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Things You Must Do Before Your Flrst Payroll in January |* [ YearFlectone
. . . . e Consider These Special
Here is a simple checklist of those steps you must perform after your last 2016 paycheck is Issues Please
issued and before issuing your first paycheck in January - regardless of when you print «  Supplement Prices
your W2’s. More details can be found in your Help manual. e Upcoming Webinar
e Retirement Announce-
¢+ Check employee gross-to-net amounts on the YTD Payroll Register. Make sure all ment
final adjustments have been entered and processed, particularly for 3rd party sick GMS I nc

pay, certain business expense reimbursements, the cost of life insurance in ex-
cess of $50,000 or employer sponsored health insurance.
¢ Check all last minute items like address changes, name spellings and Social Se-
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curity numbers. You will have a chance to correct these later - but it will be easier Phone: 800333501
now. Fax: 30833-3502
+ Check your state tax code by displaying to see that information is correct - state Email:service@gmsactg.com
codes, names and reporting ID’s. This can be done by going to Payroll, Set
Up, State Tax. :
¢ Print and review State and Local Tax Analysis. l's GMS AP '
¢ Complete all Quarterly Reporting activities. Your AWZ 0 S|,
¢+ Install December software revisions before proceeding. 10990s o1 1
Follow these procedures on your Payroll - Annual Menu I'f so, foll ow t
and send ug yc
1. Click on the Save/Clear YTD Amts button. You will be asked to specify the Pl ease all ow a
drive and folder on which your database is stored. It will make a copyofthat |ar ound wupon |[rec
file and save it in the same folder called W2xx-xx-xxBU.mdb ( The xx-xx-xx files. Forms v
represents the computer date the file was backed up). It will also copy the in the order|f tt
information from your year-to-date payroll and deduction tables into W2 ta- ceived. Relme
bles, and then zero out the year-to-date amounts in the payroll and deduc- deadline for| fi
tion tables. to GMS is Jalnua
2. Check employee files. You should find that year-to- date amounts are now Forms wil/l D e
ZEro. once they hajve

3. You may now proceed with processing your first payroll in January. W2
printing may take place at your convenience.
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' Service and Assistance | 5

1 January is by far the busiest month in the year for our Service Staff -W2 6 s |, 1095

ijand 10986s ar e prepared and printed, taxiH e

"'and many agencies are beginning their new fiscal year. Here are some things thatyou

1

' should know. Thank you in advance for your patience and understanding. : Common W2 Er

|

'« GMS service hours are 8:30 am to 7:00 pm EST Monday through Thursday. On Fri- '1o Not setting ulp 1

: days, our service hours are 8:30 am to 5:00 pm EST. It is GMS policy to respond to | and |letter wilth

| every ser\{ice call within two hours qf receipt (unless another arrangement is made). | to the deductli ol

: Calls received after 6:00 pm EST will be responded to no later than 10:00 am the ‘10 Not putting al A

1 following day. : retirement coll u

i+ Calls are responded to on a first come - first served basis. | correct deduclti

I+ You may place your service call by phone 800.933.3501, via the website at ‘lo Puttin g a AYOd| u

1 www.gmsactg.com or by email to service@gmsactg.com Or if it is a quick question, | box column r alt hi

: you can use the Service Chat via the web. Thg link is on ourwebsjte. ! the box numbelr ;

i»  When you place a call, we need your name, client number, extension number _and , |¢ No t saving thle

: a_brief (but specific) description of the problem so we can route the call most effi- : ing box numbejrs

1 ciently. '|0 Going back to| Ei

\ Note: All GMS offices will be closed on December 23rd and 26 " 2016, and De- | and answer fYo -

, W2 question ajft

'cember 30th, 2016 and Januvary 2, 2017, f . a7

| holidays [0 After making |ch’

! ' : W2 box setup,| t|

1 For all of us and all of you, January can be a particularly stressful time. Our service call : doesno tN re flelct

1 volume usually grows threefold. As we prepare, there are some things that you can do | cause nAYo was| n

' that will help us serve all GMS clients. : the override W2

i . . _ _ _ 110 Not reading tlhe

'1. Review your W2, 1095, 1099 and 1098 instructions this month - in December. Should| |4 Ret i r ement bolx

I you foresee questions or issues, pleasefeel free to contact us now, when our service ! checked becaulse

: call volume is much lighter. : retirement deld u

12. If a problem does occur, see if it is addressed in the Help Manual before placing a : the employer cC o

1 service call. :

13. When you do call, please let us know the urgency of the issue and an extension num- i

: ber. If you have a deadline, tell us. If there is no urgency, we appreciate knowing :

: that as well. :

14. If you are returning a call from a member of the Service Staff, please let us know so :

: your call can be routed ASAP. GMS Clients and Service Staff members all sharea k14

: common frustration - telephone tag. : T o >

L o e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e Y e e 2 1

_ REGISTRATION FOR THE _

GMS Tax Form Printing or Electronioa 2[5:|7IEMS§UMMIDTE\I6\R/%rPEI{II

For those agencies who have requested that in Rt ifr W

1098 forms and/ or prepare the electronic f ipll%lg,?\llsﬁﬂw?wmﬁsev

you need to know MORE INFORMATION

e Print out the instructions that 1
ate section: Payroll Annual, Su |
ing, Supplement #330 Complete 10 )
10986s

e | f you have requested that GMS p )
sure that all of these forms hav 1
when you transmit your database )
our office and send the forms to |

e Alwawsxlude the transmittal form,
exported to either a PDF or Rich |

e Alwawsxlude the Proof Listing, wl a
or Rich Text format, with a copy L
incorrect amounts.

e There is a special electronic fi )
KY, MD, MS, NE, OH, OR, PA, UT a 2
and Ravenna, OH; and also RITA f )
one of these states or cites, a “Look at the bright side. At this time of )
you. year, red ink looks kind of festive.”


http://www.gmsactg.com
mailto:service@gmsactg.com
http://www.gmsactg.com/gms-summit-2017.html

NEWS FROM GM&3 PUBLI CATI ON FOR GMS VOLIUMET 2 8

3

Page

—_— e — YT = v/

- R Hmr A= — w v —_—
g— Bo09 3 - o onN T
=3 Sﬂcln o gojie) 0 =
=@ - umrmm aw i o )
S ...Han mm.mmm ue w9 ~ Qo
c O ,emwmr S = Econ
wn 7] o - ]
_ > © o5 CC= B + =3
€5~ G,no,m 2 < o ® o
S o b@.lea = c o 8w
— = Ropaw Lo o> © =
. © - oc - o) = P
He C n— (8} -0 o 8
n .6 O Wm.stw - > Sco
S . &E.lsa o) © — B.o
O =z 8|, 3 T o S & c
ST ®© 2 =_70 o - o© Qn
T~ oapo mmofa. i S c @ © o
L ] SOf uUm.Ute W= = & = mm "
noo vo._ o o B80T o
H.I o+t EEB- oc -0 = o
i g_cac >0T 0O o
Q T a0 -muaonnr —_— — O OWI
W -Q > £l©._ 5 w+ O c D —
0Q U +~vo>0 ._®=2 o0 cln ©
0. 9 T® S > Evw oo 8o o
(@)) Sne aemo.l C -0 (7] Do
c oo ,mmrv,rg OO0 ® Do 8 o
oo E v -0 Sc >wa o o 0 —
- | S mm..f B o S < whu
1 [2) C o OWwm O).— O =4+ O
L 4 c
Lo._oWn c DO . & <
+— © w2 w 0 2@ O>0 =oon
oy v20 —_o0o ow® S©S SO
P2 s CSCcx@©o ._&a0 _cwn olco
m .— O O s = — O » Bcow®
fe) = _ o 2 ocova ®c 0OS.-. +|lcc
oc oW« S0 ES. ovo0 woo
5 _e_ cl0 WE =0 o>. =
wn o i o)) = () O+ W0 coo
) mueorl — LD Nu— = — =
A W@ Essa c@ —— ® o
) L) —~"0 00 _Bo v « DTO
- 5 -0 > > Bc S o~ O
“ O ©8_c o v>e o0 .0 >Nc
c ) o -’ ®© X — T > O o
- O oC_vnonw ~PJoOo >_c o .
n NO._En oS 0_T oONO®
S ShsS 7] oOoLo w— O . o @© QM .—
" o —_ - 0O - > O -0 o >wn o N~
o - 0 -0 T® = %) .0
> £._ OV~ 0VTLCE _T S5 o SO —
Ecncm —— 4+ oOoWc oO
& VDo > ®S S >N >0 o
— 552+« L_o oo oo %) )
coooo DECDVD+—CC +—COQO «>T W
— >>—«w 00_0_wn —0nvm® —0ao _—_cD

" — > a8 S oSS0 <L -0 =T nm,e
CNRORD © dc o ogc -29 &=~ o
Vo 2Lx SRl e IS T WEB® 8 040,
-
— s —B— B O£ B g — wo -
~ o %
— 0 =22 uggikg-csBoz - [|[@ o 3 wdm o =
o —.— .. < = .o o = g > o .
_I_I..l. oc g o é@b uav/...huu@ o da ee n
o 2 N pnume.m;@d.w.m.d " 42,7 o€ 7+T
- — — ml -
BBt 2R |0R % ©C I B = W
V. @ 0O = X002 F ¢y ® c ® nwg s
Do lemes 375022 ||o o cEstEe-.o0ls
Y— - o =
ooe<s—"ooI8220628 (e o SERTEEzLp-.
D.mms T o022 g0 a0 © < 2 8Tole ==
> — -
W evoﬂ._mv.WIé O EDR e = nwﬂoehfaero.e
-
rAWrI Qe n o g® =2 .I.@totescone
o I, 0mn@=0— o ® & ® = Ll 200 >0
0 0 c=EERDLEO =B o O - cdcZ..._> B"
OO ogonse acveve || E 0 oBoo. g
O.TfMSt EMQx> > piolie— - © Y o= .IOmWS
- — S =
0 e y _OETH - TO 0LTRL ©C o ._*€ avufmn
n & c & — To @ ©
G larmes@cEoe -~ oloBom_y S
—
T xc Sco Qe D @O DeTlalld - Lo D .wme o
hnW, S W G- S5CH =% W o D.elatD.C.IAOW.t
-T2 0BPIL-—O00ESBoR o  _B,00,0.
Ko R o — —
NSaMSati%.l.mt N D OC e S M = W,eSQOOVn
— Tt | T _—o  —gg
— oo O O+ [ o *~ Wde.ms.eOe ‘=
@ oo <o VOO~ D occod Slbger
(o} @ b
P c c (] o] o wnc Y= — L > cQ <8
o o Eo>a - O - - ___8 = -0
c = —
& i 0O » - X ocundc— o = Oac,m.a,aaﬁrwa
@ o _o P R © _octt aoft c $
- — S
- © ®© S5O O co o o= hcuvrtOQe >
ow® £ @ o~
o LovwoocC Lo > ~0—- @S _-03x
o m.% > o @ © c 5 c_n Q 1pce
e _3=30 L ® > S * o o3c-E_ o,
5 cwo > VOO Evoe Se v o0
© T >0 > “ocoo._o - _c>c,_, o o
- o= © o w_ CO0dovcc ||l = ) T o
n o N N - T o
O O.— © 0 d 5. o oc = -
(D) =] I — o o — —
- - —0oO0 oo O_ S > L o _o00 _®
+—
=) "G O ®O._ "oc .o._ “—
© e — 4 O._T > - g
= T TN C — @O O +~ o _ . =
c R o o o c ? o _gmoo=T
i > =@ — o 4 Fno—_ o S n err“na uen
PO >ponow > o ©._ oo a.m.lmeoye
|M% “oo® o, Too ._c S N B My 2
© @ a..lp..lseoo aAOOJ -0 0O c o n_.vV,UnWSUh rm
© Y5 Toxcxr_2 Zcquowco. Q > CTCOTBONOO4w .
Eool =4 ew C2a4=20m
V oo = — < - - " Fo>sm>_>c T+~
(@) Xd > L S . ™ o o o W <C 3 3 3 3



http://www.ssa.gov/employer
http://www.ssa.gov/bso/bsowelcome.htm
http://www.gmsactg.com

S

0

1099

f

er s 0]

ON FOR GMS VOLIUMET 2 8

F

CATI
c

Year El ectroni

NEWS FROM GM&3\ PUBLI
st

Fir

4

Page

5@ .0g -5© " 0O X oo . -~ - 2 C B _ - . _
_ ho o
T e N et QT a2 - 905G O gg B = o k
0c00ygon-_ ©v3og — ~ WVgow °Fss Pxss = °O0 o >
wO._._+=g©O c > & er,.mlvrfl Q559 T5cc 5 O ?_debV, L v
c _s0gd _0Soa._ > ©O0T =i cc Rccc «|ow i —
o o o-"cacg —0+ 9 wocce YeEgs Paccm Ot T F o
e @ v » % = OFg o - F o
L o O = e © © © @ ® © S5
IM Ssﬂ_n“Cfa @ = © o Yooo oo o X .- p >
Mm V,m ©—5 68 Locse® —soam —ocoo coo afw.s= 3F -
— o-< - o] %U.II E.TOOD. S . SVO.. o D
10, N
0= 3T ET S %-Cg W Ls2? Spoom Jwom Zwom, |Z. D wf = - c
c - nom.mr @ “m almuM 2 “ug 00 i 00 i ) QIAS%U oM ©
coceoOzgEo -Pea of ghow _eoe Boaa |z S P o -
o_osmpap » = & Q o< = J
-5 _Og @ 2, FST T oS oSl < @ DO P wn =
———0 - O o_c_* coq oo coQ, o n s, b =
O [ ~ %] D= 0 > —_ - < ™ o= B N« o
B Y - e ) ooo coo ooo g, 1O _Q &)
rhl- S o @2oz ©92 7209 U80S _feaos| 0o =2
() [ Qo
L_¥_sgoo-Y0om. g - cog ¥ooo #O%OMMAHM = F c 2w e
O_—@m@o — S\ nnllw %e N o o L <t Q?_.OA—. al Z I I m
wLl=—c— P ) A == n11L.v Mnd_34 “a® xSASS ) o
< . -
8 w0l v w22 B Foh “HHE | ——= > ” o
(@) 8 =CO0 QLT V- QLndh = = © -
ko) IS NS o— — c o > ._
. o - 2 5 © - &.w EE. . ocEaz e Jogn® 3P ©
vn<t _celo csF oo =3 o 3 © c )
cc o = — dH oo © GCooq %00c %wod cf S¢
~E_c _H.V,lra - DWVWOS S pnud —do2_ —wmdAD of 1. X >P = £
.|r9,I,m © o 0 V._—o ad3>d - andd AP ol noc S @ | @ c
S o o - Cow® =
& vacd GED N >~ &> - 23 i — Ny = o S
Cw—H omgl— o — O R w— 0O0L GNY £ Savt BN o o it o ©
o Mh4.m P oS W;I&rFt iy ugow J0-Rny Sl oo - ©
IItMn D.e hJuOV _ o O —_ ®© c ®©
~a s Cca ) -~ [P c x -0 o n ox o £ cc > O YU o X
»n © =0 raVJMtune © _o © o o o c o w o) B w O . \w
—_ theu vnsiS —_ ©o ~ O © ~m °c—_o » o I o=
T ntrfo% 13 o o o - o o c o caon O — o ©_o
nord —_ 0o - O = S5 o o o c - = S5 — Co— oL
Ofue,lrtMm. bCN O oo > ~ w0 c T T .- < - e n o 2 -0 W« ©
- =9 fepg em a > — c#H o o c O wnco 2 <L << <O g b
sdetlofAdanyro 7)) - e . o a ._ oo © O > - — = QOWw, . o Z 2,__H
Ser.ml ° .Imr “ © 0 © 0o X — o0 > o £Eo S ow O x g o i Mm
— L —
.mg - . - OS - - o O 0o o - D = >0 — oo O D < — O Tm o ®
a8bvnemonu © 2 o o - _ T+ © 0coQ >> - — L — o SE €8 Ll
br9usop em.u O O w — T Qn > © o — — E © P00 O _ W OrDr mW,_.l. o
=
quSVIYrte oo n o- S o n c S T QT Qe 0 Q- ©— —< —= o D
Sol Vo= 0O LO0>T o © o ™ - O © o _— o — € o © © — —~oL L 1w AM Q M
o"ovco +«ov O SO . S5 o O+ O O« C < <L+ <L .— = = Wm.
vE O-sSc L wn —c < o= c o O X ®© © < < © O~ * oL oA\I.I SH =] =z
— 0= CSLL0ONVTCOOO— . - +~o© > >0 O c 0o © o c = O 7D. Q<2 m.O.
- TV @ASCSC VOSSO c +~ C - = g 14
v © © O -9 ~ > 00 S
—n _Xopos —c.— = £ X S € o c E > - ® .- > — < <
- -3 £© < -cx-o O._ - oon © n O .— @ 2 o 2 €~ @© =@ w
o DO 0 ~0 Q0T O Q& ) [O2N) o S © S o o [%)] © =T O~ L
—mmOOco 000 _ o cwn0 <> oOoN >0 0o o >S5 S5 S oo ) -
cSOnwo— 00 _ 0o Ko T oon 5 »>2 co »>— 5 0f 0o ocs5. QO 14
oo« ™mc v Foc~ oo . _ %) o ©c c o o > > > O O = € o A
- BT E—O0C e Cc® * .- > — o C O c > - o >o © m Z
- > O+~ .—Wosoo — — 3 T =« > X o © © © E o nwo m
oEo—_20€fe O— w—_._c c o_ o ._ 0.5 ®8®@8 O .. . .. 00O Q G
Ve P O T AV v @ o °>¢ N =ZT>s0uIT.00.0000. =~ ¥ L
0O 0._._0QCO0T® . o.— oo 0 (¢ W
e —d 0N EEVO@B- O EOM @) 0o * % * * % % * % * L i



http://www.gmsactg.com/cost-allocation-leave-and-fringe.html

