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New World ERP Human Resources 2021 Year-End
Processing Guide

The New World ERP Human Resources 2021 Year-End Processing Guide provides users
with a workflow-based approach to year-end processing. The steps outlined in this
training guide are designed to assist with the processing of employee W-2s, 1095-Cs and
1099-Rs in New World ERP.

New in 2021

Updated Forms and Transmittal Files

The 2021 forms and transmittal files have been updated to meet federal and state
regulations.

Truncate SSN
A Truncate SSN check box has been added to the Print W-2 Form page:

Human Resources > Year-End Processing > W-2 Processing > Print W-2 Form

W-2 Processing

H;J '\% @ @ .5 E Print W-2 Form

Tax Year | 2021 v Sort By | Employee Name v
EiM H-560865 W W-2 Form | 2021 W-: -
Employee *| Form Type |Employee o8
N
Avadlable Statuses: 14 Selected Statuses: 0
& - ’
L d
-
- 4
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Ohio CCA Transmittal File

Local Agency Transmittal

A State of Ohio option has been added to the Local Agency Transmittal drop-down on
the Create W-2 Transmittal File page:

Human Resources > Year-End Processing > W-2 Processing > Create W-2 Transmittal

W-2 Processing

E‘; & @ @ L'gl 6 Crisate W-2 Transmittal File

Tax Year | 2021w Transmittal Layout 2021 W-2 Transmittal »
EIN | 24-6B24689 v
Submitter Information Contact Information
PIN | 12364567 Name | jar
Name | NEW WORLD ER Frone (24

Location Address Extensgion

Dedivery Address  aag Email | mechulteii@gmad.com
Zip | 48084 Fax
City | TRO Title

Stale | QM - Chi

Kind of Emplayer

Lecal Agency Transmittal | Social S

ncluded Taxes: 15

State Control Number and Municipality Name
Two new fields, State Control Number and Municipality Name, display on the Other Tax
page when OH is selected as the State:

Maintenance > Human Resources > Deductions and Benefits > Taxes > Other Tax Code

. hew world
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Tant List

Other Tax - BARNSVILLE

Code

Description

Last Processed Date

Effective Date

Start Date
Locality
Type of Tax

State

State Control Number

Municipality Nama

BARNSVILLE
BARNSVILLE
1070972021

[@ 01011950 - < Cpen>  ~|[H]

01/01/1950 il
BARMNS-030

C - Work City b

:

02028

BARMNESVILLE

Subtract Federal Tax from Gross
Annual Limit

Minirrum Annual Gross Pay
Vendor

Credit Account

Exemptions Based on

Credit Based on

286 - INTERNAL REVENUE SERVICE

210201 - Payrall Taxes Payable Federal Taxes

Mumber w

Mumber ~

Reset | Copy I taxsteps |

Sample CCA Transmittal

| QVWOCAL25et - Notepad
File Edit Format View Help

Beaces

SUITE &8 B8B W. BIG BEAVER TROY OHABBE4
3 jpschulteii@gmail.com
jalalslel] BEA00A000680060000000080000000000000000000000000000800008000800000

30900077606230000038580310007 76062 3R000ET 7HA62300008155212999999 JAMES
3990007 76062300000385803100077600623R000077006230000015521200142 ABERDEEN
390686077606230008038580310087 76062300087 TER62 30000807 760688532  BRICE
veaaes 2020000000000000020000000008020000000000020000000008
3900807637481000093818740007T037481C000076374810000015275
3996687637481000803818740887637481R0BEET537481 00068152 750034

926 B

ARNESVILLE
VO T

Laleleilals ol Ll

3900a068397350000934195 700068397 I5ROLOD6E39T7350000021545215644  CLAYTON
Beases 28adesaa0paa00a00080008000088000000E00208008000E0000820000000000E88

309600597 23870000029861 9000507 2387R0GEA597 22370000000000008198  ADDDDAAA
19860000802000000000800000020000800069000000B0000800000000A0020000000DA0RHALE0ADE0REA20R000EAALAIEDEA0DRA0BBARL

L1, Cali
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W-2 Processing Setup

Checklist

Following is a list of the tasks to be performed in W-2 processing. Following this list will
help to ensure a smooth year-end process:

W-2 Processing

Order W-2 forms.

For customers on the 2021 release, make sure to apply the year-end
processing patch 2021.1.18.1.

Select benefits, deductions, hours codes and other taxes that should be
included in W-2 processing. See for more information.

Generate the W-2 work file using Create W-2 Data.

Review the information for W-2 Company. Review W-2 Employee for
any employee whom you feel may have incorrect W-2 data.

Print and review the W-2 Register.

Compare the W-2 Register to the Quarterly Wage Report and the
Earnings Register.

Print W-2 Forms.

Create the transmittal file for submission to the SSA.

Run the transmittal file through

Distribute W-2s to employees.

Submit the W-2 information to the SSA.

Other Payroll Year-End Procedures

If accruals are rolled by calendar year, roll accrual hours after posting
the last 2021 payroll and before posting the first 2022 payroll.

Set up taxes as needed for the new year.

Company Record

Before beginning W-2 year-end processing, you should review the company
information:

Maintenance > new world ERP Suite > System > Company Suite Settings> Company tab

Verify that the following fields on the Company tab are set up correctly:

% New world


http://www.ssa.gov/employer/accuwage

Company Name
Address Line 1
City

State

Zip

Federal Tax ID
State Tax ID

o new WDI"d el @ new world ERP

L X ]
'.. myFavorites | FAnancial Management | Human Resources. | Utility Management | Community Development | Maintenance

Company Suite Settings

Compamny ¥

General Company Information ACH Information
Company Mame  new world ERP ACH Company Name  mew world BRP
Address  BEB'W. Big Beawer Immediate Origin Type |F=u:r.|l Tax Il i
Surte 500 Immediate Ongin 143536779

ACH Cormpany Identification Type |Fnsr|.|| Tax II¥

€

City  Tray ACH Company [dentification 143538779
State [I0F - Kentucky ) Intelligent Mail Barcode ¥
Zip 43084 Barcode identdier

Phone Mumber Serice Type identifier

Mailer ldemtifier
Fax Mumber

Federal Tax I | S9887T66
State Tan | 3342461476

i ] pece J pomi )

When the Create W-2 Data function is run from the W-2 Processing page, it will pull this
information into the W-2 Company Information page. Make any necessary corrections

and save the settings.

Federal Tax ID

Human Resources > Workforce Administration > Search > Employee > Employment

Unless the user-defined Company field is populated, the employee will be considered
part of the company that is specified in Company Suite Settings. To assign the employee

to a different company for W-2 purposes, select an override Company and click Save.

NOTE The override Company selections come from validation set 377 (Employment
Company) in Maintenance. The validation set Value should be the federal tax ID without
the dashes. The Description (appears in the drop-down) may be whatever helps you
identify the company (see example below).

= hew world 5
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Employee Search

P Abitong, Nadia N (2087) ~ [ e

=
05092010
| Save | Cancel

Effective Date  06/01/2013 e
Status Information
- Documents e
# - Note Status | Active =] Comments
k. otes e
i Status Ewent Other ¥
eSuite Access N =
y Ewvent Reason =
Employee Service -
Employment Type | Part Time | |
Quick Links Employment Class  Won-Exempt =
EEOC Part-Time -
Employment —
Company | Tyler Technologies fed

Retirement Demographics

w98 []

Maryland State Tax ID for Out-of-State Employees

Maryland requires the ability to separate other taxes (Local Taxes) by state.

If you have employees who pay state taxes outside the state where your organization is
located, you need to set up alternate state tax ID values in Validation Set Maintenance.

Maintenance > new world ERP Suite > System > Validation Sets > Validation Set List
1. Select the State row (Validation Set 3) and click the Values button.

2. Select the row that designates the state where the employee pays taxes and click
the Alternates button.

3. Click the New button to add an alternate value. The Alternate Value pop-up will
launch:

Alternate Value

Usage Type b
Walue

Descriplion

4. Inthe Usage Type field, select the State Tax ID option.

5. Inthe Value field, type the state tax ID exactly the way the state displays it.
Include any dashes or spaces that are used. It will print on the form the way that it
is entered here.

= hew world 6
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6. The Description value is optional.

7. Click OK. This value will print in Box 15 for the employer’s state ID number on W-
2s for employees who have a state tax deduction for this state. All other
employees will use the default from Company Suite Settings.

Forms Layout
No special setup is required if your organization uses new world standard forms. The
year-end update will include all the necessary form information.

Transmittal File

No special setup is required for the transmittal file. The year-end update will include all
the necessary information.

. hew world
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W-2 Processing

Human Resources > Year-End Processing > W-2 Processing

W-2 Processing uses a work-flow format to organize the steps and allow users to
logically step through them.

W-2 Setup

The W-2 Setup page, accessed by clicking the ﬁ; icon on the W-2 processing page,
allows authorized users to select the benefits, deductions, hours codes and other taxes
used for Boxes 10, 12 and 14:

W-2 Processing

TEEEEEE

Year | 2021 e
Box | Box10 b %
Box Code v
Hour Codes Other Taxes
A A Test - BC11 - BCBS-Aware-PDS -
APH - Amount Per Hour .\h} BC12 - BCBS-Aware-PDN
BC25 - BCBS-HRA-Loc49 = |BC13 - BCBS-HSA-PDS
BC26 - BCBS-HRA-BPPF .\»f BC14 - BCBS-HSA-PDN
BC4 - BCBS-Aware-BPPF ~ BC15- BCBS-HSA-EPPF
BCT - BCBS-HSA-Reg | 44 | |BC1E - BCES-HSA-Locdd
BCE - BCBS-Aware-Local 40 “—" |BL2 - BCBS-Aware-Reg
BCBS - BCBS 4 BC22 - BCBS-HRA-Blueprint
C1 - Central Pension Fund " |Bc23 - BCBS-HRA-PDN
CAFE - Cafeteria BC24 - BCBS-HRA-Reg

Cafe Aware - Reg - Cafe Aware - Reg

Cafe HRA - Reg - Cafe HRA - Reg

Cafe HSA - Req - Cafe HSA - Reg v -
Available: 69 Selected: 10

[ save J reset |

1. Select the Year. The current year is the default value.

2. Select the Box that you want to set up. The options are Box 10, Box 12 and Box
14.

3. If Box 12 or Box 14 is selected in the Box field, a Box Code can be specified. The
Box Code for Box 12 is hard-coded with the allowable values. The Box Code for
Box 14 is a validation set and can be set up to contain values needed by the
organization.

The Box 12 code for aggregate health care reporting is DD.

The Box 12 code for Permitted Benefits Under a Qualified Small Employer Health
Reimbursement Arrangement is FF. Selecting this code enables the Benefits,
Deductions and Hours Codes multi-select list box tabs for selections. The Create

. hew world :
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W-2 process will total the values from these selections and add the total to the
employee's Box 12 FF. The amount may be edited on the W-2 Employee page.

If you have imputed income set up for an employee, Box 12 will be populated
automatically with the letter C and the imputed income amount.

The codes for Box 14 come from Validation Set 265 (W-2 Box 14 Code) and may
be set up by your organization. To add a code to Validation Set 265, hold down
the <Ctrl> key, and click in the Box Code field. The Validation Set Values List 265-
W2 Box 14 Code pop-up will open, containing a grid of existing Box 14 codes and a
New button for adding more.

4. On the Benefits tab, select the benefits that should be included for the Box
selected.

5. Click the Deductions tab and select the deductions that should be included for the
Box selected.

6. If you are setting up Box 12 or Box 14, click the Hours Codes tab and select the
hours codes that should be included for the box selected. This tab is disabled
when you are setting up Box 10.

7. The Other Taxes tab also is enabled if you are setting up Box 14. You may select
other taxes that should appear in Box 14 instead of appearing with local taxes in
Box 19.

8. Click Save and repeat for the other boxes.

Create W-2 Data

The Create W-2 Data page, accessed by clicking the %5 icon on the W-2 processing page,
allows authorized users to create the data to be used on employees’ W-2 forms.

E_E,J % @ @ @ {’_‘5 Create W-2 Data

Tax Year |20271w

Employes w
| Resct

1. Select the Tax Year. The current year is the default value.

2. Leave the Employee field blank to create W-2 data for all employees. If you want
to create W-2 data for a specific employee, select that Employee.

. hew world 0
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3. Click Create. You should see a message like the following:

Message from webpage i

!'E ‘W2 Employee Data has been created successfully

4. You can now work with the W-2 data you have created.

W-2 Company List

The W-2 Company List page, accessed by clicking the B} icon on the W-2 Processing
page, allows authorized users to work with companies available for W-2 processing.

HE,J @ @' @ gi a W-2 Company List

Tax Year | 2021w

| Reset |
T X

W i

38560865 MEW WORLD ERP
123456789 MEW WORLD ERP
246824620 MEW WORLD ERP
3693269360 MEW WORLD ERP
565656565 MEW WORLD ERP
0379387123 MEW WORLD ERP
126654 MNWS

NOTE Company information for all companies with W-2 data will be created during the
Create W-2 Data process. Existing company data will not be overwritten.

1. If you need to edit the company information before W-2s are created, click the
EIN hyperlink. If you need to add a new company for this tax year, click the New
button. The W-2 Company pop-up will open:

= hew world 10
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Tax Year 2021 w
EIN 33560865
Company Mame | NEW WORLD ERP
Location Address | SUITE 600
Delivery Address | 88 W, BIG BEAVER
Zip 48084 Q-
City |TROY
State | OH - Chio bl

eSuite I’}

Available in eSuite [

Send AllW-2Employees [ ]| | ast Sent Not Sent
Email

Send Selected Go ] Last Sent: Not Sent
Paperless Email

o | Concel |

2. Select the Tax Year. The current year is the default value.

3. Enterthe EIN, or tax ID, for the company. This field is required. It may contain 9
digits. This value may not be edited once the record is saved.

4. Enter the Company Name. This is how the company will be named on W-2s and
reports. This field is required. It may contain 100 characters.

5. A Location Address can be entered, if it is different from the Delivery Address. This
field may contain 50 characters.

6. Enter the company’s Delivery Address. This field is required. It may contain 50
characters.

7. Type the beginning of the Zip Code value. The field will filter the options based on
the values entered so the correct Zip can be selected without needing to type the
entire code. Once the Zip is entered, the system will populate the City and State
fields with the corresponding values.

Either a Zip or a Zip+4 value may be entered. If you use the Zip+4 format, the
hyphen must be included between the fifth and sixth digits for the value to
populate the City and State fields.

8. If the City needed is different than the one the system selected, enter the value.
The City may contain up to 50 characters.

= hew world "
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9. If you require a different State value, select the correct state.

NOTE Steps 10, 11 and 12 below apply only if you are licensed to eSuite.

10. Select the Available in eSuite box if you want W-2s to be available for viewing in
eEmployee.

11. Select the Send All W-2 Employees Email check box if you want all employees to
receive emails informing them of the option in eSuite to have their W-2s delivered
electronically.

12. Select Send Selected Go Paperless Email check box if you want all employees who
choose the electronic delivery of W-2s to receive emails informing them that their
W-2s are available in eSuite.

The email templates for these processes are located on the Email Template Setup
page in Maintenance (Maintenance > new world ERP Suite > System > Email
Templates).

13. Click OK to save the company record.

W-2 Employee

The W-2 Employee List page, accessed by clicking the @ icon on the W-2 Processing
page, lets you work with employees who should receive W-2s.

E; @ B EY & @ W-2 Employee List

Tax Year 2021V
EIN | 38-569865 v

[ e |
Y Y Y =N
V. 7 ki 7 ki 7

ABES, MARANDA D 106 802-00-3938 $2,00357 431637 =
AIPOPO, MEAGAN M 555 347-00-8082 $2.460.40 $271.70 x
AMACHER, JOKN C 239 343-00-0547 §7817 $0.00 x
ANDERSON, TAYLOR DOUGLAS 1940 474-00-4952 $2,257.08 $68.95 x
ANGLADE, AYLIN L 153 582-00-4874 $3,628.80 $565.79 =
ATTHOWE, CHELSEY D 138 449-00-8910 §2,553.30 $487.73 x
AZBILL, ALISON M 3017 005-82-0095 $2,23637 $318.00 x
BADAMI, SABASTIAN S 2382 814-00-6629 $2,719.08 $42420 Y
BANKERT, KAILEE P 2m 328-00-8747 $969.00 $0.00 x
BATUN, DEJAHD 1657 115-00-1801 $136.88 $0.58 x
BAUER, JONATHON J 86 179-00-5618 4300287 $486.63 x
BAYALA HARVEY M 193 233-00-2433 $15807 $0.00 x
BAYOT, REGINAT 2465 147-00-0246 $2,979.03 $258.04 x
BEAU, MICHAELA L 165 047-60-0949 $3,050.06 $303.15 x
BEDEE, ALEX R 1385 323-00-2801 $2,691.15 $406.19 Al
BEED,BOM 131 858-00-1759 $2,750.51 $249.82 x
BERGENSTOCK, JAYLIN G 1548 409-00-5273 $2,712.65 $262.66 x
BLADES, KRISTEN H 2383 539-00-1767 $2,680.92 $417.78 =
BOE, JASON 3339 485-95-4321 $2,740.00 $408.72 x
BORJON, RACHELLE E 135 239-00-2122 $3,097.69 $201.48 x
BREIDEL, OCTAVIO R 102 377-00-8377 $2,646.52 $254.72 S

e

= hew world "
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Use the search Tax Year and EIN fields to filter the results that display. To filter the grid
by a specific column, type an entry in the cell immediately below the column header.

1. To edit an employee's information, click the Employee Name. To add an employee
who is not on the list but who should receive a W-2, click the New button. In
either instance, the W-2 Employee page opens with the Employee Information
tab selected as the default.

W-2 Employee List

W-2 Employee

Employee Information

Tax Year 2021
EIN | 38-589885 W

Employee v

Last Name

First Mame

Middle Mame

Suffix hd L‘\5

Social Securnity Mumber

Location Address

Delivery Address
Zip -

City

State R

[ save | save/ncw JRNREENN ke

Field Descriptions

Field Description

The Tax Year is disabled. It is populated based on the year selected

Tax Year .
on the W-2 Employee List page

EIN Select the EIN, or tax ID, for the company. All EINs set up on the W-2
Company page for the selected tax year are available for selection.
If the person to be added is an employee, select him or her from the
Employee field or use the = |

Employee | . .
icon to search for the name. The selection populates the fields below
with the values from the employee record.

Name Employee's name.

Suffix Employee's name suffix, if applicable.

. hew world .
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Field Description

Social Required.
Security
Number

Location |If applicable, this entry appears as the second address line on the
Address |employee’s W-2.

Delivery |Required.
Address

Once the Zip is entered, the system populated the City and State
fields with the corresponding values.

Zip A zip or a zip+4 value may be entered. If you use the ip+4 format,
include the hyphen between the fifth and sixth digits for the value to
populate the City and State fields.

2. Once the employee information is entered, select the Box 1-11, 13 tab to enter
information that should appear on the W-2 form:

W-2 Employee List

W-2 Employee

Box 1-11, 13
Box 1- Box 11 Box 13
Box 1 Wages, Tips Statutory Employee  [J
Box 2 Federal Income Tax Retirement Plan ]
Box 3 Social Security Wages Third-Party Sick Pay L]

Bow 4 Social Security Tax

Box 5 Medicare Wages and Tips
MOQGE Employee [

Box & Medicare Tax

Box 7 Social Security Tips

Box & Allocated Tips

Box 9 Verification Code

Box 10 Dependent Care Benefits

Box 11 Nongualified Plans

Field Descriptions

Description

Federal taxable wage (before payroll deductions) paid to the

Box 1 Wi Ti
ox 1 Wages, Tips employee during the year.
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Field Description

Box 2 Federal
Income Tax

Federal income tax withheld from the employee’s wages for
the year.

Box 3 Social
Security Wages

Total wages paid (before payroll deductions) subject to
employee Social Security tax but not including Social Security
tips and allocated tips. The sum of Box 3 Social Security
Wages and Box 7 Social Security Tips for 2021 cannot exceed
$142,800.00

Box 4 Social
Security Tax

Employee Social Security tax withheld, including Social
Security tax on tips. The employee tax rate for social security
is 6.2%. The employer tax rate for social security is 6.2%.

Box 5 Medicare
Wages and Tips

Total of wages and tips subject to Medicare tax. This value
must be greater than or equal to the sum of Box 3 Social
Security wages and Box 7 Social Security tips.

MGQE Employee

Signifies whether the employee is exempt from paying Social
Security (FICA). The box is checked automatically if the
employee has zero Social Security Wages. The system issues a
warning if this check box is selected and Box 3 Social Security
Wages is greater than zero.

Box 6 Medicare
Tax

Total employee Medicare tax withheld. It includes only tax
withheld for wages and tips.

Box 7 Social
Security Tips

Total tips the employee reported. The sum of Box 3 Social
Security Wages and Box 7 Social Security Tips for 2021 cannot
exceed $142,800.00.

Box 8 Allocated
Tips

Total of tips allocated to the employee for this year.

Box 9 Verification
Code

Verifies the authenticity of the W-2 data taxpayers submit on
e-filed returns. This field replaces the Box 9 Advance EIC
Payments field. As part of a pilot program implemented to
combat tax-related identity theft and refund fraud, the IRS
has partnered with certain vendors to include this verification
code on many employee W-2 forms; New World ERP,
however, is not a selected vendor and does not fill in this
field.

The verification code does not appear on the W-2 Register,
but if the field is filled in, it appears on the W-2 form.

Box 10
Dependent Care
Benefits

Total dependent care benefits under a dependent care
assistance program (section 129) paid to the employee or
incurred by the employer for the employee.
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Field Description

Box 11 Distributions to an employee for a non-qualified plan or a
Unqualified Plans |non-governmental section 457 plan.
The Statutory Employee check box signifies whether statutory
Statutory employees’ earnings are subject to Social Security and
Employee Medicare taxes but are not subject to Federal income tax
withholding. It is cleared by default
Retirement Plan |The Retirement Plan check box signifies whether the

employee was an active participant in a retirement plan (e.g.,
pension, profit-sharing, stock-bonus plan, annuity plan,
simplified employee pension, trust, etc.). It is cleared by
default.

Third-Party Sick
Pay

The Third-Party Sick Pay check box signifies that the employer
is a third-party sick pay payer filing a Form W-2 for an
insured’s employee or is an employer reporting sick payments
made by a third party. It is cleared by default.

3. Once the employee information is entered, select the Box 12 tab to enter more
information that should appear on the W-2 form:

W-2 Employee List

W-2 Employee

Box 12

1-2 of 2 records

5261.50

5445 40

n Show B bl records

tew | Detcte J| Retresh |
[ save J| Save/iew J Deiete | Reser |

a tyler erp solution
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4. To add Box 12 information, click the New button. The W-2 Box 12 pop-up opens:

W-2 Box 12

Box 12 Code |

Box 12 Amount

Lok | cancol ]

Field Descriptions

Field ‘ Description

Select the Box 12 Code that should be used for this employee. The
Box 12 . . . .
options are predefined. Refer to your W-2 instructions or contact your

Code accountant for additional information.

Box 12 |Enter the Box 12 Amount that applies for this employee. The
Amount |acceptable range is $0.01 through $999,999,999.99. Zero (0.00) is an
invalid entry.

5. Click OK to save Box 12 entries.

6. Once the Box 12 information is entered, select the Box 14 tab to enter more
information that should appear on the W-2 form:

W-2 Employes List

W-2 Employee
Box 14 »

1-10f 1 records

e ] ocicte | pereesn
save } save/ow | Detcte | fesct

7. To add Box 14 information, click the New button. The W-2 Box 14 pop-up opens:

% New world 17
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W-2 Box 14

Box 14 Code

Box 14 Amount

m Cancel

Field Descriptions

Field ‘ Description

Enter the Box 14 Code that should be used for this employee. The Box
Box 14 . s .

Code for Box 14 is a validation set and may be set up to contain the
Code o
values needed by the organization.

Box 14 |Enter the Box 14 Amount that applies for this employee. The
Amount |acceptable range is $0.01 through $999,999,999.99. Zero (0.00) is an
invalid entry.

8. Click OK to save Box 14 entries.

9. Once the Box 14 information is entered, select the State Wages tab to enter more
information that should appear on the W-2 form:

W-2 Employee List

W-2 Employee

State Wages v

State g3 | State ID Numiser o | Swte Wages © | Sue income Tax [+

Minnesota 123456789 59,008.61 5465.00

1-1 of 1 records n Show [T b records

 New J| Dctete J Reresh | User Defined |
| Save J| Savetew | Detcte J| Reset

% New world 18

@
L a tyler erp solution



10. To add State Wages information, click the New button. The W-2 State Wages
pop-up opens:

11.
12.

W-2 State Wages

Box 15 Stale w

Box 15 State |D Number

Box 16 State Wages

Box 17 Stale Income Tax |

m Cancel

Field Descriptions

Field Description

Box 15 State that should be used for this employee. All states are included
State in the list. This field is required.

Box 15 Required.

State

ID Number

Box 16 Total dollar amount of state wages earned by the employee. This
State field is required. The acceptable range is $0.01. through

Wages $999,999,999.99. Zero (0.00) is not a valid entry.

Box 17 Total dollar amount of state income tax paid by the employee. The
State acceptable range is $0.01. through $999,999,999.99. It may be left
Income Tax |blank, which will display as $0.00 on the list page.

Click OK to save state wage entries.

Once the State Wages information is entered, select the Local Wages tab to enter
more information that should appear on the W-2 form:

. hew world 19
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W-2 Employee List

W-2 Employee

N T

§5,605.88 53390

Local Wages »

1-1 of 1 records " Show BNl Al records

 New | Dctete N getresh | User Defined |
save J Soveriew B Detete ] fecet

13. To add Local Wages information, click the New button. The W-2 Local Wages pop-
up opens:

W-2 Local Wages

Box 20 Locality Mame

Box 18 Local Wages

Box 19 Local Income Tax |:|

Type of Tax I El

m Cancel

Field Descriptions

Field Description

Box 20 |Name of the locality reporting local income tax information. This entry
Locality |is required. Customers who have Other taxes should verify the code in

Name the Locality field.
Box 18 |Total dollar amount of local wages earned by the employee. This entry

Local is required.
Wages

s Nnew world 20
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Field Description

Box 19

L;):al Total dollar amount of local income tax paid by the employee. The
acceptable range is $0.01. through $999,999,999.99. It may be left

Income . - .

Tox blank, which will display as $0.00 on the list page.

Type of |[Select the Type of Tax: C-City, D-County, E-School District, F-Other

Tax Income Tax

14. Click OK to save local wage entries.

15. Click Save to save all changes made to the employee record on these tabs.

W-2 Register

The W-2 Register pop-up, accessed by clicking the Print button on the W-2 Employee
List page, allows authorized users to print the W-2 register.

The summary register lists taxable wages and federal taxes for each employee. The
detail register lists all W-2 information for each employee. It also includes totals that
may be compared to the 941s for the year. This will verify that the grand total taxes and
wages reported on the W-2s match the amounts paid during the year.

The W-2 Register also may be used in conjunction with the Payroll History Report and
the Earnings History Report to reconcile individual employee amounts. The User
Adjustments mode is helpful for reviewing any discrepancies between the actual
earnings history (including checks, voids and adjustments) and the current W-2 figures.
These would be changes made from the W-2 employee list.

The W-2 Register may be sorted by employee name or department:

Tax Year 2021w
EIN | 38-369865 w
Report Type | Detail w

Sort By | Employee Name v

Lo | cancer_

Select the Tax Year. The current year is the default value.

N

Select the EIN for which you want to produce the register. This value defaults
from the W-2 Employee List page.

= hew world ’
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3. Select the Report Type that you would like to run. The options are Detail,
Summary and User Adjustments. Detail is the default value.

4. Select the Sort By type for the register. The options are Employee Name and

Department. Employee Name is the default selection.

5. Click OK to run the register.

Report Type = Detail

The Detail option for this report allows users to see the contents of all the boxes on the

W-2:

4 4 of33 b bl @ Find | Next b - &
F1: B.P. DB, F$S, OpenEdge, Hub
W-2 Register (Detail)
Tax Year: 2021
Employee Name SSN Location Address Delivery Address City State And Zip
Box1 Box 2 Box 3 Box 4 Box 5 Box & % Box7 Box 8 Box 9 Box 10 Box 11
ABES, MARANDA D - 106 802-00-3938 4220 BAILEY RD TROY MI 48084
$2,993.57 $316.37 $0.00 50.00 $3.568.59 $51.74 $0.00 $0.00 $0.00 $0.00 $0.00
Box 12 details are not defined for this V-2 Employee
Box 13 Statutory Employee: No Box 13 Retirement Plan:  Yes Box 13 Third Party Sick Pay: Mo
Box 14 details are not defined for this V-2 Employee
Box 15 State Employer's State ID number Box 16 State Wages, fipsetc  Box 17 State Income Tax
MN 123456789 §2,99357 S13.00
Locality details are not defined for this W-2 Employee
AIPOPQ, MEAGAN M - 555 347-00-5082 2520 HORSESHOE CT TROY MI 48084
$2,460.40 $27.70 $0.00 50.00 $2,944.15 $42.69 $0.00 $0.00 $0.00 $0.00 $0.00
Box 12 details are not defined for this W-2 Employee
Box 13 Statutory Employee: No Box 13 Retirement Plan:  Yes Box 13 Third Party Sick Pay: Mo
Box 14 defails are not defined for this V-2 Employee
Box 15 State Employer's State ID number Bex 16 State Wages, fipsetc ~ Box 17 State Income Tax
MN 123456789 52.460.40 5102.00
Locality details are not defined for this W.2 Employee:
AMACHER, JOHN C - 239 343-00-0547 ‘9304 CREEK DR TROY MI 43084
$78.17 £0.00 513817 58.57 $138.17 $2.00 $0.00 $0.00 50.00 $0.00 $0.00
Box 12 details are not defined for this W-2 Employee
Box 13 Statutory Employee: No Box 13 Retirement Plan:  Ves Box 13 Third Party Sick Pay: Mo
Box 14 details are not defined for this W-2 Employee
Box 15 State Employer's State ID number Bex 16 State Wages, fips etc ~ Box 17 State Income Tax
MN 123456789 7817 $0.00
Locality details are not defined for this W.2 Employee
ANDERSON, TAYLOR DOUGLAS - 1940 474-00-4952 5724 STATION RAIL DR TROY I 48084
§2,257.08 568.95 50.00 50.00 §2,582.34 §37.44 50.00 50.00 50.00 50.00 50.00
Box 12 defails are not defined for this W-2 Employee
Box 13 Statutory Employee: No Box 13 Retirement Plan:  Yes Box 13 Third Party Sick Pay: Mo
Box 14 details are not defined for this W-2 Employee
Box 15 State Employer's State ID number Box 16 State Wages, tipsetc  Box 17 State Income Tax
MN 123456789 $2,257.08 $0.00
Locality details are not defined for this W.2 Employee
ANGLADE, AVLIN L - 153 552-00-4874 8421 GREENCLIFF WAY TROY MI 48084
$3,626.80 $565.79 $0.00 50.00 $4,103.13 $59.50 $0.00 $0.00 $0.00 $0.00 $0.00
Box 12 details are not defined for this V-2 Employee
Box 13 Statutory Employee: No Box 13 Retirement Plan:  Yes Box 13 Third Party Sick Pay: Mo
Box 14 details are not defined for this V-2 Employee
Box 15 State Employer's State ID number Box 16 State Wages, tips etc ~ Box 17 State Income Tax
MN 123456739 5362880 5174.00
Box 20 Locality Name Box 18 Local Wages Box 19 Local Income Tax Type of Tax

Send to myReports

Report Type = Summary

The Summary option for this report allows users to see the Box 1 and Box 2 information

for employees receiving a W-2:

. hew world
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4 4 [1 of5 b P ] Find | Next - @5 Send to myReports

F1: B.P. DB, FSS, OpenEdge, Hub
W-2 Register (Summary)
Tax Year: 2021

Employee SSN Taxable Wages Federal Tax

106 - ABES, MARANDAD 502-00-3938 2,993.57 316.37
555 - AIPOPO, MEAGAN M 347-00-8082 2,460.40 271.70
239 - AMACHER. JOHN C l,\\, 343-00-0547 78T 0.00
1940 - ANDERSON, TAYLOR DOUGLAS 474-00-4952 2,257.08 68.95
153 - ANGLADE, AYLIN L 582-00-4874 3,628.80 565.79
138 - ATTHOWE, CHELSEY D 449-00-8910 255330 48773
3017 - AZBILL, ALISON M 005-82-0095 2,235.37 318.00
2382 - BADAMI, SABASTIAN S 514-00-6629 2,719.08 424.20
2771 - BANKERT, KAILEEP 328-00-8747 959.00 0.00
1657 - BATUN, DEJAHD 115-00-1801 136.88 0.58
36 - BAUER, JONATHOMN J 179-00-5618 3,002.87 486.63
193 - BAYALA, HARVEY M 233-00-2433 158.07 0.00
2465 - BAYOT, REGINAT 147-00-0246 297903 258.04
165 - BEAU, MICHAELA L 047-60-0949 3,050.06 30315
1385 - BEDEE, ALEXR 323-00-2801 2,691.15 406.19
131 - BEED,BOM 458-00-1759 2,750.51 249.82
1548 - BERGENSTOCK, JAYLIN G 409-00-5273 2,712.65 262.66
2383 - BLADES, KRISTENH 539-00-1767 2,689.92 417.78
3339 - BOE, JASON 455-95-4321 2,740.00 408.72
135 - BORJON, RACHELLE E 239-00-2122 3,007 69 201.48
102 - BREIDEL, OCTAVIO R 377-00-8377 2,645.52 254.72
406 - EREITENBACH, CIARAA 582-00-2082 4,539.50 145.55
2036 - BRIMMAGE, KAITLYNN 156-00-2616 2,095.67 0.00
2774 - BRZOSTOWSK], SAVANAH 174-00-9314 92055 36.54
2672 - BUDZYNSKI, NATHAN L 059-00-0003 268274 384.34
3375 - CALIFORMIA, SUI TEST 214-58-5632 3,460.00 37304
161 - CAPATI, DALE G 582-00-4492 3025618 300.28
170 - CARMEL, JORDEM P 141-00-0478 3,439.23 315.09
1036 - CENDEJAS. KYLEC 750-00-1813 3,033.72 483.42
2464 - CERVENY, COREIN D 779-00-6386 4375 0.00
2604 - CHICAS, NEALR 835-00-6549 944.00 73.37
146 - CHVILICEK, JARRCD R 011-60-0263 2,812.95 239.93
3353 - COFFEE, PAUL 148-59-6589 1,040.00 99.67

Report Type = User Adjustments

The User Adjustments option for this report allows users to see the adjustments that
were made to an employee’s W-2 file since the W-2 data was created:
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WAl ask M+ Frd e Wb &
F1:BP PR, F55, OpenEdge,
Hub
W-2 Register (User Adjustments)
Tax Year F030

Type Driginal &mount Cusment Amount Differance
Emplaysn Nama: BAUER, JOMATHON J . BE S5N; 179.00.5618

B 12 FF L} 261.50 261.50

Box 12K [ 44580 daL4n

Box 14 HWSPEC a TES.O0 rehon

Bow 18 W Local Wages: L} 5655 BB &85 A0

Broos 19 Wi Local Inceme Tax a 335000 %80

W Type of Tax

User &djusimends Totals

Box Hama Original &mount Cuwrent Amount Differance
Blex 1 Wags, Ties E0.00 £3.00 so0D
Biow 2 Faderal income Tax 5000 2000 200
Bow § Social Security Wages 5009 0p oo
Biow 4 Social Security Tax 5009 wop 200
Biom & Mesicars ‘Wages and Tips S0 son 00
Eiox € Mesican Tax 5000 .00 00
Box T Secial Security Tips 5000 3000 5800
Box & Allacaled Tips 5000 5000 50000
Biox @ Advancs EIC Pagmests TR 5000 52000
Biex 10 Depandam Cars Bansfits 5000 §3.00 §000
Biex 11 Monguaifed Plans §0.00 $0.00 §00
Biee 13 Ame §0.00 70650 STDESD
Blee 14 Ame 50,00 STIS.Ob ET2E0D
Blee 16 State ‘Wages 0.0 54.00 5000
Blee 17 Etate Incoms Tax E0.00 $4.00 5000
Bloe 18 Lecal Wisgas 0,00 55,655 BB EE S5 BE
B 15 Local Incoma Tax E0.00 53350 B350
Uy Dlan Wegerg Pages: 1 04 2 1272000 330:28 PH

Print W-2s

NOTE Special instructions for printing the W-2 Z-fold form appear at the end of this
section.

The Print W-2 Form page, accessed by clicking the -@ icon on the W-2 Processing page,
allows authorized users to print official W-2s:

W-2 Processing

E_E,J @ @ -@' a Print W-2 Form

Tax Year 2021 % Sort By | Employee Mame
EIN | 38-360865 W W-2 Form | 2021 W-2 A
Employee *| Form Type | Employee hd

Truncate 55N [ I}
Available Statuses: 13 Selected Statuses: 1
Election - Election workers - [ p ) |AC-Active -
FMLA - FMLA ~—
|4 - Inactive
LOA - Leave of Absence [ .
XACP - X PT-Active ~—
XC - X Council

. i | -
KEL- X Elect|9n Judge S,
XEO - X Election-Office Worker
XFARM - X Farm Caretaker
XFIRE - X Fire M \“J -

= new world »
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1. Select the Tax Year. The current year is the default value.
2. Select the EIN. This value defaults from the W-2 Employee List page.

3. Leave the Employee field blank to print W-2s for all employees. Select the
Employee if W-2s should be printed for only one employee.

4. Mark the Truncate SSN check box to have social security numbers masked on the
W-2s, showing only the last four digits.

5. Select the Sort By. The options are Employee Name and Department.
6. Select the W-2 Form that you plan to use. This field is required.

7. Select the Form Type. The default is Employee. The options are Employee and
Employer.

8. Select the Available Statuses for which W-2 forms will be created. Forms will be
created for employees who have the selected status(es) as of the date the print
job is submitted.

9. Click Print to send the print file to myReports.

NOTE A W-2 will not print for any employee who has elected to go paperless and has a
primary email address set up in Workforce Administration; however, if an employee is
selected in the Employee prompt (step 3 above), a W-2 will print. The Employer W-2 will
print all employees.

10. From myReports, click the Print W-2 Form - Employee or Print W-2 Form -
Employer link on the left side of the page. The form will display on the right side of
the page. This allows the user to view the forms before printing:

Statement 2021

Ui
888 V. BIG BEAVER
TROY. OH 48034

TROY, MI48084

feerc " SRR

ooy o o

/= W-2Wage and Tax Statement 2021

4220 D
TROY, Mi48084

s a6 e s
33458788 2883 57

(. W-2Wage and Tax Statement 2021
B ot o

NEL
SUITE 60

Ri
0

888 W, BIG BEAVER

TROY, OH48084

MARANDA D ABES
4220 BAILEY RD
TROY, MI48084

11. Click i=iin the Adobe toolbar of the preview pane:
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12.

rerm w zwage and 1ax smemm 2021
- NEWWORLD ERP
SUITE 600
888 W. BIG BEAVER
TROY, OH48084
e e s B
D ABES
4220 BAILEY RD
TROY, M1 48084

T

(Gopy B Ta Be Filed With Empioyee's FEDERAL Tax Return

e W-2 Wage and Tax Statement 2021
* NEW WORLD ERP

SUITE 600

888 W. BIG BEAVER

TROY, OH48084

& Erciores' e e, 2P oo

MARANDA D ABES

4220 BAILEY RD

TROY, MI48084. o Eloyee’s sl secr

802-00-3938 ‘

W S Empios e 670 16 Sin g som i 17 St e e b L g oy % Localincon 20 Locatyramn
MN 123456789 2993.57 113.00

w 2 thn and Tax Statement 2021
" NEW WORLDERP
SUITE 600
888 W. BIG BEAVER
TROY, OH 48084
= o e i, e oo Fan
MARANDA D ABES
4220 BAILEY RD
TROY, MI 48084
e e g o o
MN 123456789 200357

(Gopy 2 To B Fied Wilh Emplayea's State, Cily, or Lacal income Tax Relum

m W iWag-ilnd Tax sm.m-m 202L% |

NEW WORLD ERP
SUITE 600

888 W. BIG BEAVER
TROY, OH48084

o Erviopm's an ke, 0 3P e

MARANDA D ABES
4220 BAILEY RD
TROY, MI48084.

Select the appropriate print options.

Print 207 sheets of paper
Destination = Adobe PDF -
Pages Al -
Color Color -
More settings ~
Paper size Letter -
Pages per sheet 1 -
Quality 1,200 dpi -
Scale Defauit -
Print using system dialog... (Ctri+Shift+P) @

m Cancel

NOTE It is recommended that you first print one form to ensure the paper is loaded
correctly in your printer before you print all forms.

13.

Click Print.

Print W-2 Z-Fold Form

NOTE The W-2 Z-fold form must be printed on a network printer, due to additional
printer setup that needs to be performed.

The Z-fold version of the W-2 form prints on legal-size paper. Printing from new world
ERP uses the default paper size for the printer you select, so unless that is the default

for your printer, you will need to follow the steps below to change the network printer’s
default paper size to Legal.

1. Connect to the server that houses the application server or the report server (if

'::. new world

installed) by going to Start > Run and typing mstsc /console:
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% Remote Desktop Connection

Log into the server using the administrator log in.

oA W

should be a network printer, not a local printer.

6. Select Printing Preferences from the menu. Set the default paper size to Legal.

Below is an example for an HP PCL5 printer:

e el Tl T o i (8 e TS ey 5 T
il E
L -
= e R
= U_]
_Pwuulu-
A ne iy D

|
| Towt e [Chaem) Sty )
o -
Faom ssm 3% = 14 inchan
E~vrcmm Lo -
—— Pl byl
|=: Bkl Pardng el =
T sy
Fatvml =
Eantivy Defas
Frd ono e gy
-* =
Fagem par s
| g par i
[— [reey

In the Computer field, type the name of your server and click Connect.

Select Start > Devices and Printers or Start > Printers and Faxes.

7. Click Apply to make the changes.

Right click the printer you will use to print the Z-fold W-2 forms. Remember that it

NOTE The log-on user for the service must have rights to the printer that you will use to

print the Z-fold forms. This setup has been performed if the printer is available for

selection on the myReports page.

= hew world
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8. You may print the W-2 Z-fold forms from the Print W-2 Form page in new world
ERP. Remember to select the 2021 W-2 Z-Fold or 2021 W-2 Z-Fold Blank option in
the W-2 Form field. When you select the Print button at the bottom of the
preview pane in myReports, the printer will expect legal-size paper to be used.

9. Once the forms are printed, return your network printer to its default settings.

W-2 Transmittal File

The Create W-2 Transmittal File page, accessed by clicking the 6 icon on the W-2
Processing page, allows authorized users to create an electronic W-2 file for submission
to the federal government:

W-2 Processing

E_E,J E% T T P Create W-2 Transmittal File

Tax Year 2021 v Transmittal Layout ~

EIN | 38-560865 w

Submitter Information Contact Information
PIN | 12364567 Name | James P Schulte
Name | NEW WORLD ERP Phone | (248)660-4954
Location Address | SUITE 600 Extension
Delivery Address | 833 W, BIG BEAVER Email | jpschulteii@gmail.com
Zip 48084 - Fax
city | TROY Title
State | Wl - Wisconsin ~
Kind of Employer -
[ Reset |

1. Select the Tax Year. The current year is the default value.
2. Select the EIN. This value defaults from the W-2 Employee List page.

3. Enter the PIN. This is the number assigned by the IRS to uniquely identify the
submitter. This field is required. It may contain 8 characters.

4. Enter the submitter’s Name. This value may contain up to 57 characters. The
value is defaulted from the W-2 Company record.

5. Enter the Location Address, if different from the delivery address. This value may
contain up to 22 characters.

6. Enter the Delivery Address. This is the address used for all mail and shipments.
This value may contain up to 22 characters. The value is defaulted from the W-2
Company record.

7. The Zip Code value is defaulted from the W-2 Company record. If you need to
change the value, type the beginning of the new value. The field will filter the
options based on the values entered so the correct Zip can be selected without

. hew world )8
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needing to type the entire code. Once the Zip is entered, the system will populate
the City and State fields with the corresponding values.

Either a Zip or a Zip+4 value may be entered. If you use the Zip+4 format, the
hyphen must be included between the fifth and sixth digits for the value to
populate the City and State fields.

8. If the City needed is different than the one matching the Zip Code value, enter the
value. The City may contain up to 22 characters.

9. If you require a different State value, select the correct state.

10. Select the Kind of Employer. The corresponding letter code from your selection
will appear in position 174 of the transmittal file

11. The state of Ohio needs to create a local W-2 transmittal file. Selecting Ohio as
the State displays a Local Agency Transmittal drop-down field and multi-select list
boxes containing local taxes. Available selections in the drop-down are Social
Security Administration, State of Ohio, Regional Income Tax and Central
Collection Agency:

W-2 Processing

5] @ Bh B & P creste w2 Transmittal File

TaxYear | 2021 v Transmittal Layout ~

EIN | 38-560865 w

Submitter Information Contact Information
PIN | 12364567 Name | James P Schulte
Name | NEW WORLD ERP Phone | (248)660-4854
Location Address | 5UITE 600 Extension
Delivery Address | 888 W. BIG BEAVER Email | jpschulteii@grail.com
Zip | 48084 - Fax
City | TROY Title
State | OH - Ohio v
Kind of Employer v
Local Agency Transmittal | Social Security Administration v %
Included Taxes: 15 Excluded Taxes: 0
11 - » -
BARNS-030 Ny
CCooz
ccoos »
cci199 N
JAMES-887
LAN | -
MIELA =
R0O004-002
RO021-022 .4 .
LLYLEY —

12. Use the multi-select list boxes to exclude specific local taxes from the W-2
transmittal file. The available selections in the boxes are the Locality entries from
the "Other" tax codes that were set up in Maintenance and were used in the
Create W-2 Data step. To exclude a tax, move it from the Included Taxes box on
the left to the Excluded Taxes box on the right.

> new world 2
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If Michigan is selected as the State and Flint Local as the Local Agency
Transmittal, the transmittal file appropriately will contain the FL or Flint code,
depending on how it is named in the Locality field on the Other Tax page in
Maintenance (Maintenance > Human Resources > Deductions and Benefits >
Taxes).

If W-2s are processed before the Locality code for Flint has been set up, the code
may be added manually through the W-2 Employee Local Wages tab in W-2
Processing (Human Resources > Year-End Processing > W-2 Processing > W-2
Employee List > Employee Name > Local Wages > New).

If Michigan is selected as the State and Lansing or East Lansing as the Local
Agency Transmittal, the transmittal file will contain the LAN or MIELA code,
depending on how it is named in the Locality field on the Other Tax page in
Maintenance.

If State of Ohio is selected as the Local Agency Transmittal, only Ohio RS39
records are included in the transmittal file. Any employee who is not associated
with an RS39 record is excluded.

To complete an Ohio CCA transmittal file, the State Control Number and
Municipality Name must have entries on the Other Tax page in Maintenance >
Human Resources > Deductions and Benefits > Taxes > Other Tax Code. State
Control Number displays in positions 331-337 of the CCA transmittal file and the
Municipality Name in positions 338-412. These entries are required for each
municipality. They are not effective-dated so many be changed at any time.

13. Select the Transmittal Layout format that you want to use for this file. This field is
required.

14. Enter the contact person’s Name. This is the name of the person at the
organization that the IRS should contact if there are concerns about the
transmittal file. The name is required; it may contain up to 27 characters.

15. Enter the Phone. This is the phone number of the person at the organization that
the IRS should use if there are concerns about the transmittal file. Either the
phone number or email address is required; it must contain 10 digits if it is used.

16. Enter the phone Extension, if applicable. This field may contain up to 5 characters.

17. Enter the Email address. The contact’s email address may contain up to 40
characters. Either the email address or the phone number is required.

18. Enter the Fax number. This field must contain 10 digits if it is used.

19. Enter the Title of the contact person’s role, if desired.

20. Click the Create button. The transmittal file will be sent to myReports.

21. Go to myReports. Click the 2021 W-2 Transmittal link on the left side of the page.
The File Download pop-up will open:

.. ™
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X

File Download

Do pou want to open of save this file?

E' Mane:  OO0DDHOMODOSEIE466. bt
= Typa: Text Document
Fromy,  logosdevelop

[ DOpen || Save || Cancal |

“while filez rom the Inbarmet can be usedul, zome ez can potentialy
heaimn pous computer, [ nou do nol irusl the source. do not open o
save thiz file. What's the rigk?

22. Click the Save button and save the file to a folder on your computer where it can
be located to send to the IRS.

AccuWage

Prior to your sending the W-2 transmittal file, it is recommended that you run the file
through AccuWage.

AccuWage is free software from the Social Security Administration that allows you to
check the W-2 transmittal file for correctness.

AccuWage is available at the Social Security Administration website:

www.ssa.gov/employer/accuwage

Maryland Customers

To accommodate situations when employees have local taxes from different states, a
State field is available on the Other Tax page in Maintenance:

. hew world 31
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http://www.ssa.gov/employer/accuwage

Tax List

Other Tax - IN-Other

Code

Descnipion 1N other tax
Last Processed Dale NOTUSED

EMectve Date  [T] [1/1/2016 - < Open - ~ @

StartDate  1A/2016 =l
Locality |IN

Type of Tax I b

S e
Subtract Federal Taxfrom Gross | Ax - Alscks
Al - Alabarma

AR - Arkanzas
=

Amnual Limit

idinimum Annual Gross Pay | AL - Anzona
CA - Caldarma
vandor [CO - Colorado b
CR - Crech Republic
Cradit Account | CT - Connecticut w

D - District of Celumbia
Exgrmiplions Based on DE - Delavars

FL - Florids
CreditBasegon | 000
GA - Geargia

HI - Hawaii
[ save | saveniow | ocicie MR ps |

14 = Towsa

10 - ldahe

IL - Minois

N - Indhana
KS - Kansas
KY - Keritucky
L& - Louisiana

b, - Massachusetts

I8 - Manitoba

WD - Mandand

ME - Maine

M - Michigan

MM - Minnesata b4
MO - Missouri

Select the appropriate state from the drop-down.

When the Locality Code on the Other Tax page matches the Box 20 Locality Name on the
W-2 Employee Local Wages tab in W-2 Processing, and the state of the local code and
the state gross are Maryland, all local taxes will be added to the state tax in the W-2
transmittal file, placing the total amount in RS record position 287-298.

Ohio Customers

Selecting Ohio as the State on the Create W-2 Transmittal File page (Human Resources >
Year-End Processing > Create W-2 Transmittal) displays a Local Agency Transmittal drop-
down field and multi-select list boxes containing local taxes.

Available selections in the drop-down are Social Security Administration, State of Ohio,
Regional Income Tax and Central Collection Agency.

Use the multi-select list boxes to exclude specific local taxes from the W-2 transmittal
file. The available selections in the boxes are the Locality entries from the "Other" tax

. hew world 3
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codes that were set up in Maintenance and were used in the Create W-2 Data step. To
exclude a tax, move it from the Included Taxes box on the left to the Excluded Taxes box
on the right.

If State of Ohio is selected as the Local Agency Transmittal, only Ohio RS39 records are
included in the transmittal file. Any employee who is not associated with an RS39 record
is excluded.

To complete an Ohio CCA transmittal file, the State Control Number and Municipality
Name must have entries on the Other Tax page in Maintenance > Human Resources >
Deductions and Benefits > Taxes > Other Tax Code. State Control Number displays in
positions 331-337 of the CCA transmittal file and the Municipality Name in positions
338-412. These entries are required for each municipality. They are not effective-dated
so many be changed at any time.

Central Collection Agency Requirements

The Central Collection Agency (CCA) requires all CCA and Non-CCA records. The
customer is expected to select all the needed local codes. If a code does not start with
CC, the RS position 5-6 is left blank. The three-digit number still appears in RS position 7-
9.

The CCA will allow position 7-9 to be 887 when position 5-6 is blank. If a code starts with
CC, position 5-9 is filled with the full locality code. Also, on all RS records, position 338-
412 will have the City Name. This name is obtained from RA position 139-160, which
comes from W-2 Company.

Maintenance > Human Resources > Deductions and Benefits > Taxes > Other Tax Code
Human Resources > Year-End Processing > W-2 Processing > Create W-2 Transmittal
For the Ohio Central Collection Agency (CCA), the Locality code from tax maintenance
needs to be populated on the RS record for all cities, not only CCA members.

When the transmittal file for Ohio CCA is processed, the Locality code from tax
maintenance determines the code populated on the transmittal file; for example, a
Locality code of CC123 on the tax setup populates a CCin field 5-6 and 123 in field 7-9
on the RS records.

Since CC123 is a member of CCA, the CC characters define the location on the
transmittal file; other cities, however, are not members of CCA. They also have locality
codes that need to be reported, but because they are not members, they do not need to
report a CC in field 5-6; this field must be blank.

In the case of a Locality code of R0345 (Canton OH RITA tax), this non-CCA member tax
has been reported in field 3-9 of the transmittal file as 887, where 887 is unknown. The
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CCA has given Canton OH a city code of 445, meaning the Locality code for Canton tax is
set up as R0345 for Rita tax, but now needs to be reported to CCA with a Locality code
of 445.

In tax maintenance, a CCA non-member Locality code needs to be populated for all local
taxes that can be used for reporting on the W-2 transmittal.

The Locality code will allow 9 characters. To populate correctly, a format of R0123-234 is
needed, where R0123 is used for RITA, and 234 is used for the CCA non-member city.

Rules and Setup

A Rita tax will never be a CCA member, but it can be a Rita and a non-member
CCA city.
Ex. Locality for Rita RO123
Ex. Locality for CCA member (CC123
Example 1: Employee 3200 Effren Kain
ALGER 004 Non-Rita, CCA member
Locality code cco12 No changes (view Other Tax page)
Code |ALGER
[ o Ipier
91 Progedqded 062019
Effective Date | (1] g
TeeofTa -
Winimum Lﬁr::! Er-:-s: r:_.
[ save [ eset |
Example 2: Employee 263 Corbin Kann
AVON 020 Rita
Avon 020 CCA non-member city
oc%
.o.o'o neW W0r|d 34
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Rules and Setup

Where R0020 is used for Rita, and
Locality code R0020-020 -020 is used for CCA non-member
city (view Other Tax page)

Utility Management | Community Deselopment | Malntenance

Last Processed Date 1108201

Effective Date [ 0101119 < Cper ]

L

Start Duate

I'.::a ty | ROO20-020

Type of Tax

State OH - Chio
trpci Federsl Tax fram Gross
Armual Lirmit
Minimum &nrual Gross Pay
Vendor

Credit Accourt | 210201 - Payroll Tanes Payable Feders

Exernptions Based an | Kumiber

Cradit Based on | Nurmbsss

Tax Steps

Example 3: Employee 2799 lan Kannard

AVON LAKE 021 Rita

Avon Lake 022 CCA non-member city

Locality code R0021-022 Where R0021 is used for Rita, and
-022 is used for CCA non-member
city (view Other Tax page)
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Rules and Setup

nity Development | Maintenance

ryFavorites | Financial Management | Human Resources | UHlity Management | Commu
T List
Other Tax - Avon Lake
Code Ao Laks

Description | Awon Lk

Last Processed Date 1102009
EMective Date  [G@] 01/01/1950 - < Cpen > * ||

Stat Date 101195 x|

[ rmon |

Tyoe of Tax

State OH =
Subtract Federal Tax from Gross
Areual Lirst
Mimimum Anrual Gross Pay
Vendo
Credit Aocount

L

Exeenptions Based on | Mumbas

Cradit Based on

Mumibgr ¥

Example 4.1 and 4.2: Aberdeen 887 EE 243 Terrence Kindl; Aberdeen X EE 247
Reynaldo Laclaire

Aberdeen 023 Rita Only, no CCA city code or
unknown

Aberdeen 887 R0023-887 R0023 is used for Rita, and -887 is
used for CCA (view Other Tax

page)

. New world
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Rules and Setup

miyFavorites | Financial Management | Human Rescurces | Utility Management | Community Development | Maintenance

Tax List

Cther Tax - ABERDEEN

Code

Description Aberdesn BET

Last Processed Date  11,/08/2019
Effectie Date EJ 350 - « Clppn = L] ?_J

SartDats  OLD1/1950 T

tocainy noz3-er |
Type of Tax | € - 'Wark Cit v
Saate OH - Ovig v

Subtract Federal Tax from Gross
Asiniaal Lemit

hnimam Annyal Gross Pay

Veridar UE >

Credit Account | 200200 - Payroll Tanes Payable Federsl Tanes ¢
Exempband Based on | Mumber v
Credi Based on Mumber v

Aberdeen X R0023 R0023 is used for Rita, and a blank
or null value will default to 887 for
CCA (view Other Tax page)

myFaworites | Financial Management | Human Resources | Utility Managemaent | Commumity Development | Maintenancs

Tas List
Other Tax - ABERDEEN X

Code ABERDEEM X
Description | Aberdesn Blank

Last Processed Date  11/082019

Effective Date E_I 01011950 - < Open » b EJ

Start Cate | 0101050 T
IL:;a.-r: B0E3 |

Type of Tax Wark ity w
State | OH - Ohea ¥
Subtract Federal Tax from Gross
snnual Limit
Minimum Annual Gross Pay
Viendor | 286 - INTERMAL REVEMUE SERVICE 3
Credit Accourt | 210200 - Payrodl Tases Payable Federal Taxes =
Exemptions Based an Mumber L
Credit Based on | Mumber s

[ save | [ eset [ tax Steps |
Example 5: Employee 2087 Kate Knouff
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Rules and Setup

BARNESVILLE 030

Non Rita, CCA non-member city
code

Locality code
030

BARNS-030 or XXXXX-

XXXXX is used for Rita (cannot
begin with RO or CC), and -030 is
used for CCA (view Other Tax

page)

T Lirst

Other Tax - BARNSVILLE

Code
Dies
Last Processed Date  11,08/2019
Effgctive Date |13 017011950 - < Oper ull] . |
Start Date 1101419 =
[ocaity Bans-030 |
Type of Tax b
Skate OH - Ohig L

Armnus] Lemit

hinimum Annual Gross Pay

Vendor | 286 - INTERMAL REVENUE SERVICE

i Paur
} i b=r
dumbes
edit Based Meumnbser L

Example 6: Employee 268 Allan Koe

JAMES NA

Non Rita, Non CCA, no codes for
either

Locality code JAMES or XXXXX

XXXXX can be anything (as long as
it does not begin with RO or CC),
Rita is okay, and CCA will default
to 887 (view Other Tax page)
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Rules and Setup

myFavorites | Financial Management | Human Resources | Utlity Management | Community Development | Maintenance
T List
Other Tax - JAMES
Code AMAES
Description  JAMES

Last Processed Date 110872079

Effectwve Date ] 01/01/1550 - < Open = * @)
Skart Date | 0¥1/01,/1950 __3
[ Locality  JAMES |
Type of Tax C C -

Ssate O - Dhig w
Subtract Federal Tax from Gross
Annual Limit
Minimum &nrual Gross Pay
Vendar 2686 - INTERMAL REVENUE SERVICE

Credit Acoownt 10201 - Payrall Tases Payable Federal Taues

Exemplions Based on Wurmiber X
Credit Based on  Number X

Ohio Local Tax Setup

When a local tax for SSA is set up for a city, the Locality entry should start with a C,
followed by four numbers. When it is set up for a school district, the entry should start
with an E, followed by four numbers. (Type of Tax is not used.)

When the tax is to go to the Regional Income Tax Agency, the Locality is expected to
start with RO, followed by three numbers (RO###). When the tax is to go to the Central
Collection Agency, the Locality is expected to start with CC, followed by three numbers
(CC###). Both taxes require a Type of Tax selection. The Type of Tax should be R for
Residential or C for City.

The employee's state wage needs to be OH.

When the SSA transmittal file is run, the standard Ohio transmittal file will run. All
employees will be included, but only the selected local tax codes data will be supplied.
When the Regional Income Tax Agency or Central Collection Agency is selected, only the
employees who have the selected local taxes will be included.

. hew world 3
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1095-C Processing Setup

Checklist

Following is a list of the tasks to be performed in 1095-C processing. Following this list
will help to ensure a smooth year-end process:

1095-C Processing

Daily Processing

Identify full-time employees through the Initial Measurement Period
Report and the Standard Measurement Period Report.

In the Offer and Coverage section on the Employer Reporting tab of
Workforce Administration, record information needed for the 1094-C
and 1095-C form:s.

Using Benefits Administration or the Covered Individual section on the
Employer Reporting tab of Workforce Administration, set up covered
individuals to be reported on the 1095-C forms.

1095-C Processing

Order 1095-C forms.

For customers on the 2021 release, make sure to apply the year-end
processing patch 2021.1.18.1.

Verify that the correct Plan Start Month is set up.
Generate the 1095-C work file using Create 1095-C Data.

Review and update the information for the Applicable Large Employer
Member List.

Review 1095-C Employee for any employee who may have incorrect
1095-C data.

Print and review the 1095-C Register.
Print 1095-C Forms.
Create 1095-C Transmittal for submission to the IRS.

Distribute 1095-Cs to employees.
Submit the 1095-C information to the IRS.

Permissions

Users will need permission to the appropriate 1095-C Processing components in new
world ERP Suite Security:
1. Navigate to Maintenance > new world ERP Suite > Security > Users.

% New world
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N

Select the user.

Click Permissions.

Type 1095 in the Search Security Components filter.

Click Search. The components for 1095-C Processing will display:

o .
."3.1‘- new world =« new world ERF

User Pormissions - FWS

Select the appropriate permissions.
Click Save.
For the permissions to take effect, the user will need to log off, then log back onto

the system.

Plan Start Month

Maintenance > Human Resources > Company HR Settings > Employee

<. new world "
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Company HR Settings

DP9 OO0 DB O B employee

Entry
Allow Duplicate Social Security Numbers
One Position per Pay Rate
Require Employee to Be in Pasition to Be Paid
Retiree Information
Export Employes Information upon Retirement
Employes Self Service Approval
Employee Self Service Department
Default Information from Position
Ceefault Pasition Information
Default Payrall Information
Default G/L Distnbuticn Informaton

1095-C Default Information

ADM_ELC - Admin. Elections v

Plan Start Month

Oictober v

 Save J et | prin |

Use the Plan Start Month field to designate a plan start month for 1095-C processing.
This entry will print on 1095-C forms and the transmittal to the IRS.

If you want any benefit groups to have a different plan start month from the one
selected in Company HR Settings, use the Override Plan Start Month field on the Benefit

Group page.

Maintenance > Human Resources > Employee Attributes > Benefit Groups > Code

. hew world
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Code
Drescrigtion

Agtive

Oherride Plan Starl Manih

Pay Information

Pay Geoup
Groms Check Amount

iBow for No Tax Setap

Biwrmakly

Suppress Waming for these Tax Types

Federal

Fica

Medicare

Ctandard Hours

Doy

Wesaly

Pay Cycle

Anrual

Sick Incentive

Based On Date
Cabculation Based On

Sick Hours Categary

Moniths of Serdice

Effective Date

Last Used In Payroll

Start Date | D91 T/2016

1szme

Default Plan Information

Accrual Flan

Langevity Plan

Premium Time

Pramium Time Allcwed
Dhacly Wi

Py Pericd Maximum

Sick ncontive | Accruat oo

Lacal 49 Employess w' LTD

The 1095-C create process will determine all the primary job benefit groups for each
employee during the tax year and select the earliest Override Plan Start Month from
these benefit groups. If the Override Plan Start Month is blank in every case, it will use
the Plan Start Month from Company HR Settings.

For non-employees, the create process will check the start month on the Non-Employee
Benefit Plan Entry page in Maintenance for all the non-employees’ plans where 6055
Reporting is selected. The create process will use the earliest month found.

. hew world
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1095-C Processing

Human Resources > Year-End Processing > 1095-C Processing

1095-C Processing uses a work-flow format to organize the steps and allow users to
logically step through them.

Create 1095-C Data

Use the Create 1095-C Data page, accessed by clicking the @ icon on the 1095-C
Processing page, to aggregate the employee and company data needed to generate and
print your 1095-C forms and send the associated transmittal file to the IRS:

®®® Create 1095-C Data

Tax Year |2021 (3 1

Employee -

&

Create

1. Select the Tax Year being processed. The drop-down contains all available years
through the current year. During the months of January through September, the
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previous year is defaulted. During October through December, the current year is
defaulted.

2. Select the Employee whose 1095-C data is to be updated for the Tax Year
selected. Leave the field blank to update data for all employees. The drop-down
contains an alphabetized list of all employees.

3. Click the Create button to create the 1095-C file. A message may display, telling
you 1095-C data already exists and asking whether you want to overwrite it.
Clicking OK will clear data for the selected year before generating the new data.
Clicking Cancel will abandon the process.

Applicable Large Employer Member List

Use the Applicable Large Employer (ALE) Member List page, accessed by clicking the @
icon on the 1095-C Processing page, to review and maintain the employer information
for your 1095-C forms and transmittal file. This data is sent to the IRS along with the
employee 1095-C forms and the employer 1094-C form:

1095-C Processing

@) @ @ @ Applicable Large Employer Member List

Tax Year | 2021 o~

i i
03-8569865 F1: B.P. DB, FSS, OpenEdge, Hub
12-3456789 F1: B.P. DB, FSS, OpenEdge, Hub

56-3656565 F1: B.P. DB, FSS, OpenEdge, Hub

1-3 of 3 records
O m

New Delete

NOTE Although the system generates some of the employer data, such as name,
address, authoritative transmittal and full-time and total employee counts, you will need
to enter the rest of the data, such as the certificate of eligibility, MEC offer indicator and
section 4980H transition relief indicator.
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1. Select the Tax Year. The drop-down contains all available years through the
current year. The default selection is the highest year for which data exists. When
you select a year, the grid below is refreshed with the data for that year.

The grid contains the following data:
EIN: Nine-digit employer identification number assigned by the IRS.
Company Name: Name of the company identified by the EIN.

2. To add an ALE member, click the New button below the grid; to edit an existing
ALE member, click the associated EIN link in the grid. In either instance, the
Applicable Large Employer Member page will open:

L:::;E;ELBTQE Member Employer - Edit
General

Tax Year |2021 =

Applicable Large Employer Member [ Designated Government Entity

EIN | 03-2560865 EIM
Company Name | F1: B.P. DB, F55, Openfdg Company Mame
Address | 31632 Meadows Ave Address

Suite 500

City |Madison Heights City
State | MI - Michigan Q- State
Zip 48084 Zip

Contact First Name | Jim
Contact Middle Name
Contact Last Mame | Schuls
Contact Suffix
Phone Number | (248) 660-4954
Is thiz the authoritative tranamittal for thia ALE Member?
Is ALE Member a member of an Aggregated ALE Group? [J
Title of Signer
Date of Signer =

1095-C Contact Phone | (243) 650-4954
Number

CemmT——TT—————————

Comact First Name
Contact Middle Mame
Contact Last Mame
Contact Suffix
Phone Mumber
Certification of Eligibility
Qualifying Offer Method [
Section 4980H Transition Relief [
98% Offer Method O

lanuary ’
February 359 T30
March 369 732
Agril 369 732
May 368 732
June 360 738
July 360 734
Bugust 369 735
Sepramber 369 734
October 360 735

Save

% %= New world
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The data on the General tab of this page consists of three parts found on form
1094-C:

e Name and address of the ALE and the Designated Government Entity
e Miscellaneous information about the associated employee forms

e A grid of the monthly information

3. Select the Tax Year being processed. The drop-down contains all available years
through the current year. During the months of January through September, the
previous year is defaulted. During October through December, the current year is
defaulted. If you are editing employer information, this field is disabled.
Applicable Large Employer Member

4. Enter the nine-digit, state-assigned employer identification number (EIN). EIN is
determined by an entry in the Company field on the Employment tab of
Workforce Administration. The Value of the validation set entry contains the EIN.
If you are editing employer information, this field is disabled.

5. Enter the Company Name.

6. Enter the Address, City, State and Zip of the company. The first Address field
requires an entry. Use the second and third fields for suite number, apartment
number or other parts of the address.

7. Enter the name of the contact person for your organization.

8. Inthe Phone Number field, enter the number for the IRS to contact if it has
questions.

9. If the transmittal file is the authoritative file for the ALE member, select the Is this
the authoritative transmittal for this ALE member? check box.

10. If the ALE member is a member of an aggregated ALE group, select the Is ALE
Member a member of an Aggregated ALE Group? check box. This box is enabled
only if the check box above it is selected.

11. Inthe Title of Signer field, enter the position title of the person signing the form.

12. Inthe Date of Signer field, select the date the form was signed.

13. Inthe 1095-C Contact Phone Number field, enter the contact phone number to be
printed on the 1095-C forms that are distributed to employees.

Designated Government Entity

14. Select the Designated Government Entity check box to enable the fields below it.

15. Enter the nine-digit, state-assigned EIN.

16. Enter the Company Name.

.. ™
0o
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17. Enter the Address, City, State and Zip of the company. The first Address field
requires an entry. Use the second and third fields for suite number, apartment
number or other parts of the address.

18. Enter a Contact Name.
19. Enter the contact person’s Phone Number.
Certification of Eligibility

20. In this section, select any of the following check boxes that apply. These boxes are
enabled only if this transmittal is the authoritative one for this ALE member (/s
this the authoritative transmittal for this ALE member? is selected).

e Qualifying Offer Method
e Section 4980H Transition Relief
e 98% Offer Method
Grid
The Month column contains all 12 months.

21. Select the applicable months for the Minimum Essential Coverage Offer. To select
all entries in the column, select the check box in the column header.

The Full-Time Employee Count column contains the count of employees with Full-
Time Employee selected on the Offer and Coverage Detail section of Workforce
Administration effective as of the first day of the corresponding month for the
current tax year.

The Total Employee Count column contains the count of employees who qualify to
be in a pay batch as of the first day of the corresponding month for the current
tax year.

22. Select the applicable months for the Aggregate Group. To select all entries in the
column, select the check box in the column header.

23. Enter the appropriate value in the Section 4980H Transition Relief cell for each
month. If the employer certifies by selecting box C on line 22, that it is eligible for
Section 4980H Transition Relief and is eligible for the 50 to 99 Relief, enter code
A. If the employer certifies by selecting box C on line 22, that it is eligible for
Section 4980H Transition Relief and is eligible for the 100 or More Relief, enter
code B. An employer will not be eligible for both types of relief.
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eSuite Tab

Large Member Employer - Edit

eSuite
#vailable in eSuite Tl
Send Al 1095-C Employees Emall :: Last Sent: Mot Sent
Send Selected Go Paperless Employses Email | Last Sent: Mot Sent

Save

24. Select the Available in eSuite check box if you want employees to be able to view
and print their 1095-C forms from the eSuite HR Portal. Make sure 1095-Cs are
ready to be viewed before selecting this box.

25. Select the Send All W-2 Employees Email check box if you want all employees to
receive emails informing them of the option in eSuite to have their W-2s delivered
electronically.

26. Select Send Selected Go Paperless Email check box if you want all employees who
choose the electronic delivery of W-2s to receive emails informing them that their
W-2s are available in eSuite.

The email templates for these processes are located on the Email Template Setup
page in Maintenance (Maintenance > new world ERP Suite > System > Email
Templates).

= hew world 4
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1095-C Employee List

Use the 1095-C Employee List page, accessed by clicking the @} icon on the 1095-C
Processing page, to review and maintain the employee information for your 1095-C
forms and transmittal file:

cossing
.@ @@masr{ mployee List

— S
BN | 03-g569865 o

260

MU AU AU AN AU AUNANUNA

N DE DG DT -~ ER

oot
Mew P Delele Comection

When the page first opens, a search is performed automatically based on the defaulted
Tax Year and EIN, loading associated employee names in the grid below.

The far-right column, Paperless, identifies employees who are receiving W-2s
electronically and those who are not. The column is populated based on whether
employees have the Paperless W-2 check box selected in the Demographics section of
the Workforce Administration Personal tab.

Employees who have the check box selected show a green check mark; employees who
have it deselected show a red X. By default, the column shows both. To filter the column
to show one or the other, click the filter icon at the top of the column and select Yes
(green check mark) or No (red X). To show both, select Clear Filter.

1. To load the list you want, select the appropriate Tax Year and EIN, and click the
Search button.

2. Select the Tax Year being processed. The drop-down contains all available years
through the current year. The latest year containing data is the default selection.
During the months of January through September, the previous year is defaulted.
During October through December, the current year is defaulted.

3. Enter the nine-digit, state-assigned employer identification number (EIN). If
multiple EINs have been saved, the first one in the list is the default selection. All
ALE member EINs that exist for the Tax Year selected will display on the drop-
down in alphanumeric order.

'::. new world 50
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EIN is determined by an entry in the Company field on the Employment tab of
Workforce Administration. The Value of the validation set entry contains the EIN.
If a company is not specified as of the last day of the current tax year, the Federal
Tax ID from Company Suite Settings is used.

Add or Edit Employee Information

Typically, employee information for 1095-C forms is loaded from Workforce
Administration and Non-Employee Service; however, if you have an employee who is
not in the system but needs to be reported to the IRS, click the New button below the
grid to add the employee's information for your 1095-C forms and transmittal file. To
edit an employee's information, click the Employee Name link in the grid. In either
instance, the 1095-C Employee page will open.

This page contains three tabs: Employee and Employer Information, Employee Offer
and Coverage and Covered Individuals.

Employee and Employer Information

1095-C Processing

1095-C Employee Batun, Dejah D

Employee and Employer information

Part | - Employee Information

Tax Year 2021

EIN |03-8569865 <1
Employee | 1657 - Batun, Dejah D -

Last Name |Batun

First Name | Dejah

Middle Name D
Suffix v
Social Security Number | 115-00-1801

Address | 6101 Widgeon Way

Iy iy [TROY
State |MI - Michigan o[
Zip 48084

B A

Save  Save/MNew
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Use this tab to add or edit an employee's information for Part | of your 1095-C forms
and transmittal file.

1. Select the Tax Year. In edit mode, this field is disabled.
2. Select the Employee (number and name).

3. The employee's last, first, middle name and suffix are defaulted from the Name
section of the Workforce Personal tab.

4. The employee's nine-digit social security number is defaulted from the
Demographics section of the Workforce Personal tab.

5. The employee's address is defaulted from the Address section of the Workforce
Personal tab.

6. To save the information, click the Save button. To save the information and add
another employee, click the Save/New button. All except the Tax Year and EIN
fields will be cleared for entry.

Employee Offer and Coverage

1095-C Processing

1095-C Employee Batun, Dejah D

Empluyee Offer and Coverage
Part Il - Employee Offer and Coverage
Plan Start Month o1 o

January February March April May June July August September October November December
14, Offer of Coverage 1E Qv |k Qv e [<IAlh3 [x]ha R [x]hd ki3 Qx| [1E Qv e Qv v [ [x]hd Rl Qv 1 [x]hd
15, Employee Share $1005  @[+|[s1015  @[~[[s0as  ©[|[sw1s  @[r[[s101s  @[|[s1015  @[*]|[s1015  @[+|[s1015  @[~[[sw0as  @[+|[sw01s  @[[[s1015 @[[[s1015 @[~
16. Safe Harbor Code 2H O x| [+ CIRRED O [H Ofr||2H O[x||2H DIRAREL] CIRARED] CIRARED] o[+ O[r||2H O|x||2H o

Use the grid on this tab to add or edit the monthly entries for an employee's offer and
coverage information for Part Il of your 1095-C forms and transmittal file.

1. Plan Start Month: Although a plan start month may be selected at the Company
HR Settings or Benefit Group level, this field gives you the option to override the
plan start month for individual employees. Months correspond with numbers on
the drop-down: January = 01, February = 02, March = 03, and so on.

2. Offer of Coverage: This entry is defaulted from Workforce based on the one
effective on the first day of the month. If you are selecting a code, it should be the

. hew world 52

@
L a tyler erp solution



code to be reported each month according to the IRS regulations. The available
selections come from validation set 548. The drop-down shows codes and
descriptions, although the cells in the grid show only the codes.

3. Employee Share: This entry is defaulted from Workforce based on the one
effective on the first day of the month. If you are selecting a code, it should be the
code to be reported each month according to the IRS regulations. The available
selections come from Maintenance > Human Resources > Affordable Care Act >
Lowest Cost Premium. The drop-down shows codes and descriptions; cells in the
grid show the associated dollar amounts. Each amount is the one that was
effective dated as of the first day of the month being reported.

4. Safe Harbor Code: This entry is defaulted from Workforce based on the one
effective on the first day of the month. If you are selecting a code, it should be the
code to be reported each month according to the IRS regulations. The available
selections come from validation set 549. The drop-down shows codes and
descriptions, although the cells in the grid show only the codes.

5. To save the information, click the Save button. To save the information and add
another employee, click the Save/New button. All fields on this tab and all fields
except the Tax Year and EIN fields on the Employee and Employer Information
tab will be cleared for entry.

Covered Individuals

[Te——
1095-C Employee Batun, Dejah D

Covered Individuals

Part Il - Covered Individuals

LI

New  Deleto

Use the grid on this tab to add or edit an employee's covered individuals' information
for Part lll of your 1095-C forms and transmittal file. The grid contains the names, social
security numbers and dates of birth of the covered individuals.

Covered Individuals are flagged in two places in Workforce. Employees and dependents
flagged in either location are considered to be covered individuals.

e Inthe Covered Individuals section of the Employer Reporting tab, included are
any entries where the Start Date is less than or equal to the last day of the current
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tax year and the End Date is greater than or equal to the first day of the current
tax year.

e In the Benefit Plans section of the Payroll Data tab, included are entries where
the Coverage Start Date is less than or equal to the last day of the current tax
year, and the Coverage End Date is greater than or equal to the first day of the
current tax year, and the 6055 Reporting check box is selected on the associated
plan.

Covered Individuals also may be flagged in the Non-Employee module. The Benefit Plans
section of Non-Employee Service includes entries where the Coverage Start Date is less
than or equal to the last day of the current tax year, the Coverage End Date is greater
than or equal to the first day of the current tax year, and the 6055 Reporting check box
is selected on the associated plan.

1. To add a covered individual, click the New button below the grid. To edit
information for a covered individual, click the corresponding Name in the grid. In
either instance, the 1095-C Employee page for the covered individual will open:

1095-C Processing = 1095-C Employes

1095-C Employee Batun, Dejah D

Covered Individuals

Last Name  Batun
First Name | Ruij
Middle Name
Suffix >
Social Security Number | 111-22-3323
Date of Birth B

Menths of Coverage

Al 12 months

January

February

March
April %

May

June

July

August

September

October

Novermnber

December

B B

Save  Save/New

2. Enter the covered individual's last, first, middle name and suffix.
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3. Enter the covered individual's nine-digit social security number. If blank, Date of
Birth is required.

4. Enter the covered individual’s date of birth, but only when the social security
number is not known. When the system creates covered individual information,
both fields are filled in, but the date of birth only will be used on the form and in
the transmittal file when the social security number is not found.

5. Select Months of Coverage for those months in which the individual was covered
for at least one day in the month; for example, if an entry on the Covered
Individuals section of Workforce has a Start Date of 3/15/14 and an End Date of
7/21/14, the months of coverage for the selected contacts will default as March,
April, May, June and July.

To select the check boxes for all months, select the All 12 Months check box.
Deselecting the check box for an individual month will deselect the All 12 Months
check box.

6. To save the information, click the Save button. To save the information and clear
the fields for the addition of another covered individual, click the Save/New
button.

1095-C Correction

Selecting an employee from the 1095-C Employee List page and clicking the Correction
button opens the 1095-C Employee page, where the Employee and Employer
Information tab provides four additional fields—one for a correction batch number and
three that, together, will create a unique ID for the corrected record:

. hew world S5
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1095-C Processing
1095-C Employee Batun, Dejah D

Part I - Employee Information

Tax Year |2021
EIN | 03-8569865 v
Employee | 1657 - Batun, Dejah D A

Last Name |Batun

First Mame | Dejah

Middle Name |D
Suffix 7
Social Security Number | 115-00-1801
Address | 6101 Widgeon Way

city |TROY
State |MI - Michigan o[-
zip [48084

Correction Batch 1
Corrected Unique Record ID
Receipt ID

Submission ID 1

Record ID 0

(&

Save

Correction Batch defaults the highest existing correction batch number for all
employees. (To allow for multiple entries, a sequence number has been added to the
1095-C Employee table to track corrections. The sequence number acts as a "correction
batch number" to submit corrections to the IRS. More than one correction may be
submitted at once, so the same batch number may be used for several employees.)

If the highest existing correction batch number is 0, the default is 1. Whole numbers up
to three digits are permitted. This number may be edited when adding or editing a
correction.

Multiple corrections may be made for one employee, as long as the corrections are in
different batches.

An employee may not have more than one correction submitted at a time, so the batch
number must be unique for the employee/tax year/EIN.

Corrected Unique Record ID fields: When submitting corrections to the IRS, the user
must specify the ID of the record being corrected. The IRS identifies this data as the
“CorrectUniqueRecordID.” The ID consists of three parts, each separated by a vertical
bar (|)--for example, 1095C-17-00001234[1298.

Receipt ID is issued by the IRS when a transmittal file is sent. Example: 1095C-15-
00000953.
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Submission ID identifies the company within the transmittal file. The default entry is 1.
Whole numbers up to two digits are permitted.

Record ID identifies the employee within the company. Employees are numbered
sequentially, beginning with 1. The default is blank. Whole numbers up to five digits are
permitted.

When corrections are saved, the Receipt ID, Submission ID and Record ID are combined
with a vertical bar (|) between each and saved as the IRSCorrectedUniqueRecordID
(Example: 1095C-17-00001234|1|98), and rows representing the corrected records are
inserted below the previous records on the 1095-C Employee List page, with the
correction batch number displayed in the Correction Batch column.

1095-C Employee Register

1. To print the 1095-C Employee Register, a detailed report used to verify the
employees’ setup, click the Print button at the bottom of the 1095 Employee List
page. The 1095-C Register dialog will open:

Tax vear [2021 o

EIN |03-8569865 Q-

Correction Batch w7
Report Type | Detail [ R

I} Sort By |Employee Name o~

Include

Offer and Coverage

Covered Individuals

2. Select the Tax Year for which the register is being generated.

3. Select the nine-digit, state-assigned employer identification number (EIN) for
which the report is being generated.

4. The Correction Batch field is enabled when the Report Type selected is Detail. The
register output will contain only the employee data that matches the correction
batch number selected. The number will display to the right of the EIN. A
Corrected Unique Record ID column will display to the right of the employees.

5. Select the Report Type to run: Detail generates a list of all 1095-C employee
information used to verify the employee’s setup. Audit generates a summary list
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of employees who meet certain criteria to help identify those who are set up
incorrectly. Selecting Audit disables the Offer and Coverage and Covered

Individuals check boxes.

In the Sort by field, select how you want the register sorted: Employee Name

sorts the register alphabetically by employee last names. Department sorts the

register alphabetically by department names.

7.

Coverage. To exclude this information, deselect the box.

8.

Individuals. To exclude this information, deselect the box.

Sample Detail Register by Employee Name

L a tyler erp solution

new world

M 4 1 ofs4 b Pl @ Find | Next = - &y
o 1095-C Register
[ ) ... Tax Year 2021, EIN 03-8569865
...... Detail
L)
Hame Number S5 Plan Start Month
AbajaTest, Money A1 11 2930 449-00-7290 01
Offer and Coverage Jan Feb Mar Apr May June July Aug Sept Oct Nov Dec
14. Offer of Goverage [B 1E [B 1E 1E 1E 1E 1E 1E 1E 1E 1E
15. Lowest Cost Monthly Premium | 10.15 10.15 10.15 10.15 10.15 10.15 10.15 10.15 10.15 10.15 10.15 10.15
16. Safe Harbor 2C 2C 2C 2C 2C 2C 2C 2C 2C 2c 2C 2C
Covered Individuals 55N Birth Date Jan Feb Mar Apr May June July  Aug  Sept Oct Nov Dec
AbajaTest, Money AJ 11 449-00-7290 02/06/1988 | X X | X | X ‘ X | X X X | X | X ‘ X ‘ X |
Abes, Maranda D 106 802-00-3938 01
Offer and Coverage Jan Feb Mar Apr May. June July Aug Sept Oct Nov Dec
14. Offer of Goverage 1E 1E 1E 1E 1E 1E 1E 1E 1E 1E 1E 1E
15. Lowest Cost Monthly Premium | 10.15 1015 10.15 10.15 10.15 10.15 10.15 10.15 10.15 1015 10.15 1015
16. Safe Harbor 2¢ 2¢ 2¢ 2C 2¢ 2c 2c 2c 2c 2¢ ¢ ¢
Covered Individuals 55N Birth Date Jan Feb Mar Apr May June July  Aug  Sept Oct Nov Dec
Abes, Maranda D 802-00-3338  05/14/1380 X % X X X X X 3 X X b3 X
Bowdan, Brenna Lynn 892-00-3067 08/21/1975 b X b X X ) X X X X X
Valenziano, Carlie Daniel 283-00-1484  10/20/2010 X 3 X X X X X 3 X X 3 X
Abraham, Anthony § 187 621-00-8898 01
Offer and Coverage Jan Feb Mar Apr May. June July Aug Sept Oct Nov Dec
14. Offer of Coverage [B 1E [B 1E 1E 1E 1E 1E 1E 1E 1E 1E
15. Lowest Cost Monthly Premium 10.15 10.15 10.15 1015 1015 1015 1015 1015 1015 1015 1015 1015
16. Safe Harbor 2¢ 2¢ 2¢ 20 2¢ 2¢ 2 2c 2c 20 2c 2c
Covered Individuals 55N Birth Date Jan Feb Mar Apr May June July  Aug  Sept Oct Nov Dec
Abraham, Anthony § 621-00-8898  11/14/1956 | 3 | X | X X X X % | X | ‘ ‘ X |
Tingstrom, Samir 404-00-0309 02/21/1956 | X | % | X ‘ X | ) X X | ® | ‘ ‘ X |
Ackert, Lance 1 11T 251 886-00-4339 01
Offer and Coverage Jan Feb Mar Apr May June July Aug Sept Oct Nov Dec
14. Offer of Coverage 1E 1E 1E 1E 1E 1E 1E 1E 1€ 1E 1E 1E
15. Lowest Gost Monthly Premium | 10.15 1015 1015 10.15 10.15 10.15 10.15 10.15 10.15 10.15 10.15 10.15
16. Safe Harbor 2C 2C 2C 2C 2C 2C 2C 2 2 2C 2c 2c
Covered Individuals SSN Birth Date Jan Feb Mar Apr May, June July  Aug  Sept Oct Nov Dec
Ackert, Lance 1 11T 886-00-4339  04/07/1958 X 3 X X X X X 3 X X 3 X
Bradish, Nathanial 815-00-7563 10/04/1969 X X X X X X X X X X X X
Goggans, Joyce 29500-8712  09/11/2001 X 3 X X X X X X X X 3 X
Aipopo, Meagan M 555 347-00-8082 01
Offer and Coverage Jan Feb Mar Apr May June July. Aug Sept Oct Nov Dec
14. Offer of Coverage 1E 1E 1E 1E 1E 1E 1E 1E 1€ 1E 1E 1E
15. Lowest Gost Monthly Premium | 10.15 1015 1015 10.15 10.15 10.15 10.15 10.15 10.15 10.15 10.15 10.15
16. Safe Harbor 2C 2C 2C 2C 2C 2C 2C 2C 2C 2C ¢ ¢

To include offer and coverage information on the register, select Offer and

To include covered individuals information on the register, select Covered

Send to myReports
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Sample Detail Register by Department

4 4 1 ofs4 b P @ Find | Next b+
00 Tax Year 2021, EIN 03-8569865
% o’ Detail
Name Number 5N Plan Start Month
Primary Department Admin] Administrative Services
Depinho, Jadon L 207 586-00-7169 01
Offer and Coverage Jan Feb Mar Ap May, June July Aug Sent Qct Nov Dec
14. Offer of Coverage 1E 1E 1E 1E iE iE 1E 1E 1E 1E 1E 1E
15. Lowast Cost Monthly Premium | 10.15 | 10.15 10.15 10.15 10.15 10.15 10.15 1015 10.15 10.15 1015 1015
16. Safe Harbor 2H 2H 2H 2H 2H 2H 2H 2H 2H 2H 2H 2H
Frecker, Albert C 2518 293-00-4799 01
Offer and Coverage Jan Feb Mar Ap May, June July Aug Sent Qct Nov Dec
14. Offer of Coverage 1E 1E 1E 1E iE iE 1E 1E 1E 1E 1E 1E
15. Lowast Cost Monthly Premium | 10.15 | 10.15 10.15 10.15 10.15 10.15 10.15 1015 10.15 10.15 1015 1015
16. Safe Harbor 2 2c 2C 2C 2C 2 2 2C 2C ¢ 2c 2c
Covered Individuals SSN Birth Date Jan Feb Mar Apr May. June  July  Aug  Sept Oct Nov Dec
Dienhart, Felicia Warcee 689-00-5246  10/07/1975 X I3 X X X X 3 3 X X 3 3
Frecker, Albert C 293004788 03/25/1976 X 3 X X X X 3 3 X X 3 3
Tridenti, Armold A 520-00-8378  08/31/2003 X 3 X X X X 3 3 X X 3 3
Maraven, Jadlyn L 2068 028-10-0876 00
Offer and Coverage Jan Feb Mar Apr May June July Aug Sept Oct Mov Dec
14. Offer of Coverage H H 1H 1H 1H 1H H [ [ H 1H 1H
15. Lowast Cost Monthly Premium
16. Safe Harbor 2A 2A 2A 2 24 24 24 24 24 24 24 24
Covered Individuals SSN Birth Date Jan Feb Mar Apr May. June  July  Aug  Sept Oct Nov Dec
Meraven, Jadyn L 028-10-0876 10/16/1989 ‘ 3 ‘ X ‘ 3 3 | 3 | 3 | X% | X ‘ X | X | X | X |
Stockman, Ericka ] 1915 505-00-2546 01
Offer and Coverage Jan Feb Mar Apr May Jung July Aug Sept Oct HNov Dec
14. Offer of Coverage 1E 1E 1E 1€ 1E 1E 1€ 1E 1E 1€ 1€ 1€
15. Lowast Cost Monthly Premium | 10.15 | 10.15 10.15 10.15 10.15 10.15 10.15 1015 1015 1015 1015 1015
16. Safe Harbor 2¢ 2¢ 2C 2¢ 2C 2 2c 2c 2c ¢ 2¢ 2¢
Covered Individuals SSN Birth Date Jan Feb Mar Apr May, June  July  Aug  Sept oct Nov Dec
Cott, Brendan L 730-00-6785  03/06/1978 X 3 X X X X X 3 X X 3 3
Crawmer, Kayli Joy B34-00-9930  04/12/2016 X 3 X X X X 3 3 X X 3 3
Schwandt, India Elizabeth  658-00-9544  03/23/2014 X 3 X X X X X 3 X X 3 X
Stackman, Ericka 1 505-00-2546  11/05/1976 X 3 X X X X 3 3 X X X 3
Vanholland, Harley M 2474 635-00-3982 01
Offer and Coverage Jan Feb Mar Apr May Jung July Aug Sept Oct HNov Dec
14. Offer of Coverage 1E 1E 1E 1E 1E 1E 1E 1E 1E 1E 1E 1E
15. Lowast Cost Monthly Premium | 10.15 | 10.15 10.15 10.15 10.15 10.15 10.15 1015 10.15 10.15 1015 1015
16. Safe Harbor 2¢ 2¢ 2C 2¢ 2C 2 2c 2c 2c ¢ 2¢ 2¢
Wisneviski, Aryanna 308 582-00-4381 01

Send to myReports

All data comes from the name, employment and primary job records effective as of

12/31 of the tax year.

If your Report Type selection is Audit, the following three sections will appear on the

register:

e Active employees not receiving a 1095-C

This section should contain part-time employees without coverage for the entire

year.

e Terminated employees from prior years receiving a 1095-C

This section will contain employees on COBRA and covered retirees.

e Employees without offer of coverage information for the entire year

This section should be blank, as it is not allowed by the IRS.

All three sections show the name and various other information to help identify the

employee.
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Sample 1095-C Register Audit

4 4 1 ofa b Pl @ Find |Next - &
1095-C Register
00 Tax Year 2021, FIN 03-8569865
000 Audit
®
Employes Status Hire Date _ Term Date  Job Ttle Department Benefit Group
Employees without offer of coverage information for the entire year
No Records Exist
Ten
Primary Department Admin/ C Outreach/C
2473 Yzaquirre, Peyton Inactive - Terminated 08/10/15  10/07/17  Neighborhood Relation Specialist Admin/Community Non Union-FT
Outreach/ Community
Engagement
Primary Department Admin/ Community Outreach/Communications
312 Pachla, Enrique M Inactive - Terminated 03/06/07  02/07/18  Communications Manager Admin/Community Non Union-FT
Qutreach/ Communications
Primary Department Admin/ Human Resources
2520 Kunze, Meghan M Inactive - Terminated 04/25/16  08/18/17  Human Resources Specialist Admin/Human Resources Hon Union-FT
Primary Department Admin/ Information Technology
2187 Pummell, Daphne R Inactive - Terminated 07/07/14  12/26/18  Technalogy Ses Specialist Admin/Information Technology Non Union-FT
Primary Department Comm Dev/Brooklynk
2063 Mcalmond, Riley C Inactive - Terminated 12/18/16  02/1618  Program Assistant IIT Comm Dev/Brooklynk Hon Union-FT
Primary Department Comm Dev/ Development Services/Economic Development
1758 Crookes, Allyssa A Inactive - Terminated 08/13/12  08/04/18  Development Project Coordinator Comm Dev/Development Hon Union-FT
Services/Economic
Development
Primary Department Comm Dev/ Development Services/ Planning
295 Gamet, Willow A Inactive - Terminated 09/29/05  05/04/18  Program Assistant IT Comm Dev/Development Hon Union-FT
Services/Planning
Primary Department Comm Dev/ Property Services/Business & Rental Licensing
2797 Bernhagen, Callie Inactive - Terminated 04/03/17  09/28/18  Property Maint Inspector/Rental Comm Dev/Praperty Non Union-FT
Services/Business & Rental
Licensing
222 Eirls, Jan L Inactive - Terminated 09/11/00  12/31j17  Property Maint Inspector/Rental Comm Dev/Praperty Non Union-FT
Services/Business & Rental [N
Licensing
227 Rew, Philip A Inactive - Terminated 10/20/08  12/31/18  Property Maintenance Inspector  Gomm Dev/Property Non Union-FT
Services/Business & Rental
Licensing
39 Yoshino, Savana Inactive - Terminated 11/21/02  08/23/18  Program Assistant Il Gomm DevjProperty Non Union-FT
Services/Business & Rental
Licensing
226 Zavodny, Agustin W Inactive - Terminated 07/30/07  11/30/17  Property Maint Inspector/Rental  Comm Dev/Property HNon Union-FT
Services/Business & Rental
Licensing
Primary Department Finance/Assessing
2044 Bubolz, Jonathan A Inactive - Terminated 11/25/13  01/26/18  Appraiser II Finance/Assessing Non Union-FT
10 Sexson, Darian D Inactive - Terminated 10/03/90  09/12/17  Appraiser 1 Finance/Assessing Non Union-FT
307 Standen, Bronson M Inactive - Terminated 02/10/97  08/03/18  City Assessor Finance/Assessing Non Union-FT
Primary Department Finance/Customer Service
2266 Drybread, Heather D Inactive 09/29/14  05/16/19  Program Assistant II Finance/Customer Service  Non Union-FT
293 Raudales, Devyn A Inactive - Terminated 05/11/98  03/30/18  Program Assistant II Finance/Customer Service  Non Union-FT
Primary Department Finance/Financial Services
2973 Emison, Jonas C Inactive - Terminated 01/22/13  08/22/18  Accountant Finance/Financial Services  Non Union-FT
2067 Koetz, Jayde H Inactive - Terminated 02/24/14  04/04/18  Accountant I Finance/Financial Services  Non Union-FT
Primary Department Fire/Fire Admin
2071 Colabrese, Blaise L Inactive - Terminated 03/10/14  08/20/18  Program Assistant II Fire/Fire Admin Non Union-FT
356 Kampe, Dimitri T Inactive - Terminated 07/28/08  03/03/18 Fire Chief Fire/Fire Admin Directors-FT
Primary Department Fire/Fire Operations
1386 Killpack, Wade P Inactive - Terminated 12/29/14  11/02/18 Firefighter Fire/Fire Operation: Firefighter hd

Print 1095-C Forms

The Print 1095-C Forms page, accessed by clicking the

icon on the 1095-C

Processing page, allows authorized users to generate official 1095-C forms:

new world
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1095-C Processing

@ @ @ @) () Print 1095-C Forms

Tax Year | 2021 o~

EIN | 03-8569865 Q-

Carrection Batch N
Employee -

Sort By Employee Name Q-

Form | 2021 1095-C <1

Truncate SSN [

Employee Status

[None] - Active -
MNen-Employee
Election workers
FiLA \!/'
Inactive
Leave of Absence Y
X Council —
X Election Judge
X Election-Office Worker |-t
X Farm Caretaker hd
X Fire
X PT-Active \L
X Retired
X Seasonal Non-5tudent - -
Available Statuses: 15 Selected Statuses: 1
=
Print Reset
1. Select the Tax Year. The current year is the default value.
2. Select the EIN. This value defaults from the 1095-C Employee List page.
3. |If applicable, select the Correction Batch. The names on the Employee drop-down

are filtered according to correction batch number, tax year and EIN. Only the
1095-C forms that match the selected correction batch number are generated. If
the correction batch is selected, an X will appear in the Corrected box at the top of
the 1095-C and 1095-C Z-Fold forms.

4. Leave the Employee field blank to generate 1095-Cs for all employees. Select the
Employee if the 1095-C should be generated for only one employee.

NOTE A 1095-C will not print for any employee who has elected to go paperless and has
a primary email address set up in Workforce Administration;, however, if an employee is
selected in the Employee prompt, a 1095-C will print.
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5. Inthe Sort By field, select whether to generate 1095-C forms by Employee Name
or Primary Department.

6. Select the 1095-C Form that you want to use. This entry is required.

7. Inthe Employee Status multi-select list boxes, select the status(es) for which
1095-Cs will be generated. You may use the list boxes to generate 1095-Cs for
current employees to be distributed with paychecks separate from the 1095-Cs
that need to be mailed to former employees.

8. Click Print to send the print file as a PDF to myReports.

The standard form will print on 8 %" x 11” paper with no perforations.
The form prints “portrait” instead of “landscape” so that it fits into a window
envelope. A Z-Fold form also is available.

9. From myReports, click the 2021 1095-C link on the left side of the page. The forms
will display on the right side of the page, allowing you to view the forms before
printing:

P BEIXD G W 5 o
10. Click in the top border of the preview pane:
.. -
0o
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17. Money A | AbajaTest | 449-00-7290

Farm 1095-C 2021)

Print

Destination

Pages

Color

More settings

Paper size

Pages per sheet

Quality

Scale

359 sheets of paper

& Adobe PDF

Al

Color

Letter

1

1,200 dpi

Default

Print using system dialog... (Ctri+Shift+P)

m Caneel

11. Select the appropriate print options.

NOTE It is recommended that you first print one form to ensure the paper is loaded

correctly in your printer before you print all forms.

12. Click Print.

Print 1095-C Z-Fold Form

NOTE The 1095-C Z-fold form must be printed on a network printer, due to additional
printer setup that needs to be performed.

The Z-fold version of the 1095-C form prints on legal-size paper. Printing from new
world ERP uses the default paper size for the printer you select, so unless that is the

default for your printer, you will need to follow the steps below to change the network

printer’s default paper size to Legal.

1. Connect to the server that houses the application server or the report server (if
installed) by going to Start > Run and typing mstsc /console:

> new world
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%2 Remote Deskiop Connection

G| v

[ Comnect || Cancel || Hep | [ Optioness |

vk W

7.

In the Computer field, type the name of your server and click Connect.
Log into the server using the administrator log in.
Select Start > Devices and Printers or Start > Printers and Faxes.

Right click the printer you will use to print the Z-fold 1095-C forms. Remember
that it should be a network printer, not a local printer.

Select Printing Preferences from the menu. Set the default paper size to Legal.

Below is an example for an HP PCL5 printer:

[ [Aebwcmd| Frrirg Srotan JﬁL&h]_ Frairgg | Jon Storege | Servem
BT AT 8§ DT g il [V A TR el A T
il i
4
| L Cenarm boavam Penng
o
1 Ihl_'
L | Tewh i) Ciaien | Sertreg
=
Faowr wom 35 = 14 inches
. ( = )
Fages e
s
| Boie Pararg it =
T gy
T =
Py Dt
Fis) e bl iy
.“ =
Fagan peay e
1| g par =
T Hanet
~— —
o [ s | [ toow

Click Apply to make the changes.

 hew world
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NOTE The log-on user for the service must have rights to the printer that you will use to
print the Z-fold forms. This setup has been performed if the printer is available for
selection on the myReports page.

8. You may print the 1095-C Z-fold forms from the Print 1095-C Forms page in new
world ERP. Remember to select the 2021 1095-C Z-Fold option in the Form field.
When you click the Print button at the bottom of the preview pane in myReports,
the printer will expect legal-size paper to be used.

9. Once the forms are printed, return your network printer to its default settings.

1095-C Transmittal Files

NOTE Certain information required for the 1095-C transmittal file must be entered on
your employer record prior to creating the transmittal file. If you have not set up these
required fields on the Applicable Large Employer (ALE) Member List, you will receive an
error when uploading your transmittal file to the IRS. Please review the sections on the
Applicable Large Employer Member List and the 1095-C Employee List.

The Create 1095-C Transmittal page, accessed by clicking the @ icon on the 1095-C
Processing page, allows authorized users to create electronic 1095-C XML files for
submission to the federal government:

= hew world 65

4 .
L a tyler erp solution



@ @ @ @ Create 1095-C Transmittal

Tax Year 2021 o
EIN | 03-8560865 o

Transmitter Control Code
Transmission Type Original % I

Communications Test [

& A

Create Reset

1. Select the Tax Year. The current year is the default value.
2. Select the EIN. This value defaults from the 1095-C Employee List page.

3. Enter the Transmitter Control Code. This is the number assigned by the IRS to
uniquely identify the transmitter. This field is required.

4. Select Original, Replacement, 1094-C Correction or 1095-C Correction for the
Transmission Type. A replacement transmission should only be used when
requested by the IRS.

Selecting 1094-C Correction adds a Corrected Unique Submission ID field to the
page. Selecting 1095-C Correction adds the Correction Batch drop-down, which

% %= New world 66
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requires a selection. For the 1095-C correction, only the employees linked to the
selected correction batch number are included in the transmittal file.

1095-C Processing

@ @ @ @ Create 1095-C Transmittal

Tax Year | 2021 Q-

EIN | 03-8560865 Q-

Transmitter Control Code

Transmission Type | 1094-C Correction o~

Corrected Unigue
Submission ID

Communications Test [

[

NOTE The Corrected Unique Submission ID is a combination of the Receipt ID and
Submission ID, using the pipe symbol ([) as a separator: ReceiptID | Submission ID.

1095-C Processing

@ @ @ @ Create 1095-C Transmittal

Tax Year | 2021 IR

EIN | (03-8560865 i

Transmitter Control Code

Transmission Type | 1095-C Correction Q-
Correction Batch -
Corrected Unique

Submission 1D

Communications Test ||

The following step (5) is not required for customers who have completed this
step successfully in a prior year; it is required only for customers who are
uploading 1095-Cs to the IRS for the first time:

5. To create a file you are required to send to the IRS as a communications test prior
to sending your actual 1095-C electronic file, select the Communications Test
check box. The files created for the communications test will not contain your
actual data; they will contain test data required by the IRS. After you have sent
those files to the IRS and passed the communications test, de-select this check
box to create files containing your actual data.

Step summary for customers uploading 1095-Cs to the IRS for the first time:

e Create a transmittal file with the Communications Test check box selected.
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e Upload the file to the IRS.

e Once the file is accepted, contact the IRS to have your account moved from
test to production before creating data with the Communications Test check
box deselected.

6. If the IRS requires a replacement file, an Original Receipt ID or Original Unique
Submission ID will need to be entered:

1095-C Processing

@ @ @ @ Create 1095-C Transmittal

Tax Year | 2021 % g
EIN |03-8569865 Q-

Transmitter Control Code

Transmission Type | Replacement Q-
Original Receipt ID

Qriginal Unique

Submission 1D

Corrected Unique |
Submission 1D

Communications Test [

7. Click the Create button. The following files will be sent to myReports:
e Validation Results for Manifest 1094-C Request
e Validation Results for 1094-C Request
e Manifest 1094-C Request
e 1094-C Request

8. For each validation report, click Open to check for errors. If either report contains
errors, make corrections and recreate the transmittal files. Below are examples of
common validation errors and what they mean:

File Edit View Favarites Tools Help

=?xml version="1.0" encoding ="UTF-8"7>
=ValidationResuits >
=Result=The elemeant "CompanylnformationGrp’ in namespace "urn;us:gov:treasury:irs;ext;acazair: 7.0" has incomplete content. List of possible
elements expected: "ContactNameGrp® in namespace "urn:us:gov:treasury:irs:ext:acazair:7.0% < /Result=>
</validationRegults>

This error indicates the Applicable Large Employer (ALE) was not updated. Contact
information must be entered, along with any other information the IRS requires
for the 1094-C. Please see the IRS instructions for additional details.
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[ File Edit view Favorites Tools Help

< ?xml version="1.0" encoding="UTF-8"?
- =ValidationResults>
<Result>The "wrn: easuryin T ssionld’ &l tis invalid - The value '5aa66121-1ba6-40d1-a825-
bﬂsochauﬂsdb:s‘(sllm!éy T is invalid M:l:urding tolts datatype "'urn:us:govitreasuryirs:ext:acaair: 7.0: AIRBusinessCorrelationld Type' -
The Pattern constraint failed.</Result>
=Result=The "wrn;us;gov: treasury:irs:ext:aca:air: 7. 0: DocumentSystemFileNm” element is invalid - The value
‘1094C_Request_12345_20151215T162521000Z.xml’ is invalid according to its datatype
‘urn:us:gov:treasury:irs:ext:acazair: 7.0:AlRDocumentSystemFileNmType' - The Pattern constraint failed. </fResult=
</validationResults >

This error indicates an invalid Transmitter Control Code was entered when the
transmittal file was created. Recreate the transmittal file, verifying the
Transmitter Control Code is entered correctly.

Once both validation reports indicate "No errors found," the Transmission Data
File 1094-C Request and the 1094-C Request are formatted correctly and may be
sent to the IRS.

9. Go to myReports. Click the 1094-C Request link on the left side of the page. You
will be asked whether you want to open or save the file.
10. Click the Save button to save the file to a folder on your computer where it may
be located to upload to the IRS. Follow the same process for the Transmission
Data File 1094-C Request file.
11. Upload these files to the IRS.
Resources
e 1094-C/1095-C Instructions: https://www.irs.gov/pub/irs-pdf/i109495c.pdf
e IRS ACA Home page: https://www.irs.gov/affordable-care-act
e ACA Administration and End User Guide (online help)
o o° o

% hew world 69

a tyler erp solution



https://www.irs.gov/pub/irs-pdf/i109495c.pdf
https://www.irs.gov/affordable-care-act

1099-R Processing Setup

Checklist

Following is a list of the tasks to be performed in 1099-R processing. Following this list

will help to ensure a smooth year-end process:

Daily Processing

Set up 1099 information on employee records.

1099-R Processing

Order 1099-R forms.

processing patch 2021.1.18.1.

For customers on the 2021 release, make sure to apply the year-end

Set up Box 7 codes.

Review the information on the1099 Company List. Review the 1099
List for any employee whom you feel may have incorrect 1099 data.

Generate the 1099-R work file using Create 1099 Data.

Print and review the 1099 Register.

Earnings Register.

Compare the 1099 Register to the Quarterly Wage Report and the

Print 1099 Forms.

Create the transmittal file for submission to the IRS.

Distribute 1099-R forms to employees.

Submit the 1099-R information to the IRS.

Set up taxes as needed for the new year.

Company Record

Before beginning 1099 year-end processing, you should review the Company

Information.

Maintenance > new world ERP Suite > System > Company Suite Settings> Company tab

Verify that the following fields on the Company tab are set up correctly:
e Company Name

e Address Line 1

% New world
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City

State
e Zip
Federal Tax ID

State Tax ID

ACH Company Name

":'. new WDrId new world ERP

myFavorites | Financial Management | Human Resources | Utdity Management | Community Development | Maintenance

Company Suite Settings
General Company Information ACH Information
Company Mame | new warid ER? E ACH Compary Mame | s weorkd ERP I
Address  BEZ W, Big Beaver Immediate Origin Type |F=der:l Tax ID :ﬁl
Suite 600 imamediste Ovigin | 143598779
ACH Company ldentification Type [rederal T ID ?|
ity Teoy ACH Compary denbfication | 143508779
State [KY - Kentucky o Intelligent Mail Barcode W
Tip Amad Barcode Idengifier
Phane Number Service Type lentifier
Fae Mumber Ilailer Identifier

Federsl Tax ID 95887766

State Tax I 2242451476

[ save ] rosot | pont

When the Create 1099 Data function is run from the 1099 Processing page, it will pull
this information into the 1099 Company Information page. Make any necessary
corrections and save the settings.

Federal Tax ID

Human Resources > Workforce Administration > Search > Employee > Employment

To set up an employee who has a 1099-R instead of a W-2, check the 1099 box on the
Employment tab.

An employee who was paid should show up under the Federal Tax ID specified in new
world ERP Company Suite Settings. If you select a Company on the Employment tab, the
employee should show up under the tax ID associated with the company:

'::. new world 7
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Employee Search

E ] Aipopo, Meagan M (555)

03162009

=

Effective Date  03,46/2000 |
Commoninks ___ .
Status Information

. Documents

Status  Active a - Commens
@ - Notes Status Event =
eSuite Access Event Reason r

Employee Service Employment Type | Full Time Employes

Employment Clazs  MNon-Exempt
|

EEOC  Full-Time Employee

Employment

o]0 o o

Company Tyler Technologies

Retirement Demographics 1093 @

Minimum Value to Create a 1099

The information on the minimum dollar amount that is required to create a 1099 may
be found in the company record in Year-End Processing.

Human Resources > Year-End Processing > 1099 Processing

1. Select the ) icon to display the 1099 Company List:

= hew world 7
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1099 Processing

B9 k.2 IQ 1099 Company List
Tax Year | 2021w

[ scarch | Reset |

Xl i
38-2382790 Mew World Testing Transmittal Files
03-8569865 NEW WORLD ERP
09-9887766 NWS
1-3 of 3 records

L ew ] pcicte | Retresn B copy |

Click the Company Federal Tax ID hyperlink to open the record:

2.

3. Click the 1099 Types tab:
% ’
%% hew world
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1099 Processing - 1099 Company List

1099 Company - 2021 - NEW WORLD ERP

Miscellaneous

Form Type
Minimum Amount 700,00

Retirement Distributions
Form Type
Minimum Amount

Proceeds from the Sale of Real Estate

Interest In\s
Form Type v
Minimum Amount 15.00
Certain Government Payments
Form Type w
Minimum Amount

Nonemployee Compensation

Form Type Form Type w
Minimum Amount 700,00 Minimum Amount
[ Sove |

4. For Retirement Distributions (1099-R), select the Form Type you plan to use.

5. Inthe Minimum Amount field, enter the minimum dollar value for which a 1099
should be created. The minimum dollar value is evaluated against all amount
fields on the 1099-R. If this field is left blank, a 1099 will be generated for any

amount paid to a 1099 employee.

6. Click Save to retain the values.

Forms Layout

No special setup is required if your organization uses new world standard forms. The
year-end update will include all the necessary form information.

Transmittal File

No special setup is required for the transmittal file. The year-end update will include all

the necessary information.

. New world
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1099-R Processing

Human Resources > Year-End Processing > 1099 Processing

Once the proper records have been set up and the year’s daily processing is complete,
users can begin the task of processing 1099s.

1099 Setup

The 1099 Setup page allows authorized users to associate hours codes with each
distribution type.

1. Select the Eg‘ icon to display the 1099 Setup page. (This page is the default when
opened from the Human Resources main menu.)

59 & 8 B|& 1099 setup

Report Information
Year | 2021 v
Box | Box7

Box Code 1 hd

Available Hour Code(s): 0 Selected Hour Code(s): 251

10 )5 Reg - 10J5 Reg
» 10 REG FT - Regular-FT
~—"  110T - Overtime
12 SICK FT - Sick Leave-FT
M) |13 VAC FT - Vacation-FT
14 HOL FT - Holiday-FT
15 FLOAT FT - Floating Holiday-FT
20 REG PT - Regular-PT
22 SICK PT - Sick Leave-PT
23 VAC PT - Vacation-PT
24 FLSA COMP - Comp Earned FLSA -Full Time Fire
24 FISA OT - Oneertime FISA - Full Timea Fira

fg

(A
\

[ save | recet |

2. Select the tax Year. The current year is the default selection.

3. Click in the Box Code field to select from a list of available distribution codes for
Box 7.

4. For each Box Code, select the associated hours code(s) from the Available Hour
Code(s) multi-select list box and move it to the Selected Hour Code(s) list box.

The Create 1099 Data process creates data based on the Box 7 code associated with the
hours codes paid to an employee. If an employee has wages for hours codes with two
different Box 7 codes, two different 1099 records are created.

The 1099 Register breaks down the totals based on the code entered in Box 7.

. hew world -
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Create 1099 Data
Human Resources > Year-End Processing > 1099 Processing

1. Select the & icon to display the 1099 List page. The current year will default in
the Tax Year field. Once the user selects a Company Federal ID, 1099 data can be
created:

1099 Processing

B9 Y HB|D 1099 List

Tax Year 2021 v Recipient/Transferor Name
Company Federal Tax ID 03-8569865 v Federal Tax ID/S5N
1099 Type 1099-R hd Transmitted <All>
Corrected <All> w
m m Create 1099 Data

2. Select the Tax Year. The current year is the default value. 1099 data can be
created for previous tax years.

3. Select the Company Federal Tax ID. This field is required. The company’s tax ID(s)
will populate the drop-down field.

4. Select the 1099 Type. This field is populated with 1099-R and disabled.

5. The Recipient/Transferor Name field allows you to search for a 1099 for a
recipient who is not a retiree. The value can contain up to 192 characters.

6. The Federal Tax ID/SSN field is another option that allows you to search for a 1099
for a recipient who is not a retiree. It can be used with the Recipient/Transferor
Name field or by itself.

7. Click Create 1099 Data. The Create 1099 pop-up appears:

Tax Year | 2021w

Company Federal Tax ID* | 03-8369865 v L}
1099 Type  1092-R o
Employee d

[ create | Reset | cance
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10.

11.

The Tax Year and 1099 Type selected on the previous page are displayed as
defaults on this page. Leave the Employee field blank to create 1099s for all
employees.

Click Create.

If 1099 data already exists for the employees, the user will see the message,
“1099 Data exists for selected employee(s). Overwrite this data?”

Click Cancel once the data is created. This will close the pop-up and return the
user to the 1099 List page.

Searching for 1099 Data
Once the 1099 data has been created, it can be viewed on the 1099 List page.

1.

Make sure the Tax Year, Company Federal ID and 1099 Type fields have the values
they contained when 1099 data was created.

Click Search. The list of 1099 employees will appear on the page:

1099 Processing

B9 88 B|E 1099 uList

TaxYear 2021w Recipient/Transferor Name
Company Federal Tax ID | 03-8560865 v Federal Tax ID/SSN
099Type  1099R v Transmitted | <All> v

Comected  <All> v

[ searcn | oset | &

Y Y I B
v v v v v v v

ASHTON K LOEPPKY 582-00-6922

COOPER D ARDENEAUX 487-00-1942

VOID OHIO 458752215

ZACH STETCHER 232-14-8578

1-40f 4 records 1 50 -

[ hew | | Retcess | Vendor nformation

Employees can be maintained as needed from this list.

Using the 1099 List

The 1099 List (shown above) displays the following employee information:

. new world 7

Recipient Name
Employee
Federal Tax ID
SSN

Validation Status
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Each page of this list may contain 50 employees. Users can scroll through the current

page and use the Frevious Fage MNexPages . Page 072 options at the bottom of
the list to navigate among the pages. The segment of the list being displayed and the
total number of employees returned by the search displays at the bottom left of the
page: lterns: 51 - 57 of 5?_

Sorting the 1099 List

The 1099 List by default is sorted by Primary Contact in ascending alphabetical order.
The list can be sorted by any other column simply by clicking on the column header of
the column the user wishes to use as the new primary sort criterion. To re-sort the list in
descending order, click the same column heading again.

Modifications to the sort order are retained only for the current page session. If the user
closes the session or navigates to another page using one of the buttons at the bottom
of the page, the page will return to the default sort order.

Modifying 1099 Form Information

Once 1099 Data is created, the user can view the data created for a particular employee
and edit it as needed.

1. Onthe 1099 List page, click the Recipient Name hyperlink for the employee record
you want to view. The 1099 Retirement Income page will open, defaulted to the
General tab:

1099 Processing - 1099 List
1099 Retirement Income - ASHTON K LOEPPKY

Account Number | 1675

Company Federal ID | 0385

Validated Box 1 - Gross Distribution

Transmitted Box 2a - Taxable Amount

Corrected Box 2b - Taxable Amount Nat Determined [

Emplayee | 1675 - Loeppky, Ashton K (=] Total Distribution [
Recipient Name | ASHTON K LOEPPKY Box 3 - Capital Gain (included in box 2a)
Doing Business As (DBA) Box 4 - Federal Income Tax Withheld
Federal Tax ID Box 5 - Employee Contributions or Insurance Premiums
SSN | 582-00-6922 Box 6 - Net Unrealized Appreciation in Employer's Securities
Address Line 1 | 3620 FELTON 5T Box 7 - Distribution Codels)
Address Line 2 IRA/SEP/SIMPLE [
Address Line 3 Box & - Other
Zip | 48084 Q- Box 8 - Other-Percentage
City |TROY Box 9a - Your Percentage of Total Distributicn
State | MI - Michigan e

Box 9b - Total Employee Contribution
Box 10 - Amaount Allecable to IRR within 5 Years
Box 11 - Roth Contribution Date ]
Box 12 - FATCA Filing Requirement ]
Box 13 - Date of Payment |

save ] savemn | petcie | et

'::. new world 78
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2.

All the information except the tax ID can be edited as needed. Click Save when all
changes are complete. The updates will be saved to the 1099 file.

Adding an Employee to the List

If there are other employees who need to receive a 1099, the user can add them to the
1099 list.

From the 1099 List page, click the New button. The 1099 Retirement Income page will

open,

defaulted to the General tab:

1099 Processing - 1099 List

1099 Retirement Income - ASHTON K LOEPPKY

General v Contact Information State Taxes Local Taxes

Company Federal ID | 038569865 v Account Number | 1675
Validated () Box 1 - Gross Distribution
Transmitted [ Box 2a - Taxable Amount
Corrected [ Box 2b - Taxable Amount Not Determined
Employee | 1675 - Loeppky, Ashton K Q- Total Distribution [
Recipient Name | ASHTON K LOEPPKY Box 3 - Capital Gain (included in box 2a)
Dioing Business As (DBA) Box 4 - Federal Income Tax Withheld
Federal Tax ID Box 5 - Employee Contributions or Insurance Premiums
SSN | 582-00-6922 Box & - Net Unrealized Appreciation in Employer's Securities
Address Line 1 | 3620 FELTON 5T Bax 7 - Distribution Code(s)
Address Line 2 IRA/SER/SIMPLE [
Address Line 3 Box & - Other
Zip 48084 o - Box 8 - Other-Percentage
City |TROY Box 9a - Yaur Percentage of Total Distribution
State | MI - Michigan hd

Box 9b - Total Employee Contribution
Box 10 - Amount Allecable to IRR within 5 Years
Box 11 - Roth Contribution Date |
Bow 12 - FATCA Filing Requirement [
Box 13 - Date of Payment ]

B sove B sovemen | peicie ] Resct

If the Validated check box selected, it indicates to the user that it has been
confirmed that this should be a 1099-R rather than a W-2. This field is for
information purposes only.

If you are adding an employee, select the name from the Employee field. You can
type part of the name in this field to filter the available values. Once you select
the employee, the name and address information from the employee record will
populate the fields on this page.

If you are adding a non-employee to the list, enter their name using the Recipient
Name field.

If applicable, the Doing Business As (DBA) field contains the name under which the
company is conducting business.

Either a Federal Tax ID or an SSN must be provided before the record can be
saved.

Populate the Address Line 1, either the Federal Tax ID or the SSN, and Zip Code
fields. The Zip Code value will populate the City and State fields.
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7.

8.

Populate the appropriate 1099 boxes with the amounts that should appear on the
1099.

When you click Save, the employee will now be part of the 1099 List. A 1099 will
be created for the amounts you specified, but this person will not be flagged as a
1099 employee.

Deleting an Employee from the List

If an employee is no longer a 1099 employee, he or she can be deleted from the 1099
List. To do this,

1.

Go to the employee record for the employee you want to delete from the 1099
List.

Go to the User-Defined attribute for the employee.

Blank out the 1099-R user-defined value and click Save. The employee will now
receive a W-2 when Create W-2 Data is run.

Go to the 1099 List. Highlight the employee and click the Delete button. The
employee has now been removed from the 1099 List.

1099 Register

Human Resources > Year-End Processing > 1099 Processing

The 1099 Register will show all the transactions for each 1099 employee, sub-totaled by
employee. All transactions are listed in this report, which includes transactions for
employees that did not exceed the minimum amount required to print a 1099. This
report allows users to verify the inclusion of all valid 1099 transactions and also the
exclusion of non-1099 transactions.

1.

|_1i
Select the 1099 Register icon &4 from 1099 Processing:

. hew world 0
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1099 Processing

B9 GO IE’.»J 1099 Register

Load Saved Report w Distribution Group v @
Override Report Title Email Group A @
Select Based On Sort/Sequence By
Tax Year 2021~ Summary hd
Report Type
Company Federal Tax ID 03-8569865 v
Validated CAll> " Exceeding Minimum Cnly O
Tranemitted CAll> v Include all Remittance Addresses ]
Corrected <All> w
Available 1099 Types: 0 Selected 1099 Types: 1
- » 1099-R -
S
)
Ry
|
p—
MR -

print J resct B sove | sovene

Select the Tax Year. The current year is the default value.

Select the Company Federal Tax ID. This field is required. Many organizations will
have only one Company Federal Tax ID, but in the case of a multi-company
scenario, the register may be run for only one company at a time.

Select the Report Type. The options are Detail, Detail with G/L Distributions,
Summary and User Adjustments. Summary is selected by default.

e If Summary is selected, the report will display the contact’s Name, Number
and Address information, plus the box totals for the employee’s 1099.

e If User Adjustments is selected, the report will display only those
employees whose 1099 information has been adjusted for the 1099 type(s)
selected. It displays the employee’s Name and Number, the Box Number
where the value was changed, the Original Amount, the Amount on 1099

and the Adjusted Amount.

Determine whether Exceeding Minimum Only should be selected. This check box
is cleared by default. If it is left cleared, 1099 transactions for all employees,
regardless of the amount, will appear on the register. If the check box is selected,
only employees whose transactions exceed the minimum amount required to

print a 1099 will appear on the register.

Select the 1099 types that should be included on the register. Type 1099-R must
be selected. Click the type and click the Add button to add 1099-R.
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7. Click Print to run the 1099 Register.

8. If you want to save the report criteria, click the Save button and provide a name
for the report. Then click the Print button. The 1099 Register will be sent to
myReports.

9. Compare the report results to the Quarterly Wage Report and the Earnings
Register.

Print Directly on Blank Stock Forms

Organizations must use IRS Blank Stock tax forms to print 1099s. When printed, the
1099 Blank form types available in new world ERP are replicas of the IRS forms.

It is recommended that you test print one form to ensure the paper is loaded correctly
in your printer before you mass print all forms. In addition, the 1099 tax forms are now
automatically saved as Adobe Acrobat PDF files in the system when generated.

Print 1099 Forms

NOTE Special instructions for printing the 1099-R Z-fold form appear at the end of this
section.

The 1099 Forms page allows users to specify the 1099 form to be printed and then print
the actual 1099s to send to the employees.

1099 Processing

B9 & D %B|& 1099 Form

Report Information
Tax Year | 2021w
Company Federal Tax ID | 03-8569865
1099 Type | 1099-R w
Form Type | 2021 1099-R Blank Copy 1 b
Exceeding Minimum Only
Employee =
Recipient/Transferor Name
Federal Tax ID/SSM
Transmitted <Allx v

Carrected <All= v

print | Resct |
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1. Select the Tax Year. The current year is the default value.

2. Select the Company Federal Tax ID. This field is required. Many organizations will
have only one Company Federal Tax ID, but in the case of a multi-company
scenario, the forms may be printed for only one company at a time.

3. Select the 1099 Type. 1099-R is the only option and is selected by default.
4. Select the Form Type. This field is required. The available types will vary.

5. Select the Truncate SSN check box if the number should be truncated for security
purposes when it is printed. The Truncate SSN check box will appear for Blank
Copy C and Blank Copy Z-Fold forms only.

6. Determine whether Exceeding Minimum Only should be selected. This check box
is selected by default. If it left selected, only employees whose transactions
exceed the minimum amount required to print a 1099 will be printed. If the check
box is cleared, 1099 transactions for all employees, regardless of the amount, will
be printed.

7. Leave the Employee field blank to print 1099s for all employees. Select the
Employee if 1099s should be printed for only one employee.

8. The Recipient/Transferor Name field allows you to print a 1099 for a recipient who
is not a vendor. The value can contain up to 192 characters.

9. The Federal Tax ID/SSN field is another option that allows you to print a 1099 for a
recipient who is not a vendor. It can be used with the Recipient/Transferor Name
field or by itself.

10. Click Print to send the print file to myReports.

11. Go to myReports. Click a 2021 1099 Form link on the left side of the page. Only
the tax values for the 1099 form appear on the screen and can be reviewed
before you print the form:

(8 £ X = ¢ %

=4
=

12. Load the appropriate blank IRS tax forms into your printer based on the form type
you are printing.
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13. Click in the Adobe toolbar at the top of the preview pane to print the form:

Print 2 sheets of paper
—\vcm [] CORRECTED pap
FAVER'S name. siroel address, city of own. stafe or province. | 1 Goms disrbasion G o, T845- 0115 Distributions From
country, ZIP or foreign postal code, if\ﬂr‘)‘w .'\O Pensions, Annuities,
NEW WORLD ERP Pt et or Destinat R —
B0 i ring Plans, estination obe v
S8, BG BEAVER 2021 kRS, Inturance =
(248)265-1000 Contracts, ete.
Copy D
For Payer Pages All
PAYERSTIN RECIFIENTS T andlor
 City,
03-8569865 582-00-6022 or Local
Tax Department Coler Color -
T O rave i a7 o o o, s P oo | 8 Net unreaiized
appracatian in For Privacy Act
IASHTON K LOEPPKY SEIONECS SECUTDES | aq Paperwork
[3620 FELTON ST o s heciuction Act
[TROY. MI 48084 7 Distribution [ B0 18 Other 2021 General ;
codels) e Instructions for More setiings ~
5 Certain
Information
(53 ou parcaniage of ol |96 Totd evpiar conbuions ‘Ratums.
dsirguion )
70 Amoun alocabie 1o AR |11 Tolyaar o1 aeay | 12 FATCA Hiog | 14 Staie i withess |18 StateiPayer's siate o, | 16 Siats asrmoution
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] 1 s
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1675 B
£ s Pages per sheet 1 -
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Quality 1,200 dpi -
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NEW WORLD ERPD Retirement or Scale Default -
BT Profit-Sharing Plans,
B e R 2021 RS, Insurance
(248)268-1000 ror 1099-R Gontracts, ete.
tion [ Copy D Print using system dialog.. (Ctrl+Shift+P) e}
For Payer
PAVERS TIN RECIFIENTS T  Federa meame & - and/or
e State, Crty,
03-8569865 487-00-1942 or
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[TROY, MI 48084 :
14 8 Other ‘
] o n
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paymant
1666 3
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14. Select the appropriate print options.

NOTE It is recommended that you first print one form to ensure the paper is loaded
correctly in your printer before you print all forms.

15. Click Print.
1099-R Z-fold Form for 2021 Tax Year

The Z-fold version of the 1099-R form prints on legal-size paper. Printing from new
world ERP uses the default paper size for the printer you select, so unless that is the
default for your printer, you need to change the network printer’s default paper size to
Legal.

1. Click in the top border of the preview pane to print the form:
2. Select the appropriate print options.

3. Under More Settings, select a Paper size of Legal:
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[lvoo__[] conneoTen Print 2 sheets of paper
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Destination % Adobe PDF -
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4. Adjust the other print options as needed and click OK.

WARNING After you print your 1099 forms, be sure to return your printer setup to the
previous default settings; otherwise, New World ERP data you print may not be in the
intended format.

Print 1099-R Z-Fold Form for Years Prior to 2009

NOTE The 1099-R Z-fold form must be printed on a network printer, due to additional
printer setup that needs to be performed.

The Z-fold version of the 1099-R form prints on legal-size paper. Printing from new
world ERP uses the default paper size for the printer you select, so unless that is the
default for your printer, you will need to follow the steps below to change the network
printer’s default paper size to Legal.

1. Connect to the server that houses the application server or the report server (if
installed) by going to Start > Run and typing mstsc /console:
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vk W

2 Remote Desktop Connection

| Comect || cCanca || Heb || Opiorsss |

In the Computer field, type the name of your server and click Connect.
Log into the server using the administrator log in.
Select Start > Devices and Printers or Start > Printers and Faxes.

Right click the printer you will use to print the Z-fold 1099-R forms. Remember
that it should be a network printer, not a local printer.

Select Printing Preferences from the menu. Set the default paper size to Legal.
Below is an example for an HP PCL5 printer:

o 13- HPULS cr HWCRP Printing Pocfermon: |
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Foarn vy il i
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7 A e =
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7. Click Apply to make the changes.

NOTE The log-on user for the service must have rights to the printer that you will use to

print the Z-fold forms. This setup has been performed if the printer is available for

selection on the myReports page.

8. You can now print the 1099-R Z-fold forms from the 1099 Form page in new world

ERP. Remember to select the 1099-R Blank Z-Fold option in the Form Type field.
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When you select the Print button at the bottom of the preview pane in
myReports, the printer will expect legal-size paper to be used.

9. Once the forms are printed, return your network printer to its default settings.

Create 1099 Transmittal File

The 1099 Transmittal page allows users to create an electronic 1099 file to send to the

IRS.

1099 Processing

E;J @ @ Eﬂlt&! 1099 Transmittal

Report Information
Tax Year | 2021w
Company Federal ID | 03-8569865 v
Transmittal Type | Federal v
Payer Name Control
Transmitter Control Code | 12345
Exceeding Minirmum Cnly
Combined Federal/State [
Transmitted | MNo v
Corrected Mo v %

Final Transmission  [J

Contact Information
Mame | Kevin Howell
Phone | (111)222-3333

E-Mail

Available 1099 Types: 0

[ create J Resct

Selected 1099 Types: 6

(p) [10%9G -
=" |1099-INT

; 1099-MISC
(»)  1099-NEC
T

1099-5

| -
\\__‘/

p

1. Select the Tax Year. The current year is the default value.

2. Select the Company Federal Tax ID. This field is required. Many organizations will
have only one Company Federal Tax ID, but in the case of a multi-company
scenario, the transmittal file may be created for only one company at a time.

3. Enter the Payer Name Control. This code identifies the payer and may contain up
to 80 characters. It is provided by the IRS.

4. Enter the Transmitter Control Code. This field is required to transmit 1099s. This
code is also provided by the IRS and is five characters long.
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5. Determine whether Exceeding Minimum Only should be selected. This check box
is selected by default. If it is left selected, only employees whose transactions
exceed the minimum amount required to print a 1099 will be transmitted. If the
check box is cleared, 1099 transactions for all employees, regardless of the
amount, will be transmitted.

6. Enter the Name. This is the name of the person at the organization that the IRS
should contact if there are concerns about the transmittal file. The name is
required; it may contain up to 40 characters.

7. Enter the Phone number. This is the phone number of the person at the
organization that the IRS should contact if there are concerns about the
transmittal file. The phone number is required; it may contain 10 characters.

8. Enter the Email address. The contact’s email address may contain up to 35
characters.

9. Click the Create button. The transmittal file will be sent to myReports.

10. Go to myReports. Click the 2021-1099 Transmittal link on the left side of the page.
You will see a page like the following:

10139 Processing - 1099 Transmittal

myReports
PEEIXD %
Report Results
=0 Reports for Don Wagberg = Report Description  Vender 1099 Transmittal Report
& O Cuert Submitted Date  12/07/2021

E [J 2021 1099-R Retirement Income Bla Status Complete
ﬁl [ 1009 Employees without Taxable An RunBy Don Wagberg
2 O 1009 Employees without Taxable An
T O 2021 1005¢
ﬁl (J 2021 W-2 Print Form - Employee
@ [ w-2 Transmittal
E’ [ w-2 Transmittal
@ [ W-2 Transmittal %

11. Click the Download File button and save the file to a folder on your computer
where it can be located to send to the IRS.
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