FISCAL YEAR END BALANCING

Reports to run:

1. ERNREG - For Everyone for the whole FISCAL year.

Menu> ERNREG
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Division of Information Management Services
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Revision 4.2

Employee earnings register 

This program will produce a report of an employee's

earnings and deductions for a given period.

 Is this the correct program? (Y/N) <Y>: _

Enter first pay date to include (MMDDYY): ______

                                          070116
Enter final pay date to include (MMDDYY): ______

                                          063017
Earnings Register Options:

    A - All employees

    S - Specific employees

Enter option <A>: _

                  A

Include concealed employees? (Y/N) <Y>: _

                                        y

 Select by appointment type (Y/N) <N>: _

                                      n

 Select by job status (Y/N) <N>: _

                                N

 Select by pay group (Y/N) <N>: _

                               N

 Include board amounts (Y/N) <N>: _

                                 Y
Replace deduction codes printed on report with 

deduction name abbreviations (Y/N) <N>: _

Do you want more than one person on a page? (Y/N) <Y>: _

                                                        Y
Do you want to show the account summaries? (Y/N) <Y>: _
                                                      Y

For payroll pay dates beginning 07/01/2016 thru 06/30/2017
For all employee pay groups.

Include board amounts.

With more than one employee to a page.

With account summaries.

Printing deduction codes.
   Is this correct? (Y/N) <Y>:  _

                                Y

 Processing, please wait.

Output report is ERNREG.TXT.

Enter command, or press <cr> to display menu. 

*** This report will be very long. You can view the report and print the last couple of pages using the print screen key (F2). See the end of this hand out on what to balance.

2. QRTRPT – For Deductions only 
Menu> QRTRPT
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This program produces a quarterly report with

contract totals.  The user has the option of producing

two types of reports; by individuals or just deduction totals.

This program can also reset quarterly totals to zero.

This program can also clear the EMIS specific

fields found on JOBSCN if the FTD totals are zeroed.

Report for all individuals or just deduction totals.

Do you want the report by individuals?   (Y/N <Y>)  _

                                                    N

Reporting period is for June 2017                                          

Correct period? (Y/N <Y>): _

 Processing, please wait.

Form 941 Quarterly Return of Withheld Federal Income Tax

Line 1) Total emp. count per 941 instructions :           0

        Total employees paid in quarter       :         301

Line 2) QTD taxable wages                     :   1,890,122.05 

        QTD Board paid Medicare/Fica included :         561.40 

Line 3) QTD Federal withholding               :     209,098.80 

Line 5a)QTD FICA Taxable Wages                :           0.00 

        QTD Employees' FICA contributions     :           0.00 

        QTD Employee's FICA picked up by board:           0.00 

        QTD Employer's FICA contributions     :           0.00 

Line 5c)QTD Medicare Taxable Wages            :   1,535,933.63 

        QTD Employees' Medicare contributions :      22,271.81 

        QTD Employee's Med. picked up by board:         561.40 

        QTD Employer's Medicare contributions :      22,271.81 

Line 9) Total EIC payments                    :           0.00 

Line 11)QTD Federal withholding deposits      :     253,642.42 

Report is QRTRPT.TXT

Enter command, or press <cr> to display menu.

Menu: MAIN (Ohio Education Computer Network/Main Menu)
Enter command, or press <cr> to display menu.

Your QRTRPT will have different amounts than what is shown above but they will be displayed on the screen. The report that is needed for balancing is the QRTRPT.TXT report. Print this report.

3. USAS/CHECKS Report

Menu> CHECKS
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This program will produce a summary check register.

Do you wish to continue? (Y/N <Y>): _

                                    Y

Enter the report heading (max 40): 

(<CR> to use heading from District Data)

________________________________________

Program has options to print:

        1.  All checks issued until current date

        2.  All checks issued for specified period

Enter your option <1>: _

                       2

Enter beginning date (MMDDYYYY): ________

                                 07012016
Enter ending date (MMDDYYYY): ________

                              06302017
Do you want to list:

        1. All checks issued     

        2. Outstanding checks only

        3. Reconciled checks only

        4. Voided checks only

        5. All refund checks

        6. Outstanding refund checks

        7. All warrant checks

        8. Outstanding warrant checks

        9. All payroll checks

       10. Outstanding payroll checks

       11. Memo checks only

       12. Distribution/Correction checks

       13. Transfer checks

       14. Investment checks

Enter your choice: 9

Report in progress....please wait

Processing Complete

Report form name is CHECKS.TXT

***This report shows all USAS (Budgetary) checks that were issued for Payroll.

Check the ending balance of this report with the gross wages from the ERNREG report and the QRTRPT FTD Total.
4. RECLED – (RECEXP.TXT) List of Reduction of Expenditures for Voided Checks
Menu> RECLED
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Program to generate a series of reports

relating to receipt transactions.

Do you have the correct program? (Y/N <Y>): _

                                            y

Program has options to print:

       A. Receipts.

       B. Reduction of expenditures.

       C. Refunds of receipts.

       D. Appropriation modifications.

       E. Budget modifications.

       F. Fund to fund transfers.

       G. Supply distributions.

       H. Corrections.

       I. Void refunds of receipts.

       J. All transaction types.

       K. Transactions by fund/receipt code.

       X. Generate all reports.

Enter your choice now: _

                       B

Enter district name (Max 35):___________________________________

(Enter <CR> for USADAT name)  

Do you want to select by:

    1 - Transaction date

    2 - Transaction numbers

Enter choice <1>: _

                  1

 Do you want to see:

       1 - All transactions until the current date.

       2 - All transactions for a specified period.

Enter choice <1>: _
                   2
Enter dates without spaces or dashes

Enter starting date: ________

                     07012016
Enter ending date: ________

                   06302017
Do you want to see:

    A - All funds.

    S - Single fund.

    O - Alpha funds only.

    E - All except Alpha funds.

    B - Bank or Group of Banks.

Enter choice <A>: _

                  A

Enter report sort option:

        1 - Sort report by transaction date

        2 - Sort report by transaction number

Enter choice <1>: _

                  1

Selection in progress, please wait.

Sorting in progress, please wait.

Report in progress, please wait.

Report name is RECEXP.TXT
**This report will be needed if there were any voided checks during the fiscal year and if the CHECKS report is higher than the ERNREG report.
5. CHKSTS – List of deduction checks
Menu> CHKSTS
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[image: image1.png]CHKSTS - Check Status Report

Report File Specifications:

Output file CHKSTS . TXT
Print options page? (Y,N) Y
Optional heading line

Sort and Selection Criteria
Sort Option (C,ID,N,T,D)
Print Option (A,D,R,P,V)
Check Type (D,P,E,G,A)
Specific Deduction Codes
Vendor Number

>0

=}
m
[}

Enter any of the following selection options:

Check Selection From To
Issue Date From 07/01/2016 To 06/30/2017
Reconciliation Date From / / To / /

Check Status Report 1 of 2




[image: image2.png]CHKSTS - Check Status Report
Void Date From /1 To /1
Period Ending Date From /1 To /1

Specific Employees

Press <Help> for find by name

Check Status Report 2 of 2
(Re) Execute F9 Cancel “F8 Next Screen

F6 First Screen F10 Reset

F7 Help F11 Save/Recall

F8 Exit “F7 Prev Screen




The second screen will be blank.
Set the report up like the screen shots above. This will give you all the checks that were written for deductions, including Electronic Transfers and Group deductions, sorted and subtotaled by deduction. Print this report.
GROUP DEDUCTIONS (GD) – Add up each deduction that was paid on each check. For instance 692 (Employee Medicare) and 001 – Federal tax might have been paid to your bank. These 2 deductions need added together to get the total of this group deduction.

5B. Run CHEKPY to see Board Paid deductions – SERS & STRS pickup
Menu> chekpy
[image: image3.png]CHEKPY - Check Payment Register

Output file CHEKPY . TXT
Print options page? (Y,N) Y
Report heading

- Sorting and Sub-total options -

Sort options \"A
Sub-total by vendor (Y,N) Y
- Selection Criteria -

Print missing check numbers. (Y,N) N
Check types to select. (D,I,M,P,R,T,W) W
Check statuses to select. (O,R,V)

Print vendor from PO or check. (P,C) Cc
Date Selection From 07/01/2016 To 06/30/2017
Check Selection From To

Summary or Detail report? (S,D) D
Single or Double space summary report? (S,D) S

Press <next screen> for additional selection options

Check Payment Register 1 of 2
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- Selections by vendor number -
Include or Exclude the following vendors?(I,E) I

Vendors: sTRs# SERs# [

- Selections by bank codes -

Bank Codes:

- Selections by PO -
PO#:

Check Payment Register 2 of




SERS# and STRS# need to be replaced with your district’s vendor number for SERS pickup and STRS pickup.
6 – W2PROC – W2RPT and W2ERR reports

Sort Options:

    S - Sort by SSN

    N - Sort by Employee Name

    B - Sort by Building/Department and Employee Name

    D - Sort by Building/Department, Pay Group, and Employee Name

    P - Sort by Pay Group

    Y - Sort by Zip Code and SSN

    Z - Sort by Zip Code and Employee Name

    C - Sort by Check Distribution and Employee Name 

Enter Sort Option <S>: _

                       N

This report is for the year:<2014> ____.                                   

The report year is -------------> 2017
Is this correct? (Y/N <Y>): _

                            Y

 If your employees have had Third Party Sick Pay (Disability Payments)

paid to them and the Third Party withheld Federal Tax from these

payments, the total amount of all Federal Tax withheld for all employees 

must be entered in this program to be included on the W2 tape file.

If you believe your employees may have received these types of

payments and you have not been notified, you should not create

the magnetic tape for submissions yet.  These amounts are

required for submission on the magnetic tape.

Your district would have been notified by the Third Party

in writing, if these payments have been made.  Included in this

notification would have been an explanation of any tax amounts

withheld and paid.

Enter Federal Tax amounts withheld by a Third Party Payer:__________.__

(Zero if none)                          

Do you want to create a W2 tape file (Y/N <N>):_

 Do you need to print the employer's name and address on the W2 forms (Y/N <Y>): _

            Y

Do you need to print the Federal and State identification numbers on the W2 forms?  (Y/N <Y>): _

Enter your federal ID number <34-6001507>: __________

9 Digits, including hyphen                 

Is 34-6001507 correct?  (Y/N <Y>): _

If a form 941, 942 or 943 was submitted to IRS for the

same payment year as this report and the form used a

Federal ID number different than the one entered in the

previous question, you must enter the other Federal ID

number at this question.  If this does not apply, please

press <CR>.  If two Federal ID numbers are entered, only

the first one will be printed on the W2 form, the second

is strictly for IRS use.

Enter your other federal ID number: __________

9 digits, including hyphen          

Enter your state ID number <51-318359>: _________

8 digits, including hyphen              

Is 51-318359 correct (Y/N <Y>): _

The Kind of Employer can be one of the following:

     F = Federal Government

     S = State and Local Governmental Employer (non 501c) 

     T = Tax Exempt Employer

     Y = State and Local Tax Exempt Employer (501c)

     N = None Apply

Enter Kind of Employer (F, S, T, Y, N): _

                                        S

Is 'S' correct (Y/N <Y>): _

                          y

This information will be used on the W2 tape file

and / or on the W2 forms.

You will have 2 lines for the employer's name.

First line: <HOLLYWOOD AREA BOARD OF EDUCAT>

             ______________________________

 Second line: ______________________________

Enter employer's street address: <790 DISNEY LANE            >

                                  ______________________________

Enter employer's city:<HOLLYWOOD      >

                       _______________

Enter the employer's state abbreviation:<OH> __

Enter employer's zip code:<44345    > _________

Employer's name, line 1 -  HOLLYWOOD AREA BOARD OF EDUCAT

Employer's name, line 2 -                                

Employer's address      -  790 DISNEY LANE            

Employer's city         -  HOLLYWOOD      

Employer's state        -  OH

Employer's zip code     -  44345     

Is this information correct (Y/N <Y>): _

Do you want Box 14 to print Fringe Benefits if there are any? (Y/N <N>): _N

Additional deduction information can be provided to your

employees using the box labeled 'Other' on the W2 forms.

Entering deduction code(s) will cause the year-to-date amount

to print on the forms.  You may enter up to 6 deduction codes,

but only the first 3 deductions it encounters for the employee

will print in the box.

Enter a deduction code <999>:___

Enter 999 to exit.           999

Would you like to print a dummy W2 for form alignment? (Y/N <Y>): _

                                                                  N

Selection in progress.

Sorting in progress.

Processing forms. Please wait.

The W2 report file is W2REPT.TXT

Non-print data files:

   The W2 form data file is W2FORM.DAT

   The W2 city data file is W2CITY.DAT

The W2 form file is W2FORM.TXT

Enter command, or press <cr> to display menu.

Menu: MAIN (Ohio Education Computer Network/Main Menu)

**If you have a W2ERR.TXT this is a list of the errors and which employee is causing the errors. The W2ERR.TXT should be error free – except for refunding an annuity from a prior year.
What totals to balance:

QRTRPT and Totals from ERNREG

QRTRPT amounts come from the DEDSCN 

ERNREG amounts come from the payroll checks 

1. (Q)RTRPT-Total FTD Gross should equal (E)RNREG-Total Gross 

2. Q-Total FTD Annuities should equal E-Total of all individual annuities minus 591-STRS & 691 STRS advanced amounts from last year
3. Q-FTD Non-Cash Earnings should equal all of the Life insurance over $50,000 amounts.

4. Q-FTD Deductions should equal E-deduction DED.AMT totals

Check each one!!!

** If any don’t balance look at the DEDSCN for any changes you might have made.  AUDRPT is good to run. We will go over this at the meeting.

Q-Gross and E-Total gross should equal the total on your CHECKS report less any reduction of expenditures from voided payroll checks. This will be explained at the meeting. To see what checks were voided, CHKSTS can be run for voided checks only
To balance what was deducted and what was paid:

Use QRTRPT and CHKSTS

Q-FTD Total for each deduction should equal Total net pay for each deduction

Differences here could be from receiving money back from the deduction company and then refunding it to the employee.

Group deductions: add the total of each deduction from the QRTRPT to the total of the net pay with in each group.
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