Wage Base Gorrections

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® I:I ""‘]
Period End* I:I x|

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 ONLY
Additional allowances ONLY
All
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Scheduled Payments

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

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

Aamaodt, Catrina

Ambuehl, Howard
Anastasia, Oretha
Arabian, Shondra

Artinger, Ailene

O 0000 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 292355

Employee:

Statutory Adjustments : Taxable Gross Modifications

Federal Withholding -— (withholding)

Social Security (FICA) -1,700.00|

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™ gpe-Time -

Name® |pefund FICA

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

Workers Comp* pNope -

Distribution® Supplemental is NOT State Retirement System gqualified: +

Amount* 105.40

Expense Mask™ 777 »-77 5+ -7777 .77 »-777 »-7 v-77 -7 »-77 =

| Kisave | | ©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

A Sapph T Batch: Refund FICA ~ 12/01/3014.12/31/2014 B T |

Payroll Paymaent Detail §92355 c‘m e to Scheduled Payments
- Refund

4 Empleyes: 12N Earsnges 4188,

Dock Rate: $103.37

v / Supph - Direct Effective 8/1/2014 L edit vime / Days | overtime | Rate| () tarnings | Actions

Mawt - Stipend (100.00%) WA 0.00  0.00 $500.00 $0.00

Mairt & Custodial Oistrict Wide (100.00%) WA 000 000 $24,206.00 $0.00

Maiet & Custodial Hourly (0.00%) ST Hours: 0.00 000 0.0 $12.52 $0,00

Mt Cvertine (0.00%) SY Hours: 0.00 000 000 2037 $0.00

Refund FICA sise0 ¥ Oul

Totals $105.40

Loave I Leave Type l Units A«mdl ) Units Takan l

Totals $0.00

Statutory Adjustments l Fica Taxable YTD ﬁ . Taxable Gross I Contrib |

Federal Withholding Corrected $0.00 X

Secel Securty (FICA) [[ some text goes here ]} gl {$1,700.00) ($105.40) 108.

Medcare Eligble $0.00 $0.00 T

Federa! Unemgloyment (FUTA) Elgbie $0.00 §0.00

State Unemployment (SUTA) Elprble $0.00 $0.00

Workman's Compensation $0.00 $0.00 F%‘ém‘-’

Totals ($105.40)

. 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 Period®  syupplemental Payroll |L]

Instructional Peried®  2014-2015 School Year -

Comments* |

Adj. Load Options®  pa)| -

[HCreate] [QCanoeI ]

WebSmart by JR3 Revised Feb. 2015
Wage Base Corrections Page 4 of 19



»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

Once the batch is

Scheduled Payments

created - Select the tab and @Add Staff

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

Aamodt, Catrina

Ambuehl, Howard
Anastasia, Oretha
Arabian, Shondra

Artinger, Ailene

O O0O0O0OoOg

Auten, Benedict

Select the ¢ 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) | <+——
Medicare [ﬂ

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

[ Kisave I [ Scancel I

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

Statutory Adjustments | Eligbility | 5‘7 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) ($24.65)

Click on & Earnings
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Allowance®

Name*®

Payroll Tax Treatment®
Payroll Activity Code*
Workers Comp*

Distribution™

One-Time

|Ref|_|r||:| Medicare

Exempt from Withholding, FICA, Medicare, State -

78 - Non-salary

Nane -

Supplemental is NOT State Retirement System qualified -

Amount® 74.65

Expense Mask®™ 777 - 77 5-7997 - .77 777 7

[ kisave I [ ®Ocancel ]

- v - V'D'J T'? v";':'v

»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

&t: Supplemantal Batch: Refund Medicare ~ 12/01/2014-13/31/2014 = Eﬁuwmu
Pi P, Detail #92361 h 7
ayroll Payment Ve g, Return to
Amount of Empioyee
Refund Gross Lamings: §2445
L
L/ tmployee: Met Earnings: $2455
Positions / Sepplements - Direct Deposit Effective 8/1/2014 L Edt Time | Days Overtime | Rate ()(Aﬂm-ﬂi Actions
Mant - Sapend (100.00% NA 20 $500.00 $0.00
Mant & Cumodal Distnct Wide (100.00%) NA «® $24,206.00 $0.0
Mart & Comodial Mourly (0.00%) ST Mours: 0 ¢.20 $12.% 1
Mot Ovarteme (0.00%) ST Mours: 000 0 523,07 $0.0
I8 2etnd Medcare s L O

Totaks $24.65

Leave Leave Type | units Accrued () unas Taken [

Totls Medcare e

Statstory Adyastments Elghdity 1) Taxable Withhaidng YTD Deduction | Actions

L= — S Wit S nackaid i

Federal Wehholdng Snge s Careded $2 0%

Sotel Sevurny (FICA) 0o { (X

Medcare ($1.700 ($24.£5)

Federal Unasployment (FUTA) $£.0 1

Stane Unempioyment (SUTA) 90 .00

Werkman's Compensston $0.0 $3.90

Tetals ($24.65) ($24.55)

n m S
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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 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. 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 Q Add Staff
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J Check the employee that will receive the correction and enter & save

Aamodt, Catrina

Ambuehl, Howard
Anastasia, Oretha
Arabian, Shondra

Artinger, Ailene

OO0 0O O

Auten, Benedict

Selectthe ¥ button to the right of the employee name.

Select Y Taxable Gross

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

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

Payroll Payment Detail #92362

Employee:

Statutory Adjustments : Taxable Gross Modifications

L Federal Withholding | -50.00| (withigolding) u|

Social Security (FICA) |:
Medicare |

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

| Esave | | ®cancel |
—————— R
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Deduction | Actions

Statutory Adjustments Eligbility %) Taxable Gross Contributions
Federal withholding [Single / 1] $0.00

Social Security (FICA) Eligible $0.00 $0.00
Medicare Eligible $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
Non-Statutory Adjustments Source | @ Contribution |

($50.00)
$0.00
$0.00

($50.00)

0 Deduction ‘ Actions

Click on € Earnings

Positions / Supplements : Manual Supplement

Allowance®™ gpe-Time -

Name® |pefund Withholding

Payroll Tax Treatment®  Exempt from withholding, FICA, Medicare, State
Payroll Activity Code*® 73 - Non-salary -
Workers Comp*  None -
Distribution®  sypplemental is NOT State Retirement System qualified -

Amount* 50.00

Expense Mask®™ 777 4 -77 +-7977 .77 »-777 ¥-7 v-77 -7 ¥-77 «

l Asave ] [ {®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
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[ uyrcll Payment Getall 192382 w

b Employes:

Positicns | Svpplements - Direct Depasit Eecthvee 8/1/2014 |EIHI'I—H'M1-

Mt - Rigardd (100.00%] Wa 200

Mt b Cuptockal Diptrict Wide (100.00%) W w00

Mt b Custrckal Moerty (D.00%) 5T Fowrs: 000 w0 0 HHLH] W00

Mt Chvtrime (0.00%) 5T Fowrs: 000 00 0 1.7 00

dfund Wmmeddry e B0
Juronts Lt uf

Totals o

Stalulory Rijetmests |u.un | & Taxable Gross | cml nduounlm

Fadaral Wilhholdeng [Sngha i 1] (¥

Social Securty [FICA) Ehathe Wigthokding YTD -

Hadarn Biglis comeded e

Federsl Unemplsyment [FUTA) Elgebie

ot Unemplrymant |5UT4) [ 0 000

iarman| Compenantsn it 0

Talak 000 [s50.00)

R Stalulory Afjeitmests Soure () Contribution | ) Deduction | Actisns

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 Peried®  syupplemental Payroll |L]
Instructional Period®  2014-2015 School Year ~
Period Begin® l:l "'j
Period End* l:l - |

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 Q Add Batch

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

WebSmart by JR3 Revised Feb. 2015
Wage Base Corrections Page 12 of 19



Aamodt, Catrina

Ambuehl, Howard
Anastasia, Oretha
Arabian, Shondra

Artinger, Ailene

OO0 0O 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 | (withhslding)
m [ ||
Social Security (FICA) 1,700.00 —

Medicare |
Federal Unempl (FUTA) |

State Unempl (SUTA)

[ fiAsave | ®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 Withhaolding [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-Statutory Adjustments Source | O Contribution ‘ O 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 ¥

I kisave J \ ©cancel I

»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

WebSmart by JR3 Revised Feb. 2015
Wage Base Corrections Page 14 of 19



|Gkt Supplomental Bxtch: Refusd Withbakding ~ 12/01/2014-12/31/ 2014 L Wewrm o]
Payroll Payment Detad $92362 — ta Schedeled
No Check seuedtet |1 ‘
U rekime WEQES Comecd ~h~lﬁ::
Positions | Sapplemeats - Direct Depasit Effective 8/1/2014 | & en Tome s | Overtime Rate| () Earings | Actioes
Mart - Spend (100.00%) NA 0 s 5000 0o
Maet & Custodal Dt Wide (220.00%) Na N i 2420600 0.8
Mast & Cantodal rocrly (0.00%) 7 roee 00 0N =N R o
Mot Overteve (2.00%) ST ooy 000 > 800 iR 0.2
Jora Comecion s L Cal
Totals $105.00
teave | Lesve 1vpe || Usits accroed | € Ut Takes |
Totals 5000
o (s =
beterw mehciang Conmecied $.00 $.00
Sooal Seawty [FICA) [ some et goes here || N $11.08.0 | ¥ N $lna
Mediare Spbie 0w Q0
Federsl Unemgioyment (NT3) o Fica Witholdng YD
Reee Uremgioymert (SUTA) Tigte Cotrectnd
Woriman s Comoerssnon
Lo . 105,00 10540 al

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 "'j

Comments*® |

Adj. Load Options™ 4| -

[ K Create ] [ OCanceI ]

»Pavyroll 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 Q 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 0O O

Auten, Benedict

Selectthe ¥ button to the right of the employee name.

Select L/ Taxable Gross

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

Payroll Payment Detail #92362

Employee: |

Statutory Adjustments : Taxable Gross Modifications

Federal Withholding l | ' | twithholding)
Social Security (FICA) I:I +—
Medicare | 1.700.00|
] bt |

Federal Unempl (FUTA) I:I
State Unempl (SUTA) |:|
[ H'Sal.re l [ ®cancal ]

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 $24.65
Non-Statutory Adjustments Source O Contribution D Deduction | Actions
Click on & Earnings

Allowance® one-Time -

Payroll Tax Treatment*
Payroll Activity Code*
Workers Comp*

Distribution®

Expense Mask*

Name* |ME|:|ic:arE Correction

78 - Non-zalary

None v

EXER Ad

I EAsave J I S cancel I

v -1 w7 W

Exempt from Withhalding, FICA, Medicare, State

7T -

-

Supplemental is NOT State Retirement System qualified «

Amount?® 24.65

-7 w-? - w

»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 s Save
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Paymend Delail 191367 L = Retwm o Schedubed Frymests

L Emgleyees| Bate: 41250 “‘;:ﬁ
o Checks issued bt

Positions | Sepplements - Direct Bapersit Effective 8113614 |;.utn- Easmings Conecked ﬂ.m|m
Maint« Stpend {100.00%) T T N T g5 P

Wit B Contodial Cistrics Wide [300.36%) We wm o ¥4206.00 i

Mt & it Hoorly [285%] e TR priw o

Mot Crstioms [2.30%} STheriBS0 G0 B gy g

Medcare Cormection s B O
 Tobals 3048

Leave | Leave Type l -likn-ldl () vats Taken I
Total $a00
TR — [ Tamsbin Gross | Costrdutons | Dedution | Actions
[AP—— e

Secia Security (FICA]

Hasiare

Fadarsl Ursrmployrmact (FUTa)

Stae LremplonTRent (SUTA]

Workmas's Comganpation

Totals

Mo Stabiutcery Adpastmnatn

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