Wage Base CGorrections

This documentation will explain in detail how to complete a wage base adjustment to
correct an employee’s year-to-date (YTD) taxable wages and tax deduction for all statutory

deductions such as Withholding, Social Security, Medicare and SUTA. All adjustments are
made in a supplemental batch.

Common scenarios that might occur and that can be corrected by doing a wage base
adjustment are:

Refund FICA

Employee was set up to have FICA, Medicare, and SUTA deducted and should have

- been Medicare and State only. FICA will need to be refunded to the employee. (For this
instance employee taxable gross was $1700.00)

Finance > Payroll > Processing > Payroll Batches

Create supplemental payroll batch € Create Batch

New Payroll Batch

Identifier

Payroll Period®  supplemental Fayroll |L]

Instructional Period® 2014-2015 School Year -

Period Begin® l:l ""‘]

Comments* |

Adj. Load Options*® |

-

[ K Create ] [ OCanceI ]

»Payroll Period — Supplemental Payroll

»Instructional Period - Select from drop down or Manually Enter the Period begin and Period
end dates.

»Comments — Description or purpose of the supplemental payroll ie. FICA correction
»Adj. Load Options - Select None

Benefit Programs OMNLY
Additional Allowances ONLY
All
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Scheduled Payments

Once the batch is created - Select the tab and (4] Add Staff

¢ Check the employee that will receive the correction and enter & save

Aamodt, Catrina

Ambuehl, Howard
Anastasia, Oretha
Arabian, Shondra

Artinger, Ailene

OO0 00O O

Auten, Benedict

Selectthe ¥ button to the right of the employee name.
Select ¥ Taxable Gross

»Enter Credit into box next to Social Security (FICA) and enter & save

Edit: Supplemental Batch: Refund FICA ~ 12/01/2014-12/31/2014

Payroll Payment Detail £92355

Employee:

Statutory Adjustments : Taxable Gross Modifications

Federal Withholding ,._|_|_ (withholding)

Social Security (FICA) m

Medicare
Federal Unempl (FUTA) |
State Unempl (SUTA)
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WebSmart will calculate the deduction amount correctly based on the taxable gross entered.

Statutory Adjustments ‘ Eligbility | :‘_.r' Taxable Gross | Contributions ‘ Deduction | Actions
Federal Withholding [Single / 1] $0.00 $0.00

Social Security (FICA) [[ some text goes here ]] Eligible ($1,700.00) {$105.40) ($105.40)

Medicare Eligible $0.00 $0.00 $0.00

Federal Unemployment (FUTA) Eligible $0.00 $0.00

State Unemployment (SUTA) Eligible $0.00 $0.00

Workman's Compensation $0.00 $0.00

Totals ($105.40) ($105.40)

Click on © Earnings

Allowance™ gne-Time -

Name* |pefund FICA

Payroll Tax Treatment® Exempt from Withholding, FICA, Medicare, State
Payroll Activity Code™ 73 - Non-salary -

Workers Comp*® pNope -

Distribution®™ :=ypplemental i= NOT State Retirement System qualified | »

Amount* 105.40

Expense Mask™ 777 +-77 +-7977? .77 -777 -7 -7 -7 »-77 =

| Bisave | | ®cancel |

»Allowance — Select One —Time in the drop down menu

»Name — Description of the adjustment. This will be the description on check

»Payroll Tax Treatment — Select Exempt from Withholding, FICA, Medicare, State from drop
down menu

»Payroll Activity Code — Select 78 — Non Salary from drop down menu

»Workers Comp — Select None from the drop down menu

»Distribution — Select Supplemental is NOT State Retirement System qualified from drop down
menu

»Amount - Enter amount of adjustment (refund)

»Expense Mask — Leave all question marks

Enter ) Save

This will correct the employees YTD taxable FICA wages and deduction and issue a check to the
employee for the deduction amount.
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This will correct the employees YTD taxable FICA wages and deduction and issue a check to the
employee for the deduction amount

rappl TBatch: Refund - 174014-13/ 31/ 2004 u Em.—mu!rﬂ.-

Payroll Paymant Datail #92355% to Echoduled Payments
f:.ml:um': of Employea = =
- - Earningi: §105.40
L Emplayee: 12.92 E
Dock Rate: §103.37 Het Carnings: §105.40
| Suppk - Direct Deposit Effective 87172014 ) rdit Time | Days | nwrum-| lm-l ﬂnmhnl Actions
Maint - Bripend {100,000 ok T §Eona $0.00
Maint B Custedial Cintrict Wicks [100.00%] WA no0 000 $34,306.00 $0.00
Miaint B Cugsosial Houry (0.00%) ST Hours! 600 noe 000 11252 $0.00
irt Crymrsine (0U00% ) T Fours: 000 .30 000 3397 0,00

Refand FICA swsen BOQ ol
Taotals $105.48

Loave | Loave Type | unas accrued | ) unts Taken |

Tatals s0.00
Statulory Adjusiments Fica Taxabla YTD 4] £/ Taxabls Grows | Conlribatioas | Beduction | Actisns
Faderal Withhelng | Comecied I -, $0.00 $0.00

Sccsal Swcurty (FICAT [[ some text gous hers 1] = 51, 700.00) ($108.4) [s205.40)

A — Eligble $0.00 FOL00 $0.00

Fadaral Unemgloyment [FUTA) Eigibie 50.00 1000

Seete Unamployment (GLUTA) Elsgeble H.oD [ =R
Workenee's Compensalion $0.00 820000
Tatals ($105.40)

FICA WWihiholking
YT Comatied

Refund Medicare

Employee was set up to have FICA and Medicare deducted and should have been FICA
- only. Medicare will need to be refunded to the employee. (For this instance employee
taxable gross was $1700.00)

Finance > Payroll > Processing > Payroll Batches

Create supplemental payroll batch € Create Batch

New Payroll Batch

Identifier

Payroll Peried™  supplemental Payroll IL]

Instructional Peried™  2014-2015 School Year -

Period Begin® l:l :j
Period End* l:l =

Comments* |

Adj. Load Options*®  a)| -

[HCreate] [OCanoeI ]
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»Payroll Period — Supplemental Payroll

»Instructional Period - Select from drop down or Manually Enter the Period begin and Period
end dates.

»Comments — Description or purpose of the supplemental payroll ie. Medicare correction

»Ad]. Load Options - Select None

Benefit Programs ONLY
Additional Allowances ONLY
All

Once the batch is

Scheduled Payments

created - Select the tab and IﬁAdd Staff

\/ Check the employee that will receive the correction and enter & save

Aamaodt, Catrina

Ambuehl, Howard
Anastasia, Oretha
Arabian, Shondra

Artinger, Ailene

O O0OO0O0OOO0aO0O

Auten, Benedict

Selectthe ' button to the right of the employee name.
Select & Taxable Gross

» Enter Credit into box next to Medicare and enter & Save
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Edit: Supplemental Batch: Refund Medicare ~ 12/01/2014-12/31/2014

Payroll Payment Detail #92361

Employee:

Statutory Adjustments : Taxable Gross Modifications

Federal Withholding |

(withholding)

Social Security (FICA) [—‘_I_
Medicare [ﬂ

Federal Unempl (FUTA) |:
State Unempl (SUTA) [ |

[ EAsave I [ S cancel I

WebSmart will calculate the deduction amount correctly based on the taxable gross entered.

Statutory Adjustments | Eligbility | E Taxable Gross | Contributions Deduction | Actions
Federal Withheolding [Single / 1] $0.00 $0.00

Social Security (FICA) Eligible $0.00 $0.00 $0.00

Medicare Eligible ($1,700.00) ($24.65) (524.65)

Federal Unemployment (FUTA) Eligible $0.00 $0.00

State Unemployment (SUTA) Eligible $0.00 $0.00

Workman's Compensation $0.00 $0.00

Totals ($24.65) ($24.65)

Click on © Earnings
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Allowance® QOne-Time -

Name™* |F{Ef|_|r||:| Medicare

Payroll Tax Treatment® Ewempt from Withholding, FICA, Medicare, State -

Payroll Activity Code® 73 - Non-salary -

Workers Comp®™  pgne -

Distribution®™  Sypplemental is NOT State Retirement System qualified =

Amount* 74.65

Expense Mask®™ 777 - 77 +- 7977 o,

[ kisave I [ ®Ocancel ]

P o - w7 - -7 -

»Allowance — Select One —Time in the drop down menu
»Name — Description of the adjustment. This will be the description on check

»Payroll Tax Treatment — Select Exempt from Withholding, FICA, Medicare, State from drop
down menu

»Payroll Activity Code — Select 78 — Non Salary from drop down menu

»Workers Comp — Select None from the drop down menu

»Distribution — Select Supplemental is NOT State Retirement System qualified from drop down
menu

»Amount - Enter amount of adjustment (refund)

»Expense Mask — Leave all question marks

Enter & Save

Bt Supplemenial Batch: Reland Hedicars = 13017 1014-13] 312014 i

Payrall Payment Detail #91361

At of Empiope
Relfund

L Employes:

Positions [ Sepplessenls - Derect Depasl Eifective 8/1/2014 .Ell'ﬂlkﬂtfﬂﬂl m: Eate ﬂ&lﬂhﬁ:m
Hawnl + Supeead [L00.00% ) L] @20 3,00 $503.00 B
Haard b Comodhsd Damtrt Wi §200.00%) Lp ] . 50 500 | i)
Mg b Comochad Moyrty [0.00% ) FT Mowr 350 2.9 L) | TR B
Mrt Cvarbma [0.50% 5T Foeric 000 [T~ T (Fe K] .00
B st tedcare pees B O W
Tatads FPLES
Leave Lﬂ#:h‘p-e Units Accrued | ([ Wnits Taken |
Totals

[ Modicare
latetory Adjealmenty L) Tamable Withholdng YTD Deductian ! Fr e
Tedural W thhidng 0 iadd 5000

Sanal Tesarty [FICA] F00 .50 B0
Mgdrane (FLTO00G) [BIL55) (524.65]
Fpdgryl Urspmiplesrrapnt [(FUTR) .50 360
Soate Usempicrement (SUTA] .20 200
Wericran g Comcennan MR o]
k Tetady n [$24.65) [$24.85) I
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This will correct the employees YTD taxable Medicare wages and deduction and issue a check to
the employee for the deduction amount.

Refund Extra Withholding

(Exempt)
Employee was set up to have Married and 1 exemption withheld from their check and
- should have been an exempt employee. Withholding will need to be refunded to the
employee. (Taxable gross will not be entered because it will not change)

Finance > Payroll > Processing > Payroll Batches

Create supplemental payroll batch € Create Batch

New Payroll Batch

Identifier

Payroll Period®  supplemental Payroll |L]
Instructional Period®  2014-2015 School Year «
Period Begin® I:I "'1
Period End* I:I - |

Comments* |

Adj. Load Options™ 4| -

[ K Create ] [ OCanceI ]

»Payroll Period — Supplemental Payroll

»Instructional Period - Select from drop down or Manually Enter the Period begin and Period
end dates.

»Comments — Description or purpose of the supplemental payroll ie. Withholding correction

»Adj. Load Options - Select None

Benefit Programs ONLY
Additional Allowances ONLY
All

Scheduled Payments

Once the batch is created - Select the tab and (+] Add Staff
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*/ Check the employee that will receive the correction and enter & save

Aamodt, Catrina

Ambuehl, Howard
Anastasia, Oretha
Arabian, Shondra

Artinger, Ailene

OO0 00O O

Auten, Benedict

Select the % button to the right of the employee name.

Select Y Taxable Gross

» Enter Credit into box of Federal Withholding and enter &4 save

Edit: Supplemental Batch: Refund Withhuldin-g e 12/01/2014-1231/2014

Payroll Payment Detail #92362

Employee:

Statutory Adjustments ;: Taxable Gross Modifications

L Federal Withholding l -50.00| (withigalding) u

Social Security (FICA) |:
Medicare |

Federal Unempl (FUTA) I:
State Unempl (SUTA) | |

| iAsave | | ®cCancel |
=« 3
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Statutory Adjustments Eligbility ‘;‘_, Taxable Gross Contributions Deduction | Actions

Federal Withholding [Single / 1] $0.00 ($50.00)

Social Security (FICA) Eligible $0.00 $0.00 $0.00

Medicare Eligible $0.00 $0.00 $0.00

Federal Unemployment (FUTA) Eligible $0.00 $0.00

State Unemployment (SUTA) Eligible $0.00 $0.00

Workman's Compensation $0.00 $0.00

Totals $0.00 ($50.00)

Non-Statutory Adjustments Source ‘ @ Contribution | O Deduction | Actions
Click on @ Earnings

Positions / Supplements : Manual Supplement

Allowance™ gpne-Time -

Payroll Tax Treatment*
Payroll Activity Code*
Workers Comp*

Distribution®

Name® |Refund Withholding

Exempt from Withholding, FICA, Medicare, State  »

78 - Non-salary

None -

Supplemental is NOT State Retirement System qualified

Expense Mask®

TP e - TP e - T w

l isave ] [ ®cancel l

e - -

?ow- ¥ oW

T ow-7 -

»Allowance — Select One —Time in the drop down menu
»Name — Description of the adjustment. This will be the description on check
»Payroll Tax Treatment — Select Exempt from Withholding, FICA, Medicare, State from drop

down menu

»Payroll Activity Code — Select 78 — Non Salary from drop down menu

»Workers Comp — Select None from the drop down menu

»Distribution — Select Supplemental is NOT State Retirement System qualified from drop down

menu

»Amount - Enter amount of adjustment (refund)
»Expense Mask — Leave all question marks

Enter ) Save
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[Fayroll Pavmed Detall 132362 w

L Employen:

Poutticns | Sepplemants - Direct Depasit EBfectes 671/ 2014 |L|iﬂl'lhll'ﬂwl

Mt - Riperd (13680 ] L w8

Maent & Custucial District Wide {30000} L oW

Maant & Custrdial Hoery (0.00%] 5T Mowrs: .00 e nis (1]

M Crvertames (0.00%] 5T Mours: (.00 T T ik 1]

Refund Warrokdng e ¥ 0
|grmtals $50.00

Leave | eave Type | s Accrued | ) uns Taken |

Tolals 00

frdpral Wettclng [enghe | 1] [ssa.88)

Speial Sty (FICH) b i Wisthalging Y10 i

Paslesirg Sytie comeched s

Feceral nemployment [FUTA] Eipbie

Satn Unesspioymant (SUTA) igitia G [T

T | Carenasten Ft ke

Tolaks #000 (s50.00)

Han Slaldony Afjmtments | Shure |-°I:m (D) Deducticn | Actions

This will correct the employees YTD Withholding deduction and issue a check to the employee
for the deduction amount.
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Deduct FICA

Employee was set up to have Medicare deducted and should have been FICA and
Medicare. Fica will need to be deducted.. (For this instance employee taxable gross was
$1700.00)

Finance > Payroll > Processing > Payroll Batches

Create supplemental payroll batch € Create Batch

New Payroll Batch

Identifier

Payroll Period®  supplemental Payroll |L]

Instructional Period™  2014-2015 School Year -

Period Begin® l:l "'1

Comments* |

Adj. Load Options™ 4| -

[ i Create ] [ OCanceI ]

»Payroll Period — Supplemental Payroll

»Instructional Period - Select from drop down or Manually Enter the Period begin and Period
end dates.

»Comments — Description or purpose of the supplemental payroll ie. Medicare correction

»Adj. Load Options - Select None

Benefit Programs ONLY
Additional Allowances ONLY
All

Scheduled Payments

Once the batch is created - Select the tab and (+] Add Batch

*/ Check the employee that will receive the correction and enter & save
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Aamodt, Catrina

Ambuehl, Howard
Anastasia, Oretha
Arabian, Shondra

Artinger, Ailene

OO0 00O O

Auten, Benedict

Selectthe ¥ button to the right of the employee name.
Select ¥ Taxable Gross

»Enter Credit into box next to FICA and enter & Save

Payroll Payment Detail 292362

Employee:

Statutory Adjustments : Taxable Gross Modifications

Federal Withholding | I | (withholding)
m [ |]
Social Security (FICA) 1,700.00 —

Medicare |
Federal Unempl (FUTA) |

State Unempl (SUTA) |

[ fAsave | ®cancel

WebSmart will calculate the deduction amount correctly based on the taxable gross entered.
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Statutory Adjustments Eligbility :\_-,,‘ Taxable Gross Contributions Deduction | Actions
Federal Withholding [Single / 1] $0.00 $0.00

Social Security (FICA) [[ some text goes here ]] Eligible $1,700.00 $105.40 $105.40

Medicare Eligible $0.00 $0.00 $0.00

Federal Unemployment (FUTA) Eligible $0.00 $0.00

State Unemployment (SUTA) Eligible $0.00 $0.00

Workman's Compensation $0.00 $0.00

Totals §105.40 $105.40
Mon-Statutery Adjustments Source | @ Contribution @ Deduction | Actions

Click on € Earnings

Allowance® gpe-Time |L]

& N .
Name |F||:a Correction

Payroll Tax Treatment®  Ewempt from Withholding, FICA, Medicare, State  «
Payroll Activity Code® 73 - Non-salary -
Workers Comp™  None -
Distribution®  supplemental is NOT State Retirement System qualified

Amount* 105.40

Expense Mask®™ 777 4 - 77 »-7777 .77 -7 -7 w-7?7 w-7 »-77 ¥

’ kisave ] [ ©cancel l

»Allowance — Select One —Time in the drop down menu

»Name — Description of the adjustment. This will be the description on check

»Payroll Tax Treatment — Select Exempt from Withholding, FICA, Medicare, State from drop
down menu

»Payroll Activity Code — Select 78 — Non Salary from drop down menu

»Workers Comp — Select None from the drop down menu

»Distribution — Select Supplemental is NOT State Retirement System qualified from drop down
menu

»Amount -Enter amount of adjustment (refund)

»Expense Mask — Leave all question marks

Enter ) Save
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[Fliit: upplemental Batch: Aefusd Wrthisskding = 11701/ 2004-12/31/ 2084 Iwm"
Puproll Puymest Detsd S91361 T b Schedled Paymesats
Mo Check ssuedbt TS

L Emplayee: WS Cometed ﬂﬁ-:ﬁ
Fuations | Sapplemeas - Direct Depas Efiectrve 0/1/2014 | & e Tene 1 B | Overtime | Sate|  (Eaenings | Actioes
et - oand (L0L00%) WA T B0 e

Mt & Costodal Dnsirit Wide {530.00%) Nk B mDO 24800 e

Mprt & Conicciadl Mgprly [CL00%] 57 Aoene 0 =] ¥ ] FiaR BLog

Mot Dvermme {2100 ST Pers: B30 T §2137 e

| Cometice nea & Oa|
Totals $HE5.80

Leave | vowen Tz || ity tcrwed | ) Unit Token |

Totals s
e (o Yoo o
tedergl B S poiteg Comtpchid B o

Societ Securty (FICA) ] s taat goes hare | L_.-—A A T S1ghas

Moy Euphle 0 [T

Federsl Unammgioymant [TUTA) [T Fiea Wehkdg YTD

aty Unemgiaymant {5474} Wb Comached

Wromge ) Do
.I“ SI05.8 $IEA80

This will correct the employees YTD taxable FICA wages and deduction correct earnings for the

employee.
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Deduct Medicare

Employee was set up to have FICA deducted and should have been FICA and Medicare.
Medicare will need to be deducted.. (For this instance employee taxable gross was
$1700.00)

Finance > Payroll > Processing > Payroll Batches

Create supplemental payroll batch € Create Batch

New Payroll Batch

Identifier

Payroll Period®  supplemental Payroll |L]

Instructional Period®  2014-2015 School Year

Period Begin® I:I "'1
Period End* I:I x|

Comments* |

Adj. Load Options™ 4| -

[ K Create ] [ OCanceI ]

»Payroll Period — Supplemental Payroll

»Instructional Period - Select from drop down or Manually Enter the Period begin and Period
end dates.

»Comments — Description or purpose of the supplemental payroll ie. Medicare correction

»Adj. Load Options - Select None

Benefit Programs ONLY
Additional Allowances ONLY
All

Scheduled Payments

Once the batch is created - Select the tab and (+] Add Staff

*/ Check the employee that will receive the correction and enter & save
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Aamodt, Catrina

Ambuehl, Howard
Anastasia, Oretha
Arabian, Shondra

Artinger, Ailene

OO0 00O O

Auten, Benedict

Selectthe ¥ button to the right of the employee name.
Select  Taxable Gross

» Enter Credit into box next to Medicare and enter & Save

Payroll Payment Detail #92362

Employee: |

Statutory Adjustments : Taxable Gross Modifications

Federal Withholding | I | (withholding)
Social Security (FICA) I:I +——
Medicare | 1 700.00|

Federal Unempl (FUTA) |:|
State Unempl (SUTA) |:|
[ ﬂSave l [ ®OcCancel ]

WebSmart will calculate the deduction amount correctly based on the taxable gross entered.
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Statutory Adjustments Eligbility ‘;‘_-,' Taxable Gross Contributions Deduction | Actions
Federal Withholding [Single / 1] £0.00 $0.00

Social Security (FICA) Eligible $0.00 $0.00 $0.00

Medicare Eligible $1,700.00 $24.65 $24.65

Federal Unemployment (FUTA) Eligible $0.00 $0.00

State Unemployment (SUTA) Eligible $0.00 $0.00

Workman's Compensation $0.00 $0.00

Totals $24.65 5$24.65
Non-Statutory Adjustments Source o Contribution G Deduction | Actions

Click on © Earnings
Allowance™ Qpe-Time -

Payroll Tax Treatment*
Payroll Activity Code*
Workers Comp™
Distribution®

Amount*

Expense Mask®

Name* |Medic:are Correction

Exempt from Withholding, FICA, Medicare, State =
78 - Non-salary

None -

Supplemental is NOT State Retirement System qualified -

24.65

T - - W7 W w7 7 w7 7?7

| kdsave | | ©cancel |

- - * - * - L

»Allowance — Select One —Time in the drop down menu
»Name — Description of the adjustment. This will be the description on check
»Payroll Tax Treatment — Select Exempt from Withholding, FICA, Medicare, State from drop

down menu

»Payroll Activity Code — Select 78 — Non Salary from drop down menu

»Workers Comp — Select None from the drop down menu

»Distribution — Select Supplemental is NOT State Retirement System qualified from drop down

menu

»Amount -Enter amount of adjustment (refund)
»Expense Mask — Leave all question marks

Enter i Save

WebSmart by JR3

Wage Base

Corrections

Revised Feb. 2015
Page 18 of 19



Faymen| Detadl 891362

L Emplayees

Pasitiaan | Sepplemenis - Diredl Deporill Elfetive 871/ 2004

Mt - Stpend | 20000
Mgt e Coptnaion Depnas Wighe |3 05.00% )
M e Costocial Hourly |DU00% )

o, ittt | D20

Tm*hﬂrm| cm| num|m

State Urernsicyrment (SUTA] : = Madbcare Witholiding
& YD Comeded

This will correct the employees YTD taxable Medicare wages and deduction correct earnings for
the employee.
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