to simply change the flag in DEDNAM to Y for the affected deductions. Some YTD fields may need to be manually adjusted throughout the year if employees pay for their insurance by check during the summer months.
Districts Not Currently Tracking Board Share of Heath Care

· The Board Share field will need to be populated on your insurance deductions.  This field can be used solely for tracking the amounts for W2 reporting, it does not require these amounts be posted using BRDDIS, however, that option is available. 
· Board share amounts can be initially loaded using Safari and USPLOAD.
NOTE:  CHGDED will adjust rates based on a current value.  This will allow districts to easily make the necessary changes when premiums are increased or decreased.  USPLOAD can also be used to change your Board and Employee Rates

Continue

Calendar Year End Checklist
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