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ITEMS TO CONSIDER: 
 

*    An End of Year Adjusting Payroll (EOYADJ pay type) should be added and immediately posted to 
process W-2 related adjustments. Please refer to step #2 Add an Adjusting Pay Period for further 
information. 
 

*    Reporting the cost of group health insurance coverage: the cost of employer-sponsored health 
coverage must be reported in box 12, using code DD.   For more information refer to 
http://www.irs.gov/uac/Employer-Provided-Health-Coverage-Informational-Reporting-Requirements:-
Questions-and-Answers 

 
*    The employee (3-Up Employee Copy) W-2s are blank on one side and the other side has the 
descriptions of certain boxes on the W-2.  When the forms are processed, it will print the form layout 
and the appropriate employee data on the blank side. The Employer's copy (2-Up Employer Copy) 
forms are run on regular blank paper.  There are no special order forms for this version of the W-2. 

 
*    WinCapWEB sites with security permission should refer to information on processes that allow 
users to have the ability to manage their consent to receive their original W-2 electronically.  
 
*    WinCapWEB sites can disable the ability for Employees to view their W-2s until they are complete 
via the User Security template. 

 
*    The password for the SSA Online Wage Reporting Service (OWRS) must be changed at least 
once every 90 days to keep your PIN from expiring. 

 
*    WinCap creates the W-2 file for electronic submission over the internet utilizing the IRS online 
service. Form W-2 is now filed for any organization with more than 250 W-2s. Please be aware 
of this and plan accordingly.  To file electronically, each district must complete a one-time 
registration and be assigned a PIN# and Password by SSA.  Refer to the following SSA Website 
for more information:  http://www.ssa.gov/employer/how.htm#ele 

 
*    IRS instructions and procedures for W-2 and W-3 forms should be reviewed by accessing the IRS 
website http://www.irs.gov/   (forms and publications)  

 
*    Verify the Federal Employer Identification Number (EIN) and New York State ID is accurate.  This 
can be accomplished by viewing one sample W-2.   Select the menu (Reports/Payroll/Federal & 
State Reporting/W-2 Forms: 3 Up Employee Copy) then choose Print Preview.  The NYS ID number 
can be found at the bottom left of the form. 

   
1) The NYS ID number on the W-2 is the same as the EIN unless you have been informed 

otherwise.Employers that are assigned a NYS ID (EIN plus two-digit suffix) for the purpose of 
reporting as separate entities, must use the assigned New York State number(s).  This is per the 
New York State web site http://www.tax.state.ny.us.  If further information is needed, please 
contact the New York State Department of Taxation and Finance directly at 1-800-972-1233. 

 
2) The former State ID that begins with '69' is not valid for the W-2.  These numbers were the former 

State ID numbers assigned when districts reported via the state Social Security Agency in the 
1970’s and 80’s. 
 

  

http://www.irs.gov/uac/Employer-Provided-Health-Coverage-Informational-Reporting-Requirements:-Questions-and-Answers
http://www.irs.gov/uac/Employer-Provided-Health-Coverage-Informational-Reporting-Requirements:-Questions-and-Answers
http://www.wincap.com/uploads/Time%20Sensitive/1357672048_ESS%20-%20W-2%20consent%20and%20form%20%20update%202012.doc
http://www.ssa.gov/employer/how.htm#ele
http://www.irs.gov/
http://www.tax.state.ny.us/
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*    It is recommended that the fourth quarter 941 and state tax reports be filed later in January.  This 
allows time for any outstanding issues relative to wage and tax reporting to be resolved and 
recorded in WinCap and then included correctly on the W-2.  The W-2 data submission to SSA 
should be sent well after W-2s have been distributed allowing substantial time for issues to 
be resolved before any reports are filed.  This will avoid the need to prepare and submit 
corrected forms.  

  
*    Please refer to Year End Reminders for Payroll for further information. 

   
Please read all instructions before continuing 
1) Run the Taxable Wages and Withholding Errors Report 
2) Add an Adjusting Pay Period 
3) Recalculate the Fiscal/Year Calendar Year Totals 
4) Verify W-2 Information using the W-2 Detail Report 
5) Finalize W-2 File Calculations for 20XX 
6) Run W-2 Forms: 3 Up Employee Copies 
7) Corrections to Employee's W-2 before the SSA file is sent 
8) Run W-2 Disk for Electronic Submission 
9) Employer Copies (Copy D) W-2 Forms: 2 Up Employer Copies 
10) Corrections after the disk is sent to the SSA 
11) Final Closing of Adjusting Pay Period (Calendar-Year 20XX Adjustments) 
  
If you have any questions, please log a support call through Team Support or email the support 
group: wincapsupport@harriscomputer.com 
  

http://www.wincap.com/support.php?p=9
mailto:wincapsupport@harriscomputer.com
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1) Run the Taxable Wages and Withholding Errors Report 
  
(Reports/Payroll/Federal and State Tax Reporting/Taxable Wages and Withholding Errors)   
 

 
 
This routine searches for abnormalities in taxable wages based on actual wages and deductions 
recorded in WinCap. It will address issues for a new site that cutover to WinCap in July to assure 
that all wage and tax data has been reconciled.   It will also identify situations where taxes and or 
wages may have been incorrectly overridden within paycheck maintenance.   
  
If errors exist, this report lists the employee, wage item, calculated amount, the actual YTD file 
amount and the difference.  For employees included on this report, a detailed review of the YTD file 
is the first step in determining the cause of the error.  Also, a review of the employee’s individual 
paychecks may uncover issues with a specific override of taxes and wages.  If the error is still not 
discovered, it may be necessary to review the employee’s position(s), additional pay item(s) and 
other employee deductions. 
  
Please contact Payroll/HR Support or your appropriate RIC liaison if assistance is required in 
resolving any errors identified.   

 
2) Add an Adjusting Pay Period 
  
In the event that W-2 related adjustments need to be recorded in WinCap after all the regularly 
scheduled payrolls in December have been processed, an adjusting payroll should be added.   
(Manage/Payroll/Pay Period Maintenance) 
 

 

Add a pay period using the same date as your last payroll period in December. Payrolls 
creating negative tax liabilities may not be acceptable for certain tax reporting purposes. Utilizing the 
same date will combine the taxable payroll adjustments with the first payroll resulting in positive 
amounts for reports. 

 

  



 

 
For more information  
www.harrisschoolsolutions.com |  
© 2018, Harris School Solutions. All rights reserved.   

5  
 

 

The description should be entered as Calendar Year 20XX adjustments.  Choose a Pay Period Type of 
EOYADJ - End of Calendar Year Adjustments.  This payroll should be opened and immediately posted 
prior to opening any payrolls in the new calendar year. It should not be closed (see item #9 for closing the 
pay period). 

Posting the pay period immediately will prevent you from adding regular payroll transactions by 
mistake. It will allow you to process demand checks, voids, and refunds of over-payments.  

If final tax deposits were made prior to using this pay period, the 4th Quarter Federal 941 and NYS-
45 will indicate a balance due or an overpayment of taxes based on the items processed in the pay 
period. Payment for any taxes due based on the adjustments processed through this period should 
be made in a timely fashion. 

 

3) Recalculate the Fiscal/Year Calendar Year Totals 
 

(Manage/Payroll/Pay Period Maintenance) 
 

 

 
It serves to update Fiscal and Calendar Year totals with the latest numbers.  Normally it stays in balance 
but there are issues when they have 2 FY’s open and  post transactions to the previous FY.  We are now 
strongly suggesting to run this routine at Calendar Year End and before any payroll in July/August after 
closing the Payroll Accrual Period.  

4)      Verify W-2 information using the W-2 Detail Report 

This report is actually a routine that create the file that the W-2s are printed from.  Up until the W-2 file is 
finalized; when this report is run, the file is recalculated.  As corrections are made to the YTD wage or tax 
data, or any additional transactions are processed since the W-2 Detail Report was last run, this report 
must be run again to make sure these changes are reflected in the W-2 file.  Use these reports to tie out 
all data before finalizing the W-2 file.  Once the Finalize routine has been run, this report may still be run 
but they will not recalculate the W-2 file, they will only display the current values. 
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(Reports\Payroll\Federal & State Tax Reporting\W-2 Detail Report)  

 

Check the box to “Show Totals Only” (When this box is not checked, the report will display all employee 
information that is not necessarily needed at this time).  This will create a summary report to compare the 
amounts to the totals from all the 941 reports for the calendar year. This report can also be used to 
compare the totals provided on the Summary Report generated when the electronic submission file is 
created (see item #7 – Electronic Submission).   

The actual W-2 Forms can only be printed once the W-2 file has been Finalized, which should not be 
performed until after the W-2 Detail Report is verified for complete accuracy. CCA maintains only the 
number of forms ordered by our users.  Therefore, if W-2s should be printed containing inaccurate 
information, sufficient forms may not be readily available to reprint them.  Print one W-2 to verify 
alignment before printing the entire batch of forms. 

The W-2 Wage Report can also be run as it reflects additional data reported on the W-2.  It follows the 
same rules as the W-2 Detail report, except that it shows different data. 

(Reports\Payroll\Federal & State Tax Reporting\W-2 Wage Report) 

 

  

http://www.cap-comp.com/Robofiles2/WebHelp/Time_Sensitive_Procedural_Instructions/PR_&_HR_Procedural_Instructions/W-2_Statement_Procedures_and_Preparation.htm#Corrections_to_Employee_s_W_2_before_the_SSA_file_is_sent
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5)     Finalize W-2 File Calculations for 20XX 

After all verification has been completed, the W-2 file must be finalized before W-2’s may be printed.  The 
Finalize W-2 File Calculations for 20XX routine locks out any further changes to the W-2 file, which 
prevents any additional transactions or paychecks from being added to the previous calendar year.  While 
pay periods may still remain Posted or even Open in the previous year, such as the End of Year Adjusting 
Pay Period, nothing may be altered in those Pay Periods unless the W-2 file is re-opened. 

(Reports\Payroll\Federal & State Tax Reporting\Finalize W-2 File Calculations for 20XX) 

When selecting the option, answer the prompt to proceed. 

 

 

Once the W-2 file has been finalized, the W-2’s will be accessible for printing.  If for some reason 
additional adjustments are necessary for some W-2 amounts, the option to Reopen W-2 File Calculations 
for 20XX will need to be used to open the file up for additional adjustments. 

Reopen W-2 File Calculations for 20XX 

(Reports\Payroll\Federal & State Tax Reporting\Reopen W-2 File Calculations for 20XX) 

Reopening the W-2 file allows the W-2 Detail report to recalculate the file when printed so that it is useful 
for review and verification prior to Finalizing again. 
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Respond to the prompt to proceed. 

 

Once all adjustments have been added, Finalize the W-2 file again to print the W-2s. 

NOTE:  Changes may be made to employee demographics at any time, such as address, name changes 
or even social security number corrections.  These changes will only impact the W-2 file and the W-2 if 
they are made prior to the Finalization routine.  If the changes are made after the Finalization they will not 
be captured on the W-2 for the tax year in question. 

  6)      Run W-2 Forms: 3-Up Employee Copies 
Print the employee copy.  This form prints one employee per page with three copies. 
(Reports/Payroll/Federal & State Tax Reporting/W-2 Forms: Employee Copy) 

 

There is an option on this criteria box to “Print in Box 14-Other Income”. Only the non-wage item 
totaling the value of a vehicle must be displayed in this box, designated as “Vehicle” (only six 
characters).  

If the pertinent checkbox is not checked, the Retirement Contributions (coded 414h), the total Flex 
Benefit amount less the Dependent Care deduction (coded CAF125 formerly Sec125), Disability 
Plan Payments Sick (coded Disabl), or any other items (coded Other) will be suppressed.  The Flex 
Benefit Dependent Care amounts are recorded specifically in Box 10.   

Run a test print for one or two employees before printing the batch for all employees.   
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Select a sort option by utilizing the dropdown, and then select the radio button for either the 3-Up 
Plain Paper Stock, OR the 4-Up Pressure Seal Stock   

 
3-Up Plain Paper Stock – Do not utilize the duplexer when printing  
4-Up Pressure Seal Stock – Utilize the duplexer when printing 

Be sure to select a printer designated as a check printer to assure proper alignment. To print only 
two or three W-2 copies as a test or to select forms to print, choose the “Select W-2” button. 

 
A grid will display with all forms selected to print. Choose “Deselect to End” and left click on the 
names to select specific employees.  Only those remaining with a checkmark in the SEL column will 
print when OK is selected.  Choosing “Cancel” will return the user to the original criteria form without 
printing.    

When the test copies are verified, run the W-2 statements for all employees.  If at a later date, a 
corrected statement is needed for an individual employee, it can be run for just that employee by 
choosing to “Select W-2”. 

 

7) Corrections to Employee’s W-2 before the SSA file is sent 

If any changes are required for corrections prior to submitting the SSA file, Reopen W-2 File 
Calculations for 20XX and refer to step #4 after the corrections have been made. CCA recommends 
that the W-2 disk for the electronic submission and/or the SSA filing copies be run at the latest 
possible date.  This provides the opportunity to address any issue presented by employees once 
they receive their W-2s.  Adjustments can be processed and a new original W-2 statement can be 
generated individually with the correct information.  Addressing these issues before filing with SSA 
avoids the need for W-2C corrections.  Please contact our Payroll/HR Support staff or your 
appropriate RIC liaison if you require assistance. 

8) Run W-2 for Electronic Submission 

If any changes are required for corrections prior to submitting the SSA file, Reopen W-2 File 
Calculations for 20XX and refer to step #4 after the corrections have been made. 
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  (File/Administration/Export Files/Federal-State Reporting/W-2 File for Electronic Submission)  

 

Select OK to create the file or Cancel to return to the menu. A message will appear warning of the 
finalization of the W-2 file and the status of the data.   If the data is current, select OK to finish 
creating the file.  Select Cancel to quit the export. 

9) Employer Copies (Copy D) – W-2 Forms: 2-Up Employer Copies  
 
Generate the Employer copies on blank paper.  This form prints 2 employees per page. 
(Reports/Payroll/Federal & State Tax Reporting/W-2 forms: 2 Up Employer Copy) 
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10) Corrections after the disk is sent to the SSA 

If corrections are needed after the electronic file is sent to the SSA, Form W-2c and/or W-3c – 
Corrected Wage & Tax Statement may need to be submitted.  (Download these from the IRS Web 
site: (www.irs.gov).   Although WinCap does not generate the W-2C or W-3C form, it is 
recommended to record the adjustment/correction in WinCap in the December adjustment pay 
period.  Re-open W-2 File Calculations for 20XX, make the necessary adjustments and then follow 
step #4 to Finalize the W-2 file again.  This will ensure that WinCap data agrees with the actual data 
field through the original disk submission plus the W-2C and W-3C forms filed. 

11) Final Closing of Adjusting Pay Period (Calendar- Year 20XX Adjustments)  

After all procedures have been completed, the data has been sent to the SSA, and W-2C 
corrections have been processed, the adjusting pay period should be closed.  (It is possible to keep 
this pay period open as late as March or until after most employees have filed their taxes.) If 
additional adjustments need to be processed for W-2 reporting after the adjusting period has been 
closed, another pay period can be opened to process those necessary changes.  

 


